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=  Procedures Information:
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Issue date: 2018

Revision, Date: V04, 2024

Evaluation Frequency: Yearly

Level of Confidentiality: Public

Pages: 2

Procedure Approved Date: 22 Feb 2018

Decision of the Deans Council: | 24 July 2018/2019

= Responsibilities and implementation:

Follow-up, review and Strategies and Policies Committee, Sustainability and
development: Ranking Office

Accreditation: Human Resources and Institutional Development Unit
Application (scope): Provide part-time and full-time job opportunities for

students both on-campus and off-campus in collaboration
with local and international partners to enhance students'
practical experience and support them financially and
academically.

= Procedure Steps:

# Step
1. Identify Job Needs:
o Collaborate with academic and administrative departments to identify
suitable job vacancies for students.
o Communicate with local and international partners to identify external job
opportunities.
2. Create a Student Database:
o Collect data on students interested in work, including their qualifications,
areas of interest, and availability.
3. Announce Job Vacancies:
o Advertise available job opportunities on the university's digital platforms
and notice boards.
« Organize on-campus recruitment events to showcase available
opportunities.
4. Conduct Interviews and Select Students:
e Arrange interviews for applicants with the concerned departments or
external partners.
o Select suitable candidates based on qualifications and alignment with job
requirements.
5. Prepare Contracts:
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o Document employment agreements between the university or employer
and the student.
o Clearly define working hours, responsibilities, and rights.

6. Provide Orientation and Support:

o Offer orientation sessions for accepted students to clarify job expectations
and performance standards.

e Provide ongoing support to students during their employment.

7. Monitor Performance:

o Track student performance and conduct periodic evaluations in
coordination with supervisors.
e Address any challenges students face during their employment.

8. Prepare Periodic Reports:

e Document all provided work opportunities, the number of beneficiaries,
and program performance.

e Submit periodic reports to senior management with recommendations for
improving the process.

= Related Forms:

# Form Name

Student Registration Form for Work Opportunities.
Job Application Form.

Employment Contract Form.

Performance Evaluation Form.

Work Placement Follow-Up Report Form.
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