Position Description 
	Job Title:  Senior Program Officer (Science & Technology Exchanges)
	Grade:   57

	Incumbent: Vacant
	Reports to:  Director

	Division:  U.S. Student Programs
	Department:  Exchange Programs


Purpose of Position:  To administer designated grant programs, as assigned.  
Responsibilities:  To manage all activities related to the administration of the following grant programs:

· Churchill Scholarship Program

· Whitaker International Fellows and Scholars Program

· Central European Summer Research Institutes

· Global E3

Promotion/Recruitment:
· Plan annual production cycle of publicity pieces.  Establish project timelines to meet sponsor deadlines, promotion and program management needs. Coordinate and oversee production of publications and publicity pieces. 

· Solicit competitive bids from printers and designers.  Negotiate production costs and determine which vendors are most cost-effective.  Organize shipping of publications.  Manage printing/production and postage/mailing budgets.  Prepare invoices and coordinate payments.  Monitor expenditures.

· Develop on-line applications and access databases to assist in program administration.  Work directly with records on computer databases, devising reports and procedures required to extract data for grantee screenings.  Track applications started and follow up with applicants to assure submission.
· Develop and act as content editor for the programs’ Web sites, involving design work and continuous and heavy updating of HTML pages and PDF files. 
· Design and implement fundraising and membership campaigns for Global E3: research prospects, prepare narrative proposals and budgets; prepare fundraising materials; visit with potential sponsors and representatives.
· Plan and implement overseas orientation and program debrief for CESRI, international mid-year conference for Whitaker and domestic alumni conferences for CESRI and Whitaker; work with US host of annual GE3 conference in planning program agenda, inviting participation, collecting fees, etc.

· Plan and carry out extensive campus visit schedule.

Grants administration/Fiscal Management:

· Forward award letters to principal candidates; establish budgets and write grants;
· Supervise grantees during active grant period, providing them with pertinent information and obligations; assure that grant payments are made, and insurance is arranged;

· Evaluate midterm and final reports to assure that terms and purpose of grant have been fulfilled;
· Receive requests for and make recommendations on renewals and extensions;
· Monitor grant agreements; assure reports are produced and submitted, as necessary; prepare requests for grant renewals;
· Coordinate all activities related to GE3 student placements: US and foreign; maintain records of placements and chit balances;
· Coordinate annual billing for dues collection from GE3 members; solicit new members.

General Administration
· Work directly with program sponsors and Advisory/Steering/Selection committees in all phases of program planning and management:
· Plan screening patterns and cycles

· Prepare and distribute applications for consideration

· Serve as secretariat at committee meetings

· Notify students of results

· Plan Advisory/Steering committee meetings, coordinating all details and preparing and distributing minutes
· Represent IIE at other sponsor meetings and at overseas and domestic conferences, including BMES, ASEE, GE3 and others;
· Other responsibilities as assigned
Qualifications: Experience/Knowledge/Skills: 
· Bachelors degree or equivalent training and experience; Masters preferred.  Engineering or other S&T major/minor preferred.
· 5-7 years of progressively responsible administrative experience in international education related to the sciences, preferably some aspect of engineering
· HTML skills required
· Excellent interpersonal and communications skills

· Knowledge of the American and foreign university systems

· Ability to handle financial information and prepare budgets

·  A thorough knowledge of Microsoft Office, including facility with developing and using  Access databases 
· Good judgment and initiative

· Good management and supervision skills

· Ability to organize and manage a large volume of paperwork under severe time constraints and pressures

Supervision Exercised:  One full-time assistant; One full-time Program Officer; several interns, both internal and through GE3 Executive Committee institutions.
Internal/External Contacts:  Internal contacts with most departments at IIE, to the upper management levels.  External contacts are extensive and include domestic and international sponsors, Fulbright Advisers; Screening Committee members.
The Institute of International Education is an Equal Opportunity Employer.  

No telephone inquiries, please. If interested in applying, please send resume and cover letter to HR-NY@iie.org or fax to (212) 984-5528.  
