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JOJDKHOCTHASA NHCTPYKIIUA
JAEJONNPOU3BOAUTEJIA

1. O01Iue mo10:KeHNus

1.1. Hacrosimas  JOHKHOCTHAsE ~ WHCTPYKIUS ~ pa3paboTaHa Ha  OCHOBE  Tapu(HO-
KB (DUKAITMOHHOM XapaKTePUCTHKHU.

Jlenonpon3BoAUTENs Ha3HAYAETCS HAa JIOJDKHOCTh U YBOJBHSETCS IUpEKTOpoM Juies. Ha
JOJKHOCTh  JICJIONPOU3BOAMUTENST HA3HAYAIOTCS JIMIIA, HMMEIOLUEe HadajibHOe MpodeccruoHaIbHOEe
oOpa3oBanue 0e3 mpenbsBiIcHHs TpeOOBaHUN K cTaxy paboThl WM cpeaHee (MOJHOE) olree
o0Opa3oBaHHe M CHENHAIbHYIO MOJITOTOBKY IO YCTaHOBIEHHOW mporpamme 0e3 MpeabsBICHUS
TpeOoBaHUI K CTaXy paboTHI.
1.3. Jlenorpon3BoanuTENb IO TIMHSCTCSI HETOCPEICTBECHHO TUPEKTOPY JUTIes.
1.4. Ilpm WCTOTHEHWU IOJDKHOCTHBIX OOS3aHHOCTEW JCIIONMPOU3BOAMTENS PYKOBOJCTBYETCS
MMOCTAHOBJICHUSIMH, PACTIOPSHKCHUSIMH, TPHKA3aMHU, JAPYTUMH PYKOBOISIIMMHA W HOPMATHBHBIMH
JTOKYMEHTaMH, KacarollUMHCS BEJICHHUS JIeJONMPOU3BOJICTBA; CTaHAApTaMU YHUMUIIMPOBAHHOMN
CUCTEMBl OpPTraHM3AIlMOHHO-PACTIOPSAUTENFHON MOKYMEHTAlluu; TMpaBuwiamMu opdorpadpuu u
MyHKTYaIluy; TMpaBuiiaMyd paboThl HA OPITEXHUKE; MPaBHJIaMU U HOPMaMU OXpPaHbl TPyAa, TEXHUKH
0€30MacHOCTH, POU3BOJACTBEHHON CAHUTAPHH W MPOTUBOIOKAPHOW 3aIMTHI, & TaKKe YCTaBOM H
[IpaBuiiaMu BHYTPEHHETO TPYAOBOTO pACHOpSIKA JIHMIIES u Hacrosmed MHcTpykiuei.

2. J10JIZKHOCTHBIE 00S13aHHOCTH

Jlenorpon3BoaAnTENb BBITIOJTHSIET CIIEYIOIIHE JIOJDKHOCTHBIE 00513aHHOCTH:
2.1. momyyaeT Uil OUPEKTOpa JHUIEsS U €ro 3aMecTUTEeNeld CBeAeHHS OT pPabOTHHKOB IHIes,
BBI3BIBACT [0  TOPYYEHHUIO  JUPEKTOpa  paOOTHUKOB  JHIIES u  oOyuaromuxcs;
2.2. OpraHu3yer TeneoHHbIE MIEPETOBOPHI TUpEeKTOpa JuIes;
2.3. mpuHHMaeT W TepeAaeT MH(OPMALUIO C DIEKTPOHHON IMOYTHI, 3alUCHIBAET B OTCYTCTBHE
JUPEKTOpa JINICS IIPHUHATHIC COO6H_IGHI/I$I u JOBOAUT nux o0 €ro CBC/ICHUS,
2.4. ocyIecTBIsIET padoTy MO MOJATOTOBKE OOIINX COOpaHMiA paOOTHUKOB JIIIEs, 3acelaHui COBETa
JUIEs, TIeIaroriYecKoro COBETa, IOMEYUTEIIbCKOIO COBETa, a TaK)Ke COBEIIAHWN, MPOBOIUMBIX
JTUPEKTOPOM Jintiess (cOOp HeOOXOIUMBIX MAaTEPHAJIOB, OIIOBEIIICHHE YIYACTHHKOB O BPEMEHH, MECTE,
MOBECTKE JIHS COBEIIAHUS U UX PETUCTPALINS);



2.5. cnenuT 3a 00eCieYeHHEM IUPEKTOpa JIMIEsT KaHIEIIPCKUMU MPHUHAUICKHOCTSIMHU, CPEICTBAMH
OpraHU3alMOHHON TEXHUKH, CO3/AAET yCIOBHUs, CIOCOOCTBYIONINE AP PEKTUBHON padoTe TUPEKTOpa;
2.6.

2.7. meyartaeT IO YyKa3aHWIO JUPEKTOpa JHIes  pa3lIu4yHble JOKYMEHTHI W MaTephallbl;
2.8. BeleT JeNONpOU3BOACTBO; (DOPMUPYET Jieja B COOTBETCTBHU C YTBEPKICHHON HOMEHKJIATYPO,
o0OecrieynMBaeT WX  COXPAHHOCTh M B YCTAHOBIEHHBIE CPOKH  CHAaeT B  apXWB;
2.9. mpuHWMaeT JIMYHBIC 3asBIICHUS PAOOTHUKOB, OOYYAIOIIMXCS M WX poauTened (Jmi, ux

3aMEHSIOMINX ), JOKYMEHTBI Ha HOATHUCH TUPEKTOPY auues,

2.10. opraHuM3yeT mHpueM MOCETUTENCH, COAEHCTBYET OIEPATHMBHOCTH PAcCMOTPEHHS MpPOCEO MU

IIPEJI0KEHU N pabOTHUKOB,;

2.11. BeneT KHUTY MIPUKA30B M XPAaHUT €e.

2.12. coOmronaer MpaBUIIa Tb npu pabote C KOMIIBIOTEPOM.
3.I1IpaBa

Jenonpon3Boaurens UMEET PaBO:

3.1. 3ampammBarh OT paOOTHUKOB JIUIIEs, @ B HEOOXOAMMBIX CITy4asiX — M OT aAMUHUCTPAINH JIHIIES
HYXHYIO HTHPOPMALIMIO U MaTEPUAIIbI, a TAK)KE OOBSICHEHHS O PHYMNHAX 33€P>KKH BBITIOJTHEHUS
KOHTPOJINPYEMBIX IOPYUECHU;

3.2. mpuBNeKaTh paOOTHUKOB K BBIITOJHEHUIO TOPYYCHUN aIMUHICTPALIAH JIALIES,

3.3. TpeboBaTh OT UCIIOJHUTENCH JOPaOOTKH JOKYMEHTOB, IOJArOTOBJIEHHBIX C HApYIIEHUEM
YCTAHOBJICHHBIX IIPABUJI COCTABJICHUS U 0(OPMIICHUS IOKYMEHTOB;

3.4. BU3MPOBATh MPOEKThI JOKYMEHTOB, CBA3aHHBIX C YIIPABIEHYECKOH 1€ATEIbHOCTBIO JIHLIES,
3.5. BHOCUTh Ha PACCMOTPEHUE aIMUHUCTPALIUY JIMLES] MPEUIOKEHUS 110 YIyULIEHHUIO paboThI €
JIOKYMEHTaMH, COBEPILIEHCTBOBAHUIO (DOPM U METOJIOB YIPABIEHYECKOIO TPYa C yU€TOM
IIPUMEHEHHUs CPEACTB OPraHU3ALMOHHON U BBIYUCINTEIbHON TEXHUKH;

4.0TBeTCTBEHHOCTD

4.1. 3a HeucnojJHEHHE WM HEHaJJeXallee HCIOJHEHHE Oe3 YyBaKMTENbHBIX NPUUYMH YCTaBa U
[IpaBun BHYTpPEHHEro TPYAOBOIO pPACHOpsAKA HIKOJBI, WHBIX JOKAJIbHBIX HOPMATHUBHBIX aKTOB,
JIOJDKHOCTHBIX OO0SI3aHHOCTEH, YCTaHOBJIEHHBIX HacTosmed WHCTpykiued, B TOM duCle 3a He
UCIIOJIb30BaHUE MPEIOCTABICHHBIX MPaB, AEIONPOU3BOANUTEND (CEKPETaph) HECET AUCIHUILIMHAPHYIO
OTBETCTBEHHOCTh B MOpSAJKE, OIPEAEIEHHOM TPYJAOBBIM 3aKOHOAATEIBLCTBOM.

4.2. 3a BUHOBHOE MPUYMHEHHWE JIMICI0 WJIM y4aCTHHKaM 00pa3oBaTeIbHOTO mpoliecca yiiepda B
CBSI3U C WCIIOJTHEHUEM (HEUCIIOJHEHUEM) CBOMX JIOJDKHOCTHBIX OOSI3aHHOCTEH JIEJIOMPOU3BOIUTEIH
(cekpeTapb) HECET MaTepPHAIbHYIO OTBETCTBEHHOCTh B TIOPSIAKE W B TpEAeNiaxX, YCTAHOBJICHHBIX
TPYZIOBBIM U (WJIN) TPaXXJaHCKUM 3aKOHOJATEIbCTBOM.
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