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AOJLKHOCTHAS HHCTPYKIIUA
Cexperaps qupexTopa 00meo0pa3oBaTeabHOIO YUpeKIeHus
1. O0mue motokenus

1.1. Hactosmas momxmocTHAs HHCTPYKIMS CEKpeTapst B 06meo6pa3oBaTe sHOM YVUpPEXICHUT
paspaboTaHa B COOTBETCTBHHU C [Ipodeccronansrpm ctanmaprom: 07.002 «Crenmammct mo
OPraHU3alHOHHOMY M JOKYMEHTALMOHHOMY OBeCIeUeHIO YIPaBICHUS OpraHU3anueity,
YTBEPXKICHHBIM IprkasoM Munucrepcrsa Tpyla ¥ CONMaNBHOM 3amuTel Poccuifckoi
Oeneparmuu Ne276m ot 6 mas 2015 ronma; ¢ ygerom @enmepansroro 3axoma Ne273-d3 o
29.12.2012 roma «O6 obpa3oBanuu B Poccuitckoii Deneparuny B penaxnum ot 1 centsGpsa 2020
T0Za; B cootTseTcTBHH ¢ TpynoBsmM xomexcom Poccmiickoit Oenepanum, Yerasom u IPYTHMH
HOPMAaTHBHBIMH aKTaMH, DErYIMpPYIOIIMHU TPYNOBBIC OTHOINCHHUSA MEXIY pPabOTHUKOM wu
paboTonaTenem.
1.2. Namnas momxsocTHAs MHCTPYKIUS ONpENENSET TEPEYeHb TPYLOBEIX byHKIEE ©
obsi3aHHOCTel CcexpeTaps AUpEKTOpa 00meo6pazoBaTeILHOro YUPSKICHHUS, & TakKe ero mpasa,
OTBETCTBEHHOCTh M B3aWMOOTHOINEHHS IO JOIDKHOCTH B KOJUIEKTHBE 00Imeo0pa3oBaTeILHOro
YIpEXKIECHHUS.
1.3. Cexperaps Hazmawaercs wu OCBOOOXIACTCS OT MOIKHOCTH NPHKAa30M  [IUPEKTOpa
obmeobpazoBaTersHOro YIPSXACHUS B TOPSNIKE, YCTAHOBICHHOM Tpynoeem  xomexcom
Poccuitckoit ®eneparuu u TPYNIOBBIM IOTOBOPOM (KOHTPAKTOM) ¢ PabOTHHKOM.
14. Ha Bpems ormycka u BPEMEHHOM HETPYIOCIOCOOHOCTH CEKpeTapst OUpeKTopa
obmeobpazoBaTensHOro YAPeXKNCHUS, €ro o00sA3aHHOCTH MOTYT GHITH BO3JIOXEHEI Ha
ACIONPOMSBONUTENS MM  JPYTOro  COTPYIHHMKA 06meo6pazopaTensHOro VIPEXKICHHS.
Bpemennoe ucnonnenne o6s3amnoctel AAHHBIX CIIyd9asx OCYINECTBIIETCS COrTIACHO IIPUKa3y
AUDPCKTOpA, H3OAHHOIO C COOMIOAEHHEM TpeboBaruii TpymoBoro komexca Poccuiickoii
Denepanun.
1.5. Ha momxHrocTs CEKpeTapst TUPEeKTOpa 06meo6pa3oBaTeIbHOro VUPEKNCHUS TPUHAMAETCS
JIUII0:
® HMMCIOIEE BBICIIEE OOpa3oBaHHe — GakamaBpuaT wiH CpelHee mnpodeccroHANBHOE

obpa3oBaHHe 0 MPOrpaMMe MOATOTOBKM CICIHAINCTOB CPENIHETO 3BEHA, NOMOMHUTEIBHOS

IpodecCHOHATEHOE obpasoBanue;
® C ONBITOM BBINOIHEHUS paboT mo OPraHU3alMOHHOMY U MOKYMEHTATHOHHOMY 0GECTIeUe IO

ACATEILHOCTA PYKOBOAMTENS IIPK CPETHEM IpodecCHoHaATBEHOM 006pa3oBanuM He MeHee IIBYX

IIET;
* Ipomemiiee oOg3aTenbHbIL NIPCNBAPUTENBHEIA (P TNOCTYIUICHWH Ha pabory) m

NICPHONMYCCKAE  MEULMHCKHE OCMOTPEL (obcmemoBanma), a Takke BHEOYEpEIHEIE



MEIUIIMHCKHE OCMOTPHI (00cCieoBaHMs) B IMOPSIIKE, YCTAHOBJICHHOM 3aKOHOJATEIbCTBOM
Poccutickoit denepanumn.
1.6. K pabote B 00111e06pa3oBaTeIbHOM YUPEKICHUN HE JOMYCKAIOTCA JIHIIA:

e UMEKOIIME WIA HMMEBIIME CYIUMOCTb 3a IPECTYIUIEHUS, COCTaB U BUIBl KOTOPBIX
YCTaHOBJIEHBI 3aKOHOAaTeNIbCTBOM Poccuiickoit denepaiuy;

e IpHU3HAHHBIC HEJIEECIIOCOOHBIMH B yCTaHOBICHHOM DenepanbHbIM 3aKOHOM TOPSIIIKE;

e HMeIIKe 3a00JIeBaHus, PEyCMOTPEHHbIE YCTAHOBIEHHBIM MIEPEUHEM.

1.7. Cexperapp aupekTOopa 00IIe00pa30BaTEIBHOTO YUYPEKIECHUS OTHOCHTCS K KaTeropuu

TEXHUYECKUX UCIIOJTHUTENEH u MOTYUHSIETCS HEIMOCPEICTBEHHO TUPEKTOPY

0011e00pa30BaTEIBLHOIO YUPEKICHUS.

1.8. B cBoeii gesaTenbHOCTH CEKpeTaph 00IIe00pa30BaTEIbLHOTO YUPEXKICHUS PYKOBOACTBYETCS:

e HACTOSIIEH TOJKHOCTHOM MHCTPYKIMEH;

o Koncrurynueit u 3akonamu Poccuiickoit @exnepaiuu;

o ykazamu lIpesumpenra, pemenusmu IIpaButenscrBa Pocculickorn ®enepanuu U OpraHoB
yhOpaBieHUs 00pa3oBaHUs BCEX YPOBHEM IO BOMpOCaM, KAacalIIUMCSA €ro TPYIOBOU
NeSITENIbHOCTH;

e TPYJIOBBIM JOTOBOPOM MEXAY PAOOTHUKOM U PYKOBOAUTEIIEM;

e QJMUHUCTPATUBHBIM, TpPYAOBBIM M XO3SIICTBEHHBIM 3aKOHOJATENbCTBOM Poccuiickoit
®enepanuu;

o DenepanpabiM 3akoHOM Ne273 «O06 obpazoannu B Poccuiickoit deneparumny;

e VYcTaBOM H JIOKAJIbHBIMH aKTaMH, B TOM uwucie [IpaBunamu BHYTpEHHEro TPYAOBOTO
pacnopsika, IMpUKa3aMM M pPacHOpSDKEHHMSIMM  JUpEeKTopa  00I1e00pa3oBaTeIbHOIO
YUPEXKICHUS;

e CanlluH 2.4.1.3049-13 «CanutapHO — 3MUAEMUOJIOTHYECKHE TPeOOBaHMUSA K YCTPOMCTBY,
COJIEP>KaHUIO U OPTaHMU3AlNH peXUMa paboThl 0011e00pa30BaTEIbHBIX OPraHU3aAlUN»;

e T[IOCTaHOBJICHUSIMH, DACHOPSIKEHUSIMH, IpUKa3aMd W HUHBIMM  PYKOBOJSALIUMH U
HOPMAaTUBHBIMH JIOKyMEHTaMH, OTHOCSIIIUMUCS K BEJCHHUIO J€TONPOU3BOJICTBA;

e CTaHJapTaMu YHUPUIUPOBAHHOU CUCTEMBbI OpraHU3alMOHHO-PACTIOPATUTEILHOMN
JOKYMEHTaIUH;

e mpaBuiamMu opporpaduu U MyHKTyaluu;

e MpaBuiamMH pabOThI HA KOMIBIOTEPE U UHOW OPTTEXHUKU;

e TMpaBWJaMM M HOPMaMU OXpaHbl TpPyJAd, NPOU3BOJCTBEHHON CaHUTApUU U MOXKAPHOU
0C30IMacCHOCTH;

o KouBeHnmueii o mpaBax pedeHka.

1.9. Cekperaps aupekTopa o0I1e00pa3oBaTeIbHOr0 YUPEKIASHUS TODKEH 3HATh:

e BHJbI IOKYMEHTOB, UX Ha3HAYCHHUE;

e BUJBI HOMEHKJATYp, 001IMe TpeOOBaHUS K HOMEHKIIAType JelT;

e TIpaMMaTHYECKHE IPAaBUJIA PYCCKOTO SI3bIKA;

e JICHCTBYIOIIME IPABOBBIE aKThl, HOPMAaTUBHO-METOJINYECKUE JTOKYMEHTHI, TOCYIapCTBEHHbIE
CTaHJIapThl, ONPENEISIONINE TOPSIOK JOKYMEHTAIIMOHHOTO 00eCTIeueHus! YIIpaBIeHNUS;

e  JICJIIOBOM IIPOTOKOI,;

e MHCTPYKIMM MO JEJIONPOU3BOACTBY U JPYI'MM JIOKAJIbHBIM HOPMATHUBHBIM aKTam,
YCTaHABJIMBAIOLUM MOPSAAOK pealln3allii yIpaBIeHUYECKUX IIPOLEAYD;

e HCTOYHMKH YIpaBlIeHYECKON HH(OpPMALINN;

e KJacCH(MKALMIO yTIpaBIEeHYECKOH HH(OpMAIK, BU/IbI yIPaBICHYECKOH HH(pOpMaIy;

e KOMIUIEKC OPraHU3allMOHHO-TEXHUYECKUX MEpPONPUATHN IO MOATOTOBKE U IPOBEACHHUIO
COBELLAaHUI U NIEPETOBOPOB;

e  METOAMKY O0TOOpa HCTOYHUKOB MH(POpPMAIUY;

e MeToAbl 00paboTKM HMH(pOpPMAIMM C MPUMEHEHHEM COBPEMEHHBIX TEXHHYECKHX CpE/ICTB
KOMMYHHKAIUI U CBSI3U, BBIYMCIUTEILHON TEXHUKU;

e HOpMAaTHUBHBIE NPABOBBIE AKThl, HOPMATUBHO-METOAUYECKHE JOKYMEHTBI, TOCY1apCTBEHHbIE
CTaHJIapThl, OIPEIEISAIONINE MOPSIOK JOKYMEHTAI[MOHHOTO O0ecrieueHus yIpaBiIeHUs;



oOmre TpeboBaHUS K CPOKaM MCIIOJHEHUS JOKYMEHTOB U KOHTPOJIBHBIM (YYHKIIHSM CITy>KObI
JOKYMEHTAIIUOHHOTO 00ECTICYCHHUS;

OCHOBBI ~ aJIMMHHCTPAaTHBHOIO IpaBa U TPYIOBOI'O 3aKOHoJaTenbcTBa Poccuiickoit
®denepauuu;

OCHOBBI JIOKyMEHTHOH JINHI'BUCTHKHU;

OCHOBBI MPAaBUJIBHOM OpraHU3alUH TPYa U METO/IbI MOBBIICHNUS er0 3()(HEKTUBHOCTH;
OCHOBBI YIIPABJICHUS BPEMEHEM;

0co0eHHOCTH 0(OpMIICHHS IIJIAHUPOBIIMKA (Ha SJIEKTPOHOM U OyMa)KHOM HOCHUTENSX);
ocoOeHHOCTH (popMupoBaHMsl 6a3 JaHHBIX B 00pa30BaTEIbHOM YUPEKACHUY;

NOpSAOK OQOPMIICHHS JOKYMEHTOB JJsi KOMAHAMPOBKH M OTYETHBIX JOKYMEHTOB IIO
KOMaHIUpOBKaM paOOTHUKOB 00111€00pa30BaTEIbHOIO YUPEKACHUS;

MOPSAOK PAOOTHI C TOKYMEHTaMHU, CXEMBI IOKyMEHTO000POTa;

nopsAA0K (opMUPOBaHUS U 0QOPMIICHUS JIEIT;

npaBuUja BEAEHUS, NOATOTOBKM M OG(OPMIIEHHS MPOTOKOJNA U JPYTHX JOKYMEHTOB,
CO3J1aBaeMbIX B IpOIlecce MOATOTOBKU COBEIIAHUI NPU TUPEKTOPE;

MpaBUJIa BBIIAYH U MCIIOJIb30BAHMS JOKYMEHTOB U3 C(POPMUPOBAHHBIX JIEIT;

IIpaBUJjIa JIEI0OBOTO OOILEHUs, IEI0OBOIO 3TUKETA;

IpaBWwia JOKYMEHTAlMOHHOTO OOecrleueHus JAeATeIbHOCTH  00I1e00pa3oBaTeIbHOIO
YUpPEXKIECHUS;

MIpaBWJIa 3aMTUTHl KOHPUACHIIMATHLHOU HH()OPMAIINN;

IIpaBUjIa OPraHU3alUU KOHTPOJIS MCIOJHEHUS JOKYMEHTOB M TUIIOBBIE CPOKU HCIIOJIHEHHS
JTOKYMEHTOB;

IIpaBUJIa OPraHU3ALMH NIPHEMa MOCeTUTENEN B 00111e00pa30BaTEIbHOM YUPEXKICHUH;
MpaBUJjIa MOATOTOBKH U TIEpeIavu Jel B apXuB 00111e00pa30BaTEIbHOTO YUPESIKICHNUS;
IIpaBUiIa MOJEPIKAHUSA U PA3BUTHS MEXKIMYHOCTHBIX OTHOIIECHUH;

MpaBUJIa MOMUCAHUS ¥ YTBEPIKICHHS TOKYMEHTOB;

npaBuia paboThl ¢ BXOASIIUMU, UCXOAALUIMMU U BHYTPEHHUMHU JOKYMEHTaMH;

MIpaBHJIa PEUEBOTO ITHKETA;

IpaBUja CEPBUPOBKM 4YaliHOro (KoeHHOoro) crosa, MPUTOTOBIEHHUS W TMOAAYM TOPSYUX
HaIHNTKOB;

IpaBUjIa COTJIACOBAHUS JIOKYMEHTOB OO0II€00pa30BaTEIbHOTO YUpeX/IeHUs (BHYTPEHHErO M
BHEIIHETO0);

IIpaBUJIa COCTABJICHUS aHAJMTUYECKUX CIIPABOK IO KOHTPOJIIO UCTIOIHEHUS JOKYMEHTOB;
MpaBHUja COCTAaBICHUS W OQGOpMIICHUS HWH(POPMAMOHHO-CIIPABOYHBIX, YIPABICHYECKUX
JOKYMEHTOB U CIIy>KEOHBIX THUCEM;

MpaBUja  COCTABJICHHUS  OPTaHU3AIMOHHBIX  JIOKYMEHTOB  (TIPHKa30B,  ITOJIOKECHUH,
WHCTPYKUHUN);

MpaBUJIa YCTAHOBIICHHSI KOHTAKTA, TIOJ/ICPKAHMS U Pa3BUTHS MEKITMYHOCTHBIX OTHOIICHHIA;
IIpaBUJIa XpaHEHUS JIeJl, IPUKAa30B, B TOM YHCIIE JOKYMEHTOB OTPAaHUYEHHOr0 JJOCTYIIA;
MIPaBOBBIC OCHOBBI YIIpaBIICHHs (OCHOBHI aJIMUHUCTPATHBHOTO, TPYIOBOTO U TPAXKTAHCKOTO
1paBa);

MIPUHITUIIBI ¥ TIPaBHJIA ITITAHUPOBAHUS pabodero BpeMeHH,

MPUHIUIIBI, CITOCOObI HH(POPMUPOBAHHS PAOOTHUKOB 00Pa30BATEIBHOTO YUPEIKICHHUS;
PYKOBOJISIIIHIA COCTaB 001e00pa30BaTEILHOTO YUPEKICHUS U €€ IMOIpa3AeICHAN;

CHCTEMBI 3JIEKTPOHHOT'O IOKYMEHT0000pOTa;

COBpPEMEHHBIC HHPOPMAIIMOHHBIE TEXHOJIOTHH PabOTHI C JOKYMEHTaMH,

COCTaB OPraHU3alMOHHOMN TEXHUKHU, €€ YCTPOHCTBO U MOPAIOK pabOThI C HEH;

crenu(puKy OCHOBHOU AESITEIbHOCTH 0011€00pa30BaTEIbHOTO YUPEKICHUS;

CTaHJapThl M PEKOMEHALUHU 10 000PY0BaHUIO TOMEIIEHHSI TPHEMHOI;

CTPYKTYpPY 00II1e00pa30BaTeIbHOTO YUPESKICHHUS, TIOPSIOK B3aUMOICHCTBHS TIOpa3 IeIICHIHA
U cIyk0, pacupeeneHue GyHKIMNA MEXIY CTPYKTYPHBIMU MOPA3/IeIeHUSIMH;



e (GyHKIHMH, 3a7a4d 00IIE0OPa30BATEIHHOTO YUPEKIACHHUS, €€ CBS3M 110 BEPTUKAIA U
TOPU30HTAIIH;

e HampaBJE€HUSA JEATEIBHOCTH OO0IIEe0Opa30BaTENbHOIO YYPEXKICHUS M KOMIETEHLUHU
CTPYKTYPHBIX HOJPA3IeICHUH U JOJKHOCTHBIX JIMIL;

e 00pa3ubl NOAMNMCEH JIML, MMEIOIIMUX [PaBO HOJINMCAHUS M YTBEPXKIEHUS JTOKYMEHTOB, U
OTpaHUYEHUS UX 30H OTBETCTBEHHOCTH;

e Tese()OHHbIE KOHTAKTHI IUPEKTOPa 00111€00pa30BaTEILHOTO YUPEKACHUS;

e TpeOOBaHUs OXpaHBI TPY/Ia, IPOU3BOACTBEHHON CAHUTAPUH, MTOKAPHOHN OE30MacCHOCTH;

e TpeOOBaHUs, NMPENbABISIEMble K JOKYMEHTaM B COOTBETCTBMM C HOPMATHBHBIMH AKTaMU U
rOCYJapCTBEHHBIMH CTaH/IapTaMHU;

e TpeOOoBaHUs, PEIbIBISIEMBIE K YIIPaBIEHYECKON HH(pOpMALIUH;

e (hopMBI IpeOCTaBICHUS YIIPABICHUECKONW HHPOPMALINY;

e (hyHKIMM CaMOMEHEKMEHTA;

e ITHKY JIIOBOTO OOIEHHS, THKET.

1.10. Cexperapb AupeKTOpa 00111e00pa30BaTEIBHOTO YUPEKICHUS JOIKEH YMETh:

e  AHAIM3HMPOBATH MPUYMHBI HEBBHITIOJHEHUS 3a71a4;

e BECTM WU WHCIONB30BaThb B paboTe 0a3y MaHHBIX TeJIe(QOHHBIX KOHTAKTOB JUPEKTOpa
00111€00pa30BaTEILHOTO YUPEIKACHUS;

e BECTH CPOKOBYIO KAPTOTEKY;

e BECTH y4YETHBIC PETHCTPALMOHHBIE (POPMBI, HCIIOIB30BATh UX Ui HH()OPMAITMOHHON paboTHI
U paboOThl MO  KOHTPOJK  HCHOJHEHUs  peIleHW W [pHKa3oB  AMPEKTOpa
00111€00pa30BaTEILHOTO YUPEIKACHUS;

e BHOCHUTH M OTCIEKHUBATh UH()OPMAIMIO HA JIEKTPOHHOM H/UIM OYMa)KHOM HOCHUTEIIE;

e BBIOMpATh ONTHMAIBHBIE CIIOCOOBI MH(GOPMHUPOBAHUS PAOOTHHKOB 00IE0O0pPa30BATEIHHOTO
yupexaeHusi, 00ydJaroluxcst U UX POAMUTENeH (3aKOHHBIX HpPEICTAaBUTEINEH), BBIIIECTOSALINE
OpTaHU3aIH O IUTAHUPYEMBIX MEPOTIPUSATHIX;

e  BbIOMpPATh ONTUMAJILHBIA PUTM PabOTHI;

e JTOKYMEHTHPOBATh pa3HbIE 3TAIbI POIIETypPBl IOJTOTOBKH U MPOBEJCHUS COBEIIAHUH;

e HCHOJB30BATh COBPEMEHHBIE CpeicTBA cOOpa 1 00pabOTKH KOHTPOJIBHON HH(OpMAIUH;

e HCIOJb30BaTh COBPEMEHHBIE TEXHOJIOTUHU cOOpa U nepeaadn nHpopMaluu;

e  HCHOJb30BATh CIPABOYHBIE IPABOBbIE CUCTEMBI;

e WCHOJB30BATh CPEIACTBA KOMMYHHUKAIlMM JUISL  TEepeladyd  TMOpPYYSHHH  JHpEKTopa
00111€00pa30BaTEILHOTO YUPEKACHUS;

e WCHOJB30BATH CPEJICTBA KOMMYHHKAIIMOHHON OPTTEXHUKW [UIS TIONYYEHHUS W Tepeaayu
uH(pOpMaINH;

e WCHOJB30BATh yCTAHOBJCHHbIE TMpaBHja H  MPOIEIyphl KOMMYHHUKAIlMH  BHYTpPH
00111€00pa30BaTEIILHOTO YUPEKACHUS;

e HCNONb30BaThb O(MUCHBI mHakeT (TEKCTOBBIM  PENAKTOp, DJIEKTPOHHbIE  TaOJUIBL,
MIPE3EHTALINH );

e o0OecreunBath HMHGOPMAIIMOHHYIO O€30MaCHOCTh JACSITENBHOCTH 00IIe00pa3oBaTEILHOTO
YUpEXICHUS;

e obOecnieunBaTh KOHGUICHIIMATHFHOCTD B IPUEMHOMN 1 KaOUHETEe TUPEKTOpPa;

e obecneunBaTh pabOTy MPUEMHOI TUPEKTOPA BO BPEMs €r0 OTCYTCTBHUS;

e ofecneuynBaTh COXPAHHOCTH JOKYMEHTOB, XPAHSIIMXCS B MIPUEMHON M KaOWHETe AUPEKTOpa
00111€00pa30BaTEIILHOTO YUPEKACHUS;

e  OKa3bIBaTh MOMOIIb JUPEKTOPY OOIIE0OpPa30BaTEIHHOTO YUPEKICHHS B PACIIPEIEIICHUN €To
pabouero BpeMeHH;

e OIpeneisiTh MNPUOPUTETHOCTb M OYEPEIHOCTb BBIMOJIHEHHS pPaboT U 3PGEKTUBHO
pacripenienath paboyee Bpems;

e OpraHM30BBIBATH W O0ECIEUMBATHh JIMYHBIE KOHTAKTHI IUPEKTOpa 0O0IIeoOpa3oBaTebEHOTO
YUpEXIECHUS;

e OPraHM30BBIBATH MPOIIECC MMOATOTOBKHU K MPOBEICHUIO COBEIAHS IIPH JTHUPEKTOPE;



OCYHIECTBIIATH ~ KOHTPOJb  HCIOJHEHHWs  TMOPYYEHHWH  AWpeKTopa  pabOTHUKaMU
00111€00pa30BaTEILHOTO YUPEIKACHUS;

OCYILIECTBIISAITH 00PAOOTKY U CTPYKTYPUPOBaHNE UH(POPMAIIH;

OCYIIECTBIISTH pacrieyaTbIBAaHUE U KCEPOKOITMPOBAHHE;

OCYLIECTBIIATH IPOBEPKY JOCTOBEPHOCTH, IIOJHOTHI W HENPOTUBOPEUYMBOCTH JAHHBIX,
UCKJIIOUEHHUEe TyOnupoBaHus HH(OpMAINH;

OCYIIECTBIISAITh PErUCTPAINIO, HAKOIUICHHE U Iepeady, CUCTEMAaTH3UPOBAaHHOE XPaHCHHE U
BbIIauy MH(opMaruu B Tpedyemoii popme;

OCYHIECTBIATH  cOop, o00paboTky wuwHbOpMAMK, HEOOXOAMMOW JJIi  JUpPEKTOopa
0011e00pa30BaTebHOTO YUPEKICHUS, €€ aHalli3 B COOTBETCTBHM C TpPeOOBaHUSIMU
KpPaTKOCTH, 4YETKOCTH (POPMYJIMPOBOK, CBOEBPEMEHHOCTH IIOCTYIUICHUS, TOYHOCTH U
JOCTOBEPHOCTH, ONITUMAIIBHOCTH CUCTEMAaTU3aI1H, HEMPEPHIBHOCTH cOOpa U 00paboTKH;
OCYIIECTBIISATH CUCTEMATU3AIMIO MOTY4YaeMbIX U MIepeIaBacMbIX JTaHHBIX;

o(hopMIIATH KOMaHIMPOBOYHBIE IOKYMEHTHI;

OLICHMBATh PE3YJIbTAThl B PaMKaX IIOCTABJICHHBIX 33/1a4;

nepeaaBath HMHQOPMALMIO, TOKYMEHTHI M MaTepHajbl YYacTHUKAaM COBEIIAHUS IPH
THPEKTOPE;

revaTaTh U peJakKTHPOBATH TEKCTHI CIYKEOHBIX TOKYMEHTOB;

M0JIb30BaThCs NepU(EePUIHBIME YCTPOWCTBAMU M OPTTEXHUKOH;

MOJIb30BaThCsl YHU(DUIIMPOBAHHBIMU (hOPMaMHU JOKYMEHTOB;

MI0JIb30BAThCS JICKTPOHHOI MTOYTO;

MPEOCTABIIATE IaHHBIC B €AUHOM H YI00HOM JUIsl BOCTIpHATHUS (hopmare;

IOPUMEHATh B COOTBETCTBUM C HAa3HAYEHHEM CPEJICTBA OPraHW3alMOHHON TEXHUKH,
KaHIEJIAPCKUE TPHHAICKHOCTH;

NPUMEHSATh HH(POPMAIIOHHO-KOMMYHHKALMOHHBIE TEXHOJIOTUH;

MIPUMEHSTH CIIOCOOBI IEIOBOTO OOIIEHUS;

NPUHUMATh MEPBI IO Pa3peHIeHUI0 KOHPIUKTHBIX CUTYaIHH;

MIPOU3BOIUTH MOATOTOBKY A€ JUTS TIepeladd B apXuB 00111e00pa30BaTEIbHOTO YUPEIKACHUS;
NPOU3BOIUTH MOUCK MH(OpMaluu B 0a3ax ITaHHBIX, BECTH MH()OPMALMOHHO-CIIPABOYHYIO
paboTy Ha OCHOBE PA3IMYHBIX KOMOWHAIMI TOUCKOBBIX ITPH3HAKOB;

paboTaTh ¢ NePCOHAIBHBIM KOMIBIOTEPOM (HOYTOYKOM), KaTajgoraMmu (mankamu) u dainamu,
CKaHEepOM;

paboTaTh ¢ BXOJAIIEH, UCXOASIIEH, BHYTpEHHEN TOKyMEHTaIHeH;

paborate ¢ mH(pOpMaIUel, aHATU3UPOBATh W MPEICTABIATh €€ B CHCTEMaTH3UPOBAHHOM
BUJIE, B BUJI€ CBOJHBIX JOKYMEHTOB;

pabotrate cO BCell COBOKYMHOCTHIO HWH(OPMANMOHHO-IOKYMEHTAIIMOHHBIX PECYpPCOB
00111€00pa30BaTEIILHOTO YUPEKACHUS;

pa3pabaThiBaTh HOMEHKJIATYpy Jell 00IIe00pa3oBaTEIbHOTO YUYPSKICHUS C YYETOM
JeUCTBYIOIMX HOPMATUBHO-METOJUYECKUX JJOKYMEHTOB;

paccTaBiIATh IPUOPUTETHI, BBIJIENIATH BAXKHOE U CPOYHOE;

CTJIaKUBATh KOH(IMKTHBIE U CJIOKHBIE CUTYAIIUN MEXIMYHOCTHOTO OOLICHHUS;

CepBHUPOBATh YallHbIN (KOQEIHBIN) CTOI BO BpeMsl MPOBeACHUS Ko(de-Tays;

co00IaTh CITyKEOHBIN STUKET, IPaBUIa JEIOBOI0 ATUKETA U IPOTOKOJIA;

co3laBaTh HMMHIDK CEKpeTaps, COOTBETCTBYIOIIMH WMHIDKY 00IIeo0pa3oBaTeIbHOTO
YUpEXICHUS;

CO3IIaBaTh U MOJICPIKUBATH MTOJIOKUTEIFHBIA UMUK 00I1€00pa30BaTEIBHOTO YUPESIKICHNUS;
co3JlaBaTh ycloBHs, odecrnieunBaromue 3 pekTuBHy0 paboTy IUpEeKTopa;

COCTaBIISAITh W O(GOPMIATH HOPMATHBHBIE AaKThl, OPTaHU3AIMOHHBIE W METOJWYECCKHE
JOKYMEHTBI, CBOJIHbIE, OTUETHBIE, CTATUCTUYECKUE IOKYMEHTHI;

YIPaBISITh KOHPINKTAMHU;

yCTaHaBJIMBATh LIEJIH, OTIPENIENIATh HePAPXHIO LIEeH;



e YYHUTHIBaTh  IICUXOJIOTMYECKHE OCOOCHHOCTH JIMYHOCTH TPU  Pa3IMYHBIX  BHJAX
npodeccCHoHATEHOTO OOIICHNUS;

e BBIOUpPATH U OPOPMIIATH ITAHUPOBILIKK;

e (dopmupoBaTh U OQOPMIATH JA€Ta B COOTBETCTBUU C YTBEPKIECHHONW HOMEHKJIATYpOH Aem
0011e00pa30BaTEIHLHOTO YUPEKICHUS.

1.11. Cekperapp aupekTOopa 00II€00pPa30BaTEIFHOTO YUYPEKICHUS JOJDKEH COOII0AaTh

HACTOALIYI0 JOJDKHOCTHYIO HHCTPYKLHIO, 3HAaThb W COOJIOAATh YCTaHOBJIEHHBbIC MpaBHIIA U

TpeOOBaHUSI OXPaHBI TPYyAA U MOKAPHOH 0€30macHOCTH, MpaBUIIa JTUYHONW TMTHEHBI M TUTUEHBI

TpyZa B 00pa30BaTeIbHOM YUPEKICHUU.

1.12. Cekperapp aupekTopa o011e00pa30BaTeIbHOr0 YUPEKICHUS AODKEH MPOUTH 00yueHHne U

MMETh HaBBIKM OKa3aHHWs TMEPBOM MOMOINM TocTpanaBmuM, coomonaath Konsennuro OOH o

npaBax peOeHKa, 3HaTh TMOPSJOK JCHCTBUUA TMpPU BO3HUKHOBEHHUM IIOXapa WIM HHOU

Ype3BhIYAITHON CUTYallUU U DBaKyalllH.

2. TpyaoBblie pyHKIMH

OCHOBHBIMU ~ TPYIOBBIMU  (YHKIHSMH  CEKpeTaps JAUpeKTopa  001meo0pa3oBaTeIbHOTO

YUPEKACHUS SIBISIOTCS:

2.1. OpraHu3aiMoHHOE, JOKYMEHTAllMOHHOE M MH(OpPMAIMOHHOE OoOecreyeHne NesTeIbHOCTH

TUPEKTOpa 00111e00pa30BaTEIILHOTO YUPCIKICHHS:

e OxazaHue NOMOIIM JUPEKTOPY B IUIAHUPOBAHUH Pabovero BpeMeHH.

o [InanupoBanue pabouero Hs ceKpeTapsi.

e Opranuzanus tenedOHHBIX IEPETOBOPOB IUPEKTOPA 00IIE00pa30BaATEIHHOIO YUPEKICHUSI.

e Opranuzanus paboThI ¢ TOCETUTEISIMU B IPUEMHOMN TUPEKTOPA.

e Opranuzanus NOArOTOBKU MEPONPUITUN C YUYACTHEM JUPEKTOpA.

e Opranuzanys UCIIOJHEHHS PEIICHUHA M OCYIIECTBIICHHE KOHTPOJS WCIOJHEHUS MOPYYEHUH
JTUPEKTOpA.

e Opranmzanms ¥ mnojaepkaHue (yHKIHOHAIBHOTO pabodero MpOCTPAHCTBA MPHEMHOW H
KaOuHeTa TUpeKTopa.

e Cocrasnenue u opopMIIeHHE YIIPABICHUECKOW TOKYMEHTAIUH.

e Opranuszainus paboThl C JOKYMEHTaMU B TNPHEMHOM AMpeKkTopa 00I1e00pa3oBaTeIbHOTO
YUPEKICHUS.

e Opranusanus XpaHeHUs JOKYMEHTOB.

o (OOecneuyeHue AUPEKTOpa 0011e00pa30BaTENBLHOTO YUPEXKACHUS HH(POpMaLIUEeH.

e Opranuzanus ”HGOPMALMOHHOTO B3aUMOAECUCTBUS TUPEKTOPA C pabOTHUKAMHU.

e Opranuzanusi KOMaHIMPOBOK TUPEKTOPA M COTPYIHHUKOB.

3. 10/1:2KHOCTHBIE 0013aHHOCTH

Cekperapp AupeKTOopa  OO0IIC00pPa30BATEIBLHOTO  YUPEKJEHHUS  BBIMOJHSAET  CIEIYIONINe

JIOJDKHOCTHBIE 00513aHHOCTH::

3.1. B pamkax TpynoBoil (yHKUMH OKa3aHHs MOMOIIM JUPEKTOPY B IUIAHUPOBAHUU paboyero

BpPEMEHU:

e uH(MOpPMUPYET TUPEKTOPA OOIICO0PA30BATEIHLHOTO YUPEKIACHUS O PETJIaMEHTE HaMEUEHHBIX
BCTpEY, COBEIAHUI M 3acelaHUi, MeJarorHyecKuX COBETOB, OOIICNIKOJBHBIX M HWHBIX
MEpONPHUSTHI;

e MpeaynpexaaeT O NPUOIMKEHUHM BPEMEHH HaMEUEHHBIX MEpOIPHSATHH, COTJIacoBBIBAET
BpPEMEHHBIC TUIAHBI;

e  COIJIACOBBIBACT TeJe(OHHBIE MEPETOBOPHI C MPEACTABUTENIMH BBIIIECTOSIIMX OpraHU3alu,
C MOTICYUTEISIMH, PYKOBOJIUTEISIMA HHBIX 00Pa30BaTEIIbHBIX YUPEKICHHA;

e COIJIACOBBIBAET BCTPEYHM U MEPONPHUATHA C COTPYJHHKAMH 0O0I1e00pa30BaTeIbHOTO
YUPSKACHUS U TPO(PCOIO3HBIM KOMHTETOM, C POJUTEISIMH W POAUTEIHCKAM KOMHTETOM,
PYKOBOJIUTENISIMH METOUUECKUX O0BETUHEHNUH, C COBETOM YYAIl[MXCS U MHBIMU COBETAMHU U
KOMUTETaMH 00111€00pa30BaTeIbHOTO YUPEKACHHUS;

e (opMupyer pe3epB BpeMEHH sl HENPEBUACHHBIX CUTYAIHI;

e BHOCHUT MH(OPMAIUIO B INITAHUPOBIIKK (OpraHaiizep).



3.2. B pamkax TpyZ0BOi PYHKITUHU TJIAHUPOBAHKS pabodero JTHS CeKpeTaps:

COTJIACOBBIBACT IUIAHBI C TUIAHAMHU M CPOKaMH pabOoThl JUpPEKTOpa 00IIe00pa3oBaTeIbHOIO
YUPEKIICHHUS;

pacpenenser pabouee BpeMs (Ha J€Hb, HEAENIO, IEPCIIEKTUBY);

NEPEHOCHUT HEBBIITOJHEHHBIC 3aIUTAHUPOBAHHBIC 33/1a4H;

BBITOJIHSACT TUITUYHBIEC €KETHEBHBIC JIEIIa;

BBIOMpAET 1 0POPMIIET IUTAHUPOBIIUK CEKpeTaps;

BE/ICT JHEBHUK (HA AJIEKTPOHHOM M /WM OYMa>KHOM HOCHUTEIIE).

3.3. B pamkax TpynoBoii (pyHKIMK OpraHU3aIiK TeleQOHHBIX IEPETOBOPOB TUPEKTOpPA!

BeneT 0asy Tene(OHHBIX KOHTAKTOB PYKOBOAMTENS O0IIE00pa30BaATEIHHOTO YUPESIKICHUS;
COCIMHSCT TUPEKTOpa 00I11e00Pa30BaTEIILHOTO YUPEKICHUS C KOHKPETHBIMU a0OHEHTaMH,
PErHCTPUPYET HOCTYHAIOLINE B IPHEMHYIO Tele()OHHBIC 3BOHKH;

NepeHarnpaBsieT OTACIbHbIE TeJIe(GOHHBIC 3BOHKH 3aMECTHTEIISIM TUPEKTOPa;

NOJy4aeT HeoOXOIUMYI0 MH(OpMAILUIO U TepeaaeT CaHKIMOHUPOBAHHYIO UH(OPMAIIHIO 110
Tenedony;

YCTaHABJIMBAET KOHTAKT C COOCCEHUKOM, MOJCPKUBACT M Pa3BHBAcT JCJIOBYIO Oecely B
nporiecce TeaeGOHHBIX EPErOBOPOB.

3.4. B pamkax TpyaoBoil (yHKIMU OpraHu3anuud pabOThl C IOCETUTEISIMH B TMPUEMHON
TUpEeKTOopa:

OpPraHHW30BBIBACT JIMYHBIA TPUEM TIOCETUTENCH JUPEKTOPOM 00I1Ieo0pa3oBaTeIbHOTO
YUPEKICHUS;

YCTaHABJIMBAET MOPSIOK IMPUEMa JIJIS Pa3IMIHBIX KATETOPUH TTOCETUTEIICH;

BEJICT KYpHaJ MNPEIBAPUTEIBHON 3allMCH Ha TMPHEM, KyPHal IOCCHICHUU, PErHCTPUPYET
MMOCETHUTEIICH;

COJICHCTBYET ONEPAaTUBHOMY PACCMOTPEHHUIO KaI00, MPOCO W MPEIIOKECHUH COTPYTHHKOB
00mIe00pa3oBaTeIbHOTO  YUPSKICHUS,  pOAMTENCH  (3aKOHHBIX  MPEICTAaBUTEIICH)
00y4aroIuXcs, MHBIX TOCETUTEIICH;

OCYIIECTBIISICT TPUEM JIMYHBIX 3asABJICHUN COTPYJIHHKOB, OOYYAIOIIUXCS W UX POTUTEIICH
(3aKOHHBIX MPECTABUTENECH );

OpPraHHW30BBIBACT TPHEM  MPEACTABUTEICH  OpraHu3anuid,  SABISIONUXCS  medamMu
00111e00pa30BaTEIbHOTO  YUPEKACHUS, UJICHOB TMOMEYUTEIBCKOTO COBETa, MapTHEPOB
00111€00pa30BaTEeILHOTO YUPEIKICHUS U T. 1.,

CepBUpYET YaiHbIHN (KoeiHbI) cTON B KAOMHETE TUPEKTOPa;

MPUHUMAET MEpPHl 0 COXPAaHEHUIO0 KOHPUACHIHATLHOW WHQPOpMAIMU B XOJe TNpueMa
MOCEeTUTENeH M UX HaXOXKICHHs B IPUEMHON U KaOWHETe TUPEKTopa 00I1e00pa3oBaTEIbHOTO
YUK ICHUS.

3.5. B pamkax TpyaoBoil (QyHKUIUM OpraHu3ally IOATOTOBKH MEpOINPHUITUH C ydyacTHeM
JTUpEeKTOopa:

nHpopMUpYyeT paOOTHUKOB O HAMEUAIOIIEMCs COBEIIaHHH, MTEJCOBETE, HHOM MEPOIPUATUH;
MOATOTABIMBAET U BHIBEIIMBAECT Ha MH(POPMAIIMOHHBIN CTEHJ MOBECTKY JTHSI MEPOIPHUITHS C
y4acTUEM JIUPEKTOPA;

MOMOTaeT B TMOATOTOBKE JOKJaJa JTUPEKTOpa 00I1eo0pa3oBaTeIbHOTO — YUPEKICHUS,
MPE3EHTALIMOHHBIX MaTepUaJIOB;

pacchUIaeT MPUTIIALIEHUS JTUIaM, TTPUTIIAICHHBIM Ha OOIIEIKOILHOE MEPOIIPHUSITHE.

3.6. B pamkax TpyZoBOHl (YHKUIMM OpraHU3allMM MCIIOJHEHUS pEIIeHHH, OCYIIECTBICHUS
KOHTPOJISI UCTIOJIHEHUSI TOPYUYEHUH UpEeKTOopa:

JOKYMEHTaIbHO O(OpMISIET peleHus IUpeKTopa oO0I1e00pa3oBaTENIbHOTO YUPEKICHHS
(npukassl);

JOBOJIUT JI0 CBEAEHUS pabOTHUKOB O00IEe00pa30BaTENbHOIO YUPEXKICHHUS MpPUKa3bl H
pacnopsKEHHs TUPEKTOPa;

KOOPAMHUPYET ACATEIBHOCTD 110 UCIIOJIHEHUIO PEILIEHUN TUPEKTOPA;

BEJIET CPOKOBBINM TEKYIIUH U MPEAYNPEIUTENBHBIA KOHTPOJIb;



MIPOBEPSIET UCTIOHEHNE TOPYUEHUH TUPEKTOPa B YCTAaHOBIIEHHBIN CPOK;

MPEIYIPEkKAACT COTPYIHUKOB 00 UCTECUCHUH CPOKA UCIIOTHEHUS OPYUYCHUN TUPEKTOPA;
(buKcUpyeT UCTIOTHEHUE TOPYUCHHUIA;

COCTAaBJISIET OTYEThl M AHAIUTHUYECKHE CIPABKU O BBIIOJIHEHUU IOPYYEHUH M pelIeHUN
JTUPEKTOpa 00111e00pa30BaTENILHOTO YUPEKICHHUS.

3.7. B pamkax TpynoBoi (pyHKIMH OpraHU3alUU U MOAIEpKaHUs (YHKIMOHAIBLHOTO pabovero
NPOCTPAHCTBA MPUEMHON U KaOMHETa TUPEKTOpa:

OpPTraHU30BBIBACT MPUEMHYIO JAMPEKTOpPA B COOTBETCTBHU C TPEOOBAHUSMH SPrOHOMUKU H
KyJbTYpPBI TPYAQ;

OCYIIECTBIISICT KOHTPOJIb OOECIEUEHHUs AMPEKTOpa KAHLEISIPCKUMH TMPUHAJICKHOCTIMH,
CPEICTBaMH OPTaHU3ALIMOHHON TEXHHKH;

YXa)KMBAeT 32 KOMHATHBIMH PACTEHUSIMH B IPUEMHON M KaOMHETE AUPEKTOPA.

3.8. B pamkax TpymoBod GYHKIMH COCTaBiIeHUS U O(QOpPMIICHHUS YNpaBICHYECKON
JIOKYMEHTalUHU:

COCTABIISICT TPOCKTHI PACHOPSIUTEIBLHBIX (IIPUKa3bl, PACHOPSDKEHUS) U HWHPOPMAIIMOHHO-
CIPAaBOYHBIX JIOKYMEHTOB (CIIy»KEOHBIE THChbMa, CIPaBKH, JTOKJIATHBIC H CIy>KSOHBIC
3aIUCKH);

COCTaBJISICT pa3IMYHbIC IUChbMA, 3aMpOCHl, TOTOBUT OTBETHl aBTOpPaM OOpaIlleHUH 110
MOPYUYCHHIO TUPEKTOPa 00IIC00pa30BaTEIBHOTO YUPEKICHHS,

revaTaeT CIIy’)kKeOHbIC JOKYMEHTHI U JPYTHE MaTSPUAIBL;

pa3MHOXKaET CITy>KEOHbIC JOKYMEHTHI,

KOHTPOJIMPYET MPOXOXKIACHHE JOKYMEHTOB B  0O0IICO0pa30BaTEIbHOTO  YUPEKICHUS
(cornacoBaHue, MOANMMCAHUE U YTBEPIKIACHUE IOKYMEHTA).

3.9. B pamkax TpyaoBoil GpyHKIIMH OpraHn3aiui paboThl ¢ JOKYMEHTaMH B IPHEMHOM:

MOJy4aeT, NpPEeJABApUTEIIFHO pPAacCMaTPUBAET M COPTHPYET JOKYMEHTHI, IMOCTYIAIOIIUE B
MPUEMHYIO JTUPEKTOpa 00pa30BaTEIBHOTO YUPESIKICHHUS;

MOJrOTABINBACT JOKYMEHTHI ISl PACCMOTPEHHSI TUPEKTOPOM;

BEJET YYeT JOKYMEHTOB, IOCTyMaloIIMX Ha HMs JUpeKTopa o0I1e00pa3oBaTeIbHOIO
YUPEXKIECHUS;

B COOTBCTCTBMM C YKa3aHUAMH JUPCKTOpa OpPraHU30BBIBACT IM€pcaady AOKYMCHTOB
UCTIOJHUTENAM (KOHKPETHBIM COTPYAHMKaM) Ui MCHOJB30BaHMS B Ipolecce paboThl IO
JJIA ITIOATOTOBKHU OTBETOB,

COCTaBIIIET M TPENOCTaBIsIET B YCTAHOBJICHHbIE CPOKM B OpraH yINpaBJIEHUS 0O0pa3oBaHMS
CIIMCKH BCEX KJAcCOB (KOHTHHTEHTA O0IIE00pa30BaTENBHOTO YUPEKIEHHS) U CIIMCOK BCEX
npernoiaBaTeneil Kakaoro yueGHoro roja;

OICPAaTUBHO BHOCUT TCKYIIHUEC MU3MCHCHHS B COCTAB KOHTUHI'CHTA yUallIUXCs, IMEAArOruid4CCKux
U IpYTUX paOOTHUKOB 00111€00pa30BaTEILHOTO YUPEKACHUS;

opopmiisieT JHMYHBIE Jena JeTed, MNPUHATHIX Ha o0yueHue B 001Ie00pa3oBaTEIbHYIO
OpraHu3aIHIo;

BeJeT ajn(aBUTHBIN KypHaJ BCEX yUallluXCs;

co3laeT W BeaeT 0a3zy JaHHBIX JOKYMEHTOB, IMPOBOAUT HH(OPMAIIMOHHO-CIIPABOYHYIO
pabory;

KOHTPOJIMPYET UCIOJHEHHE JOKYMEHTOB M MOPYYEHHH AMPEKTOpa 00I1eoOpa3oBaTeIbHOTO
YUYpexIeHUs.

3.10. B pamkax Tpy10BOM (PYHKLIMHU OpraHU3alUy XPaHEHUS TOKYMEHTOB:

KOPPEKTHPYET HOMEHKJIATYyphl JIeJl CeKpeTapss M JUpeKTopa o0011eo0pa3oBaTeIbHOIO
YUPEXKIEHUS;

(bopmupyet 1 0pOopMIISET J1e1a HOCTOSHHOTO, JOJITOBPEMEHHOIO CPOKOB XPAHEHUS;
MOJITOTABIIMBAET U TIEpe/IaeT Jiesia B apXUB 00111e00pa30BaTeIbHOTO YUPEKICHHUS.

3.11. B pamkax TtpynoBoii (yHKIMH oOecreueHuss IUpeKTopa oO0Ieo0pa3oBaTeIbHOTO
yupexaeHus: nHhopMaIuei:



e coOupaer u mepepadbaThiBacT WH(OpPMAINIO, HEOOXOIUMYIO I TPUHITHS OOOCHOBAHHBIX
YIIPABJICHUYECKUX PELICHUM;

e IIPOBEpsSET [JOCTOBEPHOCTb, IIOJHOTY M HENPOTUBOPEUUBOCTh JAHHBIX, HCKJIHOYAET
nyOnupoBaHue HHPOPMAIINH;

e IIPEIOCTaBIISAET JaHHBIC B €AUHOM M yI00HOM JUIs BOCIIPUATUS (opMarTe;

e BBIABIIACT HauOoJiee 3HAUUMbIE KPUTEPUH CUCTEMAaTH3alMKu WH(GOpMAIMK Ui COo3aHus 0a3
JAHHBIX;

e (dopMupyer u ucnonb3yeT 6a3y JaHHBIX B 00IIE00Pa30BATEIBHOTO YUPEHKICHHS.

3.12. B pamkax TpyaoBOil (GYHKIMM OpTraHHM3allid HWH(POPMAIIMOHHOTO B3aMMOJCUCTBUS

JUpPEKTOpa ¢ pabOTHUKAMMU:

e uHpopMupyeT pabOTHUKOB OOIIEO0PA30BATENIBHOTO YUPEKIEHUS O PEIICHUSIX IUPEKTOpa,
COBEIIAHUAX U 3aCelaHUsX, IEJarOTHYeCKUX COBETaX U MHBIX MEPONPHUSATHIX;

e 3HAKOMHUT pabOTHUKOB MO/ MOJAMUCH C COOTBETCTBYIOIUMH JOKYMEHTAMU;

e OpraHM3OBBIBa€T OOMEH HWH(pOpPMaLMEHd MeXIy 3aMECTHUTEISIMH JTUPEKTOpa WU HWHBIMHU
JOJPKHOCTHBIMU JIMIIaMM 00111€00pa30BaTEIbHOTO YUPEKIACHUS;

e OIIOBEIIAET paOOTHUKOB O MPEACTOSAINX MEPOIPUSITUSIX;

e BBI3BIBAET COTPYIHUKOB M 00YUAIOIIUXCS 110 TOPYUYEHUIO TUPEKTOPA;

e uHPOPMHUPYET AUPEKTOPA 00 OOPAIICHUSX COTPYIHUKOB IO PAOOYNM U JIMYHBIM BOIIPOCAM;

e wuHpOpMHUpPYET aUpEeKTOpa 00 oOpalleHUusX O0OyYaroIMUXCs, HUX POIUTENeH (3aKOHHBIX
IIpe/ICTaBUTENEH ).

3.13. B pamkax TpyZoBo# (HyHKIIMH OpraHUu3aluyd KOMaHIUPOBOK:

e MOJTOTABJIMBAET MPOEKT MPUKa3a O CIIy)KeOHON KOMaHIUPOBKE;

e BBINMCHIBAET KOMAaHIMPOBOYHOE YAOCTOBEPEHUE U PETUCTPUPYET €ro MpH HEOOXOUMOCTH;

e IOATOTaBJIMBAET JOKYMEHTHI K ITOE3/IKE;

e YTOYHSAET JaTy, NOJDKHOCTH, ()aMHIIUH B IIpOrpaMMe KOMaHIUPOBKHU.

3.14. BpInonHs€T pa3iIUyHbBIE OINEpald C HCHOJb30BAaHUEM KOMIBIOTEPHOM TEXHHUKH I10

porpaMmam, rpejHa3HaueHHbIM 1715 cOopa, 00pabOTKU U MpeA0CTaBIeHUs HHPOPMALIUH.

3.15. OO6ecneuuBaeT 3alMTy MpaB M CBOOOJ  ydaluxcs, poAuTened (3aKOHHBIX

npeacTaBuTenel), paOOTHHKOB  0OIIe00pa30BaTeIbHOTO  YUpeXKACHHs Tpu  o0paboTke

NIEPCOHAITBHBIX JTaHHBIX.

3.16. Crtporo coOironaeT KOH(QUACHIHAIBLHOCTh IMEPCOHAJIBHBIX JAHHBIX M TpeOOBaHHUS IO

3aluTe M OE30MacCHOCTH MEPCOHANbHBIX JaHHBIX NpU HUX 0O0padoTKe, HEIOMyLICHHE HX

pacripocTpaHeHuss 0e3 coryiacusi CyObeKTa IMEepCOHAJIbHBIX JAHHBIX WM HAJIMYUS APYroro

3aKOHHOT'O OCHOBAHUSI.

3.17. CobmoiaeT KyJiabTypy M 3THKY OOLIEHMs C NEPCOHAIOM 00pa30BaTENbHOIO YUpEkKACHUS,

00y4JarIUMUCS U POAUTEISIMH (3aKOHHBIMU MPEICTABUTENSAMU ), TIOCETUTEISIMHU.

3.18. Ctporo cobumoiaet npaBa u cBoOObI AeTeil, coaepxkamuecs B PenepaabHoM 3akoHe «O0

oOpazoBanuu B Poccuiickoit ®@eneparun» u Konsennuun OOH o mpaBax peOeHka, sSBISETCS

OPUMEPOM IS HIKOJIBbHUKOB.

3.19. UndopmupyeT AUpEKTOpa, a IpU €ro OTCYTCTBUU — JAEKYPHOTO aJMUHHUCTpaTopa O

HECYaCTHOM Ciydae, IPUHUMAET Mephl N0 OKa3aHHUIO MEePBOW MOMOILM IOCTPaJaBUINM, BBI30BE

CKOpOM MEIMITUHCKOMN TTOMOIIIH.

3.20. CobmrojaeT npaBuia UCIOIb30BaHUs ceTH MHTepHeT.

3.21. OcyuiecTBISI€T CBOIO ACSTEILHOCTh HAa BEICOKOM MPO(eCCHOHAILHOM YPOBHE.

3.22. O6ecrieunBaeT COOJIOJCHUE YUCTOTHI U MOPSAIKA HA CBOEM paboyeM MecTe.

3.23. Cexkperapp aupekTopa oO0IIe00pa30BaTEIBHOTO YUPEKIACHUS COOTI0IAET TOJIOKEHUS

JTAHHOM JOJDKHOCTHOM MHCTPYKUMH, YcTaB U [IpaBuiia BHYTPEHHEro TPYAOBOTO PacCIoOpsIKa

00pa30BaTeNbHOTO YUPEKICHHSI, KOJUIEKTUBHBIN U TPYJI0BOH I0TOBOP, a TAKXKE JTOKAJIbHbIE aKThI

U TIPUKA3bl PYKOBOIUTEIISL.

3.24. IIpoxomuT B YCTAaHOBJIEHHOM 3aKOHOJIATeNbCTBOM Poccuiickont Penepanuu mopsake

o0yuyeHHe W MPOBEPKY 3HAHHWH W HABBIKOB B OOJIACTH OXpaHbI TPYJla, MHCTPYKTaKU MO OXpaHe

TpyJa U M0oXKapHOU O€30MaCHOCTH.



3.25. Cobmromaer mpaBWiia OXpaHbl TpyJa, MOKAPHOM M 3JIEKTPOOE30MaCHOCTH, CaHWTAPHO-
TUTHUEHUYECKUE HOPMBI M TpeOOBaHMsI, TPYIOBYIO AWCIMILUIMHY HA pabodeM MECTe M PEKUM
paboThl, yCTAaHOBIJICHHBIHN B 00111€00pa30BaTEIbHOTO YUPEKIACHHUSL.
3.26. Ilepuoanyecku TPOXOAUT OECIIaTHBIE MEIUIIMHCKHUE OOCIIeIOBAaHHUS, IMOBBIIIAET CBOIO
npodeccHoHaNbHYI0 KOMIIETEHIIHIO.
3.27. He wucnone3yeT HEUCHpaBHYIO MeOenb, 3IIEKTpOOoOOpYyI0BaHUE, 3IEKTPOIPHOOPHI,
KOMIIBIOTEPHYI0O UM HMHYIO OPITEXHHUKY WM O0OpyJoBaHHE W MeOelb C SIBHBIMU MPU3HAKAMHU
MOBPEXJICHUSA, HE KYPUT B IIOMEIICHHUIX M HAa TEPPUTOPHH 00111e00pa30BaTEIBHOTO YUPESKICHUS.
4. IIpaBa

Cekperapb TupeKkTopa 001eo0pa3oBaTeIbHOIO YUPEKICHHS UMEET MPaBo:
4.1. IlonyyaTh MHGOPMAIUIO, B TOM YHCIIe U KOHPHUACHINATIbHYIO, B 00beMe, HEOOX0AUMOM IS
pellIeHNUs IOCTAaBIEHHBIX 3a/1a4.
4.2. 3anpamwuBaTh JMYHO WIM 1O  TMOPYYEHHIO  JUPEKTOpa OT  PaOOTHHUKOB
0011e00pa30BaTeILHOTO  YUPSXKICHUST HWHPOPMAIMIO ¥ JOKYMEHTHI, HEOOXOTUMBIC ISt
BBITIOJTHEHHSI €T0 TOJKHOCTHBIX 00S3aHHOCTEH.
4.3. TpeboBath OT aJMHHHCTpAIH OOMICOOPA30BATEIHLHOTO  YUPSIKICHUS  CO3JIAHUS
ONTUMAJBHBIX YCJIOBUW JJIsi BBIMOJTHEHUS CIYXKEeOHbIX OOS3aHHOCTEH M COXPaHHOCTH BCEX
JIOKYMEHTOB, 00pa3yIOIUXCsl B pe3yJIbTare ACITEIbHOCTH CEKPETApSI.
4.4. IlpuHuMaTh pelIeHus B Mpeesax CBOeH KOMIIETeHIIUH.
4.5. Ha MarepuanbHO-TEXHUUYECKHUE YCIIOBUS, TpeOyemble Ul BBINOJIHEHUS JIOJKHOCTHBIX
o0s3aHHOCTEN  cekperapsi, Ha o0OecrmeueHue paboyero MecTa, COOTBETCTBYIOIIETO
rOCYJJapCTBEHHBIM HOPMAaTHBHBIM TPEOOBAHUSAM OXpaHbl TpyJa W MOXKApHOH Oe30macHOCTH, a
TaK)Ke YCIOBHSIM, IPEAYCMOTPEHHBIM KOIEKTUBHBIM 10TOBOPOM.
4.6. 3HaKOMHUTBCS C MPOEKTAMH PEIICHUH TUPEKTOpa, OTHOCAIIMXCS K ero MpodecCHOHAIbHON
JESTENIbHOCTH, C JKajJo0aMu M JPYTMMH JOKYMEHTaMH, COAEP)KAIUMHU OLEHKY ero paboThl,
JIaBaTh MO0 HUM OOBSCHEHUSI.
4.7. IlpenocTaBisiTh AUPEKTOPY HA PACCMOTPEHUE MPEATIOKEHUS M0 YIYUIICHUIO ASITeNIbHOCTU
00111€00pa30BaTEIHLHOTO YUPEKACHUS U YCOBEPIIEHCTBOBAHUIO CIIOCOO0OB pabOTHI IO BOIIPOCAM,
OTHOCSIIIUMCSI K KOMITETEHIIUU CeKpeTapsl.
4.8. VYuacTBOBaTh B paboTe€ OPraHOB CaMOYIPABJIEHUS JOLIKOJBHBIM 00pa30BaTeIbHBIM
yupexaeHuem, B pabore o01iero coopanusi pabOTHUKOB, B 00CY/I€HUH BOIPOCOB, KACAIOIIUXCS
HCIIOJTHSIEMBIX CEKPETapeM JIOJKHOCTHBIX 00s3aHHOCTEH.
49. Ha wmopanbHOe U MaTepualdbHOE TMOOUIPEHUE, HArpakIeHUs M0 pe3yibTaraM
npoecCHOHANBHOM  NIeATENbHOCTH, Ha  COLUUAIbHBIE  TapaHTUM, [PEIyCMOTPEHHbIE
3akoHoaresbcTBOM Pocceniickont denepanumu.
4.10. Ha 3ammty cBoeit mpodeccuoHaIbHOM 4ecTH U TOCTOMHCTBA. Ha KOH(pUACHIIMAIBHOCTH
CIIy’)keOHOTO  pacciieZlOBaHUs, KpOME CIlyyaeB, MpelyCMOTPEHHBIX 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanuu.
4.11. 3amumars CBOU WHTEPECHl CAMOCTOSATEIHHO W/WIM uepe3 MpEeJCTaBUTENs, B TOM 4YHCIIe
aZiBOKaTa, B ClIy4yae AUCLUUIUIMHAPHOTO WJIM CIIy’)KEOHOTO pacciieloBaHHs, KOTOPOE CBS3aHO C
HapylIEHHEM CeKpeTapeM HOpM IpodecCHOHATBHON 3THKH.
4.12. Cekperapp AUpEeKTOpa 0OIIEO0O0Pa30BATEIHHOTO YUPEKIECHUS HMEET WHBIE TpaBa,
npeaycMmotperHsle TpynoBeim Koaexcom Poccuiickoit ®@enepannn, ¥YcraBoM, KomieKTUBHBIM
noroBopoM, IlpaBunmamu BHYTpPEHHETOo TpPYAOBOIO pacmopsiaka o0I1eo0pa3oBaTeIbHOIO
YUPEKACHUS.

5. OTBeTCTBEHHOCTH
5.1. B mpexgycMoTpeHHOM 3akoHOJATeNbCcTBOM Poccuiickoit @enepanyu MOpPSIKE CEKpeTapb
JTUpEeKTOpa 00111e00pa30BaTeIbHOTO YUPEKACHHSI HECET OTBETCTBEHHOCTD:
e 32 HEMPaBOMEPHOE HCIIOJIb30BAHHUE IMPEIOCTABICHHBIX IOKHOCTHOW MHCTPYKIUEH MpaB U

MTOJTHOMOYHH, a TAK)KE MCIIOJIb30BAaHUE UX B JIMYHBIX IEIIAX;



e 3a pa3mIalleHue KOH(UIEHINANIbHOM MHPOPMALIUY, TOJYYEHHON B pe3ysIbTaTe BbINOJIHEHUS
JOJDKHOCTHBIX 00513aHHOCTEH, MEePCOHAIBHBIX JAHHBIX COTPYIHUKOB, OOYYarOIIUXCS M UX
poauTtenei (3aKOHHBIX IIPeACTaBUTENEH );

e 3a JIOCTOBEPHOCTh TPEAOCTABIsIEMON HWH(GOPMAMU JUPEKTOPY, €€ CBOECBPEMEHHYIO
IOJITOTOBKY;

e 32 HEOKa3aHUWE WIM HECBOEBPEMEHHOE OKAa3aHHWE IE€pPBOM IOMOILM IOCTPAAABIIEMY, HE
CBOEBPEMEHHOE H3BELIEHME WM CKpbITHE OT JUpeKkTopa o00meo0pa3oBaTeIbHOIO
YUPEXKIEHUS HECUACTHOIO CiIyyYasi;

e 32 HECOOJIIOJICHHE UHCTPYKLUH 110 OXpaHe TPyAa U M0KapHOH 0€30MacHOCTH;

e 32 HapylICHHE IOPSAKA JACUCTBUM B Ciydae BO3HMKHOBEHHUsS 4YpPE3BBIYANHOW CHUTyalud U
9BaKyaluu B 00111€00pa30BaTEIbHOM YUPEKICHHUH.

5.2. 3a HeWCIIONHEHHWE WM HapylleHHe 0e3 YBaKUTENbHBIX MPUYMH CBOMX OOSI3aHHOCTEH,

YCTAHOBJICHHBIX JIOJKHOCTHOM MHCTpPYKLMEH cekperaps 0011eo0pa30BaTesIbHOTO YUPEexKICHHUs,

VYcraa u IlpaBun BHYTpPEHHEro TPYJIOBOIO paclopsiika, 3aKOHHBIX PacIOpsKEHUN

PYKOBOJIMTENS W HHBIX JIOKAIbHBIX HOPMAaTHBHBIX AaKTOB, pPAa0OTHHUK IOABEpraeTcs

JUCLUIUIMHAPHOMY B3bICKaHHMIO coriacHo cratee 192 Tpynosoro Kogekca Poccuiickoit

@enepanun. 3a rpyboe HapylleHHE TPYJIOBBIX O0S3aHHOCTEH B KayecTBE NUCLMILTIMHAPHOIO

HaKa3aHHsI MOXKET ObITh IPUMEHEHO YBOJIbHEHHUE.

5.3. 3a wucnosb30BaHUE, B TOM 4YHCJIE OJHOKPAaTHO, METOAOB BOCHHMTAHUS, BKJIHOYAIOLIUX

¢uznyeckoe M (WIM) MCUXOJIOTMYECKOE HACUIIME HaJl JIMYHOCTHIO OOydarollerocs, a Takke 3a

COBEpILEHHE MHOI0 AaMOpalIbHOIO IPOCTYNKA CEKpeTapb MOXKET OBbITb OCBOOOXIEH OT

3aHUMaeMou oyukHOCTU cornacHo TpynoBomy Kopekcy Poccuiickoin ®@enepannn. YBOJbHEHUE

3a JJaHHBIHA IPOCTYIOK HE ABISETCA MEPOM TUCHMIIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HecoOmroneHne TpaBWI W TPeOOBaHW OXpaHBl TpyJa W MOKapHOW O€30macHOCTH,

CaHUTApPHO-TUTUEHUUYECKUX IPaBUJI U HOPM CEKpETaph IPUBJIEKAECTCS K aJIMHUHUCTPATUBHOMN

OTBETCTBEHHOCTH B TIOpSAIAKE M B CIOy4asX, MPEeIyCMOTPEHHBIX aJIMUHHCTPATUBHBIM

3aKkoHoJiaTenbcTBOM Poccuiickoit denepaiuu.

5.5. 3a npaBoHapyIIeHUs, COBEPILICHHBIE B MTPOLIECCE OCYIIECTBICHUS TPYAOBbIX (DYHKLINN HECET

OTBETCTBEHHOCTD B IIpe/IeiaX, ONPeIeIEHHbIX aIMUHUCTPATUBHBIM, YTOJIOBHBIM U I'PaKJaHCKUM

3aKkoHoAarenbcTBOM Poccuiickoit denepanun.

6. BzanmooTHomennsi. CBSI3H 10 N0JZKHOCTH

6.1. Cekperapp AupeKTopa 00IIe00pa30BaATEIHLHOTO YUPEKICHUS BBIMOIHSIET PabOTy COTJIACHO

rpa¢uky, cocTaBleHHOMY ¢ yuyeToM 40-yacoBoii paboueil Heaemnu.

6.2. Cekperapb CaMOCTOSITEIBHO TUIAHUPYET CBOIO JAeSATENbHOCTh. [lman paboTel cexperaps

COIJIACOBBIBAETCSI HETIOCPEACTBEHHO C JUPEKTOPOM.

6.3. [TomrydaeT oT nupekTopa 0011e00pa30BaTENLHOIO YUpPEXKACHU HHPOPMAIIMIO0 HOPMATUBHO-

IPaBOBOIO XapakTepa.

6.4. OOmenuBaercs HMH(pOpPMAIMEN MO BOMPOCAM, OTHOCSAIIUMCA K €ro JAesTeIbHOCTH, C

aJIMUHUCTpalMed U COTPYJHUKAMHU 00L1e00pa30BaTEIbHOTO YUpEkKACHUs, HHHOPMUPYET UX O

pEelIeHUsSX JHUPEKTOpa, COBEIIAHUAX W 3acelaHMsIX, IEeJarorMuecKUX COBETaX U MHBIX

MEpOTPHUATHSIX.

6.5. BoBpems cooOuraer aupektopy 00 uHbOpManuu, MpUKa3ax, PaCHOpPsIKEHUSX W HHON

JOKYMEHTAIUH, TIOCTYIHBILEH MO 3JEKTPOHHOM 1ouTe, HHPOPMUPYET O HAMEUEHHBIX BCTpeyax,

COBEIIAHUAX U 3aCeIaHUSIX, HHBIX MEPOTIPHUITHSX.

6.6. CooOmraer TUPEKTOpy M €ro 3aMecTUTENSIM MH(POPMALUIO, MOJYyYEeHHYIO0 Ha COBEIAHMSIX,

CEMHUHapax, HEMOCPEACTBEHHO MOCIIE €€ MOIYYEeHHUS.

6.7. UndopmupyeT 1upeKkTopa 0 BO3HUKIINX TPYAHOCTSIX U MpobiieMax B paboTe, 0 He0CTaTKax

B oOecrieueHnH TpeOOBaHWN OXpaHbI TpyAa M MOXKapHOUW Oe30macHOCTH. BHOCUT mipeaiokeHus

10 YCTPAaHEHUIO HEAOCTATKOB, 110 ONITUMU3ALINN CBOEH JEATEIBHOCTH.

6.8. Nudopmupyer 3amecTuTeNsl AUPEKTOpA 1O ATMHUHUCTPATUBHO-XO3SIWCTBEHHOW YacTH O

HE/IOCTaTKaX B KAHLESPCKUX MPUHAMISKHOCTAX, OymMare M MHBIX pacxXxoJHBIX MaTepuaiax, o



MOJIOMKaxX MeOeIn U OPTTEeXHUKH, B AJIEKTPOOOOPYIOBAaHUH, BOJONPOBOJHON U OTOMUTEIBHON
CUCTEMaX.
6.9. Bo Bpemsi OTCYTCTBHS CeKpeTapsi ero 00s3aHHOCTH BBIMIOJIHSAET COTPYIHUK, UMEIOIIHI BCe
TpeOytomuecss NpodecCUOHANbHBIC 3HAHUS, YMEHHUS W HABBIKM, HA3HAYCHHBIH MPUKA30M
nupekTopa. JlaHHBIM COTPYAHMK HPUOOpPETAaeT COOTBETCTBYIOLIME IIpaBa M HECET IOJIHYIO
OTBETCTBEHHOCTbH 32 KAYECTBCHHOE BBIITOJIHCHNE BO3JI0KEHHBIX HA HErO 00S3aHHOCTEH.

7. 3aKkJII0uNTEIbHBIE I10JI0KEHUSA
7.1. O3HakOMJICHHE pa0OTHUKA C HACTOSIICH JOKHOCTHOW MHCTPYKIIMEH OCYIIECTBISETCS MPH
npueMe Ha paboTy (0 MOAMKUCAHUS TPYAOBOTO J0rOBOPA).
7.2.  OpuH  3K3eMIULIp  JOJDKHOCTHOM  MHCTPYKUMHM  HaxXoAMTCS Yy  JUpEKTopa
0011e00pa30BaTEIBLHOTO YUPEXKICHUS, BTOPOM — Y COTPYIHUKA.
7.3. ®axT O03HAKOMIICHHUS CEKpeTaps JUpeKTopa oO0IIeo0pa30BaTEIbHOTO YUPEKACHUS C
HACTOALIEH JOHKHOCTHOW MHCTPYKIMEH MOATBEPKIaeTCs MOJMUCHIO B KypHaJle O3HAKOMIICHUS
C JOJDKHOCTHBIMH MHCTPYKIHAMMU.



