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Repor�ng To: Manager/Assistant Manager – Interna�onal Affairs 

Posi�on Type: Full-Time 

Posi�on Overview 

The Office Execu�ve will support the day-to-day opera�ons of the Interna�onal Affairs department by managing 
administra�ve tasks, assis�ng interna�onal students, and coordina�ng events. 

Key Responsibili�es 

Ÿ Assist in maintaining student records, documenta�on, and correspondence. 

Ÿ Provide support to interna�onal students on admissions, visa, and campus processes. 

Ÿ Coordinate logis�cs for events like Orienta�on and Gradua�on Day. 

Ÿ Handle daily office tasks and liaise with internal departments. 

Ÿ Support in maintaining compliance-related records and reports. 

 Qualifica�ons 

Ÿ Bachelor's degree in any discipline. 

Ÿ 1–2 years of experience, preferably in the educa�on sector. Freshers may apply. 

Ÿ Good communica�on and organiza�onal skills. 

Ÿ Proficiency in MS Office (Word, Excel, PowerPoint). 

Compensa�on 

Commensurate with qualifica�ons and experience as per university norms.
Interested candidate may apply online at  before 15.05.2025www.iul.ac.in
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