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Classification Title: Senior Immigration Coordinator
 
FLSA Exemption Status: Exempt
 
Pay Grade: 12
  
Job Description Summary:  
The Senior Immigration Coordinator, under direction, performs highly complex immigration and human resources work.

Essential Duties and Responsibilities: 

40% Immigration Petition Processing and Review

· Process and review non-immigrant and immigrant petitions, labor certifications, and related documentation for compliance.
· Analyze employees’ personal, educational, and professional backgrounds to establish hiring departments’ intentions.
· Determine appropriate immigration procedures and ensure compliance with filing deadlines and immigration laws.

20% Office Operations Management
· Manage daily operations of the office, including distributing incoming requests and assigning work to staff.
· Monitor compliance of staff with internal procedures and oversee the database for foreign national case management.
· Supervise the I-9 correction process to ensure accurate documentation.

10% Record Maintenance and Compliance
· Maintain and comply with records of all immigration proceedings for foreign national employees.
· Administer the database for foreign national case management and ensure proper records retention for all filings.

10% Advising and Training
· Provide advice on applicable Federal, State, and University regulations related to foreign national employment.
· Conduct presentations and workshops for hiring departments on immigration processes and procedures.

20% Duty Title (for the department's use)
· Remaining Percentage Can Be Determined by Department to Meet Business Needs or Can Be Incorporated into Percentages Above.

Required Education and Experience: 
· Bachelor’s degree in applicable field or equivalent combination of education and experience.
· Four years of related experience.

Required Licenses and Certifications: 
· None

Required Knowledge, Skills, and Abilities: 
· Ability to multitask and work cooperatively with others.
· Knowledge of word processing and spreadsheet and database applications. 
· Knowledge of immigration processing and administrative advising to hiring departments on employment based nonimmigrant and immigrant status. 
· Verbal and written communication skills.

 Machines and Equipment: 
· Computer
· Telephone

Physical Requirements: 
· None 

Other Requirements and Factors: 
· Work beyond normal office hours and/or work on weekends. Travel required.
 
Is this role ORP Eligible? If so, it needs to meet the criteria on the Rules and Regulations of the Texas Higher Education Coordinating Board.  
☐ Yes 
☒ No 
 
Does this classification have the ability to work from an alternative work location? 
☐ Yes 
☒ No   
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