COORDINATOR FOR STUDENT SERVICES AND EXPERIENCES

REPORTS TO:	Director of Student Life, Engagement, and Leadership
ORGANISATIONAL RELATIONSHIP:
Supervises: n/a
Coordinates with: Division of Student Services Team
PURPOSE
The Coordinator for Student Services and Experiences, under the guidance of the Director of Student Life, Engagement, and Leadership, works to support and coordinate all aspects of the student experience at IUE. 
DUTIES AND RESPONSIBILITIES:
1. Supports the Office of Student Life concerning the student code of conduct, alternative education, students’ welfare and attendance, guidance services, and University safety.
2. Collaborates with University staff, families, and the community in developing and implementing services and/or programs.
3. Plans, implements, and evaluates educational programming to ensure continuous non-academic program improvement for the benefit of all students.
4. Incorporates policies and procedures in accordance with laws and regulations.
5. Ensures that all practices in the University are legal and ethical for each student/family so that each student has the opportunity to achieve at a high level and be prepared for life success.
6. Develops and updates the non-academic programs.
7. Supports the Supervisor for Residence Life and Housing when needed.
8. Actively participates in the IUE Pastoral Care Team, as required
9. Writes policies for student services as required to ensure program consistency and compliance with university regulations.
10. Attends the Students Code of Conduct Board Hearing and any other Education Meetings as needed.
11. Performs other related duties as assigned by the Director of Student Life, Engagement, and Leadership.

REQUIREMENTS AND QUALIFICATIONS:

Required qualifications to effectively perform the job at the time of hire. An equivalent combination of education, training, and experience will be considered. Additional requirements and/or substitutions may be requested and require the approval of the Vice President for Student Administrative Services.

· Educational Qualifications – BA/BS 
· Knowledge – of PNG culture, psychology, religious and spiritual needs. Knowledge of organizational systems, the role of public education in Papua New Guinea, racial equity, social justice, culturally relevant instruction/practices, and special education laws and practices
· Skills – Computer literate (MS Word, Excel, email); people skills; ability to coordinate group activities of academic, social, or religious nature; ability to solve grievances and conflicts, and to maintain harmony among people from different cultures and backgrounds; disciplined and able to discipline others; ability to work as part of a team; ability to be a moral guide.
· Work Experience – Minimum 5 years of professional experience, with a preference for working within higher education or office-based positions. 


HOW TO APPLY:

Interested applicants should submit a cover letter, current curriculum vitae, and the names and contact information of three professional references to recruitment@iue.ac.pg or by post to PO Box 387, Irelya, Wabag, Enga Province, Papua New Guinea. This position is open until filled; applications will be reviewed on a rolling basis and candidates are encouraged to apply early.
