University of Illinois at Urbana-Champaign
International Programs and Studies
Coordinator of International Scholarships
12 month, 100% position
Primary Function: Manage administration of Illinois for Illinois (I4I) and International Programs and Studies’
(IPS) scholarship and fellowship programs. Work with students and fellows to ensure appropriate donor
stewardship for donor-funded international scholarships and fellowships.
Duties and Responsibilities:
 Direct scholarship selection processes, including convening review committees.
 Manage pre- and post-award procedures, including the tracking of winners through multiple years, the
crediting of student accounts with award payments, and the coordination of any post-study abroad
obligations such as submitting final reports and/or volunteering.
 Oversee marketing of international scholarships, including supervising student workers, leading information
sessions and/or developing informational videos, managing online text and resources, and collaborating with
campus partners in relevant units in order to maximize the number of students aware of and applying for
international scholarships.
 Conduct regular research exploring the impact of scholarships, and make adjustments to scholarship
processes accordingly.
 Work with the Study Abroad Office (SAO) and International Advancement towards the increased use of
scholarships for meeting strategic study abroad objectives. In consultation with SAO, administer the Illinois
for Illinois (I4I) and IPS donor-funded study abroad scholarships, and others as required.
 Manage scholarship processes for graduate and undergraduate international scholarships and fellowships
administered by IPS units.
 Assemble, advise, and supervise student groups such as SASAC (Study Abroad Student Advisory
Committee), the I4I Student Representatives, and/or the I4I Advocates in marketing, awarding, and
campaigning for the I4I and/or other scholarships as needed to further develop scholarship resources.
 Collaborate with the Director of Advancement and support staff to ensure appropriate stewardship for
named donor scholarships and new scholarship development, including ensuring students submit thank you
notes and reports.
 Collaborate with the National and International Scholarships Program, referring students to them as
appropriate, helping them reach potential scholarship applicants.
 Compile and contribute the statistics needed for grants and proposals.
 Manage the CIC based Khorana Program on the UIUC campus with external and internal parties.
Organizational Relationship: The Coordinator of International Scholarships will report jointly to the
Associate Director of International Programs and Studies and to the Director of the Study Abroad Office (SAO),
who report to the Associate Provost for International Affairs, who reports to the Provost.
Qualifications:
Required Education, Experience and Abilities:
 A Bachelor’s degree with an excellent academic record
 High level of proficiency with Microsoft Excel, particularly with spreadsheets, sorting, formulas, and
calculating stats.
 Excellent oral and written communication skills, detail-oriented.
 Maturity, flexibility, and diplomacy.
 Ability to work efficiently with multiple tasks and responsibilities.
 Ability to collaborate and work effectively in a team-based environment.
 Ability to work independently and effectively manage projects on a timeline.
Preferred Education, Experience and Abilities:
 Bachelor’s degree in international studies, student services, or other related field.
 Master’s degree in relevant field.
 Significant experience studying, living, or working abroad.



Prior experience administering scholarships/fellowships and/or working in the field of international
education.

Salary: Commensurate with experience and qualifications.
Appointment Status: Regular, 100% appointment
Starting Date: As soon as possible after the close date.
Application Procedures
Please create your candidate profile at http://jobs.illinois.edu and upload your cover letter, resume and the
names and contact information of three professional references by 7/2/12. All requested information must be
submitted for your application to be considered.
The University of Illinois is an Affirmative Action /Equal Opportunity Employer. The administration,
faculty and staff embrace diversity and are committed to attracting qualified candidates who also
embrace and value diversity and inclusivity.

