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JI0JIKHOCTHAS HHCTPYKIMS ceKpeTaps

1. O0mue mo10xKeHHAS
1.1. Hacrosimasi 1OJKHOCTHAS MHCTPYKIHUS pa3paboTaHa B cooTBeTcTBHH ¢ [IpodeccrnonanbHbM
cranaapToM: 07.002 «Criennanuct 1o opraHu3alliOHHOMY U JJOKYMEHTAIUOHHOMY
00ECTIEYeHHIO YIIPABIICHUS OpraHu3aen», yTBEPKICHHBIM MTPUKa30M MHUHUCTEPCTBA TPyAa U
counanbHoOM 3amuThl Poccuiickoit @enepanuun Ne276H ot 6 mas 2015 roga; ¢ yuerom
®enepanbHoro 3akona Ne273-@3 ot 29.12.2012r «O6 obpazoBanuu B Poccuiickoii @enepanum
B penakuu ot 1 mapra 2022 roga; CII 2.4.3648-20 «CaHUTapHO-3IHIEMHOIOTUIECKHE
TpeOOBaHU K OpraHU3alMsIM BOCIIUTAHUS U 00y4YeHHUs, OTAbIXA U 03/J0POBJICHUS AeTeil»; B
cootBercTBUM ¢ TpynoBsiM kojekcoMm Poccuniickoint @enepannu, Y CTaBoOM U APYTUMHU
HOPMAaTHUBHBIMU aKTaMH, PErYJIHUPYIOLUIMMHU TPYIOBbIE OTHOLIEHUS MEXIY PAOOTHUKOM U
paboTtonarenem.
1.2. JlaHHast MHCTPYKIMS ONpeAesieT NepedeHb TPYI0BbIX (PYHKIMM 1 00s13aHHOCTEH
CEeKpeTaps, a TaK)Ke ero npasa, OTBETCTBEHHOCTh M B3aUMOOTHOILEHUS 10 JOHKHOCTH B
KOJIJIEKTHBE 00pa30BaTEeIbHOM OpraHu3alum.
1.3. Cekperapb Ha3HAYACTCSI U OCBOOOXKIAETCS OT JOJDKHOCTH MPUKA30M JUPEKTOPa
00111e00pa30BaTEIbHOM OpraHNU3aluy B MOPSIKE, YCTaHOBIEHHOM TpyJIOBBIM KOJEKCOM
Poccuiickoit deaepanuu U TpyI0BBIM JOTOBOPOM (KOHTPAKTOM) ¢ paOOTHUKOM.
1.4. Ha BpeMs oTIlycKa U BpeMEHHON HETPYAOCHOCOOHOCTH CeKpeTapsi ero 00s3aHHOCTH MOT'YT
OBITH BO3JI0KEHBI HA JIETIONPOU3BOIUTEINSI UIIH IPYTOro COTPYIHUKA 00111e00pa30oBaTeIbHOMN
opranuzaiuu. BpemenHoe ucrnonHeHue 00s;3aHHOCTEH B TAHHBIX CIIydasX OCYIIECTBIAETCS
COIIACHO MpHUKa3y JUPEKTOpa, U3/IaHHOTO ¢ coOoeHneM TpeboBanuil TpynoBoro kojekca
Poccuiickoit denepanuu.
1.5. Ha 1omkHOCTD cekpeTaps IpUHUMAETCs JUIIO:

* UMerollee BhICIIee 00pa3oBaHMe - OaKalaBpHaT WK CpeiHee NMpodeccuoHanbHoe
oOpa3oBaHMe 110 MpOorpamMMe MOATOTOBKH CIIEUATNCTOB CPETHETO 3BEHA,
JIOMIOJTHUTEIbHOE NMPOo(deccHoHaIbHOE 00pa30BaHue;

*  C ONBITOM BHITIOJIHEHUS paboT MO OPTaHU3aANMOHHOMY H JJOKYMEHTAIIMOHHOMY
00€CTIeYEeHHUIO JESITENbHOCTH PYKOBOJAMUTENS TP CpeTHEM MTPOPECCHOHATEHOM
o0pa30oBaHHH HE MEHEE JIBYX JIET;

*  COOTBETCTBYMOIIEE TPEOOBAHUSAM, KACAIOLIUMCS MTPOXOXKJICHHS MTPEIBAPUTENLHOTO (TIPU
MOCTYIUICHUU Ha paboTy) U MEPHOAMYECKIX MEIUITTHCKIX OCMOTPOB, BHEOUEPETHBIX
MEIULMHCKUX OCMOTPOB IO HAIPaBJICHUIO paboToIaTeNs, 00s3aTeIbHOrO
MICUXHATPUYECKOI0 OCBHUIETENbCTBOBAaHNUS (He pexe 1 paza B 5 jier),
po¢eCCHOHATBLHON TMTHEHUYECKOM MOATOTOBKH U aTTEeCTalluu (MIpH pUeMe Ha
paloty u nanee He pexe 1 pa3a B 2 rojia), BaKLIMHAIMHY, a TAKXKE UMEIOLIEEe JINYHYIO
MEIULUHCKYIO0 KHUXKKY C pe3yJbTaTaMi METUIIMHCKUX 00CIeI0BaHUN U
71a00paTOPHBIX UCCIIEAOBAaHUM, CBEIEHUSMU O IPUBHUBKAX, IEPEHECEHHBIX




MHQEKITMOHHBIX 3a00JI€BaHUAX, O IPOX0XKIECHUH MPO(PECCUOHATLHON THTHEHUYECKO
MOATOTOBKU U aTTECTAllUU C IOMYCKOM K padoTe;

* HE UMEIONIee OTPaHUYCHUI Ha 3aHATHE TPYIOBOM EATEILHOCTHIO B chepe
o0OpasoBaHmMs, U3JI0KEHHBIX B cTaThe 351.1 «OrpannyeHus Ha 3aHITHE TPYIOBOH
JesITeIbHOCTHIO B chepe 00pa30BaHusl, BOCIIUTAHUS, PA3BUTHS HECOBEPUICHHOJICTHHX,
OpraHu3ally UX OTAbIXa U 03[JOPOBJICHUS, MEIULIMHCKOrO 00eCIeueHu s, COLUaIbHON
3alIUTHI U COUMAIBHOTO OOCITYKUBaHUS, B cepe AETCKO-FOHOIIECKOTO CIIopTa,
KYJIbTYPbl M HICKYCCTBA C y4aCTHEM HECOBEPIICHHOJIETHUX» TPpya0BOro KoJaeKca
Poccutickoit denepanumn.

1.6. Cekperapp NOJUUHSIETCA HEMOCPEACTBEHHO AUPEKTOPY 00111€00pa3oBaTeIbHON
OpraHH3aIiy.

1.7. B cBoeil 1esaTenbHOCTH CeKpeTaph pyKoBoicTByeTcsa KoHcTuTyiuei u 3akoHamMu
Poccuiickoit @enepanuu, ykazamu [Ipesunenra, pemenusmu [IpaBurenscrBa Poccuiickoi
®denepanyivl 1 OpraHoB yIpaBlIeHUs 00pa30BaHUS BCEX YPOBHEH IO BOMPOCaM, KACaIOUIHMCSI €T0
TPYAOBOM AEATEIBHOCTH, TPYIOBBIM JOTOBOPOM MEXAY pAaOOTHHKOM M pyKOBOAUTENEeM. Takxke,
CEKpeTaphb AUPEKTOPa PYKOBOACTBYETCS:

*  aJIMUHHUCTPATUBHBIM, TPYAOBBIM U XO03HCTBEHHBIM 3aKOHOAATENBCTBOM Poccuiickoit
®enepanuu;

* CII2.4.3648-20 «CanuTtapHO-311UEMHOJIOTrHYECKHE TPEOOBAHUS K OpraHU3alusIM
BOCHHUTAHUS U 00yUEHUs, OTJBIXA U O3[JOPOBIICHUS JCTEH U MOJIOJICKI,;

+  ®epepanbHbIM 3akoHOM Ne273-D3 «O6 obpazoBanuu B Poccuiickoit denepanumny;

*  I[OCTAaHOBJIEHUSIMH, PACTIOPSHKCHUSIMHU, TPUKA3aMU U HHBIMU PYKOBOISIIUMH U
HOPMAaTUBHBIMH JIOKYMEHTAMHU, OTHOCSIIIIUMUCS K BEJICHUIO JEJIONPOU3BO/ICTBA;

* cTaHAapTaMu YHU(ULIHUPOBAHHON CHCTEMbI OPraHU3allMOHHO-PACTIOPSIUTETHHON
JIOKYMEHTAIIH;

* mpaBuwiamu opdorpaduu U MyHKTyaIUu;

* IpaBWiIaMH pabOThl HA KOMIIbIOTEPE U HHOM OPITEXHUKHU;

* MpaBWIAMH U HOPMaMU OXPaHbI TPy/a, MPOU3BOACTBEHHON CAaHUTAPHH U MOKapHOU
0e301acHOCTH;

+ KonBeHuuei o npaBax peGeHKa.

* VYcTaBOM U JOKaJIbHBIMHM aKTaMM, B TOM umciie [IpaBuiiaMu BHyTpEHHETO TPYy10BOTO
pacmopsika, IpUKa3aMH U PacIoOpsHKEHUSIMU AUPEKTOPA HIKOIIBI.

1.8. Cekperapb JOIKEH 3HATH:

*  BHUJbI JOKYMEHTOB, UX Ha3HAUCHHUE;

*  BHUJBI HOMEHKJIATYp, 001I1e TPEOOBaHUSI K HOMEHKIIAType JeT,

* TrpaMMaTHYEeCKHUE MpaBUjia PyCCKOTO S3bIKA;

* JIeHCTBYIOIIME IPABOBbIE AKThl, HOPMATUBHO-METOINYECKUE TOKYMEHTHI,
roCy1apCTBEHHBIE CTAHIAPTHI, OIIPEIEISIIOIINE MOPAIOK JOKYMEHTAIIMOHHOTO
oOecrnieueHus yrnpaBaeHUS;

*  JICJIOBOM IPOTOKOJI,

*  HMHCTPYKIIMH IO JI€JIONPOU3BOJICTBY U APYTUM JOKAJIbHBIM HOPMATHBHBIM aKTaMm,
YCTaHaBJIMBAIOLIUM MOPSAAO0K peali3aliy yIpaBIeHYECKUX IPOLEAYD;

* HCTOYHHUKHM yNpaBieHUYECKON HHPOpMaIuy;

* Kiaccu(UKaIKIO yIpaBleHdeckoi nH(OpMaLUY, BUABI YIIPABICHUECKOM
nH(popMaLnu;

*  KOMIIJIEKC OPraHU3alMOHHO-TEXHUYECKUX MEPONPUATUI IO TOATOTOBKE U
IIPOBEJICHUIO COBEIIAHUH U NTEPETOBOPOB,;

*  METOJUKY 0TOOpa NCTOYHHKOB HH(OPMAIIHH;

*  MeToJbl 00paboTKH HHPOPMAIIMK C TPUMEHEHUEM COBPEMEHHBIX TEXHUYECKUX
CPEICTB KOMMYHHUKALIUM U CBSI3U, BBIYMCIUTEIIbHON TEXHUKU;




HOPMATHUBHBIE PABOBBIC AKThI, HOPMATUBHO-METOANYECKHE JOKYMEHTHI,
rOCy/1IapCTBEHHbIE CTAHIAPTHI, OMPEIEISIIOIINE MOPAIOK JOKYMEHTAIIHOHHOTO
obecrieueHus yIpaBIeHUS;

oOmire TpeOoBaHUS K CPOKAM UCIIOJTHEHUS TOKYMEHTOB U KOHTPOJIbHBIM (DYHKIIHUSAM
CITY>KObI TOKYMEHTAIIMOHHOTO 00ECIIeYCHHST,

OCHOBBI 3 JMUHUCTPATUBHOTO MpaBa M TPYJOBOr0 3aKOHOJAaTeNbCTBA Poccuiickoit
®denepaluu;

OCHOBBI JOKYMEHTHO JIMHIBUCTHUKHU;

OCHOBBI MTPaBUJIBHON OPTaHU3AIMH TPYJA U METO/IbI MOBHIIIEHUS ero Y3PPEKTUBHOCTH;
OCHOBBI YIIPaBJICHUSI BPEMEHEM;

0COOCHHOCTH 0(hOpMIICHHS TUIAHUPOBIUKA (Ha SJIEKTPOHOM U OYMaKHOM HOCHUTEJISX);
ocoOeHHOCTH (OpMHUpPOBaHUs 0a3 TaHHBIX B 00pa30BaTEILHOM YUPEIKICHUH,

MOPSIOK 0hOpPMIIEHHUST JOKYMEHTOB ISl KOMaHIUPOBKH U OTYETHBIX JIOKYMEHTOB I10
KOMaHAUPOBKaM PabOTHHKOB IIKOJIbI;

MOPSIZIOK pa0OTHI ¢ TOKYMEHTaMH, CXEMBI JOKyMEHTO000pOTa;

nopsAa0K GopMUPOBaHUs U OhOpPMIICHUS JET;

MIpaBWJIa BEJCHMSI, TOATOTOBKH U OOPMIICHHUS ITPOTOKOJIA M IPYTHX JOKYMEHTOB,
CO3/1aBa€MbIX B MPOIIECCe MOATOTOBKU COBEIAHUHN TPU AUPEKTOPE;

MIpaBWJIA BBIIAYHM M UCIIOJIb30BAHUS JOKYMEHTOB M3 COPMUPOBAHHBIX JCI;

MpaBUJia JeI0OBOTO OOIIEHUS, IETTOBOI0 ATHUKETA;

MpaBUjia JOKYMEHTAIIMOHHOTO 00ECTICUCHHS ICSITEIbHOCTH 00111€00pa30BaTEIbHOM
OpraHu3aIiiy;

MIpaBWJIA 3aITUTHl KOHPUACHIIMATHLHOU HH()OPMALINN;

MpaBUJIa OPraHU3aIMN KOHTPOJIS UCIIOTHEHUS JOKYMEHTOB U TUIIOBBIE CPOKH
WCIIOJTHEHUS JIOKYMEHTOB;

MpaBHJIa OpPraHU3aIMH IPUEMa MOCETUTENEH B IIIKOJIE;

MpaBWJIa TIOITOTOBKU U TIEpEAayH JIe] B apXUB 00pa30BaTelIbHON OpraHu3aIlnm;
MpaBUJIa MOAAEPKAHUS M PA3BUTHS MEXKIMYHOCTHBIX OTHOIICHU;

MIpaBWJIA TIOIITUCAHUS M YTBEPIKIACHUS JIOKYMCHTOB;

mpaBuia paboThI C BXOASIIMMU, UCXOASIIIUMHU U BHYTPEHHUMHU JOKYMEHTaMU;
MIpaBHJIa PEUEBOTO ITHKETA;

MIpaBUJIa CEPBUPOBKU YAHOTO (KOPEHHOr0) CTONa, MPUTOTOBICHUS U MOJAUU TOPSTUUX
HAITUTKOB,;

MIpaBHUJIa COTJIACOBaHUs JOKYMEHTOB IIKOJIbI (BHYTPEHHETO U BHEIITHETO);

MIpaBWJIa COCTABIICHUS AaHATMTUYCCKHUX CIPABOK ITO KOHTPOITIO UCITOJTHEHUS
JTIOKYMEHTOB;

MIpaBWJIa COCTaBICHUS M 0(OPMIICHHUS HHPOPMAIIHOHHO-CITPABOYHBIX, YITPABIICHICCKUX
JOKYMEHTOB U CITYEOHBIX MHCEM;

MPaBWJIa COCTABIICHUS OPTaHNU3AIMOHHBIX JIOKYMEHTOB (TIPUKA30B, MTOJIOKCHHH,
WHCTPYKIIUN);

MpaBWJIa YCTAHOBJICHUS KOHTAKTA, TIOJICPKAHMS U PAa3BUTHS MEKITMIHOCTHBIX
OTHOIIICHUM;

MIpaBWJIa XPaHEHUS JIeTI, IPUKA30B, B TOM YHCIIC JOKYMEHTOB OTPAaHUYCHHOTO JIOCTYIIA;
MIPaBOBBIE OCHOBBI YIPaBIEHUS (OCHOBBI aIMUHUCTPATUBHOTO, TPYIOBOTO U
TPaKIAHCKOTO MPaBa);

MIPUHIIMITBI ¥ TIPaBUIIA MIJIAHUPOBAHUS pab0Yero BpeMeHU;

MIPUHIIMIIBI, CIIOCOOBI HHOOPMUPOBaHUS paOOTHUKOB 00pa30BaTEIbHOTO YUPEKICHNUS;
PYKOBOJSIIMI COCTAB MIKOJIBI M €€ MOIpa3/IeICHUN;

CUCTEMBI 3JIEKTPOHHOT'O IOKYMEHTO000POTa;

COBpeMEHHBIC HH()OPMALIMOHHBIE TEXHOJIOTUN PAOOTHI C TOKYMEHTAMHU;

COCTaB OPraHU3AIMOHHON TEXHUKH, €€ YCTPONCTBO U MOPSAIOK PabOThI C HEl;
crenu(puKy OCHOBHOMU AESITENLHOCTH 0011e00pa30BaTeNbHON OpraHu3aluy,



CTaHJIaPTHl M PEKOMEHAAINH TT0 000PYIOBAHHUIO TIOMEIICHUS TPUEMHOM;

CTPYKTYpPY LIKOJIbI, MOPSA0K B3aUMOJCHCTBUS MOApa3AeTICHUMN U CITy kO,
pacnpenenenue GyHKIUH MEKIY CTPYKTYPHBIMU MOpa3IeICHUSIMU;

byHKIMY, 33124 00111€00pa30BaTEIbHON OPraHU3alliH, €€ CBSI3U M0 BEPTUKAIHN U
TOPU30HTAIIH;

HaMpaBJIEHUs ACSITEIbHOCTU HIKOJIBI U KOMIIETEHIIMH CTPYKTYPHBIX MOApa3/IesIeHuil U
JOJLKHOCTHBIX JIMII;

00pa31bl MOANKCEH JIUL, UMEIOIIHUX MPaBO MOJMUCAHUS U YTBEPKACHUS TIOKYMEHTOB, U
OI'paHMYCHUSA UX 30H OTBETCTBCHHOCTU;

TejeOHHbIE KOHTAKTHI IUPEKTOPA IIKOJIBI;

TpeOOBaHMS OXPaHbl TPYJIa, IPOU3BOACTBEHHON CAaHUTAPHH, ITOXKAPHOW 0€30I1aCHOCTH;
TpeOoBaHUs, MPEAbSBISIEMbIE K JOKYMEHTaM B COOTBETCTBUU C HOPMATHUBHBIMU
aKTaMM 1 IroCyJapCTBCHHBIMHA CTaHJapTaMM,

TpeOoBaHUs, MPEAbSIBISIEMbIE K YITPABICHYECKON HHPOPMALIHH;

(hOpMEI IPeOCTaBICHHS YIIPABICHYCCKONW HH(OPMAITUH;

(GYHKIIUN CaMOMEHEIKMEHTA;

ATUKY JEJIOBOTO OOIIECHMUS], STUKET.

1.9. Cexperapb HJOIKEH YMETD:

aHAJM3UPOBATh IPUYNHBI HEBBITTOIHEHUS 3a/1a4;

BECTH U UCIIOJIb30BaTh B paboTe 06a3y NaHHBIX Tele(OHHBIX KOHTAKTOB AUPEKTOPA
IIKOJIBI,

BECTH CPOKOBYIO KAPTOTEKY;

BECTH YUETHBIE PETUCTPAIMOHHBIE (POPMBI, HCIIOIB30BATh UX JJIs1 HH(POPMAITMOHHON
paloThI U PabOTHI [0 KOHTPOJIIO UCIIOJIHEHUS PEILICHUH U PUKa30B AUPEKTOpa
o011eo0pa3oBaTeIbHON OpraHU3aliy;

BHOCUTB M OTCIICKUBATh HH(OPMAIIHIO HA JIEKTPOHHOM H/UIH OYMa>KHOM HOCHUTEIIE;
BBIOMpATh ONTUMANIbHBIE CIOCOOBI HH(POPMHUPOBAHUS paOOTHUKOB HIKOJIBI,
o0yJaroImuxcs U UX poauTeneil (3aKOHHBIX MPECTaBUTEINIEH ), BBIILIECTOSINE
OpTaHU3aINH O IJIAHUPYEMBIX MEPOTPUSATHIX;

BbIOMPATh ONTHUMAJIBHBINA PUTM PalbOTHI;

JOKYMEHTUPOBATh Pa3HbIE ATAIbI MPOIEAYPhI OATOTOBKHU U MPOBEIEHUS COBEIIAHU;
HCMOJIb30BaTh COBPEMEHHbBIE Cpe/icTBA cOopa U 00pabOTKH KOHTPOJIBHOM
nH(popMaLuu;

HCIOJIb30BAaTh COBPEMEHHBIE TEXHOJIOIMH cO0Opa U nepegadn HHPpOpMaluy;
HCIOJIb30BaTh CIIPABOYHBIE IIPABOBBIE CUCTEMBI;

HCIOJIb30BATh CPEICTBA KOMMYHUKALIUU /TS TIepejau OPYYEeHUI AUPEKTOpa MIKOJbI,
HCIOJIb30BaTh CPECTBA KOMMYHUKAIIMOHHOW OPTTEXHUKHU IS MTOJIy4YEHUs U Iepeaadn
uHpOpMaINH;

WCTIOJIh30BATh YCTAHOBJICHHBIC TIPABUIIA U MPOLIEAYPHl KOMMYHUKAIIUN BHYTPH
00111e00pa30BaTEIbHON OpraHn3aLuY;

HCIOJIb30BaTh OPHUCHBIN MaKeT (TEKCTOBBIA PEaKTOP, AIEKTPOHHbIE TaOIUIIBI,
MIPE3EHTALINH );

obecrieunBaTh HHGOPMAITMOHHYIO O€30MTaCHOCTH ACSITEIFHOCTA 00pa30BaTEIHHOM
OpraHu3alINH;

o0ecrnieunBaTh KOH(UIEHIIMAIBHOCTD B IPUEMHON U KaOMHETE TUPEKTOPa,;
obecrieynBaTh pabOTy MPUEMHON JUPEKTOPa BO BPEMS €ro OTCYTCTBUS;
o0ecrnednBaTh COXPaAaHHOCTh JOKYMEHTOB, XpaHALIMXCS B IPUEMHOMN 1 KaOuHeTe
TMpeKTOpa 0011e00pazoBaTeIbHON OpraHU3aluuy;

OKa3bIBaTh MOMOLIb TUPEKTOPY LIKOJIBI B PaCIPEAEICHUH €ro pabo4yero BpeMeHH;
OTIPENIeNIATh IPUOPUTETHOCTh U OUEPEIHOCTD BHITIOIHEHUS paboT U A3PPEKTUBHO
pacrpenenars pabodyee Bpems;

OpPraHU30BBIBATh U 00ECIIEYMBATD JIMYHBIC KOHTAKTHI JUPEKTOpa 00pa3oBaTeIbHOIM



OpraHu3aIuy,

OpPraHU30BBIBATh MPOLIECC MTOATOTOBKH K IIPOBEJCHUIO COBELLAHUS ITPU JUPEKTOPE;
OCYIIECTBISATH KOHTPOJIb UCTIOTHEHUS MIOPYUYEHUH TUPEKTOpa paOOTHUKAMHM HIKOJIBI;
OCYILLIECTBIIATh 00pabOTKY U CTPYKTYpUpOBaHUE UH(POPMALINY;

OCYIIECTBIISITH paclieyaTbIBAaHHE U KCEPOKOITMPOBAHHE;

OCYILLECTBIIATH POBEPKY JOCTOBEPHOCTH, OJHOTH M HEIPOTUBOPEUMBOCTH JaHHbIX,
UCKJIIOUEHHUE TyOIupoBaHus HH(OPMAIIIH;

OCYLLECTBIIATh PETUCTPALIUIO, HAKOIUIEHHE U TIepeiady, CUCTEMAaTU3UPOBAaHHOE
XpaHeHue ¥ Bb1ady HH(popmMaum B Tpedyemoii popme;

OCYIIECTBJIATH COOp, 00pabOTKy MH(POPMAIIMH, HEOOXOUMOH I TUPEKTOPA IIKOJIBI,
€e aHaJIu3 B COOTBETCTBUH C TPEOOBAHUSAMH KPATKOCTH, YETKOCTH (POPMYITUPOBOK,
CBOEBPEMEHHOCTH MOCTYIUIEHUS, TOUHOCTH U JOCTOBEPHOCTH, ONITUMAIBHOCTH
cHCTEeMaTHU3alll, HEPEPBIBHOCTH cOopa 1 00paboTKH;

OCYILLIECTBIATh CUCTEMATU3ALUIO MOIY4aeMbIX U IIepe1aBaeMbIX JaHHbIX;
o(opMIIATH KOMaHIUPOBOYHBIE TOKYMEHTHI;

OLIEHUBATh Pe3y/IbTaThl B PaMKax IOCTABJICHHBIX 3a/1a4;

nepeaaBaTh HPOPMALIUIO, TOKYMEHTHI M MaTepUaIIbl YUaCTHUKAM COBEILAHUS IIPH
TUPEKTOpE;

reJaTaTh U peJakKTHPOBATH TEKCTHI CIYKEOHBIX TOKYMEHTOB,

[10JIb30BaThCs EpUPEPUHHBIMU YCTPOUCTBAMH U OPTTEXHUKOI;

MOJIb30BaThCsl YHU(UITMPOBAHHBIMU (POPMaMHU JOKYMEHTOB;

[10JIb30BaThCS HJIEKTPOHHOM MOYTOMH;

MPEOCTABIIATE JaHHBIC B €AUHOM H YIOOHOM JJIsi BOCIIpHATHS (hopmare;
IPUMEHSATh B COOTBETCTBUHU C HA3HAYEHUEM CPEJICTBA OPraHU3allMOHHON TEXHUKH,
KaHIEJIAPCKUE TPHHAIIIC)KHOCTH;

IPUMEHATh HH(POPMAIIMOHHO-KOMMYHHUKALIMOHHbIE TEXHOJIOTHH;

MIPUMEHSTH CITOCOOBI IEIIOBOTO OOIIEHUS;

IPUHUMATh MEPBI 110 Pa3pelIeHN0 KOHPIUKTHBIX CUTYaIHi;

MPOU3BOIUTH TOJATOTOBKY JIEJ JIJIsl TIEpeIaun B apXUB 00111€00pa30oBaTEILHOM
OpraHu3aluy,

MIPOM3BOJIUTH MOUCK HH(pOpMaIUU B 6a3aX JaHHBIX, BECTU MH(OPMaIlMOHHO-
CIPaBOYHYIO Pa0OTy HAa OCHOBE PA3JIMYHBIX KOMOMHAIMN TOMCKOBBIX TPU3HAKOB;
paboTaTh C epcoHaIbHBIM KOMIIBIOTEPOM (HOYTOYKOM), KaTajoramu (ankaMmu) u
¢aitnamu, ckaHepoMm;

paboTaTh ¢ BXOAdIIEH, UCXOIALIEH, BHYTpEHHEH TOKyMEHTAIUEH;

pabotath ¢ nHpopManMel, aHaIU3UPOBATh U MPEJICTABIATH €€ B
CHCTEMAaTH3HPOBAHHOM BHUJIE, B BUJ/IC CBOJHBIX TOKYMEHTOB,

paboTaTh co BCel COBOKYMHOCTHIO HH(OPMAIIMOHHO-I0KYMEHTAIIMOHHBIX PECYPCOB
o0pa30BaTeNbHON OpraHu3aluu;

pa3pabarbIBaTh HOMEHKJIATYPY JeJI MIKOJIBI C YU€TOM JACHCTBYIOLIMX HOPMATUBHO-
METOAMYECKUX JOKYMEHTOB;

paccTaBiIATh IPUOPUTETHI, BBIJICNIATH BAXKHOE U CPOUHOE;

CTJIKUBATh KOH(QIMKTHBIC M CJIOXKHBIE CUTYAI[UH MEKITMIHOCTHOTO OOIICHNS;
CepBUpPOBATh YaHbIN (KOQEHHbII) CTOI BO BpeMsl IPOBeeHUs Kode-Tay3;
co0MroAaTh CIyKeOHBII 3TUKET, IpaBUiIa I€JI0BOI0 ATUKETA U MMPOTOKOJIA;
cO3J1aBaTh UMUK CEKpeTaps, COOTBETCTBYIOIINNA UMHJIKY IIKOJBI,

CO3JIaBaTh W MOJIEPKUBATH TTOJIOKUATENLHBIA UMUK 00pa30BaTEIbHON OpraHu3allny;
co3zlaBaTh yclnoBHs, odecrnieunBaromue 3hGekTuBHy0 paboTy AUPEKTOpa;
COCTaBJIATh U OOPMIIATH HOPMAaTUBHBIE AKTHI, OPraHU3ALMOHHBIE U METOINYECKHE
JOKYMEHTBI, CBOJIHBIC, OTUETHBIE, CTATUCTUYECKUE IOKYMEHTHI;

yIpaBIATh KOHQIUKTAMHU;

yCTaHaBJIMBATh LIEJIH, OTIPENENIATh HePAPXHIO LIEIeH;



*  VYUTHIBATh MICUXOJIIOTUYECKUE OCOOCHHOCTH JTMYHOCTH MIPH PA3TUYHBIX BUIAX
po¢eCCUOHAIBHOTO OOIICHHS;
*  BBIOMpATh ¥ 0POPMIIATH IJIAHUPOBIIHK;
* ¢opmupoBaTh U 0GOPMIIATH JIe]a B COOTBETCTBHH C YTBEPKJACHHOM HOMEHKJIATYPOU
nen o01eo0pa3oBaTebHON OpraHNu3aIUH.
1.10. CekpeTapb 1OJDKEH 3HATh M COOIIOIATh YCTAHOBIICHHBIE TIPABUIIA U TPEOOBAHMS OXPaHBI
TpyJa " MOKapHOU OE30MacHOCTH, MTPaBUIa TUYHON TUTHECHBI M TUTHEHBI TPY/a B
00pa3oBaTeIbHOM YUPEKICHUH.
1.11. Cekperapp 10KEH IPOTH 00ydeHHE M UMETh HaBbIKM OKa3aHUs MEPBOW TTOMOIIN
nocTpanaBmuM, codmoaate Konsennuo OOH o npaBax pebeHka, 3HaTh MOPSAOK ACHCTBUIN TIPH
BO3HMKHOBEHHMH NOKapa WJIM HHON YpE3BbIYAHON CUTYAllMU U YBAKYaLlUH.

2. TpyaoBblie pyHKIMHU

OcHosHbIMU MPYOO0BLIMU DYHKYUAMU CEKPEMaps AGNIAIOMCA!

2.1. Opranu3anroHHOe, JOKYMEHTAIIMOHHOE ¥ HHGOPMAIIMOHHOE 0becneueHne IesITeIbHOCTH
JUPEKTOpa LIKOJIbI:

2.1.1. OxazaHue MOMOIIH JUPEKTOPY B TNIAHKPOBAHUU PabOYETO BPEMEHHU.

2.1.2. [InanupoBaHue pabovero JAHsS CEKpeTaps.

2.1.3. Opraam3anus TenedOHHBIX IEPETOBOPOB JUPEKTOPaA 00IIe00pa3oBaTeIbHON
OpraHu3aluu.

2.1.4. Opraamu3anus padoThl ¢ TOCETUTEISIMHU B IPUEMHOU TUPEKTOPA.

2.1.5. Opranu3anus NOAroTOBKA MEPONPUATHIA € y4aCTHEM JUPEKTOpa.

2.1.6. Opranu3anys UCTIOIHEHUS PEIICHUH U OCYIIECTBICHHE KOHTPOJISI HCIIOTHEHHS
HOPYYEHUI AUPEKTOPA.

2.1.7. Opraau3anus U noajaepx anre GyHKIHOHATHHOTO pabovero mpocTpaHCTBa MPUEMHON 1
KaOMHeTa TUpeKTopa.

2.1.8. CocraBnenue u 0o)OpMIICHHE YIIPABICHYCCKON JOKYMEHTAIHH.

2.1.9. Opranuzanus paboThl C TOKyMEHTaMHU B IPUEMHOMN AUPEKTOPA IIKOJBI.

2.1.10. Opranu3zamnus XxpaHeHHs TOKYMEHTOB.

2.1.11. OGecneuenue aupekTopa o0IIeodopa3zoBaTeNbHOIN opranu3anuu HHGopMaruei.

2.1.12. Opranu3zamus HHHOPMAIIIOHHOTO B3aUMOJICHCTBHUS TUPEKTOPA C paOOTHHUKAMH.
2.1.13. Opranusanust KOMaHJUPOBOK AUPEKTOPA U COTPYIHUKOB.

3. 10/1’KHOCTHBIE 00SI3AaHHOCTH CeKpeTaps
3.1. B pamkax TpyaoBo#l ()YHKIIMK OKA3aHHUS MOMOIIU JUPEKTOPY IIKOJIbI B IIJIaHUPOBAHUHI
paboyvero BpeMeHU

* uHpOpPMHpYET TUPEKTOPa 00pa30BATEIIFHON OPTaHU3AIMH O PEriIAMEHTE HAMEUCHHBIX
BCTpEY, COBELIAaHUI U 3aceJaHuil, IeJarorMueCKUX COBETOB, OOIIEIIKOIBLHBIX U HHBIX
MEpONPHUSTHI;

*  MpeaynpexaacT o MPUOIMKEHUN BpEeMEHU HAMEUEHHBIX MEPONPUITUN, COTIIACOBBIBACT
BpEMCHHBIC TUTAHHI,

*  COTnacoBbIBaeT Tene(OHHbIC IEPETOBOPHI C MPEACTABUTENSIMHU BBIIIECTOSIIINX
OpraHM3aIHH, C TIOMEYUTEIIIMHU, PYKOBOIUTEIISIMA HHBIX 00pa30BaTeIbHBIX
YUPEKIACHUN;

*  COTJIaCOBBIBACT BCTPEUYH M MEPOIPHUATHS C COTPYTHHUKAMH IIKOJIBI ¥ IIPOQPCOI03HBIM
KOMHUTETOM, C POJAUTEISIMA U POTUTEIHCKIM KOMUTETOM, PYKOBOJAUTEIISIMU
METOJINICCKUX 00bETMHCHHIA, C COBETOM YJAIIUXCS ¥ HHBIMU COBETaMHU M KOMHTETAaMHU
o011e00pa3oBaTenbHON OpraHU3allvH;

* ¢opMHpYET pe3epB BPEMEHU JJII HETIPEIBUICHHBIX CUTYAIlUH;

* BHOCHUT MH(OpMAIMIO B IJIAHUPOBLIMK (OpraHaisep).

3.2. B pamMkax Tpya0BOH (QYHKIIUH IIAaHUPOBAHMS pab0odero JHA CEKpeTaps:




COTJIACOBBIBACT IUIAHBI C TNITAHAMU M CPOKAMU pabOThI AUPEKTOPa
001eo0pa3oBaTeIbHOM OpraHU3aluy;

pacnpezenser pabouee BpeMs (Ha JeHb, HEAENIO, IEPCIIEKTUBY);
MIEPEHOCHUT HEBBIITOJHEHHBIC 3aITAHUPOBAHHBIC 33aJa4H;
BBITOJIHSACT TUITMYHbIEC €XKETHEBHBIE JIEIa,

BBIOMpAET 1 0POPMIIET IUTAHUPOBIIMK CEKpeTaps;

BEJICT JHEBHUK (Ha AJIEKTPOHHOM M /UM OYMakHOM HOCHUTEIIE).

3.3.B paMKax TPYJAOBOM (bVHKHI/II/I OopraHm3alnunin Teﬂe(bOHHI)IX IIEPEroBOPOB AUPECKTOPA.

BeneT 0asy Tene(OHHBIX KOHTAKTOB PYKOBOIUTEIIS IIKOJIBI;

COCIMHSCT TUPEKTOpa 00pa30BaTEILHON OPTaHU3aIK ¢ KOHKPETHBIMHI a0OHEHTaMH,
PETUCTPHUPYET MOCTYIAIONIUE B IPUEMHYIO Telie()OHHbIC 3BOHKH;

NepeHaIpaBsieT OTACIbHbIC TeJIeGOHHBIC 3BOHKH 3aMECTHTEIISIM TUPEKTOpa,;
MOJIy4aeT HeOOXOUMYI0 HH(DOPMAIIHIO | TIePeIaeT CAHKITMOHUPOBAHHYIO
uHpopmanuoo 1o tenedony;

YCTaHABJIMBAET KOHTAKT C COOECETHUKOM, TIO/ICP’KUBACT U PAa3BUBACT JICTOBYIO
Oeceny B mporecce Tese(OHHBIX IEPErOBOPOB.

3.4. B paMmkax Tpya0Bo# hYHKIKMU OPraHu3aluu paboThl ¢ MOCETUTEIISIMUA B IPUEMHOMN

AUPEKTOpa.

OpPTaHU30BBIBACT JTMYHBINA IPUEM ITOCETUTENICH TUPEKTOPOM LIKOJIIBI;

yCTaHaBIMBAET MOPSAAOK MPUEMa JIJIsl pa3TUYHBIX KATETOPUI MOCETUTENEH;

BEJICT )KYPHAI IPEIBAPUTEILHON 3aITUCH HA TIPHEM, )KYPHAI MMOCEIICHUH,
PETUCTPHUPYET MOCETUTENEH;

COJICUCTBYET ONEPATHBHOMY PACCMOTPEHHIO Kan00, IPOChO U MPEITI0KEHHUI
COTPYJTHHUKOB 00111e00pa30BaTeIbHON OpraHU3aIii, POIUTeNIeH (3aKOHHBIX
Mpe/icTaBuTeNel) 00yJyaroluXcs, UHBIX OCETUTENEH;

OCYILECTBIISIET IPUEM JIMYHBIX 3asBICHUIA COTPYAHHUKOB, O0YJAIOLIUXCS U UX
ponuTenel (3aKOHHBIX MPeCTaBUTENEH);

OpPraHU30BBIBACT NPHEM MPECTaBUTENIECH OpraHU3ali, IBISIOMMXCS IeaMH LIKOJIBI,
YJIEHOB MOIMEYUTEIHCKOIO COBETA, TApTHEPOB 00pa30BaTEIbHON OPraHU3aluy U T.1.;
cepBUpYeT YaiHbIi (KoeiHbIi) cTONI B KaOWHETE TUPEKTOPa,

MPUHUMAET MEPHI 10 COXPAHEHUIO KOH(DUICHIINANBHON HHPOpMAIMK B X0/1€ IpuemMa
MOCETUTENeH U MX HAXOX/IEHUS B IPUEMHON U KaOWHEeTe TUPEeKTopa
o011eo0pa3oBaTeabHON OpraHU3aIiy.

35 B paMKax TPYAOBOMU (bVHKHI/II/I Opra’Hu3aluyd DOATOTOBKU MEPOIPUITHN C VIACTUEM

AUPEKTOpa.

uHpOopMHUpYyeT paOOTHUKOB O HAMEUAIOIIEMCsl COBEIIAHNH, NE€JICOBETE, UHOM
MEpPOIPHUATHH;

MOJITOTABIIMBAET U BHIBEUIMBAET HA WH(OPMAIIMOHHBII CTEH/ TOBECTKY JTHS
MEPOINPHUSTHS C YH4aCTHEM AUPEKTOPA;

IIOMOTa€eT B IIOATOTOBKE OKJIa[a JUPEKTOPA IIKOJIBI, [IPE3CHTAlMOHHBIX MAaTEPUAJIOB;
pacchuIaeT MpUrialleHus JUIaM, TpUriIalieHHbIM Ha OOIICIIKOIbHOE MEPOIIPUSITHE.

3.6.B paMKax TPYAOBOM d)VHKHI/II/I Opra’Hu3alluy UCIIOJIHESHHUS PEIICHHM, OCYIIIECTBICHHUS

KOHTPOJIA MCTIOJTHECHU A HODV‘—IGHI/Iﬁ JAPCKTOpA:

JOKYMEHTAJIbHO 0(OPMIISET peIIeHUs TUPEKTOPA IIKOJIbI (ITPUKa3bl);

JIOBOJUT JI0 CBEJIEHUSI paOOTHUKOB 00111€00pa30BaTEIbHOTO YUPEXKACHUS IPUKA3hl U
pacrnopsKeHUsI TUPEKTOpa,

KOOPJIUHUPYET AEATEIBHOCTh M0 UCIIOJHEHUIO PELICHUH TUpeKTOopa,;

BEJIET CPOKOBBIN TEKYIIUN U NPEAYNPEAUTEIbHBIA KOHTPOJIb;

IIPOBEPSAET UCIIOJIHEHNE NOPYUEHUI IUPEKTOPA B YCTAHOBJIEHHBIN CPOK;
MPEIYIPERAACT COTPYIHUKOB 00 UCTEUCHUH CPOKA HCIIOHEHHSI TOPYYCHUN
TUPEKTOpa,;

(buKCUpyeT UCTIONHEHUE TTOPYUCHHIA;



COCTABJISIET OTYETHI U AHAJTUTHUUECKHUE CIIPABKHU O BHIIIOJHEHUH NTOPYUYEHUN U PELICHUM
IUpeKTopa 001e00pa3oBaTeIbHON OpraHU3alHH.

3.7. B pamkax TpyaoBo# hYHKIIMM OPraHU3alUU U oAAepKanusa dYHKIIMOHAIBHOr0 paboyero

IIPOCTPAHCTBA IPUEMHOM 1 KaOMHETA JUPEKTOopa.

OpPTaHU30BBIBACT IPHEMHYIO TUPEKTOPA B COOTBETCTBHH C TPEOOBAHUSAMHU SPTOHOMUKHU
U KyJIBTYpHI TPY[Q,;

OCYIIECTBIISIET KOHTPOJIb 00ECTIEUECHHUS TUPEKTOPA KAaHIEIAPCKUMHU
IIPUHAICKHOCTSIMH, CPEICTBAMU OPTaHU3ALIMOHHON TEXHUKU;

YXaXXMBAET 32 KOMHATHBIMHM PACTEHUSIMH B IPUEMHON U KaOMHETE JUPEKTOPA.

3.8.B paMKax TPYJAOBOM d)VHKHI/II/I COCTaBJICHHUIA U Od)ODMJ'IeHI/IH YIIPAaBJICHYECKOM

AOKYMCHTAIIMH

COCTaBJISIET MPOEKTHI PACTIOPSAUTEIBHBIX (IPUKA3bI, PACTIOPSHKEHUS) U
MH(OPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB (CITy>KE€OHbIE MTUChMA, CIIPABKH,
JOKJIaJTHBIC U CITY>K€OHBIE 3aMUCKH);

COCTABJISIET Pa3IM4HbIE MMCbMA, 3aIIPOChI, TOTOBUT OTBETHI aBTOPaM OOpaIeHUi 110
MIOPYYEHUIO TUPEKTOPA LLIKOJIBI;

reyarTaer ci1y>keOHble TOKYMEHTBI U JPYTHe MaTepHallbl;

Pa3MHOXKAET CIIyKeOHbIE IOKYMEHTHI,

KOHTPOJMPYET MIPOXOKIEHUE JOKYMEHTOB B 00I11€00pa30BaTeIbHON OpraHu3alun
(cornmacoBanue, MOANUCAHUE U YTBEPKICHHE TOKYMEHTA).

3.9. B pamkax tpynoBoil hyYHKIIMM Opra”Hu3aiuu paboThl ¢ JOKYMEHTAMU B IPUEMHOM:

[OJTy4aeT, MPeIBAPUTEIBHO PACCMATPUBAET U COPTUPYET AJOKYMEHTHI, IOCTYHAIOIINE B
MIPUEMHYIO JUPEKTOPAa 00pa30BaTEIIbLHOIO YUPEKACHMUS,

MIOJITOTABJIMBACT JOKYMEHTBHI JUIsl pACCMOTPEHUS JUPEKTOPOM;

BCACT YyUYC€T JOKYMCHTOB, IOCTYIIAIOIIUX HAa UMA AUPEKTOPA IIIKOJIBI,

B COOTBETCTBUU C YKa3aHWSIMH TUPEKTOPA OPTaHNU30BBIBAET N€pENavy JOKYMEHTOB
UCTIOJTHUTENSIM (KOHKPETHBIM COTPYTHHKAM) JUIsl HCIIOJIb30BaHMs B TIpoliecce paboThI
100 [Tt MOATOTOBKH OTBETOB,3

COCTaBJISIET U MPEIOCTABIISIET B YCTAHOBJICHHBIE CPOKU B OPTaH yIPaBICHUS
00pa30BaHMs CITIUCKHU BCEX KJIACCOB (KOHTMHI€HTa 00pa30BaTeIbHOM OpraHu3alumn) u
CIIMCOK BCEX IperoaaBareiei Kaxxoro yueOHoro rosa;

OIIEpaTUBHO BHOCHUT TEKYIINE U3MEHEHUS B COCTaB KOHTUHI€HTA yJalluXxcs,
MeJJarOTHYECKUX U IPYTUX pabOTHUKOB 00IIe00pa30BaTEILHON OpraHU3aIlny;
oopmIsieT TUUHBIE JleNa AeTel, MPUHATHIX Ha 00y4YeHHe B 00111e00pa3oBaTebHYIO
OpraHU3alMIo;

BeZIeT ayihaBUTHBIHN JKypHAI BCEX ydallluxcs;

CO3/1a€T U BeJeT 0a3y JaHHBIX JIOKYMEHTOB, IPOBOAUT MH(OPMALIMOHHO-CIPABOUYHYIO
paobory;

KOHTPOJIHMPYET UCIIOJIHEHUE IOKYMEHTOB U IOpYUYEHUH AUpeKTopa o0pa3oBaTeIbHOM
OpraHM3alMH.

3.10.B paMKax TDVHOBOﬁ d)VHKHI/II/I opraHm3aniyy XpaHCHHUSI JOKYMCHTOB.

KOPPEKTUPYET HOMEHKJIATYPBI JEJI CEKPETaps U JUPEKTOPA LIKOJIbI;
dbopmupyet 1 0ohopMIISET Aesia MOCTOSIHHOTO, JOJITOBPEMEHHOTO CPOKOB XPaHEHMUS,
MOATOTABIMBALT U MEepeaacT Jeia B apXuB 0011e00pa3oBaTeIbHON OpraHU3aIuH.

3.11. B pamkax Tpy10BO# hYHKIIMU 00ECIIEUEHUS IUPEKTOPA MIKOJIbI HHOOPMAIIUEN:

cobupaer u nepepabaTeiBaeT HH(YOPMAIIHIO, HEOOXOIUMYIO TSI TPUHATUS
000CHOBAaHHBIX YIPaBICHUCCKUX PEIICHHIA;

MIPOBEPSIET TIOCTOBEPHOCTh, TOJHOTY M HEITPOTUBOPEUMBOCTD JTAHHBIX, HCKITIOUAET
nyomupoBaHue HHGOpPMAIUH,

MIPEIOCTABIISCT JAHHBIE B €IMHOM H YIOOHOM JJisi BOCTIpUATHUs (hopmMare;

BBISIBIISIET HAN0O0JIee 3HAYUMbIC KPUTEPUH CUCTEMAaTH3AIMH WH(OPMAIIMU IS CO3aHHS
0a3 JaHHBIX



* (dopmupyer u ucnons3yeT 6a3y JaHHBIX B 0011e00pa30BaTENILHON OpraHu3alnu.
3.12. B pamkax Tpy10Bo¥ QYHKIIMU OpraHu3alyy HHOOPMAIIMOHHOTO B3aUMOICHCTBHS
JUPEKTOpa ¢ pabOTHUKAMMU:
* uHpopMHpYyeT paOOTHUKOB 00Pa30BaTEIbHOW OpraHU3alK O PEIIEHUSIX AUPEKTOPA,
COBEIIAHUAX U 3aCeIaHUsX, MeJarOTHYECKUX COBETAX M MHBIX MEPONPUSATHIX;
*  3HAaKOMMT PaOOTHHUKOB MOJ NOJIHUCH C COOTBETCTBYIOIIUMH TIOKYMEHTaMH;
*  OpPraHu30BBIBaET OOMEH MH(POPMALUEH MEXTy 3aMECTHUTEISIMHA JUPEKTOPA U MHBIMU
JOJPKHOCTHBIMU JIMIIaMU 00111€00pa30BaTeIbHOM OpraHn3anuy,
* OmoBemaeT pabOTHUKOB O MPEACTOSIIIUX MEPOTPUATHSIX;
*  BBI3BIBACT COTPYIHUKOB U O0YUAIOIIUXCS [0 MOPYUYEHUIO JTUPEKTOPa;
*  uHPOPMHPYET TUPEKTOpa 00 OOpAIIEHUSIX COTPYAHUKOB 0 PAOOYHM U JIMYHBIM
BOIIpOCaM,;
*  uHpOPMHpPYET TUPEKTOpa 00 OOpaIIeHUsIX 00yJAIOMIUXCS, UX POJUTENEH (3aKOHHBIX
IpeJCTaBUTEIIEH ).
3.13. B pamkax TpynoBo HYHKIMW OPraHU3AIMHA KOMAHIUPOBOK:
*  IOJrOTABJIMBACT MPOEKT MPHUKA3a O CIyKEOHOM KOMaHIMPOBKE;
*  BBINKACBHIBAET KOMAaHAMPOBOYHOE YIOCTOBEPEHHE U PETHCTPUPYET €r0 IpH
HE00XO0IUMOCTH;
* TOJTOTABIIMBACT JOKYMEHTHI K ITOE3/IKE;
*  YTOYHSET JaTy, JODKHOCTHU, aMUIMK B IPOrpaMMe KOMaHAMPOBKH.
3.14. BemoaHsIeT pa3IUYHbIEe ONEPALUU C UCIOJIH30BAHNEM KOMITBIOTEPHON TEXHUKH 110
nporpaMmam, rpeHa3HaueHHbIM 17151 cOopa, 00pabOTKU U MpeA0CTaBIeHU HHPOPMALIUH.
3.15. Ilpu ucnosb30BaHUU IEKTPOHHOI'O 000PYI0BaHUS, B TOM YHCJIE€ KJIIaBUATYPhl U MBIIIIH,
€XEJITHEBHO JIe3MH(DULUPYET UX B COOTBETCTBUH C PEKOMEHIALUSAIMU MPOU3BOAUTENS IMOO C
UCTIOJIb30BaHUEM PACTBOPOB MM calIeTOK Ha CIIUPTOBOM OCHOBE, COACPKAIINX HE MEHEE
70% cnupra.
3.16. CobnroaeT npaBuiIa UCIOJIb30BaHUs ceTH MIHTepHeT.
3.17. O6ecnieunBaeT 3aIUTy MPaB U CBOOO]T yUaITUXCs, POJUTENEH (3aKOHHBIX
npeJicTaBuTeNel ), paOOTHUKOB IIKOJIBI TPH 00pabOTKE NMEePCOHATbHBIX TAHHBIX.
3.18. Ctporo cobmoaeT KOH(UASHINATEHOCTh IEPCOHATBHBIX JAHHBIX U TPeOOBaHHUS 11O
3amTe U 0€30MacCHOCTH MEPCOHATBHBIX TAaHHBIX TP UX 00padO0TKe, HEOMYIEHHE UX
pacripocTpaHeHus 0e3 coriacus CyobeKTa NepCOHANbHBIX JAHHBIX WM HAJIUYHS IPYTroro
3aKOHHOTO OCHOBAHUSI.
3.19. Cobmroiaet KyapTypy U ATHKY OOIIEHUS C TIEPCOHATIOM 00pa30BaTEIbHOTO YUPEKICHUS,
00y4aromMUMUCS U POAUTEISIMA (3aKOHHBIMH MTPEJICTABUTENSIMH ), TOCETUTEIISIMH.
3.20. Ctporo cobmoiaeT rmpasa u cBOOObI 1eTei, coaepxanruecs B PenepaibHoM 3akoHe «O0
obpazoBanuu B Poccuiickoit @eaepannn» u Konsennun OOH o nmpaBax pebeHka, sBiIseTcs
IPUMEPOM IS HIKOJIBHHUKOB.
3.21. Uadopmupyet qupekTopa, a Mpu ero OTCYTCTBUH — JICKYPHOTO a]MHHHUCTPATOpa O
HECYaCTHOM CJIy4ae, IPUHUMAET MEPHI M0 OKa3aHMIO MEPBOM MOMOIIH TOCTPAJaBIINM, BEI30BE
CKOpOW MEIMIIUMHCKOMN TTOMOIIIH.
3.22. OcymecTBIsET CBOIO €ATEIbHOCTh Ha BEICOKOM NPO(EeCCHOHAIEHOM YPOBHE.
3.23. O06ecreunBaeT COOIIOICHUE YHUCTOTHI U TIOPSI/IKa Ha CBOEM pabodyeM MecTe.
3.24. TIpoxoauT B yCTaHOBJICHHOM 3aKOHOAaTeNIbcTBOM Poccuiickoit deneparuu nmopsake
oOy4eHHe U MPOBEPKY 3HAHUI W HABBIKOB B 00JIACTH OXPAHBI TPY/Ia, HHCTPYKTAXKHU TI0 OXpaHe
TPyZa U MOKapHOH 0€30MacHOCTH.
3.25. Cexperapb cobmoaet YcraB u [IpaBuiia BHyTpeHHETO TPYJIOBOTO PaCcTIOpsIIKa
00pa30BaTENILHOTO YUPEKACHUS, KOJUICKTUBHBIN U TPYIOBOM JIOTOBOP, a TAKIKE JIOKAIbHBIEC aKThI
U TIPUKa3bl PYKOBOJUTEII.
3.26. ColumrotaeT mpaBuiia OXpaHbl TPYAA, MOKAPHOU U AIEKTPOOE30MacHOCTH, CAHUTAPHO-
TUTMEHUYECKUE HOPMBI U TPpeOOBaHUs, TPYJOBYIO JUCHUILUIMHY Ha paboueM MECTE U PEXUM
paboThl, yCTAaHOBJICHHBIHN B 00111€00pa30BaTEIbHON OpraHu3aluy.




3.27. IleprpoanyecKky MPOXOIUT OECIUIaTHBIE METUIIMHCKUE 00CIIC0BAaHMS, TOBBIIIAET CBOIO
npodecCHOHATBHYIO KOMITETCHITHIO.

3.28. Cekperapro 3arpemniaercsi UCIoIb30BaTh HEUCIIPABHYIO0 MeOeIb, AIEKTPOOOOpyI0BaHNE,
IIEKTPONIPHOOPHI, KOMITBIOTEPHYIO U MHYIO OPITEXHUKY M 000pyIOBaHHE B MeOEIIb C SBHBIMH
NpU3HAKaMU TIOBPEXK/ICHUS, KYPUTh B TIOMELICHUSIX U HA TEPPUTOPHH 00Ie00pa30BaTeIbHOI
OpraHHU3aLuy.

4. IlpaBa

Cekperapb IUPEKTOpPa UMEET IPABO:

4.1. ITony4ats nHGOPMAIIHIO, B TOM YHCIIC U KOH(DUICHIIMAIBbHYIO, B 00beMe, HEOOXOIUMOM IS
pEIICHUS TOCTABJICHHBIX 3a/1a4.

4.2. 3anpamuBaTh JIMYHO WM 10 MOPYYSHHUIO AUPEKTOpa OT paOOTHUKOB 00111€00pa30BaTeIbHOMN
OpraHu3ay HHPOPMAIIHIO M IOKYMEHTHI, HEOOXOIUMBIE JUIS BRITIOJTHEHUS €T0 JIOJDKHOCTHBIX
00s13aHHOCTEH.

4.3. TpeboBaTh OT aAIMHHHUCTPAIMH IIKOJIBI CO3/IaHUST ONITUMAJIBHBIX YCIIOBUU TSI BEITIOTHEHUS
CITy’keOHBIX 003aHHOCTEI 1 COXPAHHOCTH BCEX JOKYMEHTOB, 00pa3yIOLIUXCs B pE3yIbTaTe
JeSITEIbBHOCTH CEKpeTapsl.

4.4. TlpuHuMaTh pelieHus B rpeaesaax CBOeH KOMIETEHIUH.

4.5. Ha maTepHalIbHO-TEXHUYECKUE YCIOBUSA, TPEOYEMBbIE /JIs BHITTOJTHEHUS JOKHOCTHBIX
o0s13aHHOCTEN cekpeTapsi, Ha obecrieueHre pabouero Mecra, COOTBETCTBYIOIIETO
roCyJapCTBEHHBIM HOPMATUBHBIM TPEOOBAHUSIM OXPaHbI TPYAa U MOXKApPHOM 0€30MaCHOCTH, a
TaK)Ke yCIOBHSIM, IPEAYCMOTPEHHBIM KOJIEKTUBHBIM 10TOBOPOM.

4.6. 3HAKOMUTHCA C IPOCKTAMU PEIICHUH TUPEKTOpa, OTHOCIIIUXCS K €ro MpohecCHOHATbHON
NESITENIbHOCTH, C kaio0aMu U IPYrUMH TOKYMEHTaMHU, COJEPKAIIMMH OILIEHKY €ro paboThl,
JIaBaTh 10 HUM OOBSICHCHHSI.

4.7. IlpenoctaBiaTh TUPEKTOPY HA PACCMOTPEHHE MPEIOKEHUS 110 YAYUIIEHUIO IS TEIbHOCTU
00pa3zoBaTeNbHON OpraHu3aIlii U YCOBEPIICHCTBOBAHUIO CIIOCOOOB padOTHI IO BOMPOCaM,
OTHOCSIIIIUMCS K KOMIIETEHIIMH CEKpeTaps.

4.8. YyacTBOBaTh B pab0OTE OPraHOB CaMOYIIPABIICHHS JTOIIKOJIHHBIM 00pa30BaTEIbHBIM
yupexaeHuem, B pabore obmero coopanus pabOTHUKOB, B 00CYX/I€HUU BOIIPOCOB, KAaCAIOIUXCS
HCIIOJTHSIEMBIX CEKPETApeM JIOJKHOCTHBIX 00S3aHHOCTEH.

4.9. Ha MopanbHOE U MaTepHaIbHOE MOOILIPEHUE, HATPAXKACHUS IO pe3yIbTaTaM

PO ECCHOHAIBHON JEATETFHOCTH, Ha COIMAIbHBIE TAPAHTHH, PETyCMOTPEHHBIE
3akoHoaresbeTBoM Pocceniickon denepanuu.

4.10. Ha 3ammty cBoeii mpoeCcCHOHATTFHON YeCTH U JOCTOMHCTBA. Ha KOH(pUIEHITNATEHOCTh
CIIy’keOHOTO paccieIoBaHus, KpOMe CITy4aeB, MPeyCMOTPEHHBIX 3aKOHOaTEIhCTBOM
Poccuiickoit deneparnum.

4.11. 3amuniate CBOM HHTEPECH CAMOCTOSITENILHO W/ WU Yepe3 MPeCTaBUTENsl, B TOM YHCIIe
aJIBOKaTa, B Cily4yae JUCIUIUIMHAPHOTO WIH CIYKeOHOTO paccieloBaHusl, KOTOPOE CBSI3aHO C
HapYIICHUEM CEeKpeTapeM HOpM Ipo(heCCHOHATLHOM dTHKH.

4.12. Cekperapb TUPEKTOpa IIKOJIBI UMEET HHBIE MPaBa, MPeayCMOTPEHHBIC TPYI0BEIM
Konexcom Poccuiickoit @enepanuu, YcraBom, KomnektuBHbIM goroBopom, [IpaBuiamu
BHYTPEHHETO TPYI0BOT0 pacnopsiaka o0ueo0pa3oBaTeaIbHON OpraHu3auy.

5. OTBeTCTBEHHOCTDH
5.1. B npenycMoTpeHHOM 3aKOHOAATEILCTBOM Poccuiickoin deaepanuu mopsaaKe cEKpeTaph
HECET OTBETCTBEHHOCTE:
* 32 HENPAaBOMEPHOE UCMOJIb30BAHUE NTPEAOCTABIECHHBIX JOJKHOCTHOW HHCTPYKIUEH
MpaB ¥ MOJIHOMOYHUM, a TAKKE UCIOJIb30BAHUE UX B JIMYHBIX 1ENAX;
* 3a pasmianieHue KoHpUIeHITMAIBHON HHPOpMAIIHH, TOTyYEHHOU B Pe3yabTarTe
BBITIOJTHCHUS TOJKHOCTHBIX 00s3aHHOCTEH, MEPCOHAIBHBIX TAHHBIX COTPYTHUKOB,
00yJaromuXxcsi ¥ UX pOAUTENEH (3aKOHHBIX TIPEICTaBUTEINEH );
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*  3a IOCTOBEPHOCTH MPEI0CTaBIsIEMOM HH(POPMALIMH TUPEKTOPY, €€ CBOEBPEMEHHYIO
MOATOTOBKY;
* 32 HEOKa3aHUE WIM HECBOCBPEMEHHOE OKa3aHUE MEPBOI MOMOIIU MOCTPAIaBIIEMY, HE
CBOEBPEMEHHOE U3BEIICHUE W CKPBITHE OT JUPEKTOPA IIKOJIbl HECUACTHOTO CIIyYasi;
* 32 HECOOJI0JIEHNE HHCTPYKIIHIA IO OXpaHe TPyia U MOKapHOU 0e30MacHOCTH;
* 32 HapyLIEHUE NMOps/IKa ACUCTBUH B Cyyae BOZBHUKHOBEHUS YPE3BbIYANHON CUTyaluu
Y DBaKyaluu B 001eo0pa3oBaTeIbHOM YUPEKICHUU.
5.2. 3a HeucIoJIHEHNE WK HapyllIeHne 0e3 YBaKUTENbHBIX IPUUYMUH CBOMX 00sS3aHHOCTEH,
YCTaHOBJICHHBIX JOJDKHOCTHOW MHCTPYKLMEHN CceKpeTaps LIKOJIbL, Y cTaBa u [IpaBun
BHYTPEHHETO TPYJOBOI'0 pACIIOPAIKA, 3aKOHHBIX PACIIOPSKEHUN PYKOBOJIUTENS U UHBIX
JIOKQJIbHBIX HOPMATUBHBIX aKTOB, PAOOTHHUK MOJIBEPTaeTCs NUCIUTUTHHAPHOMY B3BICKAHUIO
cornacHo cratbe 192 TpynoBoro Kogekca Poccuiickoit @enepanuu. 3a rpyboe HapyIieHue
TPYJOBBIX 00513aHHOCTEH B KAYECTBE TUCIUTUIMHAPHOTO HAKa3aHUS MOXKET ObITh IPUMEHEHO
YBOJIbHEHHE.
5.3. 3a ucronp30BaHKEe, B TOM YHCIIE OJJHOKPATHO, METOJIOB BOCITUTAHUS, BKIFOYAFOIIIHX
buznueckoe U (WIK) ICUXOJIOTUYECKOE HACKIIME HaJl THYHOCTHIO0 00YUaloIIerocs, a Takxke 3a
COBEPIIICHHE NHOTO aMOPATLHOTO MPOCTYITKA CEKPETaph MOKET OBITH OCBOOOXICH OT
3aHMMaeMoil nomkHoctu cornacHo TpynoBomy Konekcy Poccuiickoii @enepannu. YBoJbHEHHE
3a JAHHBIM MIPOCTYIIOK HE SABJISIETCA MEPOU TUCIUIIIMHAPHON OTBETCTBEHHOCTH.
5.4. 3a HecoOoieHne MpaBUl U TPEOOBAHUN OXPaHbI TPY/Ia U MOKAPHON 0€30MacHOCTH,
CaHUTAPHO-TUTUEHUYECKUX TIPABUII U HOPM CEKpETaph MPUBIICKACTCS K aIMUHUCTPATUBHON
OTBETCTBEHHOCTH B MOPSIJIKE U B CIIy4asiX, IPEyCMOTPEHHBIX aIMUHUCTPATUBHBIM
3aKkoHoAarenbcTBOM Poccuiickoit denepanun.
5.5. 3a npaBoHapyIIeHUS, COBEPIICHHBIE B MPOIIECCE OCYIIECTBICHUS TPYIOBBIX (PYHKIIMI HECET
OTBETCTBEHHOCTbH B IMpEIeIiax, ONPEACICHHBIX aIMUHUCTPATUBHBIM, YTOJIOBHBIM U
rpaXkaHCKUM 3aKOHOJATeNbCTBOM Poccuiickon denepanuu.

6. BzaumooTHomenusi. CBSI3M 10 J0JKHOCTH
6.1. Cekperapp BBITIOJIHSIET pabOTy coriacHo rpaduKy, COCTaBICHHOMY ¢ yueToM 40-4acoBoii
paboueii HeZlenu, U YTBEPKICHHOMY IUPEKTOPOM 00111e00pa30BaTENbHON OpraHU3aIiH.
6.2. Cekperaphb CaMOCTOSTEIHLHO IJIAHUPYET CBOIO ACSITeLHOCTD. [1man paboTel cekpeTaps
COTJIACOBBIBAETCS HEMTOCPEICTBEHHO C JTUPEKTOPOM.
6.3. [Tosygaer ot quUpeKTOpa MIKOJIBI HHPOPMAITUIO HOPMATHBHO-TIPABOBOT'O XapaKTepa.
6.4. OOMeHuBaeTcst MH(pOpMAIIHEid 10 BOIPOCcaM, OTHOCSIIIUMCS K €ro AesITeNbHOCTH, C
aIMUHUCTpAIMEN U COTPYTHUKAMU TIKOJIbI, HHOOPMHUPYET UX O PEIICHUIX TUPEKTOPA,
COBEIIaHUAX U 3aCEIaHUsX, eIarOrHueCKUX COBETaX U MHBIX MEPOIPUATHSIX.
6.5. BoBpemst cooOrmaeT aupekTopy 00 nHbOpMaIu, MpUKa3ax, pacropsHKEeHUSIX U HHOU
JIOKYMEHTAIUH, IIOCTYIUBIIEH 1O IEKTPOHHON MoUTe, MHOOPMHUPYET O HAMEUEHHBIX BCTpPEUax,
COBEIIAHUAX U 3aCeHAHUIX, HHBIX MEPOIIPUATHSX.
6.6. CooO1aeT TMPEeKTOpyY U €ro 3aMeCcTUTENSIM HH(OPMAIIHIO, TTOIYYEHHYIO Ha COBEIIAHMSIX,
CEeMHUHapax, HEIOCPECTBEHHO MOCIIE €€ MOIYYEeHHUS.
6.7. Uudopmupyet qupekTopa 0 BO3HUKIINX TPYAHOCTSAX U MpodiieMax B paboTe, 0 HeOCTaTKaX
B oOecrieueHnn TpeOOBaHUN OXpaHbI TPY/la U MTOKApHOK 0€30macHOCTH. BHOCUT mpeyioskeHust
M0 YCTPaHEHUIO HEJIOCTATKOB, MO ONTUMU3AIMU CBOEH €SI TEIIbHOCTH.
6.8. UudopmupyeT 3amMecTuTes TUPEKTOpa 10 aJIMHHUCTPATHBHO-XO3SIHICTBEHHOHN YacTH O
HEJOCTaTKaX B KaHIIENMSPCKUX MPUHAICKHOCTSIX, OyMare U MHBIX pacXOJHBIX MaTepualiax, o
MOJIOMKaxX MeOeT U OPTTEXHUKH, B DJIIEKTPOOOOPYI0BAHUH, BOJOTIPOBOTHON M OTOTTUTEIILHON
CHUCTEMax.
6.9. Bo Bpemsi OTCYTCTBHSI CEKpeTaps €ro 00sS3aHHOCTH BBITIOIHSIET COTPYIHHUK, MMEIOIINHA BCE
TpeOyrommuecs nmpodeccrnoHabHBIE 3HAHKS, YMEHHS M HABBIKW, HA3HAYCHHBIN MMPUKA30M
nupekTopa. JlaHHbIN COTPYIHUK TPUOOPETAET COOTBETCTBYIOIINE ITPaBa U HECET MOJTHYIO
OTBETCTBEHHOCTbH 32 KAUECTBEHHOE BBITTOJIHEHNE BO3JIOKEHHBIX HAa HErO 00S3aHHOCTEH.
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7. 3akI09uTEeIbHbIE MOJI0KEHHS

7.1. O3HaKoMIIeHUE paOOTHUKA C HACTOSIICH JOKHOCTHOW MHCTPYKIMEH OCYIIECTBISIETCS MPH
npuemMe Ha padoTy (10 MOoANUCaHUs TPYJOBOTO JOTOBOPA).

7.2. OuH 3K3eMIUIIP JOHKHOCTHOW MHCTPYKIMU HAXOAUTCS y JUPEKTOPA LIKOJIbI, BTOPOU — Y
COTpYIHUKA.

7.3. @akT 03HAKOMJICHHUS PAOOTHHKA C HACTOSIIEH MHCTPYKITUEH MOATBEPIKAACTCS MOAMUCKHIO B
AK3EMIUISIPE HHCTPYKIIMH, XPAHSAIIEMCS y TUPEKTOpa 00pa30BaTeIbHON OpraHU3alliK, a TAK)KE B
xcypHane O3HAKOMIJICHUSA C JOJIDKHOCTHBIMHA I/IHCprKI_[I/ISIMI/I.

-~

—

'y 2
Jlonsicnocmuyio uncmpyxyuio paspaboman: //f / / Wt 07 2>/
C Oonocnocmuoti uncmpyKkyueti 03HaKoM1eH (a) 0O POCNUCH 8 JICYPHANE O3HAKOMAEHUS C
O0NNCHOCMHBIMU UHCPYKYUAMU., OOUH SK3EMNIAP NOJYYUN (Q) HA PYKU.
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