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Development and Quality Unit Guide

King Abdul-Aziz University



Vision:

Entrepreneurship, sustainability and excellence in academic
performance at national and international level.

Mission:

Spreading the culture of applying quality standards and working
on applying these standards as well as continuous development
to achieve the vision of both the college and the university.

Values:

Professionalism, loyalty, creativity, integrity, and co-operation

Objectives:

1. Drawing up general policy and developing a strategy to ensure
the quality of academic programs in the college, as well as
achieving the university's goals related to quality and academic
accreditation.

2. Developing policies to ensure efficiency and effectiveness in
quality management and achieving academic accreditation.

3. Spreading the "Quality" culture among the college male and
female employees.



4. Promoting quality practices and applying its standards within
the academic process to achieve an academically distinguished
and professionally qualified graduate that meets the
requirements of the labor market.

5. Supporting and training faculty members to apply standards
related to quality assurance and academic accreditation.

6. Following up on the application of quality standards and
academic accreditation, and correcting the performance of the
scientific departments as well as administrative units of the
college.

7. Submitting annual reports regarding the college performance
results in everything related to the fields of quality and academic
accreditation on a regular basis.

8. Documenting all procedures and activities related to quality,
so that the "Quality" culture becomes a continuous academic
and administrative behavior.



The unit's General policy:

The Development and Quality Unit works on applying quality
standards and academic accreditation in all scientific
departments and administrative units within the college to
support the university mission towards achieving its strategic
plans, reaching the ranks of

local and international universities. To achieve this goal, the unit
is particularly concerned with the following issues:

1. Continuous development and improvement of quality
applications in various departments and units within the college.

2. Consolidating the concepts of "Quality" culture and strategic
planning.

3.Measurement, correction and academic accreditation.

4. Adopting the application of various quality laws within the
college.
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Head of the Development and Quality Unit

Job Description:

To Ensure the compatibility and commitment of academic
programs, & the college as a whole, to quality standards &
academic accreditation and their requirements, such as the
standards of the National Qualifications Authority, the quality
assurance of education and training and their requirements. In
addition to that, he helps promote excellence in academic
practices, student learning, and service quality by establishing,
spreading, and maintaining a culture of self-evaluation as well as
continuous improvement at all levels within the college.

Functional tasks:

1.Building specifications and standards that comply to local and
international standards for quality and academic accreditation,
working on achieving these standards, as well as supervising
their implementation through preparing suitable plans and
programs.



2. Communication and review with local and international
quality assurance as well as academic accreditation authorities
with the aim of exchanging experiences and obtaining local and
international accreditation.

3. Supervising the periodic auditing and evaluation processes
within the college scientific departments on a regular basis,
collecting the results and providing the necessary
recommendations to improve performance and improve the
quality of the outputs of these scientific departments.

4. Representing the college before external parties related to
academic accreditation, whether inside or outside the university.



Academic Accreditation Division

Functional tasks:

1. Developing plans & policies to obtain academic accreditation
for college programs (for both undergraduate and postgraduate
studies).

2. Determining accreditation standards and supervise their
implementation through suitable plans and programs.

3. Determining methods and standards for developing and
measuring learning outcomes in accordance with best practices.

4. Auditing and reviewing academic programs to ensure that the
objectives of the educational programs and their educational
outcomes are achieved.

5. Providing suggestions and recommendations to increase the
readiness of programs to obtain academic accreditations.

6. Providing support and advice to scientific departments within
the college to obtain academic accreditation.

7. Coordination with scientific departments in order to collect
evidence, reports, and forms to meet academic accreditation
standards.



8. Verifying the eligibility of the college to apply for academic
accreditation; Through organizing the accreditation file.

9. Preparing annual reports of the program and the results of
learning outcomes and discussing them with the head of the
Development and Quality Unit, as well as the heads of other
divisions.

10. Cooperating with the Quality Division in following up on the
procedures of excellence awards at over the university.

11. Carrying out other tasks assigned to the division regarding
quality and its application.



Division of Partnerships and Community Service

Functional tasks:

* Working on building effective partnerships with relevant local
and international authorities and organizations.

* Providing applied practical studies in community service and
concluding agreements with other institutions.

* Developing current and future community service programs
and working on ensuring continuity in all community service
work.

* Working on signing strategic partnerships with charitable
societies, NGO'S, and non-profit organizations.

* Organizing educational and awareness courses that contribute
and suit the outcomes of the labor market.

*  Providing community service in the following fields:
humanitarian, social, health, economic, environmental, and
development work.

* Activating partnership and cooperation with the Deanship of
Community Service and Continuing Education at the university.

* Organizing courses, lectures and seminars in the field of social
responsibility and community service.



* Supporting humanitarian, environmental, healthsaat=ey
projects, in addition to spreading awareness about social
responsibility and community service.

* Encouraging voluntary work for the entity employees.

* ldentifying and approving voluntary work for programs related
to community service as well as approving and evaluating reports
for it.

* Developing measurement tools and evaluation mechanisms for
each program.

* Attracting members, including employees and students, to
participate in community service programs.

* Preparing periodic reports on the performance of strategic
partnership initiatives and submitting recommendations to the
entity regarding aspects which need to be developed.



Strategic Planning Division

Functional tasks:

* Preparing, developing, updating and following up on the
implementation of the entity’s strategic plan in accordance with
the university plans.

* Periodic follow-up of performance indicators and preparing
and submitting reports on achievement rates.

* Contributing to the preparation of annual operational plans
within the framework of the strategic plan, developing a risk
management system, and developing alternative plans related to
the entity strategic initiatives and plans, in addition to following
up on its application and linking it with various other work
systems.

* Viewing to best practices and updates in the entity field of work
with the aim of developing and updating the strategic plan.

* Working on spreading the objectives and components of the
strategic plan as well as introducing them using various methods.

* Spreading the culture of strategic planning among the entity
departments, divisions and individuals.



* Verifying the efficiency of application and impl m
achieve the performance indicators required by the entlty

* Cooperating with the rest of the administrative units with the
aim of achieving the vision and mission of the entity.

* Participating in preparing the annual budget for the entity
related to financing the programs and projects of annual plans
with the relevant entities.

* Preparing reports on the unit activities and achievements,
performance obstacles, and ways to overcome them.



Human Resources Development Division

Functional tasks:

* Developing skills, knowledge and capabilities of the entity
employees to accomplish the work effectively.

* Preparing and following up the training plan for the entity
employees.

* Intensifying communication with the entity employees and
benefiting from evaluating performance levels in addition to
identify training, development and education needs.

* Providing the entity employees with new information in the
field of training, development and education according to work
needs.

* Surveying the views of the entity employees regarding their
needs for training, development and education.

* ldentifying tasks that have below-standard performance levels,
analyzing them, and designing suitable approaches to raise the
level of performance.

* Benefiting from training programs, seminars and conferences
related to work characteristics.



* Participation of the entity employees who
implementing training and development activities.

* Following up on educational and technical updates in the field
of educational technologies and management of e-learning
systems, and studying the mechanisms of benefiting from them
in developing e-learning and distance education.

* Holding courses and workshops using the (Blackboard) system
for human resources development.

* Preparing the necessary periodic reports to evaluate the
benefit from training and development programs, identify
challenges, and develop appropriate solutions to them.



Graduates Division

Functional tasks:

* Communicating with graduates with the aim of keeping pace
between educational outcomes and the requirements of the
labor market and society.

* Qualifying graduates and helping them to engage in the labor
market.

* Building a comprehensive data base for graduates of the entity.

*  Communicating  with  graduates through  various
communication messages to enhance the graduate’s relationship
with the entity.

* Following up on graduates in terms of whether their scientific
qualifications and their special skills comply with the nature of
their work by preparing indicators, values and research studies
that support keeping pace between the outcomes of higher
education and the requirements of the labor market, as well as
through planning, following-up, evaluation and feedback.

* Effective communication with fields of work to find job
opportunities for college graduates easily and conveniently.

* Providing studies on the preparation of university graduates
and the amount of employed and unemployed workers and
providing them to interested parties.



* Preparing periodic reports on the performance of strategic
partnership initiatives and submitting recommendations to the
entity regarding areas which need to be improved.

* Compiling and updating lists of graduates and documenting
their data to include contact information/work information and
the period of time it took for the graduate to obtain the job.

* Contributing to spreading the culture of belonging and
strengthening the relationship between the graduate and the
entity.

* Benefiting from graduates and their experiences through their
participation by expressing their opinions on study programs and
plans.

* Communicating with the graduate and the entity which
appointed him/her after graduation and seek the opinion of
those entities.

* Preparing the necessary programs and action plans to align
educational outcomes in accordance with the National
Qualifications Framework.

* Doing questionnaires about the trends and plans of business
sectors in employment and future professions.

* Developing programs to identify and enhance the applied skills
needed by the labor market among graduates.



* Urging scientific departments to modernize and develop their
educational programs according to labor market trends.

* Working to link the college various scientific departments with
business sector institutions.

* Preparing a list of names of training places and external
scholarships, their conditions, and directing students to them.

* Supporting research contributions and studies at the college
level and analyzing the results of studies and research on the
needs of the labor market as well as graduates to develop
scientific departments and educational curricula in accordance
with the requirements of the business sector.



Information Technology Division

Functional tasks:

* Working to develop information technology in the entity.

* Supervising the work of information technology and computer
management at the entity.

* Developing and updating the entity website on the Internet.

* Providing technical and technological support as well as
communicating with the Deanship of Information Technology to
resolve obstacles when needed.

*Working developing electronic archiving of academic systems.

* Preparing periodic reports on the unit achievements and the
obstacles it faced, submitting proposals and archiving them
electronically.

* Working on raising the efficiency of employees in using
computer applications.

* Providing the branch employees with the necessary technical
equipment in coordination with the warehouse unit in the entity.

* Creating a database to inventory computers and their
accessories in addition to following up on updating them.



* Coordinating visual and audio communication during
encounters or meetings.

* Conduct weekly preventive visits to communication rooms
(servers) in cooperation with the Deanship of Information
Technology.

* Checking and inspecting the new computer equipment
received and ensure that it conforms to the required
specifications.

* Supervising network problems and conducting a technical
survey of the branch building need for ports.

* Preparing and equipping computer laboratories, computers
and software for the entity employees, and writing guidelines to
avoid incorrect uses of computers and their accessories in the
branch laboratories & classrooms.

* Preparing computers to connect to the network and installing
the necessary software.

* Continuous updating of operating systems & software on
regular basis.

* Providing technical and technological support to the
development agency units in the entity.



* Supervising the placement of advertisements on the college
screens.

* Supporting the process of automated correction of tests.



