JD of Department Chief of Management Department

The Teaching Department Chief at Gurukul Baylor Campus (GBC) is responsible for overseeing
and managing the academic aspects of the Bachelor of Business Studies (BBS) program
affiliated with Tribhuvan University, Nepal. This role involves providing leadership, guidance,
and support to faculty members, ensuring the quality of teaching, and fostering an environment
that enhances student learning and academic excellence.

The Teaching Department Chief plays a critical role in ensuring the academic quality and success
of the BBS program at GBC. This position requires a dynamic and dedicated educational leader
who can drive continuous improvement and provide effective academic leadership.

Key Responsibilities:

1.

10.

11.

Academic Leadership: Provide visionary leadership for the BBS Teaching Department and
ensure alignment with the institution's mission and educational objectives.

Curriculum Management: Review, and provide suggestion about BBS curriculum by
conducting meeting of faculty members.

Faculty Supervision: Supervise, mentor, and evaluate faculty members within the BBS
program, promoting their professional development and academic excellence.

Teaching Quality Assurance: Implement strategies to maintain and improve teaching quality,
including classroom observation, feedback, and assessment.

Student Support: Collaborate with student affairs to provide academic support and guidance
to BBS students, addressing academic concerns and promoting student success.

Assessment and Evaluation: Implement a robust internal assessment and evaluation of the
students.

Data Analysis: Suggest to campus chief about academic data and assessment results to make
data-informed decisions, identify areas for improvement, and enhance academic performance.

Research and Development: Encourage faculty members for the engagement in research and
scholarly activities and support the development of research initiatives within the department.

Stakeholder Engagement: Foster positive relationships with students, faculty members,
parents, and the concerned seniors and actively engage with stakeholders to gather feedback
and address concerns.

Resource Allocation: Collaborate with the administration to allocate resources effectively,
including faculty support, classroom facilities, and educational materials.

Policy Development: Recommend academic policies, guidelines, and procedures related to
BBS programs to the campus chief and apply all department operations as suggested by the
campus chief.



Job Description of Teaching Faculties (BBS Teacher)

Job Summary:

The BBS Teacher at Gurukul Baylor Campus (GBC) is responsible for delivering high-quality
instruction in the Bachelor of Business Studies (BBS) program affiliated with Tribhuvan
University, Nepal. This role includes developing and delivering course content, engaging
students, and incorporating technology and the internet into the teaching process.

Key Responsibilities:
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Course Delivery: You have to develop and deliver effective lectures, by arranging student
seminars, and workshops for your teaching courses and collect students' suggestions about the
curriculum and learning outcomes of curriculum of your teaching subjects.

Student Engagement: You have to create a positive and interactive learning environment that
fosters student engagement, participation, and critical thinking.

Curriculum Development: You have to contribute to the development and updating of
course materials, syllabi, and curriculum to reflect the proper academic standards.
Technology Integration: You have to utilize technology and the internet to enhance the
teaching and learning process. Incorporate IT tools, online resources, and interactive
platforms in at least 20% of class activities.

Assessment and Evaluation: You have to develop and administer assessments, quizzes, and
examinations to evaluate student performance and provide timely feedback.

Individual Support: You have to provide academic guidance, support, and mentoring to
students, addressing their academic needs and concerns.

Data Collection and Analysis: You have to collect data related to student performance and
engagement and use data analysis to make data-informed teaching decisions.

Continuous Professional Development: You have to stay current with industry trends,
teaching methodologies, and technology in education. Attend workshops and training to
improve teaching skills.

Collaboration: You have to collaborate with fellow faculty members, department colleagues,
and the teaching department chief to enhance the quality of education.

Research and Scholarship: You have to engage in research activities and contribute to
scholarly work in the field of business studies. Share research findings with colleagues and
students.

IT and Internet Literacy: You have to stay updated with IT and internet tools and resources
that can benefit the teaching and learning process. Actively integrate these tools into the
classroom.

Policy Adherence: You have to ensure compliance with academic policies and guidelines set
by the campus administration.

Stakeholder Engagement: You have to maintain open communication with students, parents,
and stakeholders, addressing concerns and providing updates on academic progress.

Report to Seniors: Keeping in mind the importance and necessity, you have to report your
achievements and problems to your seniors like department chief, assistant campus chief,
campus chief or the CMC.



Terms of Reference: Librarian and Exam Head
1. Librarian Responsibilities:
a. Library Management:
« Organize and maintain the library collection, ensuring books and resources are cataloged
and easily accessible.
o Oversee the circulation of library materials, including check-in, check-out, and renewal
processes.
o Collaborate with teaching staff to identify and acquire relevant educational resources.
e Ensure the library space is conducive to study and research.
b. Multimedia Resource Management:
e Manage multimedia resources, including digital databases, e-books, and audiovisual

materials.

e Assist students and staff in utilizing multimedia resources for research and learning
purposes.

« Stay informed about emerging technologies and multimedia tools relevant to the library's
mission.

c. User Assistance:
e Provide assistance to students and staff in locating and using library resources.
e Conduct library orientations and workshops to promote information literacy.
o Address inquiries and provide support for research and academic projects.
d. Record Keeping:
o Maintain accurate records of library holdings, transactions, and user statistics.
o Prepare reports on library usage and resource availability.
2. Exam Head Responsibilities:
a. Exam Coordination:
o Plan and coordinate all aspects of examinations, including scheduling, room assignments,
and logistics.
o Collaborate with faculty to ensure the timely creation and distribution of examination
materials.
e Oversee the secure storage and distribution of exam papers.
o Collect questions from the faculty members on time, and make necessary preparations
including question print, invigilation schedule and proper information to the students.
b. Exam Administration:
e Supervise exam sessions to ensure a fair and controlled environment.
« Coordinate with invigilators and support staff to implement examination procedures.
e Address any issues or irregularities that may arise during examinations.
c. Results Management:
o Collect and organize exam answer scripts and coordinate with the grading team.
e Ensure the timely and accurate release of examination results.
e Maintain confidentiality and security of exam-related information.
Office Hours:
e 6:00 amto 1:00 pm, [Sunday to Friday]



Terms of Reference: Security Guard
Roles and Responsibilities:
1. Security Monitoring:
o Conduct regular patrols of the campus premises to ensure a secure and safe environment.
e Report any suspicious activities or incidents to the concerned authorities.
2. Access Control:
o Control access to the campus by ensuring that only authorized individuals enter the
premises.
« Verify the identity of visitors, staff, and students before granting access.
e Issue visitor passes and maintain a log of individuals entering and leaving the campus.
3. Emergency Response:
e Respond promptly to emergencies, including fires, medical incidents, and security
breaches.
o Follow established emergency response procedures and coordinate with emergency
services when necessary.
o Participate in regular emergency drills to ensure preparedness.
4. Crowd Control:
e Manage crowd control during events, examinations, and other gatherings.
o Ensure that students, staff, and visitors adhere to campus rules and regulations.
o Collaborate with event organizers and other staff to maintain order and safety.
5. Reporting and Documentation:
« Maintain accurate records of security-related incidents and activities.
o Prepare daily security reports and submit them to the relevant authorities.
e Collaborate with the administrative team to address security concerns and implement
improvements.
6. Surveillance and Inspection:
« Conduct routine inspections of campus facilities to identify and address potential security
risks.
« Ensure that all security equipment, such as cameras and alarms, is in working order.
« Report any maintenance or repair needs related to security infrastructure.
7. Office Hours:
e Security presence required 24 hours in all 7 days a week.



Terms of Reference: Cashier
Roles and Responsibilities:
1. Financial Transaction Processing:
e Receive payments from students, staff, and other stakeholders for various campus-related
fees, tuition, and services.
o Accurately process cash, checks, credit/debit card transactions, and issue receipts.
« Maintain proper accounting records for all financial transactions.
2. Cash Management:
e Ensure the secure handling and storage of cash.
e Reconcile daily cash transactions and prepare reports for financial record-keeping.
« Manage the cash drawer and maintain appropriate change levels.
3. Fee Collection:
e Provide information to students and parents regarding fee structures, due dates, and
payment options.
o Collaborate with the administrative team to address inquiries and resolve payment-related
issues.
e Monitor and follow up on overdue payments.
4. Record Keeping:
« Maintain accurate and up-to-date records of financial transactions.
o Prepare and submit regular reports to the finance department.
o Assist in the preparation of financial statements as required.
5. Proper Service:
o Provide excellent service to students, staff, and other individuals making payments.
o Address inquiries related to fees, charges, and financial matters.
o Collaborate with other departments to ensure seamless financial transactions.
6. Compliance:
o Ensure compliance with financial policies, procedures, and relevant regulations.
o Collaborate with auditors during financial audits.
« Participate in training and development programs to stay informed about financial best
practices.
7. Office Hours:
« your office hour is from 6:00 am to 1:00 pm.



Terms of Reference: IT Assistant
Roles and Responsibilities:
1. Technical Support:
o Provide technical support to staff and students for computer-related issues.
e Troubleshoot hardware and software problems and resolve them in a timely manner.
« Maintain and repair computers, printers, and other IT equipment.
2. Multimedia Lab Management:
o Oversee the maintenance and operation of the multimedia lab.
o Ensure that all multimedia equipment, including projectors and audiovisual systems, are
in working condition.
e Assist in setting up multimedia equipment for presentations and events.
3. CCTV and Security System Maintenance:
e Monitor and maintain the CCTV and security systems.
e Conduct regular checks to ensure the proper functioning of cameras and related
equipment.
o Collaborate with the security team to address any issues with the security systems.
4. User Training:
e Provide training and support to new staff and students on computer usage and basic
troubleshooting.
5. Software Installation and Updates:
« Install and configure necessary software applications on computers.
o Ensure that all software is up-to-date and perform regular updates.
o Collaborate with vendors for software-related support.
6. Coordination with Service Providers:
o Act as the point of contact with external computer service providers for major IT issues.
o Coordinate with vendors for repairs, maintenance, and procurement of IT equipment and
services.
7. Documentation:
« Maintain accurate records of IT equipment, repairs, and software licenses.
o Prepare reports on IT-related activities and submit them to the IT Manager.
e Document standard operating procedures for common IT tasks.
8. Further Requirements:
o Develop strong problem-solving skills and attention to detail.
« Develop excellent communication and interpersonal skills.
o Develop ability to work independently and as part of a team.
« Develop willingness to work during non-standard hours as needed.
9. Office Hours:
e 6:00 amto 1:00 pm, [Days of the week]



Terms of Reference: Receptionist
1. Front Desk Operations:
o Greet visitors, students, and staff in a professional and welcoming manner.
o Manage the front desk and serve as the first point of contact for inquiries.
2. Telephone and Email Communication:
o Answer and direct incoming calls to the appropriate personnel.
e Respond to email inquiries and forward messages to relevant staff members.
3. Visitor Assistance:
e Assist visitors with general information, directions, and inquiries about campus facilities.
o Issue visitor passes and ensure compliance with security protocols.
4. Administrative Support:
« Provide administrative support, including photocopying, scanning, and filing documents.
o Assist with data entry tasks and maintain accurate records.
5. Mail and Package Handling:
e Receive and distribute incoming mail and packages.
o Prepare outgoing mail and coordinate with courier services as needed.
6. Coordination with Departments:
o Collaborate with various departments to facilitate smooth communication and operations.
e Relay important information to relevant staff members in a timely manner.
7. Maintain Reception Area:
o Ensure the reception area is clean, organized, and presentable.
o Manage the distribution of promotional materials and informational brochures.
8. Requirements:
o Develop excellent verbal and written communication skills.
o Develop strong interpersonal skills and the ability to work with diverse groups of people.
o Develop ability to handle multiple tasks simultaneously and prioritize effectively.
o Develop professional appearance and demeanor.
9. Office Hours:
e [6:00 am to 1:00 pm, Sunday to Friday]



Terms of Reference: Driver
1. Student Transportation:
o Safely transport students to and from the campus according to the designated route.
o Ensure all students are picked up and dropped off on time, maintaining punctuality.
2. Vehicle Maintenance:
e Conduct pre-trip and post-trip inspections of the vehicle to ensure it is in good working
condition.
e Report any mechanical issues or concerns promptly to the designated supervisor.
3. Route Planning:
o Familiarize yourself with the designated routes and make adjustments as needed to
optimize efficiency.
« Plan routes that prioritize the safety and convenience of students.
4. Adherence to Traffic Rules:
« Follow all traffic rules and regulations during transportation.
« Maintain a safe driving environment for students and adhere to speed limits.
5. Emergency Preparedness:
o Be prepared to handle emergency situations, such as accidents or breakdowns.
o Implement emergency procedures and protocols to ensure the safety of students.
6. Conduct with Students:
« Maintain a professional and courteous demeanor when interacting with students.
o Ensure a respectful and disciplined atmosphere within the vehicle.
7. Communication:
o Communicate effectively with school staff, parents, and students regarding transportation
matters.
e Report any incidents, delays, or concerns to the relevant authorities promptly.
8. Record Keeping:
o Maintain accurate records of daily trips, fuel consumption, and vehicle maintenance.
e Submit regular reports to the transportation coordinator as required.
9. Office Hours:
e Morning Shift: The students have to be taken to campus by 6:00 am and they have to be
taken from campus at 9:45 am



Terms of Reference: Helper (Bus Assistant)
1. Bus Support:
e Assist the driver during student pick-up and drop-off, ensuring a smooth and safe
process.
o Help students board and disembark from the bus, ensuring their safety and well-being.
e Manage the orderly conduct of students during transit.
2. Campus Support:
e Work as a support staff member on campus from 6:30 am to 9:30 am.
e Assist in various tasks such as setting up classrooms, arranging furniture, or supporting
other campus activities as needed.
3. Cleaning Duties:
e Clean the bus interior daily, including sweeping, mopping, and maintaining cleanliness
standards.
o Ensure that the bus is free from debris and hazards before and after each trip.
4. Emergency Preparedness:
« Be familiar with emergency procedures and protocols during bus transportation.
e Assist in implementing emergency measures when necessary.
5. Communication:
o Communicate effectively with the driver, students, and school staff during bus trips.
e Report any incidents, student behavior concerns, or maintenance issues to the relevant
authorities.
6. Student Supervision:
e Supervise students on the bus to maintain discipline and a safe environment.
e Collaborate with the driver in addressing any behavioral issues that may arise during
transportation.
7. Record Keeping:
e Maintain records of daily bus cleaning activities and report any maintenance needs
promptly.
e Assist in maintaining accurate attendance records for students during bus trips.
8. Other Requirements:
e Ability to work from 6:30 am to 9:30 am on campus and additional hours as needed for
bus-related duties.
« Physical fitness and ability to perform cleaning tasks.
e Good communication and interpersonal skills.
9. Office Hours:
e Campus Support: 6:30 am to 9:30 am
o Bus-related duties as needed



Job Description: Cleaner
Job Overview: The primary responsibility of a cleaner is to maintain cleanliness and hygiene
standards across the campus premises, creating a safe and welcoming environment for students,
staff, and visitors.
Responsibilities:
1. General Cleaning:
e Perform routine cleaning tasks such as sweeping, mopping, and vacuuming in
classrooms, hallways, and common areas.
« Dust and wipe surfaces to maintain a tidy and presentable appearance.
2. Waste Management:
« Empty trash bins and dispose of waste in designated areas.
« Sort and recycle materials according to campus recycling policies.
3. Restroom Maintenance:
« Clean and sanitize restroom facilities regularly, ensuring a hygienic environment.
o Restock paper towels, toilet paper, and soap as needed.
4. Floor Care:
« Maintain and care for various types of flooring, including carpets and hard surfaces.
o Use appropriate cleaning agents and equipment for different floor types.
5. Window and Glass Cleaning:
o Clean windows, glass surfaces, and mirrors to ensure a clear and streak-free appearance.
e Remove fingerprints and smudges to maintain a professional look.
6. Outdoor Maintenance:
o Sweep and clean outdoor areas, including entranceways and pathways.
o Assist in maintaining the cleanliness of parking lots and outdoor recreational spaces.
7. Special Events Support:
e Collaborate with the events team to provide cleaning support during special campus
events.
« Ensure that facilities are clean and well-maintained for events and activities.
8. Reporting Maintenance Issues:
e Report any maintenance issues or repair needs to the appropriate authorities.
e Assist in monitoring and maintaining inventory of cleaning supplies.
10. Other Requirements:
« Physical fitness and ability to perform cleaning tasks.
« Attention to detail and a commitment to maintaining cleanliness standards.
o Ability to work independently and collaboratively with other cleaning staff.
11. Working Hours:
e 6:00 am to 1:00 pm, Sunday to Friday
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