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AQA STAFF JOB DESCRIPTIONS 

First Deputy to Director General 

General Responsibilities:

1. General Agency work planning and organization, adhering to deadlines monitoring.

2. Agency activities report preparing.

3. Promoting regional development efforts.

4. Regional representative offices work planning.

5. Rendering assistance in document preparation during the negotiations with partners.

6. Assuring that the agreement parties adhere to the contract terms (including the payment terms).

7. Taking part in the expert and specialist reviewer selection and recruitment efforts.

8. Cooperating with the state bodies and public organizations engaged in the quality assurance procedures.

 Director of Reviews
General Responsibilities:

1. Developing the Agency’s academic audit and quality assurance procedure regulations and guidelines for the universities.
2. Training the external experts and specialist reviewers to perform their responsibilities as quality assurance experts as per the international quality assurance agencies’ recommendations and as per the Agency’s guidelines.
3. Taking part in the academic audit work planning.
4. Monitoring the adherence to the Agency audit guidelines.
5. Coordinating the expert work in the course of the audit procedure, taking part in the initial analysis of the data gathered by the experts, checking the data for reliability, verifying the expert final judgment evidence.

6. Assuring that the expert opinion report is concise and easy to read for all the stakeholders, editing the final version of the report.
7. Taking part in the expert opinion and audit-related claim consideration procedure.
International Relations Director

General Responsibilities:

1. Participation in strategic planning of the international activities 
2. Developing and introducing quality assurance system for the services provided along the lines of best international practices and  in concordance with corporate standards 
3. Designing initiatives on the concept of international cooperation and initiating promising projects 
4. Arranging economic, scientific and technical cooperation
5. Monitoring of the agreements and contracts with foreign partners 

6. Research and information maintenance of international activity 

7. Receiving international delegations (visiting program, accommodation, protocol)

Deputy Director (Customer Service)

General Responsibilities:

1. The Agency’s departmental work coordinating, external experts and external contractors’ work coordinating, contract terms adherence control.

2. Rendering assistance in attracting contractors and managing the Agency staff work as per the contracts concluded.

3. Rendering assistance in preparing the wording of project design work and project finance agreements and in the negotiations process. 

4. Contract data and contract work report gathering from all the sub-contractors.

5. Gathered data processing and compilation into a comprehensive report to be submitted to the AQA Advisory Council members.

IT Director

General Responsibilities:

1. Shaping the Agency IT strategy in line with the general Agency mission.
2. Developing the IT structure and the IT structure resource assessment.
3. Shaping the long-term and the short-term IT development strategy in line with the general Agency mission.

4. Developing the efficient internal communications system within the Agency IT system, and the Agency sub departmental interaction system.

5. Shaping the general Agency IT policies.

6. Developing the Agency infocommunication network.

7.  Managing the computer equipment and software purchases and supervising the IT services rendering process.
8. Developing, building and implementing the reliable information security protection systems and the systems’ managing and control
9. Continuous information security protection systems upgrading.

10. Supervising the troubleshooting and defects elimination processes.

11. Shaping the Agency IT infrastructure, selecting and recruiting the IT staff, making the IT personnel arrangements and preparing the IT personnel job descriptions, forming the efficient IT team, planning and developing the IT staff career.  
12. Developing and monitoring the adherence to the IT budget expenditure plan.
13. Assessing the IT system functionality and using the IT expense-reducing techniques.
14. Developing and organizing the Internet advertising campaigns.

15. Administering the software product development efforts.

16. The citation index increase and PageRank increase monitoring.
17. Assuring the proper IT system operational efficiency.

18. Organizing the user help desk.

Head of the License and Legal Support Department
General Responsibilities:

1. Managing the department in general.  

2. Monitoring the quality of work in the department and the deadlines adhering.   

3. Making appropriate arrangements to foster the labor discipline and to monitor the social climate and the employment-related relations in the department.  

4. Making arrangements to organize advanced training courses for the department staff.  

5.  Participating in the preparation of the expert opinions related to the legal matters/issues.

6.  Monitoring the amendments in the laws related to education and other spheres where the Agency operates and distributing the information among the Agency staff. 

7. Rendering legal consulting services for the Agency staff as appropriate.  

