Manager for Student Life

The Skolkovo Institute of Science and Technology (Skoltech)

Moscow, Russia
The Skolkovo Institute of Science and Technology seeks outstanding candidates for a Manager for Student Life, to begin at earliest convenience. Applications will be reviewed until the position is filled. 

Skoltech is a startup university, to be located in the innovation zone called Skolkovo, outside of Moscow. Skoltech has recently partnered with the Massachusetts Institute of Technology (MIT) in a joint effort to develop a new graduate research university of science and technology in Russia.
The main role will be to support Skoltech student population by facilitating extracurricular activities and managing the complete campus activities program. Reporting directly to Dean of Education your primary responsibilities include, but are not limited to:

· Contributing to the development and managing the implementation of a comprehensive Student Life program at Skoltech;

· Providing regular orientation programs for the Skoltech’s growing student body;

· Scheduling student events, including clubs and sports, and coordinating booking of necessary facilities;

· Ensuring the creation and ongoing review of materials describing Student Life policies, procedures, and programs;

· Taking responsibility in coordinating and implementing specific student engagement programs and activities;

· Fostering student participation in clubs and other extracurricular activities;

· Establishing a continuous development of new student initiated clubs and organizations;

· Working closely with students and the Department of Education Programs.
Key Relations:
Reports to:

· Dean of Education
Other Key Relations:
· Education team
· Faculty 

· HRO team
· Legal team
Ideal Experience and Qualifications:

· Ability to inspire others, especially university students;

· Ability to work in a fast-paced environment on a diverse international team, under uncertainly and stress, being able to feel, appreciate and use the drive of the team;

· Ability to sustain communication with diverse groups, anticipate problems and reconcile conflicts;

· Demonstrated capabilities in mentoring and coaching others.

· Experienced team builder, enjoyable to work with;

· Unending drive and an ability to work both independently and cross-functionally.

· A graduate university degree from an accredited higher education institution;

· At least three years of experience in educational administration/ organizing student activities, including professional experience with popular computer software programs, word processing, spreadsheets, presentations, databases, and desktop publishing;

· Experience with programming in entrepreneurship/ innovation is a plus;

· Excellent oral and written communication skills in English, including public speaking abilities. Understanding of how to tailor communication with various audiences. Other languages are a plus. English is the working language at Skoltech;

· Excellent computer skills (MS Outlook, Word, Excel);

· A “must” - Extraordinary problem solving abilities.
Remuneration:
The successful candidate will be paid a competitive compensation package commensurate with the important responsibilities of this role in delivering Skoltech project plan.
How to apply:
To apply for this position, please send 1) your application and CV in English 2) a cover letter indicating your interest in joining the dynamic team at Skoltech addressed to jobs@skoltech.ru.  Consideration of applications begins immediately and will continue until the position has been filled. 
Skoltech is committed to diversity and opportunity, and application materials will be considered without regard to the gender, race, or nationality of the applicant. 

