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The University of Texas at San Antonio 
 

Job Description 

 

Job Title:    Assistant Director, International Student Services 

Code:     19058   

Salary Grade:   59 

FLSA Status:    Exempt 

Department/Division:  Office of International Programs   

Reports To:                Assistant Director, Office of International Programs (OIP)  

 

Summary 

 

 Function: To coordinate and supervise OIP advising, international student community 

outreach and cultural programs. 

 

 Scope: Responsible for the direction, and oversight of OIP advising to ensure 

international students receive services and remain in compliance with all 

state and federal laws. 

 

Duties 

 

 Typical: 

 

1. Lead and supervise the UTSA team of international student advisors in the 

successful accomplishment and delivery of international student advising 

and support services. 

2. Help ensure the ISS team: maintains university international student 

records that meet DHS, USCIS, ICE, and DoS requirements; complies 

with federal SEVIS/SEVP standards; and retains the information 

necessary for all university international student reporting requirements. 

3. In the absence of the ISS Director, perform as the lead Alternate 

Responsible Officer (ARO) in the delivery of advisory services to J-1 visa 

international students. 

4. Closely coordinate ISS non-academic advising, non-immigration 

counseling, and professional assistance to ensure University compliance 

with federal requirements for all international students—including 

international students transferring from other United States institutions. 

5. Directly assist the ISS Director in the management and oversight of ISS 

special programs such as international health insurance waivers, Border 

County, Curricular Practical Training (CPT), Optional Practical Training 

(OPT), and new International Student Orientation.   

6. Directly assist and advise university international students and academic 

departments with the processing of international student administrative 

requirements for all related types of UTSA sponsored international student 
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visas.  

7. Maintain a current knowledge base of international student issues related 

to university sponsorship and the requirements of federal law in order to 

better assist the foreign students in successfully achieving their targeted 

academic objectives while at the University. 

8. Work closely alongside the SEVIS Data Systems Administrator and 

closely coordinate (with the advising team) all ISS data, documents, and 

reports related to international student data gathering and management. 

9. Assist the ISS Director with responsible oversight and continuous 

development of technological applications that might be used to facilitate 

the processing and tracking of international student enrollment and 

academic progress while in the federal SEVIS and SEVP programs.   

10. Closely coordinate with the Admissions Office, Graduate School, and 

English as a Second Language (ESL) Services on admissions processes for 

incoming international students, ensuring the processing of student visa 

eligibility documents is accomplished in a timely and accurate manner. 

11. Directly assist the ISS Director in maintaining effective, collaborative, and 

programmatic working relationships with Human Resources, Payroll, and 

Career Services on employment, taxation issues, and hiring eligibility 

guidelines impacting international students. 

12. Maintain an active and current personal knowledge of issues related to 

Social Security, financial aid, and international tax law in order to better 

assist international students while they are achieving their academic 

objectives at the university. 

13. Provide training and assistance to college departments on all issues related 

to non-immigration related processing for international students. 

14. Perform additional duties as assigned. 
 

 Periodic: 

 

1. Maximize ISS productivity through the use of state-of-the-art information 

technology tools and resources. 

 

Education 

 

Required Preferred 

Master’s Degree from an accredited institution. N/A 

 

Other Requirements 

 

Required Preferred 

Criminal Background Check (CBC) N/A 

 

Experience 

 

Required Preferred 

Five years of international student advising 

experience, working with a full range of 

Experience with study abroad and/or overseas 

living experience. 
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international student visas and related types of 

student issues. 

 

Equipment 

 

Required Preferred 

Technological expertise, including use of 

Microsoft Windows,  Office, and web-based 

applications.  

N/A 

 

Working Conditions 

 

Usual Special 

Normal office environment.  May be asked to work extended hours, which 

could include weekends and evenings.  

Occasional travel to professional meetings and 

conferences.  

 

Supervision 

 

Received Given 

General supervision from designated 

supervisor.  

Supervise assigned staff and student workers.  

 

Accuracy 

 

Proficiency in all duties performed. 

 

Security Sensitive 

 

Specific job requirements or physical location of some positions allocated to this classification 

may render the position security sensitive, and thereby subject to the provisions of section 51.215 

Texas Education Code. 

 

Internal Control 

 

Within the scope of position duties, responsible for seeing that operations are effective and 

efficient, assets are safeguarded, reliable financial data is maintained, and applicable laws, 

regulations, policies, and procedures are complied with. 

 


