N\

7~ \
IOOR

\

Independent agency for
accreditation rating

Job description of
Project manager for accretion of technical and p&)fessmnal education
organizations

organizations of Non-profit institution «the I endent AccreditafiQn and rating
Agency» is appointed on the position and rele from responmbd{@se%y
director’s order under the existing labor Iw
2. Project manager for accreditatj f technical an%@'fessmnal education
organizations reports directly to the tor. Q %
3. On the position of Project ager should be apfdinted a person Wm@ er
education and work experience Q’j\educatlonal sphere & at least 3 years, Q_@vmg the

basics of record keeping. N\
4. In its work, Projeot\t%anager for accr@&on of technical g?professmnal
education organizationé@gmded by:

1) Legislative@h;l other normative aI acts of the Re@ﬁl\lc of Kazakhstan,
regulating educ al and scientific égb& e of actlvmes
2) State oghlgatory educatlona dards and spema Ions classifier;

the Agency

1. Project manager for accreditation of telgth;q and professional education

3) Policy on State Accredit Board of the er{ﬁry of Education and Science
of the R lic of Kazakhstan()
licy on external rt commission of cAgency,

%) Standards of in%@onal accreditati %educatlonal organizations;
@Q 6) Standards of Speti alized accredltatl Q‘r\geduca'uonal organizations;

7) The code ics of external a itation expert;

8) Gwde on organlzatl onducting external audit in the process of
educational g zatlons accredu?ﬁ'

9) line on conducti If-assessment of educational organizations;

1% ethodical base%@ ranging educational programs and educational
organ}x tions;
11) Article of ASSQQA ion of the Agency, orders and management assignments,
regulating his/her a es and present job description.

5. Project @ger for accreditation of technical and professional education
organizations shotld have computer skills on Word, Excel, Power Point and Internet.

6. For business purposes, Project manager for accreditation of technical and
professional education organizations can have business trips.
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2. Job responsibilities

7. Project manager for accreditation of technical and professional education
organizations should:

1) Plan and conduct activities on institutional and specialized accreditation of
technical and professional education organizations;

2) Control the timeliness and quality execution of taskgaassigned to him/her;

3) Ensure the timely implementation of cont(&(%cuments, the Agency
management assignments;

4) Develop the Schedule of project work: é&educational organizations by
external expert commissions; g

5) Compose the schedules of seminars, rep@% review; O

JPOSE A AN -
6) Participate in the developmen';ga@%ﬁ legal framewopk @r accreditation of

technical and professional education and@NUcational progr

ams:
7) Participate in the developm&ﬁ» f standards for %&ltional and spep%@ed
N

accreditation (in the field of study
8) Develop teaching and rence materials.@%uality assuranceQ.@ational
education; 2;0 N\
9) Organize training&seminars in educati@@organizations opb@ -assessment
and internal quality a nce; <
10) Organize onduct training s %ars for experts o illment of external
quality assurang rocedure within itutional and spe{;‘p zed accreditation of
technical an% essional educat'o@organizations; 6\
11) Crokdinate the organizat\'i) of external expert v@hmissions members;
12 lew report on S{\Kba sessment of tec | and professional education
orga Ions; %2
@13) Request fromg@ Agency obserg@)& necessary information on T&PE
anizations, which coordinate;
b 14) Assist i @;?gtion of external ts database;
\Q 15) Partic@ in the preparati(@ prospective and current plans for Agency’s
activities; @&
16) Qcipate in the workQfexternal expert commission within institutional and
special accreditation as%m observer (organization and coordination of external
expert™dcommission visitQ the educational organizations, preparation of full
documents for conduct@r‘visit of external expert commission);
17) Provide ne@s ary materials to the accredited educational organizations
database; Q
18) Prepare mformation on accreditation of technical and professional education
organizations/educational programs;
19) Prepare and provide on the Agency management approval forms to obtain
statistical data from educational organizations;
20) Conduct the analysis of status and development tendencies of technical
and professional education system in the Republic of Kazakhstan by the results of
accreditation of educational organizations and educational programs;
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21) Prepare and regularly publish materials on the work of external expert
commission on the Agency’s website;

22) Perform other assignments of the Agency’s management.

(

3. Rights

8. Project manager for accreditation of technical and professional education
organizations has the right to:

1) Receive from the Agency management all nec information to perform
his/her duties (assignments, orders) methodical, ra‘lag} ry and other management
materials;

2) Participate in the Agency meetings; a}

3) Familiarize with the Director’s decisié®projects concern@he activities of

the Agency; . >
4) Request information, by the D@Z%r’s order, from %tional organizations,
employers, public associations, etc.; ’\\ QO
5) Submit to the Agency agement appro%@nalytlcal statem%é\and
memos on issues related to hi r competence; -

6) Participate in semi l@mg international, @%nmg the

conferences, ir]g\‘
in the educational o izations;

issues of quality assura
7) Participate, as, agreed, as an expe(@m the expert com@‘?ons of foreign
accreditation and r ﬁp agencies;

8) Participagghin working groups o?’rssues of educatlon{bquallty guarantee;

9) Has@ght for quallflca;{qg improvement. &
\ 2\
e}@ *4 Responsibili 00

@% Project managﬁg@r accreditation @ chnical and professional education
I

anizations is res e for:
b 1) Non-fulf t (improper per@ﬂhance) of his/her duties under this job
description, w the limits of th@%&(lstmg labor legislation of the Republic of

Kazakhstan,

2) I@%ubmlssmn of do@ments to the management approval and ensure its
safety\

3) Property damage {\wthm the defined limits of the labor and civil law of the
Republic of Kazakhst (2

4) Irrational a@‘n ccurate use of material and technical resources, assigned to
him/her; \(\

5) Failure to comply with the professional ethics and work discipline;

6) Disclosure of confidential business information.

Familiar with this job description:
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