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Duties & Responsibilities 
 

The Afro-CEO and Deputy Afro-CEO shall confine their functions as shortlisted below. Therefore, 

all the staff are hereby informed by these functions. 

 

(A) Chief Executive Officer (CEO) of CIU 

1. Provide strategic leadership:  

The CEO is responsible for setting the overall strategic direction of CIU, establishing 

goals, and ensuring that the university operates in alignment with its mission and vision. 

 

2. Oversee operations:  

The CEO oversees all aspects of the university's operations, including academic pro-

grams, administrative functions, financial management, and student services. 

 

3. Develop policies and procedures:  

The CEO develops and implements policies and procedures that govern the university's 

operations, ensuring compliance with legal and regulatory requirements. 

 

4. Foster collaboration:  

The CEO fosters collaboration among different departments and campuses of CIU, pro-

moting a cooperative and productive working environment. 

 

5. Manage faculty and staff:  

The CEO is responsible for recruiting, hiring, and managing a qualified faculty and staff 

team, providing leadership and support to ensure their professional growth and devel-

opment. 

 

6. Financial management:  

The CEO oversees the university's budget and financial resources, ensuring sound finan-

cial management and sustainability. 

 

7. Stakeholder engagement:  

The CEO represents CIU and engages with various stakeholders, including government 

officials, industry partners, donors, and community leaders, to build relationships and 

promote the university's interests. 

 

8. External partnerships:  

The CEO establishes and maintains strategic partnerships with other educational institu-

tions, organizations, and businesses to enhance academic programs, research collabora-

tions, and student opportunities. 
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9. Fundraising and development:  

The CEO leads efforts to secure funding and donations for CIU through fundraising ini-

tiatives, grant applications, and cultivating relationships with potential donors. 

 

10. Quality assurance:  

The CEO ensures the quality of education and academic programs offered by CIU, im-

plementing measures to assess and improve teaching and learning outcomes. 

 

11. Promote research and innovation:  

The CEO encourages research and innovation within CIU, supporting faculty and students 

in their research endeavors and fostering a culture of intellectual curiosity. 

 

12. Student recruitment and retention:  

The CEO develops strategies for attracting and retaining a diverse and talented student 

body, implementing marketing and enrollment initiatives to achieve enrollment targets. 

 

13. Alumni relations:  

The CEO maintains strong relationships with CIU alumni, promoting alumni engagement 

and involvement in the university's activities and initiatives. 

 

14. Public relations and communication:  

The CEO serves as the public face of CIU, representing the university in media interac-

tions, public events, and communications with the broader community. 

 

15. Strategic planning:  

The CEO leads the development and implementation of long-term strategic plans for 

CIU, identifying opportunities for growth and expansion. 

 

16. Crisis management:  

The CEO is responsible for managing crises or emergencies that may arise within CIU, 

implementing appropriate protocols and ensuring the safety and well-being of students, 

faculty, and staff. 

 

17. Regulatory compliance:  

The CEO ensures compliance with relevant laws, regulations, and accreditation require-

ments, maintaining appropriate documentation and reporting systems. 
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18. Continuous improvement:  

The CEO fosters a culture of continuous improvement within CIU, encouraging innova-

tion, efficiency, and effectiveness in all aspects of university operations. 

 

19. Board of Directors interaction:  

The CEO interacts with the CIU Board of Directors, providing regular updates, seeking 

guidance and support, and implementing board-approved policies and decisions. 

 

20. Visionary leadership:  

The CEO provides visionary leadership for CIU, inspiring and motivating faculty, staff, and 

students to achieve excellence and fulfill the university's mission. 

 

21. And more that may be found fit to action! 

 

(B) Deputy Chief Executive Officer (CEO) of CIU: 

1. Support the CEO:  

The Deputy CEO assists the CEO in carrying out their responsibilities and provides sup-

port in various areas, including strategic planning, operations, and decision-making. 

 

2. Oversee specific departments:  

The Deputy CEO may be assigned to oversee specific departments or areas within CIU, 

ensuring their efficient functioning and alignment with the university's goals. 

 

3. Collaborate with department heads:  

The Deputy CEO works closely with department heads to coordinate activities, resolve 

issues, and ensure effective communication and collaboration across departments. 

 

4. Manage projects:  

The Deputy CEO may be responsible for managing specific projects or initiatives within 

CIU, overseeing their planning, execution, and evaluation. 

 

5. Budgeting and financial management:  

The Deputy CEO assists the CEO in budgeting and financial management tasks, providing 

input and analysis to support decision-making. 

 

6. Interim leadership:  

In the absence of the CEO, the Deputy CEO may assume interim leadership responsibili-

ties, ensuring continuity of operations and decision-making. 
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7. Staff supervision:  

The Deputy CEO may be involved in supervising staff members, providing guidance, sup-

port, and performance feedback to promote their professional development. 

 

8. Strategic partnerships:  

The Deputy CEO may be involved in developing and maintaining strategic partnerships 

on behalf of CIU, collaborating with external organizations and stakeholders. 

 

9. Policy development:  

The Deputy CEO participates in the development and implementation of policies and 

procedures within CIU, ensuring their consistency and effectiveness. 

 

10. Stakeholder engagement:  

The Deputy CEO engages with various stakeholders, representing CIU in meetings, 

events, and interactions to build relationships and promote the university's interests. 

 

11. Academic program assessment:  

The Deputy CEO may be involved in assessing the quality and relevance of academic 

programs, collaborating with faculty and department heads to identify areas for im-

provement. 

 

12. Student support:  

The Deputy CEO supports student success initiatives, working closely with student ser-

vices and other departments to enhance the overall student experience. 

 

13. Internal communications:  

The Deputy CEO assists in ensuring effective internal communication within CIU, dissem-

inating information, and fostering a culture of transparency and collaboration. 

 

14. Crisis management support:  

The Deputy CEO provides support to the CEO in managing crises or emergencies, helping 

coordinate response efforts and ensuring the well-being of the CIU community. 

 

15. Board of Directors interaction:  

The Deputy CEO may interact with the CIU Board of Directors, providing updates, reports, 

and supporting board-related activities as delegated by the CEO. 

 

16. Continuous improvement initiatives:  

The Deputy CEO contributes to continuous improvement efforts within CIU, identifying 

opportunities for operational enhancement and efficiency. 
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17. Compliance monitoring:  

The Deputy CEO assists in monitoring regulatory compliance within CIU, ensuring adher-

ence to relevant laws, regulations, and accreditation standards. 

 

18. Staff development:  

The Deputy CEO supports the professional development of staff members within CIU, 

providing guidance, mentorship, and training opportunities. 

 

19. Data analysis and reporting:  

The Deputy CEO may be involved in data analysis and reporting activities, supporting 

evidence-based decision-making and accountability. 

 

20. Collaborative leadership:  

The Deputy CEO exhibits collaborative leadership, fostering a positive and inclusive work 

culture that encourages teamwork, creativity, and continuous learning. 

 

21. And more that may be found fit to action! 

 

 

 

 

 

 

 

Expanded Notes On Duties And Responsibilities 

 
 

Updated: At CIU Germany HQ, 02.07.2023 

 

 
Dear Afro-CEO and Deputy Afro-CEO 

 

Below are the expanded and explained duties and responsibilities. 

 

 

(A) Chief Executive Officer (CEO) of CIU: 

1. Provide strategic leadership:  
The CEO sets the overall strategic direction of CIU by developing a clear vision and 
mission for the university.  
 



This involves identifying key goals and objectives, establishing priorities, and defining 
strategies to achieve them. The CEO should engage stakeholders, including faculty, 
staff, students, and external partners, to ensure broad input and consensus on the stra-
tegic direction. 
 
 

2. Oversee operations:  
The CEO has a comprehensive oversight role, ensuring that all aspects of the universi-
ty's operations run smoothly.  
 
This includes overseeing academic programs, administrative functions, financial man-
agement, and student services. The CEO should establish clear reporting lines, delegate 
responsibilities as necessary, and regularly review performance to ensure effective op-
erations across the institution. 
 

3. Develop policies and procedures:  
The CEO is responsible for developing and implementing policies and procedures that 
govern the university's operations.  
 
This involves identifying legal and regulatory requirements, consulting with relevant 
stakeholders, and establishing clear guidelines and protocols. The CEO should ensure 
that policies are communicated effectively, understood by all stakeholders, and consist-
ently enforced. 
 

4. Foster collaboration:  
The CEO plays a critical role in fostering collaboration and cooperation among different 
departments and campuses within CIU.  
 
This includes promoting a culture of teamwork, facilitating effective communication chan-
nels, and creating opportunities for cross-departmental initiatives. The CEO should en-
courage the sharing of ideas, resources, and best practices to maximize synergies and 
improve overall organizational effectiveness. 
 

5. Manage faculty and staff:  
The CEO is responsible for building and managing a talented and motivated faculty and 
staff team.  
 
This involves recruiting and hiring qualified individuals, providing ongoing support and 
professional development opportunities, and fostering a positive work environment. The 
CEO should establish clear performance expectations, provide regular feedback, and 
recognize and reward exceptional performance. 
 

6. Financial management:  
The CEO has overall responsibility for the university's financial management.  
 
This includes developing and overseeing the annual budget, monitoring financial perfor-
mance, and ensuring fiscal responsibility. The CEO should work closely with the finance 
department and other stakeholders to establish financial controls, identify potential rev-
enue streams, and manage expenses to ensure the financial sustainability of CIU. 

 
7. Stakeholder engagement:  



As the face of CIU, the CEO represents the university and engages with various stake-
holders, including government officials, industry partners, donors, alumni, and commu-
nity leaders. The CEO should cultivate and maintain strong relationships by attending 
relevant events, participating in community initiatives, and advocating for the university's 
interests. Effective stakeholder engagement helps build support, foster collaborations, 
and enhance CIU's reputation. 
 

8. External partnerships:  
The CEO is responsible for establishing and maintaining strategic partnerships with 
other educational institutions, organizations, and businesses.  
 
This involves identifying opportunities for collaboration, negotiating agreements, and 
managing ongoing relationships. The CEO should actively seek partnerships that align 
with CIU's mission and goals, leveraging these collaborations to enhance academic pro-
grams, research opportunities, and student experiences. 
 
 

9. Fundraising and development:  
The CEO plays a key role in securing funding and resources for CIU.  
 
This includes developing and implementing fundraising strategies, cultivating relation-
ships with potential donors, and overseeing grant applications. The CEO should engage 
with alumni, philanthropic organizations, and government agencies to solicit financial 
support and secure resources for scholarships, infrastructure development, research 
projects, and other university initiatives. 
 

10. Quality assurance:  
The CEO ensures the quality of education and academic programs offered by CIU.  
 
This involves implementing robust quality assurance mechanisms, including regular pro-
gram evaluations, accreditation processes, and student feedback mechanisms. The 
CEO should work closely with academic leaders, faculty, and relevant committees to 
identify areas for improvement, promote innovative teaching methods, and ensure that 
CIU maintains high academic standards. 
 

11. Promote research and innovation:  
The CEO fosters a culture of research and innovation within CIU.  
 
This includes supporting faculty and students in their research endeavors, allocating re-
sources for research activities, and promoting interdisciplinary collaboration. The CEO 
should encourage the dissemination of research findings, facilitate external research 
partnerships, and advocate for policies that support research excellence. 
 

12. Student recruitment and retention:  
The CEO is responsible for developing strategies to attract and retain a diverse and 
talented student body.  
 
This involves developing marketing and enrollment initiatives, establishing strong rela-
tionships with high schools and educational institutions, and leveraging technology and 
social media platforms for effective outreach. The CEO should also focus on enhancing 
student support services, promoting student success initiatives, and creating a positive 
campus culture that fosters student engagement and satisfaction. 



 
 
 
 

13. Alumni relations:  
The CEO maintains strong relationships with CIU alumni, recognizing their contributions, 
and engaging them in the university's activities and initiatives.  
 
This involves organizing alumni events, creating networking opportunities, and providing 
platforms for alumni to give back to CIU through mentoring, guest lectures, or philan-
thropic support. The CEO should establish effective alumni communication channels and 
leverage the alumni network to enhance CIU's reputation and support its strategic goals. 
 

14. Public relations and communication:  
As the public face of CIU, the CEO represents the university in media interactions, public 
events, and communications with the broader community.  
 
The CEO should develop and implement a comprehensive communication strategy that 
highlights CIU's achievements, shares news and updates, and manages crisis commu-
nications effectively. Strong public relations and communication help build and maintain 
a positive image of CIU among stakeholders, including the media, local communities, 
and the general public. 
 

15. Strategic planning:  
The CEO leads the development and implementation of long-term strategic plans for 
CIU.  
 
This involves conducting environmental scans, analyzing trends in higher education, and 
identifying opportunities for growth and innovation. The CEO should engage stakehold-
ers in the strategic planning process, set measurable objectives, and establish perfor-
mance indicators to track progress. Regular review and adjustment of strategic plans 
ensure CIU's adaptability and continued relevance in a dynamic educational landscape. 
 

16. Crisis management:  
The CEO is responsible for managing crises or emergencies that may arise within CIU.  
 
This includes establishing crisis management protocols, ensuring the safety and well-
being of the university community, and effectively communicating with stakeholders. The 
CEO should work closely with relevant departments, such as security, student services, 
and communications, to develop emergency response plans, conduct drills, and coordi-
nate response efforts during crises to minimize disruptions and protect the interests of 
CIU and its stakeholders. 
 

17. Regulatory compliance:  
The CEO ensures that CIU complies with relevant laws, regulations, and accreditation 
requirements.  
 
This involves staying updated on changes in regulations, maintaining appropriate docu-
mentation and reporting systems, and overseeing internal audits and compliance 
checks. The CEO should collaborate with legal counsel and relevant departments to 
address compliance issues, implement corrective actions when necessary, and proac-
tively identify areas for improvement to maintain CIU's reputation and standing. 



 
18. Continuous improvement:  

The CEO fosters a culture of continuous improvement within CIU, encouraging innova-
tion, efficiency, and effectiveness in all aspects of university operations.  
 
This involves establishing mechanisms for gathering feedback, analyzing data, and 
benchmarking against industry best practices. The CEO should empower faculty, staff, 
and students to contribute ideas and initiatives for improvement, and provide resources 
and support for implementing innovative solutions that enhance the overall learning and 
working environment at CIU. 
 

19. Board of Directors interaction:  
The CEO interacts with the CIU Board of Directors, providing regular updates, seeking 
guidance and support, and implementing board-approved policies and decisions.  
 
This involves preparing board meeting materials, presenting reports and recommenda-
tions, and collaborating with board members to align strategic goals and governance 
processes. The CEO should maintain open and transparent communication with the 
board, ensuring effective collaboration and mutual understanding to support CIU's long-
term success. 

 
 

20. Visionary leadership:  
The CEO provides visionary leadership for CIU, inspiring and motivating faculty, staff, 
and students to achieve excellence and fulfill the university's mission. This involves ar-
ticulating a compelling vision for CIU's future, promoting a shared sense of purpose, and 
fostering a positive and inclusive organizational culture. The CEO should lead by exam-
ple, demonstrate integrity and ethical conduct, and encourage innovation, creativity, and 
diversity of thought to drive CIU's success as a leading educational institution. 

 
 

 
Deputy Chief Executive Officer (CEO) of CIU 

 
1. Support the CEO:  

The Deputy CEO assists the CEO in carrying out their responsibilities and provides sup-
port in various areas, including strategic planning, operations, and decision-making.  
 
This involves understanding the CEO's vision and priorities, actively seeking ways to 
assist and contribute, and aligning actions with the CEO's strategic direction. 
 

2. Oversee specific departments:  
The Deputy CEO may be assigned to oversee specific departments or areas within CIU.  
 
To execute this duty effectively, the Deputy CEO should establish regular communica-
tion channels with department heads, understand their goals and challenges, and pro-
vide guidance and resources to ensure the departments operate efficiently and in align-
ment with the university's overall objectives. 
 
 
 
 



 
 

3. Collaborate with department heads:  
The Deputy CEO works closely with department heads to coordinate activities, resolve 
issues, and ensure effective communication and collaboration across departments.  
 
This includes facilitating regular departmental meetings, fostering a cooperative and in-
clusive environment, and encouraging interdepartmental initiatives that promote synergy 
and shared goals. 
 

4. Manage projects:  
The Deputy CEO may be responsible for managing specific projects or initiatives within 
CIU.  
 
To execute this duty, the Deputy CEO should establish project management frame-
works, define project scopes, allocate resources, set timelines, and monitor progress. 
Effective project management involves coordinating stakeholders, delegating tasks, en-
suring accountability, and providing regular updates to the CEO and relevant stakehold-
ers. 
 

5. Budgeting and financial management:  
The Deputy CEO assists the CEO in budgeting and financial management tasks.  
 
To execute this duty, the Deputy CEO should work closely with the finance department, 
gather financial data, analyze budget proposals, and provide input and recommenda-
tions to the CEO. This includes monitoring financial performance, identifying potential 
cost-saving measures, and aligning budget allocations with the university's strategic pri-
orities. 

 
6. Interim leadership:  

In the absence of the CEO, the Deputy CEO may assume interim leadership responsi-
bilities.  
 
To execute this duty effectively, the Deputy CEO should be prepared to step into the 
CEO's role seamlessly by familiarizing themselves with the CEO's responsibilities, es-
tablishing a clear chain of command, and ensuring continuity of operations. This includes 
making decisions, addressing urgent issues, and communicating with stakeholders in a 
timely and transparent manner. 
 

7. Staff supervision:  
The Deputy CEO may be involved in supervising staff members within CIU.  
 
To execute this duty, the Deputy CEO should provide guidance and support to staff, 
ensure their professional development needs are met, and facilitate a positive and pro-
ductive work environment. This includes setting performance expectations, conducting 
regular performance evaluations, providing constructive feedback, and recognizing and 
rewarding exceptional performance. 

 
8. Strategic partnerships:  

The Deputy CEO may be involved in developing and maintaining strategic partnerships 
on behalf of CIU.  
 



To execute this duty effectively, the Deputy CEO should identify potential partners, initi-
ate and maintain relationships, and explore collaboration opportunities that align with 
CIU's strategic goals. This includes attending conferences, networking events, and in-
dustry meetings, and leveraging existing networks to build mutually beneficial partner-
ships. 
 

9. Policy development:  
The Deputy CEO participates in the development and implementation of policies and 
procedures within CIU.  
 
To execute this duty, the Deputy CEO should collaborate with relevant stakeholders, 
conduct research on best practices, and ensure policies are in compliance with legal and 
regulatory requirements. The Deputy CEO should also communicate policies effectively, 
provide training and guidance to staff, and monitor policy adherence across the organi-
zation. 
 

10. Stakeholder engagement:  
The Deputy CEO engages with various stakeholders on behalf of CIU, representing the 
university's interests and building relationships.  
 
To execute this duty effectively, the Deputy CEO should proactively engage with stake-
holders such as government officials, industry partners, donors, and community leaders. 
This includes attending meetings, conferences, and events, seeking feedback and input, 
and fostering strong relationships through effective communication and collaboration. 
 

11. Academic program assessment:  
The Deputy CEO may be involved in assessing the quality and relevance of academic 
programs within CIU.  
 
To execute this duty, the Deputy CEO should work closely with faculty and department 
heads to review program outcomes, curriculum design, and instructional methods. This 
includes collecting and analyzing data, conducting program evaluations, and collaborat-
ing with faculty to identify areas for improvement and implement changes that enhance 
program quality. 
 

12. Student support:  
The Deputy CEO supports student success initiatives within CIU.  
 
To execute this duty, the Deputy CEO should collaborate with student services and other 
departments to ensure students receive comprehensive support throughout their aca-
demic journey. This includes enhancing student engagement, promoting a positive cam-
pus culture, addressing student concerns, and developing programs and services that 
foster student success and well-being. 
 

13. Internal communications:  
The Deputy CEO assists in ensuring effective internal communication within CIU.  
 
To execute this duty, the Deputy CEO should establish communication channels, dis-
seminate information, and foster a culture of transparency and collaboration. This in-
cludes facilitating regular staff meetings, providing updates on university-wide initiatives, 
and creating platforms for staff to share ideas, provide feedback, and contribute to the 
overall development of CIU. 



 
14. Crisis management support:  

The Deputy CEO provides support to the CEO in managing crises or emergencies that 
may arise within CIU.  
 
To execute this duty effectively, the Deputy CEO should be familiar with crisis manage-
ment protocols, collaborate with relevant departments to develop emergency response 
plans, and assist in coordinating response efforts. This includes ensuring the safety and 
well-being of the university community, maintaining effective communication with stake-
holders, and implementing mitigation strategies to minimize the impact of crises. 
 

15. Board of Directors interaction:  
The Deputy CEO may interact with the CIU Board of Directors.  
 
To execute this duty, the Deputy CEO should provide regular updates, reports, and 
presentations to the board, ensuring effective communication and transparency. The 
Deputy CEO should be prepared to address board inquiries, provide insights and rec-
ommendations, and support board-related activities as delegated by the CEO. 
 

16. Continuous improvement initiatives:  
The Deputy CEO contributes to continuous improvement efforts within CIU.  
 
To execute this duty, the Deputy CEO should actively seek opportunities for operational 
enhancement and efficiency. This includes analyzing processes and procedures, gath-
ering feedback from stakeholders, and implementing initiatives that drive innovation, 
streamline operations, and enhance the overall effectiveness of CIU. 
 

17. Compliance monitoring:  
The Deputy CEO assists in monitoring regulatory compliance within CIU.  
 
To execute this duty, the Deputy CEO should stay updated on relevant laws, regulations, 
and accreditation requirements, collaborate with legal counsel and relevant departments 
to ensure compliance, and establish processes for regular audits and reviews. This in-
cludes identifying potential compliance risks, implementing corrective actions, and pro-
moting a culture of ethical conduct and compliance throughout the organization. 
 

 
18. Staff development:  

The Deputy CEO supports the professional development of staff members within CIU.  
 
To execute this duty, the Deputy CEO should provide guidance, mentorship, and training 
opportunities that enhance staff skills and capabilities. This includes identifying staff de-
velopment needs, coordinating training programs, and fostering a supportive environ-
ment that encourages continuous learning and growth. 
 

19. Data analysis and reporting:  
The Deputy CEO may be involved in data analysis and reporting activities within CIU. 
  
To execute this duty, the Deputy CEO should collect and analyze relevant data, generate 
reports and insights, and present findings to inform decision-making processes. This 
includes leveraging data to identify trends, monitor key performance indicators, and as-
sess the effectiveness of initiatives and strategies. 



 
20. Collaborative leadership:  

The Deputy CEO exhibits collaborative leadership, fostering a positive and inclusive 
work culture within CIU.  
 
To execute this duty effectively, the Deputy CEO should promote teamwork, encourage 
open communication, and create opportunities for collaboration across departments and 
campuses. This includes actively engaging with staff, promoting a shared vision and 
goals, and creating a supportive environment that values diverse perspectives and con-
tributions. 

 

 

 

 


