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DUTIES OF THE ACADEMIC COORDINATOR – COURSE ADVISOR

The Academic Coordinator – Course Advisor is responsible for the following tasks:
1.  The Coordinator communicates and coordinates at regular intervals with:
a.  The Teaching Staff Group (TSG) of the course.
i. He/she communicates with all the members of the Associated Teaching Staff (ATS) of the course on a regular basis. 
ii. He ensures that each ATS member is available to consult students for 3 hours per week. 
iii. He/she coordinates the TSG before the Group Consultation Meetings (GCM) in order to ensure the uniformity of the teaching content, in the subjects of written assignments and examinations. 
iv. He/she asks for and receives reports from the ATS members according to the outcome of the GCM. 
v. He/she supervises the ATS members in relation to sending feedback to the students within the context of producing written assignments, etc.
b. The Unit Manager.
[bookmark: _GoBack]He/she informs the Manager in writing about the teaching and general work of the teachers, the students’ performance and other related topics according to the University and the University’s assessment system. 
c. The Executive members of the Pedagogical Planning Unit for Distance Learning Programmes.
He/she communicates at regular or urgent intervals with the respective member of the Educational Programme Unit of the course it coordinates, in order to resolve problems related to the study and educational material, as well as the use of electronic means of interaction and communication of the students and ATS members. 


2. The Coordinator in regards to written assignments:
He/she is responsible, in collaboration with the other ATS members, for articulating the subject of the written assignment, choosing the right subject, the final drafting making sure that it is clear and comprehensible and for publishing the assignment’s subject on the electronic platform. 

4. The Coordinator in regards to the final and re-sit examinations:
i. He/she coordinates the formulation of the final and re-sit examination subjects on behalf of the TSG. 
ii. He/she drafts a Response Guide in cooperation with the other ATS members and then communicates it to the TSG. 
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