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1. OBume nosoKeHus

1. Otmen KanpoB, SBJISETCS CAMOCTOATE/NbHBIM CTPYKTYPHBIM [OJpa3je/ieHneM
"ATIOY «HmxHekaMCKHi MEMIIMHCKUI KoUK (Jlaee - KOJUIeK).

2. Oraen KazpoB CO3/1aeTCs ¥ JIMKBUAMPYETCSH MPHKA30M JIMPEKTOpa KOJUIe/Ka.

3. Orzien KajpoB HENMOCPEACTBEHHO MOAYHHACTCS AUPEKTOPY KOJUIeIKA.

4. Otjen KajipoB BO3IJaBIseT HAYAIBHUK OT/ENa KaJpoB, KOTOPbIH Ha3HayaeTcs
cBOGOXKAETCS OT 3aHUMAEMOMH JI0JDKHOCTH NPUKA30M JAMPEKTOPa KOJLIEIKA.

5. B cBoeit AesTeIbHOCTH OT/1e/1 KaJpOB PYKOBOJICTBYETCS:

- Koncruryuueit Pd;

- TpynoBeiM kosiekcom P®;

- hejlepaabHbIMH 3aKoHamMu Pd;

- ykasamu u pacriopspkenusivmu [Ipesuaenta P® u Ipesuaenta PT;

- [I0CTAHOBJICHUSAMH K pacniopshkenusmu [IpaBurenscrsa PO u [Ipasurenscrsa P,

- 3akonom P® «O6 obpazosanuu B PO» ot 29.12.12 r. Ne 273-03;

- 3akonom PT «O6 obpazosannny ot 22.07.2013 r. Ne 68-3PT;

- HOPMATHBHO-IIPABOBBIMH aKTaMu Munucrepersa obpazoBanus U Hayku PT;

- HOPMATHBHBIMM aKTaMH M METO/IMYECKUMH MaTepraiaMu B KaJpoBoi chepe;

- IlpaBusiaMu BHYTPEHHEI0 TPYI0BOIO pacrnopsjika Kojeka

- KoieK THBHBIM JIOrOBOPOM KOJUIE/KA;

- Yerasom Konneka;

- HACTOALIUM TTOJIOKEHHEM;

- JIOK&JIbHBIMH HOPMaTHBHBIMM aKTaMH KOJLJIEJDKA;

- NPUKa3aMHu JIMPEKTOpa KoJuieka.

2. Crpyxrypa

|. CrpykTypy M WITaThl OT/E/]a KaJpoOB YTBEPXK/IAAeT JAHPEKTOp KOJUIe/UKA C y4eTOoM
o6beMoB paboThl, ocobeHHOCTEH JAEATEILHOCTH M B COOTBETCTBME € HOPMATHBHO-
npasosbiMu aktamu PT u PO.

2. PyKOBOACTBO OT/IE/IOM OCYHIECTBIAECT HAYAIbHUK OT/le/1a KaJlpoB.

3. B cocTaB ot/1e1a KaJIpOB BXOJIAT:

- HAYAJILHUK OT/ENa KaJpoE,

- CHELMAIINCT 110 KaJpaMm.

3. 3apaumn

Ha o11e/1 KapoB BO310XKEeHb! ClIE/1yIOIIHE 3a/1a4H:

1. [Tonbop, npuem Ha paboTy ¥ pacCTaHOBKA Ka/ipOB.

2. Bejienue KajipoBOro J1e0npou3Bo/ICTBA.

3. Vyer JIn4HOro coctapa paboOTHHKOB.

4. ObecrieueHne npas, JIbIOT U rapaHTHii paboTHHUKOB KOJUIe/DKa.

5. Bejienue BOMHCKOro y4era paboTHHKOB.

6. OcyniecTBICHHE KOHTPOJIS 32 COCTOSHUEM TPY/10BOMH JIMCIUMIUINHBL (COBMECTHO €
PYKOBOJMTENIAMHU CTPYKTYPHBIX 110/Ipa3/ie/ieHHH ).
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4. DyHKUHH

Otr/1en1 KaapoB BHIMOIHACT Clieyiomue QyHKIMUu:

1. OcyuiecTsieHHe MOMCKA HOBBIX COTPY/IHMKOB C YY4€TOM BHYTPEHHHX PE3epBOB
KOMIe/DKA MM C NOMOIbI0 OOpamieHus K CPeicTBaM MaccoBoil  MHpOpMaLiH,
AreHTCTBAM 110 TPYAOYCTPOHCTBY.

2. COBMECTHO C PYKOBOJHMTENSIMM 3aMHTEPECOBAHHBIX NOJpasaeneHuii noadop u
0160p pabOTHHKOB, M BHECEHHE COOTBETCTBYIOIIMX NPEUIOKEHNH 00 HX HA3HAYCHUM HA
JIOJDKHOCTH, O(OpMICHHE NPHKa30B O fpueme Ha paboTy M APYroit HEOOXOAMMOI
KaJIPOBOH JIOKYMEHTALIHH.

3. Hudopmuposanue pabOTHHKOB TNpEANpPHATHS 00 HMEIOUIMXCH BaKaHCHAX,
MCIONB30BAHUE CPEJICTB MACCOBOIH HH(OPMALMHK JUIS MOMeIeHUs oObABICHHH 0 HaliMe
PabOTHHKOB.

4. VeraHoBjieHHE NIPAMBIX CBSi3eH co Ci1yK0aMu 3aHATOCTH.

5. Odopmienne npuema, repesBosa U yBoJIbHEHHS pabOTHUKOB B COOTBETCTBMH C
TPY/I0BBIM 3aKkoHOAaTesbeTBOM Poccuiickoii dDeepanui, nojoKeHHAMH, HHCTPYKIHAMH
M IIPHKA3aMH JIMPEKTOPa KOJLIE/IKA.,

6. OBecneyenne yuera JIMHHOTO COCTABA.

7. Ilpuem, 3anojiHeHue, XpaHEeHHe U BbIaua TPYAOBbIX KHIKEK M (WIH) CBEJICHHH O
TpyAoBOH  jestensHocTH  (craths  66.1  Tpynosoro Koaexca P®). Benenue
 YCTAHOBIEHHO#M JIOKYMEHTALMH 110 KalpaMm.

8. llogroroBka MarepHasoB JUIS NPEACTABICHMA [EPCOHANAa K IOOMIPEHHAM,
HArpaxkJIeHUsM.

9. [ToAroTOBKAa COOTBETCTBYIONIMX MATEPHAIOB 10 MPHBJICYEHUIO PabOTHUKOB K
MATEPHANBHON U UCUMIIMHAPHOH OTBETCTBEHHOCTH.

10. PaccTaHOBKA KaJpoB HA OCHOBE OLHKH MX KBaIM(pHKALKH, JIMYHBIX H JCJIOBbIX
kauects. KOHTpPoJIb 3a MPaBUILHOCTBIO PACCTAHOBKH PabOTHUKOB M MCIOJIB30BAHUS HX
TPY/ia B CTPYKTYPHBIX MO/Ipas3/ie/IeHHsIX KOJLIe/ KA.

11. Boijtaua cripaBok o pabore B KOJUIE/UKE, 3aHHMAEMO#H JI0JIKHOCTH.

12. Ofecrieuenne CONMAIBHLIX TIapaHThil TPYAAWMXCHs B 00nacTH 3aHATOCTH,

coﬁmonem MopAjAKa TPYAOYCTpOiicTBA M nepeodydeHus  BBICBOOOXKIAIOIIMXCH
pabo 0B, NPEJIOCTABICHHS UM YCTAHOBJICHHBIX JIbFOT M KOMITEHCAIMH.

13. Cocranenue rpagukoB OTIYCKOB, Y4eT HCHONb30BaHMA pabOTHHKAMH

[IycKoB, OdopmieHHe OYepe/IHbIX OTIYCKOB B COOTBETCTBHM C YTBEPH/ICHHBIMH

rpadmKaMu U JONONHHTEILHBIX OTITYCKOB.

14. Oopmienune 1 y4eT KOMaHAHPOBOK.

15. Opramlsauux 1abenbHOrO yueTa, NpoBepKa NPaBHILHOCTH COCTaBAeHHs Tabeis

TCTBEHHBIMH JIMLIAMH.

16. Oprauusauus COBMECTHO C PYKOBOJMTENSAMH CTPYKTYPHBIX IOJpas/ieieHui

KOJUIG/IKA TIPOBEPKH COCTOSHUA TPY/IOBO#H JIMCLMIUIMHBL M BBITIOJIHEHHUS COTPY/IHHKAMH

CBOMX JIOJDKHOCTHBIX 00S3aHHOCTEH.

17. AHanus TeKy4ecTH Ka/ipos.

18. Paccmorpenue kaino® u 3asBjieHHid pabOTHHKOB IO BONpOCAM MpHEMa,
[EPEeMENICHUS W YBOJIBHEHHS, HAPYILIEHHS TPYI0BOI0 3aKOHO1aTe/IbCTBA.

19 Paspaborka npHKas’oB 10 MHepcoHany Koemka (no JIMYHOMY COCTaBy,
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oMannMpoBkam). [Ipu OTCYTCTBMM  YTBEPKACHHBIX (DOPM COCTABIATHL NPHKa3bl B
Ipon3BoibHOM (opme. [puKassl COCTaBIAIOTCA HA OCHOBAHMM CIYKEOHBIX 3alIMCOK
COTPYAHHKOB. OPOopMIATE 3aNTMCKH-PAcyYeThl Ha COTPYIHUKOB I1PH YBOJBHEHHH.

ypranos PecnyGiukn Taraperan v 1o/IBEIOMCTBEHHBIX HM YUPEKICHHI.
21. Benmenus yvera OOJBHHYHBIX JIMCTOB M YCTAHOBIEHHS CTPaxoBOro craka
ADOTHHUKA JUIS HAYMCICHUS TOCODUS 10 BPEMEHHOH HETPY/10CIOCOOHOCTH.
22. Benenne y4yera COTPYAHHKOB NMEHCHOHHOTO U NMPEeANEHCHOHHOI0 BO3pacTa.
23. TloaroroBka JOKyMeHTOB Jyisi oopmieHHs IeHCHH paboTHMKaM, OTIpPaBKa
MAKETOB MEHCHOHHBIX €1 ¢ OMOIIBIO rporpammsbl « TakcHer-Pedepenty.
24. TloaroToBka AOKYMEHTOB [0 3anpocaM COTPY/IHMKOB, paHee paboraBmux B

25. [lpaBunsHoe odopmieHHe TPYAOBBIX ,nomsopoa Ha OCHOBHBIX PabOTHHKOB M
OBMECTHTEIICH.
26. 3anonHenune THYHBIX KapTodek paboTHUKOB. Bejenne JIninbIxX ae.
27. CocrasieHue ¥ OTIIpaBKa OTHYETOB, CBeJICHUH MO BakaHcusMm B LleHTp 3ansTocTy
r.Hmxnexamcka ¢ nomoisio caiita «Pabota B Poccuny.
28. CocraBiienne M OTNpPaBKa TOAOBBIX, KBapTaJlbHBIX M MECHYHBIX OTYETOB B
BhlecTosmme opranuzaumn (MunucrepeTso obpaszosanust U Hayku PT, [lencnonnbiii
Gonx, Ynpasnenne oOpazoBaHus U JIp.) H CTATHCTHYECKHUX OTYETOB.
29. [loaroToBka KajpoBOH JOKYMEHTALIMM JUIS MEpejlayd B apXuB KoJieka s
JanbHeiero xpaenus. Bejienue 1 JOKyMeHTHPOBaHHE KaIpOBOTO JII0NPOU3BO/ICTBA.
30. Odopmienne npu 3anpocax AOKYMEHTOB O TPYAOBOM CTaxe COTPY/IHUKOB,
paboraioumx u paHee paboTaBIINX B KOJIJIEKE.

5. Ilpasa u 06s13aHHOCTH.

Orjen kajipoB umeeT Npagso:

|. 3anpamuBars B CTPYKTYPHbIX MMOAPA3ACIEHHAX KOJLIE/DKa HEODXOAHMbIE JlaHHbIe
0 paboTHHKax, a NpH npueMe Ha pabory M nepeMelleHHsX pabOTHUKOB - MHEHHE
PYKOBOJHTEJICH COOTBETCTBYIOUIMX CTPYKTYPHBIX MOJpa3/ieieHui.

2.  KourtponupoBath B CTPYKTYPHBIX  [OJpaszfie/ieHusx  cobumojaenue
3aKOHONATENLCTBA O TPyJAE, MOPAAKA [MPEJOCTABICHUS YCTAHOBJIEHHBIX JBIOT W
NPEHMYIIECTB.

3. JlaBaThb pyKOBOAMTENSAM CTPYKTYPHBIX [10jipasjieneHdii Kounemka obss3arenbubie
JUTS MCTIONTHEH U YKa3aHusi 110 BOIPOCAaM, OTHOCSIMMCS K KOMIIETEHLIMH OT/IeIa KaJIpoB.

4. TpeboBath M MoOJy4aTb OT BCeX CTPYKTYPHbIX TMOJIpas/ie/ieHnii Koleka
Matepualibl M CBEACHHs, HEOOXOJMMbIE U BLINOJIHEHHS BO3JIOKEHHBIX Ha OT/el
Ka/IpoB 3aj(a4.

5. IlpencraBuTensbCTBOBATL B YCTAHOBACHHOM TMOPAJIKE OT MMEHHM KOMIE/UKA 110
BOMIPOCAM, OTHOCAILIMMCS K KOMIIETEHIMH OT/e/la KaJpoB BO B3aHMOOTHOIICHUAX C
rOCYapCTBEHHBIMH H MYHHUMITAIILHBIMHM OPraHaMH, a TaKKe JAPYTHMH MPEANpPUATHAMH,
OpraHu3alMsiMH, YUPEKICHHSAMH, B TOM 4YHC/I€ KaJPOBBIMM areHTCTBaMM M CiyxOamu

3AHATOCTH.
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6. JlaBath pa3bscHEHMS, PEKOMEHJALMM M YKA3aHMs 110 BOIPOCAM, BXOJSILMM B
KOMITETEHIIMIO OT/1€/1a KAJPOB.

7. llpoBosuTh COBEMIaHMS W YYacTBOBATH B COBEIIAHHSX, MPOBOAMMBIX Ha
PEANPUATHH 110 KaJ[POBBIM BOIIPOCAM.

b8 OcymecTaTs KOHTPOIb TPYAOBOMN AUCIMILIMHEI PAGOTHUKOB KOJLIE/IKA.

Ornen kanpos o6s3zan:

. OGecriednts COXPaHHOCTH TNEPCOHATLHBIX JIAHHBIX PaGOTHHUKOB npy  MX
obpaborke.

2. Cobmozars B cBoeit paboTe HOPMBI AEHCTBYIONIETO 3aKOHOAATENBCTRA.

6. OTBEeTCTBEHHOCTH

Ornien KaZipoB HECET OTBETCTBEHHOCTD:
l. 3a Hemamnexaumiee M HECBOCBPEMEHHOE BBLITONHEHHE OTJAEIOM (YHKIMIL,
PElYCMOTPEHHBIX HACTOSLMM M10JIOMKEHUEM.
- 2. 3a HecoOmI0/IeHNE 3aKOHOMATENLCTBA B 06J1aCTH TPY/I0BOTO TpaBa.
3. Pabotuukn orzena HECYT [EPCOHAIbHYIO OTBETCTBEHHOCTH B Ipejenax
JIOIDKHOCTHBIX 00A3aHHOCTEH, ONIPe/IeNeHHBIX TPY/IOBBIM I0TOBOPOM.
1 4 Paﬁaramm OT/eia MOTYT ObITh NpPUBIEYEHBI K OTBETCTBEHHOCTH B CIIyuyae M B
[KE, NPEAYyCMOTPEHHOM 3aKOHOAATEILCTBOM.

7. Opranunsauus paboTsl
O'men KaipoB paboTaer B COOTBETCTBHH C JO/DKHOCTHBIMM MHCTPYKIIMSIMH,

AMH BHYTPEHHEr0 TPYJOBOI'O pacropsjka M JPYrHMH JIOKaIbHBIMM aKTaMM
,nnemka.

[onoxkenue AHCTBUTENBHO CO AHS TOMANNCAHHMS.




