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Human Resources:

What do | need to know?

AUA New Faculty
Orientation Session

Arina Bekchyan
HR Director, AUA
AUA naires Yerevan, January 16, 2024



What Documents We Need for Contract

Processing

2 Passport (photo and address registration pages) or
2% ID card (both pages)
B social Card

Most recent CV

T _ Diploma(s) - (for profession code as required by the RA law)
et 4

AUA

m;;ii"f Photo - for AUA ID Cards
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What to do if the transfer is made to a

foreign bank account?

The following info is needed:

Beneficiary bank ka
Beneficiary bank account number (IBAN)
Beneficiary address

Bank swift code
Currency

American University
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What to do if | am a non-RA citizen?

- We will assist in getting a social
card and opening a bank account

(NOTE: due to new online registration and
residency proof requirements by the RA law,
this process may take 3-4 weeks)

- in all cases, will give a statement
on income tax at the end of
contract for tax declaration and for
avoiding double taxation

American Universi
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How to get an ID Card?

Please send your electronic photo
to Recruitment and Contract
Coordinator
Sona Sargsyan

alist

This
40 Baghramyan Ave., Yerevan 0019, Armenia, +374 66 6137 96
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mailto:amovsesyan@aua.am

Additional Holidays

In addition to the official RA holidays, there
are 8 additional paid holidays per year:

> January 3, 4,and 5

> [Easter Memorial Day (following
Monday)

> American Independence Day (July 4)

» Thanksgiving Holidays (2 days: fourth
Thursday and Friday in November)

» Christmas Day (December 25)
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HR-Specific Policies: Equal Opportunity and Non-

discrimination in Employment

No person employed by or seeking employment with the University
shall be discriminated against because of race, religious creed, color,
national origin, ancestry, physical disability, mental disability, medical

condition, marital status, sex, age, or sexual orientation.
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HR-Specific Policies: Safety at Workplace and

Employees’ Responsibility

e The AUA strives to create a safe
working environment in order to
eliminate or reduce conditions, which

may result in personal injury or property . ot ™
loss to staff, faculty, students and mgfqugrk Safetyvi;"
visitors -l mgworkplace hazards==% I

£ & health! ==&

e Employees are expected to exercise  igon: o ==
care and precaution not to expose 5
themselves to safety hazards while
performing their duties at the AUA

Ameri can University
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HR-Specific Policies: Leaves

O Vacation, Business Trip — UVacation, Business
all leaves during the Trip requests are also
semester need to be processed with the 1C

documented via 1C Document Flow system

Document Flow system
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How the salary will be paid?

Contracts for Spring 2024

From January 17 to May 31, 2024

v Salary are paid on monthly basis — January pro-rated salary will be
paid in the 1t week of February via bank transfer

v For online teaching from abroad - payment in one or two
installments (bank transfer fee is covered by the employee)

v May salary will be paid upon the end of the contracts
v For RA taxes/fees, please visit

American Universit
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https://policies.aua.am/policy/167

How to enter 1C system? Two ways

Open the link

e Choose your name from the user list
Write your password (if you enter the system
for the first time, there is no password set)

e Instruction for setting up/changing the 16 Enterprise §
password - j@

Password Marine Tarakjian

" 0 k" 1C:ENTERPRISE 8.3 Meghry Ardzny Vartkes Khoshian ®
[ ] P ress ® 1C-Soft LIC, 19962021 . =
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http://10.1.0.28/docflow
https://aua.am/wp-content/uploads/2012/02/How-to-create-password.pdf

MyAUA Intranet
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HR Comer

bge My Employment My Studies

Join Talk on Fortune 500 Strategy Planning

Dear AUA Students, Faculty, and Staff,

We are excited to invite you to the engaging seminar titled “Fortune 500 Strategy

Planning: Insights and Lessons Leamed from the Frontlines”. This event will feature

Jack Topdjian, a healthcare venture partner with SmartGateVC and the founder of
Health Equity Angels.

During

semina

will explore the following key topics

Articulating and Quantifying Objectives: Learn how successful corporations define

and measure their obiectives. includina makina choices. trade-offs. and establishing

AUA Commencement'Week

June 8-10,2023
L}
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Vhat are you looking ft 31153 @® n

Support & Services Organization & Policies History of the University

ROOM: #601M (Main Building)
TEL: +37460612595
E-MAIL:

CALL: +(374)60612727, +{374)60612729

ACTIVITIES / DEADLINES / HOLIDAYS

duction to

oodle

n, Hood

oodle

23

ntroduction to Moodle -

NEWSRO

NEWS & EVENTS I

AUA Hosts

Memory of Edw
o AUA Celeb

Commenceme!

ol Visit to Tsitsernakaberd

AU

Ceremony

Home Page

Boskb=0H

American University

AUA i

My Employment

HR Comer

Adjunct Lectures

Adjunct

MyStudies My StudentLife  Education & Research  Support & Services

Tsitsernakaberd

SUBMIT A REQUEST

Communications Copy. Courier
Center

Event Facilities 1cTs

Organization

Library Parking Purchasing

» G

Thank you M

Thank you so much for helping

with t

e event today! It

last minute ask and y:

helped us out

Organization & Policies

History of the University

Linkedin




AUA »
X X X

My Employment

M e e Hayrapetya UPCOMING TRAININGS ﬂ USEFUL INFO

e How getan D ca

Staff Workshop: "Stress Less, Live

More: Techniques for Overcoming
Stress and Improving Wellbeing

23 June 2023
5, My SALARY/PAYMENTS REQUEST A STATEMENT ‘ ‘
Vi Staff Workshop: "Stress Less, Live

My Payslips More: Techniques for Overcoming L
. P 0y i
o Guidelines Stress and Improving Wellbeing '
. 30 June 2023 ! SEea

« Policy on Payroll Processing

U U
EEE VACATION/LEAVES OF ABSENCE f@ BUSINESS TRAVEL
Visit 1C to request vacation, paid sick leave, o« P
MY PERFORMANCE EVALUATION maternity leave, military leave and .
bereavement leave. .
Also find out how many vacation days are .
left .

If you have a question related to your employment, please submit it here.

merican University
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Home Page My Employment HR Comer My Studi ducation & Research Support & Services Organization & Policies

HR Corner

'WELCOME NEW FACULTY/STAFF NEW EMPLOYEE ONBOARDING li STAFF BENEFITS
Stepan Sargsyan has
'.c} joined the »

Communications team as
a Media Lab Operations

Manager
- POLICY COMPLIANCE QUIZZES

Lori Ishilian has joined
the Communications
team as a Senior
Communications
/Editorial

Can | receive tuition remission?

Can | audit graduate courses?
To be announced shortly!
Nhat discounts can | get on OE

cou

PO ®oO6®

Staff

'WISH SUCCESS IN NEW CAREERS

Ariss Kouyoumjian,
Construction Proj
Manager/AUA F:
and Services

-

Nonna Kupelyants,
Circulation Desk
Assistant, AGBU Papazian
Library

LE

May 1

Location: Main Building, 4th Floor,
02406

American University
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OPERATIONS AND DOCUMENTATION FLOW

& = AUADOCFLOW / Meline Hayrapetyan / Document management 8 CORP, edition 2.0 (1C:Enterprise) oy 1 Q= e B X
e £9 - S 4

> Gy F ¥ b = »

Quick menu Documents and files Business processes Reference information Process management Setup and administration Settings
B ® [q

Program settings - Home page B & [
Support and maintenance Current duties
Users
Application notifications Tasks to me: 4 My documents: 30 Calendar Edited by me

Enterprise structure

4 4 2 0 0

Files
Create » ot accepte Overdue
Tools »

Learn more »

Business processes form

More actions -

Performance evaluation for non-managerial positions Business trip New position opening form

Performance evaluation for managerial positions Vacation Training

Position evaluation Overtime work Bonus approval

Faculty evaluation

My pay slip My business trip report

i Home page Tasks to me (New: 4 / Overdue: 4 / Total: 4) x




1.0pen thelink via Intranet-http://10.1.0.28/docflo

2. Choose your name from the user list
3. Write your password _

1C:Enterprise. Infobase access X
4. Press "OK" 1.| : Docflow
User: Aram Aramyan [l
Password: | *******
OK 7 Cancel 7
el il ie

American University
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http://10.1.0.28/docflow

we) (<) | AUADOCFLOW/ /. Document management 8 CORP, edition 2.0 (1C:Enterprise) Lo [ L E) G M e M-

Start page

Tasks to me (New: 3 / Overdue: 1 / Total: 3)

43 Refresh ® || Subtasks v | Generate v Reports |2t U~ More ~+ ?

Task Date Forward Author !

Business processes form

More ~

Perf for non ial positi Business trip New position opening form
Perf ion for gerial positi Vi i Training
Position evaluation Overtime work Bonus approval

Faculty evaluation My business trips report

My Pay Slips

Start page

5.Presson "My Pay Slips"

American University
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AUA DOCFLOW

/ Document management 8 CORP, edtion 2.0 (1C:Enterprise) = e s & E G [Tl disl s 1R
AR SR = 37 My Pay Slips -

ZEULT R0 1.08.2022] B | |30.09.2022 & | Detail by department: [/ inUSD: [] | Create

gl

Employee: I
O, | | Period: 01.08.2022 - 30.09.2022

Pension

= Department / Program

Salary
65,921 14,126 5,500 313,913 313,913

August 2022

September 2022 79,800 17,100 5,500 380,000 380,000

145,721 693,913

The net amount of your You can see taxes and other fees
monthly salary! deduced from your gross salary here!

Start page My Pay Slips

American U
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10.1.0.28/docflo

/ Document management 8 CORP, edition 2.0 (1C:Enterprise)

73 Ug .- >

Business processes Reference information Process management Setup and administration

- My Pay Slips B &R &

Period: | [ENERIPZ |e | [31.10.2022 # | Detail by department: [V  inUSD Create i &

Employee:
Period: 01.09.2022 - 31.10.2022

Payment
—a— Y s

Saldry Fi New.MXL
e name: W,
September 2022 242,493 69,903 14,979 332,875 332,875 eV

Type: [Spreadsheet document (*.mx/)

September 2022 35,107 9,897 2,121 47,125 47,125
October 2022 277,600 79,800 17,100 380,000 380,000 Spreadsheet document (".mxI)

HTML document (*.htm)

Total 555,200 159,600 34,200 11,000 760,000 760,000 L
PDF document (*.pdf)

PDF/A-1 document (*.pdf)

PDF/A-2 document (*.pdf)
PDF/A-3 document (*.pdf)

For web users: )

. Excel sheet (“.xls)
Please use the " " button if you want to keep a record for Eycel 2007-._ sheet (*xisx)
personal use in whichever format you like. ODF spreadsheet (*.ods)

Word 2007-... document (*.docx)

HTMLS document (*.htm)
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If You Need Help from the HR Office

Please contact:

Arina Bekchyan, HR Director:
Diana Zakaryan, Senior HR Specialist:
Meline Hayrapetyan, HR Specialist:

Sona Sargsyan, Recruitment and Contract Coordinator:

American Universi
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mailto:abekchya@aua.am
mailto:dzakaryan@aua.am
mailto:mhayrapetyan@aua.am
mailto:sona.sargsyan@aua.am

Thank You!



