
Custom Programs and Visitor Coordinator 

Harlaxton College, in Grantham, Lincolnshire, is a unique overseas study site of the University of 
Evansville in Indiana, USA.    Our site welcomes students from the USA and other nations to come and 
live, learn, and grow as they live in a majestic manor house and study multiple different subjects.   We 
are seeking a coordinator to work with students and faculty who come for short term programs 
primarily in the summer months. The coordination of these programs and other activities is a year long 
task as it is high volume and very precise work.  

The custom programs coordinator will be responsible for all groups who come to Harlaxton on short 
term programs.  This includes the review of itineraries and budgets produced in the United States, 
liaising with the US office to create opportunities for new programs and exciting additions to programs, 
the actual booking of the programs in collaboration with other team members, delivery of the program 
while the group is at Harlaxton and follow up program evaluation.  This position will also work with 
other events and academic activities as required, as well as oversight of the boutique and visitors.  

The Position 

• Review itineraries and budget made in by the US office for accuracy and innovation.  
• Communicate with US office and clients on changes, updates, and issues with programs.  
• Oversee the overall custom programs budget and analyze each program for profitability.  
• Ensure all aspects of the program are pre booked and communicate any issues with the 

customer. 
• Be an onsite contact for each group to help problem solve and assist. 
• Evaluate programs and work to make constant improvements. 
• Oversight of the boutique space, merchandise, and upkeep. 
• Help with overall accommodation booking and visitors. 
• Assist with other events and academic needs. 

 

The Person 

• You will be organized and efficient. 
• You will have a genuine interest in student success and visiting students. 
• You will have travel industry experience or related experience. 
• You will have a high level of customer service. 
• You will have excellent leadership, communication, interpersonal, time management and 

organizational skills, flexibility, and cultural awareness. 
• You will be a person who can multi-task and keep a lot of information organized.  
•  

About Harlaxton College  

Since the 1960s, Harlaxton Manor has served as both school and a home to students from different 
universities across the United States as it completed its metamorphosis from a private home owned by a 
single person to a public educational institution. 

Beginning with Stanford University in 1965, Harlaxton Manor opened its doors to American students, 
teaching them about the history and culture of British life while also providing them a base to explore 



the wider world on their own.  In 1968, the Manor was leased to the University of Evansville, who used 
it as a study center until 1978, when Dr. William Ridgway, a trustee at the university, bought the Manor, 
turning it into Harlaxton College.  Today, Harlaxton Manor is the British home of approximately 1,000 
students per year from the University of Evansville and partner institutions. 
 

Salary and Benefits 

The position pays £25,000 annually and includes 35 days holiday, a beautiful work setting, subsidized 
meals, use of a fitness center, and a motivated team of colleagues.   

To apply please send a cover letter and CV to Dr. Holly Carter, Principal of Harlaxton College at 
hc110@evansville.edu.  Shortlisted candidates will be contacted for a zoom interview and finalists will 
be invited to the manor.   

 

 


