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Position: Program Manager 
Reports to: Center Director Edinburgh
Location: Council for International Education Exchange (CIEE) Edinburgh, Scotland

Who we are: 

The Council for International Education Exchange (CIEE) is a nonprofit study abroad and intercultural exchange organisation that transforms lives and builds bridges between individuals and nations through study abroad and international exchange experiences that help people develop skills for living in a globally interdependent and culturally diverse world.

Why work for us? 
· You will change the world. CIEE builds bridges between different people, different countries, and different cultures. We help young people participate in high-quality international exchange and study abroad programs that bring the world together. We change lives, our alumni change the world. Be part of the change!
· You will be part of a fast-paced, international, diverse, and collaborative team of professionals. Committed to excellence and solving whatever problem the world throws at them, CIEE professionals work on international teams, and are dedicated to advancing our 75-year-old mission to make the world a more peaceful place.

Overview of the position 

The Program & Operations Manager is a key senior member of the CIEE Edinburgh team with lead responsibility for the financial administration of the center, managing our internship programs (both GLINT and custom intern programs), managing the Community Impact Initiative, and leading on our Community of Care work including student advising and counselling. The role also contributes to the successful management of our year-round college programs and our summer High School Study Abroad (HSSA) program. 

It is a hugely varied and very rewarding role involving high-levels of organisation/administration, planning, problem-solving and student support work. The role works extremely closely with the Center Director and Program Coordinator in Edinburgh but will also collaborate with colleagues across the company, including program staff in London and the US. 

What you'll do: 

Internship programs: 
· Manage internship program placement process
· Source, maintain and expand network of local company partners for internships and related programming
· Increase awareness of CIEE’s internship programs throughout the Edinburgh community and engage and network with all relevant stakeholders
· Manage the visa process for students ensuring that all information is up to date and ensure rigorous compliance with visa regulations
· Support internship program placement needs, including scheduling and conducting individual participant pre-placement meetings, questionnaires, and company interviews
· Review and assist students with preparing and improving CVs, cover letters and internship program applications
· Prepare, update and distribute pre-departure and professional development materials for internship students
· Coordinate the scheduling of guest speakers and professional development events, including identifying and coordinating guest speakers, company visits, as well as professional excursions related to internship programs.
· Maintain a database of internship and community partners in Salesforce.
· Accompany internship student participants to company site visits and networking events.
· Lead internship orientation and attend student excursions as needed
· Assist with site visits for university partners
· Support and maintain the highest standards of quality and academic excellence for participants in internship and experiential learning programs
· Complete administrative tasks for internship programs, including spreadsheet maintenance and financial reporting. 
· Work closely with CIEE London to manager all UKVI compliance requirements and assist with staff training and process management as required. 

Community Impact Initiative:
· Coordinate and manage Community Impact Initiative projects, connecting students with local organisations and community partners.
· Develop opportunities for students to engage meaningfully with local communities through volunteering, service-learning and community-based activities.
· Build and maintain relationships with community organisations, charities and local partners to identify appropriate student engagement opportunities.
· Monitor and evaluate the impact and outcomes of Community Impact Initiative activities, gathering feedback from students and community partners.
· Ensure initiatives align with global programme themes and objectives.

Year-round College and High School program support: 
· Assist the Center Director and Program Coordinator with CIEE Edinburgh’s full portfolio of college and High School programs. This will include: 
· Working with the Center Director on the strategic direction of the programs and new program development. 
· Contributing to curriculum development 
· Helping to identify and train faculty
· Assisting in the day-to-day running of the college and high school programs including working with the Program Coordinator on the planning and execution of curricular, co-curricular and extra-curricular program components. 
· Be available to accompany groups on trips over some weekends and evenings. 
· In rotation with the other center staff, carry the 24-hour emergency telephone
· Other tasks as assigned. 

Student Advising and Counselling: 
· Serve as a resource and counsel for individual students, student interest groups and student populations with unique needs
· Create a welcoming, trusting and open environment and meet informally and frequently with students to discuss all student life matters
· Provide referrals to individual students for professional counseling and medical services as required
· Keep student information confidential when appropriate and share relevant student information with CIEE colleagues, sending school or parents when necessary to protect student health and safety or to resolve disciplinary or academic issues
· Be available during business hours for regular advising and by phone for emergencies after-hours

Community of Care:
· Take the lead on Community of Care work for the Edinburgh Center and work with the Center Director to ensure all our programs are as inclusive, accessible and supportive as possible. 
· Work with the Center Director to nurture an inclusive culture with our students and ensure the Edinburgh Center reflects and values diversity
· Support the mental health needs of students across all programs offered by the Edinburgh Center. 

Financial and legal administration: 
· Lead on the financial administration for the Edinburgh Center including keeping the monthly transactions and receipt documents updated. 
· Ownership of the Edinburgh Expenses spreadsheet and responsible for ensuring all data is entered into the spreadsheet correctly each week.
· Input transaction data into Netsuite.
· Assist the Center Director in the month-end reconciliation process and annual financial year-end tasks.
· Work with the Center Director to review expenses and ensure that budget goals are met and forecasts are accurate. 
· Ensure full compliance with all UKVI visa processes and legal document storage/tracking. 
· Assist Center Director in all annual legal compliance tasks relating to CIEE as a legal entity in the UK and any annual reporting requirements to QAA. 

What you'll bring: 

· Relevant work experience, preferably in the study abroad sector and/or experience working with internships or young people developing their careers.
· Experience working with companies, networking and building relationships.
· Excellent communication skills, both written and verbal. Including the ability to effectively communicate with U.S. students, local businesses and partners, and CIEE staff internationally.
· Extremely strong customer service and interpersonal skills: ability to build trust with others.
· Financial management skills including assisting with the development and management of budgets and ensuring compliance 
· Strong excel skills. 
· Good judgment and the ability to handle multiple ongoing tasks and prioritise appropriately. 
· Experience in student counselling and metal health training (desirable) 
· Willingness and ability to undertake some evening and weekend work and be available to travel on day trips and on some overnight excursions. 
· Ability to work effectively in a collaborative team environment.
· Flexible and able to respond quickly to changing circumstances. 
· Strong computer skills and familiarity with Microsoft Office suite.
· Demonstrated commitment to diversity, equity, and inclusion.
· Ability to embrace CIEE’s Core Values (Excellence, Integrity, Respect, Inclusion, and Problem Solving) and culture.

Diversity Matters: 
CIEE believes that diversity matters and that professionals with diverse backgrounds provide diverse approaches and ideas to solving problems and finding ways to advance our mission to bring the world together. Candidates from underrepresented groups with diverse backgrounds and experiences are strongly encouraged to apply. 

Salary and Right to Work: 
Candidates must have the unrestricted right to work and live in Scotland prior to appointment. A background check will be conducted as a condition of employment. 

Position is on a permanent contract with a start date as soon as possible. Salary £35,000 - £37,000 dependent on experience. 

Application process: 
Please submit a resume and cover letter to Jacqui Bassett – jbassett@ciee.org by Friday 16th October detailing why you think you are a good fit for this role. 
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