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DEPUTY DEAN OF THE FACULTY OF ENERGETICS FOR EDUCATIONAL WORK
Non-profit Joint Stock Company «Toraighyrov University»
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2024
Introduction

1 DEVELOPED BY the Working Group.
2 DEVELOPERS 

2.1 Head of the Working Group: Talipov O. M. - Dean of the Faculty of Energetics.
2.2 Anarbayev A. Ye. Deputy Dean for Educational Work of the Faculty of Energetics.
3 ENTERED BY HR.
4 APPROVED BY Order of 02 12 2024 № 16-26/16
5 INTRODUCED FROM 02 12 2024
6 INTRODUCED INSTEAD OF JD QMS №6.2-27/58 dated 17.07.2020
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 regulation on the structural subdivision is once in 3 years.
1 General provisions

1.1 The Deputy Dean for Educational Work of the Faculty belongs to the category of Heads.

1.2 The Deputy Dean for Educational Work of the 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» (hereinafter - the Company, the University) upon submission of the Chairman of the Board for Academic Affairs (hereinafter - AA) and the Dean of the Faculty.

1.3 A candidate with higher (or postgraduate) education or academic degree, academic status, at least 3 years of work experience in managerial positions in educational organisations or in the specialty is appointed to the position of the Deputy Dean for Educational Work of the Faculty.

1.4 The Deputy Dean for Educational Work of the Faculty reports directly to the Dean of the Faculty.

1.5 The Deputy Dean for Educational Work of the Faculty should know and be guided by:

- Constitution of the Republic of Kazakhstan, adopted at the republican referendum on August 30, 1995 (as amended on 19.09.2022);

- Civil Code of RK dated 27.12.1994 (as amended on 01.09.2024);

- Labour Code of the RK dated 23.11.2015 (as amended on 21.07.2024);

- Law of RK «On Education» dated 27.07.2007 with amendments 01.09.2024;

- Law of the RK «On Anti-Corruption» dated 18.11.2015 (as amended on 09.09.2024);

- The Law of RK «On Languages in the Republic of Kazakhstan» dated 11.07.1997 with amendments and additions as of 20.08.2024;

- Law of RK «On technical regulation» dated December 30, 2020 № 396-VI (as amended as on 01.09.2024);

- Law of RK «On Culture» dated 15.12.06 N 207 (as amended on 08.06.2024);

- Law of RK «On State Youth Policy» dated February 9, 2015 N 285-V LRK (as amended on 20.08.2024);

- Social Code of the Republic of Kazakhstan dated April 20, 2023 № 224-VII LRC with amendments and additions as of 01.09.2024;

- Concept of Development of Higher Education and Science in the Republic of Kazakhstan for 2023 - 2029. Government Resolution of the Republic of Kazakhstan dated March 28, 2023 № 248;
- Competency Catalogue of Heads, specialists and other employees, approved by the order of the Minister of Labour and Social Protection of Population of the Republic of Kazakhstan dated 30.12.2020 № 553;
- Model regulations of activities of higher and postgraduate education organisations approved by the order of the Minister of Education and Science of the Republic of Kazakhstan dated October 30, 2018 № 595;

- Model qualification profiles of the positions of teachers by the order of the Minister of Education and Science of the RK dated July 13, 2009 № 338;

- Model regulations of admission to study in educational organisations implementing educational programmes of higher and postgraduate education, approved by the order of the Minister of Education and Science of the Republic of Kazakhstan dated October 31, 2018 № 600;

- Model regulations of conducting current control of progress, mid-term and end-of-term attestation of students for organisations of secondary, technical and professional, post-secondary education, approved by the order of the Minister of Education and Science of the RK dated March 18, 2008 № 125;

- Regulations of the organisation of the educational process on credit technology of education, approved by the order of the Minister of Education and Science of the RK dated October 12, 2018 № 563;

- Regulations of transfer and reinstatement of students by types of educational organisations, approved by the Resolution of the Government of the Republic of Kazakhstan dated January 20, 2015 № 19;

- Regulations for the organisation of the educational process in distance learning technologies, approved by the order of the Minister of Education and Science of the RK dated March 20, 2015 № 137;

- Regulations for the development of modular educational programmes in the Company, approved by the Rector of the Company dated January 15, 2013;

- Nomenclature of directions of training of specialists with higher and postgraduate education, approved by the order of the Minister of Education and Science of the RK dated October 13, 2018 № 569;

- other regulatory legal acts of the RK;

- Articles of Association;

- Internal and labour regulations of the Company;

- Collective agreement between the team of the employees and the employer of the Company;

- Mission, Policies, and Purposes of the Company;

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

- organisational and administrative documents of the Company;

- international standards in the field of quality management systems;

- Faculty and Department purposes;
- documents ensuring the functioning of the Company’s quality management system;

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

- Statute of the Department;

- this job description;
- domestic and foreign achievements on the issues of educational process;

- theory and methods of management of educational systems;

- regulations on the maintenance of documentation on educational work;

- methodological fundamentals of pedagogy, physiology, psychology, and methods of professional training;
- modern forms and methods of training and education of students;

- fundamentals of economics, labour legislation;

- methodology for improving educational work;

- main scientific problems in the relevant speciality;

- regulations and norms of occupational health and safety, and fire safety;

- Code of Corporate Ethics.

1.6 In case of temporary absence of the Deputy Dean for Educational Work of the Faculty (illness, vacation, business trip, distance work), their official duties are performed by a person appointed by the order of the Chairman of the Board-Rector.
2 Duties of the Deputy Dean for Educational Work of the Faculty

2.1 General directions of work

2.1.1 Carries out management, coordination in the field of youth policy, career guidance work at the Faculty.

2.1.2 Supervises the performance of the faculty staff, employees, and students of the Faculty:

- Articles of Association, Internal and Labour Regulations and the Code of Honour of Employees, Regulations of Academic Integrity;

- Code of Honour of the Company’s teacher; Code of Honour of the Company’s student;

- programmes, event plans, annual and action work of the Faculty, decisions of the Board. Academic Councils, orders of the Chairman of the Board-Rector and orders of the Deputy Chairmen of the Board;

- regulations on occupational health and safety, industrial hygiene, and fire safety.

2.1.3 Drafts the report on activities of the faculty on educational work at the end of the academic year.

2.1.4 Reports on its activities to the Faculty Council.
2.1.5 Carries out the implementation of the Programme for Anti-Corruption in the Company.

2.1.4 Treats University property with care.

2.1.5 Provides confidentiality of proprietary information.

2.1.6 Carries out control over the timely undergoing of fluorography examination of the students of the faculty.
2.1.7 Carries out control over compliance with timely updating of information published on the educational website of the university in its fields of work.

2.1.8 Observe the requirements of regulatory documents of the Ministry of Science and Higher Education of the Republic of Kazakhstan and the requirements of internal regulatory documents of the Company and the current legislation of the Republic of Kazakhstan.

2.1.9 Facilitates timely undergoing of fluorography examination of faculty staff and obtaining of permission to work.

2.2 Educational work

2.2.1 Plans and organises the educational work at the Faculty, carries out control over the work of advisors.

2.2.2 Organises the work on legal, labour, moral and patriotic education of students and employees of the Faculty according to the work plan.

2.2.3 Organises the work of student self-government. Provides advisory and methodological assistance in the development of student self-governance at the Faculty, and carries out control over the quality of its implementation.

2.2.4 Leads and organises the work aimed at the formation of corporate culture of students.

2.2.5 Organises and carries out monitoring of the activity of the Faculty Alumni Association.

2.2.6 Provides the duty of the Faculty employees in the academic buildings and the House of Students according to the order, participation of students and employees of the Faculty in cultural and sporting events.

2.2.7 Organises cultural and sports events at the faculty. Provides wide coverage and constant increase in the percentage of students and employees of the Faculty participating in sports, social, and cultural events of the University.

2.3.1 Organises the participation of students in municipal and university events and works to maintain order in the academic buildings, cleaning and landscaping of the territories assigned to the Faculty.

2.3.2 Organises and supervises the work of advisors.

2.3.3 Supervises students’ compliance with the internal regulations, students’ accommodation in the dormitory, students’ compliance with the regulations of living in the dormitory, and the regulations of academic integrity.
2.3.4 Provides compliance with the requirements of legislative and other regulatory legal acts on labour protection and safety, and create safe labour conditions.

2.3.5 Submits an annual report on the results of educational work of the faculty, information for preparation of answers to the requests of the Ministry of Science and Higher Education of the Republic of Kazakhstan, Akimats, university management, and external agencies.

2.4 Career guidance counseling
2.4.1 Organises and conducts career guidance counseling and admission to the Faculty:

- studying the labour market, identifying the most demanded specialties/specialisations and professional needs of applicants;

- establishing business co-operation with educational institutions, mass media and the public on the issues of admission and study at the university;

- conducting career guidance counseling among students and graduates of schools, colleges and lyceums.

2.4.2 Leads the work at the faculty on:

- preparation of advertising and information materials on the specialities of the Faculty;

- organising and conducting events that contribute to the broadening of students’ horizons, formation of valuable attitude to the specialities of the Faculty.

- organising speeches, involving the leading scientists of the Faculty, in front of applicants.

2.5 Graduate employability

2.5.1 Organises and supervises the work on graduate employability at the Faculty.

2.5.2 Assists in providing employability assistance to unemployed graduates of the last three years.

2.5.3 Tracks the quality of specialists’ training by employers.

2.5.4 Organises communication with graduates of the Faculty.

2.5.5 Strengthens and develops external communications with employers.

3 Rights

The Deputy Dean for Educational Work of the Faculty has the right:

1) to participate in the work of university subdivisions, where educational work issues are discussed and resolved;

2) to request from the heads of the structural subdivisions of the Faculty the information and the documents necessary for implementation of their official duties;
3) to be elected to the Faculty Council;

4) to make proposals on improvement of the faculty activity and improvement of the team work for consideration of the administration;

5) to visa the documents on educational work;

6) to present students for their academic success to various forms of moral and/or material incentives, to make proposals to the university administration on imposing penalties on the student, up to expulsion from the university;

7) to improve their qualification in the fields of professional activity.
4 Responsibility
The Deputy Dean for Educational Work of the Faculty is responsible for:

1) untimely submission of the annual report on educational work;

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

3) violation of the Internal Regulations of the Company;

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

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

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

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

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

9) for allowing corruption risks in the fulfilment of their duties;

10) failure to comply with the Code of Corporate Ethics.

5 Relationship

5.1 The Deputy Dean for Educational Work of the Faculty interacts directly with the Dean of the Faculty, Department Heads, Director of Youth Policy, Deputy Chairman of the Board for Academic Affairs, staff of the DAA, OR.

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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