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IIOJ'DKHOCTHEUI HHCTPYKIIHA CCKPETaps
1. Obmme noJ1oskeHust
1.1. CekpeTaphb pyKOBOIUTENS OTHOCHTCS K KATETOPHUH CIICIIMATIICTOB.
1.2. Ha nomxHOCTE cekpeTaps pyKOBOIMTEIS IPHHUMACTCS JIUII0, UMEIOILee:
1) Beicmiee oOpazoBaHue - OakalaBpuaT MM cpefHee npodeccroHanbHOe 00pa3oBaHHE IO
IIporpaMMam IMOATOTOBKH CIIELIMATMCTOB CPEIHETO 3BEHA U IOTIOIHUTEIBHOE IPOQ)eCCHOHATBHOE
o0pazoBanue;
2) He MeHee JIBYX JIeT BbINOJHEHHA paboT MO OPraHM3allMOHHOMY H JOKYMEHTalHOHHOMY
o0ecIieueHHI0 JEeSITeTbHOCTH PYKOBOJUTENS OpPTaHW3allii TPH CpeaHeM TpodeccHOHaTEHOM
00pa3oBaHUU.
Oco0ble ycaoBHs JIOIycKa K pabore:
- Ipouie/iee 00s3aTeNbHbIA IPeIBAPHTEIBHBII (IIPH MOCTYIUICHUH Ha paboTy) B EPHOIHUECKHE
MEJIMIIMHCKHE OCMOTpBI (0OcnenoBaHMsl), a TakXKe BHEOYEpPEIHBIE MEIMIIMHCKUE OCMOTPBI
(ofcnenoBanus) B MOpAAKe, YCTAHOBICHHOM 3aKOHOAATeNbCTBOM Poccuiickoi Mejiepanim;
- K paboTre B 00pazoBaTelbHOH OpraHH3allUd He JOMYCKAIOTCS JIMI@: JIHIICHHBIC MpaBa
3aHAMATh 3TY JOJKHOCTb B COOTBETCTBHH € BCTYNHBIIUM B 3aKOHHYIO CHJIY NPHTOBOPOM CYyJIa;
HUMCIOIINE WIIH UMEBIIHE CY/IMMOCTh 3a IPECTYIUIEHUS, COCTAB U BHJIBI KOTOPBIX YCTAHOBIIEHEI
3aKOHOJATeILCTBOM Poccuiickoit Denepanui; IpPU3HAHHBIE  HEIeeCIOCOOHBIMH B
ycraHoBiieHHOM DenepaibHBIM 3aKOHOM MOPAJIKE; HUMEIOIINe 3a001eBaHus, TPEAYCMOTPEHHBIE
YCTaHOBJIEHHBIM NIEPEYHEM.
1.3. CekpeTaphb pyKOBOJUTEIS JOJKEH 3HATE:
1) cnennuKy OCHOBHOI NesTeNbHOCTH OpraHH3allHu;
2) OCHOBBI aIMUHHCTPATHBHOI'O IpaBa H TPYJOBOTO 3aKOHOATEILCTBA POCCHICKON (enepaluu;
3) pyKOBOJALINH COCTAB OPraHU3aAlMH U €€ MMOApa3IeeHHil;
4) QpyHKUHU caMOMEeHeKMEHTA,
5) NPUHIMITEL ¥ TIPaBHJIA IUTAHHPOBAHHS paboyero BpeMeHH;
0) NOCTAaHOBKY IIEIICH;
7) IpaBKIiIa [IPOBE/IEHUS! JIeJIOBBIX MIEPErOBOPOB;
8) ocobennocTu 0hopMIICHHS TUIAHHPOBIINKA (Ha 3JICKTPOHOM H OYMaKHOM HOCHTEIISAX);
9) OCHOBEI yIIpaB/ICHHA BPEMEHEM;
10) Tene)oHHBIC KOHTAKTBI PYKOBOJIUTEIIS;
11) dyHKIMH, 3a/1auH, CTPYKTYPY OpPraHU3alluH, €€ CBSI3H 10 BEPTUKAIIA U TOPH30HTAITH;
12) npaBuna B3aMMOAEHCTBHS C MapTHEpaMH, KIIHeHTaMH, CPeJCTBAMH MaccOBOH HH(pOpMAIIHH;
13) mpaBuna moanep:KaHUs U Pa3BUTHS MEIUIMYHOCTHBIX OTHOMICHHIH;
14) npaBuia 3alMThl KOHPUICHIHATILHOH HHOPMALIUH;
15) nops/IoK NOArOTORKH H IPOBEICHHS KOMaHIHPOBOK;
16) nopsinok odopmiieHHs JOKYMEHTOB IS KOMaHIMPOBKH M OTYETHBIX JOKYMEHTOB IIO
KOMaHJIHPOBKE PYKOBOJUTEIIA,
17) nenoBoit npoTOKOIL;
18) aTHKY J1e)10BOr0O O0IIEH S,




19) npasuna opranu3auun npuemMa MoCeTHTEINCH;

20) mpaBHna PEUYEBOro ITUKETA;

21) mpaBua yeTaHOBICHHS KOHTAKTA, HOICPKAHUS U PA3BUTHS MCIKTHYHOCTHBIX OTHOMICHHII:
22) cIpykTypy oOpraHM3auMM M  paclpeieieHHe  (DYHKIMHA  MeKIy CTPYKTYPHbIMH
MOJIpa3/e/IeHUsIMU U CIIeIMaJIMCTaMM;

23) mpaBuia CEpBUPOBKH YaliHOTO (Koelinoro) cTomna;

24) npasusia MPUIrOTOBICHUS U [OJaul FOPSYMX HAIIATKOB H 3aKYCOK K HIM;

25) KOMIUIEKC OPraHH3alHOHHO-TEXHMYECKUX MEPONPHUATHH 10 MOITOTOBKE W [IPOBEJIEHUIO
COBEIAHUH H IIEPETOBOPOB, B TOM YHUCIIE MEXKTYHAPOTHEIX;

26) npaBuna BEJCHMS, MOJATOTOBKH H O(OPMICHHs IPOTOKONA H APYTHX [IOKYMEHTOB,
CO3/1aBaCMBIX B IIPOLECCE MOArOTOBKH KOH(EPEHTHOTO MEPONPHSTHS;

27) cocTaBieHHE CMETBI PACXO/I0B;

28) OCHOBBI HAITUCAHUS peveil U JIOKIAaI0B PYKOBOIHTENS;

29) npasuna 1eI0BOro 0OIIEHHMS, EI0BOIO DTHKETA;

30) 5THKET M OCHOBBI MEKIYHAPOHOTO POTOKOIA,

31) obmue TpeGoBaHMs K CPOKaM HCIONHEHHS T0OKYMEHTOB M KOHTPOIBHEIM (DYHKLIHSM CITYKOBI
JIOKYMEHTALMOHHOTO 00ecIeueHus;

32) IpHHIMIIEL, CIOCOOB! HHGOPMHPOBAHHUS COTPYIHUKOB;

33) ynpaBieH4YECKy0 CTPYKTYPY OPraHH3alky, PyKOBOJCTBO OPraHM3alliy, 00pasibl O IHceH
PYKOBOISIIMX COTPYIHUKOR, KPYT MX TOITHOMOUMI U OTpaHHUYEHHS HX 30H OTBETCTBEHHOCTH;
34) MHCTPYKUMH 1O JIeJONPOM3BOJACTBY M JAPYTHM JIOKANLHBEIM HOPMATHBHBIM aKTaMm,
YCTaHABIHMBAIOIINM TOPANOK pealu3aliy yIPaBIeHUYCCKUX POIELYD:

35) TpeboBaHus OXpaHbl TPy/1a, NPOM3BOACTBEHHOM CAHUTAPHH, TIPOTHBONOKAPHOI 3AILHTHL;
36) OCHOBBI PABUIILHOH OPraHU3aINK TPYAA U METO/IbI IOBBIEHUS ero S3PPEKTHBHOCTH;

37) OCHOBBI 3prOHOMHKH O(uca U (IIOPHCTUKH;

38) cTanIapThl ¥ PEKOMEHIAIMH 110 000PY10BAHKIO O(HCHBIX TIOMEIICHHMIA;

39) cocTaB oOpraHu3allMOHHOM TEXHHKH, ee YCTPOMCTBO U TIOPSAOK paBoTh ¢ Heil;

40) mpaBoBble OCHOBBI YTIpaBIeHHUs (OCHOBBI aAMHHHCTPATUBHOTO, TPYIOBOTO H PAKIAHCKOTO
pagsa);

41) neicTByIOIME IPABOBBIE AKTHI, HOPMATHBHO-METOAHYECKHE TOKYMEHTEI, FOCY/1aPCTBEHHBIC
CTaHJAPTBI, ONPEENAIOIIHE MOPS/IOK JOKYMEHTAlIHOHHOTO 00eCeUeH s YIIPaBIeHN;

42) cTpyKTypy. PyKOBOJICTBO CTPYKTYPHBIX MOJpa3aceHuit, 00pasIibl OAIICEHl JTUIT, HMEOIIHX
PaBO MOJAMUCAHUS U YTBEPKACHUSA JOKYMEHTOB, H OTPAaHMUYEHHS HX 30H OTBETCTBEHHOCTH;

43) npasuiia JOKYMEHTAIIMOHHOTO O0ecrevYeHus! AesITeIbHOCTH OPraHu3allim;

44) tpeboBanus, NpeabsBiISeMble K JOKYMEHTaM B COOTBETCTBHM C HOPMATHRHBIMM aKTAMH H
roCyIapCTBEHHBIMH CTAHIAPTAMH;

45) mnpaBuia COCTaBIEHHA OPraHH3alMOHHBIX ITOKYMEHTOB (IOJOMKEHMH, MHCTPYKIHIL,
perimaMeHTOR);

46) BUJIbI JOKYMEHTOB, HX Ha3HAYEHHUE,

47) OCHOBBI IOKYMEHTHOM JTHHIBHCTHKH;

48) npaBuia cOrIacoBaHus JOKYMEHTOB OpraHu3alud (BHYTPEHHETO U BHELHETO);

49) npapuia NOANMCAHHUS M YTBEPIKIEHHUS JOKYMEHTOB;

50) mpaBuna cocTaBieHds W opopmiIeHHS HH(POPMAIMOHHO-CIPABOUHBIX, YIIPABICHUECKHX
HAOKYMEHTOB H CHY}K€6HBIX ITHCEM

51) rpaMmaTHYECKHE MTPABHIIA PYCCKOTO SI3BIKA;

52) HOPMATHBHBIE NPABOBbIE AKTHI, HOPMATHBHO-METOIMYECKHE NOKYMEHTEI, FOCY/IaPCTBEHHbIE
CTaHJAPTHI, ONPEEIAIONHe MOPSI0K JOKYMEHTALIHOHHOTO 00CCIIeYeH s yIPaBIICHUS,

53) coBpeMenHBIE HH(POPMALIHOHHBIE TEXHOJIOTHH PabOTHI ¢ IOKYMEHTAMHE:

54) mopsiioK paboTHI ¢ JOKYMEHTaMH, CXEMBI JIOKYMEHTO000pOTa;

55) npaBuiia paboThl ¢ BXOAAMMMH, HCXOIAME U BHYTPEHHHIMH TOKYMCHTAMHE;

56) npaBuia OpraHM3aNUK KOHTPOJIS HCNOIHEHHS! TOKYMEHTOB H THIIOBBIE CPOKH HCIIONHCHUSA
TOKYMEHTOR;



57) npaBuiia COCTABICHUS aHATMTHYECKUX CIPABOK 10 OpraHu3aniy paboTsl ¢ JOKyMEHTaMHU U
KOHTPOJIIO UCIIOJHEHHUS JJOKYMEHTOB;

58) npaBuna co3maHus u BeJleHUA 0a3 JaHHBIX CITY)KeOHBIX JOKYMEHTOB B OpraHH3allMH;

59) cucTeMBI ANEKTPOHHOTO AOKYMEHTO000pOTa;

60) Buabl HOMeHKIATYp, 00mMe TpeOOBaHMA K HOMCHKJIATYpE, METOJAMKA €€ COCTaBICHHA H
othopmenus;

61) nopspok Qopmupopanus U odopmieHus Jel ¢ ykazaHueM crenuduxu (GpopMHpOBaHHUS
OT/IEJIbHBIX KaTeropui Ien;

62) npaBuIa XpaHEHUs JIEJ, B TOM YKCIIE C JOKYMEHTaMM OTPaHUYEHHOIO J0CTYIIA;

63) npaBuia BeIJIaYH U HCIIOIBL30BAHHUS JJOKYMEHTOB U3 C(POPMUPOBAHHLIX JEIT;

64) npaBuIa NOArOTOBKU U NEPEavy A€/ B ApXUB OPraHU3alluH;

65) ocobennocty (GOpMUPOBAHUS BHEITHUX U BHYTPEHHUX UH(DOPMAIIMOHHBIX II0TOKOB;

66) cocTaB BHEITHUX UH()OPMAIMOHHEIX TOTOKOB;

67) cocTaB BHYTPEHHUX UH(POPMAIIMOHHBIX ITOTOKOB;

68) cTpyKTYpy OpraHH3alluy | HOPs/I0K B3aUMOICHCTBHUS MOApa3/IeIeHuil i CIIyxk0;

69) ocobennocTH hopMupoBaHus 0a3 JaHHBIX B OPraHH3aAINH;

70) coBpeMeHHBIE HAy4YHBIC METOIBI M TEXHMUECKHE CPEICTBA, CIOCOOCTBYIONHE cOODY,
o0paboTke, cOXpaHEHUIO U Nepeadye HHPOPMALMOHHBIX IIOTOKOB;

71) metoasl obpaboTku uMHGOPMALMKM ¢ NPUMEHEHHEM COBPEMEHHBIX TEXHHYECKHMX CPEICTB
KOMMYHHKAIUH U CBS3H, BBIYUCINTEIbHON TEXHUKH;

72) HOpMATUBHBIE IIPABOBbIC AKThl, HOPMATHBHO-METOAMYECKHE JOKYMEHTBI, TOCY1apCTBEHHBIE
cTaH/apThl B cpepe AesTeIbHOCTH OpraHu3aliu;

73) CTPYKTYpY OpraHM3alud, PYKOBOJICTBO CTPYKTYPHBIX NOJpa3jcieHui, HampaBICHH
JIeSTeNIbHOCTH OPraHU3allii 1 KOMIIETEHIIMH CTPYKTYPHBIX MO/pa3AeieHuit i JOJKHOCTHBIX JIUIL;
74) xnaccuUKaIMIO yIIpaBleHUYecKOH HHOpPMAIlUK, BUABI YIIPaBICHUECKON HHOPMALIHH;

75) dopmbl IpeocTaBICHNs YIIPABICHYECKOH HHOpMALIHH;

76) UICTOYHUKHU yIIpaBICHYECKOH HHDOpMALIMH;

77) metopuka oTOOpa UCTOYHUKOB HH(POPMALIHH;

78) TpeboBaHus, NPEAbLABISACMbIC K YIIPABICHICCKON HH(pOpMALIHHY;

79) IlpaBunia BHYTPEHHETO TPYJIOBOTO PACIOpsIKa;

80) TpeboBanusl OXpaHbl TPY/1a U IPABUIIA NIOKAPHOH OE3011aCHOCTH.

1.4. Cekperapb pyKOBOIUTES JOJKEH YMETh:

1) ycraHaBIMBaTh LETH, ONPEASIITs HEPAPXHUIO LETIeH;

2) onpenenaTh NPHOPUTETHOCTD U OYEPEHOCTH BBITOTHEHUS paboT U 3P QeKTUBHO pacnpenensaTh
pabouee Bpems;

3) 0Ka3bpIBaTh OMOIIIb PYKOBOJMTENIO B paclipe/ie]IeHHH ero paboyero BpeMeHH;

4) BpIOMpaTh ONTHMAIbHBIE CIOCOOBI WH()OPMHPOBAHUS MapTHEPOB, KIHEHTOB, MOCETHTENCH,
PYKOBOAMTENEH MOApa3AeICHIH i COTPYAHUKOB O IITAHUPYEMBIX MEPOIIPUSITHAX,

5) obecneunBaTh HHPOPMALMOHHYIO O€3011aCHOCTD AeATEIbHOCTH OpTraHHu3aluH;

6) BBIOHpaTh H 0OPMIIATE IJIAHUPOBIIHUK;

7) BHOCHTH U OTCJICKHMBATH HH(POPMAIIUIO HA 3JIEKTPOHHOM W/HIH OyMa)KHOM HOCHTEIE;

8) paccTaBJisiTh IIPUOPHUTETHI, BHIIENIATH BAXKHOE U CPOYHOE;

9) BEIOMpaTh ONTHMATBHBIN PUTM paloOTHI;

10) ananu3upoBaTh NPUYHHBI HEBBIIOIHEHHA 3a1a4;

11) npumensiTh “UHPOPMALMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH;

12) BeCTH M UCIOJIB30BATh B padoTe 6a3y JaHHLIX TelNe(OHHBIX KOHTAKTOB PYKOBOIUTENS,

13) WCmoNb30BaTh CPEACTBA KOMMYHHUKAaLMOHHOH OPITEXHUKHM IS IOMYYEHHsS W Nepeaqd
uHpopManuu;

14) BeCTH y4eTHBIC PErMCTPAIIMOHHBIC (POPMBI, HCTIOIB30BATE UX JUI HHOOPMAHOHHOH paboTh
1 paboThI IO KOHTPOJIIO UCTIOHEHUS PEIICHUH PYKOBOIMUTEIIS,

15) criuaxuBaTh KOHMIUKTHBIE U CIOXKHBIE CHTYallHH MEXIMIHOCTHOTO OOIIEHHUS,




16) Hcronb30BaTh TEXHHYECKHE M [POrPAMMHBIC CPEACTBA JUIS [POBENEHUS] TONOCOBOM HIIK
BHICO-KOH(EPEHII-CBSA3H;

17) cobmronats ciry:keOHBbIi STUKET,

18) oopMaATE aBAHCOBBIE OTYETHI PYKOBOIUTEIS,

19) opranuzoseIBaTE BeTpeun pyKOBOAMTENSA C IPHHAMAFOIIEH CTOPOHOIA;

20) opopMIIATE KOMaHANPOBOUHBIE JIOKYMEHTEL,

21) o6paGaTeIBaTh T0KYMEHTBI M MATEPUATHI 10 Pe3y/IBTATAM OE3IKH PYKOBOJIHTEJIS;

22) obecneunsats paboty oduca Bo Bpemst OTCYTCTBHS PYKOBOIUTEJISA,

23) NpUMEHATD CIOCOOBI AETOBOTO OOIIEHHS;

24) wuWCnONB30BATH  CpENCTBA KOMMYHMKALIMHM Uil OOECICUEHHS B3aMMOAEHCTBUS C
PYKOBOJIMTEJIEM BO BPEMSI €TI0 JICJIOBOMH MOE3/IKH;

25) OpraHu30BLIBATE H 0GECIIEUHBATE JINUHBIE KOHTAKTHI PYKOBOIUTENS;

26) ynpapisaTh KOH(DIMKTaAMH;

27) yYuMTHIBATB IICHXOJIOTHYECKHE OCOOEHHOCTH  JHYHOCTH IPH  Pa3sIMYHBIX  BHJAX
IPO(eCCHOHATEHOTO 0OLIEHHS;

28) HCTIOIB30BATh YCTAHOBIICHHBIE IPABHIIA U POLELYPEI KOMMYHUKAIIHH BHYTPH OpraHU3alliH;
29) co3naBath MONOKUTENLHBIA UMUK OPraHH3ALIHI;

30) IpMHAMATE MepHI IO Pa3pelieHHIo KOH(IHKTHBIX CUTYalHH,

31) obecrnieunBath KOH(UAECHIHATLHOCTS B NPHEMHOM M KaOUHETe PYKOBOJMTEIS, COXPAHATE
KOH(pHAECHIHAIBHYIO HHPOPMAIHIO B TaiiHe;

32) OpraHu3OBBIBATH NPOLECC MOATOTOBKH K IPOBEIEHHUIO KOH(EPEHTHOr0 MEpPONpPHATHS
HHJIMBUJIYANIBHO U B COCTaBe paboyei rpymmbl;

33) MOKYMEHTHPOBATh Pa3Hble STANBI MPOHELYPHI MOATOTORKH 1 NPOBEJEHUST KOHPEPEHTHOro
MEPOIIPUATHS;

34) mnepenaBaTh MHPOPMALMIO, JOKYMEHTH M MaTepHaibl y4acTHHKaM KOH(pEPEHTHOro
MEpOTIPUATHS,

35) noaroTapnuBarh u 0G0PYAOBATH CTOJ IPEIUTUYMA U PAGOYHE MecTa YUYaCTHHKOB COBEIIaHHs
(3aceanus);

36) cepBUpOBaTh YaitHbIil (KODEiiHbIiT) CTON BO BpeMs poBeIeHH s Koge-mays3;

37) cobmonats npaBuia JIeI0BOro ATHKETA U IIPOTOKOJIA,;

38) nmoaIepKUBATh UMUK OpraHU3allHy;

39) co3naBatTh UMUK CEKpETapsi, COOTBETCTBYIOIIMN HMHIKY Opranu3aliu;

40) paboraTs ¢ uHDOpPMAIHEH, AHATH3UPOBAT H MPEICTABIIATE €€ B CHUCTEMAaTH3UPOBaHHOM BH/IE;
41) obecrieunBarh 6€30MaCHOCTE JIESITEIBHOCTH OpraHHu3aIiH;

42) obecrieunBars KOMYOPT YHACTHUKOB KOH(PEPEHTHOrO MEPOTPHATHS, IOMOTATh B BOIIpOCax
MPOKHBAHKS, TPAHCIIOPTHOTO 0OECIIEYEHNUS;

43) BeCTH CPOKOBYIO KAPTOTEKY;

44) paGotarts ¢ MH(pOpMAIHEil 10 KOHTPOIIO, CHCTEMATH3HPOBATh e IPE/ICTABISTL B BH/JIE
CBOJHBIX JOKYMEHTOBR;

45) Hemonb30BaTh CpeICTBA KOMMYHHKALMH JUIA TIEPEadH I0PyYeHHH PYKOBOAMTEIIA;

46) HcroNB30BaThH COBPEMEHHEIC CPe/ICTBA cOopa H 06paGOTKH KOHTPOIBHOM uHpoOpMaIuHu;

47) oueHHMBaTh Pe3yIbTaThl B paMKaX MOCTABICHHBIX 3a/1a4;

48) OCYIIECTBIISATS KOHTPOJIL MCIIOIHEHUS TOPYUYEHH Il PYKOBOAUTE S COTPYAHHKAMHU;

49) cosnapats ycioeus, obecneunsaiomiye 5QGeKTHBHYIO PaGOTy PYKOBOIHTES:

50) OpUMEHATE B COOTBETCTBMM C HA3HAYEHHEM CpEJICTBA OpPraHM3allMOHHOY TEXHHKH,
KaHIEJIAPCKHE TPUHAIIEKHOCTH;

51) ocnamare pabodee MECTO PYKOBOZHTENS M CBOE pabouee MecT0 HEOOXOAMMBIM
obopymoBaHueM;

52) ocyImecTBIATE 3aMeHy PAacXO/IHBIX MarepuaioB, YX0J 3a OpPI'TeXHHKOI;

53) OCYIIECTBATL MOBCCAHEBHBIH YXOI 32 KOMHPOBAILHBIM anrnaparoM, 3aMeHy W XpaneHue
KapTpuUKeil, ToHepa;



54) KOHTPOIHMPOBATE COCTOSHUE U MOIOJIHATE 3aachl KAHIEISIPCKHX TOBAPOB, CPEACTB THTHEHEI,
IPOJIyKTOB [TUTAHUS;

55) cocraBiiaTe ¥ 0OPMIISITE OpraHU3alHOHHbBIC U METOMYECKHEe JOKYMEHTHI,

56) penakTHpPOBATh TEKCTHI CIIYyKEOHBIX JJOKYMEHTOB;

57) paboTtate coO Bcel COBOKYNHOCTBH) HMH(OPMALMOHHO-IOKYMEHTAMOHHBIX PECYPCOB
OpraHMU3alINY;

58) monp3oBaTkcs 0a3aMu JAHHEIX, B TOM YHCIIE YIAICHHBEIMH 0a3aMH JaHHBIX

59) ucnoNnb30BaATh CIPABOYHBIC TPABOBLIC CHCTEMBI,

60) paboTarh ¢ KOMIBIOTEPOM, KATANIOTaMH (MankaMu) U (aiaaMu, CKaHEPOM;

61) moJib30BaTHC O()HCHBIM TAKETOM (TEKCTOBBII PEeIaKToOp, TAOIHIIED);

62) monb30BaThCs NEepHPEPUHHEIMU YCTPOHCTBAME H OPITEXHHKOM;

63) moNB30BaThCS ICKTPOHHON TOYTOMH;

64) nmonb30BaTHCS CHCTEMAaMH JIEKTPOHHOTO JTOKYMEHT0000pOTa;

65) moyk30BaThCs YHU(PUIUPOBAHHEIMU (hOopMaMH JOKYMEHTOB;

66) odopmiATe KaccoBble (UHAHCOBBIE [OKYMEHTBI M JIOKYMEHTHI 10 Y4eTy HaKJIaIHbIX
PacxooB;

67) nevararh ciyx)eOHble JOKYMEHTHI,

68) paboTaTh C KOMIIBIOTEPOM, CKAaHEPOM;

69) paboTtaTh ¢ BXOAAIICH, HCXOAAIICH, BHYTPEHHEH TOKyMEHTaLIHEl;

70) moJIL30BaTBCS CUCTEMAMHU BJIEKTPOHHOTO JOKYMEHTO000pOTa Ul PErUCTpalliy, KOHTPOJI
JOKYMEHTOB U UH(OPMAIIMOHHO-CIIPABOUHON pabOThI ¢ TIOKYMEHTaMHU;

71) coctaBisaTh 1 0OPMIATE HOPMaTUBHBIE aKThI;

72) paspabarbiBaTh HOMEHKJIATYPY JEJI OpraHM3alMd ¢ YYETOM JCHCTBYIOIIMX HOPMATHBHO-
METOIMYECKUX JTOKYMEHTOB;

73) UCHONB30BaTh HOMEHKIATYPY A€ IPH H3YYEHHH CTPYKTYPbl OpraHM3alliH, COCTABICHHH
OIIHCEH JIeI;

74) dopmupoBaTh U 0QOPMIILTE Jiejla B COOTBETCTBHH C YTBEPIKICHHON HOMEHKJIATYPOH Jen
OpraHu3aluu;

75) obecneunBaTh COXPAaHHOCTE JOKYMEHTOR OpraHU3alliH;

76) NPOHU3BOANUTE MOATOTOBKY JEI I TIEPEIadH B apXHB;

77) ocymecTBsiTh cOop, 06paboTKy U aHamIu3 HHGOPMAIMH B COOTBETCTBHH C TpeOOBaHHAMH
KPaTKOCTH, YeTKOCTH (OPMYIHpPOBOK, CBOEBPEMEHHOCTH IIOCTYILIEHHs, TOYHOCTH U
JIOCTOBEPHOCTH, OINTHMAJIbHOCTH CHCTEMAaTH3allMH, HEImpephlBHOCTH cOopa u  00paboTku
uH(pOopMaIuu;

78) OCYyILECTBISATH PETHCTPALIMIO, HAKOIUICHHE U IIepeaavy, CHCTEeMaTH3HPOBAaHHOE XpaHEHHE U
BbIIauy HHGOpMaUK B TpeOyemoit dopme;

79) cocTaBiATe U 0QOPMIIATE CBOJHBIE, OTYETHBIE, CTATHCTHYECKUE TOKYMEHTHI;

80) ocymecTBnATE 00paboOTKY M CTPYKTYpUpoBaHue MHPpOpManun, o0pa3ys HHPOPMAIUMOHHBIE
pecypchl;

81) BROJIUTH HOBBIC JAHHEIE B CIIPABOYHO-UH(OPMAITHOHHBIE CHCTEMBI,

82) BBOJUTDH B NaMsTh KOMITBIOTEPA IEKTPOHHBIE 00pa3bl JOKYMEHTOB;

83) POM3BOMTE MOMCK HH(OPMALIMHU B CYNIECTBYIONMX Da3zax JaHHBIX, BECTH MH(OPMALHOHHO-
CIIPABOYHYIO PA0OTY HA OCHOBE PA3JIMYHBIX KOMOMHALIMIT TOMCKOBBIX [IPH3HAKOB;

84) ucnonbp30BaTh COBPEMEHHBIE TEXHOJIOTHH cOopa U nepeadu uHGOpMaluy;

85) ocymecTBiasaTe cOop W mepepaboTKy WHGOpMALUH, HEOOXOAMMOW Ui JeATelNLHOCTH
PYKOBOTUTES;

86) OCYIIECTBIATH CUCTEMATU3ALUIO I10JIYYaeMbIX M II€PeaBaeMbIX JTaHHBIX;

87) OCYyWIECTBIATE MPOBEPKY MOCTOBEPHOCTH, INOJHOTHI M HEINPOTHBOPEUHBOCTH JIAHHBIX,
HCKJIIOUeHKE Ny0IMpoBaHus HHPOPMALIMH;

88) mpeaoCTaBIATE JAHHEBIE B €IHHOM M Y00HOM JUISl BOCHPHATHS (popMare;

89) MHOTOKpPATHO HCIIOJIL30BATh OIYUYCHHY HHGOPMAIHIO, TOCTOAHHO OOHOBIIAThH TaHHBIE;
90) oGecreunBaTh OMEPATHBHOCTD HH(POPMAIIMOHHEIX IOTOKOB;



91) paboTath ¢ KOMIIBIOTEPOM, UCTIONTB30BATh O(HUCHBIIT AKeT (TEKCTOBBIH PeaaKkTop, TabHIb);
92) cobmonaTh HOPMBI HTHKH ICI0BOI0 OOIIEHHUS:

93) BemonHATL TpeOGOBaHKs OXPaHbI TPY/IA.

1.5. CotpyIHUK NO/KEH 03HAKOMHTBCS ¢ IOJDKHOCTHOM MHCTPYKIMEit, IpoiiTh 00yueHHE 1 HMETD
HaBBIKM OKa3aHMA INEPBOH MOMOLIM, cOOMoAaTh TpeOOBaHHS OXPaHbl Tpyda H II0YKAPHOMH
0€30MacHOCTH, MpaBMIA JMYHOA THIHEHBI, 3HATH NOPSJIOK AEHCTBHI NPH BO3HUKIOBEHHH
YpE3BEIYAKHON CUTYAI[MH U 3BAKYAIIUH,

1.6. Cexperaph PyKOBOIMTENS TOMYMHSIETCS HENOCPEACTBEHHO AMPEKTOPY 06Paz0BATEILHONO
YUPEXKICHUSI.

2. TpynoBsbie pyukunn

2.1. Opranu3anMoOHHOE, TOKYMEHTALHOHHOE W MH(OPMAIHOHHOE OOecreueHne AesTeIbHOCTH
PYKOBOJIHUTES OpPraHu3aiiu:

1) oxasanue NOMOIIHM PYKOBOJUTE/MIO B [UIAHMPOBAHHH PaBOYEro BPeMeHH;

2) nianupoBaHue Paboyero JHs CeKpeTapsi;

3) opranusanus Tene)OHHbIX IIEPErOBOPOB PYKOBOJHTEIS,

4) opranu3aius KOMaHIuPOBOK PYKOBOIUTEIS,

5) opranu3auus paGoThI C IIOCETHTENSMHA B TPUEMHOM PYKOBOIMTEIS;

6) OpraHn3aIys MOATOTOBKH, IPOBEICHHS U 0OCITYKUBAHUS KOH(DEPEHTHEIX MEPOTIPUSATHIA;

7) OpraHM3amus MCIOIHEHHs PEIIeHHH, OCYIIECTBIEHHE KOHTPOJS HCIONHCHUS HOPY4eHUH
PYKOBOZUTENS,

§) opraHusaumMs W nojUlepKaHHEe (YHKIMOHAILHOTO PaGOuero MmpoCTPaHCTBa IpUEeMHOH H
KabHHeTa PyKOBOJIUTEJIS;

9) paspaboTka TOKaTbHBIX HOPMATHBHBIX aKTOB, PEIJIAMEHTHPYIONIHX PabOTy cekperaps;,

10) cocrasnenue 1 oopmiIeHHE YIIPaBIEHUECKO JOKYMEHTALIMH:

11) oprauusanus paboTsl ¢ TOKYMEHTaMH B IIPHEMHOM PYKOBOIHTEIIS;

12) opranusanus XpaHeHHs TOKYMEHTOB B IPHEMHOH PYKOBOTHTEIIS:

13) obecneuenne pykoBoures uapopmanueii;

14) opranmsanus HH(OPMAIMOHHOIO B3aAMMOIEHCTBUS PYKOBOIHUTENS C NOJPA3ACTICHHAMH H
JIOJDKHOCTHBIMH JIML[AMH OPraHM3aIHH.

3. JIo/12KHOCTHBIE 00S3aHHOCTH

3.1. Cekperaps pyKOBOLHMTEJIsSl HCIIONHSAET CIELYIOHE 00S3aHHOCTH:

3.1.1. B pamxax TpynoBoii ()yHKUHMH OKa3aHHe MOMOIIM pPYKOBOMTENO B IUIAHUPOBAHUH
pabouero BpeMeHH:

1) ocymectsmster BbIOOp hopMBI MIaHUpoBaHKs 1 O(OPMIEHHE TIIAHHPOBIHKA (opranaiizepa)
PYKOBOIUTENS;

2) npou3BoAMT BHECEHHE HH(BOPMALNH B IJIAHUPOBIIHUK (OpraHaiizep);

3) NPOM3BOANT COTIACOBAHUE C PYKOBOJIMTENEM BPEMCHHBIX I1IAHOB;

4) MPOM3BOJNT COTIACOBAHUE TesIe)OHHBIX IEPErOBOPOB, BCTPEYT M MEPOIIPHSITHIL C napTHepamu,
KIHEHTaMH, PYKOBOTHTEIAMH [10APA3AEICHUNH U COTPYIHUKAMMU;

5) HPOM3BOIUT HH(YOPMUPOBAHHE PYKOBOJUTENS O PETIAMEHTE HAMEUCHHBIX MEPOTIPHATHIA;
6) NPOM3BOIUT IPEAYNPEK/IEHIE O IPUOIMIKEHHH BPEMEHH HAMEUESHHEIX MEPOIIPHSITHiL;

7) ocyecTBseT GOPMHUPOBAHUE Pe3epBa BPEMEHH [UTS HENpPeIBUICHHEIX CHTYALHii;

3.1.2. B pamkax TpynoBoit (hyHKIUHH [[TaHUPOBaHHE PabOYEro [Hs ceKperaps:

1) ocymecTBnser BbIGOp U 0GopMIIEHHE MITAHAPORIIHKA cekperapsi;

2) OCYLIECTBIISET Be/IEHHE THEBHUKA (Ha DIEKTPOHHOM H /HIIH 6yMaKHOM HOCHTENE);

3) MPOM3BOAMT COTJIACOBAHME IIAHOB C IUIAHAME H CPOKaMH paGOTHl PyKOBOTHTEIIS:

4) IPOU3BO/MT pacTIpesieNicHue Pabouero BpeMenH (Ha JeHb, Heelo, [IEPCIIEKTHBY);

5) MPOM3BOJNT IEPEHECEHHE HEBBIIONHEHHBIX 3aITaHUPOBAHHDIX 34,14,

0) OCYILECTBIISET BEIIOIHEHNE TUITHYHBIX €XKEIHEBHBIX 6],

3.1.3. B pamkax TpyoBoii GyHKIMHE OpraHH3aLs TeICPOHHBIX IIEPETOBOPOB PYKOBOIUTEIS:
1) BeImOIIHAET BeieHne Gasbl TeneOHHBIX KOHTAKTOR PYKOBOJAMTEIS;

2) NPOU3BOJUT COEJIMHEHHUE PYKOBOAMTENS ¢ KOHKPETHBIMH aboHeHTaMH;



3) IPOU3BOIUT MOJTOTORBKY MATEPHAIIOB TS TeNeOHHBIX TIEPErOBOPOB PYKOBOTHTEIS;

4) OCYIIECTBIISIET PErUCTPALIUIO IIOCTYIAIOMIMX B IPUEMHYIO Telle()OHHBIX 3BOHKOB;

5) mNpouU3BOAMT TEpEHANpABICHHE OTACIBHBIX TENCQOHHBIX 3BOHKOB  3aMECTUTEIISAM
PYKOBOJIHUTENS, APYTHM COTPYAHUKAM;

6) OCYIIECTBIAET MOJY4YEHHE HEOOXOIMMOH HMHGOpPMAUMKM H Ieperadya CAaHKIHOHHUPOBAHHOH
MHpOpMAIUH 110 Tenedony;

7) ocylecTBiseT YCTaHOBICHHE KOHTAKTa ¢ COOECEHUKOM, MOIEPIKAHNE H Pa3BHTHE JETOBON
Oecenpl B mporiecce Tele(OHHBIX IEPErOBOPOB;

8) ocymecTBisieT OKa3aHWE [OMOLIM PYKOBOJMTENO IIPH OpraHuzalud U NPOBEJEHUU
TeNe(OHHBIX IEPErOBOPOB U BHACOKOH(EPEHIIHI;

3.1.4. B paMmKkax TpynoBoit (GyHKIHH OpraHH3anus KOMaHAPOBOK PYKOBOJIHUTEI:

1) ocymecTRiIsET NOATOTOBKY MPOEKTA CIYKeOHOTO 3aaHust PYKOBOIATEIS;

2) ocyIIecTBIsAET NOATOTOBKY IIPOEKTa MIPHKA3a O CIIy:KeOHOM KOMaHIHPOBKE;

3) OCyIIeCTB/IAET BBIMUCKY KOMAHIHPOBOYHOTO Y/IOCTOBEPEHHS W €ro pPEerucTpaluio IIpH
He0OX0MMOCTH;

4) BBINOJIHAET [IOJAIOTOBKY JOKYMEHTOB Ha IOJIY4Y€HHE BU3bI, 3aIPAHUYHOIO 11ACIIOPTa;

5) NpOM3BOJUT 3aKa3 IKENEe3HOHNOPOKHBIX M aBHAOWIIETOB, TOCTMHHIL, TPAHCIIOPTHOIO
oOecrieueHUs PyKOBOHTEIIS;

6) npou3BoAMT OQOPMIIEHHE INPOrpaMMbl IOE3JKH, YTOYHEHHME OCOOEHHOCTEH IMPOTOKOIIA
ITAHUPYEMBIX MEPOIIPUATHI;

7) MPOU3BOUT MOATOTOBKY JOKYMEHTOB K I0€3/IKe PYKOBOIHTEII;

8) BBIMOJTHAET YTOYHEHHE JIAThI, JOJKHOCTEH, (paMUIIHii B IporpaMMe KOMaHIUPOBKY;

9) ocymecTsigeT npopaboTKy MapLIpyTa PyKOBOIMTEIA, YBA3KY €r0 ¢ pacluCaHueM TPaHCIOpTa;
10) mpou3zBo T 00pabOTKY MaTepHaIoB KOMaHIUPOBKH, OpopMIIEHHE 0TYETA O KOMAHIMPOBKE;
3.1.5. B pamxax TpynoBoH (YHKIOHM OpraHu3anus paboTbl ¢ MOCETHTEISIMH B IMPHEMHON
PYKOBOJHUTENA:

1) DpOM3BOJUT OPraHU3ALMIO TUYHOTO IPUEMA IIOCETUTENIEH PYKOBOIUTEIIEM;

2) NpoM3BOJUT YCTAaHOBJICHHE TOPsIIKA IIpUeMa JUIsl pa3InuHbIX KaTeropHii MOCEeTHTEEH;

3) BHINOJIHAET BEACHUE KypHAA IPeIBAPUTENBHOM 3aUCH Ha IIPHEM;

4) IPOM3BOUT PETUCTPALIUIO IIOCETUTEIEH];

5) OCYWIECTBIISiET COJIHCTBHE ONEPaTHBHOMY pPACCMOTPEHHIO TPOCh0 W IpeIoKeHU
NOCETUTENEH U COTPYJHUKOB OpraHU3alluy;

60) OCYyIIECTBIISIET OPraHU3alMIo PHEeMa JISIOBBIX ITAPTHEPOB B oduce;

7) OCYMIECTBIISIET OpraHu3aimio o0CIy)KHBaHUS PYKOBOJMTES M €ro JICJIOBBIX MMAapTHEPOB B
oduce;

8) BBIMONIHAET CEPBHUPOBKY uaiiHOTO (Ko(eHHOT0) cTONa B 0HCce;

9) ocymiecTBisgeT NPUHATHE Mep [0 COXPAaHEHHI0 KOMMepdecKo# TaifHLI B XoJe NpHeMa
MoceTHTeNeld 1 UX HaXOXKIEHUS B IPHEMHOI U KaOHHeTe PYKOBOIUTEII,

3.1.6. B pamkax TpymoBOil (pYHKIMH OpraHU3alHs MOATOTOBKH, MIPOBEIEHHS H 00CITyKHBAHHS
KOH(EPEHTHBIX MEPOIPUATHI:

1) ocyIecTBIsET MOATOTOBKY ITOBECTKH JIHS MEPOIIPHSATHA;

2) IpPOU3BOMT O(POpPMIIEHHE CITUCKA YYACTHUKOB MEPOIIPUATHS,

3) ocyuecTBlisseT HHGOPMUPOBAHUE YIACTHHKOB O HAMEUAIOIIEMCS MEPONPUSATHH H YCIOBHIX
y4yacTus,

4) ocy1iecTBISET BEIOOP MECTa M BPEMEHH [IPOBEICHUS MEPOIIPUATHSA,

5) ocyluecTBIsIeT OArOTOBKY IIpe/IBApUTEILHON CMETHI PACX0JI0B;

6) MIPOBOIUT PACCBHUIKY IPUTJIALICHUH [10ITBEPAMBIINM YYaCTHE B MEPOTIPHSTHH;

7) BBINOJIHAET COOP TEKCTOB JOKIAI0B U IPOEKTOB HTOTOBLIX JOKYMEHTOB Y JIOKJIA{4HKOB;

8) BBIIOJIHAET pACCHUIKY HWH(POPMALMOHHBIX MATEPHATOB YYAaCTHHKaM KOHQPEPEHTHOrO
MEpOIIPUSTHS;

9) NIPOU3BOIMT COCTABICHHE ABOYHBIX JJACTOB U CIMCKA PETHCTPALMH YYaCTHHKOB MEPOTIPUSITHS;
10) ocyIecTBIsET 3aKyIKa KAHIEISPCKUX TOBAPOB | IIPOJYKTOB st obecneuenus Kode-nays;



11) ocymecTBrser peienne BONIPOCOB TEXHAIECKOTO OCHAINEHHS MEPOIPHSTHAL,

12) oxasbiBaeT OMOIIB B MOATOTOBKE JOKIAa PYKOBO/IUTENA, MTPE3CHTAIMOHHBIX MaTepUaJIOB;
13) ocymecTBAsET OprauM3anmio MOArOTOBKH NPE3UAMYMA H PaB0unX MecT YYaCTHUKOB;

14) ocymecTBsgeT OpraHM3aIiio BCTPeYd W PErUCTPalUs YIaCTHHKOB MEPOIIPHUSATHS;

15) BEINOJIHAET BeIeHHE NIPOTOKOJIA MEPOTIPUSATHS;

16) ocymecTBIsIeT OPraHU3aLKMIO CEPBUCHOTO 0OCTYKUBAHUS BO BPEMS Ko(e-nay3s;

17) ocyuiecTBisieT OpraHM3aIMio KyJIbTYPHO-MACCOBBIX MEPONPHSTHIA, TPAHCHOPTHOTO H
TOCTHHUYHOTO 0OecIIeueHusI;

3.1.7. B pamkax TpynoBo#i ()YHKUHM OpraHM3alldsi MCIOJNHEHHS pPEIIEHMUIl, OCYUIECTBICHHE
KOHTPOJISI HCIIOJIHEHUS IOPYUYCHUH PYKOBOIUTES

1) mponzBoaMT IOKyMEHTaTbHOE O(OPMICHHE PEIeHUH PYKOBOAHTEIA;

2) ocymecTBISET JOBEJEHHE 1O CBEJCHHS pPAaOOTHUKOB OpraHW3alldy pacropsKeHui
PYKOBOTUTEJIS;

3) NPOM3BOJMT KOOPIHHALMIO JIESTEILHOCTH 10 HCHONHEHHIO PEIIEHHH PyKOBOIHTEIS;

4) OCyIIECTRIISET BeACHUE CPOKOBOTO TEKYILEro U MPEeAYIPEAUTENLHOT0 KOHTPOIS;

5) IPOBOJUT NPOBEPKY HCTIOIHCHUS TIOPYYEHUH PYKOBOIUTES B YCTaHOBJIEHHBIHI CPOK;

6) TIPOM3BOANT NPEMYTPEXKJICHHE COTPYAHUKOB 00 MCTEUEHHH CPOKA HCIIOTHEHHS HOpYUeHHUH
PYKOBOJMTEIS,

7) IpOU3BO/UT (PHUKCALMIO HCTIOMHEHHUS OPYICHHMIA;

8) MPOH3BOJUT COCTABICHHE OTYETOB W AHAIUTHYECKUX CIPABOK O BHIIOTHEHHH NOpY4YeHuit u
PeIUCHHH PYKOBOIHTENS;

3.1.8. B pamKax TpynoBo# ()yHKIUE OpraHH3anys U nolepkanue (hyHKIHOHATBHOO paboyero
NPOCTPAHCTBA IPHEMHOH N KaDuHeTa pyKOBOJUTENSA:

1) mpoussoaut obecrneuchne paGodero MecTa PYKOBOAMTENS HEOOXOIMMBIMHU CpeacTBaMH
OpraHM3alMOHHOM TEXHUKH, KAaHIESIPCKUMHU IIPUHAIICKHOCTSIMU,

2) OCYIIECTBIACT OPraHU3AIHIO IPHEMHOM 0(¥ica B COOTBETCTBUH ¢ TpeGOBaHMAMH IHPrOHOMHUKHA
H KYJIbTYPBI TPYAa;

3) OCYUIECTBIISET OPraHM3aLHI0 0)OPMIIEHHS HHTEPhepa IIPHEMHOI PYKOBOJUTEIIA;

4) npou3BoaMT 06opy/OBaHME paBOYero Mecta OPrTeXHMKOM, MepCOHAIBHBIM KOMIBIOTECPOM,
BCIIOMOI'aTeILHON TEXHHKOIL;

5) OCymIecTBIAET OpraHM3alMil0  00OpYIOBAHMSA  IIPUEMHON  CHCTEMaMM XpaHeHus,
HCOOXO/IMMBIMHU NPUCIIOCOBIEHUMH, O0eCIIeYeH s KAHIETAPCKUMH TOBAPAMU

6) IPOU3BOUT OGECTIeUeHHEe XPAHSHHS H 3aMeHbl PACXOIHBIX MATEPHAIIOB, TOBCEHEBHLINH YXOH
34 OPITeXHHKOM;

7) NPOM3BOIUT 3aKa3 KAHIETIPCKUAX TOBAPOB, IUTMEHNYECKUX TOBAPOB, IIPOIYKTOB [IUTAHHUS;
3.1.9. B pamkax TpynoBoil (GyHKIHH pa3paboTKa JIOKATBHBIX HOPMaTHBHBLIX ~ aKTOB,
PErIaMEHTHPYHOIIUX paboTy ceKpeTapsi:

1) ocyuiecTBsIET pa3paGoTKy MOKHOCTHON HHCTPYKLHH cekpeTaps;

2) ocymecTBsET Pa3pabOTKy MOIOKEHUS O CEKpeTapHaTe:;

3) ocymecTBisieT pa3paboTKy HHCTPYKIHH T10 JEJI0NPOH3BOICTRY;

3.1.10. B pamkax TpyaoBoif (YHKIMH COCTaBICHHE | odopmiieHre  ypasieHYecKoit
JIOKYMEHTALHH:

1) BBINOJTHAET COCTAaBJIEHHE MPOEKTOB PACTIOPSIUTENLHBIX (pUKa3sel, pacloOpKEeHHsA) U
HH(OPMAIMOHHO-CTIPABOYHBIX JIOKYMEHTOB (CIIyXKeOHBIE IHChMa, CIPABKH, [JOKITagHbIE H
CITy KeOHbIe 3aIHCKH);

2) OCYIIECTBIIAET NeYaTh CIykKeGHBIX JOKYMEHTOB H APYTHX Marepuaos;

3) BBIIOJIHAET Pa3MHOKEHHE CITyKeGHBIX IOKYMEHTOB;

4) OCYyWIECTBISET KOHTPOJIb MPOXOXKIEHUS IOKYMEHTOB B OpraHM3anuy (corjiacoBaHue,
TIOJITMCAHUE U YTBEPIKIEHHE JOKYMEHTA);

3.1.11. B pamkax TpymoBo#f (yHKUMH OpraHM3alis pabOTHI c JTOKYMEHTAMH B IIPUEMHOM
PYKOBOOMTEJIS:



1) ocymIeCTBISET 10JIYYEHHE, TIPeIBAPHTEILHOE PACCMOTPEHHE H COPTHPOBKA MOCTYHAIOMIUX B
MPUEMHYIO PYKOBOIUTENA JOKYMEHTOB;

2) BBIIOJHAET MOATOTOBKY JOKYMEHTOB /Il PACCMOTPEHHS PYKOBOIHTEIIEM;

3) HPOBOJAMT YYET JOKYMEHTOR, IIOCTYIAOIIMX HA UMS PYKOBOJMTEIIS;

4) ocymrecTBISeT OPraHN3aIHio JOCTABKH JOKYMEHTOB HCIIOIHUTEIISIM;

5) BBIMOJIHSET CO3/IaHHE H BeACHHE 0a3bl IAHHBIX TOKYMEHTOB PYKOBOJIHTEIIA;

6) BBINOJHSET BeJIeHHE WH()OPMAIIMOHHO-CITPABOYHOM paboThl;

7) NPOU3BOIUT KOHTPOJIb HCIIOJHEHUS JOKYMEHTOB U IOPYYEHHUH PYKOBOIUTEIS;

3.1.12. B pamkax TpyZoBod (yHKIMH OpraHM3auusi XpaHEHHs [IOKYMEHTOB B IPUEMHOM
PYKOBOUTEJIS:

1) ocymiectBisieT pa3paboTKy pa3enoB HOMEHKIATYPBI AE] OPTaHU3alluH;

2) npou3BoAMT (OpMHpOBaHHE H OPOPMIIEHHE Jel MOCTOSHHOrO, JOJITOBPEMEHHOIO CPOKOB
XpaHeHHs,;

3) BBINOJTHSIET MOJATOTOBKY U IEPEAady /e B apXUB OpraHU3alliy;

3.1.13. B pamkax TpyaoBo# pyHKIHU oDecrieueHue pyKOBOAUTENS HHDOpMAaLei:

1) npousBoaut cbop u nepepadborka uHopManuy, HeoOXOIUMON s TPHHATHA 000CHOBAHHBIX
YIPaBICHYECKHUX PEUICHHIH;

2) BBINOJHSET [POBEPKY JIOCTOBEPHOCTH, IOJHOTBI M HEIPOTHBOPEYMBOCTH JIAHHBIX,
UCKJII0YeHue nyOIupoBanus UHGopManuy;

3) ocylecTBIISIeT [IPeIOCTARIICHHE JAHHLIX B €JUHOM H yI00HOM JUIS BOCHIPUATHS (opmare;

4) NpOU3BO/MT BBIABICHHE HAHOOJICEe 3HAYMMBIX KPHUTEPHEB CHCTeMaTH3alui HHGOpMaIHy 1T
co3JaHus 0a3 NaHHBIX;

5) mpouzeoauT GOpMUPOBAHHE U UCIIOIB30BaHHe 0a3 JaHHBIX B OpraHu3aliy;

3.1.14. B pamkax TpyaoBod (yHKUHH OpraHusanus HH()OPMALHOHHOTO B3aHMOJCHCTBHA
PYKOBOJIUTENA € NOJAPA3ACICHUAMH U J0JKHOCTHBIMY JIMLAMH OpraHU3alluu:

1) ocyuiectrisieT HHGOpPMUpOBaHHE pabOTHUKOB OPraHU3alui O PELIEHHIX PYKOBOIUTEIS;

2) OCYLIECTBIISIET OpraHu3auuio oOMeHa wuHboOpManued Mexay NOApa3JE/IeHUsIMH |
JOJDKHOCTHBIMH JTMIIAMH OpraHH3aIHy;

3) IpPOM3BOIMT ONOBELICHUE PAOOTHUKOB O MPEACTOSAIIMX MEPOTPUATUSAX;

4) oCyIIECTRISET OPraHU3alMI0 BCTPeY TPYJIOBOI0 KOJUIEKTHBA C PYKOBOJICTBOM;

5) Ipou3BOIUT UH(POPMHUPOBAHHE PYKOBOJUTENSI 00 oOpallleHUsIX COTPYIHHUKORB 110 pabouuM H
JIMYHBIM BOIIPOCAM;

3.1.15. B pamkax BBITOJHEHHUS CBOMX TPYAOBBIX (DYHKIMHA HCIOJHSAET MOPYYEHHS CBOEIO
HEMOCPEICTBEHHOTO PYKOBOIUTEIS.

3.1.16. Crporo cobmojgaer CcBOIWO  JO/DKHOCTHYIO  MHCTPYKLUHIO, IIOBBIIACT  CBOIO
MPO(YECCHOHATBHYIO KBATM(PHKALMIO H ITPO(YECCHOHATIH3M.

3.1.17.  OcyuLlecTB/IsfeT CBOK OCHOBHYIO [I€ATElIbHOCTh KA4eCTBEHHO, HAa BBICOKOM
npodecCHOHATTLHOM YPOBHE.

3.1.18. OneparuBHO H3BELAET AIMHUHUCTPALMIO O KaXKIOM IIPOM30ILE/LIEM HECYACTHOM Cllydae,
NPUHUMAET MEPHI 10 0Ka3aHUI0 HCOOXOAUMOH ITEPBOIt ITIOMOLIH ITOCTPaAABILIHM.

3.1.19. TIpoxoaur nepuopuyeckue OecruiaTHbIe METUIIMHCKHE OCMOTPBI, 00yYEHHE U MPOBEPKY
3HAHHUI U HABBIKOB B 007aCTH OXpaHBI TPY/Ia U MOKapHOil 6€30MacHOCTH.

3.1.20. CoGmromaeT KyIbTypy H OJTHYECKHE HOPMBI IOBEIEHHs B 0011c00pa30oBaTeIbHOM
YUYPENJICHHH, B ObITY, B 00IIECTBEHHBIX MECTaX, TPYAOBYIO AUCIMILTHHY U [IpaBuiia BHyTpeHHEr0
TPYZIOBOT'O PAcIoOps/IKa, YCTAaHORICHHEIE B 0011100pa30oBaTeIbHOM YUPEKIECHHH.

3.1.21. Cobmogaer TpeGoBaHHs OXpaHbl Tpylda M IOXKapHOH OE€30MacHOCTH, CaHUTApHO-
TUTHEHHYECKHE HOpMBI M TpeGoBaHHA, a Taike TpeOOBaHHA aHTHTEPPOPHCTHYECKOH
0€3011aCHOCTH.

3.1.22. OGpabatrpiBaeT NepcOHABHBIE JaHHBEIE PAOOTHHKOB W YUallUXCs, OPHEHTHPYSACh Ha
3aKOHBI H JIOKaJIbHbIE HOPMAaTHBHBIE aKTHI 0011e00pasoBarebHoro yupexaenus B obmactu [IJTH.
4. [IpaBa

Cexperapb pyKOBOJUTEIISI HUMEET IIPABO:



4.1. YuacTBOBaTh B 0OGCYIECHHH IPOEKTOR PCLICHMH, B COBELIAHUSIX IO UX IIOATOTOBKE H
BBIIOTHEHHIO.

4.2. 3anpalmuBaTh y HEMOCPE/ICTBEHHOTO PYKOBOUTENS PasbACHEHHS U YTOYHEHHA 110 JTaHHBIM
MOPYYEHHUAM, BBIIAHHBIM 3a/IaHHsIM.

4.3. 3anpammBath 10 HOPYYEHHIO HEMOCPEACTBEHHOTO PYKOBOIMTENS H NOJIyyaTh OT JAPYrux
pabOTHUKOB OpraHM3allMH  HEOOXOMMMYI0 HH(OPMAIIHIO, JOKYMEHTEI, HEOOXOAMMBIE IS
UCIIOJIHEHUS] TTOPYYEHHUS].

4.4. 3HaKOMHTBCA C TNPOEKTAMH PELICHWH PYKOBOICTBA, KACAIOMIMXCA BBITOTHICMOH HM
(DYHKUMH, ¢ JMOKYMCHTAMH, ONPEJEIAIOMMME €ro MpaBa W OBS3aHHOCTH MO 3aHHMAEMOiL
AOJDKHOCTH, KPUTEPUHU OIECHKH KAYECTBA UCTIOJHEHHUS CBOUX TPY/OBBIX (PyHKITHIL.

4.5. BHOCHTE Ha PAacCMOTpPEHHE CBOEIO HEMOCPEACTBEHHOTO PYKOBOMMTEIS MPE/LIOKEHHS 110
Opranu3aliH TPyAa B paMKax CBOMX TPYJIOBBIX (DYHKIIMIA.

4.6. YuacTBOBaTh B OOCYK/IEHHH BOMPOCOB, KACAIOIIMXCH HCIOJHAEMBIX JIOJZKHOCTHBIX
o0s13aHHOCTEIH.

4.7. IloBbluark cBOIO KBaIM(HKALMIO, 10b30BATECA IPABAME B COOTBeTCTBHHN ¢ TK Pd.

4.8. Ilpunumarh ydactue B ympaBjicHMHM O06IICO6PA30BATENHHBIM YUYpEXKICHHEM B TIOPSIKE,
ompeieNaeMoM Y CTaBoM.

4.9. Ha samuty cBoeii npodeccnoHanbHOI YeCTH H TOCTOMHCTRA.

4.10. Ha obecrnieuenne paGodero mecta, COOTBETCTBYIONIETO rOCyJapCTBEHHBIM HOPMATUBHEIM
TpeOOBaHMAM OXPaHbI TPYIA H YCIOBHSM, TPETYCMOTPEHHEIM KOJLTEKTHREEIM JIOTOBOPOM MEXTY
aJIMUHUCTpAIHEN U PAOOTHHKAMH YUPEXKIEHHS.

4.11. IlpoxomuThb B yCTAaHOBIEHHOM HOPSAIKE aTTECTALHIO.

4.12. Ha noompenus, HarpaXieHust 1o pe3yapTaTaM TPYJI0BOil JEATENHHOCTH, Ha COIHAIBHEIE
FapaHTHy, PETYyCMOTPEHHBIC 3aKOHO1aTeNLCTBOM Poccniickoi Menepanum.

5. OTBeTCTBEHHOCTDL

5.1. 3a Hencmonmenwe M HapylueHue G€3 YB@KMTENBHBIX TPHYHH CBOMX JIOMKHOCTHBIX
00513aHHOCTEH, YCTAHOBICHHBIX JIOJUKHOCTHOM MHCTpyKIMeil, Ycrasa u IlpaBun BHyTpeHHETO
TPYZOBOTO pacropsijika, MPUKA30B JUPEKTOPa M MHBIX JIOKAIBHBIX HOPMATHBHBIX aKTOB, HECET
AMCHHUIUTHHAPHYIO OTBETCTBEHHOCTD B IOPAJIKE, YTBEPIKICHHOM TPY/OBBIM 3aKOHO/IATEILCTBOM
Poccuiickoit ®eneparuu.

5.2. 3a BHMHOBHOE nNpHUMHEHHEe 0611Ee06pa30BaTeNEHOMY YUPEKICHUIO W VYaCTHHKAM
00pa30BaTENBHBIX OTHONTEHHIT yiepGa B CBIA3M ¢ UCMONHEHHEM (HAPYIICHHEM) CBOMX IPSIMBIX
JIOJKHOCTHBIX 005I3aHHOCTEH HECET MAaTEPHATBHYIO OTBETCTBEHHOCTD B Pa3Mepe, yCTAHOBIEHHOM
TPYIOBBIM M (V1K) IPaKJaHCKHM 3aKoHOAaTenscTBoM Poceniickoit denepar.

5.3. 3a HecoOmoJeHHE NpaBHI M TPeGOBAHMH MOXKAPHOH Ge30MacHOCTH, OXpaHBl Tpy/a,
CAHUTAPHO-TMIMEHMYECKUX IIPABHJI NPHUBJIEKAETCS K aJMHHHCTPATHBHOI OTBETCTBCHHOCTH B
NOPAIKE U B CIIyvasX, IPelyCMOTPEHHBIX a/IMUHUCTPATHBHEBIM 3aKOHOIATEILCTBOM PoccHiickoii
Deneparyu.

6. BzaumooTHomenust. CBA3M 10 J0/KHOCTH

6.1. Bemonuger paGoTy COINAacHO —yTBEPKAEHHOMY JUPEKTOpOM  rpaduky  paboThl,
COCTaBICHHOMY Hcxozs u3 40 yacopoit paboueii Helenn Ha CTaBKy 3apabOTHOI IIATEL

6.2. CaMOCTOATEBHO MJIAHUPYET CBOK JEATENBHOCT HA Kakabli rox [Lian paboThI
YTBCPHKIACTCH HEMOCPEICTBEHHO TUPEKTOPOM 00II€00pa30BaTENBHOTO YUPEHKICHHSL.

6.3. I[loyuaer ot aupexropa HEGOPMAIHIO HOPMATHBHO-IPABOBOIO XapakTepa, CHCTEMaTHYECKH
SHAKOMMTCA NOM PACIHCKY € COOTBETCTBYIOUIMMH JOKYMEHTAMH, KAaK JIOKANLHBEIMH, TaKk MW
BBIIECTOAMINX OPraHOB YIPaBIEHHs 00pa3oBaHMs.

6.4. MupopMHpYyeT aIMUHUCTPAIHIO 00111e00pa30BaTENLHOTO  YUPEKICHHS O HECUACTHBIX
CIyHasX, NpOU3OLIC/IINX B yPEHACHUH, H O MPOBEICHHOM Paccief0BaHUU 0BCTOATENLCTB, a
TaKKe 0 HE/0CTaTKax B obecrieueHun TpeDOBaHHI OXPAaHBI TPY/Ia U MIOKapHOH 0e301aCHOCTH B
0011e06pa30BaTETEHOM YUPEKICHHH.



6.5. Perynapuno oOmenmuBaercs HHQpOpMaLUeidl [0 BOOpocaM MU 3ajJadaM, BXOISIIUM B
KOMIICTECHIHKO CHCTEMHOI'O aIMHHHCTpATOpa ¢ aﬂMHHHCTpaHHeﬁ, neagaroraMMm M HHbBIMH
paboTHuKamMu 00111€00Pa30BaTEIBHOTO YUPEIKACHUS.

6.6. IlpuHMMaeT 1OJl CBOIO MEPCOHAIBHYIO OTBETCTBEHHOCTL MaTepUabHBIE IEHHOCTU C
HETIOCPEICTBCHHBIM HCIOJIBL30BAaHHEM M XpaHEHHeM HX B KaOHHeTe 00meo0pa3oBaTelbHOTO
YUpemIeH s,

6.7. Cooluiaer TUPEeKTOPY M €ro 3aMeCTHTEIAM HHPOPMAIHIO, TIONYUYCHHYIO Ha COBEIIAHMAX,
CeEMHUHapax, KOH(QEPeHMIX HEMOCPEICTBEHHO MOCTIE €€ MOTyYeHHUS.

7. 3aK/II09NTEILHBIE M0JI0KCHHS

7.1. Hacrosmas mOMKHOCTHasS HWHCTPYKIHs pa3paborana Ha ocHoBe IIpodeccnoHabHOro
cragaapra "CHenHATHCT 10 OPraHU3ANMOHHOMY H JIOKYMEHTAIIMOHHOMY 00ecneqyeHHI0
yupapjeHusi opranusanueii’, yreepaiensoro Ipukazom MuHucTeperBa Tpyia 4 COLMAIBLHOIM
samuTel Poccuiickoit ®enepaunu or 6 mas 2015 r. N 276H, B cOOTBEeTCTBUH ¢ TpyHOBBIM
xKojgexkcoM Poccuiickoit ®epepaunu, YcraBom 00pa3zoBaTeapHOrO YUPEKICHHA U APYTHMH
HOPMATUBHBIMH aKTaMH, PETYJUPYIOIIMMHU TPYJIOBBIE OTHOLIEHHS MeXAy pabOTHHKOM W
paboToznarenem.

7.2. O3naxomieHHe pabdOTHHKA ¢ HACTOAIIEH JO/UKHOCTHOH HHCTPYKI[HEH OCYIIECTBIIACTCS MPH
npreMe Ha pabory (10 MoamHucaHis TPYA0BOTO JIOTOBOPA).

7.3. O1uH 3K3eMIULIp JOJDKHOCTHOH MHCTPYKIIMM HaXoJuTcs y paboTopatelsi, BTOPOH — y
COTPYIHHKA.

7.3. ®daxkT O03HAKOMJICHHA COTPYIHHKAa C HACTOAMICH JIOIUKHOCTHOM — HMHCTPYKIHEH
HOATBEPKIACTCS MOANUCHIO B 3K3EMIUISIPE MHCTPYKIMH, XPAHAIIEMCS Y JUPEKTOPa, a TaKXkKe B
JKypHaje 03HaKOMJIEHHSI ¢ IOJDKHOCTHBIMH HHCTPYKIIHSIMH.

C dondcrnocmuon uncmpykyuetl 03HAKOMIEH (a), 00uUH IK3eMAIAp NOIVuUL (a) u 0053)10Ch
Xpanumo e2o Ha pabovuem mecme.
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