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Job Code: Band | Grade
Job Title: Faculty Dean
s
E Profession Academic Department | --——--- Section | -
£ | Assignment Full-Time £ Creation Date: | 26/04/2017 Revision Date: | 28/07/2019
o Category Part-Time [
= The University Subordinates e Vice Deans
Job Family Academic Reporting to: President (If applicable) e Department
Heads
Job Purpose (Objective):
o The Faculty Dean plays the main role as the executive head of the Faculty and as academic leader. To oversee the
= learning enhancement and development process within the Faculty including all academic/non-academic and
é administration aspects (e.g. Research, Teaching, Quality Assurance, Assessment, Coaching, Community Service,
S etc.), and lead the academic Faculty members and administrative staff towards achieving the Faculty strategic and

operational objectives.

Job Duties and Responsibilities

Managerial Roles and Responsibilities: (If Applicable)

Strategic and Operational Leadership

Drives strategic positioning and pursuit of strategic and operational plans and objectives for the Faculty in
consultation with the University President, derived and in alignment with the University Mission, Vision
and Strategic Plan.

Leads the planning, development, implementation, effective delivery and evaluation of the curricula to
meet the overall objectives of the Faculty’s Strategic Plan, achieving distinctiveness and effectiveness.
Ensures the faculty is headed in the right strategic direction as conveyed through policies and concrete
objectives which are met through effective management of the different faculty resources.

Directs the faculty’s activities to achieve the approved targets through delegating the necessary authority
to executive staff.

Presents regular reports to University President and discusses issues regarding the operational plans and
Faculty performance updates as well as, the Faculty’s academic/non-academic, research, quality
assurance, community service and other achievements.

Runs the Faculty academic, administrative and financial affairs and implements the University policies and
bylaws.

Drives Faculty and University Boards’ decisions, as well as the Supreme Council of Egyptian Universities
decisions within the framework of these policies and bylaws.

Oversees the policy, planning and implementation of graduate affairs procedures and practices in
compliance with the University’s regulations and procedures, and continuously seeks employment
opportunities for Faculty graduates.

Calls for Faculty and Department Board meetings, to discuss any arising issues as he/she deems necessary.

People Leadership

Consults with the University President and the HR Division, to effectively implement the human resources
plan for the faculty.

Empowers academic/non-academic staff’ performance and maintain acceptable performance standards
and levels, in compliance with set standards and best practices within the Faculty.

Promotes, fosters and maintains good professional relationships among staff members and between staff
and stakeholders “Students, parents and other stakeholders”.
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Promotes employment equity, integrity and fairness among Faculty staff members.

Endorses the hiring of senior academic staff positions and the establishment of new departments /
restructure of existing ones to suit changing internal conditions and market best practice.

Conducts yearly Performance Evaluations and regular appraisal meetings for all senior academic staff and
ensures overall performance of the departments is in line with the overall Faculty objectives.
Participates actively in disciplinary procedures, grievances, performance appraisal appeals and referring
them where necessary.

Empowers the capacity building and development of Faculty staff based on the appraisal process,
monitors the effectiveness of the development intervention impact and informs the People and
Organizational Development Department with urgent and required development needs when they arise.
Coaches, supports and mentors all academic staff, new hires, and early career academics “TAs, ALs,
Lecturers, etc.”

Appraises and advises staff on personal and career development plans.

Promotes a collegiate approach, develops team spirit and team coherence, fosters and encourages inter-
disciplinary team working.

Reviews and decides on documents presented by staff members to the Supreme Council of Egyptian
Universities for promotion.

Budget, Funds and Project’s Grants Management

Plans and controls the Faculty’s annual budget and provides the University President with yearly budget
forecast, monitors the Faculty’s operational budget, investigates variances, and identifies revenue
generation and cost saving opportunities to ensure effective use of resources and facilities and Faculty
sustainability.

Reviews allocated funds and research or projects grants generated and available in the Faculty.

Reviews and approves all applications for funding opportunities in consultation with the University
President and other Faculties’ Deans in case of multi-disciplinary projects.

Is responsible for effective management “Use and maintenance” of the infrastructure and other assets in
the Faculty.

Primary and Essential Roles and Responsibilities

Teaching and Learning

Develops and drives the Faculty policy, research policies and practice in teaching, providing general
support and guidance to students, resolving issues and/or delegating to designated parties, where
appropriate.

Drives the implementation of an effective, quality based learning system and practices within the Faculty,
to ensure that all teaching practices comply with the University learning policy and strategy.

Monitors the implementation of the general teaching and learning policies as well as the research policy
of the Faculty.

Leads the design, development and planning of modules and programmes, encourages the development
of innovative and creative approaches to course design and delivery and ensures that teaching design and
delivery comply with the quality and educational standards and regulations of the faculty.

Leads the entire Exams operations, approves the distribution of exams tasks, forms Exams Committees,
reviews exams results and conducts internal moderation for these exams and teaching evaluation and
assessment strategies for the Faculty.

Approves the distribution of lessons, lectures, tutorials, as well as secondment from and to the
Department.

Leads Board of Study and reviews recommendations and implementations.
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= Approves postgraduate full time scholarships.
= Updates his/her knowledge and understanding in field of specialty.

Research, Innovation and Impact

= Drives sound research culture in the Faculty, initiates and promotes ethically accountable research of high
quality, and strives to increase research output.

= Qversees the Faculty’s overall research plan, ensures staff research ratio required by NAQAAE, approves
and recommends research contracts and agreements.

= Disseminates research findings through appropriate media and academic channels in accordance with the
MSA University Intellectual Property Rights “IPR” regulations.

=  Promotes research and scholarly activity, innovation, University-industry relationship and commercial
engagement.

=  Pursues, leads and develops research at ranked journals within own research area.

= Leads research activity in the subject including determining research objectives, and developing
organizational collaborations on national and international levels.

= Promotes the integration of relevant research areas with other research interests within and, as
appropriate, outside the Faculty and attracts research funds on an individual and collaborative basis.

Student Experience

= Leads actions, operations and processes to enhance the Faculty’s student experience including; learning,
teaching, and assessment and its execution.

= Drives the reinforcement of student achievement and employability.

= Qversees the student Affairs and its related aspects such as student development activities, student
personal support, internships, student academic and extracurricular activities, etc.

= Qversees the alumni relationship development including maintaining direct link between the Faculty and
its alumni members, developing Faculty-employer relationship and engagement practices, etc.

= Directs the recruiting and retaining new students in accordance with the enrolment planning objectives of
the University.

= Promotes successful work and study by Faculty students “i.e. compulsory field trainings, graduation
projects, research, etc.”

=  Builds rapport, maintaining and developing effective communication with students.

=  Promotes the welcoming of new students and provides effective orientation with regard to Faculty
activities, support, learning facilities, and student development opportunities.

Quality Assurance and Accreditation

= Qversees all activities required to obtain and maintain the accreditation offered by the National Authority
for Quality Assurance and Accreditation of Education (NAQAAE) in Egypt in consultation with the
University President and according to the University policy and regulations.

= Qversees all quality requirements and implementation for the validation and revalidation of the British
QAA standards and ISO related guidelines and practices (If applicable), in consultation with the University
President and according to the University policy and regulations.

= QOversees all activities required to apply, obtain and maintain any other national/international
accreditation or validation according to the university policy and regulations.

Community Relationships and Networking
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=  Fosters a sense of community and loyalty amongst Faculty students and staff.
= Leads and develops internal and external networks to promote collaboration and share information and

ideas, promoting both the discipline and the Faculty.

=  Promotes the Faculty nationally and internationally and ensures appropriate level of satisfaction among

staff and students.

=  Promotes a collegiate approach and develops team spirit and team coherence, fosters and encourages

inter-disciplinary team working within the Faculty.
= Manages and promotes services to the community as an integral part of the teaching and research
activities of the Faculty and signs the required protocols between the faculty and other parties.
=  Presents and represents the University at national and international official ceremonies, receptions,
conferences or any similar contexts and events and negotiates with stakeholder’s relevant forms of

cooperation.

= Directs adequate level of communication with the Faculty graduates for their engagement in academic
and non-academic activities.

Communication

Internal:

e University President

e Vice President(s)

e Vice Dean(s)

e Heads of Departments

e Other academics inside/outside the
Faculty

e Students

e Administrative Staff

e Other Faculties and units within the
University

e Centre of Excellence

e Faculty Quality Assurance and
Accreditation Unit

e Quality Assurance and Accreditation
Centre

e Relevant internal Committees

External:

e External Agencies

e Funding bodies and authorities
“National and International”, e.g.
Research councils or Grants providers
like “Erasmus, STDF, etc.”

e Other researchers elsewhere

e Guest speakers and visitors

¢ Validation and Accreditation bodies and
authorities

Financial Responsibility

As agreed on annual budget

Working Condition

This role requires planning, analyzing and using office equipment and computers, and
occasional social and outdoor activities and capability to work under pressure and

sometimes out of office hours.

Job Requirements

Educational
Qualifications

Essential:

e Ph.D. (Full-Professorship) in a related
discipline.

e Proven ability, commitment and passion
for engaging in research activities.

e Proven record of publications and
research output.

e Publishing high quality research and/or
high achievement in professional
practice within public domain, refereed
articles or papers.

Preferable:

e Academic certificate in total quality
management/ Executive management/
leadership, etc.
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Essential: Preferable:
e More than 10 years of research and e Current practical experience within an
innovation experience. industry related discipline.
e Extensive experience of curriculum
e Minimum 5 years of working as a development.
. Professor. e Extensive experience of staff
Experience .
e At least 3 years of managerial development.
experience within academic or large e Profound experience of successful
industrial/ commercial institute. grants applications and obtaining
e Significant experience of higher funding opportunities.
education.
e Broad teaching experience.

Computer Skills:

e Advanced skills in using Microsoft Office.

Language Ability:

e Excellent command of both English and Arabic reading, writing and analysis.

e Ability to respond to inquiries, deliver speeches and analyze and interpret technical
articles and documents.

Skills and Abilities

Core Competencies:
o
Leadership Competencies:

e Strategic Thinking: Takes a proactive, broad-based, long-term perspective on
the business; develops and sets effective action plans with interpersonal skills
to guide others toward the accomplishment of strategic objectives of own
faculty Department and is able to think strategically, envisioning the future of
own area and/or specialization in and beyond the context of Faculty/Division
strategy and the University strategy.

e Business Judgment: Possesses knowledge of key areas of the business and the
University to effectively make decisions and solve problems by aligning
solutions with MSA’s best interests

e Enabling Change: Inspires others to embrace change in a positive and

Competencies constructive ways, encourage their teams and stakeholders to work in
innovative ways, effectively together and clearly articulate the reasons and
need for change and be able to empower others by communicating a vision
and rationale for change.

e Leadership: Able to create an effective and productive working environment in
line with MSA mission, vision and values, Sets team direction by clearly
communicating expectations and empowering employees and provides
opportunities for development.

e Fostering Innovation: Champions and facilitates the development of new
solutions, services and new ideas that improves services, methods or
approaches. Shows the ability to turn difficult situations into opportunities,
promotes creativity, takes calculated risks, challenges the status quo, and
develops best practices and continuously improve.

Technical Competencies:
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Job Title: Vice Dean of Environmental Affairs and Community Job Code: Band | Grade
s ' Service
'g Profession Academic Department | --——--- Section | -
S Assignment Full-Time M
c & . Creation Date: 26/04/2017 Revision Date: 28/07/2019
5 Category Part-Time [
] R
S Subordinates

Job Famil Academic Reporting to: Faculty Dean
4 I P & wty (If applicable)

o Job Purpose (Objective):
é The Vice Dean plays an integral role as a permanent member in the Faculty Board and as academic leader who
é works closely with the Dean to manage the Environmental Affairs and Community Service Plans and Activities, etc.,
< and support the Dean in leading the Faculty towards achieving Faculty strategic and operational related to

Environmental Development and Community Service, in alignment with University’s strategic objectives.

Job Duties and Responsibilities

Managerial Roles and Responsibilities: (If applicable)

Strategic and Operational Leadership

Assists the Dean in strategic positioning and the setting of the Environmental Affairs and Community
Service strategy and objectives for the Faculty, derived and in alignment with the University Mission,
Vision and Strategic Plan.

Supports the Dean in the planning, development, implementation, effective delivery and evaluation of the
Environmental Affairs and Community Service Plan to meet the overall objectives of the Faculty’s Strategic
Plan, achieving distinctiveness and effectiveness.

Implements and monitors closely with the Dean the strategic and operational plans pertaining to
Environmental Affairs and Community Service for the Faculty to ensure the faculty is headed in the right
strategic direction as conveyed through policies and concrete objectives which are met through effective
management of the different faculty resources.

Leads the faculty’s Environmental Affairs and Community Service activities to achieve the approved
targets through delegating the necessary authority to executive staff.

Presents regular reports to the Faculty Dean and discusses issues regarding the Environmental Affairs and
Community Service plans and updates.

Co-responsible with the Dean for the effective management “use and maintenance” of the infrastructure
and other assets in the Faculty.

Assists the Dean in disseminating regulations and explaining to the staff any modification in the University
bylaws, and does all the required effort to ensure effective and positive timely response to any concern or
demand required by the Council of Private Universities related to the Faculty.

Participates in Faculty and Department Board meetings, to discuss any arising issues as he/she deems
necessary.

Represents the University or delegates representatives to act on behalf of the Faculty in official
ceremonies / receptions and negotiate with stakeholders relevant forms of cooperation.

Participates in Faculty decision-making, supports the Deanship of the Faculty in its management and
direction, as appropriate and agreed with the Dean.

People Leadership

Consults the Faculty Dean to effectively implement the human resources plan of the faculty.
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Empowers academic staff performance and maintains acceptable performance standards and levels
subordinates especially those pertaining to research activities, in compliance with set standards and best
practices within the Faculty.

Promotes, fosters and maintains good professional relationships among staff members and between staff
and stakeholders “Students, parents and other stakeholders”.

Promotes employment equity, integrity and fairness among Faculty staff members.

Conducts yearly Performance Evaluations and regular appraisal meetings for direct subordinates and
ensures overall performance is in line with the overall Faculty objectives.

Participates and aids the Dean in disciplinary procedures, grievances, and performance appraisal appeals
and referring them where necessary.

Ensures the capacity building and development of staff based on the appraisal process, monitors the
effectiveness of the development intervention impact, and updates the People and Organizational
Development Department with urgent and required development needs when they arise.

Coaches, supports and mentors direct subordinates, new hires, and early career academics “TAs, ALs,
Lecturers, etc.”

Appraises and advises staff on personal and career development plans.

Promotes a collegiate approach, develops team spirit and team coherence, fosters and encourages inter-
disciplinary team working.

Budget, Funds and Project’s Grants Management

Assists in planning and implementing the Faculty’s annual Environmental Affairs and Community Service
budget, provides the Faculty Dean with yearly budget forecast, monitors the budget, investigates
variances, and identifies revenue generation and cost saving opportunities to ensure effective use of
resources and facilities and Faculty sustainability .

Considers, prioritizes and recommends all funding/sponsorships and opportunities in consultation with
the Faculty Dean and other Faculties’ Deans in case of multi-disciplinary projects.

Is responsible for effective management “Use and maintenance” of the infrastructure and other assets in
the Faculty.

Primary and Essential Roles and Responsibilities

Teaching and Learning:

Follows up on the implementation of the Environmental Affairs and Community Service policy of the
Faculty.

Actively participates and implements the recommendations of the Faculty & Study Boards.

Teaches at least one group per semester appropriate to his/her experience and field of specialty.
Updates his/her knowledge and understanding in field of specialty.

Environmental Development and Community Service:

Assists the Dean to establish sound Environmental Affairs and Community Service culture in the Faculty,
initiates and promotes ethically accountable research of high quality related to Environmental and
Community Service issues.

Promotes service to the community as an integral part of the teaching and research activities of the
Faculty by advocating research and applied studies that are essential for solving problems pertaining to
the environment and the community, in collaboration with the corporations, bodies, organizations or
commissions responsible for these problems.




Supervises the processes of providing scientific advice and consultation services in the field of
environmental development and community service.

Promotes Environmental Development and Community Service, University-industry relationship and
commercial engagement.

Promotes plans for Faculty internal and or collaborative Environmental Affairs and Community Service.
Supports plans for student—Faculty collaborative Environmental Affairs and Community Service work.
Advocates plans for interdisciplinary Environmental Affairs and Community Service in agreement with
other Faculties within the University.

Develops training programmes and workshops to enhance awareness and skills of members of the
community in order to absorb scientific methods and current technology.

Organizes and holds seminars regarding Environmental Development and Community Service issues.
Establishes and supports communication channels with all community parties and stakeholders.
Organizes and implements Volunteer Scientific Caravans for the purpose of rendering social, medical and
health awareness and guidance services to members of the community.

Graduate Affairs:

Manages policy, planning and implementation of graduate affairs procedures and practices as assigned by
the Faculty Dean and in compliance with the University’s regulations and procedures, and continuously
seeks employment opportunities for Faculty graduates.

Ensures adequate level of communication with the Faculty graduates for their engagement in academic
and non-academic activities.

Evaluates operations and programmes in light of changing job market needs, competitive services, and
current best practices to assure attaining high level of quality and relevance.

Ensures that policies and procedures are communicated effectively to MSA community including students,
staff and graduates using appropriate and legalized channels of communication.

Develops and maintains effective relationship with Faculty graduates to ensure adequate support in terms
of employment and further career related issues, through building strong Faculty-employer “Industry”
relationship and engagement practices.

Student Experience

Manages and executes actions, operations and processes to enhance the Faculty’s student Environmental
Affairs and Community Service experience including, learning, teaching, and assessment.

Provides reinforcement of student Environmental Affairs and Community Service achievement.

Promotes successful work and study by Faculty students “i.e. graduation projects, research, etc.”

Builds rapport, maintains and develops an effective communication with students.

Ensures new students are welcome and provides effective orientation with regard to Faculty
Environmental Affairs and Community Service activities, support, learning facilities, and student
development opportunities.

Quality Assurance and Accreditation

Assists the Dean in managing all activities required to obtain and maintain the accreditation offered by
the National Authority for Quality Assurance and Accreditation of Education (NAQAAE) in Egypt in
consultation with the University President and according to the University regulations and process.

10
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= Assists the Dean in managing all quality requirements and implementation for the validation and
revalidation of the British QAA standards and ISO related guidelines and practices (If applicable), in
consultation with the University President and according to the University regulations and process.

= Assists the Dean in managing all activities required to apply, obtain and maintain any others accreditation

or validation.

Community Relationships and Networking:

=  Exerts all efforts to support the Dean’s initiatives to create a sense of community and loyalty amongst
Faculty students and staff.
= Develops internal and external networks to promote collaboration and share information and ideas,
promoting both the discipline and the Faculty.
=  Promotes a collegiate approach and develops team spirit and team coherence, fosters and encourages
inter-disciplinary team working.
=  Promotes the Faculty nationally and internationally and ensures appropriate level of satisfaction among
staff and students in collaboration with the Dean.
=  Promotes services to the community as an integral part of the teaching and research activities of the

Faculty.

=  Presents and represents the faculty at national and international conferences and similar contexts and

events.

=  Promotes and maintains good personal and professional relationships among staff members and between
staff and stakeholders “Students, parents and other stakeholders”.

Communication

Internal:

e University President

e Vice President(s)

e Faculty Dean

e Other Vice Deans

e Heads of Departments

e Other academics inside/outside the
Faculty

e Students

e Administrative Staff

e Other Faculties and units within the
University

e Centre of Excellence

e Faculty Quality Assurance and
Accreditation Unit

e Quality Assurance and Accreditation
Centre

e Relevant internal Committees

External:

e External Agencies

e Funding bodies and authorities
“National and International”, e.g.
Research councils or Grants providers
like “Erasmus, STDF, etc.”

e Other researchers elsewhere

o Guest speakers and visitors

¢ Validation and Accreditation bodies and
authorities

Financial Responsibility

As agreed on annual budget

Working Condition

This role requires planning, analyzing and using office equipment and computers, and
occasional social and outdoor activities and capability to work under pressure and

sometimes out of office hours.

Job
Require

Educational
Qualifications

Essential:

e Ph.D. (Full-Professorship) in a related
discipline.

Preferable:

o Professional or academic certificate in
total quality management/ Executive
management/ leadership, etc.

11




MSA UNIVER!
ulaYlg dlianll aglell pgic

e Proven ability, commitment and passion
for engaging in research activities.

e Proven record of research activities,
publications, refereed articles or papers

Experience

Essential:

e More than 10 years of research and
innovation experience.

e Minimum 5 years of working as a
Professor.

e At least 3 years of managerial
experience within academic or large
industrial/ commercial institute.

e Experience with a proven record of
publications and research output.

e Extensive experience of publishing high
quality research and/or high
achievement in professional practice
within public domain.

e Significant experience of higher
education.

e Broad teaching experience.

Preferable:

e Current practical experience within an
industry related to discipline.

e Extensive experience of curriculum
development.

e Extensive experience of staff
development.

e Profound experience of successful
grants applications and obtaining
funding opportunities.

Skills and Abilities

Computer Skills:
Advanced skills in using Microsoft Office
Language Ability:

e Excellent command of both English and Arabic reading, writing and analysis.
e Ability to respond to inquiries, deliver speeches and analyze and interpret technical

articles and documents.

Core Competencies:
[ )

Leadership Competencies:

e Strategic Thinking: Takes a proactive, broad-based, long-term perspective on
the business; develops and sets effective action plans with interpersonal skills
to guide others toward the accomplishment of strategic objectives of own
faculty Department and is able to think strategically, envisioning the future of
own area and/or specialization in and beyond the context of Faculty/Division
strategy and the University strategy.

e Business Judgment: Possesses knowledge of key areas of the business and the
University to effectively make decisions and solve problems by aligning
solutions with MSA’s best interests

e Enabling Change: Inspires others to embrace change in a positive and
constructive ways, encourage their teams and stakeholders to work in
innovative ways, effectively together and clearly articulate the reasons and
need for change and be able to empower others by communicating a vision
and rationale for change.

e Leadership: Able to create an effective and productive working environment in
line with MISA mission, vision and values, Sets team direction by clearly
communicating expectations and empowering employees and provides
opportunities for development.

Competencies

12
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e Fostering Innovation: Champions and facilitates the development of new
solutions, services and new ideas that improves services, methods or
approaches. Shows the ability to turn difficult situations into opportunities,
promotes creativity, takes calculated risks, challenges the status quo, and
develops best practices and continuously improve.

Technical Competencies:

[ )
‘ University Board ‘
University President
—» Vice Dean of Student Affairs
‘ Faculty Board ‘
_ L 4 _
Vice Dean of Post Graduate
Dean 1 .
Studies & Research
Department Board | Potiizecommmmseice |
Organizational A J -
Chart Head of Department Board
Professor Associate Professor

| g Lecturer Lecturer [«

g

Assistant Lecturer Assistant Lecturer |«

Teaching Assistant Teaching Assistant |4

Career Path

University President

Educational Career Faculty/University Vice President
Management Career Vice Dean
4 B Head of Department
| - -
A

Professor

13
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Job Code: Band | Grade

c Job Title: Vice Dean for Post Graduate Studies and Research
o
'g Profession Academic Department | --——--- Section | -
§ Assignment Full-Time M Creation Date: 26/04/2017 Revision Date: 28/07/2019
i Category Part-Time [
= Job Family Academic Reporting to: Faculty Dean Subordinates

(If applicable)

Job Purpose (Objective):

@ The Vice Dean plays an integral role as a permanent member in the Faculty Board and as academic leader who
é works closely with the Dean to manage the research activities enhancement and development within the Faculty
é including all types of research (e.g. Student Research Projects, Individual staff members’ research interests, Student-
< Faculty Research, Internal or External Faculty Collaborative Research, Interdisciplinary Research, etc.), and support

the Dean in leading the Faculty towards achieving Faculty strategic and operational goals pertaining to research, in
alignment with University’s strategic objectives.

Job Duties and Responsibilities

Managerial Roles and Responsibilities: (If applicable)

Strategic and Operational Leadership

= Assists the dean in strategic positioning and the setting of the Research strategy and objectives for the
Faculty, derived and in alignment with the University Mission, Vision and Strategic Plan.

= Supports the Dean in the planning, development, implementation, effective delivery and evaluation of the
Research Plan to meet the overall objectives of the Faculty’s Strategic Plan, achieving distinctiveness and
effectiveness.

= |mplements and monitors closely with the Dean the strategic and operational plans pertaining to research
for the Faculty to ensure the faculty is headed in the right strategic direction as conveyed through policies
and concrete objectives which are met through effective management of the different faculty resources.

= Leads the faculty’s Research activities to achieve the approved targets through delegating the necessary
authority to executive staff.

= Presents regular reports to the Faculty Dean and discusses issues regarding the research plans and
updates.

= Co-responsible with the Dean for the effective management “use and maintenance” of the infrastructure
and other assets in the Faculty.

= Assists the Dean in disseminating regulations and explaining to the staff any modification in the University
bylaws, and does all the required effort to ensure effective and positive timely response to any concern or
demand required by the Council of Governmental Universities and the Council of Private Universities
related to the Faculty.

= Participates in Faculty and Department Board meetings, to discuss any arising issues as he/she deems
necessary.

= Represents the University or delegates representatives to act on behalf of the Faculty in official
ceremonies / receptions and negotiate with stakeholders relevant forms of cooperation.

=  Participates in Faculty decision-making, supports the Deanship of the Faculty in its management and
direction, as appropriate and agreed with the Dean.

People Leadership

= Consults the Faculty Dean to effectively implement the human resources plan of the faculty.

14
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=  Empowers academic staff performance and maintains acceptable performance standards and levels
subordinates especially those pertaining to research activities, in compliance with set standards and best
practices within the Faculty.

=  Promotes, fosters and maintains good professional relationships among staff members and between staff
and stakeholders “Students, parents and other stakeholders”.

=  Promotes employment equity, integrity and fairness among Faculty staff members.

= Conducts yearly Performance Evaluations and regular appraisal meetings for direct subordinates and
ensures overall performance is in line with the overall Faculty objectives.

=  Participates and aids the Dean in disciplinary procedures, grievances, and performance appraisal appeals
and referring them where necessary.

=  Ensures the capacity building and development of staff based on the appraisal process, monitors the
effectiveness of the development intervention impact and updates the People and Organizational
Development Department with urgent and required development needs when they arise.

= Coaches, supports and mentors direct subordinates, new hires, and early career academics “TAs, ALs,
Lecturers, etc.”

= Appraises and advises staff on personal and career development plans.

=  Promotes a collegiate approach, develops team spirit and team coherence, fosters and encourages inter-
disciplinary team working.

Budget, Funds and Project’s Grants Management

= Assists in planning and implementing the Faculty’s annual research budget, provides the Faculty Dean
with yearly budget forecast, monitors the research budget, investigates variances, and identifies revenue
generation and cost saving opportunities to ensure effective use of resources and facilities and Faculty
sustainability .

=  Manages allocated funds and research or projects grants generated and available in the Faculty.

= Considers, prioritizes and recommends all applications for funding opportunities in consultation with the
Faculty Dean and other Faculties’ Deans in case of multi-disciplinary projects.

= |sresponsible for effective management “Use and maintenance” of the infrastructure and other assets in
the Faculty.

Primary and Essential Roles and Responsibilities

Teaching and Learning:

= Contributes to the development of the research policies and practice in teaching, providing general \
guidance to staff and students where appropriate, and supervises running research projects as
appropriate.

= Suggesting granting postgraduate full time scholarships.

= Follows up on the implementation of the research policy of the Faculty.

= Actively participates and implements the recommendations of the Faculty & Study Boards

= Teaches at least one group per semester appropriate to his/her experience and field of specialty.

= Updates his/her knowledge and understanding in field of specialty.

Research, Innovation and Impact:

= Establishes sound research culture in the Faculty, initiates and promotes ethically accountable research of
high quality, and strives to increase research output.

= Manages the Faculty’s overall research plan, ensures staff research ratio required by NAQAAE, approves
and recommends research contracts and agreements.

15
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= Disseminates research findings through appropriate media and academic channels in accordance with the
MSA University Intellectual Property Rights “IPR” regulations.

=  Promotes service to the community as an integral part of the teaching and research activities of the
Faculty.

=  Promotes research and scholarly activity, innovation, University-industry relationship and commercial
engagement.

= Pursues, leads and develops research at ranked journals within own research area.

= Manages research activity in the subject including determining research objectives, and developing
organizational collaborations on national and international levels.

=  Prepares research proposals in coordination with relevant departments, applies for national and
international research grants and develops positive academic-industrial relationships through innovative
research applications.

=  Promotes the integration of relevant research areas with other research interests within and, as
appropriate, outside the Faculty, and attracts research income on an individual and collaborative basis.

=  Promotes plans for Faculty internal and or collaborative research.

= Supports plans for student—Faculty collaborative work and publications.

= Advocates plans for interdisciplinary research in agreement with other Faculties within the University.

= Manage all funds and research or projects grants generated and available in the Faculty in consultation
with the Faculty Dean.

= Considers, prioritizes and recommends all applications for funding opportunities in consultation with the
Faculty Dean and other Faculties’ Deans in case of multi-disciplinary projects.

Student Experience

= Manages and executes actions, operations and processes to enhance the Faculty’s student research
experience including, learning, teaching, and assessment.

= Provides reinforcement of student research achievement.

= Promotes successful work and study by Faculty students “i.e. graduation projects, research, etc.”

= Builds rapport, maintains and develops an effective communication with students.

= Ensures new students are welcome and provides effective orientation with regard to Faculty research
activities, support, learning facilities, and student development opportunities.

Quality Assurance and Accreditation

= Assists the Dean in managing in all activities required to obtain and maintain the accreditation offered by
the National Authority for Quality Assurance and Accreditation of Education (NAQAAE) in Egypt in
consultation with the University President and according to the University regulations and process.

= Assists the Dean in managing all quality requirements and implementation for the validation and
revalidation of the British QAA standards and ISO related guidelines and practices (If applicable), in
consultation with the University President and according to the University regulations and process.

= Assists the Dean in managing all activities required to apply, obtain and maintain any others accreditation
or validation.

Community Relationships and Networking:

= Exerts all efforts to support the Dean’s initiatives to create a sense of community and loyalty amongst
Faculty students and staff.

= Develops internal and external networks to promote collaboration and share information and ideas,
promoting both the discipline and the Faculty.
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=  Promotes a collegiate approach and develops team spirit and team coherence, fosters and encourages
inter-disciplinary team working.
= Promotes the Faculty nationally and internationally and ensuring appropriate level of satisfaction among
staff and students in collaboration with the Dean.
=  Promotes services to the community as an integral part of the teaching and research activities of the

Faculty.

=  Presents and represents the faculty at national and international conferences and similar contexts and

events.

=  Promotes and maintains good personal and professional relationships among staff members and between
staff and stakeholders “Students, parents and other stakeholders”.

Communication

Internal:

e University President

e Vice President(s)

e Faculty Dean

e Heads of Departments

e Other academics inside/outside the
Faculty

e Students

e Administrative Staff

e Other Faculties and units within the
University

e Centre of Excellence

e Faculty Quality Assurance and
Accreditation Unit

e Quality Assurance and Accreditation
Centre

e Relevant internal Committees

External:

e External Agencies

e Funding bodies and authorities
“National and International”, e.g.
Research councils or Grants providers
like “Erasmus, STDF, etc.”

e Other researchers elsewhere

e Guest speakers and visitors

e Validation and Accreditation bodies and
authorities

Financial Responsibility

As agreed, on annual budget

Working Condition

This role requires planning, analyzing and using office equipment and computers, and
occasional social and outdoor activities and capability to work under pressure and

sometimes out of office hours.

Job Requirements

Educational
Qualifications

Essential:

e Ph.D. (Full-Professorship) in a related
discipline.

e Proven ability, commitment and passion
for engaging in research activities.

e Proven record of publications and
research output.

e Publishing high quality research and/or
high achievement in professional
practice within public domain, refereed
articles or papers.

Preferable:

o Professional or academic certificate in
total quality management/ Executive
management/ leadership, etc.

Experience

Essential:

e More than 10 years of research and
innovation experience.

e Minimum 5 years of working as a
Professor.

Preferable:

e Current practical experience within an
industry related to discipline.

e Extensive experience of curriculum
development.
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e At least 3 years of managerial e Extensive experience of staff
experience within academic or large development.
industrial/ commercial institute. e Profound experience of successful

e Significant experience of higher grants applications and obtaining
education. funding opportunities.

e Broad teaching experience.

Computer Skills:

Advanced skills in using Microsoft Office

Language Ability:

e Excellent command of both English and Arabic reading, writing and analysis.

e Ability to respond to inquiries, deliver speeches and analyze and interpret technical
articles and documents.

Skills and Abilities

Core Competencies:

Leadership Competencies:

e Strategic Thinking: Takes a proactive, broad-based, long-term perspective on
the business; develops and sets effective action plans with interpersonal skills
to guide others toward the accomplishment of strategic objectives of own
faculty Department and is able to think strategically, envisioning the future of
own area and/or specialization in and beyond the context of Faculty/Division
strategy and the University strategy.

e Business Judgment: Possesses knowledge of key areas of the business and the
University to effectively make decisions and solve problems by aligning
solutions with MSA’s best interests

e Enabling Change: Inspires others to embrace change in a positive and
constructive ways, encourage their teams and stakeholders to work in
innovative ways, effectively together and clearly articulate the reasons and
need for change and be able to empower others by communicating a vision
and rationale for change.

e Leadership: Able to create an effective and productive working environment in
line with MSA mission, vision and values, Sets team direction by clearly
communicating expectations and empowering employees and provides
opportunities for development.

e Fostering Innovation: Champions and facilitates the development of new
solutions, services and new ideas that improves services, methods or
approaches. Shows the ability to turn difficult situations into opportunities,
promotes creativity, takes calculated risks, challenges the status quo, and
develops best practices and continuously improve.

Competencies

Technical Competencies:
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Job Information

Job Code: Band Grade
Job Title: Vice Dean for Student Affairs
Profession Academic Department | --——--- Section | -
Assignment Full-Time M Creation Date: 26/04/2017 Revision Date: 28/07/2019
Category Part-Time [
Job Family Academic Reporting to: Faculty Dean Subordinates
(If applicable)

Job Purpose

Job Purpose (Objective):

The Vice Dean plays an integral role as a permanent member in the Faculty board and as academic leader who works
closely with the Dean to manage and supervise the students affairs within the Faculty including all academic/non-
academic and administration aspects (e.g. Student Affairs, Student Development and Activities, Teaching and Learning
practice, etc.), and support the Dean in leading the academic Faculty members and administrative staff towards
achieving the Faculty strategic and operational objectives.

Managerial Roles and Responsibilities: (If applicable)

Job Duties and Responsibilities

Strategic and operational Leadership

= Assists the Dean in strategic positioning and the setting of the Student Affairs strategy and objectives for the
Faculty, derived and in alignment with the University Mission, Vision and Strategic Plan.

=  Supports the Dean in the planning, development, implementation, effective delivery and evaluation of the
curricula to meet the overall objectives of the Faculty’s Strategic Plan, achieving distinctiveness and
effectiveness.

= |mplements and monitors closely with the Dean the strategic and operational plans for the Faculty to ensure
the faculty is headed in the right strategic direction as conveyed through policies and concrete objectives
which are met through effective management of the different faculty resources.

= Leads the faculty’s Student Affairs activities to achieve the approved targets through delegating the necessary
authority to executive staff.

= Presents regular reports to the Faculty Dean and discusses issues regarding the Student Affairs plans and
updates.

= Co-responsible with the Dean for the effective management “use and maintenance” of the infrastructure and
other assets in the Faculty.

= Assists the Dean in disseminating regulations and explaining to the staff any modification in the University
bylaws, and does all the required effort to ensure effective and positive timely response to any concern or
demand required by the Council of Private Universities related to the Faculty.

=  Participates in Faculty and Department Board meetings, to discuss any arising issues as he/she deems
necessary.

= Represents the University or delegates representatives to act on behalf of the Faculty in official ceremonies /
receptions and negotiate with stakeholders’ relevant forms of cooperation.

=  Participates in Faculty decision-making, supports the Deanship of the Faculty in its management and
direction, as appropriate and agreed with the Dean.

People Leadership

= Consults the Faculty Dean to effectively implement the human resources plan of the faculty.

=  Empowers academic staff performance and maintains acceptable performance standards and levels
subordinates especially those pertaining to research activities, in compliance with set standards and best
practices within the Faculty.
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=  Promotes, fosters and maintains good professional relationships among staff members and between staff
and stakeholders “Students, parents and other stakeholders”.

=  Promotes employment equity, integrity and fairness among Faculty staff members.

= Conducts yearly Performance Evaluations and regular appraisal meetings for direct subordinates and ensures
overall performance is in line with the overall Faculty objectives.

= Participates and aids the Dean in disciplinary procedures, grievances, and performance appraisal appeals and
referring them where necessary.

=  Ensures the capacity building and development of staff based on the appraisal process, monitors the
effectiveness of the development intervention impact, and updates the People and Organizational
Development Department with urgent and required development needs when they arise.

= Coaches, supports and mentors direct subordinates, new hires, and early career academics “TAs, ALs,
Lecturers, etc.”

= Appraises and advises staff on personal and career development plans.

=  Promotes a collegiate approach, develops team spirit and team coherence, fosters and encourages inter-
disciplinary team working.

Budget, Funds and Project’s Grants Management

= Assists in planning and implementing the Faculty’s annual Student Affairs budget, provides the Faculty Dean
with yearly budget forecast, monitors the budget, investigates variances, and identifies revenue generation
and cost saving opportunities to ensure effective use of resources and facilities and Faculty sustainability .

= Considers, prioritizes and recommends all funding/sponsorships and opportunities in consultation with the
Faculty Dean and other Faculties’ Deans in case of multi-disciplinary projects.

= |s responsible for effective management “Use and maintenance” of the infrastructure and other assets in the
Faculty .

Primary and Essential Roles and Responsibilities

Teaching and Learning:

=  Follows up on the implementation of the Student Affairs policy of the Faculty.

=  Manages the admission of students with a reasonable potential for success in consultation with the Dean

= Implements effectively the learning policy, strategy and teaching practices.

= Manages the Student Affairs and feedback regarding curriculum development, teaching and learning
practices, academic related activities, career management and support, etc.

= Teaches at least one group per semester appropriate to his/her experience and field of specialty.

= Updates his/her knowledge and understanding in field of specialty.

Student Affairs:

=  Manages policy, planning and implementation of student affairs procedures and practices as assigned by the
Dean and in compliance with the University’s regulations and procedures.

= Ensures adequate level of student’s satisfaction and engagement in academic and non-academic matters, and
is required to do all the effort to troubleshoot and solve students’ problems and complaints appropriately
and promptly in cooperation and consultation with Dean and University related central units such as and not
limited to; Students Affairs, Admission, HR, Student Activities, etc.

= Evaluates operations and programs in light of changing needs, competitive services, and current best
practices to assure attaining high level of quality and relevance, examines appeals, petitions and other
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exception-based requests from students, refers matters as appropriate and follows through to ensure
effective and prompt response.

=  Assists the Dean to conduct periodic reviews to evaluate operational efficiency and effectiveness of staff and
to make recommendations for change as appropriate.

= Ensures that policies and procedures are communicated effectively to the faculty community including
students, staff using appropriate and legalized channels of communication.

= Handles all activities and issues related to students’ affairs, registration, and lectures/tutorial scheduling, etc.

Student Experience

= Manages in consultation with the Dean, student Affairs and its related aspects such as student development
activities, student personal support, internships, student academic and non-academic clubs, etc.

= Drives the recruiting and retaining new students in accordance with the enrolment planning objectives of the
University.

= Manages and executes actions, operations and processes to enhance the Faculty’s student experience
including; learning, teaching, and assessment.

= Provides reinforcement of student achievement and employability.

=  Promotes successful work and study by Faculty students “i.e. graduation projects, research, etc.”

= Builds rapport, maintains and develops an effective communication with students.

= Ensures new students are welcomed and provides effective orientation with regard to Faculty Student
activities, support, learning facilities, and student development opportunities.

Quality Assurance and Accreditation

= Assists the Dean in managing all activities required to obtain and maintain the accreditation offered by the
National Authority for Quality Assurance and Accreditation of Education (NAQAAE) in Egypt.

= Assists the Dean in managing all quality requirements and implementation for the validation and revalidation
of the British QAA standards and ISO related guidelines and practices (If applicable).

= Assists the Dean in managing all activities required to apply, obtain and maintain any others accreditation or
validation.

Community Relationships and Networking:

= Exerts all efforts to support the Dean’s initiatives to create a sense of community and loyalty amongst Faculty
students and staff.

= Develops internal and external networks to promote collaboration and share information and ideas,
promoting both the discipline and the Faculty.

=  Promotes a collegiate approach and develops team spirit and team coherence, fosters and encourages inter-
disciplinary team working.

=  Promotes the Faculty nationally and internationally and ensures appropriate level of satisfaction among staff
and students in collaboration with the Dean.

= Presents and represents the faculty at national and international conferences and similar contexts and
events.

=  Promotes and maintains good personal and professional relationships among staff members and between
staff and stakeholders “Students, parents and other stakeholders”.

Internal: External:

Communication . . . .
e University President e External Agencies
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e Vice President(s)

e Faculty Dean

e Other Vice Deans

e Heads of Departments

e Other academics inside/outside the
Faculty

e Students

e Administrative Staff

e Other Faculties and units within the
University

e Centre of Excellence

e Faculty Quality Assurance and
Accreditation Unit

e Quality Assurance and Accreditation
Centre

e Relevant internal Committees

e Funding bodies and authorities “National and
International”, e.g. Research councils or
Grants providers like “Erasmus, STDF, etc.”

e Other researchers elsewhere

e Guest speakers and visitors

¢ Validation and Accreditation bodies and
authorities

Financial Responsibility

As agreed on annual budget

Working Condition

This role requires planning, analyzing and using office equipment and computers, and
occasional social and outdoor activities and capability to work under pressure and

sometimes out of office hours.

Job Requirements

Educational
Qualifications

Essential:

e Ph.D. (Full-Professorship) in a related
discipline.

e Proven ability, commitment and
passion for engaging in research
activities.

e Proven record of publications and
research output.

e Publishing high quality research
and/or high achievement in
professional practice within public
domain, refereed articles or papers.

Preferable:

e Professional or academic certificate in total
quality management/ Executive
management/ leadership, etc.

Experience

Essential:

e More than 10 years of research and
innovation experience.

e Minimum 5 years of working as a
Professor.

e At least 3 years of managerial
experience within academic or large
industrial/ commercial institute.

e Significant experience of higher
education.

e Broad teaching experience.

Preferable:

e Current practical experience within an
industry related to discipline.

e Extensive experience of curriculum
development.

e Extensive experience of staff development.

e Profound experience of successful grants
applications and obtaining funding
opportunities.

Skills and Abilities

Computer Skills:

Advanced skills in using Microsoft Office

Language Ability:

e Excellent command of both English and Arabic reading, writing and analysis.
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o Ability to respond to inquiries, deliver speeches and analyze and interpret technical
articles and documents.

Competencies

Core Competencies:

Leadership Competencies:

Strategic Thinking: Takes a proactive, broad-based, long-term perspective on the
business; develops and sets effective action plans with interpersonal skills to
guide others toward the accomplishment of strategic objectives of own faculty
Department and is able to think strategically, envisioning the future of own area
and/or specialization in and beyond the context of Faculty/Division strategy and
the University strategy.

Business Judgment: Possesses knowledge of key areas of the business and the
University to effectively make decisions and solve problems by aligning solutions
with MSA’s best interests

Enabling Change: Inspires others to embrace change in a positive and constructive
ways, encourage their teams and stakeholders to work in innovative ways,
effectively together and clearly articulate the reasons and need for change and be
able to empower others by communicating a vision and rationale for change.
Leadership: Able to create an effective and productive working environment in
line with MSA mission, vision and values, Sets team direction by clearly
communicating expectations and empowering employees and provides
opportunities for development.

Fostering Innovation: Champions and facilitates the development of new
solutions, services and new ideas that improves services, methods or approaches.
Shows the ability to turn difficult situations into opportunities, promotes
creativity, takes calculated risks, challenges the status quo, and develops best
practices and continuously improve.

Technical Competencies:
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Job Information

. Job Code: Band Grade

Job Title: Head of Department Board
Profession Academic Department | -——-—-- Section | -
Assi t Full-Ti M

sslgnmen ui-iime Creation Date: | 26/04/2017 Revision Date: | 28/07/2019
Category Part-Time [

) Subordinates * Professor

Job Famil Acad R ting to: Faculty D

b Family cademic eporting to aculty bean (If applicable) * Associate Professor

Job Purpose

Job Purpose (Objective):

To lead and manage the distinctive strategic development of the Department, by enhancing and developing process
for all academic, educational, administration aspects and financial affairs related to the Department, and provide
extensive assistance to the Dean of Faculty and the Faculty Board in achieving the aims and objectives as set out in
the Faculty Strategic Plan, which is aligned to the University Strategic Plan.

Managerial Roles and Responsibilities: (If applicable)

Job Duties and Responsibilities

Strategic and Operational Leadership

= Assists in setting and implements the strategic and operational plans and objectives for the Faculty in
consultation with the Faculty Dean, derived and in alighnment with the University Mission, Vision and
Strategic Plan.

= Plans, develops, and implements the effective delivery of the curricula to meet the overall objectives of
the department and Faculty’s Strategic Plan, achieving distinctiveness and effectiveness.

= Leads the monitoring and evaluation of programmes and curricula delivery in order to fulfil Faculty and
University quality standards while ensuring the effective and efficient use of Department human, financial
and physical resources.

= Directs the department’s activities to achieve the approved targets through delegating the necessary
authority to staff.

= Sets the rules organizing work in the Department in coordination with other specializations in the
Department.

= Runs the department academic and administrative and Implements the University policies and bylaws.

=  Presents regular reports to Faculty Dean and the Department Board and discusses issues regarding the
operational plans and Department performance updates, as well as the Department’s academic/non-
academic, research, quality assurance, community service and other achievements.

=  Provides, initiates and applies radical solutions for Department problems and deficiencies (e.g. number of
Probated students, performance deficiencies, etc.).

= Calls for Department Board meetings to discuss any arising issues as deems necessary, inviting all
members and Professors in the Department. She/he can also invite whoever teaches in the specialization,
without having voting rights.

= Participates in Faculty decision-making and supports the Deanship of the Faculty in its management and
direction, as appropriate and agreed with the Dean.

People Leadership

= Consults with the Faculty Dean to effectively implement the human resources plan for the Department.

= Empowers academic performance and maintains acceptable performance standards and levels, in
compliance with set standards and best practices within the Department.

= Promotes and maintains good professional relationships among staff members and between staff and
stakeholders “Students, parents and other stakeholders”.
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Promotes employment equity, integrity and fairness among Department staff members.

Conducts yearly Performance Evaluations and regular appraisal meetings for all Department academic
staff, ensures overall performance of the department is in line with the overall Faculty objectives and
main policies, and advises staff on personal and career development plans.

Participates actively in disciplinary procedures, grievances, and performance appraisal appeals and
referring them where necessary.

Ensures the capacity building and development of staff in the department based on the appraisal process,
monitors the effectiveness of the development intervention impact, and updates the People and
Organizational Development Department with urgent and required development needs when they arise.
Coaches, supports and mentors all Department academic staff, new hires, and early career academics
“TAs, ALs, Lecturers, etc.”

Recommends the appointment, secondment, transfer, or delegation of Faculty members on academic
tasks, or for attending academic conferences, seminars, or academic circles, as well as suggesting granting
sabbatical leaves to Faculty members.

Suggests the appointment, secondment, transfer of Assistant Lecturers and Demonstrators/Teaching
Assistants or recommends for them local or foreign scholarships and study leaves.

Suggests appointing the supervisors of MSc and PhD dissertations, forming the committees for the
defense and granting of these degrees to be approved by the Department Board.

Maintains staff development activities records and IDPs-Individual Development Plans to ensure effective
and desirable performance enhancement.

Appraises and advises staff on personal and career development plans.

Promotes a collegiate approach, develops team spirit and team coherence, fosters and encourages inter-
disciplinary team working.

Budget, Funds and Project’s Grants Management

Assists in planning and implementing the Department’s annual budget, provides the Faculty Dean with
yearly budget forecast, monitors the budget, investigates variances, and identifies revenue generation
and cost saving opportunities to ensure effective use of resources and facilities and Faculty sustainability.
Effectively manages “Use and maintenance” of the infrastructure and other assets in the Faculty.

Primary and Essential Roles and Responsibilities

Teaching and Learning

Contributes to the development of the Faculty policy, research policies and teaching practices and its
implementation, providing general support and guidance to students, resolving issues and/or referring to
specialist parties, and supervising students undertaking research projects where appropriate.

Reviews the design, development and planning of modules and programmes within the subject area as
required, reviews modules and programmes to ensure quality assurance and enhancement as required.
Ensures the development of innovative and creative approaches to course design and delivery and
ensures that teaching design and delivery comply with the quality and educational standards and
regulations of the Department.

Demonstrates strong commitment to the Faculty’s overall framework of quality assurance, including the
validation and revalidation of courses, e learning and assessment.

Specifies textbooks and/or references for the Department subjects and facilitating their accessibility to
students in the library.
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= Develops the distribution of exams tasks, forms Exams Committees, reviews exams results and conduct
internal moderation for these exams and teaching evaluation and assessment strategies within the
Department.

= Suggests the distribution of lessons, lectures, tutorials, as well as secondment from and to the
Department.

= Keeps up-to-date with knowledge and understanding in field of specialty and Transfers knowledge
smoothly and effectively, including practical skills, methods and techniques.

= Actively participates and implements the recommendations of the Study Board.

= Suggests granting postgraduate full time scholarships.

= Teaches at least 3-4 groups per semester.

Research, Innovation and Impact

=  Manages the department’s research plan, ensures staff research ratio required by NAQAAE, recommends
research contracts and agreements and distributes supervisory tasks to follow up its implementation.

=  Fosters a research culture within the department, initiates and promotes ethically accountable research of
high quality, and strives to increase research output.

= Disseminates research findings through appropriate media and academic channels in accordance with the
MSA University Intellectual Property Rights “IPR” regulations.

=  Promotes research and scholarly activity, innovation, University-industry relationship and commercial
engagement in consultation with the Dean.

=  Pursues, leads and develops research at ranked journals within own research area.

= Manages Department research activity in the subject including determining research objectives, and
developing organizational collaborations on national and international levels.

= Promotes the integration of relevant research areas with other research interests within and, as
appropriate, outside the Faculty and attracts research funds on an individual and collaborative basis.

= Undertakes research-led teaching at undergraduate level, and supervises M.Sc and PHD thesis as
required.

Student Experience

= Supervises the Department’s student experience including, learning, teaching, assessment, evaluation of
student achievement, and reinforcing student achievement and employability.

= Follows up the students’ recruitment process and follows up the rates of admission of students according
to targets agreed with the Faculty.

= Promotes successful work and study by department students “i.e. graduation projects, research, etc.”

=  Builds rapport, maintaining and developing effective communication with students and responds
positively to student feedback.

= Ensures new students are welcome and provides effective orientation with regard to department
activities, support, learning facilities, and student development opportunities

Quality Assurance and Accreditation

= Assists the Dean in all activities required to obtain and maintain the accreditation offered by the National
Authority for Quality Assurance and Accreditation of Education (NAQAAE) in Egypt in consultation with
the University President and according to the University regulations and process.

= Assists the Dean in all quality requirements and implementation for the validation and revalidation of the
British QAA standards and ISO related guidelines and practices (If applicable), in consultation with the
University President and according to the University regulations and process.
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= Assists the Dean in all activities required to apply, obtain and maintain any others accreditation or
validation.

Community Relationships and Networking:

=  Exerts all efforts to support the Dean’s initiatives to create a sense of community and loyalty amongst
Faculty students and staff.

= Develops internal and external networks to promote collaboration and share information and ideas,
promoting both the discipline and the Faculty.

= Promotes the Faculty nationally and internationally and ensures appropriate level of satisfaction among
staff and students in collaboration with the Dean.

=  Promotes services to the community as an integral part of the teaching and research activities of the
Faculty.

=  Presents and represents the faculty at national and international conferences and similar contexts and
events.

=  Promotes and maintains good personal and professional relationships among staff members and between
staff and stakeholders “Students, parents and other stakeholders”.

Internal: External:
e Faculty Dean e External Agencies
e Vice Dean(s) ¢ Funding bodies and authorities “National
e Other Department Heads and International”, e.g. Research councils or
e Other academics inside/outside the Grants providers like “Erasmus, STDF, etc.”
Faculty e Other researchers elsewhere
e Students e Guest speakers and visitors
c . e Administrative Staff ¢ Validation and Accreditation bodies and
Communication .
e Other Faculties and units within the authorities
University
e Centre of Excellence
e Faculty Quality Assurance and
Accreditation Unit
e Quality Assurance and Accreditation
Centre
e Relevant internal Committees

Financial

As agreed on annual budget
Responsibility 8 &

This role requires planning, analyzing and using office equipment and computers, and
Working Condition occasional social and outdoor activities and capability to work under pressure and
sometimes out of office hours.

Job Requirements

Essential: Preferable :
e Ph.D. (Full-Professorship) in a related e Academic certificate in total quality
discipline. management/ Executive management/
e Proven ability, commitment and leadership, etc.
Educational passion for engaging in research
Qualifications activities.

e Proven record of publications and
research output.

e Publishing high quality research
and/or high achievement in
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professional practice within public
domain, refereed articles or papers.

Essential: Preferable :

e More than 10 years of research and e Current practical experience within an
innovation experience. industry related discipline.

e Minimum 5 years of working as a e Extensive experience of curriculum
Professor. development.

Experience e At least 3 years of managerial e Extensive experience of staff development.
experience within academic or large ¢ Profound experience of successful grants
industrial/ commercial institute. applications and obtaining funding

e Significant experience of higher opportunities.
education.
e Broad teaching experience.

Computer Skills:

Advanced skills in using Microsoft Office

Language Ability:

e Excellent command of both English and Arabic reading, writing and analysis.

e Ability to respond to inquiries, deliver speeches and analyze and interpret technical
articles and documents.

Skills and Abilities

Core Competencies:

[ )

Leadership Competencies:

e Strategic Thinking: Takes a proactive, broad-based, long-term perspective on
the business; develops and sets effective action plans with interpersonal skills to
guide others toward the accomplishment of strategic objectives of own faculty
Department and is able to think strategically, envisioning the future of own area
and/or specialization in and beyond the context of Faculty/Division strategy and
the University strategy.

e Business Judgment: Possesses knowledge of key areas of the business and the
University to effectively make decisions and solve problems by aligning solutions
with MSA’s best interests

¢ Enabling Change: Inspires others to embrace change in a positive and

Competencies constructive ways, encourage their teams and stakeholders to work in
innovative ways, effectively together and clearly articulate the reasons and need
for change and be able to empower others by communicating a vision and
rationale for change.

e Leadership: Able to create an effective and productive working environment in
line with MSA mission, vision and values, Sets team direction by clearly
communicating expectations and empowering employees and provides
opportunities for development.

e Fostering Innovation: Champions and facilitates the development of new
solutions, services and new ideas that improves services, methods or
approaches. Shows the ability to turn difficult situations into opportunities,
promotes creativity, takes calculated risks, challenges the status quo, and
develops best practices and continuously improve.

Technical Competencies:
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Job Code: Band Grade

Job Title: Professor
c
.0
g Division Academic Department Academic Staff Section Academic Staff
§ v
£ Assi t Full-Time
= ssighmen Creation Date: | 26/04/2017 Revision Date: | 28/07/2019
] Category Part-Time O

. . . Subordinates
Job Family Academic Staff Reporting to: Department Head Lecturer
(If applicable)

Job Purpose

To contribute to /draw on extensive academic excellence, to carry out and undertake research, teaching, and
leadership in his/her discipline or field, within the department and the faculty and developing his/her school or
strategy of research.

Job Duties and Responsibilities

= Managerial Roles and Responsibilities: (If applicable)

Strategic and operational Leadership

= Contributes to support the university’s strategy and the faculty strategic plan, as appropriate and agreed
with the Department Head and Faculty Dean in alignment with the University Mission, Vision and Strategic

Plan.

= Assists the Department Head in the monitoring and evaluation of programmes and curricula delivery in
order to fulfil Faculty and University quality standards.

= Assists the Department Head in applying radical solutions for Department problems and deficiencies (e.g.
number of Probated students, performance deficiencies, etc.).

= Chairs committees, contributes to faculty teaching policy and practice, and participates in faculty decision-
making and governance in coordination with the Department Head .

= Contributes positively and effectively to the direction and development of the faculty, as appropriate and

agreed with the Department Head and Faculty Dean.

People Leadership

= Empowers academic performance and maintains acceptable performance standards and levels, in
compliance with set standards and best practices.

= Promotes and maintains good professional relationships among staff members and between staff and
stakeholders “Students, parents and other stakeholders”.

=  Promotes employment equity, integrity and fairness among Department staff members.

= Conducts yearly Performance Evaluations and regular appraisal meetings for direct subordinates, ensures
performance are in line with the overall Faculty objectives and main policies and advises staff on personal
and career development plans.

=  Participates actively in disciplinary procedures, grievances, and performance appraisal appeals as

appropriate and agreed with the Department Head.
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=  Ensures the capacity building and development of direct subordinates based on the appraisal process,
monitors the effectiveness of the development intervention impact, and updates the People and
Organizational Development Department with urgent and required development needs when they arise.

= Coaches, supports and mentors new hires, and early career academics “TAs, ALs, and Lecturers, etc.”

= Acts as a line manager, supervising the work of others “i.e.: projects, research teams, teaching teams and
clusters.”

= Promotes a collegiate approach, develops team spirit and team coherence, fosters and encourages inter-
disciplinary team working.

= Provides first line support to colleagues, referring them to sources of further help if required.

Budget, Funds and Project’s Grants Management

= Ensures the effective use of resources and facilities for Faculty sustainability.
= Effectively manages “Use and maintenance” of the infrastructure and other assets in the Faculty.

=  Primary and Essential Roles and Responsibilities

Teaching and Learning:

= Contributes to the development of the Department and research policies, teaching practices and its
implementation, providing general support and guidance to students, resolving issues and/or referring to
specialist parties, and supervising students undertaking research projects where appropriate.

= Plays a significant role in the design, development and planning of modules and programs within the subject

area as required in coordination with the Department Head.

=  Encourages the development of innovative and creative approaches to course design and delivery and
ensures that teaching design and delivery comply with the quality and educational standards and
regulations of the department.

= Plays the main role in developing the educational process including teaching undergraduates, promoting
and leading research and development within the Department.

= Supports the Department Head in the design and development of the curriculum, and delivers a range of
programmes to MSA students.

=  Ensures teaching is within the quality assurance guidelines and framework of the National Accreditation
Committee, the British standards and the University organizational policies and procedures.

= Keeps up-to-date with knowledge and understanding in field of specialty and Transfers knowledge smoothly
and effectively, including practical skills, methods and techniques.

= Maintains discipline in lecture, labs, and halls and reports any incident to the Department Head.

= Actively participates and implements the recommendations of the Study Board.
= Teaches at least 6 to 12 hours per week besides his managerial tasks and supervising graduation projects.

Research, Innovation and Impact:

= Supports the development of the Department’s research strategy and co-ordinates research activity within
the department/ specific subject area through developing research collaborations, publications and
attracting research grants if possible.
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Fosters a research culture within the department, initiates and promotes ethically accountable research of
high quality, and strives to increase research output.

Contributes to publications or disseminates research findings using other appropriate media and in
accordance to the MSA University Intellectual Property Rights “IPR” regulations.

Promotes research and scholarly activity, innovation, University-industry relationship and commercial
engagement in consultation with the Department Head.

Pursues, leads and develops research at ranked journals within own research area.

Co-ordinates research activity in his/her related discipline including; determining research objectives,
developing organizational collaborations on national and international levels, preparing research proposals,
applying for national and international research grants and developing positive academic-industrial
relationships through innovative research applications.

Contributes to the development of science through conducting research and innovative studies and
supervising students’ research studies and research projects as appropriate.

Promotes the integration of relevant research areas with other research interests within and, as
appropriate, outside the Faculty and attracts research funds on an individual and collaborative basis.
Undertakes research-led teaching at undergraduate level and supervises M.Sc and PHD thesis as required.
Submits an annual report about his/her scientific/research activities and publication.

Acts as a referee and contribute to peer assessment.

Student Experience:

Supports the Department’s student experience including, learning, teaching, assessment, evaluation of
student achievement, and reinforcing student achievement and employability.

Provides general guidance to students, resolving issues within own educational programs and /or referring
to specialist parties, where appropriate, and responds positively to student feedback.

Builds rapport, maintaining and developing effective communication with students and responds positively
to student feedback.

Ensures new students are welcomed and providing effective orientation with regard to department
activities, support, learning facilities, and student development opportunities

Upholds University and academic values and instil them in students, and consolidates direct communication

with them through the provision of social, cultural and educational support.

Quality Assurance and Accreditation:

Assists the Department Head in all activities required to obtain and maintain the accreditation offered by
the National Authority for Quality Assurance and Accreditation of Education (NAQAAE) in Egypt in
consultation with the University President and according to the University regulations and process.

Assists the Department Head in all quality requirements and implementation for the validation and
revalidation of the British QAA standards and ISO related guidelines and practices (If applicable), in
consultation with the University President and according to the University regulations and process.

Assists the Department Head in all activities required to apply, obtain and maintain any others accreditation
or validation.

Demonstrates strong solid commitment to faculty’s overall framework of quality assurance, including the
validation and revalidation of courses, student admission, e-learning and assessment.

Contributes to reviewing modules and programs ensuring quality assurance and enhancement as required.
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Community Relationships and Networking:

= Develops internal and external networks to promote collaboration and share information and ideas,

promoting both the discipline and the Faculty.

=  Promotes services to the community as an integral part of the teaching and research activities of the

Faculty.

=  Presents at national and international conferences and similar contexts and events.

=  Promotes and maintains good personal and professional relationships among staff members and between

staff and stakeholders “Students, parents and other stakeholders”.

= Participates in the committees/councils where he/she is a member, and contributes to the

conferences/seminars held by the Department/Faculty/University.

Communication

Internal:

Faculty Dean

Vice Deans

Head of Department(s)

Other academics inside/outside the
college

Students

Administrative Staff

Other faculties and units within the
university

Centre of Excellence

External:

External Agencies.

Funding bodies and authorities
“National and International”, e.g.
Research councils or Grants
providers like “Erasmus, STDF, etc.”
Other researchers elsewhere
Guest speakers and visitors

Financial Responsibility

N/A

Working Condition

This role requires long working hours planning, analyzing and using office
equipment and computers, and occasional social and outdoor activities. The noise
level in the work environment is usually moderate.

Educational Qualifications

Essential:

PhD degree (Professorship) in a
related discipline.

Publishing high quality research
and/or high achievement in
professional practice within public
domain.

Preferable:
Academic certificate in related
discipline.

Job Requirements

Experience

Essential:

More than 10 years of research
and innovation experience with a
proven record of publications and
research output.

Minimum 5 years of working
experience as an Associate
Professor.

Preferable:

Current practical experience within
a related discipline.

Experience of workload planning
Experience of curriculum
development.

Experience of staff development.
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e Broad teaching experience at e Experience of successful grants

undergraduate level. applications and funding
e Significant experience of higher opportunities.
education. e Senior Post in relevant Field within

research or academic institution
combined with rounded experience
in other aspects, in particular
teaching and learning and
enterprise.

Computer Skills:

Advanced skills in using Microsoft office; word, excel, and PowerPoint.

Knowledge, Skills and Abilities Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
write technical documents, journals and reports.

Competencies Core Competencies:

Technical Competencies:
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Job Code: Band Grade
Job Title: Associate Professor
(=
=)
g Division Academic Department Academic Staff Section Academic Staff
“§ Full-Ti v
c Assi t ull-Time
< ssignmen Creation Date: | 26/04/2017 Revision Date: | 28/07/2019
o | Category Part-Time O
. . . Subordinates Assistant Lecturer
Job Family Academic Staff Reporting to: Department Head ) ]
(If applicable) Teaching Assistant

Job
Purpose

To contribute to /draw on extensive academic excellence, to carry out and undertake research, teaching, and
leadership in his/her discipline or field, within the department and the faculty.
To ultimately, conduct multiple research in a relevant discipline to achieve professorship.

Job Duties and Responsibilities

= Managerial Roles and Responsibilities: (If applicable)

Strategic and operational Leadership

= Contributes to support the university’s strategy and the faculty strategic plan, as appropriate and agreed
with the Department Head and Faculty Dean in alignment with the University Mission, Vision and Strategic

Plan.

= Assists the Department Head in the monitoring and evaluation of programmes and curricula delivery in
order to fulfil Faculty and University quality standards.

= Assists the Department Head in applying radical solutions for Department problems and deficiencies (e.g.
number of Probated students, performance deficiencies, etc.).

= Chairs committees, contributes to faculty teaching policy and practice and participates in faculty decision-
making and governance in coordination with the Department Head .

= Contributes positively and effectively to the direction and development of the faculty, as appropriate and

agreed with the Department Head and Faculty Dean.
People Leadership

= Empowers academic performance and maintains acceptable performance standards and levels, in
compliance with set standards and best practices.

= Promotes and maintains good professional relationships among staff members and between staff and
stakeholders “Students, parents and other stakeholders”.

=  Promotes employment equity, integrity and fairness among Department staff members.

= Conducts yearly Performance Evaluations and regular appraisal meetings for direct subordinates, ensures
performance are in line with the overall Faculty objectives and main policies and advises staff on personal
and career development plans.

=  Participates actively in disciplinary procedures, grievances, and performance appraisal appeals as

appropriate and agreed with the Department Head.
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= Ensures the capacity building and development of direct subordinates based on the appraisal process,
monitors the effectiveness of the development intervention impact, and updates the People and
Organizational Development Department with urgent and required development needs when they arise.

= Coaches, supports and mentors new hires, and early career academics “TAs, ALs, and Lecturers, etc.”

= Acts as a line manager, supervising the work of others “i.e.: projects, research teams, teaching teams and
clusters.”

= Promotes a collegiate approach, develops team spirit and team coherence, fosters and encourages inter-
disciplinary team working.

= Provides first line support to colleagues, referring them to sources of further help if required.

Budget, Funds and Project’s Grants Management

= Ensures the effective use of resources and facilities for Faculty sustainability.
= Effectively manages “Use and maintenance” of the infrastructure and other assets in the Faculty.

= Primary and Essential Roles and Responsibilities

Teaching and Learning:

= Contributes to the development of the Department and research policies, teaching practices and its
implementation, providing general support and guidance to students, resolving issues and/or referring to
specialist parties, and supervising students undertaking research projects where appropriate.

=  Plays a significant role in the design, development and planning of modules and programs within the subject

area as required in coordination with the Department Head.

= Encourages the development of innovative and creative approaches to course design and delivery and
ensures that teaching design and delivery comply with the quality and educational standards and
regulations of the department.

= Plays the main role in developing the educational process including teaching undergraduates, promoting
and leading research and development within the Department.

= Supports the Department Head in the design and development of the curriculum, and delivers a range of
programmes to MSA students.

= Ensures teaching is within the quality assurance guidelines and framework of the National Accreditation
Committee, the British standards and the University organizational policies and procedures.

= Keeps up-to-date with knowledge and understanding in field of specialty and Transfers knowledge smoothly
and effectively, including practical skills, methods and techniques.

= Maintains discipline in lecture, labs and research halls and reports any incident that disrupts it to the
Department Head as well as the action taken to maintain discipline.

= Actively participates and implements the recommendations of the Study Board.
= Teaches 12 hours per week.

Research, Innovation and Impact:

= Supports the development of the Department’s research strategy and co-ordinates research activity within
the department/ specific subject area through developing research collaborations, publications and

attracting research grants if possible.
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Fosters a research culture within the department, initiates and promotes ethically accountable research of
high quality, and strives to increase research output.

Contributes to publications or disseminates research findings using other appropriate media and in
accordance to the MSA University Intellectual Property Rights “IPR” regulations.

Promotes research and scholarly activity, innovation, University-industry relationship and commercial
engagement in consultation with the Department Head.

Pursues, leads and develops research at ranked journals within own research area.

Co-ordinates research activity in his/her related discipline including; determining research objectives,
developing organizational collaborations on national and international levels, preparing research proposals,
applying for national and international research grants and developing positive academic-industrial
relationships through innovative research applications.

Contributes to the development of science through conducting research and innovative studies and
supervising students’ research studies and research projects as appropriate.

Promotes the integration of relevant research areas with other research interests within and, as
appropriate, outside the Faculty and attracts research funds on an individual and collaborative basis.
Undertakes research-led teaching at undergraduate level and supervises M.Sc thesis as required

Submits an annual report about his/her scientific/research activities and publications.

Acts as a referee and contribute to peer assessment.

Student Experience:

Supports the Department’s student experience including, learning, teaching, assessment, evaluation of
student achievement, and reinforcing student achievement and employability.

Provides general guidance to students, resolving issues within own educational programs and /or referring
to specialist parties, where appropriate, and responds positively to student feedback.

Builds rapport, maintaining and developing effective communication with students and responds positively
to student feedback.

Ensures new students are welcomed and providing effective orientation with regard to department
activities, support, learning facilities, and student development opportunities

Upholds University and academic values and instil them in students, and consolidates direct communication

with them through the provision of social, cultural and educational support.

Quality Assurance and Accreditation:

Assists the Department Head in all activities required to obtain and maintain the accreditation offered by
the National Authority for Quality Assurance and Accreditation of Education (NAQAAE) in Egypt in
consultation with the University President and according to the University regulations and process.

Assists the Department Head in all quality requirements and implementation for the validation and
revalidation of the British QAA standards and ISO related guidelines and practices (If applicable), in
consultation with the University President and according to the University regulations and process.

Assists the Department Head in all activities required to apply, obtain and maintain any others accreditation
or validation.

Demonstrates strong solid commitment to faculty’s overall framework of quality assurance, including the
validation and revalidation of courses, student admission, e-learning and assessment.

Contributes to reviewing modules and programs ensuring quality assurance and enhancement as required.
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Community Relationships and Networking:

= Develops internal and external networks to promote collaboration and share information and ideas,

promoting both the discipline and the Faculty.

=  Promotes services to the community as an integral part of the teaching and research activities of the

Faculty.

=  Presents at national and international conferences and similar contexts and events.

=  Promotes and maintains good personal and professional relationships among staff members and between

staff and stakeholders “Students, parents and other stakeholders”.

= Participates in the committees/councils where he/she is a member, and contributes to the

conferences/seminars held by the Department/Faculty/University.

Communication

Internal:

Faculty Dean

Vice Deans

Head of Department(s)

Other academics inside/outside the
college

Students

Administrative Staff

Other faculties and units within the
university

Centre of Excellence

External:

External Agencies

Funding bodies and authorities
“National and International”, e.g.
Research councils or Grants
providers like “Erasmus, STDF, etc.”
Other researchers elsewhere
Guest speakers and visitors

Financial Responsibility

N/A

Working Condition

This role requires long working hours planning, analyzing and using office
equipment and computers, and occasional social and outdoor activities. The noise
level in the work environment is usually moderate.

Educational Qualifications

Essential:

PhD degree (Associate
Professorship) in a related
discipline.

Publishing high quality research
and/or high achievement in
professional practice within public
domain.

Preferable:
Academic certificate in related
discipline.

Job Requirements

Experience

Essential:

More than 5 years of research and
innovation experience with a
proven record of publications and
research output.

Minimum 5 years of working
experience as a Lecturer.

Preferable:

Current practical experience within
an industry related discipline.
Experience of workload planning
Experience of curriculum
development.

Experience of staff development
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e Significant experience of higher e Experience of successful grants

education. applications and funding
e Broad teaching experience at opportunities.
undergraduate level. e Senior Post in relevant Field within

research or academic institution
combined with rounded experience
in other aspects, in particular
teaching and learning and
enterprise.

Computer Skills:

Advanced skills in using Microsoft office; word, excel, and PowerPoint.

Knowledge, Skills and Abilities Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
write technical documents, journals and reports.

Competencies Core Competencies:

Technical Competencies:

‘ .-University Board- ‘

University President

—» Vice Dean of Student Affairs

‘.- Faculty Board ‘
_ h J

Dean Vice Dean of Post Graduate
Studies & Research
B - N Vice Dean of Environmental
‘ Department Board Affairs & Community Services

Organizational v .

Chart Head of Department Board

| |
v v

professor | associte professor |

g Lecturer Lecturer <
>  Assistant Lecturer Assistant Lecturer |«
P Teaching Assistant Teaching Assistant [«
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Job Code: Band | Grade
Job Title: Lecturer

Division Academic Department Academic Staff Section Academic Staff

Job Information

Assignment | Full-Time v/

Creation Date: 26/04/2017 Revision Date: | 28/07/2019
Category | part-Time O

. . . Subordinates
Job Family Academic Staff Reporting to: Professor N/A
(If applicable)

Job Purpose

To play a pivotal role in developing the processes of teaching, tutoring or practical exercises and should contribute
to the development of science through conducting research and innovative studies and supervising students’
research studies, in order to provide high quality undergraduate teaching and student support.

To ultimately, conduct multiple research in a relevant discipline to be promoted as an Associate Professor.

=  Primary and Essential Roles and Responsibilities

Job Duties and Responsibilities

Teaching and Learning:

=  Mainly teaches undergraduate level in areas allocated by the Head of Department and reviewed from
time to time by the Head of Department.

= Prepares ahead sufficiently to carry out the stated aims and objectives of the lecture/tutorial/lab/exercise
class (i.e. Lecture, Case studies, Assignments, Exercises, PowerPoint, Video Sessions, learning Games,
Worksheets, and Visual/Learning Aids etc.)

= Contributes to the development, planning and implementation of a high quality curriculum.

=  Ensures that course design and delivery comply with the University quality standards and regulations, and
takes responsibility for the quality of program units.

= Sets, marks, and assesses coursework and examinations; selects appropriate assessment instruments and
assessment criteria/rubrics, and provides constructive and comprehensive feedback to students.

= Supervises undergraduate students in Independent Learning Projects “i.e. course or graduation projects”.

= Assists in the development of learning materials, preparing schemes of work and maintaining records to
monitor student progress, achievement and attendance.

= Ensures teaching is within the quality assurance guidelines and framework of the National Accreditation
Committee, the British standards and the University organizational policies and procedures.

= Undertakes and completes administrative duties required in the professional delivery of teaching,
regularly reviews and updates course content and teaching materials, ensuring that they remain up-to-
date and relevant, incorporating advances in the subject area and utilizing appropriate technology.

= Keeps up-to-date with knowledge and understanding in field of specialty and transfers knowledge
smoothly and effectively, including practical skills, methods and techniques.

= Maintains discipline in lecture, labs, and halls and reports any incident to the Department Head.
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Research, Innovation and Impact:

= Co-ordinates research activity within the department/ specific subject area through developing research
collaborations, publications and attracting research grants if possible.

= |nitiates and promotes ethically accountable research of high quality, and strives to increase research
output.

= Contributes to publications or disseminates research findings using other appropriate media and in
accordance to the MSA University Intellectual Property Rights “IPR” regulations

=  Promotes research and scholarly activity, innovation, University-industry relationship and commercial
engagement in consultation with the Department Head.

= Pursues, and develops research at an appropriate level within own research area.

= Co-ordinates research activity in his/her related discipline including; determining research objectives,
developing organizational collaborations on national and international levels, preparing research
proposals, applying for national and international research grants and developing positive academic-
industrial relationships through innovative research applications.

= Contributes to the development of science through conducting research and innovative studies and
supervising students’ research studies and research projects as appropriate

=  Promotes the integration of own research area with other research interests within and, as appropriate,
outside the faculty.

=  Participates in departmental and faculty seminars aimed at sharing research outcomes and building
interdisciplinary collaboration within and outside the department, especially the industry.

= Supervises labs and supplies the library with necessary references lists.

= Submits an annual report about his/her scientific/research activities and publications.

= Acts as a referee and contributes to peer assessment/review.

Student Experience:

= Supports the Department’s student experience including, learning, teaching, assessment, evaluation of
student achievement, and reinforcing student achievement and employability.
= Provides general guidance to students, resolving issues within own educational programs and /or

referring to specialist parties, where appropriate, and responds positively to student feedback.

= Undertakes academic advising duties, and provides first-line support for sensitive issues, referring on as
appropriate to services providing further assistance, personal care and support to students.

=  Adopts an approachable and accessible attitude towards students, offering office hours, informal advice,
etc.

= Builds rapport, maintains and develops effective communication with students and responds positively to
student feedback.

=  Ensures new students are welcome and provides effective orientation with regard to department
activities, support, learning facilities, and student development opportunities.

= Upholds University and academic values and instils them in students, and consolidates direct
communication with them through the provision of social, cultural and educational support.

Quality Assurance and Accreditation:
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=  Provides assistance in all activities required to obtain and maintain the accreditation offered by the
National Authority for Quality Assurance and Accreditation of Education (NAQAAE) in Egypt in
consultation with the University President and according to the University regulations and process.

=  Provides assistance in all quality requirements and implementation for the validation and revalidation of
the British QAA standards and ISO related guidelines and practices (If applicable), in consultation with the
University President and according to the University regulations and process.

=  Provides assistance in all activities required to apply, obtain and maintain any others accreditation or
validation.

= Demonstrates strong solid commitment to faculty’s overall framework of quality assurance, including the

validation and revalidation of courses, student admission, e-learning and assessment.

Community Relationships and Networking:

= Plays an active role in faculty activities and committees.

= Develops internal and external networks to promote collaboration and share information and ideas,
promoting both the discipline and the Faculty.

=  Promotes services to the community as an integral part of the teaching and research activities of the
Faculty.

= Presents at national and international conferences and similar contexts and events.

=  Promotes and maintains good personal and professional relationships among staff members and between
staff and stakeholders “Students, parents and other stakeholders”.

= Participates in the committees/councils where he/she is a member, and contributes to the
conferences/seminars held by the Department/Faculty/University.

Internal: External:

e Head of Department(s) e External Agencies.

e Other academics inside/outside e Guest speakers and visitors.
the college

e Students

Communication
e Administrative Staff

e Other faculties and units within
the university
e Centre of Excellence

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office

Working Condition equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.
Essential: Preferable:
PhD degree in a related discipline. Professional or academic certificate in
Proven ability, commitment and related discipline.
Educational Qualifications passion for engaging in research

activities. Proven record of research
activities, publications, refereed
articles or papers.
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Essential: Desirable:
More than 5 years of experience in a

teaching position.

Experience Current practical experience within an

industry related to discipline.

e Teaching and Research Skills.

e Possess a high-level of interpersonal skills and demonstrated ability to work
independently and as part of a team across both the education and service
sectors.

e Ability to work positively and cooperatively with students, internal and
external teams and agencies.

Knowledge, Skills and Abilities e Prominent leadership capacities.

Computer Skills:

e Advanced skills in using Microsoft office; word, excel, and PowerPoint.

Language Ability:
High proficiency of Arabic and English Languages; Ability to interpret, analyze,
and write technical documents, journals and reports.

Competencies Core Competencies:

Job Requirements

Technical Competencies:
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Career Path 1t
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Job Code: Band | Grade
Job Title: Assistant Lecturer
S
=] Division Academic Department Section Academic
T P Academic Staff
£ Staff
o
E Assignment | Full-Time Creation Dat 26/04/2017 Revision Dat 28/07/2019
reation Date: evision Date:
S Category | part-Time O
Job Family | Academic Staff Reporting to: Professor/Associate | Subordinates N/A
Professor (1f applicable)
To facilitate the teaching process in cooperation with the instructor and to handle associated administrative duties
g in order to provide high quality undergraduate teaching and student support.
o
E To ultimately, carry on post-graduate studies (PH.D) in a relevant discipline under the supervision of an MSA full
S time Ph.D. staff member.

Job Duties and Responsibilities

=  Primary and Essential Roles and Responsibilities

Teaching and Learning:

=  Prepares ahead sufficiently to carry out the stated aims and objectives of the
tutorial/studio/lab./exercise class (i.e. Case studies, Assignments, Exercises, PowerPoint, Video Sessions,
learning Games, Worksheets, Visual/Learning Aids, etc.) reflecting all of these activities in a weekly plan.

= Supervises undergraduate students’ work and academic progress through facilitating discussion sections
or tutorials/ laboratories/ studios, conducting problem solving & review sessions and distributing or
copying reading materials.

= Uploads course materials and managing all e-learning Functions (material, attendance, activities, and
Forums) for his/her course materials to the e-learning portal/Moodle, attending instructor’s lectures, etc.
(acts as the course webmaster)-

= Marks and grades assignments, provides career counseling and constructive feedback to students.

= Keeps required records of students’ academic work and demonstrating commitment to the quality
assurance and national accreditation requirements and instructions.

= Reviews teaching activities identify and implement teaching strategies designed to improve learning
outcomes for students in accordance to the university’s policies and instructor’s guidelines

= Distributes and arranges for return of course evaluation questionnaires whenever needed.

=  Attends instructor’s lecture regularly, “If required”

Administration:

= Keeps accurate records of students’ attendance using the available campus technologies “following the
required policies and procedures”

= Reports, briefly and periodically, on the attendance and academic work progress of each student at the
end of each semester.
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Holds weekly office hours “at least 6 hrs. /wk.” to help students, and notifies them accordingly, through
available campus technologies and facilities such as “Official university email, post regular office hours
schedule on the e-learning solution or academic bulletin boards, etc.”

Supports students’ registration process as required at the beginning of each semester.

Organizes academic related activities (e.g. field trips, hosting guest speakers, experiential learning
activities for students when necessary).

Participates in proctoring and supervising midterm, final, and summer exams and participates in the
control work whenever needed.

Student Experience:

Supports the Department’s student experience, reinforcing student achievement.
Provides general guidance to students, resolving issues within own educational programs and /or

referring to specialist parties, where appropriate, and responds positively to student feedback.

Adopts an approachable and accessible attitude towards students, offering office hours, informal advice,
etc.

Builds rapport, maintaining and developing effective communication with students and responds
positively to student feedback.

Ensures new students are welcome and provide effective orientation with regard to department
activities, support and learning facilities.

Upholds University and academic values and instils them in students, and consolidates direct
communication with them through the provision of social, cultural and educational support.

Quality Assurance and Accreditation:

Provides assistance in all activities required to obtain and maintain the accreditation offered by the
National Authority for Quality Assurance and Accreditation of Education (NAQAAE) in Egypt in
consultation with the University President and according to the University regulations and process.
Provides assistance in all quality requirements and implementation for the validation and revalidation of
the British QAA standards and ISO related guidelines and practices (If applicable), in consultation with
the University President and according to the University regulations and process.

Provides assistance in all activities required to apply, obtain and maintain any others accreditation or
validation.

Demonstrates strong solid commitment to faculty’s overall framework of quality assurance, including the
validation and revalidation of courses, student admission, e learning and assessment.

Community Relationships and Networking:

Participates in committees appropriate to courses and meetings convened by management as
appropriate.

Develops internal and external networks to promote collaboration and share information and ideas,
promoting both the discipline and the Faculty.

Promotes services to the community as an integral part of the teaching activities of the Faculty.
Promotes and maintains good personal and professional relationships among staff members and
between staff and stakeholders “Students, parents and other stakeholders”.
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Internal: External:
e Head of Department(s)
e Other academics inside/outside
the college
Communication * Students
e Administrative Staff
e Other faculties and units within
the university
e Centre of Excellence
Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office
Working Condition equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.

Essential: Preferable:
Educational Qualifications Master’s degree in a related Professional or academic certificate
discipline. in related discipline.
Experience More than 2 years of experience in a teaching position.

Computer Skills:

e Advanced skills in using Microsoft office; word, excel, and PowerPoint.
Knowledge, Skills and Abilities | Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze,
and write technical documents, journals and reports.

Job Requirements

Competencies Core Competencies:

Technical Competencies:

o1



MSA UNIVERSITY
ulaVig dlanll aglell pgisl deala

‘ -U niversity Boa rd- ‘

University President

—» Vice Dean of Student Affairs
‘ Faculty Board ‘
_ Y _
Vice Dean of Post Graduate
Dean — .
Studies & Research
- Vice Dean of Environmental
‘ Department Board ‘ Affairs & Community Services
Organizational \ _
Chart Head of Department Board
Professor Associate Professor

| g Lecturer Lecturer [«
| asistanttecturer ||} assistantLecturer

Teaching Assistant Teaching Assistant |4

A 4

Lecturer
T

Career Path | assstant ecuurer |

T

Teaching Assistant
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Job Code: Band | Grade
Job Title: Teaching Assistant

c
o
‘g Division Academic Department Academic Staff Section Academic Staff
S Assignment | Full-Time v/ . .
= C ] Creation Date: 26/04/2017 Revision Date: | 28/07/2019
= ategory | part-Time O
o
- Job Family | Academic Staff Reporting to: Professor /Associate | Subordinates N/A
Professor (if applicable)
o To facilitate the teaching process in cooperation with the Assistant Lecturer and the instructor and to handle
é associated administrative duties in order to provide high quality undergraduate teaching and student support.
:
< To ultimately, carry on post-graduate studies (M.Sc. / M.A) in a relevant discipline under the supervision of an MSA

full time Ph.D. staff member.

Job Duties and Responsibilities

=  Primary and Essential Roles and Responsibilities

Teaching and Learning:

=  Prepares ahead sufficiently to carry out the stated aims and objectives of the tutorial/studio/lab/exercise
class which is being handled (i.e. Case studies, Assignments, Exercises, PowerPoint, Video Sessions,
learning Games, Worksheets, Visual/Learning Aids, etc.), Reflecting all of these activities in a weekly plan.

= Shares the responsibility with the Assistant Lecturer of supervising undergraduate students’ work and
academic progress through facilitating discussion sections or tutorials/ laboratories/ studios, conducting
problem solving & review sessions and distributing or copying reading materials.

= Uploading course materials and managing all e-learning Functions (material, attendance, activities, and
Forums) for his/her course materials to the e-learning portal/Moodle, attending instructor’s lectures, etc.
(acts as the course webmaster)-

= Marks and grades assignments, provides career counseling and constructive feedback to students.

= Keeps required records of students’ academic work and demonstrates commitment to the quality
assurance and national accreditation requirements and instructions.

= Attends instructor’s lecture regularly, “If required”

Administration:

= Keeps accurate records of students’ attendance using the available campus technologies “following the
required policies and procedures”.

= Reports, briefly and periodically, on the attendance and academic work progress of each student at the
end of each semester.

= Holds weekly office hours “at least 6 hrs. /wk.” to help students, and notifies them accordingly, through
available campus technologies and facilities such as “Official university email, post regular office hours
schedule on the e-learning solution or academic bulletin boards, etc.”

= Supports students’ registration process as required at the beginning of each semester.
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= Qrganizes academic related activities (e.g. field trips, hosting guest speakers, experiential learning
activities for students when necessary).

= Participates in proctoring and supervising midterm, final, and summer exams and participates in the
control work whenever needed.

Student Experience:

= Provides awareness about MSA, Faculty rules and regulations and all available activities and regular
events.

=  Supports the Department’s student experience, reinforcing student achievement.
= Provides general guidance to students, resolving issues within own educational programs and /or referring

to specialist parties, where appropriate, and responds positively to student feedback.

= Adopts an approachable and accessible attitude towards students, offering office hours, informal advice,
etc.

=  Builds rapport, maintaining and developing effective communication with students and responds
positively to student feedback.

= Ensures new students are welcome and provides effective orientation with regard to department
activities, support and learning facilities.

= Upholds University and academic values and instils them in students, and consolidates direct
communication with them through the provision of social, cultural and educational support.

Quality Assurance and Accreditation:

=  Provides assistance in all activities required to obtain and maintain the accreditation offered by the
National Authority for Quality Assurance and Accreditation of Education (NAQAAE) in Egypt in
consultation with the University President and according to the University regulations and process.

=  Provides assistance in all quality requirements and implementation for the validation and revalidation of
the British QAA standards and I1SO related guidelines and practices (If applicable), in consultation with the
University President and according to the University regulations and process.

=  Provides assistance in all activities required to apply, obtain and maintain any others accreditation or
validation.

= Demonstrates strong solid commitment to faculty’s overall framework of quality assurance, including the
validation and revalidation of courses, student admission, e-learning and assessment.

Community Relationships and Networking:

= Attends meetings appropriate to courses convened by management as appropriate.

= Develops internal and external networks to promote collaboration and share information and ideas,
promoting both the discipline and the Faculty.

=  Promotes services to the community as an integral part of the teaching activities of the Faculty.

= Promotes and maintains good personal and professional relationships among staff members and between
staff and stakeholders “Students, parents and other stakeholders”.

Internal: External:

L. e Head of Department(s)
Communication

e Other academics inside/outside

the college
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e Students

e Administrative Staff

e Other faculties and units within
the university

e Centre of Excellence

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office
Working Condition equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.

Essential: Preferable:
Educational Qualifications Bachelor’s degree in a related Academic certificate in related
discipline. discipline.
Experience e 0-2 years of experience in a similar role.

Computer Skills:

e Advanced skills in using Microsoft office; word, excel, and PowerPoint.
Knowledge, Skills and Abilities | Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze,
and write technical documents, journals and reports.

Job Requirements

Competencies Core Competencies:

Technical Competencies:

‘ .-University Board- ‘

University President

—» Vice Dean of Student Affairs

‘.- Faculty Board ‘
_ Y

Dean Vice Dean of Post Graduate
Studies & Research
- ~ Vice Dean of Environmental
‘ Depa rtmfrnt Board ‘ Affairs & Community Services

Organizational

Head of Department Board

Chart |
. -
Professor Associate Professor
] \—‘
g Lecturer Lecturer b
>  Assistant Lecturer Assistant Lecturer |«

M’ i M i <
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Assistant Lecturer
A

56




MSA UNIVERSITY 1
ulaVig duanll aglell pgisl deala

Non-Academic Job Descriptions
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Job Code: Band Grade
Job Title: Office Manager
c
S Academic
@ Division . . Department Section Dean Office
£ Administration
2 Full-Time v/
c Assignment ull-Time
= g . Creation Date: | 05/11/2019 Revision Date: | xx/xx/20xx
= Category Part-Time O
. . . . Subordinates
Job Family Administrative Reporting to: Faculty Dean N/A
(If applicable)
a
a g The Dean’s Office Manager plays a pivotal role in implementing and developing the faculty administration process
2 5| that contributes effectively to improving the learning experience within the faculty.
o

= Primary and Essential Roles and Responsibilities

Job Duties and Responsibilities

Administration & Support

= Ensures office procedures and daily administrative requirements are efficiently implemented besides being
frequently responsible for specific projects and tasks as appropriate to the job level.

= Reviews administrative operating practices, documentation forms and procedures in order to determine
whether improvements can be made in areas such as workflow, reporting procedures, forms design or
expenditures.

= Devises and maintains office systems, procedures and regulations.

= Arranges faculty meetings “e.g. department weekly/ monthly meetings, British Partner visit meetings, etc.”
and Faculty Dean Appointments including; handling operational tasks, taking minutes of meeting, informing
attendees, producing meeting agenda and keeping notes.

=  Carries out and coordinates administrative activities associated with staff affairs, such as but not limited to;
academic part time staff contracts, revising part time staff payroll, summer courses bonus for full time staff,
internal examiners financial payment and faculty staff vacation requests schedules.

= Coordinates and oversees the day-to-day management of supplies, equipment, and facilities for the faculty,
as appropriate, to include maintenance, inventory management, logistics, security, and related activities.

= Coordinates offices requirements for new staff in case of IT requirements and office supplies.

= Handles purchasing requests for faculty administration, office or students’ work requirements.

= Assists the Faculty Dean to maintain a proper attendance and tracking report for the Faculty staff members.

= Delegates administrative tasks, as assigned by the faculty Dean, to other academic administrative team
members, as appropriate.

=  Provides support and collaboration with colleagues to ensure a smooth administration workflow process in
cases of; registration, conferences, absence of a team member, etc.

Communication

= Serves as a primary point of contact and liaison between the dean’s office, staff, students, and other
external parties on a range of day-to-day issues.
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=  Provides staff and office support for the faculty Dean including; screening and handling telephone
communications, greeting and directing visitors, and dealing with administrative problems and inquiries, as
appropriate.

=  Prepares responses to correspondence containing routine inquiries as appropriate.

Documentation

= Maintains records management by using a variety of software packages to produce correspondence,
documents and maintains; presentations, records, spreadsheets, students’ complains and requests.

= Submits frequent reports on workflow to the faculty Dean.

= Monitors staff database and attendance records and prepares appropriate response to attendance and
Follow-up reports.

= QOrganizes and stores paperwork, documents and computer-based information or requests of upgrade,
replacement, etc.

= Files and retrieves faculty documents, records, protocols, reports and all office related work.

= Ensures database is updated for faculty related matters including staff information and academic
publications.

=  Prepares reports, memos, letters, and other documents, using word processing, spreadsheet, database,
and/or presentation software.

Other related faculty administrative, student affairs, quality duties may apply as appropriate.

External:
External guests or visitors

Internal:
e Faculty Dean .
e Head of Department(s)

e Other academics inside/outside
the college

Students

e Academic Administration Staff

Communication °

e Other faculties and units within
the university
e Support Services Departments

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office
Working Condition equipment and computers, and occasional social and outdoor activities. The

noise level in the work environment is usually moderate.

Essential: Preferable:

Educational Qualifications Professional certificate in related

discipline.

Bachelor’s Degree in related
discipline

Experience e Minimum 5 years of experience in a similar role.

Computer Skills:

Job
Require

Knowledge, Skills and Abilities

Advanced skills in using Microsoft office; word, excel, and PowerPoint.
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Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
write reports

Competencies

Core Competencies:

Technical Competencies:

Organizational

Chart

|

Dean

v

Head of Quality
Assurance unit

_

v v
Head of Student Head of Graduate
Affairs unit Affairs unit

S

.

Office Manager
3 N = - m =
Sr. Administration Sr. Administration Sr. Administration Sr. Administration
N Executive - Quality | e tive Executive - Executive -
Student Affairs Graduate Affairs
. \ J
Administration Administration ) Administ_ration Administ.ration
g Executive - Quality > Executive Executive - Executive -
Student Affairs Graduate Affairs
L J I\ J
2 ) > - -~ -
Administration Administration Admmlstrahon Adm|r.1|strat|on
o Assistant - Quality b Assistant Assistant - Student Assistant -
Affairs Graduate Affairs
J . J I J . J

Career Path

i

Sr. Administration
Executive - Quality

Sr. Administration
Executive

Sr. Administration
Executive - Students Affairs
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Job Code: Band Grade
Job Title: Sr. Administration Executive
c
-S Academic
@ Division . . Department Section Dean Office
E Administration
i) -
€ | Assignment | Full-Time v/ . .
= . Creation Date: 18/10/2016 Revision Date: | 30/10/2019
= Category Part-Time O
. .. . . Subordinates
Job Family Administrative Reporting to: Faculty Dean N/A
(If applicable)

Job
Purpose

The Sr. Administration Executive plays a pivotal role in implementing and developing the faculty administration
process that contributes effectively to improving the learning experience within the faculty.

= Primary and Essential Roles and Responsibilities

Job Duties and Responsibilities

Administration & Support

= Ensures office procedures and daily administrative requirements are efficiently implemented besides being
frequently responsible for specific projects and tasks as appropriate to the job level.

= Reviews administrative operating practices, documentation forms and procedures in order to determine
whether improvements can be made in areas such as workflow, reporting procedures, forms design or
expenditures.

= Devises and maintains office systems, procedures and regulations.

= Arranges faculty meetings “e.g. department weekly/ monthly meetings, British Partner visit meetings, etc.”
and Faculty Dean Appointments including; handling operational tasks, taking minutes of meeting, informing
attendees, producing meeting agenda and keeping notes.

=  Carries out and coordinates administrative activities associated with staff affairs, such as but not limited to;
academic part time staff contracts, revising part time staff payroll, summer courses bonus for full time staff,
internal examiners financial payment and faculty staff vacation requests schedules.

= Coordinates and oversees the day-to-day management of supplies, equipment, and facilities for the faculty,
as appropriate, to include maintenance, inventory management, logistics, security, and related activities.

= Handles purchasing requests for faculty administration, office or students’ work requirements.

= Assists the Faculty Dean to maintain a proper attendance and tracking report for the Faculty staff members.

= Delegates administrative tasks, as assigned by the Dean, to other academic administrative team members,
as appropriate.

=  Provides support and collaboration with colleagues to ensure a smooth administration workflow process in
cases of; registration, conferences, absence of a team member, etc.

Communication

= Serves as a primary point of contact and liaison between the office, staff, students, and other external
parties on a range of day-to-day issues.
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=  Provides staff and office support for the faculty Dean including; screening and handling telephone
communications, greeting and directing visitors, and dealing with administrative problems and inquiries, as
appropriate.

= Handles students’ requests, complains or grade appeals/ remark requests and permissions for courses and
projects promptly or referring to the student affairs unit as appropriate.

=  Prepares responses to correspondence containing routine inquiries as appropriate.

Documentation

= Maintains records management by using a variety of software packages to produce correspondence,
documents and maintains; presentations, records, spreadsheets, students’ complains and requests.

= Submits frequent reports on workflow to the faculty Dean.

= Monitors staff database and attendance records and prepares appropriate response to attendance and
Follow up reports.

= QOrganizes and stores paperwork, documents and computer-based information or requests of upgrade,
replacement, etc.

= Files and retrieves faculty documents, records, protocols, reports and all office related work.

= Ensures database is updated for faculty related matters including: staff information and academic
publications.

= Prepares; reports, memos, letters, and other documents, using word processing, spreadsheet, database,
and/or presentation software.

Other related faculty administrative, student affairs, quality duties may apply as appropriate.

Internal: External:

e Faculty Dean e External guests or visitors

e Head of Department(s)

e Other academics inside/outside
the college

Communication e Students

e Academic Administration Staff

e Other faculties and units within
the university

e Support Services Departments

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office
Working Condition equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.

Essential: Preferable:
Educational Qualifications Bachelor’s Degree in related Professional certificate in related
discipline discipline.
Experience e 3-4 years of experience in a similar role.
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Computer Skills:

Advanced skills in using Microsoft office; word, excel, and PowerPoint.

Knowledge, Skills and Abilities | Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
write reports

Competencies Core Competencies:
Technical Competencies:
Dean ’
I
v v v
Head of Quality Head of Student Head of Graduate
Assurance unit Affairs unit Affairs unit
A\ 4

]

U

L

Office Manager
Organizational —
Chart Sr. Administration Sr. Administration i Admini§tration ) 3 Admini§tration )
Al Executive - Quality Executive Executive - l¢] Executive - »
Student Affairs Graduate Affairs
. ) )
Administration Administration Admmlst_ratlon Adm|n|st.rat|on
g Executive - Quality Executive Executive - ¢ Executive - »
Student Affairs Graduate Affairs
. ) )
= ; ) = = N
Administration Administration A‘dmlmstratlon Admntnstratlon
b 2 Assistant - Quality Assistant Assistant - Student l¢ Assistant - l¢
Affairs Graduate Affairs
N ) )

Career Path

Office Manager

?

?

Administration Executive
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Job Code: Band Grade
Job Title: Administration Executive

- Academic ) _
Division . . Department Section Dean Office
Administration

Job Information

Assignment | Full-Time v/

Creation Date: 18/10/2016 Revision Date: | 30/10/2019
Category Part-Time O

Subordinates

Job Family Administrative Reporting to: Faculty Dean N/A
(If applicable)

Job
Purpose

The Administration Executive plays a pivotal role in implementing and handling the faculty administration
activities that contributes effectively to improving the learning experience within the faculty.

= Primary and Essential Roles and Responsibilities

Job Duties and Responsibilities

Administration & Support

=  Ensures office procedures and daily administrative requirements are efficiently implemented besides
being frequently responsible for specific projects and tasks as appropriate to the job level.

= Carries out administrative operating practices, documentation forms and procedures in order to
determine whether improvements can be made in areas such as workflow, reporting procedures, forms
design or expenditures.

= Devises and maintains office systems, procedures and regulations.

= Arranges faculty meetings “e.g. department weekly/ monthly meetings, British Partner visit meetings,
etc.” and Faculty Dean Appointments including; handling operational tasks, taking minutes of meeting,
informing attendees, producing meeting agenda and keeping notes.

= Carries out and coordinates administrative activities associated with staff affairs, such as but not limited
to; academic part time staff contracts, revising part time staff payroll, summer courses bonus for full time
staff, internal examiners financial payment and faculty staff vacation requests schedules.

= Coordinates and oversees the day-to-day management of supplies, equipment, and facilities for the
faculty, as appropriate, to include maintenance, inventory management, logistics, security, and related
activities.

= Handles purchasing requests for faculty administration, office or students’ work requirements.

= Assists the Faculty Dean to maintain a proper attendance and tracking report for the full and part time
Faculty staff members as applicable.

=  Provides support and collaboration with colleagues to ensure a smooth administration workflow process
in cases of; registration, conferences, absence of a team member, etc.

Communication

= Serves as a primary point of contact and liaison between the office, staff, students, and other external
parties on a range of day-to-day issues.
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=  Provides staff and office support for the faculty Dean including; screening and handling telephone
communications, greeting and directing visitors, and dealing with administrative problems and inquiries,
as appropriate.

= Handles students’ requests, complains or grade appeals/ remark requests and permissions for courses and
projects promptly or referring to the student affairs unit as appropriate.

=  Prepares responses to correspondence containing routine inquiries as appropriate.

Documentation

= Keeps records by using a variety of software packages to produce correspondence, documents and
maintains; presentations, records, spreadsheets, students’ complains and requests.

= Submits frequent reports on workflow to the faculty Dean.

= Monitors staff database and attendance records and prepares appropriate response to attendance and
Follow up reports.

= QOrganizes and stores paperwork, documents and computer-based information or requests of upgrade,
replacement, etc.

=  Files and retrieves faculty documents, records, protocols, reports and all office related work.

= Ensures database is updated for faculty related matters including: staff information and academic
publications.

= Prepares; reports, memos, letters, and other documents, using word processing, spreadsheet, database,
and/or presentation software.

Other related faculty administrative, student affairs, quality duties may apply as appropriate.

Internal: External:

e Faculty Dean e External guests or visitors

e Head of Department(s)

e Other academics inside/outside
the college

Communication e Students

e Academic Administration Staff

e Other faculties and units within
the university

e Support Services Departments

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office

Working Condition equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.
Essential: Preferable:
Educational Qualifications | Bachelor’s Degree in related Professional certificate in related
discipline discipline.
Experience e 1-2 years of experience in a similar role.
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Computer Skills:

Advanced skills in using Microsoft office; word, excel, and PowerPoint.
Knowledge, Skills and Abilities | Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
write reports

Competencies Core Competencies:

Technical Competencies:

v
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Job Code: Band Grade
Job Title: Administration Assistant
‘5 Division Academic Department Academic Section Dean/Department
E Administration P Administration Head Office
S | Assignment | Full-Time v/
"_E & . Creation Date: 18/10/2016 Revision Date: | 30/10/2019
o | Category Part-Time O
o
- Facult
. . . . . Y Subordinates
Job Family Administrative Reporting to: Dean/Department N/A
Head (If applicable)
3
a 9 The Administration Assistant plays a pivotal role in implementing and supporting the faculty administration process
o . . . . . . .
= 5| that contributes effectively to improving the learning experience within the faculty.
o

Job Duties and Responsibilities

=  Primary and Essential Roles and Responsibilities

Administration & Support

= |mplements office procedures and daily administrative requirements efficiently.

=  Participates in administrative operating practices, documentation forms and procedures in order to
determine whether improvements can be made in areas such as workflow, reporting procedures, forms
design or expenditures.

= Maintains office systems, procedures and regulations.

= Coordinates the arrangements of faculty meetings “e.g. department weekly/monthly meetings, British
Partner visit meetings etc.” and Faculty Dean Appointments including; handling operational tasks, taking
minutes of meeting, informing attendees, producing meeting agenda and keeping notes.

= Coordinates with the day-to-day management of supplies, equipment, and facilities for the faculty, as
appropriate, to include maintenance, inventory management, logistics, security, and related activities.

= Handles purchasing requests for faculty administration, office or students’ work requirements.

= Assists the Faculty Dean to maintain a proper attendance and tracking report for the Faculty staff members.

=  Provides support and collaboration with colleagues to ensure a smooth administration workflow process in
cases of; registration, conferences, absence of a team member, etc.

Communication

= Serves as a secondary point of contact and liaison between the office, staff, students, and other external
parties on a range of day-to-day issues.

=  Provides staff and office support for the faculty Dean including; screening and handling telephone
communications, greeting and directing visitors, and dealing with administrative problems and inquiries, as
appropriate.

= Handles students’ requests, complains or grade appeals/ remark requests and permissions for courses and
projects promptly or referring to the student affairs unit as appropriate.

= Prepares responses to correspondence containing routine inquiries as appropriate.
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Documentation

= Keeps required records by using a variety of software packages to produce correspondence, documents and
maintains; presentations, records, spreadsheets, students’ complains and requests.

= Submits frequent reports on workflow to the faculty Dean.

= Monitors staff database and attendance records and prepares appropriate response to attendance and
Follow up reports.

= QOrganizes and stores paperwork, documents and computer-based information or requests of upgrade,
replacement, etc.

= Assists in filing and retrieving faculty documents, records, protocols, reports and all office related work.

= Ensures database is updated for faculty related matters including: staff information and academic
publications.

=  Prepares; reports, memos, letters, and other documents, using word processing, spreadsheet, database,
and/or presentation software.

Other related faculty administrative, student affairs, quality duties may apply as appropriate.

Internal: External:

e Faculty Dean e External guests or visitors

e Head of Department(s)

e Other academics inside/outside
the college

Communication e Students

e Academic Administration Staff

e Other faculties and units within
the university

e Support Services Departments

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office
Working Condition equipment and computers, and occasional social and outdoor activities. The noise
level in the work environment is usually moderate.

Educational Qualifications Bachelor’s Degree in related discipline

Experience e 0-1 years of experience in a similar role.

Computer Skills:

Advanced skills in using Microsoft office; word, excel, and PowerPoint.

Knowledge, Skills and Abilities | Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
write reports.

Job Requirements

Competencies Core Competencies:

Technical Competencies:
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Job Information

Job Code: Band Grade
Job Title: Administration Assistant-Post Graduate Studies

Division Academic Department Section Post Graduate
Administration P Studies
Assighment | Full-Time v/ . .
g Creation Date: | 05/11/2019 Revision Date: | xx/xx/20xx

Category Part-Time O

Subordinates

Job Family Administrative Reporting to: Faculty Dean N/A
(If applicable)

Job
Purpose

The administration Assistant for Post Graduate Studies plays a pivotal role in implementing and supporting the
faculty administration process that contributes effectively to improving the learning experience of post graduate
studies.

Job Duties and Responsibilities

= Primary and Essential Roles and Responsibilities

Post Graduate Studies

= Handles the applications of post graduate studies by providing support with all details and information to
the applicants, ensuring their documents are complete, obtaining Dean’s approval and submitting the
documents to the Admissions Department.

= Develops post graduate studies schedules in alignment with the instructor’s availability and deciding the
classrooms availability to avoid overlapping.

= Handles post graduate studies transfers requests by aligning with each course’s instructor for approval
before sending the transfer requests to the Admissions Department.

= Provides a full support for post graduate studies registration process to ensure smooth operations
throughout the post graduate studies semester.

=  Follows up the attendance of the instructors and students and handles the reports of absence and sick
leaves.

= Completes the Quality Assurance required documents and forms for the post graduate studies.

Administration & Support

= |mplements office procedures and daily administrative requirements efficiently.

= Participates in administrative operating practices, documentation forms and procedures in order to
determine whether improvements can be made in areas such as workflow, reporting procedures, forms
design or expenditures.

= Maintains office systems, procedures and regulations.

= Coordinates the arrangements of faculty related meetings.

= Carries out and coordinates administrative activities associated with faculty post graduate studies.

= Coordinates with the day-to-day management of supplies, equipment, and facilities for the faculty, as
appropriate, to include maintenance, inventory management, logistics, security, and related activities.

= Handles purchasing requests for faculty administration, office or students’ work requirements.

=  Provides support and collaboration with colleagues to ensure a smooth administration workflow process
in cases of; registration, conferences, absence of a team member, etc.

Communication
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= Serves as a secondary point of contact and liaison between the office, staff, post graduate students, and
other external parties on a range of day-to-day issues.

=  Provides office support including; screening and handling telephone communications, greeting and
directing visitors, and dealing with administrative problems and inquiries, as appropriate.

= Handles students requests, complains or requests promptly

=  Prepares responses to correspondence containing routine inquiries as appropriate.

Documentation

= Keeps required records by using a variety of software packages to produce correspondence, documents
and maintains; presentations, records, spreadsheets, students’ complains and requests.

= Submits frequent reports on workflow to the faculty Dean.

= Monitors students and staff database and attendance records and prepares appropriate response to
attendance and Follow up reports.

= QOrganizes and stores paperwork, documents and computer-based information or requests of upgrade,
replacement, etc.

= Assists in filing and retrieving faculty documents, records, protocols, reports and all office related work.

=  Prepares; reports, memos, letters, and other documents, using word processing, spreadsheet, database,
and/or presentation software.

Other related faculty administrative, student affairs, quality duties may apply as appropriate.

External:
External guests or visitors

Internal:

e Faculty Dean °

e Vice Dean of Post Graduate
Studies and Research

e Head of Department(s)

e Other academics inside/outside

Communication the faculty

e Students

e Academic Administration Staff

e Other faculties and units within
the university

e Support Services Departments

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office
equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.

Working Condition

Educational Qualifications Bachelor’s Degree in related discipline

Experience e 0-1years of experience in a similar role.

Computer Skills:

Job
Require

Knowledge, Skills and Abilities

Advanced skills in using Microsoft office; word, excel, and PowerPoint.
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Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
write reports.

Competencies

Core Competencies:
Technical Competencies:
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Chart
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Graduate Studies

Career Path
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?
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Job Information

Job Code: Band Grade
Job Title: Sr. Administration Executive-Student Affairs
A Academic . )
Division . . Department Section Student Affairs
Administration
i Full-Time v
Assignment _ Creation Date: | 18/10/2016 Revision Date: | 07/11/2019
Category Part-Time O
Head of Faculty Subordinates
Famil Admini i R i : N/A
Job Family dministrative eporting to Student Affairs (if applicable] /

Job
Purpose

Creates a sense of community amongst students, and administers all students’ related activities “e.g. extra-
curricular and co-curricular programs of students’ affairs” in order to ensure effective student engagement
practices and high level of students’ satisfaction towards faculty’s services and support.

= Primary and Essential Roles and Responsibilities

Job Duties and Responsibilities

Student Affairs Support and Administration

=  Provides extensive support to preliminary advising services (Academic majors, Achieved credit hours, GPA,
Pre-requisites, Grading system, Probation rules, student transfers, etc.).

= Follows up registration process and reviews the withdrawal, incomplete, exemption, deprivation and
deferral cases.

= Supervises and monitors students’ attendance and causes.

= Coordinates the arrangements of faculty board of study meetings including; handling operational tasks,
taking minutes of meeting, informing attendees, printing and documenting meeting agenda and action

plan.
=  Provides extensive support system to probated students through; advising, counselling and blocking in

case of exceeding chances.

= Monitors and follows up late payments to investigate reasons or speeding up the process.

= Follows up late registrations to ensure efficient use of resources within the academic context.

= Encourages, supports and monitors student activities and engagement programs and events.

= Reviews, investigates and analyzes allegations of violation of the Student Code of Conduct

= Co-ordinates and suggests innovative and proactive programs, services, procedures which respond to
changing needs and requirements of the university’s student community and which enhances the
university’s viability for student recruitment and retention purposes.

=  Follows academic calendar, long- and short-term plans for the student Affairs program which meets the
university’s mission, vision and strategic plans, and which also responds to the needs and requirements of
its students.

= Assists with department academic schedules in coordination with the IT-oracle department and academic
staff as appropriate and in accordance to faculty’s policies and procedures.

=  Works in a team inside the faculty with the team of Student Affairs, other Student Affairs offices and
University staff to plan and implement social/ thematic programs during the year.
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=  Follows up in collaboration with administrative and academic committees; social, cultural and recreational
activities plan of students’ groups (field trips, external competitions, conferences, simulations, guest
speakers sessions, etc.), scheduling events to prevent overlap, communicating with the public relations
department to ensure adding data to central calendar and meeting with students and faculty groups to
plan activities.

= Coordinates new students’ orientation in cooperation with family leaders.

=  Follow up with control during exams for students with special cases who are having health problems.

= Handling TA’s proctoring plan.

= Follow up with Graduate Affairs for military service students.

Communication

= Handles students’ requests, complains or grade appeals/ remark requests as appropriate.

=  Regularly meets with students, parents and staff, as a liaison between the University Management and
Faculty Administration, communicates concerns and policies, and offers suggestions for improving their
satisfaction level.

=  Provides office support including: screening and handling telephone communications, greeting and
directing visitors, and dealing with administrative problems and inquiries, as appropriate.

Documentation

= Maintains records management by using a variety of software packages to produce correspondence,
documents and maintains; presentations, records, spreadsheets, students’ complains and requests.

= Organizes and stores paperwork, documents and computer-based information or requests of upgrade,
replacement, etc.

=  Files and retrieves faculty Student Affairs documents, records, reports and students’ files.

= Ensures database is updated for Student Affairs related matters e.g.: students’ information, exemption
and withdrawals data, etc.

= Prepares; reports, memos, letters, and other documents, using word processing, spreadsheet, database,
and/or presentation software.

= Submits frequent reports on workflow to the faculty Dean.

Other related faculty administrative, student affairs, quality duties may apply as appropriate.

Internal: External:

e Faculty Dean e External guests or visitors

e Head of Department(s)

e Other academics inside/outside
the college

Communication .

e Faculty Student Affairs Team

e Students

e Academic Administration Staff

e Other faculties and units within

the university
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e Support Services Departments

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office

Working Condition equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.
Essential: Preferable:
Educational Qualifications Bachelor’s Degree in related Professional certificate in related
discipline discipline.
Experience e 3-4 years of experience in a similar role.
%) Computer Skills:
: . . . . . .
g Advanced skills in using Microsoft office; word, excel, and PowerPoint.
bt Knowledge, Skills and Abilities | Language Ability:
=
g High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
= write reports
= Competencies Core Competencies:
Technical Competencies:
t Dean ]
v v v
R R
Jee=e" Quallt.y Office Manager " o'f Stud'ent
Assurance unit Affairs unit
. J . J
. . ™ ~N = =
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| i . .
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. .
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Job Information

Job Code: Band Grade
Job Title: Administration Executive-Student Affairs
A Academic . )
Division . . Department Section Student Affairs
Administration
i Full-Time v
Assignment _ Creation Date: | 18/10/2016 Revision Date: | 07/11/2019
Category Part-Time O
Head of Faculty Subordinates
Famil Admini i R i : N/A
Job Family dministrative eporting to Student Affairs (if applicable] /

Job
Purpose

Creates a sense of community amongst students, and administers all students’ related activities “e.g. extra-
curricular and co-curricular programs of students’ affairs” in order to ensure effective student engagement
practices and high level of students’ satisfaction towards faculty’s services and support.

= Primary and Essential Roles and Responsibilities

Job Duties and Responsibilities

Student Affairs Support and Administration

=  Provides extensive support to preliminary advising services (Academic majors, Achieved credit hours, GPA,
Pre-requisites, Grading system, Probation rules, student transfers, etc.).

= Follows up registration process and reviews the withdrawal, incomplete, exemption, deprivation and
deferral cases.

= Supervises and monitors students’ attendance and causes.

= Coordinates the arrangements of faculty board of study meetings including; handling operational tasks,
taking minutes of meeting, informing attendees, printing and documenting meeting agenda and action

plan.
=  Provides extensive support system to probated students through; advising, counselling and blocking in

case of exceeding chances.

= Monitors and follows up late payments to investigate reasons or speeding up the process.

= Follows up late registrations to ensure efficient use of resources within the academic context.

= Encourages, supports and monitors student activities and engagement programs and events.

= Reviews, investigates and analyzes allegations of violation of the Student Code of Conduct

= Co-ordinates and suggests innovative and proactive programs, services, procedures which respond to
changing needs and requirements of the university’s student community and which enhances the
university’s viability for student recruitment and retention purposes.

=  Follows academic calendar, long- and short-term plans for the student Affairs program which meets the
university’s mission, vision and strategic plans, and which also responds to the needs and requirements of
its students.

= Assists with department academic schedules in coordination with the IT-oracle department and academic
staff as appropriate and in accordance to faculty’s policies and procedures.

=  Works in a team inside the faculty with the team of Student Affairs, other Student Affairs offices and
University staff to plan and implement social/ thematic programs during the year.
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=  Follows up in collaboration with administrative and academic committees; social, cultural and recreational
activities plan of students’ groups (field trips, external competitions, conferences, simulations, guest
speakers sessions, etc.), scheduling events to prevent overlap, communicating with the public relations
department to ensure adding data to central calendar and meeting with students and faculty groups to
plan activities.

= Coordinates new students’ orientation in cooperation with family leaders.

=  Follow up with control during exams for students with special cases who are having health problems.

= Handling TA’s proctoring plan.

= Follow up with Graduate Affairs for military service students.

= Provides support and collaboration with colleagues to ensure a smooth administration workflow process
in cases of; registration, conferences, absence of a team member, etc.

Communication

= Handles students’ requests, complains or grade appeals/ remark requests as appropriate.

= Regularly meets with students, parents and staff, as a liaison between the University Management and
Faculty Administration, communicates concerns and policies, and offers suggestions for improving their
satisfaction level.

=  Provides office support including: screening and handling telephone communications, greeting and
directing visitors, and dealing with administrative problems and inquiries, as appropriate.

Documentation

= Maintains records management by using a variety of software packages to produce correspondence,
documents and maintains; presentations, records, spreadsheets, students’ complains and requests.

= Organizes and stores paperwork, documents and computer-based information or requests of upgrade,
replacement, etc.

=  Files and retrieves faculty Student Affairs documents, records, reports and students’ files.

= Ensures database is updated for Student Affairs related matters e.g.: students’ information, exemption
and withdrawals data, etc.

= Prepares; reports, memos, letters, and other documents, using word processing, spreadsheet, database,
and/or presentation software.

= Submits frequent reports on workflow to the faculty Dean.

Other related faculty administrative, student affairs, quality duties may apply as appropriate.

Internal: External:

e Faculty Dean e External guests or visitors

e Head of Department(s)

L. e Other academics inside/outside

Communication
the college

e Faculty Student Affairs Team

e Students

e Academic Administration Staff
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e Other faculties and units within
the university
e Support Services Departments

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office

Working Condition equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.
Essential: Preferable:
Educational Qualifications Bachelor’s Degree in related Professional certificate in related
discipline discipline.
Experience e 1-2 years of experience in a similar role.
o Computer Skills:
c
°EJ Advanced skills in using Microsoft office; word, excel, and PowerPoint.
o Knowledge, Skills and Abilities | Language Ability:
: . . . . . g .
A High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
m .
= write reports
= Competencies Core Competencies:
Technical Competencies:
v v v
Head of Quality Head of Student Head of Graduate
Assurance unit Affairs unit Affairs unit
A4
Office Manager %
Organizational PR
Chart Sr. Administration i e tration Sr. Administration Sr. Administration
Nl Executive - Quality bl Ercutive Executive - Executive - le]
Student Affairs Graduate Affairs
Administration Administration Administration Ganistration
Nl Executive - Quality b Executive Executive - Executive - le/
Student Affairs Graduate Affairs
Administration Administration poministration Ganiskiation
> Assistant - Quality b Assistant Assistant - Student }¢ Assistant - l¢/
Affairs Graduate Affairs
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Job Code: Band Grade
Job Title: Administration Assistant -Student Affairs
c
3 Academic
© Division . . Department Section Student Affairs
g Administration
"g Assignment | Full-Time v/
= . Creation Date: 18/10/2016 Revision Date: 07/11/2019
g | Category Part-Time O
. _ . . Head of Facult Subordinates
Job Family Administrative Reporting to: ead o acu. Y N/A
Student Affairs (if applicable)
2| Creates a sense of community amongst students, and administers all students’ related activities “e.g. extra-curricular
s g. and co-curricular programs of students’ affairs” in order to ensure effective student engagement practices and high
- S
o

level of students’ satisfaction towards faculty’s services and support.

=  Primary and Essential Roles and Responsibilities

Job Duties and Responsibilities

Student Affairs Support and Administration

=  Provides extensive support to preliminary advising services (Academic majors, Achieved credit hours, GPA,
Pre-requisites, Grading system, Probation rules, student transfers, etc.).

=  Follows up registration process and reviews the withdrawal, incomplete, exemption, deprivation and deferral
cases.

= Supervises and monitors students’ attendance and causes.

= Coordinates the arrangements of faculty board of study meetings including; handling operational tasks, taking
minutes of meeting, informing attendees, printing and documenting meeting agenda and action plan.
= Provides extensive support system to probated students through; advising, counselling and blocking in case of

exceeding chances.

= Monitors and follows up late payments to investigate reasons or speeding up the process.

= Follows up late registrations to ensure efficient use of resources within the academic context.

= Encourages, supports and monitors student activities and engagement programs and events.

= Reviews, investigates and analyzes allegations of violation of the Student Code of Conduct

= Co-ordinates and suggests innovative and proactive programs, services, procedures which respond to
changing needs and requirements of the university’s student community and which enhances the university’s
viability for student recruitment and retention purposes.

=  Follows academic calendar, long-term and short-term plans for the student Affairs program which meets the
university’s mission, vision and strategic plans, and which also responds to the needs and requirements of its
students.

= Assists with department academic schedules in coordination with the IT-oracle department and academic
staff as appropriate and in accordance to faculty’s policies and procedures.

=  Works in a team inside the faculty with the team of Student Affairs, other Student Affairs offices and
University staff to plan and implement social/ thematic programs during the year.

=  Follows up in collaboration with administrative and academic committees; social, cultural and recreational
activities plan of students’ groups (field trips, external competitions, conferences, simulations, guest speakers
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sessions, etc.), scheduling events to prevent overlap, communicating with the public relations department to
ensure adding data to central calendar and meeting with students and faculty groups to plan activities.

= Coordinates new students’ orientation in cooperation with family leaders

=  Follow up with control during exams for students with special cases who are having health problems.

= Handling TA’s proctoring plan.

=  Follow up with Graduate Affairs for military service students.

= Provides support and collaboration with colleagues to ensure a smooth administration workflow process in
cases of; registration, conferences, absence of a team member, etc.

Communication

= Handles students’ requests, complains or grade appeals/ remark requests as appropriate.

=  Regularly meets with students, parents and staff, as a liaison between the University Management and Faculty
Administration, communicates concerns and policies, and offers suggestions for improving their satisfaction
level.

=  Provides office support including: screening and handling telephone communications, greeting and directing
visitors, and dealing with administrative problems and inquiries, as appropriate.

Documentation

=  Maintains records management by using a variety of software packages to produce correspondence,
documents and maintains; presentations, records, spreadsheets, students’ complains and requests.

= QOrganizes and stores paperwork, documents and computer-based information or requests of upgrade,
replacement, etc.

=  Files and retrieves faculty Student Affairs documents, records, reports and students’ files.

= Ensures database is updated for Student Affairs related matters e.g.: students’ information, exemption and
withdrawals data, etc.

=  Prepares; reports, memos, letters, students activity year book and other documents, using word processing,
spreadsheet, database, and/or presentation software.

= Submits frequent reports on workflow to the faculty Dean.

Other related faculty administrative, student affairs, quality duties may apply as appropriate.

Internal: External:
e Faculty Dean e External guests or visitors

e Head of Department(s)
e Head of Student Affairs
e Other academics inside/outside

Communication the college
e Faculty Student Affairs Team
e Students

e Academic Administration Staff
e Other faculties and units within
the university
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e Support Services Departments

Financial Responsibility

N/A

This role requires long working hours planning, analyzing and using office

Working Condition equipment and computers, and occasional social and outdoor activities. The noise
level in the work environment is usually moderate.
Essential: Preferable:
Educational Qualifications Bachelor’s Degree in related Professional certificate in related
discipline discipline.
Experience e 0-1years of experience in a similar role.
o Computer Skills:
: . . . . . .
g Advanced skills in using Microsoft office; word, excel, and PowerPoint.
g Knowledge, Skills and Abilities | Language Ability:
: . . . . . g .
E‘ High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
3 write reports
= Competencies Core Competencies:
Technical Competencies:
Dean ’
I
v v v
Head of Quality Head of Student Head of Graduate
Assurance unit Affairs unit Affairs unit
7 p — |
Office Manager
-
Organizational —
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Administration
gl Executive - Quality
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Administration
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Administration
N g Assistant - Quality

Executive -
Student Affairs

Administration J‘

Administration
Executive -

|

Graduate Affairs

Administration
| Assistant

Administration

Assistant -
Student Affairs

Administration
Assistant -
Graduate Affairs
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process that contributes effectively to improving the learning experience within the faculty.

Job Code: Band Grade
Job Title: Sr. Administration Executive-Quality
c
o . Academic . Quality Assurance
b= D D
g ivision Administration epartment Section Unit
S | Assi t | Full-Time v/
g | OsSlehmen _ Creation Date: | 18/10/2016 Revision Date: | 30/10/2019
= Category Part-Time OO
o
- H f Facult .
. - . . ead. ot raculty Subordinates
Job Family Administrative Reporting to: Quality Assurance .
Unit (If applicable)
2
g3 The Sr. Administration Executive of quality plays pivotal role in improving and developing the faculty administration
= 5
o

Job Duties and Responsibilities

=  Primary and Essential Roles and Responsibilities

Quality Assurance Unit Support and Administration:

= Co-ordinates and implements office procedures and daily administrative requirements besides being
frequently responsible for specific projects and tasks as appropriate to the job level.

= Devises and maintains office systems, procedures and regulations.

= Reviews administrative operating practices, documentation forms and procedures in order to determine
whether improvements can be made in areas such as workflow, reporting procedures, forms design or
expenditures.

= Arranges related Quality Unit meetings including handling logistics, taking minutes, informing attendees,
producing meeting agenda and keeping notes.

= Set regular meetings with Lecturers and Teaching Assistants upon request.

= Set meetings with referral students as per the British Partner for students' academic meeting

= Handles purchasing requests for Quality Unit work requirements.

= Assist the Quality Assurance Unit regarding the various preparatory Administrative tasks related to British
Partner visit.

= Track Staff academic submissions as per required by the Quality Assurance Unit, and submit a brief
progression report regarding the pending deliverables (usually by asking via phone respective Lecturers or
Teaching Assistants about the status of their submission).

= Handle miscellaneous administrative tasks as per request by the Quality Assurance Unit photocopying,
typing, archiving module's portfolios, etc.

=  Provides support and collaboration with colleagues to ensure a smooth administration workflow process in
cases of; registration, conferences, absence of a team member, etc.

Communication:

=  Provides staff and office support to include screening and handling telephone communications, greeting
and directing visitors, and dealing with administrative problems and inquiries, as appropriate.

= Liaise between the Quality Assurance Unit and other parties in regard to administrative tasks related the a
academic implementations upon request

=  Prepares responses to correspondence containing routine inquiries as appropriate.

85




MSA UNIVER!
ulaYlg dlianll aglell pgis

Documentation:

= Maintains records management by using a variety of software packages to produce correspondence,
documents and maintains; presentations, records, spreadsheets, students’ complains and requests.
= QOrganizes and stores paperwork, documents and computer-based information or requests of upgrade,

replacement, etc.

=  Files and retrieves Quality Unit documents, records, and reports.

= Prepares reports, memos, letters, and other documents, using word processing, spreadsheet, database,
and/or presentation software.

= Collect data from the oracle in partial preparation of students' academic profiles (for British Partner).

=  Document the minutes of the board of Study Meeting for the Quality Assurance unit

Other related faculty administrative, student affairs, quality duties may apply as appropriate.

Communication

External:
External guests or visitors

Internal:
e Faculty Dean °

e Head of Department(s)

e Faculty Quality Assurance Unit

e Quality Assurance Centre

e Other academics inside/outside
the college

e Students

e Academic Administration Staff

e Other faculties and units within
the university

e Support Services Departments

Financial Responsibility

N/A

Working Condition

This role requires long working hours planning, analyzing and using office
equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.

Educational Qualifications

Essential: Preferable:

Bachelor’s Degree in related Academic certificate in related discipline.

discipline

Job Requirements

Experience

e More than 3 years of experience in a similar role.

Knowledge, Skills and Abilities

Computer Skills:

Advanced skills in using Microsoft office; word, excel, and PowerPoint.

Language Ability:
High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
write reports

Competencies

Core Competencies:

Technical Competencies:
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Acknowledgement of Receipt

I hereby, certify and confirm that | have received and read my Job Description and accept the tasks and responsibilities

assigned to the position.

Employee (Print) Employee (Signature)

Date

| certify that this job description is an accurate description of the responsibilities assigned to the position.

Direct Manager (Print) Direct Manager (Signature)

Date
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Job Code: Band Grade
Job Title: Administration Executive-Quality

. Academic ] Quality Assurance
Division Administration Department Section Unit
Assi t | Full-Time v . .

ssignmen Creation Date: | 18/10/2016 Revision Date: | 30/10/2019

Category Part-Time O

Job Information

Head of Faculty Subordinates

Job Family Administrative Reporting to: Quality Assurance ) N/A
Unit (If applicable)

Job
Purpose

The Quality Administration Executive plays pivotal role in improving and developing the faculty administration
process that contributes effectively to improving the learning experience within the faculty.

=  Primary and Essential Roles and Responsibilities

Job Duties and Responsibilities

Quality Assurance Unit Support and Administration:

= Co-ordinates and implements office procedures and daily administrative requirements besides being
frequently responsible for specific projects and tasks as appropriate to the job level.

= Devises and maintains office systems, procedures and regulations.

= Reviews administrative operating practices, documentation forms and procedures in order to determine
whether improvements can be made in areas such as workflow, reporting procedures, forms design or
expenditures.

= Arranges related Quality Unit meetings including handling logistics, taking minutes, informing attendees,
producing meeting agenda and keeping notes.

= Set regular meetings with Lecturers and Teaching Assistants upon request.

= Set meetings with referral students as per the British Partner for students' academic meeting.

= Handles purchasing requests for Quality Unit work requirements.

= Assist the Quality Assurance Unit regarding the various preparatory Administrative tasks related to British
Partner visit.

= Track Staff academic submissions as per required by the Quality Assurance Unit, and submit a brief
progression report regarding the pending deliverables (usually by asking via phone respective Lecturers or
Teaching Assistants about the status of their submission).

=  Prepare for the UK summer school programs such as announcements, handling applications and
interviews.

= Handle miscellaneous administrative tasks as per request by the Quality Assurance Unit photocopying,
typing, archiving module's portfolios, etc.

=  Provides support and collaboration with colleagues to ensure a smooth administration workflow process
in cases of; registration, conferences, absence of a team member, etc.

Communication:

=  Provides staff and office support to include screening and handling telephone communications, greeting
and directing visitors, and dealing with administrative problems and inquiries, as appropriate.

= Liaise between the Quality Assurance Unit and other parties in regard to administrative tasks related the a
academic implementations upon request
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=  Prepares responses to correspondence containing routine inquiries as appropriate.
Documentation:

= Maintains records management by using a variety of software packages to produce correspondence,
documents and maintains; presentations, records, spreadsheets, students’ complains and requests.

= QOrganizes and stores paperwork, documents and computer-based information or requests of upgrade,
replacement, etc.

=  Files and retrieves Quality Unit documents, records, and reports.

=  Prepares reports, memos, letters, and other documents, using word processing, spreadsheet, database,
and/or presentation software.

= Collect data from the oracle in partial preparation of students' academic profiles (for British Partner).

=  Document the minutes of the board of Study Meeting for the Quality Assurance unit

Other related faculty administrative, student affairs, guality duties may apply as appropriate.

Internal: External:
e Faculty Dean e External guests or visitors

e Head of Department(s)

e Faculty Quality Assurance Unit

e Quality Assurance Centre

e Other academics inside/outside

Communication the college

e Students

e Academic Administration Staff

e Other faculties and units within
the university

e Support Services Departments

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office
Working Condition equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.

Essential: Preferable:
Educational Qualifications | Bachelor’s Degree in related Academic certificate in related
discipline discipline.
Experience e 1-3 years of experience in a similar role.

Computer Skills:

Advanced skills in using Microsoft office; word, excel, and PowerPoint.
Knowledge, Skills and Abilities | Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
write reports

Job Requirements

Competencies Core Competencies:

Technical Competencies:
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process that contributes effectively to improving the learning experience within the faculty.

Job Code: Band Grade
Job Title: Administration Assistant-Quality
c
5 - -
= Division Acad.er.mc . Department Section Qu.ahty Assurance
& Administration Unit
§ i Full-Time v
£ | Assignment _ Creation Date: | 18/10/2016 Revision Date: | 30/10/2019
= | Category Part-Time O
O
- Head of Faculty .
Subordinates
Job Family Administrative Reporting to: Quality Assurance u ! NA
. (If applicable)
Unit
2
3 S The Quality Administration Assistant plays pivotal role in implementing and operating the faculty administration
=5
o

= Primary and Essential Roles and Responsibilities

Job Duties and Responsibilities

Quality Assurance Unit Support and Administration:

= Co-ordinates and implements office procedures and daily administrative requirements besides being
frequently responsible for specific projects and tasks as appropriate to the job level.

= Devises and maintains office systems, procedures and regulations.

= Reviews administrative operating practices, documentation forms and procedures in order to determine
whether improvements can be made in areas such as workflow, reporting procedures, forms design or
expenditures.

= Arranges related Quality Unit meetings including handling logistics, taking minutes, informing attendees,
producing meeting agenda and keeping notes.

= Set regular meetings with Lecturers and Teaching Assistants upon request.

= Set meetings with referral students as per the British Partner for students' academic meeting

= Handles purchasing requests for Quality Unit work requirements.

= Assist the Quality Assurance Unit regarding the various preparatory Administrative tasks related to British
Partner visit.

=  Track Staff academic submissions as per required by the Quality Assurance Unit, and submit a brief
progression report regarding the pending deliverables (usually by asking via phone respective Lecturers or
Teaching Assistants about the status of their submission).

= Prepare for the UK summer school programs such as announcements, handling applications and interviews.

= Handle miscellaneous administrative tasks as per request by the Quality Assurance Unit photocopying,
typing, archiving module's portfolios, etc.

= Provides support and collaboration with colleagues to ensure a smooth administration workflow process in
cases of; registration, conferences, absence of a team member, etc.

Communication:

=  Provides staff and office support to include screening and handling telephone communications, greeting
and directing visitors, and dealing with administrative problems and inquiries, as appropriate.

= Liaise between the Quality Assurance Unit and other parties in regard to administrative tasks related the a
academic implementations upon request
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=  Prepares responses to correspondence containing routine inquiries as appropriate.

Documentation:

= Maintains records management by using a variety of software packages to produce correspondence,
documents and maintains; presentations, records, spreadsheets, students’ complains and requests.

= QOrganizes and stores paperwork, documents and computer-based information or requests of upgrade,
replacement, etc.

=  Files and retrieves Quality Unit documents, records, and reports.

= Prepares reports, memos, letters, and other documents, using word processing, spreadsheet, database,
and/or presentation software.

= Collect data from the oracle in partial preparation of students' academic profiles (for British Partner).

=  Document the minutes of the board of Study Meeting for the Quality Assurance unit

Other related faculty administrative, student affairs, quality duties may apply as appropriate.

Internal: External:
e Faculty Dean e External guests or visitors

e Head of Department(s)

e Faculty Quality Assurance Unit

e Quality Assurance Centre

e Other academics inside/outside

Communication the college

e Students

e Academic Administration Staff

e Other faculties and units within
the university

e Support Services Departments

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office
Working Condition equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.

Job Requirements

Essential: Preferable:
Educational Qualifications Bachelor’s Degree in related Academic certificate in related discipline.
discipline
Experience e 0-1years of experience in a similar role.

Computer Skills:

Advanced skills in using Microsoft office; word, excel, and PowerPoint.
Knowledge, Skills and Abilities | Language Ability:

High proficiency of Arabic and English Languages; Ability to interpret, analyze, and
write reports
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Job Information

. . . Job Code: Band Grade
Job Title: Library and Learning Resources Manager
Profession Department Library and Section
Learning
Resources
Assignment Full-Time M
& ! I, Creation Date: 23/10/2016 Revision Date: 28/07/2019
Category Part-Time [
Subordinates NA
Job Famil Reporting to:
Y porting (If applicable)

Job Purpose

The Library and Learning Resources Manager manages the day-to-day running of MSA Library and oversees its
development as a key component in MSA’s teaching and learning environment.

The Manager is responsible for ensuring the response to the needs of students and staff through organizing,
managing, and developing the library resources relevant range of reading matter, reference materials, research
tools and information services as possible and information with the support of the faculty curriculum, in order to
support teaching and facilitate independent learning.

Managerial Roles and Responsibilities: (If Applicable)

= Develops strategic plans for the Library and Learning Resources department in alignment with the
University strategic and operational objectives.

=  Manages, coaches and develops subordinates in compliance to the overall appraisal and performance
management guidelines and to personally appraise staff in conjunction with other specifically approved
colleagues, to ensure the contribution and capability of staff in the department is enhanced through the
appraisal process and to monitor the effectiveness of this process including the maintenance of records of
staff development activities.

= Maintains personal competence and performance through the IDP- Individual Development Plan and
professional development emerging in part from appraisal by the Director .

=  Ensures effective and desirable performance enhancement through monitoring training and development
efforts and conducting staff training session for the department team in appropriate to their levels and
job nature.

Job Duties and Responsibilities

Primary and Essential Roles and Responsibilities

= Supervising the selection, development, cataloging and classification of library resources.

= Supervising the use of library systems and specialized computer applications.

= Qverseeing communication with faculty members in external departments and organizations and suppliers,
keeping pace with developments in the library sector and participation in professional groups or networks.

=  Ensuring that library services meet the needs of particular groups of users (such as employees and graduate
students) and establish effective working relationships with faculty and students.

= Supervising the management of resources and supporting the provision of reading lists and the allocation of
the duration and rules of borrowing and the translation of library resources to users.

= Supervise the support of independent research and learning.
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= Supervise the development of IT facilities.

= Supervise the help of readers to use computers, research and others.

= Supervising the development and management of books and magazines (paper and electronic), as well as
websites.

= Supervising the establishment, modernization and management of electronic and printed information
resources.

=  Supervise the coordination and delivery of digital information courses for students, researchers and staff.

= Supervising the assistance of researchers in research using databases, printed resources and the Internet.

=  Follow-up of the performance of staff and work flow and the movement of holidays.

= Evaluation of the performance management personnel

Internal: External:

e University President

e Vice President(s)

e Academic Staff

e Heads of Departments

e Students

e Administrative Staff

e Quality Assurance and Accreditation
Centre

Communication

Financial Responsibility | As agreed on annual budget

This role requires planning, analyzing and using office equipment and computers, and

Job Requirements

Working Condition occasional social and outdoor activities and capability to work under pressure and
sometimes out of office hours.
. Essential: Preferable:
Educational

e Bachelor degree in a related discipline. e Professional or academic

ualifications
Q certificate/Diploma in a related field.

Essential: Preferable:
Experience o +7 VE?I'S of experience in Library.and °
Learning Resources. Broad teaching
experience.
Essential:
= Excellent command of English language.
=  Possess a high-level of interpersonal skills and demonstrated ability to work
independently, and as part of a team across both the education and service sectors.
= Excellent Business writing skills.
= Excellent command of using Microsoft package “PowerPoint, Word, and Excel.”
Skills and Abilities = Excellent Administration skills.

= Ability to handle multiple projects and tasks.

=  Financial Literacy.

= High level networking and liaison skills, both internally across the University and
externally.

= Excellent problem solving skills, with the ability to think laterally.

=  Excellent communication skills, written and verbal.
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Desirable:

= Distinguished level of business acumen

= Planning and Project Management Skills

= Excellent people management skills

= Attention Management Skills

e Ability to manage for task and people. Anticipates and manages potential
performance issues. Sets high standards of performance and KPIs.

Competencies

Core Competencies:

Leadership Competencies:

Strategic Thinking: Takes a proactive, broad-based, long-term perspective on
the business; develops and sets effective action plans with interpersonal skills
to guide others toward the accomplishment of strategic objectives of own
faculty Department and is able to think strategically, envisioning the future of
own area and/or specialization in and beyond the context of Faculty/Division
strategy and the University strategy.

Business Judgment: Possesses knowledge of key areas of the business and the
University to effectively make decisions and solve problems by aligning
solutions with MSA’s best interests

Enabling Change: Inspires others to embrace change in a positive and
constructive ways, encourage their teams and stakeholders to work in
innovative ways, effectively together and clearly articulate the reasons and
need for change and be able to empower others by communicating a vision
and rationale for change.

Leadership: Able to create an effective and productive working environment in
line with MSA mission, vision and values, Sets team direction by clearly
communicating expectations and empowering employees and provides
opportunities for development.

Fostering Innovation: Champions and facilitates the development of new
solutions, services and new ideas that improves services, methods or
approaches. Shows the ability to turn difficult situations into opportunities,
promotes creativity, takes calculated risks, challenges the status quo, and
develops best practices and continuously improve.

Technical Competencies:

Organizational

Chart

Career Path
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Job Code: Band | Grade
Job Title: Library and Learning Resources Specialist

= Division Department Library and Section
"é Learning Resources
S Assignment | Full-Time v/ ) o
< C ] Creation Date: 23/10/2016 Revision Date: | 28/07/2019
= ategory | part-Time O
5]
- Job Family Reporting to: Library and Subordinates N/A
Learning Resources | (if applicable)
Manager

The Library and Learning Resources Specialist assists in managing the day-to-day running of MSA Library and
g participates in its development as a key component in MSA’s teaching and learning environment, also responsible
o for the organization and development of library resources and information retrieval in support of the faculty
>
g curriculum and in response to the needs of students and staff to ensure that all students and staff have ready access
S to as broad and relevant range of reading matter, reference materials, research tools and information services as

possible, in order to support teaching and learning throughout the school and facilitate independent learning.

Job Duties and Responsibilities

=  Primary and Essential Roles and Responsibilities

= Implements all Library/Learning Resources Center programs and services, including facility use,
individualized instruction and other designated programs and services.

= Assists in developing and implementing technical library services, processes, procedures, and systems
including acquisition, cataloging, processing, electronic databases, and automation systems in
collaboration with librarians.

= Assists with developing strategic plans for the library and learning resources departments.

= |dentifies, develops, and implements learning resources services that meet the instructional needs of
students in collaboration with managers, faculty, and staff.

=  Prepares and submits a variety of reports required for MSA use; compiles information, conducts surveys,
and responds to requests for information.

= Collaborates in managing learning resource selection and purchases for the Library in liaison with LRC
Manager.

= Coordinates the operation of the Learning Resources Center including the acquisition of material for
learning resources.

= Aids in the selection, acquisition, management and evaluation of resources and information in all formats,
the organization of these resources, including classification and cataloguing to support teaching and
learning and to ensure equality of access.

= Manages and maintains an integrated library system, cataloguing and classification of LRC printed and
online resources to ensure effective retrieval.

= Helps in the Library’s contribution to literacy programs and inspire and enthuse students to read widely.

= Arranges and coordinates events linked to World Book Day and other special calendar days throughout
the year including organizing and running of competitions linked to literacy and promoting the LRC.

= Collaborates in a variety of e-learning projects to ensure that projects are effectively implemented and
delivered to deadline.
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=  Collaborates with library and learning resources faculty and staff to conduct outreach to the campus
community to encourage the effective use of resources, services, facilities, and equipment associated with
learning resources; assists faculty and students in the use of learning resources equipment and
technology.

=  Encourages students and staff to use the Library through supporting a wide range of library based
activities.

= Assists in developing learning resources, in collaboration with academic staff and Program Managers, in
order to meet the needs and requirements of all courses offered.

= Collaborates with Heads of Departments in the design and delivery of resources for specific projects and
courses.

= Contributes to students’ learning at MSA, working in close partnership with the academic staff and in line
with MSA Teaching and Learning strategy. Supports students to make effective use of the resources
available and support and monitor pupils independently studying in the library.

= Consults with college administration, faculty and students to determine their information, learning
support and education technology needs.

= Informs and counsels faculty on matters related to the improvement of librarianship.

=  Works with individual departments to develop subject-specific teaching and learning resources both
within the Library and across the University.

= Inthe event of absence due to illness, the post-holder must attempt to arrange a swap with a colleague
such that the contractual hours of work can still be fulfilled.

Internal: External:
e Students
Communication e Academic Staff

e Support Services

Financial Responsibility N/A

This role requires long working hours planning, analyzing and using office
Working Condition equipment and computers, and occasional social and outdoor activities. The
noise level in the work environment is usually moderate.

Essential: Preferable:

Educational Qualifications Bachelor degree in a related discipline. | Professional or academic
certificate/Diploma in a related field.

Experience e +3years of experience in Library and Learning Resources.

Job Requirements

e Excellent command of English language.

e Possess a high-level of interpersonal skills and demonstrated ability to
work independently, and as part of a team across both the education and

Knowledge, Skills and Abilities service sectors.

e Excellent Business writing skills.

e Excellent command of using Microsoft package “PowerPoint, Word, and

Excel.”

e Excellent Administration skills.
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e Ability to handle multiple projects and tasks.

e Financial Literacy.

e High level networking and liaison skills, both internally across the
University and externally.

e Excellent problem solving skills, with the ability to think laterally

e Excellent communication skills, written and verbal.

Competencies

Core Competencies:

Technical Competencies:

Organizational
Chart

Career Path
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