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Job description of
Head of international projects and pub&: relations

1. Head of international projects and public rel s of Non-profit institution
«the Independent Agency of Accreditation an% Ing» (hereinafter — Head of
international projects and public relations) & appointed and ¢§<eased from
responsibilities by the order of the Agen director, under @ isting labor
legislation.
2. Head of international projects 5&];9 public relatlong%orts directly to the

Director of the Agency. \ Q
3. On the position of Head offaternational projects @ public relatlonss@ be
appointed a person with higheg-8ducation, knowmg\é% basics of recor@_@ping in

English language.
4. In its work, Head a[%ernatlonal prz@ﬁ@d public relation é{& uided by:

1) Legislative and\@her normative le cts of the Repu&L of Kazakhstan,

regulating educatlo@\and scientific sp
2) State obligqtory educational st ds and special ’ga@assmcatory;

3) PO|IQ§ State Accredi n Board of the stry of Education and

Suence of,th¥ Republic of Kaza \6
y on external ex ommlssmn of th ency;

andards of |nst|tu | accreditation of@’ucational organizations;
Standards of sp% zed accredltatlo ducational organizations;
7) The code of etits

@Q of external exp Au accredltatlon
b 8) Gmdellne@sz\organlzatlon and
\Q educational ms@rons accreditation; @)
9) Guidéhne on conducting ?@ssessment of educational organizations;
10) l\@odlcal basics 0&1 nging educational programs and educational
organi
RN rtlcle of Assoa@n of the Agency, orders and assignments, regulating
his/her activities and b description.
5. Head of |n§ ional projects and public relations should have computer

ucting external audit in the process of

skills on Word, Power Point and Internet.
6. For business purposes, Head of international projects and public relations
can have business trips.

2. Job responsibilities

7. Head of international projects and public relations should:
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14) Participate |
b@\ge Qw

N\

)
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1) Plan and implement measures on international activities of the Agency and
public relations;

2) Control the timeliness and quality execution of tasks, assigned to him/her;

3) Ensure timely implementation of control documents, assignments of the
Agency management on international activities and public relations;

4) Develop international projects schedule and prepare reports;

5) Conduct complex of organizational measur (XOr establishment and
development of external relations and cooperation w, G'§ational and international

partners;

6) Participate in national and international e@n%and projects aimed to develop
and improve the Agency’s activities in accordag@ with internationak&]ds in quality
assurance; Q '\

7) Perform representative functioq%ih cooperation witIQﬁ(Qaia, governmental
and international organizations; 0

8) Ensure prompt notificatior&} senior managerrﬁ, as well as H @@’of
structural divisions of the Ager@gdn all issues relateg(to international agtivities and
public relations; O R

9) Communicate, do &Trespondence W'{Q@oreign accreditatigd>bodies and
quality assurance netwo@, 6 20}

atio

10) Assist in for.zg n of foreign ext@o%f experts datab;&{\

11) Facilitat Agency’s imag@[mprovement on n al and international
educational area® < RN\

12) Par te in the develc#@ent of the legal fr@work of accreditation for
educatio rganizations and ational programs; ()

%@articipate in the_qsVvelopment of tea@gﬁg and reference materials for
quaky assurance of natiogbducation; Q
preparation of%spective and current plans of the

ncy’s activities; N Q)

15) Participat®/in the work of eé@hal expert commission within institutional
and specializ%accreditation as aﬁbobserver (organization and coordination of
external r@ commission V,KS'I to educational organizations, preparation of
documergs<for the visit of the rnal expert commission);

}é\Organize and con@raining seminars for experts with participation of
foreign lectors; N\

17) Conduct ini@study of self-assessments of educational organizations and
(or) educational p ms;

18) Participale in the organization and conduct of the work of the Accreditation
Board,;

19) Conduct the analysis of the status and tendencies of quality assurance
system at the international and European levels;

20) Monitor accreditation of educational organizations/educational programs in
foreign agencies;

21) Perform other assignments of the Agency’s management.
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3. Rights

8. Head of international projects and public relations has the right to:

1) Receive from the Agency management all necessary information to perform
his/her duties (assignments, orders) methodical, regulatory and other management
materials;

2) Participate in the Agency meetings; . Q
3) Familiarize with Director’s decision projects %ﬁgrning the activities of the
Agency;

4) Request information, by the Director’s or@er, from education%)organizations,
employers, public associations, etc.; .

5) Submit to the Agency management approval analyt@}statements and
memos on issues related to his/her co ence;

6) Participate in seminars, cQ nces, including éﬁernatlonal conce@.)ng
issues of education quality;

7) Participate, as agreed, égin expert in the ert commlssmn@orelgn
accreditation and rating age

8) Participate in the ng groups on i LQ&f educational qu guarantee;
9) Has the right fo@qallflcatlon mproﬁ&

. 0
(\& 4. R cr{SIblllty (5\\0
Q¥
9. He d?pr?lternatlonal prOJe%Qand public relatio responsible for:
1) =fulfillment (impr performance) is/her duties under this job
descn@n within the Im@ﬁ\of the existing | legislation of the Republic of
K stan; K

? 2) Late submlsquR“ documents to \\ﬁ‘s management approval and ensure its
e

ty;
3) Propert @qf\age — within the med limits of the labor and civil law of the
Republic of hstan;

4) Irr nal and maccurategggof material and technical resources, assigned to
him/her; Q'

Q) . . .
B\Failure to complw the professional ethics and work discipline;
6) Disclosure of % ential business information.

%)
Familiar with the\@description:
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