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Organogram of IQAC

Director [ position]
Not below the rank of Professor

(Suitably qualified for managing QA and TL activities. An
existing or former Additional Director may get preference if fulfill

the criteria)

'

|

I

assurance activities)

Additional Director (QA) [up to 2 position]’
Not below the rank of Professor

(Suitably qualified for managing quality

e

Additional Director (ETL) [ position]
Not below the rank of Professor

(Suitably qualified for managing teaching
leaming activities or ADP)

f

;

Officer [Accounts]
[1 Position]

Officer [Office Secretary (OS)/Administrative Officer (AO)]

[1 Position]

(Suitably qualified for managing Administration)

Officer
[Training/ICT/Commu
nication]

[1 Position]

(Suitably qualified for
managing Accounts)

A 4

(Suitably qualified for
managing
Communication/IT)

Computer Operator
[1 Position]

(Suitably qualified for managing Computer Operating System)

Office Assistant (LD)
[1 Position]

Office Support Staff
[3 Position]
[Office Peon (2), Cleaner (1)]
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Job Description of Director, IQAC

Oversee the management of [QAC and be responsible for all its activities;

Establish milestones and performance indicators for smooth and effective implementation of
IQAC activities to meet the international standards;

Take necessary steps to develop a culture with a view to achieving position in World
University Rankings;

Work as the Chief Liaison Officer (CLO) among the UGC, the respective universities and the QAU;

Co-ordinate, supervise and monitor all QA and TL related activities of the IQAC within the
university;

Establish a liaison with other universities and research organizations at home and abroad to
learn the best practices;

. Explore the emerging issues with regard to higher education and recommend those to the
QAC and the UGC;

Prepare performance-based budget subject to availability of grants, aid, endowment from the
UGC and other organizations;

Arrange meetings on a regular basis to assess the performance of the IQAC in promoting the
best QA culture and TL practices within the university;

Formulate strategic plan and recommend it to the QAC and the UGC for enhancement of
overall quality of the university;

Develop a data-base software of information regarding the training to be delivered to all
relevant stakeholders on QA and TL;

Execute all QA and TL related decisions as directed by the UGC, the QAC and
Syndicate/Regent Board of the university;

Report to the QAC and the UGC twice a year;

Job Description of Additional Director (QA)

Assist in formulating policies for different QA aspects of the university relating to
governance, leadership strengthening, curriculum development, faculty and professional staff
development;

Play a key role in monitoring, evaluation and continual improvement of QA;

Collect data/evidence on the implementation of the policies formulated and prepare a report
on all QA related activities;

Develop an improvement plan regarding QA for every 4 years and ensure its effective
implementation and monitoring;

Assist POEs and the university in culturing the procedures for accreditation of the programs
and university as per the guidelines set by the BAC;

Execute QA related decisions as directed by the UGC and/or by the QAC and
Syndicate/Regent Board of the university;

Facilitate the self-assessment and external peer review conducted by the PSAC;

Implement the QA process at program level;

Assist in developing an online data-base software enriched with all information regarding the
QA activities and monitoring and evaluating those;

Conduct annual academic audit at every POE level.

Job Description of Additional Director (ETL)

Plan training/workshop/seminar etc. for faculties, officers and support staff to implement

policies regarding all aspects of teaching-learning;
. 44(

Sy A
Quality Assurance Committea
fesfavwtery



Institutional Quality A Cell (IQAC PN
itutional Quality Assurance Cell (IQAC) ?Q@Cg
University of Rajshahi o vt

Review the literature related to modernization of curriculum, teaching-learning and research etc.;
Conduct research on various aspects of teaching-learning, performance of teachers, students'
learning behavior, blended learning mode, code of conduct for teachers and students, and so on;
Conduct research on the implementation of outcome-based teaching-learning and assessment;
Assist the university authority to introduce an award/recognition system for excellence in
teaching-learning, research, leadership quality, office management skills, etc; Respond to the
requests regarding training, and formulate training proposals, deliver courses, prepare
necessary documents, etc;

Identify and organize short training courses on professional development;

Guide and assist the POEs of the university to implement the Outcome Based Education (OBE);
Develop an improvement plan regarding ETL for every 4 years and ensure its effective
implementation as well as monitoring of its achievements;

Assist in developing a data-based software containing all information on the programs
undertaken for ETL;

Execute ETL related decisions as directed by the UGC and/or by the QAC and
Syndicate/Regent Board of the respective university;

Provide training to the faculty members to implement research and scholarly activities.

Officer [Office Secretary (OS)/Administrative Officer (AO)]

e o o o

Assist the Director and Additional Directors

Communicate with RU Administration

Arrange Seminar/ workshop/Training program

Coordinate PSAC and FQAC program

Office Management (write regulation or meeting minuets of IQAC Directors Committee &
all type of procurement Committee and Monitoring to implementation

File clipping and reservation of all document (specially program related document)

Staff Supervision

Officer |Accounts]

Communicate with Finance Administration of RU and Strategic Planning and Quality Assurance
Unit (SPQAU)

Financial Management (Follow the Financial plan & Monitoring and Maintain all financial
books & Vouchers )

File clipping and reservation of all Financial documents

Prepare Financial report (Quarterly, Half yearly and Yearly)

Maintenance of all fixed asset of IQAC

Maintenance Leave Register of IQAC Staff.

Officer [Training/ICT/Communication|

Assist the Secretary

Communicate with PSAC

Receive letter, docket and disburse

Assist to Office Management (File Clipping and Maintaining).
Assist to arrange Workshop/ Seminar /Training

Prepare requisition of office materials and purchase
Maintenance the stock register of IQAC
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