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1. Introduction

The aim of this policy and procedure is to clearly define roles and responsibilities of all
administrative and academic staff together with the expectations through the clear
formulation of the performance review process.

2. Document Control

Version Section Responsibility Authorisation Date
Academic Support Duncan Borg 13 July 2024
Department Ellul/Nicole Borg
Office of the Principal Jesmond Friggieri 31t January 2025

3. The Fundamental Principle of the Policy

This policy and procedure ensure consistency, transparency, accountability, and fairness in
role allocation, job performance evaluation, career progression, and professional
development. By outlining specific procedures for creating, reviewing, updating, and
communicating job roles, this policy supports organizational efficiency, enhances institutional
effectiveness, facilitates compliance with relevant regulatory frameworks, and promotes an
inclusive, equitable, and supportive work environment conducive to achieving the institution's
strategic goals and academic excellence.

4. Policy Overview

4.1. Policy Purpose

The purpose is to define the job roles and how performance is measured on annual basis based on
equity and good governance.

4.2. Policy Scope
This Work Performance Policy and Procedure applies to all employees of the Malta
Leadership Institute (MLI), encompassing academic, administrative, and support staff. It
outlines the standards and expectations for job performance, aligning with MLI's
commitment to quality education and institutional excellence. The policy ensures that all
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staff members are aware of their responsibilities and the criteria by which their performance
will be evaluated.(https://gahe.org)

The scope of this policy includes:

Performance Standards: Establishing clear benchmarks for job performance across
various roles within the institute.

Evaluation Procedures: Detailing the processes for regular performance assessments,
feedback mechanisms, and performance improvement plans.

Professional Development: Encouraging continuous learning and development
opportunities to enhance staff competencies and performance.

Compliance and Accountability: Ensuring adherence to the Malta Further and Higher
Education Authority (MFHEA) standards and fostering a culture of accountability and
continuous improvement (Https://mfhea.mt)

By implementing this policy, MLI aims to maintain high standards of work performance,
support staff development, and uphold its reputation for delivering quality education.

4.3. Policy Key Principles
The Policy is based on the following key principles:

1. Transparency and Clarity: Job expectations, performance criteria, and evaluation processes
will be clearly defined and openly communicated to all employees.

2. Fairness and Equity: All employees will be assessed impartially, ensuring evaluations are fair,
unbiased, and consistent across all levels of the institution.

3. Accountability: Staff members are accountable for their performance and contributions, with
clear roles, responsibilities, and expectations outlined and enforced.

4. Continuous Improvement: The institution promotes a culture of continuous feedback and
ongoing professional development to enhance individual and institutional performance.

5. Supportive Environment: Employees will be provided with adequate resources, support, and
opportunities to enable them to fulfil their roles effectively and enhance their professional
capabilities.

6. Compliance with Regulatory Standards: The policy aligns with regulatory standards set by the
Malta Further and Higher Education Authority (MFHEA), ensuring compliance with legal and
institutional requirements.

7. Recognition and Reward: Effective performance, dedication, and achievement will be
appropriately recognized, incentivized, and rewarded to motivate sustained excellence.

8. Constructive Feedback and Communication: Regular, timely, and constructive feedback will be
facilitated, ensuring open dialogue and collaborative engagement between employees and
management.

These principles collectively support a robust framework that enhances institutional efficiency,
academic excellence, and overall job satisfaction.

4.4. Policy Review and Updates
This Policy shall be review shall take place when:
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5.

There are changes in the organisational chart

New roles are created or roles are split because of expansion of the organisation
Every 2 years to ensure that this policy and procedure is up-to-date with the current
proceedings within MLI.

Procedures

5.1. Job Descriptions

The following procedures outline how job descriptions are created, reviewed, approved,
communicated, and maintained at MLI:

1. Approval of Job Descriptions: Any job description is approved by the MLI Council or

the Principal as it may deem necessary. Approval ensures consistency with
organizational objectives.
Identification of Need: Changes in job descriptions can be proposed by any Senior
Management person and any employee if tasks within the job description does not
Drafting Job Descriptions
a. Job descriptions are drafted by the relevant manager or supervisor in
consultation with HR.
b. Job descriptions have to clearly outline key responsibilities, duties,
qualifications, competencies, and reporting structures.
Review and Consultation: Draft job descriptions are referred to the HR and reviewed
by HR for clarity, compliance with institutional and regulatory standards, and alignment
with institutional strategy. Following the review and agreement with the Manager, the
job description is presented to the MLI Council or Principal for approval.
Communication and Distribution
a. Approved job descriptions are communicated clearly and promptly to all
relevant stakeholders.
b. Employees receive a copy of their job description during onboarding,
promotions, or role changes and need to sign them.
c. Any queries or clarifications are addressed by HR or the relevant supervisor
promptly.

6. Record Keeping

a. HR maintains a secure, updated central database of all job descriptions.
b. All records are accessible for auditing, referencing, and periodic review
purposes.

7. Regular Review and Updates

a. Job descriptions are reviewed at least annually or whenever significant changes
to roles occur.

MLI Work PerformancePolicy & Procedures



OMLI Malta Leadership Institute

c/o LCTS, Valley Towers, Suite 9 (Level 6), Valley Road, Birkirkara, BKR9022, Malta, Europe.

b. Updates are initiated to reflect changes in duties, responsibilities, or
organizational structure, ensuring descriptions remain current and accurate.
e Training and Guidance: HR provides training and guidance for managers and
supervisors responsible for developing and maintaining accurate job descriptions.

By following these procedures, MLI ensures job descriptions accurately reflect roles,
responsibilities, and expectations, facilitating effective performance management and clear
communication across the institution.

5.2. KPI Performance Review
Performance reviews are essential to evaluate whether the performance of academic and
administrative staff is in alignment with the institution’s strategic goals, to promote
professional development, recognize achievements, and identify areas for improvement.

5.2.1. Applicability
KPI Reviews apply to:
¢ Full-time Academic staff (e.g., lecturers, professors, researchers)
e Administrative and support staff
e Senior management (optional, or may follow a separate board-led process)
KPI reviews are not applicable to part-time lecturers as these would undergo observation
verification observations as part of the Quality Assurance process.

5.2.2. Review Frequency
KPI Review shall take place as follows:
Annual reviews are standard.

Mid-year check-ins may be used for feedback and goal adjustments.

Probationary reviews for new employees at 3 or 6 months.

5.2.3. Roles and Responsibilities

HR Department: Coordinates the process, ensures compliance and fairness.
Supervisors/Department Heads: Conduct evaluations, provide feedback, and assist in

goal setting.

Employees: Participate actively through self-assessment and performance discussions.

5.2.4. Performance Criteria
For Academic Staff:
o Teaching effectiveness (student feedback, peer review)
¢ Research output and impact (publications, grants, presentations)
¢ Service to the institution (committee work, leadership roles)
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Community engagement (outreach, partnerships)

Professional development

For Non-academic Staff:

1.

iAW

Job-specific competencies and productivity

Quality of work

Communication and teamwork

Initiative and problem-solving

Professional development

5.2.5. Review Process

1. Preparation

@)

@)

o

HR distributes evaluation forms and criteria.
Staff complete a self-assessment.
Supervisors collect relevant performance data

Evaluation Meeting

o

@)

@)

Discussion between employee and supervisor.
Review of performance against goals and criteria.
Feedback from multiple sources (optional: 360-degree review).

Goal Setting

o

o

Set measurable, attainable goals for the whole year.
Identify training or support needs.

Documentation

o

o

Completed forms are submitted to Office of the Principal.
A summary of the review is added to the employee’s file.

Follow-Up

o

Action plans are developed and if training needs arise, these should be
recorded and planned accordingly. If improvements are required, these are
monitored by the first-level supervisor or manager.

Staff are to self-evaluate themselves every June and provide their rating on the
goals as per Appendix 2.

5.2.6. Appeals and Grievance Process

Employees may request a review or appeal decisions they believe are unfair. The appeal
decision is presented in the MLI Council. An ad hoc Committee shall be appointed to review
the grievance. All review materials and discussions must be kept confidential and shared only

on a need-to-know basis.
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Appendix 1: Job Descriptions

1. Principal of Malta Leadership Institute and Director of Leadership Consultancy and
Training Services
Department: Office of the Principal
Job Summary:

In this pivotal role, the Principal is looks at the strategic oversight, administration, and advancement
of the institute. His responsibilities are comprehensive and include steering educational programmes,
fostering meaningful partnerships, delivering consultancy and training services, ensuring academic
offerings are in sync with the Institute’s standards and market exigencies, and overseeing the financial
sustainability of the institution.

Key Responsibilities:
1. Leadership and Management:
e Provide visionary leadership and strategic direction.
e Supervise the development, execution, and evaluation of academic and professional programmes.
e Align the institute’s objectives with its mission and strategic imperatives.
e Manage administrative, academic, and support staff, including library, IT, and HR teams, ensuring
they uphold exemplary standards of education and service.

2. Educational Programmes:

e Innovate and expand leadership programmes to address the dynamic requirements of students and
professionals.

e  Work in collaboration with faculty and industry experts to craft relevant and impactful curricula.

e Evaluate programme effectiveness using data-driven methodologies.

e Cultivate an innovative and inclusive educational milieu that bolsters student achievement.

3. Consultancy and Training Services:

e Head the Leadership Consultancy and Training Services division, offering expert advice and support
to clientele.

e Create tailored training programmes and consultancy services to meet the specific needs of
organisations and individuals.

e Develop and nurture relationships with essential stakeholders, including corporate entities,
government bodies, and non-profits.

e Guarantee the provision of top-tier training services that elevate leadership competencies and
organisational performance.

4. Partnerships and Outreach:

e Forge and maintain strategic alliances with educational entities, industry leaders, and community
organisations.
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Act as the institute’s representative at conferences, workshops, and public engagements to
advance its programmes and services.
Acquire funding and sponsorship to facilitate the institute’s continued growth and development.

Operational and Financial Excellence:
Oversee the budget, financial planning, and resource distribution to ensure the institute's long-term
viability.
Implement policies and procedures that boost operational efficiency and effectiveness.
Comply with regulatory and accreditation standards.
Monitor financial indicators and strategies accordingly to safeguard the institution’s fiscal health.

Innovation and Research:

Encourage a culture of innovation and continual enhancement across the institute.

Support research projects that further leadership and management disciplines.

Disseminate research outcomes through scholarly publications, presentations, and professional
circles.

Course Development and Reviews:

Develop and refine academic courses to meet the institute’s standards and adapt to market
trends.

Collaborate with academic staff and industry authorities to devise engaging and pertinent course
materials.

Leverage feedback to continuously improve the curriculum.

Monitor and assess course efficacy, making appropriate modifications.

Ensure courses meet all accreditation and quality assurance criteria.

IT/Website:

Oversee the institute’s IT infrastructure, ensuring it supports academic and administrative
functions.

Ensure that the institute's website is user-friendly, up-to-date, and reflects the brand and values of
the organisation.

Collaborate with IT teams to maintain data security, digital learning platforms, and other online
services.

Leverage technology to enhance the institute’s educational offerings and administrative efficiency.

Library Management:

Oversee the library’s operations, ensuring it meets the educational needs of students and faculty.
Develop and manage the library’s collection to support the curriculum and research initiatives.
Promote information literacy and research skills among students and staff through workshops and
training sessions.

Ensure that the library provides access to digital resources and maintains effective cataloging and
information retrieval systems.
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10.

Human Resources (HR):

Manage the recruitment, training, and retention of academic and non-academic staff.

Ensure HR policies align with the institute's strategic objectives and promote a positive working
environment.

Oversee staff performance appraisals, development opportunities, and support for professional
growth.

Handle employee relations, ensuring compliance with legal and ethical standards.

. Head of School of Educational Studies:

Lead the School of Educational Studies, fostering academic excellence and innovation in teaching.
Oversee the design, development, and delivery of educational programmes within the institute.
Collaborate with the lecturers and tutors to ensure the curriculum reflects industry standards and
meets accreditation requirements.

Mentor and support faculty members in achieving high standards in teaching, research, and
service to the community.
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2. Personal Assistant to the MLI Principal

Department: Office of the Principal
Reports To: [Name

Job Summary:

The Personal Assistant acts as the primary liaison for international partnerships and provides

administrative support to the Principal, enhancing international collaboration and project management.

Responsibilities:

Liaison Work: Act as the primary contact for international partnerships, managing communications
and fostering relationships.

Travel Coordination: Arrange all aspects of travel for the Principal, including itineraries,
accommodation, transportation, and necessary documentation, ensuring seamless international
engagements.

Principal Support: Assist the Principal with daily administrative duties, including scheduling,
correspondence, and project management.

Event Planning: Coordinate international events and meetings, managing all logistical aspects to
ensure smooth execution.

Relationship Building: Develop and maintain relationships with international educational
institutions and stakeholders.

Strategic Planning: Assist in the strategic planning of international collaborations and initiatives.
Documentation and Reporting: Prepare reports on international activities and partnerships.
Human Resources Management: Oversee HR functions, including recruitment, training, and
development of staff.

Procurement: Oversee and ensure the institute’s procurement processes are transparent, efficient,
and compliant with regulatory requirements, securing the best value for goods and services.

EU Funding: Identify and secure EU funding opportunities to support the institute's growth and
development, ensuring compliance with grant requirements and proper allocation of resources.
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3. Head of School of Business and Management and Thesis Coordinator

Department: Academic Affairs
Reports To: [Principal]

Job Summary:
The Head of School of [Name of the School] is pivotal in developing and managing academic
programmes and staff development initiatives, ensuring that both adhere to the institute’s standards.
This dual capacity supports the professional growth of faculty and staff and enhances the academic
success of students.

Key Responsibilities:

Leadership in[]:

e Strategic Oversight: Direct the strategic planning and operational execution of business and
management programmes.

e Innovative Course Development: Spearhead the creation of innovative courses that reflect the
latest trends and demands of the industry.

e Academic Excellence: Promote and ensure that curriculum design and delivery adhere to the
highest educational standards.

e Staff Development:

e Programme Development: Develop and implement staff development programs to enhance skills
and competencies.

e Professional Growth: Organise training sessions, workshops, and seminars.

e Program Evaluation: Evaluate and refine development programmes based on feedback and
outcomes.

o Needs Assessment: Work with department heads to identify and address training needs.

e Impact Reporting: Monitor and report on the effectiveness of staff development initiatives.

Student Guidance and Support:

e Provide individualised support and guidance to students throughout the thesis process, from
proposal development to final submission.

e Assist students in developing their research questions, methodologies, and overall thesis
structure.

e Offer advice and feedback on thesis drafts, ensuring academic standards and research quality
are maintained.

Communication Facilitation:

e Act as aliaison between students and tutors/supervisors, ensuring clear and effective
communication.

e Schedule and coordinate meetings between students and their thesis tutors/supervisors.

e Address any issues or concerns that arise during the thesis process, facilitating resolution.

e  Submission and Evaluation Management:

e QOversee the submission process for thesis, ensuring all required documentation and formatting
guidelines are met.
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Coordinate the evaluation process, including the selection of examiners and the scheduling of
defence presentations.
Ensure timely feedback and grading from thesis supervisors and examiners.

Resource Provision:

Develop and provide resources, including guidelines, templates, and examples, to assist students in
their thesis preparation.

Organise and conduct workshops and seminars on various aspects of the thesis process, such as
research methods, data analysis, and academic writing.

Maintain and update a repository of research materials and resources relevant to [School]

Quality Assurance:

Ensure that all the theses meet the academic standards and requirements of the institution.
Provide training and support for faculty advisors on best practices in supervising thesis.
Monitor and evaluate the effectiveness of the thesis processes and make improvements as
needed.

Innovation and Research:

Encourage innovative research topics and methodologies within the field of Health & Holistic Well-
being.

Stay updated with the latest trends and developments in health and holistic research to provide
relevant guidance and support.

Foster a research community among students, promoting collaboration and knowledge sharing.

Departmental Leadership:

Lead the Health & Holistic Well-being school in setting academic and research priorities.
Collaborate with other departments and institutions to enhance interdisciplinary research and
educational opportunities.

Develop strategic plans for the department’s growth and increased impact in the field.

Coordination of Student Placements:

Establish and maintain placement partnerships with organisations, ensuring opportunities align
with the educational objectives and professional development needs of students.

Oversee the placement process, including the matching of students to suitable organisations and
providing guidance throughout the placement period.

Monitor placement experiences, gathering feedback from both students and placement providers
to ensure quality and make improvements where necessary.

Course Development and Reviews:

Curriculum Design: Design and revise academic courses to meet institutional standards and market
demands.

Collaboration: Work with faculty and industry experts to ensure engaging and relevant course
content.

Continuous Improvement: Utilise feedback for ongoing curriculum enhancement.

Course Assessment: Regularly assess course effectiveness and make necessary adjustments.

Thesis Coordination:

Student Guidance: Assist and guide students throughout the Thesis process.

Communication Facilitation: Facilitate effective communication between students and their
supervisors
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Process Management: Manage thesis submission and evaluation processes.

Resource Provision: Provide resources and workshops to help students prepare their
theses.

Compliance Ensuring: Make sure all thesis work complies with the institute’s guidelines

and standards.

Research Coordination: Oversee the integration and coordination of research components in

theses.
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4. Academic Support Department Manager

Department: Academic Affairs
Reports To: [Head of Schools/ Principal]

Job Summary:

Academic Support Manager manages quality assurance processes and curriculum development,

ensuring alignment with educational standards and supporting professional development.

Job Responsibilities:

Quality Assurance Leadership: Oversee and enhance quality assurance protocols across all
academic and administrative sectors, ensuring consistent excellence and compliance with
institutional goals.

Advanced Curriculum Management: Strategically manage and continuously develop the academic
curriculum, ensuring it not only aligns with educational standards but also integrates the latest
industry trends and practices.

Proactive Staff Development: Spearhead comprehensive staff development initiatives designed to
augment faculty skills and adaptability, fostering an environment of continuous professional
growth and innovation.

Enhanced Thesis Support: Provide robust support to students navigating the thesis process,
including personalised guidance, resource allocation, and structured workshops to enhance
research quality and presentation skills.

Strategic Academic Collaboration: Facilitate dynamic collaboration among faculty members to
address academic challenges and co-create innovative teaching methods and educational tools.
Rigorous Reporting and Compliance: Maintain rigorous oversight of academic programmes,
ensuring full compliance with accreditation bodies, and systematically report on programme
effectiveness and strategic improvements.

Stakeholder Engagement: Actively engage with industry partners, academic peers, and internal
stakeholders to align educational offerings with external expectations and opportunities.
Curriculum Design, Development and Review: Design and develop academic programmes in
collaboration with internal and external stakeholders, ensuring alignment with MFHEA
accreditation requirements.

Academic Affairs: Oversee academic operations, ensuring the quality and integrity of programmes,
compliance with accreditation standards, and the successful implementation of academic policies
to support student achievement and faculty development.
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5. Administrative & Student (Local/International) Support Departments
Manager
Department: Administration
Reports To: [Principal]

Job Summary:

The Administrative and Student Support Manager oversees the registration process (both local and
international), maintaining meticulous student records and enhancing enrollment strategies to ensure
compliance with educational regulations and elevate the student experience. Also, Hameed is
responsible for ensuring the smooth operation of day-to-day administrative tasks and supporting the
administrative staff as needed.

Key Responsibilities:

e Regulatory Compliance: Ensure all registration processes comply with local and international
educational regulations.

e Student Records Maintenance: Keep accurate and up-to-date student records and databases.

o Enrolment Process Optimisation: Streamline the student enrolment process by coordinating with
academic schools and administrative units.

e Team Leadership and Management: Supervise and support administrative staff, allocate tasks, and
provide leadership to achieve departmental goals.

e Strategic Planning: Contribute to strategic planning processes and initiatives to align administrative
functions with organisational objectives.

e Continuous Improvement: Identify opportunities for process improvement and implement
initiatives to enhance administrative processes and procedures.

o Reporting and Documentation: Prepare reports, maintain records, and ensure accurate
documentation of administrative activities.

e Support to Senior Management: Provide administrative support to senior management, including
scheduling meetings, preparing agendas, and handling correspondence.

e International Office: Recruit international students, providing support throughout the admissions
process, including assistance with visa applications, housing, and integration into the academic
community.
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6. Admissions Officer

Department: Administration
Reports To: [Administrative and Student Support Manager]

Job Summary:

The Admissions Officer reviews and assesses student applications to ensure they meet
established academic criteria, providing essential support throughout the admissions
process. She is also responsible for supporting international students by reviewing and
assessing their applications to ensure they meet established academic criteria, and
providing assistance when needed.

Responsibilities:

e Application Evaluation: Conduct thorough evaluations of student applications based on
academic criteria and programme-specific requirements.

o Feedback Provision: Offer constructive feedback to applicants, helping improve their
future submissions.

e Admissions Collaboration: Work closely with academic departments to align
admissions criteria with departmental standards.

e Process Enhancement: Continuously refine the application review process to enhance
efficiency and effectiveness.

e Applicant Guidance: Provide guidance and support to applicants during the admissions
process, ensuring a transparent and supportive experience.

e Documentation: Maintain detailed records of all application assessments and decisions
for accountability.

o International Office: Support international students by reviewing and assessing their
applications for academic eligibility and providing assistance when needed.

Team Collaboration:

e Work closely with other team members to ensure a cohesive student experience.

e Participate in regular team meetings and contribute ideas for improving student services.

e Support team members in managing peak times or handling complex issues.

e Supporting the Local & International Student Services Officer: Assist the Local &
International Student Services Officer in providing exceptional support to students by
addressing inquiries, facilitating a positive learning environment, and resolving issues as
they arise.
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7. Customer and Student Registration Officer

Department: Administration
Reports To: [Administrative and Student Support Manager]

Job Summary:

The Student Registration Officer will be responsible for managing the registration process
for local students, ensuring accurate record-keeping and compliance with institutional
policies. This role involves providing exceptional support and service to students, addressing
their inquiries and concerns, and facilitating a supportive learning environment. The Officer
will collaborate closely with the Local Student Services Officer, assisting in delivering
comprehensive support to students and resolving issues effectively.

Responsibilities:
Student Interaction:

e Student Interaction:

o Serve as the first point of contact for student inquiries via phone, email,
and in-person.

o Provide timely and accurate responses to student questions
concerning courses, registration, and other services.

o Manage student complaints and issues, ensuring swift resolution
and satisfaction.

e Efficient Inquiry Management: Manage, categorise, and respond to student inquiries
promptly, ensuring high-quality interactions.

e Rigorous Record Keeping: Maintain comprehensive and precise records of all student
interactions, feedback, and the outcomes of resolutions.

e Feedback Loop Creation: Establish a robust feedback loop with students by conducting
regular surveys to continuously adapt and improve services. Use feedback to inform
policy changes and staff training programmes.

e Cross-Departmental/School Collaboration: Collaborate with academic and non-
academic departments to facilitate a holistic approach to student support. This
collaboration ensures that all aspects of the student experience are considered in

problem-solving and strategy development.

Team Collaboration:

e Work closely with other team members to ensure a cohesive student experience.

e Participate in regular team meetings and contribute ideas for improving student services.
e Support team members in managing peak times or handling complex issues.
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e Supporting the Local Student Services Officer: Assist the Local Student Services Officer
in providing exceptional support to students by addressing inquiries, facilitating a
positive learning environment, and resolving issues as they arise.

e Administrative Tasks: Perform various administrative tasks, including processing claim
forms for lecturers, maintaining accurate student records, updating the Student Register
and ensuring compliance with institutional policies and procedures.
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8. Sales & Marketing Officer

Department: Office of the Principal
Reports To: [CEO/Principal]

Job Summary:

The Sales & Marketing Officer develops and executes marketing strategies to attract new

students and manages promotional materials and digital campaigns.

Responsibilities:

Strategy Development: Develop marketing and sales strategies to effectively attract new
students.

Material Management: Manage the creation and distribution of promotional materials.
Digital Campaigns: Oversee digital marketing campaigns, analysing and optimising based
on performance data.

Market Analysis: Monitor and analyse market trends to adapt marketing strategies
accordingly.

Collaboration: Work closely with the admissions and academic team to align marketing
efforts with enrolment targets.

Reporting: Generate reports on marketing effectiveness and student engagement
metrics.

IT/Website: Manage the institute's IT infrastructure and website, ensuring they are
user-friendly, secure, and regularly updated to support academic and administrative
functions while enhancing the overall digital experience for students and staff.

Events Coordination: Plan and coordinate extracurricular events, ensuring smooth
execution, effective communication, and engagement with students, faculty, and
external stakeholders to enhance the overall student experience and foster community
involvement.
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9. Junior Accounting Clerk

Department: Office of the Principal
Reports To: [CEO/Principal]

Job Summary:

Junior Accounting Clerk serves as the Junior Accounting Clerk at Malta Leadership Institute,
supporting the financial operations and playing a key role in procurement processes. His
responsibilities are crucial in maintaining the accuracy and integrity of the institute’s
financial records, facilitating efficient transactions, and ensuring compliance with financial
regulations.

Through diligent management and robust reporting, Anas helps to ensure the financial
health and operational efficiency of the institute.

Key Responsibilities:

Financial Reporting:

e Assist in the preparation of monthly, quarterly, and annual financial reports, ensuring
accuracy and completeness.

e Support the development of financial statements and analyses that aid strategic
decision-making.

Accounting Operations:

e Process accounts payable and receivable accurately and on time.

e Reconcile bank statements and general ledger accounts to maintain precise financial
records.

e Assist with payroll processing and manage expense reports and reimbursements in
compliance with institute policies.

Budgeting and Forecasting:

e Help prepare detailed budgets and financial forecasts.

e Monitor expenditures and report variances against the approved budgets.

e Support financial planning to meet the institute’s financial objectives.

Compliance and Audit:

e Ensure compliance with financial regulations and institute policies.

e Assist with internal and external audits, providing required documentation and
information.

e Stay updated with relevant financial laws and regulations.

Record Keeping:

e Maintain organised and accurate financial records and documentation.

e Ensure timely and accurate updates of financial records in the accounting system.
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e Properly file invoices, receipts, and other financial documents to ensure transparency
and accountability.
Procurement Responsibilities:

e Ensure that procurement practices comply with institute policies and achieve cost-
effective purchases.

Process Improvement:

e Identify and implement process improvements and efficiencies in financial and
procurement operations.

e Assist in the deployment of new accounting systems, procedures, and technologies to
enhance financial accuracy and operational efficiency.

e Proactively suggest improvements to streamline financial processes and procurement
strategies.
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10. Maintenance & Projects Manager

Department: Office of the Principal
Reports To: Jesmond Friggieri

Job Summary:

The Maintenance & Projects Manager will be responsible for overseeing and managing the day-to-
day operations of the institute's facilities, with a particular emphasis on condominium management.
This role involves ensuring that all properties, including residential units and institutional buildings,
are maintained to high standards, that they meet safety regulations, and that they are operated
efficiently.

Key Responsibilities:

Premises Maintenance:

e Property Oversight: Manage the upkeep, maintenance, and aesthetic appearance of the
institute’s property portfolio.

e Contract Management: Negotiate and oversee contracts with service providers, including
security, cleaning, and maintenance companies.

2. Facilities Management:

¢ Maintenance Coordination: Schedule and oversee regular maintenance and repairs of all
institute facilities, including electrical systems, plumbing, and
HVAC.

e Safety Compliance: Ensure all facilities comply with local safety regulations and standards,
conducting regular safety audits and coordinating necessary
improvements.

e Budget Coordination: Coordinate the budget for estate and facilities maintenance with the
Junior Accounting Clerk while ensuring cost-effective operation.

3. Project Management:

e Renovation Projects: Plan and manage renovation projects for existing facilities, ensuring
minimal disruption to institute operations.

e Vendor Liaison: Liaise with architects, contractors, and engineers to ensure projects are
completed on time, within budget, and to specified standards.
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11. Internal Quality Verifier

Department: Academic Support Department

Report to: Academic Manager

Job Summary

Internal Quality Verifiers (IQVs) play a vital role in ensuring the integrity and consistency of assessment

procedures within the Malta Leadership Institute (MLI). Their primary focus is to monitor assessor

activities and maintain compliance with established assessment processes, guidelines, and practices.

By promoting fairness and equality in assessment decisions, IQVs contribute to the overall quality

assurance framework of the institute.

The key responsibilities of IQVs include:

1.

Adherence to Assessment Guidance: IQVs ensure that assessors follow the relevant
assessment guidance to maintain quality and consistency in the evaluation process.
Interpretive Support: They provide assessors with interpretive support to facilitate the correct
and consistent application of assessment standards.

Regular Sampling of Assessment Activities: IQVs conduct regular sampling of assessment
methods and records, ensuring that decisions made by assessors are consistent and reliable.
Constructive Feedback: They offer constructive feedback to assessors regarding their
assessment decisions, helping to improve overall assessment quality.

Highlighting Good Practices: IQVs actively promote and highlight good practices in
assessment, fostering a culture of excellence within the institute.

Upholding Equal Opportunities: They are committed to upholding equal opportunities and
ensuring that anti-discriminatory practices are followed throughout the assessment process.
Collaboration with the Academic Manager: 1QVs collaborate with the Academic Manager to
fulfill the requirements of the quality assurance process, enhancing communication and
coordination.

Documentation Compliance: They ensure that all relevant documents are completed
according to established procedures, maintaining thorough records for accountability.
Professional Development: IQVs are required to attend meetings conducted with the
Academic Manager and participate in training sessions provided by the institute.

Through these responsibilities, IQVs significantly contribute to the quality assurance framework at

MLI, ensuring that assessments are conducted fairly, consistently, and in alignment with established
standards.
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12. External Quality Verifier

Department: Academic Support Department

Report to: Academic Manager

Job Summary
External Quality Verifiers (IQVs) play a vital role in ensuring the integrity and consistency of
assessment procedures within the Malta Leadership Institute (MLI). Their primary focus is to monitor

academic activities and maintain compliance with established assessment processes, guidelines, and
practices. By promoting fairness and equality in assessment decisions, EQVs contribute to the overall
quality assurance framework of the institute through an objective view as they would be assessing

and evaluating the processes without directly participating in them.

The key responsibilities of EQVs include:

10.

11.

12.

13.

14.

15.

16.

17.

18.

Adherence to Assessment Guidance: EQVs ensure that assessors follow the relevant
assessment guidance to maintain quality and consistency in the evaluation process.
Interpretive Support: They provide assessors with interpretive support to facilitate the correct
and consistent application of assessment standards.

Regular Sampling of Assessment Activities: EQVs conduct regular sampling of assessment
methods and records, ensuring that decisions made by assessors are consistent and reliable.
Constructive Feedback: They offer constructive feedback to assessors regarding their
assessment decisions, helping to improve overall assessment quality.

Highlighting Good Practices: EQVs actively promote and highlight good practices in
assessment, fostering a culture of excellence within the institute.

Upholding Equal Opportunities: They are committed to upholding equal opportunities and
ensuring that anti-discriminatory practices are followed throughout the assessment process.
Collaboration with the Academic Manager: EQVs collaborate with the Academic Manager to
fulfill the requirements of the quality assurance process, enhancing communication and
coordination.

Documentation Compliance: They ensure that all relevant documents are completed
according to established procedures, maintaining thorough records for accountability.
Professional Development: EQVs are required to attend meetings conducted with the
Academic Manager and participate in training sessions provided by the institute.

Through these responsibilities, EQVs significantly contribute to the quality assurance framework at

MLI, ensuring that assessments are conducted fairly, consistently, and in alignment with established
standards.
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13. Part-Timer Lecturer (Employed or Contract of Service)

Department: School (according to the main lecturing area)
Report to: Academic Manager & Heads of School

The role of Lecturer carries the following tasks:

e interviewing course applicants, if the need arises

e lecture planning, preparation and research

e contact and teaching time with students

e checking and assessing students' work

e encouraging personal development via tutorial or online work

e invigilating examinations

e attending staff or other quality assurance meetings

e general administration related to course assignments

e writing research proposals, papers and other publications (on extra remuneration)
e reading academic journals

e supervising students for thesis and dissertations

e 2" marking for thesis and dissertations (on extra remunerations

e attending and speaking at conferences and seminars (on extra remuneration)
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Appendix 2: Key Performance Indicators Format

Performance Targets [Year]

Name of Employee: [Name&Surname)

Position: [Position]

Date: [Date]

[Targets January 2024

[Feedback from Employee

Mid-vear
Rating (by
lemployee)

[Annual Rating
(by employee)

lAnnual Rating
by Director

[Comments

Mid-Year:
End of Year:

Mid-Year:
End of Year:

Mid-Year:
End of Year:

Mid-Year:
End of Year:

Mid-Year:
End of Year:

Mid-Year:
End of Year:

Mid-Year:
End of Year:

Mid-Year:
End of Year:
——

Mid-Year:
End of Year:

10

Mid-Year:
End of Year:
——

11

Mid-Year:
End of Year:

Signed by Employee:

Mid-Year:
End of Year:
—

(On initial agreement — 24-01-2024)

Approved by Director:

Signed by Employee:

(On mid-year performance — 3-07-2024)

Approved by Director:

Signed by Employee:

(On final marking — 30-11-2024)

Approved by Director:
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(Marking should be: Achieved (Marks =10) Developing (Marks =5) Not Achieved (Marks =0}

MLI Work Performance Policy & Procedures




