
 
 
Position: Study Abroad Advisor (Part-time) 
Location: Northampton, MA 
Compensation: Entry level plus performance bonus 
Position Duration: August through May with the possibility of international travel in the 
summer 
Hours: Part-time position averaging 20-30 hours per week with shifts ranging between 
10:00 AM to 9:00 PM 
 
About CISabroad 
CISabroad, the Center for International Studies, is a study abroad organization based in 
Northampton, MA dedicated to developing and promoting unique study abroad 
opportunities for students. CISabroad works in the following countries: Australia, China, 
Costa Rica, Czech Republic, Ecuador, England, France, Ghana, Ireland, Italy, Mexico, New 
Zealand, Peru, Scotland, Spain, South Africa, Thailand and USA-Hawaii. We are a known for 
our culturally engaging programs, high quality of service, affordable pricing and our 
sustainable mission.  Learn more about us at www.cisabroad.com. 
 
Position Description 
 
The Part-Time Student Advisor (SA) reports directly to the Student Advising Coordinator 
and works in the Student Advising Center. The Student Advisor is responsible for the 
following: 
 

 Outbound calls to students who have provided a phone number at the time of 
inquiry  

 Incoming calls from interested students  
 Advising students on program selection, answering program and country specific 

questions and answering questions concerning the application process, credit 
transfer, scholarships and financial aid processes via email and phone  

 Conversion of inquiries into paid applicants through applied sales techniques 
 Maintenance of  call records in database 
 Updating inquiry information and conversation notes in database 
 Providing input about the website, database, etc. to the Student Advising 

Coordinator 
 Developing a great understanding of CISabroad programs 

 
Key Skills 

 Outgoing and energetic personality 
 Motivation for sales 
 Able to work independently 
 Exceptional phone etiquette  

http://www.cisabroad.com/


 
 

 Exceptional verbal and written communication skills 
 Strong listening skills 
 Customer service orientation 
 Ability to pay attention to detail 
 Strong organizational skills 
 Ability to adapt 
 Team player  
 Ability to remember and master content quickly and accurately 

Position Requirements  

 Flexible work schedule – able to work at least 20 hours per week 
 Must have spent time studying, traveling or living overseas 

Work Environment 

 Historic building located in the heart of Northampton- right off of Main Street and 
down the street from Smith College (on bus line.) 

 Typical Advising Center hours: 9:00 am to 5:00 pm Monday through Friday, but 
Student Advising Center is open until 9:00 to accommodate calling hours 

 Fun, interactive, dynamic environment 

Application and selection process 

Please submit the following as your application:  
 Resume 
 Cover letter indicating relevant skills, experience and motivation for applying 
 2 professional, personal or academic references 
 Work availability 
 
Completed applications should be sent jobs@cisabroad.com with ‘Student Advisor’ in 
the subject line. Qualified candidates will be contacted for an interview.  
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