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TO WHOM IT MAY CONCERN
I have been working in the Ufficio Mobilita Studentesca in the Università Degli Studi Di Pavia from 15/06/2011 to 15/09/2011.  

My administration responsabilities have included: issue Transcript of Records end sending them by the post to appropriate offices, interacting with foreign incoming students by answering e-mails. My daily tasks consisted of processing applications of incoming students in the online platforms of University Degli Studi Di Pavia, archiving aplications of incoming students. I was also in charge of preparing student cards for incoming students, sending Letters of Acceptance when all required documents have been collected and attaching exams results to erasmus students files.
During the work in the front office I was interacting with students in an attempt to resolve their requests as well as running departure process of incoming students 2010/2011 and arrival process of incoming students 2011/2012. The departure process concerned mainly processing documents related to students departures and  issue of certificates while the arrival process concerned incoming students registration: giving necessary documents, explaining codice fiscale, accommodation and bus card issue process and other relevant pieces of information. 
I have performed also other tasks. In the first days of work I have been searching for erasmus placement offerts and contacts of The National Agencies in order to update a database of the Universities that take part in LLP/Erasmus Program. Moreover I prepared a stand which promote current receiving universities including Poland. 
During Erasmus Placement I have suggested implementation of new solutions: 

· Change in an assessment process of the students willing to work abroad in the frame of Erasmus Placement Program. The change concerns taking into consideration results from a language exam instead of grades. The grades in theory have the same level of importance while in practice they can be distinguished according to a  particular teacher way of assessment. 

· New activity implementation. I suggested to The ESN Pavia organisation to implement a new program. The idea of the program was to transfer stuff which erasmus students will not take home (for example pots, plates, sheets etc.) The stuff could be transfer to new erasmus students or to a charity. 
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· Europass Mobility Implementation. The Europass Mobility is a record of any organised period of time (called Europass Mobility experience) that a person spends in another European country for the purpose of learning or training. The mobility experience is monitored by two partner organisations, the first in the country of origin and the second in the host country. Both partners agree on the purpose, content and duration of the experience; a mentor is identified in the host country. The partners may be universities, schools, training centres, companies, NGOs.                   
· Change in the Learning Agreement sheet. It was suggested to put instead of the one header with the name of the student two headers with the surname and the name which leads to faster document processing, faster student identification in an attempt to make transparent documentation. 

· Change in the document requirements concerning a copy of ID. It was sugested to require from the students to send the copy of ID only in one sight of paper. When the copy of ID is in the one page it enables to faster document copying. It was also suggested to require printing all documents in the both sides of the paper in order to avoid the waste of a paper and save storage costs of archived documents.
Moreover I have developed excel comprehension during preaparing data bases and other files. I have learned how to split the contents of cells across multiple cells an how to merge the contents of multiple cells into one cell. I have improved a vertical lookup function which is used to find specific information that has been stored in a spreadsheet table. The prepared files with data base have concerned: information about institutions which take part in an Erasmus Placement Program (The file was prepared in order to update offerts of institutions willing to take part in the Erasmus Placement Program), lack of required documents of incoming students (Excel document that shows missing documents. The file was prepared in order to control application process of incoming students), missing exam result confirmations with a division according to the faculties (The file was prepared to complement missing exams results in order to continue the issue of  Transcript of Records)
It was a great opportunity to improve a language knowledge. In the beginning of the work I was using only english in the work enviroment and then progressively I was using more and more Italian. During the Erasmus Placement I have upgrated my level of Italian from A1 to B1. 
The Erasmus Placement enable me to improve my organisational skills and a knowledge of European Union Programs as well. I got more familliar with an office equipment like fax, scanner and photocopier. I am very satisfied with the enquired comprehensions. I am very glad that I have decided to face this challenge.
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