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1. OBIIME IMMOJIOKEHUS

1.1 Hacrosinas J0O/KHOCTHAS MHCTPYKIHsA pa3paboTaHa B COOTBETCTBHH C TpylOBBIM
konekcom Poccuiickoii ®eepalni ¥ MHBIMH HOPMATHBHO — MPABOBBIMH aKTaMH, PEryJHPYIOMIHMH
TPY/I0BBIE OTHOLIEHHS.

1.2  Beaymuii CrnenualidcT MO KajpaM OTHOCHTCS K KaTeropud aJAMHHHCTPATHBHO —
yrpasjieHyeckoro nepconaia. [loqunnseTcs HavaIbHUKY yNpaBIeHHs KaJpoB.

1.3  Bemymmii cmenmmamMcT MO KaapaMm HasHauaeTcs M OCBOOOXkZaeTcs OT JOJDKHOCTH
NPUKa30M PEKTOpa.

1.4 B cBoeil /eATEJNbHOCTH BeAYIIMH CHEIHMAIMCT 10 KajapaM pYKOBOJACTBYETCH
JIEHCTBYIONIMM 3aKOHOJIATEIbCTBOM, YCTaBOM Y HMBEPCHTETa, JIOKAIbHBIMM HOPMATHBHBIMH aKTaMH
OpraHu3allMy, MPUKa3aMH H PACTOPSHKEHUSIMA PEKTOPA W HaYaIbHHKA YIIPAB/ICHHS KaIPOB.

1.5  Ha 10/DKHOCTB BEAYIIETO CHENHATINCTa [0 KaapaM Ha3HA4YaloTCA JIMLA, He HMCIOMIHE H
HE MMEBIIHE CYJIMMOCTb, HE IMPH3HAHHBIC HENEECTIOCOOHBIMA B YCTAHOBICHHOM (benepanbHbIM
3aKOHOM TIOPSLIKE.

1.6  Beaymmuii CIEHHAIMCT 10 KaJpaM B CBOEH JIEIATEILHOCTH PYKOBOJCTBYCTCA:

» Koncruryuueii Poccuiickoit ®enepannn.

. TpynossiM konekcom PO.

. Ykazamu u pacniopsokenusivu [Ipesuznenta Poceuiickoii dezepatiny.

. [lpukazaMu ¥ pacnopsokeHHsMH MHHHCTEPCTBA  3/IpaBOOXPAHCHHS Poccuiickoi
Dejiepaiiy ¥ MHBIMH HOPMATHBHBIMU akTamu [IpaBuTesnseTBa Poccuiickoit Mezepaiiy.

. BHYTpeHHHMH HOPMATHBHBIMH JIOKATHHBIMH aKTaM# Y HHBEPCHTETA.

2 VYeraBom YHUBepcHTETA.

. KonieKTHBHBIMH JI0TOBOPOM.

. [IpaBuiaMK BHYTPEHHETO TPYIOBOTO pacnopsjika Y HHBEPCHTETA.

B ®deneparsHbM 3akoHOM P® ot 27.07.2006 Nel52 «O nepcoHalIbHBIX AAHHBIX» H

JIPYTO€ 3aKOHOAATEIHCTBO B 001ACTH 3aIMTHI IEPCOHATBHBIX TAHHBIX.
1.7 Beaymmuii cnequagMcT 110 Kajapam J0JDKEH 3HaTh:

B TpynoBoe 3aKOHOJATEIBCTBO W HHbIE HOPMATHBHBIC AKThI, KOTOPbIE COACPHKAT HOPMBI
TPY/I0BOTO Mpasa.

e I'paxkiaHckoe 3aKoHOATeNbeTBO PM, Kacaromeecs BONPOCOB TPYAOBBIX OTHOIIECHHUH,
NOPs/IKA 3aKIFOUCHUS IPakKIaHCKO-IIPaBOBbIX I0rOBOPOB.

. JloKanpHble HOPMATHBHBIE aKThl Y HHBEPCHTETA, PETYIHPYIOLIHE BOIPOCKH! ypaB/ICHH:
[IEPCOHAJIOM M BOTIPOCHI 3apabOTHOM I1J1aTHI.

- CrpykTypy YHHBEpCUTETA.

. Mopsnok oQOpMIEHHs TPYAOBBIX OTHOIIEHHH C pabdOTHWKAaMH, B TOM HHCIC C
npodeccopeKo-Mpeno 1aBaTeIbcKiM COCTABOM, H HX OCOOCHHOCTH.

o ®opMbl, METOIBI 00YYEHHSA COTPYIHHKOB.

. [lopsoK  3aKMOYEHMs  JOTOBOPOB ~ HA  TOBBINEHWE  KBaIM(puKakH  #

npoeCCHOHATBHYIO TIEPENOATOTOBKY MPOpECcCOPCKO-TIPENoIaBaTebckoro cocTasa, TpeboBaHHs K
CpOKaM TIOBBIIIEHHS KBaTH(HKAIMH, KOHKYPCHBIE MPOLIE/TYPBI.

. [TopsnoK BeJeHHs ydeTa W COCTaBJEHMs OTYETHOCTH MO MOATOTOBKE KalapoB H
MOBBIIEHUIO X KBATH(DUKAIHH.

B IMopsinok opOpMIICHHMS, BEACHHWS M XpaHEHWs TPYIOBBIX KHIDKEK, JHYHBIX €I
COTPYHHUKOB.

° HopMbl, peryupyroliye npouiIakTuKy KOppyniMOHHbIX JACHCTBHH.

e [Topsiiok pacuera OOIIEr0 W HENPEPHIBHOTO CTaka paboThI, JIBIOT, KOMIICHCAIIHH,

odopmiieHHs EHCHA.
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. [Topsaok ydeTa JBHXKEHHMsS KaJpOB M COCTABJICHHS YCTAHOBJICHHOHW OTYETHOCTH,
Be/leHHs OaHKa JaHHBIX O NEPCOHANIE OPraHU3alluH.

. Enunyio roCyIapCTBEHHYIO CHCTEMY JIeJIOTTPOM3BO/ICTBA, CTaH/apThl

VHUQHUIMPOBAHHOM  CHCTEMbl  OPraHH3allHOHHO-PACTIOPAJMTENBHOH  JOKYMEHTAlMH,  CXCMBbI
JNOKyMeHTOo00OopoTa.

. IMopsi1oK cocTaBlieHHss HOMEHKJIATYPBI JIesl, OIHCEH /e MOCTOSHHOTO ¥ BPEMEHHOTO
XpaHEeHHUs.

. Cpoxk# # NopsAa0K c1auM JIE] B apXHUB.

. [Tops10K, KOHTPOJIS 3@ HCIIOJTHEHHEM JIOKYMEHTOB.

» OCHOBBI 5KOHOMHUKH, 3THKH JIETOBOTO OOIIEHHS, COLUOIOTHH, ICHXOJIOTHH.

B KoMIIBbIOTepHbIe MPOrpaMMBI H COBPEMEHHbIE HH(OPMAIHOHHBIE CHCTEMBI 110 paboTe ¢
Ka/IpaMH.

. [IpaBuia OXpaHbl TPy/1a ¥ TEXHHKH 0€30MacHOCTH.

. TexHonoruu, MeTojsl M METOAMKHA IPOBEJCHMA aHaIW3a W CHCTEMaTH3alMu

NOKyMeHTOB W uHpopmanun. Meronpl aHaqM3a KOJHMYECTBEHHOI0 H KayeCTBEHHOIO CoOCTaBa
nepcoHasa.
2. KBAJIMOUKAIIMOHHBIE TPEBOBAHUA

2.1  Beaymmii coem@anMcT [0 KagpaM  JIOJDKEH — COOTBETCTBOBATH  CJIENYIONIUM
KBaIHPUKAIMOHHBIM TpeGOBaHHMAM: HMETh BbicIiee OOpasoBaHWe (yNpaBjieHHE IEPCOHATIOM,
3KOHOMHYECKOE, IOpHIHYecKoe), Oe3 mpeabssicHus TpeGoBaHuii K craxy paborel. PekomeHnyercs
JOTIONHATENbHOE  IIpO(ecCHOHaNbHOe 00pasoBaHWe, a WMMEHHO TOBBINICHHE KBaTA(HUKALHH,
IPOrpaMMbl IPO(ECCHOHATBHOM MEPENOAroTOBKY B 00JIaCTH YNPABICHUS NEPCOHATIOM HIIH B 001aCTH
JIOKYMEHTAIMOHHOr0 obecredeHus paboThl ¢ MEPCOHATIOM.

3. TPYJIOBAS ®YHKUUA

3.1  TpynmoBas ¢yHKIHS BeIyIero CHENHATACTA [0 KaapaM — JOKyMEHTaIbHOE
obecrnieyenue paboTBl € MEPCOHAIOM, KOHTPOJb 3a KaJpOBbIM JE/IONPOHU3BOJCTBOM B CTPOrOM
COOTBETCTBHH C TPeOOBAHHAMH JICHCTBYIOMIET0 3aKOHOAATEIbCTBA.

4. JTOJIKHOCTHBIE OBSI3AHHOCTH

4.1  Co6op u 06pabOTKa TMYHBIX JAHHBIX PAOOTHHUKOB;

42  KoncynstupoBaHHe pabOTHHKOB I10 BOTIPOCAM O(OPMIICHHUS TPYAOBBIX OTHOIICHHH;

43  OdopmieHne JOKYMEHTOB, PETJIAMEHTHPYIOMIMX TPY/JIOBbIE OTHOIIECHHS C KOHKPETHBIM
paboTHHKOM:

- opopMmIeHHEe TIpHEMa, MepeBoa H YBOJbHEHHS pPaOOTHHKOB B COOTBETCTBHM C TPYJOBBIM
3aKOHOJATETCTBOM, TIOJIOKEHHSIMH M TIPHKa3aMH PYKOBOAMTEINsS IPEJNPHATHS, a TakxKe Apyrow
YCTQHOBJICHHON JIOKYMEHTALMH 110 KaJpaMm:

- dopMHpoBaHME M BeJCHHE IHMYHbIE Aena pPabOTHHKOB, BHECEHHE B HHX H3MCHCHHH,
CBSI3aHHBIX C TPYJAOBOH JEATETBHOCTHIO;

44  TloaroroBka W o(OpMIEHHE MO 3anpocy PabOTHHKOB H JIOJUKHOCTHBIX JIMI KOIIHH,
BBIMHCOK M3 KAJpPOBBIX JOKYMEHTOB, CIIPaBOK, HMHpOpMAlWM O CTaxe, JIbrorax, rapaHTHsX,
KOMTICHCAIMSIX W HHBIX CBEJICHHH 0 pabOTHHKAX;

4.5 TloarotoBka HEoOXOAMMBIX MATEPHAIOB /Ul KBATH(HKAIMOHHBIX, aTTeCTAIHOHHBIX,
KOHKYPCHBIX KOMHCCHIA;

4.6  3anosHeHHWe, yY4eT ¥ XpaHEHHEe TPYAOBBIX KHHXKEK, IPOM3BEICHHE M0/CYETa TPYI0BOTO
cTaxa;

47  Bsinaua pabOTHHKY JOKYMEHTOB O €TI0 TPYIOBOH [A€ATEIbHOCTH;

4.8 Benenue yuera IpefOCTaBIEHHS OTIYCKOB PabOTHHKAM, COCTaBJICHHE M COOMONCHHE
rpaduKa Ouepe/IHbIX OTITYCKOB;
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49  JloBeneHue 10 CBejleHHs pPAaOOTHHKOB OpraHU3alMOHHBIX, PACIOPSAIUTEILHBIX H
KaJPOBBIX JOKYMEHTOB OpraHH3alliy;

410 Bejgenue yuera, MpPELYCMOTPEHHOTO TPYAOBBIM 3aKOHOMATENbCTBOM Poccuiickoi
Desepanvu,

4,11 Perucrpanus, y4eT, OepaTHBHOE XPaHEHHE KaJIpPOBbIX JTOKYMEHTOB, MOArOTOBKAa HX K
cave B apXMB;

4.12 Bexenue [en0BOM  NEpeNuCKH,  JAOKyMEHTOO0OpOTa,  perjiaMeHTHPOBAHHOTO
3aKoHOMaTe beTBOM Poccmiickoii Penepannn B 00acTH TPYJAOBBIX OTHOIIEHHH, ¢ pabOTHHKAMH,
BHELTHUMH KOHTPAreHTaMH H I'Pak/IaHaMHu;

4.13 Benenue y4era pabouero BpeMeHH pabOTHHKOB;

4.14 CsoeBpemeHHOE ODOPMIICHHE 3aKPETICHHON 32 HUM CTATHCTHYECKOH OTUETHOCTH:

4.15 O6ecneunsaer Oe3onacHyo 00pabOTKy MEPCOHATBHBIX JaHHBIX;

4,16 Bpmonsser uHblE (GYHKUMH B INpejenax CBOCH KOMIETEHIHMH [0 MOPYYCHHIO
HauaTbHHKA YIIPABICHUS KaJIpOB U PyKOBOJCTBA Y HHBEPCHTETA!

4.17 TloaroraBnuBaeT 3anpaiiMBaeMyi0 HH(OpPMAIMIO pPEKTOPY H aJIMHHHCTpAllMK B
npejenax cBoei KOMIETCHIIHH,

4.18 OcymecTsiseT paboTsl Ha NEPCOHATBHBIX KOMIBIOTEPAX, ¢ TEKCTOBBIMH PEIaKTOpaMH,
3JIEeKTPOHHBIMH TabJIMIIaMHK, 3JIEKTPOHHO#M MOYTOH U Opay3epaMu, MyJIbTUMEIHHHBIM obopy10BaHHEM
M MHBIX 5EKTPOHHO-IM(POBEIX YCTPOWHCTBAaX, IEKTPOHHON HHOPMALMOHHO-00Pa30BATELHON
cpeje YHHBEPCHTETa, B TOM YHCIIE IPeHA3HAYCHHBIX JUIA Nepeiadn MHpOpMarnu;

4.19 Ilo 3ampocy aZMHHHCTPAIHK B yCTAHOBJICHHBIE CPOKH MPE/IOCTABIISACT HHPOPMAIHIO U
KONMHMH  MOATBEPKJAIOIMMX  JOKYMEHTOB O  NPOHICHHOM  MOBBIIICHAH KBaTMDHUKALHH,
npod)ecCHOHATBHOM TEePenoAroToBKe, MPO(EecCHOHATbHOM O00yYEeHHH M MOBBIICHHH YPOBHA
npoecCHOHATLHOTO MacTepPCTBa.

5. MIPABA

Beayuuii cieliMaIncT 1o Kajpam uMeeT NpaBo:

5.1 3HaKOMHTBCS C MPOEKTAMH PpEHICHHHA peKTOopa, KacalolUMMHCA ACATCIbHOCTH
yIpaBJi€HHs Ka/poB.

5.2 BsaumopeiictBoBarb ¢ pabOTHHKaMM H PYKOBOAMTEISIMM BCEX CTPYKTYPHBIX
noapasaeeHHi OpraHu3aliy 1o KaJpoBEIM BOIIPOCAM.

5.3 3anpammBarh y pyKOBOAHMTEINEH M APYTHX COTPYIHUKOB HEOOXOIUMYIO HHPOPMALIHIO
(oT4eTsl, OOBACHEHHS H T. [1.), @ TAKXKE Pa3bACHEHHS, OTHOCAIHECH K BONPOCAM €ro ACATe/IbHOCTH.

5.4 TloamuceiBaTh W BH3HPOBaTh B MpeJenax CBOCH KOMICTECHIHMH: JOKYMEHTHI
BHYTPEHHEr0 XapakTepa (CNpaBKH, BHYTPEHHIOIO MEPENHCKY, OTYEThl, MPEIACTABICHHA H T.J.),
JIOKYMEHTBI BHEIIHEH MMEPEIHCKH.

6. OTBETCTBEHHOCTb

6.1 Beaymmii crenuamucT IO Kajgpam HeceT IHCIMIIMHAPHYIO OTBETCTBEHHOCTE 34
HEHCIIOIHEHHE WM HeHaJUIeXKalee HCIMOTHEHHE BO3I0KEHHBIX Ha HEro JI0JDKHOCTHBIX 00s3aHHOCTEH
B IpeJieniax, MpeyCMOTPEHHBIX TPYIOBBIM 3aKOHOIATENHCTBOM PO.

6.2  3a npaBoHApyIIEHHS, COBEpIICHHBIE B IPOLECCE CBOCH JEATENbHOCTH, 3aMECTHTE/b
HAYAILHAKA YIIPABIEHAs KaJpOB HECET OTBETCTBEHHOCTH B MPEJIeNaX, ONpe/IeleHHbIX AeHCTBYIOUMM
aJIMHHHCTPATHBHBIM, YTOIOBHBIM H IPXKIAHCKHM 3aKOHOJATEIbCTBOM PD.

6.3  Beayumii CrienagicT MO KagpaMm HECeT OTBETCTBEHHOCTh 3a COXPAHHOCTh BBEPEHHOMH
eMy JIOKYMEHTAI[HM, 3a NpPUYAHEHHE MaTephalbHOro ymepda B MpeAenax, YCTaHOBICHHbIX
JIEHCTBYIOIIMM 3aKOHOAATEIECTBOM.

JIOMKHOCTHAS MHCTPYKIHS yTBep)Kaaercs B 1-oM 3K3eMIUBIpe W HAXOMUTCS B YNpaB/ICHHH
KaJ[poB, HEKTPOHHAS BepCHs JIOKYMEHTa TIpe/ICTaB/eHa Ha calite YHMBEPCHTETa, YTO 00ecneunBact
JOCTYITHOCTB JIOKYMEHTa B MECTaX €ro NMpHMEHEHHUS.
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WH®OPMAIIMOHHBIN JIUCT
1. PABPABOTAHA
JomxkHOCTD ®HO Moanuceh JlaTa
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2. KOHCVYJIbTAHTHI
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4. BBEJIEHA B IEUCTBHUE

Co /Hs yTBEpK/IeHHs pekTopoM YHuBepeuTeTa «29» aexalbps 2022 r., (OcHOBaHHE: IPOTOKOJI
3acenanus Yuenoro cosera Ned ot «29»_nexabps 2022 r., npoTOKOJ 3ace/laHus Cosera 1o KayecTBy
Ned ot «26»_nexabps 2022 r.)

5. CIIUCOK PACCBLIIKH
KoHTpoIbHBIH K3eMILIAp:

e VYmpaBieHHe KaapoB
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