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npoTokoy ot 23.04.2015

Ne 02/15

r. Yebokcapel

00 oTae/ie KaapoOB

1. OBIIHUE ITOJIOKEHUSI

1.1.  Otmen kanpoB  SBISIETCS — CAMOCTOSITENBHBIM — CTPYKTYPHBIM  HOAPA3/eIeHHEM
rOCyZJapCTBEHHOI0  aBTOHOMHOTO npo(EcCHOHATBHOTO  00pa30BaTENILHOTO  YUPEKICHHS
Yysamckoit Pecnybnukn  «UeGokcapekuii  3/IeKTpOMEXaHHYECKHH KOMUIeMk» MHHHCTepCTBa
00pasoBaHus H MOJIOAEKHOM monuTHKH YyBammckoi Pecrybmukn (nanee — KOMIemx).

1.2. Otaen co3gaeTcst ¥ TMKBUANPYETCS IPHKA30M THPEKTOPA KOJLIEIKA.

1.3. Ormen moquHHAETCS HEOCPEICTBEHHO UPEKTOPY KOJLIEIKA.

1.4. Otzmen BoO3rNaBnseT HavyanbHUK, Ha3HA4YaeMbIl HA JOIDKHOCTH IIPHKA30M JHPEKTOpA
KOILTEKa.

1.5. CTpykTypy M IUTaTHYIO YHCIEHHOCTh OT/ENTA YTBEPIKAAET JUPEKTOP KOJIEMKa, HCXOIS U3
YCIIOBHH H OCOOEHHOCTEH IeATEeNbHOCTH KOJUIEIKA, M0 COTIACOBAHHIO C HAYATLHHKOM OTENa
KaIpoB.

1.6. PaGoTHHKM OTZeNna HAa3HAYAIOTCS HA JODKHOCTH M OCBOOOIKIAIOTCS OT HOIDKHOCTEH
IIPUKA30M JTHPEKTOPA IO NPE/CTaBICHHIO HadyaIbHUKA OT/Ie1a KaJpoB.

1.7. Pacnipenenenue obs3aHHOCTEll Mexay pabOTHHKAMH OTIENa KaJpOB IIPOH3BOMHTCS
COTJIACHO HX JIOJKHOCTHBIM HHCTPYKIHSM.,

1.8. B cBoeit nesATensHOCTH OT/IEN PYKOBOICTBYETCS:

— YCTaBOM KOJLIe/XKa.

— HacrosaumM [lonoxeHnueM.

— TpynoseM konexcoM Poccuiickoit denepanum.

— 3aKOHAaMH M HMHBIMH HOPMATHBHBIMH IIPABOBLIMH aKThl, pErjaMeHTHPYIOLIHNE
00pa3oBaTeIbHYIO JESTENbHOCT.

— HHBIMH 3aKOHOJIaTeIbHBIMU akTaMH Poccuiickoii @enepanun.

2. OCHOBHBIE 3AJTAYH

2.1. ITonbop, paccTaHOBKA H BOCITHTAHUE KaPOB.

2.2. WsyyeHne JeNOBBIX H MOpANBHBIX KadyecTB pPabOTHHKOB MO HX NPAKTHUECKOll
JEATENbHOCTH.

2.3. Vuer KaZpoB U CTYJEHTOB KOJIIEIKA.



2.4. OGecneyeHue npas, JILIOT U rapaHTUi pabOTHUKOB U CTYIEHTOB KOJUIEIKA.
3. DYHKIIUHN

3.1. Pa3paboTka kaapoBoil MOJUTHKH H CTPATEIHH KOJUIEKA.

3.2. Pa3paoTka MporHo30B, onpeleleHue TeKymed noTpeOHOCTH B KaapaX ¥ MCTOYHHKOB €€
YJIOBJIETBOPEHHS HA OCHOBE U3YUYEHHSI PBIHKA TPY/a.

3.3. KoMmiekToBaHHe KOJUIeMKa KaapaMu pabouux, CIyXkKallluX M CIEHHAIHCTOB TpeOyeMbIX
npodeccuii, CnenUaTbHOCTEH M KBAIM(QHUKAIMM B COOTBETCTBUH C LEJIAMH, CTpaTeruedi u
npoduieM KoUleMKa, W3MEHSIOIMMHUCS BHEIIHUMH W BHYTPEHHHMH YCIIOBHSIMH  €rO
JIESATETLHOCTH.

3.4. dopmupoBaHue U BeJeHHe OaHKa TAHHBIX O KOJIMUYECTBEHHOM M KaueCTBEHHOM COCTaBe
KaJIpoB.

3.5. Ilogbop u o1OOp pabOTHHKOB COBMECTHO C PYKOBOJMUTEISAMH 3aHHTEPECOBAHHBIX
[oJpa3/ieleHHii ¥ BHECEHHE COOTBETCTBYIOLIUX INpe/UIoskeHHH 00 MX Ha3HAYeHWH Ha YKa3aHHBIE
JOJDKHOCTH, O(opMIIeHHe MPHKa30B O IpHeMe Ha paboTy W Jpyroit HeoOXOIMMOH Ul 3TOro
JOKYMEHTAIIHH.

3.6. Pa3paboTka npeoxkeHuii o npueMe Ha paboTy 10 KOHKYPCY B COOTBETCTBHH C MOPSIKOM,
YCTaHOBJIEHHBIM 3aKOHO/IATEeIbCTBOM, IMIOATOTOBKA U OpraHu3anus padoThl KOHKYPCHOH KOMUCCHH.

3.7. HundopmupoBaHue pabOTHHKOB BHYTPH KoJulemxka 00 MMEKIIUXCS BaKaHCHAX,
UCIIONB30BAaHHE CpeACcTB MaccoBo wuHMopMmanuu 11 noMelleHus OOBABIEHHMH 0 HaliMe
paboTHHKOB.

3.8. YcraHoBiIeHHE NPAMBIX CBsI3el CO CIyKOaMH 3aHATOCTH.

3.9. 3akiro4eHue TPYJIOBBIX JOTOBOPOB M JONOJHHTEIBHBIX COIVIAUICHHH K HHM.

3.10.0¢opmnenne npuema, nepeBoja U yBOJIbHEHUS paOOTHHKOB B COOTBETCTBUU C TPYJIOBBIM
3aKOHOJATEeILCTBOM, MOJIOKEHUSIMH, HHCTPYKIUAMH U IIPHKa3aMU PYKOBOIUTEIS KOJLIeIikKa.

3.11. Yuer nuuHOro cocraBa pabOTHHUKOB H CTYIEHTOB.

3.12. Odopmitenne NpUKa3oOB O 3aYUCICHUH, IEPEBOJIE U JIP. TI0 00YUAIOIIHMCS.

3.13. ®opMupOBaHHE JIMYHBIX Je]l pabOTHUKOB H 00yYarOHXCs.

3.14. Beyiauya cripaBOK O HACTOSALICH U ITPONLIOH TPYIOBOH AeATeIbHOCTH pabOTHUKOB H (paxTe
00y4eHHS CTYICHTOB.

3.15. Tlpuem, 3anoHeHHe, XpaHeHHE U BBIIa4a TPYJOBLIX KHHIKEK.

3.16. Benenue yCTaHOBIEHHOM JTOKYMEHTAIHH 10 KaJpaM H BOCHHO-YYETHOIO CTOJA.

3.17. IloaroToBKa MaTepHaIOB Ul NPEACTABICHHS IEPCOHANIA K MOOIIPEHHSIM.

3.18. TlogrotoBka MaTepHajoB IO MNpPHBIEYEHHIO pPa0OTHHKOB K MAaTe€pHalIbHON H
JUCHHILUTHHAPHOM OTBETCTBEHHOCTH.

3.19. Opranu3anus 1 OTCIIeKHUBAHHE NTPOXOKIEHHs PaOOTHHKAMHU TIEPBUYHOTO (IIpH IIpHeMe Ha
paboTy) ¥ MePHOINYECKOTO MEUIIMHCKOTO OCMOTPA.

3.20. PaccTaHoBKa KaJpoB HA OCHOBE OLIEHKH UX KBATH()HUKAIIMU, IMYHEIX U JICJIOBBIX KAYeCTB.

3.21. KoHTponp 3a MpaBHJIBHOCTBIO PACCTAHOBKM pabOTHHKOB H MCIOJIB30BaHHUA HX Tpyla B
CTPYKTYPHBIX NOApA3IeIEHUIX KOJIeIkKa.

3.22. U3zyuenue npodeCCHOHATLHEIX, AETOBEIX U MOPATBLHBIX Ka4ecTB paOOTHHUKOB B IIpolecce
UX TPYAOBOH HEsATEIBHOCTH.

3.23. Opranuzalius NPOBEJNEHUS aTTeCTallid pPabOTHUKOB KOJUIEIKA, €e MEeTOJHYecKoe M
HH(OpMaIHOHHOe O0ecreyeHre, y4yacTHe B aHalli3e pe3yJIbTATOB arTecTalldd, OCYIIeCTBIIEHHE
MIOCTOSTHHOTO KOHTPOJIS 33 XO/IOM BBIIIOJHEHHS PEIIEHHH aTTeCTAlHOHHOH KOMHCCHU.

3.24. lloaroroBka COOTBETCTBYIOINUX JOKYMEHTOB II0 II€HCHOHHOMY CTPaxOBaHHIO H
IPECTaBIEHHE HX B COOTBETCTBYIOLIHE OPTraHBL.

3.25. OGecnieucHHe COIHAIBHBIX TapaHTHH TPYyJSAIIMXCS B 00JIACTH 3aHATOCTH, COOJIIOJIEHHS
IOpsSaKa TPYAOYCTPONCTBA M YBOIBHEHHS, NPEIOCTABICHHS WM YCTAHOBIEHHBIX JIBIOT U
KOMIIEHCALHH.

3.26. Cocrapnenue rpadHUKOB OTIIYCKOB, YYET HCIOJIb30BaHUSI PAOOTHUKAMH OTILYCKOB,
odopmienne oOdYepelHBIX OTHYCKOB B COOTBETCTBHH C YTBEPIKACHHBIMH rpadukaMH |



JIONIOJTHUTEIBHEIX OTITYCKOB.

3.27. OdopmiieHre ¥ y49eT KOMaHIUPOBOK.

3.28. TaGenbHBI yyer.

3.29. KoHTpoib 3a COCTOSHHEM TpPYZOBOH [MCUMIUIMHBI B TOApa3[EICHUAX KOJUIC/Ka H
cobmoeHreM pabOTHHKAMH TIPaBHJI BHYTPEHHETO PaclopsiIKa.

3.30. AHanu3 TeKy4ecTH KaJpoB.

3.31. PaspabGoTka MepONPHATHH IO YKPEIJIEHHIO TPYIOBOH JMCIHMIUIHHBL, CHH)KCHHUIO
TEKYYECTH KaJIpOB, NOTeph pabouero BpeMeHH, KOHTPOJIb 38 HX BHIMOTHEHHEM.

3.32. PaccMoTpeHue anod H 3agBICHUH pabOTHHKOB 110 BOIIPOCAM IpHEMa, MEepeMeIleHUs H
YBOJIGHEHHUS, HAPYIIEHUs TPY/JOBOr0 3aKOHOIATEIbCTRA.

3.33. IlpunaTHe Mep K BBIABICHHIO M YCTPaHEHHIO IPHYHMH, MOPOKIAMOMMX KAIOOBI
PabOTHHKOB.

4. [IPABA

Otaen KaapoB HMEET NPaBO:

4.1. 3anpamuBaTh B CTPYKTYPHBIX MOApasAeNeHHAX HeoOXOAMMbIe JaHHBIE O pabOTHHKaX, a
npu npueMe Ha paboTy H  IepeMelleHusX pPabOTHHKOB - MHEHHE PYKOBOAHTENCH
COOTBETCTBYIOIIMX CTPYKTYPHBIX TOAPaA3IeIeHUH.

4.2. KoHTpoaHpoBaTh B CTPYKTYPHBIX [IOApa3AeIeHUsIX COOMI0IeHHE B OTHOIIEHHH PAOOTHHKOB
3aKOHOJATEILCTBA O TPY/E, IPEI0CTABICHUE YCTAaHOBIECHHBIX JILIOT H IIPEUMYLIECTB.

4.3. JlaBaTh pYKOBOIHMTEISAM CTPYKTYpPHBIX MOJpasjeleHuil Kojulemxa o0s3aresbHbIC s
HCIIOJIHEHHS YKa3aHHs 110 BOMPOCAM, OTHOCSIIMMCS K KOMIIETEHIMH OT/IENa KaapoB.

4.4, TpeGoBaTh W MOJIy4aTb OT BCEX CTPYKTYPHBIX IIOJpa3/JeleHHH KOJUIE[KAa CBEICHHUS,
HeoOXOAUMBIe /TS BEIOTHEHHUS BO3I0KEHHBIX Ha OTIEI 3a/1a4.

4.5. CaMOCTOSATEJILHO BECTH IIEPENMHCKY [0 BOIpocaM Moadopa KaapoB, a TakkKe MO JAPYTHM
BOIPOCAM, BXOJALIMM B KOMIETEHIIUIO OTAENA U He TPeOYIOIMM COIIacOBAHMs ¢ PYKOBOAHTEIEM
KOJUTeIDKA.

4.6. TlpencTaBUTENBCTBOBATh B YCTAHOBJICHHOM TOPSA/JIKE OT MMEHH KOJUIE/DKA MO BOIPOCAM,
OTHOCSINMMCS K KOMIIETEHIIMM OT[ela, BO B3aUMOOTHOIIEHHSX C TOCYIapCTBEHHBIMH H
MyHHIMOAIGHBIME ~ OpraHaMH, @ TakKe JPYTHMH — NPEANpHATHSIMH, — OpPTraHH3alHAIMH,
VUPEKIEHUSIMH, B TOM YHCIIEe areHTCTBAMHU 110 HalMy U CITy’K0aMu 3aHATOCTH.

47. JlaBaTh pa3bsICHEHHS, DPEKOMEHIAIMH M YKa3aHHsd [0 BOIPOCAaM, BXOIALIMM B
KOMIIETEHIIHIO OTHEeNA.

5. BBAUMOOTHOLIEHUS (CHOYKEBHBIE CBSI3H)

B mpouecce penieHust 3ajad, MOCTABJIEHHBIX IIEpPed OTIENIOM KajipoB,  BBINOJIHCHHS
(GyHKIHH, BO3MOKEHHBIX HA HEro, M pealu3alMH [paB, [PEJyCMOTPEHHBIX HACTOSIIMM
[MonoxkeHueM, OTHEA KagpoOB TECHO  B3auMOeHCTBYeT ¢  JAPYTHMH  CTPYKTYPHBIMH
noJpa3ieIeHUsAMH KOJIIeIKa B YaCTH BO3JIOKEHHBIX Ha HETO (DYHKIIHH.

6. OTBETCTBEHHOCTD
~

6.1. OTBETCTBEHHOCTh 3a HaJUIeXkKalllee M CBOSBPEMEHHOE BBLINOJHEHHE OTAENOM (YHKIHMI,
IIpeIyCMOTPEHHBIX HACTOSIINM TOJI0KEHHEM, HECET HAYaIbHUK OT/eNa KaJpoB.

6.2. Ha HayanbpHHKA OTAENa KaJApPOB BO3NIAraeTcs epcoHalbHas OTBETCTBCHHOCT 3a:

— OpraHH3alHIO JEATeIbHOCTH OT/eNa MO BHIIOIHEHMIO 3a1a4 W (YHKIH, BO3TOXKEHHBIX HA
OT/eL.

— OpraHM3aldi0 B OTAeNe ONEePaTUBHOH M KauyeCTBEHHOH MOATOTOBKH H HCIIOIHEHHUS
JIOKYMEHTOB, BEJICHHE IENOMPOM3BOACTBA B COOTBETCTBHH C JEHCTBYIOIIMMH IIpaBHIAMH H
HHCTPYKIHSIMH.

— cobmonenne pabOTHUKAMH OTAeNa TPYAOBOH JHCIHIUIHHEL




— obecrieyeHne COXPAHHOCTH HMYIIECTBA, HAXOMAALIErocs B OTIAENE, H COOIONEHHE MPABHII
[I0XAPHOIi Ge30macHoCTH.

— 1ox00p, PACCTaHOBKY M JeATEIbHOCTh PaOOTHHKOB OT/E/A.

— COOTBETCTBHE JeHCTBYIOIIEMY 3aKOHOJATENbCTBY BH3HPYEMBIX (IIOAMHCHIBAEMBIX) HM
IIPOEKTOB MIPUKA30B, PACMIOPSIKEHUH, HHCTPYKIMH, MOJI0KEHHH U IPYTHX JOKYMEHTOB.

6.3. PaboTHHKH 0TZE/a KaapoB MPH OLIEHKE JEIO0BBIX KauecTB paOOTHUKOB KOJUIEIKA 00sA3aHbI
HCXOIHTH TONBKO M3 O(HIMATHHO MOJYYEHHBIX JAHHBIX M MaTepHalIOB W HE BIIPAaBE pasriallarh
HMEFOIIHECs IaHHbIe O THYHOMH JKU3HH PabOTHHKOB.

6.4. OtBercTBeHHOCTH pPa0OTHUKOB OTHAENAa KaApOB YCTAHABIMBACTCA HX [JOKHOCTHBIMH
HHCTPYKIIHAMH.

Pazpabotan(a)
HauanpHuK oTa€71a KaapoB C.B.Crenanosa
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