®

Independent agency for
accreditation rating

Job description of
Head of the post-accreditation monitoring project

1. This job description defines the duties, rights and responsibility of the Head
of post-accreditation monitoring project of Non-profit institution «the Independent
accreditation and rating Agency» (hereinafter — Head of the project).

2. Head of the project is appointed and released. ( responsibilities by the
Agency director’s order under the existing labor |

3. Head of the project reports directly to the A y director.

4. On the position of the Head of project sh be appointed a pegson with higher
education and work experience for at Ieast ears, knowing th&@ﬁ cs of record
keeping in the state language. >

5. In its work, the Head of project !@lded by: Q’

1) Legislative and other nor legal acts of th public of Kazak
regulatory legal acts of the Min& of education and ‘Bcience of the Rep@c of
Kazakhstan: 0\ . OQ Q:D'

2) Administrative docn.?&ts of the Agency ector; e}

3) Rules of internal work regulations; 6\ QS

4) This job descriflh. ’0

5. The Head oject should kno

1) Legisl gﬁind other normati \el’egal acts of the,@’ubllc of Kazakhstan,
e

regulating t re of educatlo SC|ent|f|c act|V|t|
2) St |gatory educatio ndards and spe @azatlon classifier;
y on post-ac tatlon monltorn@;’ procedure of educational
instit s\educational pr S;
Policy on Accre?@yon Board; &

@Q 5) Standards of irgtitutional accredlta%s\of educational organizations;
b 6) Standard %{sbemallzed accreéd@g@ of educational institutions;
\Q 7) The c@of ethics of the al accreditation expert and members of
Accredltatlo ?\Q)
ﬁne on organlza and conducting external audit in the process of

educat institutions accr. tatlon
Gmdellne on co@tmg self-assessment of educational institutions and

educational program;

10) Article of &clatlon of the Agency, orders and management assignments,
regulating his/her@¢tivities and present job description.

6. The Hea%’ of project should have computer skills on Word, Excel, Power
Point and Internet.

7. For business purposes, the Head of project can have business trips.
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2. Job responsibilities

10. The Head of project should:

1) Plan and conduct post-accreditation monitoring activities in educational
institutions;

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

3) Ensure timely implementation of control é@y.lments, The Agency
management assignments; X

4) Compose the schedule of visits to ed al institutions within post-
accreditation monitoring, reports review, expgt groups visits of educational
organizations;

5) Organize and coordinate the Age@?s expert group W on educational

organizations; \ Q.
6) Participate in organizatior]@'conductmg the V\@k of the Accreditation
N\

Board;
7) Conduct post- acc&@ﬂaﬂon monlt@? of ed@tlonal
institutions/educational pro

8) Preparation of &Cuments for conck@tmg visit on pf@}lccredltatlon
monitoring;

9) Form dat x of educational @ganlzatlons pass%g'\\post -accreditation
monitoring;

10) Coo@ with the Aan?*’s experts an@(bthe post-accreditation

*

monitoring; ?
11) erate with othergructural units of thégéency, by the request of the
Mana nt;
Facilitate the &gency S image @hvement on the international
tional area;
b@ 13) Perform o@r assignments of tf@)&gency S management.
¥ N
Q %)
@ D righ
: t
R (¥ RS

e Head of projecgﬁ’s the right to:

1) Receive fromt gency management all necessary information to perform
his/her duties (assig%Qnts, orders) methodical, regulatory and other management
materials;

2) Partmpﬁ@m the Agency meetings;

3) Familiarize with the Director’s decision projects concerning the activities of
the Agency;

4)  request information, by the Director’s order, from educational
organizations, employers, public associations, etc.;

5) Submit to the Agency management approval analytical statements and
memos on issues related to his/her competence;
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6) Participate in seminars, conferences, including international, concerning the
issues of educational quality;

7) Participate, as agreed, as an expert in the expert commissions work of foreign
accreditation and rating agencies;

8) Participate in working groups on issues of educational quality;

9) Has the right for qualification improvement.

(

4. Responsibility \}Q

>
12. The Head of project is responsible for: Q~
1) Non-fulfilment (improper performa of his/her dutig %der this job
description, within the limits of the exw@ abor Ieglslatlonfgﬁ he Republic of

Kazakhstan;

2) Late submission of docume@b the managemez\@pproval and ensur&;ts
safety; QO

3) Property damage — WI'[ he defined limits @(\I?lbe labor and civi kﬁ}of the
Republic of Kazakhstan; \

4) lrrational and maihte use of matena@techmcal resour é}as&gned to

him/her;
5) Failuretoc pyW|th the profes &%I ethics and worltg'&mplme
6) DISC|08U[Q§* onfidential busip€ss information.

Q O Qé\
Familiar @»h the job descrlptu@\ S

o

@
A
N\
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