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1. O6mme NoJI0KeHHS
1.1. Ormen xampos CITIM ¢umana III'HUY sBisiercs  CaMOCTOATENBHBIM
CTPYKTYpHBIM TOZpa3fie/IeHHeM | . [OAYMHSETCS HENOCPEACTBEHHO JMPEKTOpY
Gunuana.
1.2. Ormen KaapoB BO3MJIAB/IAET HAYaJBHMK OT/ENA, KOTOPBIH HasHA4aeTcs u
0CBOOOKIAETCS OT JO/DKHOCTH PEKTOPOM (uraa.
1.3. CTpyKTypa U IITAThl OTJCNA yTBEPIKIAIOTCS PEKTOPOM (QHiIHaja B COOTBETCTBUN
C OpraHu3allMOHHBIMU W pacnpeleuTe]bHbIMH J0KYMEHTaMH, o6beMOM paboT U
YUCIEHHOCTH pabOTaIOMIUX.
1.4. B oTjene KaapoB BbIIENEHO 2 yyacTKa:

- yY4acTOK 1O JOKYMEHTHPOBAHHIO TpPYIOBOH NEATEIbHOCTH paOOTHHKOB,
ohopMITIeHHEe BHKEHHS U ydeTy IUYHOTO COCTaBa pabOTAIONINX;

- yY4acTOK T0 JOKYMEHTHPOBAHMIO y4eOHOro mnpouecca CTyACHTOB,
0(OPMIIEHHIO IBHIKEHNUS M y4eTy JHIHOTO cOCTaBa 00y4aromuxcs B By3e.
1.5. TlpaBo mocTyma K JOKYMEHTaM OT/eNa KaJApoB (IIOMHUMO €ro COTPYIHHMKOB) C
paspelieHust AUPEKTOpa UMEIOT:

- 3aMecTHTeNH IMpeKTOpa, TIVABHBIA Oyxranrep, MAeKaHsl (aKybTeToOB
(cTyseH4ecKas JOKyMeHTalusl).
1.6. OTmen KagpoB PYKOBOJACTBYETCS B CBOEH JEATENBHOCTH JEHCTBYHOUIUM
3aKOHONATEJIBCTBOM M  COBPEMEHHBIMH  TOCYJapCTBCHHBIMM  HOpPMAaTHBHO-
METOJUYECKUMU JOKYMEHTaMHU.
2. OcHoBHBIE 3a1a4YH
2.1. YyactByer B pa3pabOTKe MNEPCIEKTHBHBIX M TIOJAOBBIX IUIAHOB IO TPYHdy H
KaapaM.
2.2. TOTOBAT W TpeACTaBIsSeT AUPEKTOPY Quiuana MOKYMEHTBI IO BONPOCAM
peanu3anuy QyHKIHA OTAENA.
2.3. TOTOBHUT IIPOEKTHI NMPHKA30B AMPEKTOpa (uirana mo KaapoBbIM BONPOCaM U
y4eOHOM e TeIbHOCTH.
2.4. BeneT paboTy 110 00eCTIeYCHHIO IBHKEHUS. KaJpOB U YYETY JIMIHOTO COCTaBa.
3. ®yHKUUM OTAELIA
JUuist BEITOJTHEHHS BO3JIOJKEHHBIX 3a/1a4, OT/JE Ka/[pOB 00eCTedrBaeT OCYIECTBICHNE
CHIEAYIOMUX (PYHKIIMH:

- oopmiieHHe TpHeMa (3aYKCIEHHs), TepeBOsa, YBOJbHEHHS (oT4MCIIEHU)
pabOTHMKOB M CTYIEHTOB B COOTBETCTBHH C TPYIOBBIM 33aKOHOIATCILCTBOM,
[OJIOKEHUAMY U [IPUKa3aMy JUpeKTopa duiuana;




- popMUpOBaHUE ¥ BEACHUE JIMYHBIX J€] paGOTHUKOB U CTY/ICHTOB, BHECEHHE
B HUX M3MEHEHHUH, CBSI3aHHBIX C TPYAOBOH ¥ y4eOHON AeATeNbHOCTHIO;

- 3aMONTHEHME, YIeT U XPaHEHHEe TPY/IOBLIX KHIDKECK]

- TI0ZICYET TPYZOBOTO ¥ IENarorHIecKoro CTaxa,

- oopMIIEHHE CIIPABOK O MPONLIOH M HAcTOSIIEH TPYAOBOM JeATEIBbHOCTH
pabOTHUKOB (QuIHana;

- BeJeHME ydeTa IMpeNOCTaBICHUS OTITyCKOB pabOTHHKAM M CTYASHTaM —
OuepeHBIX, 63 COXpaHeHus 3apabOTHOH MIaThl, NONONHUTEILHBIX OILIaYUBAEMBIX
OTITYCKOB, aCTIUPAaHTCKUX, 110 YXO/IY 32 pebeHKOM, aKaleMHUYCCKUX;

- KOHTPOJIb 3@ COCTABJIEHMEM CTPYKTYPHBIMH MOAPA3NCICHUIMH rpauKoB
OYepEeAHbIX OTIIYCKOB;

- KOHTPOJIb 3a BeJIeHHeM rpaduka OTIyCKOB;

- ohopMIeHHE JTOKYMEHTOB, HEOOXOXMMBIX /sl HasHAYCHHS BCEX BHIOB
neHcuil paboTHUKAM (uUIHaa;

- odopmiieHHe TOOIWPEHUH | B3bICKAHMH, KOMAHIMPOBOK, H3MEHEHHH
(Gamuuii COTpYIHUKAM H CTY/I€HTaM;

- o(bOpMIEHYE ¥ y4eT TUCTKOB BPEMEHHOH HETpPYIOCIOCOOHOCTH;

- MOATOTOBKA TPY/OBLIX JIOTOBOPOB mperoiaBaTesiell 1 COTPY/IHHKOB;

- MOArOTOBKAa HEOOXOAMMBIX HOKYMEHTOB IS aTTeCTallii pabOTHHUKOB H
yyacTie B paboTe aTTeCTallHOHHON KOMUCCHH;

- oCyIIecTBIIEHHe KOHTPOIS 3@ IPOXOKICHUEM MEL. OCMOTPOB pabOTHUKOB;

- BezeHue pabGoTHl MO ydyeTy ¥ OpOHMPOBAHMIO TPaXJaH npeOpIBarOLIMX B
3aI1ace;

- TOArOTOBKA JOKyMEHTAallM K IPOXOXACHHIO [MTIC no KOHKYpCY Ha
3aMelleHHe BAKAHTHBIX JOJDKHOCTEH 1 0opMIIeHHE Pe3yJIbTaTOB KOHKYPCd;

- KOHTPOJIb 32 CPOKaMU MPOXOKAEHHU [TT1C o KOHKYPCY;

- TOArOTOBKA JOKYMEHTOB K Caue B apXUB;

- o(hopMIIEHNE YCTAHOBOYHOH OTYETHOCTH.

4. IlpaBa oraena

HauaapHUK OT/eNIa KaJpoB B Ipejiesiax CBoeH KOMIIETEHIINHY UMEET MpaBo:

4.1. Copemathcsi ¢ PYKOBOJWTENSAMH IOApasfeneHuii Quinaia 1o KaapoBbIM
BOIIPOCAM.

4.2. TlomydaTh OT BCeX pPabOTHHUKOB, BCEX CTPYKTYPHBIX oApa3/iesIeHuid BCIO
3ampaluBaeMyio HH(OPMALHIO 110 KaJPOBBIM BOIPOCaM 1 JIOKYMEHTalHH.

4.3. YcraHaBIMBaTh KPYT OTBETCTBEHHOCTH CBOEIrO 3aMECTHTEIIS.

4.4. Busuposath JOKYMEHTBHI.

4.5. TlpeacTaBisiTh JOKYMEHTHI /I Ha3HA4CHHA H 0CBOOOXKIEHHUSI OT 3aHUMAaEMBbIX
JIOJDKHOCTEH paOOTHUKOB OT/IETIA.

4.6. TIpuMeHsTh Mepbl MOOIIPEH S HIIM B3bICKaHHs K COTPYAHUKaM oTAena.

4.7. TIOCTOSIHHO TIOBBIIATEH KBATU(QUKALIHIO.

5. OTBeTCTBEHHOCTDH

5.1. HauaipHUK OT/eNa KaApOB HECET BCIO MOJHOTY OTBETCTBEHHOCTH 32 KAUECTBO 1
CBOEBPEMEHHOCTb BBITIOIHEHUS BO3JIOKEHHBIX HACTOALINM [TonoskeHueM Ha OTJEI
dyHKIMi, 0653aHHOCTEH U 3a/1a4.

59 CremeHb OTBETCTBEHHOCTH JPYrHX pabOTHHKOB OTZAENA YCTAaHABIMBACTCH
JOJKHOCTHBIMUA MHCTPYKIHUSIMHU.




6. BzaumMojaelicTBue H CBSI3H

6.1. OTaen KaapoB B3aUMOIEHCTBYET CO BCEMH CTPYKTYPHBIMU I10Jpa3ae/ICHUIMH MO
KaJPOBBIM BOIIPOCAM.

6.2. OTmen KajpoB MMeeT KOHTaKThl C TOPOJCKAM BOEGHHBIM KOMHCCApHaTOM,
OT/IEIOM COLMATBHOr0 ObecredeHns], MeHCHOHHOro (oHAa, Ciy>)k00# 3aHATOCTH
HACEJICHUS, CTATHCTUYECKMM OTHEJIOM, HAJIOTOBOH MHCIIEKIKEH.
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