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Senior Specialist for Education
The Skolkovo Institute of Science and Technology seeks outstanding candidates for a position of Senior Specialist for Education. Applications will be reviewed until the position is filled.
The main role of Senior Specialist for Education is to provide professional support and direction for Institute’s planning, development and coordination of the Skoltech educational programs and curricula on Master and to some extent PhD level.
Primary responsibilities:

· Assists Dean of Education and Education Program Manager in planning and coordinating operations of the Education office, definition of goals of and strategy of the department;
· Coordinates the development and implementation of academic policies and regulations related to educational processes  (in coordination with Education/Student Affairs teams, Legal team and others);
· Coordinates student exchange programs with partner institutions (such as Skoltech – MIT Reflex, Skoltech – Epfl, Skoltech – HSE, and others) in collaboration with the Academic Outreach personnel;
· Coordinates operations of the Disciplinary Board of the Institute (collect and present data, assist with organizational matters, create protocols, monitor compliance with the Board’s decisions: communicate with Faculty, Legal and Student Affairs departments, implement stipend reductions);
· Maintains a data base of student Master Theses, monitor compliance with formal requirements, registration and progress on a term basis, make organizational arrangements for Master Thesis Defenses and prepare supporting documentation;
· Coordinates the programming and implementation of soft skill development as part of the student curricula;
· Coordinates the communications sphere of Education work stream, including taking the lead on updating the relevant pages on the website, overseeing general presentations and outreach material (also with Student Affairs), and working with the Communications Department;
· Assists with student counseling on questions related to degree and program requirements (credit load, workload distribution, curriculum stream requirements, etc.) and other questions/issues related to the educational processes at the Institute;
· Participates in development and implementation of quality control mechanisms of the Institute related to educational processes – conduct regular course evaluation surveys among students, analyze the results and jointly with the Dean of Education and Faculty defines follow – up actions/ improvement efforts;
· Assists in preparation of reporting documentation, presentations, etc.; 
· Other tasks, as needed.
Key Relations:

Reports to:

· Dean of Education
Other Key Relations:

· Associate and Assistant Deans of Education

· Director for Student Affairs

· Education Program Manager and Education team

Ideal Experience and Qualifications:

· University degree, Bachelor's level (or higher, Master's preferred);

· 2+ years of working on an administrative position, preference for work experience in an international company or higher education;

· Project management and/or coordination experience in a fast-paced environment;

· Experience in an academic environment; preferably higher education;

· Experience overseas (study or work);

· Excellent oral and written communication skills in English and Russian, including public speaking abilities in both languages;

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

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

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.
