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‘ Procedures Name: ‘ On-Campus Employment Procedure

=  Procedures Information:

Code: PRO 16 SDG 1 P5 N 3
Issue date: 2018

Revision, Date: V04, 2024

Evaluation Frequency: Yearly

Level of Confidentiality: Public

Pages: 2

Procedure Approved Date: 22 Feb 2018

Decision of the Deans Council: | 24 July 2018/2019

= Responsibilities and implementation:

Follow-up, review and Strategies and Policies Committee, Sustainability and
development: Ranking Office

Accreditation: Human Resources and Institutional Development Unit
Application (scope): Current students and alumni seeking job opportunities

within the university

* Procedure Steps:

# Step

1. Announcing Job Opportunities:

« Advertise available positions within the university through:
o University email system
o Noticeboards
o University online platform

2. Application and Registration:
o Complete the on-campus employment application form through the
university’s website or student affairs department
e Submit the required documents:
o Curriculum vitae (CV)
o Academic transcript
o Any additional certificates or skills

3. [JEvaluation and Interview:
o Form a specialised committee to evaluate applications based on:
o Academic record
o Relevant skills and experience
o Conduct personal interviews to assess candidates
4. Announcing Results:
« Send acceptance or rejection notifications via email or text messages
e Provide feedback on strengths and weaknesses upon the applicant's
request

5. Employment and Orientation:
e Sign a temporary employment contract that includes:
o Job description
o Duration of employment
o Payment terms and benefits
« Organise an orientation session for new employees covering:
o Introduction to the university and its departments
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o Explanation of duties and responsibilities

6. Performance Monitoring:
e Monitor employee performance through periodic evaluations
o Provide guidance and support to improve performance if necessary

7. Terminating Employment:
o Issue a certificate of experience upon completion of employment
e Conduct an exit interview to document the employee’s experience

= Related Forms:

# Form Name

On-Campus Employment Application Form
Application Evaluation Form

Employment Contract Form

Performance Monitoring Form

Exit Interview Form
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