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Unrvamsiry of

Ref. MAU.5136/ 292 2% September 1999
MR. KHANCHAN SENGCHANSOUIIYA

Head. Academic Staff Development Division

National University of Laos

Vientaine, Lao PDR

Fax:(856-21)415 427 or 412 381

RE: GRADUATE PROGRAM AND TRAINING OF STAFF
Dear Mr. Sengchansouiiya,

This is to acknowledge receipt today of the CVs of the graduate students who
are seeking admission to SUT. The University Senate in principle endorsed the
collaboration of SUT with the National University of Laos and our willingness to
provide training to your staff either through the formal degree program or through the
shadowing program or on the job training.

The CVs of the candidates have been forwarded to the respective schools for
their consideration and possible assignment of advisers. We shall be communicating
to you soon the results of the evaluation and hopefully, they could start in the third
term this academic year which will start in January 2000. In the meantime, we advise
them to acquire as much competency as they can in the English language .

Regarding the training of the administrative officers, SUT is agreeable in
principle. However, you will have to provide us with the exact list and CV of the
candidates and the specific objectives for each person or staff. What are the desirable
dates for your staff? We will be computing the budget which will include the board
and lodging and the honorarium for the trainors. We will organize some common
lectures for all the participants on basic concepts of administration and management
and then go to specific requirements of the trainees. We will provide you with the
program as soon as we get the details from you. We will also want to know the degree
of competency of the participants in English or Thai. We will try to get some of our
staff who speak Lao be involved in the training..

Looking forward to your response to the above questions.
With best regards.

Sincerely,

A & #
/ (Prof:Dr.Ruben C Umaly)
: Director, CIA Pl
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Nuniber of pages (including this page).
Subject: Short-term training Programs at Suranares University of Technology

Dear, Prof. Umaly

We are pleased to inform you that the Government of the L.ao P.I).R is sctiing up the National
University of Laos (NUOL) through amalgamasion of sovera) cxisting Lerbary msttutions.
Financial support 18 being provided by the Asian Devzlopment Bank (ADB) through the Post
Secondary Education Rationalization Froject (PSERY) As part of this Project, the shoriterm
stafl development programs iacluding work attachment in relovant felds for staff member of
NUOL s Academic Office.

We are planning to s2nt our stafi member on one month work attachment in Thai's universitics
including Suranaree University. We would like to request Surainares University t¢ organize the
mentioned above work attachment {or some of our staff member,

The training objective and esumated sehedule for cach position is enclosed,

Jf the training available, please let me know and send directly to me vour proposal on this training
with details cost (request for payment) for cach traince including tuition fec, acconunodation,
living, transportation, ete.

Should ycu need any finther mformation please contact me directiv by fax (856-21) 413427 or
41238]. Looking forward to hesring from. you at vour sarly convenience, I remam with best

regards.,

Yours Sm(:brcl) —7

Y

Mr. Kimmchan Sengchansouliva
ead, Academic Staff Development Division
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PROPOSED TRAINING PROGRAM
FOR STAFF MEMEERS OT TIE ACADEMIC OFFICE
NATIONAL UNIVEPRSITY OF LAOS (NUOL)

A. GENERAL INFORMATION

The Academic Office(AO) 1s one of the main unit within the Nuoi's Central Administrative
Organ, wineh is consisted out of 5 (five) Departments numely: Carneulum and Awards, Rescarch
and Development, Academic Staff Development. Studenmt Record and Admission, Academic
Serviee and Marketing. Detals of the AQ structure diagram and ns staffing is attached.

First academic year of the National University of Lao(NUOL) had opened in 1996, its main
campus based on former Pedagogical Unmiversity, and existng NUOQL's Acaderue Office
established on former ss relevant wmi. To response new functions of Academic Affaizs with
nearly to 800 teachmg staff und more than 10,000 students studyving in eight differeat facultics
with 29 specialized departmenis. than o 1ot of traming for AQ’s staff s required in different arcas
of work.

Most of AQ's staff were former Iccturers, some of them: still are a part uime lecturers. Some main
work of AQ just titiated siuee acaqemic yzar 1996/1997, For cach position have not or very
generally job description. General kncwledge and slill 1o yesponse daily work is limited,
espectally lack of analvsis skill in orgamzing teaching and learmng process, designing and
developmg curriculum, student record and admussion, researchi, and marketng.  Nationa
Umversity of Lao have been changing from ¢lass-hour to credit svstem, a problems in organizing
teaching and Jearning process, and also the 1ssues curriculum development (o meet the social-
ceonomie development needs arce the new for our staff.

B. TRAINING OBJECTIVE

This staff development program will be focused on work attachment i the relevant ficlds of AG's
functions such as curriculum developracnt and awards, strategy and method suitable for Lao's
context on short term and long term staff development, research activines, academic services and
marketing, and student record and admiesion. Details of traiing objective is mentioned for cach
posnion below m paragraph E.

C. REQUIREMENT AT TRAINING

During traiming period 2ach wames is required to do the following task

{. for the overall training period each participam requires about 30 per cent attending
tectures and 70 percent being involved in work attacliment,
preparation of relevant resouress aond lectore materials in English or the language that
suits their ability prior to the lectures;
provision of training facilitizs,
cvaluation with certificate or attendance. Al evaluation reports should be submitted o
PU(Project Unit), National Universny of 1.ao,

i~

Tl

.J'..

D. EXPECTED RESULI'S

Lipon completion of the training program, the following results would be expected:

I Academie Office vl bave capalue personncl 1o carny our both academic and office
administrative work maore efficicnlly, _
Workimg mechamsm within the Oftices/Depurtments wili be improves,
The work which Acadenie Office 1espensible for will be Jearned by participants, and
could reapplv learned experienee n their home university i view of Lao's situation;

Led 2
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“specially the training will be focused on somie fields such as academic services,
markcting and fund rasmg work, rescarch activities, curriculum design and
development, organization feachmg and leanung process, academic staff development,
student record and admission,

4, Undersiand and can use an mformaton wwehaology in student record and admussion
process, academic staff management.

L ESTIMATED ONE MONTH COURSE TRAINING SCHEDULE

Proposcd | Position & Ne. Objective of training
ume title of Trainee
participants
Dee, 1999 | Adnussion ] To observe, study and undertake hands-on cxperience
' &Record. on the funcrional orgamzation and administration of
Hcad | student admission and records activities and process
: advertisement — of  university  programs  and
requirement, reeapt  and  evalvation of student
appiications, admission of student, custody and
mamicnance of student records and |laison with
university  faculues  and  departments  in the
| mamenance and updaung of student record in multi-
{ CanIPUs environment,
Dee. 1999 | Adnussion : 1 ‘To undertake work-aitachment at similar student
&Reecord, | admission and records functiens and positions in
Stafl’ wuversiies overseas and study the various routing
procedures  and  documentation  of whole  process
meluding of advertisemient programs, receipt and
processing of student application, and implementation
of decision by adnussion authorities,
Nov. 1689 ssearch | To observe, study and undertake hands-cn cxperience
Developnt.. on the {unctional orgamzation and admimstration of
Head research  devclopment  activities  in overseas
umversicies.  ressareh  pobeies,  production  and
unplementation  of  research  programs, progress
| ! reporing and evaluation; collection and management
i i of research programs, necessary liaison with faculties
and departments in a multi-campus environment,
Nov. 1999 | Academic ] To abserve, study and uadertake hands-on experienee
Service & on the functional organization and admuistration of
Markeiing academic services and marketing activitics in overseas
Umit, Head universities, university’s peliey and regulation on
aeademic services and marketing: develop marketing
method for the facihnes and  expertise of the
University staff 1o the cutside government and private
| agencigs, generation external fund for wniversity; rules
relating Lo university consultancy and the charge 1o be
[ made by the University for use of its facilities and
.| Expernse,
Nov. 1999 | Academic 2 To underrake work-attachment at siniular position and
Service & funcuen zcademie sorvices and marketng activities in
Marketing overseas  universities,  study  the  vaiious  routing
Unit, staff’ procedures and documentation of whole process of
relaung activities including the neecssary liaison with
_resoures statl of whole Umiversity,

Tha - -




ADMINISTRATIVE STRUCTURE ACADEMIC OFFICE

Dep. HEAD o
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HEAD
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Curncuium & Awards
Department

Mr. Song Manivong. head

Ms. Amphavanh, staff

Ms. Khoesamouth, stard

Academic Staff
Development Department
s  Mr.Khamchan, head
e Mr Homsanith. staff

« Mr. Somphavanh, staff

-
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Research & Devclopment
Department

Dr Phousy head

Ms. Bawsy, staff

Mr. Peun, staff

Secretariat Umnil

- Bounnheun

‘e Ms. Khamvieng
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Consuitancy Depadment

Academic Scrvices &

Mr. Khamphanh, head
Ms. Sychanh staff

M. Bounnong, staff
Mr. Keophasouk, staft

S

Admussion and Recor
Depanment

e My Nongkhaah, heac

« Ms Khammanh, staff

e Mss Tlupphakhan, st
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