
Call forInternational Traineeshipscholarship (n. 1) at University of Foggia International Office

Erasmus Working Traineeship Scholarship Description

	Scholarshiptitle:
	InternationalMobilityOfficer(Incoming/Outgoing)

	Central Service:
	InternationalRelations Office(IRO)

	duration:
	12 months/ 36h per week

	Scholarship:
	10.200 € (12 months) + 275 € travel expensesreimbursement

	Location:
	InternationalRelations Office(IRO) – University of Foggia - 



Scholarshippurpose
TheInternationalRelationsOffice(IRO)comesundertheleadershipoftheVice- ChancellorofInternationalisation and Student mobility.TheprinciplefunctionsoftheIROaretoinform andhelpdelivertheUniversityInternationalStrategy,particularlywithregardto partnersintheir variousforms, staff andstudentmobility,andinternationalstudent recruitmentand pre-arrival support.


ThepurposeofthispostistosupporttheHeadofInternationalOfficeinall aspectsoftheUniversity'sstudyabroadandexchangeactivities.Theroleofthe InternationalMobility(Outgoing/Incoming)roleistocoordinateandadministerall aspectsofoutgoingstudyabroadactivity,particularlypaymentoftheErasmus+ grants,andtoensureefficientandseamlessservicedeliveryacrossthe programmesandactivitiesofInternationalMobilityTeam,withtheaimtoassist the universitytomeetstrategictargetsinstudentmobility.



Source andnatureofmanagement provided

Report tothe Head of InternationalOffice


Staff management responsibility

Supervision ofcasualstaff
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	Mainduties andresponsibilities

	

	1
	Toprovideahighlevelofcustomerservicetoacademicandadministrativestaff, students,applicants,partnerinstitutionsandexternalbodiesfromfirstcontact
onwards.Thisincludesmaintainingandcontinuouslyreviewingallsystems
andinformationmaterialsforresolvingenquiriesviae-mail,phone,andin person.

	2
	Toliaisecloselyandeffectivelywithdepartmentsandprofessionalservices acrosstheUniversityofFoggiaandpartnerinstitutionsworldwide,as necessary:
· Supporttheorganisationand deliveryofexchange activities.
· Actasthemain pointofcontactforinformationandguidance on University
proceduresregardingErasmus+grants.
· Ensureexchangeand workplacementparticipantsare identifiedand added to centralrecords in atimelyfashion.

	3
	Todevelopandmanagehighqualityadministrativeprocessestoprovide specialistcentralisedsupporttoalargenumberofoutgoingstudyabroad students,andtoensuretheUniversityofFoggiaremainscompliantwithErasmus
+operationalguidelines.

	4
	Workingwithahighlevelofautonomy,youwillberesponsibleforthecorrect administrationoftheErasmus+grant,including;assessingapplications, communicationwithstudentstoensurewehavethecorrectinformationand Erasmus+paperwork,andensuringkeyErasmus+deadlinesaremet throughoutthe year.

	5
	TocreatecomplexformulasinExcelinordertocalculatethecorrectamountof Erasmus+grantforeachstudent,preparingpaymentinformationforfinance and  organising  adjustments   as   necessary   throughout     the   year. Duetothepotentialnegativeimpactofinaccuraciesonbothstudentsandthe University,youwillneedtodisplayavery highlevelofprecisionandattentionto detail atalltimes.

	6
	ProvidetheHeadofInternationalOfficewithregularperformancereportson outgoing/incomingstudyabroadactivity.Thiswillconsistofregularreportingon variousaspects,including;Erasmus+regulationupdates,progressagainstkey Erasmus+deadlines(particularlytheinterimandfinalreports)andupdateson serviceimprovementinitiatives.

	7
	Producefinancialreports/datatoassisttheHeadofInternationalOfficewith financialmanagement,andtakeapro-activeapproachtotheimplementation ofnewfinanceprocesses/proceduresrelatedtotheErasmus+grants.

	8
	Develop,maintain andupdatetheInternationalMobilitywebsite (Outgoing) and information packs/documentsforstaffandpartners.

	9
	PromotetheUniversityofFoggiaexchangeprogrammesbothinternallyand externally,andtorepresentthewiderUniversityintheItalyandoverseasas required.Thismayinclude,butisnotlimitedto,deliveringpresentations, attendanceatconferencesandpartnervisits.





PersonSpecification

	Criteria:Qualifications andTraining
	Essential
	Desirable

	Master degree students or PhD Students
	
	

	Criteria:Knowledge and Experience
	Essential
	Desirable

	
	
	

	Previousadministrative experience in a busycustomer- focused and/oreducationalenvironment
	
	

	
	
	

	Experienceofsuccessfullydeveloping andmaintaining officesystemsandprocesses
	
	

	
	
	

	Proven experienceofworkingwithlarge quantitiesof data,andmaintaining clear andaccurate records, demonstrating ahigh levelofattentionto detail
	
	

	
	
	

	Evidence ofworkingindependentlyto high professional standards,managing conflicting priorities,abusy workload andtightdeadlines,whilstmaintainingattention to detail.
	
	

	
	
	

	Experience ofproducingtimelyand clearreportswithin a service deliverycontext
	
	

	
	
	

	Highlynumerate,with provenexperience offinancial systems and proceduresfor budgetarycontrol.
	
	

	
	
	

	Provenexperience ofbeing pro-active,takingthe initiative, and demonstrating problem-solvingskills
	
	

	
	
	

	Experience ofdrafting contentforandcreatingand updating
webpages
	
	

	
	
	

	Knowledge/experience ofErasmus+andother
internationalmobilityprogrammes
	
	







	Criteria: Skillsand Aptitudes
	Essential
	Desirable

	
	
	

	ExcellentIT Skills:includingMS Office (Excel,Word, PowerPoint),e-mail and internet(applicationsand usingfor research)anddatabases
	
	

	
	
	

	Abilityto build and leverage internal networksandrelationships.
	
	

	
	
	

	English language: Excellentcommunicationand inter-personalskills, with goodwritten and verbalpresentation skills.Including the abilityto conveycomplexissuesconciselyand clearlyto awide range of people,including non-native speakersofEnglish.
	
	

	
	
	

	Haveaflexible and calmdemeanour,and beabletoworkwith
tact,diplomacyandrespectforconfidentiality
	
	

	
	
	

	Commitmentto self-developmentandwillingnessto develop
newskills
	
	

	
	
	

	A demonstrable abilitytosolveroutine problems or complaints,lookingforguidance as necessary
	
	

	
	
	

	Evidence ofworkingwithin specificframeworkse.g.Quality Assurancecompliance.
	
	

	
	
	

	Abilityto workflexiblyaccording totheneedsofthe service and
to adaptto changing circumstances
	
	

	
	
	

	Awareness ofandsensitivityto non-Italian cultures.
	
	

	
	
	

	Approachable andteamorientated,with astrong workethic.
	
	

	
	
	

	Confidence in workingwithdatainotherlanguages.
	
	

	
	
	




Financial aspects
The  awarded  grant  is  net  of  any  withholding  tax  and  deduction  and  it  does  not  include reimbursement of meals, costs associated with visa procedures for citizens from non-European countries as well as health insurance expenses. 

Transparency
This call for applications and the overall results of the evaluation will be published on the UniFg website. The overall results will be also sent by email to the address provided on the application form.

Manager of the administrative procedure
Pursuant to law no. 241 of August 7th, 1990, the manager in charge of the administrative procedure for this call is Giulio Esposito - e-mail: giulio.esposito@unifg.it.

Processing of personal data
Any personal data provided by participants will exclusively be used for the application procedures, according to the provisions of Italian Law Decree 196/2003. The provision of personal data is essential in processing candidates' applications. If information is not provided, candidates' applications will be rejected.
In accordance with the above mentioned Italian Law Decree, the applicant has the right to access, rectify, modify and delete personal data which are wrong, incomplete or which have not been collected in accordance with the above mentioned Italian Law Decree.


Final provisions
Issues not covered in this call for applications shall be regulated by relevant compatible legislation
currently in force.

								The Head of International Office
																					Giulio Esposito


				

















