Of fice and SEVI S Coordinat
Review (Revised):

(Job8B8L7Administrative Support Coordinat®Dr161/ mort
Appointments are typically made att itrhee, blegrefrdinmde ¢
positionywathpaobati onary period in the Center fo

Position Wudmemartyhe gener al direction of the Direc

the Office and SEVIS Coordinator facilitates al/l
gr ams (ClI'P) and i mmigration regulation processin
tion also provides | ead oversight to the receptio
ing related to clerical tasks, customer service,

Description

1 Facilitates administrative support within the Ci
ops CIP annual budget projection; develops and 1
budgets; processes project/contract templates, I
necessary; is assigned as-she€t Previmelweepeephoes:
bursements (foreign and domestic) forderseceanidn
cerns; and is CIP building coordinator;

T Provides |l ead oversight to CIP student assistant
HSU policy requirements), scheduling and eval uat

T Ensures compliance with applicable HSU and CSU
ates the department's operational and procedur al
changes where approprlate or necessary,;

f Reviews and analyzes special reports and provid:

T Analyzes CIP budget, makes recommendations to Di
and provides OBl budget expense/revenue reports
Programming and general CIP office finances.

DSO (Designated School Official) / ARO (Alternati

1T Processes H1B and J exchange applications for H:
coordinating with sponsoring department and pr o:
i mmi gration processes,;

f Uses the SEVIS system in con2@acandnD¥i 201 Peofpdn
and exchange faculty;

T I'n coordination with HSU Registrar, build proce:
Peopl esoft batching;
T Processes admission application materi alls, a+iedv all |

students/ facul-tgr mbdegseagseakismgr $t udy Cal i forni
| ELI student s;

T Complies with SEVP/ SEVIS database record report.
dents, faculty and exchange visitors.

OPT/ CPT/ I TI N

T Processes Optical Practical training, Curricul art
Il TIN W7 tax form certifications, in compliance
ing/educating students on i mmigration reporting
(DSO) certification, and W7 filing requirements.

T Facilitates regular international student OPT/ CI
students requiring I TIN W7 certification.

(Continued ¢



Mi ni mum quaComptetiomsof high school or technica
combined with three years of related office work

Preferred QAS&I| deigc ®&tei oms:.computer application, pl
in an internationadr py&arr aimm sotf ifti wctei ceant. aPrfeowirous D
knowl edge of SEVI S, Ellucian software, Access Dat
with international students and individuals from
effectively with a diverse population. Demonstrat
working (or |l earning) environment that is support
Knowl edge, Skills and Abilities:
T Fully functional knowl edge of and skill i
ability t o under stand and operate i n a %
T Ability to use and quickly Il earn new office sup
1T Experience to be fully functional in all techni
T Thorough, detailed knowledge of applicable uniyv
T Thorough knowledge of English grammar, punctuat
T Ability to clearly communicate orally and in wr
T Thorough knowledge of office systems and abilit
ages.
T Ability to independently handle multiple work wu
T Ability to apply independently a wide variety o
exist.
T Working knowl edge of budget policies and proced
T Ability to perform standard business math, such
make simple projections.
T Ability to draft and compose correspondence and
T Ability to handle effectively a broader range o
those sensitive in nature.
T Ability to communicate effectively with a diver
T Ability to establish and maintain working relat
grounds.
T Demonstrated scewlstidriavli tpertop eatoiswses and experi el

—
[¢)

1T Demonstra d knowl edge and familiarity addressi
grounds in higher education.



