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Job description of
Project manager of institutional and specialized accreditation of Medical
educational organizations

1. This job description defines the duties, rights and responsibility of the
Project manager of institutional and specialized. editation of Medical
educational organizations of Non-profit institution «@e Independent Accreditation
and rating Agency» (hereinafter — Project manage Q‘

2. Project manager is appointed or:é& position and §ea3ed from
responsibilities by the Agency director’s or@@® under the eX|st| or law.

3. Project manager reports directly to

4. On the position of Project man

Director.

should be appoi Q‘ person with higher
education and work experience in e onal sphere for a!Q%st 3 years, knowin@he
basics of record keeping in the stat guage. (O \\

5. In its work, Project man@er Is guided by:

1) Legislative and oth rmative legal 9%%9 the Republic o g;zakhstan
regulatory legal acts of tl\e Ministry of Edu nd Science of Republic of
Kazakhstan; <O

2) Admlnlstrat@%documents of the cy s Director; .\QQ

3) Rules of jgiternal work regulati ’\(5\'

4) This jo scrlptlon

6. P j ct manager of insti naI and speuahze@ccredltatlon of Medical

ho

educati organlzatlons S
gislative and ot ormatlve legal a&“of the Republic of Kazakhstan,

ing the sphere cation and suer& activities;
Q 2) State obllgat catlonal standir\ and medical education specialization
&assmer
3)Instruc$ on organlzatlo % conducting the accreditation of medical
educational izations;

on State Accredi ?Board of MES RK;
)élcy on external e commission of the Agency;
tandards of instit al accreditation of medical educational organizations;

7) Standards of sp, ized accreditation of medical educational organizations;

8) The code of@Mics of the external accreditation expert;

9) Guideli organization and conducting external audit in the process of
medical educaltiohal organizations accreditation;

10) Guideline on conducting self-assessment of medical educational
organizations;

11) Methodical bases of ranging educational programs and medical educational
organizations;

12) Article of Association of the Agency, orders and management assignments,
regulating his/her activities and present job description.
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6. Project manager of institutional and specialized accreditation of Medlcal
educational organizations should have computer skills on Word, Excel, Power Point
and Internet.

7. For business purposes, Project manager can have business trips.

(

2. Job responsibilities

10. Project manager should: (\q

1) Plan and conduct activities on institution%‘agf specialized accreditation of
medical educational organizations;

2) Control the timeliness and quality exec%@\ of tasks, assignedctQ him/her;

3) Ensure timely implementation ofbcontrol documa@ the Agency
management assignments;

>

4) Compose the project workin CRand prepare r %

5) Compose the schedules of nars, control of v»(@ of medical educ%@al
organizations, reports review, by Qe@al expert commis i&s; \\

6) Participate in the dev ent of the legal .er;\ework of medical@ﬁtational
organizations accreditation ?géducational progr >

7) Participate in ;\Eﬁ\ evelopment of meslical standards for Jfdtitutional and
specialized accreditati the field (field o y);

8) Partmpate@& the developmen teaching and e.@(;nce materials for
quality assuranc®<<\)f national educatlwrand ranging of Q@ational programs and
medical edu%@nal organizationsg; \

9) Ize and cond tralnlng semma(@ in  medical educational

organiz s on self-asse (&t@t nd internal qualltbgdssurance
t

@ Organize and ¢ training sem r?f's for experts on fulfillment of
extgtnal quality ass?@e procedure @m institutional and specialized
e

ion and providing the Licenses of
experts certifi

12) Pr mformatlon for nual replenishment of the database of external
experts ( &al including em rs, Alumni Associations, youth organizations);
{4 ontrol the formaty xternal expert commission members;

g\ Preparation of ments for the members of external experts commission;
15) Organize an Qaordinate the work of external experts commission of the
I ucational organizations;
in the organization and conduct of the Accreditation Board

17) Form Accreditation portfolio of medical educational organizations;

18) Coordinate the organization and consultation to members of expert group
on the methodology of the survey, data validation, etc.;

19) Control the organization of the Agency’s experts work to verify the
accuracy of the data submitted in accordance with questionnaires, including trips to
the regions of Kazakhstan;
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20) If necessary, to conduct the analysis of status and development tendencies of
educational system in the Republic of Kazakhstan by the results of medical educational
organizations accreditation;

21) Prepare materials on the work of EEC, Accreditation Board, on activities,
related to accreditation of educational programs and educational organizations of RK
for publication on the Agency’s website;

(

22) Make contacts with the city and regional educatigmal departments;
23) Communicate with other structural units of kg\g ency and MES RK, by
the request of the management; >
24) Facilitate the Agency’s image improv& on international educational
area; _ Q g
25) Perform other assignments of the Adency’s managemen%(\
>

S\&(bRights (b(\b

11. Project manager has t (,ﬁ%t to: . 0Q qu‘

1) Receive from the Cy management cessary informat@ o0 perform
his/her duties (assignmeac, orders) methodi@'regulatory and o;g@ management
materials; Q <&

2) Participate@he Agency meeti ) ’\OQ
3) Familiaéé\zwith the Director §decision projects p@rning the activities of

the Agency; Q \N
4) qu%t information, Q%\%e Director’s orge¥’ from medical educational
orga@ , employers, public§ssdciations, etc.; O

e

ubmit to the Cy management %‘roval analytical statements and
g@vs on issues relat his/her compet ;
Qs 6) Participate jhseminars, conferen&ﬁ, including international, concerning the
Qbissues of medical ation quality;
7) Particgpete, as agreed, &n expert in the expert commissions of
foreign a%nation and ratin %encies;
8) & ipate in workin ups on issues of educational quality guarantee;
Q&\ as the right for g Ication improvement.
) o
Q 4. Responsibility
%

12. Project@aager Is responsible for:

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

4) Irrational and inaccurate 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 the job description: \}(\
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