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Ho:kHOCTHAA HHCTPYKIHA ceKpeTaps

1. O6mue moo:xeHNA
1.1. Hactosmas TOMKHOCTHAS MHCTPYKIUS pa3paborana B cootBercTBuu ¢ IIpodeccronanbubM
cragaaproM: 07.002 «CrienuaauceT 110 OpraHA3alHoOHHOMY H JOKYMEHTAIHOHHOMY 00€CTIEYeHHIO
yIIpaB/ICHHA OpraHM3alHeii», YTBEPKIACHHBIM IIpHKa3oM MmuHMcTEpcTBa TpyJa U COIMAILHOM
sammTel Poccuiickoit @enepanum Ne276H ot 6 Mas 2015 roxa; ¢ yuetom Pexnepanproro 3akona
No273-®3 ot 29.12.2012r «O6 obpazosanuu B Poccuiickoit denepanum» B peAaKIKA OT 2 HIOISA
2021 roma; CII 2.4.3648-20 «CanutapHO-3MHIEMHOTIOTHYECKHE TpeDOBaHUS K OpraHU3alusM
BOCIIHTaHHA H OOYUCHHsA, OTABIXa H O3J0POBICHHMA JAETeH», B COOTBETCTBHH ¢ TpyAoBBEIM
kKogekcoM Poccuiickoit @enepaumu, YcTaBoM H  IpYTHMH  HOPMATHBHBIMH — aKTaMH,
peryMpYIOMHUMH TPYAOBEIE OTHOILIEHUS MEX 1y pabOTHUKOM U paboToaaTesIeM.
1.2. JlaHHAsA MHCTPYKIIUA ONPEACIACT NepeueHb TPYAOBBIX QYHKIHI 1 00s3aHHOCTEH ceKpeTaps, a
TAKXXe¢ €ro IIpaBa, OTBETCTBEHHOCTh H B3aUMOOTHOIIEHHS II0 JODKHOCTH B KOJUIEKTHBE
00pa30BaTe/IbHOM OpraHu3alyH.
1.3. Cexperapr HazHauaeTcd M OCBOOOXJaeTcs OT MODKHOCTH IIPHKA30M JUPEKTOpa
o0meoOpa3oBaTeIbHON OpraHu3alMd B IOPSJKE, YCTAaHOBIEHHOM TpPYyIOBEIM KOJEKCOM
Poccuiickoit @enepanuu 1 TPYAOBBIM JOrOBOPOM (KOHTPAKTOM) € paOOTHHKOM.
1.4. Ha BpeMs OTIIycKa M BPEMEHHOH HETPYI0CHOCOOHOCTH CEKpeTaps €ro 00s3aHHOCTH MOTYT
OBITH BO3JOMKEHBI HA JIEIONPOM3BOIMTENS HIH JPYroro COTpyJHHKAa 00mMeoOpa3oBareIbHOH
opranuzaiii. BpeMmeHHOe WcnonHeHHe O00S3aHHOCTEH B JaHHBIX CIIy4asX OCYIIECTBIAETCH
COTJIaCHO TIPHMKa3y MUPEKTOpa, HM37aHHOro ¢ cobmoneHueM TpeboBaHuil TpymoBoro komexca
Poccutickoit @enepaiuu.
1.5, Ha IOJDKHOCTE CeKpeTaps IPHHUMAETCS JTHILO:
AMEIoNee BhICIIEE OOpasoBaHWe - OakalaBpHaT WIH cpeaHee IpodecCHOHAIBHOE
oOpa3oBaHMe¢ 1O HOpOrpaMMe MOATOTOBKH  CHEIHAIMCTOB  CPEINHEr0  3BEHA,
JOMOJIHUTENEHOE IpodecCHOHATHHOE 00pa30OBaHuE;

* ¢ ONBITOM BBINOJHEHHS pabOT @O OpPraHH3aIHOHHOMY H JOKYMEHTAHOHHOMY
obecneyeHnIo  JIESTEIbHOCTH  PYKOBOJIUTENS TIPH CpeJHeM INpodecCHOHAILHOM
obpazoBaHUHU HE MEHEE JBYX JIET;

*  COOTBETCTBYIONIEE TPeOOBaHMSM, KACAIOMMMCS MPOXOXKICHHS MPEIBAPHTENBHOTO (IIpH
IOCTYIUIEHHH Ha paboTy) H HEPUOJHYECKMX MEJMIMHCKAX OCMOTPOB, BHEOYEPEIHBIX
MEIMIMHCKHX  OCMOTPOB [0  HalpaBleHHIO  paboromarend,  00A3aTENBHOTO
IICHXHATPHYECKOTO OCBH/ETEIbCTBOBaHNS (HE peke 1 pasa B 5 JieT), HpoQeCcCHOHAIBHOM
THTHEHMYECKOH MOATOTOBKM M arTecTanuu (Ipu npaeMe Ha paboTy U Janee He pexe 1
pasa B 2 roja), BakI[MHAIIMH, a TaKKe HMEIOIIEe JIMYHYIO METUITMHCKYI0 KHHXKKY C
pe3ynsTaTaMH  MEIUIMHCKUX OOCle/oBaHWi #  1abOpaTOpHBIX  HCCIEI0BaHHH,
CBEJICHHAMH O [PHBMBKAX, II€PEHECCHHBIX HHQEKIHOHHBIX 3a00leBaHuAX, O
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IPOXOXKICHHH TPOMECCHOHANbHOH TI'MIMEHHUYECKOM IIOArOTOBKA M aTTECTallMl €
JOMYCKOM K pabote;

HE MMEIOIIEE OrPaHMICHHI Ha 3aHATHE TPYAOBOH J€ATeNHOCTEIO B cdepe 0OpasoBanusl,
u3NoKeHHEIX B cTathe 351.1 «OrpaHuueHns Ha 3aHSATHE TPYIOROH JeSTEILHOCTHIO B
chepe oOpazoBanus, BOCIUTAHWSA, PA3BUTHS HECOBEPIICHHOJIECTHHX, OPTaHM3allMH HX
OTABIXa H O3JOPOBICHHUS, MEIUIMHCKOT0 oO0eCleYeHHs, CONHAIBHOH 3alUThl H
COLHATBHOrO O0CTyXHBaHHs, B cepe HEeTCKO-IOHOIIECKOrO CIIOPTa, KYJILTYPHl H

HUCKYCCTBA C YYacTHEM HECOBEpIIeHHONeTHUX» TpyaoBoro koaekca Poccuiickoii
Oenepatui.

1.6. Cexperaphb IOJYHHSETCS HEIOCPEICTBEHHO THUPEKTOpY 001meobpa3oBaTenbHOM OpraHu3alHH.
1.7. B croeil gestensHOCTH cekpeTaph pykoBozcTeyercs Koncrurymueit u 3akonamu Poccuiickoii
Qenepanuu, ykasamu IlpesmjenTa, pemeHusmMu IIpaBurtenbcTBa Poccmiickoit (Denepamuu u
OpraHoB yIpaBjieHHS 00pa3oBaHHs BCEX YPOBHEH IO BONpOCAM, KacaloIMUMCA €ro TPYI0BOMH
JEATENbHOCTH, TPYAOBBIM JOIOBOPOM MEXKAY PAOOTHHKOM M PYKOBOJMTENEM. Takike, CeKpeTaphb
JIHUPEKTOPA PYKOBOJACTBYETCS:

aJIMUHUCTPATUBHLIM, TPYJOBBIM M XO3MHCTBEHHBIM 3aKOHOJATENBCTBOM Poccuiickoit
Oenepauy;

CII 2.4.3648-20 «CanutapHo-snuaeMuoiorudeckue TpeDOBaHHS K OpraHU3aLAAM
BOCIIHTAHUA U OGY‘ICHHH, OTAbBIXa H 03110]T)OBJ'ICHHH ,I[eTef;I H MOJIOOCHKH »,

OeneparsHbM 3akoHOM Ne273-@3 «06 o6pa3zoranun B Poccuiickoi @enepanuu»;
IIOCTAHOBJICHHSIMH, pACHOPSDKECHHSAMH, IpUKa3aMHd M HHBIMH DPYKOBOIAIIMMH H
HOPMATHBHBEIMH JIOKYMEHTaMH, OTHOCSIIMMHUCS K BEICHHUIO ACIONPOU3BOACTBA;
CTaHZapTaMd  YHHU(UIMPOBAHHOH  CHCTEMBl  OpPraHU3AIMOHHO-PACHOPAIUTEILHON
JOKYMEHTALHH;

npaBuiamMu opdorpaduu U IMyHKTYaIluH;

npaBUiIaMy paboThI Ha KOMIIBIOTEPE U HHOM OPITeXHUKH;

NpaBIaMi H HOpPMamH OXpaHbl TPYyJa, NPOM3BOACTBCHHOM CaHMTapuUH M IIOKApPHOH
0e301macHOCTH;

Kongennmeii o mpaBax peOeHKa.

VYeraBoM M JIOKaIBHBIMH akTamu, B ToM 4ucie [IpaBunamMu BHYTpPEHHEIro TPYJOBOTO
pacropsika, MpHKa3zaMi ¥ pacropsHKeHUsSIMH TUPEeKTOpa MKOJIEL.

1.8. Cexperaph J0JDKEH 3HATE:

BH/JIBI JIOKYMEHTOB, HX Ha3HA4YCHHUE;

BH/IB] HOMEHKJIATYD, 001He TpeOOBaHUS K HOMEHKIIAType JIeI;

rpaMMaTHYECKHE TIPARUIIA PYCCKOTO SA3BIKA;

JEHCTRYIOIINE [IPaBOBLIE aKTEI, HOPMAaTHBHO-METOIHUYECKHE JOKYMEHTBI,
TOCyTapCTBEHHBIE  CTAHAAPTHI, ONPEACIANOIIME  IOPAAOK  JOKYMCHTAIHOHHOTO
obecrieyeHus YIIpaBJICHUS;

JEI0ROH IIPOTOKOIL,

HHCTPYKUMH II0 JEJONPOMU3BOACTBY H JPYIMM JIOKAJIbHBIM HOPMATUBHBIM akTam,
YCTaHABIMBAIOIINM IIOPSJIOK pealn3allii YIIPaBICHYECKHX IPOLEAYD;

HCTOYHHKH YIIpaBIeHYeckoi uHbopMaruy;

KinaccuUKAIMIO YIIPaBICHUCCKOM HH(pOpMaIMK, BH/IEI YIIpapIeHIecKo# HHbOopMaIiy;
KOMIIIEKC OPraHH3allMOHHO-TEXHHYECKUX MEPOIPHATHH 10 MOATOTOBKE M IPOBEICHHIO
COBEIIAHUH U IIEPETrOBOPOB;

METOAMKY 0TOOpa HCTOYHUKOB HH(OPMAIIHH;

METOABI 00paboTky HH(MOPMAMH ¢ IPHMEHEHHEM COBPEMEHHEIX TEXHHYECKHX CPE/ICTB
KOMMYHHKAIIUN ¥ CBSA3U, BEIYUCIIMTEIbHONH TEXHHKH,

HOPMAaTHBHEIE MpaBOBEIE aKTEbI, HOPMAaTHBHO-METOTHYECKHE JIOKYMEHTEI,
roCyJapCTBEHHBIE  CTAaHAapTHL,  OIpeJeIsAiomMe  MOPAIOK  JOKYMEHTAIOHHOTIO
00ecreYeHN YIIpaBICHHS;

obmue TpeGOBaHMA K CpPOKAM MCIIONHEHHS JOKYMCHTOB H KOHTPOJIBHBIM GyHKIHAM

CIyXKOBI JOKYMEHTAIIMOHHOTO 00eCTIeueHN;

= s



OCHOBBl aJMHHHCTPATHBHOIO IIpaBa H TpPYAOBOIO 3aKOHOJATENIHCTBA Poccuiickoii
®denepanyi;

OCHOBBI JJOKYMEHTHOI TMHIBUCTHKH;

OCHOBBI TIPABAJIBHOI OPraHM3alMK TPY/(a ¥ METO/bI IIOBBIIEHHS €ro 3QPEeKTHBHOCTH;
OCHOBBHI YIIPaBJICHUS BPEMEHEM;

0COGEHHOCTH O(OPMIIEHHS TLTAHAPOBIIMKA (Ha SIEKTPOHOM H GyMaskKHOM HOCHTEIISX);
ocoGerHocTH opMupoBanus 6a3 JaHHLIX B 00pa30BATENIEHOM YUPESHKICHHUH;

NopSA0K OpOPMIIEHHS JOKYMEHTOB UTS KOMAHIUPOBKH M OTYETHBIX JOKYMEHTOB IIO
KOMaHIHPOBKaM pabOTHUKOB IIIKOJIBI;

HOPSAIOK paGoTHI ¢ JOKYMCHTAMH, CXeMbl JOKYMEHT0000POTa;

nopsaok GpopmMupoBanus 1 opopMIEHHS TET:

npaRWia BEJEHNUS, TOATOTOBKH W OGOPMIEHHS IPOTOKOIa M JPYTHX JOKYMEHTOB,
CO371aBaEMBIX B IIPOIECCE MOATOTOBKH COBENIAHMM IIPH JIHPEKTOPE;

IIpaBUJIa BEIAAYH H UCIIOJIBE30BAHHSA JOKYMEHTOB H3 C(bOpMHpOBﬂHHHX OCII,

[paBuJia AeJI0BOTO OOIMIEeHMUs, JeI0BOT0 3THKETA;

mpaBuMIa JOKYMEHTAIMOHHOTO oOOecredeHHs JesATeqbHOCTH o0ueobpasoBaTebHOI
OpraHu3anuy;

IIpaBHJIa 3allUThI KOH(PHICHIHAILHOR HH)OPMAIIH,

NpaBHIa OpPraHU3aldM KOHTPOIS MCIOIHEHUS JOKYMEHTOB M THIIOBBIC CPOKH
HCTIOTHEHMS JOKYMEHTOB;

IpaBuIia OPTaHU3AIH IPHEMA IIOCETHTEIIEH B IIKOTIE;

IIpaBHja IMOATOTOBKH U II€peaa H JCJI B apXHB 06pa30BaTeJIBHOﬁ OopraHu3saluu;

npaBuia NOANEPKAHHUS U Pa3sBUTHA MEXITHYHOCTHBIX OTHOHICHI/Iﬁ;

NpaBH.Ia MOANHCAHNA U YTBEPKICHHS TOKYMEHTOB;

IpaBrIa pabOTHI C BXOAANIAMH, HCXOAAIIUMH ¥ BHYTPEHHUMH JIOKYMCHTaMH,

MpaBH/Ia PeIeBOr0 ITHKETA;

IIPaBMJIa CEPBUPOBKH YaifHOro (Ko(eHHoro) crola, MPUTOTOBICHAS U MOAATH TOPATHX
HAMHUTKOB;

IIPaBHIIA COIJIACOBAHMSA JOKYMEHTOB IIKOJI5! (BHYTPEHHETO M BHEIIHETO);

IIPABHIIA COCTABJIEHUS AHATMTHIESCKHX CIIPABOK [0 KOHTPOIIIO HCIIOIHEHMS IOKYMEHTOB!
IIpaBUIa COCTaBIEHHs ¥ OpOpMIeHHS MH(MOPMANMOHHO-CIPABOYHBIX, YNPaBJICHICCKAX
JNOKYMEHTOB M CJIyKeOHBIX THCEM;

MpaBUJIa COCTABICHHA OPraHM3ALMOHHBIX JIOKyMEHTOB (mpuKa3oB, TOJIOKECHHUH,
HHCTPYKIHIA);

IpaBHIa YCTAHOBJEHHS KOHTAKTa, TNOUIEPKAHUS U PA3BUTHS MEKIHIHOCTHBIX
OTHOILIEHWH;

TIpaBUJIa XPAHEHHUS 71, IPHKA30B, B TOM 9HC/IE JOKYMEHTOB OTPaHMYCHHOTO J0CTYTIA;
IIPaBOBEIE OCHOBEI yIpaBlieHHs (OCHOBbl ~&JMHHHCTPATHBHOTO, TPYIOBOIO M
IPaKIaHCKOTrO IIpaBa);

HPYHIMIEL ¥ IPABAIIA [IAHUPOBAaHUs pabovero BpeMEHH;

TIPHHIHAIEL, CII0c005! HE(GOPMEPOBaHHS PaOOTHHKOB 00Pa30BATEIBHOTO YIPEK/ICHA,
PYKOBO/IAIIMAI COCTAB IIKOJEI H €€ MO [pa3/IeNIeHAH;

CHCTEMBI DJIEKTPOHHOTO IOKYMEHTO000pOTa;

COBpeMeHHbIE MH(POPMAIMOHHBIE TEXHOIOTHA PabOTEI C JOKYMEHTAMM;

COCTAB OPraHA3AIMOHHON TEXHUKH, e¢ yCTPOMCTBO H MOPs/IOK paboThI ¢ HElf;
crenu(uKy OCHOBHOH JeATenpHOCTH 001meo0pa3oBaTel-HOM OpraHi3aliy;

CTAHapPTHL M PEKOMEH/IAIAH TI0 060PYI0BAHHIO IOMENICHHS IPHEMHOMH;

CTPYKTYPY IKOIEL, NOPSIOK B3aUMOAEHCTBHS 110pa3/ieIcHul 1 ciyx0, pacmpe/ic/ieHue
byHKIHH MEKAY CTPYKTYPHBIMH I101pas3 (e IeHIIMH;

yrkmuy, 3agaun o0meoOpasoBaTeNbHON OpraHH3alluM, €€ CBS3M N0 BEpTAKATA H
T'OpPH30HTAJIH,

HAIPABJIEHUS JeSTEIBHOCTH INKOJIBl W KOMIETCHIHH CTPYKTYPHBIX nojpaz/ieleHuii 1

JOJDKHOCTHBIX JTHIT,



L]

06pasisl MOANMKUCEH JIML, UMCIOIUX IPABO MOIMCAHNS H YTREPXKIIEHHS TOKYMECHTOB, H
OrpaHHYEHHS UX 30H OTBETCTBEHHOCTH;

TenedOHHbIE KOHTAKTHI JUPEKTOPA IIKOJIHI;

TpeGoBaHKs OXpaHbl TPYa, IPOH3BOICTBEHHON CAaHUTAPHH, TIOKAPHOH 0€30IacHOCTH;
TpeGoBaHMsl, IPEAbABISEMbIE K JOKYMEHTAM B COOTBETCTBHH C HOPMATHBHBIMH aKTaMH
H roCcyaapCTBCHHBIMH CTaHIapTaMH,

TpeOOBaHMS, IPEIBABIIEMEIE K YIIPABIeHUYECKON HHPOpMAIIUH;

¢opMBI TIpeIOCTaBICHNS YIPABICHYECKOH HH(BOPMAIHH;

(YHKIIME CAMOMCHEKMEHTA;

3THKY J€T0BOr0 OOIIEHM, STHKET.

1.9. Cekperaps J0DKEH VMETh:

aHAIM3HUPOBAaTh NPHYHHBI HCBBITIOITHCHHA 34149,

BECTH W WCIOJIB30BaTh B pabore (a3zy AaHHbBIX Tese()OHHBIX KOHTaKTOB JMPEKTOpa
LIKOJIBI;

BECTH CPOKOBYIO KApTOTEKY;

BECTH YYETHBIE PETHCTPAIlHOHHBIC (OPMEL HCIIONBb30BAaTh HX JUIA HH(OpManuoHHOI
paboTel u paboThl MO KOHTPOJIO MCIOJHEHWS pPEIIECHHH M IPHKa30B JHUPEKTOpa
00meobpazoBaTeTLHON OpraHu3aiy;

BHOCHTD M OTCJICKHBATH HHPOPMAIHIO Ha YIEKTPOHHOM H/HIH OyMaXKHOM HOCHTENE;
BHIOMpaTh  ONTHMaIbHBIE  cmocoOsl  HHGOPMHPOBaHMA  PadOTHMKOB  IIKOJEL,
oOyJaromuxcs H WX poadTeneil (3aKOHHBIX IIPEJCTaBHTEINCH), BBIICCTOAIINC
OpraHu3aliy O MIAHHPYEMBIX MEPOTIPHATHAX;

BEIOHPATEH ONITAUMATBHBIH PUTM paboTsl;

JIOKYMEHTHPOBATH Pa3HbIE TaIlbI IPOLEeIyphl IOATOTOBKH U IIPOBEICHHMS COBEINAHHIA;
HCIIONTB30BATE COBPEMEHHEIE CpejicTBa cOopa i 00paboTKH KOHTPOIBHOMH HHGOPMAIHH;
HCIIOIBL30BaTh COBPEMEHHEIE TEXHOIOrHM cOopa 1 mepeadn HHGopMaIuy;
HCIIONIb30BATh CIIPABOYHBIE IPABOBLIC CHCTEMBI,

HCII0JIL30BATh CPEICTBA KOMMYHHKAIHH JUIS [ICpe/Iaui TOPYYECHUH AUPEKTOPa LIKOJIbI,
HCIIONIB30BATh CPEICTBA KOMMYHHUKAIMOHHOH OPITEXHUKH Ul HOIYYCHHS W IEpeaayu
HH(pOpManHH;

HCIIONIB30BATh YCTAHOBJICHHBIE MpPaBUJIAa M IPONEAYPH KOMMYHHKAIMH BHYTPH
00meobpazoBarenbHOl OpraHu3aniy;

WCIIONB30BaTE OMHCHBIM MakeT (TEKCTOBBIH pPEJaKTop, SIEKTPOHHBIE TabIHILEL,
[IPe3eHTALUH );

obecneunBate MH(GOPMALMOHHYIO O€30MACHOCTh JIEATENIBHOCTH 00pa3oBaTenbHOM
OpraHM3aluy;

obecreunBaTh KOHGHACHINAILHOCTE B IIPHEMHOMH U KaOHHeTE JUPEKTOpa;

obecrieunBaTh paboTy MPHEMHOH AUPEKTOPa BO BPEMS €r0 OTCYTCTBHS;

oBecreunBaTE COXPAHHOCTh JIOKYMEHTOB, XDAHSNIMXCS B IPHEMHOW H KaOUHETE
JMMpeKTOpa 00meo0pa3oBaTe/IbHON OpraHu3alum;

OKa3bIBaTh MOMOILb JMPEKTOPY LIKOJIBI B PACIIPEAEICHHH €ro pabouero BpeMeHH;
ONpENE/ATh NIPHOPHTETHOCT M OYEPEJHOCTh BHIIONHEHHS paboT u 3(Q(eKTHBHO
pacpenenaTb pabouee Bpems;

OpraHnu30BEIBATE H obecrieyrBaTh JHYHBIE KOHTAaKThI AUPEKTOPa O6p&30B&TeﬂBHOﬁ
OpraHu3anyy;

OPraHH30BBIBATH IPOLECC IIOITOTOBKH K IPOBEICHUIO COBEILAHNS IPH THPEKTOPE;
OCYILIECTRISTH KOHTPOIE HCIIONHEHHS OPYYEHHMIt TMpeKTopa pabOTHHKAMM IIKOIBL,
OCYIIECTBIISTE 00paloTKy M CTPYKTypHpOBaHHE HHGOPMAINH;

OCYIIECTBIATD pacrncyaTblBaHuC H KCECpPOKOIIHPOBAHHUC,

OCYIIECTBIIATh IPOBEPKY JAOCTOBEPHOCTH, IOJHOTEI M HENPOTHBOPSYHMBOCTH JaHHBIX,
HCKIIIOUEHHE TyOIMpoBaHus HH(OpMaIHH,

OCYIIECTRIIATE PETHCTPALIMIO, HAKOILUICHAE H Mepesavy, CHCTEMaTH3HPOBAHHOE XPAHCHHE

¥ BbIa4y HHpopManuu B TpeOyemoil Gopme;



*  OCYIECTBIATH cOop, 00paboTKy HHpOpMAIMH, HEOOXOIUMOH Ul TUPEKTOPA ITKOIEL, e
aHaIA3 B COOTBETCTBHH ¢ TpeOOBAHMAMM KPATKOCTH, YETKOCTH (OPMYIHPOBOK,
CBOEBPEMEHHOCTH IOCTYIUICHHS, TOYHOCTH M JIOCTOBEPHOCTH, OITHMAJLHOCTH
cHCTeMaTH3alluH, HeNpepEIBHOCTH cOopa 1 00paboTku;

*  OCYIIECTBIIATH CHCTEMATH3ALUIO [TOYyYaeMEIX H Nepe1aBacMbIX JaHHBIX;

*  0ohopMIATH KOMaHIMPOBOYHBIE JOKYMEHTHI;

*  OICHHBATh PE3YNIHTATHl B paMKaX IOCTARJICHHBIX 337124,

* nepeiasarh HHQOPMAIHIO, JOKYMEHTHl M MaTepHalbl YYaCTHHKAM COBEINAHHUS IIPH
JHUPEKTOPE;

* me4ararh M PeJAKTHPOBATh TEKCTHI CIIY)KECOHBIX JOKYMEHTOB;

*  TONIB30BaThCS NEPUPEPUITHBIMU YCTPOMCTBAMH W OPITEXHUKOIA;

*  TI0NIb30BaThCH YHHDHUIUPOBAHHEIME (OPMaMu JOKYMEHTOB;

*  II0JIB30BATHCS 3ICKTPOHHOM MMOYTOM;

* IpeNOCTaBJIAThH JaHHBIC B €IHHOM H Y/1I00HOM JUId BOCHpUATHA (hopmare;

» OPpUMEHATE B COOTBETCTBHH C Ha3HAYCHHEM CPEACTEA OpFaHHBaHHOHHOﬁ TEXHHKH,
KaHNEIIpCKUe IPHHAIIEKHOCTH;

*  IPUMEHATh UHGOPMAMOEHO-KOMMYHHKAIIMOHHEIE TEXHOIOTHH;

* [PUMEHATH CMOCOOEI ACI0BOr0 OOIICHHUS;

* NIPHHHMATH MEpHI 10 Pa3peleHHI0 KOH(IHKTHRIX CHTYAIIHI;

* IPOU3BOJUTH MOJATOTOBKY Jen Ui MepeJaydl B apXuB 00meodpasoBaTenbHOM
OpraHu3aluy;

* [POM3BOAWTh NOHUCK wHHPopMmaumm B 0asax [JaHHBIX, BecTH HHGOPMANHOHHO-
CIIPaBOYHYIO paboTy Ha OCHOBE PazIMYHEIX KOMOWHANHI IIOMCKOBBIX IPU3HAKOB;

* paboTarTk C MEePCOHATBHBIM KOMMBIOTEPOM (HOYTOYKOM), Kartajoramm (MamkaMH) H
(aiiiaMu, CKaHEPOM;

* paboTaTh ¢ BXOAAIIEH, HCXOASIIEH, BHYTPEHHEN JOKYMEHTALMEIH;

* paborars ¢ HHpOpMAaNHEH, aHATH3UPOBATh H NPEACTABIATh €€ B CHCTEMATH3HPOBAHHOM
BHUJIE, B BHJIE CBOJHBIX JOKYMEHTOR;

* paboTark €O BCEH COBOKYIHOCTBIO HH(OPMAIMOHHO-TOKYMEHTAIlHOHHBIX PECYPCOB
00pazoBaTenbHOM OpraHu3anuy;

s paspabaTbIBaTe HOMEHKJIATYPY J€l LIKOJBI C YYeTOM JEeHCTBYIOMIMX HOPMATHBHO-
METOJAMYECKHX JJOKYMEHTOB;

*  paccTaB/IATh IPHOPUTETHI, BHIIEIATE BAXKHOE H CPOYHOE;

*  CIIIaXMBATh KOHQIMKTHEBIC H CIOXKHBIC CHTYAIHH MEXIHYHOCTHOTIO OOMIEHNS;

*  CepBHPOBATH YalHEIN (KO(EHHBI) CTOI BO BpeMs IPOBEICHHS Kode-may3;

. COGJIIOJIE[TL Cﬂy}KC6HBIﬁ 3THKET, IIpaBHJia AEJIOBOTO dTHKETA H IIPOTOKOJIA,

*  CO3JaBaTh MUK CEKpeTaps, COOTBETCTBYIOIIMIA HMU/DKY IIKOJIBI;

*  CO3JaBaTh M IOJICPXKUBATH IONIOKHUTEIBHBINA UMUK 00pa30oBaTe/IbHOM OpraHn3aluy;

e Co37aBaTh YCJIOBH, obecneunsaronpe 3hhexTHBHYIO paboTy AUpEeKTOpa;

* cocTaBIiITh M OGOPMIATH HOPMATHBHBIE AKTHI, OPraHU3ALMOHHBEIE M METOJHYECKHE
JIOKYMEHTEL, CBOJIHBIE, OTYETHBIE, CTATHCTHYECKHE JIOKYMEHTHI;

*  yOPaBIATH KOH(IUKTAMH;

*  YCTaHABJIMBATH LCJIH, ONPEICIATE HEPAPXHIO ICICH;

* VUHTHIBATE IICHXOJOTMYECKHE OCOOCHHOCTH JIMYHOCTH [IPH DPazIMYHBIX BHAAX
npodeccuoHaTBHOrO OOMIEHNUS;

*  BHIOMPATH ¥ OHOPMIATH IIAHUPOBIIUK;

»  dopmuposats 1 0GOPMIATE JC/Ia B COOTBETCTBHH C YTBEPIKICHHOH HOMEHKJIATYpPOH Jen
001meo0pa3zoBaTeIbHON OpraHH3aIiH.

1.10. CexpeTapb JO/DKEH 3HATh M COONIOAATh YCTAHOBJIEHHBIE MPaBHJIA M TPEOOBAHHS OXPaHbI
TpyZa H DoXKapHO¥# Oe30L1acCHOCTH, NIpaBHia JHMYHOH THIWCHBI MW THIHCHBI TpyJda B
00pa30BaTEIBHOM YUPEKICHHH.

1.11. Cexperapr IODKEH HpOMTH OOyu€HHE M HMETh HAaBBIKM OKa3aHHsd IIEPBOM IIOMOIIH

noctpagarnmM, codmonars Konsernmato OOH o npasax pebenxa, 3HaTs MOPAIOK IEHCTBUH IpH
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BO3HHKHOBEHHH I103Kapa MJIH HHOH IPe3BbIUaiiHOM CHTYallHy H 3BaKyalWH.

2. TpyaoBsie pyHKIMH
OcHoGHBIMU MPYOOBLIMU (DYHKYUAMU CEKPemaps AGISI0MC:

2.1. OprasuzanMoHHOE. JOKYMEHTAIHMOHHOe M HHGbOpMAaNHMOHHOE o0ecneyeHne JIesTebHOCTH

IMPEKTOPA IIKOJIEL:

2.1.1. Oka3anpe IOMOIIY TUPEKTOPY B ILTAHHPOBAHUH pabovero BpeMeHH .

2.1.2. IlnanupoBarue pabodero IHs ceKperaps.

2.1.3. Opranmzanus TenedoHHEIX HEPErOBOPOR AUPEKTOpa 001e00pa3oBaTEIbHOM OpraHn3alu.
2.1.4. Oprannzanus paGoThl ¢ OCETUTEISIMH B IPHEMHOM JHPEKTOpA.

2.1.5. Oprasm3anms OArOTOBKA MEPOIIPUATHI ¢ yYacTHEM TUPEKTOPA.

2.1.6. Opranu3amys UCIOJIHEHHS PENICHHIH W OCYLIECTBICHAE KOHTPOJIS HCIIOJIHEHHS IOPYYEHHUH
JIUPEKTOPA.

2.1.7. Opranmsamusa u nojaepkanue (QpyHKUHOHANLHOrO pabodero MpOCTPAHCTBA NPUEMHON H
KaOHHeTa AUPEKTOopa.

2.1.8. CocrasiieHue 1 opopMiIeHHE YIIPaBIeHIECKOH JOKYMEHTAIHH.

2.1.9. Opranmsarus paboTs ¢ JOKYMEHTAMH B IPUEMHOM TUPEKTOPA MKOJIBL.

2.1.10. Opranm3anus XpaHeHHs JOKYMEHTOB.

2.1.11. Obecneuenue aupekropa odmeoOpa3oBaTeIb-HON OpraHu3auy HHpopMaIuei.

2.1.12. Opranu3anus nHGOPMAIHOHHOTO B3aUMO/IEHCTBHS JUPEKTOPA ¢ PaCOTHHKAMHA.

2.1.13. Opraauszanus KOMaHIUPOBOK JAUPEKTOPA H COTPYJHUKOB.

3. {o.2KHOCTHbIE 00SI3aHHOCTH CeKpeTaps

aMKax T| OBO# HH OKd3aHHA ITOMOIIH JHPCKTO IMKOJLI B IIJIAHHPOBAHHWH

pabovero BpeMeHH:

32.B

33.B

uHopMHpyeT AupekTopa 00pa3oBaTeIbHOH OpPraHM3aldd O PErIaMeHTe HaMeUeHHBIX
BCTpEY, COBEINAHWH W 3acejlaHuif, NeJarornueckuX COBETOB, OOINEHIKOJBHBIX H HHBIX
MEpONPHUATHIL,
IpeaynpexaaeT o npubIMKeHHH BPEMEHH HaMEYEHHBIX MEPONPHUATHH, COTIacOBBIBACT
BPEMEHHBIE IUIaHBI;
COIVIaCOBHIBAET TeNe()OHHBIE MEPEroBOPH €  MPEACTABUTENSIMH  BHIIIECTOSIINX
OpraHu3anui, ¢ MONEeYUTENIMH, PYKOBOJUTEIIMH HHBIX 00pa30BaTeIbHBIX YUPEKICHUHN;
COTJIACOBBIBAET BCTPEUH H MEPOIPHATHS C COTPYIHHKAMH IIKOJNBI U IPO(COIO3HBIM
KOMHUTETOM, C POJUTEISIMH H  POJUTENBCKAM KOMHTETOM, pPYKOBOIUTEIAMHU
METOJJHYCCKHX OSBCHHHCHHﬁ, C COBETOM YHaIIUXCsd H HHBIMH COBECTaAMH H KOMHTETaMH
obmeobpazoBaTeIbHON OpraHU3aIliz;
(bopMHpyeT pe3epB BpeMEHH A1 HENPEABUICHHBIX CHTYalHH;
BHOCHT HH()OPMALIMIO B IUIAHUPOBIIMK (OpraHaiizep).

amKax 0BOH QYHKIIMH IUIAHUPOBAHHKS PAO0YEro JHs CEKpeTaps:
COTIaCOBBIBACT IUIAHKI ¢ IUTAHAMH H CPOKaMH paboThl qUpeKTopa o0meodpa3oBaTeTbHOM
OpraHu3aliu;
pacupencisacT pa60qee BpEMA (Ha JC€HBb, HECIIIO, HepCHeKTPIBy);
HNEPEHOCHUT HEBBINOJIHEHHEIC 3alllIaHUPOBAHHBIC 3a/Ia4H;
BBINIOJIHSIET TUIIMYHBIC €XKEIHEBHEIE JIEa;
BEIOUpaeT ¥ 0opMIIseT MIAHUPOBIIUK CEeKpeTaps;
BeJIET JHEBHUK (HA 3JIEKTPOHHOM H /WIH OYMaXKHOM HOCHTEIE).

aMKax TPYIOBOH KIIMH OpPraHu3anuy Teae@OHHBIX IEPErOBOPOB JIHPEKTOPa:
BezieT 6a3y Tene()OHHBIX KOHTAKTOB PYKOBOJUTEIA IIKOJIBI;
COeMHSIET TUPEeKTopa 00pazoBaTeIbHOM OpraHu3aluy ¢ KOHKPETHBIMH a0OHEHTaMH;,
PErucTpHpYET NOCTYIAIOLINE B IPHEMHYIO Tele(OHHBIE 3BOHKH;
IepeHanpaBiIseT OTACTbHEIE TeNe(OHHBIE 3BOHKH 3aMECTHTENAM AUPEKTOPA,
ToJTy4aeT HeoGXouMyr0 HHPOPMAIIHIO H TepeiaeT CAaHKIMOHUPOBAHHYIO HH(OpMAaLHIO
10 TeneoHy;
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34.B

35. B

YCTAHABIIMBAET KOHTAKT ¢ coOECETHUKOM, TIOIEPKUBACT M Pa3BHBACT JEJIOBYIO Oeceny
B Ipoliecce Tele(OHHBIX IEPEroBOPOB.

aMKax 0BO#H (DYHKIMK OpraHu3anii paboTel ¢ NOCETUTENSIMH B IPHEMHOM TMpeKTOpa:
OpraHHU30BBIBAET JIMYHBIH [IPHEM MOCETUTENEH TUPEKTOPOM IIKOJIBL;
YCTaHaBJIMBAET MOPSAIOK IIPUEMa JUTA Pa3IMYHbIX KaTETOPHH ITOCETUTENEH;
BeJIeT JKypHal IIpeBapUTEILHON 3alCH Ha IIPHEM, KYPHAI IIOCEIEHUM, pETHCTPUPYET
MIOCETHUTEIICH;
COIEIiCTBYET ONEpaTHBHOMY pAcCMOTPEHHIO kamod, Mpockd W IpeIoxeHuit
COTPYIHUKOB  00meoOpa3oBaTensHOM opraHu3aluy,  poxurenedl  (3aKOHHBIX
IIpeJcTaBUTENei ) 00yUalomuXcs, HHBIX OCETUTENCH ;
OCYIICCTBIISICT ITPHEM JIMYHBIX 3asBJICHUNI COTPYAHHKOB, 06y‘{aI-OIJ.IHXC§I H HX po;:m’renei«i
(3aKOHHBIX MpEJICTABUTENIET);
OPraHH30BLIBAET IIpHEM IIpeJCTARUTENel opraHu3anuil, SBISIOMUXCcI medaMyu IKOIEL,
YJIEHOB MONEYNTENHCKOTO COBETA, TAPTHEPOB 00pa30BaTENLHOMN OpraHu3aIyu | T.1.;
cepBUpYeT YaiHbli (KodeitHrlil) cTon B kabuHeTe TUpeKTOpa;
IPAHAMAET MEPHI 10 COXPAHEHHIO KOH(HIECHIMATLHOH WHOOpPMANUM B XOJe NpHeMa
IOCEeTHTENEeH M MX HaxoX/JeHHWs B TpHeMHOH H  KabuHeTe  JAMpexTopa
o01meobpa3oBaTeIbHON OpraHUu3aluH.
paMKax TPYIOBOH (YHKIMM OpraHW3alliy IOJATOTOBKM MEPONPHATHH € YYacTHEM

JUPEKTOopa.

36. B

uHpoOpMHEpyeT pa0OTHHKOB O HaMevarolleMcsl COBENIaHMH, IIeJICOBeTe, HHOM
MEPOIIPUSATHH;

NOJTOTABIMBAET W BBIBEIIMBACT HA WHGOPMAIMOHHBIA CTEHI IOBECTKY JHS
MEPONPHUSTHS C YUACTHEM JUPEKTOPA;

IMOMOTAaCT B IMOATOTOBKE JOKIada MUPECKTOPA IIKOJEBI, IPE3CHTAIIHOHHBIX MAaTCPHAIOB,
pacCcrlIacT NpHUTIAMICHUA JIUIIaM, IIPUTTIAINCHHBIM Ha OGHICIIIKOJIBHOC MEPOIIPUATHE.
paMKax TPYAOBOH (VHKIIMKA OpraHd3alivi  WCIOJHEHHUS PENICHWH. OCYIIECTBICHUS

KOHTPOIS UCIIONHEHUS NOPVUEHHH JUDEKTODA:

JOKYMEHTaIBHO 0(OPMIISET PENICHHS TUPEKTOPa NIKOJIBI (TIPHKa3kl);

JOBOJUT OO0 CBCICHUS paﬁoTHHKOB 06111606]3830B8.T6JILHOT0 VUPCKICHUS NPUKA3bl U
PacHopsDKEHHs UPEKTOPA;

KOOPAMHHPYET ACSITEIBHOCTE 110 UCIOJIHEHHIO PELICHUH JUPEKTopa;

BEJIET CPOKOBBIN TEKYIUMH U IIPEyNPeIUTEIbHBIA KOHTPOIIb;

MPOBEPSAET UCIIOIHEHNE NOPYUEeHHIT TUPEKTOPa B YCTAHOBIJIEHHBIH CPOK;

IpeaynpekIacT COTPYTHHKOB 00 HCTEUEHHH CPOKa HCIIOIHEHHS [TOPYISHHH TUPEKTOpa;
(ukcupyeT HCIIOMHEHHE IIOPYIESHHI;

COCTaB/ISET OTYETHI U AHAIUTUYCCKHE CIIPABKH O BBIIIOJTHCHHUHA HOpy‘IﬁHIfIﬁ H pCIIIeHHﬁ
JIupexTopa o0ieoOpa3oBare/IbHON OpraHH3ayH.

aMKax oBoO# KIMY OPraHu3aIluy U MoJNepKaHUS KIIMOHANEHOrO pabouero

IIPOCTPaHCTBA HQI/ICMHOI:'I H KabWHETa AHUPEKTOPA.

38.8B

OpPraHHU30BBIBAET [IPUEMHYIO JUPEKTOPA B COOTBETCTBHH ¢ TPeOOBAHHAMMU 3PTrOHOMHUKHA 1
KYJIBTYpPHI TPYAR;
OCYIIECTBIIIET KOHTPOJIb 00eCIIeYeHN TUPEKTOPa KaHIEIAPCKUMH IPHHAUICKHOCTAMH,
CpeJCTBaMH OPraHu3alluOHHON TEXHHUKH;
yXaKHBAET 32 KOMHATHBIMH PacTCHUSMH B IIPUEMHON 1 KaOMHETE AUPEKTOPA.

aMKax oBol hVHKIIMHE cocTaBIeHHus H 0hOopMIIEHUS VIIPABICHUYECKON JJOKYMEHTAIMH
COCTABJIACT IPOSKTHI PACIOPAAUTEIBHBIX ([IPHKAa3bl, PACIIOPSKEHHS) H HHQOPMaIHOHHO-
CIIPABOYHBIX JOKYMEHTOR (CiyKeGHBIE MHCHEMa, CIPaBKH, JOKIAQNHBIE H CIIy:KeOHBIE
3aIACKH );
COCTABJISET DPa3jMYHBIE IHCHMA, 3aIPOCHI, TOTOBHT OTBETHI aBTOpaMm OOpamleHuii mo
MOPYYEHHUIO TUPEKTOPA IIKOJIBI;
TIeYaTaeT CIyKeOHBIe JOKYMEHTHI U ApYrie MaTepHalIbl;

Pa3sMHOKAET CIyKeOHBIE JIOKYMEHTBI;
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KOHTPOUPYET TPOXOXKJIEHHe JOKYMEHTOB B 00meo0pasoBaTelbHOM —Opramisaliy
(cornacoBaHue, MOANMCAHNAE U YTBEPXK/IECHHE JOKYMECHTA).

3.9. B pamMKax TpyIoBoil ¢ VHKIIMH opranu3anui paboTel ¢ JOKYMEHTAMH B IPUEMHOM:

3.10.B

TIOTy4aeT, IpeABAPUTEILHO PACCMATPUBAECT W COPTHPYET JOKYMEHTHI, MOCTYNAKOIIHE B
MIPUEMHYIO TUPEKTOpa 00pa30BaTeILHOrO YIPEKICHHA:

[OIrOTABIHBAET JOKYMEHTEI U1 PACCMOTPEHHUS JHPEKTOPOM;

BEJIET YUET JOKYMEHTOB, IIOCTYIAIONMX Ha UMs JUPEKTOPa MIKOJIBL,

B COOTBETCTBHH C YKAQ3aHUSAMH [THPEKTOpPAa OPraHW30BBIBACT Iepenady IOKYMEHTOB
MCIIONHUTENIM (KOHKPETHBIM COTpPYAHHKaM) JUIS HCIOJIb30BaHHA B Ipolecce paboTsI
00 I MOATOTOBKU OTBETOB,

COCTABIIIET M [IPEAOCTABIISLET B YCTAHORIECHHBIE CPOKH B OpraH YIPaBICHHSI o0pazoBaHus
CIIMCKH BCEX KJIACCOB (KOHTMHTEHTa 0Opa3oBaTeNbHOH OpraHu3alyy) H CIIHCOK BCEX
npenoiaBarelieii Kaxaoro yaeOHoro roja;

ONEPATHBHO BHOCHT TEKYL[ME M3MEHEHMs B COCTaB KOHTHHICHTA YYallHXCs,
Ie/IJarOrHYecKuX ¥ Apyrux paboTHHKOB 00meo0pa3oBaTenbHOM OpraHu3aln;
odopMmIseT NHYHBIE AeNa AeTell, NPHHATEIX HA OOyYCHHE B 001Ie00pa3oBaTebHyIO
OpraHH3alHIo;

BeJIeT al(paBUTHBLIH XKypHAI BCEX YUYalIUXCs;

co3aeT W BeeT 0a3y JaHHBIX JOKYMEHTOB, IMPOBOJHT HH(OPMALMOHHO-CIPABOYHYIO
paboTy;

KOHTPOJIMPYET HCIIOJHEHHE JOKYMEHTOB M IOPYYCHHH IMPEKTOPa 00pazoBareibHON
OpraHH3allui.

aMKax OBOI HKIIMM OpraHHu3aliy XpaHCHHUS JOKYMCHTORB!

KOPpPeKTHPYET HOMEHKIIATYPEI 1€ CeKpeTaps B JUPEKTOPa [KOIbL
dopmupyeT U ohopMISeT JeNa MOCTOSHHOrO, T0JrOBPEMEHHOTO CPOKOB XPAHCHHA;
[IOrOTABIMBACT U MepenaeT Jelia B apXuB 0011e00pa3oBaTebHOM OpraHH3aum.

3.11. B pamkax TpyaoBoil hVHKIHKA o0ecneueHus IUPEKTOPa MIKOJIbI undopManuei:

cobupaer u mepepabareiBaeT HHGOPMANMIO, HEOOXOAMMYIO JUIA  NPHHATHA
0B0OCHOBAHHEIX YIIPABICHYECKHUX PENICHHH;
IIPOBEPAET JOCTOBEPHOCTh, IMONHOTY M HENPOTHBOPEYMBOCTh JAHHBIX, HCKIIOYAeT
AyOnuposanue HHGOpMaIHH;
IpeIOCTaBNISET JAHHBIE B €IMHOM H yI00HOM 1A BOCHPUATHA (opMare;
BBISBJISIET HAHGOJIee 3HAYMMBIE KPATEPUH CHCTEMATH3allMA HHGOPMAIHH Ui CO3MaHH
0a3 1aHHBIX;
dopMupyeT | HCTIONB3YeT Gasy NaHHBIX B 00me00pasoBaTeIbHON OpraHu3alHH.

AMKaxX OBOIA KIMH __OPraHu3alidy  WHGOPMANMOHHOIO B3aUMOJCHCTBUA

THPEKTOPa C PADOTHHKAMH:

3.13.B

pHGOpMUpYeT paGOTHHKOB 0OpPa3OBATENBHON OpraHM3aliM O DPEIICHUAX IHPEKTOpa,
COBEIaHUAX ¥ 3aceJaHMAX, TICIArOrHYeCKUX COBETaX M WHBIX MEPOIIPHATHAX,

3HAKOMHT PaGOTHUKOB [0/ IIO/IIHCH C COOTBETCTBYIOLIUME JOKYMEHTAMH;
OpraHH30BEIBacT OOMeH HH(pOpManWed MeXIy 3aMECTHTEIAMH NUPEKTOpa M HHBLIMH
JIOJKHOCTHBIMHE JIMIaMu 00mieo0pa3oBaTe/IbHOM Opranu3aliim;

onosemaer pabOTHHKOB O IPEICTOAIINX MEPONPUATHAX]

BBI3ELIBAET COTPYAHUKOB H 00yUAONIMXCS 110 TOPYIECHUIO TUPEKTOPA;

uHGopMHUpYeT aupekTopa 00 oOpameHHsX COTPYIHHKOB IO pabouuM H JIHYHBIM
BOIIPOCAM;

urdopMEpyeT mupekTopa 06 obpamreHuax oOydaromuxcs, HX poamTenel (3aKOHHEBIX
IpeCTABATENEH).

aMKax 0BO# (QYHKIIMH OpraHp3aiyy KOMaHIUPOBOK:

MOATOTABIIMBAET IPOEKT IIPHUKa3a O ciIyKeOHOM KOMaHINPOBKE;

BHIIMCHIBAET KOMAHIMPOBOYHOE  YAOCTOBEPEHHE H  PErHCTPHPYeT €ro  IpH
Heo0XO0IMMOCTH;

MOArOTaBIUBAET JOKYMEHTBI K TTOC3/IKC,



*  YTOYHSET JaTy, JOJDKHOCTH, (PaMUINHU B IIPOrpaMMe KOMaHJUPOBKH.
3.14. BrmonHseT pa3aHYHbIE OIEpAlMd C HCIONL30BAHHEM KOMIIBIOTEPHOH TEXHHKH IIO
nporpaMmam, npeJHa3HaYeHHBIM 17151 cOopa, 06paboTku 1 peocTaBIeHus HHpOpMAaIHH.
3.15. Ilpu mcnons30BaHUM BIEKTPOHHOrO 00OPYIOBaHHS, B TOM YHCJIE KIABHATYpPhl H MBIIIH,
€XETHERHO Ne3WH(UIUPYET MX B COOTBETCTBUU C PEKOMEHIAIUSIMU IIPOU3BOJUTENS TUOO ¢
HCIOJIE30BaHHEM PACTBOPOB MK candeTOK Ha CIIMPTOROH OCHOBE, cojepxamux He meHee 70%
CIHpTA.
3.16. Cobmonaer npaBmia ucnonp30Banns cetn MuTepHer.
3.17. ObecnieynBaeT 3allUTy NpaB U cBOOO ydalluxcs, poguTenel (3aKoHHBIX IIpeJcTaBuTenei),
pabOTHHKOB IIKOJEI IPH 00paboTKe MePCOHANBHBIX JAHHBIX.
3.18. Crporo cobmomaeT KoHGHICHIHNATLHOCTS IEPCOHANBHBIX JaHHBIX H TpeOOBaHHUA 110 3aIIUTE
1 5e20IMacHOCTH MEPCOHANLHBIX JAHHEIX IPH UX 00paboTke, HETOMYIIEHNE UX PACIIPOCTPAHCHHUS
0e3 cornacus cCy0beKTa IEPCOHATBHBIX JAHHBIX WM HAJIMYHS JPYroro 3aKOHHOTO OCHOBAHHSL.
3.19. Cobmomaer KyJIbTypy U 3THKY OOIIEHHS ¢ IEPCOHAIOM 00pa30BAaTENBHOTO YUPEXKICHHUS,
Oﬁy’llaIOIHHMHCH " POJUTCIIAMHA (3aKOHHbIMH HPEﬂCTaBHTCHﬁMI/I), IIOCCTHUTCIIAMHA.
3.20. Ctporo cobmomaeT mpaBa H ¢cBoOOIBI neTei, coaepxkammuecs B PenepansHoM 3akoHe «0O0
oOpaszoanun B Poccuiickoit ®enepanuu» m Koneenmuun OOH o mpaBax pebeHka, sBisgercs
NPUMEPOM JUIS HIKOJILHHUKOB.
3.21. Vndopmupyer aupekTopa, a IpPH €ro OTCYTCTBHH — IEXKYPHOTO aJMHHHCTpAaTopa O
HECUaCTHOM Cly4ae, IPUHUMAET MEphI 0 OKAa3aHMIO IEPBOM MOMOINY I[IOCTPA/AaBIIMM, BBI30OBE
CKOpOH METUIMHCKON ITOMOIIIH.
3.22. OcymecTBIAET CBOIO JEATEIHHOCTE Ha BHICOKOM IIPO(eCCHOHATIBHOM YPOBHE.
3.23. OGecmeunBaeT coOIIOICHUE YUCTOTHI H IIOPSIKA HA CBOeM pabodyeM MecTe.
3.24. IlpoxoauT B YCTaHOBJCHHOM 3aKOHOAaTe)ibcTBOM Poccuiickolt Penepallve nopsiake
o0yyeHUe ¥ MPOBEPKY 3HAHWI M HABBIKOB B OOIACTH OXPAHEI TPYAd, MHCTPYKTAXKM IO OXpaHe
TPY/ia U IOXKapHO 6e30IacHoCTH.
3.25. Cexperapp cobmomaer Ycras u IlpaBmia BHYTPEHHEr0 TPYIOBOIO paclopsjika
00pa3oBaTe/IbHOr0 YUPEIKIACHHS, KOJUIEKTHBHEIA H TPYI0BOH IOrOBOP, & TAKKE JIOKAIBHbIC aKThl H
[IPUKa3bl PYKOBOAUTES.
3.26. CoOmomaeT mpaBWia OXpaHbl TPyJAa, IOKapHOH H 31eKTpoOe30macHOCTH, CaHHTapHO-

THTHCHUYCCKHE HOpPMBI M TpeOOBaHMA, TPYJIOBYIO AMCUMILUIMHY Ha pabod¥eM MECTE M PEKHM
paboThl, YyCTAaHORIEHHEIH B 00111€06pa3oBaTeIbHON OpraHu3alm.

3.27. Ilepuogndeckd IIPOXOIUT OecIIaTHBIC MEJUIMHCKHE OOCIIEIOBaHHS, ITOBBINAET CBOIO
npodecCHOHATEHYIO KOMIIETEHITHIO.

3.28. Cexperapio 3ampeniaercs HCIOJIB30BATh HEHCIIPAaBHYID MeOelb, 3JIEKTpoobopynoBaHHE,
3IIEKTPOIPHOOPE], KOMIBIOTEPHYIO H HHYIO OPITEXHHKY I 000pyHoBaHHE H MeOenb ¢ ABHBIMH
IpU3HAKaMH IIOBPEXIEHHS, KYPUTh B HOMEUICHHSX M HA TEPPUTOPHH 00mIe00pa3oBaresibHOlM
OpraHu3aIuH.

4. llpara
Cexperapb IHPEKTOPa UMEET [1PABO:

4.1. ITonygare uHGOPMAIUIO, B TOM YHCJIE H KOHPUICHIMAIBHYIO, B 00beMe, HEOOXOAUMOM 1
pENICHHUS MOCTABIEHHEIX 3a/1aY.

4.2. 3anpammBaTh IHYHO WM 10 NOPYYEHHIO JUPEKTOpPA OT pabOTHUKOB 00mEe0OpasoBaTesHOM
OpraHusalyd HHQOPMAIMIO ¥ JOKYMEHTHI, HEOOXOIUMEIE IS BBIIOMHEHHS €r0 JO/DKHOCTHBIX
06s3aHHOCTEIH.

4.3. TpeboBaTh OT agMUHUCTpPAIMH IIKOJIBI CO3MAHUS ONTHMAILHEIX YCIOBHIH JUIS BBIIOTHEHHS
CIyXeOHBIX 00f3aHHOCTE# M COXPaHHOCTH BCEX JOKYMEHTOB, O0OpasylOIIHXCS B pe3y/bTare
JEATENHOCTH CEKpeTaps.

4.4, IlppHuMaTe pelIeHUA B IIpeAeiiax CBOCi KOMIIETEHIIHH.

4.5. Ha wmarepuanpHO-TEXHHYECKHE YCJIOBHS, TpeOyeMple s BBINOJHEHHS MOJDKHOCTHBIX

obs3aHHOCTEH  cekperaps, Ha oOecmeuyeHHe pa0ouero  MecTa,  COOTBETCTBYIOIIETO
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rOCYIapCTBEHHBIM HOPMATHBHBIM TpeOOBaHHMSM OXpaHBI TpyJa M MOXKapHOH Oe30IacHOCTH, a
TaKXe YCIOBHSM, IIPeyCMOTPeHHBIM KOJIIEKTHBHBIM TOTOBOPOM.

4.6. 3HaKOMHTBCH C MPOEKTAMH DEIICHHI JHPEKTOpa, OTHOCALIMXCS K ero mpodeccHOHAIBHOMN
JIEATENLHOCTH, C JKaT00aMH M JIPYTUMH JTOKYMEHTAMH, COJIEPXKAIIUMH OIIEHKY €ro paboThl, NaBaTh
N0 HUM OOBSCHEHUS.

4.7. IlpenocTaBnaATs AUPEKTOPY Ha PACCMOTPEHHE INPEUIOKEHHS MO YIYULICHUIO JeATeILHOCTH
o0pa3oBaTeNbHOM OpraHM3alil H YCOBEPHICHCTBOBAHHIO CIoco0OB paboTEl MO BOHpOCcaM,
OTHOCANINMCS K KOMIIETEHIIHH CEKpeTaps.

4.8. VYwuactBoBare B palore OpPraHOB CaMOYIpPAaBJIEHUs JIOUIKOJBHBIM 00pa3oBaTeIbHbBIM
yupeKIeHHEM, B paboTe obmero cobpanusi pabOTHUKOB, B OOCYKAEHHM BOIPOCOB, KacAIONMXCS
UCIIOJIHAEMBIX CEKPETapEM JODKHOCTHBIX 00S3aHHOCTEHA.

4.9. Ha wMopaipHOE M MaTepHAIBHOE IMOOIIPEHHE, HATPAKICHUS MO pe3yJbTaraMm
npoeCCHOHATBHOM  JIEATEIBHOCTH, Ha  CONHMAJIbHBIE  TapaHTHH,  [PELYCMOTPEHHBIE
3aKoHOoJaTenscTBOM Poccuiickoit @enepanuu.

4.10. Ha samuty cBoeil mpodecCHOHANBHONH 4YeCTH M JOCTOMHCTBA. Ha KOH(HIEHIHATBHOCTH
CIy’)keOHOTO  paccielOBaHHs, KpOME CIy4YaeB, IIPEAYCMOTPEHHBIX 3aKOHOJATEIECTBOM
Poccuiickod ®epepanun.

4.11. 3amumare CBOM HHTEpPEChl CaMOCTOSITENIbHO W/HIM 4epe3 NpeJCTaBUTENs, B TOM YHCIE
aIBOKaTa, B ClIy4a€ OHCHHIINIMHAPHOIO HIIHA Cﬂy}l{eﬁﬁoro pacCliCaoOBanud, KOTOPOC CBA3AHO C
HapYIIECHUEM CEKPETapeM HOPM NpodecCHOHANTBHOM ATHKH.

4.12. Cexperapp TUpPEKTOpA IIKOJIE HIMEET HHBIE TIpaBa, npeaycMoTperHsie TpynoseM Koaexcom
Poccuiickoit ®eneparun, VYcraBoMm, KommextuBHBEIM 1oroBopoM, IlpaBmiaMu BHYTpEeHHETO
TPYZOBOTO pacmopska obueobpa3zoBaTe/IbHOM opraHu3alfiy.

5. OTBeTCTBEHHOCTDH
5.1. B npenycMoTpeHHOM 3akoHOaTeabcTBOM Poccuiickoit @eepaliny mopsake ceKperapb HECeT
OTBETCTBEHHOCTD:

* 33 HENPABOMEPHOE UCIIOJIH30BAHHUE IIPEOCTABICHHBIX JIODKHOCTHON MHCTPYKUKEH npaB
U IIOJTHOMOYHIA, a TakKe HCIOJIE30BaHMe HX B JINYHBIX IEJIAX;

* 3a pasrianmieHue KOH(QHICHUHAIbHOH WH(pOpMauWK, IOJIYYEHHOH B pe3yJibTare
BBHINIOJTHEHHS JODKHOCTHBIX O0SI3aHHOCTEH, MEPCOHANBHBIX MJaHHBIX COTPYIHHKOB,
oby4aromuxcs ¥ HX poAMTeNei (3aKOHHBIX IpeCcTaBUTeNEi);

* 33 JIOCTOBEPHOCTb IPEAOCTaBIAEMOH HHQOPMAIMH IHPEKTOPY, €€ CBOEBPEMEHHYIO
HOJrOTOBKY;

* 33 HEOKa3aHHWE WM HECBOEBPEMEHHOE OKa3aHHWE NEPBOM MOMONIM IOCTPAJABIIEMY, HE
CBOEBPEMEHHOE U3BEIEHNE UM CKPBITHE OT JUPEKTOPA IIKOJIEI HECYACTHOTO CIIydast;

* 32 HecOOJIOZIEHHE MHCTPYKIHIT 110 OXpaHe TPyAa U MoKapHoi 0€30MacHOCTH;

* 33 HapyIICHHE MOPSIKa NEHCTBHI B CIydae BOZHUKHOBEHHS Upe3BLIYAWHON CHTYyallMd U
9BaKyallHH B 0011e00pa30BaTe/IbHOM YUPEIKICHIH.

5.2. 3a HeHCHONHEHME WM HapylieHHe 0e3 YBaKHTEIbHBIX NPHUYMH CBOMX O0O0A3aHHOCTEH,
YCTaHOBJIEHHBIX JOJDKHOCTHOH MHCTPYKIHMEH ceKpeTaps IIKONBL, YcTapa U [IpaBun BHYTpeHHEro
TPYJOBOIO DACIOPSAIKA, 3aKOHHBIX PpaCIOPDKEHHMI PYKOBOAUTENS M MHBIX JIOKAIBHBIX
HOPMATHBHEIX aKTOB, paDOTHHK MOJBEPracTcs MUCIMILTMHAPHOMY B3BICKAHHIO COTJIACHO CTAaThe
192 Tpynosoro Konexca Poccumiickoit ®emepanmu. 3a rpy0boe HapymIeHHE TpPYIOBBIX
00s13aHHOCTEH B Ka4eCTBe AUCIUILTHHAPHOTO HAKA3aHUs MOXKET OBITh IPHMEHEHO YBOJILHEHHE.
5.3. 3a HcHONB30BaHHE, B TOM YHCIE OJHOKPATHO, METOJOB BOCIIHTAHHSA, BKJIFOYAIOIIAX
dusuyeckoe W (MIM) MCHXOJOTHYECKOE HACHIME HAJ JIMYHOCTBHIO 00YYAaIOmMErocs, a Takke 3a
COBEpIICHHE HHOTO aMOPAILHOIO IPOCTYIKA CEKPeTaph MOXKET OBITH OCBOOOKICH OT 3aHUMAEMOMH
noskHOoCTH cornmacHo Tpymosomy Kojekcy Poccmiickoit Deneparun. YBOTRHEHHE 3a JaHHBIH
IIPOCTYIOK HE SIBJISETCS MEPOH JUCHUIUIMHAPHOH OTBETCTBEHHOCTH.

5.4. 3a HecobmopeHHMe mnpaBwiI U TpeOOBaHHH OXpaHBI TpyJa H NOXapHOM Oe3onacHoOCTH,
CaHHTAPHO-TUTHEHHYECKHX INPaBHJI H HOPM CEKpeTaph IpHBICKAeTCs K aIMHHACTPATUBHOM

OTBETCTBEHHOCTH B TOpPSJKe H B CIy4Yagax, MOPeAyCMOTPEHHEIX AaJIMHHHCTPATHBHEIM
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3aKoHoIaTeaIbcTBOM Poccniickoit ®eznepanuu.
5.5. 3a npaBOHApYIICHAS, COBEPIIEHHBIE B [IPOLIECCE OCYIIECTRIEHHS TPYAOBBIX QYHKUHMIL HECET
OTBETCTBEHHOCTH B IpeJieliax, OlpeeeHHBIX aIMUHICTPATHBHEIM, YIOJOBHBIM H I'DAXKIAHCKHM
3akoHOoJaTenscTBOM Poccuiickoit @enepanuin.

6. BsaumooTHomenus. CBA3H 10 J0.IKHOCTH

6.1. Cexperaps BEIMONHSAET paboTy corfacHo rpaduKy, COCTaBIeHHOMY ¢ yderoM 40-uacoBoii
paboueit HeZieny, U YTBEPIKACHHOMY JUPEKTOPOM 00me00pa3oBaTeIbHOM OpraHH3alyH.

6.2. Cexperaph CaMOCTOATENHLHO IUIAHHPYET CBOIO JedTelsHOCTh. IDmam paboTel cekperaps
COTJIACOBBIBACTCA HEMOCPEICTBEHHO C AUPEKTOPOM.

6.3. IlomygaeT oT qupeKTOpa MKOJIBE HHPOPMAIIHIO HOPMAaTHBHO-IIPABOBOTO XapaKTepa.

6.4. OOmenuBaercs uH(poOpMamuel MO BOIpocaM, OTHOCSIIMMCA K €ro JCATEJbHOCTH, C
aJMUHHCTpallell W COTPYAHMKAMH IIKOJbl, HHGOPMHpDYET HMX O PpEIICHHSIX IUPEKTOpa,
COBEIaHHAX M 3aceJJaHUsX, [IeJarOTHYECKUX COBETaX M MHBIX MEPOIPHATHAX.

6.5. BoBpemss coobmaer aupexropy o0 wuHbOpManum, NpHKa3ax, pPacHOpHKCHHAX M HHOM
JIOKYMEHTAILlHH, IOCTYNHBILIEH MO 3JEKTPOHHOM mo4te, HHYOPMHpPYET O HaMEUSHHBIX BCTpedax,
COBEIAHUAX M 3aCEIaHUAX, HHBIX MEPOTIPHATHIX.

6.6. CoobmiaeT QUPEKTOPY M €ro 3aMECTUTENAM HH(OpMAalHUio, IOIYYEHHYI0 Ha COBCILAHMIAX,
CEMUHApax, HEMOCPEACTBEHHO MOCTIE €€ IOIYYCHHUS.

6.7. UabopMupyeT TUPEKTOpa 0 BOIHUKIIMX TPYTHOCTAX U podieMax B paboTe, 0 HEIOCTAaTKaX B
obecnieyeHUH TpeGOBaHUI OXpaHBI TPYJa U MOXKapHOH Oe30macHOCTH. BHOCHT NpeuloiKeHus 10
YCTPAaHECHHIO HEOCTATKOB, 10 ONITAMHU3ALUY CBOEH JeATeIbHOCTH.

6.8. Mudopmupyer 3aMecTHTEeNs JUPEKTOpPa IO aJAMHHUCTPATHBHO-XO3SMCTBCHHOH 4YacTH O
HEJIOCTaTKaX B KaHIEIAPCKHX NPHHAMLICKHOCTAX, OymMare W WHEIX PAcXOJHEIX MaTepHaltax, o
MOJIOMKax MeOenu M OPIrTEXHHKH, B 3NEKTPOOOOPYAOBAHHH, BOJOIPOBOIHON M OTONMHTEIBHOM
CHCTEMAX.

6.9. Bo Bpems oTCyTCTBHS ceKkpeTaps €ro 0OS3aHHOCTH BBIIOJIHSET COTPYJHMK, MMEIOMIMA BCe
Tpebyromuecss NpPodecCHOHATbHBIE 3HAHHs, yMEHHS | HaBBIKM, HA3HAYEHHBIH IPHKAa30M
JupekTopa. JlaHHBIA COTPYIHHK TNPHOOpETaeT COOTBETCTBYIOIIME IIpaBa M HECET IOJHYIO
OTBETCTBEHHOCTH 32 KQUECTBEHHOE BHIMOJHEHHE BO3JIOKEHHBIX Ha HErO 00S3aHHOCTEH.

7. 3aKII09UTEIbHbIE MOI0KEHUS

7.1. O3HakoMyieHHE pabOTHHKA ¢ HACTOAMIEH IO/DKHOCTHOH HMHCTPYKIHEH OCYIICCTBIACTCA IPH
npueMe Ha paboTy (0 MOAMUCAHUSA TPYIOBOTO JOTOBOPA).

7.2. OguH SK3eMILIAp JOJDKHOCTHON HMHCTPYKIMH HAXOAMTCH Y JUPEKTOpa LIKOJLI, BTOPOH — ¥
COTPYIHUKA.

7.3. daxT o3HAKOMJICHUA PabOTHHKA ¢ HACTOANICH HHCTPYKIHEH IOATBEPXKIAETCA IOJIHCBIO B
9K3eMILISpe MHCTPYKIHH, XPaHAIIEMCs y JUpeKTopa 00pa3oBaTe/IbHOM OpraHu3aliy, a TAaKkKe B
JKypHAJIe 03HAKOMIIEHHS C JO/DKHOCTHBIMI HHCTPYKIHSIMH.

Ho1dIcHOCMHYI0 UHCMPYKYUIO pa3padoman; / /

C donxcHocmuoil uncmpykyuen 03HAKOMIEH (@), 0OUH IKIEMNIAP NOLYHUL (a) HA PYKU
« » 202 r. / /




