COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:      
DIRECTOR – INTERNATIONAL EDUCATION/ESL
PAY GRADE:      
P-12
OVERTIME STATUS:    EXEMPT

MAJOR RESPONSIBILITY:

Provide leadership, supervision, evaluation, and administrative oversight of all aspects of the ESL and International education program.  Oversee international student recruitment, including but not limited to serving as country director and member of the executive council for the IEE Community College Consortium.  Act as one of the Designated School Officials (DSO) to issue I-20 forms and assist in handling immigration issues for prospective and current students.  Must be willing and able to travel extensively (particularly long international flights) and to work irregular hours.

PREREQUISITES FOR POSITION (Qualification Standards):

1. Education or training:  Master’s degree required.  Knowledge of US immigration regulations related to F-1 and other non-immigrant visa categories required.  Second language preferred. 
2. Years of experience in field:  Three to five years of experience which include one or more of the following:

· Teaching: English as a Second Language or other fields of study.

· Curriculum development

· Program development

· Supervision

· Living abroad for either work or study
· International Student Recruitment

· Study Abroad advising

· Grant writing

3. Special skills or abilities related to position:  Demonstrated skills in teaching & working with international students and the international community.  Demonstrated skills in program/curriculum development, problem solving, supervision and evaluation.  Exhibits effective collaboration, interpersonal and communication skills in working with populations of varying ethnic backgrounds.  
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Special skills or abilities related to position (continued):
Experience in fiscal management.  Familiarity with the academic needs of international students, non-native English speaking permanent residents, and undocumented person.  Familiarity with standardized test (such as TOEFL, IELTS, SAT, ACT) and student visa and SEVIS regulations.  Knowledge of study abroad programs and the ability to work with faculty and staff to develop, promote, and administer new study abroad programs.  Knowledge of and the ability to seek international grants.
ESSENTIAL JOB FUNCTIONS:

1. Develop, maintain and supervise the English as a Second Language (ESL) program, including oversight of curriculum development and academic planning.
2. Collaborate with the Learning Resource Center staff in the operation of the Language Laboratory.
3. Articulate and coordinate with the Communications department, other college departments, and the community in the development and promotion of the ESL program.
4. Recruit, recommend and evaluate adjunct faculty for ESL.

5. Work with international associations at the state and federal level in the funding of international grants and/or projects.

6. Oversee international projects as needed.

7. Serve on college committees as assigned.

8. Provide academic advising to international students as needed.

9. Collaborate with International Student Admissions & Advising Specialist on student orientation, admissions, enrollment, and advising.
10. Serve as the lead college representative for international student recruitment and the development of articulation agreements.
11. Travel as required through consortial agreements.
12. Liaise with college Admission, Enrollment Services, Student Life, and Financial Aid representatives.

13. Collaborate with appropriate college personnel to complete college, state and federal reports.

14. Collaborate with academic support services staff (writing lab, math lab, tutors, etc.)

15. Assist marketing in the development of printed and electronic materials for the ESL and International Education programs, as well as for international students recruiting

16. Assist in developing and maintaining website presence for CF ESL and International Education programs, as well as the IEE Community College Consortium.
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ESSENTIAL JOB FUNCTIONS (Continued): 
17. Develop and monitor annual budgets for both CF programs and IEE country budget.

18. Design professional development opportunities for faculty and staff regarding international initiatives of the college.
19. Respond to inquiries from students regarding study abroad opportunities.
20. Serve as project director for ESL or international grants received and oversee implementation, budget, reporting, and evaluation.

21. Assist incoming students and scholars with housing and other logistical concerns related to their arrival and living away from home.

22. Develop short- and long-term goals for the ESL and IE programs and participates in the strategic planning process for IEE.
23. Support the college’s Diversity and Global Awareness initiatives.

24. Other duties as assigned.

 (These essential job functions are not to be construed as a complete statement of all duties performed. Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:

· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without correction).

· Ability to communicate both orally and in writing.

· Ability to travel extensively, including long international flights and visits.

ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment.

· Work abroad in multiple countries in a variety of external environments.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
PRIMARY LOCATION OF JOB:  
Ocala Campus

SUPERVISOR OF POSITION:  

Associate Vice President for Liberal Arts & Sciences
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