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JomxHOCTHASE HHCTPYKIHS AETOMPON3BOIUTEIIS

Hacrosmas noymkHOCTHas MHCTPYKLMsS pa3paboTaHa M yTBEPXKJICHA B COOTBETCTBHH C IOJIOXKEHHSIMH
Tpynosoro 3akoHoaarenscTBa Poccuiickoit denepanuu u Ha OCHOBaHUHM MprKa3a MUHHUCTEPCTBA 3APaBOOXPAHEHUS
u couuansHoro passutus Poccuiickoit denepanuu (Munsnpasconpassutust Poccun) ot 26 aBrycra 2010r. Ne 7611
r. MockBa «OO0 yTBepkaeHHH EIWHOTO KBATH()UKAIMOHHOTO CIPABOYHHKA JOJDKHOCTEH pPYKOBOIUTEICH,
CIELUAINCTOB W CiIyXamux», pazaen «KsamudukanmoHHble XapaKTEpPUCTUKH JOJDKHOCTEH pabOTHHKOB
oOpa3oBaHUM.

1. O0wue moIoKeHus

1.1. JIlenonpon3BoOAUTENb OTBEYAET 32 MOJIHBIH, CBOEBPEMEHHBIN 1 KAUECTBEHHBIH NPUEM, PETUCTPALIHIO U
MOCJICTYIOLTYIO OTIIPABKY KOPPECIOHICHIIMY B CTPYKTYPHBIE TO/Ipa3iesieHust (I0JKHOCTHBIM JuiiamM) MBOY 101
L/IT, a Taxke 3a COXpaHHOCTb UCIIOJIB3yEMBIX B paboTe TOKYMEHTOB (CBEICHUH).

1.2. Kpanu¢ukaunoHHble TpeOOBaHMUS: HauaIbHOE NPOoQecCHOHATbHOE 00pa3oBaHue 0e3 MpebsBICHHS
TpeOOBaHUH K CTaXXy paboThI MU cpeaHee (TosHoe) obIee 00pa3oBaHue U crienuaibHasl IOArOTOBKA 110
YCTaHOBJIEHHOU TIporpaMMe 0e3 TPeIbsIBICHUS TPEOOBAaHUH K CTaXy pabOTHI.

1.3. B mpakTHyecKoii AesTeIbHOCTH JOJDKEH PYKOBOJICTBOBATHCS:

1.3.1. UuctpyKuuei no J0KyMEHTAIIHOHHOMY 00ECIICUCHHUIO YIIPABIICHUS TIPEIPUSITHEM.

1.3.2. TTonoKeHHUEM O ACTONPOU3BOACTBE MPEAIPHUSITHS.

1.3.3. [IpaBusaMu BHYTPEHHETO TPYIOBOT'O PACIIOPSAKA.

1.3.4. TIpaBuiamu OXpaHbl Tpy/Ja U TEXHUKH 0€3011aCHOCTH, 0OecTieueH s IPON3BOJICTBEHHOM CAaHNTAPHUU U
MPOTUBOMNOKAPHON 3aIHUTHI.

1.3.5. Hacrosime#t [OMKHOCTHOW UHCTPYKIUCH.

1.4. TomxeH 3HATh:

1.4.1. HopmaTUBHO-IIPAaBOBBIE aKThl U JPyryUe MaTepualbl U JOKYMEHTHI 110 BEJCHHUIO JIEJIONPOU3BOACTBA Ha
TPEINPHUSITHN.

1.4.2. Opranu3anuoHHY0 CTPYKTYPY MPEATPUSTHS.

1.4.3. OTpacieBsie CTaHAAPTH YHUGDHUIIMPOBAHHONW CHCTEMBI OPTaHH3AIIMOHHO-PACTIOPSANTEIBHON JOKYMECHTAIHH
(YCOPLD).

1.4.4. Tlopsimok KOHTPOJIS 32 MPOXOKIEHUEM CITY)KEOHBIX JIOKYMEHTOB U MaTepHUaJIOB.

1.4.5. OCHOBBI HAYTHOH OPTaHU3AIMH TPYIA B IETOMPOU3BOJICTBE.

1.4.6. CxeMy OpraHH3alMIOHHOTO B3aUMO/ICHCTBUS JEIOIPOU3BOJICTBA CO CTPYKTYPHBIMH HOAPA3ICIICHUIMH
HpEANPUSTHS.

1.4.7. TlpaBuia SKCIUTyaTallMy BEIYUCIUTEIBHON TEXHUKH.

1.4.8. OcHOBBI TpyIOBOTO 3aKOHOAATENbCTBa PD (B yacTu kacaromieincs).

II. JIo;mkHOCTHBIC 00S3aHHOCTH

2.1. JTenonpon3BOaANTEIb 00sI3aH:

2.1.1. B cootBetcTBHH ¢ pesomonneii mupekropa MBOY IO LI/IT nepenaBaTh JOKYMEHTHI Ha HCITOJHEHHE,
oopMIIATh perucTpannoHHbIE KAPTOUYKH U BECTH OaHK JTAHHBIX HA YKA3aHHBIE JOKYMEHTBHI.

2.1.2. Bectu KapTOTEKy y4era MpOXOKISHHs JOKYMEHTAIbHBIX MaTEPHAIOB, OCYLIECTBIISITH KOHTPOIIb 32 UX
UCIIOJIHCHUEM, BBIJIABATH HEOOXOIUMBIC CIIPABKH 110 3aPETUCTPUPOBAHHBIM JJOKYMCHTAM.

2.1.3. OTnpaBiaTh UCIIOJHCHHYIO TOKYMEHTAIIMIO TI0 aJipecaraMm.

2.1.4. Bectu y4eT moyry4aeMoi ¥ OTIIPABISIEMON KOPPECIOHCHIINY, CUCTEMATH3UPOBATh U XPaHUTh JJOKYMCHTBI
TEKYIIEro apXuBa.



2.1.5. Bectu paboTy 1Mo CO3JaHMIO CIPABOYHOIO amapara 1o JOKyMeHTaM, 00ecrieunBaTh yI00HBIH U OBICTPBIN HX
TIOWCK.

2.1.6. TloaroTaBiMBaTh U CAaBaTh B ApXUB MPEIIPHUATH JOKYMEHTAIbHbIE MATEPUAIIbI, 3aKOHUCHHBIE
JIEJIOTIPON3BOACTBOM, COCTABIISATEH OIFCH /€T, IepeaaBaeMbIX Ha XPaHEHUE B aPXUB.

2.1.7. OGecrieunBaTh COXPAHHOCTD CITY/KCOHOM JOKYMEHTALIHH.

2.2. J1enonpou3BoANTE b I0JKEH CBOCBPEMEHHO U B MOJHOM 00beMe 0TpadaThiBaTh M MPEACTABISTH B APXHB
CITY’)KEOHYIO JIOKYMEHTAIIHIO.

2.3. PermameHT pabodvero BpeMeHH JICJIONPOU3BOIUTEIIS COOTBETCTBYET HOpMaM (peliepaibHOTO 3aKOHOJaTEIbCTBA
o Tpyae. BpeMs Tpyna u oTapIxa B TeUeHHE pabovero AHS periiameHtupyetcs "[IpaBuiaMu BHYTPEHHETO TPYIOBOTO
pacnopsanka" MBOY JOJ LIT.

B ciyuae ciry:xeOHOM HEOOXOIUMOCTH JICIOMPOU3BOAUTENL MOKET MPUBJICKATHCS K BHIOJHCHUIO CBOUX
00513aHHOCTEH CBEPXYPOYHO, B MOPSAKE, IPEAYCMOTPEHHOM HOJOKEHUSIME (DeepaIbHOTO 3aKOHOIATEIBECTBA O
Tpyze.

III. TTorHOMOYMS pabOTHUKA

3.1. Jlenonpon3BouTEIb HMEET IIPABO:

3.1.1. [IpuHUMAaTh penieHus B LesX 00ecedeH s IIOBCEIHEBHOM ASATEIFHOCTH - II0 BCEM BOIIPOCaM,
OTHOCALIMMCS K €70 KOMIETEHIIUH.

3.1.2. 3anpammBaTh y OTBETCTBECHHBIX UCIIOIHUTEINICH CTPYKTYPHBIX MOpa3AeieHlid HHHOPMALIUIO O JOKYMEHTaX,
HOJISKALTMM HAIIPaBJICHHIO (BO3BPALIEHHIO) B IEJIONPOU3BO/ICTBO.

IV. OrBerctBeHHOCTD. [Topsiok onieHkH Tpyna paboTHHKA

4.1. lenonpou3BOUTENh HECET aJMUHUCTPATHBHYIO, TUCHUILIMHAPHYIO 3a:

4.1.1. HapyluieHue MoJI0KEeHU HOpMATUBHO-TIPABOBBIX aKTOB, IPYTHX JOKYMEHTOB U MAaTEPHAJIOB 110 BEACHHIO
nenonpousBoactea MBOY 1O LIJIT.

4.1.2. HeBbINnoIHEHHE CITY)KEOHBIX YKa3aHUN 3aMECTUTEN TUpeKTopa mo YBP.

4.1.3. HermpaBoMepHOE HCIOJIb30BAHUE [TPEAOCTABICHHBIX CITY)KEOHBIX MOJHOMOYHH, a TAKIKE UCIIOIb30BAHKE HX B
JIMYHBIX LEIISX.

4.2. OCHOBHBIM KPUTEPHEM OLICHKHU TPYJa JICIONPOU3BOAUTEIIS SBJISICTCS MIOJIHOTA, CBOCBPEMEHHOCTh U KA4€CTBO
UCIIOJIHCHUS UM JIOJDKHOCTHBIX 00S3aHHOCTEH B COOTBETCTBHH C HACTOsIIeH MHCTpyKIUEH.

COI''TACOBAHO:
TIpencenarens 1K
Jybununa Jlapuca BuktopoBHa

(moanuce)
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