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Duties & Responsibilities 
 

The Student Affairs Officer and the Deputy shall confine their functions as shortlisted below. 

Therefore, all the staff are hereby informed by these functions. 

 

(A) The Student Affairs Officer of Central International University: 

1. Develop and implement student support programs:  

 

The Student Affairs Officer is responsible for developing and implementing comprehen-

sive student support programs that promote the holistic development and well-being of 

students at CIU. These programs encompass areas such as academic support, career 

guidance, counseling services, student organizations, and student engagement. 

Execution: The Student Affairs Officer can collaborate with academic departments, faculty, and 

external partners to design and deliver support programs tailored to meet the diverse needs of 

students. They can establish mentoring programs, workshops, and counseling services to en-

hance academic success, personal development, and student satisfaction. 

2. Provide guidance and support for student organizations:  

 

The Student Affairs Officer assists in fostering a vibrant and inclusive student community 

by providing guidance and support to student organizations, clubs, and societies at CIU. 

This includes facilitating the establishment of student-led initiatives, advising student 

leaders, and ensuring compliance with university policies. 

Execution: The Student Affairs Officer can establish processes for the recognition and registra-

tion of student organizations, provide training and resources to student leaders, and facilitate 

regular communication and collaboration among different groups. They can organize work-

shops, seminars, and events to enhance leadership skills and promote a sense of belonging 

among students. 

3. Coordinate student orientation and transition programs:  

 

The Student Affairs Officer coordinates student orientation and transition programs to 

facilitate a smooth transition for new students into CIU. These programs aim to familiar-

ize students with the campus, academic requirements, support services, and university 

culture. 

Execution: The Student Affairs Officer can collaborate with faculty, staff, and current students to 

design and implement comprehensive orientation programs. They can develop informative ma-

terials, conduct orientation sessions, and provide resources to help new students integrate into 

the CIU community. 



 

4. Address student concerns and grievances:  

 

The Student Affairs Officer serves as a point of contact for addressing student concerns, 

grievances, and disciplinary matters. They ensure that student issues are heard, evalu-

ated, and resolved in a fair and timely manner. 

Execution: The Student Affairs Officer can establish clear processes for handling student con-

cerns and grievances, including a designated complaint resolution mechanism. They can pro-

vide guidance and support to students navigating disciplinary procedures, facilitate mediation 

or conflict resolution processes, and collaborate with relevant departments to ensure student 

rights and well-being. 

5. Promote student engagement and involvement:  

 

The Student Affairs Officer promotes student engagement and involvement in extracur-

ricular activities, leadership opportunities, and community service initiatives. They en-

courage active participation in campus life and facilitate the development of a vibrant 

student community. 

Execution: The Student Affairs Officer can organize and promote extracurricular events, clubs, 

and activities that cater to the diverse interests of students. They can collaborate with faculty, 

staff, and student leaders to provide a range of opportunities for personal growth, skill devel-

opment, and cultural enrichment. 

6. Provide career guidance and placement services:  

 

The Student Affairs Officer offers career guidance and placement services to support 

students in their career exploration, job search, and professional development. They pro-

vide resources, workshops, and individualized support to enhance students' employabil-

ity and transition to the workforce. 

Execution: The Student Affairs Officer can establish career development programs, organize job 

fairs, and facilitate networking opportunities with employers. They can provide one-on-one ca-

reer counseling, resume and interview preparation support, and access to internship and job 

placement resources. 

7. Coordinate student leadership development programs:  

 

The Student Affairs Officer coordinates programs and initiatives focused on developing 

student leadership skills and fostering a culture of responsible and ethical leadership 

among students. 

Execution: The Student Affairs Officer can design leadership development programs, work-

shops, and training sessions to empower students to become effective leaders. They can identify 



and cultivate leadership potential, promote ethical decision-making, and provide opportunities 

for students to practice leadership roles in various contexts. 

8. Collaborate with academic departments and faculty:  

 

The Student Affairs Officer collaborates with academic departments and faculty to en-

hance the student learning experience and provide support for academic success. They 

work closely with faculty advisors to address student academic concerns and ensure a 

seamless integration of academic and co-curricular activities. 

Execution: The Student Affairs Officer can establish effective communication channels with ac-

ademic departments, participate in curriculum development discussions, and provide input on 

student-related policies and practices. They can organize academic support workshops, refer 

students to relevant resources, and foster a collaborative relationship with faculty to support 

student success. 

9. Monitor student satisfaction and assess student services:  

 

The Student Affairs Officer monitors student satisfaction levels and assesses the effec-

tiveness of student services and programs. They gather feedback, conduct surveys, and 

analyze data to identify areas for improvement and implement enhancements. 

Execution: The Student Affairs Officer can develop mechanisms for collecting student feedback, 

such as surveys, focus groups, or suggestion boxes. They use the gathered data to evaluate 

student services, identify trends or areas of concern, and collaborate with relevant stakeholders 

to implement changes that enhance student satisfaction and support. 

10. Stay updated on student affairs trends and best practices:  

 

The Student Affairs Officer stays informed about current trends and best practices in 

student affairs, keeping abreast of developments in student support services, student 

engagement strategies, and student well-being initiatives. They participate in profes-

sional development activities, attend conferences, and engage in continuous learning to 

bring innovative approaches to CIU. 

Execution: The Student Affairs Officer can actively engage in professional networks, participate 

in relevant conferences or seminars, and join associations or organizations dedicated to student 

affairs. They share knowledge and best practices with colleagues, seek out resources and re-

search in the field, and apply evidence-based approaches to enhance student support and en-

gagement. 

 

 

 



 

(B) The Deputy Student Affairs Officer of Central International University: 

1. Support the Student Affairs Officer in program development and implementation:  

 

The Deputy Student Affairs Officer supports the Student Affairs Officer in the develop-

ment and implementation of student support programs, initiatives, and services at CIU. 

Execution: The Deputy Student Affairs Officer works closely with the Student Affairs Officer to 

contribute to program development, conduct research, gather data, and assist in designing stu-

dent-centered initiatives. They collaborate with relevant departments and stakeholders to en-

sure the successful execution of programs and services. 

2. Assist in coordinating student activities and events:  

 

The Deputy Student Affairs Officer assists in coordinating student activities and events, 

including orientation programs, student organization activities, workshops, and cultural 

events. 

Execution: The Deputy Student Affairs Officer collaborates with student organizations, clubs, 

and societies to support the planning and execution of various activities and events. They pro-

vide logistical support, coordinate with facilities management, and ensure the smooth opera-

tion of events to enhance student engagement and involvement. 

3. Provide support for student organizations and leaders:  

 

The Deputy Student Affairs Officer provides support and guidance to student organiza-

tions and leaders, assisting them in their operations, event planning, and adherence to 

university policies. 

Execution: The Deputy Student Affairs Officer works closely with student organization leaders, 

offering advice, training, and resources to help them effectively manage their organizations. 

They provide assistance in event coordination, financial management, and ensure compliance 

with university guidelines and procedures. 

4. Assist in addressing student concerns and grievances:  

 

The Deputy Student Affairs Officer assists in addressing student concerns and grievances, 

ensuring that appropriate procedures and protocols are followed to resolve issues and 

maintain a supportive environment. 

Execution: The Deputy Student Affairs Officer works in collaboration with the Student Affairs 

Officer to address student concerns and grievances. They may conduct investigations, facilitate 

mediation or conflict resolution processes, and provide guidance to students seeking assistance 

or clarification on university policies. 



 

5. Support student leadership development initiatives:  

 

The Deputy Student Affairs Officer supports student leadership development initiatives, 

assisting in the planning and execution of leadership programs, workshops, and activi-

ties. 

Execution: The Deputy Student Affairs Officer collaborates with the Student Affairs Officer to 

identify leadership development needs, design relevant programs, and engage students in lead-

ership opportunities. They may facilitate workshops, mentor student leaders, and provide re-

sources to foster the growth and development of student leadership skills. 

6. Assist in career guidance and placement services:  

 

The Deputy Student Affairs Officer provides assistance in career guidance and placement 

services, supporting students in their career exploration, job search, and professional 

development. 

Execution: The Deputy Student Affairs Officer works alongside the Student Affairs Officer to 

provide resources, information, and guidance to students seeking career-related support. They 

may assist in organizing career development workshops, maintaining job placement databases, 

and connecting students with internship or job opportunities. 

7. Collaborate with student affairs and academic departments:  

 

The Deputy Student Affairs Officer collaborates with various student affairs and academic 

departments to ensure a coordinated approach in supporting student success and en-

gagement. 

Execution: The Deputy Student Affairs Officer establishes effective communication channels 

with student affairs and academic departments, participating in meetings, and coordinating ef-

forts to align support services with academic goals. They work closely with faculty advisors, 

residence hall staff, and other student support units to ensure seamless coordination in provid-

ing holistic student support. 

8. Assist in monitoring and assessing student satisfaction:  

 

The Deputy Student Affairs Officer assists in monitoring student satisfaction levels and 

conducting assessments of student services and programs to identify areas for improve-

ment. 

Execution: The Deputy Student Affairs Officer contributes to data collection efforts, analyzes 

feedback and survey results, and assists in generating reports on student satisfaction and ser-

vice effectiveness. They collaborate with the Student Affairs Officer in implementing improve-

ments based on the findings to enhance student experiences at CIU. 



 

9. Stay informed about student affairs trends:  

 

The Deputy Student Affairs Officer stays updated on current trends, research, and best 

practices in the field of student affairs to bring innovative ideas and approaches to CIU. 

Execution: The Deputy Student Affairs Officer engages in professional development activities, 

attends relevant conferences or workshops, and actively seeks out resources and publications 

related to student affairs. They share information with colleagues, participate in discussions, and 

apply new knowledge to support the continuous improvement of student services and pro-

grams. 

10. Assume responsibilities in the absence of the Student Affairs Officer:  

 

The Deputy Student Affairs Officer assumes responsibilities and acts as a point of contact 

in the absence of the Student Affairs Officer, ensuring continuity of student support and 

services. 

Execution: The Deputy Student Affairs Officer is prepared to step into the role of the Student 

Affairs Officer when necessary, taking charge of essential responsibilities, decision-making, and 

representing the student affairs department in meetings or events. They maintain open com-

munication with other staff members and ensure the smooth functioning of student affairs op-

erations during the absence of the Student Affairs Officer. 

 


