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Erasmus Student Work Placement in the UK
	EMPLOYER  INFORMATION

	Name of organisation

	Newman University

	Address inc post code
	Genners Lane, Bartley Green,
Birmingham, B32 3NT, United Kingdom

	Telephone
	+44 (0)121 476 1181

	Fax
	+44 (0)121 476 1196

	E-mail

	international@newman.ac.uk 

	Website
	www.newman.ac.uk 

	Number of employees
	300+

	Short description of the company
	Newman University 

Being founded as recently as 1968, the buildings are modern and purpose-built. The campus is arranged around a series of inner quadrangles of lawns and trees. Halls of residence provide single study-bedrooms for over 200 students, conveniently adjacent to the teaching areas and well-stocked library. Over £20 million has been invested on improving the campus for students, including a vibrant new-build entrance and state-of-the-art library, creating a modern and attractive learning environment.

Location

Situated on the outskirts of south west Birmingham, Newman's campus is based in Bartley Green some 8 miles (13 km) from the city centre, and overlooks Bartley reservoir and the Worcestershire countryside beyond
Mission
The Catholic ethos provides the clear underpinning of our mission. Newman University is committed to its motto ‘ex umbris in veritatem’ (out of the shadow into truth) and therefore provides high quality, accessible academic and professional education based on respect for others, social justice and equity. As a Catholic University, we seek to make a positive difference to individuals and communities through the contribution of our staff, students and graduates.

Academic Structure

There are three Schools at Newman:

· School of Education

· School of Human Sciences

· Graduate School

Our courses

We have approximately  16 subject areas at undergraduate level which can be taken either as a Single, Joint or Combined honours, either full time or part time.  We also offer a selection of Foundation Degrees, mainly on a part time basis.

At postgraduate we offer taught masters in 13 subject areas, on either a distance learning or part time basis. All of our taught degrees are awarded by Newman University. We also offer research degrees (MPhil, PhD) which are awarded by the University of Leicester.

	CONTACT DETAILS

	Contact person for this placement
	Tina McLoughlin

	Department and designation / job title
	International Office
International Coordinator

	Direct telephone number
	+44 (0)121 476 1181

	E-mail address
	t.mcloughlin@newman.ac.uk 

	Application Procedure

	Who to apply to (including. contact details)
	Ms Tina McLoughlin
t.mcloughlin@newman.ac.uk 

	Deadline for applications 
	1st July 2013

	Application process
	Send CV and covering letter by email to t.mcloughlin@newman.ac.uk 

	Other 
	



	PLACEMENT INFORMATION 

	Department / Function
	International Office
The international dimension is an integral part of the University's strategy.  The International Office has only been in place since September 2010 when the Head of International Office was appointed.  
The International Office consists of:

· Rhian Dobbs – Head of International Office
· Tina McLoughlin – International Co-ordinator 
· Sarah Ford – International Administrator 
Our role in the International Office is varied, including

· Input into the University College wide strategy on international

· Partnerships and recruitment

· Not just EU partners but also Japan, Hong Kong, Russia, South Korea, USA etc
· Agent management
· Staff and student mobility

· Responsibility for our incoming and outgoing exchange students both Erasmus funded and self funded

· Summer schools 
· Staff mobility on Erasmus for both academic and support staff 

· Organising orientation 

· Writing and implementing strategies and policies– e.g. the staff travel policy

· Travel support and advice

· Immigration advice and support (only Head/Co-ordinator)

· Processing international enquiries
· Providing advice on overseas qualifications
· International week

· Language sessions

· Arranging inward visits



	Description of duties
	Provide support for Head of International and International Coordinator in general administrative tasks.
Provide support during the Orientation programme including preparing resources and meeting incoming students.
Provide support for Buddy Scheme for incoming Erasmus, exchange and international students.

Provide support for Language classes and Language Café.   Also the possible opportunity to support the teaching of mother tongue language during semester.

General office duties such as answering telephone, preparing documents, updating information on systems, taking messages and filing.

Attendance at Open days and applicant visit events to promote Erasmus & International mobility.

Potential for a small scale project appropriate to placement students’ subject area and International Office needs.



	Location 
	International Office , room DW209

	Start Date
	Negotiable from 2nd September 2013

	Duration 
	1 semester

	Working hours per week
	30 hours 

	Accommodation (please select)
	( Accommodation will be provided

X  We can assist with finding accommodation

( Student to make own arrangements

	Details of financial and “in kind” support to be provided
	Some support with accommodation costs on campus.

	Other
	


	COMPETENCES, SKILLS and EXPERIENCE REQUIREMENTS 

	Languages and level of competence required
	English B2

	Knowledge and skills
	· Good communication both oral and written English.

· Ability to work in a team

· Customs service skills

· Confidentiality

	Computer skills and level of skills required
	Intermediate level Microsoft Word, Excel, Outlook.

	Drivers license
	Not required

	Other
	


	INFORMATION PROVIDED BY

	Name
	Tina McLoughlin

	Department / Function
	International Co-Ordinator

	E-mail address
	t.mcloughlin@newman.ac.uk 

	Phone number(s)
	+44 (0)121 476 1181 ext 2467

	Date
	17th May 2013


Please return this form by email to erasmus@britishcouncil.org
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