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OBIIHUE MMOJOXEHUSA

1.1. Ortnen KaJapoB BO3ITIABJISAET CIICIMAJIMCT IO  Kajpam, KOTOpI:Iﬁ Ha3Ha4acTCA

.

JAUPEKTOPOM OpraHH3alUuu u MOAYUHSETCS HETIOCPEICTBEHHO
IUPEKTOPY OpraHU3aIliu.

1.2. Oten xaipoB B CBOEH 1€ATENLHOCTH PYKOBOJICTBYETCS:

_ . JeWCTBYFOIIMMH 3aKOHO/IATEIbHBIME ¥ HOPMATUBHBIMH aKTaMM;
,
E . YcTaBoM OpraHu3aium;

. HACTOSILIAM TOJIOKEHHEM:;

. KOJUIEKTHBHBIM JIOTOBOPOM;

. NpaBWIaMH BHYTPEHHETO TPYI0BOTO pacropsKa

1.3.Ha Bpemst OTCYTCTBHUS COTpY/IHHKA OTea (00Je3Hb, OTIYCK H T.II.) €Tr0
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00513aHHOCTH MCIOJIHAIOT JIHLa, Ha3HAQ4YCHHBIE B YCTAHOBJICHHOM IOPAIKE, KOTOPLIE
HpHOﬁpeTﬂIOT COOTBETCTBYIOIIUE ITpaBa H 00543aHHOCTHU U HECYT OTBETCTBEHHOCTD 34

HE HaJIexalllee UCIIOIHEHUE CBOMX 00s3aHHOCTEMH.

2. CTPYKTYPA OTAEJIA
2.1. B oten kaapoB BXOAUT 2-X COTPYAHHUKOB:
» CHelUaluCTa Mo Kaapam;
. MHCIIEKTOpa OT/ela KaJIpoB.

3. DYHKIIUU KAJIPOBOM CJIYKBBbI.

OcHoBHbiMM  dyHKIMsIME  KaapoBoit  ciyxObsl  TOI'BIIOY  «YBapoBckwii
XHUMHKO-TEXHOJIOTHYECKUI KOJLIEIK» SBISIOTCS:

3.1. YuacTue B pazpaboTke KaJpoBOii MOJIATHKH K TIOAOOPE MEPCOHAIA.
3.2. VYyactme B pa3paboTKe HOPMAaTUBHO-NIPABOBBIX  JOKYMEHTOB,
PEeryMpyrouux TPyAOBble MpaBooTHOWEHUsS U ux odopmienue B TOI'BIIOY

«YBapOBCKHMI XMMHUKO-TEXHOJIOTHYECKUI KOJIJIEKY.

3.3. Benenue yuera IMYHOrO COCTaBa KOJUIE[DKA B COOTBETCTBUM C
yHUOHULMPOBAHHBIMH ()OPMaMH NEPBUYHON YYETHON JJOKYMEHTALHH.
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3.4. Odopmnenne mnpuema, TMepeBoAa W YBOJIbHEHHsS pPaOOTHUKOB B
COOTBETCTBUM C TPYAOBBIM 3aKOHOJATEIbCTBOM, IOJIOXKEHUSMH M IPHUKa3aMu
JUPEKTOpa KoJIIe/Ka , a TAaKXKe APyroi yCTaHOBISHHOH KaApOBOi TOKYMEHTALIUN.

3.5. Odopmienue Tpy10BbIX AOIOBOPOB C pabOTHUKAMHU M U3MEHEHUN K HUM.

3.6. IlogroroBka NpPOEKTOB NPHUKA30B IO JMYHOMY COCTaBy M OCHOBHOM
nesrensHOCTH TOI'BIIOY «YBapoBckuii XUMUKO-TEXHOJIOTHYECKHIA KOJIIEIK.

3.7. ®opMupoBaHHE W BeJIeHHE JMYHBIX JeJ pabOTHHUKOB, BHECEHHE B HHX
U3MEHEHUH, CBA3aHHBIX C TPY/I0BOH IEATENBHOCTHIO.

3.8. 3anonHeHue, y4eT U XpaHEHHe TPYAOBBIX KHMKEK, MOJICYET TPYIOBOIO

CTaka, BblJla4ya CIPaBOK O HACTOSIIEH M MPOUUIOH TPYAOBOM JEATEIBLHOCTH
pabOTHHUKOB.

3.9. KoHnTponb 3a BeileHHEeM, YUET U XpaHEHHE TPYAOBbIX KHI)KEK paOOTHHKOB.

3.10. Opranusauus npeABapUTEIbHBIX (MIPU MOCTYIUIEHWH) U MEPUOIUYECKHX
MEeUILMHCKUX OCMOTPOB PaOOTHHKOB.

3.11. Opranu3zauus OUeHKH YCJIIOBUH Tpya.

3.12. [InanupoBaHue U opraHu3aiys oOy4eHWs! U MOBBIIEHUS KBATH(UKALIUY
KaJIpoB.

2.13. TloaroroBka HEOOXOMUMBIX MaTepUANOB IS KBAIU(UKALUOHHBIX,
arTeCTallMOHHBIX, KOHKYPCHBIX KOMHUCCHH W TpejcTaBieHUs pabOTHUKOB K
MOOILIPEHUSAM U HArPAKICHHUAM.

3.14. [IloaroroBka HOKyMEHTalUWH /Ui TOOIIPEHHS M  HarpaxIeHHs
pabOTHUKOB.

3.15. OcymiecTBieHHe KOHTPOJS 32 COCTOSHUEM TPYIOBOM JUCLMUILUIHHBI W
cobmoieHHeM paboTHUKAMHU TIPaBUII BHY TPEHHETO TPY/I0BOTO PacIOpsiIKa.

3.16. IloaroToBka MarepHajioB [JIsi TpPUBICYEHUS pPaOOTHUKOB K
JUCLIUIUTMHAPHON OTBETCTBEHHOCTH.

3.17. CocraBnenue rpadukoB OTIYCKOB M KOHTPOJb 3a HX COOJIOJEHHEM,
BEJICHUE y4yeTa MPel0CTaBIeHUsl OTIYCKOB pabOTHHUKAM.

3.18. Odopmnenne u y4er ciyxeOHBIX KOMaHIUPOBOK.
3.19. Pabota ¢ ntucTkaMu HETPYAOCTIOCOOHOCTH.

3.20. OcymiecTBieHnue TabebHOIO y4eTa.



3.21.  Od¢opmienne KapToyeK MEHCHOHHOTO  CTPAaXOBAHMS, JIPYTruX

JIOKYMEHTOB, HEOOXOJMMBIX JUIS HA3HAYEHHUS TEHCUil pabOTHMKAM W HX CEMBSM,
YCTaHOBJIEHHS JIBIOT U KOMIIEHCAIIHIA.

3.22. YyacTue B yperyJIMpOBaHHHU TPY/IOBBIX CTIOPOB M KOH(MIHKTOB.

3.23. BHecenue MHGOpMaUUM O KOJIMYECTBEHHOM, KaueCTBEHHOM COCTaBe
PabOTHHUKOB M WX JBHXeHMH B GaHK naHHBIX 0 nepconane TOI'BITOY «YBaposckuii

XHUMHUKO-TEXHOJIOTHYECKUH KOJLIIE K, €ro CBOEBPEMCHHOE OOHOBIIEHHE H
IMMOMNOJIHEHHE.

3.24. ®opmupoBaHHe U BeIEHHE JIMYHBIX e 06yYarOIHUXCSL.

3.25. VYuactue B OpraHM3alMM ¥ [POBEAEHMM NPO(ECCHOHANBHO-
OPHEHTALMOHHOI paboTHI.

3.26. Opranu3sanusi BOMHCKOTO yyeTa paGOTHHKOB H 00Y4aIOMHXCS.

3.27.  KoucyneTupoBaHHe paGOTHMKOB 1O  BONPOCAaM  TPYZOBOTO
3aKOHOMATENIECTBA, B TOM YHCJI€ M OTBETHI HA 3aMPOCHL, Kano0sl, 0OpaleHus.

3.28. TloarotoBka JOKYMEHTOB 10 WHCTEYEHMHM YCTAHOBJIEHHBIX CPOKOB
TEKYIIEro XpaHeHHus K Claue Ha XpaHeHHe B apXHMB.

3.29. BzaumoieHcTBIE CO CTOPOHHUMH OpraHW3aLHIMHU:

BOCHHBIMH KOMHCCApUMaTaMH 10 BOMPOCAM MOCTAHOBKH, CHATHS C BOMHCKOIO
y4eTa pabOTHUKOB 1 00YHAIOIIMXCS, MX Y4€Ta U NPeJOCTaBICHUS OTYETOB.

MNEHCHOHHBIMHA (I]OH,[[&MH B HEJISIX MNPEAOCTABICHUS JNOKYMEHTOB [JIf

M3rOTOBJIEHHSI  CTPAaXOBBIX  CBHETENIBCTB  TI'OCYAAPCTBEHHOTO  MEHCHOHHOIO
CTPaxOBaHUS.

3.30. Opranusanyst KOHTPOJIS 38 HCTIOJTHEHUEM IPUHSTHIX PELICHHUI.

3.31. TloaroroBka CTaTUCTHYECKMX M OTYETHBIX JAHHBIX, COCTABJIEHHE
YCTaHOBJIEHHOM OTYETHOCTH.

4. INPABA U OBSAI3AHHOCTH OT/IEJIA KAJIPOB

4.1. Otzmen kaApoB UMeET MPaBo:
4.1.1.BzanmozeiicTBOBATH IO BOIPOCAM, OTHOCSIIIMMCS K KOMITETEHIIHH OTHENa, C

APYIrdMH NOAPasACICHUsAMHU KOoJulepKa, I OCyAapCTBEHHBIMHA U MYHHULIUITIAJIbHBIMUA

OpraHaMH, a TakKxe APYTrHMH OpraHU3alusiMu;



4.1.2. TpeGoBaTh OT Bcex CTPYKTYPHBIX MOJpa3/IelIeHH i MaTepHallbl ¥ CBEeICHHUS,
HEOOXOUMBIE JUTs BBIMONHEHUS (DYHKIIMH, BO3TOKEHHBIX HA OT/IEI.
4.1.3.3aBepATb JOKYMEHTHI 10

JMYHOMY COCTaBY, BbljaBaeMble pabOTHUKAM KOJLIeKa

4.1.4.3anpammBark y OpraHoB ynpasjieHus (BJ1aCTH), CTOPOHHUX OpraHu3anui
(MpeanpusTHii, yupexaeHuit) cBeieH s 0 COTPYAHHUKAX C LEJbI0 YTOYHEHHUS

COOTBETCTBYIOIIIHUX

a NEPCOHATBHBIX IaHHBIX, A IPH MPHEME Ha PaboTy U NMepeMeNIeHHsX COTPYIHUKOB -

"

MHEHHWE PYKOBOJUTEIIEH COOTBETCTBYIOIIUX CTPYKTYPHBIX

MOJIpas/ie/IeHuH O 1eNeco00pasHOCTH MPe/oNaraeMbiX NepecTaHOBOK
4.1.5.KouTtponupoBath coOOIEHHE TPYI0BOTO 3aKOHOAATEHCTBA

B KOJUIEJKE, a TAKXKe JINYHOMY COCTaBY, BbllaBaeMble pabOTHHKAM KOJIIeKa.
AaBaTh Pa3biICHEHUS N0 NPUMEHEHHIO HOpM TpymoBoro koxexca P® u unbix
HOPMAaTHUBHBIX aKTOB

4.1.6.TpeboBars npu npueme Ha paboTy U B APYTHX YCTAHOBIEHHBIX CIydYasX
IPECTaBIeHNsI pabOTHUKAMK COOTBETCTBYIOIIUX JJOKYMEHTOB: MIACIIOPTa HIIH
3aMCHSIOLIETO €ro J0KyMeHTa, TPYAOBOM KHWXKKH, TOKYMEHTa 00 00pa3oBaHuu(HaIH

YUM CeLHAIbHBIX 3HaHWH (yMeHui)), cTpaxoBoro cuaerensersa [ TIC u apyrux
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JAOKYMEHTOB, 00s13aTeNBbHBIX K NpEACTAaBICHHIO AJid IIpUEMa Ha pa60Ty Ha
COOTBETCTBYIOUIYHO NOJI)KHOCTb.
4.1.7.

Bectu nepenucky no Bornpocam, OTHOCAIMMCS K KOMIETEHIHH KaAPOBOii CITYXOBL.
4.1.8.Bu3npoBaTh NPOEKTHI IOKYMEHTOB, MOArOTOBIEHHbIX IPYTHMH roapas/iefeHus
MH  KOJUIEJDKA, €CJIM B TAKUX JIOKYMEHTaX 3aTParuBatOTCsi BOMPOCHI, OTHOCSILHECS K
KOMITETEHIIMM KaIPOBOM CITY>KOBI.
E 4.1.9.0popmasATs 1 BBIABATH B COOTBETCTBHH C EHCTBYIOLIAMH HA NpeANnpPUATHH
MpaBUJIaMH 110 ITMCBMEHHBIM 3aIPOcaM (3asiBICHUSIM) CIIPABKH, 3aKJIIOUEHUS, BBITHCK
U ¥ MHbIE aHAJIOTUYHBIE IOKYMEHTEI.
4.1.10.  JlaBaTh cOTpyIHHMKaM KOJUIEIKA yKa3aHHus 10 BOIIpOCaM, BXOJSIINM B

KOMIIETEHILIUIO OTAEJIa KaApPOB, B COOTBETCTBUHU C UX JOJIKHOCTHBIMH HHCTPYKIHAMH.
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4.1.11. Y4acTBOBaTh B COBEMIAHUSX KOJIJIEIKa, MPOBOAUMBIM, B TOM YHCJIE [10

BOINpOCaM, OTHECEHHBIM K KOMIIETEHIIUHA oTAea.

4.1.12. 3HaKOMUTECS C IPOEKTAMH PeIleH i PyKOBOICTBA, KACAIOIIHXCS paboThI

oTxena.
4.2. PaboTHuku oTaena KaJIpOB 00sI3aHbI:

4.2.1.06ecnednTh COXpaHHOCTh EPCOHANBHBIX IAHHBIX pabOTHUKOB MpPH KX
oOpaboTke;

4.2.2. Cobmonats B cBoeii paboTte HOPMBI JEWCTBYIOIIETO 3aKOHO/IaTEeLCTBA.
4.2.3.CBO€BpPEMEHHO ¥ Ka4€CTBEHHO, B [IOJIHOM COOTBETCTBHH C 3aKOHOATENBCTBOM,
HOPMAaTHBHO-TIPABOBLIMU aKTaMH, JIOKAJIbHBIMU aKTaMH, OPraHU3alHOHHO-
pacnopsAuTeTbHBIMA aKTaMHU B obnactu KaJIpOBO#
pabOoThI BBITONHSTH BO3/I0XKEHHBIE HA HEE 3a/1aUH.

4.2.4 TlonepxuBaTh yCnoBys, 00ecednBatonIie TpebyeMyto 3 PpeKTUBHOCTD
KazpoBoi paboThI.

4.2.5.I1penocTaBisTs Opraam ympasieHus (BJ1aCTH ), CTOPOHHMM OpraHHU3aLUsIM
(MpennpusTHsM, yupexaeHusM) HHGOPMALHMIO MO BOIIPOCAM, OTHECEHHBIM K

KOMIETEHI[UU KaZIpOBOH CITyXObI, B COOTBETCTBHUH C ACHCTBYIOIIUMHU

Ha NPEeANpPUSITUHN NIPaBHIAMH.

B3AMUMOOTHOIIEHMS C NOJAPA3AEJEHUSIMHA OPT AHU3ALIUU

5.1.lnst peanu3aiiu MoCTaBIEHHBIX 33/1a4 M BHINIOTHEHHS byHKuuMit oTIEN KaJpoB

B3aHMO/ICHCTBYET CO CTPYKTYPHBIMH IOJpa3/ieIeHHsIMH OPraHH3aI|H 110 CJICAYIOLIH

M BOIIPOCaM:
5.1.1. C nupexTopom opraHu3aimu - no BOIIpOCaMm:

NIPUHSTHSA, IEPEBOJIA U YBOJIbHEHUS COTPYIHUKOB,

KacaroliMCesi paspaboTKu U M3MEHEHHS JIOKATbHBIX HOPMATHBHBIX aKTOB

OpraHu3alluu.

5.1.2. Co Bcemu CTPyKTYpHBIMH MOoApaseIeHUsIMA OPraHU3alluy 10 BOITPOCaM:
CoOJIIOIeHUS TPY10BOI JUCLUMILIUHBL;

NooUIpeHHs] pabOTHUKOB;

NpPHUBJICYEHUSA K ﬂHCHHHHHHﬂpHOﬁ OTBETCTBEHHOCTH;




NpeUI0KEHHUH TI0 COCTaBIEHHUIO rpaduKa OTIYCKOB;

MOJIy4eHHUs] XapaKTePHCTHK HA pabOTHHUKOB.

. C Gyxranrepwueii no Bonpocam:

. BBIJJa4H CIIPABOK O 3apaboTHOI mare;

. npe/cTaBlieHus Tabenst yuéra pabouero BpeMeHHu;

. NpeACTaBIeHUs PUKA30B I10 IMYHOMY COCTaBY COTPYAHUKOB, IOrOBOPOB;
. NPEICTaB/ICHHs JINCTKOB BPEMEHHOM HETPYI0CIIOCOOHOCTH K OTJIare.

5.1.4. C yuebHoii yacThio o Bonmpocam:

- IPEJICTAB/ICHNUS IPUKA30B 110 IMYHOMY COCTaBY COTPY/IHHKOB.

6. OTBETCTBEHHOCTbH

6.1.0TBeTCTBEHHOCTH 32 HEHa/IeXKalllee UCTIONHEHHe 06S3aHHOCTe OT/IeNa KaJIpoB

HECeT CNelHaIucT 1o KaJapoBoi pabore.

6.2. CrienmanucT 1o KaapoBoit paboTe HECET OTBETCTBEHHOCTD 3a:
-PENIOCTABIICHHE PYKOBOJCTBY M CTPYKTYPHBIM MOJpa3/IeIeHHsIM OpraHu3alliy
HEJIOCTOBEPHO¥ HH(OpMALHK 0 paGoTe OT/AENA M B pPaMKaX KOMIIETEHIMH OT/IENa;
-NIPE/10CTaBIeHHE OpraHaM rocy1apCTBEHHOMH BIIaCTH, OPraHaM MECTHOTO
CaMOyTIpaBieHusl, IPYTUM OpraHu3aLHsaM HeJ0CTOBepHOH uH(OopMaLuu o paboTe

OTAEJIa U OpraHu3aliuu 1 HHd]OpMaI_IHH B paMKaX KOMIIETCHIIMH OTela;

P HeI00POCOBECTHOE HCITONHEHHE 0KHOCTHBIX 00s3aHHOCTEH;
. HapyleHHUe MPOU3BOACTBEHHOH U TPY10BOM JUCIIATIIUHEI;
. HECOOMO/IeHNe yCTaBa  OpraHM3alMM,  JIOKATBHBIX  HOPMATHBHBIX AKTOB

OpraHusalHiu ¥ JOJDKHOCTHBIX HHCTPYKIHIA;

He obecnieyenue COXPaHHOCTH BBEPEHHOTO OTACJTY KaApOB UMYILIeCcTBa.

PaCCMOTpeHO Ha 3acellaHuHM neJaroriuyecKkoro coBera
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