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Hethlehem University

P.O.Box 9
Bethlehem, via Israel

Lo, Wadd! ~ pad 2y

Tel, @ 972-2-741 241
Fax : 972.2.744 440

VESYLY @ L3l

vittg, @ LSU

Public Refations Office il e K
o
THE CHAIRFERSON: ‘D
SON: g

The Department Chairperson, in cooperation with the Dean or Director, ills the roles of acad

leader of the departmental teaching staff and of custodian of good teaching. S/he has & sp

obligation to build a department strong i teaching “ability and in scholarship. The Departr

Chairperson is appointed by the Vice Cllancellor to a two year tenm, which is renewable t

consecutively, 'upon the nomination by the {ice President for Acadeniic Affairs, made in consultj—

with the Dean or Director. S/he normally I:!xs ateaching load of three courses. 5

‘The Deparlment Chairperson: ' Feb)

1. Frequently consults with all the mpmbers of the Depaitment and conducts meelings of =
depmitment at least thiee times eqch semester.  Minutes of these meetings are careﬁ
recorded and a copy forwarded (o the Dean or Director. S/he will encourage full and
discussion, emphasizing that becau.ie the University is the major employment interest of e
member, the views of each are weltome, S/he willingly bears and examines any grieva
of thie teachers of the department an is responsible for informing al! department member©
all notices and ditectives received fibm the Administration.

2. Is responsible for overseeing the ddvelopment of curricnla within the department, Witly,__
departinent members, s/he creates, designs end updates the course offerings and keeps cur©
the syllabi, preiequisites. cousse {sequencing, requirements for majors and catalg>
information. S/he supervises and assists the teaching staff in adding to library holdings 2ii@)
the use of audio-visual and other intuuctional materials. [l is hisfer function to coorditD
the selection of textbooks to be used!, especially i multi-section courses and for seeing, £
the bookstore s properly informed.

3. Is responsible for the overall qudlity of teaching within the department,  Sfhe, x
consuitation with department membsrs, recommends the teaching assignments and sched"ﬁ
to the Registrar. In so doing, the CHairperson is mindful of the University's normal teachs,
load (credit hours, pumber of prepalations, number of students, the academic specialtiegy
department members, rank, seniorityland balanced weekly schedule). S/he is responsibless
seeing that course outlines parallel department syllabi and that multiple sections of the sz—
course are jeasonably consistent.| S/he will encourage and initiate innovation T
experhmentation in teaching metliods

4 Is careful to collect and evaluate alljdocuments tequired to enable him/her to fulfill his
duties in all matters of teacher evaluption. This is done in the following way: studying@

Coursc Outlines prepared by the teqcliers for all courses; cxamining the mark sheets
reviewing the examinations (or examining projects) for each course; keeping an acc
record of attendance lor class, office hours and meetings and of cooperation with departing)
faculty and university directives and jhrocedures; compiling & record ol service on commi
and research, activities, especially [publications; and studying the resulls of studD)
evaluations ober a period of time. - Y

5. The Chairperson may arrange classrofin observations for the purpose of assisting, evalual
“apd improving the quality of instruction, especially for new faculty and those scheduledy
review. S/he will make a yearly evafijation report for each teacher in his/her department, :
will review each teacher's file toward [hie end of the academic year pointing oul strengths ;
deliciencies in regard to the criterin fof renewa{ and promotion.

6. Will evalvate and interview (wheneer possible) all applicants for teaching positions
his/her depardment.  S/he will inform the Dean or Director of hissher evaluntion of
qualifications of all applicants with] respeet to their knowledge of the subject mat
especially the specific course needs| of the department; their interest in teaching; €h
research activities; their professional ajtitude; and their compatibility with the other memb
of the department.

YVA
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Is the chicl guidance officer of the majors in the department. S/he ussigns the lea‘w
advisors and ensures that each student is|well advised. A complete record of each st
majoring in the departinent will be kept dud will include listing of each course takent—
grade received, progress towards fulfilling all deparunem, facully and univel®
requirements for graduation and other pertinent inforimation.  S/he recommends accep
into and change of majors, fulfiliment of curricular requirements and eligibi!i(y*g’
graduation, ‘ O
Will encourage research and publication qmong the members of e department, conscious;
his/er duty to encourage the discovery as/well us the transmission of knowledpe.

Prepares an annual report for the Vice President for Academic Affairs on the acaders
program, activities, strengths, weaknessel. future plans and needs of histher department. S
copy ol the report will also be submitteli 1o the Dean or Director and another to the
Chancellor .

Will receive, examine and arbitrate any d 1spules between a student and his/her leacliers,
Is a member of the Academic Council
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outside the university . Their percentage ranged between 25.30% -

63.30%.

Recommendations:-

- L

The Palestinian universities’ administrations must deepen the concept of

time and its importance through planning training programs to develop

employees® skills in time management. The administrations should also

hold courses and seminars on the subject in coordination with department

councils in the various Palestinian universities.

. Empowering and activating the secretary’s role and staffing each

academic department with a qualified secretary if possible. Each
department should have a computer to facilitate performance of work and

to save time and efTort.

. Granting more authority and powers to department chairs to allow them to

take decisions necessary for department developmnent. In return, the chairs
have to ;atltllorize others to carry out routine work in a way that enables
them to save time in order to carry out more important works.

Owing to dearth ( scarcity ) of relevant literature it Arabic on this subject
of time and its 1na11agellle11t, the researcher calls for more research and
studies in the field ; she also calls for the provision of both human and

material resources necessary for these studies.
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4. Percentage ol unexploited time, by academic departmment chairs, in the
West Bank universities, was on average . It was 67.2%.

5 Degree of achievement of presented propoéais for time management
improvement was high according to academic department chairs in the
West Bank universities, it was 71%.

6 Time ménagement, by academic department chairs in the West Bank
universities, was influenced by sex variable with a slight difference in
favor of females.

7. Time management, by academic department chairs in the West Bank
universities, was influenced by age variable in favor of age group above
50.

8. Academic department chairs’ management of time was influenced by

academic title vartable, in favor of assistant professor.

9. Academic department chairs’ management of time was influenced by

variable of years of experience in administrative work, in favor of those
having more than five years of experience.

10. Academic departiment chairs* management of time was influenced by

litliversity variable, in favor of Bethlehem University.

11. The study found that the academic department chairs , in the West Bank
universities, budgeted ( distributed ) their formal working time into
several works and activities of different nature during the academic
semester. University teaching took miwost of the academic department

chairs* time followed by lecturing, reading memos, reports and taking

necessary procedures, regarding them, preparation of academic research.
for improvement of department and its development as well as meetings

with people asking for interviews for oflicial purposes whether inside or

VAT
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For data collection, the researcher used a questionnaire consisting of

three versions.

Version A Personal data.
Version B consisted of 41 items ( statements ) distributed among five scales
to fearn about time management by chairs of academic depariments.
Version C consisted of 28 items focusing on works and activities perforimed
by chairs .of academic departments during the academic semester in
questions. The questionnaire was checked for validity by agroup of experts
on the subject. The reliability of the questionnaire was calculated by using
Combach-Alpha.  The reliability coefficient of time inanagement
questionnaire was 0.75 whereas the time distribution questibxmaire was
0.96. ”

The collected data was analyzed by the computer and the {ollowing
statistical methods we.re used in answering the questions of the study:

1. Percentages.

2. Means.

3. Standard deviation.

Findings :

1. Academic department chairs’ attitute toward time was high . Their
response was 79%.

2. Academic departinent chairs’ attitute toward time management was very
high. Their response was 85.8%.

3. Degree of obstacles in tune management, among academic department
chairs, in the West Balﬁ< universities, was very little . Their response

percentage was 47%.
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Abstract
Time Management Among Chairpersons of

Academic Departments in the West Bank Universities

The purpose of this study was to investigate the management of timne

by chairs of the academic departments at West Bank Universities. The effect

of sex, age ,academic degree , years of experience in administrative work,

and university on their management of time.

90000

The research questions: -

1.

What is the attitute of academic department chairs toward time and its

management ?

. What causes or obstacles, if any , prevent the exploitation of time

effectively by the chairs of academic departments iti the West Bank?

. What is the degree of achievement of presented proposals to improve

time management and reduce its waste as much as possible ?

Are there times unexploited by chairs of academic departments in the
West Bank universities ?

Is time management, by academic department chairs, in the West Bank
universities, ‘influenced by the variables of sex, age, academic degree,

years of experience in administrative work and in the university?

. How do chairs, in the academic departments at West Bank universities,

distribute their official working hours in terms of activities, tasks which

need completion during an academic semester?

Methodology the pobulation of the study consisted of all chairs of the

academic departments in the West Bank universities.
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