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EMPLOYMENT OPPORTUNITY

University of Alberta International

University of Alberta International (UAI) plays a pivotal role in the international activities of the University of Alberta. UAI works with students and faculties in pursuing innovative learning, research and collaborative opportunities which include assisting students in meeting their international goals, building academic partnerships and engaging in programs with industries, governments and funding agencies.

An exciting opportunity exists for a highly motivated and enthusiastic individual to join our team of professionals in the position of International Relations Officer (Asia-Pacific).
Reporting to the Director, International Relations, the International Relations Officer (IRO) maintains relations and contacts key to furthering the strategic objectives of the University of Alberta in the Asia-Pacific region.  The IRO (Asia-Pacific) is one of three IRO’s working with UAI, each representing various regions of the world.

Responsibilities include:

· Coordinating official visits and missions to and from the Asia-Pacific region, including communicating with senior administration and faculty representatives about mission/visit objectives, preparing itineraries and briefing materials, booking travel arrangements, and completing follow-up.

· Managing networks of contacts related to the University’s long-term partnerships and goals for the region.

· Providing advice and contact information to faculties and administrative units within the University to assist in preparing proposals for funding and/or developing formal partnership agreements in the region.

· Researching regional issues related to higher education and monitoring the political and economic activities of the region as they may affect University of Alberta interests and/or objectives.

· Working with the Director, International Relations, the Associate Vice President (International), and other senior administrators to coordinate the University’s strategic goals in the region.

Applicants must have post-secondary education supplemented with 2 – 3 years of related practical experience. The successful candidate will require excellent communication skills with the ability to work in cross-cultural settings. Fluency in a language of the region (Mandarin, Cantonese, Japanese, or Korean) is required. Strong research, analytical and writing skills are necessary. Experience in the coordination of overseas missions and ability to handle complex logistical planning preferred.  Computer literacy in word-processing and databases a must. Travel will be required.  Candidates must also have a valid drivers’ license.

This full-time Administrative/Professional Officer position has a salary range of $38,900 – $63,000 commensurate with qualifications and experience.  Appointment will be for a one-year term with extension subject to performance and funding availability. 

Letters of interest, including a resume and names of three professional references should be submitted no later than Friday, February 28th to Marjorie Cayford, Executive Officer, University of Alberta International, 1204 College Plaza, 8215 – 112 Street, Edmonton, Alberta, T6G 2C8. Fax: 780-492-1488. E-mail: marj.cayford@ualberta.ca.  Applicants are thanked in advance for their interest, however only those candidates selected for an interview will be contacted. 

The University of Alberta hires on the basis of merit. We are committed to the principle of equity in employment. We welcome diversity and encourage applications from all qualified women and men, including persons with disabilities, members of visible minorities and Aboriginal persons.

The records arising from this competition will be managed in accordance with provisions of the Alberta Freedom of Information and Protection of Privacy Act (FOIPP).
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