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1. OBLLME [MOJIOXKEHWUA

1.1 Hacrosuee [Nonoxkenue 06 otaene Kaapos (aanee - [Monoxkenue) ['ocyaapcTBEHHOrO
Npo(ecCHOHATBHOTO 00Pa30BATEIBHOr0 YUPERACHHA “MaKeeBCKOro MpoMbILLICHHO-
HKOHOMHYECKOTO Ko/UTe/uka™ (Jasiee - KOUIekK) periaMeHTHpy eT nearenbHocTh OTaena
kazpos (xanee - Otaen).

1.2 B croeii aesrensHoctH OTen pyKOBOJACTBYCTCA Konctutyuueit JIHP, TpynosbiM

komekcom, 3akonamu JIHP, ykasamu H pacniopskeHusamMu  [71aBbl JTHP,

nocranosnenusMn M pacniopsokennamu  Cosera Munuctpos JIHP, uHbIX OpraHos
roCYAapCTBCHHON BJIACTH, 3aKOHOM “06 obGpasosanun” JIHP, nepeuHsMi THNOBBIX
YIPABJICHYECKHX JOKYMCHTOB, MpaBH/IaMH BeJCHHS M XPAHEHHs TPYAOBBIX KHHKCK,
MHCTpYKLMeH MO 3amOMHEHHIO TPYAOBBIX KHIDKEK, nonoxennem o I'TIOY “MIIDK,
YCTABOM KOJLIC/UKA ¥ HHBIMH HOPMATHBHLIMH aKTaMH KOJUIeUKa.

1.3 Orje/1 BO3IIAB/AET CTAPUIMi HHCIIEKTOP M0 KaapaM, Ha3HA4YaeMbli Ha J0/DKHOCTL H
0cB0GOAaEMBIH OT I0DKHOCTH NPHKA30M JHPEKTOPA KO/LIC/LKA.

1.4 Ha 10/DKHOCTH CTAPIIEr0 MHCNIEKTOpPAa MO KaapaM HA3HAuaeTed JHI0, MMEKoLIee
Bhiciuee MpodecCHOHANbHOE 00pa3oBaHHe H CTAX paGoTB! O OPraHH3aliH Ypas/IeHHA
KaJpaMH HIH PYKOBOJALIHX JO/UKHOCTAX HE MEHEE 3 ner.
1.5 CtpykTypa u wrar OTaena yTBEpKAACTCA JMPEKTOPOM KOJUIC/LKA.
1.6 Jlo/mKHOCTHBIE 0043aHHOCTH PaGOTHHKOB Oraena yCTaHABIMBAKOTCA A0DKHOCTHLIMH
HHCTPYKLMAMH.
2. OCHOBHBIE 3AJIAYH
2.1 Yyactue B noabope H paccTaHOBKE Ka/JpoB.
2.2 Vyer IMYHOrO COCTABA H BEJACHHE KAJAPOBOH 10KYMCHTALHH.
2.3 Kontposb coGmoAeH s AMCUHTUIHHDL TPYAd.
2.4 GopMHpPOBaHHE KAJAPOBOro pe3epea.
2.5 KoHTpostb cOO/MOICHHS TPY/IOBBIX 1 COUHANEHBIX MPaB paboTHHKOB.
2.6 TlomaepkaHue H YKpEIUICHHE MOJA0KHTEALHOIO COLMAIBLHO-TICHX0JIOrMHECKOro
KIHMATa B KOJUIGJUKE, TIPEAYTIPEKACHHE TPYA0BBIX KOH()IMKTOB.
2.7 OcyuiecTBjeHHE Mep MO pearH3auiy nosokenuii 3akona “O NpoTHBOACHCTBHIA
Koppyniuuu”




2.8 BHeapeHHE TNPOTPECCHBHBIX TeXHONOrHH 00paboTKH JOKyMeHTOB Ha Oase
NPAMEHEHUS BbIYHCITHTE/IBHOM U OPIrTEXHHKH

2.9 Opranu3auus noBbilieHus KBaandukauun paboTHHKOB 0T€/a KaapoB.

3. ®YHKIIMU OTIEJIA

3.1 Onpegenenne u paspaboTka KajpoBOH MOJHTHKH M CTPATErHH B COOTBETCTBHH C
HANPAaBJICHHEM JICATEIBHOCTH KOJUICKA,

3.2 lMoxGop KBaMPHUUMPOBAHHBIX CHEIMAINCTOB MyTeM HH(GOPMHPOBAHHA PaGOTHHKOB
OpraHM3alMM 00 WMEIOLIMXCS BAKAHCHAX; PpAasMEUICHWA B CPEACTBAX MacCOBOH
uHdopMaLn 00BABICHHI O BaKaHCHAX; 06pallieHHs B OpraH CayKObl 3aHATOCTH.

3.3 PazpaboTKa IWITATHOrO PACIHCAHHA.

3.4 JlokymenTanbHoe O(OPMICHHE TPHEMA, MEPeBOJa M YBOJbHEHHA PabOTHHKOB B
COOTBETCTBHH C TPY/AOBBIM 3aKOHOAATEILCTBOM - O(OPMIICHHE TPYAOBLIX JOTOBOPOB ¢
paGoTHHKAMH ¥ M3MEHEHHI K HUM, NOArOTOBKA NPOEKTOB NMPHKA30B H PaCropsKeHHUi 110
JIMMHOMY COCTaBY, 3ar0JIHEHHE JIMYHBIX KapToueK paboTHHKOB.

3.5 Beaenue paGoThl ¢ TPYAOBBIMH KHHIKKAMH, B TOM YHCJIE MPHUEM TPYIOBBIX KHHKCK
OT MpHHUMaeMbIX Ha pabory paGOTHHKOB, HX YHYET, XPaHCHHE, 3alOJHCHHE, a TAKKE
BbIa4ya NPH MPEeKpalieHHH TPYAOBbIX OTHOIEHHH,

3.6 Besenue yyera JHYHOrO cocTaBa pabOTHHKOB KOJUIeKa, OQOPMIICHHE JIMYHBIX e,
NOArOTOBKA M Bblja4a 1o TpeboBaHuio paGoTHHKA CIIPABOK U KOMHH JOKYMEHTOB.

3.7 Yuer IM4HOro COCTaBA MyTEM COCTABJICHUA PA3IHYHOIO BHIA OTHETOB.
3.8 JlokymeHTasIbHOE OhopMIICHHE CTyKeOHBIX KOMAaHIHPOBOK.

3.9 CocraBnenue rpaduka OTIYCKOB M YHET HCMOAb30BaHHA OTIYCKOB, a TaKke
oopmiIEHHE OTITYCKOB.

3.10 [Moaroroska MaTeprasioB A/ npeacTasieHns paboTHUKOB K MOOLIPEHUAM.

3.11 TloaroToBKa MATEPHAJIOB MO MNPHBJACHEHHUIO PalOTHUKOB K MATepHaJIbHOH W
JIMCUMITIHHAPHOI OTBETCTBEHHOCTH.

3.12 BeinosHeHHe 3anpocoB O TPYAOBOM cTaxke pabOTHHKOB, paHee paboTaBuIMX B
KOJUTE/KE.

3.13 INnauupoBaHue H y4acTHE B MEPONPHATHAX M0 aTTECTALMH, K KOTOPbIM OTHOCHTCH:
- uHpopmaumonHoe obecneyeHHe (COCTaBJCHHE XAPAKTEPHCTHK, MPEAOCTaBICHHE
HeoOxoauMoit HHpopMaLuK); - BU3HPOBAHHE JIOKYMEHTOB M0 aTTECTALMH; - KOHTPOJIb 34
XOJIOM [IPOBE/ICHHUS aTTECTAINH, BBINOIHEHHS PEIICHHH aTTECTALIHOHHON KOMHCCHH.




3.14 GopMHpOBaHHE KAJIpOBOIO pesepsa.

3.15 Ycranossienne noTpeGHOCTH B [IOBBIIEHAN KBATH(HKALMH, nepenoAroToBKe HiM
oGyuennn pabGOTHHKOB, JOKyMEHTaIBHOE o(opMicHHE HanpasieHns Ha o0yucHHe NpH
AKTHBHOM B3aHMO/ICHCTBHH CO BCEMH CTPYKTYPHBIMH NO/PA3ACCHHAMH KOJUIE/DKA.

3.16 PaGoTa ¢ TMCTKAMH HETPYAOCTIOCOGHOCTH.

3.17 3anonuenue Tabens yudera pabouero BPEMEHH paGOTHHKAMH AAMHHHCTPALHH
KOJLIe/UKA.

3.18 TloAroToBKa KaApOBOH JOKYMCHTALMH A4 Tepeaayn B apXuB OpraHu3aliu o
nasbHeNIero XpaHeHus.

3.19 Komrpons 3a cobmoacHHeM JMCUMIUTHHBL TPYJA M BbINOTHCHHEM paboTHHKAMH
[lpaBi1 BHYTPEHHETO TPYAOBOrO pacrnopsaKa H WHBIX JIOKAIBHBIX HOPMATHBHBIX AKTOB.

3.20 OBecneucHie KOOPAHHALHH AEATEALHOCTH noApasaeeH i 1 J0/UKHOCTHBIX JHLL no
peasH3alMK I1aHa paboTs! KOJLIE/UKA 110 NPOTHBOACHCTBHIO KOPPYTILIAH.

3.21 JIOKyMEHTAJIbHOE odopmieHHE TMpHEMa, nepeoja M OTUHCICHHA CTY/ACHTOB,
BeJIeHHE JIMYHBIX J1eJ1 CTY/ICHTOB.

3.22 lMoaroToBKa M Bbija4ya CPaBOK 06 0GyueHHH, NEPEBOAE, OTHHCICHHH CTY/ICHTOB.
3.23 IloaroToBKa MaTepHaioB JUIA NpHBJICUEHHA CTYACHTOB K ANCUMILTHHAPHOM
OTBETCTBEHHOCTH.

3.24 Bejienne paboThl € 1OKyMEHTAMH O Npe/EeCTBYHOLEM o0Gpa3oBaHUM CTY/ACHTOB, UX
yuer, XpaHeHHe, a TAKKe BblIaka MpH OKOHYAHWH, OTUHC/ICHHH H3 KOJUICIUKA.

4. TIPABA Y OBS3AHHOCTH OTJEJIA
4.1. PaGOTHHKH OT/E/Ia HMMEIOT NpaBo:

- p3auMojeiicTBoBaTh MO BOMpoOCaMm, oTHOCAIMMEA K KOMIMETeHUMH oTAeaa, ¢
JPYTrHMH nonpasneneﬂuumu OpraHu3ainH, rocynapcmuuuuu " M)’HHHHHBJILHHMM
opraHami, a TaKKe APYyruMH OPNHHMSIMH;

- TpeGoBaTh OT BCeX CTPYKTYPHBIX nopasAesieHuit  MaTepHaibl CBEACHHUA,
HeoOX0AMMbie UIs BBINOJIHEHHSA yHKLUHi, BONOKCHHBIX HA OTAC;

- KOHTpOIMpOBaTh COG/IOACHHE TPYAOBOTO 3aKOHO/ATENBCTBA B OpraHusauiu, a
TaKKe ABaTh PAIBACHEHHMA TO MPHMEHCHHIO HOPM TpyaoBoro Kojekca M HHBIX
HOPMATHBHBIX AKTOB:

- MPEACTABIATH NMPEIOKEHHA 110 [OBBIICHHIO H(DEKTHBHOCTH H COBEPLICHCTBOBAHMIO
JeATeNLHOCTH  BCeX nojpasienenuii OpraHusaunMM B HacTH, otHocameiica K




KOMITETEHIIMH OTAE]Ia;

2 npenc*raamenbcmoaan B )’CTaHOBIIeHHOM nopsiake ot WMEHM OpraHu3auuu no
BOMpocam, OTHOCSAIIMMCS K KOMIIETCHIIMA oTJiej1a, B TOM YMCJIC U I10 BOIIpOCaM no,u6opa
rnepcoHasa;

- 3aBEPATH JIOKYMEHTBI I10 JIMYHOMY COCTaBY, BbIJ1aBaCMbIC paGOTHHKaM OpraHusaluu.

- BHOCHTH NpEMIOKEHHM AUPEKTOPY KOJIeLKa IO COBEPIICHCTBOBAHMIO paboThl €
KajpaMu.

- y4acTBOBaTh B COBEIIAHUAX, NMPOBOAUMBIX KOJUIEDKEM, IO BOIIPOCaM, OTHECEHHBIM K
KOMIIETCHUWH Otpxena.

4.2. PaGoTHUKHM OT/e/]a 00A3aHbI:

- obecreunTbh COXPAHHOCTb MEPCOHABHBIX AAHHBIX paGOTHUKOB, CTYASHTOB NpH HX
obpaboTke;

- cobmroaTh B cBOEH paboTe HOPMbI ASHCTBYIOLIETO 3aKOHOATEJbCTBA.
5. B3auMO/IECHCTBHE CO CTPYKTYPHBIMH TO/IPA3ACICHUAMH.

Otz B POLECCE BBITOTHEHUSA (yHKIHit, BO3/IOKEHHBIX Ha HETO, B3aMMO/ICHCTBYET!

5.1. Co BceMH CTPYKTYPHBIMH MMOAPa3/AC/ICHUAMH.

5.1.1. ITo BompocaM MOJTy4€HHUs:

- TaGeneit yuera pabouero BpeMEHH;

- 3aABJICHHH;

- 0OBSICHUTEJIBHBIX 3aITUCOK;

- IMCTKOB HETPYA0CIIOCOOHOCTH.

5.1.2. Tlo Bompocam NPeAOCTaBJICHIA:

- CIIPABOK;

- BBITIHCOK, KOTHUH 3aNpalinBaeMbIX J10KyMCHTOB.

5.1.3. T1o KOHCY/IBTUPOBAHMIO I10 BOMPOCAM KaapOBOro JIeNIONIPOU3BOACTBA U TPYIOBOTO
3aKOHOJATE/IbCTBA B LIEJIOM.

5.2. C Gyxranrepuei.
5.2.1. ITo Bompocam MpeaoCcTaBICHUA:
- IITATHOrO PACMUCAHNSA, TAPHPUKAIMOHHBIX CITMCKOB pabGOTHUKOB KOJUICIIKA;

- KO MPUKa30B Mo JIMYHOMY COCTaBYy:




———

- tabesneii yuera pabouero BpeMeHH;

- JINCTKOB BPEMEHHOM HETPYA0CIOCOGHOCTH;

- 3asBJICHHH I HAYMCIICHHS ¥ BBIILIATHI MOCOOMI;

- IOKyMEHTOB [UIsi O(DOPMJICHUS CITy’KEOHBIX KOMaHMPOBOK;

- MHBIX JOKYMEHTOB, HEOOXOMMBIX JUISl OCYIIECTBIEHUs paboThl OTea.
5.2.2. Ilo Bompocam MoJIy4eHHs:

- nudopmalyy 0 3apaboTHOH MmiiaTe paGOTHHKOB.

5. OTBETCTBEHHOCTb

5.1 OTBETCTBEHHOCTh 3a HA/UIeKAllee M CBOEBpEMEHHOe BbIMoMHeHHE OTaeIom
(yHKLMH, PeLyCMOTPEHHBIX HacToAMM [losoKeHueM, HeCeT CTapLInii HHCTIEKTOP 110
Kajapam

5.2 Ha cTapiiero HHCIIEKTOpa 110 Ka/ipaM BO3J1araeTest OTBETCTBEHHOCTD 3a:

5.2.1 OpraHu3alMio ONEPATHBHON M KAauyeCTBEHHOH IIOATOTOBKM M MCIOJHEHHUS
JIOKYMEHTOB, BE/ICHHE AEJIONPOH3BOACTBA B COOTBETCTBHM C ICHCTBYIOUIMMH NIPaBHIaMH
U UHCTPYKIHAMH.

5.2.2 OGecrneyerne COXPAHHOCTH MMYIIECTBA, HAXOAIIErocs B nomemenusax Oraena,
¥ COGJIIOIeHIE PABHJI K HOPM OXPaHbI TPYZa U I10JKapHOH Ge3011acHOCTH.

5.2.3 COOTBeTCTBHE JCHCTBYIOIIEMY 3aKOHOAATEIBCTBY H3rOTaBIMBaeMbIX OTaes0M
IPOEKTOB MPHKA30B, HHCTPYKIHH, [OJIOKEHHHA U APYTrHX JOKYMEHTOB.

5.3 OTBeTCTBEHHOCTh COTpYAHMKOB Otaena  KajpoB  yCTaHaBIMBACeTCs — UX
JI0JDKHOCTHBIMU HHCTPYKLISMH.

6. TIOPSIJIOK BHECEHW I U3SMEHEHUN 1 JIOTIOJTHEHUI

6.1 MI3MeHeHus U J0IOJIHEHHS B ITonoxxenue BHOCATCH MPUKA30M JUPEKTOpa KOJUICIKA
10 IIPEACTABJICHHUIO CTapIIEro HHCIIEKTOPA I10 KagpaM

Henpurecerieets botird




