
International Exchange Program Manager
Position Description

Program: International Exchange Programs
Position Title: Exchange Program Manager
Positions Type: Full Time - Salaried
Supervisor: Executive Director
Start Date: June 13, 2022 (if not earlier)

About WAC
Since 1985, the World Affairs Council of Kentucky & Southern Indiana (WAC) has been
a hub for international exchange, dialogue, and learning. Our mission is to inform,
connect and engage the community about the issues that affect people in an
increasingly complex world. We achieve this by providing a forum for diverse
perspectives and engaging discussions, and by connecting the region with the
future leaders of the world across all public, private and non-governmental sectors.
We provide opportunities for the public to learn about the global and cultural
diversity of the local community and the wider world. Learn more at
www.worldkentucky.org

Position Description
The Exchange Program Manager works closely with the Executive Director to ensure
quality programming for international visitors and increase the number of groups
hosted throughout the year. Exchange Programs occur both virtually, in-person, and
in a hybrid capacity. The role of the Exchange Program Manager is critical in ensuring
the design, implementation and organization of each visitor group’s unique visit to
Kentucky and Southern Indiana. The Visitor Program Manager acts as the primary
point of contact for all visitor programs.

WAC is an equal opportunity employer. We are dedicated to supporting a diverse
workforce and providing employees with a work environment free of discrimination
and harassment. Applicants of all backgrounds are encouraged to apply. All
applicants will be considered for employment without attention to race, color,
religion, sex, sexual orientation, gender identity, national origin, veteran or disability
status.

http://www.worldkentucky.org


Summary of Job Functions

● Program Planning, Design, Logistics and Travel (50%)
● Program Proposal Writing (20%)
● Database, Admin and Intern Management (20%)
● Resource Development and Cultivation (10%)

Detailed Description of Job Functions
Program Planning, Design, Logistics and Travel (50%)

● Arrange meetings with organizations and businesses in Kentucky and
Southern Indiana

● Design and develop high-quality and visible programs for international visitors
on a variety of political, economic, and cultural themes

● Plan and coordinate all group travel and logistics, and manage relationships
with hospitality vendors, transportation companies and contract drivers.
Specifically this will include:

○ Arrange hotel and home-stay accommodations
○ Greet visitors and assist in their travel arrangements
○ Serve as a liaison between WAC and community resources
○ Follow up on all logistical arrangements
○ Maintain professional communication skills via phone and email

Program Proposal Writing (20%)
● Bid aggressively for U.S. Department of State-sponsored international visitor

groups via a rigorous grant-writing process
● Communicate regularly and effectively with national program partners in DC
● Collaborate and network with colleagues in other local councils for best

practices

Database, Admin and Intern Management (20%)
● Manage post-program activities, to include (but not limited to):

○ Thank You notes to local resources that met with visitors
○ Collect contact information of all visitors
○ Maintain a database of resources
○ Update program information for year-end reporting

● Recruit and supervise interns and volunteers
● Streamline, organize, and unify program administration processes
● Reconcile program expenses for invoicing to relevant agencies

Resource Development and Cultivation (10%)

● Research, network and meet with existing professional resources and cultivate
new ones for exchange program meetings

● Recruit and manage relationships with local host families

Qualifications
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● Minimum of two year’s relevant work experience
● Strong computer, MS Office, zoom and social media skills
● Highly organized with excellent time management skills
● Ability to maintain a professional appearance and communicate effectively
● Positive attitude when problem-solving
● Ability to manage stress and flexibility when program plans pivot
● Ensure quality work in a timely manner
● Promote teamwork by sharing ideas, impressions, and suggestions with WAC

staff & kindness when managing interns
● Maintain flexibility and understanding toward delegated assignments and

unforeseen programming needs
● Be willing to take on tasks outside of visitor projects as needed
● Must enjoy working with cross-cultural visitors
● Fluency in languages other than English desired

Environment and Other Expectations
The WAC office is located in the Portland neighborhood of Louisville, Kentucky. WAC
staff work in a fast-paced environment and should be prepared to balance multiple
priorities and deadlines, take ownership of their projects, and work independently, as
part of a team, and with a variety of interns, volunteers, board members, and other
area organizations.  Applicants should have their own transportation and be able to
drive around the Kentuckiana area. Given the realities of Covid, we anticipate this
position to be at least partially remote, so applicants should have access to reliable
phone and internet service. Applicants should reside in the greater Louisville metro
area. This position involves primarily daytime, weekday hours but applicants will
need to be flexible to support after-hours events and student programming on the
weekends.

Compensation
The salary range identified for this position is $40,000/year, commensurate with
education and experience.

To Apply
Please email a cover letter and resume, to xy.zhao@worldkentucky.org with
“Exchange Program Manager Application” as the subject. Please send all
attachments as a  single, combined PDF file. Applications will be reviewed and
qualified applicants will be contacted for an interview on a rolling basis, until the
position is filled. For priority consideration, applications should be received no later
than May 9, 2022.
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