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University of Baltistan, Skardu
Assistant Registrar
Job Summary

The Mssistant Registrar s responsible fo look after the non-academic
administrative functions at the right lme lixe management anc supervision of
the operations of the admissions and registration, assessmenl services and
o formalion services units within the Registrar's Qllice. He also assists the
Registrar and Deguty Registrar in developing, implementing, moritoring and
evaluating procedures and policies for admissions and registration. The
Assistant Regisirar assists the Registrar in the provision of leadership to cnsure
cllective coordination, moenitoring, supervision, and conlinuous improvement of
aperatinnal admission, regislration and graduation procedures at the university.

Duties and Responsibilities

» ‘To assist he Registrar in developing, implernenting, monitering and
svaluating procedures and policies for admissions and registration;

« Te nondle multiple responsibilities, solve complex problems, and ensure
that systems and processes mect SErVICE erpectalions,;

e To ohserve and evaluate operations, procedures, and acrivities within arca
of specialization; recommend improvements and modificalions o help
maintain smooth aperation of daily funclions;

+ To ensure an accurale and detailed record of syslem policies and
nrocedures is available, and develops procedures lo improve relevant
pperatlons;

» Toorganize and administer records, progression and graduation eligibility
of all students within (he Universily's syslems, report on wends, students
of cancern and olher arcas as needed;

¢ To participatc in the reeruitmenl and selection of staff and ensures the
cfective management and development of atail]

e Tooversce schalarships at the University {the sclection, maintenance and
updating of the scholarship gludents’ files|;

s To collect, maintain and report student reco rds within University
Order/ stalutes guidelines [i.e., grades, registration data, transcripls, mid-
rerm verification, athletic eligibility, academic probalion] and associated
aucdits;



Tu mansge daily office email traffic, course changes and student/ faculty
inquiries;

To collaborate with all administrators, faculty, IT staff, and clinical staff 10
facilitate and improve services o students,

Te ensures an accurale and detailed record of System policies and
procedures is available, snd develops procedures to improve relevand
nperalions;

To manage data inchading accurate records of graduates and entry/exit
information;

To provide evaluation dala tor various departments and develop erhanced
systems for transcript production;

To maintzin student files and ensure confidentiality of Information:
Mainlenance of General Student Records;

To oversee the dining and canteen contracts arud monitor the service;

To cxercisc absolute confidentally and discretion when dealing with
sensitive end conlidential information;

To undertake any task(s) assigned by the Registrar/ compeient authorities
as per prescribed manners and within the given time.



UNIVERSITY OF BALTISTAN, SKARDU

Aszsistant Security Officer

Job summary:

Provides security for faculty, staff, students, and visitors within an assipned ares
of the University campus, Provide basic public assistance services as needed,
and performs routine securnity and public salety patrol dulties within assigned
aren. Remains alert to emergency situations and provides first-line response for
EMETEency mansgement,

Main Responsibilities:

Maintaining security controls for issued University keys; safegusrds and
controls issued University equipment:

Confronting and exchading any undesirable individuals from the university
Arcas;

Maintaining accurate and legible secunily Aclwvily Logs, Guest Logs and
submitting these logs and forms in a timely manner to the office;

To remains alert for the presence of unauthorized persons and/or security code
violators; approaches suspicious persons and for notilies police as appropriates;
may confront and/or delain vielalors, as required, until police armive;

To informs and warns viclators of rule infractions, such as leitering, smoking,
or carrying forbidden articles;

Examining deors, windows, and gates to ensure security; uses University keys
to open and close buildings; monitors closed buildings for unauthorized persons
and/or suspicious activities;

Assisting in emergencics as necded thealth, fire, bomb threats, discipline
incidents, etc.);

Performing all additional durties assigned as deemed necessary;




UNIVERSITY OF BALTISTAN, SKARDU

Aszistant

Joh summary:

Assistant will maintain, mansge and organize ow of different kind of

olficial decumentation, with confidential record keeping,.

Main Responsibilities

& & @& @

To dispatch all lypes of letters on dailv basis and return the office copies
to concern office;

To maintain service postage stamps account;

To prepare envelops for dispatch;

To ensure safety and security of office equipment at his disposal;

To receive and diarize and all letters / applications forms / documents
etc;

To enter application form m the diary register to sorl oul posl wise
application form before onward submission to the dealing sections;

To guide candidates / visitors in the absence of receptionist;

To ensure safety and security of office record and equipment at his
disposal;

To seck guidance [rom his seniors il any problem is conlronted;

To maintain diary and dispalch registers in the section;

To perform the duties of Clerk in his absence;

Any other duty assigned to him by his seniors.



UNIVERSITY OF BALTISTAN, SKARDU

Senior Clerk

Job summary:

Senior clerk will maintain, manage and organize flow of different kind of
official documentation, with confidential record keeping.

Main Responsibilities
Supporling senior managers and exceutives with daily clerical tasks;
Communicating efTectively both in person and by telephone with the public
and other department personnel;
Planning mectings and take detailed minutes;
Answer phone calls, provide information to callers or connect callers to
appropriate people;
To schedule appointments and update calendar;
To make travel arrangements and reservations for senior managers;
Composing and lype regular correspondence, like invitations and
informative material;
Developing and maintain a filing system;
Creatng spreadsheets and prescentations;
T provide statistical and budget reports;
To greet and provide gencral support Lo visitors;
To implement office policiecs and procedures;



UNIVERSITY OF BALTISTAN, SKARDU
Junior Clerk

Job summary:
Junior clerk will maintain, manage and organize flow of different kind of
official documentation, with confidential record keeping.

Main Responsibilities
Tao receipt and dispatch including File Tracking System;
Diarizing (to enter all receipts of the Section in Diary Register) and placing
them on relevant files or open new files;
Sorting, distribution and filing of papers;
Maintaining of registers relating to office files, recorded files, destroyed
files and movement register showing the whereabouls of the files received
in or sent out of the Section;
He should also keep a register of pending cascs, showing the fles required
to be submitted for issue of reminders or otherwise on due dates, a
register of reference books available in the Section and maintain other
prescribed registers.
Recording Keeping,
Dealing establishment and accounts matlers (preparation of pay bills,
T.A, bills, cte.);
Handling of cash, if posted as a Cashier;
Stationery indenting, storing and distribution,



UNIVERSITY OF BALTISTAN, SKEARDU
Deputy Registrar Academics

Job Bummary
This position is responsible for smooth execution of all operations in the

Mcadernic Svatems and Registrar's Office as per the University's vision,
the puidelines of the Higher Education Commission [(HEC).

Duties and Responsibilities

Maintaining and monitoring the database for student records, alumni
records, academic advertisement, registration, and faculty, in accordance
with University policies, guidelines of the Higher Education Commission
[HEC), Pakistan, the requirements of acerediting agencies such as National
Computing Education Accreditation Council (NCEAC) and the Chartered
Inaspection and Eveluation Committee (CTEC), and federal and provincial
laws;

Counseling and advising students, faculty, and stafl on academic malters,
interpreting and implementing policies and regulations of the University
statutory bodies ie. the Senate, the Syndicate and the Academic Council;
Providing support to Academic Departments in correspondence with
regulatory and accreditation bodies like HEC, and other related
Organizations and Institutions:

Preparation of proposals for the launching of new programs at UoBS;
Preparing Academic Calendar and compiling information  for  the
publication of newsletters and various types of reports;

Custodian of academic alumni record and master list of students of UoB3
and ensuring maintenance of office records in the proper manner and
report to the Registrar;

Providing consultancy services to students and academic departments
related to academic matters;

Providing Services like Orientation, Registration, Card Issuance, Courses
Offering and Registration, Drop, Withdrawal/Freezing/Rejoining of
Studies, Admission, Readmission, Inter Campus Migration, Fee Belund
and also the issuance of certificales like NOC, Medium of Instruction on
the request of students;

Work closely with different departments, mmcluding academic advisers,
student life, student finance, admissions office, Office of Academic
Performance;

Responsible for document wverification of all admitted students from
respective boards /universities.




Dealing with all the academic and administrative matters of foreign

students enrolled in UoBES.

Planning and conducting student enrolment, course scheduling, degree

and honors certifications, transfer credil evaluations, commencement,

production and distribution of the academic year planner, and course

catalogs in collaboration with Controller of Examination.

Undecrtaking any work/task assigned by the Registrar/competent

puthorities as per prescribed manners and within the given time.

Performing any other dutics as may be assigned by the Registrar from

tirne to lime.

To exercise absolute confidentiality and discretion when dealing with

sensitive and confidential information.

The Depury Registrar Academics shall report to the Registrar in all
matters,
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Deputy Registrar (H.R)

Job Summary
The Deputy Registrar in charge of Human Resources shall report to the
Remsirar and be responsible {or the dayv-to-day Human Resources activities
of the University's,

* He/she provides operatonal advice and consultabion to all stafl on a
comprehensive range of human resources issucs, and scrves as the
organization’s primary point of HR administration, and provides input into
IR operaticnal decision-making as a strategic partner of the UoBS
Management team.

Duties and Responsibilities

= Developing and implement HR strategies and inilialives aligned wilh the
overall business strategy of LoBS;

+ PBridging management and emplovee relations by addressing demands,
grievances or other issues;

* Managing the recruitment and selection cases of facully and oflicers of
UnBS,;

+ Dealing with cases of TTE faculty of UcBS;

¢ Dealing with cases of OFDP of UcBS;

« Dealing with cases of BPS faculty and officers of the UoBS;

s  Diealing with the cascs of faculty to grant of annual increments;

* Dealing with the prometion cases/grant of next higher scale of UoBS;

» To deal with the employee appointments, posting/transfer, disciplinary
cases, eto;

* To pursuc the cndorsement cases of TU'S faculty at 1IEC and report to the
Registrar and provide decision support through HR metrics;

» To process leave cases of faculty and officers of UoBS, including study
leave, ex-Palisian leave, earned leaves, eto;

» To deal with the cascs of visiting faculty in the Academic Departments of
UnBS;

» Toappear belore the Courls on hearing in cases related to Estt, Sechion;




To exercise absalute confidentiality and discretion when dealing with
sensitive and conlidential information;

Supervising human resources and administration officers;

Secretarial support for mectings of Adhoc Selection Committees; Special
Selection Commitiees; and Selection Board;

Issuance of different tvpes of certificates (e.g, NOC, Service Certificates,
et s

Tssuance of all kinds of letters and notifications related o Estt. Section;
Undertake any work/ task assigned by the Registrar/ Competent
Authorities as per prescribed manners and within the given time;
Performing any other duties as may be assigned by the Registrar from time
to time;



UNIVERSITY OF BALTISTAN, SKARDU

Deputy Registrar Administration

Job Summary

The Deputy Registrar Administration is a senior staff member of the
adrmnistrative team in the University and reporls o the Registrar, The
Deputy Registrar Administration will assist the Registrar in the management
of all major activities, lke establishment marters, legal matters,
Campus/eslate management, statutory compliances and meelings, materials
management, the maintenance of administrative databases, and the
supervision of all stafl and students,

Duties and Responsibilities

» Bupporting the Registrar in all the Administrative matters of the
University;

» Supporting the Registrar in preparing working papers, agenda items and
mitutes of the Statutory Bodies/ University Authorities meetings;

» Supporting the Registrar in the implementation of decisions made by the
University Authorities/ Statutory Bodies;

« Supporting the Registrar in the compilation, publishing of prospectuses,
syllabuses, annual reports, and other administrative and academic
materials;

» Supporling the Registrar in correspondence with academic departments of
the University and other regulatory and acerediting authoritics;

» Conducling University Authorice/ Statutory Bodies meetings:

* To coordinate in the arrangements for Academnic Convocation and other
academic events of the University with Deputy KEegistrar Academics;

» To develop and recommend appropriate methods for the implementation
of rules and regulations, curriculum through the Campus Management
System (CMS) and other related applications and technology;

» To collaborate with the Deputy Registrar-Academics lo [acilitate and
improve scrvices to students, teachers and researchers;

» Supporting the Registrar in the collection and compilation of
dala/information for the University Authorities, University Publications
and other regulatory and accrediting authorities on demand;




To notify different committees,

To exercise absolute confidentiality and discretion when dealing with
gensitive and conflidential informalion;
Ensuring maintenance of office records and quality management of the

office;

FPreparing standard operating procedurss 1o run the office functions
smoothly;

To initiation and admimstration of the office budget;

To undertake any work assigned by the Registrar/Competent Authorities
as per prescribed manners and within the given time;

Merforming any other duties as may be assigned by the Registrar from time
to time.



