International Student Ambassadors of the University of Tartu

1 Overview

1.1 International Student Ambassadors (ISA) are a group of current degree students who help the
Marketing Unit of the University of Tartu (MU) to introduce the University of Tartu (UT) to
prospective international students and to develop the international alumni community in
Estonia.

1.2 ISA members represent their home countries, study programmes and UT international student
community in Estonia and abroad.

1.3 ISA is mostly a volunteer-based programme.

1.4 In the long run, ISA aims to develop a strong community of international alumni who represent
UT abroad.

2 Main activities

2.1 ISA provides first-hand information about UT and student life in Estonia to prospective
students.

2.2 The main activities include:

2.2.1 Events. Assist with organising Orientation Days, Tartu city tours, presentations about UT,
education fairs, guided faculty tours and other events run by MU. Organise alumni
evenings and other proposed events.

2.2.2 Social media. Create content for social media (blogs, videos, social media posts).

2.2.3 Advising prospective students. Provide useful information and share a personal experience
of living in Estonia to prospective students.

3 Use of brand
3.1 ISA is owned and run by MU.
3.2 The use of ISA name and brand without the approval of MU is not allowed.

4 Application process

4.1 Students can apply to become a member of ISA once a year, at the beginning of autumn
semester, through the official recruitment process; however, membership can be granted at any
time based on the additional call for applications.

4.2 Current ambassadors are encouraged to suggest new ambassadors and can be invited to
participate in the selection process of new members.

4.3 An additional call for applicants can be announced by MU when nessessary.
4.4 MU chooses students to ISA.

5 Membership



5.1 All international degree-seeking students enrolled in the university are eligible to apply to ISA.

5.2 A member is eligible to plan and participate in projects, all affairs of ISA and receive all
communications of ISA.

5.3 Members receive a UT T-shirt and hoodie that they should wear at the promotional events.

5.4 Members should provide necessary info and personal information (photo, name, programme,
contact, country of origin) for the profile page on ISA website.

5.5 It is possible to pause the membership if a student goes for an exchange semester. Upon return,
the membership will be restored automatically.

5.6 ISA members are expected to perform their duties (attend monthly meetings, submit blog and
Facebook posts in time, attend ISA events etc.) for their study period, up to two years, but no
less than one year.

5.7 After successful completion of the programme, ISA member receives a certificate signed by
the Rector of the University of Tartu and a recommendation letter from MU (upon request).

5.8 It is not allowed to leave ISA in the middle of the semester without sufficient reason (e.g.
leaving Estonia, quitting the university, health reasons). In such cases, a member is not
considered to be a graduate of the programme and cannot be granted a certificate,
recommendation letter and listed among ISA alumni.

5.9 Once a member graduates from the university or finishes nominal study period, s/he will be
moved to the list of the Alumni ambassadors, unless s/he wishes to remain active as a member
of the ISA.

5.10 A member should notify MU if s/he wishes to graduate at the end of the academic year.

6 Structure
6.1 ISA consists of manager positions and regular members.

6.2 All current and prospective ISA members are allowed to apply for manager positions during
the application period. MU chooses managers for the positions. Managers receive a
compensation (stipend) for performing their duties.

6.3 Regular ISA member

Responsibilities of a regular ISA member include:

6.3.1 Attend monthly ISA meetings;

6.3.2 Take part in the mandatory training at the beginning of the autumn semester;

6.3.3 Complete at least 30 hours of volunteer work performing duties in the autumn semester
and 36 hours in the spring semester;

6.3.4 Reply to inquiries from potential students (related to student life and, personal study
experience), forward admission related inquiries to MU;

6.3.5 Contribute to the ISA Facebook page and blog according to the schedule;
6.3.6 Help organise ISA and MU events;
6.3.7 Actively participate in ISA activities (events, general meetings, etc);



6.3.8

Create a positive image of the University of Tartu, Estonia and own country.

6.4 Facebook Manager

6.4.1
6.4.2

6.4.3

6.4.4

6.4.5

Facebook Manager is responsible for ISA Facebook page.
Duties of Facebook Manager include:
6.4.2.1 creating a schedule for the page involving all members of ISA;

6.4.2.2 informing other members about the schedule by publishing it every week on ISA
internal communication channels (private ISA Facebook group, Slack);

6.4.2.3 publishing 3 to 5 posts per week depending on the schedule;
6.4.2.4 moderating and curating all posts before publishing;

6.4.2.5 handling all communication on Facebook page (messanger, comments); if needed,
share relevant contacts of other ambassadors or UT staff;

6.4.2.6 edit and publish ready-made posts received from ISA team.

Facebook Manager has to consult MU about strategies of creating a positive image of UT
on Facebook.

Facebok Manager should encourage other members to be active on Facebook and share
ISA share posts.

Facebook Manager must check FB page daily.

6.5 Blog Manager

6.5.1
6.5.2

6.5.3

Blog Manager is responsible for the ISA blog.
Duties include:

6.5.2.1 publishing no less than 10 blog posts during the fall semester and 13 blog posts
during the spring semester (1 blog post per week from October-December,
February-May);

6.5.2.2 developing a post schedule involving all ISA members;

6.5.2.3 announcing the blog schedule on ISA internal communication channels (private
ISA Facebook group, Slack) at the beginning of every month;

6.5.2.4 motivate and help ambassadors to develop their ideas into blog posts, suggest
improvements to posts according to ISA publishing guidelines;

6.5.2.5 correct grammar mistakes and suggest linguistic changes of the blog posts.
Blog Manager has strong English language writing skills and a desire to work as an editor.

6.6 Student Advisors

6.6.1

6.6.2

Student Advisors are responsible for advising prospective students via two channels:
official MU e-mail studyinfo@ut.ee and ISA Facebook group for prospective students.

Two people will be appointed to the position.
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6.6.3

6.6.4

6.6.5

6.6.6
6.6.7

Duties include:

6.6.3.1 Managing ISA Facebook group discussions, answering inquiries, providing
admission-related information for prospective students;

6.6.3.2 Promoting the group via other ISA channels and FB groups

6.6.3.3 Answering student enquiries that come through MU official e-mail
studyinfo@ut.ee

Student Advisors should be able to check the ISA Facebook group several times a day and
the e-mail at least once a day.

Student Advisors should have the motivation to support and help prospective international
students.

Student Advisors will receive an advanced admission-related training by MU.
Student Advisors can develop a schedule and divide responsibilities between themselves.

6.7 YouTube Manager

6.7.1
6.7.2

6.7.3

YouTube Manager is responsible ISA YouTube channel.

Duties include:

6.7.2.1 create and publish at least two videos per month;

6.7.2.2 suggest topics for vlogs and other video content;

6.7.2.3 suggest developments and changes to ISA YouTube channel,;

6.7.2.4 create vlogs about UT, student life, and living in Tartu; organise video streaming
for potential students (1-2 per year)

6.7.2.5 involve other ISA members to video projects.

Candidate should show a proactive attitude, be able to write simple scripts, record videos
on personal cell phone or camera, edit videos and upload them to YouTube.

6.8 Event Manager

6.8.1

6.8.2

6.8.3

Event Manager is responsible for ISA events and the participation of ISA in other MU
events.

The target audience of such events is current and potential students and visitors of the
university.

List of mandatory projects:

6.8.3.1 City tours. Organise and lead city tours for newcomers at the Orientation Days
twice a year (autumn and spring semesters);

6.8.3.2 Open Doors Day. Organise ISA participation and representation of international
students at the Open Doors Day in spring semester;

6.8.3.3 Alumni event. Organise and lead UT alumni discussion event (once per semester);
6.8.3.4 Other events. Assist MU with organising other promotional events.
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6.8.4 Event Manager should form and lead a group of ambassadors to successfully perform
projects and is responsible for outcomes.

6.8.5 Event Manager can suggest up to two additional events per semester to MU. In which case
the event manager is responsible to present project proposals to be approved by MU and
take responsibilities for successful completion.

6.9 Manager requirements
6.9.1 Managers are elected for a period of one year.

6.9.2 Can hold a separate monthly or weekly meetings to adjust their work schedules, develop
and discuss development plans and other occurring issues.

6.9.3 In case of problems or conflicts between members, refer to MU.
6.9.4 Inform MU at least 30 days prior in case of leaving the position
6.9.5 Must be present in Estonia, attend ISA monthly meetings and mandatory trainings.

6.9.6 Make brief reports on ISA monthly meeting and provide a written report at the end of the
semester. Managers have to meet the representatives of MU at least once a month and
present a report about performed work, as well as discuss strategies and plans for the
upcoming month. The report has to be performed in a form of presentation and in written
form.

7 Revoking membership

7.1 Membership can be revoked upon failure to fulfil membership duties.

7.2 Suspension of membership can occur with a decision by MU.

7.3 Possible reasons for the suspension of membership can include one or more of the following:
7.3.1 inability to meet membership requirements;

7.3.2 inability to perform duties regularly or with sufficient quality;

7.3.3 inadequate behaviour causing complaints from other ISA members or the MU;

7.3.4 missing 3 or more monthly meetings, including motivational events; not attending or
supporting ISA projects; passiveness and lack of interest in group discussions;

7.3.5 use of derogatory language or physical violence on another member or student;
7.3.6 inappropriate behaviour at events (e.g. excessive drinking, fighting etc.).
7.4 A personal meeting should be held with the member prior to the suspension.

7.5 Suspended former member will not receive an ISA certificate, nor will he/she be considered
as an alumni student ambassador of UT.

8 Why join ISA?
8.1 It looks good on your resume and demonstrates your advanced organisational skills;
8.2 Gain valuable practical skills e.g. public speaking, writing, presentation skills;



8.3 Opportunity to lead projects and gain valuable project management and team leading
experience;

8.4 Opportunity to build your network - meet new people from Estonia and abroad;
8.5 Recommendation letter from MU and a certificate signed by the Rector;
8.6 All members receive a personal profile on the ISA website;

8.7 Freebies —team-building events, Christmas and graduation dinners, gift cards, UT memorabilia
(T-shirt; hoodie etc.)



Attachment |

GUIDELINES ON THE ISA FACEBOOK POST
(by Thai Van Nguyen — former Facebook manager of ISA)

THEME

Your posts should reflect your life as a student in Tartu or Estonia. They could be about yourself
or what is currently happening. The posts are the key for prospective students to know about life
in Estonia beforehand. They let current students in Tartu see Tartu from different perspectives.
Pay attention to the difference between posts for the ISA page and the one for your own Facebook
wall.

SUGGESTED TOPICS

Your (daily) activities (choose interesting activities)

Your living experience (e.g. summer in Tartu)

Student life (e.g. events, bbq party)

Topics related to the University or your programme of study
Advice from the ambassadors

Infographics

Integration with locals

WHAT YOU SHOULD NOT WRITE

e  Googled topics
e  Wikipedia-like topics

REQUIREMENTS FOR POSTS

e The text should be catchy and readable. The length of the text is heavily dependent on the
content of the post. The voice: most of the post is in the first-person voice
e The post should have photo(s) to illustrate the context. Personal photos are more preferable.

HOW TO PUBLISH YOUR POST

Send your post together with active links (if any) and photo(s) to the Facebook manager.



Attachment 11
ISA BLOG GUIDELINE. EASY STEPS
(by Katerina Bogdanova — former Blog manager of ISA)

How to find a topic?

Anything related to studies (study programme, lectures, field trips, internships etc.), everyday
activities (student life, housing, food, cultural events etc.), travelling around Estonia, or some
cultural observations (e.g. comparing your home country to Estonia) are relevant. Your personal
experience is the most valuable thing.

What is the title?

A title is the most important part of the blog in terms of marketing. It should be neither too short
and abstract (e.g. “My Summer in Estonia”, instead use “What to do in summer in Estonia™), nor
too long. However, you can divide the title in two parts, and let one be more abstract, and the other
more concrete or personal. For example, “A She-Fan in the Football World: How | Learned to
Live with It”.

And the main thing, it should be truly catchy, intriguing, or even puzzling. For example, it’s
obvious that we, International Student Ambassadors, are studying abroad. But what if you want to

tell some “‘untold story”?

How to write your blog?

Don’t forget that you are telling your personal story. Don’t be shy to write from the first-person
perspective (I, we, in my opinion, etc.)

You can choose any form you want. It can be just retelling a story happened to you or the experience
you had. You might choose some kind of “essay” form if you want to share your thoughts. You
can actually make your own TOP. “Survival tips” are also welcomed.

How to organise your text?

Navigate your readers using the headlines. Also, the subtitles are a very important part of
“promoting” your entry, therefore they are supposed to be catchy. They also help to highlight your
main ideas.

What is your blog style?

We are not Hemingways, so no one expects to see a literary masterpiece in your blog entry. But
before you actually start writing the text, just think of one thing: what is the main “spirit” of it? If
you want seriously argue that cats are better than dogs, you might write nerdy, appealing to
statistics or researches. But if you are telling your personal story, don’t be afraid to insert jokes,
humor, or even sarcasm in your text. Actually, you can even argue with humor as well.

Please, try to avoid heavy language constructions, too long sentences, etc. If you are “spoilt” by
the academic writing style, try this thing out. Just record your voice imagining you are sharing
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your thoughts or telling a story to your friend. Then you have just to listen to it, write down as it
was, slightly edit, and that’s it.

How to illustrate your entry?

Although personal pictures and videos are preferable, you may use the images taken from the
Internet (give credit to the photographer/source). Inserting YouTube videos is also a solution (keep
in mind they do not work in some countries). By the way, if you want to post your own video send
it to our YouTube blogger first, so we upload it to our youtube channel. More personal videos,
more fun!

Additionally, if you know that you want the pictures to be in a certain order, the file name should
begin with that number. And in case there are photo credits, also include that at the end of the file
name. Also, if you want the pictures to be placed in line with the text in a certain order, in the main
write-up, add the picture (file) name where it would be in the final post.

How to post your blog?

You should send your blog post in a text file and the images separately to our Blog manager. You
can actually do the same by sharing them with the help of Google docs. Do not send a PDF file. If
using Google Docs, please use the mode “Can edit”. Please, note, that we expect you to send your
blog post at least two days before the scheduled date.
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