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Abstract:

Our study is tagged with "Criteria for the selection of heads of academic departments according to the outputs
of the work analysis - analysis of the job of the head of an academic department - a field study at the
University of 20 August 1955 Skikda".

We have sought, through this study, to try to determine the criteria to be adopted in selecting the heads of
academic departments at the University of 20 August 1955 Skikda, through the outputs of the work analysis
represented in the basic data of the position of the head of an academic department (name of the job, its general
activity, and its administrative location), and the tasks it includes This job (cyclical and non-rotating tasks), the
responsibilities it contains (human resource responsibilities, other responsibilities), the professional relationships
it includes (relationships with superiors, subordinates, and other departments), and the physical conditions
surrounding it (physical conditions, Work means and equipment), and the conditions to be met by the incumbent
(educational qualifications, professional experience, age, physical, psychological, mental and social specifications
and abilities).

To achieve this endeavour, we relied on the descriptive approach in conducting this study, where we applied the
open interview tool (supported by simple observation in addition to records and documents) on a sample of
heads of academic departments estimated at 15 academic department heads out of 25 department heads at the
University of 20 August 1955 Skikda (60%). Based on this, we have reached six (6) sub-results related to the work
analysis outputs (the basic data of the job, its tasks, responsibilities, its professional relationship, its financial
conditions, and the conditions that must be met by the incumbent), and a general result of the criteria to be
adopted in the selection of department heads. This result was reached on the basis of the six (6) sub-results of
the outputs of the work analysis. We will review all these results as follows:

+«»+  First Result (Basic data for the head of an academic department job):

This result included the name of the job represented by “academic department head”, the general activity of the
job represented by “managing the department’s affairs from 3 aspects (scientific, pedagogical, and
administrative)”, and the position of the job administratively, which is located under the dean of the college and
above the vice presidents of the department, heads of interests and administrative staff The professors and
students of the department.

< The second result (the duties of the head of the academic department):

This result included reaching several periodic tasks for the head of the academic department at the University of
20 August 1955 Skikda, such as monitoring the daily work of the teachers, setting teaching programs, signing and
stamping the points statements and registration certificates for students, monitoring the process of pouring
students’ points on time, listening to students’ concerns, and organizing Six-party and annual deliberations,
organization of disciplinary councils and other periodic tasks. As for the non-periodic tasks, we have identified
several tasks in this context, such as implementing exceptional instructions and correspondence, solving
unexpected student problems, studying exceptional cases that disturb the public order and morals of the
department, holding emergency meetings according to the situation, and preparing time distributions in
exceptional circumstances.

0,

«* The third result (the responsibilities included in the position of the head of an academic department):

In it, we concluded that there are several responsibilities for the head of the academic department on human
resources, such as that he is responsible for providing the professors to all programmed standards, responsible
for inquiring about the unjustified absences of employees, responsible for any problem that occurs to the
department’s individuals within the department (fighting, fainting), and responsible for Corrects errors in student
grades, is responsible for correcting errors in student certificates, and is responsible for ensuring that all
department employees carry out their assigned tasks and other responsibilities related to human resources. With
regard to other responsibilities, we have concluded that the department head is responsible for ensuring the
safety of the department’s equipment (computers, printers), and ensuring the preservation of department
records and documents (department archives, lectures, students’ files and certificates), and is responsible for
maintaining public order within the department. responsible for the decisions he makes, and responsible for
enforcing the laws.



0,

+ The fourth result (professional relations included in the position of head of an academic

department):

In it, we concluded that relations with superiors consist in mutual consultation, raising concerns to the Dean,
giving information to the Dean, receiving instructions and correspondence from the Dean, holding periodic
meetings with the Dean, and coordinating with the Vice Dean. As for relations with subordinates, we find, for
example, assigning professors to certain matters, assigning employees of the department with certain tasks as
well, consulting professors, consulting representatives, and consulting students. As for the nature of relations
with other departments, we have concluded that they are coordinating (such as organizing the timing of exams in
coordination with other departments), cooperative (such as granting professors, halls and work tools to other
departments), participatory (such as sharing college meetings), and advisory (such as Consult other departments
about making certain decisions).

+» The fifth result (the material circumstances surrounding the position of the head of an academic

department):

In it, we concluded that the reality of the physical conditions in the offices of the heads of academic departments
is that the temperature ranges from good to good to suitable to acceptable in general, and that the lighting is
appropriate in its entirety, and that the noise is present in varying proportions and varies from time to time, and
that the ventilation is good, The cleanliness is very good, the office space is from good to very good, and the
location of offices and interests is very good. This is with regard to the physical conditions. As for the means and
equipment for work, we have concluded that the means of work, especially the technical ones, have problems,
and that the available means of work meet only the minimum requirements.

0,

+ The sixth result (the conditions that must be met by the incumbent of the position of head of an
academic department):

In this result, we concluded that the academic qualifications required for the head of the academic department
are a master’s degree or above for the classic system and a doctorate for the LMD system. As for professional
experience, it is sufficient for the holder to be a proven professor to occupy the position of head of an academic
department, and it is preferable that he has He held the position of deputy head of the department in pedagogy
in addition to having experience in the field of administration and teaching. As for age, we concluded that it is not
conditional to fill this position. As for the specifications and capabilities (physical, psychological, mental and
social) that must be met by the incumbent, we find, for example, scientific mastery, ability to work under
pressure, communication skills, persuasion skills, emotional balance, rigor, and mastery of foreign languages ...
etc.

0,

*» General result:

In it, we identified 34 criteria for selecting the heads of academic departments based on the outputs of the work
analysis (the basic data of the job, its tasks, responsibilities, its professional relationship, the surrounding physical
conditions, and the specifications that must be met by the incumbent). These criteria are: 1- Academic degree
(obtaining a master’s or doctorate) 2- Access to legal and psychological theoretical frameworks 3- Familiarity with
legal legislation and the institution’s internal system 4- Three (3) years’ experience in the field of teaching 5-
Holding The position of deputy head of the department (recommended)/6- Good moral history/ 7- Good
professional history/ 8- Ability to plan/ 9- High ability to analyze/10- Effectiveness in making decisions/ 11- Ability
to organize and coordinate/ 12- Ability To solve problems / 13- The ability to communicate well with individuals /
14- The ability to communicate information clearly and accurately / 15- The ability to listen to others / 16- The
ability to lead and influence others / 17- The ability to persuade / 18- Mastering techniques Administrative
editing / 19 - mastery of technical matters / 20 - understanding of the circumstances of others / 21 - flexibility /
22 - empathy / 23 - extroversion / 24 - discipline, rigor, seriousness / 25- organization (organized person) / 26-
honesty, integrity and commitment to ethics Professional/ 27- Emotional balance/ 28- Leadership tendencies/
29- Creative tendencies/ 30- Ability to work under pressure/ 31- Good health and safety of people For senses/
32- Fluency in foreign languages/ 33- Able to work in enclosed spaces/ 34- Able to work in a sitting position.
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