MERSIN UNiVERSITESI
TOPLUMSAL KATKI
KOORDINATORLUGU

BIRIM TEMSILCISI GOREV TANIMI
Gorevin Adr:
Toplumsal Katki (TOKA) Birim Temsilcisi
Bagh Oldugu Birim:
Toplumsal Katki Koordinatorliigii
Gorevin Amacr:
Mersin  Universitesi Toplumsal Katki Koordinatorliigii tarafindan
yiiriitiilen politika, strateji ve faaliyetlerin faaliyet sorumlular: tarafindan
TOKA yazilimima girislerinde yardimci olmak, girilen faaliyetlerin
tanima uygunlugunu denetlemek, birimlerin periyodik TOKA raporlarini
birim amirlerine iletmek, koordinatorliik ile koordineli ¢alismak.
Temel Gorev ve Sorumluluklar
1.Biriminden yazilima yiiklenen toplumsal katki faaliyetlerinin Mersin
Universitesi Toplumsal Katki Tanimima uyumunu gdzetmek.
2.Birim personelini TOKA Yazilimi, yazilim giincellemeleri hakkinda
bilgilendirmek, girilen verilerin dogrulugunu denetlemek.
3.Biriminde yiiriitiilen faaliyetlerin yillik toplumsal katki raporlarina

dahil edilmesi ic¢in gerekli bilgi ve belgeleri gerektiginde
Koordinatorliige iletmek.
4. Toplumsal katki konusunda farkindalik olusturmak {izere

Koordinatorliikle igbirligi i¢inde birimlerinde bilgilendirme toplantilari
diizenlemek ve/veya duyurular yapmak

5.Birim diizeyindeki Oneri, ihtiyagc ve sorunlar1 kanitlar
Koordinatorliige iletmek ve ¢6ziim siireclerini takip etmek.

6. Gerektiginde Koordinatorliik tarafindan olusturulan ¢alisma gruplari,
alt komisyonlar veya degerlendirme ekiplerinde gérev almak.
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MERSIN UNIVERSITY
SOCIAL CONTRIBUTION COORDINATION N

UNIT REPRESENTATIVE JOB DESCRIPTION
Position Name:
Social Contribution (TOKA) Unit Representative
Unit:
Social Contribution Coordination Office
Purpose of Position:
To support activity managers in entering their activities into the TOKA Software
(Social Contribution Tracking System); to ensure that the entered activities comply
with the Mersin University Social Contribution Definition; to deliver the unit’s
periodic TOKA reports to the respective unit heads; and to work in close
cooperation with the Social Contribution Coordination Office.
Essential Duties and Responsibilities
1. To ensure that the social contribution activities uploaded to the TOKA Software
by the unit comply with the Mersin University Social Contribution Definition.
2. To inform unit personnel about the TOKA Software and its updates and to verify
the accuracy of the data entered.
3. To submit, when necessary, the information and documents required for the
inclusion of the unit’s activities in the annual social contribution reports to the
Social Contribution Coordination Office.
4. To organize informational meetings and/or make announcements within the
unit, in collaboration with the Social Contribution Coordination Office, in order to
raise awareness about social contribution.
5.To convey unit-level suggestions, needs, and problems—together with
supporting evidence—to the Social Contribution Coordination Office and to
monitor the processes related to their resolution.
6. To participate in working groups, subcommittees, or evaluation teams
established by the Social Contribution Coordination Office when required.
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Yetkiler Authorities
1.Birimindeki personel ile toplumsal katki konularinda iletisim kurmak, 1. To communicate with unit personnel on social contribution issues, request data,
veri istemek ve yonlendirme yapmak, and provide guidance.
2.Birimin toplumsal katk1 verilerini TOKA yaziliminda onaylayarak 2. To approve social contribution data in the TOKA software, or to return it to the
koordinatorliige veya diizeltme talebini faaliyet sahibine iletmek veya ret activity owner with a correction request, or to reject it.
etmek. 3. To communicate and share information directly with the Coordination Office.
3.Koordinatorliik ile dogrudan yazigma ve bilgi paylasimi yapabilmek.
Sorumluluk Alani Area of Responsibility
e Toplumsal katki verilerinin dogrulugu, giincelligi ve » Contribute to reporting processes by ensuring the accuracy and timeliness of
Koordinatorliigiin istedigi takvime bagl kalarak raporlama social contribution data by adhering to the timeline set by the Coordination Office.

siireclerine katki.



