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AUTHORITY, DUTIES, AND RESPONSIBILITIES

The Director's Duties
a) Manage and represent the Center

b) Ensure that the Center's activities are carried out in accordance with the objectives specified in
Article 5 of the Regulations and ensure necessary coordination

c) Convene the Board of Directors' meetings at the times specified in the Regulations
¢) Chair the Board of Directors and implement the decisions made by the Board of Directors

d) Manage the Center's relations with national and international organizations regarding its research,
projects, education, and other activities

e) Ensure the preparation of the Center's annual activity reports and the work program and draft
budget for the following year, submit the activity report, work program, and draft budget approved by
the Board of Directors for the Rector's approval, and ensure and monitor the implementation of the
approved work program and budget.

f) Identify the personnel needs necessary to carry out the Center's activities and submit them to the
Rector's Office, and establish working units and working and project groups.

The duties of the Board of Directors are as follows:
a) To make decisions on matters related to the areas of activity specified in Article 6 of the Regulation.

b) To determine the principles regarding the preparation of the activity report to be prepared by the
Director at the end of each activity period and to evaluate the submitted report.

c) To discuss and evaluate the annual work program and draft budget for the next period.

d) To assist the Director in determining the personnel needs necessary to carry out the Center's
activities and in the formation of working units and working and project groups.

Duties of Instructors
a) Ensure the preparation and implementation of the Center's work programs.

b) Implement the principles regarding the Center's education, scientific research, consulting, and
similar activities.

c) Prepare course programs for trainees and teach courses.

d) Perform other duties assigned by the Director and Deputy Director.



Duties of the Officer

a) Manage the Center's correspondence.

b) Record, distribute, and track incoming and outgoing documents through the EBYS.
c) Regularly check the Center's email address and handle relevant correspondence.

d) Follow up on necessary tasks and procedures to ensure the smooth operation of administrative
services.

e) Perform archive services.
f) Ensure the Center's website is updated.

g) Perform other duties assigned by superiors.



