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Posi�on Overview 

The Manager/Assistant Manager in the Department of Interna�onal Affairs will support and strengthen the 
university's interna�onaliza�on efforts. This role involves liaising with global ins�tu�ons, overseeing the welfare of 
interna�onal students, suppor�ng interna�onal partnerships, and promo�ng mobility programs. 

Key Responsibili�es 

1. Interna�onal Partnerships & Collabora�ons 

Ÿ Iden�fy and develop academic and research collabora�ons with foreign universi�es, ins�tu�ons, and 
organiza�ons. 

Ÿ Coordinate MoUs and partnership agreements with interna�onal en��es. 

Ÿ Facilitate faculty and student exchange programs, joint research projects, and interna�onal 
conferences/seminars. 

2. Interna�onal Student Recruitment & Support 

Ÿ Coordinate interna�onal student admissions in collabora�on with the admissions department. 

Ÿ Manage communica�on with interna�onal applicants and agencies. 

Ÿ Support interna�onal students with orienta�on, visa processes, accommoda�on, and integra�on into campus 
life. 

3. Administra�on & Documenta�on 

Ÿ Maintain accurate records of interna�onal collabora�ons, agreements, and student databases. 

Ÿ Prepare reports, proposals, and presenta�ons related to interna�onal ini�a�ves for internal and external 
stakeholders. 

Ÿ Assist in ensuring compliance with UGC, AIU, FRRO, and other relevant regulatory bodies. 

4. Promo�on & Outreach 

Ÿ Represent the University at interna�onal educa�on fairs, exhibi�ons, and forums. 

Ÿ Develop promo�onal materials and digital content targe�ng interna�onal audiences. 

Ÿ Maintain and update the interna�onal affairs sec�on on the university website and social media channels. 

5. Events Management 

Ÿ Plan, organize, and manage key events such as: Gradua�on Day for Interna�onal Students 

Ÿ Introduc�on/Orienta�on Programs for Interna�onal Students 

Ÿ Interna�onal cultural exchange events, workshops, and student engagement ini�a�ves. 

Ÿ Coordinate logis�cs, communica�on, and student par�cipa�on for interna�onal events.

6. Strategic Planning & Support 

Ÿ Contribute to the development and implementa�on of the university's interna�onaliza�on strategy. 

Ÿ Conduct market research and data analysis to iden�fy opportuni�es for expansion in key regions. 

Ÿ Provide support in planning and hos�ng interna�onal delega�ons and visitors. 

Required Qualifica�ons and Skills 

Educa�on: 

Ÿ Master's degree in Business Administra�on/Interna�onal Rela�ons, Educa�on Management, Business 
Administra�on, or a related field. 

Experience: 

• For Manager: Minimum 5–7 years of experience in interna�onal educa�on, ins�tu�onal partnerships, or  
 related areas. 

• For Assistant Manager: Minimum 2–4 years of relevant experience. 

Skills: 

Ÿ Excellent communica�on and interpersonal skills. 

Ÿ Strong organiza�onal and project management abili�es. 

Ÿ Proficiency in MS Office, CRM tools, and interna�onal student management systems. 

Ÿ Ability to work in a mul�cultural environment. 

Ÿ Knowledge of visa processes, FRRO regula�ons, and interna�onal academic trends. 

Compensa�on 

Commensurate with qualifica�ons and experience as per university norms.
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