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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; 



 management of records-keeping activities; 

 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; 

 taking action on improvement of cooperation between International 

Relations Office and other departments of the academy; 

 convening meetings on the issues belonging to the competences of the  

International Relations Office; 

 performing of other tasks allocated to the International Relations Office. 

 

2.2. Development and coordination of the international activities in the 

academy. 

 coordination of cooperation with foreign partners of the academy 

(universities, research centres, enterprises and other organizations); 

 work on the extension of international cooperation network, search of 

new partners and introduction of the new forms of partnerships; 

 ensuring efficient communication with international partners; 

 holding meetings with international delegations and experts; 

 information support of departments and other divisions of NMAU in the 

issues of internationalization; 

 support of academy’s departments in organization of scientific exchanges 

and training of teachers, researches and students abroad; 

 organisation of information activities targeted to increase the awareness 

of the importance of international mobility for sustainable professional 

development among students, teachers and researchers; 

 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; 



 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; 

 organization of visits of foreign delegations to NMAU; 

 coordination of work of academy’s subdivisions performed within the 

international programs and projects; 

 keeping the statistics of the international activities at the academy; 

 performance of personal tasks assigned by direct line manager. 

 

 

3. Rights 

 to obtain complete social security established by law; 

 to have appropriate conditions needed for the performance of work 

duties including obtaining of necessary equipment and means; 

 to report to direct line manager about any identified drawbacks seen 

within the operation of IRO  and make proposals on their elimination; 

 to take part in the meetings held by the academy administration 

concerning issues which are within the competences of the International 

Relations Office; 

 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;  

 to obtain information and documentation concerning performance of the 

IRO tasks from any structural subdivision 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 Rector and Vice Rector for Research and Pedagogy. 



5. Responsibility 

 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; 

 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.I. Shatokha 

 

 

Familiarised with Job Description:             ______________   A.L. Petrenko 
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Job Description 

for the Specialist of 1
st
 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
st
 

Category of the International Relations Office. 

Appointment on and dismissal from the staff position of the Specialist of 1
st
 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: 

 organization and ensuring the work of the Support and Responsibility 

Points (SRP) concerning the international activities at the academy’s 

departments; 

 providing the informational and organizational support for departments 

and other units of NMAU on internationalization issues; 

 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: 

 participation in the development of cooperation agreements, study 

programs and collaborative projects with international partners; 

 providing support in the organization of international scientific 

conferences, symposiums, colloquiums and exhibitions at the academy; 

 organization of visits of foreign delegations to NMAU; 

 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; 

 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; 

 to have appropriate conditions needed for the performance of work 

duties including obtaining of necessary equipment and means; 

 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; 

 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 

 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; 

 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:               ______________   O.V. Sadovskyi  

 









Ministry of Education and Science of Ukraine 

                                                              National Metallurgical Academy of Ukraine 

         

       APPROVED 

                                                _________________O.G. Velychko 

                         «30»   04         2015 

 

 

Job Description 

for the Specialist of 1
st
 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
st
 Category of the International Relations Office. 

Appointment on and dismissal from the staff position of the Specialist of 1
st
 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: 

 development and agreement with the Head of the IRO the concepts, 

objectives and workplans international projects; 

 development and submission  of the applications for funding by 

international organization; 

 keeping working documentations for international projects; 

 organization and coordination of the work of the academy staff involved 

in implementation of international projects; 

 preparation and agreement with the Head of IRO the interim and final 

reports on international projects. 

 

2.3. Other tasks and responsibilities: 

 participation in the development of cooperation agreements, study 

programs and collaborative projects with international partners; 

 providing support in the organization of international scientific 

conferences, symposiums, colloquiums and exhibitions at the academy; 

 organization of visits of foreign delegations to NMAU; 

 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; 

 keeping records and collecting statistics on the international activities; 

 monitoring the content and providing propositions for the improvement 

of the English version the academy’s website; 

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

 

 

3. Rights 

 to obtain complete social security established by law; 

 to have appropriate conditions needed for the performance of work 

duties including obtaining of necessary equipment and means; 

 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; 

 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 

 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; 

 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 
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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 

 

 translation of the official documents and correspondence within international 

activities of the academy; 

 providing translation during the official meeting and negotiations with 

foreign partners; 

 review and editing of the translations performed by other academy staff (by 

the order of the Head of International relations Office); 

 written and oral translations ensuring exact conformity of the translated 

materials to lexical, stylistic and semantic content of the original texts; 

 participation in the compilation of thematic reviews of the foreign  materials; 

 linguistic support and participation in the implementation of international 

projects; 

 providing consultancy services for staff, postgraduates and students about 

possibilities and means to increase the knowledge of foreign languages; 

 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; 

 to have appropriate conditions needed for the performance of work duties 

including obtaining of necessary equipment and means; 

 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; 

 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 

 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; 

 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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