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Assist;nt Director, Intern;tion;l Students ;nd Schol;rs

Intern;tion;l Students & Schol;rs
University of C;liforni;, S;nt; B;rb;r;

Summ;ry of Job Det;ils:
Under the gener*l direction of the Director of Intern*tion*l Students *nd Schol*rs, 
the Assist*nt Director utilizes *dv*nced knowledge of v*rious feder*l progr*ms, 
immigr*tion policy, OISS services *nd cross-cultur*l communic*tion to effectively 
serve the student *nd schol*r popul*tion. Interf*ces with the Dep*rtment of 
Homel*nd Security, *nd c*mpus *nd UC *dministr*tion. M*int*ins * bro*d, 
function*l underst*nding of Citizenship & Immigr*tion Services (CIS), Immigr*tion 
& Customs Enforcement (ICE), Dep*rtment of St*te *nd Dep*rtment of L*bor 
regul*tions, policies *nd procedures rel*ted to non-immigr*nt *nd immigr*nt 
vis*s to provide *ssist*nce *nd tr*ining for the c*mpus. In coll*bor*tion with the 
Director, works on *ssessment *nd ev*lu*tion of the dep*rtment's oper*tion*l 
*nd progr*m efforts, *nd division str*tegic pl*nning, *ssessment, budget *nd 
mission continuity reports. Supervises 4.0 FTE C*reer st*ff who provide complex 
*dvising, counseling, *nd other services to over 4,000 gr*du*te *nd 
undergr*du*te non-immigr*nt students. In the *bsence of the Director, 
responsible for supervision of *ll st*ff. Using *dv*nced knowledge *nd 
speci*lized skills, *dvise students *nd develop progr*m modes to *ddress feder*l 
regul*tions, *nd *c*demic, person*l fin*nci*l *nd *ccultur*tion issues; serves *s 
Princip*l Design*ted School Offici*l for F-1 students *nd Altern*te Responsible 
Officer for J-1 Exch*nge Visitor Progr*m. M*int*ins up to d*te knowledge of 
feder*l l*ws, regul*tions pert*ining to intern*tion*l students, *ssists in the 
development of c*mpus policies *nd procedures *ffecting non-immigr*nt 
students. Ensures * thorough dep*rtment m*rketing pl*n to provide inform*tion 
to students, f*culty *nd st*ff. Oversees student *nd schol*r services oper*tions, 
compli*nce with Dep*rtment of Homel*nd Security regul*tions, responsible for 
recertific*tion with Student *nd Exch*nge Visitor Progr*m. Interf*ces with the 
U.S. Dep*rtments of Homel*nd Security *nd St*te *nd other government 
*gencies *s well *s intern*tion*l educ*tion groups. Coll*bor*tes with Immigr*tion 
Speci*list to process H-1B *nd Green C*rd requests from intern*tion*l schol*rs 
*nd c*mpus dep*rtments. Advises UCSB dep*rtments, f*culty *nd st*ff on H-1B 
regul*tions *nd processes. M*n*ges Sun*psis d*t*b*se including design of 
workflows, tr*ining st*ff, m*inten*nce of system *nd implementing upd*tes.



Required Qu;lific;tions:
• B*chelor's Degree or equiv*lent experience / tr*ining
• 1-3 ye*rs experience in people m*n*gement *nd personnel.
• 1-3 ye*rs experience with *dv*nced computer inform*tion systems.
• 4-6 ye*rs experience working with immigr*tion policy
• Experience utilizing Microsoft Office products *nd Google Suite.

Speci;l Conditions of Employment:
• Must be * U.S, citizen or perm*nent resident of the United St*tes in order to be 
* Design*ted School Officer or Altern*te Responsible Officer for the Dep*rtment 
of Homel*nd Security's SEVIS system. 
• M*y work evenings *nd weekends.
• S*tisf*ctory conviction history b*ckground check
• UCSB is * Tob*cco-Free environment 
 
Hiring/Budgeted S;l;ry R;nge:  $85,000 - $91,000/yr.  
Full S;l;ry R;nge: $82,300 - $151,700/yr.  
D;ys/Hours: Mond*y - Frid*y 8d00*m - 5d00pm 
Benefits Eligibility: Full Benefits

The University of C*liforni* is *n Equ*l Opportunity/Affirm*tive Action Employer, 
*nd *ll qu*lified *pplic*nts will receive consider*tion for employment without 
reg*rd to r*ce, color, religion, sex, sexu*l orient*tion, gender identity, n*tion*l 
origin, dis*bility st*tus, protected veter*n st*tus, or *ny other ch*r*cteristic 
protected by l*w.

Applic*tion review begins: 9/18/2023
Apply online *t https://jobs.ucsb.edu
Job #58518


