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Terms of Reference

1. The Head of the Registration Unit is appointed by the Dean of the College of Engineering for a

specific period of time or until further orders.

2. The Registration Unit works with the time table and exam Committee, under the leadership of

the Vice Dean of Educational and Academic Affairs.

3. The Unit coordinates the Registration and Exams related tasks in the College of Engineering.

4. The Head of the Registration Unit will be responsible for executing the instructions of the Vice

Dean of Educational and Academic Affairs.

5. The Development of Registration Unit will also execute the tasks assigned by the Deanship of

Registration and admission through the Dean/Vice Deans.

6. The Unit will participate meetings announced by Vice Dean of Educational and Academic Affairs

(atleast 5 in an academic year).

7. The Unit will supervise in preparing the time tables for lectures, practical and tutorials.

Additionally, the final exam time table of all the Programs.
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Organization Structure of the College Registration Committee:
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Members of the College Registration Committee:

No. Name Position Designation
1 Dr. Amir Arabi Head, Registration Unit Unit Head
2 Dr. Moniji Zaidi Registration Unit Member
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Unit Tasks 313 gl alga
1. Preparation for the registration period at the beginning of Juab JS Ay aa Sl 380 210y 1
each semester. el a
2. Processing students Time Table by categories and <l 8 5 U s Gl Jglan Aallaa 2
periods: visiting, graduate, regular.... phiia il mA,
3. Answering all student requests on TAWASUL platform to g Jglaadl Jaail Jual g clalle 34553
modify their time table, which are related to deletion, dusadll g ALY g adal) pads
addition and transfer... G 7 AL o L Jaaidig dallaa 4
4. Processing and registration of graduation projects st
according to the university regulations S CpppadlsY) (adipal) o Okl g8 5
5. Distribute students to academic advisors for all aludy)
departments Jel gl g Jalaal) g clolBl) (S 6
6. Accommodation of halls, laboratories, and time for all Al ) d)ag OB el g da g plaal) ) ) jal)
offered courses, before the start of the study of each Jual JS (e
semester G (p pdlaall Jglaa Jpaad g dail 2 7
7. Studying and amending time tables of lecturers according oalaidY) g (o)
to the load and specialization 4l Al g pa e lain) dagliag jgda .8
8. Attending and following-up meetings with the Vice Dean 5 el i Mdi g Apanals) (0 gl
for Academic Affairs and implementing their outputs on the oo D U bl analsY) aUALY
academic system: study plans, trimester system ... Jodll Bales g cilolaiay) dajliag jgpas .9
9. Attending and following-up meetings with the Deanship of Al o gila A 1T g Jaaudll g
Admission and Registration and implementing their outputs sy
on the academic system Gl A Lay Al ol Lgasd syl (10
10. Preparation for final exams, including scheduling, il jlail) el g el g Glall) g A gasd)
committees, halls, conflict resolution, and daily capacities.... Lpa gall cilaad) g
11. Examination and modification of the reports available Al o Aalial) il Juad g gand 11
on the academic system sy
12. Bring quality and accreditation requirements for Claa oll slaie ) g 53 gad) il jLiaa) |12
relevant units, statistics reports, records... bl cililuan) g 5 Abal) @i
13. Examine the final exam reports and make sure that the (oo 28U g Al il JLERY) S gand 13
semester is closed without any shortage Rl o 9 (ml ) Juadl) 312




