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130 JOB DESCRIPTION

JOB DESCRIPTION [NUSU-JD-67]

Labourers
Job Title : Labourers
Grade 10
Number of Positions : 100
Hours/week 148

Work Location : HQ and peripheral buildings
Appointed by : The President

Qualifications” : Secondary school with experience

1. Accountable to the Principal through the Services Manager.

2. Ability to understand and follow in detail the verbal and written instructions.

3. Remain throughout working hours, as near as possible to the services office.

4. Ensures opening of offices, classrooms, laboratories, clinics, museum, sports hall early
in the morning for cleaning and preparation for work.

5. Follow up the availability of water in water tanks and quality of the filters and cleanliness
of water, and report any fault to the Services Manager.

6. Setin order classrooms for lectures and examinations.

7. Ensure efficiency of lighting and air conditioning and report any problems.

8. Ensure the efficiency of loud speakers.

9. Prepare the generator and get it ready for any power cuts.

10. Provide water for water coolers and ensure that coolers and refrigerators are operating
normally.

11. Observe, at all times, the work of the cleaning workers and company.

12. Fix posters and announcements in the proper boards.

13. Report any fault in the seatings, lightings in common rooms and sport areas to the Ser-

14.

15.

vices Manager.

Locking of offices, classrooms, laboratories, clinics, museum, libraries, at the end of the
day and deposit keys where agreed to and recommended by the Safety Officer.

Any other responsibility assigned to related to the above.
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JOB DESCRIPTION [NUSU-JD-66]

Computer Lab Technician

Job Title : Computer lab technician
Grade 1712

Number of Positions : 1

Hours/week 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : Bachelors Degree or secondary school certificate with experience

1. Accountable to the Principal through the Director of Information Technology concerning
the care for computers.

2. Shows understanding of university documents (University Charter, Employment Regu-
lations, Salary Scale, Academic Regulations, Code of Student Activities and Conduct,
Fees Regulations) and the NUSU philosophy, objectives and curriculum.

3. Carries out maintenance in collaboration with the Technical Support Section.
4. Follows up stability or the network in collaboration with the Network Section.

5. Ensures the adequacy of the Examinations setup and software. In collaboration with the
Examination programmer

Submits recommendations concerning computer laboratories in monthly reports.
Supervises the annual regular maintenance of computers.

Suggests purchase and upgrade of hardware.

© o N o

Any other assignment relevant to the job.
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128 JOB DESCRIPTION

1.

12.
13.

14.
15.
16.

17.
18.

19.

20.

21.

22.

23.

Searches standard reference materials, including on-line sources and the Internet, in
order to answer questions raised by library customers [staff, students and visitors], in-
cluding analysis of request to determine needed information and locates unusual or
unique information in response to specific requests.

Teaches customers to search for information using databases.

Keeps records of books in and out of the library and circulation materials and compiles
lists of overdue materials, and notify borrowers that their materials are overdue.

Responds to customer complaints, taking action as necessary.
Arranges for interlibrary loans of materials not available in a particular library.

Supervises budgeting for acquisition and personnel activities, and negotiates contracts
for library material, and equipments.

Provides input into the architectural planning of library facilities.

Plans and participates in fundraising and book donations, and engage in public relations
work for the library, such as giving televised book reviews and community talks.

Attends the administrative meetings, and any other meeting, when invited, and contrib-
utes with is experience.

Reviews and analyzes, agreements, contracts, grants and proposals for financial
soundness and adherence to generally accepted accounting principles and national
policies.

Attends workshop and continuous training and education, for not less than 6 hours/
Semester.

Contibutes, when requested, in appointment, investigative and disciplinary boards, pro-
motion committees, or assessment of performance.

Other relevant duties as asigned by the Vice- President.
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JOB DESCRIPTION[NUSU-JD-65]

Job Title . Information Resources and Library manager

Grade 59

Number of Positions : 1

Hours/week 148

Work Location : HQ and teaching sites

Appointed by : The President

Qualifications” : Master Degree in Information Studies with at least 15 years experi-

ence in academic and research libraries.

10.

Information Resources
& Library manager

Accountable to the Vice- president concerning the library records, services and activities

Shows perfect understanding of the University documents (Establishment Order, Rules
of Employment and Common Salary Scale, Academic Regulations, Rules of Conduct
and Activities, Rules of University Fees), University philosophy and objectives, curricu-
lum.

Ability to: understand and follow written and oral instructions.
Develops library policies and procedures.

Develops information access aids such as indexes and annotated bibliographies, web
pages, electronic pathfinders, and on-line tutorials.

Explain use of library facilities, resources, equipment, and services.

Codes, classifies, and cataloges books, publications, films, audiovisual aids, and other
library materials based on subject matter or standard library classification systems.

Organizes collections of books, publications, documents, audiovisual aids, and other
reference materials for convenient access.

Evaluates materials to determine outdated or unused items to be discarded.

<
O
-
=
14
O
[72)
L
Q
8
O
4

Directs and trains library staff in duties such as receiving, shelving, researching, cata-
loging, and equipment use.
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JOB DESCRIPTION [NUSU-JD-64]

Head of Networks Section

Job Title : Head of Networks Section
Grade 6

Number of Positions : 1

Hours/week 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : Bachelors or Masters Degree in Computer and/or T

1. Accountable to the Principal through the director of information technology concerning
the availability of all forms and methods of the design, installation, updating, use and
maintenance of networks and operating systems, and their developments, and ensures
efficiency of all help systems related to computation of work and use of network and
data.

2. Shows understanding of the university documents ( University Charter, Employment
Regulations, Disciplinary (Penalties) Regulations, Salary Scale, Code of Students Ac-
tivity and Conduct, Fees Regulations) and informed about the university philosophy,
objectives and curriculum.

3. Supervises the installation, setup, maintenance the equipment and systems of the net-
work.

4. Specifies, and analyses problems, and design solutions, within the section.

5. Avails all suitable requirements for observing the network, writes reports and sugges-
tions.

6. Supervises the network software and operating systems, and avails the mechanisms for
evaluation of efficiency of the network.

7. Avails all documentation needed for the network.

8. Supervises the development of the section, upgrade the level of the technical team, and
set plans for that and ensure implementation.

9. Follows up the efficiency of computers and networks.

10. Any other assignments within the limits of the job.
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Head of Technical Support Section

Job Title : Head of Technical Support Section
Grade 179

Number of Positions : 1

Hours/week 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : Bachelors or Masters Degree in Computer and/or IT

1. Accountable to the Principal through the Director of the Information Technology, con-
cering the management, development, maintenance

2. Shows understanding of the university documents ( University Charter, Employment
Regulations, Disciplinary (Penalties) Regulations, Salary Scale, Code of Students Ac-
tivity and Conduct, Fees Regulations) and informed about the university philosophy,
objectives and curriculum.

3. Works towards observing, maintaining and development of the operating systems and
all computer requirements in the university.

4. Works towards observing, maintaining and development of the information systems in
the university.

5. Measures the effectives of the information system in the university and works towards
improving it.

6. Contributes to the design of short term, midterm and long term plans of development of
information technology in the areas of hard ware and software.

7. Coordinates with other departments to fulfill the objectives of the university.

8. Follows up repairs of faults in equipment and systems and works towards minimizing
their effects.

9. Supervises technical support for all units using the system, and ensures suitable advice
to guarantee the safety of the IT sections.
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10. Any other assignment within the limits of the job.
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JOB DESCRIPTION [NUSU-JD-62]

Head of programming

Job Title : Head of programming
Grade 6

Number of Positions : 1

Hours/week 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : Bachelors or Masters Degree in Computer and/or IT

o

© ©o N 2

Accountable to the Principal through the director of information technology concerning
the availability of all forms and methods of technical support in programming, updates,
developments, training of employees on its use for the benefit of the university.

Shows understanding of the university documents ( University Charter, Employment
Regulations, Disciplinary (Penalties) Regulations, Salary Scale, Code of Students Ac-
tivity and Conduct, Fees Regulations) and informed about the university philosophy,
objectives and curriculum.

Takes the responsibility of the Section, regarding division of labour, follow up, and the
products of the team.

Identifies and analyses the problems and suggests solutions for them.

Ensures safety and effectiveness of main data bases in the university, and suggests
better ways of using it.

Observes the using and ensures quality of their accounts.
Supervises the requested software, design then, and follow up its use.
Prepares the bases and standards of programming and follow commitment to them.

Supplies the Section with their needs.

. Ensures that the systems accept and allow for future developments.
1.

Ensures full documentation of the programmes designed .

12. Any other assignment within the limits of their job.
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Quality and Accreditation Officer

Job Title : Safety and Security Officer
Grade 7

Number of Positions : 24

Hours/week 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : Bachelors or Masters Degree

1.
2.

© N ook w

10.

1.
12.
13.
14.

15.
16.

Accountable to the Principal through the Services Manager

Shows understanding of the University essential documents (mainly; University Char-
ter, employment Regulation, Disciplinary or penalties Regulations, Code of Activity and
Conduct in the Student Manual) and the drawing of the university site showing entranc-
es, exits and distribution of facilities inside.

Shows understanding of his/her daily responsibilities.

Has strong observation.

Ability to communicate and establish good relations with others.

Demonstrates knowledge of using fire fighting systems.

Guard entrances and exits, offices and spaces as instructed by the management.

Guard the university belongings including vehicles, equipment, buildings, stores, within
or outside the university.

Looking after lifts, ensure smooth operations and inform immediately about any fault.

Inspect the registration records of the university fleet of cars, public transport or those
of students and visitors

Guard examination rooms, laboratories and employees inside the university.
Observe and take care of university visitors during and after working hours.
Look after students inside the university, and in the streets and services around it.

Notify the management and write daily reports about the entrances and lighting to make
an effective security system.

Not to take, give or use university belonging without permission from the management.
Any other related duties signed by the Quality Manager.

<
O
-
=
14
O
(72)
L
o
10
O
=9




122 JOB DESCRIPTION

10.

1.

12.

13.

14

15.

16.

Attends workshops and continuous professional development sessions, for not less
than 6 hours/ semester.

Follows, keeps and investigates all what is written about the university in all media and
discusses with the MPPPRO, principal and president the suitable and wise ways of
answers and response to the media.

Suggests and assists in compilation of the contents, design and approval of contracts of
advertisements and documentaries on NUSU in NUBOCE and media.

Assists in the planning of publicity material both locally and internationally in collabora-
tion with the relevant officers and committees.

Assists the director of NUSU Publishing House {NUPH} in the selection of books suit-
able for publication, within the budget allotted for this purpose.

Contributes to appointment, investigative and disciplinary boards, and promotion com-
mittees, for non-teaching employees, if requested to do so.

Performs other relevant duties as assigned by the MPPPRO, Principal or the President
of the University.
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Job Title : Broadcast Coordinator

Grade 7

Number of Positions : 3

Hours/week 30

Work Location : HQ and relevant media and public relations offices within the Sudan
Appointed by : The Media, Publicity, Publication and Public Officer {(MPPPRO}
Qualifications” : Bachelor Degree {Grade Il Upper- if classified}, or Secondary school

certificate with relevant experience and certification for at least 10 years.
1.

Broadcast Coordinator

Accountable to the MPPPRO and president in the areas of media, broadcast and cultur-
al activities of NUSU.

Shows understanding of the university documents especially: University CHARTER,
Employment Regulations, Academic Regulations, Activity and Conduct Code, Universi-
ty Fees’ Regulations, Common Salary Scale, National Employment Laws, Employment
Penal Codes, ISO Standards for Total Quality Management, local and international stan-
dard of accreditation of higher education institutions and documents on Policies and
Procedures, University philosophy and objectives.

Assists the MPPPRP in the licensing, establishment and daily programmes of the na-
tional University Broadcast of Culture and education {NUBOCE}.

Assists in the selection and purchase of equipment for the NUBOCE.

Identifies and lists free material of education, culture and arts available without copyright
restrictions.

Negotiate the borrowing, purchase and transfer of ownership of copyrighted material.

Observe the use of the material owned by NUBOCE and arrange the dealings of bor-
rowing, sale or exchange with other users.

Suggests the NUBOCE programming for approval by the relevant committee, office and
President of NUSU.

<
O
-
=
14
O
(72)
L
o
10
O
=9

Attends, when invited, the meetings of teaching staff, and relevant committees and con-
tributes in their deliberations.
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JOB DESCRIPTION [NUSU-JD-59]

Laboratory attendant

Job Title : Laboratory attendant
Grade 10
Number of Positions : 20
Hours/week 48

Work Location : HQ and peripheral buildings

Appointed by : The President

Qualifications” : diploma or secondary school certificate with experience

1. Continuous presence inside the lab and does not allow it open after the working hours.
Keeps records of laboratory contents.

Keeps record of laboratory activities in the location assigned.

Keeps order and storage of equipment and material used for students’ training.
Cleans and disinfects of surfaces of benches and sinks.

Accurate disposal of samples of other medical waste, each in its specific containers.

N e a2 e DD

Reviews and closure of water and gas sources and ensure switching off all the lights
and air conditioning before leaving the at the end of the day.

8. Avails cleaning and disinfecting materials and disposal containers, and ensures prompt
supplies.

9. Assistsin stock taking and classifying store contents.

10. Any other responsibilities related to laboratory training.
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1.

12.
13.
14.

15.
16.
17.

Follows up of employees vacations and the procedures taken when the vacation is
over.

Supervises all employment records, and follow its movement.
Reviews and maintain copies of the Job Description documents.

Follow up of procedures of termination of service, for all employees and ensure that the
endowments and obligation of the employee are satisfied.

Contributes to the preparation of the part of the annual budget regards salaries.
Contributes to the preparation of reports on employees’ performance.

Any other responsibility assigned by the Principal or HRM
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JOB DESCRIPTION [NUSU-JD-58]

Human Resources Officer

Job Title : Human Resources Officer
Grade 7

Number of Positions : 12

Hours/week . 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : Bachelors or Masters Degree

1. Accountable to the Principal through Human Resource Manager (HRM), concerning the
administrative issue in human resources.

2. Shows thorough understanding of NUSU’s documents ( University Charter, Employ-
ment Regulations, Salary Scale, Academic Regulations, Act of Activities and Conduct,
Fees Regulations, Labour Laws) and knows the NUSU’s philosophy, mission, objectives
and curriculum.

3. Able to perform duties with the least supervision and follow up, senses areas of prob-
lems and suggests suitable solutions.

4. Contributes to review of adequacy of procedures in management of HR office, and in
design, printing and maintaining records, proceedings and administrative reports and
knows how to present it explaining content and offering suggestions.

5. Follows up all procedures concerning appointment, transfer, promotions, and contracts.
6. Ensures the attendance of all recently employed or transferred personnel.

7. Follow up the progress of employees in the probation period and submit reports to the
HRM.

8. Follows up the administrative procedures concerning the right of the employees; their
salaries, allowances, ...etc

9. Follows up of sign in and sign out records of all employees

10. Follows up the procedures of investigation and penalties on employees.
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Quality and Accreditation Officer

Job Title : Quality and Accreditation Officer
Grade 7

Number of Positions : 12

Hours/week 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : Bachelors or Masters Degree

8.
9.

10.
1.
12.

Accountable to Quality Manager concerning the overall performance.

Shows understanding of the university documents (University Charter, Rules and Reg-
ulations Scale, Quality Management systems and accreditation documents).

Ability to work independently, exercise good judgment and show initiatives and ability to
sense sources of problems and suggests solutions.

Ability to maintain detailed and accurate records.
Ability to understand and follow detailed oral and written instructions.

Show adequate understanding the content of the standards, assist in determine the
needs for system improvement

Assist in identifying customers (students, guardians, community, public and private cen-
tre employing the graduates) and Shows understanding of customer needs and expec-
tations and writes a report on how services meet (or can meet).

Follows procedures and documentation in the University.

Documents the quality system sufficiently to be able to demonstrate its operations.
Conduct audits, and perform gap analysis and corrective actions.

Ensure customer satisfaction, through measurement of improvements.

Any other related duties signed by the Quality Manager.
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116 JOB DESCRIPTION

13.
14.
15.
16.
17.
18.
19.

20.
21.

who are authorized to be included in the circulation list.

Ensure security of information included in the documents of the administration.
Review files every now and then to ensure safety and location.

Apply the system of follow up note to ensure return of files to their original location.
Renew files cover if dirty, spoiled or torn away.

Apply principles and basis of general human safety at work.

Receive incoming and outgoing records and review sequence and priority.

Answer phone calls and document details, number and date of outgoing letters and all
necessary information.

Writing and printing letters.

Any responsibility assigned to by their superiors.
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Secretary of Administration

Job Title : Secretary of Administration
Grade 7

Number of Positions : 12

Hours/week 148

Work Location : Secretary of Administration
Appointed by : The President

Qualifications” : Bachelors or Masters Degree

© o© N o o

".
12.

Accountable to the Principal through the unit concerned regarding the administrative
performance

Shows satisfactory understanding of the NUSU documents (University Charter, Employ-
ment Regulations, Salary Scale, Academic Regulations, Code of Activities and Conduct,
Fees Regulations), and be informed about the philosophy, mission, and objectives of the
university and curricula.

Able to perform duties with the least supervision and follow up, and sensitive to sources
of problems in her/his area and provides suggestions for solutions.

Contributes and supervises the review and improvement on the steps and procedures
of administration, and in the design, publications, book keeping, proceedings, and deci-
sions, and perfects presentations of any content or suggestion.

Assigns files for administrative activities.

Keeps outgoing correspondence, in the appropriate hard and soft files.
Classify incoming correspondences to their original references and files.

Set an index for each file stating the serial number, action, date and signature.
Ensure proper sequence of each document in the file.

Ensure the inclusion of all documents in the file, all bound and fixed.

Use known methods of reference to documents to facilitate easy retrieval.

Protect administrative files, limit their circulation, and assign departments and people
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13.
14.

15.
16.
17.
18.
19.

Carries statistical analysis and summarize indicators used by the institution.

Prepares the daily, monthly or annual statistical report and submits it to the authorities
concerned.

Prepares the annual statistical report of the university.

Assists other colleges and departments in carrying out scientific research.
Provides technical help to colleges, departments and individuals.

Attends workshops and meeting of administration.

Any other responsibility assigned.
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Statistical Analyst

Job Title : Statistical Analyst
Grade 5

Number of Positions : 4

Hours/week 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : Bachelors or Masters Degree

1. Accountable to the Principal through the Quality Manager in relation to his/her adminis-
trative performance of the institution.

2. Shows accurate understanding of University documents (University Charter, Employ-
ment Regulations, Salary Scale, Academic Regulations, Act of Activity and Conduct,
Fees Regulations), and aware of the university philosophy, mission, objectives and cur-
ricular.

3. Able to fulfill duties with the least supervision and follow up, and expects sources of
problems in his/her area, and suggest suitable solutions.

Acts independently, judges wisely and shows initiatives.
Ensures that his/her records are detailed and accurate.
Can understand and implement written and verbal orders.
Shows perfect understanding of applied statistics

Shows full knowledge of statistical indicators and applications.

© o N o o &

Demonstrates satisfactory knowledge of scientific and medical terms.
10. Able to communicate with others and established good working relations.

11. Identifies the statistical data and information requires from all department according to
the systems and request of senior administration, and of regulators.
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12. Data entry and transfer in the various forms used in the institution.
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9.

10.

1.

12.

13.

14.

15.

16.

17.

Design a strategic plan to attract funds from alumni stating the objectives, and time-limit
indicators.

Encourage other university staff in attracting funds from alumni, according to the strate-
gic plan.

Tries to avail donations and scholarships for research, and use donations for establish-
ment of premises, training, charity, and insert all in budget lines of annual programmes,
and cooperation activities in and outside the university.

Designs and assists in the design donation request forms, expected to be supported by
the alumni.

Plans and organizes meeting with alumni and among themselves, in coordination with
public relation, student affairs, and ensure execution of recommendations of these
meeting, especially in the areas of financial support.

Issues annual reports on initiatives, adjustments, and activities the require support.

Enlightens students on the benefits of involvement in alumni activities, to enroll them in
special programmes, especially workshops on professional careers.

Makes use of available opportunities of training and alumni inclusion in and outside the
country.

Any other responsibility assigned by the Secretary of Academic Affairs, Principal and
President of NUSU.
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Alumni officer

Job Title . Alumni officer
Grade 4

Number of Positions : 1
Hours/week 48

Work Location : HQ and peripheral buildings

Appointed by : The President

Qualifications” : Masters or PhD Degree with minimum of 3 years in dealing with
students

1. Accountable to the Principal, and Secretary of Academic Affairs, regarding the graduate
records, and communication with them and including them in university activities and
concerns.

2. Shows satisfactory understanding of NUSU documents (University Charter, Employ-
ment Regulations, Salary Scale, Academic Regulations, Academic Staff Promotion
Regulations, Research Policies, Quality and Accreditation Records and Policies, and
university philosophy, mission and objectives and developments in evaluation and ac-
creditation of institutions and programmes.

3. Establishes and develops the alumni office, and ensures the availability of the neces-
sary furniture, equipment, and communication applications.

4. Keeps records of all graduates, years of graduation, current contacts and avails all
information to the top management and in digital locations.

5. Establishes connection with graduate community, and issues messages and communi-
cations, inclusion and continuous involvement in university activities

6. Keeps records of graduates’ achievements and evidence of excellence at the national,
regional and international levels.

7. Suggest and maintains data base of graduates concerned with financial support of the
university, including their contacts.

8. Cooperates with graduates with reputable positions in development of plans for uni-
versity support, to ensure sharing with alumni, observing all ethical commitments in
attracting funds.
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11. Assesses the performance of her/his staff in IT, and designs plans for professional de-
velopment and fraining to improve their performance.

12. Any other responsibility assigned by the President or Principal or HRM.
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Manager of Information Technology

Job Title : Manager of Information Technology
Grade 4

Number of Positions : 1

Hours/week 148

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : Bachelors or Masters Degree in Computer and/or IT

1. Accountable to the Principal regarding the IT need and functions of the university.

2. Shows accurate understanding of University documents (University Charter, Employ-
ment Regulations, Salary Scale, Academic Regulations, Act of Activities and Conduct,
and knows the NUSU’s philosophy, mission, objectives and curricula.

3. Establishes and fulfills storage, operation, retrieval information and avails the necessary
data, with accurate upgrade of infrastructure need by colleges and departments.

4. Shows ability to understand and implement written and verbal orders.

5. Defines the requirements for development in response to the University needs, and
suggests the criteria for development.

6. Follows operation of the application and systems used, assessing its sufficiency, and anal-
yses the needs of colleges and departments and works toward availing these systems.

7. Defines specifications of alternative solutions and the necessary additions and updates
and studies their technical provisions.

8. Studies and analyses the problem of used systems and find suitable solutions to avoid
its recurrence, and informs the administration about these solutions, and ensures exe-
cution.

9. Defines the needs of systems for equipment and consumables and follows purchase
and supervises planning of replacements.
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10. Designs the working plan and priorities for the IT department and follows the duties of
his/her staff, with diligence.
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10.

11.

12.

13.

In coordination with the Serviced Manager, distributes and organizes examination ven-
ues, check contents, suitability for examination purposes and examination security.

Receives examination papers, or output, after the examination and hand it over to the
course coordinators.

Attends workshops and continuous education sessions related to assessment, to an
equivalent of not less than 2 credits per semester.

Assists, when asked, in committees formed for the purpose of appointment, investiga-
tions, promotions, and evaluation of her/his staff.

Any other responsibility, assigned by the senior registrar, Secretary of Academic Affairs,
Principal or President of NUSU.
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Manager of Examinations Office

Job Title : Manager of Examinations Office
Grade 4

Number of Positions : 1

Hours/week . 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : Bachelors or Master Degree

1. Accountable to Secretary of Academic Affairs through the Senior Registrar concerning
the assessment activities.

2. Shows adequate understanding of NUSU’s documents (University Charter, Academ-
ic Regulations, Employment Regulations, Salary Scale, Act of Activities and Conduct,
Fees Regulations) and the NUSU’s philosophy, mission, objectives and curricula, as
well as the details of names of the courses, their codes and credits in all specialties.

3. Contributes and initiates through display of calendars and timetables for the examina-
tion dates, and contacts course coordinators to organize receipt of exam questions and
with IT to set e-assessment requirements.

4. Contacts- when asked by the Secretary of Academic Affairs- other departments con-
cerning calendars and timetables for transfer of credits examinations.

5. Attends the regular and urgent administrative meetings of the Secretariat of Academic
Affairs, and gives reports on examination progress, stating the achievements and mis-
haps.

6. In coordination with the senior registrar and college registrars in preparation of up-to-
date list of exam-eligible students’ names and ID.

7. Prepares examination schedules extracted from calendars and timetables of courses,
and coordinates with the deans.

8. In coordination with the dean, maintains invigilator lists for each examination, report on
their punctuality according to the Examinationa Articles in the Academic Regulations,
and check on the invigilators’ roles and conduct.
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8. Contribute his/her experience and consultation to academic and administrative units in
research methodology, data management, analysis and interpretation.

9. Support strategic planning by providing suitable data on directions and analysis of re-
search.

10. Carry out specialized studies in response to NUSU's leadership.

11. Any responsibility assigned by the President of NUSU.
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National university research institute
(NURI) manger

Job Title : National university research institute (NURI) manger
Grade 4

Number of Positions : 1

Hours/week . 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : PhD Degree with minimum of 5 years

1. Accountable to the President regarding the improvement on publications of NUSU and
its programmes.

2. Shows accurate understanding of NUSU’s documents (University Charter, Employment
Regulations, Salary Scale, Academic Regulations, Academic Staff Promotion Regula-
tions), Research Policies, Quality and Accreditation Records and Policies, and NUSU’s
philosophy, mission and objectives, and research developments world-wide.

3. Shows ability to lead specialized teams, from within or outside NUSU, to inspect the
research centres, facilities, human resources, ethics and finances, and encourages staff
to enroll in research.

4. Inspects and offers advice on opportunities on the research areas and priorities avail-
able at NUSU.

5. Coordinates with research committees in each college in the design of any amendments
suggested in the regulations or priorities or practices that conforms with international
standards.

6. Able tolead his/her team in planning and assessment stages of all results published and
research abstracts, evaluating the quantity and quality, and issuing an annual report to
the President of NUSU

7. Trace the international impact of NUSU’s research, and assess the consequences of
that in the area of local and international ranking, to improve on status and maintain
achievements.
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10.

1.
12.

13.

14.

15.

16.

department in studying the problems of training of groups and individuals, and connect
with the trainees for future evaluation of their knowledge and skills.

Evaluates of the training programmes and trainees, before and after, and prepares full
reports on each programme.

Assess the investment benefits of training and submit detailed reports to the president.

Prepares annual budget for training and development, and ensure approval of the top
management.

Assesses performance and effectiveness of employees in coordination with the deans
of colleges and heads of departments so that evaluation is fair and factual.

Designs a plan for periodic assessment of performance of colleges and departments.

Prepares periodic reports on each college or department, submitted to the top manage-
ment, to define the areas of strengths and weaknesses and opportunities for improve-
ment of teaching, and solve problems noted in previous reports.

Any other responsibility assigned by the Principal or President.
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JOB DESCRIPTION [NUSU-JD-50]

CPD Manager

Job Title : CPD Manager
Grade 4

Number of Positions : 1

Hours/week . 48

Work Location : HQ and peripheral buildings
Appointed by : The President
Qualifications” : PhD Degree with minimum of 3 years

1. Accountable to the President through the Principal as related to her/his performance in
professional development.

2. Shows full understanding of the NUSU’s documents (University Charter, Employment
Regulations, Salary Scale) and Labour Laws in Sudan, Penalties Regulations and Total
Quality Management.

3. Can work independently, judges wisely and shows initiatives.

4. Able to plan, organize, lead, and supervise training and performance indicators, and can
design and execute standards which assess the results of performance according to the
type and nature of profession in the light of the NUSU’s strategy.

5. Follows the achievement of the staff of the University according to the plans in each
college or department in line with the NUSU’s Strategic Plan.

6. Specifies the basic qualities, requirement and skills of the NUSU’s employees, and draw
a general plan for the qualities in NUSU

7. Maintains the training plans in updated, contemporary and renewed and keeping all
publication, and course documents.

8. Designs and develops the training programmes according to the needs of the staff and
other employees, and encourages production teams to help in the design relevant and
satisfactory courses, suitable for all categories of employees.
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9. Ensures the provision of all training needs, according to the continuous reviews of pro-
grammes according the changes in working environment, and co-ordinate with heads of
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10.

1.

12.

13.
14.

15.

16.

17.

18.
19.

affairs, or other deans concerning cheating or plagiarism and ensures the lawfulness of
decisions taken.

Attends meeting of committees appointed by the president, principal or dean of students’
affairs, concerning employees or students’ conduct, and ensures lawfulness of decisions
taken.

Reviews decisions of job termination or resignation, completion of duties and rights of all
parties, in accordance with the national Labour Office, Pensions and Social Insurance
authorities and ensures that decisions taken are legal and ethical.

Coordinates with the Ministry involved, or any similar authority, on issues or legislations
related to employees and students’ rights and duties.

Establish relations with the official security officers dealing with university issues.

Coordinates with security authorities on policies and procedures the prevent or control
crime within educational institutions.

Arranges and supervises workshops to inform employees and students about their
responsibilities and rights in an education institutions.

Contribute to decision-making committees the situation of investment activities and
opportunities, as well as new business deals, from well-presented sophisticated legal
financial models.

Remain familiar with the latest developments in rules governing educational charity and
business models, by attending workshops and conferences, organized by reputable
professional firms and experts for the purpose of raising quality of noble business in
education and other services, within or outside the country.

Conduct special studies as requested by senior leadership of the university.

Other relevant duties as assigned by the President of the University
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JOB DESCRIPTION [HEI-JD-49] PART-TIME POSITIONS

Legal Advisor

Job Title : Legal Advisor

Grade : 5 PART-TIME

Number of Positions : 1

Hours/week 124

Work Location ‘HQ

Appointed by : The President and Chairman of Board of Trustees

Qualifications : Bachelor of Law + experience in higher education institutions

1. Accountable to the President concerning legal roles and responsibilities of the university.

2. Shows thorough understanding of the University documents: Charter, University and
Employment Regulations, Code of Students’ Activities and Conduct, National Work
Penalty Code, Land and Property Laws, Laws governing Higher Education Council,
Common Salary Scale, Strategic Plan, Financial and Purchase Regulations, IPO and
Private Company Laws, Stock Market Laws and Updates, quality and accreditation
records and policies of the University, and the University philosophy and objectives of
the university,

3. Responsible for the deposition, display and storage of updated editions of all laws
relevant to the university, and suggests and justifies need for amendments

4. Reviews and analyses present and history of litigations issued for, or against, the
university, its owners, shareholders, employees or students, since establishment.

5. Appears before courts, on behalf of the university and its owners, shareholders,
employees and students in legal issues relevant to the university, as assigned by the
president.

6. Designs, approves, signs, stamps and keeps records and amendments of contracts
and commercial deals with employees, venders and outsourced service providers, and
follows implementation of commitments by all parties, to articles of contacts.

7. Follows ownership and registration of university property or vehicles, and keeps records
and documents of proof of ownership.

8. Designs, approves, signs and stamps hired or leased properties or vehicles and keeps
updated records and complains.

9. Attends meetings of committees appointed by the president, secretary of academic
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firms and experts for the purpose of raising quality of noble business in education and
other services.

10. Conduct special studies as requested by senior leadership of the university.

11. Other relevant duties as assigned by the Principal or President of the University
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JOB DESCRIPTION [HEI-JD-48] PART-TIME POSITIONS

Senior Financial Analyst

Job Title : Senior Financial Analysit

Grade : 5 PART-TIME

Number of Positions : 1

Hours/week 124

Work Location :HQ

Appointed by : The Principal and Financial Manager

Qualifications : Undergraduate of accountancy, finance or economics, with MBA and 6-8

years of relevant experience.

1. Accountable to the Principal concerning financial data analysis of the university.

2. Shows thorough understanding of the University documents: Charter, budgets, accounts
for the last few years Employment Regulations and Common Salary Scale, Strategic
Plan, Financial and Purchase Regulations, quality and accreditation records and policies,
and the University philosophy and objectives and the rules and regulations governing the
company (charity or ministry) that is responsible for the university,

3. Ability to analyse present financial situation of the university and suggest improvements
in collection, expenditure, infrastructure, new projects and acquisition of premises on the
basis of financial data.

4. Examine and advise on book-keeping and electronic applications used in finance and
accountancy.

5. Commentand advise on the quality of audit and priorities in expenditure and transparency
of purchase operations.

6. Coordinate with Financial Manager in any proposed changes in Financial and Purchase
Regulations rules and regulations, justifying to the Board of Trustees how these changes
may have a positive effect on performance and returns.

7. Contribute to decision-making committees the situation of investment activities and
opportunities, as well as new business deals, from well-presented sophisticated financial
models, and suggest how they can included in the Strategic Plan.

8. With the relevant officers, negotiate commercial deals with vendors and outsource
providers.
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9. Remain familiar with the latest developments in investment and education business
models, by attending workshops and conferences organized by reputable professional
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9. Provide expert consultation for the preparation of press material and training prorammes
in museum science and technology

10. Conduct special studies as requested by senior leadership of the university concerning
media and techniques to improve in museum operations.

11. Other relevant duties as assigned by the President of the University
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JOB DESCRIPTION [HEI-JD-47] PART-TIME POSITION

Museum Curator

Job Title : Museum Curator

Grade : 8 PART-TIME

Number of Positions : 1 in each relevant college

Hours/week 24

Work Location : HQ and locations of colleges

Appointed by : The Principal and Dean of the college concerned.

Qualifications : Master degree in the subject of the museum as qualified by the college
concerned

1. Accountable to the Principal, and Dean of college, concerning the development and
maintenance policies and practice of museum activities, as well as promotion of science
and technology of museums and exhibitions.

2. Shows thorough understanding of the University documents: Charter, Employment
Regulations and Common Salary Scale, Academic Regulations, Academic Promotion
Regulations, Research Policies, quality and accreditation records and policies, and the
University philosophy and objectives, as well as knowledge of the frontiers of museum
design, exhibit display, standards of purchase, presentation, support and maintenance
of displayed items.

3. Ability to plan future developments and convince top management to include in the
Strategic Plan for the museum budget for establishment and maintenance cost and
revenue.

4. Advise concerned officers on recruitment and assessment of quality of items purchased,
presented or discarded.

5. Advise students on electronic research requirements and opportunities and facilities
given within obligatory and elective courses.

6. Comment and advise on the planning, timing, place and practice of holding exhibitions by
university students and staff in and outside the premises of the university. He/she should
be responsible for the approval and adequacy of exhibitions held by other entities within
the university.

7. Coordinate with the Services Manager the need to transfer specimens, equipment or
material, especially if it requires special transport precautions.
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8. Arrange for training activities that discuss preparation, preservation, display and
maintenance of displayed material.
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10. Provide support for the strategic planning process by providing appropriate data and
trend analysis of research.

11. Conduct special studies as requested by senior leadership of the university.

12. Other relevant duties as assigned by the President of the University
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JOB DESCRIPTION [HEI-JD-46] PART-TIME POSITIONS

Research Quality Improvement

Advisor

Job Title : Research Quality Improvement Advisor

Grade : 2 PART-TIME

Number of Positions : 1 in each college

Hours/week 124

Work Location - HQ and locations of colleges

Appointed by : The President in coordination with the Deanship of Graduate Studies and

Research

Qualifications : Professorial status with good research and journal editing experience.

1. Accountable to the President concerning research quality improvement of the institution
and programmes.

2. Shows thorough understanding of the University documents: Charter, Employment
Regulations and Common Salary Scale, Academic Regulations, Academic Promotion
Regulations, Research Policies, quality and accreditation records and policies, and the
University philosophy and objectives and the research frontiers in the world

3. Ability to lead a specialized team including the relevant personnel and officers to examine
university research centers, facilities, personnel, ethics, funding and encouragement for
staff to carry on research

4. Examine and advise on student electronic research requirements and opportunities and
facilities given within obligatory and elective courses.

5. Comment and advise on the quality of research areas and prior:ties in the institution and
its programmes.

6. Coordinate with college research committees in any proposed changes in rules and
regulations, emphasis and priorities and practice to conform with international standards.

7. Ability to lead a team in all planning, assessment and institutional research-related
results, including quantity and quality of publications in the university, and compile
quarterly reports submitted to the President of the university.

8. Follow the impact of the university research and study the ranking situation of the
university to enforce progress and maintain excellence.

9. Provide expert consultation to academic and administrative units on research

methodology, data management, and data analysis and interpretation.
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12.

13.

14.
15.

16.

17.

collaboration with those concerned within and outside the university.

Prepare and assist with grant applications, that have to be sponsored by alumni
community.

Plan and organize, with the Public Relations and Students’ Affairs, meeting with and by
alumni and ensure execution of outcome of the events especially fundraising events.

Prepare regular reports on progress, budgets, and related financial activities.

Inform graduating students about alumni benefits and engage them in programs,
especially though career advice sessions and courses.

Make use of the training opportunities on alumni engagement within and outside the
country.

Other relevant duties as assigned by the Secretary of Academic Affairs, Principal or
President of the University.
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JOB DESCRIPTION [HEI-JD-45] PART-TIME POSITIONS

Alumni Engagement Coordinator

Job Title : Alumni Engagement Coordinator

Grade : 8 PART-TIME

Number of Positions : 1

Hours/week 24

Work Location :HQ

Appointed by : The Principal in coordination with the Dean of Students’ Affairs

Qualifications : Bachelor Degree from National University, Sudan

1. Accountable to the Principal and Secretary of Academic Affairs concerning the university
alumni records, communications and engagement..

2. Shows reasonable understanding of the University documents: Charter, Employment
Regulations and Common Salary Scale, Academic Regulations, Code of Activities and
Conduct, and the University philosophy and objectives.

3. Establish or improve on the office of alumni engagement and ensure availability of
communication devices, systems and applications

4. Keep records of alumni names, year of graduation, contacts and make available for the
top management and accessible in webpage of the university.

5. Build relationships with alumni community and advance the mission of continuous
engagement of alumni in university activities.

6. Keep records of alumni achievement and excellence nationally, regionally and worldwide.

7. Develop and maintain a donor/alumni database and mailing list

8. Collaborate with capable and reputable alumni to create a fund development plan and
the expected engagement of alumni community within the limits of ethical fundraising
principles.

9. Design an alumni fund raising strategic plans and outline processes to be carried out with

targets and indicators in a timely manner.

10. Assign other employees to participate, and evaluate all fundraising activities and manage

1.

timelines stated in the strategic plan.

Ensure that funds can be raised for research grants, premises establishment, training
or charity activities and accommodate all in an annual operating budget lines, in
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9. Provides analysis of selected institutional surveys and self-assessment for accreditation.

10. Suggests to management the local and international accreditation providers and show
the standards in each and balance the reputation and usefulness of any accreditation
undertaking.

11. Conducts special studies as requested by senior leadership of the university.

12. Other relevant duties as assigned by the President of the University
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JOB DESCRIPTION [HEI-JD-44] PART-TIME POSITIONS

Assessment and Accreditation

Consultant
Job Title : Assessment and Accreditation Consultant
Grade : 2 PART-TIME
Number of Positions : 1
Hours/week 124
Appointed by : The President in consultation with the Board of Trustees.
Qualifications : Minimum master degree in quality and accreditation, with experience in

assessment, accreditation standards by various providers.

1. Accountable to the President concerning assessment and accreditation of the institution
and programmes.

2. Shows thorough understanding of the University documents: Charter, Employment
Regulations and Common Salary Scale, Academic Regulations, Academic Promotion
Regulations, Research Policies, quality and accreditation records and policies, and the
University philosophy and objectives, and international standards of assessment and
institutional and programme accreditation.

3. Ability to Lead a team including the relevant personnel and officers to examine regulations
and practice on academic assessment, student electronic records, course files and
portfolios and evaluations, blueprints, and management reviews.

4. Coordinate with college assessment committees in any proposed changes in regulations
or practice to conform with international standards.

5. Ability to lead a team in all planning, assessment and institutional activities, including
quality of management in the university, and quarterly reports submitted to the President
of the university.

6. Followss the impact of the university research and study the ranking situation of the
university to enforce progress and maintain excellence.

7. Provide expert consultation to academic and administrative units on outcomes of
assessment, research methodology, data management, and data analysis and
interpretation.
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8. Provides support for the strategic planning process by providing appropriate data and
trend analysis of assessment and accreditation.
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10.

1.

12.

13.

14,

15.

16.

17.

18.
19.

20.

Responds to inquiries relating to year plan, examination dates, holidays, course length,
schedule, etc.

Follow-up, in coordination with Students’ Affairs, new student’s queries and communicate
effectively with them through e-mails and open access offices.

Prepares monthly (or as required) reports to Principal, Secretary of Academic Affairs and
Publicity Officer..

Records all inquiries and maintain proper documentation on recruitment, transfers and
admission in coordination with Academic Affairs (for undergraduates) and Deanship of
Graduate Studies (for graduates).

Get into contact with students who have dropped out and lists causes and problems.
Conduct surveys relates university programmes & services.

Develop and foster relationship with secondary schools in the country and a good
and continuous contacts with educational missions inside and outside the country,
coordinating with the Ministry of Foreign Affairs and NGOs working in Education.

Prepares the forms of transfer and admissions to the college he/she serves, with the
approval of the dean.

Suggests the clients and agents for cooperation in recruitment and transfers in and
outside the country.

Attends conferences and training workshops related to his/her job.

Submits timely the budget plans for his/her unit, as instructed by the Financial Manager
and Principal.

Other relevant duties as assigned by the Publicity Officer, Secretary of Academic Affairs,
Dean of Faculty, Principal or President of the University
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JOB DESCRIPTION [HEI-JD-43]-PART-TIME POSITION

Students’ Recruitment, Transfer and
Admission Coordinator

Job Title : Students’ Recruitment, Transfer and Admission Coordinator

Grade : 4-PART-TIME

Number of Positions : As many as the number of colleges

Hours/week 24

Work Location :HQ and college administration offices within or outside Sudan

Appointed by : The Secretary of Academic Affairs, the Dean of college and the Publicity Officer

Qualifications : Minimum master degree in a discipline related to college in which he/she
serves and proficiency in computer programmes of Office, Graphics and
Statistics.

1. Accountable to the Principal, Secretary of Academic Affairs, the Dean of the he/she
serves, and the Publicity and Publications Officer, concerning publicity, recruitment,
transfers and admission.

2. Shows thorough understanding of the University documents: Charter, Academic
Regulations, Regulations on (students) Activities and Conduct, and Employment
Regulations, quality and accreditation documents and policies and the University
philosophy and objectives.

3. Ability to plan events (with the Publicity Officer) and coordinates induction programmes
(with Academic Affairs recruitment initiatives well before the official date of application to
universities.

4. Accepts directives concerning the activities of recruitment, transfer and admissions, with
the Publicity Officer and Secretary of Academic Affairs.

5. Ability to drive and travel through Khartoum State and other states, developing reasonable
understanding of the attraction criteria of each group of students for the college he/she
is serving.

6. Develops team-work, strong interpersonal skills, and effective communication and
counselling qualities.

7. Provides information related to policies and conditions for the admission of new students.
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8. Provide information relating to the university colleges (requirements for specialization,
fees, etc.), and ensures accessibility in publications and digital media.
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9. Fills the forms and records for the situation of cleanliness, seating, air conditioning of
each of the offices, classrooms and bathrooms.

10. Fills the forms and records for the daily situation of water supply, drainage system and
electricity- level of water in reservoirs and tanks, readings of electricity meters, and keep
record of emergency numbers to the authorities.

11. Other relevant duties as assigned by the Services Manager, Engineer, Principal or
President of the University
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JOB DESCRIPTION [HEI-JD-42]

Housekeeping Labour

Job Title : Housekeeping Labour

Grade 212

Number of Positions : 24

Hours/week 48

Work Location : HQ and teaching sites

Appointed by : The Services Manager

Qualifications : Reading and writing

1. Accountable to the principal through the services manager concerning cleaning of
premises and organizing contents, the continuity and quality services within the university
premises.

2. Shows reasonable understanding of the University documents: Employment Regulations
and Common Salary Scale, documents of equipment, furniture, classrooms, laboratories
and vehicles, University philosophy and objectives and desire to deliver excellent
services and a clean environment.

3. Ability to understand and follow written and oral instructions; direct and train others; do
manual work.

4. Accepts directives concerning the activities of Housekeeping Services in performing
cleaning duties; to keep all assigned area of a facility clean and orderly; and, to order
performing related duties as required.

5. Shows reasonable understanding of conditions of contracts of outsourced services,
and acts as one of the representatives of the administration in ensuring fulfilment of
contracted duties.

6. Helps in cleaning premises and in assigning other housekeeping workers in performing
coordinated special team projects- organization of seats, preparation of rooms and yards
for special occasions.

7. Make use of the training opportunities for housekeeping services in the use and
maintenance of cleaning equipment, and the use of cleaning materials and chemicals,
observing environmental concerns.

8.  Fill the forms of inventories of materials, equipment, linens etc and arrange for the

annual supply of consumables.
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12.
13.

14.
15.
16.

17.

18.

19.

20.

21.

Teaches customers to search for information using databases.

Keeps records of books in and out of the library and circulation materials and compiles
lists of overdue materials, and notify borrowers that their materials are overdue.

Responds to customer complaints, taking action as necessary.
Arranges for interlibrary loans of materials not available in a particular library.

Helps in budgeting for acquisition and personnel activities, and negotiates contracts for
library material, and equipment.

Plans and participates in fundraising and book donations, and engage in public relations
work for the library, such as giving televised book reviews and community talks.

Attends the administrative meetings, and any other meeting, when invited, and contributes
with is experience.

Attends workshop and continuous training and education, for not less than 6 hours/
Semester.

Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Other relevant duties as assigned by the chief librarian, principal or president.
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JOB DESCRIPTION[HEI-JD-41]

Assistant Librarian

Job Title : Assistant Librarian
Grade 1 7-9

Number of Positions : 4

Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The President

Qualifications : Bachelors Degree with experience

1. Accountable to the vice-president through chief librarian concerning the library records,
services and activities

2. Shows reasonable understanding of the University documents: Employment Regulations
and Common Salary Scale, Academic Regulations, Code of Conduct and Activities,
Rules of University Fees, University philosophy and objectives, and ambition to avail
excellent educational resources.

3. Ability to understand and follow written and oral instructions.

4. Understands library policies and procedures.

5. Helps in the development of information access aids such as indexes and annotated
bibliographies, web pages, electronic pathfinders, and on-line tutorials.

6. Explains use of library facilities, resources, equipment, and services.

7. Helps in coding, classification, and cataloguing books, publications, films, audiovisual
aids, and other library materials based on subject matter or standard library classification
systems.

8. Organizes collections of books, publications, documents, audiovisual aids, and other
reference materials for convenient access.

9. Assists in the evaluation materials to determine outdated or unused items to be discarded.

10. Obeys directing and training by senior staff in duties such as receiving, shelving,
researching, cataloguing, and equipment use.

11. Searches standard reference materials, including on-line sources and the Internet, in

order to answer questions raised by library customers [staff, students and visitors],
including analysis of request to determine needed information and locates unusual or
unique information in response to specific requests.
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15. Stick to the routes specified by the Services Coordinator.
16. Comply with traffic regulations, and all road directives issues by authorities.

17. Other duties as assigned by the chief driver, the services manager, principal or president
of the university.
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JOB DESCRIPTION [HEI-JD-40]

Driver
Job Title : Driver
Grade 210
Number of Positions : 12
Hours/week 148

Work Location  : HQ and all college premises and training sites
Appointed by : The President

Qualifications : Full (General) Driving licence for not less than 5 years+
experience
1. Shows perfect understanding of the University documents: Employment Regulations,

o o >~ DN

~

10.
1.
12.

13.
14.

Common Salary Scale, Code of Conduct and Activities, and National Traffic Laws,
University philosophy and objectives, and its ambition to maintain a reputation of good
conduct of all those related to it..

Ability to work independently, exercise good judgment and show initiatives.

Ability to maintain detailed and accurate records.

Ability to understand and follow detailed oral and written instructions.

Presence during working hours at the Services Building, unless on an assignment.

Twice daily check of fuel level, oil, brakes, windshield wipers, light and car fire
extinguishers, and the daily adjustment of mirrors and seats.

Keeps vehicle clean, all times.

Transport only named personnel or specified cargo, unauthorized personnel or non-
university affiliates are not allowed.

Make sure that transported persons are safely located in the vehicle.
Make sure that cargo is secure.
Immediate (same day) reporting of tools or equipment that is inoperable or missing.

Have a notebook to write times and distances of frequent assignment, faults to be
reported.

Make safe, as well as ready, parking on roads, parking lots and in campus.

Chose steady speed lanes for safe driving.
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10.

1.

12.
13.

14.

15.

16.

17.

Maintains forms and records for the daily situation of water supply, drainage system and
electricity- level of water in reservoirs and tanks, readings of electricity meters, and keep
record of emergency numbers to the authorities.

. Arranges with the guards and all concerned economizing on the use of water and
electricty

according to directives of the higher administration.

Helps in ensuring the regular rotations of security guards, operation of CCTV surveillance,
security gates and security lights.

Attends the administrative meetings, and any other meeting, when invited, and contributes
with his experience.

Attends workshop and continuous training and education, for not less than 6 hours/
Semester.

Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Other relevant duties as assigned by the services manager, the engineer, Principal or
President.
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JOB DESCRIPTION[HEI-JD-39]

General Services Officer

Job Title : Services Officer
Grade 7

Number of Positions : 2

Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The President
Qualifications : Bachelor degree or secondary school with experience

1. Accountable to the principal and the engineer through the services manager concerning
the continuity and quality of services within the university premises

2. Shows reasonable understanding of the University documents: Employment Regulations
and Common Salary Scale, documents of equipments, furniture, classrooms, laboratories
and vehicles, University philosophy and objectives and desire to deliver excellent
services.

3. Ability to: understand and follow written and oral instructions; direct and train others; do
manual work

4. Accepts directives concerning the activities of Housekeeping Services Workers in
performing cleaning duties; to keep all assigned area of a facility clean and orderly; and,
to order performing related duties as required.

5. Shows understanding of conditions of contracts of outsourced services, and acts as
representative of the administration in ensuring fulfilment of contracted duties.

6. Helps in assigning housekeeping services workers in performing coordinated special
team Projects, organization of seats, and preparation of rooms and yards for special
occasions.

7. Assists in providing training opportunities for Housekeeping Services Workers in the use
and maintenance cleaning equipments, and the use of cleaning materials and chemicals,
observing environmental concerns.

8. Keeps records of inventories of materials, equipments, linens etc and arrange for the
annual supply of consumables
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9. Maintains forms and records for the situation of cleanliness, seating, air conditioning of
each of the offices, classrooms and bathrooms.
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14. Observes safe, as well as ready, parking on roads, parking lots and in campus.
15. Advices drivers to choose steady speed lanes for safe driving.
16. Instructs the drivers to stick to the routes specified by the Services Manager.

17. Instructs the drivers to comply with traffic regulations, and all road directives issues by
authorities.

18. Performs other duties as assigned by the services manager, the engineer, Principal or
President of the University.
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JOB DESCRIPTION[HEI-JD-38]

Head Driver

Job Title : Head Driver
Grade 210

Number of Positions : 1

Hours/week 148

Work Location  : HQ and all college premises and training sites
Appointed by : The President

Qualifications : Full (General) Driving licence for not less than 5 years+

experience

1. Accountable to the principal, the engineer through the services manager.

2. Shows perfect understanding of the University documents: Employment Regulations,
Common Salary Scale, Code of Conduct and Activities, and National Traffic Laws,
University philosophy and objectives, and its ambition to maintain a reputation of good
conduct of all those related to it..

3. Ability to work independently, exercise good judgment and show initiatives.

4. Ability to maintain detailed and accurate records.

5.  Ability to understand and follow detailed oral and written instructions.

6. Presence during working hours at the services building, unless on an assignment.

7. Twice-daily check of fuel and lube oil consumption and car suitability according to specific
records in forms provided to drivers.

8. Observes that vehicles are clean, all times.

9. Ensures transport of named personnel or specified cargo, prevention of unauthorized
personnel or non-university affiliates should not be allowed without permission from the
administration.

10. Directs drivers to make sure that transported persons are safely located in the vehicle.

11. Directs drivers to make sure that cargo is secure.

12. Immediate (same day) reporting of tools or equipment that is inoperable or missing.

13. Have a notebook to write times and distances of frequent assignment, faults to be

reported.
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11. Ensure that the external lights are on, checked during the day and report any failure to
the Services Manager.

12. Ensure that internal lights are switched off when need be.

13. Maintain record of officers going in and out during the working hours or after that if they
have to stay late.

14. Other duties as assigned by the services manager, principal or president of the university.
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JOB DESCRIPTION [HEI-JD-37]

Receptionist
Job Title : Receptionist
Grade 10
Number of Positions : 15
Hours/week 48

Work Location  : HQ and teaching sites
Appointed by : The Principal
Qualifications : Security training and aptitude test

1.

10.

Accountable to the principal through the services manager on security issues and visitors
affairs.

Shows perfect understanding of the University documents: University Charter,
Employment Regulations, Common Salary Scale, Academic Regulations, Rules of
Conduct and Activities, and National Laws of outsourcing, University philosophy and
objectives, and its desire to honour its visitors and students’ guardians, and at the same
time protect its premises from intruders.

Remains sitting at his desk, and if he/she has to go for some reason he/she has to
delegate someone to replace him/her at their own responsibility.

Should not allow non-authorized persons to sit by his/her side at the reception desk. No
grouping for chatting or recreation.

Maintain up-to-date lists of visitors’ names, contact phones IDs, offices they want visit,
name of employee visited, time of entry and departure and all means to ensure that
visitors are in and out timely.

Obtains the visitors’ ID and copy the contents in the record book. The ID should include
the word VISITOR in bold on the front, and telephone numbers of the reception, Squad
Police and Fire Fighting Brigade, just in case.

Give the visitor a Visitors ID, records its number in the record book, and advices visitor
to wear the ID all the time.

Alert the office and employee visited is the visitor stayed too long.

Prevent any stranger to stay at the reception for more than 10 minutes, without recording
all his/her particulars.

Observing the surveillance camera recording and ensuring its function, especially during
the night.

<
O
-
=
14
O
(72)
L
o
10
O
4




76 JOB DESCRIPTION
|

12. Suggest the best locations for car parking and advices drivers and car owners to use the
best and safest passages.

13. Performs other duties as assigned by the services manager, the engineer, the Principal
or the President of the University.
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JOB DESCRIPTION [HEI-JD-36]

Gardening & Landscaping Officer

Job Title : Gardening and Landscaping Officer
Grade 110

Number of Positions : 5

Hours/week 48

Work Location  : HQ and all college premises and training sites
Appointed by : The Principal
Qualifications : A BSc or Experience in Horticulture or Surveying

1. Accountable to the Principal, HRM, and engineer through the Services Manager
concerning the greenery and external and internal environment of the University.

2. Shows perfectunderstanding of the University documents: University Charter, Employment
Regulations, Common Salary Scale, Academic Regulations, Rules of Conduct and
Activities, and National Laws of outsourcing, University philosophy and objectives, and
its ambition to have excellent architectural buildings and safe environment.

Ability to work independently, exercise good judgment and show initiatives.
Ability to maintain detailed and accurate records.
Ability to understand and follow detailed oral and written instructions.

Presence during working hours within the University, unless on an assignment.

N o &~ e

Maintain records of types and location of trees all over the University and comment on
its healthy status

®

Observes green areas and passages.
9. Nurtures and organizes flowers inside and outside buildings

10. Ensures the safety of chemical used in agricultural activities and maintains records of any
accident and informs administration of any risk to the students and employees

11. Maintains records of inventories of all nurseries in the University.
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8.
9.

10.
1.

12.

13.

14,

Maintains and controls confidential files and correspondence.

Assigns or distributes work to a group of clerical employees; interviews and recommends
job applicants; trains or orients new employees in the office and writes policies or
procedures for the unit.

Types a minimum of 50 words per minute, in both Arabic and English languages

Attends the administrative meetings, and any other meeting, when invited, and contributes
with his experience.

Attends workshop and continuous training and education in secretariat sciences and
office management, for not less than 4 hours/ Semester.

Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Other relevant duties as assigned by the dean, principal or president of the university.
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JOB DESCRIPTION [HEI-JD-35]

Faculty Secretary

Job Title : Faculty Secretary
Grade 18
Number of Positions : 15
Hours/week 148

Work Location  : HQ and teaching sites

Appointed by : The Principal

Qualifications : Bachelors or Masters Degree in Business Administration or
Secretariat and Office Studies and at least 2 years in secretariat
work

1. Accountable to the Dean concerning the secretariat, and managerial and monitoring
records of students, administrative and teaching staff.

2. Shows perfect understanding of the University documents: University Charter,
Employment Regulations, Common Salary Scale, Academic Regulations, Code of
Activities & Conduct, University Fee Regulations, University philosophy and objectives,
curriculum and names, codes and credits in the college.

3. Ability to perform assigned duties with a minimum of supervision; identify problems and
implement or recommend solutions

4. Contributes to and supervises the reviews and improvement of procedures and
processes of dean’s office management, and in the design, printing and filing of and
records, decisions, meetings minutes and reports, and nicely presents and explains the
contents and suggestions.

5. Transcribes dictation from a dictating machine or types from notes or copy material that
includes correspondence, reports, forms, and a variety of administrative reports

6. Receives visitors with respect and nice character, screens callers and makes
appointments for supervisor, or other relevant administrative personnel in a manner that
leaves a positive effect on the customer. This includes complaints or problems which he/
she should attempt to resolve or refer to others, and deal diplomatically with the public;
take responsibility and use good judgment within scope of authority;

7. Composes correspondence from general instructions, directories of various ministries,
administrative or teaching staff, students, visitors or independently in accordance with
policies or procedures;
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10.

1.

12.

13.

14.

15.

16.

17.

18.

Observes, in coordination with Services Managers and laboratory staff, all written
precautions and procedures followed in areas of safety in the way of using, storing and
disposal of harmful chemical and waste.

Observes, with engineers, the stairs and narrow passages and slopes, and ensures their
safety for healthy users and those with special needs, as well as using the necessary
signs in cases of maintenance and loading/unloading.

Distributes the telephone numbers of Civil Defence and Police Squad all over the
premises, all tangible, as well as in students IDs and temporary cards given to visitors.

Perform evacuation in fire drills in response to sirens, and involves the Civil Service
personnel during the drill.

Adopts, in coordination with the university guards and security authorities, the relevant
procedures to protect university personnel and belongings, in cases of students’ riots,
torrential rains, storms, tornados and other natural factors.

Attends mandatory workshop and educational sessions, especially those related to
environment and safety, for not less than 4 hours/ Semester.

Ensures that there is educational paper and digital material on risks, accidents, and
undesirable events, and confirms its relevance and suitability..

Coordinates courses, or co-coordinates courses on environment and safety following the
instructions of the Principal.

Plans, with the quality manager, to work for the acquisition of ISO certification on
environmental  standards.

Contributes to appointment, investigative and disciplinary boards, promotion committees,
or assessment of scientific record, when requested.

Other relevant duties as assigned by the services manager, principal or president of the
university.
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JOB DESCRIPTION [HEI-JD-34]

Environment & Safety Officer

Job Title : Environment & Safety Officer
Grade 1

Number of Positions : 1

Hours/week 120

Work Location  : HQ, International Offices
Appointed by : The Principal
Qualifications : BSc in Environmental Sciences + Experience in Safety

1.
2.

Accountable to the Principal concerning the safety of the University environment.

Shows understanding of the university documents especially: University Charter,
Employment Regulations, Academic Regulations, Code of Activity and Conduct,
University Fees’ Regulations, Common Salary Scale), National Employment Laws,
Employment Penal Codes, Ideal College Format of the Ministry of Higher Education,
standards for Total Quality Management and accreditation authorities, documents
on Policies and Procedures especially those concerned with environment and safety,
university philosophy and objectives, and its initiatives to adopt strategies of maintaining
a safe environment for the sake of biological preservation and safety of people in the
university and visitors.

Initiates reviews, editing and improvement of published polices and approved procedures,
and ensures their compatibility with environmental quality standards.

Communicates with the national environment and security authorities, to obtain a
certificate of compliance that fire fighting arrangements and preparations are up to
standard.

Attends management meetings, if invited to, to contributes his/her views and expresses
his/her worries and needs.

Acts as convenor for the committee on environment and safety, in coordination with
the Services Manager and Engineer, and other partners responsible for housekeeping,
gardening, and security arrangements.

Observes, and records temperature and humidity in classrooms and laboratories, and
ensures compliance with standards, and contacts the relevant authorities when there is
discrepancy to ensure repairs for the cooling systems. He/she should maintain records
in a separate file for each classroom and laboratories, and all comments and corrections
completed.
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10.

1.

12.

13.

14,

15.

16.

17.

18.

19.

20.

Responds reasonably and helpfully to the customer needs (staff, students, public health
officers.... efc).

Prepares needs and help the Purchase Department to obtain best offers and prices
from vendors, enters orders into order/inventory control program; conducts inventory of
supplies and plans for upcoming requirements.

Confers with Faculties Deans and Vice- President on performance evaluations; makes
recommendations regarding merit increases, disciplinary issues, and process change,
which may affect laboratory quality, safety or efficiency.

Responds to in-person and telephone requests from providers, patients, clinic staff,
private and state laboratory personnel, and the public; determines what information can
be given to the public and that which should be given only to licensed professional staff;
and maintains confidentiality of records.

Performs laboratory-related clerical duties including filing, recordkeeping, entering data
into computer database, and distributing test results to appropriate requesting sites.

Cleans laboratory working surfaces and disposes of bio-hazardous waste in accordance
with the department’s waste management plan.

Attends the administrative meetings, and any other meeting, when invited, and contributes
with his experience.

Collects and understands data on direct, indirect, and overhead costs of current and
suggested operations as they relate to the current and expected rates.

Attends workshop and continuous training and education, for not less than 6 hours/
Semester.

Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Other relevant duties as assigned by the laboratory technologist, the college dean, the
principal or president of the university.




National University- Sudan 69
|

JOB DESCRIPTION[HEI-JD-33]

Laboratory Assistant Technologist

Job Title : Laboratory Assistant Technologist
Grade 1712

Number of Positions : 16

Hours/week 148

Work Location  : HQ and teaching sites

Appointed by : The President

Qualifications : Bachelors Degree or secondary school certificate with
experience

1. Accountable to the Laboratory Technologist, Faculty Dean and Principal concerning
laboratory setup and activities

2. Shows reasonable understanding of the University documents: University Charter,
Employment Regulations, Common Salary Scale, Academic Regulations, Code of
Conduct and Activities, College Fees Regulations, University philosophy and objectives,
practical curriculum, and systems of safety and security in teaching and service
laboratories.

3. Shows ability to understand and follow written and verbal instructions.

4. Responds to directives of work assignments, to achieve quality, safety and efficiency of
laboratories.

5. Assists in performing laboratory examinations [e.g. bacteriological, histological etc.] and
records test results.

6. Maintains quality control records; makes records and notations of invalid specimens to
satisfy state standards and needs of specimen submitter.

7. Helpsintraining to students and other relevant personnel in areas of material, consumable
supplies, equipments, metric system weights, protocols, procedures, guidelines, kits and
reagents for testing with completeness and correctness.

8. Ensures that he/she and other staff learn and follow applicable safety and quality
procedures.
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9. Coordinates with teaching staff on the use of the laboratories for practical sessions and
research in close liaison with administrative staff in the organization of practical sessions-
their logistics and timing.
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9. Recommends and assists in the implementation of new or revised accounting systems,
procedures, and records.

10. Attends workshop and continuous training and education in financial and accountancy
sciences, for not less than 4 hours/ Semester.

11. Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

12. Other relevant duties as assigned by the Chief Accountant, Financial Manager, college
dean, Principal or President of the University.




National University- Sudan 67
|

JOB DESCRIPTION [HEI-JD-32)

Staff Accountant
Job Title . Staff Accountant-B
Grade 8
Number of Positions : 15
Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The President
Qualifications : Bachelors Degree in accountancy

1.

Accountable to the Financial Manager and Chief Accountant and the Dean of College
concerned, concerning the students’ accounting records and budget activities

Shows perfect understanding of the university documents: University Charter, Rules of
Employment and Common Salary Scale, Academic Regulations, Code of Activities and
Conduct, College Fees Regulations, Financial and Purchase Regulations, University
Philosophy and objectives, and National Accountancy Systems.

Contributes and responds to reviews and improvement of accounting procedures and
processes, and the design and printing of accounting documents and records and in
budgeting, especially those related to student fees, and remunerations of permanent and
part-time staff.

Participate in the preparation, justification, and maintenance of university budgets.

Participates in the preparation of a variety of detailed accounting, statistical, and narrative
financial statements or reports requiring analysis and interpretation; and works with the
Auditor-Controller and with data processing personnel regarding work of fiscal and
clerical personnel in making entries, reconciliation’s, and performing other fiscal record
keeping work.

Attends the administrative meetings, and any other meeting, when invited, and contributes
with his experience.

Participates in the reviews and analysis of agreements, contracts, grants and proposals
for financial soundness and adherence to generally accepted accounting principles and
national policies.

Collects and understands data on direct, indirect, and overhead costs of current and
suggested operations as they relate to the current and expected rates and fees

<
O
-
=
14
O
(72)
L
o
10
O
4




66 JOB DESCRIPTION
|

procedures, and records.

10. Attends workshop and continuous training and education in finance or accountancy, for
not less than 4 hours/ Semester.

11. Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

12. Other relevant duties as assigned by financial manage, principal, or the president of the
university,
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JOB DESCRIPTION[HEI-JD-31]

Chief Accountant
Job Title : Chief Accountant
Grade )
Number of Positions : 1
Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The President
Qualifications : Bachelors Degree in Accountancy

1.

Accountable to the Principal, through the Financial Manager concerning the accounting
records and budget activities

Shows perfect understanding of the university documents: University Charter,
Employment Regulations, Common Salary Scale, Academic Regulations, Code of
Activities and Conduct, Rules of College Fees, Financial and Purchase Regulations,
University philosophy and objectives and its role in research and social responsibility.

Contributes to and improves on reviews and improvement of accounting procedures and
processes, and the design and printing of accounting documents and records and in
annual budgeting and the ability to present and explain.

Participates in the distribution of forms for the preparation, justification, and maintenance
of university annual budgets.

Prepares a variety of detailed accounting, statistical, and narrative financial statements
or reports, of special difficulty, requiring analysis and interpretation; and works with
the Auditor-Controller and with data processing personnel regarding work of fiscal and
clerical personnel in making entries, reconciliation’s, and performing other fiscal record
keeping work.

Attends the administrative meetings, and any other meeting, when invited, and contributes
with his experience.

Reviews and analyzes, agreements, contracts, grants and proposals for financial
soundness and adherence to generally accepted accounting principles and national
policies.

Collects and assists data on direct, indirect, and overhead costs of current and suggested
operations as they relate to the current and expected rates and fees

Recommends and assists in the implementation of new or revised accounting systems,
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1.

12.

13.

14.

15.

16.

17.

electricity- level of water in reservoirs and tanks, readings of electricity meters, and keep
record of emergency numbers to the authorities.

Coordinates with the Deans the distribution of classrooms and laboratories for teaching
and with the Examination Officer, Senior Registrar and College Registrars, halls and
laboratories for examinations.

Arranges with the guards and all concerned economizing on the use of water and
electricity according to directives of the higher administration.

Ensures the regular rotations of security guards, operation of CCTV surveillance, security
gates and security lights.

Attends the administrative meetings, and any other meeting, when invited, and
contributes with his experience.

Attends workshop and continuous training and education, for not less than 6 hours/
Semester.

Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Other relevant duties as assigned by the principal or president of the university.
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JOB DESCRIPTION[HEI-JD-30]

Services Manager

Job Title : Services Manager
Grade e

Number of Positions : 2

Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The President

Qualifications : Bachelor degree or secondary school with experience

1. Accountable to the principal concerning the continuity and quality of services within the
university premises in the main and peripheral campuses.

2. Shows perfectunderstanding of the University documents: University Charter, Employment
Regulations, Common Salary Scale, Academic Regulations, Code of Activities and
Conduct, and National Laws of outsourcing, University philosophy and objectives, and its
ambition to have excellent architectural buildings and safe environment.

3. Ability to understand and follow written and oral instructions; direct and train others; do
manual work

4. Directs the activities of housekeeping services workers in performing cleaning duties; to
keep all assigned area of a facility clean and orderly; and, to order performing related
duties as required.

5. Shows understanding of conditions of contracts of outsourced services, and acts as
representative of the administration in ensuring fulfilment of contracted duties.

6. Assigns housekeeping services workers in performing coordinated special team projects-
organization of seats, preparation of rooms and yards for special occasions.

7. Provides training opportunities for Housekeeping Services Workers in the use and
maintenance cleaning equipments, and the use of cleaning materials and chemicals,
observing environmental concerns.

8. Keeps records of inventories of materials, equipments, linens etc and arrange for the
annual supply of consumables

9. Maintains forms and records for the situation of cleanliness, seating, air conditioning of

each of the offices, classrooms and bathrooms.

10. Maintains forms and records for the daily situation of water supply, drainage system and
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10.
1.

12.

13.

14.

administrative or teaching staff, students visitors or independently in accordance with
policies or procedures;

Maintains and controls confidential files and correspondence.

Assigns or distributes work to a group of clerical employees; interviews and recommends
job applicants; trains or orients new employees in the office and writes policies or
procedures for the unit.

Types a minimum of 50 words per minute, in both Arabic and English languages

Attends the administrative meetings, and any other meeting, when invited, and contributes
with his experience.

Attends workshop and continuous training and education in secretariat and office
management sciences, for not less than 4 hours/ Semester.

Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Other relevant duties as assigned by the vice-president or president of the university.
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JOB DESCRIPTION [HEI-JD-29]

Executive Secretary

Job Title : Executive Secretary
Grade 5

Number of Positions : 2

Hours/week 148

Work Location  : HQ and teaching sites

Appointed by : The President

Qualifications : Bachelors or Masters Degree in Business Administration or
Secretariat and Office Studies and at least 2 years in secretariat
work in the private sector or 4 years in government sector +
rules of Arabic and English grammar and composition.

1. Accountable to the President and Vice-President concerning the secretariat, and
managerial and monitoring records in the President's and Vice-President offices.

2. Shows perfect understanding of the University documents: University Charter,
Employment Regulations, Common Salary Scale, Academic Regulations, Rules
of Conduct and Activities, University Fees Regulations, university philosophy and
objectives, and its research and societal role, its public relations with educational and
non-educational institutions, considerable and constitutional characters in the country.

3. Ability to: perform assigned duties with a minimum of supervision; identify problems and
implement or recommend solutions

4. Contributes to and supervises the reviews and improvement of procedures and processes
of president’s or vice-president’s office management, and in the design, printing and filing
of and records, decisions and reports, and nicely presents and explains the contents and
suggestions.

5. Transcribes dictation from a dictating machine or types from notes or copy material that
includes correspondence, reports, forms, and a variety of administrative reports

6. Receives visitors with respect and nice character, screens callers and makes
appointments for supervisor, or other relevant administrative personnel in a manner that
leaves a positive effect on the customer. This includes complaints or problems which he/
she should attempt to resolve or refer to others, and deal diplomatically with the public;
take responsibility and use good judgment within scope of authority;
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7. Composes correspondence from general instructions, directories of various ministries,
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1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

their research and that of their graduate students

Prepares needs and help the Purchase Department to obtain best offers and prices
from vendors, enters orders into order/inventory control program; conducts inventory of
supplies and plans for upcoming requirements.

Confers with Faculty Deans and Vice- President on performance evaluations; makes
recommendations regarding merit increases, disciplinary issues, and process change,
that may affect laboratory quality, safety or efficiency.

Responds to in-person and telephone requests from providers, patients, clinic staff,
private and state laboratory personnel, and the public; determines what information can
be given to the public and that which should be given only to licensed professional staff;
and maintains confidentiality of records.

Performs laboratory-related clerical duties including filing, recordkeeping, entering data
into computer database, and distributing test results to appropriate requesting sites.

Cleans laboratory working surfaces and disposes of bio-hazardous waste in accordance
with the department’s waste management plan.

Attends the administrative meetings, and any other meeting, when invited, and contributes
with his experience.

Collects and understands data on direct, indirect, and overhead costs of current and
suggested operations as they relate to the current and expected rates and fees, in
contribution to preparation, justification, and maintenance of University budgets.

Attends workshop and continuous training and education in laboratory sciences, for not
less than 4 hours/ Semester.

Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Other relevant duties as assigned by dean, principal or president of the university.
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JOB DESCRIPTION [HEI-JD-28]

Laboratory Technologist

Job Title : Laboratory Technologist
Grade 1 6-9

Number of Positions : 16

Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The Principal

Qualifications : Bachelors Degree minimum

1. Accountable to the college dean concerned and the Principal concerning laboratory
setup and activities

2. Shows perfect understanding of the University documents: University Charter,
Employment regulations, Common Salary Scale, Academic Regulations, Rules of Conduct
and Activities, security and safety systems, Standards of Quality and Accreditation of
Laboratories, University philosophy, objectives, practical curriculum in his/her specialty.

3. Shows ability to understand and follow written and verbal instructions.

4. Directs and prioritizes work assignments, and reviewing work for quality, safety and
efficiency of laboratories.

5. Performs laboratory examinations [e.g. bacteriological, histological etc.] and records test
results.

6. Maintains quality control records; makes records and notations of invalid specimens to
satisfy state standards and needs of specimen submitter.

7. Provides training to students and other relevant personnel in areas of material, consumable
supplies, equipments, metric system weights, protocols, procedures, guidelines, kits and
reagents for testing with completeness and correctness.

8. Ensures that he/she and other staff follow applicable safety and quality procedures.

9. Coordinates with teaching staff on the use of the laboratories for practical sessions and
research in close liaison with administrative staff in the organization of practical sessions-
their logistics and timing.

10. Responds promptly and helpfully to the customer needs (staff, students, public health

officers ... etc), especially in responding to their requests of using the laboratories for
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13. Helpsin training staff and students on computer basics, and new or other personnel in his/
her unit on informatics, and suggests for himself/herself and subordinates opportunities
for future training and continuous education.

14. Ensures —daily- the workability and safety of the multimedia in classrooms, meetings and
conferences, and remains to manage troubleshooting.

15. Assists in the employment exit interviews and terminations to ensure proper file closing,
especially if one IT officer is concerned with the help of HRM..

16. Other duties as assigned by the principal or president of the university.
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JOB DESCRIPTION [HEI-JD-27]

Information Technology Officer

Job Title : Information Technology Officer
Grade 8

Number of Positions : 15

Hours/week 148

Work Location  : HQ and peripheral buildings
Appointed by : The President
Qualifications : Bachelors - preferably Masters Degree in Computer and/or IT

1.

o o > »

10.

1.

12.

Accountable to the President through the Principal concerning the IT performance of the
University.

Shows understanding of the university documents: University Charter, Employment
Regulations, Common Salary Scale, National Employment Laws, Total Quality
Management, University Objectives and its role in research and community services.

Ability to work independently, has good judgment and initiatives.
Ability to understand and follow detailed oral and written instructions.
Communicates effectively and professionally, both orally and in writing..

Keeps records of inventories of computer, multimedia and peripheral equipments,
supplies and software use and needs.

Operates and maintains internet services, surveillance cameras, attendance systems,
networks, computers and other peripheral equipments used in recording and verifying a
variety of complex data.

Uses and teaches use of essential current computer programs.

Maintain and updates university webpage and observes the web popularity of the college,
contacts, and upgrades of cyber services for students and visitors.

Maintains automation of systems and services in the University and maintains the
security of data and systems from hackers, intervention, deletion or modification.

Serves and maintains University computer laboratories and computer multimedia and
peripherals, and suggests service outside College if need be.

Works independently on a variety of data entry assignments, including classification and
codes of data to be entered; from and statistical conclusions from the data input.
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1.
12.

13.

14,

15.

16.

17.

18.

Prepares annually lists of supplies required in the operation of the university pharmacy.

Prepares an excellent variety of detailed pharmaceutical statistics, narrative statements
and reports, coordinating with data processing personnel regarding work of the pharmacy
services.

Attends the administrative meetings, and any other meeting, when invited, and contributes
with his experience.

Prepares, reviews and/or analyzes, agreements, contracts, grants and proposals for
pharmaceutical supplies and adherence to generally accepted ethical and accounting
principles and national policies.

Collects and understands data on direct, indirect, and overhead costs of current and
suggested operations as they relate to the current and expected rates and cost of
pharmaceutical services to include in the university budget.

Attends workshop and continuous training and education on pharmaceutical sciences,
for not less than 4 hours/ semester.

Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Other relevant duties as assigned by the dean of pharmacy, principal or president of the
university
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JOB DESCRIPTION[HEI-JD-26]

Pharmacist
Job Title : Pharmacist
Grade 5
Number of Positions : 2
Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The Principal and Dean of Pharmacy
Qualifications : Bachelors Degree, preferably with Masters Degree in Clinical or

10.

Hospital Pharmacy

Accountable to the Principal concerning the pharmacy services.

Shows perfect understanding of the university documents: University Charter,
Employment Regulations, Common Salary Scale, Academic Regulations, Rules of
Conduct and Activities, Law of Pharmaceutics and Poisons, university philosophy,
objectives and role in community.

Possesses and re-news a valid certificate of permanent registration as a pharmacist in
the medical council or other authorities, and abides by the professional and ethical codes
the councils and authorities concerned.

Dispenses pharmaceutical medications and preparations according to prescriptions, and
consults with the physician

Supervises in that the latter, responsible for planning and directing the work of a pharmacy
and for providing university/hospital wide pharmaceutical services.

Compounds, prepares, mixes, manufactures and dispenses medicines and preparations
for scientific and technical use.

Prepares special and individual prescriptions- especially dermatological medications

Supervises the custody and dispensing of narcotics, hypnotics, alcohol and poisons, and
shows awareness and adherence to the national and state laws pertaining to dispensing
and use of such drugs.

Labels and prices stock and keeps stock in orderly arrangement for easy retrieval.

Keeps records of types and quantities of pharmaceuticals used for a specified period or
as indicated by university policies.
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10.

1.

12.

13.

14.

15.

16.

17.

18.

analyses reservoir and ground-water-yield options, rainfall-runoff, open-channel and pipe
flow analyses; gathers data, devises solutions, and prepares engineering and economic
reports and recommendations.

Sets up bid and construction schedules for contracts; reviews proposed residential,
commercial, academic, service and public premises in the university.

Coordinates with the electricity authorities in the installation, upgrading, distribution and
troubleshooting within the university.

Attends workshop and continuous training and education, for not less than 6 hours/
Semester

Supervises his/her junior staff of professional and sub-professional personnel and reports
regularly to HR about their skills, commitments and professional conduct.

Assists in the appointment of and supervises transportation staff, and plans maintenance
schedules for vehicle fleet.

Supervises the preparation, and justification of building developments in the university
budgets.

Attends the administrative meetings, and any other meeting, when invited, and contributes
with his experience.

Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Other relevant duties as assigned by the CEO of the teaching hospital, principal, or
president of the university.
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JOB DESCRIPTION [HEI-JD-25)

Engineer
Job Title : Engineer
Grade 5
Number of Positions : 4
Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The President

Qualifications : Bachelors Degree in civil or electrical engineering

1. Accountable to the president, through principal, and dean of engineering, concerning
engineering Affairs.

2. Shows perfect understanding of the university documents: University Charter, Rules of
Employment and Common Salary Scale, Engineering design, Engineering rules, systems
and standards, Land and Building Laws, and Authentication of Designs, University
philosophy and objectives, and its ambitions to establish up-to-date architectural and
environmental facility .

3. Shows understanding and applies the requirements and specifications of best construction
designrules e.g. FEDIC.

4. Follows up processes the applications, approvals, purchases, and registration of
university property in all relevant government authorities

5. Proposes and explains designs, prepare drawings, bills of quantities and contractual
documents, and follows official approval of building plans, at the relevant authorities.

6. Supervises and suggests modification of engineering plans and maintenance contracts
and bids.

7. Supervises- as local consultant- over engineering projects of the university, wherever
they are located.

8. Prepares maintenance contracts, and coordinates agreements with vendors of building
materials.

9. Designs local bridges, corridors between buildings, flood control structures, water supply,

and drainage within the university and its surroundings, with coordination with, and
approval of, the engineering authorities. This includes the plans, designs, implement and
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1.

12.

13.

14.

15.

16.

17.

18.

Prints and displays in the clinics guidelines for management of emergencies and chronic
illnesses.

Attends the administrative meetings, and any other meeting, when invited, and contributes
with his experience.

Collects and understands data on direct, indirect, and overhead costs of current and
suggested health care as they relate to the current and expected rates and costs,
including health insurance options to the university staff and students.

Recommends and assists in the implementation of new or revised health care systems,
new university procedures and timetables.

Contributes to tutoring students in problem-solving sessions, primary health care and
family medicine.

Attends workshop and continuous training and education, for not less than 6 hours/
Semester.

Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Other relevant duties as assigned by the principal, dean of medicine or the president of
the university.
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JOB DESCRIPTION [MEI-JD-24]

General Physician

Job Title : General Physician
Grade 5

Number of Positions : 3

Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The President

Qualifications : Bachelors or Masters Degree in Medicine

1. Accountable to principal concerning the running of the healthcare service for staff and
students in the university and their families.

2. Shows perfect understanding of the university documents: University Charter, Rules of
Employment and Common Salary Scale, Academic Regulations, Rules of Conduct and
Activities, university philosophy and objectives, curriculum and its role in community
services.

3. Acquires permanent registration as medical officer- at least- from the medical council, or
any authorized entity, and conforms to the professional ethics of a medical doctor and
observes the codes distributed by the professional councils and authorities.

4. Writes plans, procedures and time schedules organizing the clinics serving staff and
students.

5. Avails himself/herself throughout the working hours to treat emergency and cold
conditions.

6. Maintains details records of students’ and staff health from the initial medical checkup at
enrollment to the time of graduation or expiry of contract, especially students and staff
with chronic illnesses.

7. Prepares the needs from equipments and supplies for emergency and mild non-
emergency situations to be included in the budget.

8. Shows ability to use a wide variety of essential drugs and medicines and maintain records
of use.

9. Arrives at agreements and protocols of referring cases to larger clinics, healthcare

centres or hospitals (in presence or absence of a university hospital).

10. Controls the use of the ambulance services.
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9. Attends workshop and continuous training and education concerning admission and
registration, for not less than 2 hours/ semester.

10. Obtains and submits copies examination timetables to the dean, stating the places, dates
and times, in liaison with the deans, and examinations’ officer and services manager..

11. Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

12. Other relevant duties as assigned by the Senior Registrar, Secretary of Academic Affairs,
Dean, Principal or President of the University.
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JOB DESCRIPTION[HEI-JD-23]

Faculty (College) Registrar

Job Title : College Registrar
Grade 8

Number of Positions : 15

Hours/week 148

Work Location  : HQ and teaching sites

Appointed by : The Principal

Qualifications : Masters Degree + experience in academic affairs not less than
5 years

1. Accountable to the Secretary of Academic Affairs and College Dean, through the Senior
Registrar, concerning the academic records of students and evaluation activities and
results, in each faculty (college).

2. Shows understanding of the university documents: University Charter, Rules of
Employment and Common Salary Scale, Academic Regulations, Rules of Conduct and
Activities, Rules of University Fees, University philosophy and objectives, curricular
details, course titles, codes and credits in all disciplines.

3. Contributes and initiates —with assignment from the Dean or Senior Registrar- reviews
and improvement of curricular details, and the design and printing of academic
documents and records and issuing of certificates of enrolment in coordination with the
senior registrar and dean.

4. Communicates - with assignment from the Secretary of Academic Affairs, Dean of
Faculty or Senior Registrar- with the registrars of other colleges or their equivalents in
other universities, for the purpose updating lists and examination invigilation, corrections
and compilation of results.

5. Attends, the regular meetings of College Board, staff and departmental meetings, when
invited, and helps the college secretary in preparation of agenda and minutes.

6. In coordination with the Senior Registrar, prepares the names and ID numbers of
registered student in each class, whenever asked to do so.

7. Submits the minutes of College Board, to the Senior Registrar, to be signed by the
Secretary of Academic Affairs, before being submitted academic council (senate)
meeting.
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8. In coordination with the services manager, ensures readiness of classrooms and checks
their contents, suitability and safety with the environment and safety officer.
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9. In coordination with the services manager, assigns the classrooms and their distribution,
relevant size and contents, safe environment and suitability for examinations.

10. Receives the answer papers, arranges for the control of number and labels and hands to
course coordinators for correction.

11. Attends workshops and continuous training sessions on assessment for not less than 2
hours/ Semester.

12. Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

13. Other relevant duties as assigned by the Senior Registrar, Secretary of Academic Affairs,
Deans, Principal or President of the University.
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JOB DESCRIPTION[HEI-JD-22]

Assistant Registrar
[Examination Officer]

Job Title : Assistant Registrar [Examination Officer]
Grade 8

Number of Positions : 1

Hours/week 148

Work Location  : HQ and teaching sites

Appointed by : The President

Qualifications : Masters Degree + experience in academic affairs not less than
5 years

1. Accountable to the secretary of academic affairs through the senior registrar, concerning
the Students’ evaluation activities

2. Shows understanding of the university documents: University Charter, Rules of
Employment and Common Salary Scale, Academic Regulations, Rules of Conduct and
Activities, Rules of University Fees, University philosophy and objectives, curricular
details, course titles, codes and credits in all disciplines.

3. Contributes and initiates, with assignment from the senior registrar, looking at the
timetables to identify the date and time of examination and contacts the course
coordinators to set a deadline for receiving the examination questions to be printed.

4. Communicates, with assignment from the Secretary of Academic Affairs or Senior
Registrar, with the equivalent directorates of examinations in other institution with whom
this university has transfer of credits arrangement for students from either institutions to
sit for examinations.

5. Attends, the regular administrative meetings of the Deanship of Academic Affairs, to
present reports on examinations; successes and failures.

6. In coordination with the senior registrar and college registrars, prepares the list of
students eligible to sit for the examinations, whenever requested to submit that.

7. Prepares examination timetables, places, dates and times, in liaison with the deans.
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8. In coordination with the deans, prepares a list of invigilators, reports on their attendance
and observes their invigilation behaviour.
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9. Prepares examination timetables, places, dates and times, in liaison with the deans, and
examinations’ officer.

10. Contributes, when requested, in appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

11. Other relevant duties as assigned by the Secretary of Academic Affairs, the Principal or
the President of the University.
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JOB DESCRIPTION [HEI-JD-21]

Senior Registrar

Job Title : Senior Registrar
Grade :1-20

Number of Positions : 1in each College
Hours/week 48

Work Location  : HQ and teaching sites

Appointed by : The Principal

Qualifications : Masters Degree + experience in academic affairs not less than
5 years

1. Accountable to the President through the Secretary of Academic Affairs concerning the
academic records of students and evaluation activities

2. Shows understanding of the university documents: University Charter, Rules of
Employment and Common Salary Scale, Academic Regulations, Rules of Conduct and
Activities, Rules of College Fees, university philosophy and objectives, curricular details,
course titles, codes and credits in all disciplines.

3. Contributes and initiates reviews and improvement of curricular details, examination
procedures and the design, printing, filing and securing of documents and records of
students’ results and issuing of certificates.

4. With the approval of the Secretary of Academic Affairs, communicates with the
Departments of the Ministry of Higher Education (if found), especially the directorate of
private and foreign higher education (if found), and general directorate of admissions (if
found) in the Ministry of Higher Education (if found), for the procedures of registration or
transfer of all students in the university.

5. Attends, the regular administration meetings and prepares with the lists and numbers of
registered students, whenever requested.

6. Prepares, the results of students approved by the Secretary of Academic Affairs, for the
Academic Council (Senate) meetings.

7. Attends, when invited, the meetings of the University Council or Board of Trustees, and
contributes in their deliberations.
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8. Attends workshop and continuous training and education, for not less than 6 hours/
semester.
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13.

14.

15.

16.

17.

training opportunities.
Masters and train subordinates in procurement procedures.
Conducts “new hire” orientation — to his/her unit, and pre-employment reference checks.

Maintains up-to-date job lists, monitors and reports to the President, through the Principal,
purchase requisitions, prioritization and received purchases and the outstanding
commitments to vendors.

Conducts employment exit interviews and terminations to ensure proper file closing,
especially their purchase commitments.

Other duties as assigned by the financial manager, principal or president of the university.
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JOB DESCRIPTION [HEI-JD-20]

Purchase Officer

Job Title : Purchase Officer
Grade )

Number of Positions : 1

Hours/week 148

Work Location  : HQ and peripheral buildings
Appointed by : The President
Qualifications : Bachelors Degree with experience

1.

10.
1.

12.

Accountable to the President, through the Principal and Financi\al Manager, concerning
the administrative performance of the purchase office.

Shows understanding of the university documents: University Charter, Rules of
Employment and Common Salary Scale, National Employment Laws, Total Quality
Management standards, Financial and Purchase Regulations.

Ability to work independently, exercise good judgment and show initiatives.
Ability to maintain detailed and accurate records.

Ability to understand and follow detailed oral and written instructions, and works according
to regulations and forms of purchase.

Sets up and maintains purchase documents and records - in both hard and electronic
forms, completes the documentation cycles, and enters information into appropriate
programs.

Confirms the credibility source and document verification to ensure original certification
and credentialing.

Reviews and corrects the list of vendors, procurement records and the status of payments
to vendors.

Maintains automated tracking system of purchase.
Communicates effectively and professionally, both orally and in writing..

Develops and maintains purchase procedures including efficient correspondence
between employees and vendors.

Pursues and sets for others, in his/her unit, procedures for continuing education and

<
O
-
=
14
O
(72)
L
o
10
O
=9




42 JOB DESCRIPTION
|

9. Contributes to appointment, investigative and disciplinary boards, and promotion
committees, for non-teaching employees, if requested to do so.

10. Performs other relevant duties as assigned by the Principal or the President of the
University.
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JOB DESCRIPTION [HEI-JD-19]

Media, Publicity, Publications
& Public Relations Coordinator

Job Title : Media, Publicity, Publications and Public Relations Coordinator
Grade 5

Number of Positions : 1

Hours/week 120

Work Location  : HQ and relevant media and public relations offices
Appointed by : The President
Qualifications : Bachelor Degree [Grade Il Upper- if classified]

1.
2.

Accountable to the publishing manager (if any), principal and president of the University.

Shows understanding of the university documents especially: University Charter,
Employment Regulations, Academic Regulations, Activity and Conduct Code, University
Fees’ Regulations, Common Salary Scale, National Employment Laws , Employment
Penal Codes, Ideal College Format of the Ministry of Higher Education, ISO Standards
for Total Quality Management, local and international standard of accreditation of higher
education institutions and documents on Policies and Procedures, University philosophy
and objectives.

Attends, when invited, the meetings of teaching staff, and relevant committees and
contributes in their deliberations.

Attends workshops and continuous professional development sessions, for not less than
6 hours/ semester.

Follows, keeps and investigates all what is written about the university in all media and
discusses with the principal and president the suitable and wise ways of answers and
responds to the media.

Supervises the contents, design and approval of contracts of advertisements and
documentaries on media.

Plans publicity material both locally an internationally in collaboration with the international
coordinator.

Helps the director of publishing house in the selection of books suitable for publication,
within the budget allotted for this purpose.
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1.
12.

13,
14,
15,
16.
17.

18.

19.

Follows procedures and documentation in the University.

Documents the quality system sufficiently to be able to demonstrate its operation to a
third party registrar.

Conduct audits, and perform gap analysis and corrective actions.

Conduct surveillance audit and perform gap analysis and corrective actions.
Ensure customer satisfaction, through measurement of improvements.
Conducts old and new employee orientation, on quality system.

Compiles and reports, with HRM, to the president employee surveys to track employee
recruitment trends, satisfaction, and effectiveness in retention strategies.

Conducts, with HRM, employment exit interviews and terminations to ensure proper file
closing.

Other duties as assigned by the president of the university.
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JOB DESCRIPTION [HEI-JD-18)

Quality Manager

Job Title : Quality Manager

Grade 14

Number of Positions : 1

Hours/week 30

Work Location - HQ

Appointed by : The President

Qualifications : Bachelors Degree in business + experience in TQM

1. Accountable to the president of the university concerning the overall performance of the
university.

2. Shows understanding of the university documents: University Charter, Organizational
Structure, Committee Structure, formation and membership, Academic Regulations,
National Labour Laws and Penal Codes Common Salary Scale, Staff Handbook,
Students’ Induction File, ISO Standards for Total Quality Management, all local and
international systems of quality and accreditation and all documents on Policies and
Procedures.

3. Ability to work independently, exercise good judgment and show initiatives.

4. Ability to maintain detailed and accurate records.

5. Ability to understand and follow detailed oral and written instructions.

6. Sets up quality process flowcharts, understand the content of the standards, determine
the needs for system improvement

7. ldentifies customers (students, guardians, community, public and private centre
employing the graduates) and Shows understanding of customer needs and expectations
and writes a report on how services meet (or can meet) their expectations.

8. Suggests and defines processes and ensures documentation of all processes in the
university.

9. Establishes a schedule for training and relevant and up-to-date development of

documentation.

10. Suggests on whether outside expert or consultant.
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14.
15.
16.

17.

18.

Conducts “new hire” orientation, and pre-employment reference checks.
Maintains up-to-date job lists, prepares position files and monitors hiring processes.

Compiles and reports to the president via the principal employee surveys to track
employee recruitment trends, satisfaction, and effectiveness in retention strategies.

Conducts employee exit interviews and terminations to ensure proper file closing together
with their direct heads and Principal.

carries out other duties as assigned by the Principal or President of the University.
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JOB DESCRIPTION [HEI-JD-17]

Human Resources Manager

Job Title : Human Resources’ Manager
Grade 14

Number of Positions : 1

Hours/week 48

Work Location  : HQ and peripheral buildings

Appointed by : The President

Qualifications : Bachelors Degree in business or HRM + experience of at least
5 years

1. Accountable to the president of the university through the principal concerning the
administrative  performance of the university.

2. Shows understanding of the university documents: University charter, Rules of
Employment and Common Salary Scale, National Employment Laws, Penal Regulations,
and Total Quality Management.

Ability to work independently, exercise good judgment and show initiatives.
Ability to maintain detailed and accurate records.

Ability to understand and follow detailed oral and written instructions.

o o &~ o

Sets up and maintains employee personnel and benefit files- both hard and electronic,
and enters information into appropriate programs.

7. Conducts primary source verification to ensure original certification and credentialing of
experience.

8. Updates and tracks in-service records of employee.
9. Maintains automated applicant tracking system.
10. Communicates effectively and professionally, both orally and in writing..

11. Develops and maintains a human resources procedures of efficient correspondence to
pplicants and employees.

12. Peruses and sets for others procedures for continuing education and training opportunities.

13. Masters and train subordinates in the skills needed to do their jobs.
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12.
13.
14.

15.

16.

17.

18.

Conduct quality audit, and perform gap analysis and corrective actions.
Conduct surveillance audit and perform gap analysis and corrective actions.

Ensure customer satisfaction, through measurement of improvements in financial
procedures.

Conducts old and new employee orientation, on financial quality system.

Compiles and reports, with HRM, to the dean employee surveys to track employee
recruitment trends, satisfaction, and effectiveness in retention strategies based on the
cost of their employment.

Conducts, with HRM, employment exit interviews and terminations to ensure proper file
closing in the financial department.

Other duties as assigned by the principal or president of the university.
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JOB DESCRIPTION [HEI-JD-16]

Financial Manager

Job Title : Financial Manager

Grade 03

Number of Positions : 1

Hours/week . 40

Work Location - HQ

Appointed by : The President and Board of Trustees

Qualifications : Bachelors Degree + 10 years experience — or experience in

o o &~ o

10.
1.

accountancy in private sector for 20 years minimum
Accountable to the President, through Principal, concerning the financial performance of
the University.

Shows understanding of the university documents: University Charter, Rules of
Employment and Common Salary Scale, National Employment Laws, Penal Regulations,
Financial Regulations, Purchase Regulations, and Total Quality Management System.

Ability to work independently, exercise good judgment and show initiatives.
Ability to maintain detailed and accurate records.
Ability to understand and follow detailed oral and written instructions.

Sets up the quality process flowcharts, understand the content of the standards,
determine- with the Quality Manager- the needs for system improvement before preparing
documentation for registration.

Supervises the budget and financial performance leading the team of accountants
and other employees (e.g.HR Manager, financial Manager, health service Manager,
engineering unit, IT unit, general service Manager...).

Defines financial processes and procedures and ensures documentation of all processes
in the University.

Establishes a schedule for training and development of documentation.
Follows procedures and documentation.

Documents the financial quality system sufficiently to be able to demonstrate its operation
to a third party registrar.
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10. Other relevant duties as assigned by the Head of Department, Dean, Principal or the
President of the university.
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JOB DESCRIPTION [HEI-JD-15]

Demonstrator

Job Title . Demonstrator

Grade .6

Number of Positions : 120

Hours/week 148

Work Location . HQ and teaching sites

Appointed by . The President

Qualifications . Bachelors Degree

1. Accountable to the faculty (college) dean through head of department concerning the
practical academic performance in his/her discipline.

2. Shows understanding of the University documents: University Charter, Employment
Regulations and Common Salary Scale, Academic Regulations, Code of Conduct and
Activities, University philosophy and objectives, curricular details in his/her discipline and
related disciplines.

3. Attends, when invited, the meetings of the department, teaching staff meeting, and
university Council (when invited), and Contributes to their deliberations.

4. Attends workshops and continuous professional development sessions, for not less than
6 hours/ Semester.

5. Coordinates courses, or co-coordinates courses following the instructions of the Faculty
Dean and Head of Department.

6. Teaches his intended specialty, practically, according to the timetables prepared by
course coordinators. He/she can delegate others to teach on his/her behalf and notifies
the course coordinator, only once/week in cases other than iliness or authorized travel.

7. Acts as a tutor in “problem-based sessions”, “skill training groups” and field training and
student research projects.

8. Helps in the preparation of practical examinations, supervises exam session, invigilation/
proctoring, correction and preparation of the results, following the evaluation methods
adopted by the University.

9. Contributes to appointment, investigative and disciplinary boards, and promotion

committees, for non-teaching employees if requested to do so.
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session, invigilation/proctoring, correction and preparation of the results, following the
evaluation methods adopted by the University.

9. Contributes to appointment, investigative and disciplinary boards, and promotion
committees, for non-teaching employees, if requested to do so.

10. Starts his/her graduate degree, and pays a percentage (say 50%) of fees.

11. Other relevant duties as assigned by the Head of Department, the Dean or the Principal
or President of the University.
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JOB DESCRIPTION [HEI-JD-14]

Teaching Assistant

Job Title : Teaching Assistant
Grade 5

Number of Positions : 120

Hours/week 140

Work Location  : HQ and teaching sites
Appointed by : The President
Qualifications : Bachelor Degree [Grade Il Upper- if classified]

1.

Accountable to the faculty (college) dean and head of department concerning the
academic performance in his/her discipline.

Shows general understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structures, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees’ Regulations,
Common Salary Scale, National Employment Laws , Employment Penal Codes, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1ISO
Standards for Total Quality Management, and documents on Policies and Procedures,
particularly: Qualifications Framework (Degree Structure) and Learning, Teaching and
Assessment Policy. University philosophy and objectives, curricular details in his/her
discipline and related disciplines.

Attends, when invited, the meetings of the department (if found), teaching staff meeting,
and University Council (Senate), when invited, and Contributes to their deliberations.

Attends workshop and continuous professional development sessions, for not less than
6 hours/ Semester.

Coordinates courses, or co-coordinates courses following the instructions of the Faculty
(College) Dean.

Teaches the theoretical (if need be) and practical sessions in his/her specialty according
to the timetables prepared by course coordinators. He/she can delegate others to teach
on his/her behalf and notifies the course coordinator, maximum once/week in cases other
than illness or authorized travel.

Helps tutors in «problem-based sessionsy, «skill training groups» and field training.

Helps in the preparation of theoretical and practical examinations, supervises exam
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12.
13.

14.
15.
16.

17.
18.

19.

20.

21.

22.

23.

information in response to specific requests.
Teaches clients to search for information using databases.

Keeps records of books in and out of the library and circulation materials and compiles
lists of overdue materials, and notify borrowers that their materials are overdue.

Responds to customer complaints, taking action as necessary.
Arranges for interlibrary loans of materials not available in a particular library.

Supervises budgeting for acquisition and personnel activities, and negotiates contracts
for library material, and equipment.

Provides input into the architectural planning of library facilities.

Plans and participates in fundraising and book donations, and engage in public relations
work for the library, such as giving televised book reviews and community talks.

Attends administrative meetings, and any other meeting, when invited, and contributes
with His/her experience.

Reviews and analyzes agreements, contracts, grants and proposals for financial
soundness and adherence to generally accepted accounting principles and national
policies.

Attends workshops and continuous training and education, for no less than 6 hours/
Semester.

Contributes, when requested, to appointment, investigative and disciplinary boards,
promotion committees, or assessment of performance.

Carries out other relevant duties as assigned by the Knowledge Management &
International Affairs coordinator or the President of the University.
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JOB DESCRIPTION[HEI-JD-13]

Chief Librarian

Job Title : Chief Librarian
Grade :5-9

Number of Positions : 1

Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The President
Qualifications : Bachelors Degree+ Masters + 5-year- experience in libraries

10.

1.

Accountable to the Vice-President and the Knowledge Management and International
Affairs Coordinator concerning the library systems records, services and activities.

Shows general understanding of university documents especially: University Charter,
Organizational Structure, Committee Structure, Employment Regulations, Code of
Activities and Conduct, Staff Handbook, Salary Scale, requirements of an ideal library,
and requirements of accreditation of a library, policies and procedures related to book
borrowing and interlibrary loans.

Ability to understand and follow written and oral instructions.
Develops library policies and procedures.

Develops information access aids such as indexing and annotated bibliographies, web
pages, electronic pathfinders, and on-line tutorials.

Explains use of library facilities, resources, equipment, and services.

Codes, classifies, and catalogue books, publications, films, audiovisual aids, and other
library materials based on subject matter or standard library classification systems.

Organizes collections of books, publications, documents, audiovisual aids, and other
reference materials for convenient access.

Evaluates materials to determine outdated or unused items to be discarded.

Directs and trains library staff in duties such as receiving, shelving, researching,
cataloguing, and equipment use.

Searches standard reference materials, including on-line sources and the Internet, in
order to answer questions raised by library clients [staff, students and visitors], including
analysis of request to determine needed information and locates unusual or unique
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10.

1.

12.

13.

14,

" o«

Acts as a tutor in “problem-based sessions”, “skill training groups” and field training and

student research projects..

Ensures the documentation of lesson plans, classroom observation, appraisal of his/her
performance and his/her activities in formative, summative and continuous assessment.

Prepares theoretical and practical examinations, supervises exam session, invigilation/
proctoring and correction and preparation of the results, following the evaluation methods
adopted by the university.

Evaluates students’ assignment and supervises students’ social responsibility activities.

Contributes to appointment, investigative and disciplinary boards, promotion committees,
or assessment of scientific record, when requested.

Other relevant duties as assigned by the head of department, dean, principal or the
president of the university.
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JOB DESCRIPTION [HEI-JD-12]

Lecturer
Job Title : Lecturer
Grade 4
Number of Positions : 60
Hours/week 140

Work Location  : HQ and teaching sites
Appointed by : The President
Qualifications : Masters Degree or equivalent

1. Accountable to the Faculty (College) Dean through head of department, concerning the
academic performance in his/her discipline.

2. Shows general understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structures, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees’ Regulations,
Common Salary Scale), National Employment Laws , Employment Penal Codes, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1SO
Standards for Total Quality Management, and documents on Policies and Procedures,
particularly: Qualifications Framework (Degree Structure) and Learning, Teaching and
Assessment Policy. University philosophy and objectives, curricular details in his/her
discipline and related disciplines.

3. Exerts effort to obtain PhD or equivalent within 5 years from appointment.

4. Contributes and initiates reviews and improvement of curricular details and evaluation in
general or in his/her discipline.

5. Attends, when invited, the meetings of the department, academic council (Senate) and
university council, and Contributes to their deliberations.

6. Attends workshop and continuous professional training, especially in teaching methods,
design of proposals and performance of research, for not less than 6 hours/ Semester.

7. Coordinates courses, or co-coordinates courses following the instructions of the Dean
and Head of Department..

8. Teaches the theoretical and practical sessions of his/her specialty according to the
timetables prepared by course coordinators. He/she can delegate others to teach on his/
her behalf and notifies the course coordinator, only once/week in cases other than iliness
or authorized travel.
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10.

1.
12.

13.

14.
15.
16.

n o«

Acts as a tutor in “problem-based sessions”, “skill training groups” and field training.

Ensures the documentation of Lesson Plans, Classroom Observation, Appraisal of his/
her Performance and his activities in Formative and Continuous Assessment.

Prepares theoretical and practical examinations, supervises exam session, invigilation,
correction

and preparation of the results, following the evaluation methods adopted by the University.

Spares around 6 weekly office hours for all students and those under his/her academic
and social supervision

Contributes to appointment, investigative and disciplinary boards, promotion committees,
or assessment of scientific record, when requested.

Writes research proposals for grants.
Performs and publishes original research and supervises MSc and student research.

carries out other relevant duties as assigned by the head of department, Dean, Principal
or the President.
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JOB DESCRIPTION [NUSU-JD-11]

Assistant Professor

Job Title : Assistant Professor

Grade 23

Number of Positions : 80

Hours/week 40

Work Location - HQ and teaching sites

Appointed by : The President

Qualifications : PhD or equivalent- Assistant Prof. or Lecturer to be promoted before

appointment [Ref. Employment Regulations]

1. Accountable to the Faculty (College) Dean through head of department concerning the
academic performance in his/her discipline.

2. Shows understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structure, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees’ Regulations,
Common Salary Scale, National Employment Laws , Employment Penal Codes, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1SO
standards for Total Quality Management, and documents on Policies and Procedures,
particularly: Qualifications Framework (Degree Structure) and Learning, Teaching and
Assessment Policy. University philosophy and objectives, curricular details in his/her
discipline and related disciplines.

3. Contributes and initiates reviews and improvement of curricular details and evaluation in
general or in his/her discipline and related disciplines.

4. Attends, when invited, the meetings of the department (if found), academic council
(senate) and university council, and Contributes to their deliberations.

5. Attends workshop and continuous professional development sessions for not less than
6 hours/ Semester.

6. Coordinates courses, or co-coordinates courses following the instructions of the dean
and head of department.

7. Teaches the theoretical and practical sessions in his/er specialty according to the
timetables prepared by course coordinators. He/she can delegate others to teach on his/
her behalf and notifies the course coordinator, maximum once/week in cases other than
illness or authorized travel.
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10.

1.

12.

13.
14,

15.

16.

n o«

Acts as a tutor in “problem-based sessions”, “skill training groups” and field training.

Ensures the documentation of lesson plans, classroom observation, appraisal of his/
her performance and his activities in formative, summative and continuous assessment.

Prepares theoretical and practical examinations, supervises examination session,
invigilation/proctoring, correction and preparation of the results, following the evaluation
methods adopted by the university.

Sets aside about 6 weekly office hours for all students and those under his/her academic
and social supervision

Contributes to appointment, investigative and disciplinary boards, promotion committees,
or

assessment of scientific record, when requested.

Designs research proposal for grants from university or local or international givers or
partners.

Performs and publishes quality original research and supervises MSc and PhD theses
and graduation projects.

Other relevant duties as assigned by the head of department, Dean, Principal or the
President of the University.
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JOB DESCRIPTION [NUSU-JD-10]

Associate Professor

Job Title : Associate Professor

Grade 2

Number of Positions : 60

Hours/week 40

Work Location  : HQ and teaching sites

Appointed by : The President in consultation with Faculty Dean

Qualifications : PhD or equivalent + Associate or Assistant Prof. to be promoted

before employment [Ref. Employment Regulations]

1. Accountable to the Faculty (College) Dean through head of department concerning the
academic performance in his/her discipline.

2. Shows understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structures, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees’ Regulations,
Common Salary Scale, National Employment Laws, Employment Penal Codes, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1S0
standards for Total Quality Management, and documents on Policies and Procedures,
particularly: Qualifications Framework (Degree Structure) and Learning, Teaching and
Assessment Policy. University philosophy and objectives, curricular details in his/her
discipline and related disciplines.

3. Contributes and initiates reviews and improvement of curricular details and evaluation in
general or in his/her discipline and related disciplines.

4. Attends, when invited, the meetings of the department (if found), academic council
(senate) and university council, and Contributes to their deliberations.

5. Attends workshop and continuous professional development for not less than 6 hours/
Semester.

6. Coordinates courses, or co-coordinates courses following the instructions of the dean
and head of department.

7. Teaches the theoretical and practical sessions of his/her specialty, according to the
timetables prepared by course coordinators. He/she can delegate others to teach on his/
her behalf and notifies the course coordinator, only once/week in cases other than iliness
or authorized travel.
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10.

1.

12.

13.

14.

prepared by course coordinators. He/she can delegate others to teach on his/her behalf
and notifies the course coordinator, only once/week in cases other than illness or
authorized absenteeism.

Ensures the documentation of international publicity and activities, innovates means
and ways of international presence, and coordinates meetings and conferences for
international reputations and cooperation protocols. .

Prepares theoretical and practical examinations, supervises examination sessions,
invigilation/proctoring, correction and preparation of the results, following the evaluation
methods adopted by the university.

Contributes to appointment, investigative and disciplinary boards, promotion committees,
or assessment of scientific record, when requested.

Designs research proposal for grants from university or local or international givers or
partners, and helps other applicants to write and submit their research proposals to
international donors.

Performs and publishes quality original research and supervises MSc and PhD theses
and graduation projects.

Other relevant duties as assigned by the principal or president of the university.
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JOB DESCRIPTION [HEI-JD-9]

Knowledge Management
& International Affairs Coordinator

Job Title : Knowledge Management & International Affairs Coordinator
Grade 1

Number of Positions : 1

Hours/week 20

Work Location  : HQ, International Offices
Appointed by : The President
Qualifications : PhD or equivalent + Professorial status + Senior-position

©® N o o

experience in international organizations

Accountable to the president of the university concerning the information and international
reputation, publicity and activities.

Shows understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structures, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees’' Regulations,
Common Salary Scale, National Employment Laws , Employment Penal Codes, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1ISO
Standards for Total Quality Management, and documents on Policies and Procedures,
particularly: Qualifications Framework (Degree Structure) and Learning, Teaching and
Assessment Policy. University philosophy and objectives, curricular details in his/her
discipline and related disciplines.

Contributes and initiates reviews and improvement of curricular details and evaluation
in general introducing hardware and programmes of library automation, international
relation and follow-up of international students.

Attends, when invited, the meetings of the academic council (senate) and university
council, and relevant committees and Contributes to their deliberations.

Attends mandatory workshop and CME for not less than 6 hours/ semester.
Administers libraries: main and specialized, paper and digital.
Coordinates courses, or co-coordinates courses following the instructions of the president.

Teaches theoretical and practical sessions in his/her specialty according to the timetables
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10.

1.

12.

13.

14.

15.

Ensures the documentation of lesson plans, Classroom observation, appraisal of his/her
performance and his/her activities in formative, summative and continuous assessment.

Prepares theoretical and practical examinations, supervises exam session, invigilation/
proctoring, correction and preparation of the results, following the evaluation methods
adopted by the Faculty.

Sets aside about 6 weekly office hours for all students and those under his/her academic
and social supervision.

Contributes to appointment, investigative and disciplinary boards, promotion committees,
or assessment of scientific record, when requested.

Designs research proposal for grants from university or local or international givers or
partners.

Performs and publishes quality original research and supervises MSc and PhD theses
and graduation projects.

Other relevant duties as assigned by the head of department, the dean, principal or the
president of the university.
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JOB DESCRIPTION [HEI-JD-8]

Professor
Job Title : Professor
Grade 1
Number of Positions : 40
Hours/week 140

Work Location  : HQ and teaching sites

Appointed by : The President

Qualifications : PhD or equivalent + Prof. or Associate Prof. to be promoted
before appointment [Ref. Employment Regulations]

1. Accountable to the Faculty (College) Dean through the head of department concerning
the academic performance in his/her discipline.

2. Shows understanding of the University documents especially: University Charter,
Organizational Structure, Committee and College Structures, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees’ Regulations,
Common Salary Scale, National Employment Laws , Employment Penal Codes, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1SO
Standards for Total Quality Management, and documents on Policies and Procedures,
particularly: Qualifications Framework (Degree Structure) and Learning, Teaching and
Assessment Policy. University philosophy and objectives, curricular details in his/her
discipline and related disciplines.

3. Contributes and initiates reviews and improvement of curricular details and evaluation in
general or in his/her discipline and related disciplines.

4. Attends, when invited, the meetings of the department (if found), teaching staff meeting,
academic council (senate) and college board, and Contributes to their deliberations.

5. 5. Attends workshop and continuous professional development for not less than 6 hours/
semester.

6. 6. Coordinates courses, or co-coordinates courses following the instructions of the dean
and head of department.

7. Teaches his/her subject theoretical and practical as to the timetables prepared by course
coordinators. He/she can delegate others to teach on his/her behalf and notifies the
course coordinator, only once/week in cases other than iliness or authorized travel.

<
O
-
=
14
O
(72)
L
o
10
O
=9

8. Acts as a tutor in “problem-based sessions”, “skill training groups” and field training.




18 JOB DESCRIPTION

10.

1.

12.

13.

14.

15.
16.

17.
18.

19.

Describes the management plan of the department and document all steps; especially those
related to admission, registration, execution of timetables, use of premises for lectures,
practical and discussion sessions, staff qualification and performance, suggestion of external
assessors, contributes to construction, management and correction of examinations,
announcing results, and document cases of cheating, misconduct in examinations and
plagiarism in research and assignment.

Invites others and attends as chairman the departmental meeting, setting agenda,
documenting minutes, abides by its recommendations and convey them to the dean. He/
she has to attend the Academic Council (Senate) and University Council meetings, when
invites and contributes to deliberations.

Organized and attends continuous education workshops at a rate of not less than 4 hours
each semester.

Reviews the lesson plans put by the members of the department, checking on staff
teaching, entertaining students evaluation of staff, and the dates and format of the
formative, continuous and final assessment of students.

"o«

Propagates the importance and supervises “problem-based learning’ sessions”, “ skills
lessons”, clinical teaching in health institutions, field work in community and community
responsibility of staff and students.

Conducts a monthly (at least) meeting for the department to discuss the successes and
failures in the execution of the program, arrange for remedial activities and connects
socially with the staff members in the department and be aware of their problems and
worries.

Supervises training centres owned by the university, in his/her discipline, and coordinates with
other colleges, department, public offices, and all partners, concerning quality of training (e.g.
basic, clinical) and other services prepared for students.

Ulises the monthly meeting to inform staff on educational issues (e.g. medical education).

Contributes to appointment disciplinary and promotion committees, in the department, or
when invited to others outside the department.

Supervises masters and doctorate degrees, if asked to do so.

Conducts, with HRM, and quality manager employment exit interviews and terminations
to ensure proper file closing, within the faculty documents. Conducts, with HRM, and
quality manager employment exit interviews and terminations to ensure proper file
closing, within the faculty documents.

Other relevant duties as assigned by the dean..
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JOB DESCRIPTION [HEI-JD-7]

Head of Department

Job Title : Head of Department
Grade :1,2,0r3

Number of Positions : As needed

Hours/week 140

Work Location  : HQ and teaching sites
Appointed by : The President
Qualifications : PhD or equivalent +minimum Assistant professor experiencfe

1.

Accountable to the Faculty (College) Dean concerning the academic and administrative
performance of the department..

Shows understanding of the University documents especially: University Charter,
Organizational Structure, Committee and College Structures, Employment
Regulations, Academic Regulations, Activity and Conduct Code, University Fees’
Regulations, Common Salary Scale, National Employment Laws , Employment Penal
Codes, Ideal College Format of the Ministry of Higher Education (if any), Accreditation
Standards, IS0 Standards for Total Quality Management, and documents on Policies
and Procedures, particularly: Qualifications Framework (Degree Structure) and
Learning, Teaching and Assessment Policy. University philosophy and objectives,
curricular details in his/her discipline and related disciplines.

Works independently, with good judgements, initiates activities, acts wisely in emergencies
and performs duties with continuous commitment to the Strategic Plan of the institution.

Ensures the presence of updated detailed curriculum plans in the specialty of the
department, in accordance with national and international standard, and provides
evidence of commitment to the plans.

Ensures that departmental documents are complete, detailed and accurate, and commits
not to disclose contents related to the staff or students unless authorized to do so.

Exhauts his/her effort though his/her qualification and connection to improve on the
image of the institution or department, and not to say, approve or act in any way that may
offend the institution or department, in private or public meetings, during service or after
leaving the job.

Designs methods, procedures or timetables to abide by quality and accreditation
standards, shows understanding of these standards in areas relevant to the department,
and discusses with the quality manager how to improve in the administrative performance,
without contradicting with the university philosophy.
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16 JOB DESCRIPTION

1.

12.
13.

14.

15.
16.

17.
18.

19.
20.

21.

22.
23.

Liaisons with the students’ bodies regarding student leisure facilities, student financial
assistance

as well as their social responsibilities.

Organizes with other deans, students internal and external exchange academic trips, and
ensures that the preparations guarantee safety and integrity of students.

Responds to customer satisfaction reports and complaints from students and guardians
and

suggests taking actions as necessary.

Supervises budgeting of the deanship and suggests concessions for students due to
special and

emerging social and academic reasons, as much as the regulations allow.

Attends the administrative meetings, and any other meeting, when invited, and contributes
with

his/her experience.

Attends workshop and continuous training and education, for not less than 6 hours/
Semester.

Contributes, when requested, to appointment, investigative and disciplinary boards,
promotion

committees, or assessment of performance.

Other relevant duties as assigned by the principal or president.
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JOB DESCRIPTION [HEI-JD-6]

Dean of Students’ Affairs

Job Title : Dean of Students’ Affairs
Grade 124

Number of Positions 1

Hours/week 148

Work Location  : HQ and teaching sites
Appointed by : The President
Qualifications : PhD with minimum of 5 years in dealing with students

1. Accountable to the President of the university concerning the conduct and social, cultural
activities of the students, and facilities and services prepared for students.

2. Shows understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structures, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees’ Regulations,
Common Salary Scale, National Employment Laws , Employment Penal Codes, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1SO
standards for Total Quality Management, and documents on Policies and Procedures,
particularly: Qualifications Framework (Degree Structure).

3. Ability to understand and follow written and oral instructions.
4. Develops and reviews student affairs policies and procedures.

5. Develops information access aids such as indexes and lists related to student records,
needs, talents and history of conduct.

6. Receives the new intake of students and offers them the necessary publications and
induction material.

7. Manages the students’ affairs office infrastructure and human resources, and plans for
improvements.

8. Supervises students accommodation, with other partners, and keeps updated records of
locations of students hostels and accommodation.

9. Arranges for the social, cultural, and recreational activities of the university and students.

10. Assists students in their personal and academic development, and the guardians of
students in their role in satisfactory academic and social performance of students.
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14 JOB DESCRIPTION

1.

12.

13.

14.

15.

16.

17.

18.

Appoints the course coordinators and committees, follows design and amendments
of course details, prepares the needs for implementing the course timetable, ensures
documentation of lesson plans, classroom observation, staff appraisal, formative,
summative and continuous assessment, preparation and conduction of examinations,
obtaining results and announcing results.

Emphasizes the importance and observes implementation of “problem-based sessions”,
“skill training groups” and field training.

Arranges for the college board meetings (if any), draws the agenda and supervises the
documentation and implementation of its minutes, decisions and recommendations.

Holds regular meeting for the teaching staff in the faculty (college) to investigate the
successes and failures, and try to find possible remedial actions. Utilizes the regular
meeting or other opportunities to train staff on medical (or other) educational techniques
in the faculty (college). Contributes to appointment, investigative and disciplinary boards,
promotion committees, or assessment of scientific record, when requested.

Supervises MSc and PhD theses.

Compiles and reports, with the HRM and quality manager, to the president employees’
surveys o track employee recruitment trends, satisfaction, and effectiveness in retention
strategies.

Conducts, with HRM, and quality manager employment exit interviews and terminations
to ensure proper file closing, within the faculty documents.

Other duties, as assigned by the Principal or President.
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JOB DESCRIPTION [HEI-JD-5]

Faculty Dean

Job Title : Dean

Grade 1

Number of Positions ;up to 20
Hours/week 148

Work Location  : HQ and all college premises and teaching sites
Appointed by : The President and Board of Trustees
Qualifications : PhD or equivalent + experience in higher education

9.

administration.

Accountable to the President of the University concerning the academic and administrative
performance of the Faculty (College).

Shows understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structures, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees Regulations,
Common Salary Scale, National Employment Laws , Employment Penal Codes, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1SO
Standards for Total Quality Management, and documents on Policies and Procedures,
particularly: Qualifications Framework (Degree Structure) and Learning, Teaching and
Assessment Policy.

Ability to work independently, exercise good judgment and show initiatives.
Ability to maintain complete, detailed and accurate records.

Sets up quality and accreditation process flowcharts, understands the content of the
standards,

Determine, with the Quality Manager, the needs for system improvement.

Defines processes and ensures documentation of all processes in the faculty, specially
processes of admission, registration, timetables design and display, classrooms, practical
training sites, staff training and performance, suggesting external assessors, writing and
running examination, correction and submission announcing results.

Attends, when invited, the meetings of the department, academic council (senate) and
university

Council, and Contributes to their deliberations.

10. Arranges and attends workshop and CME for not less than 6 hours/ semester.
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12 JOB DESCRIPTION

10.
1.
12.
13.

14.

15.

16.

17.

Follows procedures and documentation in his/her responsibility.
Conduct registration audit, and perform gap analysis and corrective actions.
Conduct surveillance audit and perform gap analysis and corrective actions.

Ensure customer (students and guardians) satisfaction, through measurement of
improvements.

Compiles and reports, with HR coordinator, to the president his employee surveys to
track employee recruitment trends, satisfaction, and university effectiveness in retention
strategies.

Ensures the implementation of the academic council’s (senate) decisions, on the basis of
clear key performance indications.

Submits to the Academic Council (senate) reports on students’ progression and those of
external assessors and actions taken.

Other duties as assigned by the president or academic council (Senate).
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JOB DESCRIPTION [HEI-JD-4]

Secretary (Dean) of Academic Affairs

Job Title : Secretary (Dean) of Academic Affairs
Grade :3

Number of Positions 1

Hours/week 140

Work Location : HQ

Appointed by : The President

Qualifications : PhD or equivalent + professorial status + experience of acting
as dean or head of department

1. Accountable to the president of the university concerning the academic performance of
the University.

2. Shows understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structures, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees’ Regulations, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1SO
standards for Total Quality Management, and documents on Policies and Procedures,
particularly: Qualifications Framework (Degree Structure) and Learning, Teaching and
Assessment Policy.

3. Ability to work independently, exercise good judgment and show initiatives.

4. Ability to maintain detailed and accurate academic records of undergraduate students
and ensures its approval from the relevant authorities.

5. Ability to understand and follow detailed oral and written instructions.

6. Follows ISO processes flowcharts and standards, as well as the standards of local
and international accreditation organizations, understand the content of the standards,
determine- with the Quality Manager- the needs for system improvement before preparing
documentation ensuring adequacy of policies and procedures concerning registration,
teaching and assessment.

7. Supervises the administrative performance leading the academic team of registrars, and
admission and examination officers.

8. Defines processes and ensures documentation of all academic processes in the
university, culminating in the issuance of progression and graduation certificates
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9. Ensures the best performance of the examination office.
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11. Conducts surveillance audit and perform gap analysis and corrective actions.
12. Ensure customer satisfaction, through measurement of improvements.
13. Conducts old and new employee orientation, on quality system.

14. Compiles and reports, with HRM, to the president employee surveys to track employee
recruitment
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JOB DESCRIPTION [NUSU-JD-3]

Principal
Job Title : Principal
Grade :20r3
Number of Positions : 1
Hours/week 40
Work Location :HQ
Appointed by : The President
Qualifications : PhD or equivalent +Associate Professor + Admin. Experience

1. Accountable to the President of the University concerning performance of the university’s
administration and service delivery.

2. Shows understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structures, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees’ Regulations,
Common Salary Scale, National Employment Laws , Employment Penal Codes, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1SO
Standards for Total quality management, and documents on Policies and Procedures,
particularly: security, safety, discrimination, staff and students’ affairs.

3. Ability to work independently, exercise good judgment and show initiatives.
4. Ability to establish and maintain records.
5.  Ability to understand and follow detailed oral and written instructions.

6. Follows ISO and other quality and accreditation standards, processes flowcharts,
understands the content of the standards, determines with the quality manager the needs
for quality system in management and services.

7. Supervises the administrative performance leading the team of human resource manager
(HRM),

8. financial manager (FM), services’ manager (SM), engineer, and IT unit.

9. Defines processes and ensures documentation of all processes in the university, and
follows management procedures and documentation
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10. Establishes a schedule for training and development of documentation.
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8. Establishes a schedule for training through the Centre for Professional Development or
other units.

9. Follows procedures and documentation.

10. Other duties as assigned by the President.
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Vice President

Job Title - Vice President
Grade :1or2as lowest
Number of Positions : 2-3
Hours/week 140

Work Location : HQ

Appointed by : Suggested by the President and approved by University
Council/Board of Trustees

Qualifications : PhD or equivalent + Professor or Associate Professor +
Experience in higher education

1. Acts as President when the latter is absent.

2. Accountable to the President concerning professional development, training, safety,
libraries and knowledge management, alumni and graduation ceremonies.

3. Shows understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structure, Employment Regulations,
Academic Regulations, Activity and Conduct Code, Training and Continuous Professional
Development Policies, University Fees’ Regulations, Common Salary Scale, National
Employment Laws , Employment Penal Codes, Ideal College Format of the Ministry
of Higher Education (if any), Accreditation Standards, 1SO Standards for Total Quality
Management, and documents on Policies and Procedures, particularly: Qualifications
Framework (Degree Structure) and Learning, Teaching and Assessment Policy.

4. Ability to work independently, exercise good judgment and show initiatives.
5. Ability to maintain detailed and accurate records.

6. Ability to understand and follow detailed oral and written instructions.
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7. Sets up Quality processes flowcharts, understand the content of the quality and
accreditation standards, determine, with the Quality manager, the needs for system
improvement and preparation of relevant documentation.




6 JOB DESCRIPTION

10.
1.

12.

13.

14.
15.
16.

Presides over the Academic Council and chairs its meetings.

Seeks all possible types of national and international recognition, accreditation, publicity
and reputability.

Ensures total quality management (TQM), applies the relevant standards, and highest
possible academic position, and all what this mission requires in terms of needs and
qualified human resources.

Suggests to the University and Academic Councils the regulations and decrees
necessary to carry out his/her duties.

Recruits academic and administrative staff: full-and part-time.
Presides over meetings of the administration, deans and staff.

Designs short- and long-term strategies, key performance indicators, submits annual
reports to the University Council (or Board of Trustees) and suggests solutions for
mishaps.
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JO B DESCRIPTION [HEI-JD-1]

President
Job Title : President
Grade : 1 Special
Number of Positions : 1
Hours/week 130

Work Location : HQ

Appointed by : Board of Trustees

Qualifications : PhD + professorial status+ experience in Higher education
management.

1. Accountable to the Ministry of Higher Education (if any), University Council (or Board of
Trustees) and the Administrative Board of the Owning Company (if any) concerning the
administrative, financial and academic performance of the University.

2. Shows understanding of the university documents especially: University Charter,
Organizational Structure, Committee and College Structure, Employment Regulations,
Academic Regulations, Activity and Conduct Code, University Fees’ Regulations,
Common Salary Scale, National Employment Laws , Employment Penal Codes, Ideal
College Format of the Ministry of Higher Education (if any), Accreditation Standards, 1SO
Standards for Total Quality Management, and documents on Policies and Procedures,
particularly: Qualifications Framework (Degree Structure) and Learning, Teaching and
Assessment Policy.

3. Manages the University with transparency and honesty.

4. Represents the College in the Ministry of Higher Education, and other relevant bodies or
institution inside or outside the country

5. Follows the formation, meetings and recommendations of specialized Committees in the
university.

6. Speaks and signs on behalf of the University and signs documents on its behalf.

7. Spearheads fulfilment of the University message and mission in the areas of education,
research and community responsibility.

8. Maintains the University’s stability and continuity, abides by its Charter and regulations,
the higher education traditions and systems and national laws.
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9. Responsible for the planning the annual budget and observing its implementation
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advice of Dr. Suliman M. Daffalla, and reviews and corrections by
Prof. ARahman Beeri (Secretary, Academic Affairs), Dr. Amin Osman
Sidahmed (President, of the National University), Dr. M. Sirelkhatim
Ali (Principal, National University), and Prof. Osama Elamin (Dean,
Students’ Affairs). Ms. Muna Abuzaid offered valuable corrections,
and Mr. Zaher Tawahri designed and produced the final appearance
of this collection.

Last, but not least, | would like to thank and appreciate
encouragement of Dr. Sumia M.A. Abukashawa, Minister of Higher
Education and Scientific Research, for writing a preface to this
portfolio.

Qurashi M. Ali

National University
Khartoum, Sudan
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PREFACE TO FIRST EDITION

Do universities need someone to tell them the duties of their
employees? Definitely no, except when newly established
universities prefer to borrow the experience of older institutions,
in defining the essential positions to be included in their strategic
plans for development. This portfolio is a set of job descriptions of
utmost necessity in the administration of a medium size university;
where the number of students is around 4000 -12000. It includes the
name of the position, level in the organizational structure or salary
scale, the estimated number of personnel in the position, minimum
qualifications needed, the requirements and responsibilities
expected, and the senior posts for accountability.

There is a very wide variation in the terminology of the positions
in each university in the developed world, may be because the
universities entertain more freedom to name and appoint according
to their own standards. But, in the details of duties required, they are
similar. Some may differ in assigning the position to a full -time or
part-time officer, since all consultancy and advisory positions need
not be permanent. For this reason of general similarity and minor
differences, the contents of such portfolio do not need copy wright
arrangements. When we allow everybody to take and implement is
not a favor but just an opportunity to help colleagues see what we
went through in the National University, Sudan. We want interested
institutions to use it freely, as an open source. We will be prepared
to review and renew statement if you all give your feedback on the
content, especially from those experts in the fields of administration
and higher education. We pledge to take your advice.
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This effort would not have been accomplished without continuous
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