INTERNATIONAL STUDENT
COORDINATOR

RESPONSIBILITES

» Coordinates day-to-day operations of
Try Student Visa office both Colombo & Adelaide.
» Serves as the first point of contact with the office for
incoming students.
» Coordinates the visa processes for incoming students, including
assisting student in providing all documents and securing visa approval letters.
» Supports the hand off of student paperwork and continues the recruiting process
for all students from the Colombo & Adelaide Office following acceptance and deposit.
» Tracks paperwork process for incoming students.
» Coordinates the course registration process, housing contracts and airport pickup for
all study abroad students. BUMPETENBE
Assist the Student Visa counselors with regular back office student support.
Excellent communication skills ¢
Excellent planning and organizational skills 4
Send us your CV via Confidentiality and discretion 4
info@trym igration-com FlEXI!bI“t}I' anr:i ablllt}" to WD!’E under pressure 4
0117 112 757 while maintaining calm & friendly demeanor «
Knowledge of visa processes
Knowledge of college academic policies and procedures 4
No.82 - 3/1, Bauddhaloka Mawatha, Strong computer skills(MS Office suite and other software «
Colombo 04. used by the office)
Fluent in English spoken & written English «

www.trymigration.com ot oo b
Team player 4




