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Job description of
Project manager for institutional and spemallzeak@edltatlon of higher
education institutions (0,

1. This job description defines duties, rig nd responsibilitiesnof the Project
manager for institutional and specializedyaccreditation of @%r education
institutions of Non-profit institution <<thed®lependent Agenw\Accredltatlon and
Rating» (hereinafter — Project manager),x\

2. Project manager appoint d released frorr(@sponsmllltles %@e
Director of the Agency order, u the existing laboutegislation. N

3. Project manager depoQ} directly to the é@ency director @&cience

consultant of the Agency. N\
4. On the position ok Project manager s e appointed a pé&with higher
education and work ex nce in education ere for at least rs, knowing the

basics of record keepimy. @ @)

5. Inits wo roject manager is ?Sded by: \\

1) Leglk and other no @ve legal acts of tl@&%epubllc of Kazakhstan,
regulatory\ s of the Mlnlst Education andK@zlence of the Republic of

Kazakhstapy,
dministrative doc@%ﬂs of the Agency; ?*
Rules of intern k regulations; s\o

Q 4) This job descmgt on. X\
5. Prolect% er should know O
1) Leglsla and other normé) Iegal acts of the Republic of Kazakhstan,
regulatm @ational sphere;
)%)‘ bllgatory educati standards and specialized classifier;
u

es of accredltat educational institutions;
ideline on or atlon and conducting accreditation of educational
organizations;
5) Procedure a&%%quwements of conduct of State Accreditation Board of the
MES RK;
6) Policy on State Accreditation Board of the MES RK;
7) Policy on external expert commission of the Agency;
8) Standards of institutional accreditation of educational organizations;
9) Standards of specialized accreditation of educational organizations;
10)  Standards and recommendations of ESG;
11)  Policy on the Expert Councils;
12)  Policy on regulating expert activities of the Agency;
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13) Guideline on organization and conducting external audit in the process of
educational institutions accreditation;

14) Guideline on conducting self-assessment of educational organizations;

15) Article of Association of the Agency, orders and assignments, regulating
his/her activities and present job description.

6. Project manager should have computer skills on \&)rd, Excel, Power Point
and Internet. .

7. For business purposes, Project manag r,gﬁ have business trips.

2. Job responsibili
’bk@s ,’é\g

10. Project manager should:
1) Plan and implement measure
2) Control the timeliness and
3) Ensure timely impleme
Agency management and the K; Xe)
4) Develop project dule: external ?gbert commissions& it to the
Q¥

s >

@nstitutional and Qﬁllized accreditation;
y execution of tasl@assigned to him/her%h
n of control docfignents, assignments’\ e

educational organizations( Q

5) Prepare schedtﬂ@of seminars, revie orts; (o

6) Participate ~td the developme f the internal r@l\atory framework,
regarding accredj n of higher educa{pe institutions and tional programs;

7) Parg~ e in the develo t of standards for Ss tutional and specialized
accreditatignXi

Qn\(in the field of prep% on); KQ
Serlop methods azc\('y erence materialséf.v quality assurance of national
educatiyn;

éﬁfﬁb Organize tralr§@em|nars in edu@enal institutions on self-assessment
|

nternal quality assurance;
10) Organié%%d conduct train@eminars for experts on fulfillment of

external quali assurance proced@yre within institutional and specialized

accreditation;

11) @?rainate formation ternal expert commission members;

1 eview reports o ﬁsessment of educational organizations;

1’3\ Request from L(bkgency observers information about higher education
institutions, which the rdinate;

14)  Assist mation of national experts database on higher education;
15) Partigipdte in the preparation of prospective and current activity plans of
the Agency;

16) Participate in the work of External Expert Commission (EEC) within
institutional and specialized accreditation as an observer;
17) Prepare documents for conducting visit of External expert commission;
18) Provide necessary materials to the database of accredited educational
institutions;
19) Prepare information on accreditation of educational

Republic of Kazakhstan Astana, Kabanbay Batyr ave. 42-17 EP ("Infinity 2" CC) Phone: +7 7172 45-24-02



©),

Independent agency for
accreditation rating

organizations/educational programs;

20) Check and submit for Agency management approval forms for receiving
statistical data about educational organizations;

21) Conduct analysis of conditions and higher education development
tendencies in the Republic of Kazakhstan based on the results of accreditation of
educational institutions and educational programs;

22) Prepare and regularly publish materials on the \Q& of EEC on the Agency
website; (59
23) Perform other assignments of the Agen‘@nanagement

3. Rj b(\ \Q\
. S ‘b»

11. Project manager has the rig @ (\ Q
1) Receive from the Agenc hagement all nece$@ty information to,@orm

his/her duties (assignments, ordgys) methodical, re@%tory and other Q;@'gement
materials; S, \

2) Participate in theg\gency meetings; \ Q

3) Familiarize he Director’s decj Q% projects concenan@the activities of
the Agency; Q) 0

4) Request rformation, by the W&tor s order, fron;\@ncatlonal organizations,
employers, p sociations, etc.; \

5) Submit to the Agenc %}anagement appro&@analytlcal statements and
memos@seues related to éﬁer competence;

articipate in sengmars, conferences %Iudlng international, concerning

|ss® of education quakitys

7) Part|C|pate\a agreed, as an ert in the expert commissions of

6%re|gn accred g n and rating ag
r

8) Partlc in working g ssue of educational quality providence;
9) H ight for quallflc improvement.

Qé

QQ’ 4. Responsibility
%

12. Prmect@ger Is responsible for:

1) Non-fulfillment (improper performance) of his/her duties under this job
description, within limits of the existing labor legislation of the Republic of
Kazakhstan;

2) Late submission of documents to the management approval and ensure its
safety;

3) Property damage — within the defined limits of the labor and civil law of the
Republic of Kazakhstan;
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4) Irrational and inaccurate use of material and technical resources, assigned t
him/her;

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

6) Disclosure of confidential business information.

Familiar with the job description: Q(\Q
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