
Job Description for Carolina Coronado     10/30/07 
 
 
Primary Function: Assist director with departmental operations including special 
programs and events, staff supervision and searches. Assist director in developing a 
marketing and a recruiting plan; serves as the liaison between the Culture and Intensive 
English Program (CIEP) and educational agencies, high schools, and universities which 
refer students to CIEP; assures timely and accurate manage of monies collection, budget 
information and accounts payable; creates a duty schedule for test administration; and 
keeps abreast of immigration regulation changes. 
 
Characteristic Duties and Responsibilities 
 
Reviews all the local and international correspondence (fax, email, letter) to the Culture 
and Intensive English Program (CIEP) and fulfills request for action and/or informs the 
director of correspondence with program applicants, recruiting agencies, on campus 
offices.  Maintains and translates communications with Spanish speaking clients. Also 
maintains database of all electronic and paper correspondence directed to the CIEP 
office. 
 
Oversees tuition deposits including cash, checks, credit cards and electronic transfers and 
prepares summary reports; performs monthly reconciliation of complex accounts 
including university charge accounts, calculating income and payouts; prepares journal 
entries and financial reports for management and external auditors. 
 
Performs activities related to billing, filing, updating databases and supervises temporary 
employees assisting with these activities. Manages the on-going collection of tuition 
monies throughout the session-- collecting on average $150,000 per 8-week session in 
tuition, fees, and other charges.  
 
Prepare financial information for budget adjustments and reports to Provost’s Office. 
Attends meetings with CIEP Director and Provost as part of updates and reports to the 
Provost’s Office. Also, accompanies director to meetings with administrators in various 
UNI departments and provides details regarding CIEP operations.  
 
Designs an orientation program every 8 weeks and directs student workers and activities 
coordinator to perform activities related to the processing of new CIEP students including 
linen for rooms, airport pick-up, TB tests, setting up computer accounts, campus tours, 
class schedules, collection of tuition, and housing reservations.  
 
 
Updates personnel appointments information and contact human resources for setting pay 
rates and temporary hiring forms for new staff. Help new personnel to learn about their 
time cards, request building and office keys for them, request also their login and 
password for their computer use at the office.  
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TOEFL – Every 8 weeks, request the TOEFL material from the TOEFL institutional 
Service. Process preparation, collect and deposit the TOEFL fee. Write a TOEFL result 
report for the students and for the International admission office on campus. 
 
Create and mail students’ midterm and final grade reports for CIEP students or sponsors. 
Enter students’ grades in each of their files and in the registers office’s grade book at the 
end of each session. Send a grade report for each Saudi Student who has scholarship to 
the Saudi Mission. Send also a grade report and official transcripts to the Kansai Gaidai 
University. 
 
 
Create invoices for CIEP students, agencies, Saudi Mission Culture and Kansai Gaidai 
University. Put CIEP tuition charges into U-bill for those CIEP students who are also 
taken academic classes. Review U-bill payments with the students’ account specialist 
from the Business Operation.  
 
Work to update and distribute CIEP student handbook and works to generate and update 
forms for used in student grade reports, progress records, and Office Staff Procedures 
Handbook.   
 
At the beginning of each semester request a set of classrooms for each of the 2 sessions 
during the Fall and Spring. Request a set of rooms also for the summer session. Create 
and update schedule of classes and enter classroom numbers and instructors names on it. 
 
Prepare, distribute and collect instructors’ evaluations. 
 
Maintain information related to CIEP budget in a spreadsheet with encumbrance and 
expense for the fiscal year. Every month compares the spreadsheet information with the 
statement and information provide in the statement of account created by Business 
Operations.  
 
Helps determine marketing strategies by providing information helpful in recruiting 
potential clients in foreign markets. Works independently to coordinate the design and 
content of promotional materials for the CIEP: brochures, placards, and leaflets.  Also, 
coordinates efforts to update the design and information of the CIEP website, CIEP 
promotional video, new student welcome packet, fact sheets, and CIEP Student 
Handbook.   
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