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Job Description

Job Title:


Senior Officer: International Operations  

Responsible To:

Head of International Operations 
Job Purpose:
To provide support for all International Operations within the College.

Principal Responsibilities:

1. To assist the Head of International Operations in managing day to day operations within the international office;
2. To coordinate the tracking of international student arrival to the UK and associated compliance duties thereafter in line with UKVI guidance / concessionary guidance. Identify and report to the Home Office via the Sponsor Management System (SMS) within published time frames;

3. To coordinate college wide student mobility activity to include applications, reports and travel arrangements. Programs including legacy Erasmus+/ Turing and Taith- International Learning Experience Programme;


4. To manage all aspects of staff overseas travel including travel arrangements, health and safety compliance and completion of travel packs; 

5. To oversee International student admissions, in accordance with the Admissions Teams;


6. To manage all overseas delegations visits to the college, for the purposes for international business development;


7. To coordinate and contribute to all international bids; 


8. To manage clear communication channels with overseas partners and where necessary using foreign communication platforms;

9. To collate marketing information for existing overseas partners and potential clients;
10. To support in the planning, for delivery of overseas programmes both online and in-country;



11. To control student recruitment Agency agreements;
12. To be responsible for the management of the systems and processes for eCampus for NPTC international staff including enrolments of international teachers;


13. To respond to emails, telephone calls and assist with face-to-face enquiries as required;


14. To contribute to the authoring and maintenance of web and print information for all international work including GDPR, ensuring that changes to legislation / processes are communicated in a timely manner;


15. To be responsible for the reporting of any potential or actual immigration compliance breaches or other immigration issues;


16. To deputise for the Head of International Operations as necessary. 

College Responsibilities 

1. To actively promote the Diversity agenda within the College;

2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems; 

4. To contribute to and represent the overall visions and values of the College;
5. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001;

6. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;
7. To adhere to all College policies and procedures;

8. To undertake professional development as required; and

9. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the Human Resources Director which may lead to revisions in light of the operational requirements of the College.
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