
 

 

                    
 

CLEARY UNIVERSITY 
Coordinator of International Student Services 
Office in Ann Arbor, MI 
JOB POSTING 

 
SUMMARY OF BASIC JOB FUNCTION 
 
Oversee international student services at Cleary University.  Work cooperatively with university departments to admit, 
orient, and advise international students.  Work as PDSO to prepare SEVIS documentation and maintain SEVIS reporting and 
compliance.  Maintain up-to-date knowledge of federal immigration laws and regulations pertaining to F-1 students. Provide 
academic advising for international graduate students.  
 
CHARACTERISTIC DUTIES AND RESPONSIBILITIES 
 
1. Work cooperatively with other university offices to manage institutional strategy and process for international 

students and programs.  
2. Maintain student and university records for SEVIS compliance, including form I-17 and DSO training and 

oversight.  
3. Create and provide I-20 documents for F-1 students.  
4. Advise students on issues that impact their F-1 status and require updates to their I-20 documents, including 

CPT and OPT. 
5. Track health insurance coverage requirements for F-1 students. 
6. Maintain up-to-date knowledge of SEVIS reporting requirements, as well as federal immigration laws and 

regulations pertaining to F-1 students and dependents.  
7. Develop and manage processes and communications with students via electronic and printed media, website, 

and social media. 
8. Oversee orientation and ongoing cultural and academic support for international students. 
9. Provide academic advising for graduate-level international students. 
10. In cooperation with other university offices, coordinate student arrivals and assist with transition for living 

arrangements. 
11. Train and supervise student workers  
12. Perform other duties as assigned 
 
SUPERVISES:      International Student Workers, Student Ambassadors 
 
SUPERVISED BY:     Joint Reporting to:  Associate Academic Dean for Graduate and Corporate Programs and Director 

of Academic Success 
 
MINIMUM REQUIREMENTS: 

 Bachelor’s Degree from an accredited institution; Master’s degree preferred 

 2-4 years of college or university experience with international students and programs, including serving as DSO or 
PDSO, SEVIS reporting and compliance for F-1 students, and student orientation.  



 

 

 Ability to serve as PDSO (U.S. Citizen or lawful permanent resident) 

 Ability to perform some evening and weekend work.  
 
EMPLOYMENT CLASSIFICATION:    Full Time Administrative/Professional 
 
APPLY TO: Lance Lewis, Provost and Chief Academic Officer, llewis@cleary.edu  
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