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Job Description: Professional Service Positions

	College/School:
	Marketing, Recruitment & International

	Job Title:
	Exchange and Study Abroad Assistant

	Department/Subject:
	Global Engagement

	Salary:
	APM 5

	Hours of work:
	Full time 35 hours per week

	Contract:
	Fixed term to 31 December 2026

	Location:
	Singleton Campus



	Introduction
	To deliver its sustainable top 30 ambition Swansea University needs a professional services workforce with the differentiated skills necessary to ensure that it can deliver excellence through efficient and effective systems and processes that harness innovations in technology.

	Background information 
	Swansea University recognises the significant benefits to students of spending a period of time studying or working overseas as part of their degree. As a result, the University has in place an ambitious strategy to increase the number of its students taking up these ‘Global Opportunities’. The University also welcomes students from international partner universities who wish to spend part of their degree studying in Swansea as exchange or visiting students. The Go Global Team is responsible for coordinating this activity.  

Working within the Go Global team, the post-holder will play a key role in supporting activity relating both to inbound and outbound students. This individual will be responsible for providing a pro-active, professional and customer focussed service to students, colleagues, and international partners.
 
The post holder will be required to work independently as well as part of a team and will need to be well-organised, thorough, methodical, adaptable and be able to demonstrate excellent communication skills and attention to detail.

	Main Purpose of Post

	1. To provide high quality administrative support which is customer-focused, effective and outcome driven, across all areas of the Go Global team’s activities, including outbound students, inbound students and staff mobility.
2. Work closely with the Outbound section of the Go Global team to assist the team in providing support to Swansea students in preparation for and during the students’ “Global Opportunities”.
3. As part of the Go Global team develop and maintain relationships with colleagues at partner universities to ensure the success of all Student Exchange Agreements.
4. Assist Go Global team with:-
a. Maintenance of information on the Go Global Team web pages and with the process of getting pages translated and published in Welsh.
b. Regular social media posts 
c. Student focussed information & support events
d. Organisation and running of promotional events including Open Days, Freshers’ Week, Study Abroad Fairs etc. (occasional evening and weekend work may be required)
5. Ensure that accurate data records relating to the University’s exchange & study abroad agreements are maintained, ensuring compliance with external and internal regulators.
6. As part of the Go Global team, work on the collection & analysis of feedback from participants to continuously review and improve student experience.
7. Work with colleagues in the Go Global team to ensure a culture of developing and sharing best practice across the institution.
8. Assist the Exchange & Study Abroad Manager with financial processes including:
a. Producing a list of students due bursary payments
b. Liaising with finance to ensure payments are made 
c. Communicating details of the bursary payments to students
d. Maintaining accurate records of Go Global team finances
e. Liaising with finance and HR to arrange payment of student peer advisors 
9. Provide high-quality customer service when responding to enquiries from staff, students, external organisations and other stakeholders:
10. Be accountable for delivering accurate, consistent, efficient and systematic information. 
11. Seek, act on and provide feedback to enable improvement, taking responsibility of own continued professional development.
12. As a high performing Department, Global Engagement is constantly improving and all Global Engagement professionals are expected to engage in alternative roles in other areas of the Global Engagement, where it may be operationally required

	General Duties
	13. To fully engage with the University’s Performance Enabling and Welsh language policies
14. To promote equality and diversity in working practices and to maintain positive working relationships.
15. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
16. Any other duties as directed by the Head of College / Department or their nominated representative expected within the grade definition.
17. To ensure that risk management is an integral part of your day to day activities to ensure working practices are compliant with the University's Risk Management Policy. 

	Professional Services Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 
We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.
We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.


	
Person Specification

	Essential Criteria:
Values:
· Demonstrable evidence of taking pride in delivering professional services and solutions
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers
· Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience 
Qualification:
Educated to A level standard or relevant equivalent work experience, plus GCSE Grade C in both English Language and Mathematics
Experience:
1. Experience of delivering a responsive, professional and flexible customer-focussed service, ensuring that outcomes are delivered on time and to high levels of quality. 
2. Experience of working as a strong and effective member of a busy team. 
3. Excellent IT skills, including Word, Excel, Access Database, Powerpoint and Outlook.
4. Experience of working independently, identifying problems, providing solutions and knowing when to escalate issues to line managers.
5. Experience of dealing with financial transactions and keeping accurate records of finance.
Knowledge and Skills:
6. Evidence of the ability to organise own workload, excellent time management and organisational skills with the ability to prioritise a number of tasks efficiently.
7. Excellent written and verbal communication skills, including the ability to communicate effectively to diverse audiences with varied cultural backgrounds.
8. Evidence of actively seeking and acting upon feedback to improve and take responsibility for own development.
Desirable Criteria:
9. Ability to communicate in Welsh
10. Experience of studying or working overseas
11. Experience of updating and maintaining webpages
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