
 
JOB DESCRIPTION 

 
POSITION TITLE: Program Administrator, North American Office of the Budapest Semesters 

in Mathematics Education Program 

 

REPORTS TO: Directly to the North American Director of the Budapest Semesters in 

Mathematics Education (BSME) Program. 

 

SUMMARY:   The Program Administrator, North American Office of the Budapest 

Semesters in Mathematics Education Program, coordinates the admissions 

to and advertising of the program, runs the North American Office of 

BSME and serves as Program Registrar. 

 

JOB RESPONSIBILITIES: 

1) Development: (50%) 

A. Recruit applicants for the BSME Program from the United States and Canada. 

Responsibilities include: planning and composing advertisements, budgeting BSME 

program funds, monitoring results, corresponding with prospects (and eventually alumni), 

processing applications, collecting fees, and maintaining contact with study abroad 

directors of those institutions that send their students to the BSME Program. (30%)  

B. Coordinate the BSME Program in North America. Responsibilities include: providing 

updated information to adoptive institutions, maintaining databases for informational 

mailings, organizing information to aid budget/fee decision-making (with the North 

American and Hungarian Directors), collecting applications and providing applicants 

with orientation materials, collecting and transferring fees, coordinating meetings, 

designing orientation materials, designing and implementing on-site (Budapest) arrival 

procedures, trouble shooting, and special event planning. (20%) 

 

2) Educational Research: (10%) 

A. Serve as Office of Educational Research for the BSME Program. Responsibilities 

include: designing, distributing, collecting and analyzing program evaluation tools, 

establishing procedures for on-site program visits by North American program 

evaluators, scheduling and coordinating all onsite program visits by North American 

program evaluators, analyzing BSME Program evaluations by on site evaluators, 

formulating and implementing program changes stemming from evaluations. (10%) 

 

3) Public relations: (10%) 

A. Coordinate the design, ordering and purchasing of all brochure covers, posters, 

pamphlets, letterheads, logos, and photos for the BSME web homepage. Oversee 

production of other necessary printed materials for BSME. (10%) 

B. Perform related duties as appropriate for the vitality of the program. 

 

 

 

 



4) Clerical/administrative: (30%) 

A. Maintain the day-to-day financial records for all BSME North American Office 

transactions. (10%) 

 1. Wire all tuition and money to Budapest. 

2. Stay current on all legal issues concerning the program, e.g., worker’s compensation 

documents, visa regulations and student legal forms.  

B. Serve registrar functions for the BSME Program, including creation and maintenance of 

class records, collecting and transferring grades and managing transcript requests. (15%) 

C. Select, supervise, and train student workers. (5%)  

 

5) Other duties as assigned. 

 
SUPERVISORY RESPONSIBILITIES: Select, supervise, and train support help to carry out the 

work of the BSME Program. 

 

CONTACTS: Prospective (and eventually current) student 

participants, St. Olaf faculty and staff, external partners, 

administration in Budapest Office.   

 

EDUCATION:  Essential: 2-year associate degree in a program/office 

administration, management, or a related field. 

 Desirable: Bachelor’s degree preferred.  

 

EXPERIENCE: Essential: Minimum 3 years of experience in program 

administration and/or office management. 

 Desirable: Previous work experience in higher education or an 

academic setting.   

 

KNOWLEDGE, SKILLS, ABILITIES:  

 Ability to work independently and collaboratively with minimal direction. 

 Excellent public relations skills (oral and written) and telephone skills. Professional, 

pleasant office demeanor.   

 Energetic, highly motivated individual with excellent management, organizational, and 

basic budgeting/bookkeeping skills.  

 Must possess ability to communicate effectively with large and diverse networks of 

mathematicians, educators, and international studies administrators. 

 Must have good marketing/advertising design skills, both conceptual and with ability to 

execute marketing plans. 

 Accurate, detail oriented, able to prioritize and multi-task work. 

 Computer expertise include: word processing, spreadsheet creation and management, 

database creation and management, web page creation and management. Familiarity with 

FileMaker Pro is preferred. 

 

 



 Well versed with communication techniques of email, fax, and internet.   

 Must be fluent with Mac OS X.  

 Familiarity with general college and university academic organization practices is a plus. 

 Basic knowledge of HTML and PhotoShop for understanding and maintenance of 

internet documents is preferred. 

  
PREREQUISITE(S):  Criminal Background Check;  

 

PHYSICAL DEMANDS:  Requires ability to travel to the annual Joint Mathematics 

Meetings to staff the BSME booth. May include travel to 

Hungary on a bi-annual basis.  

 

WORKING ENVIRONMENT:  Primarily St. Olaf College campus office. 

 

WORK SCHEDULE:   FTE: .50 

     Term: 1 year, continued employment based on enrollment 

Shift: 20 hours per week, Monday – Friday between 8a.m. 

to 5 p.m.         

 

APPROVAL:      Ryota Matsuura, Program Director 

 

DATE:     August 2014  
 

 

 


