
 
 

   

 

Job Description 
 

Job Title Interim Internationalisation Coordinator 
Department Student Opportunity 

Grade FA6 
 

Job purpose (a 
brief summary 
of the role) 

 
In alignment with the University’s Internationalisation of Education Strategy, this role supports the 
development and delivery of the Intercultural Training Programme (ITP), working closely with the 
ITP Development Consultant.  
 
The postholder will contribute to the design and implementation of two distinct levels of 
intercultural training: 
 

• Foundation Level: Embedded within the curriculum for all first-year undergraduate 
students and delivered by departmental academic teaching staff. 

• Intermediate Level: Facilitated by the Student Opportunity (SO) intercultural training 
team, aimed at enhancing the intercultural competence of students engaged in co-
curricular internationalisation activities or seeking to further develop their intercultural 
expertise. 

 
The role also includes line management responsibility for the Internationalisation Coordinator, 
with oversight of the Intercultural Training facilitation team, ensuring effective delivery, continuous 
improvement, and alignment with strategic objectives. 
 

Duties and 
responsibilities 

 
1. Support the Intercultural Training Programme (ITP) Development Consultant in the 

initialisation of School and departmental discussions and the subsequent activity to embed 
intercultural awareness content into programmes of study. 
 

2. Support the Intercultural Training Programme (ITP) Development Consultant in the creation 
of content for teaching materials. Contribute to the development of training resources for 
departmental staff to support their engagement, sensitisation, and adoption of intercultural 
awareness within curricula. 

 
3. Under the direction of the ITP Development Consultant and with the support of the 

Internationalisation Coordinator, create, grow, and maintain the departmental staff 
‘Intercultural Awareness Community of Practice’ network. 

 
4. Provide line management for the Internationalisation Coordinator, including oversight of the 

facilitation team.  
 
5. With the support of the Internationalisation Coordinator regularly review student feedback 

and data to monitor impact and inform the development of the intercultural Awareness 
team’s practice. 

 
  



   

 

   

 

 
 

Person Specification 
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications 
required to undertake the role effectively. This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, 
(d) Presentation.  

 
Essential 

Criterion No. 
Essential Criterion Description  Measured by 

E1 An excellent education background, which should normally include at least a 
second-class honours degree or equivalent experience. 

A 

E2 Experience of working with international students in an HE or FE setting including 
their integration into the wider student body, or equivalent experience. 

A & C 

E3 Experience of designing and delivering training for international students, or 
equivalent experience. 

A,C & D 

E4 Experience of working on collaborative projects with students, academic 
departments and other professional service providers, or equivalent experience. 

A & C 

E5 Experience of leading on innovative projects resulting in a step change in how 
student services are offered, or equivalent experience. 

A & C 

E6 Experience of managing budgets. A & C 
E7 Excellent administrative and organisational skills to operate administrative and 

record-keeping systems. 
A & C 

E8 Excellent project management skills including the ability to plan and deliver 
results on time and on budget as well as develop innovative and creative ideas for 
internationalisation activities. 

A & C 

E9 Highly developed communication skills, written and oral, and attention to detail in 
order to deliver clear, concise presentations as well as high quality materials and 
online content. 

A,C & D 

E10 Excellent teaching and facilitation skills, with the ability to engage staff and 
student audiences and train other facilitators. 

A,C & D 

E11 Ability to command respect from and influence senior colleagues and students 
and the ability to deal with a wide range of internal and external contacts. ( 

A & C 

E12 Highly developed problem-solving skills to deal with complex and difficult 
situations autonomously as they arise. 

A & C 

E13 Excellent skills in the use of MS Office desktop, MS Teams, presentation and 
teaching and learning facilitation software. 

A & C 

E14 Awareness of and sensitivity to other cultures and issues raised by international 
education. 

A,C & D 

E15 High level of numeracy and ability to analyse, derive patterns and extrapolate 
conclusions from information and data. 

A & C 

 
Desirable 

Criterion No. 
Desirable Criterion Description  Measured by 

D1 A degree or master’s level in Intercultural Communication or a related discipline. A 
D2 HEA qualification. A 
D3 Experience of collaborating with academic colleagues based in the Arts and/or 

Social Sciences. 
A & C 

 


