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Job description cards and organizational structure for members of
the quality and accreditation unit of the Faculties at Hail University

Job Title: College Vice Dean for Quality and Development

Job description summary:

This position is a part of the senior leadership positions in the colleges. The incumbent
of this position is directly associated with the Dean of the College in the financial and
administrative aspects while the technical aspects are supervised by the Dean of Quality
and Development

Job duties:

Attending and following up the meetings of the Executive Board of Quality and
Development Deanship as well as activating its decisions at the College.
Participating in events organized by the Quality and Accreditation Department
when he is invited.

Participating in decision-making in to serve quality and development the college
level.

Monitoring the implementation of quality and development activities that are
required from the College.

Approval and endorsement for forming three vice deanship units (quality and
accreditation unit - skills development unit - studies and planning unit) and
proceedings the implementation of their works.

Dividing work tasks between the directors of the units of the vice deanship and
following-up their fulfillments periodically.

Providing periodic reports to be presented in the Quality and Accreditation
Management of the Deanship of the Quality and Development.

Presenting periodic reports regarding activities of quality and development in the
College Council.

Approval and follow-up academic and administrative performance standards and
indicators in relation to quality activities.

Participating in establishing scientific and professional cooperation protocols
between the college and corresponding colleges that have advanced classification
in the application of quality and academic accreditation.

Supervising the implementation of the strategic plan mechanisms of the college by
the various college units, and continuous follow-up in accordance with the
established executive plan.

Developing appropriate mechanisms to prepare, review and document the vision,
mission and objectives of the college and its administrative units.
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Follow up procedures for self-evaluation and self-study of academic programs in
cooperation with the program accreditation Coordinator and program
coordinators.

Follow up the provision of the necessary data and information for self-evaluation
and self-study of the organization in cooperation with the institutional and program
accreditation administrator.

Follow up the design, approval and implementation of operational plans and
mechanisms to meet the requirements of accreditation, and internal plus external
audit.

Preparing a mechanism and system for documenting and saving all documents in
paper and electronic copy to facilitate archiving them when they are needed in
order to follow up on the improvement plans, monitor implementation and
evaluate performance.

Minimum conditions for filling the job:
» Scientific qualification:

= PhD degree.
» Practical experiences:

= Previously attended specialized courses in the field of quality and accreditation
(preferable).

= Excellent experience in the activities and works of the college (teaching -
scientific research - community service - academic guidance - student guidance
- examinations and control - study plans). (preferable)

= Previously attended workshops, seminars, meetings and courses in the Deanship
of Quality and Development in the field of quality and accreditation (preferable).

> Personal experiences:
= Leadership skills.
= Effective communication skills.
= Mastery of computational skills in the field of work.
= Preferable: Good level of English skills (e.g. reading, writing and talking).
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Job Title: Director of Quality and Accreditation Unit

Job description summary:

This position is a part of the middle leadership positions of the colleges. The
incumbent of this position is directly associated with the college vice dean for quality
and development in the financial and administrative aspects. while the technical
aspects are supervised by the Director of Quality and Accreditation Department of
Quality and Development.

Job duties:

= Attending and following up quality management meetings and accreditation with
guality deanship and development on a regular basis to ensure the progress of
all activities related to quality and development in the college.

= Participating in events organized by the Deanship of Quality and Development
when he is invited.

= Participating in decision-making related to achieving quality and accreditation
requirements at the departments of the college.

* Follow-up the implementation of the required activities of academic departments
and administrative units regarding quality and accreditation through cooperating
with program coordinators and program and institutional accreditation officials.

= Managing and arranging tasks between institutional and program accreditation
officials in the Quality Unit, members of the college’s quality committees, the
quality officials in the scientific departments, and program coordinators.

= Establishing the necessary standards for nominating, selecting and appointing
quality officials in the scientific departments of the college in coordination with
the Quality Agent and Development, and making the necessary arrangements for
this task.

* Follow-up on the implementation of the plan to disseminate the quality culture
among faculty, staff and students.

= Cooperating with scientific departments and administrative units to organize
induction and support programs for new workers in order to achieve quality
assurance strategies.

= Documenting all stages and procedures related to quality and development
activities through a mechanism for preservation, archiving, recording on paper
and electronically. Then, approving the documents related to quality activities of
the unit in the Council of Quality and Development Vice Deanship, and saving a
combined copy (male and female).

= Developing plans to improve the college’s performance in order to ensure that
the accreditation standards and requirements issued by the National Commission
for Academic Accreditation and Assessment are met.
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Providing technical support to the college units in relation to quality and academic

accreditation issues.

= Preparing periodic reports on quality activities, reviewing them and submitting
them to the Council of Quality and Development Vice Deanship in the college.
These reports should clarify the main performance indicators based on the
reports of administrative units, scientific departments and affiliated units.

= Designing internal and external audit procedures and evaluating meetings in
accordance with the standards of the National Commission for Academic
Accreditation and Assessment.

= Facilitating the tasks of technical support visits and internal audit committees
assigned by the Deanship of Quality and Development.

» Leading and preparing self-evaluation and self-study of academic programs and
review them at the college level by cooperating with the quality coordinators in
the scientific departments, program coordinators, and institutional accreditation
officials.

= Studying the status of corresponding colleges that have advanced classification in
the application of quality and academic accreditation in preparation for
establishing cooperation protocols with them.

= Follow-up the preparation and implementation of evaluation and academic
accreditation plans, and ensuring the quality of performance and continuous
improvement in all college units.

= promoting the involvement of stakeholders and beneficiaries in the activities of
the college and its various units in developing quality assurance strategies.
Further, working on enhancing the community awareness regarding the
important achievements that have being achieved.

= Establishing a mechanism for continuous coordination and activating
communication with the corresponding Quality and Accreditation Unit
coordinator in the female-student departments.

» Formulating a database to facilitate communication process between him and
quality officials in the scientific departments of the college, and the coordinators
and administrator of institutional program accreditation at the level of male and
female.

= Providing periodic reports on the performance level based on the plans placed by

College Vice Dean for Quality and Development.

Follow-up the implementation of the periodic requirements of the Quality and

Development Deanship, and delivering the needed requirements on time.

Minimum conditions for filling the job:
» Scientific qualification: PhD degree
» Practical experiences:
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= Previously attended specialized courses in the field of quality and accreditation
(preferable).

= Excellent experience in the activities and works of the college (teaching - scientific
research - community service - academic guidance - student guidance -
examinations and control - study plans). (preferable)

= Previously attended workshops, seminars, meetings and courses in the Deanship
of Quality and Development in the field of quality and accreditation (preferable).

> Personal skills:

= Leadership skills.

= Effective communication skills.

= Mastery of computational skills in the field of work.

= Preferable: Good level of English skills (e.g. reading, writing and talking).
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Job Title: Coordinator of Quality and Accreditation Unit

Job description summary:

Acting on behalf of the Director of Quality and Accreditation in the follow-
up to the implementation of quality activities in the college. The incumbent
of this position is directly associated with the Director of Quality and
Accreditation Unit in the administrative, financial and technical aspects.

Job duties:

= Coordinating with the Vice Dean in all activities of quality and development, and
cooperating with the male section in order to achieve the shared objectives
between the two sections.

= Attending and following up quality management meetings and accreditation with
the Deanship of Quality and Development (female section) on a regular basis to
ensure the progress of activities related to quality and development in the
college.

= Participating in events organized by the Deanship of Quality and Development
when she is invited.

= Participating in decision-making related to achieving quality and accreditation
requirements at the departments of the college.

» Follow-up the implementation of the required activities of scientific departments
and administrative units regarding quality and accreditation through cooperating
with program coordinators, and program and institutional accreditation officials.

= Managing and arranging tasks between institutional and program accreditation
officials in the Quality Unit, members of the college’s quality committees, the
quality officials in the scientific departments, and program coordinators. These
tasks should be cooperated with the Director of Quality and Accreditation.

= Establishing the necessary standards for nominating, selecting and appointing
quality officials in the scientific departments of the college in coordination with
the Vice Deanship of Quality and Development and Director of Quality and
Accreditation, and making the necessary arrangements for this task.

= Follow-up on the implementation of the plan to disseminate the quality culture
among faculty, staff and students (in female section).

= Cooperating with scientific departments and administrative units to organize
induction and support programs for new workers in order to achieve quality
assurance strategies.

= Documenting all stages and procedures related to quality and development
activities through a mechanism for preservation, archiving, recording on paper
and electronically. Then, approving the documents related to quality activities of
the unit in the Council of Quality and Development Vice Deanship, and saving a
combined copy (male and female).
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Developing plans to improve the college’s performance in order to ensure that

the accreditation standards and requirements issued by the National Commission

for Academic Accreditation and Assessment are met.

Providing technical support to the college units in relation to quality and

academic accreditation issues.

= Preparing periodic reports on quality activities, reviewing them and submitting
them to the Council of Quality and Development Vice Deanship in the college.
These reports should clarify the main performance indicators based on the
reports of administrative units, scientific departments and affiliated units.

= Designing internal and external audit procedures and evaluating meetings in
accordance with the standards of the National Commission for Academic
Accreditation and Assessment.

= Facilitating the tasks of technical support visits and internal audit committees
assigned by the Deanship of Quality and Development.

= Leading and preparing self-evaluation and self-study of academic programs and
review them at the college level by cooperating with the quality coordinators in
the scientific departments, program coordinators, and institutional accreditation
officials.

= Cooperating with the Director of Quality and Accreditation to Study the status of
corresponding colleges that have advanced classification in the application of quality and
academic accreditation to establish cooperation protocols with them.

= Follow-up the preparation and implementation of evaluation and academic
accreditation plans, and ensuring the quality of performance and continuous
improvement in all college units.

= promoting the involvement of stakeholders and beneficiaries in the activities of
the college and its various units in developing quality assurance strategies.
Further, working on enhancing the community awareness regarding the
important achievements that have being achieved.

= Formulating a database to facilitate communication process between him/her
and quality officials in the scientific departments of the college, and the
coordinators and administrator of institutional program accreditation at the level
of male and female.

= Providing periodic reports on the performance level based on the plans placed by
College Vice Dean for Quality and Development in cooperation with the Director
of Quality and Accreditation Unit.

= Establishing a mechanism for communication and cooperation in the various

corresponding branches in the university.
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* Following-up the implementation of the periodic requirements that should be
done by Program Coordinator in order to deliver the quality requirements of the
corresponding programs in branches.

= Following-up the submission of the periodic requirements to the Deanship of the
Quality and Development in cooperation with the Director of Quality and
Accreditation Unit.

Minimum conditions for filling the job:

» Scientific qualification: Ph.D. degree - master's degree (in the absence of a
PhD holder).

» Practical experiences:

= Previously attended specialized courses in the field of quality and accreditation
(preferable).

= Excellent experience in the activities and works of the college (teaching - scientific
research - community service - academic guidance - student guidance -
examinations and control - study plans). (preferable)

= Previously attended workshops, seminars, meetings and courses in the Deanship
of Quality and Development in the field of quality and accreditation (preferable).

» Personal skills:

= Leadership skills.

= Effective communication skills.

= Mastery of dealing with computers in the field of work.

= Preferable: Good level of English skills (e.g. reading, writing and talking).
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Job Title: Deputy Director of Quality and Accreditation Unit

Job description summary:

Acting on behalf of the Director of Quality and Accreditation in the follow-
up to the implementation of quality activities in the college. The incumbent
of this position is directly associated with the Director of the quality and
accreditation unit in the administrative, financial and technical aspects.

Job duties:

= Acting on behalf of the Quality manager and accreditation in all tasks - if he is not
present.

= Carrying out all the tasks related to the work of the quality and accreditation unit
in which they are assigned by the Quality and Accreditation Manager.

= Assisting the Quality and Accreditation Manager in carrying out all the tasks
assigned to the unit.

= Preparing for meetings held by the Manager of Quality and Accreditation at the
College.

= Reviewing the reports of program coordinators, and submitting them to the
Manager of Quality and Accreditation.

= Participating in events organized by the Deanship of Quality and Development
when he is invited.

Minimum conditions for filling the job:

» Scientific qualification: Ph.D. degree - master's degree (in the absence of a
PhD holder).

» Practical experiences:

= Previously attended specialized courses in the field of quality and accreditation
(preferable).

= Excellent experience in the activities and works of the college (teaching - scientific
research - community service - academic guidance - student guidance -
examinations and control - study plans). (preferable)

= Previously attended workshops, seminars, meetings and courses in the Deanship
of Quality and Development in the field of quality and accreditation (preferable).

» Personal skills:

= Leadership skills.

= Effective communication skills.

= Mastery of dealing with computers in the field of work.

= Preferable: Good level of English skills (e.g. reading, writing and talking).
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Job Title: Program Coordinator

Job description summary:

The Program Coordinator is responsible for implementing the activities of quality that
relate to the program in the academic department. This position is a part of the
supervisory and leadership positions in the academic department. The incumbent of
this position is administratively, financially and technically supervised by the Director
of Quality and Accreditation Unit in the Vice Deanship of Quality and Development as
well as coordinating with the head of the academic department.

Job duties:

= Carrying out the tasks assigned by the Director of Quality and Accreditation unit.

= Facilitating communication between the officials and members of the committees
associated with the program, and the Director of Quality and Accreditation Unit.

= Preparing the program file that contains all the requirements for the approval of
the program. Further, revising the program file in comparison to the program file
reference model prepared by the Deanship of Quality and Development (e.g.
program description - program report - program performance indicators -
reference documents - self-study - document academic standards of the
program.)

= Participating in the preparation of files related to the accreditation requirements
for the program (e.g. academic standards file, course files, performance
indicators file).

= Saving a comprehensive copy (on paper and electronically) — that compiles all the
files of the program, and uploading a copyto the Director of quality and
Accreditation Unit.

= Attending workshops in light of the assignment of the Director of Quality and
Accreditation Unit.

= Participating with the Director of Quality and Accreditation Unit in nominating
members to attend workshops, and forming committees associated with the
quality activities of the program.

* Holding meetings with program coordinators at the college to facilitate the
accomplishment of quality and development activities and requirements.

= Preparing and providing the requirements of technical support and internal
review visits.

= Coordinating the work between the officials of the various committees associated
with the program.

» Providing technical support to members of the various committees that relate to
the program.
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Identify the technical support needs provided by the Deanship of Quality and
Development, and raising them to the Director of Quality and Accreditation unit
of the college.

= Participating in filling the forms of program and its courses descriptions in
accordance with the models of the National Authority Commission for Academic
Accreditation and Assessment.

= Enhancing effective communication between faculty members involved in the
program and courses specifications.

= Follow-up the completion of the program and its courses reports in accordance
with the models prepared by the National Commission for Academic
Accreditation and Assessment.

= Participating with the relevant committees in the preparation of the self-
evaluation and self-study of the program in coordination with the Director of
Quality and Accreditation Unit and the Program Accreditation Coordinator.

= Creating a database of programme members to facilitate communication that
helps in implementation quality activities.

= Participating in the follow-up to the program's preparation for the application of
academic accreditation, and ensuring that the performance matches the
approved time plansin coordination with the program accreditation Coordinator.

» Following-up the implementation of the program improvement plan.

= Participating in the internal and external audit committees to verify the
compliance of the programs with the documents of the National Commission for
Academic Accreditation and Assessment.

» Following-up the providing of the necessary material and human requirements
the program accreditation in coordination with the Program Accreditation
Coordinator of the Quality Unit and Head of the Department.

® Providing statistical information, data and documents of the program in
coordination with the members of the academic department.

= Periodical submission of all quality activities of the program to the department
council for approval.

= Providing regular report on the progress of the work and achievement to the Head

of the Department and the Director of Quality Unit in the college.

Submitting the periodic requirements of the Quality and Development Deanship

to the Director of Quality and Accreditation Unit in the college.

Minimum conditions for filling the job:

» Scientific qualification: Ph.D. degree - master's degree (in the absence of a
PhD holder).

> Practical experiences:
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= Previously attended specialized courses in the field of quality and accreditation
(preferable).

= Excellent experience in the activities and works of the college (teaching - scientific
research - community service - academic guidance - student guidance -
examinations and control - study plans). (preferable)

= Previously attended workshops, seminars, meetings and courses in the Deanship
of Quality and Development in the field of quality and accreditation (preferable).

» Personal skills:

= Leadership skills.

= Effective communication skills.

= Mastery of dealing with computers in the field of work.

= Preferable: Good level of English skills (e.g. reading, writing and talking).
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Job Title: Quality Coordinator in Academic Departments

Job description summary:

This position is a part of the supervisory and leadership positions in the academic
department. The incumbent of this position is administratively, financially and
technically supervised by the Director of Quality and Accreditation Unit in the Vice
Deanship of Quality and Development as well as coordinating with the head of the
academic department.

Job duties:

= Contributing to the dissemination of the quality and accreditation culture in the
academic department in coordination with the Program Accreditation
Coordinator and the Director of Quality Unit of the college.

* Implementing the updated tasks assigned by the Director of Quality Unit at the
college and the Head of the Department in accordance with the latest works.

= Submitting the periodic reports on the progress of all hiss assigned works to the
Director of Quality Unit of the college in coordination with the Head of the
Department. These reports in turn should be submitted to the Vice Deanship of
Quality and Development and then to the Deanship of Quality and Development
of the University.

® Participating in forming action plans to meet the quality standards in coordination
with the Head of the Department, Institutional Accreditation Coordinator and the
Director of Quality Unit at the college.

= Supervising the preparation of self-evaluation and self-study, and the operational
plan of the strategic plan in the academic department.

= Proposing the formation of work-teams and tasks “including: organizational self-
evaluation team, file teams related to all quality activities in the academic
department”.

= Participating in the college's procedures and preparations to apply for
institutional accreditation in order to ensure that the performance conforms to
the established time plans that aim to achieve the requirements of the National
Commission for Academic Accreditation and Assessment.

» Following-up the implementation of each committee’s tasks assigned to them by
the Director of Quality Unit in the college based on the Directions of the
University Quality and Development Deanship.

= Coordinating with the heads of accreditation standards "11" to implement the
self-evaluation plan developed by the college’s self-evaluation committee in
coordination with the Director of the Quality Unit at the Quality and
Development Vice Deanship in the college.

= Follow-up on preparing the file of the educational institution in preparation for
submitting it for accreditation in accordance with the specifications and
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standards set by the National Commission for Academic Accreditation and
Assessment.

Minimum conditions for filling the job:
» Scientific qualification: Ph.D.

>

Practical experiences:

Previously attended specialized courses in the field of quality and accreditation
(preferable).

Excellent experience in the activities and works of the college (teaching - scientific
research - community service - academic guidance - student guidance -
examinations and control - study plans). (preferable)

Previously attended workshops, seminars, meetings and courses in the Deanship
of Quality and Development in the field of quality and accreditation (preferable).
Personal skills:

Leadership skills.

Effective communication skills.

Mastery of dealing with computers in the field of work.

Preferable: Good level of English skills (e.g. reading, writing and talking).
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Job Title: Program Accreditation Coordinator

Job description summary:
This position is a part of the supervisory and leadership positions in the academic

department. The incumbent of this position is administratively and technically
supervised by the Director of the Quality and Accreditation Unit in the Vice
Deanship of Quality and Development as well as coordinating with the Management
of Quality and Accreditation in the deanship of Quality and Development.

Job duties:
= Coordinating, leading and managing the preparations for internal and external
program evaluation processes of the relevant programs in the college.

Creating a database for program coordinators in the academic departments to

facilitate communication via email or telephone.

* Holding, implementing and managing workshops in order to support quality
culture, and raise awareness regarding accreditation practices-procedures- and
requirements for applying for accreditation.

= Supervising the self-assessment and self-study procedures in cooperation with
Program Coordinators and Quality Coordinators in the academic departments.

= Following-up the procedures of periodic surveys of graduates, employers and any
other beneficiaries of the College and its programs, activities and services in
coordination with the college's units and its academic departments.

» Following-up the design and implementation of stakeholders’ surveys (students-
faculty - staff) in relation to their opinions reading all aspects of the educational
processes.

» Following-up procedures for adopting and conforming the academic program
specifications for each academic department with the requirements and
standards of the National Commission for Academic Accreditation and
Assessment.

= Assisting the academic departments in nominating and identifying independent
assessors to assist them in their quality assurance activities as well as taking their
advice on ways to develop quality in the program.

= Designing and developing various mechanisms and following-up activation
regarding improving communication with beneficiaries, improving teaching and
learning processes, scientific research, community service, and student and
academic guidance.

= Coordinating with the Vice Dean and Director for Quality and Development in the
college to provide the instrumental and human requirements that are necessary
for programs accreditations of the academic departments.
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= |dentifying the members of the committees concerned with accreditation
requirements for each program of the academic departments in coordination
with the Director of the Quality Unit of the college and the Heads of the
Departments.

= Following-up the preparation of the academic programs’ files in preparation for
accreditation in accordance with the specifications and standards established by
the National Commission for Academic Accreditation and Assessment.

Minimum conditions for filling the job:

» Scientific qualification: Ph.D. degree - master's degree (in the absence of a
PhD holder).

» Practical experiences:

= Previously attended specialized courses in the field of quality and accreditation
(preferable).

= Excellent experience in the activities and works of the college (teaching - scientific
research - community service - academic guidance - student guidance -
examinations and control - study plans). (preferable)

= Previously attended workshops, seminars, meetings and courses in the Deanship
of Quality and Development in the field of quality and accreditation (preferable).

> Personal skills:

= Leadership skills.

= Effective communication skills.

= Mastery of dealing with computers in the field of work.

= Preferable: Good level of English skills (e.g. reading, writing and talking).
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