Central Office of Administration

Secretariat Office

Tel: 886-2-27899408     Fax: 886-2-27853847     http://www.sinica.edu.tw/~document/

This office comprises the Conference Affairs, Public Relations, and Records divisions.

Summary of key duties

1. Conference and elections affairs: Organizes Convocation of Academicians, Council of Academia Sinica, General Assembly, domestic academician quarterly meetings, meetings of academic and administrative chiefs, and executive meetings.  Holds elections of Academicians, Council Members, President, and Research Fellow Representatives for General Assembly.

2. Reports and publishing: In charge of presidential office budget reports, Legislative Yuan business reports, responding to written queries, administration reports, and annual budget planning. Prepares medium-range plans, bi-yearly operation summaries, rosters of academicians and appraisers, ROC almanacs, ROC science and technology almanacs, lists of annual research achievements and theses, weekly publications, electronic bulletins, Chinese and English multimedia introductions of the institution, and multimedia calendars.

3. Public relations and events: In charge of visitors/legislators receptions.  Holds Knowledge Feast, Lectures in Honor of Late Presidents, Open Campus Tours, Art and Cultural Activities, Academic Seminars, Summer-Day Conversations, Informal Meeting between President and Assistants, Receptions for New Employees, Year-End Get-Together, Foreign Employees Gathering and other events.  Hold research achievement press conferences, create press releases, and conduct opinion polls.  Prepare gifts and scripts for social occasions. 

4. Announcements and delivery: Manages "News Developments" on the home page of the website. In charge of recommendations of academic awards and professional opinions.

5. Official document automation and file management: Responsible for the automation of document preparation and flow management, official documents' electronic exchange and electronic bulletins.  Receipt, distribution, verification, numbering and registration of documents.  Preparation and proofreading of documents.  Custody and use of seals.  Affixing seals and dispatching documents.  Receiving, archiving, cataloguing, filing, custody, investigating and lending of files. 

http://

General Affairs Office

        886-2-27899418            886-2-27850719            http://proj1.sinica.edu.tw/~gao1018/index.htm

The office of General Services is comprised of four sections: Repair & Maintenance, Cashier, Affairs, and Operation.

Summary of key duties

1. Affairs management: Manages Academia Sinica land, property, vehicles, dormitories, offices, meeting facilities, and landscape.

2. Centralized purchasing: Handles purchasing of general goods and services.

3. Operation management: Responsible for the management, operation, and maintenance of the academic activity center and gym.

4. Safety management: Coordinates the operation, maintenance and management of environmental protection, including radiation protection, fire safety and protection, medical care, and waste water treatment.

5. Construction management: Responsible for building construction, management and procurement of mechanical and electrical systems in buildings and any construction-related affairs.

6. Facility maintenance: Repairs and maintains campus buildings, dormitories, roads, landscapes, mechanical and electrical systems, fire fighting facilities, communication facilities, and public facilities.

7. Cashier: Handles cash payments and receipts, accounts payable and accounts receivable, safekeeping of funds and fees.

8. Campus security: Responsible for building access control and security patrol on campus and off-campus dormitories, deal with occasional campus accidents and provide necessary support, protect the safety of head officers, maintain order of important meetings.

9. Parking services: Responsible for collection of parking fees and enforcement of parking and traffic regulations.

http://

Public Affairs Office

        886-2-27899383            886-2-26518049            http://otl.sinica.edu.tw//

This office is in charge of technology transfer, legal affairs, and communication with the Legislative Yuan (Congress).

Summary of key duties

1. Technology transfer: To encourage the report of new inventions, examine patentability of new inventions, file patent applications, perform market and information surveys, distribute licensing incomes, and hold briefings of Academia Sinica's research outcomes for industry. The office is also responsible for carrying out resolutions passed by the Committee for Development and Management of Research Outcomes of Academia Sinica, establishing collaboration among industry, government and academia, looking for licensees, negotiating licensing contracts, getting win-win situation and promoting the establishment of start-ups as well as marketing of new technologies and products. 

2. Legal affairs: To assist in dealing with matters related to intellectual property rights accruing in the course of technology transfer, provide legal services to the institutes, preparatory offices, or research centers of Academia Sinica, help preparing drafts of guidelines, by-laws and regulations, and to review contracts as well as to compile enactments and provide legal consultations.

3. Communication with the legislature: To communicate and coordinate with the Legislative Yuan and legislators, and to facilitate the approval of Academia Sinica's budget and  legislature-related issues by the Legislative Yuan.

http://
Academic Affairs Office

Tel: 886-2-27899823      Fax: 886-2-27834496     http://www.sinica.edu.tw/~affairwb/ra/

This office comprises the Academic Development, Academic Review, and Academic Exchange divisions.

Summary of key duties

1. Academic development: Responsible for mid to long-term academic development and the founding of research facilities and centers.

2. Cultivation and rewards: Handles international postgraduate cultivation programs, cultural and social science Ph.D. candidate cultivation programs, young scholars research writing awards, domestic scholars short visit awards, and postdoctoral study awards.

3. Academic review: Establishes an appointment qualifications review committee.  Reviews recruitment, renewal of employment, upgrades, and special appointments of research personnel and research technical personnel.

4. Academic evaluation: Establishes guidelines for evaluating research facilities and centers, periodically evaluates academic research levels, evaluates the progress and results of research facilities and centers, and assesses the development of new research areas.

5. Subject research projects: Coordinates review of applications by research personnel for interdisciplinary or collective research projects.  Also manages applications, transfers, signing of contracts, and applications for reimbursement of spending in case study projects subsidized or commissioned by the National Science Council and other institutions.

6. Academic exchange: The "Cooperation with Universities and Research Institutions Oversight Committee" and "Academic and Cooperation Committee" have been established to oversee various academic cooperation agreements and to carry out various academic visits, exchange visits by scholars, and cooperative research projects.  This office is currently actively promoting interdisciplinary international research cooperation between domestic research-oriented universities and renowned foreign research institutions.

7. Participation in international organizations: Represents the ROC in the ICSU and sponsors domestic academic organizations to join international scientific organizations. In recent years, this office has been actively participating in TWAS and IAP activities.

Scientific Instrument Center
Tel: 886-2-27899648      Fax: 886-2-27898729      http://www.assic.sinica.edu.tw/

To consolidate precious instrument resources and raise their utility rate, the center facilitates the establishment of Academia Sinica-wide public precious instrument laboratories, and mechanical, electronic, and glass processing workshops.

Summary of key operations

1. Precious Instrument: in charge of administrative affairs of Precious Instrument   

Oversight Committee and its subsidiary sub-committees.

2. Processing Application: in charge of affairs relating to mechanical, glass, and electronic processing conducted by the research staff.

3. Public Instruments: facilitating establishment of Academia Sinica-wide public precious instrument laboratories.

Computing Center

Tel: 886-2-27899244       Fax: 886-2-27836444       http://www.ascc.sinica.edu.tw

The center comprises the Promotion, Development, and Systems divisions.

Summary of key duties

1. Information service: Assists in planning, delivery, training, consultation, and promotion of various IT services.

2. Network service: An urban high-speed network backbone of over 30Gbps has been established. TANet to western US bandwidth has been upgraded to a total of 8.7Gbps.  In addition, the Asia-Pacific Research Network linkage has been completed, with 1.4Gbps service connecting to the Japan, HK, and Singapore international research networks.

3. Digital archives: Supports the National Digital Archives Programs, develops metadata analysis, DORE II, and geographical information processing technology, and provides technical services for metadata analysis, database application, GIS technologies and various content management.

4. Databases: Assists in establishing databases for academic research purposes, and gradually expands remote backup systems to provide long-term storage for digital information.

5. Automation: Supports automation of administrative operations and development, and maintains various application systems to enhance the administrative performance.

6. Spatial information: Responsible for establishing web-based geo-spatial information system infrastructure and providing cross-discipline spatial information integration and display platform.

7. Library information: Responsible for establishing library service portal website, various print and electronic library collections/resources, and inter-library exchanges and document delivery services in collaboration with global libraries.

Personnel Office
Tel: 886-2-27899438      Fax: 886-2-27888459                http://www.sinica.edu.tw/as/adm/personnel.html

This office comprises three divisions responsible for personnel laws and regulations, appointment and promotion; performance appraisal and training, service and leave; pay and allowance, retirement and survivor benefit.   

Summary of key duties

1. Organization: Handles issues regarding organization, personnel administration and   

related matters.

2. Regulations: Drafts, reviews, and revises personnel regulations.

3. Appointment, Promotion and Transfer: Handles the appointment of research personnel and research technicians;  the examination, appointment, promotion, and transfer of administrative and technical personnel.

4. Training: Manages employee training, further education, lectures, and research.

5. Performance Review: Coordinates employee performance review, rewards, and disciplinary action.

6. Remuneration: Administers employee remuneration and benefits.

7. Retirement, Compensation and Insurance: Handles employee retirement, compensation, severance and insurance.

8. Personnel Management: Maintains personnel information and manages contracted and hired personnel.

Fig. 
Sales Performace review Meeting by Human Resources Department for 2005

Accounting Office
Tel: 886-2-27824515      Fax: 886-2-27855849       http://proj1.sinica.edu.tw/~actweb/

This office comprises the Budget, Review, and Accounts divisions.

Introduction of key duties

1. Budget: in charge of preparation, allocation of budgets, and application for use     

of first, second reserves.

2. Review: in charge of application for use of annual funding, review of vouchers and receipts, collection of budgeted income, change of project funding, voucher review and settlement, retention of annual funding, reserve business, and nonscheduled implementation of internal audit.

3. Account Affairs: in charge of accounting affairs, preparation of accounting reports, annual final accounts and performance reports, and custody of accounting files, vouchers and account books.

4. Statistics: in charge of formulation of public statistical programs, summary of public statistics, and preparation of timetable of publication of preliminary statistical data.

5. Seminars: in charge of seminars on accounting business.

Fig.

2005 meeting on accounting affairs

2005 meeting on accounting affairs

Ethics Office
Tel: 886-2-27899448      Fax: 886-2-27824516                  http://www.sinica.edu.tw/as/adm/anti-corru.htmll

This office is endowed with the mission to "maintain public servants' integrity, promote ethical politics, and safeguard the security of the institution." The office is in charge of the institution's ethics and reports to the chief of the institution.

Summary of key duties

1. Prevention of corruption and negligence: Leads efforts to prevent corruption and    

negligence and report of public servants' property.

2. Publicity of regulations: Publicizes ethics-related regulations.

3. Inspection and disciplinary action: Safeguards confidential information and prevents damage or sabotage.

Fig.

Do you think whether or not the procedure used to call for tenders is open, transparent, and in line with provisions in Government Procurement Law?

Have personnel in charge of procurement ever asked for dining at restaurants, gifts, or made any other improper requests?

