Proqram istirakgilari il is iizra miitoxassisin vazifo 6hdosliklori

Vozifonin adr: Proqram istirakeilar ild is iizro miitoxassis
Tabe oldugu saxs: Layiho Meneceri / [daroetmo Qrupunun Rohbori

Vozifs haqqinda imumi malumat
Program istirak¢ilar1 ilo ig iizro miitoxossis Dovlot Programinin icrasit ¢orgivasindo istirakgilarin gobul
morhalasindon mazun oldugu dovradak biitiin proseslorine naozarat edir. Bu vazifo sanadlorin yoxlanilmasi, maliyyo
omoliyyatlari, miiqavilolorin tonzimlonmasi, universitetlorlo koordinasiyanin qurulmasi torofdaslarla amokdasliq
yolu ilo programin somoarali icrasini tomin edir. Program istirakg¢ilari ilo is lizro miitoxassis togaiidgiilor li¢lin osas
olagolondirici soxs qismindo ¢ixis edir, onlar1 inzibati prosedurlar barodo molumatlandirir, adaptasiya prosesino
dostok gdstarir vo programin tolobloring riayat olunmasina nazarst edir.
Osas voazifa ohdoaliklari
Qabul va geydiyyat iizra dastok

e Miiraciat {i¢iin tolob olunan sonadlori yoxlamaq vo program gaydalarina uygunlugunu tosdiq etmok.

e Miisahiboalorin codvalini tortib etmok, se¢im prosesini vo komissiyanin foaliyyetini koordinasiya etmok.

e Toqaiid miiqavilalorinin hazirlanmasini vo imzalanmasimi togkil etmok, sonadlorin Nazirliys togdim
olunmasini tomin etmok.

Taqaiidciilarls is va dastok
e Doktorantura vo magistratura togatidgiilori ilo miitomadi olaqo saxlamag.

e Miiqavilalorin uzadilmasi, dayandirilmasi vo universitet dayisikliklorine dostok vermak.
e Tohsil miiassisalarinds geydiyyat vaziyyatini yoxlamaq va zoruri togdimatlar1 Nazirliys toqdim etmok.

e Toqaitidgiilorin tadqigat, tadris vo kurikulumun hazirlanmasi daxil olmaqla, akademik dhdsliklorini yerino
yetirdiyino omin olmagq.

e Toqaiid miiqgavilolorinin sortlorino omal olunmasini izlomok, akademik noticolori qiymoatlondirmok.

o Tolobolorin akademik miihito adaptasiyasina komok etmok ti¢lin birbasa onlara istigamot vermok, eloco do
bu mogsadls universitetlor vo ailslorlo koordinasiya islori aparmagq.

e Yasayis xorclori iigiin bank kartlarmin togdim edilmosini tomin etmok.

e Universitetlorlo birlikds toqaiidgiilorin geydiyyat, akademik vaziyyat vo maliyys masalolorini koordinasiya
etmok.

Maliyya dastayi va geri odanislor
o Tohsil haqqi, yasayis xorclori vo sigorta ilo bagli maliyye sonadlorini yoxlamaq vo islomok.

e Maliyys miiraciotlorinin vaxtinda togdim olunmasini vo tasdiq edilmasini tomin etmok.
e Maliyys s0basi ilo 6donislorin izlonilmasi vo problemlorin halli istiqgamatinds omakdasliq etmok.

e Togqaiid kartlar1 ilo bagli masalslori (itmo, avozloma va s.) hall etmok.



Tarafdaslarla kommunikasiya vo koordinasiya

Yerli vo xarici universitetlorlo togatidgiilorin voziyyati vo maliyyalogsmasi barods slago saxlamag.

Programla bagli yeniliklor vo hesabatlar {i¢iin maliyys vo marketinq departamentlori ilo amokdasliq etmak.

Tasdiq, hesabatverms vo uygunlugun tomin edilmoasi mogsadilo Nazirlikls birgs islomok.

Monitorinq vo hesabathhq

Toaqatidgiilorin naticalori, universitet yerlogdirmalori vo maliyys 6donislorine dair doqiq bazani saxlamag,
ayliq va riiblikk hesabatlar hazirlamaq.

Miiqavilalorin statusunu (miiddatinin bitmasi, uzadilmasi vo mozun olmas1 daxil olmaqla) izlomak.
Toqatidgiilorin tocriibasini qiymatlondirmok {igiin miitomadi momnuniyyast sorgular1 kegirmok.

Akademik sahalar iizrs talobalorin sayini izlomak va proqram tendensiyalarini tahlil etmak.

Ictimaiyyatls alaqo va digar 6hdaliklar

Toqaiid programiin toqdimati {i¢iin tanitim todbirlorinds istirak etmok.
Marketing s0basi ilo birlikds toqaiidgiilorin nailiyyatlorini isiglandirmag.

Biitiin rosmi sanadlorin Nazirliyin elektron sonad dovriyyasi sistemi vasitasilo rosmilagdirilmasini tomin
etmok.

Roasmi moktublar hazirlamaq, universitetlordon vo program istirak¢ilarindan daxil olan sorgulara cavab
vermok.

Talablar

Tohsil, idaroetmo va ya olagoli saho lizro bakalavr doracasi;

On az1 2-3 il miiddstindo proqram koordinasiyasi, universitet vo ya dovlot idarogiliyi sahoasinds is
tocrubasi.;

Universitet idaragiliyi vo maraql toroflorlo omokdasliq sahasinds biliklar;
Giiclii toskilatgiliq va iinsiyyet bacariglari, doqiqlik, problem hall etmo gabiliyyati;

Azorbaycan va ingilis dillarinds salis danisiq vo yazi bacarigi.



Job Description for Program Specialist

Job Title: Program Specialist
Reports To: Project Manager / Head of Implementation Unit

Job Overview:

The Program Specialist manages the State Program by overseeing the full lifecycle of program participants, from
admission to graduation. This position ensures the smooth execution of the program by handling document
verification, financial processes, contract management, university coordination, and stakeholder engagement. The
program specialist serves as the primary point of contact for scholars, guiding them through administrative

procedures, supporting their adaptation, and ensuring compliance with program regulations.

Key Responsibilities and Duties:

Admission and Enrollment Support:

Review and verify application documents for eligibility and compliance with program regulations.
Coordinate selection processes, including interview scheduling and panel management.

Facilitate the scholarship contract preparation and signing process, ensuring they are submitted to the
Ministry.

Scholar Engagement and Support:

Maintain ongoing communication with PhD and master's scholars.

Assist in contract extensions, suspensions, and university transfers.

Verify university enrollment status and submit necessary approvals to the Ministry.

Ensure scholars fulfill academic obligations, including research, teaching, and curriculum
development.

Monitor compliance with scholarship agreements and track academic performance.

Support first-year scholars in adapting to their academic environments through direct guidance and
coordination with universities and families.

Facilitate the distribution of scholarship bank cards for living allowances.

Coordinate with universities to confirm scholar enrollment, academic standing, and financial matters.

Financial Support and Reimbursements:

Process and verify financial support documents, including tuition, living allowances, and insurance
reimbursements.

Ensure timely submission and approval of funding requests.
Collaborate with the finance department to track payments and resolve issues.
Handle issues related to scholarship cards, including replacements and lost cards.

Stakeholder Communication and Coordination:

Communicate with local and international universities regarding scholar status and funding.
Work with the finance and marketing departments for program-related updates and reporting.
Collaborate with the Ministry for approvals, reporting, and compliance verification.

Monitoring and Reporting:

Maintain accurate databases and generate monthly and quarterly reports on scholar performance,
university placements, and financial disbursements.

Track and document contract statuses, including expirations, extensions, and graduations.



e Conduct periodic satisfaction surveys to assess scholar experiences and identify areas for
improvement.
e Track the number of students in various academic fields and assess program trends.

Public Engagement & Duties:
e Participate in promotional events and deliver presentations about the scholarship program.
e Work with the marketing department to highlight scholar achievements.
e Ensure all official documents are processed through the Ministry’s electronic document circulation
system.
e Draft official letters and respond to inquiries from universities and program participants.

Quialifications:

e Bachelor's degree in Education, Administration, or a related field;

e Minimum 2-3 years of experience in program coordination, higher education, or government
administration;

e Knowledge of university administration and stakeholder engagement;

e Strong organizational and communication skills, attention to detail, problem-solving abilities;

e Proficiency in English and Azerbaijani.



