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Harristown Enterprises, Inc.
Position Description











Position Title:  Student Services Assistant
Department:  Administrative  

Reports To:  VP, Partnerships & Program Services
Classification: Hourly/Non-exempt
Date Written/Revised:  January 2020




Position Summary:

	The Assistant will gain exposure to all aspects of our International House (Ihouse) and International Institute for Exchange programs (I2).  They will collaborate with the I2/Ihouse team to provide services for our international and domestic students.  They may support various activities including but not limited to, international student orientation, student support, event planning and execution, housing preparations, including unit set up and lease preparation, enhancing communications and presentations for students related to the IHouse and I2.  They also could serve as Resident Advisor at the International House if a position is open and the individual qualifies for the position.

	     


Duties and Responsibilities:

Primary Functions:

Average percentage of time may vary
	30
	Communicate with international & domestic residents of the International House, participants in our I2 program, VISA partner; answer questions, assist in problem resolution, overall general assistance both in person and via phone/email; general administrative responsibilities related to above including copying, faxing, and scanning various documents/communications.


	20
	Prepare housing/accommodations for new arrivals; assist with the rooming process; prepare lease and student arrival information, rent collection/cash handling for Ihouse/I2 arrivals 



	15
	Prepare for student departures/checkouts, conduct room inspections 


	20
	Assist staff with various events; including but not limited to set up, attending/working the event, breakdown/clean-up, evaluation of the event, taking videos/photos throughout event

	5
	Assist Student Services Coordinator with social media presence; ensuring the Ihouse & I2’s social media is current and relevant 

	5
	Assist Student Services Coordinator with various research projects and/or surveys related to I2 and IHouse 
 

	5
	Assist Student Service Coordinator with creating and/or enhancing all forms of communications for I2/International House to be utilized to promote the mission of the program


 Other:

Compliance with Harristown rules and regulations is a condition of employment for the safe and efficient operation of facilities. 

A neat, clean, professional well-groomed appearance must always be maintained. Business attire is appropriate for outside meetings and events, and business casual is appropriate on regular workdays.   
Regular attendance and punctuality are essential to the successful performance of this position.  Due to business needs, employees may be required to work varying schedules with flexible shifts, which may include weekends and holidays. 
Employees who violate Harristown rules and regulations, including attendance and punctuality, will be subject to disciplinary action up to and including termination of employment.

Specific Job Knowledge, Skill and Ability:

The individual must have the following knowledge, skills and abilities and be able to explain and demonstrate that he or she can perform the functions of the job, with or without reasonable accommodation, using some other combination of skills and abilities.

· Computer literacy is essential.  Familiarity with Microsoft Word, Excel, PowerPoint is necessary; knowledge of Publisher and Adobe Photoshop is a plus

· Experience using office equipment including, but not limited to, a copier, fax machine, scanner and calculator 

· Ability to maintain confidential or sensitive information is imperative

· Ability to work independently and complete assignments in a timely fashion

· Excellent written, verbal and organizational skills required

· Excellent communication skills

· Valid Driver’s License is required
Qualifications Requirements:


Education:

Candidate will possess a high school diploma or GED equivalent, and have completed one full year of college

Experience:

Customer service experience preferred 

Other:

Ability to handle multiple priorities, assignments and projects, while working with, and supporting a diverse group of individuals and departments is important.  Job has physical demands that require climbing stairs, ability to lift/maneuver a minimum of 35 pounds.  
