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1 Scope of application

These rules for the development, coordination and approval of job description:s

(hereinafter referred to as the rules) establish requirements for the procedure for t

development, coordination and approval of job descriptions of managers and

employees of structural divisions of the non-commercial joint-stock company
Abylkas Saginov Karaganda Technical University» (hereinafter referred to as NPJ9
«Abylkas Saginov Karaganda Technical University»).

The requirements of the procedure do not apply to employees hired under a contract

for temporary work.

This procedure is applied by all divisions of the university and is part of the quality

management system documents.
2 Normative references

These rules contain references to the following regulatory documents:

ST RK ISO 9001-2016 (ISO 9001:2015) «Quality management system
Requirementsy;

ST RK ISO 9000:2017 (ISO 9000:2015) «Quality management system
Fundamentals and vocabulary»;

DP X-01 «Management of documented informationy.

3 Terms, designations and abbreviations

These rules use the following terms with corresponding definitions af
abbreviations:

NPJSC — non-profit joint-stock company;

TS — Teaching staff;

QMR - quality management representative;

CQMA- center for quality management and accreditation;

ALD — administrative and legal department;

JD — job description;

RD - regulatory documents;

QMS - quality management system;

LP - labor protection;

FS — fire safety;

LD — legal department.

4 Responsibility and authority

4.1 These rules are approved by the representative of the quality management.
4.2 The head of the center for monitoring and analytical analysis is responsible f{
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the implementation and management of the processes specified in these rules.

4.3 The director of the ALD is responsible for the development and compliance of

the provisions of these rules with legislative and regulatory requirements.
5 General provisions

5.1 Job description — a legal act issued for the purpose of regulating t|

organizational and legal status of a university employee, his duties, rights,

responsibilities and ensuring the conditions for his effective activity.

5.2 Job descriptions are developed for the purpose of distributing functions [pf

structural divisions among employees and assigning them to them.
5.3 The job description is the organizational and legal basis for:

- determining the suitability of employees for the position held in cases [pf
assessing the results of tests upon hiring, certification or dismissal due to unsuitability

for the position held;

- bringing to legal liability (disciplinary, administrative and criminal) fpr

improper performance of their duties.

5.4 When developing job descriptions, the developer is obliged to be guided by the
current legislation of the Republic of Kazakhstan, industry regulatory documents, [as
well as organizational and administrative documents of the ministry of science afd
higher education of the Republic of Kazakhstan, the charter of the NPJSC «Abylkis

Saginov Karaganda Technical University», the internal regulations, the regulations (
divisions and these rules.

5.5 The administrative and legal department exercises constant control over the

timely development, verification and revision of job descriptions.
5.6 When a new position is introduced into the staffing schedule, correspondif
instructions for it are developed.

5.7 Job descriptions are developed for all positions provided for in the approve

staffing schedule of the university.

5.8 Each job description is assigned a serial number according to the continuolis

numbering.
6 Requirements for the structure and content of job descriptions

6.1 When developing and designing JD, the developer must be guided by tli
requirements of DP X-01 and these rules.

6.2 The job description must contain the following mandatory sections:

- title page;

- scope of application;

- general provisions;

- description,;

- making changes to the document;
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- coordination and implementation;

- storage;

- approval sheet;

- familiarization sheet.

Other sections are included as needed:

- the section «Normative referencesy, if there is a reference to normative documents

(RD) during its writing;

- the section «definitions» and «designations and abbreviations», if any terms
requiring  clarification appear during writing, conventional designations |pr

abbreviations other than the standard ones are used.

6.3 The «Scope of application» section contains information about the purpose |pf

developing the JD.
Example — «This job description defines the job responsibilities, rights,
responsibilities and relationships with other personnel of _in the quality

management system of NPJSC «Abylkas Saginov Karaganda Technical University

(hereinafter referred to as the University) ».
6.4 In the «General provisions» section, you should indicate:
- Job title according to the qualification handbook of positions of managef

specialists and other employees, with the designation of the structural unit, the

employee’s subordination;
- structural divisions directly subordinate to the employee;
- the procedure for appointment to and dismissal from office;

- the procedure for replacing an employee in the event of his temporary absenge

(1f necessary);
- list of documents that the employee is guided by in his/her activities (regulat
legal acts, regulatory documents; orders, instructions of the ministry of science a

higher education of the Republic of Kazakhstan, the university management; poli¢
and objectives in the field of quality, quality manual; documented procedures of tle
QMS related to this structural unit; university instructions in the field of labor

protection (LP) and fire safety (FS); internal regulations; collective agreement betwed
the board and the trade union organization of the university.

L'xample — «In its activities, is guided by the current legislative ag
of the Republic of Kazakhstan, regulatory acts of the government of the Republic {
Kazakhstan, orders and instructions of the ministry of science and higher education f{
the Republic of Kazakhstan, the charter of the NPJSC «Abylkas Saginov Karagang
Technical University» and the regulation on , Internation

standards ISO series 9000, «quality management», organization standards and other

documents of the quality management system (QMS), orders and instructions of t}
Chairman of the Board - Rector of the NPJSC «Abylkas Saginov Karaganda Technig
University», the internal regulations and this instruction.

An example of the description of the «general provisionsy section for the dean
JD is given in Appendix A.
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6.5 The «description» section generally contains:
- qualification requirements;

- Job responsibilities;

- rights;

- responsibility;

- relationships.

An example of the description of the «Description» section for the dean's JD|[i

given in Appendix A (informative).
6.6.1 In the subsection «Qualification requirements it is necessary to indicate;
- requirements for the employee’s education and length of service in the special
and the given position;

- area of knowledge and a list of organizational and legal norms and documenits

on the specifics of the activities of the structural unit.
6.6.2 In the subsection «Job responsibilities» the following should be indicated:
- types of activities performed by the employee;

- form of employee participation in the process — manages, ensures, prepargs,
reviews, executes, controls, coordinates, represents, supervises, analyzes, implements,

performs, prepares, etc.
- specific tasks assigned to the employee;
- responsibilities in the field of occupational health and safety.
6.6.3 The subsection «Rights» of the JD must define the employee's powers

perform the duties assigned to him. The scope of rights granted to an employee off

structural unit must ensure the implementation of the duties assigned to him.
6.6.4 The «Responsibility» subsection should indicate the employee

responsibility for the performance of assigned functions, compliance with labpr

discipline, and the university’s governing documents, in accordance with the curre
legislation of the Republic of Kazakhstan.
The subsection defines:

- types of personal liability for untimely and poor performance of ]

responsibilities by an employee and failure to use the rights granted to him:

- types of disciplinary, administrative or criminal liability that a manager Qr

employee may bear in the event of a department’s failure to fulfill its duties
accordance with current legislation).

6.6.5 The subsection «Relationships» must indicate:
- the circle of persons with whom a specialist enters into official relationships ai
exchanges information;
- the circle of persons with whom the employee coordinates draft documents beit

prepared or jointly prepares documents (the procedure for signing, coordinating ar
approving documents);

- other issues of informational relationships between employees and department
individuals, and organizations are considered.

6.7. Job descriptions are valid until they are cancelled or replaced by new ones.
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6.7.1 The section «Making changes to the document» must be formatted as follow

Example — «Changes to the JD are made on the basis of:

- redistribution of functions and job responsibilities;

- reorganization or staff reduction;

- changes in the name of the organization or structural division, changes in the tif
of the positiony

6.8 The «Coordination and Implementation» section must be formatted as follow

Lxample — «6.8.1 The job description is agreed upon:

- representative of quality management;

- head of the legal department (LD);

- Chairman of the trade union committee of the TS and employees.

The job description is approved by the Chairman of the Board - Rector of t
University»

6.8.2 The job description is brought to the attention of the employee agait
signature in the «Familiarization Sheet» (Appendix B) in the original and a copy of t

job description. A copy of the approved instruction with his signature of familiarizatin

is transferred to the structural unit in which he works, and the original is kept in t
ALD HR department.

7 Coordination, approval and implementation

7.1 The approval of these rules is carried out with the head of the LD, the chairm

of the trade union committee of the TS and employees and is drawn up in the «Approv
sheet» (Appendix B).

7.2 The date of introduction of these rules shall be the date of approval/coordinatig
and shall come into effect at the time of its approval.

8 Storage

These rules must be stored in accordance with DP X-01.

9 Analysis and updating
The analysis and updating of these rules is carried out in accordance with DP X-01.

10 Making changes to a document

Changes to these rules must be made in accordance with DP X-01.
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Appendix A
(informative)

Recommended description of the job description of the dean of the faculty

2 General provisions

2.1 The dean of the faculty is a member of the administrative and managerial staf

2.2 The dean of the Faculty in his/her activities reports to the chairman of the Boa
- the Rector of the NPJSC «Abylkas Saginov Karaganda Technical University», Bo
Members - Vice-Rectors and other heads of structural divisions, in accordance with?ﬂ;
organizational structure of the University.

2.3 The following are subordinate to the dean of the faculty: deputy deans, heagl

-

o Q.

of departments, faculty and teaching staff, and educational and support personnel pf

the faculty.

2.4 The appointment to the position of dean is carried out by order of the chairmj
of the Board - Rector on the basis of a competition, taking into account the principlg
of meritocracy in accordance with the DP «Personnel Management .

2.5 During the absence of the faculty dean (business trip, vacation, illness, etcl),
his duties are performed by a person appointed in the established manner. This persgn
acquires the corresponding rights and is responsible for the high-quality performange

of the duties assigned to him.

2.6 In his/her activities, the dean of the faculty is guided by the current legislati
acts of the Republic of Kazakhstan, regulatory acts of the government of the Republ
of Kazakhstan, orders and instructions of the ministry of science and higher educatig
of the Republic of Kazakhstan, the charter of the NPJSC «Abylkas Saginov Karagan(
Technical University» and the faculty regulations, international standards 1SO 90(ﬂ
series, «Quality management», organizational standards and other documents of tl
quality management system (QMS), orders and instructions of the Chairman of i
Board - Rector of the University, internal regulations and this instruction.

3 Description

3.1 Qualification requirements: higher (or postgraduate) education, a doctor ¢
science, candidate of science or doctor of philosophy PhD degree, at least 5 years (¢

specialty.
3.2 The dean of the faculty must know: scientific problems in the relevant field ¢

the faculty departments; the latest methods, means and practices of planning
organization, conducting and implementing scientific research and development; law

of the Republic of Kazakhstan, decrees and decisions of the government of th
Unauthorized copying of the document is nrohibited
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experience in scientific and pedagogical work in educational organizations or in thie
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knowledge, science, technology; directions of development of the economic sector:
guidelines of higher authorities; domestic and foreign achievements in the profiles gf






























