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Position:   Housing Manager 
    
Department:   Study Abroad 
 
Reports To:   Director, Prague, Czech Republic 
 
Location:   Vyšehrad, Prague, Czech Republic 
 
Contract: Full-time, 40 hours/week 
 
Start Date: September 1, 2018 

 
About CIEE 

A nonprofit, non-governmental organization, CIEE is the world leader in international education 
and exchange. For 70 years CIEE has helped thousands of people gain the knowledge and 
skills necessary to live and work in a globally interdependent and culturally diverse world by 
offering the most comprehensive, relevant, and valuable exchange programs 
available.  Serving over 300 U.S. college and university consortium members, CIEE operates 
more than 50 centers in over 40 countries that support study abroad programs for over 6,000 
students annually. In addition, as the largest sponsor for U.S. Department of State J-1 Visa 
programs, CIEE helps nearly 25,000 international students participate in U.S. based exchange 
programs annually. CIEE programs and services span study abroad, teach abroad, 
international faculty development seminars, and inbound exchange study, work, and internship 
programs for today’s high school and university students, professionals, and educators. 
 
We strive to lead a robust community of international program providers and sponsors through 
innovation, exemplary service and exceptional efficiency.  Our success depends on having the 
very best professionals. CIEE is committed to recruiting and retaining the best people in the 
industry, particularly those who are passionate about international education, are self-starters 
with high levels of energy and autonomy, and are dedicated to exceed expectations in every 
challenge. 
 

Summary of Position 
CIEE Prague is searching for a new Housing Manager that will report to the site Director and 
oversee the entire housing portfolio for a growing number of students. The ideal candidate will 
have previous experience successfully managing complex housing portfolios for study abroad 
students, demonstrate sound judgement, and possess strong problem-solving skills. The 
successful candidate will be responsible for managing the current housing portfolio and 
placement process for over 300 U.S. students per semester, 200 summer students, and over 
100 participants on Faculty-led and Custom (FAC) programs and the Global Learning 
Internship (GLINT).  
 
In addition, the Housing Manager will play an instrumental role in improving how housing is 
procured, administered to students and supported by staff. He or she will contribute to the 
growth of the center’s activities by: reviewing the current inventory of accommodation and 
recommending new housing options that can be easily and efficiently managed through cost-
effective means; documenting and assessing existing housing placement practices and 
recommending and implementing new best practices that align with and build upon CIEE’s 
current health, safety, and security policies; restructuring housing staff portfolios in order to 
maximize staff productivity and efficiency while delivering strong results; and developing and 



 Prague 

2 
 

implementing long-term strategies that cater to a growing student enrollment, which may 

include identifying potential procurement or long-term rental opportunities.  
 
 

Primary Responsibilities 
The Housing Manager will oversee a large, complex inventory of student accommodation for 
CIEE Prague which currently comprises apartments, residence buildings, dormitories, and 
homestays. The Housing Manager will lead the housing department that interfaces with a host 
of stakeholders on a day-to-day basis. These stakeholders include, but are not limited to, 
students, U.S. universities, CIEE local and international staff, landlords, property owners, host 
families, Flat Buddies, Resident Assistants, and faculty. The Housing Manager’s 
responsibilities entail the following: 
 
Housing Management  
Health, Safety, and Security  
Student Support 
Communication and Documentation 
Personnel Management 
Contracting and Financial Responsibilities 
Other Responsibilities 

 

Knowledge & Skill Requirements 
 
The successful candidate will: 

 Hold at least a BA and/or equivalent experience 

 Be fluent in Czech and English (both written and verbal) 

 Have at least several years of previous experience managing a complex housing 
portfolio, ideally for U.S. study abroad students  

 Work well under pressure in service-based environment and demonstrate good 
judgement 

 Be available to perform extra hours during peak-times and be flexible and able to work 
in ambiguous situations 

 Be patient and adapt to changing circumstances (such as tight deadlines, emergencies, 
unexpected events, etc.) 

 Work well independently, be able to prioritize tasks, and achieve results  
• Lead energetically and motivate the team and delegate tasks according to abilities and 

housing department needs 
• Have commitment to customer service, demonstrate meticulous attention to detail, and 

be an excellent communicator and presenter in both small and large group settings 
• Show enthusiasm for work and willingness to go the extra mile if needed 
• Conduct oneself according to the CIEE values of excellence, integrity, respect, access 

and problem-solving 
• Be knowledgeable of Czech housing market and Czech legislation  
• Understand Czech culture and business practices 
• Recognize and deal respectfully with cultural differences  
• Be interested in further professional development (and international education)  

• Be proficient in using Microsoft office (Word, Excel, PowerPoint); experience with a 
visual design software would be an asset 
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To apply 
Please send a resume/CV and a cover letter to mneuzilova@ciee.org . Due to the high volume 

of applications we receive, we can only contact those candidates who have been selected for 
the next phase of the application process. The review of applications will begin on a rolling 
basis. 
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