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	AFS INTERCULTURAL PROGRAMS INDIA


	JOB DESCRIPTION

	Position Title:
	Support Specialist

	

	Reporting Relationship:
	 National Director

	

	Desired Educational Qualifications:
	Graduate in any discipline

Post graduate in any discipline relevant to the field of psychology, education and management



	

	Desired Work Experience:
	5 +years of experience in the field of education/program management with special emphasis on the counselling/managing support situation with the help of psychological tools

	

	Required Skill Set:

(refers to the attributes/traits/skills) required for the position)
	· Effective counselling skills
· Strong written and verbal communication

· Problem Solving skills

· Relationship building skills

· Commitment and goal driven

· Administrative skills of planning and organizing 

	

	Role Description:

(refers to the listing of all the tasks/responsibilities the particular role/position is required to do)
	i. Program Management:

a. End to End supervision and handling of all the hosting and sending programs which will include:

· Coordination in processing of all participants visas (internationals) and preparing the visa support documents to facilitate the smooth visa application process
· Maintain constant interaction as well as establish communication with the chapters and partner countries for the smooth running of the programs

ii. Support Cases Management:

· Address the support cases as and when need arises. The key role here will be to counsel the students, parents and all concerned to understand their concerns and resolve the issues.

· Also, address the support cases to ensure and avoid the early return of the student and at the same time updating the support module on a constant basis to keep the partner country informed. Also, ensure that the support tracker is timely updated for National office.

· Provide support with reference to organizing orientations, the logistical planning, agenda planning, documentation and filing of all the orientations

· Establish regular communication and counselling sessions with the student to ensure the timely resolution of any disturbances or problem that may occur.
· Ensuring the timely and accurate compliance to ISO norms with reference to documentation of hosting/sending formats and records

iii. Misc.:

· Undertake rostered weekend on-call duties when required.
· Undertake field trips to develop the volunteer of Local Chapters for support
· Any other work depending on the work priority
· Any other task as instructed by the National Director 
· Ensure that AFS IND Program processes and strategies are implemented to meet targets and international deadlines
· Support the orientation camps for all programs with the assistance of volunteers.
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