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Executive Summary

1. Improving and fully utilizing the competencies, skills and expertise of the University’s human resources.
2. Planning, organizing, and implementing all human resources operations.

3. The development of the skills and expertise of the University’'s human resources and helping them to become fully qualified after
studying what is needed in terms of education and training in order to achieve the University’s vision and objectives in light of changes in
the internal and external environment.

4. The development of the performance of human resources in order to enhance the quality and the urgency in accomplishing the tasks
entrusted to them in an attractive university environment, and guaranteeing job security, while paying attention to creativity and
innovators.
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The Department of Human Resources falls within the body of administrative departments. It consists of three staff members, who provide all HR

Serv

ices to all members of the academic and administrative staff.

The operating context: Internal Environment

1

2.

8.

9.

. The existence of an organizational and administrative structure for the department.
The computerization of most of the work of the Department of Human Resources.

. An experienced staff that is fully-qualified, both theoretically and practically.

. Working toward the utilization of available technological devices and equipment to do the job.

. Develop / provide system models for the department's work.

. Continuing to archive employee files.

. Meeting the needs of beneficiaries as quickly as possible and handling pressure.
Working to develop rules and regulations concerning employee affairs.

There is no clear system for internal or external communications.

10. Cooperating with the Center for Quality Assurance and Accreditation in the preparation of the employee procedures manual.
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The operating context: External Environment

. The University’s distinguished reputation.

. The University's excellent relationship with the public and private sectors, as well as national and international universities.
. The University operates under the umbrella of the Royal Scientific Society.

. The University's good relationship with its suppliers.

. The University has obtained both national and international accreditation.

. An increase in the number of students bearing in mind the limited number of classrooms.

. The constant and rapid change in the requirements of faculty members and students.

. Economic and political crises in the surrounding region.

. Rapid technological developments.
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Vision, Mission and Values

Vision statement
Vision:

The conversion of the Department of Employee Affairs into an HR Department, that delivers outstanding services with a high level of efficiency
and flexibility, in accordance with the University's strategy, with the aim of achieving the satisfaction of the entire body of academic and
administrative staff, through the creation of an attractive work environment which encourages employees to raise their level of

work performance and serves to attract highly qualified employees in the future.

Mission statement
Mission:
To present the best possible services to the body of academic and administrative staff at the University, through facilitating work procedures
by means of finding appropriate solutions and using latest technologies in order to achieve high performance productivity, both qualitatively
and quantitatively.
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MISSION Formulation:

. Employment, recruitment and attracting prospective staff members

. Insurance Services (Social Security / Life Assurance / Health Insurance)

. Online Services (email / employee services / Activation of EDF)

. Staff performance evaluation

. Training and development

. Monitoring all leave and early exits from work

. Transfers, promotions, loans and assignments

. Annual salary increments

. Preparation of certificates of trust and certificates of service for employees
10. Preparation of personal letters for employees

11. Preparation of various statistical data for internal and / or external bodies.
12. Following up the various resolutions of the relevant councils and committees
13. Job analysis and development of job description cards

14. Ensuring that the appropriate rules and regulations are applied.
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1. Those seeking job opportunities
2. Academic staff
3. Administrative staff

To provide the best technical and administrative services for the academic and administrative staff, to strive to attract the best human resources, and to
improve and strengthen the work environment.

The provision of such services helps to improve the standard of work, both in quantity and quality, ensuring the recruitment of qualified competencies,
raising the competencies of the employees through training, and, most importantly, spreading the sense of team spirit.
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To develop administrative, technical and social practices at the University to increase effectiveness and efficiency, promote a culture of excellence,
and provide the best human resources services

HRM Values

e Working in the spirit of a united team.
e Integrity, transparency and accountability.
e Excellence and performance quality.

Strateqic Objectives for Human Resources

S Specific

M Measurable
A Attainable
R Relevant
T Time bound
And

E Evaluate
R Reevaluate

Automating all of the HR Department's work procedures by applying the latest electronic systems.

Automating all academic and administrative staff members' files.

Updating the job description of all University positions, along with the determination of performance indicators and assessment tools.
Updating the Employee Affairs Bylaw and related regulations in light of the development of legislation currently in force.

Developing an online system to monitor procedures concerning academic staff, such as: promotion, tenure, secondment, sabbatical
leave and unpaid leave, etc.

Developing recruitment procedures to ensure the appointment of highly qualified faculty and administrative staff.

Enhancing the competence levels of University staff by implementing a comprehensive training plan.

Disseminating and promoting the culture of quality among the body of University staff members.
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ACTION PLAN

OBJECTIVE 1
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automating all work procedures at the HE Department through app-l-.flng the latest electronic systems.
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Performance Indicators
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automating all work procedures at the HR Department through applying the latest electronic systems,

AE Ry
Performance Indicators
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Procedural Objectives

= Implementing the
training program.

* The degree of
accuracy in using the
system by the
concerned persons. ..
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in the system.
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Automating all work procedures at the HR Department through appl-,rlng the latest electronic systems,
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Performance Indicators
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+3_italh
igeasl
A

Dept. +

R35

+1 A
S
Agelal

Dept. +
RS5

JETEEN /UL -4: JPLEL L A0 [l A TP JEPERT. B
Training of concerned persons on using
the new system.

PEELIS, (PR b e | [t UL PN
Implementing the necessary
amendments in light of the system

usage..



*
*’F*

*HK Funded by the
Fgl Erasmus+ Programme
ol of the European Union

Aaalall B cplaladly dalid) Glilal) aas Al SGN au) Au) Ciagd)
Automating all files of academic and administrative staff.
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Automating all files of academic and administrative staff.
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Automating all files of academic and administrative staff.
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Updating the job description of all jobs at the Unlversm,.r, with determining
performance indicators and assessment tools.
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Updating the job description of all jobs at the Unlversm,.r, with determining
performance indicators and assessment tools.
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Updating the Employee Affairs Bylaw and regulations related to it in light of the
development of the valid legislations.
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Developing an electronic system to follow up the procedures related to the academic staff, such as:

promotion, settlement, secondment, sabbatical leaves and unpaid leaves, ...etc.
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required amendments,
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commitment to the
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Developing an electronic system to follow up the procedures related to the academic staff, such as:

promotion, settlement, secondment, sabbatical leaves and unpaid leaves, ...etc.
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Developing the recruitment procedures to ensure the appointment of highly
gualified staff.
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Presence of a list of the Dept. Determiningthe different vacancies.
required vacancies. agall
L
B2l
Cincer-
ned
Dept.

e — I




*

*HK Funded by the
Fgl Erasmus+ Programme
ol of the European Union

*
*’F

G JBSy Ly (L Y1 9 ConsmsdhY) .,-nﬁm el ] gl sl A Ciagdl
B el g LS
Developing the recruitment procedures to ensure the appointment of highly
gualified staff.
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Developing the recruitment procedures to ensure the appointment of highly
gualified staff.
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Performance Indicatars Execiber Procedural Objectives
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Enhancing the efficiency of the University staff through a comprehensive training
plan.
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Enhancing the efficiency of the University staff through a comprehensive training
plan.
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Enhancing the efficiency of the University staff through a comprehensive training
plan.
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Disseminating and enforcing the quality culture among all the University
staff.
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Disseminating and enforcing the quality culture among all the University
staff.
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