
 

 
Custom Programs Manager | Job Description 

 
SSA Education Abroad 
SSA Education Abroad has been a pioneer and leader in the international education field for 
more than 50 years. We design cross-cultural curricula and operate highly-regarded study 
abroad programs in Alicante, Barcelona, Santiago de Compostela, and Seville, Spain; 
Córdoba and Buenos Aires, Argentina; Havana, Cuba; Panama City and Boquete, Panama; 
and San Juan, Puerto Rico. In addition to our semester and short-term programs, we offer 
internship and service-learning opportunities. We also design and manage custom and 
faculty-led programs for institutions across the United States. Our cornerstones are 
academic excellence, cultural immersion, and strong support for our students and partners. 
Learn more on our website. 
 
Job Title 
Custom Programs Manager 
 
Reports To 
Custom Programs Director 
 
Location & Hours 
Remote (ET or CT timezone preferred but not required); Full-Time 
 
Preferred Start Date 
February/March 2026 
 
Salary 
$50,000 USD annually 
 
Job Description 
The Custom Programs Manager will lead the development of an assigned portfolio of custom 
programs from initial concept to post-program evaluation. The Custom Programs Manager 
will be expected to work closely with university partners (clients), on-site staff, and other SSA 
colleagues and partners during all phases of proposal development and program execution, 
as described below. 
 
Primary Responsibilities 

●​ Coordinate with academic contacts from university partners on the creation and 
overall implementation of an assigned portfolio of custom programs 

●​ Collaborate with on-site staff to create program calendars, budgets, and proposals as 
requested by clients 

https://ssabroad.org/


 
●​ Provide excellent quality service to clients through timely responses and close 

follow-up throughout the proposal development and pre-departure process 
●​ Contribute to the maintenance of an accurate tracking system for all proposals 
●​ Create registration materials and compile student and faculty leader information for 

an assigned portfolio of custom programs 
●​ Follow up with students and faculty leaders as needed to ensure information is 

submitted in a timely manner 
●​ Create and send Student Handbooks 
●​ Schedule, create, and implement pre-departure orientations 
●​ Coordinate visa applications and processing  
●​ Process academic transcripts 
●​ Create marketing/promotional materials (in coordination with the marketing 

department) 
●​ Occasional travel to university partners and/or conferences 
●​ Assist with additional special projects or requests as necessary  

 
Qualifications & Experience 

●​ Bachelor’s degree 
●​ 2-3 years of related work experience 
●​ Advanced knowledge of the Spanish language (completely fluency is not required; 

reading comprehension is more important than speaking ability) 
●​ Outstanding organizational skills; must be able to process a high volume of 

information in a clear and effective manner 
●​ Excellent attention to detail 
●​ Clear communication skills, especially in a remote work environment 
●​ Strong working knowledge of common tools such as Google Suite, Microsoft Office, etc. 
●​ Must be able to create presentable and on-brand materials/documents for both 

internal and external audiences 
●​ Ability to maintain a level of confidentiality 
●​ Ability to work independently and proactively 
●​ Reliable and adaptable 
●​ Experience studying, working, or living abroad preferred 

 
To Apply 
Please send a resume and cover letter via email to susan.hyman@ssabroad.org. Candidates 
selected for an interview will be contacted in early February. 
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