
 
Job Description  

 

     
Job Title:  

 
 International Student Advisor (Student Services Professional III) - 

College of Extended Learning   Job ID:  
 9849  
 Location:  On Campus  
 

  

  
Full/Part Time:  

      
 Full-

Time   Regular/Temporary:   Regular  
 

https://cmshr.sfsu.edu/psc/HSFPRDF/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_CE.GBL?& 

 

Working 
Title  
 International Student Advisor 

   
 SF State University  

 

San Francisco State is an Equal Opportunity Employer and does not 
discriminate against persons on the basis of race, religion, color, ancestry, 
age, disability, genetic information, gender, gender identity, gender 
expression, marital status, medical condition, National origin, sex, sexual 
orientation, covered veteran status, or any other protected status.  Reasonable 
accommodations will be provided for qualified applicants with disabilities 
who self-disclose by contacting the Senior Human Resources Manager. 
 
San Francisco State is a 100% Smoke/Vapor-Free Campus.  Smoking or 
Vaping of any tobacco/plant-based substance is not permitted on any 
University properties. 
 
The person holding this position may be considered a "mandated reporter" 
under the California Child Abuse and Neglect  Reporting Act and is required 
to comply with the requirements set forth in CSU Executive Order 1083 as a 
condition of employment. 
 
This position may be a "designated position" in the California State 
University's Conflict of Interest Code.  The successful candidate accepting 
this position may be required to file Conflict of Interest forms subject to the 
regulations of the Fair Political Practices Commission. 
   

 Department*  

 College of Extended Learning, Global Programs Institute (GPI) 
 

https://cmshr.sfsu.edu/psc/HSFPRDF/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_CE.GBL?&


835 Market Street, 6th Floor 
San Francisco, California 94103. 
 
This position works at the Downtown campus and Main campus location. 
Schedule to be determined by the Director, International Language and 
Professional Programs 
 
Department: https://cel.sfsu.edu/international 
College: https://cel.sfsu.edu/ 
   

 Appointment Type*  

 This is a one year probationary position. 
   

 Time Base*  

 Full-Time (1.0) 
   

 Work Schedule*  

 Monday to Friday;  8:00 a.m. to 5:00 p.m. 
   

 Anticipated Hiring Range*  

 
$4,307.00 to $5,000.00 per month ($51,684.00 to $60,000.00 annually) 
 
Salary is commensurate with experience. 
   

 Position Summary*  

 

This position is responsible for the coordination and delivery of student 
services and student advising/counseling for the College of Extended 
Learning's Global Programs Institute. The Global Programs Institute (GPI) 
oversees a growing portfolio of non-degree programs for international 
students. Current programs include English for Academic Preparation, 
Conditional Eligibility, Academic and Professional Certificates, Semester@, 
and short-term programs. The International Student Advisor will act as a 
P/DSO for the College of Extended Learning and American Language 
Institute. The International Student Advisor will advise students in the 
following areas: Immigration, SFSU admission advising, general life 
(housing, banking, medical, cultural adaptation, university services), 
psychological (referrals and counseling), academic and career counseling. 
This position is also responsible for the coordination of the ALI and CEL 
international student orientations and commencements each semester. The 
International Student Advisor will support students in all CEL programs. 
 
The International Student Advisor works under the general supervision of the 
Director. He/she is expected to perform day to day responsibilities with 
minimal supervision. Work objectives are set for employees but the method 



for performing tasks are frequently left to the judgment of the Incumbent who 
receives only occasional advice/direction on decisions. The International 
Student Advisor plans the work, solves problems, and takes action and is 
expected to be sensitive to potential problems so that assistance can be 
secured on matters, which may have broader Implications that can or should 
be dealt with independently at this level. 
   

 Position Information  

 

Student Advising  
 
- Advise and counsel students in general life areas: housing, banking, medical 
and psychological counseling referrals, cultural adaptation, university 
services 
- Act as liaison between students and staff/Instructors In academic, 
classroom, and behavior complaints 
- Must identify problems and alternative solutions without assistance from 
guidelines and formulas 
- Maintain student records in a variety of databases 
- Support for applications to SFSU 
- Track undergraduate/graduate/ 2nd Bachelor's student applications 
- Serve as liaison to SFSU departments (Admissions 
[undergraduate/graduate], Academic Departments, Office of International 
Programs) 
- Attend SFSU Admissions meetings with the Office of International 
Programs 
- Advise students on the SFSU application process and university 
requirements 
- Interpret university policies and provide information to students 
- Orient students to SFSU campus and services 
- Research and resolve student complaints of teachers and of academic 
programs 
- Research and resolve student Issues related to off-campus programs & 
organizations services 
- Support Instructors In resolving student lssues 
- Advise students In pursuing their educational and career goals 
- Advice and counsel students on university/college selection and admission 
requirements 
- Advise students on career, academic, and future goals/plans 
- Serve as liaison between students and university/college Admissions and 
International Student Offices 
- Advise students Ineligible for SFSU of community college options 
- Conduct University/Community College workshops and orient students on 
utilizing reference library materials for university/college searches 
- Counsel certificate and Semester@ students through course selection 
- Review course preferences, pre-requisites, space availability and advise 
students 



- Review applicants transcripts and make recommendations on appropriate 
courses 
- Advise prospective and current students of federal laws and regulations 
- Manage F-1 student requests including: OPT and CPT, Change of Status, 
Reduced Course Loads, Extensions of Program, international travel, 
reinstatements, B and other visa category regulations 
- Advise short-term students on B1/B2 or visa waivers 
- Act as a P/DSO for the American Language Institute and College of 
Extended Learning 
- Analyze individual student or group situations thoroughly, propose 
available alternatives and implications and formulate and verbalize this 
information 
- Conduct ongoing and mid-term advising meetings with students with 
academic, behavioral, or attendance issues 
- Coordinate and conduct student evaluations and exit interviews at end of 
semester 
- Interpret college policies to provide information to student 
- Counsel any CEL international students on relevant topics 
- Keep abreast of trends in the field of international student advising through 
participation on list serves and attending professional development 
 
Program Administration and Operations 
 
- Supervise student attendance and behavior 
- Responsible for evaluation of student program evaluations at the end of 
each semester 
- Analyze evaluation and determine ways to improve support services 
- Work with any students having classroom behavior, attendance, or 
academic performance issues 
- Review, interpret and implement complex and changing Federal 
Immigration & Naturalization (INS) laws and regulations pertaining to 
International students (F-1 as well as other visa categories) 
- Ensure compliance with federal regulations; Interface with DHS, USIA, 
DOS, and other governmental agencies 
- Represent CEL at SFSU campus Admission & Enrollment and SEVIS 
meetings 
- Work with risk management to ensure compliance 
- Work with campus partners on protocols related to MMR and insurance 
- Work with Title IX coordinator to ensure compliance 
- Assist admitted students or program sponsors to identify appropriate on or 
off-campus housing. Liaise and facilitate arrangements with housing and 
conference services. 
- Regularly update ALI/EAP student handbook 
- Develop a student handbook for all GPI programs 
- Maintain CEL program guide to ensure compliance with SEVIS 
- Work with web design team to ensure that website and other marketing 



resources have accurate information regarding immigration policies, 
procedures, and forms are easily accessible and up to date 
 
Event and Workshop Coordination  
 
- Coordinate and conduct new & returning student orientations 
- Assist with logistics for TOEFL or other test administration 
- Coordinate, schedule, and oversee GPI commencements 
- Oversee Student Activity programs 
- Recruit, advise, and train activity coordinators 
- Develop and maintain activities calendar 
- Propose and arrange new innovative activities that utilize the resources of 
San Francisco 
- Create and conduct SFSU application workshops for 
undergraduate/graduate/2nd Bachelor students Create and conduct workshops 
on cultural adjustment 
- Create and conduct workshops on how to apply to universities and 
community colleges in the U.S. 
- Coordinate Tax workshop demonstrating and informing students how to fill 
out IRS forms. 
- Workshop on campus safety service as well as communication strategies to 
deal effectively In difficult situations 
- Title IX workshop 
 
Support for New Program Development  
 
- Research appropriate visa categories for programs of different lengths and 
modalities 
- Propose I-17 updates as needed 
- Develop advising procedures for new programs 
- Add new programs to CEL program guide to ensure compliance with 
SEVIS 
- Work with admissions coordinator to develop applications and admissions 
protocols 
 
Other Duties as assigned  
   

 Minimum Qualifications*  

 

Education:  
 
- Equivalent to graduation from a four-year college or university in a related 
field 
 
Experience:  
 
- At least 3 years of experience in student services or a related field 



(preferably in higher  
  education environment). A master's degree in a job-related field may be 
substitute for one year  
  of professional experience.  
- Experience advising and counseling international students  
- Strong knowledge of immigration policies and procedures 
- Demonstrated ability to make decisions and carry through actions having 
implications with  
  regard to other program or service areas. 
- Ability to analyze complete situations and propose implementable solutions 
- Ability to communicate effectively with individuals from diverse cultures 
   

 Preferred Qualifications  

 

Education: 
 
- Master's degree from an accredited college or university in counseling, 
higher education administration, student affairs, or a related field.  
 
Experience:  
 
- Knowledge of intercultural  communications and cross-cultural 
analysis,  counseling, advising 
- Ability to interpret and apply university, program, and immigration rules 
and regulations 
- Knowledge of counseling techniques and experience In providing 
counseling services to  
  college-level students 
- Ability to establish and maintain cooperative working relationships with a 
variety of Individuals  
  (on and off campus), i.e., faculty, academic departments, program offices, 
private/public  
   agencies, student advising and community contacts 
- Experience developing lectures/workshops/programs for presentation to 
international student  
  audiences 
- Demonstrated Involvement In relevant professional associations (NAFSA, 
BAPIER, etc) 
- Ability to work well In a team environment 
- Ability to effectively supervise the work of others 
- Ability to advise students individually and In groups on routine matters 
where required 
- Ability to gather and analyze data 
- Strong interpersonal skills with fluency In English 
- Strong organizational and program planning skills 
- Excellent analytical and problem-solving skills; analyze complex situations 
accurately and  



  adopt an effective course of action 
- Ability to reason logically, draw conclusions, and make appropriate 
recommendations 
- Ability to work independently, yet collaboratively and to use one's own 
initiative 
- Computer skills: MS Word, Excel, PowerPoint and databases 
 
Core Competencies: 
 
- Effective oral, written and nonverbal communication skills 
- Cross-cultural understanding and sensitivity 
- Customer/Client focused with an emphasis in problem solving and 
resolution. 
-  Ability to collaborate with a diverse team and diverse student population 
   

 Environmental/Physical/Special  

 

Must be able to work for extended periods at computer terminals.  Must be 
able to meet the demands from the public and cyclically heavy 
workloads.  Vacation time is not available during the start of registration 
periods or the start of semesters.  This position works at the Downtown 
campus and Main campus location. Schedule to be determined by the 
Director, International Language and Professional Programs. Ability to work 
occasional evening and weekend hours weekends and in the evening will be 
required. 
   

 Pre-Employment Requirements  

 This position requires the successful completion of a background check. 
   

 Benefits  

 

Threaded through our Total Compensation package is a commitment to 
Bridging Life's Transitions.  SF State is committed to providing our 
employees with a comprehensive program that rewards efforts that are 
appreciated by your colleagues, students and the customers we serve. 
 
We offer a competitive compensation package that includes Medical, Dental, 
Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, 
Disability Insurance, Vacation and Sick Leave as well as State Holidays and 
a dynamic Fee Waiver program, all geared towards the University's 
commitment to attract, motivate and retain our employees. 
   

 How To Apply  

 
Submit an online application and upload in one file attachment your resume 
and cover letter, describing your specific qualifications for each position. The 
online recruitment system will allow one file attachment for each submission. 
 



SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR 
MANAGEMENT POSITIONS. (i.e. H1-B VISAS). 
 
The Human Resources office is open Mondays through Fridays from 8 a.m. 
to 5 p.m., and can be reached at (415) 338-1872. 
   

 Application Deadline  

 

Open Until Filled 
 
Review of applications to begin June 7, 2018. 
 
Please note that this position, position requirements, application deadline 
and/or any other component of this position is subject to change or 
cancellation at any time. 
   

 


