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Job Description for Academic Jobs in the University of Gezira
(27.9.2016-1.9.2015)

Abstract

Job description is considered as one of the most important pillar of
human resources systems and all the other human resource activities depend
on it. It represents the starting point from which the processes of planning
organizing, attracting, training, and performance evaluation began. The
University vice chancellor formed the committee of job description in the
University to improve performance and set a clear guide of jobs. The
committee set an action instrument for organizing and running its task in
collaboration with the Administration of Human Resources and top-level
management of the University, deans, and heads of departments in
collecting information about jobs. The job description format was designed
in a way that divided it into four sections. The first section included
personal data of the jobholder, the job title, and file No., job level, salary
sector, administration, department and job site. The second section was
designed to contain the job objectives, duties and responsibilities, job
relations and documents organizing the job work. The third section includes
two parts; the first part was for job description (job requirements) i.e.
academic degree, experience, training and skills. The second part consists of
power and authorities, either original authorities or delegated authorities for
the job holder. These include financial, administrative and technical
authorities. The fourth section includes administration of entrust relating to
the job, job safety measures, job success determinants, job development and
job description approval.

Sixty two academic jobs were described. These are jobs held by the
teaching staff members in University of Gezira. They were classified into:
top management jobs; academic affairs; graduate studies; scientific
research; deanship of students affairs; deanship of libraries; faculties,
institutes; centers affiliating to the University VC; quality and evaluation
unit (in deanship, faculties and institutes), Mohamed Obeid Mubarak
Laboratories; teaching staff; teaching assistants; technical and lab assistants
and attendants.

Job development through time and in accordance to work need,
technological developments and change in provided services make it
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necessary to review job description regularly to meet those changes in order
for the job description to keep pace with job.
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