MiHicTepCTBO OCBITH 1 HAyKU YKpaiHu

axo/

IMocagoBa iHcTpyKIist
AJIs1 HaYaJdbHUKA Biaaiay MiskHapoaHoro cniBpod0iTnnurea HMerAY

Ilempenxa Anopia Jleoniooeuua

1. 3arajabpHi NOJOKEHHS

aHa I1ocagoBa 1HCTPYKIIS BHU3HAuae OOOB'S3KM, mpaBa 1 BIANOBIIAIBHICTH
b

HayanbHMKA BiUILTY MiXXHAPOIHOTO CIiBPOOITHUIITBA.

[Ipu3Ha4yeHHs: Ha rocaxy HadalbHUKA BiIIiTy MiXKHApOJHOIO CIIIBPOOITHULITBA 1

3BiIbHEHHS 3 Hel 3M1MCHIOEThCS Haka3oM pekropa HMeTAY.

2. 3aBaanus Ta 000B’A3KH

2.1,

3a6e3neyennsi edeKTHBHOI PoGOTH BiAAlly MIKHAPOIHOIrO

CHiBPOOITHULTBA

3MiACHEHHS KEpiBHHWITBA JISUTBHICTIO  BIIIULYy  MIDKHApOJIHOIO
CITIBpOOITHUIITBA;

3a0e3leUYeHHs] BUKOHAHHS TIOKJIAJeHUX Ha BIAALI 3aBJaHb LI0JO
peaizanii KOHIENIii PO3BUTKY MIXHapOJHOIO CIIBPOOITHHUIITBA B
akazeMil;

pO3MOJiN OOOB'SI3KIB MK TpaIliBHUKAaMK BIAJITy Ta 3MIACHEHHS
KOHTPOJTIO 32 X BUKOHAHHSIM;

IOAaHHs IPOTO3MIIIH 00 IPU3HAYEHHS Ha ITOCAAX Ta 3BUILHEHHS 3
rocajl MpariBHUKIB BiJILTy MDXHAPOIHOI'O CIIBPOOITHHUIITBA,
[OTO/PKEHHSI  IOCAZOBMX  IHCTPYKII  MpaliBHUKIB  BIAALLY
MIKHApOIHOTO CIIBPOOITHUIITBA;

CTBOPEHHs HAJEXHUX YyMOB Ipall, 3a0e3nedeHHs KOHTPOIIO 3a
CTaHOM TPYIOBOI Ta BHKOHABYOI JUCLMIUIIHH, JOJAEpPXKaHHIM
NpaliBHUKaMH BIUTYy NPaBUI OXOPOHHM IPalll Ta MPOTHUIIOKEKHOTO
3aXHUCTY;

opranizaris poO0TH 3 BeIeHHs A1JI0BOJICTBA,



3a0e3MeYeH s PO3IIsly 3BepHEeHb MPALiBHUKIB aKajeMii, acIipaHTiB
Ta CTYJEHTIB 3 IIMTaHb, IO HaJIeXaTh MO KOMIETEHLIl BIITY
MDKHAPOIHOTO CITiBpPOOITHHULITBA, 3TIAHO 3 YUHHHUM 3aKOHOJABCTBOM
VYkpainy;

BXKHUTTS  3aXOJiB IIOAO  BJIOCKOHAJEHHS  CIIBIpami  BIIJALTY
MDKHApOJIHOIO  CIIBpOOITHMLITBA 3  IHIIMMHM  CTPYKTYpPHHMHU
i po3/IiIaMy aKkaemil;

CKJIMKaHHS Hapaj 3 MUTaHb, [0 HajeXaTh IO KOMIETeHLIl BIIILITY
MI>KHApOJTHOTO CITIBPOOITHHUIITBA;

31iMiCHEHHs 1HIIINX [MOBHOBa)XEHbB, 110 BUIIMBAIOTH 3 MOKIAJACHUX Ha
BIJIJI1JT MDDKHApOIHOTO CIIBPOOITHULITBA 3aBJaHb.

2.2. Po3BHTOK i KOOpAMHALSI Mi>KHAPOAHOI XifJIbHOCTI B aKageMil

KOOPJMWHAIliS CIIBIpali 3 3aKOpJOHHUMH IapTHEpaMM aKaJieMmii
(yHiBepcHUTETaMU, HAYKOBO-AOCIITHUMH LIEHTPAMH, HIANIPUEMCTBAMU
Ta IHIIMMHA OpraHi3alisiMu).;

poGoTa 3 PpO3MIMPEHHS MepexXi MIXHAPOAHOIO CIIiBPOOITHUITEA,
IOLIYK HOBKX ITAPTHEPIB Ta 3al109aTKyBaHHS HOBUX (DOPM B3a€MOI;
3a0e3leyeHHs]  ONMEPaTHBHOI  KOMYyHIKauii 3 ~ MDKHApOJHHMU
MapTHEpaMu;

NOpPOBEJEHHsT  3yCcTpiduedl 3  MDKHApOJHUMHM  JeleramisMu — Ta
eKCIIepTaMU;

indopmariiiina miarpumka Kadenp Ta iHIMX Oiaposfinis HMetAY y
NUTAHHAX 1HTEPHAIlIOHAJI3alli];

miaTpuMKa kadenp akagemii B opraHizaiil HayKOBHX OOMIHIB i
CTa)XyBaHb BUKJIAJa4iB, HAYKOBIIIB Ta CTYAEHTIB 32 KOPJIOHOM;
NpoBeJeHHsT 1H(GOPMAIIMHIX 3aXOMdiB 3 IiJIBUILEHHS O0O0i3HaHOCTI
CTYJEHTIiB, BUKJIaJa4diB Ta HAYKOBILB I[0JI0 Ba)KJIMBOCTI MIXKHAPOIAHOI
MOOIIBHOCTI JUTSI CTAIOro NpoheciiHOrO PO3BUTKY;

ohopMIIEHHsT OKyMEHTIB Ta BeJEeHHS OOJiKy MDKHApOIHOI
MOOIIBHOCTI CIIBPOOITHUKIB Ta CTYCHTIB;

MOHITOPHHI Ta y3araibHeHHs iH(popMmarii 3 BIIKPHUTHX KOHKYpCIB
JUIs  Tojadyi  mpoekTiB A (iHAHCYBaHHA — MDKHApPOJHUMHU
opraHizanisimu;

IpOBE/IEHHsT KOHCYIbTaliil 3 KadeapaMud Ta HayKOBO-IOCHIIHOIO
YaCTHMHOIO aKajeMil I[0J0 BH3HAYEHHS HaIpsSMiB CIIBOpaLl 3a
MI>KHapOJHUMHU IapTHEPAMHU;



pO3po0Ka TPOEKTHHUX MPOMO3ULiil Mmoo pedopMyBaHHS OCBITHHO-
HAyKOBOI JisSUIHOCTI Ta PO3BUTKY IHGPACTPyKTypH aKajaeMil 3 METOIO
[OJJaHHs Ha KOHKYPCH MDKHapOJHUX OpraHizalliil Ta GpoHiB;
HaJaHHS MPOIO3MIIH 1100 BiAOOpY Ta 3alTydeHHsS CIIBPOOITHHKIB,
acIIipaHTiB Ta CTYSHTIB JIO Y4acTl B MKHAPOAHUX IIPOEKTaX;

TIOIIYK IapTHEPiB Ta (GOPMyBaHHS KOHCOPLIiYMIB JAJs IMiATOTOBKH I
BUKOHAHHS MKHAPOJTHHUX IIPOEKTIB;

Ha/JlaHHS KOHCYJIbTAlliil CHiBpOOITHMKAaM Ta CTyAEHTaM akajemii 3
HaAIMCaHHs Ta IPOIEAYp MOAaHHS MI)KHAPOJHUX IIPOEKTHHX 3asBOK;
migroroska OQIIMHAX JOKYMEHTIB, sKi HeEOOXigHi JAnd IHojadi
IPOEKTHHX 3aABOK Ha KOHKYPCH JI0 MDXHAPOJHUX OpraHi3awii;
KOOP/IMHAIISI BAKOHAHHS MI>)KHAPOJHUX ITPOEKTIB;

MiZIrOTOBKA 3BiTiB 3 BAKOHAHHS MIXKHAPOHHUX IIPOEKTIB;
JOKyMEHTalbHe 3a0e3ledeHHs Ta MOHITOPMHI  MIDKHApOIHOI
TISUTBHOCTI B aKageMii.

2.3. Inwi 3aBaaHHA T2 000B’SI3KH :

HaJIaHHs [IPOITO3HI[i#l Ta MAr0TOBKA MPOEKTIB PIIIEHb IOA0 PO3BUTKY
MIKHApOJHOrO  CIIBpOOITHHLTBA  Ta  30BHIIIHHOEKOHOMIYHOI
HNISTIGHOCTI aKageMii;

y4acTh Y PO3poOILIi yroj, HaBYalbHUX MPOrpaM i CHiIBHUX IPOEKTIB 3
MIDKHApOJHUMH ITapTHEPAMHY;

HiTpUMKa TIPOBEJIeHHS Ha 0a3i akaieMil MXKHapOIHUX KOH(EPEeHLIiH,
ceMiHapiB, TOINO Ta CHOpHUsSHHSA ydacTi cmiBpoOiTHuKiB HMeTAY B
KOH(epeHIisX 1 IHIKX 3aX0AaX 32 KOPIOHOM;

oprauizallist Bi3uTiB iHO3eMHUX Aerneranii 1o HMeTAY;

KOOPJIWHALlISL pOOOTH IiIPO3ALTIB aKajeMii B paMKax MDKHapOJIHHX
porpamax 1 MpoeKTIB;

BBEJICHHS CTAaTHUCTMYHOI 3BITHOCTI 3 MDKHApPOJHOI [isSIBHOCTI
aKajemii;

BUKOHAHHS OKPEMHX CIIy)XOOBUX ITOPYyYEHBb CBOro Oe31ocepeIHboro
KepiBHHKA.

3. IIpaBa
e OTpPUMAaHHS yCiX NepeadadyeHnX 3aKOHOJABCTBOM COIiabHUX IapaHTiM;

e OTpPUMAaHHS yMOB HEOOXiJHHX /IS BUKOHAHHS CIIy>KOOBUX O0OOB’S3KiB, B

TOMY YHCIIi OTpUMaHHS HeoOXiHOTro 001aHaHH Ta 3ac00iB;



e B MeXax CBO€l KOMIIETEHII] MOBIIOMIISATH Oe3mocepeTHhOMY KEepIBHUKY
PO BCi BUSBIIEH] HEJOMIKH B AisUTBHOCTI Bigainy Ta BHOCUTH IPONO3HULIT
IIOJ10 1X YCYHEHHS;

e Oparu yd4acTh y Hapaiax, L0 IMPOBOAATHCS KEPIBHULTBOM aKaaeMii, 3
NUTaHb, SKI HaleXaTb [0 KOMIIETEHII BIIAUTYy MIKHAPOJHOIO
CITIBPOOITHUIITBA;

e 3anyyard (axiBUiB IHIIMX CTPYKTYPHUX HIiAPO3MimiB akajgemii (3a
IIOTOJDKEHHSIM 3 1X KepiBHUKAMU) JJI PO3IIISILY IUTaHb, 110 HAJIEXKATh 10
KOMITETEHIIT BiJIIIy MI>XHAPOJHOTO CIIBPOOITHUIITBA;

e ojep)KyBaTH iH(pOpPMALiI0 Ta JOKyMEHTAIlIO, IIOB’A3aHy 3 BUKOHAHHIM
cBol CIy’)kOOBUX 3aBIaHb Ta OOOB’S3KIB B YCIX CTPYKTYpPHHX
MiAPO3/IUTIB aKaaeMii;

e BHOCHUTHM HaA pO3MISAN KEPIBHHUITBA IIPOMO3UIII IIOJ0 IMOKPALICHHS
opranizaiii Ta BIOCKOHAJICHHS METO/IiB BUKOHAHHS POOOTH;

e IIiBUINEHHS CBOET MpodeciiiHol kBami(iKarii.

4. IixnopsaaAKoBaHICTD
[Ti AIOPSIIKOBYETHCSI PEKTOPY Ta IIPOPEKTOPY 3 HayKOBO-IIEIaroriyHol poboTH.

5. BianoBigaJabHICTh

e 33 HEHaJe)XHe BHUKOHAHHI ab0 HEBHKOHAHHS CBOIX I10CAJOBUX
000B's13KiB, 110 TepeadadeHi i€l IHCTPYKIIIEI0, — MeXax, BU3HAUYEHHUX
YUHHUM 3aKOHOJaBCTBOM Y KpaiHU PO MPallto;

e 33 [IPABONOPYINEHHS, CKOEH] B ITpOIeci 3A1HCHEHHs CBOE] AIANBHOCTI, — B
Me)Xax, BH3HAYEHMX YUHHUM aJMIiHICTPATUBHHUM, KPUMIHAIBHUM Ta
[IABUIEHUIM 3aKOHOJIAaBCTBOM Y KpalHH.

6. Kpanidikauiini BUMOTH

[ToBHa BHINAa OCBiTa. BuIbHE BOJOMIHHS aAHIJIACHKOIO MOBOIO, BHCOKI
KOMyHIKalliiiHi ~ 3Mi6HOCTI, CTPEecOCTifKicTh, HABUYKM B  Oprasizaiii
371ar0/PKEHOI  KOJIEKTHBHOI po0OTH. BOJOMIHHS CydaCHUMH TEXHIYHMMH
3acobamy (KOMIT'IOTEPHOIO TEXHIKOIO Ta IHIIMMH TEXHIYHMMH 3aco0aMmmu).
Craxx poboTH: HE MeHIIIe 3 POKIB.
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Job Description
for the Head of the International Relations Office of NMAU
Petrenko Andriy Leonidovych

1. General Provisions

This Job Description determines duties, rights and responsibility of the Head
of International Relations Office.

Appointment on and dismissal from the staff position of the Head of
International Relations Office are performed by the Order of the Rector of NMAU.

2. Tasks and duties

2.1. Ensuring the effective operation of the International Relations Office.

management of the activities of International Relations Office;
ensuring the performance of tasks, imposed to IRO, concerning

implementation of Concept for development of international cooperation
at the academy;

assignment of duties to IRO staff and control of their performance;
submission of proposals on assignment to a position or dismissal for the
staff of International Relations Office;

approval of Job Descriptions for the staff of the International Relations
Office;

ensuring the appropriate working conditions, control of work and
performance discipline, implementation of regulations on labour

protection and fire protection by IRO staff;



e management of records-keeping activities;

e examining and answering on appeals on the issues relative to the
competence of International Relations Office and received from
academy staff, post-graduate students and students, according to the laws
of Ukraine;

e taking action on improvement of cooperation between International
Relations Office and other departments of the academy;

e convening meetings on the issues belonging to the competences of the
International Relations Office;

o performing of other tasks allocated to the International Relations Office.

2.2. Development and coordination of the international activities in the
academy.

e coordination of cooperation with foreign partners of the academy
(universities, research centres, enterprises and other organizations);

e work on the extension of international cooperation network, search of
new partners and introduction of the new forms of partnerships;

e ensuring efficient communication with international partners;

¢ holding meetings with international delegations and experts;

e information support of departments and other divisions of NMAU in the
issues of internationalization;

e support of academy’s departments in organization of scientific exchanges
and training of teachers, researches and students abroad;

e organisation of information activities targeted to increase the awareness
of the importance of international mobility for sustainable professional
development among students, teachers and researchers;

e documentary supply and keeping records of the international mobility of
staff and students;



monitoring and analysis of information on open calls for projects to be
financed by international organizations;

holding consultations with departments and R&D division concerning the
definition directions for cooperation with international partners;
development project proposals on the reform of educational and research
activities and development of academy infrastructure, with the purpose of
submission to the international funding organizations;

making propositions on selection and involvement of staff, post-graduate
students and students for participation in the international projects;

search of partners and gathering of consortiums for development and
implementation of the international projects;

providing consultancy services for staff and students on the issues of
preparation and on submission procedures of international project
applications;

preparation of official documentation needed for submission of project
applications to international funding organizations;

coordination of the implementation of international projects;

preparation of reports on implementation of the international projects;
documentary supply and monitoring of the international activities in the

academy.

2.3. Other tasks and responsibilities

making propositions and preparation of draft decisions on the
development of international cooperation and foreign economic activity
in the academy;

participation in the development of cooperation agreements, study

programs and collaborative projects with international partners;



e support of the arrangement of international conferences, seminars, etc.
on the academy premises and contribution to the participation of NMAU
staff in conferences and other activities abroad,;

e organization of visits of foreign delegations to NMAU;

e coordination of work of academy’s subdivisions performed within the
international programs and projects;

o keeping the statistics of the international activities at the academy;

o performance of personal tasks assigned by direct line manager.

3. Rights
e to obtain complete social security established by law;

e to have appropriate conditions needed for the performance of work
duties including obtaining of necessary equipment and means;

e to report to direct line manager about any identified drawbacks seen
within the operation of IRO and make proposals on their elimination;

e to take part in the meetings held by the academy administration
concerning issues which are within the competences of the International
Relations Office;

e to involve staff of other structural subdivisions of the academy (in
concurrence with their heads) for the solving of questions which are
within the competences of International Relations Office;

e to obtain information and documentation concerning performance of the
IRO tasks from any structural subdivision of the academy;

e to make proposals for the improvement of the organisation of work and
working methods;

e to have possibility to raise its professional qualification.

4. Subordination

Subordinated to the Rector and Vice Rector for Research and Pedagogy.



5. Responsibility

o for the improper performance or failure to perform duties, which are
established by current Job Description — responsibility defined by the
current Law on Labour of Ukraine;

o for offences committed in the course of work activities — responsibility

defined by the current administrative, criminal and civil Laws of Ukraine.

6. Qualification requirements

Higher education. Fluent English, high communication skills, resistance to
stress, experience in organisation of the teamwork. Ability to use modern
office equipment (computers and other technical equipment). At least 3

years of work experience.

Vice Rector
for Research and Pedagogy: V.l. Shatokha

Familiarised with Job Description: A.L. Petrenko
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IocagoBa iHCTPYKIIs
nast gpaxisus I kaTeropii Bigainy misknapoanoro cnispoditnuursa HMerAY

Caooscvkozo Onexcanopa Bonooumuposuua

1. 3arajabHi MoJIOKEHHS

JlaHa 1ocazoBa IHCTPYKIsl BU3Ha4ae OOOB'SI3KH, IIpaBa 1 BiANOBIAAIBLHICTH

daxiig I kaTeropii BifaiTy Mi>KHApOJHOTO CIIBPOOITHUIITBA.
[Ipu3naueHns Ha mocaxy daxisis I kaTeropii i 3BiNbHEHHS 3 Hel 3AIMCHIOETHCS

naka3zom pexropa HMeTAY.

2. 3aBaanus Ta 000B’SI3KH

2.1. Indopmaniiina mATPEHMKA Ta JOKyMEHTa/lbHe 3a0e3nevyeHHs
MizKHAPOIHOT MOGLILHOCTI CTYAEHTIB i ciBpOOITHHKIB aKkaaeMil

mpoBe/ieHHs iHQOpPMALIHHUX 3aXOMiB 3 MiJBUIIEHHsS OOI3HAHOCTI
CTYZIEHTIiB, BUKJIa[a4iB Ta HAyKOBIIB II0JI0 BAKIMBOCTI MIXKHAPOAHOI
MOO1JIBHOCTI;

MOHITOPHUHT, y3arajibHEHHS Ta PO3IOBCIOMKEHHs iH(popmarii 1010
MOYIMBOCTEN HaBYaHHs, CTXyBaHHS Ta BHUKOHAHHS HAayKOBUX
JOCITI/IKEHD 32 KOPOHOM;

3aTydeHHs 70 YYacTi Ta KOOpJHMHALisS POOOTH CTyIEHTCHKOI Mepexi
“Study Abroad Club”;

MiATpEIMKA 3B’A3Ky 3 y4YaCHHKaMM MDKHApOAHOI aKajJeMi4HOl
MOOILIBHOCTI Ta OpraHizamlis 3axoliB 3 METOI PO3MOBCIOJDKEHHS
OTPUMAHOIO JOCBidy 1 IiABUIIEHHS iHTepecy CIiBPOOITHUKIB I
CTY[EHTIB JO ydYacTi B 3aXoJaXx MDKHApPOJHOI aKajeMi4HOI
MOOIJIBHOCTI,

GopMyBaHHs 6a3y JaHUX CTYAEHTIB Ta CHiBPOOITHMKIB, sKi OaXxaroTh
OpaT y4acTh B MDKHApO/HiH akageMidHii MOOLIBHOCTI;



TIpoBeIeHHs 1HpOpMAIlifHO-MapKeTHHIOBUX TOCIIDKEeHb, OpraHizalis
Ta TpoBeleHHs B akajeMil iHGOpMaUifHUX 3axoliB (JIeKuii,
ceMiHapH, 3yCTpidi 3 ¢axiBusgMM 3 IHTaHb y4yacTi y MDKHapOIHIH
JUSUTBHOCTI, TOIIO);

ohopMIIeHHs JOKYMEHTIB (HakasiB, CIIy>KOOBHX 3aIlHCOK, IPOEKTIB
pillleHb, TOWO) Ta BeAeHHs 06Ky MDKHApOAHOI MOOLIBHOCTI
CIIBPOOITHUKIB Ta CTYyIEHTIB.

2.2. Cupusinasi inTepHanionagizanii oCcBiTHLOro mpouecy i pOo3BHTKY

HAYKOBO-A0CTiIHUIBKOI AisIbHOCTI:

oprasizaiis Ta 3a6e3nedeHHs (QYHKIIOHYBaHHS ITYHKTIB IIATPUMKA
ta BigmosimamsnocTi (IIIIB) momo MiDKHapOAHOI AISUIBHOCTI Ha
Kadeapax akazemii;

inpopmaniiina Ta opraHizauifiHa TATpUMKa Kadenp Ta BIIALIIB
HMetAY y nuTaHHSIX iHTepHALllOHaII3allll;

IiITpMMKAa HAayKOBIIB B IHUTAHHAX MDKHapOIHOTO MapKETHHIY 3
METOI0 KOMepIliasi3allii TEXHOJIOr 1 3HaHb, CTBOPEHUX B aKaJeMil.

2.3. Inmi 3aBaanus Ta 000B’A3KH :

y4acTh y po3po0lli yroj, HaBYalbHUX IPOTPaM i CHITBHUX HPOEKTIB 3
MDKHApOJIHUMU [TapTHEPaMH;

y4acTh B Oprasizamii mpoBeleHHS Ha 0a3i akajgeMil MDKHApOJHUX
HAayKOBO-TIPAKTUYHMX  KOH(EpeHIif, CHUMII03iyMiB, CceMiHapiB,
BHUCTaBOK;

oprasizais Bi3uTiB iHo3eMHuUX Aeneranii 1o HMeTtAY;

y4acTh y MiATOTOBII MPOMO3HUIii IIOJO BH3HAYEHHsS NPIOPUTETHHUX
HaNpsAMIB Mi>KHAPOIHOI AiSTIBHOCTI aKaeMil;

y4acTh y KOOpAMHAIII poOOTH MiApO3JiNiB akKageMil B pamkax
MI>KHapOIHHX IpOrpamax i MPOeKTIB;

BBEJICHHS CTAaTHUCTMYHOI 3BITHOCTI 3 MDKHApPOIHOI JIiSUIBHOCTI
akazeMil;

BUKOHAHHS OKPEMHX CIIy)KOOBHX IOpy4YeHb CBOIO O€3II0CEPEIHBOTO
KepiBHUKA.



3. IlpaBa
e OTpUMAaHHs yCiX MependadyeHnX 3aKOHOAaBCTBOM COLlialbHUX rapaHTil;

e OTPUMaHHS YMOB HEOOXIJHWX IJISI BUKOHaHHS CIIy’KOOBUX 00OB’S3KIB, B
TOMY YHCJIi OTPUMaHHS HeOOXiTHOTO 00JIaJHaHHs Ta 3ac001B;

e B MeXaX CBO€l KOMIIETEHIII] MMOBIIOMIISATH Oe3M0CepeTHEOMY KEepIBHUKY
PO BCi BUSABJIEH] HEJOMIKU B AisUIBHOCTI Bifaidy Ta BHOCHTH NPOIO3HILL
OO 1X YCYHEHHS,

e oJepXKyBaTH iHGOpPMAIIIO Ta JOKyMEHTAIlll0, I10B’sA3aHy 3 BUKOHAHHAM
CBOI CIy)XOOBHX 3aBJaHh Ta OOOB’S3KIB BIJ YCIX CTPYKTYpHHUX
I IPO3/I1IIB aKageMmil;

¢ BHOCHUTH Ha pO3MNISAN KEPIBHHUIITBA MPOIMO3UILII IOJO IOKPAIIEHHS
oprasizaiii Ta BJOCKOHAJICHHS METO/IiB BUKOHAHHS POOOTH;

e [IiIBMINEHHS CBOET MpodeciitHoi kBamidikarii.

4. IlixnopsiAKOBAHICTH
[TiAopsAKOBY €ThCS HAYAIBHUKY BiUIUTy MDKHAPOJIHOTO CITIBPOOITHHIITBA.

5. BianoBigaJbHICTh

e 3a HeHaJe)XHe BUKOHAHHA a00 HEBUKOHAHHS CBOIX IIOCAJOBUX
000B'sI3KiB, 10 MepeadadeHi i€l 1HCTPYKIEI0, — MeXaX, BUSHAYEHUX
YHHHUM 3aKOHOJJAaBCTBOM Y KpaiHM IIpO MpPaLlo;

e 32 IPABONOPYILIEHHs, CKOEHI B IpoIlec 3A1HCHEHHS CBOEI JISIBHOCTI, — B
MeXXaxX, BU3HAYEHUX YHHHUM aJMiHICTpAaTHBHUM, KPUMIHAIBHUM Ta
[MBLTFHUM 3aKOHOJABCTBOM Y KpaiHH.

6. Kpaaidgikamiiini BUMOTH

[ToBHa BHWINA OCBiTa. BigbHe BOJOAIHHSA AaHIIIIMCHKOIO MOBOIO. BomomaiHHS
CyYaCHMMH TEXHIYHMMH 3acobaMyl (KOMII'FOTEPHOIO TEXHIKOIO Ta IHIIMMH
TexHIYHUMHU 3acobamu). CTaxk poOOTH: HEe MEeHIIe 2 POKIB.

Hauanvnuk 6iooiny
MIDICHAPOOHO20 CRIGPODIMHUUMEA: —He < AL Ilerpenko

O.B. Canoscrkuii

3 moca0BoIO iIHCTPYKLI€I0 03HAHOMJICHHH
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Job Description

for the Specialist of 1™ Category of the International Relations Office of NMAU

Sadovskyi Oleksandr Volodymyrovych.

1. General provisions

This job description defines duties, rights and responsibility of the Specialist of 1%
Category of the International Relations Office.

Appointment on and dismissal from the staff position of the Specialist of 1* Category
are performed by the Order of the Rector of NMAU.

2. Tasks and duties

2.1. Information support and administration of international mobility of
students and staff

holding the informational events to raise the awareness of the importance
of international mobility among students, teachers and researchers;
monitoring, summarizing and dissemination of information concerning
the possibilities for study, internship and research abroad,;

engaging and coordination of the work of students network
“Study Abroad Club”;

keeping contacts with the participants of international academic mobility
and organization of events for dissemination of gained experiences and
increasing the interest of staff and students to take part in international
academic mobility;

development and maintaining of database of students and staff wishing
to participate in the international academic mobility;

holding the data search and marketing, organization and holding of
informational events (lectures, seminars, colloquiums, meetings with
professionals in the field of international activities, etc.);

documentary support (orders, memos, draft decisions, etc.) and keeping
records on international students and staff mobility.



2.2. Encouragement of internationalization in education and
development of research activities:

e organization and ensuring the work of the Support and Responsibility
Points (SRP) concerning the international activities at the academy’s
departments;

e providing the informational and organizational support for departments
and other units of NMAU on internationalization issues;

e support of researchers in the matters of international marketing for
commercialization of technologies and knowledge created in the
academy.

2.3. Other tasks and responsibilities:

e participation in the development of cooperation agreements, study
programs and collaborative projects with international partners;

e providing support in the organization of international scientific
conferences, symposiums, colloquiums and exhibitions at the academy;

e organization of visits of foreign delegations to NMAU;

e participation in the development of propositions on the priority areas of
international activities at the academy;

¢ involvement in coordination of the work of academy’s departments
within implementation of international programmes and projects;

e keeping records and collecting statistics on the international activities;

¢ performance of the individual tasks given by the Head of the IRO.

3. Rights
¢ to obtain complete social security established by law;

e to have appropriate conditions needed for the performance of work
duties including obtaining of necessary equipment and means;

e to report to its chief about any identified drawbacks seen within the
operation of IRO and make proposals on their elimination;

e to receive information and documentation, related to the officially
assigned tasks and duties, from any structural unit of the academy;

¢ to make proposals for the improvement of the organisation of work and
working methods;

e to have possibility to raise its professional qualification.

4. Subordination
Subordinated to the Head of the International Relations Office.




5. Responsibility
e for the improper performance or failure to perform duties, which are
established by current Job Description — responsibility defined by the
current Law on Labour of Ukraine;
o for offences committed in the course of work activities — responsibility
defined by the current administrative, criminal and civil Laws of
Ukraine.

6. Qualification requirements

Higher education. Good knowledge of English. Ability to use modern office
equipment (computers and other technical equipment). At least 2 years of work
experience.

The Head of the
International relations Office: A.L. Petrenko

Familiarised with Job Description: 0O.V. Sadovskyi




MiHICTepCTBO OCBITH 1 HAYKU Y KpalHU

Haro eTaypriiHa

IMocagoBa incTpyKuist
aas gpaxisus I kaTeropii Biaaiay Mizknapoanoro cunispodirnuursa HMeTAY
Copoxinoi Ipunu Bonooumupienu

1. 3arajbHi N0JIOKEHHS
JlaHa mocamoBa IHCTPYKINiss BU3Ha4Yae OOOB'S3KH, IpaBa 1 BIANOBIJAIBHICTD

daxisist [ kareropii BiAAUTy Mi>XKHApOJAHOTO CIIBPOOITHUITBA.
[IpusHaueHHs: Ha mocaxy ¢axiBid I kareropii i 3BiNBHEHHS 3 HEl 3MIACHIOETHCS
Haka3zoM pekropa HMeTAY.

2. 3aBaaHHs TA 000B’SI3KH

2.1. Cnpusinas inTepHanionaizamii Ta NiIBUIIEHHIO AKOCTI OCBITHLOI'O
npouecy:

e  MOHITOPMHI, y3arajbHEHHs Ta IOIIMPEHHs iHpoOpMalil 3 IHMTaHb
MI>KHApOHOT'O CITiBpOOITHHUIITBA B OCBITI;

e  TpOBeIEHHs KOHCYJIBTALM s CIIiBPOOITHHUKIB aKaJeMil 1 CTyIEHTIB 3
IUTaHb Mi>XKHAPOIHOT aKaJeMiqHOi MOO1IBHOCTI;

e  oprasisaiis Ta NpOBeIeHHS B akaueMii iHGOpMaIMHMX 3aXOMiB 3
MUTaHb MIKHApOJHOro CriBpobGiTHHLTBA (iH(OpPMALIMHUX JHIB,
ceMiHapiB, pe3eHTali, KpyIIHX CTOIIB, 3yCTPIYEH 3 eKCIepTaMu Ta
MIKHApOIHUMH JeJeralisiMy);

e  HaJaHHs] KOHCYJbTAI[il BUKJIafadaM, aclipaHTaM Ta CTyJE€HTaM L1010
MOJJIMBOCTEM Ta 3aco0iB JJIsl TIJBUINEHHS PIBHSA BOJOMIHHS
iHO3eMHUMHU MOBaMHU;

e  MOHITOPMHI, y3araJbHEHHS Ta PO3IOBCIOJUKEHHS iH(pOpMauii 11010
MOYKIIMBOCTEN HaBYaHHS, CTaXyBaHHS Ta BHUKOHAHHS HayKOBUX
JIOCITI/KEHB 32 KOPIOHOM.



2.2.

Sanyqelmﬂ Mimnapozmo'i JOIIOMOI'H AJIsL MOKpPaI€HHsI

MaTepiajbHO-TeXHIYHOI 0a3u Ta npodeciiHoOro PO3BHUTKY
CHiBPOOITHUKIB aKageMii:

po3po0Ka Ta y3ro/DKeHHsI 3 HauallbHUKOM BIIIITY KOHIIEILII, METH Ta
poO0UKX IIaHIB MXKHAPOHUX IPOEKTIB;

HalMCaHHd Ta MOJAHHsS AaIUTKaliiHUX 3asBOK Ha (iHAHCYBaHHA
MDKHApOJHAMU OpTraHi3allisiMy;

BeJIEHHS pOOOYO0i JOKYMEHTAIlll 32 MI>)KHApOIHUMHU IIPOEKTaMHU;
oprasizaiiis 37aro/pkeHoi poOOTH CHIBpOOITHHKIB akazaemii, sKi
3ajIydeHi 0 BAKOHAHHS MIDKHApOJIHUX IIPOEKTIB;

oprasizaifiss Ta @pPOBEIEHHS 3aXOAIB B paMKaX BHMKOHAHHS
MI>KHApOJTHUX IIPOEKTIB;

(GopMyBaHHs Ta Y3rO/PKEHHS 3 HAYaJbHUKOM BIAJLTY NPOMDKHHMX Ta
iICYMKOBHX 3BiTiB 3 BUKOHAHHS MI>KHAPOJAHUX IIPOEKTIB.

2.3. Inwi 3aBaanus Ta 000B’SI3KH :

y4acTh y po3po0Ili yroj, HaBYaIbHUX IPOrpaM i CIiIBHUX IIPOEKTIB 3
MIDXKHapOJHUMHU NapTHEPAMU;

y4acTh B Oprasizamii mpoBeJeHHsS Ha 0a3l axaaemii MDKHapOIHMX
HAyKOBO-IIPAKTUYHUX  KOH(EpeHLill, CUMIO3iyMiB, CeMIHapiB,
BHCTaBOK;

oprasizarist Bi3uTiB iHo3eMHuX fAeneranii 1o HMetAY;

y4acTh y IIiJITOTOBII MPOIMO3MIINA OO0 BU3HAYEHHS IPIOPUTETHUX
HANPSIMiB MiDKHAPOIHOT TisTTBHOCTI aKkaiemii;

y4acTh y KOOpAMHAIII poOOTH MigpO3ALIIB akaiemii B paMKax
MIKHAPOIHUX Tporpamax 1 IpOeKTiB;

BBEJICHHS CTaTUCTUYHOI 3BITHOCTI 3 MIKHApOJHOI JISUIBHOCTI
aKajemii;

MOHITOPHHT 3MICTY 1 HaJaHHS IMPONO3UIIHA HIOAO0 BIOCKOHAIECHHS
aHTJIOMOBHOI Bepcii BeO-caiiTy akaemii;

BUKOHAHHSI OKPEMHX CJIYyXOOBUX HOPYyYeHb CBOTO 0€310CEepeHBOrO
KepiBHUKA.

3. IlpaBa
e OTpUMaHHs yCixX repeadadeHux 3aKOHOAABCTBOM COLIIaJIbHUAX TapaHTiM;

e OTpUMaHHS YMOB HEOOXiJHHX IJIsI BUKOHAHHS CIy>KOOBUX 00OB’f3KiB, B

TOMY YHCJIi OTPHMAaHHS HEOOXiTHOro 00JIaHaHHS Ta 3ac001B;



B Me)Xax CBO€] KOMIIETEHIIil IOBIIOMISATH Oe3MocepeHbOMY KEepIBHUKY
PO BCi BUSIBIICHI HEJONIKM B AiANBHOCTI Bimainy Ta BHOCUTH MPOTIO3U LT
II0JI0 1X YCYHEHHS;

ofepXKyBaTu iH(OpMaIlio Ta JOKYMEHTAlIl0, ITOB’I3aHy 3 BUKOHAHHIM
CBOi CInyXOOBHMX 3aBIaHb Ta OOOB’S3KIB Bl YCIX CTPYKTYPHHX
i APO3/ILTIB aKaeMii;

BHOCHUTH Ha PO3IIIAA KEpiBHUITBA IIPOMO3HMIII IOAO IOKpaIleHHs
oprasizarii Ta BJOCKOHAJICHHS METO/IB BUKOHAHHS pPOOOTH;

HiABUILIEHHS CBOEI mpodeciitHoi kBaidikalii.

4. IixnopsaAKOBaHICTh

[Ti MOPSAKOBY €THCS HAYaNbHUKY BTy MIXKHAPOJHOTO CIIBPOOITHUIITBA.

5. BianoBigaJabHICTH

3a HEHaJle)XKHe BHMKOHAHHS a00 HEBMKOHAHHSA CBOIX II0CaJOBHMX
000B'sA3KIB, 110 IepeadadeHi Ii€l0 IHCTPYKIIIE, — MeXaX, BU3SHAYEHUX
YUHHUM 3aKOHOJIAaBCTBOM Y KpaiHH IIpO Mpallio;

3a NIPaBONOPYLIEHHs, CKOEH] B IPoIeci 3AiHCHEHHs CBOEI MISIBHOCTI, — B
Me)XaX, BU3HAYEHWX YHMHHUM aJMiHICTPATUBHUM, KPHUMIHAIBHUM Ta
[UBIILHUM 3aKOHOJIaBCTBOM Y KpaiHH.

6. Kpaaidikauiiini BHMOIrH

[ToBHa BWINA OCBiTa. BigbHE BOJOAIHHS AaHIJIKCHKOIO MOBOIO. BosomiHHs

Cy4acCHMMH TEXHIYHMMH 3aco0aMy (KOMII'IOTEPHOIO TEXHIKOIO Ta IHIIMMU

TexHIYHIMH 3aco0amu). CTaxk poOOTH: He MeHIIe 2 POKIB.

Hauanvnuk 6iooiny
MIJICHAPOOHO20 CRIBPOOIMHUUMEA: t#e—_ A.JIL TlerpeHko
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3 m0ca0BOI0 IHCTPYKIIEI0 03HAOMIIEHU I M I.B. Copokina
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Ministry of Education and Science of Ukraine

National Metallurgical Academy of Ukraine

APPROVED
0.G. Velychko

«30» 04 2015

Job Description

for the Specialist of 1™ Category of the International Relations Office of NMAU

Sorokina Iryna Volodymyrivna

1. General provisions

This job description defines duties, rights and responsibility of the Specialist
of 1% Category of the International Relations Office.
Appointment on and dismissal from the staff position of the Specialist of 1 Category
are performed by the Order of the Rector of NMAU.

2. Tasks and duties

2.1. Encouragement of internationalization in education and improvement of the
quality of education:

monitoring, analysis and dissemination of information on international
cooperation in education;

providing consultancy services for staff and students on international
academic mobility;

organization of informational events concerning international
cooperation (informational days, colloquiums, presentations, round
tables, discussion, meeting with experts and international delegations);
providing consultancy services for staff, postgraduates and students
about possibilities and means to increase the knowledge of foreign
languages;

monitoring, analysis and dissemination of information on possibilities
for study, internships and research abroad.



2.2. Attraction of international assistance for improvement of material and
technical base and professional development of the academy staff:

e development and agreement with the Head of the IRO the concepts,
objectives and workplans international projects;
e development and submission of the applications for funding by
international organization;
e Kkeeping working documentations for international projects;
e organization and coordination of the work of the academy staff involved
in implementation of international projects;
e preparation and agreement with the Head of IRO the interim and final
reports on international projects.

2.3. Other tasks and responsibilities:

e participation in the development of cooperation agreements, study
programs and collaborative projects with international partners;

e providing support in the organization of international scientific
conferences, symposiums, colloquiums and exhibitions at the academy;

e organization of visits of foreign delegations to NMAU;

¢ participation in the development of propositions on the priority areas of
international activities at the academy;

e involvement in coordination of the work of academy’s departments
within implementation of international programmes and projects;

e keeping records and collecting statistics on the international activities;

e monitoring the content and providing propositions for the improvement
of the English version the academy’s website;

e performance of the individual tasks given by the Head of the IRO.

3. Rights

¢ to obtain complete social security established by law;

e to have appropriate conditions needed for the performance of work
duties including obtaining of necessary equipment and means;

e to report to its chief about any identified drawbacks seen within the
operation of IRO and make proposals on their elimination;

e to receive information and documentation, related to the officially
assigned tasks and duties, from any structural unit of the academy;

¢ to make proposals for the improvement of the organisation of work and
working methods;

¢ to have possibility to raise its professional qualification.

4. Subordination
Subordinated to the Head of the International Relations Office.




5. Responsibility
o for the improper performance or failure to perform duties, which are
established by current Job Description — responsibility defined by the
current Law on Labour of Ukraine;
o for offences committed in the course of work activities — responsibility
defined by the current administrative, criminal and civil Laws of
Ukraine.

6. Qualification requirements

Higher education. Good knowledge of English. Ability to use modern office
equipment (computers and other technical equipment). At least 2 years of work
experience.

The Head of the
International relations Office: A.L. Petrenko

Familiarised with Job Description: I.V. Sorokina




MiHicTepcTBO OCBITH 1 HAYKH Y KpaiHH
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IlocanoBa iHCcTpYKIis
JUIS mepeKaaaaya Biaxiy Mixknapoanoro cnispodirnunrsa HMerAY
Huxumenko Bikmopii Anopiienu

1. 3arajbHi H0J0KEHHS
Jlana mocajoBa IHCTPYKIis BHU3Ha4yae OOOB'SAI3KH, IIpaBa 1 BIAMOBIIAJIBHICTE

nepekiagaya By MKHaApOJHOTO CIIiBPOOITHUIITEA.
[Ipu3HayeHHs Ha rmocaxy MepekiIanaya i 3BUIbHEHHS 3 Hel 31MCHIOEThCS HaKa3oM
pexropa HMeTAY.

2. 3aBnanHs Ta 000B’SI3KH

e rnepexnan OQiUifHUX IOKYMEHTIB Ta JHMCTYBaHHSA B PaMKaX MIKHapOIHOI
NISJIBHOCTI aKajeMii;

e 3a0e3nedeHHs IepeKiaay ITij yac 3ycTpidell i meperoBopiB 3 3aKOPJAOHHUMHU
napTHEpaMmu;

e 3a JOpYYEHHSAM HaJalbHHKa BiIIUTy MiXKHApPOJHOrO CIIBPOOITHHUIITBA
mepeBipka Ta pelaryBaHHs ~IepeKIamiB, SKi  BUKOHAHI  IHIIMMH
CHiBpOOITHUKAMU aKajeMmil;

e BUKOHAHHA B BCTAHOBJIEHI TEPMiHW MUCHMOBHX a00 YCHUX NEpEKIaliB 3
3a0e3nedyeHHsaM ~ TOYHOI  BIAMOBIHOCTI  IEpeKIafiB  JIEKCUYHOMY,
CTHIIICTUYHOMY i CMHCIIOBOMY 3MICTy OpHUIIHAJIIB;

e yyacTh y CKJIAJaHHI TEMATHYHUX OTJIIAIB 32 3apyOiKHMMM MaTepialamu;

e JIiHTBICTWYHA MiATPHUMKA i yU4acTh B BUKOHAHHI MDKHAPOJHHUX IPOEKTIB;

e pobora 3 yHidikamii TepMiHIB, YIOCKOHAJEHHS IIOHATH 1 BHU3HAYCHb IO
riepeKIazaM 3 TeMaTUKU BUIIOI OCBITH 1 HAYKH,

e HajJaHHS KOHCYJbTAIlli BHKIAQJadaM, aclipaHTaM Ta CTyAEHTaMm 100
MOJKJIMBOCTEH Ta 3aco0iB IiJBUINEHHS pIBHS BOJOJIHHSI 1HO3EMHUMM
MOBaMH;

e BBeJeHHA OOJIKY i cMcTeMaTn3allil BUKOHAHUX NepeKyIaIiB;

e BHUKOHAHHSI OKPEMHX CIy)XOOBHX JOpydYeHb CBOIO O€3IOCEPENHBOIO
KepiBHHKA.



3. IIpaBa

OTpHMAaHHA yciX meperbaueHux 3aKOHOJaBCTBOM COLIaTbHUX rapaHTii;
OTPUMaHHS yMOB HEOOXIHUX [UIsl BUKOHAHHS CITy’KOOBHX 000B’S3KiB, B
TOMY 4HCJIi OTPUMaHHsI HeoOXiTHOTO 001aIHaHHs Ta 3ac00iB;

B MeXXaxX CBOEI KOMIIETEHIl IOBiOMISTH Oe3MocepeIHbOMY KEepiBHUKY
PO BCi BUSIBIICHI HEJIOJIIKY B AisNIBHOCTI Bijgainy Ta BHOCHTH IIPOTIO3UIIIT
010 1X YCYHEHHS,

ofep)KyBaTH iH(OpMAIIO0 Ta HOKyMEHTallilo, II0B’sI3aHy 3 BHKOHAHHIM
cBOi cayx0OBMX 3aBJaHhb Ta OOOB’S3KIB BiJ YCIX CTPYKTYpPHHX
iPO3IiTiB akagemil;

BHOCHUTHM Ha pO3IJS] KEPIBHUITBA IPOMO3UIII INOJAO IOKPAIleHHS
oprasisariii Ta BJOCKOHAJEHHs METOIB BUKOHAHHS pobortu;

HiABUIIEHHS CBOET MpodeciitHoi kBaidikarmil.

4. TliaxnopsaaAKOBAHICTL

ITi IIOpsAAKOBY €THCS. HAYAIBbHUKY BiJUILTY Mi>KHApPOJHOTO CIIIBPOOITHUIITBA.

5. BianoBigaJbHICTH

3a HEHaJe)XHe BHMKOHaHHS a00 HEBUKOHAHHA CBOIX II0CaJ0BHX
000B's13KiB, 1[0 IepeabaveHi Li€l0 1HCTPYKINEI, — MeXaX, BU3HAYEHUX
YUHHHAM 3aKOHOJABCTBOM Y KpalHU IIPO IIPallio;

3a [IPaBONOPYLIEHHS, CKOEH] B IpoLeci 3/1iiCHEHHs CBOET MisIBHOCTI, — B
Me)Kax, BHU3HAYEHMX YMHHHM aJMIiHICTpaTUBHUM, KpPUMiHAJIbHHUM Ta
[{ABIIBHUM 3aKOHO/IaBCTBOM Y KpalHu.

6. Kpaaidikaniini BHUMOIH

[ToBua BWINA OCBiTa. BibHE BOJOMIHHS aHITIHCHKOIO MOBOIO 1 METOJUKOIO
HAyKOBO-TEXHIYHOTO MepeKiaay. 3HaHHS OCHOB HayKOBOTO Ta JITepaTypHOro
penaryBaHHs. Po3yMiHHS TeXHIJHOI TepMiHOJIOIIi. BMIiHHS KOPHCTYBaTHCS

CJIOBHHKH, TEpPMiHONOTIYHMMHU CTaHIapTaMHM, JOBIJHUKM, Tomo. Bomoxiums
CyJacHHMH TeXHIYHMMHU 3aco0amy (KOMII'TOTEPHOIO TEXHIKOIO Ta IHIINMH

TexHIYHMMH 3acobami). be3 BUMOT 10 CTaxy poOOTH.

Hauanvruk 6i00iny
MIICHAPOOHO20 CRIGPODIMHUUMEA: e < -A.JL Ilerpenko

. o
3 nocaoogoro incmpyKuyieio 03HauomieHuu B.A. Huxkurenko
2



Ministry of Education and Science of Ukraine

National Metallurgical Academy of Ukraine

APPROVED
0.G. Velychko

«30» 04 2015

Job Description

for the Interpreter of the International Relations Office of NMAU
Nykytenko Viktoriia Andriivna

1. General provisions
This job description defines duties, rights and responsibility of the Interpreter of the
International Relations Office.
Appointment on and dismissal from the staff position of the Interpreter are performed
by the Order of the Rector of NMAU.

2. Tasks and responsibilities

e translation of the official documents and correspondence within international
activities of the academy;

e providing translation during the official meeting and negotiations with
foreign partners;

e review and editing of the translations performed by other academy staff (by
the order of the Head of International relations Office);

e written and oral translations ensuring exact conformity of the translated
materials to lexical, stylistic and semantic content of the original texts;

e participation in the compilation of thematic reviews of the foreign materials;
e linguistic support and participation in the implementation of international
projects;

e providing consultancy services for staff, postgraduates and students about
possibilities and means to increase the knowledge of foreign languages;

e collection, keeping records and systematization of the translated materials;

¢ performance of the individual tasks given by the Head of the IRO.



3. Rights

¢ to obtain complete social security established by law;

e to have appropriate conditions needed for the performance of work duties
including obtaining of necessary equipment and means;

e to report to its chief about any identified drawbacks seen within the
operation of IRO and make proposals on their elimination;

¢ to receive information and documentation, related to the officially assigned
tasks and duties, from any structural unit of the academy;

e to make proposals for the improvement of the organisation of work and
working methods;

¢ to have possibility to raise its professional qualification.

4. Subordination
Subordinated to the Head of the International Relations Office.

5. Responsibility
o for the improper performance or failure to perform duties, which are
established by current Job Description — responsibility defined by the current
Law on Labour of Ukraine;
e for offences committed in the course of work activities — responsibility
defined by the current administrative, criminal and civil Laws of Ukraine.

6. Qualification requirements

Higher education. Fluent in English and knowledge of the methodology of
scientific and technical translation. Knowledge of the basics of scientific and
literary editing. Understanding of technical terminology. The ability to use any
dictionary, terminological standards, reference books, etc. Ability to use modern
office equipment (computers and other technical equipment). No special
requirements to work experience.

The Head of the
International relations Office: A.L. Petrenko

Familiarised with Job Description: V.A. Nykytenko
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