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Erasmus Student Work Placement in the UK
	EMPLOYER  INFORMATION

	Name of organisation

	Stevenson College Edinburgh

	Address inc post code
	Bankhead Avenue; Edinburgh; EH11 4DE; UK

	Telephone
	+ 44 (0) 131 535 4833

	Fax
	+ 44 (0) 131 535 4666

	E-mail

	International@stevenson.ac.uk

	Website
	www.stevenson.ac.uk

	Number of employees
	500+

	Short description of the company
	Further Education college

	Other
	


	CONTACT DETAILS

	Contact person for this placement
	Katie Lee

	Department and designation / job title
	International 
European Development Manager

	Direct telephone number
	0131 535 4833

	E-mail address
	klee@stevenson.ac.uk


	PLACEMENT INFORMATION 

	Department / Function
	International Centre 

	Description of activities
	Assisting with International Centre duties, including international student application processing; monitoring and updating student databases, and making reports; responding to student enquiries by email and letter.

	Location 
	Sighthill campus, Edinburgh

	Duration 
	3 months

	Working hours per week
	Flexible: ca. 25 hours / week

	Accommodation (please select)
	( Accommodation will be provided

√ We can assist with finding accommodation

( Student to make own arrangements

	Details of financial and “in kind” support to be provided
	

	Other
	


	COMPETENCES, SKILLS and EXPERIENCE REQUIREMENTS 

	Languages and level of competence required
	English - Upper Intermediate and above. Other languages an advantage but not essential

	Computer skills and level of skills required
	Good general knowledge of Microsoft Office packages

	Drivers license
	Not required

	Other
	


	INFORMATION PROVIDED BY

	Name
	Katie Lee

	Department / Function
	International/ European Development Manager

	E-mail address
	klee@stevenson.ac.uk

	Phone number(s)
	0131 535 4833

	Date
	7th March 2011
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