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JOJIKHOCTHAS UHCTPYKLIUSI
CHNEIMUAJINCTA IO KAJIPAM HOII COI «HoBatop»

1. O0mmue nonoxeHus

1.1. JlanHas TOJKHOCTHAS MHCTPYKLMS YCTAHABIMBAET MPaBa, OTBETCTBEHHOCTb U IOKHOCTHbIE
obs3anHOCTH cnenanucta no kaapam HOIT COLI «Hosatop»

1.2. CneumanucT rno Kaapam OTHOCHTCSI K KATETOPHH CIIELIMAIUCTOB.

1.3. Jluuo, Ha3zHauaemMoe Ha [OJDKHOCTb CHELMATNCTA MO Kaapam JOJKHO HMMETh BbICIIEE
npodeccuonanpHoe 0bpazosanue, 0e3 npeabaBIeHNs TPEOOBAHMI K CTaXy PabOThI.

1.4. HasnayeHue Ha [AOIKHOCTb CHEUMAJUCTa MO KaapaM MW OCBOOOMKIAEHME OT Heé
OCYLIECTBJISIETCS HA OCHOBaHUM npukasza aupekropa O0.

1.5. TloguunHsieTcs CNeLUaNKCT 10 KaapaM HEMOCPEICTBEHHO AUPEKTOPY

1.6. Ecam cneumanuct 1o kaapam OTCYTCTBYET, TO BPEMEHHO €ro 00sI3aHHOCTH MCTIOJHSAET JIMLIO,
Ha3HAYE€HHOE B YCTaHOBJIEHHOM TMOPSIIKE, KOTOPOE HECET OTBETCTBEHHOCTb 3a HajlieKallee
MCMOJIHEHHE BO3JIOKEHHBIX HA HErO JA0JKHOCTHBIX O0SI3aHHOCTEH.

1.7. B cBoeii paboTe crieuuaaucT no Kaapam pyKoOBOACTBYETCS:

- YCTaBOM MPEANPUATHS U HACTOALLEH NOJHKHOCTHOH MHCTPYKLHEH,

- MPHUKa3aMH U PACTIOPSIKEHUSAMU AUPEKTOPA MPEANPUATHS (HENMOCPEICTBEHHOTO PYyKOBOIUTESIS ),

- HOPMATUBHBIMM JIOKYMEHTAaMHM M METOJHYECKHMH MaTepuajamMH Mo BOMPOCAM BBINOJHAEMON
pabortsl,

NpaBUIaMH TPYAOBOIO paciopsiaKa.

[. 8. Cneunanuct no kaapam J0JKEH 3HATD:

- CTPYKTYPY M LUTAThI MPEANPHUSITHSI,

- npodub, CNEUUATU3ALUIO U MEPCTIEKTUBBI MPEATNPHSATHS

- 3aKOHOJATENBbCTBO O TPY/AE,

- MOPSIIOK ONPENENIEH st NEPCMNEKTUBHON U TeKyLuel NoTpeOHOCTH B Kapax;
- MCTOYHHMKH 00ECTIeUeHHUs! MPEANPHUATHS KaapPaMH;

- METOMbI aHaIn3a NPOHECcCHOHANTBHO-KBATU(PHKALIMOHHON CTPYKTYPbI KAAPOB;
- MOJIOXKEHHS O NPOBEIEHUN aTTECTALUU U KBATU(DHUKALIMOHHBIX UCIBITAHHIA;
- NMOps0K M30paHus (Ha3HAYEHHUs1) HA JOJIKHOCTD;

- NOPSIOK COCTABJIEHHUs OTYETHOCTH IO Kaapam;

- NOpsANOK OQOpPMIIEHHs, BEAEHHMS W XPaHEHWsl JIOKYMEHTALMM, CBA3aHHOM C KaJpaMH M HX
NBUKEHHUEM,
- nopsAnok GopMUPOBaHUs U BeJieHHs OaHKa AaHHBIX O MEPCOHAJIE TIPEANPHUSTHS,

- 3aKOHOZATENIbHbIE M HOPMAaTHBHbIE NpaBOBble akThl P®d, Meroauueckue Marepuabl 110
YIPaBJIEHHIO NEPCOHAIIOM;

- MpaBUJIa U HOPMbI OXPaHbI TPY /A,

OCHOBbI 5KOHOMMKH, OPTraHU3aLUH TPY/1a U yIIPABJIEHHUS,
CPENCTBA BLIMUCIUTEIbHON TEXHUKH, KOMMYHHKAIIMH U CBSA3H,
OCHOBbI NICUXOJIOTMH M COLIMOJIOTHH TPY 1A,

2. DyHKIHH
Ha cneuunanucra no xajapam BO3JIararoTes clienyroine GyHKInum:

2.1. B3aumoneiicTBHe C MpPEICTABMTENSAMM CTOPOHHMX OPTaHM3allMil MO BOMPOCAM, KOTOpPbIE
BXOJSAT B €r0 KOMITETEHLUIO B €10 KOMIETEHLIHIO.



2.2. Meroanueckoe U MHPOPMALIMOHHOE OOECTIEYEHHE COOTBETCTBYIOLIMX BOMPOCOB.

2.3. TlpencraBieHue yCTaHOBJIEHHON OTYETHOCTH.

2.4. KomnuiektoBanue npeanpusitust kaapamu HeOOXOIMMbIX MPOPECCHid, CrieurasbHOCTeH H
KBaTM(PUKALIUK.

2.5. MsyueHue M aHaIM3 AOJDKHOCTHOH M MPO(eCCHOHANTBHO-KBATM(PUKALMOHHONW CTPYKTYPbI
nepcoHasa NpeAnpusiTUS U ero Mojpas3ieeHuil.

2.6. PaboTta ¢ JOKyMeHTaLHMelH 110 KagpaM.

3. 1012KHOCTHBIE 00S13AHHOCTH

Crneunanuct no Kaapam UCHOJHAET CAEAYIOLHE JOHKHOCTHBIE OOSI3aHHOCTH:

3.1. U3y4aeT u aHaJIM3UPYET:

- JIOJKHOCTHYIO M MPO(eCCHOHANBbHO-KBATM(DUKALMOHHYIO CTPYKTYPbI MEPCOHAA MPEATPUATHS U
€ro noapasaeaeHui,

- YCTAQHOBJIEHHYI) JIOKYMEHTALMIO MO Y4YeTy KaJpOB, CBS3aHHYI) C MPUEMOM, TMEPEBOAOM,
TPYAOBOH N€ATeIbHOCTHIO M YBOJIbHEHHEM PAOOTHHKOB;

- pe3yibTaTbl aTTecTalMd pabOTHUKOB M OLEHKH WX JIEJOBBbIX KayeCTB JUJIsi TOrO YTOOBI
OMpPENENUTh TEeKYLIYI0 U MEePCreKTUBHYIO MOTPEOHOCTb B Kaapax, MOATOTOBKY MPEIJIOKEHHH Mo
3aMElIEeHUI0 BAKAHTHBIX JOJDKHOCTEH U CO3aHHIO pe3epBa Ha BbIIBHKEHHUE.

3.2, Ocywectsiser paboTy MO KOMIUIEKTOBAHUIO MPEANPHATHS KaapaMu HEOOXOIMMbIX
npogeccuil, creunanbHOCTeN U KBATH(PUKALIMH.

3.3. Yuactyet B pabote no noadopy, otoopy, pacCTaHOBKE KaapoOB.

3.4. UnudopmupyeT pabOTHUKOB MPEANPUATHS 00 MMEIOLIMXCS BAKAHCHSIX.

3.5. OcyuiecTBisieT KOHTPOJIb:

- 3a Pa3MELIEHHEM U PACCTAHOBKOMN MOJIONBIX CMELMANMCTOB U MOJObIX padOuMX B COOTBETCTBUU
C MOJIy4eHHOH B yueOHOM 3aBeneHun npodeccueii u crenranbHOCTHIO),

- 3a NPOBEAEHUEM CTAXKHUPOBOK MOJIO/IbIX CMELHATMCTOB U MOJIOJIbIX PaOOUMX;

- 3a CBOEBPEMEHHbIM O(DOPMIIEHHEM NPHEMa, MePEeBOa U YBOJIbHEHHUsI pAOOTHHKOB;

3a BbI1a4€H CMPABOK O HACTOSILIEH U MPOLJIOi TPYI0BOH NESTENbHOCTH,

3a cOOJIIOICHUEM MPABWIT XPAHEHHsI U 3aTIOJHEHHUS TPYAOBbIX KHHIKEK,

3a NOJArOTOBKOM IOKYMEHTOB JUIsl YCTAHOBJIEHHS JIbIOT MU KOMIEHCALMH;

3a oopMIIeHHEM NEHCHI pabOTHHUKAM;

3a MHOM YyCTaHOBJIEHHOM MOKYMEHTaUMM N0 KaJapam, a Tak)kKe BHECEHHEM COOTBETCTBYIOILIEH
uHpopMaLnK B OaHK JaHHBIX O MEPCOHAJIE MPEATPUSITHS.

3.6. Ilpunumaer y4yacrue:

- B M3yYEHWU DpbIHKA Tpylda AJs ONpeAeseHHs MCTOYHMKOB Osarofapsi KOTOPBIM MOXHO
YIOBJIETBOPUTH MOTPEOHOCTDb B Kaapax;

- B YCTaHOBJIEHWH M MOJJIEPKAHUU NPSIMbIX CBsizeH C yueOHbIMHM 3aBEIEHUSIMH, KOHTAKTOB C
NPEANPUSATUAMH,  CHNELUMATU3UPYIOLIMMUCS  HA  aHajJoruuHoM  npodwune; B paspaboTke
MePCNEeKTHUBHBIX M TEKYLIHX IJIAHOB 10 TPYY;

- B TOATOTOBKE MO Pa3sBUTHIO MEPCOHANA, TJIAHUPOBAHUMIO JIEJOBOH Kapbepbl, OOy4YEeHHIO U
MOBBIIIEHHUIO KBATUPHUKALIUY KAIPOB, a TAKKe B OLeHKe 3(PHEKTHBHOCTH OOyUEHMS,

- B paboTe No aganTtaluu BHOBb MPUHATHIX pAOOTHHKOB K MPOU3BOICTBEHHON €SI TETLHOCTH.

- B OpraHu3auuu padoThbl, METOAUUYECKOM M MHHOPMALMOHHOM O0ecrieueHH KBaau(UKALIMOHHBIX,
aTTECTALIMOHHbIX, KOHKYPCHBIX KOMUCCHH, ODOPMIIEHUH UX PEIICHU.

3.7. TlpuHumaeT yuyactue B pa3pabOTKe MEPONPHUATHI MO CHHKEHHMIO TEKYYECTH W YIyUIUIEHUIO
TPYAOBO# TUCLMIIINHBI.

3.8. IIpoBOAMT aHANN3 IBHIKEHHS KAIPOB.

3.9. AHanusupyer COCTOSIHHE TPYAOBOW AMCLIMIUIMHBI U BBINIOJIHEHHE PAOOTHUKAMM NPEANPHATHS
MpaBuJI BHYTPEHHETO TPYAOBOTO PACMOPSIKA.

4. [IpaBa
CrneumanucTt no kajapam UMeeT Mpaso:
4.1. Ob6paiarecst K pyKOBOACTBY MPEANPUSATHS:



42 TpEMNOKEHHs 1O  COBEPLIEHCTBOBAHMIO  PabOThI,  CBA3AHHOW C  OOs3aHHOCTAMM,
NPenyCMOTPEHHBIMHU HACTOSALIEH HHCTPYKLIMEN,

- ¢ TpeGOBAHNAMH OKa3aHHsl COAEHCTBHsI B UCIIOJTHEHUH CBOMX IOJKHOCTHBIX O0sI3aHHOCTEH U
npas.

4.2. TlpuBnekaTb CMELMATMCTOB BCEX CTPYKTYPHBIX MOAPA3JEJIECHHH MPEANPUATHSA 1A PELICHHS
BO3JIOKEHHBIX Ha HEro 00s3aHHOCTEH (ecsM 3TO MPEAyCMOTPEHO MOJIOKEHUSIMH O CTPYKTYPHBIX
MOAPa3AENeHUsX, ECIIH HET - C Pa3peLleH st PYKOBOAMTEJIsS MIPEANPHSITHS).

4.3,  3HAKOMHUTBCS C MPOEKTAMH PELIEHWH PYKOBOJACTBA MPEANPUATHS, OTHOCALIMMHUCS K €ro
NesITeJIbHOCTH.

4.4. Tlony4artb OT PyKOBOAMTENEH CTPYKTYPHbIX MOAPA3AEIEHH I, CNEUMATNCTOB HHPOPMALIMIO H
JIOKYMEHTBI 1O BOMPOCAM, KOTOPBIE BXOAT B €0 KOMIETEHLIHIO.

5. OTBeTCTBEHHOCTH

CrneumanucT 1o Kaapam HECeT OTBETCTBEHHOCTD!

5.1. B cnyuae mNpuU4YMHEHHs MaTepUajbHOro yuiepba, B Tmpezaenax, KOTOpbIE ONpene/eHb
YTOJIOBHBIM, MPAKAAHCKHM, TPYIOBbIM 3aKOHO/ATEILCTBOM PO

5.2. B ciyuae coBepLieHHsi B NPOLECCE OCYLIECTBEHHS CBOEH AesTEIbHOCTH MPaBOHAPYLIEHHMS,
B Mpejiesiax, KOTOpble — OMNpeJeNeHbl  YrOJOBHBIM,  TIPAXAAHCKUM,  aAMHHHCTPATHBHBIM
3aKOHOAATENbCTBOM PD.

5.3. B ciydae HEHMCTIOJIHEHMS WJIM HEHAJJIeKAIEero HCHOJIHEHHs CBOMX  JIOJDKHOCTHBIX
00sI3aHHOCTE !, KOTOpbIE MPElyCMOTPEHbI HACTOsILIEH AOJKHOCTHOH MHCTPYKLMEH, B mpeaenax,
OMNpeJIENIEHHBIX TPY1OBbIM 3aKOHOAATENLCTBOM PD.
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