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1.1. Hacrosmas OO/DKHOCTHAas HHCTPYKLMS ceKpeTaps B IIKOJe pa3paboTaHa B COOTBETCTBHH C
IIpodeccronaneueiM crangaproM 07.002 «CroenuanucT MO OpraHHW3aLOHHOMY H JIOKYMEHTaHOHHOMY
O0€CIIeUeHNIO yIpaBIeHUsl OpraHu3alyely», yTBEepXKISHHBIM NPUKa30M MUHHCTEpPCTBA TPyda W COLUMAIBLHOM
3amuThl Poccuiickoi @enepaunu Ne333u ot 15 mrons 2020 roxa, ¢ yuerom ®enepanpaoro 3akona Ne273-D3 or
29.12.2012r «O6 obpasoBanuu B Poccuiickolt @enepanmm» (¢ u3MeHeHHsMH oT 5 nekabps 2022 roma), CIT
2.4.3648-20 «CaHnUTapHO-3ITHIEMHOIOTHYeCKHe TPeOOBaHNS K OpraHU3alMsAM BOCITUTAHUS W O0y4YeHHMs, OTAbIXA
U O3I0POBJIEHHS JETeN», B COOTBETCTBHH ¢ TpymoBeiM komekcoM Poccutickoit @enepannu, YCTaBOM U APYTHMH
HOPMaTHBHBIMH aKTaMH, PErYJIMPYIOLIIMMH TPYIOBble OTHOLUEHHU MEKAY paOOTHUKOM M paboTomaTesieM.

1.2, JlaHHas QOJDKHOCTHAS MHCTPYKLMSA IO MpodCcTaHAapTy onpezenseT epedeHb TPYLOBbIX (YHKIHMM 1
00sA3aHHOCTeH CeKpeTaps AUPEKTOpa IIKOJBI, a TAKKE €ro NpaBa, OTBETCTBEHHOCTh M B3aMMOOTHOLIEHMS IIO
IOJKHOCTH B KOJUIEKTHBE 00pa30BaTeIbHOM OpraHu3alliH.

1.3. Cexperapp  HasHa4aeT® W  OCBOOOXKZAeTCA OT  HODKHOCTH  IIPHKA30M  IHUPEKTOpa
00meobpa3oBaTebHOM OpraHU3aliy B TOPsIKe, ycTaHoBIeHHOM TpynoBbiM komekcom Poccuiickoi d)euepau'm
U TPYZIOBBIM JOIOBOPOM (KOHTPAKTOM) C PaOOTHHKOM. :

1.4, Ha BpeMs oTIIycKa U BpeMEHHOW HETPYHOCIOCOOHOCTH CEKpeTaps ero OOS3aHHOCTH MOIYT OBITh
BO3JIOKEHBI Ha JIEJIONPOM3BOAMTENIA WU IPyroro cOTpyAHHKa o0IeoOpa3oBaTelbHON opraHu3ayi. BpemenHoe
HCIIOJIHEHHE OOA3aHHOCTEH B JIaHHBIX CIy4asX OCYLIECTBJISETCS COIIACHO IIpHKasy OUPEKTOpa, W3NAHHOIO C
cobmopnenueM TpedoBanuii TpynoBoro kogekca Poceuiickoit Oepepanu.

1.5. Ha momKHOCTB cekpeTaps MPUHUMAETCS JIHLIO:

®C ONBITOM BBIIOJHEHHS pabOT IO OpraHU3allUOHHOMY W JOKYMEHTAILMOHHOMY O0O0eCHeYeHHIO
JeATelIbHOCTH PyKOBOJUTENS P CpeAHeM npO(beccpIOHanBHOM

e 00pa30BaHNM HE MEHee OBYX JIET;

® COOTBETCTBYIOIIEE TPEOOBAHUAM, KACAIOIIMMCS IIPOXOXKICHHS IIPEIBAPUTENBHOTO (IPH MOCTYTUIEHUH Ha
paboTy) ¥ NepUOAMYECKHX MEIUIMHCKUX OCMOTPOB, BHEOUYEPESIHBIX MEIHLIMHCKHX OCMOTPOB II0 HANPABIEHHIO
paboTozarens, npodeccHOHaNbHON THI'HEHUYECKOM OATOTOBKY U aTTecTauuy (IpH preMe Ha paboTy U aajee
He pexxe | pasa B 2 roma), BaKIMHALIMH,-a TakKe MMEIOLIee JMYHYIO MEIULMHCKYIO KHIDKKY C pe3ysibTaTaMu
MEeIMUMHCKUX O0OCIenoBaHuii U J1abOpaTOPHBIX HCCISNOBaHMUMH, CBENCHUSMH O NpPUBHBKAX, MEPEHECEHHBIX
MHGMEKUUOHHBIX 3a60IeBaHUAX, O MPOXOKACHUH HpO(i)eccnonanLHon TMTHEHWYECKON MOATOTOBKH U aTTECTALIMU
C IOIIyCKOM K. paboTe; :

® He UMEIOLIee OTPAaHMYECHHI Ha 3aHATHE TPYIOBOH JeATENbHOCTHIO B chepe 0Opa3oBaHUs, N3JI0KEHHEIX B
cratbe 351.1 «OrpanwdeHus Ha 3aHATHE TPYHOBOW [EATENBHOCTBIO B chepe 0OpasoBaHHs, BOCIUATAHUI,
Pa3BUTHA HECOBEPINEHHOJIETHUX, OPraHM3allid KX OTABIXa M O3[OPOBJIEHHs, MEAULMHCKOTO O00eCleyYeHH s,
COIMaTBHOM 3alllUTBI U COLMABHOTO OOCIYXKHBaHHs, B cdepe AETCKO-FOHONIECKOTO CMOpTa, KyTbTYpHl M
HCKYCCTBA C y4aCTHEM HECOBEPLIEHHONETHHUX» TpymoBoro komekca Poccuiickoit @enepanuu.

1.6. Cekperapb HENOCPEACTBEHHO OTUMHIETCS 3aBX03Y 001Ie00pa30BaTeIbHOM OpraHU3alkH.

1.7. B cBoel meATENBHOCTH CEKpeTaph ILIKOJIbl PYyKOBOACTBYETCS IOJDKHOCTHOM —MHCTPYKLIHMEH,
COCTaBJIEHHOH B COOTBETCTBMH ¢ mpodcranmaproM, Koncrurynueit u 3akonamu Poccumiickoit ®enmepanuu,
ykasamu [lpesunmenta, pemenmsamu IlpaBurenscrBa Poccuiickoit Penepaumy u OpPraHoB  yOpaBlIeHHs
00pa3oBaHHs BCeX YPOBHEM IO BONpOcaM, KacalOIIUMCs ero TPYHIOBOW JEATENBHOCTH, TPYLOBBIM IOrOBOPOM
MexIy paOOTHUKOM U PyKOBOAUTETIEM.

1.8. Cekperapb pyKOBOACTBYETCS:

® a[IMAHUCTPATUBHBIM, TPYIOBBIM U XO3SHCTBEHHBIM 3aKOHOIATEIHCTBOM POCCHICKOM d)enepaunn'

¢ CII 2.4.3648-20 «CaHUTapHO-3MTMIEMUONIOIUYECKHe TpeOOBaHHUA K OpFaHI/ISaI.II/I}IM BOCIIUTaHUA U
00y4eHus, OTABIXa U O3TOPOBIICHUS IETEM M MOJIOLEIKI,

e @enepansHbiM 3akoHOM Ne273-®3 «O6 obpasoranuu B Poccuiickoit Demepanuny;

® [TIOCTAHOBJICHUAMH, PaCHOPSIKEHUAMH, IIpMKa3aMM W HHBIMH PYKOBOOAIIUMH | HOPMAaTUBHBIMH
HAOKYMEHTaMH, OTHOCALIIAUMHUCS K BEICHUIO OCIOIIPOU3BOACTBA,



® CTaHJapTaMu YHUDHUIIMPOBAHHON CHCTEMBI OPTraHU3alMOHHO-PACTIOPSIIUTEIEHOM IOKYMCHTAIIHH,

o npaBuIamMu opdorpaduu U MyHKTYalluu;

® IpaBUIaMK PabOThl HA KOMITBIOTEPE U MHOW OPTTEXHUKH;

® IpaBUJIAMH U HOPMaMHU OXPAHBI TPyJa, MPOU3BOICTBEHHOW CAHUTAPUY U TIOKAPHOH 0€3011aCHOCTH;

o KoHBeHIIMEH 0 npaBax peOeHKa;

e YCTaBOM U JIOKQJIBHBIMH aKTaMH, B TOM 4ucie lIpaBuimamui BHYTPEHHETO TPYIOBOTO pacHopsjiKa,
MPUKa3aMU ¥ PaCIOPSHKSHUSIME TUPEKTOPA IIKOJBI;

® UHCTPYKIMEH T10 OXpaHe TpyJa CeKpeTaps IIKOJIbI.

1.9. Cekperapb IOIKEH 3HATS:

® BUIBI JOKYMCHTOB, UX HA3HAUCHUC,

® BUJIbI HOMEHKJIATYp, 001IHe TpeOoBaHU K HOMEHKIIAType JelT;

® 'paMMaTHYECKHE MTPaBUIIa PYCCKOTO S3bIKa;

o IlCI\/'ICTBYIOIIII/Ie IIPaBOBbLIC AKTHI, HOPMATHUBHO-METOAUYCCKNEC JOKYMECHTHI, T'OCYJAapCTBECHHBIC CTAaHAAPTHI,
OIpEENSIOIINE MTOPSAOK TOKYMEHTAITUOHHOTO 00ECTICUeHUs YIIPaBIICHUS;

® JIeJIOBOM MPOTOKOJI;

® UHCTPYKIIUU 110 ACJIIONPOU3BOACTBY U APYIM JIOKAJIBHBIM HOPMATHBHBIM aKTaM, YCTaHaBJIMBAarOIIUM
MOPSIJIOK peaT3aliy YIpaBiIeHIeCKUX TPOLEnyp;

® HCTOYHUKH YIPaBICHYECKOH HH(POPMAIIUH;

e Kaccu(UKaIuio ynpasieHueckoi nHopMalyu, BUbI yIIpaBiIeHIeCKOH HHPOpMAIUH;

® KOMIIJICKC OpTraHU3allMOHHO-TEXHUYCCKUX MepOHpI/IHTI/Iﬁ 10 MOATOTOBKE U MNPOBCACHUIO COBeHIaHI/Iﬁ u
TIepEroBOpPOB;

® METOJIMKY 0TOOpa NCTOYHUKOB HH(OpMAIIny;

® MeTO/Ibl 00padOTKH MH(MOpPMAIHK ¢ IPUMEHEHHEM COBPEMEHHBIX TEXHHUYECKUX CPEICTB KOMMYHUKAIMN
" CBA3H, BBIUHMCIINTEIILHOMN TCXHUKH,

® HOpPMATUBHBIC IIPABOBBIC AKThl, HOPMATUBHO-MCTOJUYUCCKUE TJOKYMEHTEI, TOCYy 1aPCTBEHHBIC CTAHAAPThI,
OIPEIEIISIOIINE MOPSIOK JIOKYMEHTAIMOHHOTO 00eCTIeUeH s YIPaBIICHUS;

e o0mMe TpeOOBaHMSI K CPOKAM HCIONHEHHS JIOKYMEHTOB W KOHTPOJBHBIM (YHKIHSIM CITY>KOBI
JOKYMEHTAIIHOHHOTO O0ECTICYEeHHS,;

® OCHOBBI aIMUHUCTPATUBHOTO IIpaBa U TPYJI0BOr0 3aKoHoJaTenbcTBa Poccuiickoit denepanny;

® OCHOBBI JIOKyMEHTHOMW JIMHTBUCTHKH;

® OCHOBBI IPABHIILHON OpPTaHU3aIlNH TPY/a M METOBI TTOBBIIEHUS ero d(h(PeKTHBHOCTH;

® OCHOBBI YITPABJIEHUS BPEMEHEM;

® 0COOCHHOCTH 0 OpMIICHHUS IIJIAHUPOBIIMKA (HA JIEKTPOHOM M OyMa)KHOM HOCHUTEISX);

® 0cO0eHHOCTH (OpMHUPOBaHHMS 0a3 JAHHBIX B 00pa30BATEIHHOM yUPEXKICHUH;

® TIOPSIIOK O OPMIIEHHA JOKYMEHTOB JIJISi KOMaHIUPOBKA W OTYETHBIX TOKYMEHTOB MO KOMaHAHPOBKAM
paOOTHHUKOB IITKOJIEI;

® TIOPSIIOK pabOTHI C JOKyMEHTaMH, CXEMBI JIOKyMEHTO000pOTa;

® TIOPSIOK (OPMUPOBAHUS U 0POPMIIEHHUS JIEIT,;

e IpaBWJia BEIEHUS, MOATOTOBKA M O(MOPMIIEHHSA IMPOTOKONA W JPYTUX JOKYMEHTOB, CO3/IaBa€MBIX B
TMIpOoIIeCcCe MOATOTOBKH COBEIIAHUN TIPH JUPEKTOPE;

 TIpaBWJIa BBIIaYN U UCTIONB30BAHMS JOKYMEHTOB U3 C(HOPMHUPOBAHHBIX JIE;

® TIpaBUJIa JISNOBOTO OOMIEHUS, ICTTOBOTO STUKETA;

® TIpaBUJjIa TOKYMEHTAIIHOHHOTO 00ECIIeUeHNs JeITeIHbHOCTH 0011e00pa30BaTelbHOM OpraHN3allim;

® TIpaBUJIa 3aIIUTHl KOH(PHUISHIIHATEHONW NH(OpMAIIHH;

® TIpaBUJIa OPTaHU3AINHA KOHTPOJIS MCIIONHEHVS TOKYMEHTOB W THIIOBBIE CPOKU UCIIONHEHUS JOKYMEHTOB;

® TIpaBUJIa OPTaHU3AINH ITPUEMa TOCETUTEINEH B IKOJIE;

 TIpaBUJIa MOATOTOBKH U TEPEavn JICNl B apXUB 00pa30BaTeIbHON OPraHMU3alliH; TPABUJIA TIO/IIEPKAHUS H
Pa3BUTHS MEKIMYHOCTHBIX OTHOIIICHHI;

® IpaBUJIa TIOANMCAHUS M YTBEPXKACHUS TOKYMEHTOB; MpaBWiIa pabOTHl C BXOJSAIIMMH, MUCXOISIINIUMU H
BHYTPEHHHMH JIOKYMEHTaMU;

® TIpaBUJIa PEUYEBOTO ITHKETA;

® TIpaBUJIa CEPBUPOBKHU YalHOTrO (KO)EHHOT0) CTONA, TPUTOTOBIICHUS U ITOIaYH TOPSYNX HAINTKOB;

® TIpaBUJIa COTJIACOBAHMS JIOKYMEHTOB IIKOJIBI (BHYTPEHHErO M BHEITHETO);

® TIpaBUJIa COCTABJICHHS aHATMTUYECKUX CIIPABOK 110 KOHTPOJIIO UCITOTHEHUS JOKYMEHTOB;

® IpaBUJIa COCTaBleHHUS U odopMieHHs WH()OPMAIMOHHO-CIIPABOYHBIX, YIIPABICHYECKUX JIOKYMEHTOB H
CITy>)KEOHBIX ITHCEM;

® TIpaBUJIa COCTABIICHHSI OPTraHU3AIIMOHHBIX IOKYMEHTOB (TIPUKa30B, TIOJI0KEHUN, HHCTPYKIIUN );

® MIpaBUJIa YCTAHOBJICHUS! KOHTAKTA, MOJIEPXKAHUS M Pa3BUTHS MEKIIMYHOCTHBIX OTHOIIICHUH;

2


https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240
https://ohrana-tryda.com/node/240

® MpaBuJia XpaHEHU JIeNl, TPUKA30B, B TOM YHCIIE JOKYMEHTOB OTPaHUYEHHOr0 JOCTYIIa;

® IPaBOBBIC OCHOBBI YIPaBlieHNs (OCHOBBI aIMUHUCTPATHBHOTO, TPYAOBOI'0 U IPaXKIaHCKOTO MPaBa);

® IPUHLUIIBI ¥ IPaBUJIA TIJIAHWPOBaHUS pabouero BpeMeHH;

® IPUHLUIIBI, CIIOCOOBI HHQOPMHUPOBaHUS paOOTHHUKOB 00Pa30BaTENbHOIO YUPEKICHUS;

® PYKOBOJISIIINI COCTAB IIKOJIBI M €€ MOApa3 el eHH;

® CHCTEMBI AJIEKTPOHHOTO JOKYMEHTO000POTa;

® coBpeMeHHbIe HH(POPMAIIMOHHBIE TEXHOJIOTHH PabOThI C JOKYMEHTaMU;

® COCTaB OpPraHU3alMOHHON TEXHUKH, €€ YCTPOUCTBO H MOPSIIOK paboThI ¢ HEl;

o crieiu(hMKy OCHOBHOM JIeATEILHOCTH 00IIe00pa30BaTeIbHON OpraHN3alllu;

® CTaHJapThl ¥ PEKOMEH AU 10 000PYAOBAHMIO TOMEIEHHS IPUEMHOI];

® CTPYKTYPY WIKOJBI, MOPSIOK B3aMMOJCUCTBUS MOApasieieHuit u ciayx0, pacrpeneneHue (yHKIUN
MEXKAY CTPYKTYPHBIMH MTOAPA3ACIICHUAMUY;

o QyHKIMH, 3a1a4H 0011e00pa30BaTENFHON OpraHU3allid, €€ CBSI3H 110 BEPTUKAIN U TOPU30HTAJIH;

® HalpaBJICHUA ACATCIBHOCTU HIKOJbI MU KOMICTCHIUHU CTPYKTYPHBIX HOI[pa?,I[CHCHI/II\/'I N OOJDKHOCTHBIX
NI,

o O6pa3HBI HOZ[HHCGﬁ JIMI, UMCIOINUX MpaBO MOANMMUCAaHUA U YTBEPKIACHUA JOKYMCHTOB, U OI'PaHUYCHUA UX
30H OTBETCTBEHHOCTH;

o Tenie)OHHBIE KOHTAKTHI IMPEKTOPA LIKOJEI;

® TpeOOBaHUS OXPaHBI TPY/IA, IPOU3BOJCTBEHHON CAHUTAPHH, MIOKAPHON 0E30MaCHOCTH;

o Tpe6OBaHI/I$I, MNpeaAbABIAEMBbIC K JOKYMEHTaM B COOTBETCTBMM C HOPMATUBHBIMM aKTaMHU U
TroCyaapCTBCHHBIMU CTaHIapTaMU,

o TpebOBaHNs, MPENBIBISIEMbIE K YIPABIEHIECKON HHPOpMALINH;

¢ (opMBI IPEAOCTABIEHUS YITPABIEHYECKON HH(pOPMAIINH;

o GyHKIINHA CAMOMEHEIKMEHTA;

® 3TUKY JICTIOBOT'O OOIIEHHS, ITUKET.

1.10. Cekperapb JOIKEH YMETh:

® AaHANIM3UPOBATh MNPUYMHBI HEBBIIOJHEHUS 337a4; BECTH W HCIOIB30BaTh B pabore 0asy MaHHBIX
TeneOHHBIX KOHTAKTOB JIMPEKTOPA IIKOJIbI;

® BECTH CPOKOBYIO KapTOTEKY;

® BECTH YYETHBIE PErHMCTPAllMOHHBIE (OPMBI, HCIOJIB30BATh UX ISl HHPOPMAMOHHOW pabOTHl U pabOoTHI
10 KOHTPOJTIO MCIIOHEHNUS pelIEHUH U TPUKA30B AUPEKTOpa 00Ieo0pa3oBaTeIbHON OpraHu3aIii;

® BHOCHTH M OTCIICKHMBATH HHPOPMALIUIO Ha HJIEKTPOHHOM /MK OyMaskHOM HOCHTEIIE;

® BEIOMpATh ONTHMAJIBHBIE CIIOCOOBI MH()OPMUPOBAHUS PaOOTHUKOB IIKOJbI, YYAIIUXCS M MX POTUTENCH
(3aKOHHBIX MTPEICTABUTEIEH ), BHIIIECTOSIINE OPTaHU3aNH O TUITAHUPYEMBIX MEPONPHITHIX;

® BEIOMPATH ONITHUMAITEHEIN pUTM PabOTEHI;

® JOKyMEHTHPOBATh Pa3HBIE ITAIIBI MPOLEAYPHI TIOITOTOBKH M IPOBEACHHS COBEIIAHUII;

® IICITIOJTE30BaTh COBPEMEHHBIE CpelcTBa cOopa M 00pabOTKHA KOHTPOIHHOW HH(POPMAITHH;

® [CTIONB30BaTh COBPEMEHHbIE TEXHOIOTUH cO0pa U Iepeayn HHPOpMaIny;

® [ICTIONIB30BATh CIIPABOYHBIE IIPABOBBIC CHCTEMBI;

® [CIIONB30BaTh CPECTBA KOMMYHHUKAIIMH JUIS TIEpEeady MMOPYICHHUH TUPEKTOpa MIKOJIBI;

® [CIIONB30BaTh CPECTBA KOMMYHUKAIIMOHHON OPTTEXHUKH VIS TTOJYYeHUs M iepeaadn HHGOopMaImm;

® [CTIONb30BaTh YCTAHOBJICHHBIE MPAaBWIIA U MPOLETYPHl KOMMYHHKAIMK BHYTPH 00IIe00pa3oBaTeNbHOM
OpraHu3allNy;

® JICTIOJIb30BaTh O(HUCHBIN MaKeT (TEKCTOBBIN PelaKTop, AIEKTPOHHBIE TaOIHUIIBL, IPE3EHTAINN);

e obecrieunBaTh HH()OPMAITMOHHYIO 0€30ITaCHOCTD JeSITETFHOCTH 00pa30BaTeNbHON OpraHU3aIHT;

e o0ecreunBaTh KOH(PHUICHIIMAIBHOCTh B IPUEMHOM U KaOMHETe TNPEKTopa;

e obOecreunBaTh pabOTy MPHUEMHON TUPEKTOpPA BO BPEMS €I'0 OTCYTCTBUS;

e o0ecreynBaTh COXPAHHOCTh JIOKYMEHTOB, XpaHSIIMXCS B TPUEMHOM ¥ KaOWMHETe IMpeKTopa
0011eo0pa3zoBaTeIbHON OpraHU3alnHy;

® OKa3bIBAaTh IOMOIIIb JIUPEKTOPY MIKOJIBI B paCIpeeNIieHUH ero pabouero BpeMeHH;

® OIPEACIATh NPUOPUTETHOCTh U OYEPEHOCTH BBITOJTHEHHS padoT M 2P(eKTHBHO pacnpenensaTs padouee
BpeMs;

® OpraHM30BBIBATH U 00ECIIEUUBATH JIMYHbIE KOHTAKTHI AUPEKTOpa 00pa3oBaTeIbHON OpraHn3alig;

® OpraHM30BBIBATH MTPOLIECC MOJATOTOBKM K IPOBEACHUIO COBEIAHUS IIPH TUPEKTOPE;

® OCYILECTBIISITH KOHTPOJIb NCIIOIHEHNS MOPYUYEHUH JUPEKTOpa paOOTHUKAMH LIKOJBI;

® OCYILECTBIISITH 00PaOOTKY U CTPYKTYpHUpPOBaHUE HH(POPMALIUY;

® OCYILECTBIISITH pacredyaTbiBaHUE U KCEPOKONUPOBAHHUE;

® OCYILECTBIISITH IPOBEPKY JIOCTOBEPHOCTH, ITOJTHOTHI U HETPOTHBOPEUNBOCTH
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® JTaHHBIX, HCKIIIOUEHHE TyOInpOBaHMs HHPOPMALIH;

® OCYILECTBIISITh PETUCTPALMIO, HAKOIUIEHWE W Iepeaady, CUCTEMaTH3WPOBAaHHOE XpaHEHHE W BbIOAUY
nHpopMauu B TpeOyeMoil popmMe; oCcyIecTBIATh cO0p, 00paboTKy HHpOpMaIK, HEOOXOAUMON ISl AUPEKTOpa
LIKOJIBI, €€ aHaJiM3 B COOTBETCTBHM C TPeOOBAHMSAMHU KPATKOCTH, YETKOCTH (HOPMYIHPOBOK, CBOEBPEMEHHOCTH
MOCTYIUICHHSI, TOYHOCTH M JOCTOBEPHOCTH, ONTUMAJbHOCTH CHUCTEMAaTH3alli¥, HENpPEphIBHOCTH cOopa W
00paboTKH;

® OCYILECTBIISITH CUCTEMATH3AIIMIO TOJTyYaeMbIX U MepeiaBaeMbIX JaHHBIX;

® 0OpPMIISITH KOMaHUPOBOYHBIE IOKYMEHTBI;

® OIICHWBATh PE3YJbTAThl B PAMKaX IMOCTaBJICHHBIX 337134,

e repeAaBaTh HHPOPMAIHIO, JOKYMEHTHI M MaTepUabl yYACTHUKAM COBELIAHUS IPH TUPEKTOPE;

® [e4aTaTh U PEIAKTUPOBATH TEKCTHI CIYKEOHBIX TIOKYMEHTOB;

® [10JIb30BAThHCS MepU(EepUHHBIMU YCTPOMCTBAMU U OPTTEXHUKOI;

® [10JTb30BATHCS YHH(PHUIIMPOBAHHBIMU (JOPMaMH JOKYMEHTOB;

® [10JIb30BaThCS AJIEKTPOHHOM IIOYTOM;

® MIPEJOCTABIISATH JAHHBIC B €MHOM U YIOOHOM JJIsl BOCTIpUsTHS (hopmare;

® IPUMEHATh B COOTBETCTBMHM C Ha3HAYEHHEM CpPEACTBA OPTaHU3AIIMOHHOW TEXHHWKH, KAaHIENSPCKUE
MPHHAITIEKHOCTH;

® IPUMEHAITH HHPOPMAITTOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH;

® [IPUMEHSTH CITIOCOOBI JISTIOBOTO OOIICHHMS;

® IPUHUMATH MEPHI TI0 PA3PEHICHUI0 KOH(QIUKTHBIX CUTYaIIHIA;

® [IPOU3BOJIUTH MOJrOTOBKY JIEN JUIs TIepellavyd B apXuB 001e00pa3oBaTeNbHON OpraHu3aliig;

® MPOU3BOJIUTH TOMCK WH(opManuu B 0a3zax JaHHBIX, BECTH WH()OPMAIIMOHHO-CIIPABOYHYIO paboTy Ha
OCHOBE Pa3NIMYHBIX KOMOMHAIIMI ITONCKOBBIX IPU3HAKOB;

® paboTaTh C MEPCOHAITFHBIM KOMITBIOTEPOM (HOYTOYKOM), KaTajoraMu (rmankamu) u ¢aitiaMmu, CKanepoMm;

® paboTaTh C BXOMSIIEH, UCXOISIIIEH, BHYTPEHHEH TOKYMEHTAIIHEH;

® paboraTh ¢ WHpOPMAIUel, aHAM3UPOBATh U TPEJCTABIATh €€ B CHCTEMAaTH3UPOBAHHOM BHJIE, B BHUJIC
CBOJHBIX JIOKYMEHTOB;

® paboTaTh CO BCEH COBOKYMHOCTHIO MH()OPMAIIMOHHO-IOKYMEHTAI[HOHHBIX PeCcypcoB 00pa3oBaTelIbHON
OpraHu3aluu;

e pa3pabaTbiBaTh HOMEHKJIATypy Jell IIKOJbl C YY€TOM JEHCTBYIOIMX HOPMAaTHBHO-METOANYECKUX
JOKyMEHTOB;

® paccTaBiIATh IPUOPUTETHI, BBIIEIATH BAXKHOE U CPOUHOE;

® CIJIaKMBATh KOH(IMKTHBIE M CIIOXKHBIE CUTYallny MEXJIMYHOCTHOTO OOIICHNS;

® cOOMIOAaTh CITY>KEOHBIN ITHKET, IPaBUIIa AEIOBOI0 3TUKETA U POTOKOJIA;

® C03/1aBaTh UMUK CEKPETaps, COOTBETCTBYIOLUIMNA UMHIDKY LIKOJIBI;

® C03/1aBaTh U NOAJEPKUBATH ITOJIOKHUTEIBHBIA UMUK 00pa30BaTENbHOIN OpraHU3alny;

® CO371aBaTh YCIIOBHS, obecnednBaromue 3pQekTuBHyI0 paboTy TupeKTopa;

® COCTaBJISITh M OQOPMIISITH HOPMATUBHBIC AaKTbl, OPraHU3allMOHHBIE M METOAWYECKUE IOKYMEHTHI,
CBOZHBIE, OTYETHBIE, CTATUCTUYECKUE JOKYMEHTHI;

® YyCTAHABJIMBATh LIENH, ONPEIEIATh HEPAPXUIO LIETIEH;

® YUUTHIBATh IICHXOJOI'MYECKUE OCOOCHHOCTH JIMYHOCTU MNPH PAa3INYHBIX BUAAX MPOQECCHOHATBLHOIO
0OIIIEeHHUS;

® BRIOMPATh ¥ OOPMIIATH TIIIAHUPOBIIHK;

e popmupoBate u OQOPMIATH Je€fa B COOTBETCTBUM C YTBEPKACHHOH HOMEHKIATYpoH Ien
o01eobpa3oBaTeTbHON OpraHnu3aIny.

1.11. Cekperapp OOMKEH OBITH O3HAKOMIIEH C JOJDKHOCTHOW WHCTPYKIIMEH CEKpeTaps PYKOBOIUTEINS
LIKOJIBI, pa3paboTaHHOH ¢ ydeToM mpodCcTaHapTa, 3HaTh U COOJIIONATh YCTAaHOBJIEHHBIE MTPaBUia U TpeOOBaHUS
OXpaHbl TPyAa W MOKapHOW 0€30MacCHOCTH, MpaBHJia JUYHON THTHEHBl W TUTUEHbI TpyZa B 0Opa3oBaTeIbHOM
YUPEXKICHHH.

1.12. Cekperapb AOJKEH NPOUTH 00y4YeHHE M MMETh HABBIKK OKA3aHHs MEPBOM IMOMOIIM MOCTPAAABIINM,
cobmopats Konsennuio OOH o mpaBax peGeHka, 3HaTh MOPSIOK IEHCTBUI NpPH BO3HUKHOBEHUH MOXapa WU
MHOM 4pe3BbIYaHON CUTYAIIMH U SBAKYyallUH.

2. Tpynosbie GpyHKIMH

OcHosHbiMU MPYOOSbIMU DYHKYUAMU CEKPemaps AGNAIOMCA.

2.1.  OprasHuzallOHHOE, JOKYMEHTAallMOHHOE ¥ uH(opManmoHHoe o0ecreyeHue JedaTelnbHOCTH
JUPEKTOPA IIKOJIbI:

2.1.1. Oxa3zaHue MOMOIIU AUPEKTOPY B INIAHUPOBAHUU PaboOuero BpeMeHH.

2.1.2. IlnanupoBaHHe paboUero IHS ceKperaps.

2.1.3. Opranu3zanus TeaeOHHBIX IEPETOBOPOB TUPEKTOPaA 00IIe00pa30BaTEIbHON OpraHU3alny.
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2.1.4. Opranuzanus pabOThI ¢ TOCETUTEISIMH B IPUEMHON TUPEKTOpA.

2.1.5. Opranu3zanusi IOATOTOBKH MEPOIIPHUITUH C ydacTHEM AUPEKTOpa.

2.1.6. OpraHuzanysi WCHONHEHHS PEUICHUH M OCYLIECTBIEHHE KOHTPOJISI MCHONHEHHs TOpYYeHUH
JUPEKTOpa.

2.1.7. Opranuzanus 1 noanaepxanue QyHKIHOHATBHOTO paboyero MpocTpaHCTBAa MPUEMHON B KaObuHeTa
JUPEKTOpa.

2.1.8. CocraBienne 1 oQopMIICHUE YIIPaBICHUYECKON JOKYMEHTAIUH.

2.1.9. Opranuzanus padoTHI ¢ JOKyMEHTaMH B IPHEMHOMN TUPEKTOPa MIKOMBI.

2.1.10. Opranu3zanys XxpaHEHUS IOKYMEHTOB.

2.1.11. ObGecnieueHue qupeKTOpa 001Ie00pa3oBaTeIbHON OpraHU3auid HHPOPMALIUEH.

2.1.12. Opranuzaiysi ”HOOPMAHOHHOTO B3aUMOJICHCTBHS JJUPEKTOpA C pabOTHHUKAMH.

2.1.13. Opranuzanus KOMaHJIAPOBOK JUPEKTOPA U COTPYIHHKOB.

3.  JIoM:KHOCTHBIE 00SI3aHHOCTH CEKPeTapsi B IIKOJIe

3.1. B pamkax TpyJ0BO# (YHKIIMY OKa3aHU IOMOIIY JUPEKTOPY B INIAHKPOBAHUM Pab0uero BpeMeHH:

e uHQOpPMUpPYET IUpEKTOpa 0O0pa30BaTENbHOW OpraHU3aliyd O perliaMEeHTe HaMEYEHHBIX BCTpEY,
COBCIIAHUI U 3aCelaHu, MearorniecKuX COBETOB, OOIIEIIKOIBHBIX U HHBIX MEPOIIPHUSITHH;

® TpenynpexaacT o NpUOIMKEHUN BpEMEHH HAMEUEHHBIX MEPOIIPUATHI, COIIACOBHIBAET BpEMEHHbBIE
TUJTaHBI;

® COrJacoBBIBACT TeNeOHHBIE TIEPEroBOPbl C TPEACTABUTENSIMH BBIIISCTOSININX OpPTaHU3aIMd, C
MOMEYUTENSIMH, PYKOBOJIUTEISIMA HHBIX 00pa30BaTENbHBIX YUPEXKICHHIA;

® COrJIacoOBBIBAET BCTPEYM M MEPOIPUATHS C COTPYAHUKAMH IIKOJIBI M MPOQCOIO3HBIM KOMHTETOM, C
POAMTENSIMHU M POJUTEILCKAM KOMUTETOM, PYKOBOAUTENSIMA METOJHMYECKUX O0bEIMHEHNH, C COBETOM YUaIIUXCs
Y UHBIMH COBETAMHU W KOMUTETaMH 00IIIe00pa3oBaTeILHON OpraHu3aIliy;

e (opMHupYyeT pe3epB BPEMEHH JUIS HEMPEIBUICHHBIX CUTYAIIHI;

® BHOCUT MH(OPMAIHIO B TJIAHUPOBIIHK (OpTraHai3ep).

3.2. B pamkax TpyJ0BO# (QYHKIIMY IJIAHUPOBAHMS PAaOOUEro JIHs CeKperaps:

® COIMIACOBBIBAET TUIAHBI C TUIAHAMHU M CPOKaMH PabOTHI JUPEKTOpa 00I1e00pa3oBaTeIbHOW OpraHu3alluy;

e pacmpezenser pabodee BpeMs (Ha JCHb, HEICTIO, TICPCIICKTUBY);

® [IEPEHOCUT HEBBITIOJTHEHHBIE 3aILIAHNPOBAHHBIC 3a1aUH;

® BHLITIOJTHSCT TUITMYHbBIC SKETHEBHBIC JIeNa;

® BEIOMpaeT 1 0(hOpMITAET TIAHUPOBITUK CEKPETaps;

® BEJIET JIHEBHUK (Ha 3JICKTPOHHOM U /UM OyMaXKHOM HOCHTEJIE).

3.3. B pamkax TpynoBo#i (hyHKIINU OpraHW3aIiy TeaedOHHBIX TeperoBOPOB JUPEKTOPA:

e BesieT 0a3y Tene()OHHBIX KOHTAKTOB PYKOBOJIMTEINS IIKOJBI,

® COCIIHSIET TUPEKTOpa 00pa30BaTEIbHOW OPraHU3aIMN C KOHKPETHBIMUA A00OHEHTAMU;

® PETUCTPHUPYET MOCTYMAIOIINE B TPUEMHYIO Telne(OHHbBIC 3BOHKH;

e [epeHanpaBIIseT OTJeNbHbIC Tene() OHHbIC 3BOHKH 3aMECTUTEISIM JTUPEKTOPA;

® TIOTy9aeT HeoOX0AMMYI0 HH(POPMAIIHIO U TIepelaeT CAaHKIIMOHUPOBAHHYIO WH(OPMAIIHIO 110 TenedoHy;

® YCTAHABJIMBACT KOHTAKT C COOECETHMKOM, TOAJEPKUBACT M Pa3BHBACT JICNOBYIO Oecely B mporiecce
TeneOHHBIX TIEPETOBOPOB.

3.4. B pamkax TpyaoBo# QYHKIINW OpraHU3aIllui paOOThI C TOCETUTENSIMU B MPUEMHON IUPEKTOpa:

® OPraHM30BBIBACT JIMYHBIH MTPUEM MTOCETUTENEH TUPEKTOPOM IIKOJIbI;

® YCTAaHABJIMBACT MOPSIOK MPHUEMa JUTs PA3IMYHBIX KATETOPUN TTOCETUTENCH;

® BEJICT XKYypHAN NPEIBAPUTEILHOMN 3aMMCH HA TIPUEM, JKypHAIT IOCEIEHUH, pErUCTPUPYET MOCETHTENCH;

® COJICIICTBYET OINEPaTHBHOMY PACCMOTPEHHUIO kanold, MNpockd ¥ MPEAJIOKEHUH COTPYJHHKOB
o01eobpa3oBaTebHON OPTaHU3alH, POIUTENEeH (3aKOHHBIX MPEACTaBUTENEH ) YUaINXCsl, HHBIX TTOCETUTENEH;

® OCYILECTBIISICT TPUEM JIMYHBIX 3asIBICHUN COTPYJIHHUKOB, YyYalUXCS U HMX POAUTENCH (3aKOHHBIX
MpeCcTaBUTENCeH ),

® OPraHM30BBIBACT MPHEM NPEACTABUTENCH OpraHHW3aluil, SBISIOIUXCA IIepaMu IIKONbI, YJICHOB
MOMEYUTETHCKOTO COBETA, TAPTHEPOB 00Pa30BaTEIbHON OpraHU3aIiy U T.J1.;

® IPHHUMAET MEPhI TI0 COXPAHEHUIO KOHGUICHIMATBHON HHPOPMAITHH B XOJIC TpUeMa MOCETUTENeH U UX
HAXOXKJCHUS B TPUEMHOM U KaOWHETe TUpeKTopa 0011e00pa3oBaTebHOW OpraHUu3alivy.

3.5. B pamkax TpynoBo# (HYHKIIUU OpraHU3aI[MK TOATOTOBKY MEPOIMPHUITHH ¢ y4aCTHEM JUPEKTOPA:

e nH(opMHpyeT paOOTHUKOB O HAMEUAIOLIEMCS COBEILIAHHH, ITEJCOBETE, HHOM MEPOIIPHUITHH;

® TIOAIrOTABIIMBACT U BBIBEIIMBAET HA WH(OPMAIIMOHHBIA CTEH]I MIOBECTKY JHS MEPOIPHUSITHS C y4acTHEM
JMPEKTOpa;

® [IOMOTaeT B IMOATOTOBKE JIOKJIAJIa JUPEKTOPA MIKOJIBI, IPE3EHTAI[MOHHBIX MATEPHAJIOB;

® pacchlIaeT MPUMIIANICHUS JUIaM, IPUTIAIICHHBIM Ha OOIIEIIKOJIBHOE MEPOTIPUSITHE.




3.6. B pamkax TpynoBod (yHKIIMU OpraHW3alliy WCIIOJIHCHUS PEIICHUN, OCYIIECTBJICHUS KOHTPOISL
WCIIOJTHECHUS TOPYYSHHH TUPEKTOpa.

® JIOKyMEHTAJIBHO 0(OPMIISIET PELICHHSI TUPEKTOPa IIKOJIbI (IIPUKA36I);

® JIOBOJUT JI0 CBEJCHMsI PaOOTHHUKOB OOIICOOpPa30BATEIILHOTO YUPSKIACHUS TPUKA3bl U PACIOPSHKCHUS
JTUPEKTOPa;

® KOOPJUHUPYET JACITeIbHOCTh 110 UCIIOJHEHUIO PEIICHU TUPEKTOPa;

® BEJIET CPOKOBBIN TEKYIIHMIA U TPESAYIPEIUTEIbHBIA KOHTPOIIb;

® TIPOBEPSIET MCIIOJIHEHHE TOPYYCHHUH TUPEKTOPa B YCTAHOBIICHHBIN CPOK;

® IPEAYNPEKAACT COTPYAHUKOB 00 UCTCUCHUM CPOKA UCIOJTHECHUS TOPYUYCHUN TUPEKTOpPa;

o (pUKCUpPYET UCIIOTHEHUE TIOPYUCHU;

® COCTABJISICT OTYETHl M AHAJIMTUYCCKUE CIPABKH O BBHIMOJIHCHUU IMOPYYCHHH M PEUICHUH TUpPEKTOpa
00111e00pazoBaTeNbHON OpraHU3aIrH.

3.7. B pamkax TpymoBo# (YHKIMK OpraHM3allii W MOAAepKaHus (YHKIHOHAIBHOIO pabouero
HPOCTPAHCTRA IPUEMHON M KaOWHETa TUpEeKTOopa:

® OpPraHU30BBIBACT MPUEMHYIO IMPEKTOpa B COOTBETCTBUU C TPEOOBAHMSIMH JPrOHOMUKH U KYJIbTYPhI
TpyAa;

® OCYIIECTBIIICT KOHTPOJIb O0ECHEUEHHUs JIUPEKTOPa KaHICAIPCKUMU MPUHAUIOKHOCTSIMH, CPEICTBAMU
OpraHU3allMOHHON TEXHUKHU;

® YX2)KMBAeT 32 KOMHATHBIMU PACTEHHSMH B IPUEMHOW U KaOMHETE TUPEKTOPA.

3.8. B pamkax TpyJ0BO# (YHKIIMK COCTaBJICHUS U OOPMIICHUS YIIPABICHYECKONU TOKYMCHTAIIHH |

® COCTABJISIET IMPOEKThI PACIIOPAAUTENbHBIX (MPUKA3bl, PACIOPSHKEHUsI) U MH()OPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB (CITy»KeOHbBIE€ THChMa, CIIPABKH, JOKJIAIHBIC U CITY)KEOHBIE 3aITHCKH ),

® COCTABJISICT pPa3jIMyYHbIC IMMKHCHbMa, 3alpPOChl, TOTOBUT OTBETHI aBTOpaM OOpallleHHH M0 MOPYYECHHUIO
JUPEKTOpa IIKOJIbI;

® [IeyaTaeT Cly)KeOHbIC JJOKYMEHTBI U JAPYrUe MaTepuaJibl;

® Pa3MHOXKAET CIIY)KEOHbIE TOKYMEHTHI;

® KOHTPOJIHMPYET MPOXOXKIEHUE JOKYMEHTOB B 00IIe00pa3oBaTENbHON OpraHU3alui (COrIacoBaHUE,
MOJITUCaHNe U YTBEPKACHNUE JOKYMEHTA).

3.9. B pamkax TpymoBoi (YHKIIMH OPraHU3aIKUU pabOThI C IOKYMEHTAMH B IPUEMHOM:

e [ONy4aer, MpeIBApPHUTENBHO pacCMaTpUBAET M COPTHUPYET NOKYMEHTHI, MOCTYHAIONIME B MPHEMHYIO
JMPEKTOpa 00pa30BATENLHOTO YUPESKACHUS; MOATOTABINBACT JOKYMEHTHI [T PACCMOTPEHHUS JUPEKTOPOM;

® BEJET y4eT IOKyMEHTOB, IMOCTYIAIOIINX Ha UM JUPEKTOPA HIKOIBI;

® B COOTBETCTBHM C YKa3aHUSIMH JUPEKTOpa OPTaHHU30BHIBAET MEpenady IOKYMEHTOB HCIIOJHUTEISM
(KOHKpETHBIM COTPYAHHUKAM) JUIA UCTIOIB30BAHUS B IIPOIIEcCe pabOThI MO0 JUIsl IIOATOTOBKH OTBETOB;

® COCTaBIISIET M MPEINOCTABISIET B yCTAHOBIEHHBIE CPOKH B OpTaH yIpaBJIEHUs 00pa30BaHMS CIHICKH BCEX
KJIAaCCOB (KOHTHHTEHTa 00pa30BaTENbHON OpPraHM3alH) W CIIMCOK BCEX MPENoaBaTeledl KaKIoro ydeOHOro
roja;

® OIepaTHBHO BHOCHUT TEKYIINE U3MEHEHHS B COCTAaB KOHTHHIEHTA YYaI[UXCs, TEIarOTMYeCKUX U APYTHX
pabOTHHUKOB 001Ie00pa30BaTEIHLHON OPTraHU3aIIY;

e odopmiser THYHBIE NleNa AeTel, MPUHATHIX Ha 00y4eHne B 001eo0pa3oBaTelbHy0 OpTaHH3AIIHIO;

e BezeT andaBUTHBIHN KypHAT BCEX yUaIIUXCS;

® Co3/aeT | BeeT 0a3y MaHHBIX TOKYMEHTOB, TPOBOIUT HH(POPMAIIMOHHO-CIIPABOYHYO PadoTYy;

® KOHTPOIHUPYET UCIOTHEHNE JOKYMEHTOB U TIOPYYEHUH TUpeKTopa 00pa30oBaTenbHON OpraHu3aIliu.

3.10. B pamkax TpynoBoi QyHKIINN OpraHU3aIIUN XPaHEHWs JTOKYMEHTOB:

® KOPPEKTUPYET HOMEHKIIATYPHI JIe] CEKpeTapst U JUPEKTOPa IIKOIIBL,

e (dopmupyer u oQopMIISET JIeNa MOCTOSIHHOTO, TOITOBPEMEHHOTO CPOKOB XPaHESHHS,

® T[IOJrOTAaBJIMBAET U MEpeaeT Jielia B apXuB 001eo0pa3oBaTeIbHON OpraHu3aIny.

3.11. B pamkax TpyIoBoU (PVHKIIMH 00ECIIEYEeHUs TUPEKTOPA IIKOJIBI MHPOPMAITHEH:

e cobupaer u mepepabaTeiBaeT WHPOPMANHMIO, HEOOXOMUMYIO [UIS MPHHATHS OOOCHOBAHHBIX
YIpaBIeHUYECKUX PEIlSHHI;

® TIPOBEpSET JOCTOBEPHOCTh, IOIHOTY W HENPOTHBOPEYMBOCTh JAaHHBIX, UCKIIOYAET IyONUpOBaHe
nHpopMarum;

® [IPEIOCTaBIIACT JaHHBIE B €MHOM U YJJOOHOM ISl BOCHIpUATHS (hOpMaTe;

e BRISBJIAET HanOONee 3HAYMMBIE KDUTEPUHU CHCTEMATH3AIMK WH(OPMAIINH JUTS CO3/IaHus 0a3 TaHHbIX;

e (dopMupyer u ucnoab3yer 6a3y JaHHBIX B 00IIe00pa30BaTeILHON OpTaHU3aIINH.

3.12. B pamkax TpynoBod (yHKIUM OpraHu3anui WHQOPMAIMOHHOTO B3aMMOJEHCTBUS ITUPEKTOpa C
paboTHUKAMMU:

o yHpOpPMUpYET PaOOTHUKOB O0OpPa30BATEIbHOW OpraHU3allid O PEIICHUSAX JUPEKTOpa, COBEINAHUSAX H
3aCeIaHMsIX, MeJarornYeCKUX COBETaX U UHBIX MEPOIPUSITHUSX;
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® 3HAKOMHT PaOOTHHUKOB IO TIOAIIUCH C COOTBETCTBYIOIIMMH JIOKYMEHTAMU;

® OpraHM30BBIBACT OOMEH WH(pOpPMAaIMeld MEKIY 3aMECTUTENSIMH AWPEKTOpPa M MHBIMH JIOJKHOCTHBIMH
JUIaMu 0011e00pa30BaTEIbHON OPTaHU3AIINY;

® OMOBeIIAeT PAOOTHUKOB O MPEACTOSIINX MEPONPHSTHUSX;

® BBI3BIBACT COTPYAHUKOB M 00YYAIOLIUXCSI ITO MOPYYEHHUIO IUPEKTOPA;

® nH(OpMUpYeT TUPEKTOpa 00 0OpaleHUIX COTPYAHUKOB 1O pab0YMM U JINYHBIM BOITPOCAM;

e nH(OpMUpYET UpEeKTOpa 00 oOpaleHnIX 00yJaromXcs, HX pOAUTENeH (3aKOHHBIX MPEACTaBUTENEH).

3.13. B paMkax TpyIoBOU (PYHKIIMY OPraHU3ALMHA KOMAHAUPOBOK:

* MOJTrOTaBIMBAET MPOEKT MPHUKa3a O CIY)KeOHOH KOMaHJUPOBKE;

* BBINIMCHIBACT KOMaHANPOBOYHOE YJOCTOBEPEHHIE U PETUCTPUPYET €ro MPU HEOOX OMMMOCTH;

¢ NMOATOTABJIMBACT JOKYMCHTHI K ITOC3AKEC;

* YTOUHSIET JatTy, JOJKHOCTH, ()aMUJIMU B IPOTPaMMe KOMaHAWPOBKH.

3.14. BeInonHseT pa3IUYHbIC ONEPAIMH C HCIOIb30BAaHHMEM KOMIIBIOTEPHOW TEXHHMKH 0 IpOorpamMmam,
MpeAHa3HaYeHHBIM 711 cOopa, 0OpabOTKH U MpenocTaBiIeH s HH(OPMAaLUH.

3.15. Tlpu ucronb30BaHUU AIIEKTPOHHOI'0 00OPY/I0BaHHS, B TOM YHCIIE KIABUATYPHI U MBIIIH, SKEITHEBHO
ILe3I/IH(I)I/II_[I/IpyeT X B COOTBETCTBUU C PCKOMCHAAIUAMU IMTPOU3BOJUTEIIA JIM00 C UCITOJIbL30BAHUEM pacTBOPOB WJIN
canerok Ha CIUPTOBOM OCHOBE, coliepkanux He MeHee 70% crupra.

3.16. Cobmonaer nmpaBuiia HCIONB30BaHMsI ceTh  VHTepHeT.

3.17. OOecneuynBaer 3alluTy TpaB M CBOOOJ Y4YalllUXCsl, POAUTEICH (3aKOHHBIX NPEACTABUTEINCH),
pabOTHUKOB MIKOJIBI ITPH 00pabOTKE MEPCOHATBHBIX IAHHBIX.

3.18. Crporo cobmiomaer KOHOUACHIHAIBHOCTh TEPCOHATBHBIX JaHHBIX W TPeOOBaHUS IO 3allUTe H
0e30MacCHOCTH TIEPCOHATBHBIX JNAHHBIX MPH HX 00palOOTKe, HENOMYIIEHWE MX pacCIpOCTpaHEeHUs 0e3 corjacus
CY6TJCKTa NEPCOHAJIBHBIX JaHHBIX WM HAJIUYUA JPYTrOoro 3aKOHHOIO OCHOBAaHM.

3.19. CobOmromaer KyJlbTypy W O9THKY OOIICHHMS C TIEPCOHAIOM 00pPa30BaTEIbHOTO YUPSIKICHHS,
O6y‘IaIOHH/IMI/IC5I " pOAUTECIIAMU (SaKOHHBIMI/I HpeHCTaBI/ITe.HS[MI/I), IIOCETUTCIISIMHU.

3.20. Crporo coOnromaer mpaBa W CBOOOXBI JerTed, conepxkamecs B DenepanbHoM 3akoHe «O0
obpazoBannn B Poccuiickoit @eneparun» n Konsennnn OOH o mpaBax peOeHKka, SBISETCS TMPUMEPOM IS
IIKOJIbHUKOB.

3.21. Nudopmupyer IUpeKTOpa, a MPH €ro OTCYTCTBHM — JEKYPHOTO aIMUHHCTPATOpa O HECYACTHOM
Ciydae, NPUHMMAeT Mephl [0 OKa3aHWIO IIEPBOM IOMOIIM IIOCTPAJABIINM, BBI30BE CKOPOH MEIUIIMHCKON
TIOMOIIIH.

3.22. OcylecTBIISET CBOIO AEITEILHOCTh Ha BRICOKOM ITPOGECCHOHAIIEHOM YPOBHE.

3.23. OGecneyrBaet COOIIOACHNE YMCTOTHI U IIOPsIIKA Ha CBOEM padoueM MecCTe.

3.24. Cekperapb IUPEKTOpa IIKOJBI COONIOMAET TIOJNOKECHUS JAHHOH JOJDKHOCTHOW HMHCTPYKIIMH,
paspaboranHoi Ha ocHOBe mpodcraHmapra, YcraB u [IpaBuina BHYTpPEHHEro TpPYJOBOTO pacIopsaka
00pa30BaTENFHOTO YUPEKICHNS, KOJUICKTUBHBIN W TPYIOBOH IOTOBOP, a TAKXKE JIOKAJIBHBIE aKThl W IPHKA3BI
PYKOBOIHUTEIIS.

3.25. IlpoxoauT B YCTaHOBJIEHHOM 3aKOHOAATeIhCcTBOM Poccwuiickoii denmepannu mopsiake oOydeHHe u
NPOBEPKY 3HAHMH W HABBIKOB B OOJACTH OXpaHBl TPyAd, HHCTPYKTAXH IO OXpaHE Tpyla M HOKapHOH
0e30IacHOCTH.

3.26. Cobmiomaer mTpaBWiia OXpaHBl TpyAa, TOXAPHOW H  DIEKTPOOE30MacHOCTH, CAHHUTAPHO-
TMHTHEHHYECKHEe HOPMBI M TpeOOBaHUS, TPYAOBYIO IUCHUIUIMHY Ha pabodeM MeCTe W PEeKHM pPadOTEHL,
YCTaHOBJICHHBIN B 00111e00pa30BaTENbHON OpraHU3allHH.

3.27. llepuogmuecku TMPOXOAWT OECIUTaTHBIE MEMUIIMHCKHE OOCIEeNOBaHUS, TIIOBBIIIAET  CBOIO
poheCCHOHATBHYIO KOMITETEHITHIO.

3.28. Cekperapro 3ampemaercs HCIONB30BaTh  HEUCHPAaBHYID  MeOenb, AJIEKTPooOOpymIOBaHUE,
3IIEKTPONPHOOPEI, KOMITBIOTEPHYIO W MHYIO OPTTEXHUKY WJIH 00OpyIZOBaHWE M MeOelb ¢ SBHBIMH NPH3HAKAMU
MOBPEXKACHHS, KypUTh B IOMEIICHHUAX U HAa TEPPUTOPUH 00Ie00pa30BaTENbHON OpraHn3alyy.

4. IlpaBa

Cekperapb IMpEeKTOpa UMEET IPaBo:

4.1. Tlomy4ath uH(MOPMAIHIO, B TOM YHCIE U KOHPUACHIIHAIBHYIO, B 00beMe, HEOOXOMMOM TSI PeIeHHSI
TIOCTABJICHHBIX 3a]1a4.

4.2. 3anpammBaTh JMYHO WM IO IOPYYEHHUIO IMPEKTOpa OT pPAaOOTHHKOB 001Ie00pa3oBaTeNbHON
OpraHu3alMy HHPOPMALIUIO U JIOKYMEHTHI, HEOOXOANMBIE IS BBIIOJTHEHHS €r0 JIOJKHOCTHBIX 00s13aHHOCTEA.

4.3. TpeboBaTh OT aJMUHHCTPALMM LIKOJIBI CO3/JAQHHUS ONTHMAJIBHBIX YCIOBUI JUIS BBIOJIHEHHUS
CITyK€OHBIX OOS3aHHOCTEH M COXPAaHHOCTH BCEX IOKYMEHTOB, OOpa3yIOLIMXCSl B pe3ysibTaTe JesTEeNbHOCTH
cekperapsl.

4.4. TlpuHUMATh PEIICHHUS B ITPE/eNiaX CBOSH KOMITCTSHIIHH.

4.5. Ha marepuajbHO-TEXHHUYECKUE YCIOBUS, TpeOyeMble Ul BBIIOJHEHUS JOJDKHOCTHBIX 00s3aHHOCTEH
cekperapsi, Ha oOecredueHMe padodero Mecra, COOTBETCTBYIOLIETO TOCYJAapPCTBEHHBIM HOPMAaTHBHBIM

7



TpeOOBaHUSAM OXpaHBI TPYIa U MIOXKAPHOU 0S30IaCHOCTH, a TAKXKE YCIOBHIM, IPEyCMOTPEHHBIM KOJIIIEKTHBHBIM
JOTOBOPOM.

4.6. 3HaAKOMHTBCSI C TPOSKTaMU pEUICHWH IUPEKTOpa, OTHOCAMIMXCA K €ro mnpogecCHoHaTbHON
NeATebHOCTH, C jKajio0aMu U APYTMMH JOKYMEHTaMH, COAEPKAIllMMH OLEHKY ero paloThl, JaBaTh MO HHUM
00BsICHEHUSI.

4.7. TlpegocTaBnsaTh AMPEKTOPY HA PACCMOTPEHHME TPEAJIOKEHHS [0 YIAYYIICHHIO JAesSTeIbHOCTH
o0pa3oBaTenbHON OpTraHU3allMd W YCOBEPIICHCTBOBAHUIO CIIOCOOOB pabOTHI MO BOMpOCaM, OTHOCAIIMMCS K
KOMITETEHLIUU CEeKpeTapsl.

4.8. YuacTBOBaTh B paboTe OpraHOB CaMOYMpPaBJICHHsI JIOMIKOILHBIM 00pa30BaTENbHBIM YUPEKICHUEM, B
pabote ofiero coOpaHusi paOOTHUKOB, B OOCYXKICHHHM BOIIPOCOB, KAaCAIOIIUXCS MCIOIHAEMBIX CEKpeTapeM
JOJDKHOCTHBIX O0SI3aHHOCTEH.

4.9. Ha mopanbHOE M MaTepHallbHOE TMOOIIPEHHEe, HATPAKICHUS 10 pe3yiabTataM NpodeccHOoHaIbHOU
JIeATENIbHOCTH, Ha COLUAJIbHBIE TAPaHTUH, TPEAYCMOTPEHHBIE 3aKOHOAATENIbCTBOM Poccuiickoit denepanuu.

4.10. Ha 3ammty cBoeli mnpodeccHoHanbHONM 4YecTH W JocToMHCTBA. Ha KOH(MIEHIHMaTbHOCTH
CIIy’)KEOHOT'0 PacCiIeI0OBaHMs, KpOME ClTydaeB, MPEAyCMOTPEHHBIX 3aKOHOIaTEeIbCTBOM Poccuiickoit deneparuu.
4.11. 3amuInaTh CBOM UHTEPECH CAMOCTOSATEIBHO W/UIIK Yepe3 NPEJACTaBUTEINS, B TOM YMCIIC aJBOKATA,

B ciydae JWCIHIUIMHAPHOIO WM CIIYy)KEOHOTO pacciiefioBaHMs, KOTOPOE CBSI3aHO C HApYIICHHEM CEeKpeTapeM
HOPM MPOeCCHOHAILHON 3THKH.

4.12. Cekperapp IupeKTOpa IIKONBI MMEET WHbIe MpaBa, mpenycMoTpeHHbsle TpynoBsiM Komexcom
Poccuiickoit ®enepanum, YcraBoMm, KommekTuBHBIM J0rOBOpoM, [IpaBuimamMu BHYTPEHHETO TPYIOBOTO
pacnopsiika o01eo0pa3oBaTeIbHON OpraHU3aIUH.

5. OTBeTCTBEHHOCTH

5.1. B npeaycMOTpeHHOM 3aKoHOJAaTenbCTBOM Poccmiickoit ®Peneparii TOpSIKE CEKpeTapb HeCceT
OTBETCTBCHHOCTb.

® 33 HENIPABOMEPHOE UCIOJIb30BAHUE IIPENOCTABJICHHBIX JOJPKHOCTHOM MHCTPYKUMEHN IIpaB U IMOJIHOMOYUH,
a TaK)K€ UCIIOJIb30BaHUE UX B JIMYHBIX LIEIIX,

®3a pasrjaiieHue KOoH(UIACHIMAIbHOW HHGOpPMAIMK, MOJYYSCHHOHM B pPE3yJbTaTe BBIIOJIHECHUS
JOJDKHOCTHBIX 00S3aHHOCTEH, MEpCOHANBHBIX JaHHBIX COTPYJAHHUKOB, YYAIIMXCS U WX pomUTened (3aKOHHBIX
TIpencTaBuTeNCh);

® 33 JIOCTOBEPHOCTbH MPEOCTABIIIEMOI HH)OPMAILIUU TUPEKTOPY, €€ CBOCBPEMEHHYIO ITOJITOTOBKY;

® 332 HeOKa3aHHe WM HECBOEBPEMEHHOE OKa3aHWE MEepPBO MOMOINM ITOCTPAJaBIIEMY, HE CBOEBPEMEHHOE
W3BEIICHNE WM CKPBITHE OT TUPEKTOPa HIKOJIBI HECYACTHOTO CITydast;

® 33 HECOOTIOICHNE HHCTPYKIIUU TT0 OXpaHe TPyAa U MOKapHOH 0e30IMacHOCTH;

® 32 HapylleHue NopsiKa ASUCTBUIM B cilydyae€ BO3HUKHOBEHMS YPE3BBIYAMHON CUTyallMud W 3BaKyallud B
0011e00pa30BaTeTFHOM YUPEKACHUH.

5.2. 3a HeWcHoTHEHNEe WIIH HapyIIeHne 0e3 YBaKUTENBHBIX PUYHH CBOMX 00S3aHHOCTEH, YCTAaHOBJICHHBIX
JOJDKHOCTHOM MHCTPYKIMEH cekperapss LIKONbI, YcraBa M IIpaBuil BHYTpPEHHErO0 TPYAOBOIO paclopsiika,
3aKOHHBIX PACTIOPSDKEHHH PYKOBOMUTENS W WHBIX JIOKAJHHBIX HOPMATHBHBIX aKTOB, PAOOTHHK ITOIBEPTaeTcs
TUCIMTUTTHAPHOMY B3BICKaHHIO coriacHo cratbe 192 TpymoBoro Konekca Poccuiickoit deneparmu. 3a rpydoe
HapylIeHHe TPYIOBBIX OOS3aHHOCTEH B Ka4eCTBE AWCHUILIMHAPHOTO HAKa3aHUA MOXKET OBITh MHPHUMEHEHO
YBOJIbHEHHE.

5.3. 3a ucronk30BaHUE, B TOM YHCJIE OJHOKPATHO, METOAOB BOCIUTAHUS, BKIIOUYAIONINX (U3NIECKOE U
(M) TICMXOJIOTHYECKOe HACHIINE HaJ JTUYHOCTHIO YYAIleTOCd, a TaKKe 3a COBEPIISHHE HWHOTO aMOPaIbHOTO
MPOCTYIIKA CEKpeTaph MOXKET OBITh OCBOOOXKIEH OT 3aHMMaeMOW MOJDKHOCTU coriacHo TpymoBomy Komekcy
Poccuiickoit ®@enepaunu. YBOJbHEHHE 3a [JaHHBIA MPOCTYNOK HE SBJSETCS MEPOM NHUCHUILTMHAPHON
OTBETCTBEHHOCTH.

5.4. 3a HecobOmoaeHNe MpaBUiI M TPeOOBaHUI OXpaHBI TPyJa W TMOKAPHOH 0E30MacHOCTH, CaHUTAPHO-
TUTHEHUYECKUX TPABUI M HOPM CEKpEeTaph MPHUBJIEKAETCS K aIMUHUCTPATHBHON OTBETCTBEHHOCTH B TIOPSIIKE U B
CITydasix, MPeyCMOTPEHHBIX aIMUHUCTPATUBHBIM 3aKOHOAATENBCTBOM Poccuiickoii Denepannn.

5.5. 3a mpaBoHapyIIeHUs, COBEPIICHHbIE B TIPOIECCE OCYIIECTBICHHUS TPYIOBBIX (YHKIHHA HECeT
OTBETCTBEHHOCTh B  TpeleNaX, OIpPENSIeHHBIX aJMHHUCTPATHBHBIM, YrOJOBHBIM H  TPaXKIAHCKHM
3aKkoHogaTenbcTBoM Poccuiickoit denepanuu.

6. B3ammooTtHomeHus. CBA3M MO J0KHOCTH

6.1. Cekperapb BBIONHIET paboOTy COTNIacCHO TpaduKy, cocTaBIeHHOMY ¢ yderoMm 40 ugacoBoil paboueit
HeJleNY, U YTBEPKICHHOMY JAUPEKTOPOM 0011e00pa30BaTeIbHON OpraHu3aluy.

6.2. Cekperapp CaMOCTOATENIFHO IUIAHUPYET CBOIO  JeiTenbHOcTh. [lman  paboTel  cekperaps
COTJIACOBBIBAETCS HEMTOCPEACTBEHHO C AUPEKTOPOM.

6.3. Ilomyuaer ot AUpeKTOpa WKOJIBI HHPOPMALIMIO HOPMATUBHO-TIPABOBOT'O XapaKTepa.

6.4. ObmenuBaeTca MHPpOPMALMEH IO BOIPOCaM, OTHOCSIIUMCS K €ro AesTeNbHOCTH, C aAMUHHCTpaluen
W COTPpYOHMKAMM ILIKONBI, HMHGOPMHPYET HMX O PEHICHUSX JUPEKTOpa, COBCIIAHMSIX M 3acelaHusiX,
MeIarorH4ecKuX COBETaX M MHBIX MEPOIPHUATHUSX.
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6.5. BoBpemst coobimaer aupekropy 00 mH(pOpManuu, mpuKa3ax, pacopsDKEHUSX U MHOW JOKYMEHTAITUH,
MOCTYMHMBIICH IO AJIEKTPOHHON Mo4YTe, MH(OOPMUPYET O HAMEUCHHBIX BCTpPEUaX, COBCIIAHUAX W 3acCHaHMsiX,
WHBIX MEPOTPHUSITHSX.

6.6. CooOraer TUPEKTOPY U €ro 3aMeCTUTENSIM HH(DOpMAIUIO, MOyYCHHYIO Ha COBEUIAHUSIX, CEMHHApaX,
HEMOCPENICTBEHHO MOCIE €€ TOTYYCHHUS.

6.7. Nadopmupyer AupekTOopa O BO3HUKIIUX TPYJHOCTSIX M IpodiieMax B pabOTe, O HENOCTaTKaxX B
oOecrieueHNM TPeOOBAaHMI OXPaHBI TPYAa U MOXKAPHOH 0E30MacHOCTH. BHOCUT MpemiokeHus M0 YCTPaHCHUIO
HEIOCTATKOB, MO ONITUMU3AINN CBOCH JEATEIBHOCTH.

6.8. Mudopmupyer 3aBxo3a O HEIOCTaTKaX B KAHIICSAPCKUX NPUHAJISKHOCTAX, OymMare W WHBIX
pacXoIHBIX MaTepuajax, O IMOJOMKaX MeOCTH W OPITEXHUKH, B 3JIEKTPOOOOPYIOBAHHMHU, BOJONPOBOIHOW U
OTOINUTEIBHOW CUCTEMAX.

6.9. Bo BpeMmsi OTCYTCTBHsI CeKpeTapsi €ro OOS3aHHOCTH BBINIOJHSIET COTPYAHUK, HMEIOMIMN BCe
TpeOyromuecss NpoQecCHOHAIBHBIC 3HAHUS, YMEHUS W HaBBIKM, Ha3HAYCHHBIM MPHUKA30M TUpeKTopa. JlaHHBIH
COTPYAHHMK TMPUOOpETAaeT COOTBETCTBYIOUIME IpaBa M HECET IOJHYH OTBETCTBEHHOCTh 3a KaueCTBEHHOE
BBITIOJTHEHUE BO3JIOXKEHHBIX Ha HETO 00513aHHOCTEH.

7. 3akJIYUTEeIbHBIE MOJIOKEHUSI

7.1. O3HakoMJIeHHE PaOOTHHKA C HACTOSIIEH JODKHOCTHON MHCTPYKIMEH OCYIISCTBISETCS HPU MPUEME
Ha paboty (10 MOAMKUCAHUS TPYIOBOT'O JOrOBOPA).

7.2. OnuH  3K3eMIUIAP JO/DKHOCTHOM HWHCTPYKIIMM HAXOAUTCS Y JUPEKTOpa INKOJIbI, BTOPOM — Y
COTpY/HHUKA.

7.3. @akT 03HAKOMIICHUS CEKpeTapsi C HACTOSIIEH JODKHOCTHOW HWHCTPYKIIMEH IOATBEPKIAeTCS
MOJIHUCHI0 B IK3EMILIAPE MHCTPYKIIMH, XpaHAIIEMCS Y IUPEKTOpa 00pa30BaTelNbHON OpraHU3alliH, a TaKKe B
JKypHaJIe 03HAKOMJICHHS C JIOJKHOCTHBIMU HHCTPYKIIMSIMHU.

C MOJDKHOCTHOM MHCTPYKITMEH 03HAKOMITCH(a)

Ne i/t ®.1N.0. JlomKHOCTD IToamuch Jlara
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