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MOJIOKEHHUE O KAIPOBOM CJIYVKBE
1. O0mue no1oKeHus

1.1. Mucnexkrop MO KagpaM BXOAMT B anmnapar npu pykosoactBe OBYCO
«KLICOH 3010TyXHHCKOr0 paiioHa.

1.2. Ha Hero Bo3maraercs pelieHue 3aj1a4 KaapoBoOro odbecrneueHus yupexkaeHus.
[lon xanposbiM obecreueHHeM YyUpe)KAEHUS TOHUMAETCs lle/ieHanpaBlieHHas,
yHoOpsI04eHHasA JeATE/IbHOCTh M0 ITOJHOMY U CBOEBPEMEHHOMY KOMILIEKTOBAHMIO
nojpasieNeHui,  HeoOXOAMMBIM  KOJIMYECTBOM  pabOTHHKOB,  TpeOyeMbIx
CHENHAIBHOCTEH U KBaNu(UKALIHH.

1.3. lHCnieKTOp 110 Ka/ipam NOAYMHSAETCS TUPEKTOpPY.

1.4. IToBceqHeBHas JeATENBHOCTH MHCIIEKTOPA IO KaJpaM periaMeHTHpyeTCs
COOTBETCTBYIOILMMH JODKHOCTHBIMU O0S3aHHOCTAMMU, YTBEPKIEHHBIMH JUPEKTOPOM

1.5. B cBO€H /1€4TeIbHOCTH HHCIIEKTOP 10 KaJpaM PyKOBOJICTBYETCS:

- Koncruryuueti PO;

- TpynoBsIM KozleKCOM;

- MenepanibHBIM 3aKoHaMH PO

- Ykazamu u pacnopsbkeHusimu [pesunenta PO;

- HopmatuBHBIMU akTaMH, pa3spaboTaHHBEIMH H YTBEPIKIAEHHbIMH Poc apxuBoM;

- [lepeyHsMH TUMOBBIX YIIPABIEHYECKUX JOKYMEHTOB;

- lIpaBunamu BeJIeHHs ¥ XpaHEHUs! TPYLOBBIX KHHKEK, H3rOTOBICHHUS OIaHKOB;

-Tpy1oBoi KHHKKH U o0ecriedueHust HMH paboToaaTens;

- HCTpyKIMeH 10 3ar0/HEHUIO TPYAOBBIX KHHKEK;
- YcTaBOM OpraHu3auuu;
- JIokajibHBIMU HOPMATUBHBIMU aKTaMH.

2. CTpykrypa otaena

2.1.0pranu3alMOHHO-1ITaTHAs CTPYKTYypa M YHCJIEHHBIH COCTaB KaJpoBOii
CJIy’Obl ONpeleNnseTcss UCXOIs W3 ComepKaHus ¥ o0bEMa BO3JIaraeMblX Ha HEro
3a/1a4d ¥ yTBEPIK/AeTCs pPeLIeHUEM JUPEKTopa.
2.2. i3MeHeHus B OPraHU3allMOHHO-IITATHON CTPYKTYPE ¥ YUCIIEHHOM COCTABE
CITy’KOBI TIPOM3BOJMTCS IMPUKA30M JUPEKTOpa O BBEIECHHM B JeiCTBHE HOBOTO
LITATHOI'O paclrCaHus.



3. lIpennazHavyeHHe KaJAPOBOM CIIyKObI
3.1. Llenbro nesiTeNbHOCTH KaApPOBOW CIyXObl SIBISETCS OPraHM3allMOHHO-
JOKYMEHTALHOHHOE oDecrieueHue KaJpoBoii paboThl B yUpEKIEHHH.

3.2. Jlns peanusaluy LETH CBOEro NpeJHa3HadeHHs KaapoBas ciykba pelnaet
CeyIOLINE 3a0a4u;

- MPUEM COTPYIHUKOB Ha paboTy;

- Y4€T COTPYAHUKOB ( B TOM YKCJIe aBTOMATHU3UPOBAHHBIH);

- o(popMIIeHHE TOKYMEHTOB MIEPCOHATBHOIO y4&Ta;

- noadop (Mouck U 0TOOP) COTPYIHHUKOB ;

- paccTaHOBKa COTPYIHUKOB

- [IepeMelLEeHNEe COTPYIHUKOB;

- paboTa ¢ BpeMeHHO OTCYTCTBYIOLUUMH COTPYIHUKAMH (HAXOIALIUMUCH B
OTIYCKe, Ha OONBPHHUYHBIX, B KOMaH/IUPOBKAX );

- OLICHKa pabOTHI COTPYIHUKOB,;

- YBOJIbHEHUE COTPYAHHKOB;

- po(eccHoHaNbHas NOATOTOBKA (IONOATrOTOBKA M MEPENOArOTOBKA)
COTPYAHHKOB;

- OpraHu3sanus npuéMa cCoTpyAHUKOB NPEeANPUSTHS 110 CIYKEOHBIM U JTUIHBIM
BOIIpOCaMm;

- paboTa ¢ NUCbMEHHbIMU O0PAILIeHUSIMU COTPYIHUKOB YUPeIKIAEHUS;
- aHaJIMTH4YecKas paboTa;

- NOAOTOBKAa OTYETOBR;

- JIOKyMEHTUPOBaHUE AESITeIbHOCTH COTPYAHHKOB;

- apXMBHas U clIpaBo4Has paboTa;

- KazipoBas paboTa B NoJpa3aelieHUH;

- IJIAHKPOBaHUE KaJApoBOil paboThI;

- PYKOBOJICTBO KaJpOBO# padOThl B yUpeKIACHHUH;

3.3. B 3aBHCHMOCTH OT M3MEHEHMH B HANPABIEHHOCTH U COJEPIKaHHU KaJIpoBOii
NIOJIMTUKH LICHTPA MOTYT YTOYHATBLCS W 33/1a4M, pelIaeMble KaApOoBO# CITy kOO,

4. Opranusanus ynpasJeHHs] KaAPOBOii CayKObI.

4.1. VinpasneHHe NOBCEJHEBHON JeATEIBHOCTBIO KaJApPOBOM  CITyKObl
OCYILECTBJISICTCS. TUPEKTOPOM IyTEM OTAA4YH YCTHBIX U MUCBMEHHBIX PaCOpsiyKeHU
(YKa3zaHuii) CBOMM MOIYHHEHHBIM.

S. Opranunsauusi B3aHMOIEHCTBHI KaJAPOBOii C1yKObI.

5.1. BzaumopelicTBHe KaJpoBOH CIykOBl ¢ APYIMMH TMOJAPA3/EIEHUSMH M
JAOJKHOCTHBIMM JIMUAMH YUPEKIACHHUS MPEANoiaracT CorliaCOBaHHOCTh BBINOIHEHHUsI
onpeaen€HHBIX ICHCTBUH 110 KaIpoBOMy obecneueHuro aestensHocTH LlenTpa.

5.2. Opranu3aiHoHHO€e B3aUMOAEHCTBHE JOCTUIAETCH HAa OCHOBE COTJIaCOBAaHUS

BBITTOJIHCHHA KaJpPOBBIX MG’pOHpHHTHf“I 10 CpOKaM MNPOIAOIKHUTEIIBHOCTH U MECTY HUX
OCYHICCTBIICHHUA.



5.3. HOKYMCHTaLI,PIOHHOE B3aMMOJEHCTBUE JOCTUTaeTCsI HA OCHOBE COIJIaCOBaHUS
TopsiAKa MCIIOJIHEHHUA KaApOBbIX JOKYMECHTOB.

5.4. Kagposas cityx0a B npolecce CBO€H 1esTeIbHOCTH B3aUMO/ICHCTBYET:

C OTJEJIEHUSIMH YUPEXKIEHUS TI0 BOIIPOCAM KOHTPOIIS 3a OpraHu3alueit KajapoBoi
paboThI.

6. IlotHOMO4YHA KAAPOBOH CJIYKOBI.

Kazposas cinyx0a B npejienax cBoeil KOMIETeHIMHU BIIpaBe:

6.1. 3anpamuBaTh y pyKOBOJUTENEH MOApa3IeNeH!H YUpeKIeHNsT He00X0AUMBbIe
JlaHHbIE O PabOTHMKAX, a IPH NMpUéMe Ha padoTy U NepeMelleHHsIX PabOTHHKOB-
MHEHHE PyKOBOJMTENEH COOTBETCTBYIOIINX CTPYKTYPHBIX MOApa3AeneHui o
11e71ec000pa3HOCTH MpeANnoIaraeMbIX KaJpoBbIX 1€PECTaHOBOK.

6.2. TpebGoBaTts npu npuéme Ha paboOTy U B APYTrUX YCTAHOBJIEHHBIX CIyUasix
MPEI0CTaBJIEHHE COOTBETCTBYIOIIMX JIOKYMEHTOB M MaTepHalioB (TPY/I0BbIX
KHWKEK, KON TUIIIOMOB 00 OpraHu3aluy U Jp.)

6.3. JlaBaTb pa3bsACHEHUS U PEKOMEHIALIMK 110 BOIIPOCaM, BXOAALIUX B
KOMIETEHLIUIO CITYKOBI.

6.4.J1aBaTh pyKOBOIUTENSM CTPYKTYPHBIX TIOpa3AeNIeHHH yUpeKIeHUs
00s3aTenbHbIE [IUIsl HCIIOIHEHUS YKa3aHUs [0 BOIIPOCaM, OTHOCSIIIUXCS K
KOMIIETEHIIMU CIYKOBI.

6.5. BHOCUTB Ha paccCMOTpeHHe PYKOBOJICTBA MPeI0kKEHHS 10 BOMPOCaM
KaJIpOBOH CITYIKOBI.

6.6. Bectu nepenucky no Bolipocam noadopa KajapoB, a Tak ke Mo APyTruM

BOIIPOCAM, BXOJALIMM B KOMIIETEHIIMIO CITYKObl U He TPeOYIOLIUM COTTIaCOBAHHUS
C PYKOBOIMTENIEM.

7.0TBeTCTBEHHOCTH KAJAPOBOii CIYKOBI.

7.1 Kagposas cnyx0a Hec€T OTBETCTBEHHOCTH 34 :

- CBOEBPEMEHHOE, ITOJTHOE W KaYeCTBEHHOE BBINOJIHEHUE 3a]a4, BO3JIOKEHHBIX Ha
CIyX0Yy;

- coburoieHne TpeGoBaHU HOPMATUBHO-TIPABOBBIX IOKYMEHTOB,
periiaMeHTUPYIOLLKUX BOIIPOCHI KaJPOBOM CITYkOBbI.

7.2. MuauBHayanbHasi OTBETCTBEHHOCTh PAOOTHUKOB CIIYKObI YCTAHABIMBACTCS
AOJDKHOCTHBIMH HHCTPYKIITHAMH.



