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Hacrosimas n0/KHOCTHAs MHCTPYKLWMs pa3paboTaHa Ha OCHOBE Ki OHHOI XapakTepucTHKH yuutens OV,
YTBEPXKIEHHON NpHKa3oM MMHHCTEPCTBA 3[PaBOOXPAHEHHS M couuamuoro pasButus Poccuiickoit ®enepauu
0126.08.2010r. Ne 761H B cocraBe pasnena «KpamuduKalMOHHbIE XapaKTEPUCTHKH AOIDKHOCTEH PaGOTHHKOB
o0pasoBanus» EnMHOrO KBaiM(MKAIMOHHOrO CNPaBOYHHKA MOJDKHOCTEH DYKOBOAMTENEH, CNELMATMCTOB H
CITy’KallHX.

1. O6mue nonoxeHus:

1.1.Cexpetaps Ha3HayaeTCsi Ha JOJDKHOCTh M YBOJNBHACTCSA AMPEKTOpOM JHues. Ha HOmKHOCTh cexpeTaps
Ha3HAYalo0TCsA JIMLUA, MMEIOLIMEe HadalbHOe mnpodeccHoHalbHOE obpazoBaHHe Ge3 mpexbsBieHHs TpeGOBaHHMI K
craxy paGoThl wiu cpenHee (mojHoe) obliee 0GpasoBaHHE W CHELMANBHYIO MOATOTOBKY MO YCTAHOBIEHHOH
nporpamMme (S TNpeTbABICHHSL TpeGoBaHuiH K CTaxy paboTsl.
1.2. CekpeTapb NOTYMHAETCA HENOCPENCTBEHHO AMPEKTOPY JIHLES W SBISETCA €ro JIMYHBIM MOMOIIHMKOM.
1.3. Tlpu MCHONHEHHMH JOMKHOCTHBIX OOA3aHHOCTEH CEKpeTapb pYKOBOJCTBYETCS MOCTAHOBJIEHHSMH,
- PacmiopsDKEHUAMM, NPUKA3aMH, IPYTMMH PYKOBOJIAIIMMH W HOPMAaTHBHBIMU JOKYMEHTAMH, KACAIOIUMHUCS BEJECHHUS
JIeTIONPOU3BOACTBA;  CTAHAApTaMH  YHHQHMUMPOBAHHOM  CHCTEMbl  OpraHW3aLMOHHO-PACIIOPSAMTEIBHOM
JIOKYMEHTAL|H; 3aKOHOAATEIbCTBOM O TPYA€ U MHCTPYKIHMEH O Mopsike BeACHHS TPYHOBBIX KHIDKEK; PAaBHIAMH
opdorpadun u myHKTyauuu; npaBuIaMi paGOTE Ha OPITEXHHKE; NPABUJIAMHM M HODMaMHU OXPaHBI TPY/Ia, TEXHHKH
6€30MacHOCTH, NMPOM3BOACTBEHHON CAHHTAPHH M NPOTHBONOXAPHOW 3alUMTHI, @ TAKXKE YCTABOM M TPABUIAMH
BHYTPEHHETO TPY/IOBOTO Pacrops/ka JHLes H HACTOAMICH HHCTPYKLHEIA.

DyHKUHH

2.0OCHOBHBIMH HanpasJIeHUAMHU paboThl ceKkpeTaps SBIISAIOTCS:
2.1. BeimonHeHue TeXHHUECKHMX QyHKIM MO ofecredyeHnio U 06CIyKUBaHMIO PaGOThl IMPEKTOpa JIMLES U €ro
3aMECTUTEJICH;

2.2. BeznieHue 1enonpou3BoICTBa;

JIOKHOCTHBIE 00SI3aHHOCTH
3. JIOMXHOCTHBIE 00A3aHHOCTH CEKPETaps JIULES:

3.1. Iomyyaer mus QMpEKTOpa JHUEs W ero 3amMecTuTenell CBeIeHHs OT paGOTHMKOB JIMLES, BbI3BIBAET MO
MOPYYEHHUIO JMpeKTopa paboTHHKOB nunes " 00yJaromuxcs;
3.2. Opranusyer Teie()OHHBIE NIEPErOBOPBI AUPEKTOPA JIULES;

3.3. [lpuHumaeT ¥ nepeaeT TeneoHOrpaMMbl, (akchl, 3aMHCHIBAET B OTCYTCTBHE AMPEKTOPA JIMLES NPUHATHIE
coobeHus " JIOBOZIUT uX J0 ero CBEJICHHS;
3.4. OcymecTsiser paGoTy O NOATOTOBKE OOWMX coGpaHuii paGOTHMKOB JMLEs, 3acelaHHMil COBETa JIMIeS,
TEJarOrHY€CKOro COBETa, IMONEYMTENLCKOTO COBETA, @ TAKXKE COBEIIAHMUH, IPOBOAMMBIX IMPEKTOpoM JHues (c6op
HEOOXOAMMBIX MAaTepHasloB, ONOBELICHHE YYAaCTHUKOB O BPEMEHHW, MECTe, IOBECTKE NHA COBEMAHMA W HX
perucTpauus), 1Mo NMOPYYEHHIO AMPEKTOpa JMLes BeAeT M OQOpMIISET MPOTOKOJBI 3acellaHHii M COBEIIAHHIL;

3.5: IMepenaer u NPHHUMAET uHpOpMarLHIo no NPHEMHO-TIEPETOBOPHBIM yCTpo#cTBaM;
3.6. IlesaraeT 1m0  yKa3aHHIO  JUPEKTOpa JIMUEs  pa3iM4yHbIE  JOKYMEHTHI W MaTepHabl;
3.7. Benert nenonpousBozcTBO; GOPMHPYET Jie/ia B COOTBETCTBHH C YTBEPXKAEHHOH HOMEHKIATYpOH, 0GecriednBaeT
uX COXPaHHOCTb u B YCTaHOBJIEHHBIE CPOKH craer B apXuB;

3.8. [IpuHMMaeT NOCTyNarouIyo Ha UMA IUPEKTOpa JIHLEs KOPPECIOHACHLHMIO, OCYIIECTBIISAET €6 CHCTEMATH3ALMIO
B COOTBETCTBHH C MPHHATHIM B LIKOJIC MOPSIKOM M NEPEIAET MOCTIE €6 PACCMOTPEHHA AUPEKTOPOM 10 HA3HAYEHHIO,
KOHKPETHBIM UCTIOJIHUTEISAM /ISl MCTIOJIb30BaHMs B npolecce paGoThl MO0 MOATOTOBKHM OTBETA, CIIEJUT 32 CPOKAMH
BHINIOJIHEHHS TIOPYYEHMH JMpEKTOpa  JiMles, B3ATBIX Ha KOHTPOJb; OTIDABISET KOPPECHOHAEHLHIO;
3.9.IlpuHumaeT JM4HbIE 3asBJIEHUA PaOOTHHKOB, 00YYAIOMMXCA W MX POAWTENeH (WIH JIHL, UX 3aMEHSIONINX)
JIOKYMEHTBbI Ha TIOZTHCh JIUPEKTOpY JIHnes;
3.10.0OpranusyeT npueM MNOCETHTENEH, CONCHCTBYET OMEPaTHBHOCTH DPAacCMOTPEHHsS MPOCHO M TPETOKEHHH
PpabOTHUKOB;




4. IIpaBa cekperapsi JiHues:

4.1. 3anpammBaTh OT PaGOTHMKOB JHUEf, a B HEOOXOZMMBIX CIydasX - M OT AAMHHHCTDALMH, HYXHYIO
MHGOPMALIHIO M MaTepuabl, a Takke OOBACHEHMA O NPUYMHAX 3aJIEPKKH BHITONHEHWS KOHTPONMPYEMBIX

TIOpY4EHHIA;

4.2. IpuBnekars PpaGoTHUKOB K BBITIOJTHEHHIO NOpYy4EHHH aIMMHHCTPaLHH JIMLEes;
4.3. TpeGoBath OT HCIOJHHMTENEH I0PaGOTKHM JOKYMEHTOB, MOATOTOBJEHHBIX C HapyIIEHHEM YCTAaHOBJICHHBIX
TpaBHII COCTaBJICHHUS " ohopmieHHst JIOKyMEHTOB;
44. Bu3MpOBaTh MpOEKTbl JOKYMEHTOB, CBS3aHHBIX C YNPAaBIEHYECKOH AEATENBHOCTHIO JHIIest;

4.5. BHOCHTb Ha PacCMOTPeHHe aIMMHHCTPALMA JIMLEs NPEUIOKEHUs 110 YIYUIIEHHIO PaGoThl ¢ JOKYMEHTAMH,
COBEPIICHCTBOBAHMIO (JOPM U METOOB YIPAB/IEHUECKOrO TPyAa C Y4eTOM NPHUMEHEHHs CPECTB OpraHH3aLMOHHOMN
1 BHIYHCIIUTEbHOM TEXHUKH;

5. OTBETCTBEHHOCTH CEKPeTaps JIHIes:

5.1. 3a HeHCHIONIHEHHE WM HEHaUIeXkallee HCTIONHEHNe Ge3 yBakNTEIbHBIX IPUYHMH YCTABA U [IPABHI BHYTPEHHETO
TPYAOBOTO pacmopsiika  JIMLEsS, HHBIX JIOKAIBHBIX HOPMATHBHBIX aKTOB, MOJDKHOCTHBIX OGS3aHHOCTEH,
YCTAHOB/ICHHBIX HACTOAIIEH MHCTPYKLMEH, B TOM YHCIE 33 HEHCIIONB30BAHHE NPEOCTABIEHHBIX NPaB, CEKPETaph
HECET ~JHUCLMIUIMHADHYIO OTBETCTBEHHOCTh B TOPAAKE, ONPELCNEHHOM TPYJOBBIM 3aKOHOLATENBCTBOM.
52. 3a BWHOBHOC NpHYMHEHMe IWIKONE HIM YYacTHHKaM 0GpasoBaTeNbHOTO Mpolecca ymepba B CBS3H C
HCTIO/HEHHEM  (HEHCTIONIHEHHEM) CBOMX JIOJKHOCTHBIX ~OGA3aHHOCTEH —CeKpeTaph HECeT MaTepHalbHYIO
OTBETCTBEHHOCTD B NOPAIKE M B NPE/IeNaX, yCTAHOBJIEHHBIX TPYAOBBIM H (W) rPaXIaHCKHM 3aKOHOXATENLCTBOM.

6. BzaumooTHOIEHHS:

6.1. PaGoTaeT B pexume HEHOPMHPOBAHHOTO paGoyero JHs Mo rpaduKky, COCTaBJICHHOMY MCX0/s u3 40-4acoBoit
paGoueii Heenw;

6.2. B3anmozielicTBYeT B npoLecce CBOGH NEATENBHOCTH C MEJarornieckuM, aMHHHCTPATHBHBIM H

00Ty XMBAIOLMM NEPCOHATIOM 11O BONPOCAM NIOATOTOBKH U NPEICTABIEHHs HEOGX0AUMO HE(pOPMALHH 1
MaTepHajioB Ha 3aCe/JaHUA COBETA JIMLEA, NIEAaroruyeckoro CoBeTa, NPOBEPKH BbINOIHEHNS NIOPYYEHHIT YaUTENS
JiLesl, NPUKa30B U pacropsiKeHHi aMMHUCTPALMK JIHLIes, KaAPOBOM, (PUHAHCOBO-XO3AHCTBEHHOM AEATENBHOCTH
JIMLes.
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