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Duties  and  Responsibilities:Duties  and  Responsibilities: Duties  and  Responsibilities: Duties  and  Responsibilities: Duties  and  Responsibilities:Duties  and  Responsibilities:Duties  and  Responsibilities:Duties  and  Responsibilities:

Cleaning  work

Preparation  of  student  

documents

Photocopy  services

Determining  the  working  

principles  of  the  research  

and  application  units  of  the  center

Director  and  Manager

Realization  of  division  of  

labor  among  company  personnel

Conducting  lessons

Exam  arrangement  in  classrooms

Tea,  coffee  etc.  service

Residence  coordination  of  the  

center's  foreign  students

Issuance  of  certificates  and

Preparation  of  course  programs

Responsible)

Assisting  with  material  preparation

Quality  control  unit  

coordination

Central  administrationAlumni  unit

Central  archive  control  and  audit

Review  and  approve  the  

annual  activity  report Providing  daily  briefings  to  

assistants

select

Assisting  with  the  preparation,  

implementation  and  evaluation  

of  exams

Determining  scientific,  

educational  and  practical  meetings  

and  activities  within  the  next  

calendar  year

Determining  the  research  and  

application  units  of  the  

center  and  appointing  the  heads  

of  these  units

Incoming  and  outgoing  document  tracking

Transfer  of  information  and  

documents  received  by  the  

institution  to  the  management

Contributing  to  the  center's  work  

with  warnings  and  

suggestions

Preparation  of  the  Board  of  

Directors'  day  and  archiving  

of  decisions

To  inform  students  about  their  

status  and  development

(Office,  classroom,  toilet  etc.)

(Administrative  and  Social

Registration  procedures  of  students,  

preparation  and  storage  of  relevant  

forms

Reporting  to  the  Board  of  Directors

Exam  Application  Unit

Preparation  of  center  materials

arranging  appointments

Corporate  projects

Inspection  of  environment,  cleaning,  

maintenance  and  repair  works

Responding  to  and  archiving  internal  

and  external  correspondence

Registration  process  for  incoming  

students

(From  Education  and  Training

Assisting  in  corporate  events

Institution  website  and  social  media

Determining  project  topics

Purchasing  and  tendering  works

to  be  recorded

Responsible  for  Activities)

Preparation  of  financial  affairs  

(immovable  properties,  foreign  

purchases,  wage  distribution,  etc.)

Determining  working  policies  in  

line  with  the  purpose  of  the  center

Improving  course  

content

National  and  international

Advisory  board  members

MANAGER

Contributing  to  the  management  of  general  

activities  with  warnings  and  suggestions,  

providing  support  to  these  

activities  with  contributions  and  suggestions.
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