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MoskHocTHAS MHCTPYKIMS
PYKOBOAMTEIsT HH(POPMALMOHHO-OHGAHOTEYHOTO LEHTpA
1.0O6mme nonozxenus
1.1. PykoBonuTens MH(DOPMAUHOHHO-6HGTHOTEUHOTO uenrtpa (manee MBLI) Hasnawaercs,
OCBOOOXIAETCS OT AOMKHOCTH M MOUMHSETCS HETIOCPENCTBEHHO upekTopy OV,
1.2. Pykosomntens UBL] sBasercs unenom MEIaroruyecKoro KOJIJIEKTHBA, BXOANWT B COCTAB
MEeJaroru4eckoro CoBera.
1.3. PaBotaer no rpaguky, YTBEPXKACHHOMY IMPEKTOPOM 06pa3oBaTe/IbHOrO YUpeXACHUs.
1.4. Ha nepwon ortnycka wu BPEMEHHOH HETPYI0CMOCOGHOCTH pykosoautenss UBIL] ero
00A3aHHOCTH MOTYT GBITh BOBNOXEHBI HA APYroro wsieHa TENATOTHYECKOTO  KOJIIEKTHBA.
Bpemennoe wucnoniHenne o6s3aHHOCTEH B ITHX CIIyqasX  OCYIIECTBIAETCS HA OCHOBAHHW
npukasa aupextopa OV, H31aHHOTO ¢ cobioneHnemM TpeGoBarmi 3aKOHONATEINICTRA O TPy e.
I.5. B cBoeit nestenshocTH  pykoBoamtens KBL| PYKOBOZICTBYETCS  IOKYMEHTaMu
BLILICCTOALIMX OPraHOB 10 BOMpPOcaM GHG/IHOTEUHOM paGoThI, npaBunamu mo OXpaHe Tpyna,
TeXHHKe 6€30MacHOCTH | TMPOTHBOMONKAPHOH 3amiMTe, a Takske Yerasom u ITpasunamu
BHYTPEHHEr0 TpyA0BOro pacriopsiaka OV w HacTosmiel WUncrpykuneii.
2. Oynkuun
2.1 Opranusauns padorsr MBI kak o6pasosarensHoro, MHDOPMAUMOHHOTO 1 KYIIbTYpHOTO
YUPEHICHHSL.
2.2, OGecnieuenne yucOHO-BOCTIMTATENBLHOTO Npouecca CpPCACTBaMK  GuONMOTEYHOrO W
HH(POPMALIHOHHOTO 00CITY)KHBAHHS,
2.3. CoBepIIEHCTBOBAHHE TPAIMLIMOHHBIX, OCBOEHHE 1 PUMCHEHHE HOBBIX TEXHOJOTHI.
3. lonkHOCTHBIE 00SI3AHHOCTH
3.1.  Opranusyer paboty MBIl o6pasosarensuoro YUPOKICHHUS, HECET OTBETCTBEHHOCTE 3a
nesrensHocTs UBL OY B mpenenax coelt kommnerenimy,
3.2.  PaspaGatsiBaeT u koppexktupyer [Tonoxenne o VIBII OV, MNpasuna nonb3osauus UBL],
AOKHOCTHBIC WHCTPYKLHMH COTPYIHNKOB WIBLL, niansl u oryers B COOTBETCTBHH C NyiaHOM
yueGHoBoCTHTATENBHOH  paboTel OV,  rpagux paboThl ¥ pacrincanue pabotel  UBI;
MpeocTaBsieT UX Ha YTBEPXKICHHE pekTopy OV,




33.  Bexer Gubauoteunyio ywetHo-(uHAHCOBYIO JOKYMCHTALMIO: KHUIH CYyMMapHOTO
YHETa; HHBCHTAPHBIC KHHIH; IHEBHUK PaGOTHI WIKONBLHON GMOIMOTEKH, TeTpajb yueTa KHHT,
MPHUHATBIX B3AMCH YTEPSHHBIX; aKTbl W HAKIIAAHBIE HA MOCTYIUICHUE M CTUCAHHE JOKYMEHTOB;
aKTBI O NPOBC/ICHMH WHBEHTApH3ALMK W MPOBEPOK (DOH/A; Marka akTOB JBHKEHHS (POHMIA;
XKYPHan yueTa CripaBok.
34.  Hcnonesyer B paboTe TexHHueckWe W MH(OPMALHOHHbIE  CPE/CTBA, HOBbIC
HH(OPMALIHOHHBIE TEXHONOTHH,
3.6.  OGecneunaer pexum paboter UBLL B cooTBeTCTBHY € MOTPEGHOCTIMH 1 crieupuKoi
oYy.
3.7. Orseuaer 3a ICTETHKY O)OPMITEHUS MOMELLEHHMS,
3.8.  Dopwmupyer n opranusyet GuboTeuHsbIi (Gon:
" OCYLICCTBASET KOMMIEKTOBAHHE IOKYMEHTOB H HX yueT (pHeM, Bbijauy, BEIOBITHE).
" OPTaHM3yeT TEXHHUYECKYIO H AHATMTHKO-CHHTETHYECKYIO (KTaccH(PUKAUMIO, KATATOTH3AIHIO)
00paboTKy nomyueHHbIX JIOKYMEHTOB.

obecreunBaer CHCTEMaTHKO-aNI()aBUTHYIO pAacCTAaHOBKY NOKYMEHTOB B COOTBETCTBHH C
Bn6m40TeqHo-6n6nnorpaqmqecxoﬁ Knaccu(pukauuen.

odopmasier GuGIHOTEUHDI (DOHI ¢ MOMOWIBIO TMONOUHBIX U GYKBEHHBIX paszenuTenei,
TMOJIOYHBIX M CTEHIOBBIX BBICTABOK.
* Opranusyet pOHA 0c060 LEHHBIX JIOKYMEHTOB.
" M3YHaeT ¥ aHAJIM3UPYET COCTAB (JOH/A M €TI0 HCTIONBb3OBAHME.,
" MPEyCMATPHBACT MEPBI 11O COXPaHHOCTH GHOIHOTEUHOTO (oHxA TIPH OTKPBITOM JOCTYIIE,
MPHHUMAET MEPBI JI/Is CBOCBPEMEHHOTO BO3BPATa I0KYMEHTOB.
* CJICZIMT 3a MPaBHIILHOCTBIO PACCTAHOBKH (hOHIa.
* OCYHICCTBIISCT BBISBJICHHC yTPATHBIINX HAYYHO-TIO3HABATENBHYIO LEHHOCTD (ycrapeBmnx) u
BETXHX JIOKYMCHTOB, HX CBOCBPEMEHHOC CIIHCAHHE 110 YCTAHOBNEHHBIM HOPMaM K npasuiiam,
- obecrieunBaeT KOHTPOJIb 32 BBIIAHHBIMU YHTATEIISIM NOKYMEHTaMH,
* IPOBOAMT NMEPHOANYECKHE TTPOBEPKH (pOHAA.

OCyILIECTB/ISCT O(OPMIICHHE TOAMMCKH HA TEPHOMMYECKHE  H3IaHMS (B ToM uncre
JICKTPOHHOI), KOHTPOJIb 3a I0CTABKOH M perucTpanmio.
3.9. Opranusyer, BEACT, PEIaKTHPYET CrpaBouHo-6udmorpaduueckuii anmapar 6ubnuoreku
OV (kataoru, KapTOTEKH, DPEKOMEHIATESILHBIE CIIHCKH JIUTEPaTypBl, HH(BOPMALHOHHBIE
MaTepuasibl) Ha TPAAHLUMOHHBIX H MALHHOUYMTACMbIX HOCHTENSX U Hecer OTBCTCTBEHHOCTH 3a
€ro COCTOSIHHE.
3.10.  Opranusyer  augdepeHunposanoe  GuGnuoteunoe  y WH(POPMALHOHHO-
Gubanorpapuueckoe 00CIYKHBAHHE uuTaTeNei Ha aGoHemeHTe W B UHWTAIBHOM 3aje:
rMexarornueckux pabOTHUKOB, YUalUMXCs, apyrux CoTpyarnkoB OV, ocymwectsnser
repeperncTpaLmio YuTaTesieH B Hauase yueGHoro rosa.
3.11.PasuBaet nHpOpMALHOHHO-GHOHOrPadueckyio IPAMOTHOCTH M€1aroroB u yueHukos B
pamMKax KOHCY/IbTalHil Wil CTICLHATBHO OPraHH30BaHHbIX 3aHSATHIT;
3.12.  CriocoGeTByeT  TMPOBHKCHHIO JIydimx  ofpasios AIOKYMEHTOB, uH(OpmMaunn ¢
ITOMOLLBIO TEMATHUECKHX TOAOOPOK, KHHIKHBIX BBICTABOK, CTEH/I0B, Yromkop HHDOpMALMH.
3.13. OpraHusyeT COBMECTHO C NIElaTOTHUECKHM KOJIeKTHBOM Pa3HOCTOPOHHIOI0 MaccoByIo
paboTy ¢ yualHMHCs 110 MPOMNAraHie KHHTH,
3.14. ConpoBoxiact y4eGHO-BOCTTHTATENBHBI MPOUCCC MHPOPMALHOHHBIM 0BecTeyeHHeM
1ne/1aroroB.
3.15. O6ecreunBaeT HHPOPMALHOHHOE obcaykuBa1e poxnTeneit ydauwmxcs OV,
3.16. opmupyeT OUOJIHOTEYHBI akTHB 1 MPOBOMT paboTy ¢ HuM.



3.17. Tlosblwaet cBoio KBAJIM(UKAIMIO W MPOYecCHOHATBHOE MacTepcTBO.

3.18.  Hcnoasbiyer HH(POPMALHOHHO-KOMMYHHKAIHOHHbIC TEXHOJIOTHH H

ABTOMATH3AUMIO GHOIHOTEUHBIX NIPOECCOB:

- OBnazeBaeT HaBbIKaMH  monb30BaTElS [IK, npoxomwnt obyueHue, CBA3aHHOE € HOBBIMH
OubaMoTEYHBIMK nporpamMmamu, OCyIIECTBISICT KaueCTBEHHOE TMOBBILIICHHE
NMPOECCHOHANTBHOTO YPOBHs. - OcyuiecTiser KOMITBIOTCPH3AIIMIO OCHOBHBIX OHOIMOTEUHBIX
MPOLIECCOB: KOMIIIEKTOBAHNE, YUET, CHCTEMATH3ALNS, KATAIOMH3AINS, YHTATENBCKHI TTONCK,
KHHTOBbIJaya.

- Menone3yer nudopmaunonnsre pecypceer cetn MuTepHer st momosiHeHust 6UGIHOTEUHOTO
(oHna.

-Opranusyer u Beyer JNIEKTPOHHBIH KaTaior, 6a3bl JaHHBIX 110 npodusio OY.

- Koneynbtupyer o6yvaioumxes u nearornyecknx pabOTHHKOB MO MpPaBHJIAM HCITOJIb30BAHHS
Komnblotepa B MBI,

- OcywecTsier cucremaTsaumio umeommxcs pecypcoB Ha aynno-, BUACO- H DJIEKTPOHHBIX
HOCHTEJISX,

- OCyliecTBNSET  XpaHEHNE pecypcoB B COOTBETCTBHH ¢ CYWIECTBYIOUMMH HOPMaMu |
TMPUHLMITOM OTKPBITOTO IOCTYMA K pecypcam.

- OpraHu3oBbIBacT NoMONHeHHe (OHAA — MeMaTekH B COOTBETCTBHU ¢ NOTPeOHOCTAMU
Y4aCTHHKOB 00pa3oBaTeIbHOro Mpolecca.

- Opranu3oBbiBacT  CBOGOAHBIA  JOCTYN  y4acTHHKOB 00pa3oBaTesbHOrO  mporecca K
MeHapecypcam.

- Bener Be6-crpanniy MBI Ha caiite kol

- Koncynetipyer nosb3oBatesniell 10 TEXHONOMHH MoMcKa HHYOPMALMH ¢ HCIIONB30BAHHEM
KaTaJoroB 1 MOHCKOBBIX CHCTEM JIOKaNBbHOM cetn 1 UnTepHeTa;

- OGecrieunBaer yc/IOBHS Ul CaAMOCTOSTEBHON paBoThl y4acCTHUKOB o6pasoBaTebHOro
npoiecca, OTBEHAIOUINE CAHUTAPHBIM HOPMaM U TPEGOBAHMAM IPrOHOMUKH:

- OcyluecTBSCT TOMMMCKY HAa OJICKTPOHHBIC HM3NAHUS W CIMCKH PacChUIKH 110 3aKasy

AJIMHHHUCTpALHN UWIKOJIBL.

4. [IpaBa

Pyxosoaurens MBL[ nmeer npaso:

4.1.  CamocToATEIbHO BBIGHPATh (BOPMBI M METONBI paGoThl ¢ YMTATENAMU 1 NiaH#poBaTh
ee. MCX01s W3 061ero niana paboThbl WKOJIb,

4.2.  YuactsoBaTb C NPABOM COBCWIATEILHOTO rol0Ca B 3aCefaHMAX MeAArorMueckoro
CcOBeTa IIKOJIBL.

4.3, TIpuHuMaTh y1acTHe B paboTe CEMUHAPOB U coBeULHMi, HerocpencTaeHHo CBSI3AHHBIX
co crieuuduKoit ero JACSTeIbHOCTH.

44. Jlaparh 00A3aTEJIBHBIC JUIS WCTIONHCHUS yKasaHus 0Gyuaioumimes e
LIKOJIbI 11O BOMPOCAM, KACAIOUIUMCS COBMIONICHHS MPABI 10IB30BaAHHS OMBAHOTEKOI.

4.5.  3HakoMHTbCA C KadOOAMM M JDYTHMH JIOKyMEHTaMH, Contepwaummi OLCHKY ero
pa6oThl, 1aBaTh M0 HAM 00BSICHEHHS.

4.6.  Vi3pimaTb M peasM30OBbIBATE JIOKYMEHTBI H3 (JOHIOB B COOTBETCTBUM ¢ MHCTpYKUKeit no
yueTy GHGTHOTEHHOrO PORIa.

47. BHocHTh MPEMTOXKEHHS  PYKOBOAHTEMO o6wmeobpasosatesHoro YUPEXACHUs 1o
COBEpIEHCTBOBAHHIO OTVIATEI TPya, B TOM uncne WanGasok, nomnar u NpeMUpOoBaHHs
paGoTHHKOB OOTHOTEKH 33 JONOAHKTE Y10 paGory, He BXOLILLYIO B KPYr OCHOBHBIX
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oGsi3anHoCTEH GUOINOTEKN: MO KOMMEHCAIMOHHBIM MCPONPHSITHSIM, CBS3AHHBIM C BPEIHBIMHU
YCI0BHAMH Tpya (GnGIMOTE HAS MMblIIb, IPEBBILICHHE HOPMATHBA PAGOTHI HA KOMITBIOTEPE).
4.8.  Mmeer npaBo coBmewaTh A0MKHOCTH, MOJyuaTh OMIATY 3a pacliMpeHue 30HbI
oBcimy KMBaHHUS, HaAGABKK 3a BLICOKOE KAUECTBO paGoThl, 3BaHUS 1 Harpabl.

4.9. Ileproavuecku MoOBBIILIATE KBATH(UKAUMIO TTYTEM TPOXOMICHHS KYpPCOB WJIM HHBIM
crnocoboMm.

5. OTBETCTBEHHOCTD

PykoBoauntens UBL] HeceT 0TBETCTBEHHOCTD:

5.1.  3a coBepuieHHble B NPOLECCE OCYLIECTBICHHS CBOEH TPYMOBOH JACSTECITBHOCTH
MPaBOHAPYLICHWUS — B Tpenenax, ONpeaensieMblX NeHCTBYIOUIMM aJMHHHCTPATHBHBIM,
YTOJIOBHBIM H IDaX{TAHCKHUM 3aKOHOAATENLCTBOM PD.

5.2. 3a BUHOBHOE TIpHYHHEHHE WIKONE WIIH y4dacTHHKaM  00pa30BaTebHOrO Tpolecca
yuiepba B CBS3M ¢ MCMOIHEHHEM (HEeHCTIONHEHNWEM) CBOMX  J0/DKHOCTHBIX OOA3aHHOCTEH —
HaCTHYHYIO MaTepHAIbHYIO OTBETCTBEHHOCTH B nopsiZIke W B TMpe/iesiax, YCTaHOBJICHHBIX
TPYZI0BBIM W (M) FpaXK1aHCKUM 3aKOHOAATETLCTBOM.

6. B3anmooTHowenus. CBA3H 110 N0JKHOCTH.

Pykosoauntens UBLI:

6.1. Tlonywaer oT ampekTopa wWKOMBI M ero 3amecTHTENEI nH(popmaunio HOpPMaTHBHO-
TTPaBOBOTO M OPraHM3aUMOHHO-METOINUECKOTO XapaKTepa, 3HAKOMHTCS C COOTBETCTBYIOMIMMH
AoKyMeHTaMH. 6.2. PaboTaeT B TECHOM KOHTAaKTE C YUMTENAMH, POLMTENSAMH 00YHAIOUINXCS
(1MUaMH, MX 3aMEHSIIOLMMM), CHCTEMATHYECKH OGMEHMBAETCS nH(popmaureit Mo Bonpocam,
BXOAAIIMM B €ro KOMMETEHUMIO, € AAMHHHMCTpaLMell W MeJaroruyeckMMH pabOTHHKAMHU
IKOJTBI.

6.3.  MoxeT NMpHuBeKaThCs K IKCTPEHHOH 3aMEHE BPEMEHHO OTCYTCTBYIOLINX yuuTese u
BOCMHTATEJICH B MpeJesax CBOEro pabovyero BpEMEHH C JOTIOMHUTENBHOMN M104acoBoil OnIaTol
nenaroruueckoi paborsr.

6.4.  BsanmozeiicTByeT ¢ Gyxrantepueit o BonpocaM (MHAHCOBOTO yueTa, OCYUIECTBIISIET
CBEPKY JIaHHBIX OasaHcoBOro yuerta OuGNHOTEYHOro (OHAA C NAHHBIMH Oyxranrepckoro
yuera.

6.5.  YcTaHaBIWBaeT W TOUICPXKMBACT CBS3W C LEHTPAIH3OBAHHBIMU OHOIHOTCUHBIMU
CHCTEMaMH, TIPOBOAMT COBMECTHYIO paboTy C IETCKMMU GUOITHOTEKAMH.

C MHCTPYKLMEH 03HAKOMIIEH(a) Kamanosa M.]I.
NOJNKCH
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