
Office and SEVIS Coordinator 

Review (Revised): October 4, 2017  

(Job #17-86) Administrative Support Coordinator II, Office and SEVIS Coordinator, $3,115-5,161/month. 

Appointments are typically made at the beginning of the salary range. This is a full-time, benefitted, non-exempt 

position with a one-year probationary period in the Center for International Programs. 

 

Position Summary: Under the general direction of the Director of the Center for International Programs, 

the Office and SEVIS Coordinator facilitates all administrative support within the Center for International Pro-

grams  (CIP) and immigration regulation processing for students, faculty, and international admissions. This posi-

tion also provides lead oversight to the reception front desk student assistants within CIP, including providing train-

ing related to clerical tasks, customer service, safety and crisis response. 

 

Description 

¶ Facilitates administrative support within the Center for International Programs: Evaluates finances and devel-

ops CIP annual budget projection; develops and reconciles summer program and special program contract 

budgets; processes project/contract templates, uploads for review and recommends updates/corrections when 

necessary; is assigned as a CIP timekeeper for employee time-sheet review; prepares invoices and travel reim-

bursements (foreign and domestic) for processing; coordinates office purchasing, work-orders, and safety con-

cerns; and is CIP building coordinator;  

¶ Provides lead oversight to CIP student assistants, including contract/timesheet management, training (including 

HSU policy requirements), scheduling and evaluations; 

¶ Ensures compliance with applicable HSU and CSU administrative programs, policies, and guidelines. Evalu-

ates the department's operational and procedural practices and makes recommendations to management on 

changes where appropriate or necessary; 

¶ Reviews and analyzes special reports and provides feedback to management;  

¶ Analyzes CIP budget, makes recommendations to Director of CIP on spending patterns and savings options; 

and provides OBI budget expense/revenue reports for evaluation in Recruitment/Marketing, Education Abroad, 

Programming and general CIP office finances. 

 

DSO (Designated School Official) / ARO (Alternative Responsible Officer) 

¶ Processes H1B and J exchange applications for HSU international faculty and staff appointments, including 

coordinating with sponsoring department and prospective employee on process/application requirements and 

immigration processes;  

¶ Uses the SEVIS system in conjunction with PeopleSoft to generate I-20s and DS 2019s for admitted students 

and exchange faculty; 

¶ In coordination with HSU Registrar, build process for SEVIS immigration record processing and reporting via 

Peoplesoft batching;  

¶ Processes admission application materials, evaluates finances and other required documents for F-1 and J-1 

students/faculty focusing on short-term non-degree seeking Study California students, Exchange students, and 

IELI students; 

¶ Complies with SEVP/SEVIS database record reporting requirements, per immigration regulations, for all stu-

dents, faculty and exchange visitors. 

 

OPT/CPT/ITIN 

¶ Processes Optical Practical training, Curricular Practical Training (OPT/CPT), OPT STEM extensions and IRS 

ITIN W7 tax form certifications, in compliance with immigration and IRS requirements. This to include train-

ing/educating students on immigration reporting requirements, form processing, designated school official 

(DSO) certification, and W7 filing requirements.  

¶ Facilitates regular international student OPT/CPT/STEM workshops, and provides necessary workshops for 

students requiring ITIN W7 certification. 

 

 

 

(Continued on reverse) 



 

Minimum qualifications: Completion of high school or technical/vocational program, or their equivalents 

combined with three years of related office work experience.   

 

Preferred Qualifications: AS degree in computer application, plus minimum 5 years of working experience 

in an international program office at a four- or two-year institution. Previous DSO experience. Working 

knowledge of SEVIS, Ellucian software, Access Databases, and PeopleSoft in addition to experience working 

with international students and individuals from various cultural backgrounds. Demonstrated experience working 

effectively with a diverse population. Demonstrated commitment and/or experience promoting and fostering a 

working (or learning) environment that is supportive of individuals from diverse backgrounds.  

 

Knowledge, Skills and Abilities: 

¶ Fully  functional  knowledge  of  and  skill  in  standard  office  procedures  and  practices,  as  well  as  an 

ability  to  understand  and  operate  in  a  variety  of  organizational  structures. 

¶ Ability to use and quickly learn new office support technology systems and software packages. 

¶ Experience to be fully functional in all technical aspects of work assignments. 

¶ Thorough, detailed knowledge of applicable university infrastructure, policies, and procedures. 

¶ Thorough knowledge of English grammar, punctuation, and spelling. 

¶ Ability to clearly communicate orally and in writing. 

¶ Thorough knowledge of office systems and ability to use a broader range of technology, systems, and pack-

ages. 

¶ Ability to independently handle multiple work unit priorities and projects. 

¶ Ability to apply independently a wide variety of policies and procedures where specific guidelines may not 

exist. 

¶ Working knowledge of budget policies and procedures. 

¶ Ability to perform standard business math, such as calculate ratios and percentages, track financial data, and 

make simple projections. 

¶ Ability to draft and compose correspondence and standard reports. 

¶ Ability to handle effectively a broader range of interpersonal contacts, including those at a higher level and 

those sensitive in nature. 

¶ Ability to communicate effectively with a diverse population.  

¶ Ability to establish and maintain working relationships with staff, students, and faculty from diverse back-

grounds.  

¶ Demonstrated sensitivity to cross-cultural perspectives and experiences.  

¶ Demonstrated knowledge and familiarity addressing issues of concern facing students from diverse back-

grounds in higher education.  
 

 


