<. Organisational Structure

This document outlines the proposed organisational structure for the institute, designed to
facilitate efficient operations, clear lines of communication, and effective management across
all key functions. The structure encompasses academic departments, student services,
administrative and operational units, and quality assurance, ensuring a holistic and
well-coordinated approach to achieving the institute's goals.

1. Institute Director

The Institute Director holds the highest position and is responsible for the overall strategic
direction, performance, and compliance of the institute. They provide leadership, oversee all
departments, and ensure the institute operates in accordance with its mission and objectives.

2. Academic Department

The Academic Department is responsible for the delivery of high-quality academic programs
and the management of faculty.

e Program Heads (Aviation, English/IELTS, Business): Program Heads report to the
Academic Department and are responsible for the curriculum development,
instruction, and overall management of their respective programs. They ensure
program quality, student satisfaction, and alignment with industry standards.

3. Student Services

The Student Services department provides comprehensive support to students throughout
their academic journey, from admission to placement.

e Admissions & Registration: This unit manages the recruitment, admission, and
registration of students. They handle inquiries, process applications, and ensure
compliance with admission policies.

e Student Records & Exams (IELTS): This unit maintains student records, manages exam
schedules, and administers IELTS exams (if applicable]. They ensure the accuracy and
security of student data.

e Student Support & Placement: This unit provides academic advising, counseling, and

career guidance to students. They also assist with job placement and internship
opportunities.

4. Administration & Operations

The Administration & Operations department provides essential support services to ensure
the smooth functioning of the institute.

e HR: The Human Resources (HR] department manages employee recruitment, training,
compensation, and benefits. They ensure compliance with labor laws and promote a
positive work environment.



e Finance: The Finance department manages the institute's financial resources, including
budgeting, accounting, and financial reporting. They ensure financial stability and

compliance with accounting standards.
e Facilities & IT: This unit is responsible for the maintenance and upkeep of the institute's

facilities, as well as the management of its IT infrastructure. They ensure a safe and

functional learning environment.
e Marketing & Outreach: This unit is responsible for promoting the institute's programs

and services to prospective students and the community. They develop marketing
strategies, manage social media, and organize outreach events.

5. Quality Assurance & Compliance

The Quality Assurance & Compliance department ensures that the institute meets all relevant
quality standards and regulatory requirements. They conduct internal audits, monitor
program performance, and implement quality improvement initiatives.
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e Communication: Clear communication channels should be established between all
departments and units to ensure effective coordination and collaboration.

e Collaboration: Cross-functional teams should be formed to address specific issues and

projects that require input from multiple departments.

e Accountability: Each department and unit should be held accountable for achieving its

goals and objectives.
e Flexibility: The organisational structure should be flexible enough to adapt to

changing needs and priorities.
e Technology: Leverage technology to streamline processes, improve communication,

and enhance efficiency.



e Training: Provide adequate training to employees to ensure they have the skills and
knowledge necessary to perform their jobs effectively.

e Regular Review: The organisational structure should be reviewed regularly to ensure it
remains effective and efficient.

This organisational structure provides a framework for the institute's operations. It is
important to tailor the structure to the specific needs and context of the institute. Regular

review and adjustments will be necessary to ensure the structure remains effective and
supports the institute's goals.



