DUTIES AND RESPONSIBILITIES OF THE ASSISTANT DIRECTORATE

* To ensure that the “Main Duties and Responsibilities” section of the School’s website is
kept up to date.

* To review the documents to be submitted to the boards.

« To monitor student investigation files and to preside over the committees to be
established.

» To supervise all activities organized by student clubs and students.Kuliiplerin afis, arag-
gereg, salon gibi isteklerini incelemek ve sonuglandirmak,

* To consider and resolve student issues on behalf of the Director.

* To plan and organize events, including conferences, panels, meetings, symposia,
seminars, dinners, excursions and technical visits, arranged by the Directorate

* To supervise the monitoring of courses, the timely conduct of examinations, and the
effective use of classrooms, and to ensure coordination regarding the computer
laboratory.

* To review teaching assignments, to determine the academic staff to be requested from
outside the School, and to inform the Director in this regard.

* To ensure that courses are conducted in accordance with the academic calendar and to
inform the Director accordingly.

» To ensure that make-up classes are conducted as scheduled and to duly inform the
Director.

» To ensure that activities are conducted in line with the institution’s objectives and goals

* To prepare the School’s budget in line with the strategic plan.

* To ensure that the School’s resources are obtained and utilized in an effective,
economical and efficient manner.

* To prevent the misuse of the School’s resources and to ensure the avoidance of waste
and extravagance.

* To supervise and monitor the operation of the financial management and control
system.

» To ensure the establishment of an effective internal control system and the supervision
and monitoring of its operation.

* To collaborate with internal and external stakeholders on matters falling within the
remit of the School’s activities.

» To exercise the delegated authorities and signatory powers assigned by the Director in
accordance with the law.

e To chair the boards in the absence of the Director and to attend the Executive Board,
Senate and other meetings.

» To supervise the activities of the units under his/her responsibility and to take the
necessary measures in case of disruptions.

» To monitor whether the decisions taken at the meetings of the School Board, the
Executive Board and the Disciplinary Board are implemented by the relevant units.

* To attend meetings held outside the University representing the School.

* To take measures to promote workplace harmony and enhance personnel performance.

» To prepare the School’s annual activity report.

* To undertake staffing planning for administrative and academic personnel and to
submit it to the Director.

» To prepare the necessary guidelines and internal circulars required for the effective and
efficient conduct of services and to submit them to the Director for approval.

* To ensure the implementation of the principle of segregation of duties in financial
transactions.

* To determine the School’s needs and general administrative expenses in coordination
with the School Secretary and other personnel, and to ensure their timely procurement
in accordance with budgetary possibilities.



* To supervise the movable property warehouse and to monitor inventory levels.
» To exercise overall supervision over the units of the School and the personnel at all
levels within those units.



ve denetim gorevini siirdiirmek,

Yiiksekokulda etkili bir i¢ kontrol sisteminin kurulmasi ve yiiriitiilmesini saglamak,
Kamu I¢ Kontrol Standartlar1 Uyum Eylem Planinda yer alan eylemleri yerine
getirilmesini saglamak, izlemek ve degerlendirmek,

I¢ kontrolle ilgili mevzuat: takip etmek, gereklerini tam olarak yerine getirmek, tiim
personelin sisteme dahil edilerek benimsemesi ve katki yapmasini saglamak,
Yiiksekokulun ama¢ ve hedeflere yonelik 6nemli bir tehdit olusturan risklerin bir
envanterini ¢ikarmak, risklerin gergeklesme olasiligi ve muhtemel etkilerinin analiz
edilerek, Risk Analiz Raporu diizenlenmesini, hangi riskler i¢in hangi kontrol
faaliyetlerinin uygulanacagini belirlemek, sorumlu birim-personel-risk iligkisinin
kurulmasini saglamak ve izlemek,

Personelin  yeterliligi ve performansin1  Yiiksekokul Sekreteri ile Birlikte
degerlendirmek, uygun egitimleri almasini saglamak, kadro durumunu izlemek,
atamalarda dikkate almak,

Personelin goriisleri, kisi veya idarelerin talep ve sikayetleri ile i¢ ve dis denetim
sonucunda diizenlenen raporlarin diizenli olarak izlenmesini ve degerlendirilmesini
saglamak,

Mali karar ve islemler icin gerekli yazili prosediirlerin hazirlanmasini saglamak,
gorevler ayriligi ilkesinin tam olarak uygulanmasini saglamak,

Etik degerler ve diiriistliik ilkelerine uymak, bilinmesini ve uyulmasini saglamak,
Yolsuzluk ve usulsiizliiklerle ilgili gerekli prosediirleri hazirlamak,

Hassas gorevlerinin bulundugunu bilmek, uymak ve uyulmasini saglamak,

Akademik ve idari personel ¢alisma odalarinin dagitimini planlamak

Calisma odalar1 ve dersliklerle ilgili hazirliklarin gézden gecirilmesi, ihtiyaglarin
belirlenmesi ve ¢alismalarin denetlenmesini saglamak

Kurum i¢i ve dis1 ilanlar ve duyurularla ilgili denetimin yapilmasini saglamak,
Yiiksekokulda acilacak (DPU disindan ve 6zel amagl) kitap sergileri, stantlar ile
asilmak istenen ve benzeri talepleri incelemek, denetlemek,

Miidiirin uygun gorecegi diger isleri yapmak.



