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SOFTWARE ENGINEER OF «COMPUTER SCIENCE» FACULTY
Non-profit Joint Stock Company «Toraighyrov University»

Pavlodar
2024
Introduction
1 DEVELOPED BY the Working Group.

2 DEVELOPERS 

2.1 Head of the Working Group: Ispulov N. A. - Dean of «Computer Science» Faculty.
2.2 Ospanova N. N. - programme director.
3 ENTERED BY HR.

4 APPROVED BY Order of 02 12 2024 № 16-26/16


5 INTRODUCED FROM 02 12 2024


6 ORIGINAL ENACTMENT

7 EXPERT GROUP

7.1 Head of expert group: Sabitova R. A. - Acting Head of the Legal Support and Public Procurement Department.

7.2 Zhakisheva A. Ye. - HR-director.

7.3 Compliance manager: Bayakhmetova G. S. - Quality Engineer of the Office of Strategy and Quality Management System.
8 INSPECTION FREQUENCY of the job description is once in 3 years.

1 General provisions

1.1 Software Engineer of «Computer Science» Faculty belongs to the category of teaching and educational staff.

1.2 Software Engineer of «Computer Science» Faculty is accepted and dismissed from their position by the order of the Chairman of the Board-Rector of the Non-profit Joint Stock Company (hereinafter NJSC) «Toraighyrov University».

1.3 A person with higher (or postgraduate) education in the relevant speciality, without any requirement for work experience, is appointed to the position of a software engineer of the «Computer Science» Faculty.

1.4 The software engineer is directly subordinate to the head of the educational programme (hereinafter - EP).

1.5 In their activity, a software engineer should know and be guided by:

- Constitution of the Republic of Kazakhstan (hereinafter - RK), adopted at the republican referendum on August 30, 1995;

- Civil Code of the RK dated December 27, 1994 (as amended on 01.09.2024); 
- Labour Code of the RK dated November 23, 2015 (as amended on 21.07.2024);

- The Law of RK «On Anti-Corruption» dated November 18, 2015 (as amended on 09.09.2024); 

- The Law of RK «On Languages in the Republic of Kazakhstan» dated July 11, 1997 with amendments and additions as of 20.08.2024;

- Law of RK «On Education» dated July 27, 2007 (as amended on 01.09.2024); 

- Law of RK «On Technical Regulation» dated 30.12.2020 № 396-VI;

- Competency catalogue of positions of heads, specialists, and other employees, approved by the Order of the Minister of Labour and Social Protection of Population of the RK dated December 30, 2020 №553. Registered with the Ministry of Justice of the Republic of Kazakhstan on December 31, 2020 № 22003;

- Articles of NJSC «Toraighyrov University»;

- Code of Corporate Ethics.

- Internal Regulations of the Company;

- Labour Regulations of the Company;
- Mission, Policies, and Purposes of the Company;

- Development Programme of NJSC «Toraighyrov University» for 2023-2029;

- organisational and administrative documents of the Company; 

- documents providing for the functioning of the Company’s quality management system (hereinafter - QMS);

- hierarchy of the Company’s structure and directions of its activities;

- Faculty Statute;

- this job description;

- guiding and regulatory materials regulating the methods of algorithm and programme development and the use of computer technology in information processing; 

- basics of programming algorithms; 

- types of software;

- technical and operational characteristics, constructional notes, purpose and modes of operation of an electronic computing machine (hereinafter - ECM), regulations of its technical operation;

- technology of automatic processing and coding of information;

- advanced domestic and foreign experience of programming and use of computer equipment; 

- regulations and norms of safety and labour protection, fire safety, industrial sanitation and fire protection;

- the foundations of ethics and aesthetics, the rules of business communication; 

- the procedure for execution of technical documentation.

1.6 During the absence of the software engineer (illness, vacation, business trip), their duties shall be performed by a person appointed by the order of the Chairman of the Board-Rector.

2 Official duties

2.1 General directions of work
2.1.1 Carries out support, installation of software and hardware.

2.1.2 Provides timely and quality maintenance of the computer equipment fleet.

2.1.3 Keeps records and distributes fulfilment of requests for repair of computer equipment.

2.1.4 Conducts monitoring of computer equipment operation and preventive maintenance.

2.1.5 Performs work on laying cable communication links.

2.1.6 In the process of work acceptance performs testing of each cable communication link for its compliance with the requirements of 5E category.

2.1.7 Provides technical support for various events of the Faculty using multicast videoconferencing, projectors, LED screens, and other computer equipment.

2.1.8 Complies with the Charter and internal regulations of the Company.

2.1.9 Repairs computer equipment.

2.1.10 Compiling technical specification for procurement of goods and services on the public procurement portal.

2.1.11 Complies with labour discipline.

2.1.12 Adheres to the Code of Corporate Ethics.

2.1.13 Complies with the requirements for occupational health and safety, fire safety and industrial sanitation at the workplace.

2.1.14 Treats the university property with care.

2.1.15 Ensuring confidentiality of official information.

2.1.16 Compliance with the established deadlines for fulfilment of tasks and assignments.

2.1.17 Ensuring the principle of interchangeability of employees (illness, vacation, business trips).
2.1.18 Timely undergoing fluorographic examination and obtaining permission to work.

2.1.19 Compliance with the requirements of the Company’s internal regulatory documentation and current legislation of the RK.

3 Rights
3.1 Software Engineer of «Computer Science» Faculty has the right:

1) to make proposals for consideration of the administration aimed at improving the university’s activities;

 2) to carry out interaction with the employees of the university’s structural subdivisions in coordination with the Head of the Educational Programmes in the fields of activity;

3) to request from the structural subdivisions of the University on behalf of the Head of Educational Programmes the information and documents necessary to perform the functions entrusted to the Faculty; 

4) to make proposals to their direct Head for the improvement of software products and expansion of the field of implementation of information technologies;

5) to improve their qualification in the fields of professional activity.

4 Responsibility

4.1 Software Engineer of «Computer Science» Faculty is responsible for:

1) improper fulfilment or non-fulfilment of their official duties, stipulated by this job description;

2) violation of the Internal Regulations of the Company;

3) disclosure of information intended for official use of the Company;

4) committing offences defined by the current legislation of the Republic of Kazakhstan in the course of its activities;

5) causing material damage to the Company stipulated by the current legislation of the Republic of Kazakhstan.

6) shall be individually responsible for submitting reliable and qualitative requested information;

7) shall be responsible for creating a favourable moral and psychological climate in the team;

8) for non-fulfilment of verbal and written orders of the administration.

5 Relationship
5.1 Software Engineer directly interacts with the Dean, Deputy Deans, employees of other structural subdivisions of the Faculty and the University.

5.2 Interaction with other officials and subdivisions is carried out with the participation of the heads of the relevant subdivisions.
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