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HO0IZKHOCTHASE HHCTPYKUHS
cexperaps MKY «Oraena ob6pazoBaHust aAMHHHCTPAUNH MYHHIUHITAJIBHOTO
paitona Musikunckuii paion Pb»

1. OcHoBHbIe NOJOMKEHHS
Hacrosias 10MKHOCTHAS HHCTPYKLMS pa3zpaboTaHa Ha OCHOBe KBaTU(QUKallMOHHOM
XapaKTepUCTUKH , YTBepKIAeHHOM I1pukazoM MuHucTepcTBa 31paBOOXPaHEHUS U
couuansHoro passutus Poccuiickoit @enepanuu ot 26 asrycra 2010 . Ne 7611 «O6
. YTBepKJIeHUU

EnnHoro  kBanu(MKALIMOHHOIO  CMpaBOYHKMKA  JOMKHOCTEH  pYyKOBOIWTEINCH,
CIELMATTUCTOB U
chyxalmx, pasaen «KpandpukaumoHble XapakTepUCTHKH 10KHOCTeH pabOTHHKOB
o0pa3oBaHus»,
1.1. Cekperapb OTHOCHUTCS K KaTeropuM TeXHUUYECKHUX UCIIOJHHUTENEH, Ha3HaYaeTcs u
OCBOOOKAGETCS OT AOKHOCTH [IPUKA30M Ha4allbHUKa OTAena 00pa3oBaHus .
.2, Ha nepuon ornycka M BpeMEHHOH HETpPYAOCIIOCOOHOCTH CceKkperaps ee
0OSI3aHHOCTH BbLITMIOAHSET B YCTAHOBINEHHOM TOPsJIKE HasHayaeMbll pabOTHHK,
. HECYLUMI IOMHYI0 OTBETCTBEHHOCTH 3@ HajuleKalllee UCMONHEHHE BO3JIOKEHHBIX Ha
Hero oOs3anHocred. Bpemennoe wucnonHeHne o0043aHHOCTEH B 3THUX Clydasx
OCYULECTBASETCS HA OCHOBAHHUM I[IpPUKa3a HadalbHUKA OTAena 00pa30BaHus,
H3J@HHOTO ¢ cobtoneHueM TpedoBaHUH TPYLOBOIO 3aKOHOAATENBCTRA |
1.3.Cexperaps NOAYNHSETCSH HETIOCPEACTBEHHO HAYaIbHUKY OTHAeNa 00pa3oBaHHs U
PYKOBOAMTEMIO MeTOAKAOHHETA.
1.4.B cBoeil fesTenbHOCTH ceKkpeTapb pyKoBojcTByeTcs KOHCTHTYLHER M 3aKOHaMU
Poccuiickon
Qepepaunn PecnyOnuxy bauikoprocrad; npaBulaMH W HOpMAaMmM OXPAaHbl Tpy/a,
TEXHHKH 0e30TMacHOCTH M TIPOTHMBONOXKAPHONM 3allMThl, 4 TAKKE  OCHOBHBIMHU
NOKaNbHLIMH aKTaMU, NpaBUIaMid BHYTPEHHEro TPYAOBOTO Pacropsika, NpuKazaMu
HavyalbHUKA
oraena odpa3oBaHus, HACTOSILEH NOJKHOCTHON MHCTPYKLIMEN.
KBanngukauonHsle TpeOOBaHMS, IPEIbIBIsAEMble K METOJIUCTY:
cpenHee mnpodeccHoHanbHoe ofpasosaHue B 00NacTH IenonpousBoacTsa  0e3
[pEbSABIEHHS
TpeboBaHUs K craxy paborol MAM cpefHee (monHoe) obiee oOpasoBaHHe U
npogeccuoHanbHas
NOJIrOTOBKa B 001acT AENONpOU3BOACTBa Oe3 TpenbsBIeHHs TpeOoBaHUMl K cTaxy



FaloTan
CevoaTios JoaKud SHETE:

2R il HHbIE HOpMAaTHBHbLIE [IPaBOBLIE aKThI, pPerlaMeHTUpyroLme

€T 2305aTe1bHYI0

Z2£T215HOCTB,

LCOARCHHSA U HHCTPYKLIMM 110 BEICHUIO AeJIONPOU3BOICTBA,

CITYRTYPY 00pa3’oBaTENLHOTO yUpesk/IeHNs, ero KaJpOBOro cOCTABA,

[T 25i7a 3KCIUTYyaTalliH OPrTeXHUKH,

-F-SilIa NOMb30BAHMS  NPHEMHO-TIEPETOBOPHBIMU  YCTpOHCTBaMH,  (aKcoMm,
MEOAHTE TbHBIM

% STDOHCTBOM, CKaHEPOM, KOMITBIOTEPOM;

~-2:3H13 paboThl ¢ TEKCTOBBIMY PeaKTOPAMH H 31eKTPOHHBIMU Tabnuuamy, Gaszamu

= SXIPOHHOM MOYTOH, Opay3epamu;TeXHONOrHIO CO3LaHUs, 00paboTkH, nepenayu u
N DiHCHHA NOKYMEHTOB;

.2a3H7a J€JI0BOM IEPENUCKH;

- Ov>1apCTBeHHBIE CTAHAAPTBI YHU(BHLIHPOBAHHOMN CHCTEMBI OPraHH3aLHOHHO-
D3CNOPAIMTE/IBHON NOKYMEHTALINHN;

~-PaBHA NCYATAHUS IEIOBBIX ITHCEM C UCTIO/IB30BAHHEM THIIOBBIX 06PA3LOB;

OCHOBBI 3THKH U 3CTETHKH,

TIDABHIIA IEJIOBOTO OOIIEHHS,

~pe8HIa BHYTPCHHEro TpYHNOBOTO pacriopsaka 06pa3oBaTeIbHOTO YUPEIKIEHHS,
SPa3i1A 1o

OXPAHE TpyAa W nOXKapHOH 0€30NacHOCTHU.

2. JlowHoCTHBIE 06s13aHHOCTH

Cexperaps:

)

- [Tpunumaer MOCTY ALY B o0pasoBaresibHoe yUpeKIcHUe

#IEPeCHOHACHIMIO, [1epellaeT ce B COOTBETCTBMH C YKA3aHMAMH DYKOBOJHTES
w0 230BaATENILHONO YUPEkKIAEHHS B CTPYKTYpHbIe

~O-PA3ICICHUS UM KOHKPETHBIM HCIONHHTENSM [T MCHONB30BAHUSL B Mpoliecce
2300Th! TH6O

T.C.rOTOBKM OTBETOB.

-.2. Bexaer nenonpousBoncTBo, B TOM uncie U B 3JIEKTPOHHOH (hopMe;
-.3.IloaroraBnusaer npoexTsI MPUKA30B U PACHIOPSIKEHHH

51T yHeT 4acoB  paboThl paboTHUKOB OTAENa 06pa3oBaHMs,

-+ BbINosHseT passinitble onepaimy ¢ npuMeHeHHen KOMI1bIOTEPHOH TeXHHUKH (10
TporpamMMam,

-PeiHasHauCHHBIM 1St cOopa, 00paGOTKH 1 MpencTaBncHIs HH(OPMALHH,

=.3. Caeant 3a cBOEBpeMEeHHBIM pacCMOTPEHHEM MW IIOATOTOBKOW JIOKYMEHTOB,
DACTIOPAKEHHH,

SO-IVIIHBIIMX Ha HCTONHEHHUE, CTPYKTYPHBIMU MOAPA3IeNeHHIMH 00pa30BaTebHbIX
' HPTAKICHHH M KOHKPETHBIMHM MCTIONHUTEISIMU.

-.6. o nopyuenuio nauansrika MKY OO coctasiser TMCBMA, 3aMpoChl, Apyrue
~OKVYMEHTBI, FOTOBHT OTBEThI aBTOpaM 0OpalLeHHUII.

2.7. OcymiecTBiaseT KOHTPOIb 32 UCHOAHEHHEM paborHukamu MKY OO wusnanHbIX

©



T-PiKA30B U pacnopsKeHHH, a TakKe 3a COOMONEHNEM CPOKOB HCMONHEHHS! YKa3aH il

~ODMHCHHH , B3ATBIX HA KOHTPOIIb,

8. PaGoraer B TecHoM KoHTakTe ©C PYKOBOIAMTENSIMH o0pazoBaTebHbIX
CPraAHH3AUMH (MX
S2MSCTHTENISAMH), NMENarornyecKUMn paGOTHHKAMH, PYKOBOAMTENSMHU CTPYKTYPHBIX
TOZpasielleHu .
9. Beinonusier npasuna no oxpaxe Tpyaa u MoxKapHOH 6e30MacHOCTH.
.:U. OpranusoBsiaer TenepoHHbIE NePEroBOpbl Ha4aJdbHHKA , TNPUHHMAeT U
niepelaeT
7212()OHOrPaMMBI, 3aIMCHIBAET B €0 OTCYTCTBHE [PUHATEIE COOOLICHUS U JOBOIHUT
Z0 CBeJeHus

N COdepKaHHe,
By ObecrneunBaer paboyee MeCTO HadalbHKUKA KaHLIeISPCKUMH
TDHHATIEKHOCTAMH,
~PeACTBAMU  OPraHM3allMOHHOM  TEXHHKH, CO3MaeT yCIOBHS, CHOCOBCTRYIOMIE
> DORKTHBHOM paboTe HauatbHUKa .
=12 TlpuHHMaET JIOKyMEHTHI Ha NMOAMMCEH HAYAJIBHHKA .
3. [1paBa
Cexperapb MMEeT Npaso:
3.1 .3HAKOMHTECS ¢ MPOEKTAMM pelleHHi PYKOBOJCTBA OTAENa, KAacarolLIUMICS ero
J1@%TeIBHOCTH
3.-.BHOCHTB Ha paccMOTpeHUe PyKOBOICTBA MPEIOKEHHS T10 COBEPIIEHCTBOBAHHUIO
Ta00ThI,
C3533HHOM ¢ 00A3aHHOCTSIMH, TIPE/yCMOTPEHHBIMH HACTOSIIEI HHCTPYKUHUEH.
2.2 lloayyars or pykoBoguTeneit CTPYKTYPHBIX TOApPa3AeNeHnH, CreuualncToB
HHOOPMALIUIO |
~-OX) MEHTbI, HEOOXOMMMBIE JUIS BBIMOIHEHUS CBOMX JOMKHOCTHBIX OBS3aHHOCTEN.
>~ TpeGoBath OT PyKOBOLCTBA OT/IeNa OKA3aHHs CONEHCTBUS B UCHIONHEHMH CBOHX
ZQKHOCTHBIX
0% 3aHHOCTEH M Npas.
>.2.Ha HopMupoBanHbIii 7 yacos 15 MunyT paGounii gets u padouyro Hejienio
~-POI0TKHTENLHOCTBIO 36 4acoB, OMladMBaeMblil OTIYCK NPOAOIKHTENLHOCTbIO 28
HAACHIAPHBIX AHS.
+. OTBeTCTBEHHOCTD
(experapb HeceT OTBETCTBEHHOCTB:
=+.1. 3a HeucCTIONIHEHHE MM HEHAZTeXKAlllee UCTIONHEHHE Oe3 YBAXKUTENBHBIX TIPUYUH
HACTOALLECH
~O7KHOCTHOW MHCTPYKUMHM, 3aKOHHBIX pacropsKeHHit mupekropa MUMII, wHeIX
JOKAIBHBIX
#OPMATHBHBIX aKTOB OTj1ena 00pa3oBaHus;
=2, Cekperapp  HeCeT JIMCUMNIMHAPHYIO OTBETCTBEHHOCTH B nopsiike,
CIIPEIEIIEHHOM TPYIOBbLIM
3AROHOZATENLCTBOM. 3a rpyboe HapyllueHie TPYAOBLIX 0Os3aHHOCTEH B KadecTse
JHCUMIITHHAPHOTO

[ ]

—~
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£2Ka3aHUs MOXKET OBITh MPUMEHEHO YBOIbLHEHHE.

=.3.3a HapylIeHHE [pPaBUJI MOXKAPHOM OesonacHoCTH, OXpaHbl Tpyna CeKperapb
~DiiBTeKaercs K

=~*HHUCTPATHBHOH OTBETCTBEHHOCTH B MOPSAKE M B CAy4qasx, MPELYCMOTPEHHbIX
ZIMHHHCTPATUBHAIM

3IKOHOJATEeNILCTBOM.

-=. 3a BUHOBHOE NpUYMHEHHE YIIep6a B CBA3M C HCIIONHEHMeM (HeucronHeHue)
I30uX

~ - RHOCTHBIX 00fi3aHHOCTEH ceKkpeTapb HECeT MaTepHalbHYIO OTBETCTBEHHOCTL B
TODRIKe H B

~-F¥2e1dX, YCTAaHOBICHHDBIX TPYJOBBIM U (HJIH) rpakaaHCKUM 3aKOHONATe]LCTEOM.
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