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Name: Mohd Sufie bin Abdul Razak

Name: Hasanul Basri bin Abdullah

Position: Senior Assistant Director
Office of the Deputy Dean
Student Development &
Community Engagement

Position: Dean
Centre for Foundation Studies,
ITUM

Date: 15% April 2025

Date: 15% April 2025
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1.0

2.0

3.0

4.0

OBJECTIVE

Managing the process of appointment of principal and fellow at the Centre for Foundation
Studies, [TUM.

SCOPE

This procedure applies to new appointment of principal and fellow.

ACCOUNTABILITY
3.1 Office of The Deputy Dean, Student Development and Community Engagement
3.2 Principal of Mahallah
ABBREVIATION (If any)
4.1 CFS Centre for Foundation Studies
42 AD Assistant Director
43 DDSDCE Deputy Dean (Student Development and Community Engagement)
44 AHM Assistant Hostel Manager
4,5 SDA Student Development Affairs
46 AAO Assistant Administrative Officer
4.7 Principal Principal of Mahallah
4.8 POI Panel of Interviewer
49 T&C Terms and conditions
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5.0 REFERENCE

5.1  Job Scope and KPI of Principal and Fellow
5.2 Student Residential Management System (SRMS)
53  List of Hisbah and Mahallah in CFS IIUM

6.0 RECORD RETENTION PERIOD

RETENTION
NO. RECORDS PERIOD LOCATION RESPONSIBILITY
1. PRINCIPALS AND 5 years Filing cabinet, AAO
FELLOWS FILE SDA
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7.0 PROCESS FLOW
Responsibility Flow Chart Remarks

Notify unsuccessful
via email

Announce vacancy

|

Receive & compile
application form

|

Set up interview
session

successiul or pot?

NO

Send appointment
ietter to the
successful candidate

!

Send letter allowance
of principal/feliovs to
payroil unit

Assign additional task
for the new
principalffeflow in the
HURIS

l

Notify CFS via e-mail
on the newly
appointed principai /
fellovs

l

(e D
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Through official platform

Panel of interview session:
Dean, Director, DD SDCE,
AD SDA & Principal of all
mahallah

Through official platform
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