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ﬂ().ﬂ}l{ll(lC’l‘Haﬂ HHCTPYKUHH CIIEHHAJIMCTA 110 Ka/ipam

MyHuIMNaabHOro0 KazeHHoro yupexaenus «Oraen obpazosaHus
AAMUHHCTPAIHH MYHHIHNAJLHOrO paiiona MUsIKHHCKHIT pailony

1. O0mmue nonoxKeHUst
I.1.  Hacrosiuass HMHCTPYKUMS COCTaBlAeHa B COOTBeTCTBUM ¢ [lpukazom
Munszapascoupazsutuss P@ or 26 asrycra 2010r. Ne 761H. «OG yTBepkIeHHH
Exqunoro  kBalM(HUKAIIMOHHOTO  CMPaBOYHHKA  JIOJDKHOCTEH  PYKOBOIMTENEH,
CNeuuanucToB W cayxkammx, pasgen «KBanudukaunoHHble XapakTepHCTHKH
NoJKHOCTEH pabOTHUKOB 00pa3oBaHus».
1.2. Hacrosmasi [10JDKHOCTHAsi WHCTPYKLHS OnpenenseT O0sA3aHHOCTH, MpaBa H
OTBETCTBEHHOCTb CMEIMAINCTA 110 KaJipaM.
1.3. CrieumanMet 1o Kajapam HazHayaeTcst i 0CBOOOXK1AeTCs OT JIOJIKHOCTH MPHKA30M
Ha4YalIbHMUKa MyHHIHMNAILHOrO KaszeHHOro yupexziaeHds «Otaena oOpazoBanus
AIMHHHCTpALUH MYHHIUTIATBHOTO paioHa MUSKHHCKHWI pailoHy.
1.4. Ha nomkHOCTh crienMaiicTa rno KajapaM Ha3Ha4daeTcs JIMLO, UMEIOIIEe BhICIIee
npodeccronanbHoe obpasoBanue, 6e3 npeabsBieHUs TPeOOBAHHI K CTaKy paboOThI.
1.5. CriennanucT no kaapam B CBOEH JIESITEJILHOCTH PYKOBOJICTBYETCS:
- AeHCTBYIOIMMU HOPMATUBHBIMH JOKYMEHTAMH MO BOIMPOCAM BhINOIHIEMOH
padoThI;
- NoJoKeHHeM ~ MyHHUMNAIBHOTO — Ka3eHHOro  yupexaehus. «Oraen
00pa3oBaHHs aAMHHHUCTPALIMH MYHUIMIIAIBLHOrO paiiona MUAKHHCKHI paiion
(nanee — Otuen oOpazoBaHus ), JOKAIbHBIMU HOPMATUBHBIMHU AKTAMM,
- HACTOSIIEN JOKHOCTHOW HHCTPYKLMEH.
1.6. CrieunanucT no Kkaapam 0o1diceH 3Hamv:
- 3aKOHO/1aTe/IbHbIE H HOPMATHBHO-NPABOBLIE AKThl, METO/IMUECKHE MaTepHallbl
MO YNpaBiICHUIO NEPCOHAIOM;
- TPY/10BOC 3aKOHOAATEILCTBO;
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- CTPYKTYpY H IUTaThbl OpPraHU3alWH, €€ NpoQuib, CHEUHATH3ALHIO
MEepPCIEKTUBbI Pa3BUTHS,
- IOPSI/IOK OTIPe/IeNeHus IePCNeKTUBHON M TeKyIIel noTpedHOCTH B Kajpax;
- ICTOYHUKH 00eCreyeH s OpraHu3aliii Kajipamu;
- M@TO/Ibl aHaIu3a NPoecCHOHAIbHO-KBATH(PHKALMOHHON CTPYKTYPbI KaJpoB
- IOPSJI0K U30paHus (Ha3HAYCHHUs) HA JIOJIKHOCTD;
- mopsiiok oopmIIeHus, BeeHWs W XPaHEHUs! JIOKYMEHTalliH, CBsI3aHHOM
KaZpamMu U UX JBUIKCHHCM;
- nopsaok  (opmHupoBaHMs M BeJeHMs OaHKa JIaHHBIX O [EPCOHAI
OpraHu3aiMu;
MOPSIIOK COCTABIIEHUs OTHETHOCTH 0 KaJpam;
OCHOBBI [ICUXOJIOTHH H COLIMOJIOTHH TPyaa;
OCHOBBI 9KOHOMHKH, OpPraHH3allHy TPy/a U YIPaBJICHHUS;
CPeACTBa BbIYUCIIUTENLHON TEXHUKH, KOMMYHHUKALMI U CBSI3H;
ITpaBuna TpynoBoro pacnopsiika Otaena odpasoBaHusi; -
- [paBuiia M HOPMBbI OXpaHbl TpPyJa, TEXHHKH O€30MacHOCTH
MIPOTHBONOKAPHOM 3aLHTEI.
1.7. Cnenunanuct 1o Kaapam nojuuHsercs HayanbHuky Otiena oOpazoBaHusi.
I.8. Ha Bpemsi orcyTcTBMs crieuudanuera no kaapam (ornyck, Oofiesns W np.) er
0053aHHOCTH UCIOJIHSAET JIMIO, HA3HAYEHHOE B YCTAHOBIGHHOM TMOPSIKE.

2. JlosikHocTHbIE 00SI3AHHOCTH
Crnenmanucet no kaapam ods3aH:
2.1. Bemonusts paboTy 1Mo KOMIUIEKTOBAHHMIO OPraHH3allid KaapaMu TpedyeMmbl
npodeccuit, cneLHanbHOCTeH U KBaTUpUKALIUH.
2.2. llpuaumars yuactue B pabote 1o rnoadopy, ordopy, paccTaHOBKE Kaipos.
2.3. llpoBoauTh M3y4YEHHE W aHAJU3 JIOJDKHOCTHOH u  npodecCHoHanbHC
KBaTU(DUKALIMOHHOM CTPYKTYpHI nepconaia Ornena o0Opa3oBaHHs
YCTAHOBJIGHHON JOKyMEHTAllUM 110  y4yeTy KajpoB, CBsi3aHHOH ¢ ~mpuemon
MEepPeBOJIOM, TPYAOBOM JESTENBHOCTBIO U YBOJIbHEHHEM pabOTHUKOB, Pe3y/bTaro
arrectallMM pabOTHUKOB M OLIEHKH MX JIEJTOBBIX Ka4yecTB C IEIbIO ONpeelieH:
TEKYILUEH M MEepCrieKTHBHONW noTpeOHOCTH B Kajapax, MOJrOTOBKH NPEUIOKEeHHH T
3AMEILIEHUIO BAKAHTHBIX JOJIZKHOCTEH U CO3JIaH1IO Pe3epBa Ha BbIJIBUIKCHHE.
2.4. YuacrBoBaTh B M3YUEHMM pbIHKA TpyJa J[Jisl OINPEIEJIeHUs WCTOYHHUKO
YJIOBJIETBOPEHHUS MOTPEOHOCTH B Kajapax, YCTAHOBICHHMSI M MOJUIEPKAHUS TIPSIMBbI
CBsi3ell ¢ yueOHBIMH 3aBEIEHHMSIMH, KOHTAKTOB C OpraHU3alMsIMH aHATOTHYHOI
npoduss.
2.5. Uudopmuporars pabOTHUKOB OpraHu3aiu 00 UMEIOLUXCsl BAKAHCHSIX.
2.6. Ilpunumarn, ywactHe B pa3padoTKe MEpCHEKTHBHBLIX M TEKYUIHX IUIAHOB II
TpyAay.
2.7. OcyuwecTBisith KOHTPOJIb 34 pa3MeUleHMeM ¢ PAacCTaHOBKOH MOIOJIbL
CIICIMAIIICTOR B COOTBETCTBHHU C MOJIYHEHHONW B yuyeOHOM 3aBejieHnn npodeccuei |
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CHCLHAILHOCTBIO, NMPUHUMATE y4acTHe B paboTe MO ajanTaluud BHOBb - TIPHHSITHIX
pabOTHUKOB.

2.8. VYuacrsoBarb B IOATOTOBKE MNPEUTOKEHHH MO Pa3sBUTUIO [MEPCOHAIIA,
MITAHKPOBAHUIO J1E/10BO Kapbepbl, 00y4€HHIO H MOBBILIEHUIO KBATHHUKALMH Ka/poB,
a TaKKe B OLCHKE 3(h(hekTUBHOCTH 00yUeHHs.

2.9. AHAIIU3UPOBAThL COCTOSIHUE TPY/I0BOH JIMCUUIUIMHBIL U BbITIONHEHHE paboTHHKaMu
opranusauuu llpaBui TpynoBoro pacropska, JBHXeHHE Kajpos, y4acTBOBaTL B
paspaboTKe MEpONpUSTHI 10 CHHKEHHIO TCKYYECTH MW YJYYILICHHUIO TPYJOBOM
JMCLHIUIHHEI,

2.10. CsoeBpeMeHHO OGOPMIATL MpHEM, MEPEBOJI M YBOJIbHEHHE PadOTHHUKOB,
BbIIABATh  CHPaBKM 00 MX HACTOAWIEH W MPOULIOH TPYIOBOH JAESTelbHOCTH,
cobJiionaTh npaBWiia XpaHEHUs M 3arOJHEHHS TPYAOBBIX KHHKEK, [OJrOTABIUBATH
AOKYMCHTBL - JUlsl  YCTAHOBJCHWSI JIBIOT W KOMIIGHCALMiA, O(GOPMICHHS [eHCHII
PabOTHUKAM U JIPYTOif YCTaHOBIEHHOMN TOKYMEHTAIMH O Kaapam, a TaKxKe BHeCeHHe
COOTBETCTBYIOMIEH HHOPMALMHU B GaHK NAHHBIX O MEPCOHANE OpraHu3aLlN,

2.11. CocTaBisTh YCTAHOBIEHHYIO OTYETHOCTb.

2.12. VwyacrsoBate B MOATOTOBKE JAOKYMEHTOB [0  AHTHKOPPYIMIHOHHOWN
JESITENbHOCTH. <
2.13. Bemonusares pabory 1no oQopMIeHHIO, BEASHHIO 1 XPaHEHHUIO JOKYMEHTAallHH,
CBSI3AHHOH € KapaMu U UX JBHKEHUEM.

3. pasa

Crnennanuct no kaupam Brpase:

3.1. 3HAKOMMTBCSI C MPOEKTHBIMM pEIlIEHHSIMHU PYKOBOJICTBA, KAaCaIOLIMMHCS €ro
JIeSITEIIbHOCTH.

3.2. BHoOCHTH mNpemIoKeHUs M0 COBEPIICHCTBOBAHHIO PabOThl, CBsI3aHHOH ¢
HPEAYCMOTPEHHBIMH HACTOSIIEH WHCTPYKIIMEH 00s3aHHOCTAMH. -

3.3. B mpenenax cBoeil KOMMNeTeHUHH COOBINATE Ha4YaJIbHUKY O HEeJI0CTaTKax,
BBISABIICHHBIX B IPOLECCE HWCIIONHEHUS JOMKHOCTHBIX 0O0S3aHHOCTell, M BHOCHTS
NPEATOKEHUS 110 UX YCTPAHEHHIO.

3.4. TpeGoBarh OT pyKOBOACTBA OKA3aHHS CONEHCTBHS B HCHOMHOHHH CBOMX
JOJIKHOCTHbBIX 00SI3aHHOCTEH M 11pas.

3.5, Banpawmsarte MY4HO MIM  4epes3 HEMOCPEICTBEHHOr0  PYKOBOMUTEIS
HH(OPMALIMIO M JIOKYMEHTBI, HEOOXOAUMBIE I BLIMONHCHHS CBONX JIOTKHOCTHBIX
00s13aHHOCTEH,

4. OTBEeTCTBEHHOCTD

Crneumanuct no Kaapam HECEeT OTBCTCTBEHHOCTD:
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4.1. 3a nenannekauiee HCIOJHEHHE MJIM HEHUCIOIHEHUE CBOMX JOJKHOCTHBIX
o0s3aHHOCTEH, NPELYCMOTPEHHBIX HACTOALIEH JO/DKHOCTHOM MHCTpYKUMEH, B
npeaenax,  OnpejieseHHbIX  AeHCTBYIOUIMM  TPYAOBBIM  3aKOHOJAATEILCTBOM
Poceuiickoit Menepaumu.

4.2. 3a HapyuieHHus, COBEpILEHHBIE B [IPOLIECCE OCYIUECTBIEHHS CBOEH JeATE/IbHOCTH,
B Ipejaenax, OMNPEeJeNIeHHbIX AEHCTBYIOIUM aJAMHUHHCTPATUBHLIM, YIOJOBHLIM H

rpasKaaHCKHUM 3aKOHOIATEJIbCTBOM Poccuiickoit d)eﬂepauym.
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4.3. 3a npuUYMHEGHHE MaTepUallbHOro yiuepda B [Mpeaenax, OIlpeIeIeHHbIX
NCHCTBYIOIIMM  TPYAOBLIM M TPaXAAHCKHUM  3aKOHOAATeNnbCeTBOM  Poccuiickoil
Desiepanunu.
JIMCT
O3HAKOMJICHHS C JOJIKHOCTHOM MHCTPYKLMEH
Ne|  Mamuansi, ums, ordectso | Jlara u noanucek | Jara u nomep | Jara u nomep
padOoTHHKA, HA3HAYAEMOI 0 patoruuka NnpuKasa o npukasza od _
HA J0J/IZKHOCTDb nocJjie HazHayeHun | ocBodoxaenn 3 <
[ 03HAKOMJICHHS C Ha HoT ;": E
HHCTPYKUHEH H | J10JIZKHOCTL | 3aHUMAeMOil % ';
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