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1. OBILME ITOJIOJKEHMSA

Ot/1en KaXpoOB ABJACTCA CAMOCTONTENBHEIM CTPYKTYPHBIM TOJpPA3Je/NICHHEM H MOAYHHACTCA
AHPEKTOPY  rocyAapCTBEHHOro  GlomkeTHOro mpodeccHoHansHOro  00pa3soBaTeNBHOro
yuapexaenus Cubaitckuit MEOronpoduasubi npodeccHonansubii xomemwx [BII0Y CMITK
(nanee - Yupexaenue).

Lensio nestensuoctn otaena KaIpoB ABAETCA obecneueHne NOMHOro M CBOEBPEMEHHOTO
YAOBJICTBOPEHHA TEKYLUMX M NEPCIIEKTUBHBIX NOTpeGHOCTElH KOJUIeKa B KaZpoBBIX pecypcax
TIOCPEACTBOM €ro KOMMIEKTOBAHHA HEOOXOAMMBIM KONMHYECTBOM paboTHHKOB TpeGyeMbiX
CHEUHATLHOCTEH M KBATMQHMKALMHK, CO3JAHHE CHCTEMBbI abdexTuBHON paboTHl KampoBOK
CIYKOBIL.

Oraen cosnaercs u nuxksumpyercs NPHKA30M AHPEKTOPA KOJLIe/ KA.

Crpyktypy u wrar orzena YTBEPKOAeT OMPEKTOpP B COOTBETCTBHH C HOPMaTHBaMH

HCICHHOCTH PaGOTHHKOB YUPeX/ICH!S ¥ KOHTHHIeHTa 06YYAIOWMXCA C YIETOM 06BEMOB H
0cOOEHHOCTH paboThL.

B cBoeit nestensHOCTH OTHEN PyKOBOACTBYETCS:

— TpyAoBbIM Koxekcom Poccniickoit enepanun;

— ycTaBoM YupexieHus;

~ HacroamuM ITonoxennem;

— HOPMaTHBHLIMH NpPABOBBIMH aKTAMH, COACPKAUIMMHM HOPMBI TPYAOBOrO MpaBsa, a TAKXe
HODMAaTHBHBIMH ~ METOAHYECKHMH  JOKYMEHTaMH MO  BEJCHHIO  KaIpOBOIQ
JeNONpPOH3BOACTBA;

= HHCTPYKUHEH 0 NOPAJKE BEACHHUA TPYAOBBIX KHIKEK;

— TpaBHJIaMH BHYTPEHHEr0 TPYAOBOIO PacnopsaKa;

— HHBIMH OPraHH3aUHOHHBIMH JOKYMEHTaMH YUpexIeHHs, NpPHKA3aMH H YKasaHHAMHA
JHpeKTOpa.

Ha Bpemsa oTcyTcTBHA paGoTHHKA OTAena KaapoB (KOMAaHIMpoBKa, Gone3ns, OTIYCK M T.IL.)

ero 00fA3aHHOCTH HCMONHACT JHMUO, HA3HAYCHHOE B YCTAHOBJICHHOM IOpAIKE, KOTOpOe

npuobpeTaeT COOTBETCTBYIOWHE NpaBa M O00S3AHHOCTH H HECET OTBETCTBEHHOCTh 3a

HeHa/IeKallee UCTIONHeHHe CBOKX 00A3aHHOCTeH.

2. OCHOBHBIE 3AJAYH

Odopmienne TPyAOBbIX OTHOWIEHHH Mexay paboTHHKoM M paboronaresneM, y4er AHYHOrO
COCTaBa ¥ BEJICHHE KAAPOBOH JIOKYMEHTALHH.

IMoabop ¥ paccTaHOBKa KalpoB [UIA IMOBBINICHHA KayecTBa oOpasoBaTenbHOro npouecca
KOHKYPEHTOCIOCOOHOCTH 00pa3oBaTEBHONO YUPEKIACHHA.

Koutpons coOMOACHHA JUCUMIVIMHBI TPYA4, PEryJHPOBaHHE TPYNOBBIX OTHOIIEHHH B
COOTBETCTBHH C HOPMaTHBHOH 0asoi.

PackpeitHe ®  I(Q(QEKTHBHOC HCNOMB3OBAHHC MNOTEHUMANa paboOTHHKOB C  Uedbio
BBICOKONPOM3BOAMTEILHONO TPY/A, NOBHILIEHHE MOTHBAUMH, CAMOJMCLMILTHHB], Y9acTHE B
NOATOTOBKE IPOrpaMMbl NIOBBIIIEHHS KBATH(QUKALMH H ATTECTALHH Pa0OTHHKOB.
dopMHPOBAHHE KaZPOBOTO pe3epsa, paboTa ¢ MOJIOABIMH ClICLHATHCTAMH.

KouTpo.1s cOBMONCHHS TPYIOBLIX H COUHANBHBIX N1PaB paboTHHKOB.

IMoanepxanne H YKPEIUICHHE MONOKHTENLHOTO COUMATHHO-TICHXOIOTHYECKOr0 KIMMaTa B
KoJule[uke, pa3paboTKa JIOKAbHBIX HOPMATHBHBIX JOKYMEHTOB, NPEeYNPexK/ICHHE TPYHAOBBIX
KOH(IMKTOB, C LENBIO CHIKEHHA TEKY4eCTH KaipoB.

3. ®YHKIHH

Pa3pa6oTka u BHEAPEHHE JIOKAIbHBIX AKTOB 110 KaapoBoi pabore Yypexaenus.
Onpenenenne TeKyueH NoTpeOHOCTH B KAZpax, aHATH3 TEKYHYECTH KaapoB.
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[lorGop nepeonain COBMECTHO C DPYKOBOAWTENAMH 3aHHTEPECOBAHHBIX MOApA3/e/ICHHH,
PuloTl © NEHTPOM 3UHATOCTH, cpeacTBaMK MaccoBol MHGOpMauuu no moabopy KaapoB H
JURPLITIIIO Bakurcuit,

Odopaienne  npnema,  nepesona, nepeMelleHUd, KOMAHIHPOBOK  paGOTHMKOB,
UPCAOCTUIICHHA HM OTNYCKOB, YBONbHEHHWA pPalOTHHKOB B COOTBETCTBHH C TPYJAOBBIM
BAKOHONTENLLTBOM,

Onpenenenne rekyweit notpeGiocty Kaapax, aHalH3 TeKY4YeCTH KaJpoB.

[MoaGop nepconana  cosmectno ¢ JHPEKTOPOM  YupeXJeHHs, ¢ PYKOBOAHTE/IIMHU
3NTCPECOBUNHLIN NOApa3AeNeHHi,

PaspaGorka cosmecTho ¢ Gyxrantepuelt Yupek/eHHs WITATHOTO PACIHCAHMUS.

Buuwva  nndopmanmn (cnpaBox), xacaiowedcs TpyaoBOH NeATENBHOCTH paboTHHKa,
NOATBEPXRACHUE MeCTa puGOThl H CTaXKa.

Yuer amnnoro cocrasa paGoTHHKOB Yupexnenus, opopMmIeHHE THYHBIX A€/,

Benenne kaproukn gopmsr T-2.

XPpancHie M 3anoNuenHe TPYIOBBIX KHIKEK, BEAEHHE YCTAHOBJICHHOH JNOKYMEHTAUHH MO
KQUIPAM, COIMIACHO HOMEHKIATYpE Ael.

Counanvhas paGora: odopmiesue MHCTKOB HETPYAOCNOCOOHOCTH pabOTHHKOB, MOATOTOBKA
AOKYMEHTAUNH s npoxoxcaenus BT3K B memuumucxux YYPEKACHHAX, MOATOTOBKA H
BbLIAMA 30BEPEHHBIX NOKYMEHTOB MO TPYA0BOil AesTensHocTy B [TIOP.

[oaroroka  cootBercTBYyIOWMX AOKYMEHTOB M0 MEHCHOHHOMY CTpPaxOBaHHMIO M

npeacrusnenne ux B IIOP. IMoaroroska Heo6xomumbix MaTepHanoB IO YCTAHOBJICHHIO
Bbicayrh siet B [TOP,

. Cocrasnenne rpaguxa otnyckos u YHET HCMONBb30BaHHA OTMYCKOB, & Takke odopMiueHne

OTNYCKOB B COOTBETCTBHH € rpaHKOM OTNYCKOB.

- Opranusauus Tabenstoro yuera pabouero BpemeHu paboTHHKAMHA Yupexnenus.
. Kontpons Ham cocrossmem Tpynoso#t maMcuMmiMEI B Yupexaernu u cobmonenuem

PaGOTHHKAMH MpPABHA BHYTPEHHEro Tpynosoro pacnopsaxa. [logrotoeka Matepuanos mo
TPHB/IEYCHHIO PaGOTHUKOB K IMCLMMIHHAPHON OTBETCTBEHHOCTH.

[NoaroToBxa u noAaYa AOKYMEHTOB s NPOXOKACHHSA KOHKYPCOB Ha 3aMEINEHHE BAKAHTHBIX
AOKHOCTEH pabOTHHKAaMH, HMEIOLMMHU CPOYHbIe TPYAOBbIE AOTOBOPHL.

Cocrasnenne Beel ycTaHOBNEHHOM OTYETHOCTH 1O Kal|pOBBIM BOMPOCaM.

TloaroToska npoekToB NpHKa30B No JIHYHOMY COCTaBy.

Benenue cratucTHyeckoi oTyeTHOCTH.

OryerHocTs no KBOTHPOBaHHIO pabouux Mect mis TPYAOYCTPOHCTBA HHBAIHAOB B LEHTp
3aHaToctH r.Cubaif,

IMoaroToska NOKYMEHTOB, THYHBIX e PabOTHHKOB K C/la4e B apXHB.

4. MIPABA

Otzaen kanpos umeer npaso:

anpawmBate y  pykosoautenel CIPYKTYPHBIX ~ TIONpasielieHHii M coTpymumkoB
oGpasosarenshoit opranusauuu AOKYMEHTBI HeoOXOomuMele i OCymecTneHus paboTst
OT/Ae1a KaapoB.

TpeGosats B ycTanoBneHHBIX CIyHasX MPEJOCTABICHAA COOTBETCTBYIOMIHX AOKYMEHTOB
(OGBACHHTENBHBIX HAH HOKNAHBIX 3aNHCOK, KOMUH CBHIETELCTBA O Gpake w T, I.).

KOHKPETHOH JO/DKHOCTH.
Hasats yxasauus CTPYKTYPHBIM MOApasienenusm, obs3arensrbie g HCTIONHeHHs, 1o
BOMpPOCAM, OTHOCALUMMCS K AESTENBHOCTH OTAe A Kaapos. ’

Ocywecrsasts konTpoms 3a cobmonennem
pabotruxamu INpasun BHYTpeHHe
Pacnopsaka, TpyAOBOrO 3aKOHOAATENBCTRA, O e
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BH3uposate 0KYMEHTSI, 3aBepATH NpeaCTABASEMbIE KONHH AOKYMEHTOB (TpYAOBbIE KHHXKH,
TPYROBbIE ZOTOBOPA H T.Jl.) KACRIOUIHECA AESTENBHOCTH OTAENA KAAPOB.

BHocuTb npeanoxenus pyKkoBOACTBY KOZIE/DKE NI0 COBEPLICHCTBOBAHHIO paGoTh! ¢ KanpaMH.
KOHTponmmMpoBaTs B CTPYKTYpHBIX MoapasfeneHusx YupexaeHus cobnmoieHHe B OTHOUICHHH
PaGOTHHKOB TPYAOBOTO 3aKOHOAATENbCTBA, MNPENOCTAB/IEHHE YCTAHOB/NEHHBIX NBIOT H
KOMTICHCALMA,

TIpencTaBuTeNbCTBOBATL B YCTAHOBICHHOM MOPAJKE HHTEPeCH YUpeXCIEHHS MO BOMPOCAM,
OTHOCALIMMCS K KOMNETEHIHH OTAC/A KAAPOB, BO B3aHMOOTHOLUEHHAX ¢ FOCYAapPCTBEHHBIMH
H MYHHUHNAIBHBIMY OpPraHaMH, a Takxe APYTHMH YUPEHKACHHAMH.

[TpoBoauTh coBewaHHS H Y4acTBOBATH B COBELIAHHMAX, NPOBOAHMMBIX AAMHHHCTpauHeH
KOJUIeKa, MO BONPOCAM, OTHECEHHBIM K KOMNETEHLMH OTAENA KapOB.

B3AMOOTHOIUEHHS OTAEJIA KAZIPOB C IPYIHMH IMOIPA3AEJEHHSIMH
YYPEXKAEHUS H CTOPOHHHUMHM OPTAHU3ALIMSIMH

Ans binosHeHHs QYHKUMA W peanH3auuu Npas, OTAEN KaapoB B3aHMONEHCTBYET CO BCEMH

CTPYKTYPHBIMH TIOAPA3ACNCHHAMH YUPEKICHHA MO BONPOCAM MOTYYeHHS MaTepHaJIOB,

HEOGXOAUMBIX VISl OCYIUECTBIEHHA paboThl, BXOAAUIEH B KOMNETEHIKIO OTASA.

Orzaen xanpos Yupexnenns B3anmMoaeicTsyer:

= €O Ccayx0OH 3aHATOCTH HACE/NCHHS NO BOMpocaM noaGopa KAAPOB M OTYETHOCTH MO
KBOTHPOBAHHIO PaGOYHX MECT JUIA TPYAOYCTPOHCTBA HHBAIHAOB,

= ¢ YTI® P® no Bonpocam yueta paGOTHHKOB 110 NLFOTHOMY MEHCHOHHOMY 00ecIeyeHHIO;

= COTJC/IOM CTATHCTHKH — MPEICTaBICHHE CTATOTYETHOCTH;

= C FOPOACKHM BOCHHBIM KOMHCCApHaTOM — MpeiCTasieHnHe HHQOPMAUHH MO rPaKIAHAM
NOIEKAKM  3aMacy H NpH3bIBY HAa BOCHHYIO cnyx0y M3 wuucna paGoTHHKOB
YupexaeHus;

= C MHBIMH CTOPOHHHMM OPraHH3alMAMH MO KaZPOBBIM BONPOCAM.

6. OTBETCTBEHHOCTb

Ha pabornuka oTena KapoB BO3/IAraeTcs OTBETCTBEHHOCTD:

— 33 HEBBUIONHEHHE O0A3AaHHOCTEH W HE HCMOAbIOBAHHE MpAB, NPEAYCMOTPEHHBIX
TNPaBOBLIMH AKTAMH M JJAHHBIM 110JI0KCHHEM;

~ HapyUIeHHE TPYAOBOTO 3aKOHOAATE/LCTBA;

~ HecoGMOACHHe TalHbl, pasrialieHHe KOHOHICHUHATLHON HHPOPMAUMH, NepCOHANBHEIX
JAHHBIX, MONYYCHHBIX B PE3Y/BTATE BHIUTOMHEHHSA CIyxeOHbIX 0053aHHOCTeH,

Ha paGoThuka oTiena KagpoB BO3/araeTcs OTBETCTBEHHOCTS 34:

~ OPraHW3aUMIO ONEPATHBHOH H KAYECTBEHHON MOArOTOBKH H HCTIONHEHHA JIOKYMEHTOB,
BECHHE LNENONPOM3BOACTBA B COOTBETCTBHH C JCHCTBYIOWWMH NpPAaBMIAMH |
HHCTPYKLHAMH;

- cobmoaenne TpyAOBOH AHCIHILTHHBL,

~ obecrieyenye COXPAHHOCTH HMYLIECTBA, HAXOAALIErocA B IOMEMIEHKH OTAeNa;

- cobumo/ieHHe Npasu NoXapHOH 6e30nacHOCTH, OXpans! Tpya.

OTBETCTBEHHOCTS COTPY/HIKA OTAE/A KANPOB yCTAHABAHBACTCA HACTOAWMM TToNOXKeHHeM K
JOTKHOCTHBIMH HHCTPYKLHAMH.,

CornacoBaso H accm?/xno Ha 3acefanuH [lenaroruueckoro Cosera
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