Ministry of Health of the Russian Federation
Federal State-Funded Educational Institution of Higher Education

"Siberian State Medical University"

of the Ministry of Health of the Russian Federation

APPROVED BY

Position 
__________  Full name

__________ 20___

JOB DESCRIPTION
Tomsk
Job position
Unit title  

GENERAL TERMS AND CONDITIONS
Job position _________ at the Federal State-Funded Educational Institution of Higher Education "Siberian State Medical University" of the Ministry of Health of the Russian Federation (hereinafter – "the University") is considered to be _____________________(teaching, administrative, scientific, assisting personnel, etc.).

Requirements for the applicant: _________ (higher, secondary special education, D.M.Sc. or C.M.Sc. degree, etc.) and job experience over ____ years.

Appointment at the position of _______ and dismissal is approved by the Order of the University's Rector (Vice-Rector, Chief Physician), primarily initiated by the _____________ (Vice-Rector, Dean, Head of the Department, etc.). 
(The appointment at the position of assistant, senior lecturer, associate professor, professor, head of the division, dean is approved under a five-year employment contract after the election procedure). 
__________ (position) is administrated by __________(Vice-Rector, Dean, Chief Physician, etc).

During periods of absence (vacation, sick leave, business trip, etc.) his/her responsibilities to be taken by _________ (position), temporary accepting equal rights and responsibilities.

                       (position) substituting the other responsibilities is to be coordinated in accordance with the Substitution job description.
___________ (position) must comply with the legislation of the Russian Federation (Federal Constitution, federal and local laws, Government decrees,  ministry and department orders – i. e. ...), Rector’s orders, Vice-Rector’s and Dean’s (etc.) instructions and regulations, collective agreements, job regulations, orders of the (name of the department/office), employment agreements and this job description.

DUTIES
The employee is obliged to:

Develope ….. (plans, agreement drafts, curricula, educational programs, job descriptions for the subordinates, etc.)

Implement …..

Teach ….

Conduct research …

Coordinate (practictical trainings, research trials)
 Draw up agreement drafts…
 Make suggestions …

 Participate in (events)…
 Provide the employees executing their duties in compliance with the actual … legislation (in the field of …)

Coordinate and control the employees executing their duties
Be representative of the University  at ...
Analyze
Compile
Verify
 Approve
 Submit (reports, acts…) to …. (list departments of the University and  other organisations).

 At dean’s / head of department’s  absence have his/her duties.
RIGHTS

The employee has the following rights to:

Read (administrative resolution drafts), participate in discussions and propose a solution concerning his/her duties.  
Make an enquiry from the department heads (about information, documents, etc., discussed with the Vice-Rector___, Dean_____, Head of the Department) concerning his/her duties.

Attend (lessons, meetings, etc.)
Require reports and acts from ____

Set assignment to subordinates concerning their duties.  
Initiate …. (proposals, drafts of orders and regulations, etc.) at the meetings with the superiors 

Hold meetings with the employees to discuss ….

Issue orders concerning …..

Do his/her correspondence other organisations  concerning …

Improve his/her qualifications.
Appeal against the University administrative orders and resolutions in compliance with the legislation of the Russian Federation.

RESPONSIBILITIES
The employee is responsible for:

Improper performance of his/her duties, provided by this job description and the employment agreement approved in compliance with the labour legislation of the Russian Federation.

The offence and crimes committed at his/her duties performance in compliance with the actual administrative, penal and civil legislation of the Russian Federation.

Causing damages in compliance with the actual labour and civil legislation of the Russian Federation.

Violating labour ethics regulations, fire-safety and general safety requirements regulations, established at the University.  

Revealing state, commercial and other protected by the law secrets in compliance with the legislation of the Russian Federation.

Head’s title 

(Vice-Rector, Dean, Head of Department)  

Signature            _______ (date) Full name
I have read, agreed with and received 


Signature              _______ (date) Full name 

the job description
