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Independent agency for
accreditation rating

Job description of
Office-manager Q
| &
1. General points Q)
1. Office-manager of Non-profit instituti the Independent accreditation
and rating Agency» (hereinafter - Agency) fghis under the categei@ ef technical

executors, employed and released from I’E?OﬂSIbIlltles by th ncy director’s
order. é‘

On the position of Office-man ould be appomte% erson without Wodb
experience requirements, with the ity to lead personnéPend archival work\\'ﬁ\

2. Office-manager reports(tji ectly to the Diregt@(\

3. In its work, Officev@nager IS guided ders and instruc of the
Director, Article of Assoc(at on of the Agency: other legislative a&egulatory
legal acts of the Reputﬂ@of Kazakhstan, pogites and instructio?\@the Agency,
and this job descriptiof, @) .

On the specifi€ nature of activiti?gffice-manager sh know:

-regulatorghegal acts, policies.gnstructions, other ga€lines and documents
on leading &s?onnel and archival’work of the Agencyﬁg

-%&re of the Agency; )

dards of unifi@<\ system of org&%atlonal and administrative
dogginientation;
- control procedsk'e??c monitoring Offl saﬁdocuments and materials;

be’ - basics of la IWrgamzatlon
\Q - rules otéﬁ\ ical equipment u&)@

- basics gf,¥abor law;

- T I internal work re ons
(@ and regulations or protection.
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2. Job respon&b&é\

4. Office- er should:
1) MaiPtain personnel work of the Agency;
2) Conduct archival work of the Agency;

3) Maintain self-assessment journal of institutional and specialized
accreditation;
4) Coordinate conduction of rating researches of educational work;

5) Form Agency experts database;
6) Form folders for external expert commission;
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7) Publication of External Review reports on the website WWW. |aar kz
3. Rights

5. Office-manager has the right to:

1) familiarize with the projects of the Agency's management decisions,
relating to his/her work; . {\&

2) Propose offers to the management related to ssistance in carrying out

duties and rights. 6Q~
4, Respoﬁaility \(\Q
5. Office-manager is respon5|
1) Non-fulfillment (improper.. rmance) of his/ utles under thISj
description, within the limits of xisting labor Iegl on of the Repu
Kazakhstan;

the existing admmlstratlvek iminal and civil | he Republic of Khstan;
3) Property dama@— within the defme@ its of the existin or criminal
and civil law of the ublic of Kazakhstagry
4) Irrational Q@é? naccurate use terlal and technlq,gb‘esources assigned
to him/her;
5) Fa'lu%‘% comply with préf@smnal ethics andq%;?dlsmplme
6) Ranure to comply wit§torage conditio tection and safety of the
infor n obtained in t ourse of work, ?zﬂiding business, commercial,
%Qvg and other sec:re&ﬁ tected by law;
Q 7) Maintaining i Ing and outgoing é@espondents documents;
8) Preservatl nd timeliness o{\(dénument submission for management
Q con5|derat|on
9) Com ness and tlmellr§@)f documents reregistration, considered by

2) Committed offenc Qn the course of§,§& within the defin mits of

of doshments with atta markers, considered by the management, to the

the mana&@
stration of A eQ&'s Director Assignments and immediate delivery
cé
executors.
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Familiar with the job description:

(Surname, name) (signature, date)
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