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Né mbéshtelje t&€ Statutit t& Universitetit "Haxhi Zeka" né Pejé, Nr. 04 — V - 462, 1€ datés 30 Mqj
2013, neni 23, paragrafi 1.3, Ligjit pér Shérbimin Civil & Republikés s& Kosovés, Nr.03/L-149,
Rregullore Nr.09/2012 pér Standardet e Organizimit t& Brendshém dhe Sistematizimin e Vendeve
t& Punés n& ASH, Rregullore pé&r Organizimin e Brendshém dhe Sistematizimin e Vendeve té Punés
né& Universitetin “Haxhi Zeka" - Pejé nr 247/2020, Rregulloren Nr.21/2012 pér Avancim né& Karierg,
Késhilli Drejtues i Universitetit Haxhi Zeka né Pejé, me daté 21.02.2020, miraton kété:

RREGULLORE PER PERSHKRIMIN E VENDEVE TE PUNES NE ADMINISTRATEN E UNIVERSITETIT “HAXHI
ZEKA" NE PEJE

PJESA | :

Neni 1
Qéllimi

Kjo Rregullore ka pér géllim pércakfimin e organizimit t& brendshém dhe sistematizimin e vendeve
& punés, t& Universitetit "Haxhi Zeka" né Pejé ("UHZ"), duke pérfshirg funksionet dhe pérgjegijésité
e zyrave dhe njésive organizative sipas pérshkrimeve té pérgjithshme té punés.

Neni 2
Fushéveprimi

1. Kjo Rregullore zbatohet pér Universitetin “Haxhi Zeka" né Pejé, Administratén Qendrore dhe
administratén e Njésive Akademike.

2. Deiyrat dhe pérgjegjésiié e Universitetin "Haxhi Zeka" né& Pejé dhe organeve tiera té
administratés shtetérore nén mbik&qgyrjen e saj pércakiohen me Shtojcén 18 1& Rregullores Nr.
02/2011 pér Fushat e Pérgjegjésis& Administrative t& Zyrés sé& Kryeministrit dhe Ministrive, si dhe
legijislacionit pérkatés né fuqi.

Kapitulli |

Sipas késa) Rregulloreje, orgonizimi i punés mundéson aplikimin e legjislocionit né fuqi, akieve
nénligjore dhe akteve 1& brendshme 1€ Universiietit, si dhe akiiviteteve {& tjera q& jaoné né
kompetenceé té Universitetit.

Neni 3
Struktura Organizative e Universitetit “Haxhi Zeka” né Pejé

1. Struktura e Universitetit "Haxhi Zeka" né Pejé éshté si vijon:

I. Zyra e Rekiorit

Il. Zyra e Sekretarit t& Pérgjithshém

lit. Zyrat né Administratén Qendrore

V. Zyra Administrative né Njésité Akademike

2. Numriité punésuarve né administratén e Universitetit “"Haxhi Zeka” né Pejé parashihef 1é
jeté (152).



l.

Neni 4
Zyra e Rektorit

Zyrat e Rektorit t& Universitetit “Haxhi Zeka" né Pejé, pérbéhet nga:

1.1 Rektori;

1.2 Prorekiorét;

1.3 Késhilliar i Rekioril

1.4 Asistent ekzekutiv

Detyrat dhe pérgjegjesité e Reklorii dhe prorektoréve pércakiohen me Statutin e
Universitetit *Haxhi Zeka" né Pejé, si dhe me legjislacionin tjietér né fugi.

Neni §
Zyra e Sekretarit té Pérgjithshém

1. Zyra e Sekretarit & Pérgjithshém t& Universitelil "Haxhi Zeka™ né Pejé pérb&het nga:

1.1 Sekretarii Pérgjithshém:;
1.2 Zyrtar Ekzekutiv;

1.3 Asistent Ekzekutiv;

1.4 Zyrari pér Certifikim

2. Detyrat dhe Pérgjegjésité e Sekretarit i& pérgjithshém té Universitetlit "Haxhi Zeka" né Pejé, jang
18 pércaktuara me Statulin e Universitetit.

Neni é
Zyrat né Administratén Qendrore

Né kuadér t& Administratés Qendrore funksionojné kéto zyre:

Zyra e Auditimit t& Brendshém

Zyra e Administratés dhe Shérbimet e Pérgjilshme
Zyra pér Marrédhénie me Publikun

Zyra pér Céshije Akademike dhe P&rsosméri né Mésimdhénie
Zyra pér Kérkime Shkencore

Zyra pér Céshije Studentore

Biblicteka Qendrore Universitare

Zyra pér Bugjet dhe Financa

Zyra e Prokurimit

Zyra e Teknologijisé s& Informacionit

Zyra pér Sigurim t& Cilgsisé dhe Vierésim

Zyra pér Bashk&punim Ndérkombétar

Zyra pér Zhvillim t& Karrierés

Zyra pér Burime Njerézore dhe Barozi Gjinore

Zyra Ligjore

Zyra e Protokolit dhe Arkivit

Zyra pé&r Shé&rbime & Pérgjithshme dhe Transporti

Neni 7

Né kategorité funksionale périshihen kéto nivele:

Népunés civil i nivelit 1€ larté drejtues (DL)
Népunés civil i nivelit drejtues (D)

Népunés civil i nivelit profesional {P)

Népunés civil i nivelit tekniko — administrativ {A)



il. Zyra e Sekretarit té Pérgjithshém
1. Sekretari i Pérgjithshém

I. Delyrat - pérgjegjésité:

» Eshté zyrtari mé ilarté i administratés;
Eshté udh&heqgés i Administratés Qendrore;
Esht& mbikgyrés i drejtoréve t& departamenteve, njésive dhe Sekretaréve té Fakulteteve;
Eshté zyrtar pérgiegiés pér udhéhegje efikase, ekonomike dhe efekiive 1& Universitedit;
Eshié zyrtar pérgiegjés pér pérgatitien ieknike i& procesit buxhetor:

Numri | posteve: Njé (1)

Il. Népunési mbikégyrés:

Rektori i UHZ-sé&.

lll. Kualifikimi dhe aftésité;

Kualifikimi dhe oftésité pér sekretarin e pérgjithshém joné té parapara me Statutin e UHZ-sé:
Duhet t& jeté nga fusha profesionale e drejtésisé, kualifikime dhe pérvojé e duhur, aftési té
déshmuara organizative dhe menaxhuese, njohuri t& mjaftueshme pér proceset e arsimit, artit dhe
kérkimeve, e déshirueshme njohja e gjuhés angleze dhe njohja e punés me kompjuter.

IV. Pérvoja e pérgjithshme:

Pesé vjet pérvojé pune 1€ ngjashme.

V. Kategoria tunksionale: DL

1.1 Zyrtar Ekzekutiv

I. Detyrat - pérgjegjésité:

s Harton megullore, udhé&zime dhe rekomandime pér organet e Universitetit;

s lep sgarime pér dispozita ligjore, pér Statut dhe pér akte té tjera normative 1é zbatueshme
né Republikén e Kosove;

e | pérgatit format e vendimeve dhe t& kontralave té cilat lidhen me personelin e
Universitetit dhe me subjektet e tiera me té cilat Universiteti "Haxhi Zeka" né Pejé, ka
raporte kontraktuese;

s Pérgatit edhe padi ndaj personave dhe subjekieve té tjera té cilat i shkakiojné déme
Universitetit;

o E pé&rfaqgéson Universitetin né t& gjitha procedurat 1 cilat zhvillohen né gjykatat e Kosovés
dhe né organet e administratés, sipas autorizimit & sekretarit t& pérgjithshém dhe rektorit;

o NEpérmjet sekretarit t& pérgjithshém jep pérgjiigie né kérkesat qé& i drejtohen Késhillit
Drejtues dhe Senatit, si dhe jep sgarime juridike pér organet e Universitefit;

* | pérgatit maierialet pér mbledhjet e organeve té Universitetit dhe merr pjesé né mbledhje,
shkruan procesverbalin, vendimet, konkluzionet, rekomandimet si dhe eksiraklin e
procesverbalit nga mbledhjet e organeve & Universitetit;

+ Kryen edhe puné té fiera & cilat ia cakton udhé&heqési i zyrés

Numri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretari | pérgjithshém

1l. Kualifikimi dhe aftésité;

Pérgatfitja shkollore superiore = Fakulteti Juridik katér viegar ose master né Fakultetin Juridik, e
nevojshme njohja e punés me kompjuter, e déshirueshme njohja e gjuhés angleze.

V. Pérvoja e pérgjithshme:

Tre vjet pérvojé pune nga fusha t& ngjashme.

V. Kategoria funksionale: P



1.2 Asistent ekzekutiv

. Detyruf pérgjegjésité:
Koordinon punén né zyrén e sekretarit t& pérgjithshém né pérgatitien e dokurmentacionit
i€ nevojsheém pér takimet, udhélimet zyrtare etj;

» Regjistron takimet, thimjet ielefonike, nga vendi dhe jashté vendit, mban adresarin e
nurnrave té telefonit;

s Kujdeset gé telefonaiat né zyrén e sekretarit pérdorén vetém pér nevoja zyrtare;

» | mirépret vizitorét dhe bashkébiseduesit né telefon, pércjell mesazhet nga sekretari dhe |
pranon ato pér sekretarin;

= Merr pjesé né fakimet e sekretarit me delegacione t& huaja pér pérkthime nga shqipja né
anglisht dhe anasjelltas;

s  Merr pjesé né pérgatitien e mbledhjeve, konferencave, duke périshiré kétu edhe
prenofimet hoieliere;

s Informon sekretarét e fakulteteve, udhéheqésit e zyrave & administratés s& UHZ-sé dhe
personelin fietér administrative pér takimet Q& organizohen nga sekretari dhe pér takime
fiera qé organizohen nga Universitetit;

Informon ané&tarét e komisioneve pér mbledhjet qé& organizohen né nivel {€ universitetit;
Pérkujdeset dhe pérgjigiet pér ruajtien e sekretit zyrtar né ¢éshtjet e universitetit;
Pérpunon né kompjuterin personal ose shiyp letrat, raporiet, memorandumet, telefakset e
t& gjitha dokumentet dhe forrmularét e tieré té Universitelit g& ndérdidhén me ¢éshtjet
operuese té& Universitetit;

e Organizon dhe béné arkivimin e dokumenteve né kopje elektronike dhe kopje ié fortg, 1é
& gjitha dokumenteve 1& lIéshuara nga sekretari, duke i respektuar regullat e pérgjithshme
t& arkivimii,

o Kryen edhe puné té tiera té cilat ia cakton udh&heqésii zyrés

Numiri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretari i pérgjithsh&m i UHZ-sé

lil. Kualifikimi dhe aftésité:

Pérgaiitia shkollore superiore, e nevojshme njohja e punés me kompjuter dhe njohja e gjuhés
angleze.

IV. Pérvoja e pérgjithshme:

Dy viet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale; A

1.3 Zyrtar pér certifikim

l. Detyrat — pérgjegjésité:

» Eshté pérgjegjés gé té sigurojé se kushiet e zbatueshme t& njé konirate publike jané té
pérmbushura para bérjes ose autorizimit t& pagesave sipas kontratés;

s Eshté pérgjegjés qé t& sigurojé se shpenzimi i parave publike sipas njé kontrate publike
béhet né pajtim me Rregullat e KMF-s& (Rregullat pér Konirollin dhe Menaxhimin Financiar);
Eshté pérgjegijés pér rishikimin e dokumentacionit lidhur me shpenzimin e buxhetit:
| identifikon dhe menjéheré raporton me shkriim tek udh&heqésit pér t& gjitha rastet e
mosrespektimit t& Ligjit mbi Menaxhimin e Financave Publike, ndérsa pér rastet e
mosrespektimit t& Ligjit mbi Prokurimin Publik raporton iek Auditori i Pérgjithshém;

* Mban shénime gjithépérfshirése me shkrim pér t& gjitha rastet e mosrespektimit & ligjit pér
s& paku shaté (7} viet.

s lushtron & gjitha detyrat té cilat i jané caktuar sipas Rregullave KMF,

Kryen edhe puné ié ljera té cilat ia cakton udhéheqési i zyrés

Numri i posteve: Njé (1)



Il. Népunési mbikéqyrés:

Sekretari i pérgjithshém

lll. Kualifikimi dhe aftésité:

Pérgatitja shkollore superiore - Fakulteti Ekonomik, i certifikuar nga MEF - Departamenti i Thesarii,
e nevojshme njohja e punés me kompjuter, e déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre vjet pérvojé pune nga fusha té ngjashme,

V. Kategoria funksionale: P

1.4 Asistent Ekzekutiv i Késhillit Drejtues

I, Detyrat - pérgjegjésité:

¢ | pérgatit materialet pér takimet & Késhillit Drejtues;

s Emban procesverbalin dhe e shkruan ekstraktin e procesverbalit nga mbledhjet e Késhillit
Drejtues;

¢ | pranon nga zyrtari i protokollit shkresat dhe aktet e tjera drejtuar KD-s& dhe ua pércjeli
ato kryetarit, z8vendéskryetaril dhe sekretarit 1& pérgjithshém té Universitetit;
Pérpilon vendimet, konkluzionet dhe rekomandimet e miratuara né Késhillin Drejtues:;
Merr pjesé né pérgalifien e mbledhjeve dhe pérpilon shkresa té cilat i dérgon Késhilli
Drejtues;

e | kryen t& gjitha punét administrative dhe profesionale t& cilat lidhen me fushéveprimin e
Ké&shillit Drejtues;

s Pérgatit dokumeniacionin e aplikantéve pér bursa té Universitetit "Haxhi Zeka" né Pejé
dhe pér lirim nga pagesa e semestrave pér shqyrtim nga komisionet pérkatése;

s Kryen edhe puné té tjera té cilat ia cakton udh&heqésii zyrés

Numii | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Kryetarit t& KD-s& dhe Drejtorit té zyrés

ll. Kualifikimi dhe aftésité:

Pérgatitja shkollore superiore - Fakulteti shkencat shogérore, e nevojshme njohja e punés me
kompjuter, e déshirueshme njohjo e gjuhés angleze.

IV, Pérvoja e pérgjithshme:

Tre vijet pérvojé pune nga fusha ié ngjashme.

V., Kategoria funksionale: P

1.5 Asistent ekzekutiv i zyrés sé Rekiorit

I. Detyrat - pérgjegjésité:

e E koordinon punén né zyrén e rektorit dhe pérgatit dokumentacion t& nevojshém pér
takirme, udhélime zyrtare efj;

e |regjistron takimet, thimjet telefonike nga brenda dhe jashté vendi, si dhe e mban adresarin
{numrat) e telefonave t& rektorit, prorektoréve dhe t& personelit né Universitet; kujdeset gé
telefonat t& pérdoren vetém pér nevoja zyrtare;

e | mirépret vizitorét dhe bashké&biseduesit né telefon, i pércjell mesazhet nga rektori, nga
prorektorét dhe nga udhéheqésit e tieré té Universitetit dhe i pranon ato pér rektorin, pér
prorektorét dhe pér udhéheqésit e fjeré t& UHZ-sé&;

s Sipas nevojés merr pjesé né takimet e rekiorit pér pérkthim nga shgipjo né anglisht dhe
anasjelltas.

s  Memr pjesé né pérgalitien e mbledhjeve dhe konferencave, duke pérshiré kétu edhe
prenotimet hoteliere;

o linformon fakultetet pér takimet e Senatit, 1€ Bordit dhe pér takimet e tjera gé organizohen
né& Universitet;

e Pérkvjdeset dhe pérgjigiet pér rugjlien e sekretit zyrtar né géshtjet e Universitetit;



Pérgatit raportet, memorandumet, dhe t& gjitha dokumentet dhe formularét e tjeré ié
Universitetit g& ndérdidhen me ¢éshijet opervese té Universitetit dhe Rektorit; i pércjell
dokumentet e Universitetil p&r nénshkrim dhe i ruan ato;

Kryen edhe puné té& tiera 1€ cilat io cakion vdh&heqésii zyrés

Numri | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Rektorit dhe Drejtorit 1€ zyrés

lll. Kualifikimi dhe aftésité:

Diplomé& Universitare n& Biznes, Menaxhment, Inxhiniering, Administim Publik, Juridik apo né
ndonjé fushé relevante;

IV. Pérvoja e pérgjithshme:

Dy vjet pérvoj& pune nga fusha t& ngjashme.

V. Kalegoria funksionale: A

lll. Zyrat @ Administratés Qendrore

1. Zyra e auditimit t& brendshém

1.1. Drejtor i zyrés

l. Detyrat - pérgjegjésité:

Eshté pérgjegiés pér organizimin, kryerjen, mbikégyrjen dhe ushtrimin e té& gjitha
akliviteteve t& auditimit i& brendshé&m, si dhe pér dorézimin e rezuliateve 1& auditimit te
menaxhmentii larté;

Eshté pérgjegjés pér pérzgjedhjen e auditoréve 1& brendshém né& baza konkurruese, pas
konsultimit nga lista e auditoréve 1€ brendshém e sigurvar nga NJQH dhe né pajtim me
ligiet e tjera 1& zbatueshme n& Kosové, legjislacionin pé&r shérbimin civil;

Eshié pérgjegjés pér té siguruar zbalimin adekuat dhe respekiimin e ligieve, megullave,
politkave, udhézimeve dhe doracakéve t& pércaktuar me Ligjin mbi Auditimin e
Brendshém;

Eshié pérgjegjés pér té siguruar pérgatifien dhe dorézimin me kohé té planit strategjik té
auditimit né bazé té vierésimit t& rrezikut pér rishikim dhe miratim te menaxhmentiilarté;
Eshié pérgjegjés pér pérgatitien dhe dorézimin e raporteve tremujore dhe vietore pér &
gjiitha aktivitetet e auditimit te menaxhmentii larté;

Mer informata té cerlifikuara nga Thesar, Banka Qendrore e Kosovés dhe cilado
organizaté publike apo private né lidhje me xhirollogarité dhe/ose transaksionet aktuale
ose t& mbyllura g& pérfshijng subjektet mbi t&é cilat Zyra pér auditim t& brendshém ka
kompetenca sipas nenit 10.1 té Ligjit mbi Auditmin e Brendshém:

| mirémban té gjitha dosjet e raporteve t& auditimil, shé&nimet gjithépérishirése t& shkruara
né lidhje me 1é& gjitha ¢éshtjet, déshmité gé kané té béjné me ato raporte dhe me té gjitha
rekomandimet e dhéna menaxhmentit t& larté, té cilat duhet té ruhen sé paku 7 (shiaté)
viet;

Eshté pérgjegjés pér raportimin e menjéhershém te menaxhmentii larté pér ¢do indikator
& oklivitetit & mashtrimit apo korrupsionit dhe dhénien e propozimeve pér pérmirésimin e
sistemeve, si dhe njoffimin e cutoriteteve kompetente, n&se menaxhmenti i larté nuk
ndérmerr veprime té duhura;

Eshté pérgjegjés pér pérgatitien e njé@ plani pér t& siguruar zhvilimin e mjaftueshém
profesional t& t& gjithé anétaréve té Iyrés sé auditimit t& brendshém, pérfshiré edhe
udhéheqésin i zyrés;



o Eshié pérgjegjés pér t'i dorézuar menaxhmentit 1& larté statutin pér funksionin e Auditimit
t& brendshém, i bazuar né modelin e siguruar nga NJQHAB-jg;

s Udh&heqési i zyrés njgkohésisht duhet 1€ jeté edhe auditor i brendshém;

e Eshté pérgjegjés dhe kiyen detyra té tiera t& parapara me nenin 12 dhe 14 té Ligjit pér
Auditimin e Brendshém.

e Kryen edhe puné té tiera té cilot ia cakton udh&heqési

Numri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Rektori dhe Sekretari i pérgjithshém i UHZ-s&.

lll. Kualifikimi dhe afiésité:

Pérgatitia shkollore superiore — ekonomist ose jurist i diplomuar, licencé ose ceriifikaté i€ viefshme
pér auditim t& brendsh&m 1& 18shuar nga organi kompetent, @ nevojshme njohja e punés me
kompjuter, e déshirueshme njohja e gjuhé&s angleze.

IV. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: D

1.1.1 Zyrtar i auditimit t€ brendshém

l. Detyrat - pérgjegjésité:

e Bén auditime té& brendshme né UHZ né pqjtim me rregullat, politikat, doracakét,
udhézimet, statutin e quditimit & brendshém, kodin e etikés dhe standardet profesionale
t& miratuara nga ministr, sipas nenit 7.4 t& Ligjit mbi Auditimin e Brendshém;

= | mem, i shgyrton dhe i shirytézon pa kufizim té gjitha & dhénat teknike, ekonomike,
financiare, si dhe informatat e dokumentet e UHZ-sé& q& auditohen;

e Kérkon nga cilido zyrtar, punonjés, késhilltar ose kontraktues i UHZ-s& qé 1€ ofrojé déshmi
fizike, shénime dhe déshmi gojore ose informata té tjera pér céshtjet gé kané t& béjné me
auditimin ose pér aktivitetet q& jané& nén auditim;

e Verifikon dhe vieréson vlera monetare @ pasurisé s& UHZI-s€& né pajtim me regullat dhe
legijislacionin;

= Raporton te menaxhmentii larté pér ié gjitha ¢éshtjet materiale t€ lidhura me kryerjen e
audifimit t& brendshé&m dhe me rezuliatet e iij;

e Merr informata té certifikuara nga Thesari, Banka Qendrore e Kosovés dhe cilado
organizaté publike apo private né lidhje me xhirollogarité dhe/ose transaksionet akiuale
ose & mbyllura q& pérfshijné subjektet pér té cilat Zyra e auditimit 1& brendshém ka
kompetenca sipas nenit 10,1 1é Ligjit mbi Auditmin & Brendshé&m;

o [Eshté pérgjegjés pér raportimin e menjéhershém te menaxhmentii larté pér ¢do indikaior
té akfivitetit t& mashiimit apo korrupsionit dhe pér dhénien e propozimeve pér
pérmirésimin e sistemeve, si dhe njoftimin e autoriteteve kompetente, nése menaxhmenti
i larté nuk ndérmerr veprime t& duhura;

s |Imirémban dosjet e raporteve té auditimit, shénimet gjithépérfshirése t& shkruara né lidhje
me & gjitha céshijef, déshmiié g€ kané t& béjné me ato raporte dhe té gjtha
rekomandimet e dhéna menaxhmentit & larié, 1€ cilat duhet té ruhen sé paku 7 (shiaté)
viet;

« Eshté pérgjegiés dhe kryen detyra té& tiera 1& parapara me nenin 12 dhe 14 1é Ligjit pér
Auditimin & Brendsh&m.

» Kryen edhe puné té fjera i& cilai ia cakton udh&heqési i zyrés

Numri | posteve: Njé (1)

Il. Népunési mbikéqyrés:
Drejtorit t& zyrés

. Kuglifikimi dhe altésité:



Pé&rgatitja shkollore superiore — ekonormist ose jurist i diplomuar, licencé ose certifikalé té viefshme
pér auditim t& brendshém té |1&shuar nga organi kompetent, & nevojshme njohja e punés me
kompjuter, e déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha té ngjashme,

V. Kategoria funksionale: P

2. Zyra e Administratés pér Shérbime té Pérgjithshme

2.1. Drejtori Zyrées

I. Detyrat - pérgjegjésité:

« Ebén administrimin e pérgjithshém dhe menaxhimin e zyrés pér personel dhe administraié,
duke siguruar se funksionet e caktuara pérmbushen né ményré efektive dhe efikase;

s [ mbik&qgyr dhe siguron qé& ¢éshijet administrative né UHZ zbatohen brenda afateve kohore
dhe né ményré efikase;

e Pérgatité rekomandime pér ndryshime transferim apo pér zhvillim 1é sirukturés organizotive
té zyrave administrative né UHZ;

s |shqgyrton ké&rkesat e propozuara dhe té paraqitura nga zyrat administrative;

+ N& ményré aklive bashké&punon me zyrtarét e larié té & gjithé sektoréve dhe me zyrat
adminisirative & njésive akademike

e Kryen funksionin e menaxherit t& personelit sipas akieve ligjore 1& Shérbyesve Civil;

e Menaxhon me mbajtien dhe azhurnimin e dosjeve t& personelit sipas Ligjit mbi Shé&rbimin
Civil dhe akteve nénligjore, si dhe e mban librin e amzés s& personelit & punésuar;

+ E késhillon autoritefin punédhénés dhe stafin menaxhues pér procedurat e rekrutimit, té
vlerésimit, t& pérshkrimit t& vendeve {& punés dhe té& té gjitha procedurave té tiera &
parapara me LSHC;

s Harton - pérgatit kontrata & punés pér personelin administrativ, profesional dhe teknik &
Universitetit;

s Késhillon dhe vepron pér ¢éshije disiplinore né pérputhje me meguilat dhe procedurat e
caktuara, si dhe |1&8shon vértetime dhe dokumente té fiera lidhur me statusin e personelit;

s Kryen edhe detyra té fjera nga fushé veprimtaria e Zyrés pér administraté dhe me kérkesén
e sekretarit té pérgjithshém.

Numiri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretari i pérgjithshém i UHZ-sé.

Hl. Kualifikimi dhe aftésité;

Pérgatitia shkollore superiore - Fakulteii ose Master, né fushat Juridik ose Administraté Publike, e
nevojshme njohja e punés me kompjuter, e déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha té ngjoshme.

V. Kategoria funksionale: D

2.1.1 Zyrtar pér Ndértlime

I. Delyrat - pérgjegjésité:
e Harton dhe zhvillon planet e punés né pajtim me mbik&gyrésin pér zbatimin e detyrave té
pércakiuara né bazé té objektivave & njésisé dhe jep rekomondime lidhur me realizimin
e kétyre objeklivave;
¢ Analizon dhe vleréson proceset dhe procedurat brendshme dhe rekomandon ndryshime
dhe pérmirésime me géllim té mitjes sé& efikasitetlit dhe cilésisé s& punés;



= Harton procedurat dhe ndihmon zyrtarét né 1&shimin e lejeve ndértimore dhe pércakfimin
e kushteve urbanistike pér zbalimin e planit urbanistik, pianit t& rregullimit, planit 1é
parcelimit, vijés sé rregullimit dhe ndértimit;

e  Mbiké&gyré zbatimin e legjislacionit, procedurave dhe standardeve lidhur me ndérimet si
dhe siguron zbatimin e programit pér megullimin & tokés ndérfimore;

¢ Organizon dhe mer pjesé né komisionin pér pranime teknike t& objekteve ndérlimore dhe
shérbimeve fjera pérkatése;

e Késhillon pér sigurimin e dokumentacionit t& nevojshme pér kryerjen e ndértimit dhe
banimit;

« Siguron mbagjtien e rregullt 1& protokolleve t€& ndériimit dhe né raste t& caktuara del né
terren pér shikim dhe incizim 1€ gjendjes faktike;

e Kryen edhe detyra tietér né pérputhje me ligiet dhe rregulloret t& cilat mund té kérkohen
n& ményré t& arsyeshme kohé pas kohe nga mbikéqyrési;

e Kryen edhe puné té tjera té cilat ia cokton udh&heqési i zyrés

Numri | posteve: Dy (2)

Il. Népunési mbikéqyrés:

Sekretarit t& pérgjithshém dhe Drejtorit 1& zyrés pér administraté dhe shérbime 1& pérgjithshme

lll. Kudalitikimi dhe aftésité:

Diploma universitare-Fakulteti i ndértimtarisé dhe arkitekturés ; e nevojshme njohja e punés me
kompjuter dhe njohja e gjuh&s angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: P

3. Zyra pér mamrédhénie me publikun

3.1 Drejtor i Zyrés

I. Detyrat - pérgjegjésita:

* | koordinon akfivitetet € Universitetit né relacion me mediat dhe informimin e brendsh&m;

« | traojton pyetiet e publikut dhe kérkesat zyrtare pér informata lidhur me punén e
Universitetit, n& konsullim me prorektorin pér bashk&punim ndérkombétar dhe me
sekretarin e pérgjithshém;

« Mban korrespondencé dhe pérgjigiet né kérkesat dhe pyeljet e studentéve dhe té
personave 1€ tieré népérmjet veb-faqges sé Universitetit;

* | irgjton pyetiet q& ndéridhen me Universitetin dhe shérben si z&8dhé&nés i Universitetit;

* | menaxhon dhe i organizon kontakiet me media pér pérgatitie t& nevojshme té
konferencave dhe té vizitave i& ndryshme;

* Pérgatit komunikata pér media, deklarata pér shtyp dhe materiale i€ ijera relevante pér
pubilikim, si dhe e zhvillon dhe e mirémban sipas datés arkivin e shiypit, informatat publike,
artikujt e tjeré t& publikuar né shiyp, té cilét kané té béjné me Universitetin;

= Né bashké&punim me asistentét dhe zyrtarét e tieré e udhéheq protokollin pér pritien e
mysafiréve té Universitetit;

= Pérgatit informata pér shtyp ose pér nevoja té tiera & Universitetit;

*  Kryen puné té fiera profesionale sipas kérkesés sé sekretarit t& pérgjithshém.

Numri | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Rektori i UHZ-s&, sekretari i pérgjithshém

. Kualifikimi dhe aftésité:

Pérgatitia shkollore superiore — Fakulteti, € nevojshme njohja e punés me kompjuter dhe njohja e
gjuhés angleze.

IV, Pérvoja e pérgjithshme:
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Katér viet pé&rvojé pune nga fusha té ngjashme.
V. Kategoria funksionale: D

3.1.1 Zyrtar pér Mardhénie me Publikun

l. Detyrat - pérgjegjésité:

| koordinon akfivitetet e Universitetit né relacion me mediat dhe informimin e brendshém;
| trajton pyetjiet € publikut dhe kérkesat zyrtare pér informata lidhur me punén e
Universitetit, n& konsullim me prorektorin pér bashké&punim ndérkombétar dhe me
sekretarin e pérgjithshém;

Mban korrespondencé dhe pérgjigiet né kérkesat dhe pyeijet e studentéve dhe &
personave té fjeré népérmjet ueb-fages s& Universitetit;

| trajton pyetiet qé& ndéridhen me Universitetin dhe shérben si z&dhénés i Universitetit;

I menaxhon dhe i organizon kontaktet me media pér pérgatitie t&€ nevojshme té
konferencave dhe té vizitave té ndryshme;

Pérgatit komunikata pér media, deklarata pér shiyp dhe materiale 1€ tjera relevanie pér
publikim, si dhe e zhvillon dhe e mirémban sipas datés arkivin e shtypit, informatat publike,
artikuijt e tieré té publikuar né shtyp, té cilét kané t&€ bé&jné me Universitetin;

Né bashké&punim me asistentét dhe zyriarét e tjeré e udhéheq protokollin pér pritien e
mysafiréve 1& Universitetit;

Pérgatit informata pér shtyp ose pér nevoja té tjera t& Universitetit;

Kryen puné té tjera profesionale sipas kérkesés sé sekretarit 1€ pérgjithshé&m.

Numirii posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtorit té Zyrés

NI, Kualifikimi dhe aftésité:

Pérgatiija shkollore superiore — Fakulteti, e nevojshme njohja e punés me kompjuter dhe njohja e
gjvhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha t& ngjashme.

V. Kategoria funksionale: P

4. Zyra pér Céshije Akademike dhe Pérsosméri né Mésimdheénie

4.1 Drejtor i zyrés

|, Detyrat - pérgjegjésité:

Organizon dhe koordinon punén e zyrés pér Céshtje Akademike dhe Pé&rsosméri né
Mésimdhénie;

Pérgatit kontratat e puné&s pér stafin akademik té megullt dhe & angazhuar té
universitetif;

Pé&rpilon informata, analiza dhe raporte té ndryshme statistikore pér personelin akademik
t& Universitelit dhe pér nevoja té Universitetit, si dhe i azhurnon & dhénat pér personelin;
Pérpilon informata dhe bashk&punon me fakultetet lidhur me publikimin dhe realizimin e
konkursit pér personelin akademik t& Universitetit;

I pérpilon pasqyrat e llogaritjes se oréve mbi normé dhe honorar, né bazé té propozimeve
té fakulieteve pér angazhimin e persconelit akademik;

B&né& pérgotitien e materialit pér mbledhjet @ Komisionit t& studimeve, K&shillit gendror t&
studimeve té doktoratés, Senatit 1& Universitetit, né 1& cilat trojtohen ¢éshije akademike
dhe P&érsosméri né mé&simdhé&nie;



Kryen puné né koordinimin me Senatin e UHZ-sé, Késhilin Drejtues, Njésité Akademike,
Institutet, si dhe me késhillat, komisionet dhe grupet punuese né sektorin e mésimdhénies,
céshtieve akademike dhe ¢é&shijet e ndérlidhura;

Nén udhé&hegjen e Prorekiorit pér mésimdhénie, ¢é&shije siudentore dhe kérkime
shkencore, e pérpilon planin e punés se Zyrés dhe e mbikéqyr realizimin e tij;

Identifikon nevojén pér fushat e trajnimit t& stafit akademik né& koordinim mé prorektorin
pér ¢céshlie akademike dhe dekanét e njésive akademike;

Pérmes zyrés pér Céshije Akademike dhe Pérsosméri né Mésimdhénie organizohen
trajnime g& do té ndihmojné zhvillimin profesional 1€ stafit akademik t& UHZ-s&. Monitoron
zbatimin e metodave bashké&kohore t& mésimdhénies dhe 1€ vierésimit nga ana e stafit
akademik;

Né bashk&punim mé& menaxhmentin, njésité akademike dhe me stafin akademik do t&
hartojné plane dhe do 18 redlizojné frojnime e aklivitele & fiera né funksion i&
promovimin & metodave bashkékohore té mésimdhénies dhe té vlerésimit;

Ofron mbéshietje individuale stafit akademik pér planifikimin e zhvillimit e tyre profesional
respektivisht né harlimin e planeve individuale zhvilimore pér periudhén njé viegare;

Né baza vjetore do té béj identifikimin e nevojave t& stafit akademik pér zhvilim
profesional i& stafit akademik, pérkatdsisht pér trajnime né funksion té zoté&rimit dhe
zbatimit t& metodave bashkékohore t& mésimdhénies dhe té vierésimit nga ona e stafit
akademik;

Iyra pér Céshije Akademike dhe Pérsosméri né Mésimdhénie né bashké&punim me
Prorektorin pé&r Mésimdhénie dhe me Dekanét e fakulteteve do & organizojé monitorim
té stafit akademik né lidhje me zbatimin e metodave bashk&kohore & mésimdhénies
dhe té vler&simit;

Né& koordinim mé menaxhmenit Zyra pér Céshlje Akademike dhe Pé&rsosméri né
Mésimdhénie organizon monitorime t& megullta s& paku nj& heré né vit pér secilin
mésimdhénés, monitorime "“ad-hoc” né raste t& ankesave, si dhe monitorim me rastin e
avancimit 1& personelit akademik;

Pérgatit statistika pér nivelin e implementimit t& metodave bashké&kohore nga
mésimdhénies dhe té& vierésimit, si dhe do ta pérkrahé stafin akademik né kété drejtim
pérmes akiiviteteve qé& do & organizohen nga menaxhmentii UHZ - s&;

Numri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretari i pérgjithshém dhe Prorektorit pér Mésimdhénie, Kérkime Shkencore dhe Céshije
Studentore

lll. Kualifikimi dhe aftésité:

Pérgatitja shkollore superiore — master ose i diplomuar né Fakultetin Juridik, Ekonomik Filozofik cse
té Filologijis&, e nevojshme njohja e punés me kompjuter dhe e déshirueshme njohja e giuhés
angleze.

IV, Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha té ngjaoshme.

V. Kategoria funksionale: D

4.1.1 Zyrtar pér Pérsosméri né Mésimdhénie

I. Detyrat - pérgjegjésité:

Né bashk&punim mé Drejtorin e zyrés, do t& hariojné plane dhe do té realizojné trajnime
e aklivitete 1€ tjera né funksion t& promovimin e metodave bashk&kohore té
mésimdhénies dhe & vler&simit;

Ofron mbéshtetje individuale stafit akademik pér planifikimin e zhvillimit e tyre profesional
respektivisht né hartimin e planeve individuale zhvilimore pér periudhén njé viegare;

Né baza vjetore do t& bé&] identifikimin e nevojave té stafit akademik pér zhvillim
profesional t& stafit akademik, pé&rkatésishi pér trgjnime né& funksion t& zotérimit dhe
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zbatimii 1& metodave bashké&kohore t& mésimdhénies dhe té vlerésimit nga ana e stafit
akademik;

* Pé&rmes zyrés pér Céshlie Akademike dhe Pérsosmér né Mésimdhénie organizohen
trajnime gé do té ndihmojné zhvillimin profesional té stafit akademik & UHZ-s&. Monitoron
zbatimin e metodave bashké&kohore t& mésimdhénies dhe t& vierésimit nga ana e stafit
akademik;

s Zyra pér Céshtje Akademike dhe Pérsosméri né Mésimdhénie né bashképunim me
Prorekiorin pér Mé&simdhé&nie dhe me Dekanét e fakulteteve do t& organizojé monitorim
té stafit akademik né lidhje me zbatimin e metodave bashkékohore t& mésimdhénies
cdhe té vlerésimit;

e Né& koordinim mé& menaxhmenit Zyra pér Céshtje Akademike dhe Pérsosmér né
Mésimdhénie organizon monitorime 1€ megullta s& paku njé heré né vit pér secilin
mésimdhénés, monitorime “ad-hoc" né raste t& ankesave, si dhe monitorim me rastin e
avancimit t& personelit okademik;

= Kryen edhe puné 1& tjera t& cilat ia cakton udhéheqési,

Numri | posteve: Dy (2)

Il. Népunési mbikéqgyrés:

Drejtori i Zyrés

lll. Kualifikimi dhe aftésité:

Pérgatitja shkollore superiore, & nevojshme njohja e punés me kompjuter, e déshirueshme njohja
e gjuh&s angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha & ngjashme.

V. Kategoria funksionale: P

4.1.2 Zyriar pér géshtje akademike

|. Detyrat - pérgjegjésité:

¢ E pércjell dhe kujdeset pér planin dhe veprimiaring botuese & Universitetit, i pérgatit
materialet pér mbledhjet e Ké&shillit botues t& UHZ-s&, mban procesverbal né mbledhje,
pérpilon vendime, shkresa dhe njoftime pér palét sipas vendimeve t& KB-s&;

o | pérgatit materialet pér mbledhjet e Ké&shillit gendror pér studime t& doktoratés né UHLZ,
mban procesverbal né mbledhje, pérpilon vendime, shkresa dhe njoftime pér palét sipas
vendimeve t& KQSD-5&;

o E verifikon dokumentacionin dhe i pérgaltit pér Senat pasgyrat e kandidatéve pér lejim té
temés ose ratifikim t& disertacionit nga Senati, sipas vendimeve té& Senatit pérpilon
vendime pér kandidatét pér lejim t& temés ose raiifikim 1€ disertacionit, | pércjell studimet
e doktoratés dhe e mirémban dokumentacionin pér secilin kandidat, pérgatit pasqyra me
shénimet pérkatése, nxjerr statistika né bazé té viteve, fakulteteve dhe gjinisé;

»  Mban evidencén pérkatése né librin & amzés s& doktoréve & shkencave, pérgatit shkresa
dhe njoftime pér dekanét dhe kandidatét, i verifikon dhe i pérgatit shénimet pér diploma,
e pérgatit ceremoniné e promovimit;

+ Mban evidencé zyriare pérkatése né librin e amzés sé "Doctor Honoris Causa i UHZ-s&”
dhe ndihmon né pérgatitien e ceremonisé pér ndarien e titullit “DHC 1 UHZ-s&". Gjithashtu,
pérkujdeset pér veshjet akademike té rektorit dhe i@ dekanéve, si dhe pér gjerdanét;

« | pérgatit, sipas fakulteteve dhe vitit t& lindjes. pasqyrat e personelit akademik gé i plotéson
sé& aférmi kushtet pér pension, i pércjell ndryshimet né& pasqyra.

¢ Kryen edhe puné té ijera té cilat ia cakton udhé&heqésii zyrés

Numii i posteve: njé (1)

Il. Népunési mbikéqyrés:
Drejtori i Zyrés

Hi. Kualifikimi dhe aftésité:
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Pérgatitja shkollore supericre, e nevojshme njohja e punés me kompjuter, e dé&shirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvoj@ pune nga fusha t& ngjashme.

V. Kategoria funksionale: P

5. Zyra pér Kérkime Shkencore

5.1 Drejtor i zyrés

|. Detyrat - pérgjegjésité;

+ Organizon dhe koordinon punén e zyrés pér Kérkime Shkencore;

s Pérpilon informata, onaliza dhe raporte 1€ ndryshme stafistikore pér nevoja té
Universitefit, lidhur mé& publikimet dhe punimet shkencore, si dhe pjesémarjen né
konferenca shkencore té stafit akademik;

o Zyra pér Kérkime Shkencore né bashké&punim me Prorektorin pér Mésimdhénie, Céshtje
Studentore dhe Kérkime Shkencore né vazhdimési do té& pérciell publikimet e stafit
akademik & universitefit;

» Harton dhe rifreskon dotabazén e publikimeve shkencore pér stafif akademik té
universitetit;

s Punon duke v késhillvar me menaxhmentin e UHZ-s&, pérkaiésisht me Prorektorin pér
mésimdhénie, ¢éshtje studentore dhe kérkime shkencore, si dhe me akieret e tjeré
relevant pér t& pérkrahur promovimin dhe zbatimin e rekomandimeve qé dalin nga
Procesi i Bolonjés n& UHZ;

e  Kryen puné& né& koordinim me Senatin e UHZ-s&, Ké&shilin Drejlues, Njésité Akademike,
Institutet, si dhe me ké&shillat, komisionet dhe grupet punuese né sektorin e kérkimeve
shkencore dhe ¢é&shtjet e ndérlidhura;

Pérgatiié materialin pér mbledhjet e Késhillit t& Botimeve;
Harton dhe rifreskon né vazhdimési databazén pér botime té stafit akadernik né UHZ;

+ Béné pérgaiitien e materialit pér mbledhjet & Komisionit t& studimeve, Késhillit gendror té
studimeve 1€ doktoratés, Késhilit botues dhe Senatit t& Universitetit, né t& cilat trajiohen
kérkimet shkencore;

Numri | pasteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretari i pérgijithshém dhe Prorektorit pér Mésimdhénie, Kérkime Shkencore dhe Céshije
Studentore

Nl Kualifikimi dhe aftésité;

Pé&rgatitia shkollore superiore — master ose i diplomuar né& Fakultefin Juridik, Ekonomik Filozofik ose
té Filologjis&, e nevojshme njohja e punés me kompjuter dhe njohja e gjuhé&s angleze.

V. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha té ngjashme.

V. Xategoria funksionale: D

5.1.1 Zyrtar pér Kérkime Shkencore

I. Detyrat - pérgjegjésité:
e Pérgatit materialet pér mbledhjet me ké&shill, komisionet dhe grupet punuese né sektorin
e kérkimeve shkencore dhe ¢éshijet e ndéridhurg;
» Mban procesverbal né mbledhje, pérpilon vendime, shkresa dhe njoftime pér palét sipas
vendimeve pérkatése;
s Béné postimin tek fagja zyrtare UHZ t& materialeve informuese dhe dokumenteve té
neveojshme qé ndéridhen me veprimtarité kérkimore shkencore/artistike;
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« Né&n mbikégyrien e Udh&heqésit t& Zyrés, shpérndan njoftime dhe ftesa ek njésité
akademike lidhur me veprimtarité kérkimore shkencore/arfistike né UHZ dhe jashté sqj.

« Bé&né regjistrimin e t& dhénave lidhur me projekiet kérkimore shkencore/artistike pér njési
akademike, né databazén e UHZ-s& pér veprimtari kérkimore shkencore/artistike.

» Ofron mbéshieije teknike dhe administrative stafit akademik né procesin e aplikimit né
projekte kérkimore shkencore/artistike.

« Enjofton stafin dhe hulumtuesit e rinj p&r mundésiné e publikimit 1€ punés s& tyre shkencore
né forume dhe revista & karakterit kombétar dhe ndérkombétar;

e Merr pjesé né harlimin e materialeve dhe dokumenteve gé kané té b&jné me hulumtime
shkencore dhe & koordinon zbatimin e tyre (strategjia pér shkencé, broshura etj.);
Kryen aktivitete lidhur me hulumtimet shkencore;
Ofron késhilla, udhézime dhe shé&rbime & pérshtatshme pér stafin akademik né zhvillimin
e projekteve hulumtuese [p.sh. informimi pér fondet e donatoréve, ¢éshijet ligjore,
bashképunimet @ mundshme me komunitetin e biznesit et].};

» Shérben si person kontaktues né UHZ pér projekiet e karakterit hulumtues shkencor, si FP7,
IPA, “MarieCurie” efj;

s Nxjerr raporte pé&r punén shkencore né Universitet;

e Kryen puné té tiera té cilat ia cakion népunési mbik&qyrés.

Numiri | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtori i Zyrés

ll. Kualifikimi dhe aftésité:

Pérgatitia shkollore superiore, e nevojshme njohja e punés me kompjuter, njohja e gjuhés angleze.
IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: P

6. Zyra pér Céshtje Studentore

6.1 Drejtor | Zyrés

1. Detyrat - pérgjegjésité:

« Organizon, koordinon pun&n me Menaxhmentin e UHZ-s&, propozimet e Njésive
Akademike pé&r numrin e studentéve qé do t'i regjistrojné& né vitin vijues akademik dhe té
njéjtat i'a dérgon Senatit pér miratim;

e Organizon dhe pérgatité dinamiken e realizimit t& konkursit dhe planin e angazhimit té
zyrtaréve & sektorit pér ¢éshije té studentéve dhe personave té tieré né regjistrimin e
studentéve té rinj;

* | bén pérgafitiet e nevojshme teknike dhe regjistimin e studenteve né vitin e paré té
studimeve;

» linformon fakultetet pér studentét e regjistruar dhe pér ata gé& nuk jané regjistruar;

« Pas pérfundimit t& konkursit, @ harton raportin pérfundimtar - pasqyrat e studentéve té
regijistruar né vitin e paré té studimeve;

o Lé&shon vértetime lidhur me regjistrimin e studentéve dhe statusin e studentit;

« E pérgatit dhe kujdeset pér publikimin e "Informatorit pér studentét e rinj" dhe pér
shpérdarjen e tij népér Njési Akademike;

o Menaxhon dhe pérgatit statistikat pér numrin e pérgjithshém té studentéve né té gjitha
nivelet e studimeve.

« Pérgatit diplomat, verifikon dhe mban librin améz pér studentét e pajisur me diploma.

Numii i posteve: Njé (1)
Il. Népunési mbikéqyrés:
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Sekretari i pérgjithshém dhe Prorektori pér Mé&simdhénie, K&rkime Shkencore dhe Céshije
Studentore

lit. Kualifikimi dhe aftésité:

Pérgatitja shkollore superiore, e nevojshme njohja e punés me kompjuter dhe déshirueshme
njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha té ngjashme.,

V. Kategoria funksionale; D

6.1.1 Zyrar | pér shérbime té studentéve

I Deiyrai pérgjegjésité:

Bén regjistrimin e studentéve té pranuar sipas regjisirave té fakulteteve, e cakton numrin e
amzés s& studentit, né& bazé ié t& cilit horohen listat e studentéve sipas fakulteteve,
departamenteve - degéve dhe drejtimeve;

¢ E rregullon dokumentacionin e studentéve t& pranuar sipas numrit t& indekseve dhe i
formon dosjet e tyre;
I regjistron t& dhénat e studentéve t& UHZ né programin pérkatés kompiuterik;
Merr pjesé né pérgatitien e konkursit pér regijistimin e studentéve t& rinj, né hartimin e
dinamik&s dhe pérgatitjet pér regjistrimin e studentéve & rinj;

s Pas regijistrimit t& studentéve, pér ¢do ofat t& konkursit, | pérgatit pasgyrat e siudentéve té
regjistruar dhe t& atyre q& nuk jané regjistruar;

¢ Lé&shon vértetime lidhur me regjisirimin e studentéve dhe statusin e studentit;
Kryen puné 1€ tiera t& cilat ia cakton népunési mbik&qyrés.

Nuni i posteve: njé (1)

ll. Népunési mbikéqyrés:

Drejtori i Zyreés

lll. Kualifikimi dhe aftésité:

Pérgatitja shkollore superiore, € nevojshme njohja e punés me kompjuter, e déshirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Njé vit pérvojé pune nga fusha & ngjashme.

V. Kalegoria funksionale: P

6.1.2 Zyrtar pér diploma

1. Detyrat - pérgjegjésité:

» E bén futien e shénimeve né kompjuter pér kandidaiét e diplomuar né Universitet;

¢ E mban librin e amzé&s pér numrin e té diplomuarve;

e Népérmjet kompjuterit i plotéson formularét e diplomés pér kandidaiét e diplomuar né
studimet themelore bagelor dhe né& master, si dhe i shpérndan ato;
Mban evidencé té sakté dhe shtyp diploma né harmoni me legjislacienin né fuq;
Raporton né Zyrén pér buxhet dhe financa pér t'i barazuar né baza mujore & hyrat t& cilat
krijohen nga shtypja e diplomave;

= Kryen edhe puné té tjera 18 cilat ia cakton udhé&heaé&sii zyrés

Numri i posteve: dy (2)

il. Népunési mbikéqgyrés:

Drejtori i Zyrés

ll. Kualifikimi dhe aftésité:

Pérgatitja shkollore superiore, e nevojshme njohja e punés me kompjuter, e déshirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme:
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Dy vite pérvojé pune nga fusha té ngjashme.
V. Kategoria funksionale: A

7. Biblioteka Qendrore Universitare dhe Struktura Organizative

7.1 Drejtor i Zyrés

|. Petyrat - pérgjegjésité:

Biblioteka Qendrore é&shté zyre né kuadér té Universitetit "Haxhi Zeka” né Pejé.

Detyrat dhe pérgjegjésité e Bibliotekés Universitare jané fe pércaktuara me nenin 79, t& Statutit té
Universitetit "Haxhi Zeka" né Pejé:

Biblioteka Qendrore Universitare mbledhé, pérpunon dhe ofron né pérdorim koleksione
mésimore, materiale, informacione dhe shérbime bibliotekare pér zhvilimin e veprimtarisé
arsimore, shkencore si dhe pér zhvilimin e aftésive dhe njohurive té& studeniéve e
mésimdhénésve t& tyre;

Biblioteka Qendrore Universitare ofron shérbime pér studeniét dhe personelin mésimor
duke i'v dhéné né huazim materiale bibliotekare dhe duke siguruar gasje né burimet
elektronike té informacionit. Ofron shérbime profesionale pér bibliotekat e fakulteteve
pérkatése. Veprimtaria e bibliolekave universitare mbéshtetét né standardet
ndérkombétare bibliotekare;

Biblioieka Qendrore Universitare &shié pjesé pérbérése e Rretit t& njésuar Bibliotekar té
Kosovés me qgellim t& zbatimit 1€ standardeve bibliotekare, pérgatitjes dhe shpérndarjes
s& bazés s& t& dhénave dhe begatimit e boshkérendiijes s& bashképunimit
ndérbibliotekar,

Drejtori i Bibliotekés Universitare i raporton n& oaspekiin operacional te Sekretari i
Pérgjithshém, ndérsa pér géshijet profesionale gé lidhen me detyral e punés raporton dhe
i koordinon punét me Prorektorin pér Mésimdhénie, Céshije Studentore dhe Kérkime
Shkencore

Struktura organizative e BQU-s& pércaktohet né pérputhje me nevojat e BQU-s& sipas
standardeve ndérkombétare pér ofrimin e shérbimeve sa mé cilésore ndqj lexuesve;

Né strukturén e BQU-sé pérfshihen Sektorét, Shérbimet dhe Zyrat.

Me Rregulloren mbi corgonizimin & brendshém té& BQU-s& (Organogram), pércaktohet
veprimtaria e zyrave, ményra e udhéhegjes, ményra e kiyerjes sé punéve dhe detyrave,
si dhe té drejtat, obligimet dhe pérgjegjésité e té punésuarve né BQU.

Numri | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretari i pérgjithshém dhe Prorektorit pér M&simdhénie, Kérkime Shkencore dhe Céshije
Studentore

lll, Kualifikimi dhe aftésité;

Pérgatitja shkollore superiore, & nevojshme njohjo e punés me kompjuter dhe déshirueshme
njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha té& ngjashme.

V. Kategoria funksionale: D

7.1.1 Bibliotekar

1. Detyrat - pérgjegjésité;

E organizon punén né Bibliotek&n e Fakultetit sipas nomenklaiurés g aplikohet;

E hulumton bazén e t& dhénave shkencore teknologjike;

Kryen edhe puné té tjera i€ ngjashme sipas urdhrave té dekanit dhe té sekretarit t&
Fakultetit;

| kryen t& gjitha punét e regjistrimit ié librave, broshurave dhe revisiave né Biblioieké;
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E regullon Bibliotekén sipas nomenklaturés gé aplikohet;

U jep libra pér shfryt&zim studentéve, mé&simdhénésve dhe bashképunétoréve;
Sipas nevojés, bén kujdestari né sallén e leximit t& studentéve;

Kryen edhe puné 1& tjera t& ngjashme sipas urdhrave & dekanit dhe ié sekretarit 1&
Fakultetit.

Numri i posteve: Dy (2)

Il. Népunési mbikéqyrés:

Drejtorit t& Bibliotek&s dhe sekretari i Fakultetit.

. Kualifikimi dhe aftésité;

Pérgatitja shkollore superiore - Fakulteti i shkencave shogérore, e nevojshme njohjo e punés me
kompjuter, e déshirueshme njohja e gjuhé&s angleze.

IV. Pérvoja e pérgjithshme:

Nj& vit pérvojé pune t& ngjashme.

V. Kategoria funksionale: A

8. Zyra pér Buxhet dhe Financa

8.1. Drejtori zyrés

l. Detyrat - pérgjegjésité:

E pérgatit propozimin e buxhetit, i pé&rpilon kérkesat e nevojshme pér Universitetin “Haxhi
Zeka" si organizaté buxhetore dhe ké&to i dorézon pér pérvetésime né MEF;

E koordinon punén me té gjitha zyrat e njésive akademike & UHZ-sé pér pérpunimin e
maftricave pér buxhetin e UHZ-sé&; i harmonizon kérkesat e njésive akademike té UHZI-s& me
kufirin fillestar t& pércaktuar nga MEF-i;

| fut t& dhénat fillestare né sistermnin e BDMS-5&: kérkesat fillestare 1€ njésive pas harmonizimit
né nivel t& UHZ-s&, nurmrin e 1& punésuarve sipas formularéve, shpenzimet e mallrave dhe
shérbimeve sipas kategorive dhe kodeve t& pércaktuara nga Thesari, shpenzimet
komunale, transferimet dhe subvencionet, shpenzimet kapitale efj.;

| fut projektet kapitale i& propozuara dhe té llogaritura nga njésité organizative t& UHZ-s&
né& sistemin e PIP-it, llogaritur sipas formave i€ pércakiuara nga MEF-i pér projekte kapitale;
E planifikon dhe e pérpilon planin e CASH-it pér UHZ-n& pas miratimit t& buxhetit dhe e
dorézon né MEF-Thesar; bén kérkesa pér alokimin e mjeteve nga Thesari sipas periodave
tremujore;

| pércjell zotimet e mjeteve sipas planifikimit me buxhet dhe sipas planit 1& CASH-it té
kérkuar nga UHZ-ja, respekiivishf nga njésité akademike té& UHZ-s&;

E bé&n rishikimin e buxhetit dhe harmonizimin i tij me rebolancin;

Pérgatit pasqyra financiare pér MEF-in, pérgatit raporte periodike dhe vjetore pér Késhillin
Drejtues t& UHZ-s& dhe pé&r MEF-in;

Bé&n planifikimin e t& hyrave vetjake sipas MIM-it pér inkasimin e t& hyrave vetjake nga
njésité akademike dhe planifikimin pér shpémdarje dhe realizim t€ mjeieve sipas MIM;
Zhvillon dhe mbiké&ayr zbatimin e politikave dhe procedurave buxhetore dhe financiare
né shérbimin pérkaiés;

Kryen edhe detyra té tiera gé kérkohen nga menaxhmenti i UHZ-s&.

Numri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretari i pérgjithshém i UHZ-sé& dhe Prorektori pér Buxhet, Financa dhe Infrastrukturé

111, Kualifikimi dhe aftésité:

Pérgatitja shkollore superiore - master ose Fakulteti Ekonomik, e nevojshme njohja e punés me
kompjuter, e déshirueshme njchja e gjuh&s angleze.

IV. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: D
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8.1.1 Zyrtar pér shpenzime

l. Deiyrai pérgjegjésité:

Bé&n verifikimin e UZP-5& dhe siguron q& zotimi &shté regjisirvar né SIMFK;

o Bén verifikimin e deponimit 1& nénshkrimeve nga zyrtarét pérkatés té autorizuar;

e Bén kontroliimin e karakterit ekonomik i{& shpenzimeve né bazé {& dokumentacionit
pércjellés;

* Bén kontrollimin e emrit t& pérfituesit dhe llogarisé bankare né sistem, apo SEIFT-kodin né
rastin e pagesave ndé&rkombétare né bazé t& dokumentacionit pércjellés;
B&n regjistrimin e kuponit té shpenzimeve né SIMFK;

s E pércjell dokumentacionin e ploté financiar te zyrtari i cerfifikuar pér certifikim dhe
aprovim né SIMFK;

s Kryen edhe puné t& fjera té cilot ia cokton udh&heqésii zyrés

Numri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtor i Zyrés

lll. Kualifikimi dhe aftésité:

Pé&rgatiija shkollore superiore - Fakulteti Ekonomik, e nevojshme njohja e punés me kompjuter, e
déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha 1€ ngjashme.

V. Kategoria tunksionale: P

8.1.2 Zyrtar pér té hyra

I. Detyrat — pérgjegjésité:
| pércjell t& gjitha t& hyrat e krjuara né UHZ, d.m.th. né 1é gjitha njésité akademike;
| barazon 1& hyrat pér ¢do muaj me BQK-né dhe Thesarin;
| barazon 1€ hyrat me té gjitha njésité akademike té& UHI-s&;
| barazon té hyrat e instituteve, si dhe té hyrat e tiera;
Raporton pér té gjitha t€ hyrat te udh&heqési i zyrés;
| alokon té& hyrat sipas kérkesés sé& zyriarit 1€ larté, si dhe né bazé té ligjit dhe megullave
financiare né bashk&punim me zyrtarin e buxhetit, zyrtarin e larté dhe zyrtarin e pagave;
s | pércjell fakultet se sa jané duke i zbatuar udhézimet dhe Statutin e UHZ-s&, 1& cilat i
precizojné pagesat e studentéve si¢ joné té parapara;
e Kryen edhe puné & tjera t& cilat ia cakton udhéheaqési i zyrés
Numri i posteve: Njé (1)
Il. Népunési mbikéqyrés:
Drejtori Zyrés
i. Kudlifikimi dhe aftésité;
Pé&rgatitja shkollore superiore - Fakulteti Ekonomik, e nevojshme njohja e punés me kompjuter, e
déshirueshme njohja e gjuhés angleze
IV. Pérvoja e pérgjithshme:
Tre viet pérvojé pune nga fusha & ngjashme.
V. Kategoria funksionale: P

8.1.3 Zyrtar pér zotime dhe buxhet

|. Detyrat - pérgjegjésité:
» | pranon dhe i zoton mjetet né bazé té planifikimit dne kérkesave & fakulteteve;
e Bé&n zotimin e 1€ gjitha mjeteve né nivel t& UHZ-s& n& bazé & planifikimit & buxhetit;
» Raporton te udh&heqési i zyrés pér zotimet dhe siguron informata pér ¢do dité pune nga
SIMFK-ja pér ecuriné e shirytézimit té& buxheltit;
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o | pérciell fakultetet gjaté shpenzimit t& buxhetit, si dhe bé&n krahasimin se a &shté duke u
shpenzuar buxheti né bazé & planifikimit dhe ligjeve né fuqi;
| pércjell projektet kapitale sipas dinamikés;
E ndihmon udhé&heqésin i zyrés pér harmonizimin e kérkesave buxhetore;
Kryen edhe puné té ljera €& cilat io cakion udhé&heqésii zyrés

Numwi | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtor i Zyrés

. Kualifikimi dhe aftésité;

Pérgatitja shkollore superiore - Fakulteti Ekonomik, e nevojshme njohja e punés me kompjuter, e
déshirueshme njohja e giuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha & ngjashme,

V. Kategoria funksionale: P

8.1.4 Zyrtar pér paga

l. Detyrat - pérgjegjésité:

o | pércjell & gjitha pagat né UHZ;

= |fut ne sistem pagat e punétoréve té rinj;

e E pércjell pér ¢do muqj se sa &shié vlera e pagave né UHZ, e informon zyrtarin & buxhetit
dhe i raporton zyrtarit 1& larté;

s | heqnga sistemii pagave punétorét e pensionuar dhe té€ larguar, ose ata gé u ka skaduar
kontrata né bazé té ligjit;

Komunikon me Departamentin e Pagave né MAP pér llogarifien e pagave 1€ UHZ-s&;

e Bé&n pagesén e honoraréve té stafit akademik né bazé té kontratave dhe raporteve té
fokulteteve;

e Bén llogarifien e stimulimit pé&r stafin administrativ t& UHZ-s& né& bazé & Rregullores pér {&
archurat personale;

e Bénllogaritien e shtesave té& stafit akademik t& UHZ-sé né bazé & raporteve té fakulieteve,
si dhe né& bazé té rregullores pér & ardhura personale, d.m.th. i bén té gjitha pagesat gé
jané té parapara me rregulloren pér t& ardhura personale né UHZ;

s Kryen edhe puné té tjera té cilat ia cakton népunési mbikéqyrés.

Numii | posteve: Njé (1)

Il. Népunési mbikéqgyrés:

Drejtori Zyrés

lll. Kvalifikimi dhe afiésité:

Pérgatitjo shkollore superiore — Fakulteti Ekonomik, e nevajshme njohja e punés me kompjuter, e
déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha té& ngjashme.

V. Kategoria funksionale: P

8.1.5 Zyrtar peér asete

I. Detyrat - pérgjegjésité:
o | pércjell té gjitha pasurité e UHZ-s& dhe e regijistron inventarin né Rekiorat dhe né AQ;
s  Ebén pércjellien e regjisiimeve t& inventarit 1& t& gjitha njésive akademike;
s lregjisiron né SIMFK t& gjitha pasurité me vleré kapitale mbi 1000 euro né kuadér t& UHZ-
s&;
= E bén ngarkimin dhe shkarkimin e zyfaréve sipas |&vizjieve népér zyra dhe kérkesave té
menaxhmeniit;



= | raporiojngé fakultetet pér regjistimin e inventarit dhe t& pasurisé sipas proceduarave
ligjore;

e | monitoron njésité akademike lidhur me regjistimin e pasuris& dhe té inventarit sipas
dispozitave ligjore né fugi;

e E amortizon pér ¢do vit fiskal gjithé& inventarin e UHZ-s& né bazé té Ligiit, si dhe raporton pér
inventarin gé& éshié jashié pérdorimit;

» Kryen edhe puné té fjera té cilat ia cakton udhéheqésii zyrés

Numii | posteve; Njé (1)

Il. Népunési mbikéqyrés:

Drejtor i Zyrés

I, Kualifikimi dhe afltésité:

Pérgatitia shkollore superiore - Fakulteti Ekonomik, € nevojshme njohja e punés me kompjuter, e
déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre vjet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: P

8.1.6 Arkétar

l. Detyrat - pérgjegjésité:

e E mban parané e imét né& Rektorat;

e |siguron té gjitha avancet pér udhétime zyriare t& menaxhmentit t& UHZ-sé&;

e Etérheq pér té gjitha fakultetet parané e imét (petycash) dhe avancet;

s | pércjell se a jané shpenzuar té gjitha avancet dhe paraté e iméta né bazé té regullave
financiare & Thesarit dhe Rregulloreve té Brendshme & UHZ-s&;

+ Raporton pér ¢do muqgj pér shpenzimet e parés s& imét dhe pér avance, si dhe
menaxhimin e tyre né bazé té ligjit;

= Kryen edhe puné té tiera 1€ cilat ia cakton udhéheqési i zyrés

Numii | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtori Zyrés

lil. Kuvalifikimi dhe aftésité:

Pérgatitja shkollore superiore - Fakulteti Ekonomik, @ nevojshme njohjo e puné&s me kompjuter, e
déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha 1€ ngjashme.

V. Kategoria funksionale: P

9. Zyra e Prokurimit

9.1. Drejtor i zyrés

l. Detyrat - pérgjegjésité:

e Eshté pérgjegiés kryesor pér organizimin dhe funksionimin e miréfilté té procesit té
prokurimit, jep késhilla, sugjerime profesionale né lidhje me zbatimin e procedurave {é
prokurimit pér zyrtarét e prokurimit brenda zyrés dhe sipas nevojés edhe pér zyriarét e tjeré
kur kérkohet;

s Bashk&punon me udhéheqgésit e té gjitha zyrave brenda UHZ-5&, me géllim t& hartimit té
planit strategijik t& prokurimit pér UHZ-né;

» |koordinon dhe i menaxhon projekiet e prokurimit dhe siguron gé té gjitha procedurat dhe
akftivitetet & prokurimit t& zhvillohen né pajtim me ligjin g& i megullon procedurat e
prokurimit né Kosové;
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» E koordinon pun&n mes njésive dhe siguron se & gjitha kérkesat pé&r prokurim pér mallra,
shé&rbime, puné apo shérbime konsulente jané né rregull dhe t& nénshkruara nga personat
pérgjegjés dhe se jané né harmoni me procedurat e prokurimit;

s Eshtd pérgjegijés pér caklimin e metodave té prokurimit, pér procedurat e tenderit dhe
pér kuotimin e cmimeve;

o Koordinohet me zyritarin kryesor administrativ né 18min e prokurimit dhe &shté& personi
kontaktues mes UHZ-s& dhe Komisionin Rregullativ t& Prokurimit lidhur me realizimin e
konitratave nga kontraktuesit e ndryshém;

s Kryen edhe puné té fjera té cilot ia cakton népunési mbikéqyreés.

Numri | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretari i pérgjithshém i UHZ-s& dhe Prorektori pér Buxhet, Financa dhe Infrastrukturé

ill. Kuaiifikimi dhe aftésité:

Pérgatitja shkollore superiore - ekonomist, jurist i diplomuar ose master né Fakultetin Ekonomik ose
Juridik dhe i ceriifikuar nga KRPP dhe nga MEF — Departamenti i Thesarit pé&r prokurim me modul
te blerjeve, e nevojshme njohja e punés me kompjuter, e déshirueshme njohja e gjuhé&s angleze.
IV. Pérvoja e pérgjithshme;

Katér viet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: D

2.1.1 Zyrtar i Prokurimit

{. Detyrat - pérgjegjésité:

e Bén pérgatitien e materialeve standarde, varésisht nga metoda e prokurimit;

e Bén pérgatitien e ftesave pér oferté-tender, i dérgon pér shpallje né mjelet e informimit
dhe i shpérndan fiesat pér oferta pér blerjen konkurruese;

* Siguron qé& té gjitha kérkesat pér prokurim pér mallra dhe shérbime t& jené {& nénshkruara
nga personat e autorizuar,;

s Bé&n pranimin e materialit tenderues né listé dhe i regjistron & gjitha kompanité g& marrin
materialin e tenderit 1& harivar pér kété géllim;

e | pranon & gjitha pyeijet dhe u pérgjigjet t& gjitha kompanive lidhur me materialin e
tenderit, si dhe pranon oferta nga kompanité né& kohén e paraparé né tender;

o  Me mbarimin e procesit t& vleré&simit, e pérgatit dokumentacionin e nevojshém dhe e bén
kompletimin e dokumeniacionit pér aprovim;

e Asision n& monitorimin dhe ekzekutimin-{realizimin) e kontratés dhe raporion pér
mosrealizimin € konfratave;

s E bén kontrollimin e faturave né pajtim me kushtet e kontratés, me shénimet pér mallrai e
pranuara t& nénshkruara nga népunési pér pranimin e mallrave, e pérgalit
dokumentacionin pér pagesé né Financa;

o Kryen edhe puné ié tiera té cilat ia cakton udh&heqésii zyrés

Numri | posteve: Dy (2)

Il. Népunési mbikéqyrés:

Drejtori i Zyrés

ll. Kualifikimi dhe aftésité:

Pérgatitja shkollore superiore - Fakulieti Ekonomik ose Fakulteti Juridik dhe i cerlifikuar nga KRPP
dhe nga MEF-Departamenti i Thesarit pér prokurim me modul & blerjeve. e nevojshme njohja e
punés me kompjuter, e déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme;

Tre viet pérvojé pune nga fusha € ngjashme.

V. Kategoria funksionale: P



10. Zyra e Teknologjisé sé Informacionit

10.1 Drejtor i zyrés

l. Detyrat - pérgjegjésité:

s 7Zhvillon dhe vendos siandarde pér megulloret né lidhje me: harduerin, softuerin, metin
akademik dhe gendrén e té& dhénave né UHLZ:

e Planifikon dhe propozon projekie pér nevojat & Universitetit "Haxhi Zeka” né Pejé (UHZ) pér
teknologiji informacioni (TI);

= | shqyrton 1€ gjitha kérkesat nga njésité akademike dhe administrative pér nevoja té
pajisieve dhe shérbime té Tl-s&;

E koordinon zbatimin dhe mirémbajtien e projekteve 1& Tl-s& né UHZ;
Planifikon, dizgjnon, integron, bart, freskon, menaxhon dhe mbéshiet sistemet dhe kérkesat
e teknologijisé sé& informacionit, duke pérfshiré edhe edukimin elekironik;

» E udhé&heq dhe e koordinon procesin e freskimit dhe elaborimit t& vazhdueshém té
strateqijisé s& edukimit elektronik, duke propozuar dhe zbatuar aplikacione pér mésim né
distancé (E-learning);

s Siguron program {& aplikuesh&m sipas siandardeve dhe nevojave pér udhéhegjen e lehté
dhe t& efekishme {é bazave té t& dhénave pér studenié, pér personelin akademik dhe
joakademik t& UHZ-s&;

Siguron pérfshirje t& t& gjitha njésive t& UHZ-s& né& rjefin kompjuterik dhe internet;

Bén zgjerimin e softuerit pér regjistimin e studentéve dhe lidhjen e gendrave né mjet;
QOrganizon perfeksionimin e punétoréve i€ cil&t punojné né Iyrén e Thsé né UHZ dhe né
njési akademike {fakultet);

o Kujdeset dhe sugjeron n& vazhdimési stafin akademik dhe administrativ & UHZ-s& né lidhje
me Tl-né&;

e | parasheh shpenzimet pér teknologiji t& informacionit né UHZ dhe parasheh planet e
buxhetit pér projektet e Tl-sé dhe zbatimin e tyre;

e Kryen edhe puné 1é fjera t& TI-s&, t& cilat joné té& nevojshme dhe t& domosdoshme pér
UHZ-n&, si dhe ato t& cilat i kérkojné udhéheqésit e larté 18 UHZ-sé;

Numri | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretari i pérgijithsh&m i UHZ—s& dhe Prorekiori pér Buxhet, Financa dhe Infrastrukturé

lll. Kualifikimi dhe aftésité:

Diplomé universitare né Teknologji Informative {Tl}, Shkenca Kompjuterike apo nivele relevante;
nevojshme njohja e punés me kompjuter dhe njohjo e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha t& ngjashme.

V. Kategoria funksionale: D

10.1.1 Adminisirator i Rrjetit

I. Detyrat - pérgjegjésité:

= Planifikon, udhéheq dhe operon drejtpérdrejt né Universitetin "Haxhi Zeka" né Pejé, né
1Bmin e mjetave kompjuterike si LAN, EAN, VPN Intranet dhe Internet;
E administron rijetin kompjuterik & Universitetin “Haxhi Zeka" né Pejé;
B&n rekomandime tek administratori i serveréve, pérfshiré kétu kufizimet e nevojshme pér
lidhje né trjet, si dhe privitegjet e caktuara te shirytézuesi i fundit;

s E megullon medhjen e instalimeve administrative 1é sistemeve operative pér mjetin e UMZ-
s&;
i pérdor sistemet mé & preferuara operative pér sistemin e njetave;
Merret me problemet gé shfagen né harduer (paijisie fizike) dhe softuer (sistemi operativ);

e Bén planin dhe zbatimin gé k&rkohet n& ndryshimin e njeteve lokale & ekzistuara mé paré:;
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¢ Bén koordinimin me provajderat (ISP-1&) lokalé pér koordinimin e linkut me kualitet mé té&
miré, si dhe bén pércjelljen e atij linku;

¢ Epércjell miedhjen e bandéidthit t& cekur né kontraté me UHZ-n& dhe operatorin ekonomik
pérgjegiés; e pércjell medhjen e routerave né konfigurim dhe instalim, si dhe | mirémban.

= Bén kabllimin, kenfigurimin dhe instalimin e padjisieve pér lidhjen né mjet t& kompjuteréve
dhe sistemeve operative & cilat i posedon Universitelin "Haxhi Zeka" né Pejé;

= Sipas nevojés kryen edhe puné softuerike dhe harduerike { kujdeset pér funksionalitefin e
padijisieve operues me 1€ cilat disponon stafii AQ)

* Kryen edhe puné t& fjera t& cilat ia cakion udhé&heaési i zyrés

Numiri i posteve: Njé (1)

Il. Népunési mbikéqgyrés:

Drejtori i Zyrés

lll. Kualifikimi dhe aftésité:

Pérgatitia shkollore superiore — Fakulteti FIEK-Drejtimi Kompjuteriké& — Telekomunikacion ose FSHMN-
Drejtimii Shkencave Kompjuterike apo fusha relevante, e nevojshme njohja & punés me kompjuter
dhe njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune ngao fusha té ngjashme,

V. Kategoria tunksionale: P

10.1.2 Administrator i rrjetit & komunikimeve

l. Detyrat - pérgjegjésité:

+ E administron ueb-sajtin & Rekioratit & Universitetit "Haxhi Zeka” né Pejé;

» Krijon subdomene pér té gjitha njésité adminisirative dhe akademike té UHZ-s&;

» U jep pérkrahje sub{nén)-adminisiratoréve q& i administrojné uveb-faget e Fakulteteve
{njésive akademike) dhe va ndan té drejtat nga CMS-i;

» Eshté pérgjegjés pér hapjen e e-mailave zyriaré ié stafit akademik dhe administrativ t&
UHZ-sé dhe bén administrimin e tyre;
Plason, ndryshon dhe fshin shénime né veb-sajtin e UHZ-sé&;
Sipas nevojés kryen edhe puné softuerike dhe harduerike { kujdest pér funksionalitetin e
pajisieve operues me té cilat disponon stafii AQ)

e Kryen edhe puné té tjera ié cilat ia cakton udhé&heqési i zyrés

Numri | posteve: Njé (1)

Il. Népunési mbikéqyrés;

Drejtori i Zyrés

. Kualifikimi dhe aftésité:

P&rgatifja shkollore superiore — Fakulteti FIEK- Drejtimi Kompjuieriké ~ Telekomunikacion ose FSHMN
- Drejtimi i Shkencave Kompijuterike apo fusha relevante, e nevojshme njohja e punés me
kompjuter, e dé&shirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha té ngjashme.

V. Kategoria tunksionale: P

10.1.3 Administrator i Qendrés sé té dhénave

l. Detyrat - pérgjegjésité:
* Krijon baza téié dhénave sipas nevojés:
Adminisiron t&é gjitha bazat e i€ dhénave né UHZ;
Krijon dhe administron baza tété dhé&nave relacionare;
BEné siguriné & bazave tété dhénave;
Né ményré té vazhdueshme béné&boack - UHZ té bazave t&té dhénave;



s Sipas nevojés kriyen edhe puné softuerike dhe harduerike | kujdest pér funksionalitetin e
pajisieve operues me té cilat disponon stafii AQ)
s Kryen edhe puné {é tjera € cilat ia cakton udhéheqési i zyrés

Numri I posteve: Njé (1)

. Népunési mbikéqyrés:

Drejtori i Zyrés

. Kudlifikimi dhe aftésité:

Pérgatitio shkollore superiore - Fokulteti FIEK- Drejtimi Kompjuteriké —ose FSHMN - Drejtimi i
Shkencave Kompjuterike apo fusha relevante, e déshirueshme njchja e gjuhés angleze.

V. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha t& ngjashme.

V. Kategoria funksionafe: P

10.1.4 Zyrtar pér Tl

1. Detyrat - pérgjegjésité:
s E administron ueb-fagen e Fokultetit pérkalés;
Vepron né pérputhje 1€ ploté me normat ligjore t& miratuara nga organet pérgjegjése:
U jep pérkrahje zyrtaréve pér softuerin e shérbimeve studeniore;
Jep pérkrahje softuerike pér Fakultetin;
Jep pérkrahje harduerike pér Fakultetin;
Jep pérkrahje pér mefin dhe intermetin e Fokultetit;
Kryen edhe puné t& fiera té cilat ia cakton udh&heqési i zyrés

Numii | posteve: Njé (1),

tl. Népunési mbikéqyrés:

Drejtori i Zyrés

ill. Kualifikimi dhe aftésité:

Pérgatifja shkollore superiore - FIEK - Drejtimi Kompjuteriké-Telekomunikacion, FSHMN- Drejtimi i
Shkencave Kompjuterike apo fusha relevante, e déshirueshme njohja e gjuhés angleze.

V. Pérvoja e pérgjithshme:

Tre vit pérvojé pune t€ ngjashme.

V. Kategoria funksionale: P

11. Zyra pér Sigurim té Cilésisé dhe Vlerésim

11.1 Drejtor i Zyrés

I Detyrui pergjegjesite
zbalimin e vazhdueshé&m pér sigurimin dhe pérmirésimin e cilésisé,

» Iyra organizon njg menitarim sistematik t& treguesve té€ miratuar & cilésisé, veganérisht
aktiviteteve si né vijim:

Implementon Planin e Aktiviteteve té sigurimit 1& cil@sisé t& aprovuar nga KMCV,
Mbledhé informacione pér cilési dhe vlerésim nga té gjithé akteré&t e sistemit brenda
Universitetit,

e Né& bashképunim me KMCV dhe Koordinatorél pér Sigunm 1& Cilésisé dhe Viergsim
organizon procesin e vierésimit 1€ brendshém sipas Manualit pér Sigurim & Cilésisé, pérmes
pyetésoréve dhe instrumenteve ié fjera t& parapara né Manual,

e Shpémdan pyetésorél, mbledh, pérpunon dhe vleréson (& dhénat nga fushat e
vlerésuara,



« Ofron mbéshietje pér Komisionet Ad Hoc né& procesin e vierésimit t& ndryshimeve dhe
ploiésimeve né programet ekzistuese té studimit, st dhe né procedura t& vleré&simit té
brendshém periodik,

e Offon mbéshielie administrative n& procedurat e vlierésimit & brendshém té sistemit té
sigurimit 1@ cil&sisé s& Universitetit.

s | ofron mbéshtetje nj&sive akademike pérmes koordinatoréve pér cilési dhe vierésim

e Mbledhé, pérpunon dhe analizon té& dhénat e nevojshme pér pérpilimin e raporit vietor
té punés

s Koordinon punén né& mbéshielje 1€ njésive akademike pérprocesin e Ri/Akreditimit
institucional dhe té RifAkreditimit & programeve té studimit, bazuar né vdhézuesit dhe
standardet @ AKA-sé,

« Mirémban dheishgyrion dokumentacionin e  procesit t€  rifakreditimit, pérgafité
raporte dhe analiza pérkatése.

« Pér p&rmbushjen e detyrave t& pé&mmendura, Iyra bashk&punon me 1& gijithé organet
pérgjegjése pér sigurimin dhe pérmirésimin e cilésisé né Universiteti.

Numri | posteve: Njé (1)

1l. Népunési mbikéqyrés:

Sekretari i pérgjithshém i UHZ-s& dhe Prorektorit, pér Bashépunim Ndérkombétar dhe Ngritjie té
Cilésisé

fll. Kualifikimi dhe affésité:

Pérgatitjia shkollore superiore masier, e nevojshme njohjoc e puné&s me kompjuter dhe
déshirueshme njohja e gjuhé&s angleze.

V. Pérvoja e pérgjithshme:

Katér viet pérvoj& pune nga fusha té ngjashme.

V. Kategoria funksionale: D

11.1.1 Zyrtar pér sigurim té cilésisé

|. Detyrat ~ pérgjegjésité:
¢ Ofron mbéshielje administrative pér procedurat dhe mekanizmat e sigurimit t& cilésisé né
UHZ;
s Shpérndan pyetésoré pér vierésimet e ndryshme té cilésisé 1é paraparé sipas mregullores
pér Sistemin e Sigurimit dhe Vierésimit & Cilésisé& n& UHZ;
e Mbledh pérpunon dhe analizon 1€ dhénat e mbledhura nga Koordinatorét pér sigurim &
cilésisé n& Njési Akademike;
e« Bazuar né analizén e pyeiésoréve pér cilési, pérpilon raporte pér shérbimet akademike
dhe administrative gé i ofron UHZ-ja;
I mirémban dhe i shayrton dosjet e procesit i€ vier&simit 1& njésive akademike;
| ofron mbéshtelje njésive akademike pérmes Koordinatoréve pér cilési dhe vierésim
| ofron mbéshtelje teknike Komisionit pér Menaxhimin dhe Vierésimit t& cilésisé n& UHZ;
Kryen edhe puné € tjera t€ cilat io cakton udh&heaqésii zyrés

Numii | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtor i zyrés

I Kualifikimi dhe oftésité:

Pérgatitja shkollore superiore - fakulieti, e neveojshme njohja e pungs me kompjuter, njohja e gjuhés
angleze dhe njohurité pér trendin e arsimit 1& larté evropian.

V. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha & ngjashme.,

V. Kategaria funksionale: P



11.1.2 Zyrtar pér procesin e akreditimit

I. Detyrat - pérgjegjésite:

o Ofron mbéshtetje administrative pér procesin e akredifimit institucional dhe 1€ programeve
né& Universitet;

o | kontrollon aplikacionet e Universitetit sipas akteve ligjore né fuqi, t&€ Agjencisé pér
Akreditim dhe dokumenteve t& ljero pérkatése;

o E pércjell progresin e aplikacioneve té& Universitetit & nga pérgatitjia pér aplikim e deri te
zbatimi i rekomandimeve;

s | mirémban dhe i shqyrton dosjet e procesit t& akredifimit dhe pérgatit raporte dhe analiza
pérkatése;
Ofron mbéshietje administrative pér proceset e fjera té vierésimit t& jashtém té Universitetit;
Cfron mbéshtetje teknike gjaté takimeve & ndryshme me Agjenciné pér Akreditim dhe
me palé té tjera té interesit;

» Kryen edhe puné t& fjera té cilat ia cakton udhéheqési i zyrés

Numri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtor izyrés.

Ill. Kualifikimi dhe aftésité:

Pé&rgatiija shkellore superiore - fakulteti, e nevojshme njohja e punés me kompjuter, njohja e gjuhés
angleze dhe njohurité pér irendin e arsimit t& larté evropian.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé nga fusha t& ngjashme.

V. Kategoria funksionale: P

12. Zyra pér Bashképunim Ndérkombétar

12.1 Drejtor i zyrés

I. Detyrat - pérgjegjésité:

s Pérkrah zhvillimin e bashképunimit ndéruniversitar  ndé&kombétar népémmjet
maréveshjeve dhe protokolleve;

s Koordinon dhe i pérkrah projektet rajonale dhe ndérkombétare me interes pér UHZ-né;

s Harton dhe zbaton projekte té& cilat e avancojné punén kérkimore dhe shkencore né UHZ,
né bashké&punim me Prorektorin pér Bashk&punim Ndérkombétar dhe Ngrifje 1& Cilésisé;

¢ Ndihmon né krijimin e lidhjeve me Universitetet e hugja, i k&shillon profesorét né& krijimin e
kétyre lidhjeve;

¢ Mbledh t& dnéna pér fondet kombé&tare dhe ndérkombétare né dispozicion pér |&vizie 18
studentéve dhe té mé&simdhénésve (p.sh. DAAD, EU, Fuulbright, British Council, etj), si dhe
shpérndan informacione népér fakultete;

+ Siguron informata nga institucionet relevanie ndérkombétare pé&r arsim dhe inicim &
bashképunimit;
E Udh&heqé Programin veror t& Universitetit;
Merr pjesé si anétar | komisionit me qé&llim té planifikimit {& Strategjive t& métutjeshme pér
zbatimin e suksesshém & projekdit;

e E ndihmon Rektorin dhe Prorektorin pér Bashké&punim Ndérkombétar dhe Ngrifie té
Cilgsis& né té gjitha nivelet pér Bashk&punim Ndérkombétar;

» Kryen edhe puné & tjera 12 cilat ia cakton udhé&heqési;

Numri i posteve: Njé (1)

It. Népunési mbikéqyrés:

Sekretari i pérgjithshém i UHZ-sé dhe Prorektorit pér Bashé&punim Ndérkombétar dhe Ngritie té
Cilésisé
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lll. Kualifikimi dhe aftésité:

Pérgatitia shkollore superiore — Doktor ose masier, e nevojshme njohja e punés me kompjuter dhe
njohja e gjuhés angleze.

V. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha € ngjashme.

V. Kategoria funksionale: D

12.1.1 Zyrtar pér Bashkeépunim Ndérkombétar

I. Detyrat -~ pérgjegjésité:

s | pérgatit propozim-maréveshjet dhe proickollet pér bashképunim ndéruniversitar
ndérkombétar né gjuhén shqipe dhe né gjuhén angleze;

s Bén pérgalitien e komespodencés ndérkombétare né gjuhé t& huojo pér rektorin,
prorektorin p&r marrédhé&nie me jashié dhe pér udhé&heqésit e tieré né& Universitet;

Sjell dhe shpérndan informata lidhur me marrédhéniet ndérkombétare ndéruniversitare;
Ndihmon né krijimin e lidhjeve me universitetet e huaja, i késhillon profesorét né krijimin e
kétyre lidhjeve;

*  Mbledh t& dhéna pér fondet kombétare dhe ndérkombétare né dispozicion pér |&vizie té
studentéve dhe t& mésimdhénésve, si DAAD, EU, Fuulbright, BritishCouncil, si dhe
shpérndan informacione népér fakuliete;

B&n pérkthimin e informatave gojarisht ose me shkrim;
Sipas udhézimit t&é zyriarit t8 larté, pércjell informata e raporte nga institucionet relevanie
ndérkombétare pér arsim, i kontakton universitetet pér ié iniciuar bashk&punimin;

o Neépérmjet zyrtarit t& larté | pérgatit materialet e Zyrés pér marrédhénie me jashté pér
publikim né veb-fage;

Mbledh t& dhéna pér fondet ndérkombétiare pér bursa ié studentéve dhe té profesoréve.
Kryen edhe puné & fjera té cilat ia cakion udhéheqésii zyrés

1. Numvi i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtor i zyrés.

. Kualifikimi dhe aftésité:

Pérgatitia shkollore superiore, e nevojshme njohja e punés me kompjuter, & nevojshme njohja e
gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvoj& pune nga fusha & ngjashme.

V. Kategoria funksionale: P

12.1.2 Zyrtar pér projekte ndérkombétare

I. Detyrat - pérgjegjésité:

» Harton projekte né bazé té nevojave té faokulteteve dhe ndihmon né seleksionimin dhe

pérgatitien e projekteve pér aplikim né organizata t& ndryshme ndérkombétare;

U ndihmon fakulteteve né gjetien e fondeve dhe parineréve pér projekiet e tyre;

Merret né ményré eksplicite me organizimin, monitorimin dhe koordinimin e zbatimit té
programeve & Komisionit Evropian: “ErasmusMundusAction 2" (Basileus dhe JoinEU SEE);

s Shé&rben si person kontaktues né UHZ pér projekte "Tempus" dhe pér projekie i€ fiera té
ofruara nga institucionet ndérkombétare pér UHZ-n&;

o | udhéheq procedurat e aplikimit né programet “JOINEUSEE" dhe "BASILEUS" dhe e bén
kontrollimin teknik t& aplikacioneve ié studentéve dhe té stafit akademik gjaté fazés sé
aplikimit;

e | promovon grantet evropiane, si dhe ofron ndihmé pér aplikim né to, organizon dité
informative pér projekte ndérkombétare qé& ofrojné bursa pér studenté dhe staf akademik,
si dhe panaire ié edukimit;
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e Asiston né procedurot financiare t& progromeve "Basileus” dhe *Join EU See”, "Erasmus
Mundus Action 2";

» Ndihmon né organizimin & Universitetit Veror Ndérkombétar té Pejés dhe aktivisht merr
pies€ né ngjarjet e crganizuara;
| organizon ngjarjet akademike té UHZ-s& dhe asiston né ¢éshtjet protokollare;
E pasuron ueb-fagen e UHZ-s& me informata pér projekie dhe aktivitete ndérkombétare
pér arsim ié larté;

o Kryen edhe puné té fjera 1& cilat ia cakion udh&heqésii zyrés

Numri i posteve: Njé (1)

ll. Népunési mbikéqyrés:

Drejtor i zyrés.

lll. Kualifikimi dhe aftésité;

Pérgatitja shkollore superiore, e nevojshme njohja e punés me kompjuter, @ nevojshme njohja e
gjuhés angleze,

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: P

13. Zyra pér Zhvillim té Karrierés

13.1 Drejtor i zyrés
Detyrat dhe pérgjegjésité e Zyrés pér Zhvillim & Karrierés jané:

s Inicion maréveshje t& mundshme mes UHI-s€ dhe organizatave - kompanive té
ndryshme, me qgéllim t& krijimit té& vendeve pér puné praklike apo edhe punésimit té
studentéve té UHZ-sé;

+ Mbané takime me stafin menaxherial, stafin akademik, stafin administrativ t& Universitetit,
me punédhénés, vizitoré té& huaj, etj;

¢ Koordinon hulumtime t& ndryshme gé realizon QZHK-jq. si dhe harton plane pér zbatimin e
té gjitha aktiviteleve t& QIHK-s&;

*  Merr pjesé né konferenca, seminare, trajnime, tryeza € mumbullakéia gé ndérlidhen me
zhvillimin e karrierés sé & rinjve, efj;

Numri i posteve: Njé (1)

ll. Népunési mbikéqyrés:

Sekretari i pérgjithshém i UHZ-s& dhe Prorektorit pér Bashépunim Ndérkombétar dhe Ngritie té
Cilésisé

lll. Kualifikimi dhe aftésilé;

Pérgatitja shkollore superiore - Fakulteti, @ nevojshme njohja e punés me kompijuter dhe njohja e
gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha t& ngjashme.

V. Kategoria funksionale: D

13.1.1 Zyrtar i Qendrés sé Karrierés

|. Detyrat - pérgjegjésité:

o [regijistron studentét gé i vizitojné zyrat e QZHK—sE, i informon ata pér shérbimet qé& i ofron
QIHK-ja, organizon dhe prezanton punétori me géllim 1& ké&shillimit né karrieré;

o Pérgatit dokumentacionin e nevojshém pér programet e punés prakiike, duke périshiré
mbledhjen e t& dh&nave t& studentéve, i€ profileve t& kompanive, pérgatit maméveshje
t& mirékuptimit, forma t& aplikimit dhe t& regjisirimit pér praktiké, e rifreskon databazén e
punédhénésve;

+ | hulumton nevojat e tregut t& punés dhe 1& studeniéve, pérpilon pyetésoré;
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s Kryen edhe puné té tjera té cilat ia cakton udhé&heqésii zyrés

Numri | posteve: Dy (2)

Il. Népunési mbikéqyrés:

Drejtori i zyrés

. Kualifikimi dhe aftésité;

Pérgatitia shkollore superiore - takulteti, e nevojshme njohja e punés me kompjuter dhe njohja e
givhés angleze.

IV. Pérvoja e pérgjithshme:

Tre vite pérvojé pune nga fusha té ngjashme.

V. Kalegoria funksionale: P

14. Zyra pér Burime Njerézore dhe Barazi Gjinore

14.1 Drejtor i Zyrés

[. Detyrat - pérgjegjésité:

= Né& menyré té pavarur kryen punét e cakluara e mé pak té specidlizuara administrativo -
teknike duke iu pérmbajtur afateve ligjore;

s Punon né€ megulimin & dosjeve dhe dokumentacioneve té€ dosjeve, kujdeset pér
kompletimin e tyre sipas procedurave ligjore té viefshme,

s Bashk&punon me zyrtaret pér kryerjen e suksesshme té& punéve meth konfratave duke
respektuar afatet ligjore té pércaktuara;

* Kujdeset pér dosjet personale té zyrave administrative 1& caktuar dhe azhuritetin e iyre

= Pérgatité raportiet e punés ( javore, mujore dhe vjetore ) né bashk&punim né konsultim me
drejtorin e zyrés;

e Kujdeset pér mbajtien e sakié té evidencave, aplikimin e formave dhe pér pérgatiijen e
shkresave & ndryshme zyrtare gjithnjé né bashké&punim me udhé&hegésin e zyrés;

* Kujdeset pér afatet e ripériérities s& kontratave dhe kryen puné fiera sipas kérkesés sé
udhéheqésit té zyrés;
Mbané evidencén amé pér zyre administrative né UHZ;
Kryen edhe puné té ijera té cilat ia cakton udhé&heqésii zyrés

Numvi | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretarit té pérgjithshém

1Il. Kualitikimi dhe aftésité:

Pérgatitja shkollore superiore - Fakulieti Ekonomik, Juridik ose Filozofik, & nevojshme njehja e punés
me kompjuter, e déshirueshme njohjo e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale; D

14.1.1 Zyrtar i Burimeve Njerézore

I. Detyrat - pérgjegjésité:

= Né& ményré té pavarur kryen punét e caktuara e mé pak té specializuara adminisirativo -
teknike duke iv pé&rmbajtur afateve ligjore;

= Punon né megullimin e dosjeve dhe dokumentacioneve & dosjeve, kujdeset pér
kompletimin e tyre sipas procedurave ligjore té viefshme,

» Bashképunon me zyrtaret pér kryerjen e suksesshme té€ punéve meth kontratave duke
respektuar afatet ligjore t&€ pércaktuara;

« Kujdeset pér dosjet personale té zyrave administrative t& caktuar dhe azhuritetin e tyre
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s Pérgatité raportet e punés ( javore, mujore dhe vietore ) né bashk&punim né& konsullim me
drejtorin e zyrés;

« Kujdeset pér mbhajtien e sakié t& evidencave, aplikimin e formave dhe pér pérgatitien e
shkresave té& ndryshme zyrtare gjithnjé n& bashk&punim me udh&heqésin e zyrés;

o Kujdeset pér afatet e ripértérifjes s€ koniratave dhe kryen puné tiera sipas kérkesés sé
vdhéheqésit té zyrés;
Mbané evidencén omé pér zyre administrative né UHZ;
Kryen edhe puné té tjera 1é cilat ia cakton udh&heqésii zyrés

Numri i posteve: Dy (2)

Il. Népunési mbikéqyrés:

Drejtori i zyrés.

. Kualifikimi dhe aftésité:

Pérgatiija shkollore superiore ~ Fakulteti Ekonomik, Juridik ose Filozofik, e nevojshme njohja e punés
me kompjuter, e déshirueshme njohja & gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha & ngjashme.

V. Kategoria funksionale: P

15. Zyra Ligjore
15.1 Drejtor i Zyrés

L Detyrai pérgjegjésité:

Mbéshtet UHZ né géshijet ligjore, polifikat e saj dhe ¢éshijet regullative

2. Ofron késhilla te nevojshme pér menaxhmetin e larte, KD-ne dhe ¢do Zyra tjeiér ne lidhje
me ligjet e aplikueshme dhe aklivitetet e UHZ-se.

3. Harton regullore dhe dokumente tjera zyrtare pér géshtjet ligjore ge lidhen
drejtpérsédrejti me punén e UHZ-se

4. Pérgatit draftet pér te gjitha ¢éshtjet kontestuese dhe procedurave gjygésore si dhe
¢é&shijet te tjiera ge kérkohen nga menaxhmentiilart.

5. Ben te gjitha pérgatifjet dhe shqyrdimin e dokumenteve pé&r mbledhjet e senafit dhe
késhillit drejtues te UHZ-se.

6. Pérgatit te gjitha draft vendimet pér senatin dhe ké&shillin drejtues te UHZ-se.

7. Kryen edhe puné ié tiera té cilat ia cakton udhé&hegési.

Numii | posteve: Njé (1)

II. Népunési mbikéqyrés:

Sekretarit t& pérgjithshém

. Kualifikimi dhe aftésité:

Pérgatitia shkollore superiore — Fakulieti Juridik e nevojshme njohjo e punés me kompjuter, e
déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha t& ngjashme.,

V. Kategoria funksionale: D

15.1.1 Zyrtar ligjor
|. Detyrat - pérgjegjésité:
¢ Harton rregullore, udhé&zime dhe rekomandime pér organet e Universitetit;

s lep sqarime pér dispozita ligjore, pér Statut dhe pér akte 1€ tjera normative té zbatveshme
né Republikén e Kosové;
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| pérgatit format e vendimeve dhe té& kontratave 1€ cilat lidhen me personelin e

Universitetit dne me subjektet e tiera me té cilat UHZ ka raporte kontraktuese;

s Pérgalit edhe padi ndagj personave dhe subjekteve té tiera t& cilat i shkakiojné déme
Universitetit;

» E pérfagéson Universitetin né t& gjitha procedurat té cilat zhvillohen né gjykatat e Kosovés
dhe né& organet e administratés, sipas autorizimit t& sekretarii 1€ pérgjithshém dhe rektorif;

= Népémmjet sekretarit t& pérgjithshém jep pérgjigie né kérkesat q& i drejlohen Késhillit
Drejtues dhe Senatit, si dhe jep sqarime juridike pér organet e Universitetit;

s Sipas kérkesés s& drejtorit t& zyrés pérgatit materialet pér mbledhjet € orgoneve té
Universitetit dhe merr pjesé né mbledhje, shkruan procesverbalin, vendimet, konkluzionet,
rekomandimet si dhe eksiraktin e procesverbalit nga mbledhjet e organeve & Universitetit;

¢ Kryen edhe puné ié fjerc & cilat ia cakion udhéheqgési.

Numri i posteve: Dy (2)

Il. Népunési mbikéqyrés:

Drejtori zyrés

lil. Kudlitikimi dhe aftésité;

Pérgatitja shkollore superiore - Fakulteti Juridik katér viecor ose master né Fokultetin Juridik, e
nevojshme njohja e punés me kompjuter, e déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre vjet pérvojé pune nga fusha t& ngjashme.

V. Kategoria tunksionale; P

16. Zyra e Protokolit dhe Arkivés

16.1 Drejtor | zyrés

I Detymi pérgjegjésité:

Menaxhon organizimin e punés si dhe pércakton detyrat e stafit né Zyrén e Protokolit
(Shkrimorés);

e Organizon punén e Zyrés sé Protokolit {Shkrimarés), kujdeset pér zbatimin e drejt t&
dispozitave té sistemit & menaxhimit me shkresa;

e Pércjell harmonizimin dhe regijistrimin e |l8ndéve sipas Departamenteve, shikon
mirémbajtjen e statistikave té Departamenteve t& UHI-s&;

s Pércjell sistemimin & dokumenteve né ményré elektronike pér té gjitha Departamentet e
UHZ-sé dhe siguron gé té gjitha t& dhénat jané t& gatshme pér qasje zyrtare nga personat
e autorizuar;

+ Siguron qé& dokumentacioni né arkivin doracak ruhet sipas procedurave, késhtu gé ié
jeté né dispozicion né ¢do kohé pér pérdorim ;

s Siguron gqé& dokumentacioni i marré né shirytézim evidentohet;

o Shérben si person kontaktues pér njgsiné funksionale me kérkesa dhe me ¢éshtje tiera gé
kané & b&jn& me Zyrén e Protokolif [Shkrimores);

o Pérpilon plane pér pérmirésimin e teknikave t& Zyrés s& Protokolit {Shkrimores) duke u
bazuar né teknologjiné e re.

e Siguron gé puna né Zyrén e Protokolit (Shkrimores) i€ udhéhiget sipas afateve té punés.

= Udhéheq, mbikégyré dhe udhé&zon stafin e Zyrés s& Protokolit {vartésit direkt) si dhe
menaxhon dhe evaluon performancén e tyre;

* Né bashk&punim me NJBNJ dhe Menaxhmentin e UHZ-s&, pérkujdeset pér zhvilimin dhe
ngritien profesionale té punonjésve t& Zyrés sé& Protokolif;

Numiri | posteve: Njé (1)

Il. Népunési mbikéqyrés:
Sekretarit t& pérgijithshém
I, Kualifikimi dhe aftésité:
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Diplomé universitare Juridik/ Shkenca Shogérore; € nevejshme njohja e punés me kompjuter dhe
njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Katér viet pérvojé pune nga fusha 1€ ngjashme.

V. Kalegoria funksionale: D

16.1.1 Zyrtar dérgues

l. Detyrat — pérgjegjésité:

= E arkivon dokumentacionin zyriar t& Universitetit né bazé t& nomenklaturés sé paraparé
me rregullat pér mbajtien dhe pér regijistimin e moaterialit arkivor, e udhé&heq librin arkivor
dhe e pranon materialin arkivor nga shé&rbimet pérkatése;

s E pérgatit dhe bén propozim pér shkatérimin e materialit t&€ regjistrear, si dhe mban
evidencé pér kété;

s | pércjell dhe i aplikon dispozitat ligjore me té& cilat rreguliohet ményra e udh&heqgjes s&
Iéndé&s arkivore;

s  Me lejen e rekiorit dhe té sekretarit 1€ pérgjithshém jep né pérdorim té pérkohshém léndén
arkivore me revers;

o Emban dhe e udhéheq protokollin kryesor pér regjistimin e |&€ndéve, shpérndan dérgesa
postare pasi t'i pranojé nga rektori ape nga sekretari | pérhershém;

» Shpérndan shkresa, vendime dhe materiale 1€ tiera népérmjet librit t& brendshém té
shpérndarjes pér gjithé personelin e Rektoralit; bén fotokopje 1€ materialeve dhe i radhit
ato;

o Kryen edhe puné té tjera ié cilat io cakion udhé&heqési i zyrés

Numii | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtor i zyrés

. Kualifikimi dhe aftésité:

Pérgatiija shkollore superiore, e nevojshme njohja e punés me kompjuter, e déshirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Dy vite pérveojé pune nga fusha t& ngjashme.

V. Kategoria funksionale: A

16.1.2 Zyriar Regjistrues

l. Detyrat ~ pérgjegjésité:

¢ E arkivon dokumentacionin zyrtar i& Universitetit né bazé t& nomenklaturés s& paraparé
me rregullat pér mbajtien dhe pér regijistrimin e materialit arkivor, e udh&heq librin arkivor
dhe e pranon materialin arkivor nga shérbimet pérkatése;

o E pérgatit dhe bén propozim pér shkatémimin e materialit t& regjistruar, si dhe mban
evidencé pér kéfé;

¢ | pércjell dhe i aplikon dispozitat ligjore me t& cilat megulliohet ményra e udhéheqjes sé
Iéndés arkivore;

* Me lejen e rektorit dhe té sekretarit & pérgjithshém jep né pé&rdorim & pérkohshé&m léndén
arkivore me revers;

» Emban dhe e udhéheq protokollin kryesor pér regjistrimin e [Endéve, shpérndan dérgesa
postare pasi t'i pranojé nga rektori apo nga sekretari i pérhershém:;

o Shpérndan shkresa, vendime dhe materiale 1€ tiera népérmjet librit t& brendshém té
shpérndarjes pér gjithé personelin e Rektoratit; bén fotokopje t& materialeve dhe i radhit
ato;

= Kryen edhe puné té tjera té cilat ia cakton udhéheqgési i zyrés
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Numysi | posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtor i zyrés

lll. Kualifikimi dhe aftésité:

Pérgotitjo shkollore superiore, e nevojshme njohja e punés me kompjuter, e déshirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Dy vite pérvojé pune nga fusha 1€ ngjoshme.

V. Kategoria funksionale: A

16.1.3 Zyrtar pér arkiv

I. Detyrat - pérgjegjésité:

« E arkivon dokumeniacionin zyrtar 1& Universitetit né bazé té& nomenklaturés sé& paraparé
me rregullat pér mbajtjien dhe pér regjistrimin e materialit arkivor, e udhéheq librin arkivor
dhe e pranon materialin arkivor nga shérbimet pérkatése;

o E pérgatit dhe bén propozim pér shkatérimin & materialit t& regjistruar, si dhe mban
evidencé pér kété;

= | pércjell dhe i aplikon dispozitat ligjore me té cilat regullohet ményra e udhéheqjes sé
I&ndés arkivare;

s Me lejen e rektorit dhe té sekretarii t& pérgjithshém jep né pérdorim té pérkohshém l&éndén
arkivore me revers;

¢ Emban dhe e udhé&heq protokollin kryesor pér regjistrimin e 18ndéve, shpérndan dérgesa
postare pasi 1'i pranojé nga rektori apo nga sekretari i pérhershém;

e Shpémdan shkresa, vendime dhe materiagle té fjiera népérmjet librit i& brendshém té
shpérndarjes pér gjith& personelin e Rektoratit; bén fotokopje 1& materialeve dhe i radhit
ato;

e Kryen edhe puné té tiera té cilat ia cakton udh&heqési i zyrés

Numri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtor i zyrés

lll. Kuglifikimi dhe attésité:

Pérgatitja shkollore superiore, e nevojshme njohja e punés me kompjuter, e déshirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme;

Dy vite pérvojé pune nga fusha & ngjashme.

V. Kalegoria funksionale: A

146.1.4 Zyrtar administrativ i Arkivit né njési Akademike

N Detyrni pérgjegjésité:

E arkivon dokumentacionin zyrtar t& Universitefit né bazé té nomenklaturés sé paroparé
me rregullat pér mbajtjen dhe pér regjistimin @ materialit arkivor, & udhéheq librin arkiver
dhe e pranon materialin arkivor nga shérbimet pérkotése;

s E pérgafit dhe bén propozim pér shkatémimin e materialit té regjistruar, si dhe mban
evidencg pér kéie;

« | pércjell dhe i aplikon dispozitat ligiore me 1€ cilat megullohet ményra e udh&heqgjes sé
I&éndés arkivore;

o Me lejen e rektorit dhe & sekretarit & pérgjithshém jep né pérdorim & pérkohshé&m I&ndén
arkivore me revers;

o E mban dhe e udhéheq protokollin kryescor pér regjistrimin e |Endéve, shpémdan dérgesa
postare pasi t'i pranojé nga rektori apo nga sekretari i pérhershém:;
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o Shpémdan shkresa, vendime dhe materiale t€ fjiera népérmjet librit i€ brendshém té
shpérndarjes pér gjithé personelin e Rektoratit, bén fotokopje té materialeve dhe i radhit
ato;

e Kryen edhe puné & fjera 1& cilat ia cakton udh&heqésii zyrés

Numri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Drejtor i zyrés

lll. Kualifikimi dhe aftésité:

Pérgatitia shkollore superiore, e nevojshme njohja e punés me kompijuter, e déshirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Dy vite pé&rvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: A

17. Zyra pér Shérbime té pérgjithshme té Transportit
17.1 Drejtori | zyrés

L. Deiyrut pérgjegjésité:
Siguron shfrytézimin optimal né ményré gé té plotésohen nevojat operuese té& UHZ -s&;

»  Mbikéqyré dhe pércakion nevojat pér fransport;

s Siguron disponueshmeéring dhe pérshtatshméring e shérbimit t& transporfit me mbéshietje
teknike pér té mundésuar qé ié gjitha kompaonentét ta kryejné detyrén e tyre né ményré
efeklive dhe me kohé.

Mbikégyré alokimin e zyrave dhe hapésirés, duke périshiré ndérlidhjen me palét relevante;
Mbik&qyré dhe menaxhon Objektet e Universitetit:

e Ofron furnizim efikas / mbéshtetje me artikuj t& nevojshém dhe siguron shpérndarjen me
kohé;

e Menaxhon pranimin, rugjtien dhe shitjen e artikujve 1€ zhvlerésuar té& pronés s& UHZ-s& sipas
rekomandimit t& Menaxhmentit t& Larte;

e Sigurcn regijistimin e duhur e té gjithé artikujve t& konsumueshém {shpenzues dhe jo-
shpenzues) né pajtim me rregullat dhe rregulloret e AKP-sé.

s Mbikéqyr Inventarin dhe Kontrollin & Pronés pér t€ siguruar inspekiim té megullt dhe me
kohé 1& t& gjitha aseteve sipas megullave dhe megulloreve & UHZ- s&;

» Pérgatit dhe dorézon raportet e vecanta dhe t& kohé&paskohshme, sipas kérkesés sé
Menaxhmeniit 1& UHI-s& dhe Auditorit t& Jashtém.

» Kryen edhe puné té fjera té cilat ia cakton vdhéheqési i zyrés

Numri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Sekretarit t& pérgjithshém

lil. Kualifikimi dhe aftésité:

Diplomé Universitare né Biznes, Menaxhment, Ingjiniering, Administrim Publik, Juridik apo né ndonjé
fushé relevante;

V. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha & ngjashme,

V. Kategoria funksionale: D
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17.1.1 Koordinator i shérbimeve té pérgjithshme dhe zyrés sé transportlit

I. Detyrat - pérgjegjésité:

¢ Ofron furnizim efikas / mbé&shtetje me artikuj 1€ nevojshém dhe siguron shpérndarjien me
kohég;

+« Menaxhon pranimin, rugjtien dhe shitien e artikujve té zhvierésuar 1€ pronés s& UHZ-sé sipas
rekomandimit t& Menaxhmentit {& Larte;

e Mbikéqgyr Inventarin dhe Konirollin e Proné&s pér & siguruar inspektim té regullt dhe me
kohé 1é té gjitha aseteve sipas megullave dhe regulloreve té& UHI- s&;
Pé&rpilon kérkesa pé&r material zyriar pér téré personelin e UHZ-s&;
Pérpilon kérkesa pér riparimin e pajisieve elekironike né nivel 1& UHZ-s&;
Rezervon bileta té udhétimeve zyrtare té personelit vendor dhe té profesoréve vizitoré &
UHZ-sé&;
Kryen puné té nevojshme logjistike me firma apo kompani kontraktuese;
Bén llogaritien e shpenzimeve té derivateve té personave t& autorizuar nga UHZ-jo;
Kujdeset pér materialin zyrtar né depon e Rektoratit (zarfe, stilolapsa. mbéshijellése, dosje,
toneré etj.);
E mban evidencén e zotimeve & cilat i bén zyrtar pér zotime;
Kryen edhe puné té tjera té cilat ia cakton udhé&heqési i zyrés

Numii i posteve: Njé (1)

II. Népunési mbikéqyrés:

Drejtor i zyrés

ll. Kualifikimi dhe aftésité:

Pérgatitia shkollore superiore = Fakulteti Ekonomik ose Fakultedi Juridik dhe i certifikuar nga MEF —
Departamenti i Thesarit me modulin e pranimit, & nevojshme njohja e punés me kompjuter, e
déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Dy vite pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: P

17.1.2 Zyrtar pér logjistike

I Defyral pérgjegjésité:
Pérpilon kérkesa pér material zyrtar pér téré personelin e UHI-s&;
s Pérpilon kérkesa pér riparimin e pgijisieve elekironike né nivel t& UHZ-s&;
= Rezervon bileta t& udhélimeve zyriare t& personelit vendor dhe t& profesoréve vizitoré té
UHZ-s&;
Kryen puné & nevojshme logjistike me firma apo kompani kontraktuese;
Bén llogarifien e shpenzmeve té derivateve té personave té autorizuar nga UHZ-ja;
Kujdeset pér materialin zyrtar né depon e Rektoratit (zarfe, stilolapsa, mbéshijellése, dosje,
toneré etj.);
o Emban evidencén e zotimeve 1€ cilat i bén zyrtari pér zotime;
e Kryen edhe puné t& fjera t& cilat ia cakton udhé&heqgésii zyrés
Numiri | posteve: Njé (1)
Il. Népunési mbikégyrés:
Drejtor i zyrés
1. Kualifikimi dhe aftésité:
Pérgatitia shkollore superiore - Fakulieti Ekonomik ose Fakulteti Juridik dhe i cerfifikuar nga MEF -
Departamenti i Thesarit me modulin e pranimit, e nevgjshme njohja e punés me kompjuter, e
déshirueshme njohja e gjuhés angleze.
IV. Pérvoja e pérgjithshme:
Dy vite pérvojé pune nga fusha t& ngjashme.
V. Kategoria funksionale: A
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17.1.3 Vozités

I. Detyrat - pérgjegjésiie:
s | drejton veturat gé i ka né dispozicion Universitefi, sipas urdhrit 1& shkruar dhe gojor té
rektorit, & prorekiorit dhe t& sekretarit t& pérgjithshém;
= Ngarkohet me veturat e Rektoratit 1& Universitetit "Haxhi Zeka" né Pejé dhe kujdeset pér
mirémbajtien, pastérting dhe gjendjen e tyre t& megullt teknike;
e Eshté vozités pérrektorin, pér udh&hegésit e tjeré té Universitetit dhe sipas nevojés edhe
pér personelin e Universitetit;
Kryen intervenime té vogla teknike né vetura;
Mban evidencé pér kilometrazhin e kaluar dhe pér shpenzimet e Iéndéve djegése dhe té
mjeteve t& fjera shpenzuvese pér veturat qé i drejton sipas megullores pér shpenzime &
automjeteve;
S& bashku me zyrtarin pérkatés kujdesen pér kohén e regjistrimit t& automjeteve;
1 kryen edhe punét e pranim-dorézimit 1€ dérgesave té postés, sipas nevojés i kryen punét
e portierit dhe té kormrierit;
¢ Kryen edhe puné & tjera té cilat ia cakton udhé&heqési i zyrés
Numri i posteve: Njé (1)
Il. Népunési mbikéqyrés:
Drejtorit 1& zyrés
. Kualifikimi dhe aftésité:
Pérgatitia shkollore e mesme, posedimi i palenté shoferit, @ déshirueshme njohja e punés me
kompjuter dhe njohja e gjuhés angleze.
IV, Pérvoja e pérgjithshme:
Dy vite pérvojé pune nga fusha té ngjashme.
V. Kategoria funksionale: A

17.1.4 Nototekist né Fakultetin e Arteve
i. Detyrat - pérgjegjésité:

Bé&n arkivimin e skedave sonore {audio-file), si dhe té partiturave muzikore;
E mban evidencén e huazimit té ibrave, pariturave muzikore dhe CD-ve (si dhe formave
t& tjera digjitale, si data, audio, midi etj.);
e Bén ndarjen e maierialit muzikor né bazé té stileve muzikore, t& formacioneve orkestrale,
& formave muzikore dhe 1€ instfrumenteve pérkatése;
¢ | pérgatit materialet sonore bazuar me plan-programin akiual dhe me kérkesat e
studentéve dhe mésimdhénésve pér Iendét pérkaiése muzikore;
* Bén sistematizimin e partevesolistike bashkangijitur partiturés orkestrale pér nevojat e korit,
orkesirés;
e Bén pérhkrimin e parteve muzikore né format digjital (Sibelius, Finale et].). si dhe e bén
riprodhimin dhe konvertimin e audio-formateve né formate té fjera digjitale.
Numri i posteve: Njé (1)
Il. N&épunési mbikéqyrés:
Dekani dhe sekretari i Fakultetit,
lll. Kudiifikimi dhe attésité:
Pérgatitia shkollore superiore - Fakultetii Arieve, Departamentii Arlit Muzikor, preferohen drejtimet:
Instrumentale, Kompozimi apo Dirgjimi, & nevojshme njohja e punés me kompjuter, & nevojshme
njohurité profesionale né programet muzikore, si programet pér pérshkrimin e notave (sibelius,
finale, etj.). si dhe midi e audio programet {cubase, logic, protools etj.), e déshirueshme njohja e
gjuhé&s angleze.
V. Pérvoja e pérgjithshme:
Njé vit pérvojé pune & ngjashme.
V. Kategoria funksionale: A
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PJESA I

MODELI | OBLIGUESHEM
PER ADMINISTRATEN NE FAKULTETE

Rregullore
pér sistematizimin e vendeve té punés dhe pérshkrimin e detyrave & punés né Zyrén
administrafive & Fakultetit

I. Dispozitat e pérgjithshme

Neni 1
Me Rregulloren pér sistematizimin e vendeve 1€ punés dhe pérshkrimin e detyrave té punés né
IZyrén administrative té (né tekstin e

métejmé Rregullore) parashihet té rregullohen kéto ¢éshtje:
- Organizimi i brendshém i Zyrés administrative té
- Sistematizimi | vendeve té punés me pérshkrimin e detyrave {é punés;

- Kudlifikimi, shkaihiésité dhe aftésité e nevojshme dhe i€ déshirvara, pérvojat, kategoria
funksionale, népunési mbikéqyrés dhe numri i posteve;

- Céshije 1& fjera me réndési pér organizimin e brendsh&m dhe sistematizimin e vendeve t& punés
né Fakultet, t& parapara me LSHC dhe me Rregulloren nr, 03/2010 pér pérshkrimet e detyrave t&
punés.

Neni 2
Sipas késq] Rregulloreje, organizimi i punés mundé&son aplikimin e ligieve poZtive, akleve ié
pérgjithshme dhe akteve té tjera t& Universifetit dhe té Fakultetit, si dhe aplikimin e programeve,
projekteve dhe aktiviteteve té fiera gé joné né kompetencé té Fakultetit.

Neni 3
Neépunésit civilé né Fakuliet jané té obliguar g& punét e pérshkruara t'i kryejné profesionalisht, me
koh& dhe pérgjegjési, ng pajtim me Ligjin dhe aktet e Universitetit dhe té Fakulietit dhe né bazé
té urdhrave dhe udhézimeve t& marra nga udhéheqésit.

Il. Organizimi i brendsh&m dhe pérshkrimi i detyrave & punés

Neni 4
Iyra administrative e Fakultetit &shté pérgjegjése pér ¢éshiiet profesionale, administrafive dhe
teknike né kuptim t& nenit 237 t& Siatutit t& Universitetit "Haxhi Zeka"” né Pejé.

Neni §

Té gjitha ¢é&shijet profesionale, adminisirative dhe teknike né fakultet koordinohen nga sekretari i
Fakultetit.
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IV. Zyra Administrative né Njésité Akademike

Né kuadér 1€ zyrave administrafive né njési akademike jané&:

Zyra administrative né Fakultetin e Biznesit

Zyra administrafive né Fakultetin Juridik

Zyra administrative né Fakultetin @ MTHM-sé&
Zyra administrative né Fakultetin e Agrobiznesit
Zyra administrative né Fakultetin e Arteve

1 Sekretari i Fakultetit

I. Detyrat - pérgjegjésité:

E administron dhe e menaxhon né pérgjithési Zyrén administrative t& Fakultetit, duke
siguruar se funksionet e caktuara pérmbushen né ményré efektive dhe efikase;

E koordinon dhe e mbik&ayr punén e té gjitha shérbimeve té Zyrés administrative, si dhe i
udhé&zon shérbimet né lidhje me planet e punés dhe zbatimin e tyre;

Pérgatit rekomandim dhe i sugjeron dekanit nxjerrjen e Rregullores mreth sistematizimit té
vendeve & punés brenda Zyrés adminisirative;

| pércjell dhe i aplikon dispozitat ligjore dhe aktet e tjera té Universitet dhe & Fakulieiit nga
fushéveprimtaria e Fakultetit;

E pérfagé&son Fakultetin né organet gjygésore dhe né organet e administratés sipas
avtorizimit t& sekretarit 1& pérgjithshém;

| pérgatit materialet pér mbledhjet e Késhillit 1€ fakultetit dhe té organeve ndihmése,
harton procesverbal dhe eksirakt 1€ procesverbalit, vendime, konkluzione dhe
rekomandime nga mbledhjet e K&shillit t& fakultetit dhe té organeve té tjera té Fakultetit;
Pérgatit vendime i& cilat i nxjerr dekani i Fakulietit né kuadér ié kompetencave té tij dhe
bén harlimin e akteve t& propozuara normative té Fakultetit;

Né bashképunim me zyrtarin e larté té studimeve master dhe 1€ doktoratés e udhé&heq
dokumentacionin pér fitimin e titullit akademik né studimet master dhe t& doktoratés, né
fazat prej paraqgities s& punimit deri né mbrojtjen e punimit;

Il udhéheq dosjet e personelit dhe mban evidencé dhe té dhéna té personelit né pajtim
me ligjin, si dhe i udhéheq statistikai pér punén e Fakultetit;

Né bashk&punim me prodekanin pér mésimdhénie dhe kérkime shkencore dhe zyriarin
pér mésim, e pércjell dhe kujdeset pér procedurén reth zgjedhjeve dhe avancimeve 1&
personelit akademik;

Merr pjesé né zbatimin e konkursit pér pranimin e studentéve 1é rinj né Fakultet;

Kryen edhe puné té tjera, gé pér nga natyra jané né kompetencé & sekretarit dhe sipas
urdhrave & dekanit dhe té sekretarit i& pérgijithshém.

Numrii posteve: Njé (1), pér secilin Fakuliet

Il. Népunési mbikéqyrés:

Dekani dhe sekretari i pérgjithshé&m i UHZ-sé.

lll. Kualitikimi dhe aftésité:

Pérgatitia shkollore superiore —jurist i diplomuar ose master né& Juridik, e nevojshme njohja e punés
me kompjuter, e déshirueshme njohja e gjuhés angleze, t& keié dije t& mjafiueshme né proceset
arsimore dhe kérkimore.,

IV. Pérvoja e pérgjithshme:;

Katér viet pérvojé pune té ngjashme.

V. Kategoria funksionale: D

1.1 Zyrtar pér buxhet dhe financa

I. Detyrat - pérgjegjésité:

I regjistron 1& gjitha shpenzimet né UHZ;

39



e | bargzon shpenzimet pér ¢cdo muagj mes UHZ-sé& dhe MEF-it (Thesarit), si dhe né baza
tremujore dhe vijetore;

s Raporfon pér ¢do mugj pér shpenzimet né UHZ te udhéheqésii zyrés dhe sipas kérkesés &
tij;

e | ofron zyriarit t& larté shénime pér pérgatlitien e pasgyrave financiare, si dhe raporte
tremujore pér shpenzimin e Buxhetit;

e | raporiojné zyrtarét financiaré i& fakulieteve pér shpenzimet né njésité e tyre, si dhe i
krahason me t& dhénat e UHZ-s& dhe t& Thesarit;

o Té& gjith& zyrtarét jané ié obliguar qé para se t'i arkivojné lEndét e pédunduara, njé kopje
té CPO-sé ta dérgojné te zyrtari i kontabilitetit;

e | kryen ié gjitha punét q& parashihen me rregullat financiare té Thesarit, si dhe me Ligjin
mbi menaxhimin e financave publike;

¢ Raporton pér shpenzimin e Buxhetit t& UHZ-s& né& ményré té detojuar pér ¢do fond dhe
kategori ekonomike;

s Kryen edhe puné té fjera té cilat ia cakton udhé&heqési i zyrés

Numii i posteve: Njé (1), pér secilin Fakultet

II. Népunési mbikéqyrés:

Dekani dhe Sekretari i Fakuliefit

ll. Kualitikimt dhe aftésité:

Pérgatitia shkollore superiore, Fakulteti Ekonomik, i certifikuar nga MF-Departamenti | Thesarit, e
nevojshme njohja e punés me kompjuter, e déshirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: P

1.2 Zydar pér Géshije Mésimore

|. Detyrat - pérgjegjésité;

s Pérgatit kontratat e punés pér stafin akademik 1€ rregullt dhe i€ angazhuar 1€ njésisé
akademike;

+ Pérpilon informata, analiza dhe raporte t& ndryshme statistikore pér personelin akademik
té Universitetit dhe pér nevoja té njésisé akademike, si dhe i azhurnon té& dhénat pér
personelin;

+ Pérpilon informaia dhe bashképunon me fakultetet lidhur me publikimin dhe realizimin e
konkursit pér personelin akademik t& njésisé akademike;

o | pérpilon pasgyrot e llogaritjes se oréve mbi normé dhe honorar, né bazé 1é
propozimeve té fakulteteve pér angazhimin e personelit akademik té njésisé akademike;

s Béné pérgatitien e materialit pér mbledhjet e Komisionit 1& njésisé akademike, né té cilai
frajtohen ¢éshije akademike dhe Pérsosméri né mésimdhénie;

s Identifikon nevojén pér fushat e frajnimit té stafit akademik té njésisé akademike né
koordinim mé drejtorin pér ¢éshije akademike dhe pérsosméri né mésimdhénie si dhe
dekanin e njésisé akademike;

* Kryen edhe puné té& fjera t& cilat ia cakton udhéheqési i zyrés

Numri i posteve: tre (3)

Il. Népunési mbikéqyrés:

Dekani, Sekretari | Fakultetit dhe pér ¢é&shije operacionale Drejtorit 1& Zyrés pé&r Céshije Akademik
dhe P&érsosmérn né Mésimdhénie

ll. Kualitikimi dhe aftésité:

Pérgatitja shkollore superiore, e nevojshme njohja e punés me kompjuter, e déshirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre viet pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: P
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1.3 Zyrtar pér ¢éshtje studentore

I. Detyrat - pérgjegjésité:

E bé&n regjistrimin e vilit t& studeniéve, respektivisht t& semestrit diméror dhe veror;

| pranon fiei€éparaqgitiet dhe dokumentacionin e kandidatéve té€ paragitur né konkursin
pér pranimin e studentéve té rinj dhe pér kété harton lista & nevojshme;

E mban librin @ amzés sé studentéve dhe evidenca 1€ fjera té nevojshme pér studeniét
dhe té& gjitha ké&to shénime i ruan né kompjuter sipas programit kompjuterik unik &
Universitefit;

Mban korrespondencé me studentét drejtpérdrejt ose népérmes tabelés sé shpalljeve,

| pranon fletéparagitjet e provimeve nga studentét dhe i regijistron ato;

Harton lista dhe formularé lidhur me procesverbalet pér provimet e studentéve dhe ato
va dorézon mésimdhénésve;

Merr pjesé né pérpilimin e raporteve dhe shénimeve statistikore pér studentét;
Fletéparaqitjet, fieié semesiralet dhe dokumentet e tjera, pas evidencimit, i vendos né
dosjen e studentéve;

Léshon vértelime pér statusin e studentit, certifikata t& notave dhe dokumente ié tjera nga
evidenca e shérbimit t& studentéve;

Pérpilon procesverbalin mbi pérfundimin e studimeve;

B&né futien e t& dhé&nave 1& siudentéve & diplomuar n& SEMS pér l&shimin e diplomave;
B&n verifikimin dhe kompletimin e dosjes sé studentit pér procedim té métejmé pérlé&shimin
e cerlifikatés sé diplomimit apo diplomés;

Kryen edhe puné & tiera sipas megullave pér arkivin dhe delegimit nga sekreiarit t&
Fakultetit dhe dekanit.

Numri t posteve: Dy {2) pér secilin Fakultet

Il. Népunési mbikéqyrés:

Sekretari i Fakulietit.

lll. Kualifikimi dhe aftésité:

P&rgatitia shkollore superiore, e nevojshme njohjo e punés me kompjuter, e déshirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Njé vit p&rvojé pune t& ngjashme.

V. Kategoria funksionale: A

1.4 Zyrtar pér Tl

I. Detyrat - pérgjegjésité:

E administron ueb-fagen e Fakultetit pérkatés;

Vepron né pérputhje té ploié me normat ligjore t& miratuara nga organet pérgjegjése;

U jep pérkrahje zyrtaré&ve pér softuerin e shérbimeve studentore;

Jep pérkrahje softuerike pér Fakultetin;

Jep pérkrahje harduerike pé&r Fakultetin;

lep pérkrahje pér mjetin dhe internetin e Fakultetit;

Ndihmon zyrtarét pér ¢éshije i& studentéve pér fotografim dhe pajisje té studeniéve me
ID-kartela

Kryen edhe puné té tiera sipas megullave pér arkivin dhe delegimit nga sekretarit té
Fakultetit dhe dekanit.

Numri | posteve: Njé (1), pér secilin Fakuliet
Il. Népunési mbikéqyrés:

Sekretari i Fakulietit.

lll. Kualifikimi dhe aftésité:
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Pérgatitia shkollore superiore - FIEK - Drejtimi Kompjuteriké-Telekomunikacion, FSHMN- Drejtimi i
Shkencave Kompjuterike, e dé&shirueshme njohja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Tre vite pérvojé pune t& ngjashme.

V. Kategorio funksionale: P

1.5 Zyrtar pér protokollim

I. Detyrat - pérgjegjésité:

* E mban dhe e vdhéheq protokollin kryesor pér regjistrimin e IEndéve;

e Shpérndan dérgesa postare pasi t'l pranojé nga rektori apo nga sekretari | pérgjithshém:

e Shpémdan shkresa, vendime dhe materiale té ljiera népérmjet librit 1& brendshém té
shpérndarjes pér téré personelin e Rektoratit;

o Pérgatit pérshpérndarje shkresa, vendime dhe materiale & fiera pér nevoja & fakulteteve
té UHZ-sé&;
Fotokopjon materiale dhe i radhit ato;
Kryen edhe puné 1& ijera té cilat ia cakton udhéheqésii zyrés

Numrl i posteve: Njé (1), pér secilin Fakultet

Il. Népunési mbikéqyrés:

Sekretari i Fakulietit.

i, Kualifikimi dhe aftésité:

Pérgatitja shkollore superiore, e nevojshme njohja e punés me kompjuter, e déshirueshme njohja
e gjuhés angleze.

IV. P@rvoja e pérgjithshme:

Dy vite pérvojé pune nga fusha té ngjashme.

V. Kategoria funksionale: A

1.6 Zyriar pér logjistike

I Detyrai pérgjegjésité:
E mban evidencén e mjeteve themelore dhe 1€ inventarit t& imté & Fakultelit dhe fut ato
né bazén e 1& dhénave;

» Né& ményré permanente e pércjell giendjen e mjeteve themelore ekzistuese, kujdeset pér
mirémbaijtjen dhe investimet lidhur me kéto mjete;

» | pérgatit matericlet pér regjistrimin e mjeteve themelore dhe e ndihmon komisicnin pér
regjistimin e mjeteve themelore dhe inventarit t& imié t& Fakultetit;

s Ebén pranimin e materialit shpenzues pér nevoja té Fakultetit {materialit té zyrés, materiali
higjienik, materialit pér nevoja 1€ laboratoréve té fakulietit e té tiera) dhe & njéjtin ia jep
né pérdorim personelit t& Fakultetit sipas urdhrit 1& udh&heqgésit;

« Kryen edhe puné té fiera sipas megullave pér arkivin dhe delegimit nga sekretarit t&
Fakultetit dhe dekanit.

Numiri i posteve: Njé (1)

Il. Népunési mbikéqyrés:

Dekani dhe sekretari i Fakultetit.

lll. Kualifikimi dhe aftésité:

Fakulteti ose shkolla € mesme, & nevojshme njohja e punés me kompjuter, e déshirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Njé vit pérvojé pune té ngjashme.

V. Kategoria funksionale: A



1.7 Zyrtar pér arkiv

I. Detyrat - pérgjegjésité:

s Nga shérbimet pérkatése e pranon gjithé materialin arkivor;

e Bé&n arkivimin e dokumentacionit zyrtar t& Fakultetit né bazé t& nomenklaturés sé paraparé
me rregullat pér mbajtien dhe regjistrimin e materialit arkivor dhe e udh&heq librin arkivor;

¢ | propozon dekanit dhe sekretarit & Fakultetit listén e kategorive i€ materialeve té
regjistruara pér afatet e rugjties;
Pérgatit dhe propozon shkatérrimin e materialit té regjistruar dhe mban evidencé pér kété;
| pércjell dhe i aplikon dispozitat ligjore me té cilat megullohet mé&nyra e udhéheqgjes sé
IEndés arkivore;

s Me lejen e dekanit dhe t& sekretarit i€ Fakultetit jep né pérdorim t& pérkohshém l&ndén
arkivore me revers;
E mban dhe e udhé&heq protokollin kryesor pér regjistrimin e |éndéve;
Bén shpérndarjen e dérgesave té posiés pasi € pranon nga dekani apo sekretari i
Fakultetit;

s Bé&n shpérdarjen e shkresave, vendimeve dhe maierialeve & tjera népérmjet librit i&
brendsh&m té shpémdarjes pér gjithé personelin e Fakultetit:
Sipas nevojés, bén foiokopje 1€ materialeve dhe i radhit ato;

s Kryen edhe detyrat e pércakiuara sipas Ligjit pér Arkivat dhe Rreguliores pé&r menaxhim
zyrtar dhe arkivor

s Kryen edhe puné té fjera sipas megullave pér arkivin dhe delegimit nga sekretarit t&
Fakultetit dhe dekanit.

Numri i posteve: njé (1)

Il. Népunési mbikéqyrés:

Dekani dhe sekretari i Fakultetit.

lll. Kuadlifikimi dhe atiésité:

Fakulteti ose shkolla e mesme, e nevojshme njohja & punés me kompjuter, e déshirueshme njohja
e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Njé vit pervojé pune & ngjashme.

V. Kategoria funksionale; A

1.8 Asistent/e né dekanat

|. Detyrat — pérgjegjésité:
e Kryen puné administrativo-teknike né Dekanat;
s |regjisiron takimet e dekanit, t& prodekanit dhe 1& sekretarit 1€ Fakulietit;
e E regjisiron komespodencén, afatet e obligimeve té& dekanit, 1€ prodekanit dhe &
sekretarif;
| pranon polét pér dekanin dhe prodekanin;
| pércjell dokumentet e Fakulletit pér nénshkrim te dekani;
Bén thimje dhe lidhje telefonike népérmjet centralit telefonik, @ mban adresarin (numrat) e
telefonave, dérgon dhe pranon dokumente me telefaks;
Kujdeset qé telefonot t& pérdoren vetém pér nevoja zyrtare;
Shkruan shkresa dhe bén punén e dakfilografit pér nevoja t& Dekanatit;
Sipas nevojés, bén fotokopje 1€ materialeve dhe i radhit ato;
Pérgjigiet dhe kujdeset pér ruajtien e sekrefit zyrtar né ¢éshtjet e Fakulietit:
Sipas nevojés, e mban dhe e udhé&heq proiokollin kryesor pér regijistrimin 1&8ndéve gé hyjné
dhe dalin nga Fokulteti;
Bén shpémdarjen e postés pasi e pranon nga dekani apo sekretari i Fakultetit;
s  Kryen edhe puné té tjera sipas megullave pér arkivin dhe delegimit nga sekretarit &
Fakultetit dhe dekanit.
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Numri i posteve: Njé (1), pér secilin Fakultet

ll. Népunési mbikéqyrés:

Dekani dhe sekretari | Fakulietit.

lll. Kuvalifikimi dhe aftésité:

Pé&rgatitja shkollore superiore - Fakulteti Juridik, Ekonomik ose i Filologjis&, e nevojshme njohja e
puné&s me kompjuter, e nevojshme njchja e gjuhés angleze.

IV. Pérvoja e pérgjithshme:

Njé vit pérvojé pune té ngjashme.

V. Kategoria funksionale: A

1.9 Zyrtar teknik administrativ

l. Detyrat - pérgjegjésité:
o Shpérmdané shkresa, vendime, materiale t& tjera népérmijet librit 1& protokollit,
o | kryen punét e pranim - dorézimit t& dérgesave 1& postés,
+ Pérkujdeset pér ambientin e kampusit t& UHZ,
o Pérkujdeset pér sallat e UHZ dhe sipas nevojés pérgatit ato pér organizimin e akliviteteve
t& ndryshme,
Gjaté sezonit & dimrit e mirémban né térési sistemin e ngrohjes gendrore;
Gjaté sezonit t& dimrit né punon me orar t& zgjatur & punés prej 7:00 - 17:00, gjithashtu
punon edhe té shtunave;
Bén kérkesa pér furnizim me karburanie i€ ngrohjes dhe kujdeset pér shfrytézim efikas;
Kryen edhe puné té portierit né Dekanat dhe gjithashtu edhe t& komierit;
lashté sezonit 1€ ngrohjes gendrore kujdeset pér riparimet & nevojshme;
Jashté sezonit t& dimrit kryen puné& pér mirémbajtien e oborrit (kopshtit);
Kryen edhe puné {é tiera té cilat ia cakton udhéheqési i zyrés

Numri | posteve: Njé (1) pér seciién Fakultet dhe Reklorat

Il. Népunési mbikéqgyrés:

Dekani dhe sekretari i Fakultetit.

lll. Kualifikimi dhe aftésité:

Pérgatitja shkollore e mesme, e nevojshme njohja e punés me kompjuter.
IV. Pérvoja e pérgjithshme:

Dy vite pérvojé pune nga fusha té& ngjashme.

V. Kategoria funksionale; A
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PJESA Il Dispozitat pérfundimtare dhe kalimtare

Neni 1
Té gjithé punéiorét e Administraté&s Qendrore dhe té zyrave & adminisiratés sé fokulieteve i
pérgijigien sekretarit t& pérgjithsh&m & Universitetit.

Neni 2
Punétoréve, qé& aklualisht kané kontraté pune dhe nuk i plotésojné kushiet e posagme ié
parapara me kété Rregullore pér vendin e deritashém t& punés, brenda mundésive do 1'iu ofrohet
ricaktimi né vendet e punés pér i& cilat i plotésojné kushiet e posagme t& punés.
Zbatimi i kétij neni do & redlizohet né marréveshje me rektorin dhe me sekretarin e pérgjithshém
1€ Universitetit,

Neni 3
Té gjithé kandidatét té cilét konkurrojngé pér vendet e punés né Administratén Qendrore dhe né
zyrat administrative té fokulieteve duhet t& kené njohuri pérkaiése pér puné me kompjuter dhe e
déshirueshme &shté njohja e gjuhés angleze.

Neni 4
Né& procedurén e pranimit t& kandidatéve sipas konkursit pér té gjitha vendet e punés do t& béhet
intervista dhe testimi i kandidatéve.

Neni 5
Gjaté kohézgjaties s& koniratés, me sugjerimin e sekretarit & pérgjithshém, rektori i Universitetit
mund ta ricaktcjg punétorin n& puné dhe detyra té tiera né pérputhje me pérgatitjet dhe aftésité
e tij profesionale dhe me shkallé 1é njéjté té pagss.

Neni é
Me hyrjen né& fuqi t& késaj Rregulloreje, shfugizohet Rregullore pé&r P&rshkrimin e Vendeve 1& Punés
né Adminisiratén e Universitetit "Haxhi Zeka™ né Pejé nr, 3070/18, e datés 20.11.2018.

Neni 7
Né pajtim me modelin e obligueshém {& administratés né fakultete, 1€ paraparé me kété
Rregullore, fakultetet do 1'i miratojn& Rregulloret e tyre né pajtim me nenin 226, pika 3 e Statutit t&
Universitetit “*Haxhi Zeka" né& Pejé.

Neni 8
Kjo Rregultore hyn né fugi né ditén e miratimit nga Késhilli Drejtues i UHZ-sé.
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Steering Council Ref.No/414 Peja 24.02.2020

Regulation for job descriptions in the administration of “Haxhi Zeka” university in Peja

Peja, February 2020



In support of the Statute of "Haxhi Zeka" University in Peja, Nr. 04 —V — 662, of date May 30, 2013,
article 23, paragraph 1.3, Law on Civil Service of the Republic of Kosovo, Nr.03/L-149, Regulation No.
09/2012 on Standards of Internal Organization and Systematization of Jobs in the state administration,
Regulation on Internal Organization and Systematization of Jobs at Haxhi Zeka University - Peja no.
247/2020, Regulation No.21 / 2012 on Career Promotion, The Governing Board of Haxhi Zeka
University in Peja, on 21.02.2020, approves:

Regulation for job descriptions in the administration of “Haxhi Zeka” university in Peja

First Part :

Article 1
Purpose

This Regulation aims at defining the internal organization and systematization of jobs of the "Haxhi
Zeka" University in Peja (“UHZ”), including functions and responsibilities of offices and organizational
units according to general job descriptions.

Article 2
Scope

1. This Regulation applies for Haxhi Zeka University in Peja, Central Administration and
Administration of Academic Units.

2. 2. Duties and responsibilities of “Haxhi Zeka” University in Peja and other state administration
bodies under its supervision are set out in Annex 18 of Regulation no. 02/2011 on Areas of
Administrative Responsibility of the Office of the Prime Minister and Ministries, as well as
relevant legislation in force.

Chapter |

According to this Regulation, the organization of work enables the application of legislation in force,
bylaws and internal acts of the University, as well as other activities that are within the competence
of the University.
Article 3
Organizational Structure of "Haxhi Zeka" University in Peja

1. The structure of “Haxhi Zeka” University in Peja is as follows:
I.  Office of the Rector
Il. Office of the Secretary General
lll. Offices in Central Administration
IV. Administrative Office in Academic Units
1. The number of employees in the administration of “Haxhi Zeka” University in Peja is foreseen to
be (152).



Article 4
Office of the Rector
1. The Rector's Offices of "Haxhi Zeka" University in Peja, consist of:
1.1 Rector;
1.2 Vice Rectors;
1.3 Advisor to the Rector

2. Duties and responsibilities of the Rector and Vice-Rectors are defined by the Statute of the
University "Haxhi Zeka" in Peja, as well as other legislation in force.

Article 5
Office of Secretary General
1. The Office of the Secretary General of “Haxhi Zeka” University in Peja is composed of
1.1 Secretary General;
1.2 Executive Officer;
1.3 Executive Assistant;
1.4 Certification Officer

2. Duties and Responsibilities of the Secretary General of “Haxhi Zeka” University in Peja are defined
by the Statute of the University.

Article 6
Offices in Central Administration

These offices operate within the Central Administration:

- Office of Internal Audit

- Office of Administration and General Services

- Office of Public Relations

- Office for Academic Affairs and Teaching Excellence

- Office for Scientific Research

- Office of Student Affairs

- Central University Library

- Office of Budget and Finances

- Office of Procurement

- Office of Information Technology

- Office for Quality Assurance and Evaluation

- Office for International Cooperation

- Office for Career Development

- Office for Human Resources and Gender Equality
Law Office
Office of Protocol and Archives

Office for General Services and Transport



Article 7

In Functional categories are include these levels:
e Civil servent of high level management(DL)
e Civil servant of Management level (D)
e Civil servant of professional level(P)
e Civil servant of technical administrative level(A)



Il. Office of Secretary General
1. Secretary General

I. Duties - responsibilities:
e |s the highest administration official;
e |sthe head of the Central Administration;
e Is supervisor of department directors, units and Faculty Secretaries;
e Isresponsible officer for efficient leadership, economic and effective of University;
e |sresponsible officer for the technical preparation of the budget process

Number of posts: One (1)

I.Supervising Officer:

Rector of UHZ.

1. Qualification and skills:

The qualifications and skills of the Secretary-General are provided by the UHZ Statute:

Must be from the professional field of law, appropriate qualifications and experience , proven
organizational and management skills, sufficient knowledge of the processes of education, art and
research, desirable knowledge of English and knowledge of working with computers.

IV. Overall experience:

Five years of similar work experience.

V. Functional category: DL

1.1 Executive Officer

I. Duties - responsibilities:

e Drafts regulations, guidelines and recommendations for University bodies;

e Provides clarifications on legal provisions, the Statute and other normative applicable acts in
the Republic of Kosovo;

e Prepares forms of decisions and contracts related to University staff and other entities with
which “Haxhi Zeka” University in Peja has contractual relations;

e Prepares lawsuits against persons and other entities which cause damage to the University;

e Represents the University in all proceedings conducted in Kosovo courts and administrative
bodies, as authorized by the Secretary General and the Rector;

e Responds through requests from the Secretary-General to requests addressed to the
Governing Council and the Senate, and provides legal clarifications to University bodies;

e Prepares materials for meetings of University bodies and attends meetings, writes minutes,
decisions, conclusions, recommendations and extracts of minutes from meetings of University
bodies;

e Performs other duties assigned by the office manager

Number of posts: One (1)
I.Supervising Officer:
Secretary General
I1l.Qualification and skills:



Superior school preparation — Four-year law or master's degree in law, computer skills required,
English language skills desirable.

IV.Overall experience:

Three years of work experience in related fields

V.Functional Category: P

1.2 Executive Assistant

I. Duties - responsibilities:

*Coordinates the work of the Secretary General's office in preparing the necessary documentation for
meetings, business trips, etc.;

*Records appointments, phone calls, from home and abroad, maintains the address of telephone
numbers;

* Ensures that calls to the Secretary's office are used for official purposes only;

» Welcomes visitors and interlocutors on the phone, forwards messages from the secretary and
receives them for the secretary;

» Attends secretary meetings with foreign delegations for translation from Albanian into English and
vice versa;

*Participates in the preparation of meetings, conferences, including hotel bookings;

*Informs faculty secretaries, heads of UHZ administration offices and other administrative staff about
meetings organized by the secretary and other meetings organized by the University;

*Informs committee members for organization of meetings at the university level;

Takes care and is responsible to keep official secrecy in university affairs;

*Processes on the personal computer or prints letters, reports, memoranda, telephones and all other
University documents and forms related to University operating matters;

*Organize and archive documents in ecelctronic copy and hard copy of all documents issued by the
Secretary, respecting the general rules of archiving,

*Performs other duties assigned by the office manager

Number of posts: One (1)

I.Supervising Officer:

Secretary General of UHZ

lll.Qualifications and skills:

Superior school preparation, computer skills and English language skills required.

IV.Overall experience:

Two years of work experience in related fields.

V.Functional Category: A

1.3 Certification Officer

I.Duties - responsibilities:
e It is responsible for ensuring that the applicable terms of a public contract are fulfilled prior
to making or authorizing payments under the contract;
e |tis responsible for ensuring that the expenditure of public money under a public contract is
made in accordance with the FMC Rules (Financial Control and Management Rules);
e Responsible for reviewing documentation related to budget spending;



e Identifies and immediately reports in writing to leaders on all cases of non-compliance with
the Law on Public Financial Management, while on cases of non-compliance with the Law on
Public Procurement raports to the Auditor General;
e Maintains comprehensive written records of all cases of non-compliance with the law for at
least seven (7) years.
e Performs all the tasks assigned to it by the FMC Rules.
e Performs other duties assigned by the office leader
Number of posts: One (1)
Il.Supervising Officer:
Secretary General
lll.Qualifications and skills:
Superior school preparation - Faculty of Economics, certified by MOF - Treasury Department,
computer skills required, English language skills desirable.
IV.Overall experience:
Three years of work experience in related fields.
V.Functional Category: P

1.4 Executive Assistant to the Rector's Office

I.Duties- responsibility:

e Coordinates the work of the Rector's Office and prepares the necessary documentation for
meetings, business trips, etc.;

e Registers meetings, telephone calls from home and abroad, and maintains the telephone
(address) of rector, vice-rectors and staff at the University; ensures that phones are used for
official purposes only;

e Welcomes visitors and telephone interlocutors, forwards messages to the Rector, Vice-
Rectors and other University leaders and receives them for the Rector, Vice-Rectors and other
UHZ leaders;

e Attends Rector's meetings for translation from Albanian to English as required.

e Participates in the preparation of meetings and conferences, including hotel bookings;

e Informs faculties of Senate, Board and other University meetings;

e Takes care and is responsible for keeping official confidentiality in University matters;

e Prepares reports, memoranda, and all other University documents and forms related to
University and Rector operating matters; forward the University documents for signature and
keep them;

e Performs other duties as assigned by the office manager

Number of posts: One (1)

I.Supervising officer:

Rector and Office Director

I1l. Qualifications and skills

University Degree in Business, Management, Engineering, Public Administration, Law or in any
relevant field;



IV.Overall experience:

Two years of work experience in related fields.

V.Functional Category: A

1.4 Executive Assistant to the Governing Council

I.Duties - responsibility:

Prepares materials for Governing Council meetings;

Maintains the minutes and writes the extract of minutes of the Governing Council meetings;
Receives from the protocol officer the documents and other acts addressed to the GC and
forwards them to the President, Vice-President and Secretary General of the University;
Drafts decisions, conclusions and recommendations approved by the Steering Committee;
Participates in the preparation of meetings and compiles letters sent by the Governing
Council;

¢ Performs all administrative and professional duties related to the scope of the Steering
Council;

Prepares the documentation of the applicants for scholarships of “Haxhi Zeka” University in
Peja and for exemption from the payment of semesters for consideration by the relevant
committees;

Performs other duties assigned by the office manager

Number of posts: Njé (1)

I.Supervising Officer:

Chairman of the GC and the Director of the office
lll.Qualifications and skills:

Superior school preparation - Faculty of social sciences, knowledge of computer work required,

desirable knowledge of English.

IV.Overall experience:

Three years of work experience in related fields.

V.Functional Category: P

I1l. Offices of Central Administration

1. Office of Internal Audit

1.1. Director of the office

I.Duties- responsibilities:

Responsible for organizing, conducting, supervising and conducting all internal audit activities,
and for delivering audit results to senior management;

It is responsible for selecting internal auditors on a competitive basis, after consulting from
the list of internal auditors provided by the NJQH and in accordance with other applicable laws
in Kosovo, civil service legislation;



e Is responsible for ensuring the proper implementation and adherence to the laws, rules,
policies, guidelines and manuals set forth in the Law on Internal Audit;

e Isresponsible for ensuring the timely preparation and submission of strategic audit plan based
on risk assessment for review and approval to senior management.;

e Isresponsible for preparing and submitting quarterly and annual reports on all audit activities
to senior management;

e Obtain information certified by the Treasury, the Central Bank of Kosovo and any public or
private organization regarding current or closed accounts and / or transactions involving
entities over which the Internal Audit Office has competence under section 10.1 of the Audit
Law Interior;

e Maintains all audit report files, comprehensive notes written on all matters, evidence relating
to those reports and all recommendations given to senior management, which must be kept
at least 7 (seven) ) years;

e Is responsible for prompt reporting to senior management on any indicators of fraud or
corruption activity and making proposals for systems improvements, and notifying the
competent authorities if senior management fails to take appropriate action;

e Is responsible for preparing a plan to ensure sufficient professional development of all
members of the Internal Audit Office, including the Head of Office;

e Isresponsible for submitting to senior management the statute for the Internal Audit function,
based on the model provided by the NJQHAB-ja;

e The head of the office should also be an internal auditor;

e Is responsible and performs other duties provided for in Articles 12 and 14 of the Law on
Internal Audit.

e Performs other duties assigned by the leader

Number of posts: One(1)

Il.Supervising officer:

Rector and Secretary General of UHZ

lll.Qualifications and skills:

Superior school preparation - graduated economist or jurist, valid license or certificate for internal
audit issued by competent body, knowledge of computer work required, knowledge of English
language desirable.

IV.Overall Experience:

Four years of work experience in related fields.

V.Functional Category: D

1.1.1 Internal Audit Officer

I.Duties- Responsibilites:

e Performs internal audits at UHZ, in accordance with rules, policies, manuals, guidelines,
internal audit statute, code of ethics and professional standards approved by the ministry,
pursuant to section 7.4 of the Law on Internal Audit;

e Collects, reviews and uses without limitation all technical, economic, financial, and UHZ
information and documents audited;



Requires any UHZ official, employee, advisor or contractor to provide physical evidence,
records and oral evidence or other information on matters relating to the audit or activities
under audit;

Verify and evaluate the monetary value of the UHZ property in accordance with the rules and
legislation;

Report to senior management on all material matters related to the performance of internal
audit and its results;

Obtain information certified by the Treasury, the Central Bank of Kosovo and any public or
private organization regarding current or closed accounts and / or transactions involving
entities for which the Internal Audit Office has competence under section 10.1 of the Audit
Law Interior;

Is responsible for reporting promptly to senior management on any indicators of fraud or
corruption activity and making suggestions for improving systems, and notifying competent
authorities if senior management fails to take appropriate action;

Maintains audit report files, comprehensive written records of all matters, evidence relating
to those reports and all recommendations given to senior management, which must be kept
for at least 7 (seven) years

Is responsible for and performs other duties provided for in Articles 12 and 14 of the Law on
Internal Audit.

Performs other duties assigned by the office manager

Number of posts: One (1)
I.Supervising Officer:
Office Director
lll.Qualifications and skills:

Superior school preparation - graduated economist or jurist, valid license or certificate for internal

audit issued by competent body, knowledge of computer work required, knowledge of English

language desirable.

IV.Overall experience:

Three years of work experience in related fields.
V.Functional Category: P

2. Office of General Services Administration

2.1. Director of the Office

I.Duties- Responsibilities:

Makes general administration and office management of personnel and administration,
ensuring that assigned functions are effectively and efficiently performed

Oversees and ensures that administrative matters at UHZ are implemented in a timely and
efficient manner;

Prepares recommendations for changes to transfer or development of the organizational
structure of administrative offices in UHZ;

Examines applications proposed and submitted by administrative offices;
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Actively collaborates with senior officials of all sectors and with administrative offices of
academic units

Performs the function of personnel manager according to the Civil Servants legal acts;
Manages the maintenance and updating of personnel files under the Civil Service Law and
bylaws, and maintains the civil register book of personnel staff;

Advise the employing authority and management staff on recruitment, evaluation, job
description procedures and all other procedures provided by the LSHC;

Drafts - prepares employment contracts for the administrative, professional and technical
staff of the University;

Advise and act on disciplinary matters in accordance with established rules and procedures,
and issue certifications and other documents related to the status of personnel;

Performs other duties in the field of activity of the Office of Administration and at the request
of the Secretary General.

Number of posts: One (1)
I.Supervising officer:

Secretary General of UHZ
lll.Qualifications and skills:
Superior School Preparation - Faculty or Masters in Law or Public Administration, computer skills

required, English language skills desirable

IV.Overall experience:

Four years of work experience in related fields.

V.Functional Category: D

2.1.1 Officer for Construction

I.Duties - responsibilities:

Draft and develops work plans in accordance with the supervisor for the implementation of
tasks assigned to the unit objectives and makes recommendations regarding the achievement
of those objectives;

Analyzes and evaluates internal processes and procedures and recommends changes and
improvements in order to increase efficiency and quality of work;

Drafts procedures and assists officials in issuing construction permits and determining urban
conditions for implementation of urban plan, regulation plan, parcel plan, regulation line and
construction;

Oversees implementation of legislation, procedures and standards related to construction and
ensures implementation of the program for regulation of construction land;

Organizes and participates in the commission for technical acceptance of construction sites
and other related services;

Advises on providing the necessary documentation for the completion of construction and
housing;

Ensures regular maintenance of building protocols and in certain cases comes out to view and
record factual situation;
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e Performs other duties in accordance with laws and regulations which may reasonably be
required from time to time by the supervisor;
e Performs other duties as assigned by the office manager

Number of posts: Two (2)

Il.Supervising officer:

Secretary-General and Director of the Office of Administration and General Services
lll.Qualifications and skills:

University Degree - Faculty of Civil Engineering and Architecture; knowledge of computer skills and
English language skills required

IV.Overall experience:

Three years of work experience in related fields.

V.Functional Category: P

3. Office for Public Relations
3.1 Director of the Office

I.Duties - responsibilites:

e Coordinates University activities in relation to media and internal information;

e Addresses public inquiries and formal requests for information on the University's work, in
consultation with the Vice-Rector for International Cooperation and the Secretary-General;

¢ Maintains correspondence and answers to requests and questions from students and other
persons through the University website;

e Addresses questions related to the University and serves as the University's spokesman;

e Manages and organizes contacts with the media for the necessary preparation of various
conferences and visits;

e Prepares press releases, press releases and other material relevant for publication, and
develops and maintains a press archive by date, public information, other articles published
in the press, relating to the University;

¢ In collaboration with assistants and other officials leads the protocol for the reception of
University guests;

* Prepares press information or other needs of the University;

¢ Performs other professional duties as requested by the Secretary-General.

Number of posts: One (1)

Il.Supervising Officer:

Rector of UHZ, Secretary General

lll. Qualification and skills:

Superior School Preparation - Faculty, computer literacy and English language skills required.
IV. Overall experience

Four years of work experience in related fields.

V.Functional Category: D
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3.1.1 Officer for Public Relations

I.Duties- responsibilities:

e Coordinates University activities in relation to media and internal information;

e Addresses public inquiries and formal requests for information on the University's work, in
consultation with the Vice-Rector for International Cooperation and the Secretary-General;

e Maintains correspondence and answers to requests and questions from students and other
persons through the University website;

e Addresses questions related to the University and serves as the University's spokesman;

e Manages and organizes contacts with the media for the necessary preparation of various
conferences and visits;

e Prepares press releases, press releases and other material relevant for publication, and
develops and maintains a press archive by date, public information, other articles published
in the press, relating to the University;

e In collaboration with assistants and other officials leads the protocol for the reception of
University guests;

e Prepares press information or other needs of the University;

e Performs other professional duties as requested by the Secretary-General..

Number of posts: One (1)

I.Supervising Officer:

Director of office

lll.Qualifications and skills:

Superior school preparation - Faculty, computer literacy and English language skills required
IV.Overall experience:

Three years of work experience in related fields.

V.Functional Category: P

4. Office for Academic Affairs and Teaching Excellence

4.1 Director of the Office

I. Duties - responsibilities:

e Organizes and coordinates the work of the Office for Academic Affairs and Teaching Excellence;

e Prepares employment contracts for regular and engaged academic staff of the university;

e Compiles various statistical information, analysis and reports for University academic staff and
University needs, and updates staff data;

e Compiles information and collaborates with the faculties regarding the publication and
realization of the competition for the academic staff of the University;

e Compiles overviews of rate and honorary hours calculations based on faculty proposals for
academic staff recruitment;
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e Prepares material for meetings of the Study Committee, Central Council of Doctoral Studies,
University Senate, which deals with academic issues and Excellence in Teaching;

e Performs work in coordination with the UHZ Senate, Governing Council, Academic Units,
Institutes, as well as with councils, committees, and working groups in the teaching, academic,
and related sectors;

e Under the direction of the Vice-Rector for Teaching, Student Affairs and Research, compiles the
work plan of the Office and oversees its implementation;

e |dentifies the need for training areas for academic staff in coordination with the Vice Chancellor
for Academic Affairs and the Deans of Academic Units;

e The Office for Academic Affairs and Teaching Excellence organizes trainings that will help the
professional development of the UHZ academic staff. It monitors the implementation of
contemporary teaching and assessment methods by academic staff;

e In collaboration with management, academic units and academic staff will develop plans and
conduct other training and activities to promote contemporary teaching and assessment
methods.;

e Provides individual support to the academic staff in planning their professional development
respectively in the development of individual development plans for one year;

e On an annual basis, | will identify the needs of the academic staff for professional development
of the academic staff, respectively for training in the function of mastering and applying
contemporary teaching and assessment methods by the academic staff;

o The Office for Academic Affairs and Teaching Excellence in cooperation with the Vice-Rector for
Teaching and Deans of Faculties will organize a monitoring of the academic staff regarding the
implementation of contemporary teaching and assessment methods;

e In coordination with the manager, the Office for Academic Affairs and Teaching Excellence
organizes regular monitoring at least once a year for each teacher, ad-hoc monitoring of
grievances, and monitoring of academic staff advancement.;

e Prepares statistics on the level of implementation of contemporary teaching and assessment
methods and will support academic staff in this area through activities to be organized by UHZ
management;

Number of posts: One (1)

Il. Supervising Officer:

General Secretary and Vice-Rector for Teaching, Research and Student Affairs

lll. Qualification and skills:

Superior school preparation - master or graduated at the Faculty of Law, Economics, Philosophy or
Philology, computer skills required and English language skills desirable.

IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D
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4.1.1 Teaching Excellence Officer

I. Duties - responsibilities:

In cooperation with the Director of the office, they will develop plans and carry out other
trainings and activities to promote contemporary teaching and assessment methods.;

Provides individual support to the academic staff in planning their professional development
respectively in the development of individual development plans for one year;

On an annual basis, | will identify the needs of the academic staff for professional development
of the academic staff, respectively for training in the function of mastering and applying
contemporary teaching and assessment methods by the academic staff;

The Office for Academic Affairs and Teaching Excellence organizes trainings that will help the
professional development of the UHZ academic staff. It monitors the implementation of
contemporary teaching and assessment methods by academic staff;

The Office for Academic Affairs and Teaching Excellence in cooperation with the Vice-Rector for
Teaching and Deans of Faculties will organize a monitoring of the academic staff regarding the
implementation of contemporary teaching and assessment methods.;

In coordination with the manager, the Office for Academic Affairs and Teaching Excellence
organizes regular monitoring at least once a year for each teacher, ad-hoc monitoring of
grievances, and monitoring of academic staff advancement;

Performs other duties assigned by the leader.

Number of posts: Two (2)
Il. Supervising Officer:
Office Director

lll. Qualification and skills:

Superior school preparation, computer skills required, English language skills desirable.
IV. Overall experience:
Three years of work experience in related fields.

V. Functional Category: P

4.1.2 Academic Affairs Officer

I. Duties - Responsibilities:

e It monitors and takes care of the University's publishing plan and activity, prepares materials

for the meetings of the UHZ Publishing Council, keeps minutes of meetings, compiles
decisions, documents and notices to parties according to UN decisions;

e Prepares the materials for the meetings of the Central Council for Doctoral Studies at UHZ,

keeps minutes of the meetings, compiles decisions, letters and notices to the parties according
to the decisions of the CCDS;

e Verifies the documentation and prepares for the Senate statements of candidates for the

topic's approval or dissertation ratification by the Senate, compiles decisions on the topics for
the candidates for the topic's approval or dissertation ratification, follows the doctoral studies
and maintains documentation for each candidate, prepares statements with relevant notes,
outputs statistics by age, faculty and gender;
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Maintains relevant records in the Register of Doctoral Degrees, prepares papers and notices
for deans and candidates, verifies and prepares diploma notes, prepares promotion
ceremony;

Maintains relevant official records in the UHZ Doctor Honoris Causa registry book and assists
in the preparation of the UHZ DHC Title Award Ceremony. He also takes care of the academic
dresses of the rector and deans, as well as the necklaces;

Prepares, according to faculties and year of birth, statements of academic staff who closely
meet retirement requirements, monitors changes in statements.

Performs other duties as assigned by the office manager

Number of posts: one (1)

Il. Supervising Officer:

Office Director

lll. Qualification and skills:

Superior school preparation, computer skills required, English language skills desirable.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

5. Office for Scientific Research

5.1 Director of the Office

I. Duties - responsibilities:

Organizes and coordinates the work of the Office of Scientific Research;

Compiles various information, analysis and statistical reports for the needs of the University,
related to publications and scientific works, as well as participation in scientific conferences
of the academic staff;

The Office of Scientific Research in cooperation with the Vice-Rector for Teaching, Student
Affairs and Scientific Research will follow up the publications of the university's academic
staff.;

Maintains and updates the database of scientific publications for university academic staff;
Works in consultation with the management of UHZ, respectively the Vice-Rector for
Teaching, Student Affairs and Research, and other relevant stakeholders to support the
promotion and implementation of the recommendations arising from the Bologna Process
at UHZ;

Performs work in coordination with the UHZ Senate, Governing Council, Academic Units,
Institutes, as well as councils, committees and working groups in the field of research and
related issues;

Prepare material for Publications Council meetings;

Maintains and continuously updates the UHZ Academic Staff Publication Database;
Prepares the material for the meetings of the Study Committee, the Central Council of
Doctoral Studies, the Publishing Council and the University Senate, which deals with
scientific research;
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Number of posts: One (1)

Il. Supervising Officer:

General Secretary and Vice-Rector for Teaching, Research and Student Affairs

ll. Qualification and skills:

Superior school preparation - master or graduated at the Faculty of Law, Economics, Philosophy or
Philology, knowledge of computer skills and English language skills required.

IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D

5.1.1 Scientific Research Officer

I. Duties - responsibilities:

e Prepares materials for meetings of councils, committees and working groups in the field of
research and related issues;

e Maintains minutes of meetings, compiles decisions, letters and notices to parties according to
relevant decisions;

e Post to UHZ official website of information materials and necessary documents related to
scientific / artistic research activities;

e Under the supervision of the Head of Office, distributes notices and invitations to academic
units regarding research / artistic activities in and outside UHZ.

e Record data related to scientific / artistic research projects for academic units in the UHZ
database for scientific / artistic research activities.

e Provides technical and administrative support to academic staff in the process of applying to
scientific / artistic research projects.

o Informs new staff and researchers of the possibility of publishing their scientific work in
forums and journals of national and international character;

e Participates in the development of materials and documents related to scientific research and
coordinates their implementation (strategy for science, brochures, etc.);

e Performs activities related to scientific research;

e Provides advice, guidance, and services appropriate to academic staff in developing research
projects (eg, information on donor funds, legal issues, possible collaborations with the
business community, etc.);

e Serves as a contact person at UHZ for scientific research projects such as FP7, IPA,
“MarieCurie”, etc.;

e |ssues reports on scientific work at the University;

e Performs other duties assigned by the supervising officer.

Number of posts: One (1)

Il. Supervising Officer:

Office Director

lll. Qualification and skills:

Superior school preparation, computer skills, English language skills required.
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IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

6. Office of Student Affairs

6.1 Director of the Office

I. Duties - responsibilities:

Organizes, coordinates work with the UHZ Management, the Academic Unit proposals for the
number of students to enroll in the following academic year, and submits them to the Senate
for approval;

Organizes and prepares the dynamics of the competition and the plan of engagement of
sector officials for student affairs and other persons in the registration of new students;
Makes the necessary technical preparations and student enrollment in the first year of
studies;

It informs faculties of enrolled students and of non-enrolled students;

Upon completion of the competition, draw up the final report - statements of students
enrolled in the first year of study;

Issues certificates regarding student enrollment and student status;

Prepares and takes care of the publication of the "Student Newsletter" and its distribution
through Academic Units;

Manages and prepares statistics for the total number of students at all levels of study.
Prepares the diploma, verifies and holds the diploma book for students with diplomas.

Number of posts: One (1)
Il. Supervising Officer:
General Secretary and Vice-Rector for Teaching, Research and Student Affairs

I1l. Qualification and skills:

Superior school preparation, computer skills required and English language skills desirable.
IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D

6.1.1 Student Services Officer

I. Duties - Responsibilities:

Makes the registration of students admitted according to the faculty registers, specifies the
student's registration number, on the basis of which the lists of students are prepared
according to the faculties, departments - branches and directions;

Arranges the documentation of admitted students according to the number of indexes and
forms their files;

It records the data of UHZ students in the respective software;
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e Participates in the preparation of the competition for the registration of new students, in the
design of dynamics and preparations for the registration of new students;

e After registering students, for each term of the competition, prepares the statements of
registered students and non-registered students;

e Issues certificates regarding student enrollment and student status;

e Performs other duties assigned by the supervising officer.

Number of posts: One (1)

Il. Supervising Officer:

Office Director

Ill. Qualification and skills:

Superior school preparation, computer skills required, English language skills desirable.
IV. Overall experience:

One year of work experience in related fields.

V. Functional Category: P

6.1.2 Diploma Officer

I. Duties - Responsibilities:

e Makes the entry of notes in the computer for graduate candidates in the University;

e Maintains the civil register for the number of graduates;

e Completes through the computer the diploma forms for graduate candidates in basic bachelor
and master studies, and distributes them;

e Maintains accurate records and prints diplomas in accordance with the legislation in force;

e Reports to the Office of Budget and Finance to reconcile the monthly income generated by
the printing of diplomas on a monthly basis;

e Performs other duties as assigned by the office manager

Number of posts: Two (2)

Il. Supervising Officer:

Office Director

lll. Qualification and skills:

Superior school preparation, computer skills required, English language skills desirable.
IV. Overall experience:

Two years of work experience in related fields.

V. Functional Category: A

7. Central University Library and Organizational Structure
7.1 Director of the Office

l. Duties - Responsibilities:
The Central Library is an office within the "Haxhi Zeka" University in Peja.
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The duties and responsibilities of the University Library are set out in Article 79 of the Statute of "Haxhi
Zeka" University in Peja:

The Central University Library collects, processes, and makes available library collections of
materials, materials, information and library services for the development of educational,
scientific activity, and for the development of the skills and knowledge of students and their
teachers;

Central University Library provides services to students and teaching staff by borrowing library
materials and providing access to electronic information sources. Provides professional
services to the libraries of the respective faculties. The activity of university libraries is based
on international library standards;

Central University Library is an integral part of the Unified Librarian Network of Kosovo with
the aim of implementing library standards, preparing and disseminating databases and
enhancing inter-library collaboration;

The Director of the University Library reports on the operational aspect to the General
Secretary, while on professional issues related to work tasks reports and coordinates the work
with the Vice-Rector for Teaching, Student Affairs and Scientific Research;

The organizational structure of CUL is defined in accordance with the requirements of CUL
according to international standards for providing the highest quality services to readers;
Structure of CUL includes Sectors, Services and Offices;

The Regulation on the internal organization of the CUL (Organogram) defines the activity of
offices, the manner of management, the manner of performing the duties and duties, as well
as the rights, obligations and responsibilities of the employees in the CUL.

Number of posts: One (1)
Il. Supervising Officer:

General Secretary and Vice-Rector for Teaching, Research and Student Affairs

lll. Qualification and skills:

Superior school preparation, computer skills required and English language skills desirable.
IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D

7.1.1 Librarian

I. Duties - Responsibilities:

Organizes the work in the Faculty Library according to the nomenclature applied;

It researches the technological scientific database;

Performs other similar duties as directed by the Dean and the Secretary of the Faculty;
Performs all the work of registering books, brochures and magazines in the Library;
Adjusts the Library according to the nomenclature applied;

Provides books for use by students, teachers, and collaborators;

As needed, does tutoring in the student reading room;

Performs other similar duties as directed by the Dean and the Secretary of the Faculty.
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Number of posts: Two (2)

Il. Supervising Officer:

Director of the Library and Secretary of the Faculty.

Ill. Qualification and skills:

Superior school preparation - Faculty of social sciences, knowledge of computer work required,
desirable knowledge of English.

IV. Overall experience:

One year of similar work experience.

V. Functional Category: A

8. Office of Budget and Finance

8.1. Director of the Office

I. Duties - Responsibilities:

e Prepares the budget proposal, compiles the requirements for Haxhi Zeka University as a
budget organization and submits these for appropriations to the MofF;

e Coordinates work with all UHZ Academic Unit Offices for UHZ budget matrix processing; aligns
the requirements of the UHZ academic units with the initial threshold set by the MoF;

e Inserts initial data into BDMS system: initial unit requirements after UHZ harmonization,
number of employees according to forms, expenditures of goods and services by categories
and codes defined by Treasury, utilities, transfers and subsidies, capital expenditures, etc.;

e Introduces capital projects proposed and calculated by UHZ organizational units into the PIP
system, calculated according to the forms defined by the MoF for capital projects;

e Plans and compiles CASH plan for UHZ after budget approval and submits it to MoF-Treasury;
makes requests for allocation of funds from the Treasury on a quarterly basis;

e It follows funds commitments according to budget planning and CASH plan required by UHZ,
respectively by UHZ academic units;

e |t reviews the budget and reconciles it with the rebalance;

e Prepares financial statements for MoF, prepares periodic and annual reports for UHZ Steering
Council and MoF;

e Performs own source revenue planning according to ACM for collection of own source
revenues from academic units and planning for distribution and realization of funds according
to ACM;

e Develops and oversees the implementation of budget and financial policies and procedures in
the relevant service;

e Performs other duties required by the UHZ management.

Number of posts: One (1)

Il. Supervising Officer:

UHZ General Secretary and Vice-Rector for Budget, Finance and Infrastructure

ll. Qualification and skills:

Superior school preparation — master or Faculty of Economics, computer skills required, English
language skills desirable.
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IV. Overall experience:
Four years of work experience in related fields.
V. Functional Category: D

8.1.1 Expense Officer

I. Duties - Responsibilities:
e Performs the verification of the commitment and payment order form and ensures that the
commitment is recorded in the financial management information system in kosovo;
e Checks the deposition of signatures by the relevant authorized officials;
e It checks the economic nature of expenditures based on supporting documentation;
e Checks the name of the beneficiary and the bank account in the system, or the SWIFT code in
case of international payments based on supporting documentation;
e Makes the expense voucher registration in financial management information system in
kosovo;
e Delivers complete financial documentation to the Certified Certification and Approval Officer
at;
e Performs other duties as assigned by the office manager of financial management information
system in kosovo
Number of posts: One (1)
Il. Supervising Officer:
Office Director
lIl. Qualification and skills:
Superior School Preparation - Faculty of Economics, computer skills required, English language skills
desirable.
IV. Overall experience:
Three years of work experience in related fields.
V. Functional Category: P

8.1.2 Revenue Officer

I. Duties - Responsibilities:
e |t tracks all revenue generated by UHZ, i.e. in all academic units;
e |t reconciles the monthly revenue with the CBK and the Treasury;
e It equates revenues with all UHZ academic units;
e It reconciles institute revenues as well as other revenues;
e Reports all revenue to the office manager;
e Allocates revenues as requested by senior officer, as well as by law and financial regulations
in cooperation with budget officer, senior officer and salary officer;
e Follows the faculty on how they are implementing the guidelines and the UHZ Statute, which
specify the student fees as foreseen;
Performs other duties as assigned by the office manager

Number of posts: One (1)
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Il. Supervising Officer:

Office Director

ll. Qualification and skills:

Superior school preparation - Faculty of Economics, computer skills required, English language skills
desirable

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

8.1.3 Commitment and Budget Officer

I. Duties - Responsibilities:

e Accepts and commits funds based on faculty planning and requirements;

e Commits all funds at UHZ level based on budget planning;

e Reports to the Commitment Office Manager and provides information on financial
management information system in kosovo daily workflow on budget utilization;

e It monitors the faculties when spending the budget, and compares whether the budget is
being spent based on planning and applicable laws;

e |t tracks capital projects according to dynamics;

e Assists the head of the office in harmonizing budgetary requirements;

e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il Supervising Officer:

Office Director

l1l. Qualification and skills:

Superior School Preparation - Faculty of Economics, computer skills required, English language skills
desirable.

IV. Overall experience:

Three years of work experience in related fields.

V.Functional category: P

8.1.4 Salary Officer

I. Duties and Responsibilities:
e Tracks all salaries at UHZ;
¢ Introduces new employees' salaries into the system;
e It monitors each month the value of salaries in UHZ, informs the budget officer and reports to
the senior official;
e Removes retired and departed workers or those whose contracts have expired under the law;
e Communicates with the Salary Department at MPA for the calculation of UHZ salaries;
e Makes academic staff royalties based on faculty contracts and reports;
¢ Calculates incentives for UHZ administrative staff under the Personal Income Regulation;
e Calculates UHZ academic staff allowances based on faculty reports, as well as personal income
regulations, ie. makes all payments provided for in the UHZ Personal Income Regulation;
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e Performs other duties assigned by the supervising officer.
Number of posts: One (1)
Il. Supervising Officer:
Director of the Office
ll. Qualification and skills:
Superior school preparation - Faculty of Economics, computer skills required, English language
desirable.
IV. Overall experience:
Three years of work experience in related fields.
V. Functional Category: P

8.1.5 Asset Officer
I. Duties and Responsibilities:

e Tracks all UHZ assets and records inventory in Rectorate and CA;
e Maintains inventory records of all academic units;

It records in the KFMIS all assets with a capital value of over € 1,000 under UHZ;

Makes and discharges officials according to office moves and management requirements;

Report to the faculties on the inventory and asset registration according to legal procedures;
e Monitors academic units regarding asset and inventory registration in accordance with
applicable legal provisions;

e Depreciates all UHZ inventory under the Law for each fiscal year and reports on inventory that
is out of use;

e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Director of the Office

lll. Qualification and skills:

Superior school preparation - Faculty of Economics, computer skills required, English language
desirable.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

8.1.6 Treasurer

I. Duties and Responsibilities:
e Holds the petty cash in the Rectorate;
e Provides all business travel advances to UHZ management;
e It attracts petty cash and advancements for all faculties;
e Tracks whether all advances and petty cash have been spent under the Treasury and UHZ
Financial Regulations;
e Reports monthly on petty cash and advance expenses, and their management under the law;
e Performs other duties as assigned by the office manager
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Number of posts: One (1)

Il. Supervising Officer:

Director of the Office

ll. Qualification and skills:

Superior school preparation - Faculty of Economics, computer skills required, English language
desirable.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

9. Procurement Department

9 .1. Director of the office

I. Duties and Responsibilities:
e Is responsible for the proper organization and functioning of the procurement process,
provides advice, professional suggestions regarding the application of procurement procedures
to in-office procurement officers and, where appropriate, to other officials as required;
e Collaborates with the heads of all UHZ offices to develop a strategic procurement plan for
UHZ;
e Coordinates and manages procurement projects and ensures that all procurement procedures
and activities are conducted in accordance with the law governing procurement procedures in
Kosovo;
e Coordinates work between units and ensures that all procurement requirements for goods,
services, works or consulting services are in place and signed by the responsible persons and are
in line with procurement procedures;
e Is responsible for setting procurement methods, for tender procedures and for price
quotations;
e Coordinates with the Chief Administrative Officer in the field of procurement and is the
contact person between UHZ and the Procurement Regulatory Commission regarding the
performance of contracts by different contractors;
e Performs other duties assigned by the supervising officer.

Number of posts: One (1)

Il. Supervising Officer:

UHZ Secretary General and Vice-Rector for Budget, Finance and Infrastructure

I1l. Qualification and skills:

Superior school preparation - economist, law graduate or master's degree in Economics or Law and
certified by PPRC and MEF - Treasury Department with procurement module purchase, knowledge of
computer work required, desirable knowledge of English.

IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D
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9.1.1 Procurement Officer

I. Duties and Responsibilities:
e Prepares standard materials, depending on the procurement method;
e Makes the invitation to tender-bid, sends them for advertisement in the media and distributes
the invitations to tender for the competitive purchase;
e Ensures that all procurement requests for goods and services are signed by authorized
persons;
e Makes the tender material listed and registers all companies that receive the tender material
designed for this purpose;
e Receives all inquiries and answers to all companies regarding the tender material, as well as
receives offers from companies at the time specified in the tender;
e Atthe end of the evaluation process, prepare the necessary documentation and complete the
documentation for approval;
e Assist in monitoring and executing the contract (execution) and reporting on non-
performance of contracts;
e Conducts invoices in accordance with the terms of the contract, with notes on goods received
signed by the goods receiving officer, prepares documentation for payment in Finance;
e Performs other duties as assigned by the office manager

Number of posts: Two (2)

Il. Supervising Officer:

Office Director

ll. Qualification and skills:

Superior school preparation - Faculty of Economics or Law and certified by PPRC and MEF - Treasury
Department with procurement module purchase, knowledge of computer work required, desirable
knowledge of English.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

10. Office of Information Technology

10. 1 Director of the Office

I. Duties and Responsibilities:
e Develops and sets standards for regulations regarding: hardware, software, academic network
and data center at UHZ;
e Plans and proposes projects for the needs of “Haxhi Zeka” University in Peja (UHZ) for
information technology (IT);
e Examines all requests from academic and administrative units for IT equipment needs and
services;
e Coordinates implementation and maintenance of UHZ IT projects;
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e Plans, designs, integrates, transfers, updates, manages, and supports information technology
systems and applications, including e-education;

e Leads and coordinates the process of continuous updating and elaboration of the e-learning
strategy, proposing and implementing E-learning applications;

e Provides applicable curriculum according to standards and needs for easy and effective
database management for students, academic and non-academic staff of UHZ;

Provides inclusion of all UHZ units in the computer network and internet;

Extends software for student enrollment and networking of centers;

Organizes the training of staff working in the IT Office at UHZ and in academic units (faculty);
e Continuously cares for and suggests the academic and administrative staff of UHZ in relation
to IT;

e It foresees spending on information technology at UHZ and foresees budget plans for IT
projects and their implementation;

e Performs other IT tasks that are necessary and necessary for UHZ, as well as those required
by senior UHZ leaders;

Number of posts: One (1)

Il. Supervising Officer:

UHZ Secretary General and Vice-Rector for Budget, Finance and Infrastructure

lll. Qualification and skills:

Undergraduate degree in Information Technology (IT), Computer Science or relevant
levels; knowledge of computer skills and English language skills required.

IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D

10. 1. 1 Network Administrator

I. Duties and Responsibilities:
e Plans, manages and operates directly at Haxhi Zeka University in Peja in the field of computer
networks such as LAN, WAN, VPN Intranet and Internet;
e Administer the computer network of "Haxhi Zeka" University in Peja;
e Makes recommendations to the server administrator, including necessary restrictions on
network connection, as well as privileges assigned to the end user;
¢ Regulates the flow of administrative installations of operating systems for the UHZ network;
e Uses preferable operating systems for the network system;
e Deals with problems that occur in hardware (physical hardware) and software (operating
system);
e Makes the plan and implementation required to change existing local networks;
e Coordinates with local ISPs for better quality link coordination and redirects that link;
e It follows the flow of bandwidth mentioned in the contract with UHZ and the responsible
economic operator; tracks the flow of routers in configuration and installation and maintains
them.
e Cables, configures and installs networking equipment for computers and operating systems
owned by "Haxhi Zeka" University in Peja;
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e Performs software and hardware as needed (takes care of the functionality of operating
equipment available to CA staff)
e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Office Director

ll. Qualification and skills:

Superior School Preparation - FECE Faculty - Computer Science - Telecommunication or CMS -
Computer Science or relevant fields, knowledge of computer skills and English language skills required.
IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

10. 1. 2 Communications Network Administrator

I. Duties and Responsibilities:
e Administer the website of the Rectorate of "Haxhi Zeka" University in Peja;
e Creates subdomains for all UHZ administrative and academic units;
e Provides support to sub (sub) administrators who administer the websites of the Faculties
(Academic Units) and assigns rights to the CMS;
e Is responsible for opening and administering the official e-mails of the academic and
administrative staff of UHZ;
e Plays, changes and deletes notes on the UHZ website;
e Performs software and hardware work as needed (taking care of the functionality of operating
equipment available to CA staff)
e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Office Director

lll. Qualification and skills:

Superior School Preparation - FIEK Faculty - Computer Science - Telecommunication or FMNC -
Computer Science or related fields, knowledge of computer work required, desirable knowledge of
English.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

10. 1. 3 Data Center Administrator
I. Duties and Responsibilities:
e Creates databases as needed;

e Manages all UHZ databases;
e Creates and manages relational databases;
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e Makes the security of databases;

e Constantly back up - UHZ of databases;

e Performs software and hardware work as needed (taking care of the functionality of operating
equipment available to CA staff)

e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Office Director

Ill. Qualification and skills:

Superior School Preparation - FIEK Faculty - Computer Science - or FMNC - Computer Science or
relevant fields, desirable knowledge of English.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

10. 1. 4 IT Officer

I. Duties and Responsibilities:
e Administer the website of the respective Faculty;
e Acts in full compliance with the legal norms adopted by the responsible authorities;
e Provides support to student services software officers;
e Provides software support to the Faculty;
e Provides hardware support to the Faculty;
e Provides support for the Faculty's network and internet;
e Performs other duties as assigned by the office manager

Number of posts: One (1),

Il. Supervising Officer:

Office Director

lll. Qualification and skills:

Superior School Preparation - FIEK - Computer-Telecommunication, CFFE- Computer Science or
relevant field, desirable knowledge of English.

IV. Overall experience:

Three years of similar work experience.

V. Functional Category: P

11. Office of Quality Assurance and Evaluation
11. 1 Director of the Office
I. Duties and Responsibilities:

. The office is a supporter of KMCV in initiating and coordinating initiatives and in
continuous implementation for quality assurance and improvement.
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. The Office shall organize a systematic monitoring of approved quality indicators, in
particular the following activities:

. Implements the Quality Assurance Activities Plan approved by KMCV,

. Collect quality and evaluation information from all system stakeholders within the
University,

. In cooperation with KMCV and the Coordinators for Quality Assurance and Evaluation,

organizes the internal evaluation process according to the Quality Assurance Manual, through
qguestionnaires and other instruments provided in the Manual,

. Distributes questionnaires, collects, processes and evaluates data from evaluated
fields,

. Provides support to the Ad Hoc Committees in the process of evaluating changes and
additions to existing study programs as well as in periodic internal evaluation procedures.

o Provides administrative support to the University's internal quality assurance system
evaluation procedures.

o Provides support to academic units through quality and evaluation coordinators

o Collects, processes and analyzes data necessary for the compilation of the annual

work report

o Coordinates the work in support of academic units for the process of New /
Institutional Accreditation and New / Accreditation of study programs, based on the KAA
guidelines and standards,

o Maintains and of examining the documentation process new / accreditation, prepare
reports and relevant analyzes.

e The Office cooperates with all bodies responsible for quality assurance and improvement at
the University to fulfill these tasks.

Number of posts: One (1)

Il. Supervising Officer:

Secretary General of UHZ and Pro-Rector for International Cooperation and Quality Improvement

lll. Qualification and skills:

Superior master 's degree preparation, knowledge of computer skills required and desirable
knowledge of English.

IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D

11.1.1 Quality Assurance Officer

I. Duties and Responsibilities:
e Provides administrative support for UHZ quality assurance procedures and mechanisms;
e Distributes questionnaires for the various quality assessments provided for under the UHZ
Quality Assurance and Assessment System Regulation;
e Collects elaborates and analyzes data collected by Quality Assurance Coordinators in
Academic Units;
¢ Based on the analysis of quality questionnaires, compiles reports on academic and
administrative services provided by UHZ;
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I maintain and is examining the files of the process of evaluation of units academic;

Offers support units for academia through Coordinators for quality and evaluation

| can support Technical Committee for Management and Assessment of quality in UHZ;

Perform the work the other of which he appoints head of Office

Number of posts: One (1)

Il. Supervising Officer:

Director of the office

lll. Qualification and skills:

Superior school preparation - faculty, knowledge of computer work required, knowledge of English
and knowledge of the trend of European higher education.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

11.1.2 Accreditation Officer

I. Duties and Responsibilities:
e Provides administrative support for the institutional accreditation process and programs at
the University;
e Examines University applications in accordance with applicable legal acts, the Accreditation
Agency and other relevant documents;
e It monitors the progress of University applications from preparation to application to
implementation of recommendations;
e Maintains and reviews accreditation process files and prepares relevant reports and analysis;
e Provides administrative support for other University external evaluation processes;
e Provides technical support during various meetings with the Accreditation Agency and other
stakeholders;
e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Director of the office.

lll. Qualification and skills:

Superior school preparation - faculty, knowledge of computer work required, knowledge of English
and knowledge of the trend of European higher education.

IV. Overall experience:

Three years of experience in related fields.

V. Functional Category: P

12. Office for International Cooperation

12. 1 Director of the office
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I. Duties and Responsibilities:

. Supports the development of international inter-university cooperation through
agreements and protocols;

. Coordinates and supports regional and international projects of interest to UHZ;

. Designs and implements projects that advance research and scientific work at UHZ, in

cooperation with the Pro-Rector for International Cooperation and Quality Improvement;

. Assists in establishing links with foreign Universities, advises professors on
establishing such links;

. Gather data on national and international funds available for student and teacher
mobility (eg DAAD, EU, Fuulbright, British Council, etc.), and disseminate information to
faculties;

. Provides information from relevant international institutions for education and
initiation of cooperation;

o Lead the University Summer Program;

o Participates as a committee member in order to plan further Strategies for
successful project implementation;

o Assist the Rector and Pro-Rector for International Cooperation and Promotion of
Quality at all levels of International Cooperation;

. Performs other duties assigned by the leader;

Number of posts: One (1)

Il. Supervising Officer:

UHZ Secretary General and Vice-Rector for International Cooperation and Quality Improvement

lll. Qualification and skills:

Superior School Preparation - Doctor or Master, computer skills and English language skills required.
IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D

12.1.1 Officer for International Cooperation

I. Duties and Responsibilities:
e Prepares draft agreements and protocols for international inter-university cooperation in
Albanian and English language;
e Prepares international correspondence in foreign languages for the Rector, Vice-Rector for
Foreign Relations and other University leaders;
e Brings and disseminates information related to international inter-university relations;
e Assists in establishing links with foreign universities, advises professors on establishing such
links;
e Gather data on national and international funding available for student and teacher
movements, such as DAAD, EU, Fuulbright, BritishCouncil, and disseminate information across
faculties;
¢ Translates information orally or in writing;
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e As directed by the senior official, it transmits information and reports from relevant
international education institutions, contacts universities to initiate cooperation;

e Prepares materials of the Office of Foreign Relations for publication on the web-site;

e It collects data on international student and professor scholarship funds.

e Performs other duties as assigned by the office manager

I. Number of Posts: One (1)

Il. Supervising Officer:

Director of the office.

Ill. Qualification and skills:

Superior school preparation, computer skills required, English language skills required.
IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

12.1.2 International Projects’ Officer

I. Duties and Responsibilities:
e Designs projects based on the needs of the faculties and assists in the selection and
preparation of projects for application in various international organizations;
e Assists faculties in finding funding and partners for their projects;
e It deals explicitly with the organization, monitoring and coordination of the implementation
of European Commission programs: “ErasmusMundusAction 2” (Basileus and JoinEU SEE);
e Serves as a contact person at UHZ for Tempus projects and other projects offered by
international institutions for UHZ;
e Manages application procedures in the "JOINEUSEE" and "BASILEUS" programs and conducts
technical checking of student and academic staff applications during the application phase;
e Promotes European grants as well as assistance in applying for them, organizes information
days on international projects providing scholarships for students and academic staff, as well as
education fairs;
e Assist in the financial procedures of the "Basileus" and "Join EU See" programs, "Erasmus
Mundus Action 2";
e Assists in the organization of the International Summer University of Peja and actively
participates in organized events;
e Organizes UHZ academic events and assists in protocol matters;
e It enriches the UHZ website with information on international higher education projects and
activities;
e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Director of the office.

I1l. Qualification and skills:

Superior school preparation, computer skills required, English language skills required.
IV. Overall experience:
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Three years of work experience in related fields.
V. Functional Category: P

13. Career Development Office

13.1 Director of the office

The duties and responsibilities of the Career Development Office are:
e Initiates possible agreements between UHZ and various organizations - companies, with the
aim of creating internships or even employment of UHZ students;
e Holds meetings with managerial staff, academic staff, University administrative staff,
employers, foreign visitors, etc .;
e Coordinates various researches carried out by the MDC and develops plans for the
implementation of all MDG activities;
e Attends conferences, seminars, trainings, roundtables related to youth career development,
etc.;

Number of posts: One (1)

Il. Supervising Officer:

UHZ Secretary General and Vice-Rector for International Cooperation and Quality Improvement
lll. Qualification and skills:

Superior School Preparation - Faculty, computer literacy and English language skills required.
IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D

13.1.1 Career Center Officer

I. Duties and Responsibilities:
e Registers students visiting the MDC offices, informs them about the services provided by the
MDC, organizes and presents workshops for career counseling;
e Prepares the necessary documentation for internship programs, including gathering student
data, company profiles, prepares understanding agreements, application and registration forms
for internships, updates the employer database;
e Researches the needs of the labor market and students, compiles questionnaires;
e Performs other duties as assigned by the office manager

Number of posts: Two (2)

Il. Supervising Officer:

The director of the office

I1l. Qualification and skills:

Superior school preparation - faculty, computer literacy and English language skills required.
IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P
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14. Office of Human Resources and Gender Equality

14.1 Director of the Office

I. Duties and Responsibilities:
¢ Independently performs certain specialized, less specialized administrative and technical tasks
in compliance with legal deadlines;
e Works on repair of files and file documentation, takes care of their completion according to
valid legal procedures,
e Cooperates with officials to successfully perform contract work by respecting legal deadlines;
e Takes care of the personal files of the designated administrative offices and their updates
e Prepare work reports (weekly, monthly and annual) in collaboration with the office manager;
e Ensures accurate record keeping, application of forms and preparation of various official
documents always in cooperation with the office manager;
e Takes care of contract renewal deadlines and performs other tasks as requested by the office
manager;
e Keeps records for UHZ administrative office;
e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Secretary General

lll. Qualification and skills:

Superior school preparation - Faculty of Economics, Law or Philosophy, computer skills required,
English language skills desirable.

IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D

14.1.1 Human Resources Officer

I. Duties and Responsibilities:

¢ Independently performs certain less specialized administrative tasks -
technical compliance with legal deadlines;

e Works on repair of files and file documentation, takes care of their completion according to
valid legal procedures,
e Cooperates with officials to successfully perform contract work by respecting legal deadlines;
e Takes care of the personal files of the designated administrative offices and their updates
e Prepare work reports (weekly, monthly and annual) in collaboration with the office manager;
e Ensures accurate record keeping, application of forms and preparation of various official
documents always in cooperation with the office manager;
e Takes care of contract renewal deadlines and performs other tasks as requested by the office
manager;
e Keeps records for UHZ administrative office;
e Performs other duties as assigned by the office manager
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Number of posts: Two (2)

Il. Supervising Officer:

The director of the office.

ll. Qualification and skills:

Superior school preparation - Faculty of Economics, Law or Philosophy, computer skills required,
English language skills desirable.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

15. Law Office
15. 1 Office Director

I. Duties and Responsibilities:

1. UHZ supports legal, policy and regulatory issues

2. Provides necessary advice to senior management, the SC and any other Office
regarding applicable laws and UHZ activities.

3. Drafts regulations and other official documents on legal issues directly related to the
work of UHZ

4, Prepares drafts for all litigation and litigation as well as other matters required by
senior management.

5. Do all the preparations and review of documents for the meetings of the UHZ Senate
and Governing Board.

6. Prepares all draft decisions for the UHZ Senate and Board of Directors.

7. Performs other duties assigned by the leader.

Number of posts: One (1)

Il. Supervising Officer:

Secretary General

lll. Qualification and skills:

Superior School Preparation - Law Faculty required computer skills, desirable knowledge of English.
IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D

15.1.1 Legal Officer
I. Duties and Responsibilities:
e Drafts regulations, guidelines and recommendations for University bodies;

e Provides clarifications on legal provisions, Statute and other normative acts applicable in the
Republic of Kosovo;
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e Prepares forms of decisions and contracts relating to University staff and other entities with
which UHZ has contractual relations;

e Prepares lawsuits against persons and other entities that cause damage to the University;

e Represents the University in all proceedings conducted in Kosovo courts and administrative
bodies, as authorized by the Secretary-General and the Rector;

e Provides answers to requests addressed to the Governing Council and the Senate through the
Secretary-General and provides legal clarifications to University bodies;

e Upon request of the director of the office prepares materials for the meetings of University
bodies and attends meetings, writes minutes, decisions, conclusions, recommendations and
extracts of minutes from meetings of University bodies;

e Performs other duties assigned by the leader.

Number of posts: Two (2)

Il. Supervising Officer:

Director of the office

lll. Qualification and skills:

Superior School Preparation - Four-year law or master's degree in law, knowledge of computer skills
required, knowledge of English language desirable.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

16. Office of Protocol and Archives

16.1 Director of the office

I. Duties and Responsibilities:
e Manages work organization and assigns staff to the Protocol Office;
e Organizes the work of the Office of Protocol (Writer), ensures proper implementation of the
provisions of the paper management system;
e Follows up the harmonization and registration of cases by Departments, looks at the
maintenance of UHZ Department statistics;
¢ It monitors the filing of documents electronically for all UHZ Departments and ensures that all
data is available for official access by authorized persons;
e Ensures that documentation in the manual archive is stored according to procedures, so that
it is available at all times for use;
e Ensures that documentation received is used;
e Serves as a contact person for the functional unit with requests and other matters pertaining
to the Office of Protocol (Writer);
e Develops plans to improve Protocol Office (Writer) techniques based on new technology.
e Ensures that work at the Office of Protocol (Writer) is guided by working deadlines.
e Manage, supervise and guide the staff of the Protocol Office (direct subordinates) and
manage and evaluate their performance;
¢ In collaboration with HRU and UHZ Management, take care of the development and
professional development of the Protocol Office staff;
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Number of posts: One (1)

Il. Supervising Officer:

Secretary General

ll. Qualification and skills:

University Degree in Law / Social Sciences; knowledge of computer skills and English language skills
required.

IV. Overall experience:

Four years of work experience in related fields.

V. Functional Category: D

16.1.1 Delivery Officer

I. Duties and Responsibilities:
e Archives the official documentation of the University according to the nomenclature foreseen
by the rules for keeping and registering archive material, manages the archive book and receives
archive material from the relevant services;
e Prepares and submits proposal for destruction of the recorded material, as well as keeps
record of it;
¢ It follows and applies the legal provisions that regulate the manner of archive management;
e With the permission of the Rector and the Secretary-General, makes temporary use of the
archive material with reverses;
e Maintains and manages the main protocol for case registration, distributes mail after receiving
it from the Rector or the Permanent Secretary;
e Distributes paperwork, decisions and other materials through the internal distribution book
to all Rectorate staff; makes photocopies of materials and arranges them;
e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Director of the office

lll. Qualification and skills:

Superior school preparation, computer skills required, knowledge of English desirable.
IV. Overall experience:

Two years of work experience in related fields.

V. Functional Category: A

16.1.2 Registration Officer

I. Duties and Responsibilities:
e Archives the official documentation of the University according to the nomenclature foreseen
by the rules for keeping and registering archive material, manages the archive book and receives
archive material from the relevant services;
e Prepares and submits proposal for destruction of the recorded material, as well as keeps
record of it;
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e It follows and applies the legal provisions that regulate the manner of archive management;
e With the permission of the Rector and the Secretary-General, makes temporary use of the
archive material with reverses;

e Maintains and manages the main protocol for case registration, distributes mail after receiving
it from the Rector or the Permanent Secretary;

e Distributes paperwork, decisions and other materials through the internal distribution book
to all Rectorate staff; makes photocopies of materials and arranges them;

e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Director of the office

lll. Qualification and skills:

Superior school preparation, computer skills required, knowledge of English desirable.
IV. Overall experience:

Two years of work experience in related fields.

V. Functional Category: A

16.1.3 Archive Officer

I. Duties and Responsibilities:
e Archives the official documentation of the University according to the nomenclature foreseen
by the rules for keeping and registering archive material, manages the archive book and receives
archive material from the relevant services;
e Prepares and submits proposal for destruction of the recorded material, as well as keeps
record of it;
¢ It follows and applies the legal provisions that regulate the manner of archive management;
e With the permission of the Rector and the Secretary-General, makes temporary use of the
archive material with reverses;
e Maintains and manages the main protocol for case registration, distributes mail after receiving
it from the Rector or the Permanent Secretary;
e Distributes paperwork, decisions and other materials through the internal distribution book
to all Rectorate staff; makes photocopies of materials and arranges them;
e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Director of the office

ll. Qualification and skills:

Superior school preparation, computer skills required, knowledge of English desirable.
IV. Overall experience:

Two years of work experience in related fields.

V. Functional Category: A

16.1.4 Archive Officer in Academic Unit
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I. Duties and Responsibilities:

e Archives the official documentation of the University according to the nomenclature foreseen
by the rules for keeping and registering archive material, manages the archive book and receives
archive material from the relevant services;

e Prepares and submits proposal for destruction of the recorded material, as well as keeps
record of it;

¢ It follows and applies the legal provisions that regulate the manner of archive management;
e With the permission of the Rector and the Secretary-General, makes temporary use of the
archive material with reverses;

e Maintains and manages the main protocol for case registration, distributes mail after receiving
it from the Rector or the Permanent Secretary;

¢ Distributes paperwork, decisions and other materials through the internal distribution book

to all Rectorate staff; makes photocopies of materials and arranges them;
e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Director of the office

lll. Qualification and skills:

Superior school preparation, computer skills required, knowledge of English desirable.
IV. Overall experience:

Two years of work experience in related fields.

V. Functional Category: A

17. Office for Transport General Services
17.1 Director of the office

I. Duties and Responsibilities:

e Ensures optimum utilization in order to meet the operational needs of UHZ;

e Supervise and determine transportation needs;

e Ensures availability and adaptability of the transport service with technical support to enable
all components to perform their task effectively and on time.

e Oversees office and space allocation, including liaison with relevant parties;

e Supervises and manages University Facilities:

e Provides efficient supply / support with needed items and ensures timely delivery;

e Manages the receipt, storage and sale of UHZ depreciated property items as recommended
by Senior Management;

e Ensures proper registration of all consumables (consumables and non-consumables) in
accordance with PAK rules and regulations.

¢ Oversees Inventory and Property Control to ensure regular and timely inspection of all assets
under UHZ rules and regulations;

e Prepare and submit special and interim reports, as requested by UHZ Management and
External Auditor.

e Performs other duties as assigned by the office manager
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Number of posts: One (1)

Il. Supervising Officer:

Secretary General

ll. Qualification and skills:

University Degree in Business, Management, Engineering, Public Administration, Law or in any
relevant field;

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: D

17. 1. 1 Coordinator of general services and transport office

I. Duties and Responsibilities:
e Provides efficient supply / support with needed items and ensures timely delivery;
e Manages the receipt, storage and sale of UHZ depreciated property items as recommended
by Senior Management;
e Oversees Inventory and Property Control to ensure regular and timely inspection of all assets
under UHZ rules and regulations;
e Develops official material requirements for all UHZ staff;
e Compiles requirements for UHZ level electronic equipment repair;

Book tickets for official trips of local staff and visiting professors of UHZ;
Performs necessary logistics work with contracting firms or companies;

Calculates the costs of the derivatives of UHZ authorized persons;

Takes care of official material in the Rectorate's warehouse (envelopes, pens, sheets, folders,
toners, etc.) ;

e Maintains records of commitments made by the Commitment Officer;

e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Director of the office

lll. Qualification and skills:

Superior school preparation - Faculty of Economics or Law and certified by MEF - Department of the
Treasury with admission module, knowledge of computer skills required, knowledge of English
language desirable.

IV. Overall experience:

Two years of work experience in related fields.

V. Functional Category: P

17.1.2 Logistics Officer
I. Duties and Responsibilities:

¢ Develops official material requirements for all UHZ staff;
e Compiles requirements for UHZ level electronic equipment repair;
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Book tickets for official trips of local staff and visiting professors of UHZ;
Performs necessary logistics work with contracting firms or companies;

Calculates the costs of the derivatives of UHZ authorized persons;

e Takes care of official material in the Rectorate's warehouse (envelopes, pens, sheets, folders,
toners, etc.) ;
e Maintains records of commitments made by the Commitment Officer;
e Performs other duties as assigned by the office manager
Number of posts: One (1)
Il. Supervising Officer:
Director of the office
ll. Qualification and skills:
Superior school preparation - Faculty of Economics or Law and certified by MEF - Department of the
Treasury with admission module, knowledge of computer skills required, knowledge of English
language desirable.
IV. Overall experience:
Two years of work experience in related fields.
V. Functional Category: A

17.1.3 Drivers

I. Duties and Responsibilities:
e Operates the vehicles available to the University upon the written and oral orders of the
Rector, Vice-Rector and Secretary-General;
e He is in charge of the vehicles of the Rectorate of “Haxhi Zeka” University in Peja and takes
care of their maintenance, cleanliness and regular technical condition;
e Itis a driver for the Rector, for other University leaders and, where appropriate, for
University staff;
e Perform minor technical interventions in cars;
e Maintains records of past mileage and fuel expenses and other vehicles expenditures it drives
under the Vehicle Expenditure Regulation;
e Together with the relevant official, take care of the time of vehicle registration;
e Performs the delivery and acceptance of mail deliveries, if necessary, performs the duties of
concierge and courier;
e Performs other duties as assigned by the office manager

Number of posts: One (1)

Il. Supervising Officer:

Office Director

I1l. Qualification and skills:

Secondary school education, driver's license, computer skills and English language skills.

IV. Overall experience:

Two years of work experience in related fields.

V. Functional Category: A
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17.1.4 PhD candidate in the Faculty of Arts
I. Duties and Responsibilities:

e Performs archiving of audio files as well as music scores;
e Keeps track of borrowing books, music scores and CDs (as well as other digital forms, such as
dates, audio, midi, etc.);
e Makes the breakdown of musical material based on musical styles, orchestral formations,
musical forms and related instruments;
e Prepares sonic materials based on current curriculum and student and teacher requirements
for relevant music subjects;
e Makes systematization of partevesolistic attached to the orchestral score for the needs of the
choir, orchestra;
e Describes music parties in digital formats (Sibelius, Finals, etc.), as well as reproduces and
converts audio formats to other digital formats.
Number of posts: One (1)
Il. Supervising Officer:
Dean and Secretary of the Faculty.
lll. Qualification and skills:
Superior School Preparation - Faculty of Arts, Department of Music Art, preferred: Instrumental,
Composition or Conducting , computer skills required, professional knowledge in music programs,
such as note-taking programs (sibelius, finals, etc.). .), as well as midi and audio programs (cubase,
logic, protools etc.), desirable knowledge of English.
IV. Overall experience:
One year of similar work experience.
V.Functional Category A
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PART Il

MOBILE MODEL
FOR ADMINISTRATION IN FACULTIES

rule
on the systematization of jobs and job descriptions in the Administrative Office of the Faculty

I. General Provisions

Article 1
The Regulation on the Systematization of Jobs and Job Descriptions in the Administrative Office of
(hereinafter referred to as the

Regulation) provides for the following matters to be regulated:
- Internal organization of the Administrative Office of ;

- Systematization of jobs with job descriptions;

- Required and desired qualification, skills and abilities, experiences, functional category, supervisory
officer and number of posts;

- Other issues of importance for the internal organization and systematization of the jobs at the
Faculty, as foreseen by the CSL and Regulation no. 03/2010 for job descriptions.

Article 2
According to this Regulation, the organization of work enables the application of positive laws, general
acts and other acts of the University and the Faculty, as well as the application of other programs,
projects and activities that are within the competence of the Faculty.

Article 3
Faculty civil servants are obliged to perform the prescribed tasks professionally, in a timely and
responsible manner, in accordance with the Law and acts of the University and the Faculty and on the
basis of instructions and instructions received from the leaders.

. Internal organization and job descriptions
Article 4
The Administrative Office of the Faculty is responsible for professional, administrative and technical

matters within the meaning of Article 237 of the Statute of "Haxhi Zeka" University in Peja.

Article 5
All professional, administrative and technical matters at the Faculty are coordinated by the Secretary
of the Faculty.
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IV. Administrative Office in Academic Units

Within the administrative offices in the academic units are :
- Administrative office in the Faculty of Business
- Administrative office in the Faculty of Law
- The administrative office of the Faculty in the MTHM -That
- Administrative office at the Faculty of Agribusiness
- Administrative office at the Faculty of Arts

1 Faculty Secretary

I. Duties and Responsibilities:
e Manages and manages the Administrative Office of the Faculty in general, ensuring that
certain functions are effectively and efficiently performed;
e Coordinates and oversees the work of all administrative office services, and guides services
on work plans and their implementation;
e Prepares a recommendation and suggests to the Dean the issuance of a Regulation on the
Systematization of Jobs within the Administrative Office;
e Follows and applies the legal provisions and other acts of the University and the Faculty from
the scope of the Faculty;
e Represent the Faculty in the judicial and administrative organs as authorized by the Secretary-
General;
e Prepares materials for meetings of the Faculty Council and auxiliary bodies, drafts minutes
and extracts of the minutes, decisions, conclusions and recommendations from the meetings of
the Faculty Council and other Faculty bodies;
e Prepares decisions made by the Dean of the Faculty within his / her competences and drafts
the proposed normative acts of the Faculty;
e In collaboration with the senior master of doctoral and doctoral studies, leads the
documentation for obtaining an academic degree in master's and doctoral studies, in the stages
from the submission of the thesis to the thesis defense;
e Maintains personnel files and maintains records and personnel records in accordance with the
law, as well as manages statistics on the work of the Faculty;
e In co-operation with the Vice Dean for Teaching and Research and the Learning Officer,
monitors and oversees the procedure for the election and promotion of academic staff;
e Participates in the implementation of the competition for admission of new students to the
Faculty;
e It also performs other duties, which are, by their nature, under the authority of the Secretary
and as directed by the Dean and the Secretary-General.

Number of posts: One (1), for each Faculty
Il. Supervising Officer:

Dean and Secretary General of UHZ.

I1l. Qualification and skills:
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Superior school preparation - Law graduate or master's degree in law, knowledge of computer work
required, desirable knowledge of English language, sufficient knowledge of educational and research
processes.

IV. Overall experience:

Four years of similar work experience.

V. Functional Category: D

1.1 Officer for Budget and Finance

I. Duties and Responsibilities:
e Records all expenses to UHZ;
e Reconciles monthly expenses between UHZ and MEF (Treasury), as well as on quarterly and
annual basis;
e Reports monthly on UHZ expenses to the office manager and upon request;
e Provides senior official with notes on the preparation of financial statements, as well as
quarterly reports on spending of the Budget;
e Report faculty financial officers on spending on their units, and compare them with UHZ and
Treasury records;
o All officers are required to send a copy of the CPO to the accounting officer before filing the
completed cases;
e Performs all the duties provided for by the Treasury financial rules and the Law on Public
Financial Management;
e Reports on UHZ Budget spending in detail for each fund and economic category;
e Performs other duties as assigned by the office manager

Number of posts: One (1), for each Faculty

Il. Supervising Officer:

Dean and Secretary of the Faculty

lll. Qualification and skills:

Superior school preparation, Faculty of Economics, certified by M F-Department of the Treasury,
knowledge of computer work required, desirable knowledge of English.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

1.2 Teaching Affairs Officer

I. Duties and Responsibilities:
e Prepares employment contracts for the regular and engaged academic staff of the academic
unit;
e Compiles various statistical information, analysis and reports for University academic staff
and academic unit needs, and updates staff data;
e Compiles information and collaborates with the faculties regarding the publication and
implementation of the competition for the academic staff of the academic unit;
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e Compiles the overviews of rate and honorary hours based on faculty proposals for the
academic staff of the academic unit;

e Prepares material for Academic Unit Committee meetings addressing academic issues and
Excellence in Teaching;

¢ |dentifies the need for training areas for the academic staff of the academic unit in
coordination with the Director for Academic Affairs and Teaching Excellence and the Dean of
the Academic Unit;

e Performs other duties as assigned by the office manager

Number of posts: three (3)

Il. Supervising Officer:

De Kani, Faculty Secretary and Operational Affairs Director of the Office of Academic Affairs and
Teaching Excellence

lll. Qualification and skills:

Superior school preparation, computer skills required, knowledge of English desirable.

IV. Overall experience:

Three years of work experience in related fields.

V. Functional Category: P

1.3 Student Affairs Officer

I. Duties and Responsibilities:
e Makes the registration of students' year respectively winter and summer semester;
o Accepts the applications and documentation of the candidates presented in the competition
for admission of new students and compiles necessary lists;
e Maintains the student record book and other necessary student records and keeps all these
records on the computer according to the University's unique software;
e Maintains correspondence with students directly or through the bulletin board,
e Receives exam papers from students and records them;

Compiles lists and forms related to student exam minutes and submits them to teachers;

e Participates in the compilation of reports and statistical records for students;

e Sheets, semester papers and other documents, after registration, are placed in the student
file;

e Issues certificates of student status, grade certificates and other documents from student
service records;

e Compiles the minutes on completion of studies;

e Makes SEMS graduate student data entry for diploma issuance;

e Makes the verification and completion of the student file for further processing for the issue
of a graduation certificate or diploma;

e Performs other duties as per the rules for archiving and delegation by the Secretary of the
Faculty and the Dean.

Number of posts: Two (2) for each Faculty

Il. Supervising Officer:
Faculty Secretary.
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Ill. Qualification and skills:

Superior school preparation , computer skills required, knowledge of English desirable.
IV. Overall experience:

One year of similar work experience.

V. Functional Category: A

1.4 IT Officer

I. Duties and Responsibilities:
e Administer the website of the respective Faculty;
e Acts in full compliance with the legal norms adopted by the responsible authorities;
e Provides support to student services software officers;
e Provides software support to the Faculty;
e Provides hardware support to the Faculty;
e Provides support for the Faculty's network and internet;
o Assist student affairs officials with photographing and student ID equipment
e Performs other duties as per the rules for archiving and delegation by the Secretary of the
Faculty and the Dean.

Number of posts: One (1), for each Faculty

Il. Supervising Officer:

Faculty Secretary.

lll. Qualification and skills:

Superior School Preparation - FIEK - Computer-Telecommunication Management, CFFE- Computer
Science, desirable knowledge of English.

IV. Overall experience:

Three years of similar work experience.

V. Functional Category: P

1.5 Protocol Officer

I. Duties and Responsibilities:
e Maintains and manages the main case registration protocol;
o Distributes mail after receiving it from the Rector or the Secretary General;
¢ Distributes paperwork, decisions and other materials through the internal distribution book
to all Rectorate staff;
e Prepares for dissemination of papers, decisions and other materials for the needs of the UHZ
faculties;
e Photocopies materials and arranges them;
e Performs other duties as assigned by the office manager

Number of posts: One (1), for each Faculty
Il. Supervising Officer:

Faculty Secretary.

lll. Qualification and skills:
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Superior school preparation, computer skills required, knowledge of English desirable.
IV. Overall experience:

Two years of work experience in related fields.

V. Functional Category: A

1.6 Logistics Officer

I. Duties and Responsibilities:
e Maintains records of the Faculty's fixed assets and inventory and inserts them into the
database;
e Permanently monitors the status of existing fixed assets, takes care of maintenance and
investments related to these assets;
e Prepares materials for registration of fixed assets and assists the committee for registration
of fixed assets and fine inventory of the Faculty;
e Accepts spending material for the needs of the Faculty (office material, hygiene material,
material for the needs of the faculty laboratories, etc.) and makes it available for use by the
Faculty staff at the direction of the Leader;
e Performs other duties as per the rules for archiving and delegation by the Secretary of the
Faculty and the Dean.

Number of posts: One (1)

Il. Supervising Officer:

Dean and Secretary of the Faculty.

ll. Qualification and skills:

Faculty or high school, computer skills required, English language skills desirable.
IV. Overall experience:

One year of similar work experience.

V. Functional Category: A

1.7 Archive Officer

I. Duties and Responsibilities:
e Receives all archival material from the relevant services;
e Makes the archiving of the official documentation of the Faculty based on the nomenclature
foreseen by the rules for keeping and registering archive material and manages the archive
book;
e Proposes to the Dean and the Secretary of the Faculty the list of categories of materials for
the preservation period;
e Prepare and propose destruction of the recorded material and keep evidence of it;
e |t follows and applies the legal provisions that regulate the manner of archive management;
e With the permission of the Dean and the Secretary of the Faculty gives temporary use of
reverse archive material;
¢ Maintains and manages the main case registration protocol;
e Makes distribution of mail deliveries after receiving it from the Dean or Secretary of the
Faculty;
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e Makes dissertations, decisions and other materials available through the internal
dissemination book to all Faculty staff;

e If necessary, make photocopies of the materials and arrange them;

e It also performs the duties prescribed by the Law on Archives and the Regulation on Official
and Archival Management

e Performs other duties as per the rules for archiving and delegation by the Secretary of the
Faculty and the Dean.

Number of posts: one (1)

Il. Supervising Officer:

Dean and Secretary of the Faculty.

Ill. Qualification and skills:

Faculty or high school, computer skills required, English language skills desirable.
IV. Overall experience:

One year of similar work experience.

V. Functional Category: A

1.8 Assistant Dean

I. Duties and Responsibilities:

e Performs administrative-technical work in the Dean's Office;

e Records the meetings of the Dean, Vice-Dean and Secretary of the Faculty;
Records correspondence, terms of office of the Dean, Vice-Dean and Secretary;

Accepts the parties for the Dean and Vice Dean;

Forward the Faculty documents for signature to the Dean;
e Makes calls and telephone connections through the telephone exchange, maintains
telephone directory (s), sends and receives faxed documents;
e Ensures that phones are used for official purposes only;
e Writes papers and does typing work for Dean's needs;
¢ If necessary, make photocopies of the materials and arrange them;
e Responds and takes care of the maintenance of official secrecy in Faculty matters;
e As required, maintains and manages the main protocol for the registration of subjects
entering and leaving the Faculty;
e Makes distribution of the mail after receiving it from the Dean or the Secretary of the Faculty;
e Performs other duties as per the rules for archiving and delegation by the Secretary of the
Faculty and the Dean.
Number of posts: One (1), for each Faculty
Il. Supervising Officer:
Dean and Secretary of the Faculty.
I1l. Qualification and skills:
Superior School Preparation - Faculty of Law, Economics or Philology, computer skills required, English
language skills required.
IV. Overall experience:
One year of similar work experience.
V. Functional Category: A
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1.9 Technical Administrative Officer

I. Duties and Responsibilities:
¢ Distributed paperwork, decisions, other materials through the protocol book,
e Performs the work of receiving and submitting mail shipments,
e Takes care of the UHZ campus environment,
e Takes care of UHZ halls and prepares them for organizing various activities as needed,
e During the winter season it maintains the central heating system;
e During the winter season he works long hours from 7:00 to 17:00, also working on Saturdays;
e Makes requests for heat fuel supplies and ensures efficient utilization;
e Performs both the work of the Dean's keeper and the courier;
e Outside the central heating season take care of the necessary repairs;
¢ Outside the winter season does yard maintenance work;
e Performs other duties as assigned by the office manager

Number of posts: One (1) for each Faculty and Rector
Il. Supervising Officer:

Dean and Secretary of the Faculty.

lll. Qualification and skills:

High school preparation, computer skills required.

IV. Overall experience:

Two years of work experience in related fields.

V. Functional Category: A
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PART Ill. Final and transitional provisions

Article 1
All staff of the Central Administration and the offices of the faculty administration report to the
Secretary-General of the University.

Article 2
Employees who currently have a contract of employment and do not meet the special conditions set
out in this Regulation for the current workplace shall be offered, where possible, resettlement in the
workplaces for which they meet the specific working conditions.
Implementation of this Article shall be effected in agreement with the Rector and the Secretary-
General of the University.

Article 3
All candidates applying for the positions in the Central Administration and the administrative offices
of the faculties must have relevant computer skills and knowledge of English is desirable.

Article 4
Candidates will be interviewed and tested in the job application procedure for all job openings.

N eni 5
For the duration of the contract, upon the recommendation of the Secretary-General, the Rector of
the University may re-assign the employee to work and other duties in accordance with his
professional qualifications and skills and at the same rate of pay.

Article 6
With the entry into force of this Regulation, Regulation repealed P érshkrimin of Countries P ents
in A 's dministratén University "H axhi Zeka" P Eje no. 3070/18, dated 20.11.2018.

Article 7
In accordance with the mandatory model of administration at the faculties provided by this
Regulation, faculties shall adopt their own Regulations in accordance with Article 226, paragraph 3 of
the Statute of "Haxhi Zeka" University in Peja.

Article 8
This Regulation shall enter into force on the day of its approval by the Board of Directors of UHZ.

Gazmend Shabaj

Chairman of the Steering Council

Explanation: This regulation is translated in English but signed and protocoled in Albanian.

52



	414- Rregullore për përshkrimin e vendeve të punës në Administratën e UHZ-së- Gazmend Shabaj.pdf
	414 Regulation for job descriptions in the administration of Haxhi Zeka university in   Peja.pdf

