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GEORGETOWN  PREPARATORY  SCHOOL
Development Department

Assistant to the Director of International Programs
________________________________________________________________________

Title: Assistant to the Director of International Programs 
Department: International Programs
Reports to: Director of International Programs 
Job location:  Georgetown Prep/North Bethesda, MD

Tradition

Founded in 1789, Georgetown Preparatory is a Jesuit, Catholic college preparatory day and boarding school for young men, in North Bethesda, Maryland. Prep’s commitment to the 450 year-old Ignatian paradigm of a rigorous liberal arts curriculum emphasizes reflection, discernment, scholarly and programmatic excellence and personal responsibility. The curriculum exposes students to a breadth of knowledge and calls for critical evaluation and self-examination. Students are taught in small classes where they participate in active discussion with teachers and an atmosphere of genuine concern for the personal growth of the individual is fostered.
Summary of Position Purpose

Georgetown Preparatory School announces the position of Assistant to the Director of International Programs.   This administrative position acts as the School’s Designated School Official (DSO) for Immigration and Customs Enforcement’s (ICE) and Student and Exchange Visitor Program (SEVP).  The administrative professional will conduct the day-to-day office administration including correspondence, internal and external, financial affairs for the department, data management, departmental advertising distribution, and international travel coordination for school administration, students and program stakeholders.  Other duties include the year-around coordination for the School’s Summer English Program and Summer Scholars Program.  
The Assistant to the Director will facilitate all DSO paperwork, and will be required to become registered as a DSO, and process and distribute documents to related to F-1 visa students through SEVIS.  
Duties & Responsibilities:
· Process and distribution of documents related to F-1 visa students; 

· Maintain compliance with all ICE and SEVP regulations;
· All administrative needs and functions for the department;
· Process student applications, tuition payments;
· Provide guidance to international families through the F-1 visa process;
· Monitor and arrange travel needs for students and other as needed; 

· Other duties related to the departmental needs; 

 Qualifications & Requirements:

· Bachelor’s degree from an accredited college or university;
· Preferably a minimum of 5 years of experience in a senior level administrative role;
· The demonstrated ability to coordinate, and keep the department efficient and organized;
· Flexibility and initiative, as well as the ability to work independently, combined with the skills for thriving in a busy environment;
· High professional and ethical standards for handling confidential information;

· Ability to organize and complete multiple tasks simultaneously with close attention to detail and prioritization to meet deadlines;

· Excellent written, oral, and interpersonal skills; demonstrated personal solicitation experience;

· Strong computer skills and knowledge of database management; experience with SEVIS a plus; 

· Familiarity with immigration and F-1 visa applications and process 
· Ability to work with students and their families, as well as a team with defined individuality;
· Some work outside of normal hours as warranted;
· Familiarity with Catholic and Jesuit education is a plus. 

To apply for any of our open positions, please begin the application process by clicking on this link:

https://forms.veracross.com/Forms/gprep/ApplicationforEmployment/StartNew.aspx
As a Catholic institution, Georgetown Preparatory School is an Equal Employment Opportunity employer in compliance with all applicable EEO laws. 
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