CCMTC(FBS)

1 - Manage student affairs

(This department handles the general well-being of each individual student. They keep records of disciplinary actions taken for each student. They also are in charge of maintaining security around the campus and dormitories. Counseling is provided for students who are deemed in need of it. Athletic department and health department are also in this department.)


1.1 - Conduct student counseling.


(Provide student counseling services.)

1.2 - Manage student discipline.


(Manage records of students’ actions, positive and negative.)


1.2.1 - Monitor campus security.

1.3 – Manage student dormitory.

1.3.1 - Accept dorm applications.


1.3.2 - Ensure student security.

1.4 - Monitor student activities.


(Manage student clubs, outside-class activities.)


1.5 - Monitor student health status.


(Check for transmitting diseases.)


1.6 - Manage athletic activities.



1.6.1 - Conduct athletic courses.




(Offer elective, athletic courses.)



1.6.2 - Maintain sports equipment. 




(Swimming pool, basketballs, tennis racks, etc.)



1.6.3 – Conduct school sports events.
2 - Manage general affairs.
(This department handles the general affairs of the school, which includes maintenance of the actual facilities as well as the paperwork, i.e. paying contractors, involved in the maintenance. They also handle all kinds of payments for school or students, such as student tuition, application fees, and so on. This office also deals with official paper work, i.e. government files. Currently, they do not have computer support in managing these files.) 


2.1 - Preserve school property.
(Preserve school property documents and other important documents.)

2.2 - Manage school construction projects.

2.3 - Manage and file papers.


(Examine and correct documents, transfer files.)

2.4 - Repair / maintenance.
(Repair school hardware, such as lights, tables, windows, etc., plus cleaning the environment in school.) 
2.5 - Manage cashier.


(The actual money flow of school is in this office. Payments and

other financial affairs are calculated in the accounting office, and this office handles the real paying/receiving payments. i.e. The student tuition, application fees, and writing / sending paychecks to faculties)



2.5.1 - Write / cash checks.


2.5.2 - Pay / receive cash.



2.5.3 - Manage scholarships payment.



2.5.4 - Manage student tuitions.




2.5.4.1 - Receive application fees and tuitions.




2.5.4.2 - Manage financial aid.
3 - Manage academic affairs.
(This is the department that our program should be of most help to. It includes the admission of students, managing various resources available to students, managing each student records, and managing the schools library.)


3.1 - Manage school media.
(Includes the daily maintenance of computer center and multimedia equipment.)


3.1.1 - Manage computer center.


3.1.2 - Manage audio-visual center.

3.2 - Manage student admission.
(Student applications are reviewed and a decision is made as to whether or not the student should be admitted.  Correspondence is then sent out to all relevant departments. Also student grades are handled here. Currently there are computer records for student grade keeping.)



3.2.1 - Examine student application.


3.2.2 – Produce school admission regulations.


3.2.3 - Conduct student transfer, suspension.



3.2.4 - Manage student grades.




3.2.4.1 - Input student grades.




3.2.4.2 - Send out transcripts.



3.2.5 - Manage student information
(When a new student enters the college, his information is inputted.  It is continuously updated as they progress through college.)



3.2.5.1 - Input student information.



3.2.5.2 - Modify student information.

3.3 - Print and publish materials.


(Such as school news, exam or handouts.)


3.4 - Manage curriculum.
(This is where the schedule of classes for this college is designed.  Each faculty member must come up with a class meeting time and days in a week.  Then the schedule of classes is generated according to the faculty’s input.)



3.5.1 - Generate schedule of classes.

(According to each faculty’s schedule, generate a course schedule.)


3.5.2 - Manage classrooms distribution.


3.5.3 - Decide fields of courses.




(Decide what courses will be instructed.)


3.5.4 - Decide subjects of examinations.

3.6 - Conduct library.


(A whole other big system. Not described in here.)


3.7 - Instruct courses.


(Instructors teach classes.) 
4 - Manage accounting & statistics
(This department handles the budgeting of all money allotted to them. Its responsibilities also include calculating each student’s tuition amount. It allots money to each department and must make sure that the college stays within its budget.)


4.1 - Calculate budget and funds.
(Calculate school yearly budget, student tuitions, salaries, and other school spending.)

4.2 - Generate financial reports.


(Generate financial activity reports and yearly financial report.)

4.3 - Examine school income/spending. 
5 - Manage personnel

(It deals with the faculty and other personnel employed by the university.)


5.1 - Employ faculty & staff


5.1.1- Hire faculty & staff


5.1.2- Terminate faculty & staff


5.1.3- Retire faculty 



(Check for faculty’s retirement qualification.)

5.2 - Calculate salary


(Determine hourly rates for faculties and calculate their total salary.)



5.3 - Promote/Demote faculty

5.4- Assess faculty

(Faculties will be accessed by their instructing qualities. Outstanding faculties will be rewarded.)


5.5- Update personnel information


(Update changes of faculty and provide reports.)
