3. ADMINISTRATIVE / OFFICE STAFF JOB DESCRIPTION (Büro Personeli)
4- a. Duties, Powers, and Responsibilities
· Recording and archiving lawsuits and execution proceedings filed by or against the University in the incoming document registry and computer systems; maintaining accurate and up-to-date records. 
· Performing the preservation, transfer, and submission of documents. 
· Digitalizing and archiving completed lawsuit and execution files. 
· Identifying and procuring required fixtures, equipment, stationery, and materials from the relevant unit. 
· Receiving all types of legal notifications. 
· Conducting inter-unit correspondence regarding "Code White" legal assistance requests. 
· Conducting correspondence with relevant units regarding mediation applications. 
· Processing data entry for annual leave, medical reports, and other types of leave. 
· Managing phone calls to the Legal Office, faxing requested documents, scanning, photocopying, and handling the receipt and distribution of documents against signature. 
· Fulfilling duties assigned by the Legal Counsel and Attorneys. 
4- b. General Powers and Responsibilities
· Implementing workflows and operational rules defined by laws and legislation to ensure quality and standards. 
· Working in alignment with Pamukkale University’s quality policies and objectives. 
· Performing duties in accordance with current laws and regulations. 
· Complying with occupational health and safety principles. 
· Preparing reports and documents required by duties and responsibilities and submitting them to the Legal Counsel. 

