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1. O61mme noJ10:keHNsE

1.1. Hacrosimmass mOJDKHOCTHAST MHCTPYKIMS pa3paboTaHa B COOTBETCTBUH C
[IpodeccuonanbupiM ctangaprom: 07.002 «Crnenuanuct mo OpraHu3alMOHHOMY |
JOKyMEHTAITMOHHOMY OOECTICUCHUIO YMPAaBICHUS OpPraHu3allien», yTBEP>KICHHBIM
npukazoMm MwuHHCTEpCTBA TpyAa U couManbHOM 3amuThl Poccuiickon denepanuun
No333u ot 15 urons 2020 roga; ¢ yuetom dDexnepanpHoro 3akoHa Ne 273-D3 ot
29.12.2012r «O6 obpazoBanuu B Poccuiickoit denepanumn» (¢ u3smeHeHus MU oT 14
utonsa 2022 rona); CII 2.4.3648-20 «CaHuTapHO-3MHAEMHOJIOTHYECKIE TPEOOBaHUS
K OpraHu3alysM BOCIUTAaHUS W OOy4YeHHWs, OTAbIXa W O3JIOPOBIICHUS NETCH»; B
cooTBeTcTBUM ¢ TpynoBbeiM KoaekcoM Poccuiickon @Pepepaunu, YCTaBOM H
JIPYTMMH HOPMAaTUBHBIMH aKTaMH, PETYIUPYIOIMIMMU TPYAOBBIE OTHOIICHUS MEXKY
PabOTHUKOM U pabOTOIaTEIIeM.

1.2. JlaHHasT MHCTPYKIUUSA ONpeAeNsieT NEepeuYeHb TPYIOBbIX (DYHKIMH H
o0s3aHHOCTEN  cekperaps, a TakKe ero IpaBa, OTBETCTBEHHOCTb W
B3aMMOOTHOUIIEHUS IO TOJKHOCTH B KOJUIEKTHBE 00pa30BaTENbHON OpraHu3alliu.

1.3. Cexperapp Ha3Ha4aeTCI U OCBOOOXKTAETCS OT JOJDKHOCTH TPUKA30M
IUpeKTopa oO0e00pa3oBaTeIbHON OpraHu3alli B TMOPSAJKE, YCTaHOBJIEHHOM
TpynoBeiMm  komekcom Poccuiickont @enepanii W TPYAOBBIM  JIOTOBOPOM
(KOHTpPaKTOM) ¢ pAOOTHUKOM.

1.4. Ha Bpems OTIlyCKa M BPEMEHHON HETPYAOCIOCOOHOCTH CEKpeTapsi €ro
00S3aHHOCTH MOTYT OBITh BO3JIO)KEHbl Ha JIEJTOMPOU3BOJIUTENS WA APYroro
COTpyJHHMKA o0O0ueo0pa3oBaTebHON  OpraHu3anuu. BpemeHHoe HCHONIHEHHE
00sI3aHHOCTEN B JJAHHBIX CIIy4asiX OCYIIECTBIISETCSl COTJACHO MPUKA3y AUPEKTOPA,
W3IaHHOTO ¢ coOmonenueM TpeboBanuii TpymoBoro komekca Poccwuiickoit
denepanum.

1.5. Ha 10mKHOCTD ceKkpeTapsi IpUHUMAETCS JIMIIO:

* uMemwllee Bbicliee oOpa3oBaHMe - OakajmaBpuaT WIA  CpeAHee
npodeccruonanbHoe 00pa3oBaHWE IO MPOrpaMMe MOJATOTOBKM —CIHEIUATMCTOB
CpEIIHETO0 3BEHa, JOMOIHUTEIbHOE MPodeccuoHabHOE 00pa30BaHUE;

* C ONBITOM  BBIMOJHEHUS  PabOT MO  OpPraHM3AlMIOHHOMY |
JOKYMEHTAITMOHHOMY OOECIICUEHUI0 NEeATeTLHOCTH PYKOBOIUTENS MPU CPEAHEM
npodeccuoHaTbHOM 00pa30BaHUU HE MEHEE ABYX JIET;

* COOTBETCTBYIOIIEE TpeOOBaHUSM, Kacaronumcs TIPOXOXKICHUS
IpeaBapUTENbLHOTO (IIPU MOCTYIUIEHUU HAa pab0Ty) U NEPUOJUYECKUX METULIUHCKUX
OCMOTPOB,  BHEOUYEPEAHBIX  MEIUIMHCKUX  OCMOTPOB IO  HAMpPaBIICHUIO
paboTrozaartesis, 00s3aTeIbHOTO MCUXUATPUUECKOTO OCBUJIETEIBCTBOBAHUSA (HE pexke
1 paza B 5 ner), npodeCCHOHAIBHON TUTHEHWYECKON TMOJATOTOBKH W aTTECTAIMH
(mpu mpuemMe Ha paboTy u gainee He pexe 1 paza B 2 roja), BAaKIIMHAIIMK, a TAKXKE
UMEIOIIEe JUYHYI0 MEAWIMHCKYI0 KHIDKKY C pe3ylbTaTaMu MEAUIIMHCKUX



oOcneoBaHU W JaOOPATOPHBIX HWCCIAEAOBAaHUMN, CBEACHHUSMU O TIPUBUBKAX,
MEePEHECEHHBIX NHPEKINOHHBIX 3a00JI€BaHUIX, O TPOXOKACHUN TPO(HECCHOHATIEHOM
TUTMEHUYECKON MOJITOTOBKU U aTTECTAIlUH C JOIYCKOM K padoTe;

* HE UMEIOIIee OrpaHUYCHUN Ha 3aHATHE TPYIAOBOM JESTENbHOCTBIO B cepe
oOpa3oBaHusl, U3JI0KEHHBIX B cTatbe 351.1 «OrpaHuueHus Ha 3aHATHE TPYIOBOMH
NeSATeIbHOCThIO B chepe oOpa3oBaHus, BOCITUTAHMUS, pa3BUTHS
HECOBEPIICHHOJETHUX, OPraHU3allMi UX OTIAbIXa W O3JAO0POBIECHHUS, MEAULIMUHCKOTO
oOecrieueHuns, COIMATBHOM 3alUThl M COLMAIBLHOTO OOCIy)XHBaHUSA, B cdepe
JETCKO-IOHOIIECKOTO  CIOpTa,  KYyJIbTYphl WM HMCKYCCTBAa C  Y4acCTHEM
HECOBEPLICHHOJIETHUX» TpyioBoro kojaekca Poccuiickont @enepannu.

1.6. Cekpetapb MOAYUHSIETCS HETOCPECTBEHHO TUPEKTOPY
00111e00pa3oBaTebHON OpraHU3alllu.

1.7. B cBoel NeATENbHOCTH CEKpeTapb pykKoBoacTByercss KoHcTuTyrmen u
3akoHamMu  Poccuiickon ~ ®Depepaunu, ykazamu lIpe3uaeHra, pelieHUsAMHU
[IpaButenscTBa Poccuiickoit denepaiiii 1 OPraHoB yIpaBieHUs 00pa30BaHUs BCEX
YPOBHEW MO BONpOCaM, KacaroIIMMCS €ro TPYIOBOH AEATENBHOCTH, TPYIOBBIM
JOTOBOPOM MEXAy paOOTHHKOM M pyKOBOAWTENEM. Takxke, ceKperapb TUpeKTopa
PYKOBOJICTBYETCS:

* aJIMHHUCTPAaTUBHBIM, TPYAOBBIM H XO3SMCTBEHHBIM 3aKOHOAATEIHCTBOM
Poccuiickon denepanuuy;

« CII 24.3648-20 «CaHuTapHO-32MUAEMUOJIOTHYECKHE TpeOOBaHUS K
OpraHu3alMsIM BOCIHUTAHUS M OOYYEHUS, OTIbIXa M O3J0POBJICHUS JETeH W
MOJIOJEKHNY;

* @epnepanbHbiM  3akoHOM Ne273-03 «O06 oOpazoBanun B Poccuiickoit
denepanuny;

* IIOCTAHOBJICHUSIMH, PACTIOPSKEHUSIMU, IPUKA3aMH U UHBIMU PYKOBOASIIUMUA
Y HOPMaTUBHBIMH JIOKYMEHTAMH, OTHOCSAILIMMHUCS K BEACHUIO JI€JIONIPOU3BO/ICTBA;

* CTaHAapTaMu YHU(ULIHPOBAHHOM CUCTEMBI OpraHU3alOHHO-
pacropsauTEIbHON JOKYMEHTALINHY;

* mpaBwiaMu opdorpapuu U MyHKTYaluu;

* TpaBWJIaMU pabOThl HA KOMIIBIOTEPE U NHOM OPTTEXHUKH;

* IIpaBWJAMU M HOPMAaMH OXpaHbl TPYJa, IMPOU3BOJACTBEHHON CAHUTAPUU U
MoKapHOU O€30MaCHOCTH;

» KonBenmueil o npaBax peOeHKa.

* VYcTaBoM U JIOKaJIbHBIMU aKTaMH, B TOM uucie [IpaBunamu BHYTpEHHErO
TPYAOBOT'O paCHOPsIIKA, TPUKA3aMH U PACTIOPSIKEHUSAMU JUPEKTOPA IIKOJIBI.

1.8. Cekperapb A0HKEH 3HATE:

* BHUJbI JOKYMEHTOB, UX HA3HAYCHNUE;
* BHUJBI HOMEHKJIATYp, 00II1e TpeOOBaHUS K HOMEHKIIAType Aed;



* TpaMMaTHYECKHE MPaBUJIa PYCCKOTO SI3bIKA;

* JECHUCTBYIOIIUE TPABOBBIC AKTHhl, HOPMATHBHO-METOJMYECKHE JTOKYMEHTHI,
rOCYJapCTBEHHBIC CTAaHAAPTHI, OMPEIACIAIONIUE TMOPSAOK JOKYMEHTAIMOHHOTO
oOecrieueHns ynpaBieHUs;

* JIeJI0BOM MPOTOKOJ;

* HUHCTPYKIHUHU IO JEJIONPOU3BOJCTBY U JIPYTUM JIOKAJTbHBIM HOPMATHBHBIM
aKTaM, yCTaHaBJIMBAIOIIMM MOPSAOK peaan3alui yIpaBiIeHUYeCKUX MPOLeayp;

* WCTOYHHKH yMPaBICHYECKON HH(MOPMAITIH;

* KJIacCHU(PUKAIUIO YMPABICHUYECKOW HH(POPMAIMH, BHUABI YIPaBICHYCCKOM
uHpOpMaIuy;

* KOMIUIEKC OPraHU3allMOHHO-TEXHUYECKUX MEPOTPHUITHA TO MOATOTOBKE U
IPOBEJICHUIO COBEIIAHU U MTEPETOBOPOB;

* METOAMKY 0TOOpa UCTOUHUKOB MH(POPMALINH;

e MeroAbl 00pabOTKM HWH(OpMAMU C TPUMEHEHUEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHHUKAIIUI U CBSI3U, BBIYUCIUTEIIbHON TEXHUKHU;

* HOPMATHBHBIC TPABOBBIC AKThI, HOPMATHBHO-METOJIUYECKUE TOKYMEHTHI,
TrOCYJapCTBEHHBIC CTAaHAAPTHI, OMPEICIAIONIUE TMOPSAOK JOKYMEHTAIMOHHOTO
oOecrieueHns ynpaBieHUs;

e 00mue TpeOOBaHUA K CpPOKaM HCIOJHEHHUS JAOKYMEHTOB UM KOHTPOJIbHBIM
(GYHKIUAM CITYKOBI TOKYMEHTAIIMOHHOTO 00EeCIIeUeH NS,

* OCHOBBI QJMHUHUCTPATHUBHOIO TMpaBa M TPYJIOBOIO 3aKOHOAATENIbCTBA
Poccuitckon denepanuuy;

* OCHOBBI JJOKYMEHTHOW JIWHTBUCTUKH;

* OCHOBBI TPABWILHOW OpraHU3AMHA TPyJAa W METOJbl TIOBBIIIEHUS €0
s hexTUBHOCTH;

* OCHOBBI YIIPABJICHUS BPEMEHEM;

* 0coOeHHOCTH O(OpMIICHHUS TUIAHUPOBIIMKA (HA AJIEKTPOHOM U OyMa)KHOM
HOCHUTEJIAX);

e ocobenHoctu (GopmMupoBaHus 06a3  JaHHBIX B 00pa3oBaTEIbLHOM
YUPEXKICHUU;

* TOpSIOK OQOpPMIICHUS TOKYMEHTOB 11 KOMAaHIUPOBKH ¥ OTYETHBIX
JTOKYMEHTOB 10 KOMaHIUPOBKaM PAOOTHUKOB TIIKOJIBI;

* TOPSAAOK pabOTHI C JOKYMEHTaMH, CXEMbI JOKYMEHTO000POTA;

*  TopsaoK popMupoBaHuUs U OPOPMIIECHUS AL,

* MpaBujia BEJIEHMS, MOATOTOBKM M OQOPMIIEHUS MNPOTOKOJIA M JPYrUX
JOKYMEHTOB, CO3/1aBa€MbIX B IIPOLIECCE MOATOTOBKU COBELIAHUMN NIPU TUPEKTOPE;

* TIpaBWJIa BBIIAYW U UCTIOJIB30BaHUS JOKYMEHTOB U3 CHOPMHUPOBAHHBIX €T,

* TpaBHJIa JAETOBOTO OOIIEHUS, IEJIOBOT0 ITUKETA,



* TpaBuia JOKYMEHTAIlMOHHOTO oOecrieyeHust JeSITeIbHOCTH
0011e00pa3oBaTeIbHON OpraHU3alig;

* TIpaBuWja 3alTUThl KOHPUICHIMATBHON HH(OPMAITNH;

* TpaBWjia OPTaHMU3AIMU KOHTPOJISI HWCIIOJHEHHS JOKYMEHTOB U THUIIOBBIC
CPOKH MCIIOJTHEHUS JOKYMEHTOB;

* [paBWJIa OPraHU3alMU [IPpUEMa OCETUTEINEH B LIIKOJIE;

* MpaBujia TMOJArOTOBKM W TIEpelayd Jel B apxuB 00pa3oBaTeIbHOM
OpraHu3alliy;

* TpaBWJIa TOJEPIKAHUS M PA3BUTHUS MEKITMUYHOCTHBIX OTHOIIICHUH;

* TIpaBuWJIa TOJINMCAHUS U YTBEPKICHUS TOKYMEHTOB,;

* mpaBuia pabOTBl € BXONAIIMMHU, WCXOASIMIMMH W  BHYTPCHHHUMH
JOKyMEHTaMU;

* [paBuUJia PEYEBOT0 ATUKETA;

* [MpaBujia CEPBUPOBKU YAWHOrO (KOGEHHOTo) CTOJIA, MPUTOTOBICHUA H
M0/1a4¥ TOPSYMX HAIMUTKOB;

* TpaBHJIA COTJIACOBAHUS JOKYMEHTOB IIKOJIBI (BHYTPEHHETO U BHEIIHETO);

* TpaBWJIA COCTABIICHUS AHAJTUTUYECKUX CIPABOK MO KOHTPOIIO MCIOTHEHHS
JOKYMEHTOB;

* MpaBWjla COCTaBJIeHUA U OQOopMIIeHUS UH(OOPMAIMOHHO-CIIPABOYHBIX,
yIPABIEHYECKUX JOKYMEHTOB U CITY>KEOHBIX MMHCEM;

* MpaBWjla COCTaBJIEHUS  OPraHU3ALMOHHBIX  JOKYMEHTOB  (IIPUKAa30B,
MOJIOKEHHUM, HHCTPYKITUI);

* TpaBWjia  yCTAHOBJICHWSI  KOHTAKTa, TMOJACPKAHUA ©  PA3BUTHUA
MEXJTMYHOCTHBIX OTHOIIICHU;

* TpaBWJa XpAaHEHWsS JEJ, TMPUKA30B, B TOM UHCIE JOKYMEHTOB
OTPaHUYEHHOTO JIOCTYIIA;

* IIPaBOBbIE OCHOBBI YNpaBlieHUs (OCHOBBI aIMUHUCTPATUBHOTO, TPYIOBOTO U
IPa’KJaHCKOTO MpaBa);

* TPUHUMUIBI U PaBUJIA TUTAHUPOBAHUS Pab0YEro BpEMEHH;

* TPUHLHUIBL, CMOCOOBI MH(GOPMUPOBAHHUS PAOOTHUKOB OOPa30BATEIHLHOTO
YUPEXKICHUS;

* PYKOBOJSIIMMI COCTaB IIKOJIbI U €€ MOIPa3AECICHUM;

* CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000POTa;

* COBpEMEHHbIE HH(POPMALIMOHHBIE TEXHOJIOTUHU pa0OThI C JOKYMEHTaMHU;

* COCTaB OPraHM3AlMOHHOW TEXHHUKH, €€ YCTPOMCTBO M MOPSIOK padOThI C
HEH;

* crnenu(uKy OCHOBHOU AESITENIbHOCTH 001Ie00pa30BaTeNbHOM OpraHN3alny;

* CTaHIapTHl U PEKOMEHAAINU 10 000PYJOBAHHUIO TOMEUICHHS IPUEMHON;



* CTPYKTYpYy IIKOJIbI, MOPSIOK B3aUMOJICHCTBUS TMOIPA3ACICHUN U CIIyXO,
pacnpenenenre QYHKIMN MEXTy CTPYKTYPHBIMHA TTOAPA3ACIICHUSIMH,

* (dyukmum, 3agaun  00IIEO0pa30BATEIHLHOM OpTAaHMW3AIUU, €€ CBS3H IO
BEPTUKAIIA U TOPU3OHTAIIH,

* HalpaBJCHUS JCATCIIBHOCTH IIKOJBI M KOMIIETCHIIMM CTPYKTYPHBIX
1oJipa3ieJICHUH M JIOJDKHOCTHBIX JIHIL;

* 00pa3Ipl MOANMUCEH JIMI, WMCIONIUX IMPaBO IMOAMUCAHUS W YTBEPIKICHHUS
JIOKYyMEHTOB, U OTPAaHUYEHUS UX 30H OTBETCTBEHHOCTH;

* TenedOHHBIC KOHTAKTHI TUPEKTOPA MTKOJIBI;

* TpeOOBaHMS OXpaHbl TPyJa, MPOU3BOJCTBEHHOW CAHUTAPUH, TMOKAPHOU
0e30MacHOCTH;

* TpeOOBaHMS, TPEIBABIIEMBbIE K JOKYMEHTaM B COOTBETCTBHH C
HOPMATHBHBIMH aKTaMH M TOCY/IapCTBEHHBIMHU CTaHAapTaMH,

* TpeOOBaHMS, MPEABABIAEMBIC K YIIPaBICHYECKON HH(DOPMAITUH;

* (OpMBI IPEOCTABIICHHS YIIPaBICHYCCKON HH(POPMAIIHH;

* (GyHKIUU CAMOMEHEIKMEHTA;

* JTHUKY JEJIOBOTO OOIIEHUS, ITUKET.

1.9. Cekperapb 10IKEH YMETh:

* aHAJIW3MPOBATh PUUYMHBI HEBBIIIOJIHEHUS 3a/1a4;

* BECTM M HUCIOJIb30BaTh B pabore 0a3zy JaHHBIX Tele(OHHBIX KOHTAKTOB
JOUPEKTOPA LIKOJIBI;

* BECTH CPOKOBYIO KapTOTEKY;

* BECTH YUYETHBIE pETUCTPALMOHHBbIE (OPMBI, HCMOJIB30BATH HX IS
MH(GOPMAMOHHONW paboThl M pabOThl MO KOHTPOJIIO HUCHOJHEHHUS pPEIICHUH WU
MPUKA30B TUPEKTOpa 00IIe00pa30BaTeILHON OPraHU3aIny;

* BHOCHUTBH M OTCJICKHBATh MH(OpPMAIMIO HA 3JIECKTPOHHOM /WU OyMaKHOM
HOCHTEJIE;

* BBIOMpPATHh ONTUMAJbHBIE CIOCOOBI MH(GOPMHUPOBAHUS PAOOTHUKOB IIKOJIBI,
oOyJaronuxcsi U UX poauTeNed (3aKOHHBIX NPEACTABUTENCH), BBIIIECTOSIINE
OpraHM3alMH O TNIAHUPYEMBIX MEPONPUATHUSX;

* BBIOMPATHh ONITUMAIILHBIN PUTM PabOTHI;

* JIOKYMEHTHpPOBATh pa3Hble ATambl MPOLEIYypbl MOJATOTOBKA M MPOBEICHUS
COBEIIAHUM;

* HCIOJb30BaTh COBPEMEHHBIE CpeAcTBa cOopa U 0OpadOTKHM KOHTPOJIBHOM
uH(popMaIuu;

* WCIOJB30BaTh COBPEMEHHBIC TEXHOJIOTHH cOOpa U nepenadn nHhopmanmu;

* HCHOJb30BaTh CIPABOYHbIE MPABOBBIE CUCTEMBI;

* HUCHOJB30BaTh CpEACTBA KOMMYHMKAIMM J[UId TepeJaud MOopydYeHUi
IUPEKTOPA LIKOJIBI;



* HCHOJB30BaTh CPEJICTBA KOMMYHHKAIIMOHHONW OPTTEXHUKH JIJIs TIOJTYUYCHUS U
nepenayu nHGOpMaLnu;

* HCHOJb30BaTh YCTAHOBJICHHbIE IMpaBWJIa WU MPOIEAYpPbl KOMMYHHUKAIUH
BHYTpH 00111€00pa30BaTEILHON OpTaHU3aIUH;

* WCTIONB30BaTh OQUCHBIA MakeT (TEKCTOBBIM pPENAaKTOp, JIEKTPOHHBIC
TaOJIUIIbI, TPE3CHTALINH);

* o0ecreunBaTh HH(POPMAITMOHHYIO 0€30IacCHOCTh NeATEeIbHOCTU
o0pa30BaTeNbHON OpraHu3aluy;

* oOecrneunBaTh KOH()UIECHIIMAIBHOCTD B IPUEMHON U KaOMHETE TUPEKTOPA;

* oOecrneunBaTh pabOTy MPUEMHON AUPEKTOPA BO BPEMsI €TO0 OTCYTCTBUS;

« oOecreunBaTh COXPAaHHOCTh JOKYMEHTOB, XpPaHALIUXCA B MPHEMHON WU
KabuHeTe JUpeKTopa o0111e00pa30BaTeIbHON OpraHUu3aIliY;

* OKa3bIBaTh TOMOIb IUPEKTOPY IIKOJBl B PaCHpeleeHUd ero padbodero
BpPEMEHU;

* OMNpeAeNsATh NPHOPUTETHOCTh M OYEPEAHOCTh BBIMOJHEHUA paboT W
s HeKTUBHO pacpenesTh padbodee BpeMs;

* OpraHuW3OBBIBATH M OOECIeurMBaTh JIMYHBIE KOHTAaKThl  JIUPEKTOPA
oOpa3oBaTeIbHON OpraHU3alllH;

* OpraHM30BBIBATH MPOIIECC TMOATOTOBKM K TPOBEACHUIO COBEIIAHUS IPH
TUPEKTOPE;

* OCYHIECTBISITH KOHTPOJb UCIIOJHEHUS TIOPYUYCHUHN JUPEKTOpa pabOTHUKAMHU
IIKOJIBI;

* OCYIIECTBISATh 00pabOTKYy U CTPYKTypUpOBaHUE UH(MOPMAITIY;

* OCYIIECTBIIATH pacleyaTbiBaHUE U KCEPOKOTHMPOBAHUE;

* OCYIIECTBISTH MPOBEPKY JTOCTOBEPHOCTH, MOJHOTHI U HEMPOTUBOPEUHNBOCTH
TaHHBIX, UCKITIOYEHHE TyOIrpoBaHUS HHPOPMAIIIH;

* OCYIIECTBISTH PETUCTpAIIHIO, HaKOTJICHHE U nepeaayy,
CUCTEMATU3UPOBAHHOE XPAaHEHUE U Bblauy HHGOpMaLMK B Tpedyemoi popme;

* OCYyHIECTBISATH cOOp, o0O0paboTky wuHMOpMaUK, HEOOXOAUMON IS
JUPEKTOpa IIKOJIbI, €€ aHaju3 B COOTBETCTBUU C TPEOOBAHMSIMH KpPAaTKOCTH,
YeTKOCTH  (POPMYJIHPOBOK, CBOEBPEMEHHOCTH IOCTYIUICHHMS, TOYHOCTH H
JOCTOBEPHOCTH, ONTUMAJIbHOCTH CHCTEMAaTU3alluM, HENpPEephIBHOCTH cOopa W
00paboTKH;

* OCYHIECTBISITH CUCTEMATHU3AIIMIO MTOTYYaeMbIX U MepelaBaeMbIX JaHHbIX;

* 0oQopMIATH KOMAaHANPOBOUHBIE TOKYMEHTHI,

* OIICHMBAThH PE3yJbTaThl B PAMKaX MMOCTABJICHHBIX 3a]1a4;

* mepedaBaTh HMHPOpPMAILUIO, JOKYMEHTHl M MarTepualbl Y4aCTHUKAM
COBEILIaHUs IPU JUPEKTOPE;

* [eyaTaTh M PEJAKTUPOBATH TEKCTHI CIIYKEOHBIX TOKYMEHTOB;



* TI0JIb30BAThCS NEPUPEPUNHBIMU YCTPOUCTBAMU U OPTTEXHUKOM;

* T0JIb30BaThCS YHUPHUIMPOBAaHHBIMU (POpMaMU JOKYMEHTOB;

* II0JIb30BAaThCs JJIEKTPOHHOU ITOYTOM;

* TPEIOCTaBIIATH JAHHBIC B €IMHOM U yJIOOHOM JJisi BOCIpUsATUS opMaTe;

* IPUMEHATH B COOTBETCTBUM C HA3HAUEHHWEM CPENICTBA OpPraHU3aLMOHHOM
TEXHHUKH, KaHIIEJIIPCKUE IPUHAJJIEKHOCTH;

* IPUMEHATH UH(OPMALNOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH;

* TIPUMEHATH CIIOCOOBI AETIOBOTO OOIICHUS;

* TIPUHHUMATH MEPHI MO PA3PELICHUIO KOHPIUKTHBIX CUTYAIIHIA;

* MPOU3BOAUTH  MOATOTOBKY  J€1 IS nepesaud = B apXxuB
o011e00pazoBaTenbHON OpraHu3alliy;

* TPOU3BOAUTH MOUCK MH(POPMAIIMK B Oa3ax TaHHBIX, BECTH HHPOPMAILIMOHHO-
CIIPABOYHYIO pabOTy Ha OCHOBE Pa3IMYHbIX KOMOMHAIINI MOUCKOBBIX TPU3HAKOB;

e paboTaTh C TMEPCOHAIBHBIM KOMIIBIOTEPOM (HOYTOYKOM), KaTaJoramu
(mankamu) u ¢paiaaMu, CKaHEpOM;

* paboTarhb ¢ BXOJAIICH, UCXOAIIEH, BHYyTPEHHEN TOKYMEHTallueH;

e paborath ¢ uHpOpPMaINMEW, aHATU3UPOBATH U TMPEACTABIATH €€ B
CUCTEMATU3UPOBAHHOM BU/IE, B BUJE CBOJHBIX JIOKYMEHTOB;

e paboTaTh CO BCE COBOKYMHOCTbIO MH(MOPMAILMOHHO-I0KYMEHTAIIMOHHBIX
pecypcoB 00pa3oBaTeNbHON OpraHU3alluy;

* pa3pabaTbiBaTh HOMEHKJIATypy Jed MIKOJbl C YYETOM JACHCTBYIOIIUX
HOPMAaTHUBHO-METOJANYECKUX IOKYMEHTOB;

* paccTaBIATh IPUOPUTETHI, BEIACIATH BAXKHOE U CPOYHOE;

* CriaXuBaTb KOH()JIUKTHBIE U CIOXHBIE CHUTYyallUM MEXJIUYHOCTHOTO
OOIICHHS,

* CepBUpPOBaTh YaiiHbIN (KO(EHUHBII) CTOI BO BpeMsl MPOBEAEHUs Ko(de-mays3;

e cO0JII0IaTh CIY>KEOHBIN 3TUKET, MPaBHJIa JEJI0BOr0 3TUKETA U MPOTOKOJIA;

* CO3[aBaTh UMHUJIK CEKpETapsi, COOTBETCTBYIOUIUN UMUKY IIKOJIBI;

* CO3[aBaThb M MOJJEPKUBATH TMOJIOKUTEIbHBIA HMHUIK O0Opa3oBaTEIbHOM
OpraHu3alNy;

* CO37aBaTh yCJIOBUsI, oOecnieunBaroiye 3 HEeKTUBHYIO paboTy TUPEKTOPa;

* COCTaBlATh U O(QOPMIISATH HOPMATHUBHBIE aKTbl, OPraHU3AIlIOHHBIE U
METOJAMYECKHUE TOKYMEHTBI, CBOJIHBIE, OTYETHBIE, CTATUCTUUECKUE JOKYMEHTHI;

*  YOPAaBIATh KOHPIUKTAMU;

* yCTaHaBJIMBATh LEJIH, ONPEACIIATh UEPAPXUIO LICIIEH;

* YUYWTHIBATh IICHUXOJIOTMYECKUE OCOOEHHOCTH JMYHOCTH NPHU Pa3IHYHBIX
BHJIaX MPOGHECCHOHAIIBHOTO OOIICHHUS;

* BBIOMPATH U OOPMIIATH IJIAHUPOBIIIHK;

* ¢opmupoBatb U O(OpPMIIATH Jejla B COOTBETCTBHUM C YTBEPKICHHOM



HOMEHKJIATypo# e o01ieo0pa3oBaTeIbHON OpraHU3alli.

1.10. Cekperappb AOKEH 3HATh M COOJIOAATH YCTAHOBJICHHBIC IpaBUIa U
TpeOOBaHUS OXPAHbI TPY/Ia U OKapHON OE€30MaCHOCTH, MTPaBUIIa TUYHON TUTHEHBI U
TUTHMEHBI TpyJa B 00pa30BaTeIbHOM YUPEXKICHUU.

1.11. Cekperapp 10DKEH MPONUTH 00yUYCHHE U UMETh HaBBIKU OKa3aHUs MEPBOM
oMol noctpajaasmumM, coomonare Konpenuro OOH o mpaBax pebeHka, 3HATh
NOPSIAOK JIEMCTBUM MPU BO3HUKHOBEHHUM II0XKAPA WM WHOW YPE3BBIYANHOU
CUTYaLlMH U 3BAKYALINH.

2. TpynoBbie pyHKUIMH

OcHo6HbIMU MPYOOBLIMU PYHKYUAMU CEKPEMapsl AGNAI0MCA:

2.1. OpranuzaloHHOe, IOKYMEHTAIIMOHHOE U HHQOpPMaIlMOHHOE o0ecreyeHue
AEeSATEAbHOCTH TUPEKTOPA LIKOJIbIL:

2.1.1. Oka3aHue NTOMOIIU TUPEKTOPY B IJIAHUPOBAHUM pab0YEro BpEeMEHHU.

2.1.2. IInanupoBaHue pabovero gHs ceKpeTaps.

2.1.3. Opranu3zanus TenedOHHBIX MIEPEroBOPOB JTUpEKTOopa
0011e00pa3oBaTeIbHON OpraHU3aIUH.

2.1.4. Opranu3zanus pabOoThI C MOCETUTETSIMU B IPUEMHOM TUPEKTOPA.

2.1.5. Opranu3zanus noAroToOBKU MEPONPUSITHI C yHaCTHEM IUPEKTOPA.

2.1.6. Opranuzanus HCIOJIHECHHUS PEUICHWH W OCYIIECTBJICHUE KOHTPOJIS
WCIIOJIHEHUS TIOPYUYEHUI TUPEKTOPA.

2.1.7. Opranuzanusa W nOojjepxaHue  (PyHKIHOHAIBHOTO  pabodero
MPOCTPAHCTBA MIPUEMHOMN U KaOMHETa AUPEKTOPA.

2.1.8. Cocrapnienue u ohopMIIEHUE YIIPABICHYECKON JTOKYMEHTAIUH.

2.1.9. Opranu3zanus paboThl C TOKYMEHTaMH B IPUEMHOMN JUPEKTOPA IITKOJIHI.

2.1.10. Opranu3zanus XpaHeHus1 IOKyMEHTOB.

2.1.11. OGecrnieuenne AupekTopa 00I1Ic00pa30oBaTEILHON  OpraHU3aAIUU
uHpopmaruei.

2.1.12. Opranuzanusi WHOOPMAIMOHHOTO B3aWMOJCIHCTBUSA IUPEKTOpa C
pabOTHUKAMHU.

2.1.13. Opranu3zanusi KOMaHIUPOBOK TUPEKTOPA U COTPYIHUKOB.

3. JJo/2KHOCTHBIE 00SI3AHHOCTH CeKpeTaps
3.1. B pamkax TpyaoBoW (DYHKIIMU OKa3aHUs MOMOIIM JTUPEKTOPY IIKOJIbI B
IUIAHUPOBAHUM PAO0YEro BPEMEHH:

* uHopMupyeT AMpeKkTOopa 00pa30BaTEIBLHOM OpraHu3alMi O perjiamMeHTe
HAaMEUEHHBIX BCTpPEY, COBEIIAHMM M 3acedaHuil, IEeJIarornyecKux COBETOB,
OOIIENTKOIBHBIX ¥ HHBIX MEPOTIPUSITHH;



* TpenynpexaacT O NPUOTMKEHHMH BPEMEHM HAMEUEHHBIX MEPOIPHUSTHH,
COTJIACOBBIBACT BPEMEHHBIC TIJIAHBbI;

* COIJIACOBBIBAaCT  TEJE(POHHBIE  TEPEroBOpbl  C  MPEACTABUTEISIMU
BBIIIECTOSIIIMX ~ OpPraHM3alfii, C TOMEUYUTENIAIMUA, PYKOBOIUTENAMA  HMHBIX
00pa30BaTENbHBIX YUPEKICHU;

* COIVIACOBBIBAET BCTPEUM M MEPONPUATHA C COTPYIHHUKAMM IIKOJBI U
IpO(COIO3HBIM KOMHUTETOM, C PpOJUTEISIMU U  POAMUTEIBCKUM KOMHTETOM,
PYKOBOIUTEISIMA METOJIMYECKUX OOBETUHEHHM, C COBETOM YyYallUXCS U HUHBIMH
COBETaMHU U KOMUTETaMHU 00111e00pa30BaTeIbHON OpraHn3aluy;

* (dopMupyeT pe3epB BpEMEHU JJIsl HeNPEABUACHHBIX CUTYAIIN;

* BHOCHUT MH(OPMAITUIO B IJITAHUPOBIIMK (OpraHai3ep).

3.2. B pamkax Tpy/10BOo¥ QyHKIINY NIIAHUPOBAHMSI paOOYEro JIHs CEKpeTapsi:

* COIIACOBBIBAaCT IUIAaHBI C IUTAHAMH W CpPOKaMu pabOTBhl JTUPEKTOpa
00111600pa30BaTEILHON OpraHu3aIluy;

* pacmpenenseT pabouee Bpems (Ha JeHb, HEJIEII0, IEPCIICKTUBY);

* TIEPEHOCHUT HEBBIOJIHECHHBIC 3aTUIAHUPOBAHHEIC 33]1a4H;

* BBITIOJIHSICT TUITHYHBIC €KETHEBHBIC JIEa;

* BbIOUpaeT U 0POPMIISIET IIIAHUPOBIIUK CEKpETaps;

* BeJCT AHEBHHUK (Ha AJICKTPOHHOM U /WU OYMa>KHOM HOCHUTEJE).

3.3. B pamkax TpyaoBod (yHKIHMK opraHW3alliu TelaeOHHBIX MEPETOBOPOB

AUPEKTOpA:
¢* BCIACT 68,3}7 TGJIC(I)OHHBIX KOHTAKTOB PYKOBOJUTECJIA IIKOJIBI;

* COCAMWHSET IHUPEKTOpa O0pa30BaTEIBHOM OPraHU3aIMU C KOHKPETHBIMH
abOHEHTaMU,

* PETHCTPUPYET MOCTYIMAIOIINE B MPUEMHYIO Telle(hOHHBIE 3BOHKH;

* [IEpCHANPABIISICT  OTJACIbHBIC  TeICPOHHBIE  3BOHKHM  3aMECTHTCIISIM
TUPEKTOPA;

* IOJy4aeT HEOOXOAMMYIO MH(OPMAIUIO W TIEpEIacT CAHKIIMOHUPOBAHHYIO
nHpopmaruio 1o Tenedony;

* YCTaHABJIMBACT KOHTAKT C COOECETHUKOM, TOJJCPKUBACT U PA3BUBACT
JICIIOBYIO Oecey B mpoIiecce TeleOHHBIX TEPErOBOPOB.

3.4. B pamkax TpyaoBoH (DYHKIHMU OpraHU3alMyd PaOOThl ¢ MOCETUTEIIMH B

OPUEMHOU TUPEKTOPA:

* OpPraHU30BBIBACT JMYHBIN [IPUEM IIOCETUTEIIEH JUPEKTOPOM IIKOJIBI;

* YCTaHaBJIMBAECT NOPAIOK IIPUEMA I PA3JIMUHBIX KATETOPUN ITOCETUTENIEH;

* BEIET XKypHall IIPEABAPUTEIIBHOM 3allMCH HAa NPUEM, KypPHAJ IMOCELICHUM,
PETUCTPUPYET ITOCETUTENEM;



* COJCUCTBYET OMNEPAaTUBHOMY  pPACCMOTPEHHUIO  Kajio0, TMpockd U
MPEIOKEHUN  COTPYTHUKOB 00IIe00pa30BaTeIbHON OpraHW3alluid, pPOJUTENEH
(3aKOHHBIX MPECTaBUTENICH ) 00YUaAIOIINXCS, MHBIX TTIOCETUTEIICH;

* OCYIIECTBIISICT MPUEM JUYHBIX 3aSBICHUA COTPYIHHUKOB, OOYYAIOIIMXCS H
uX poauTesnei (3aKOHHBIX MPeICTaBUTENCH);

* OpraHU30BBIBAET NIPUEM MPEACTABUTENECH OpraHU3aluid, SBISIIOLINAXCS
mepaMu IIKOJIbI, YWIEHOB MOMNEYUTEIBCKOIO COBETA, MapTHEPOB 00pa30BaTEIbHOU
OpraHu3aluy u T.1.;

* CepBUpPYET YalHbIN (KOQEHHBII) CTOJI B KAOMHETE TUPEKTOPA;

* MPUHUMAET MEPHI MO COXPAHEHUIO KOHPHUICHIMATHLHOW HH(POPMAINHA B
X0JIe TpueMa MOCETUTENICH M UX HaXOXKJICHHS B MPUEMHON U KaOWHETE IUpeKTopa
00111e00pa3oBaTeIbHOM OpraHU3alINH.

3.5. B pamkax TpynaoBo#l DYHKIIMK OpPraHU3AIMU MOATOTOBKU MEPONPUSITUH C
Y4aCTHUEM AMPEKTOpA:

* uH(popmMupyeT pabOTHUKOB O HAMEUAIOIIIEMCS COBEIIIAHUH, N1E€JICOBETE, UHOM

MEPOTIPUATHH;

* TOATOTABIMBACT M BBHIBEIIMBACT HA WH(OOPMAIIMOHHBINA CTCHI TTOBECTKY JIHS
MEPOTIPUATHS C YIACTHEM TUPEKTOPA;

* [IOMOTaeT B MOJTOTOBKE JOKJIaga JUPEKTOpPA IIKOJBI, MPE3CHTAIIMOHHBIX
MaTepHuaoB;

* pacchUlaeT TPUTJIANICHUS JIMIAaM, TMPUTJIANICHHBIM Ha OOIIEIIKOJIbLHOES
MEPOTIPHUSTHE.

3.6. B pamkax TpyaoBod (YHKLUMU OpraHU3allMyd HCHOJIHEHHS PEIICHUMN,

OCYICCTBICHUA KOHTPOJIA MCITOJIHCHU A HODV‘-IGHI/Iﬁ AUPCKTOpPA.

*  JOKyMEHTAJIBHO 0OPMIISET PEIICHHS TUPEKTOPA MIKOJIBI (TPUKA3HI);

* JIOBOJUT JI0 CBEJEHUS PAaOOTHUKOB O00IE00PA30BATEIBHOTO YUPEKIACHHUS
IPUKA3bl U PACHOPSIKEHUS AUPEKTOPA;

* KOOpPIAWHHUPYET ACATEIBLHOCTD 10 UCIIOJHEHUIO PEIIEHUN JUPEKTOPA;

* BEJIET CPOKOBBIM TEKYIIMU U MPEAYIPEIAUTEIBHBIN KOHTPOJIb;

* MPOBEPSET UCIOJIHEHUE MOPYUYEHUM TUPEKTOPA B YCTAHOBIICHHBIN CPOK;

* MpenynpexaacT COTPYJHUKOB 00 UCTEUEHUU CPOKA UCTIOJHEHHS TOPYUYEHU
TUPEKTOPA;

* (ukcUpyeT UCTIOTHEHHUE MTOPYUCHUI;

* COCTAaBJISIET OTYETHI U AHAJTUTUYECKUE CIIPABKU O BBIIIOJHEHUH IOPYUYEHUN U
pelieHuii TupeKkTopa 0611eo0pa3oBaTeIbHON OpraHu3aIiy.

3.7. B pamkax TpynoBoil GYHKIMM OpraHW3allid ¥ TOJJEp KaHMs

(b YHKIIMOHAJIBLHOTO PA00YEro MPOCTPAHCTBA MPUEMHON U KAOMHETA JTUPEKTOPA:

* OpraHM30BBIBAECT MPHUEMHYIO TUPEKTOpPa B COOTBETCTBUU C TPEOOBaAHHUIMHU
3PrOHOMUKHU U KYJIBTYPbI TPY/A;



* OCYIIECTBIISIET KOHTPOJL OOECHEYeHUss IUPEKTOpa  KaHIEISIPCKUMH
MPUHAJIJICAKHOCTSIMH, CPEJICTBAMU OPTraHU3aAUOHHON TEXHUKHU;

* yXaXMBAaeT 3a KOMHATHBIMH PACTCHHSIMU B TIPUEMHOM H KaOWHETE
TUPEKTOpA.

3.8. B pamkax TpyaoBoW (QYHKIMU cOCTaBieHUs U odopmieHus
YIPABJICHYECKOW TIOKYMEHTAIUU:

* COCTaBJSIET MPOEKThl PACIOPSAUTENbHBIX (MPHUKA3bl, PACHOPSIKEHUS) H

WH()OPMAITMOHHO-CITPABOYHBIX ~ JOKYMEHTOB  (CIy>)KeOHBIE THCHbMa, CIPAaBKH,
JIOKJTaJTHBIE U CITy>KCOHBIE 3aIHCKH);

* COCTaBJSICT pa3IMYHBIE TMChMA, 3alpOChl, TOTOBHT OTBETHI ABTOPAM
oOparieHuii mo mopy4eHuIo JUPEKTOpa MIKOJbI;

* [IeYaTacT CIIy)KCOHBIC JOKYMECHTHI U APYTHE MaTCpUAJIbI;

* pa3MHOXAaeET CIIY)KCOHBIC JOKYMCHTHI;

* KOHTPOJIUPYET TPOXOXKJICHHWE JIOKYMEHTOB B  00Ico0pa30BaTeIbLHOM
opraHu3anuu (CorjlacoBaHUeE, TOJIMMCAHUE U YTBEPKICHUE JOKYMECHTA).

3.9. B pamMkax TpyaoBo# (YHKIMH OpraHM3alliid pa0OThl C JOKYMEHTAMU B

HPUEMHOMU:
* TMOJy4yaeT, NpPEeABAPUTEIBHO pPAcCMaTPUBAET U COPTUPYET JIOKYMEHTHI,

MOCTYMAOIINE B MPUEMHYIO TUPEKTOPA 00pa30BaATEIBHOIO YUPEKICHUS;

* MOATOTaBIMBAET AJOKYMEHTHI JJIsl PACCMOTPEHHUS TUPEKTOPOM;

* BEJIET yUeT JOKYMEHTOB, MOCTYNAIOUIUX HA UMsI IUPEKTOPA IIKOJIbI;

* B COOTBETCTBMM C YKa3aHUSIMHU JUPEKTOpa OPraHU30BBIBACT Meperavy
JIOKyMEHTOB HCITOJIHATEIISIM (KOHKPETHBIM COTPYIHHMKAM) JUIsl WCIOJIb30BAaHUS B
mpoiiecce padoThl JIMOO /IJIsi TOATOTOBKH OTBETOB;

* COCTaBJISIET U MPEIOCTABISET B YCTAHOBJICHHBIE CPOKU B OPTaH YIPaBICHUS
00pa30BaHUs CIIUCKU BCEX KJIAcCOB (KOHTHMHI€HTa 00pa30BaTeIbHON OpraHU3aIlim)
U CIIMCOK BCEX MpernojjaBareniell KaKaoro yueOHoro roja;

* ONEPATHMBHO BHOCHUT TEKYIIHE U3MEHEHHS B COCTaB KOHTUHIEHTA y4YalluXcs,
MeJIarOTMYECKUX U APYruX pabOTHUKOB 00111€00pa30BaTEIbHON OpraHu3aluu;

e odopmiseT JIMYHBIE Jena  JeTe, TPUHATBIX Ha OOy4YeHHe B
00111e00pa30BaTeNbHYI0 OPTraHU3aIlHIo;

* BeneT andaBUTHBIN )XypHAJI BCEX yUalUXCs;

* CcoO3MaeT U BeAeT 0a3y JaHHBIX JOKYMEHTOB, MPOBOAUT MHGOPMAIIMOHHO-
CIIPaBOYHYIO padoTy;

* KOHTPOJIUPYET HCIIOJIHGHHE JOKYMEHTOB U IIOPYYEHUH JIHUpEKTOpa
00pa3oBaTenbHON OpraHu3aluu.

3.10. B pamkax TpynoBo# hyHKIIMHA OPTraHU3AINN XPAHEHUS TOKYMEHTOB:

* KOPPEKTUPYET HOMEHKJIATYPHI A€ CEKPETAps U IUPEKTOPA MIKOJIBI;



* (dopmupyer U opopMIIIET Jena MOCTOSHHOTO, JOJITOBPEMEHHOTO CPOKOB
XpaHCHUS;

* MOATOTaBIMBACT W TMepelaeT Jella B apXuB 00IIeo0pa3oBaTEIbLHOM
OpraHU3aIHH.

3.11. B pamkax TpynoBoil (GYHKIWK oOecreueHuss JUPEKTOpa IIKOJbI
uHbopmaImen:

e cobOupaer u mepepadbaThiBaeT WH(POPMAINIO, HEOOXOIUMYIO ISl MPUHSATHUS
000CHOBaHHBIX yMPABICHUYECKUX PEIICHHIA;

* TIPOBEPSIET TOCTOBEPHOCTh, TOJHOTY W HEMPOTHBOPEYMBOCThH JIAHHBIX,
UCKJITIOYaeT qyO0arpoBaHue HHPOpMAIIHH;

* TPEAOCTaBIISACT JAaHHBIC B €IMHOM U YIOOHOM JIJIsl BOCTIpUSATHS (popMate;

* BBIBIIAET Haubosee 3HAaYUMbIE KPUTEPUHM CUCTEMATH3ALMKU MHGOpMAaIUU
JUIs co3/1anust 0a3 IaHHBIX;

* (Qopmupyer u wucnoigb3dyer 0a3y HdaHHBIX B 00II€00pa3zoBaTeIbHON
OpraHu3alMH.

3.12. B pamMkax TpyaoBOW (YHKIIMU OpraHu3aIuu _HWHOOPMAITMOHHOTO
B3aUMOJICUCTBUS AUPEKTOPA C PAOOTHUKAMH:

* uHbopMUpYET pPaOOTHUKOB OOPA30BATEIHHONW OpPraHMU3AMH O PEIICHUSIX
JTUPEKTOpa, COBEUIAHUSX M 3acelaHusiX, IEeIarorMyecKuX COBETaX M HHBIX
MEPOTPUSATHUSAX;

* 3HAKOMUT paOOTHUKOB MO/ MOAMUCH C COOTBETCTBYIOLIUMU JOKYMEHTaMU;

* OpraHM30BBIBACT OOMEH MH(OpMaIIUEN MEXKTY 3aMECTUTEISIMUA TUPEKTOPA U
MHBIMH JJOJDKHOCTHBIMU JIMIIAMH 00111€00pa30BaTeNIbHOM OpraHu3aluy;

* ormoBeuiaeT paboTHUKOB O MPECTOSIIINX MEPOTIPUSITHUSX;

* BBI3BIBACT COTPYAHUKOB U O0OYUAIOIIUXCS 110 OPYUYEHHUIO TUPEKTOPA;

* uHbOpPMHUPYET AUPEKTOpa 00 OOpalICHUSX COTPYAHUKOB IO pabouuM u
JUYHBIM BOIIPOCAM;

* uHboOpMHUPYET AUPEKTOpa 00 oOpalleHUsIX O00YYaIOIIMXCs, UX POaUTENeH
(3aKOHHBIX MPEACTaBUTENECH ).

3.13. B pamkax TpynoBo¥ hyHKIIMHA OpPraHU3aIIuu KOMaHIUPOBOK:

* TOJTrOTaBIMBAET MPOEKT MPHUKa3a O CIIy:KeOHOM KOMaHIUPOBKE;

* BBINUCHIBAET KOMAHJIMPOBOYHOE YJIOCTOBEPEHHE U PETUCTPUPYET €ro IMpu
HEOOXOAUMOCTH;

* MOArOTaBIMBAET JOKYMEHTHI K MOE3/IKE;

* YTOYHSET JaTy, JOJKHOCTH, (paMIINK B MPOrpaMMe KOMAaHIUPOBKH.

3.14. BpinmonHsE€T pa3jauyHbIC OINEpPAIMU C HUCIOJb30BAHHEM KOMIIBIOTEPHOU
TeXHUKH TI0 TporpaMmamM, TMpeJHA3HAYCHHBIM s cOopa, 00paboTku U
MpeaocTaBieHus HHPOpMAITUH.



3.15. Ilpu ucCHoab30BaHUM 3JIEKTPOHHOTO OOOPYJOBAaHHUSA, B TOM YHCIE
KJIIABUATYPbl W MBIIIH, €XEIHEBHO NE3WH(PUIMPYET WX B COOTBETCTBUH C
PEKOMEHIAIUSAMU TMPOU3BOAUTENS JIMOO C MCHOJB30BAaHHEM PACTBOPOB WIIH
candeToKk Ha CHUPTOBOM OCHOBE, cojiepxkamiux He menee 70% crmpra.

3.16. CobGnroaet nmpaBuiia UCMOJIb30BaHUsI ceTH IHTepHeT.

3.17. O6ecnieunBaeT 3alIMTy MMPaB U CBOOOJ ydalIuXcs, poauTenei (3aKOHHBIX
peACTaBUTEIICH ), pAOOTHUKOB IIKOJIBI ITPU 00pabOTKE MEPCOHATIbHBIX JaHHBIX.

3.18. Ctporo cobOmomaer KOHPUACHIIMATBHOCTh MEPCOHAIBHBIX JTaHHBIX H
TpeOOBaHUS MO 3aIIUTE U 0€30MaCHOCTH NEPCOHAIBHBIX JTaHHBIX MPHU UX 00paboTKe,
HEJOMYIEHNE UX pacCIpOCTpaHeHus 6e3 coriacusi CyObeKTa MepCOHANBHBIX JaHHBIX
WM HaJU4YUs APYTroro 3aKOHHOTO OCHOBAHMSI.

3.19. CoOmromaer KyJabTypy M JTHKY OOIIEHHS C  IE€PCOHAJIOM
00pa3oBaTENbHOTO YUYPEXKACHHS, OOYYaIOIMUMHUCS M POAUTEISAMH (3aKOHHBIMU
NPEICTaBUTENISIMU ), TOCETUTEISIMH.

3.20. Ctporo coOmromaeT mnpaBa M CBOOOABI JeTeH, cojeprKalecs B
®enepanbHoM 3akoHe «O0 oOpazoBanuu B Poccuiickoit @enepanun» u Konsenimuu
OOH o npaBax peOeHka, SBISETCS MPUMEPOM JJIs IIKOJIbHUKOB.

3.21. Hudopmupyer AMpEKTOpa, a MPH €ro OTCYTCTBUU — JAECKYPHOTO
aMUHUCTpATOpa O HECYACTHOM cCllydae, MPUHUMAET MEpbl MO OKa3aHUIO MEPBOM
MOMOILM OCTPAJABLINM, BBI30BE CKOPO METUIIMHCKOM MTOMOIIIH.

3.22. OcylecTBIISIET CBOIO JIESATEIBHOCTh Ha BBICOKOM IMPOheCCHOHAIBHOM
YpOBHE.

3.23. OGecneunBaeT COOMIOJEHUE YHMCTOTHI U TMOPSJKA Ha CBOEM paboyem
MECTe.

3.24. Ilpoxoaur B YCTAHOBIEHHOM 3aKOHOAATENLCTBOM Poccuiickoii
®denepanuu nopsiike oOy4eHHe U MPOBEPKY 3HAHUU M HABBIKOB B 00JIACTU OXPaHBI
TpYJla, UHCTPYKTAXKH 10 OXpaHe TPyAa U MOKapHOU OE30IaCHOCTH.

3.25. Cexkperapp coOmogaer YcraB u IlpaBuiia BHYTpEHHEro TpPyAOBOTO
pacnopsjika o0pa30BaTEIbHOTO YUPEXKICHUS, KOJUIEKTUBHBIA U TPYJIOBOM J0rOBOP,
a TaKXe JIOKAJIbHBIE aKThI ¥ MPUKa3bl PYKOBOIUTEIS.

3.26. CobOuromaet mpaBmiia OXpaHbl TPyAa, TOKAPHOUN U AJIEKTPOOE30MaCHOCTH,
CaHUTAPHO-TUTUCHUYECKHE HOPMBI W TpeOOBaHWS, TPYAOBYIO AHUCIUIUIMHY Ha
paboueM MecTe W pPEXKUM paloThl, YCTAHOBJICHHBIH B 00IIc00pa30BaTEIBLHOM
OpraHu3alMH.

3.27. Ilepuoaryecky MPOXOAMUT O€CIUIaTHbIE MEIUIMHCKHE OoO0cieqoBaHus,
MOBBIIIAET CBOIO MPOPECCUOHANBHYIO KOMIIETEHITHIO.

3.28. Cekperapro 3ampemniaeTcsi HCIOJIb30BaTh HEUCIPABHYIO MeOeb,
AIIEKTPOOOOPYIOBAHUE, SIEKTPONPUOOPHI, KOMIBIOTEPHYIO U HHYIO OPITEXHHUKY



win o0opynoBaHuE U MeOellb C SBHBIMU MpPHU3HAKAMU TOBPEXJIEHUS, KYpUTb B
MOMEIIEHUSAX U HAa TEPPUTOPUH 00111e00pa30BaTENLHON OpraHU3aIuu.

4. IIpaBa

Cekperapb IUpEKTOpa UMEET IPABO:

4.1. Ilonyyats MHpOpPMAIMIO, B TOM YHCIIE U KOHPUACHLNAIbHYIO, B 00bEME,
HEOOXOAMMOM IS PELLICHUS IOCTABJIEHHBIX 3a/1a4.

4.2. 3anpamuBaTh JMYHO WIM MO MOPYYECHHUIO TUPEKTOpa OT pPabOTHUKOB
0011e00pa3oBaTebHON OpraHU3aIlul MHPOPMAIUIO U JOKYMEHTHI, HEOOXOINMBIC
JUTSI BBITIOJTHEHUS! €T0 JOJIKHOCTHBIX 00S3aHHOCTEH.

4.3. TpeboBaTh OT aAMUHUCTPAIMH IIKOJIBI CO3JIaHUSI ONTUMAIBHBIX YCIOBUHN
JUISL BBITIOJIHEHUS CIIY>KEOHBIX OOSI3aHHOCTEH M COXPAaHHOCTU BCEX JIOKYMEHTOB,
00pa3yIoluXCcs B pe3ysibTaTe AesTeIbHOCTH CEKpeTaps.

4.4. ITppuHUMAaTh pELICHUS B IPEAEIax CBOCH KOMIETEHIINY.

4.5. Ha marepuaibHO-TEXHUYECKHE YCJIOBHUS, TpeOyeMmble ISl BBIMOJHECHUS
JOJDKHOCTHBIX  OOSI3aHHOCTEM cekperapsi, Ha oOecreueHue pabodero Mecra,
COOTBETCTBYIOIIIETO T'OCY/IapCTBEHHBIM HOPMATUBHBIM TPEOOBAHUSAM OXpaHbI Tpyaa
U TIO’KapHOM 0€30MaCHOCTH, a TAKKE YCIOBUAM, MPETyCMOTPEHHBIM KOJIEKTHBHBIM
JIOTOBOPOM.

4.6. 3HaKOMUTBCSI C MPOEKTAMU PELICHUN IUPEKTOPA, OTHOCSALIUMXCSA K €ro
npodeCCUOHAIBHOW  JIESTEILHOCTH, C JKajobaMu U JPYTUMHU JOKYMEHTaMH,
COJIEpIKaIllMMHU OILICHKY €ro padoThl, 1aBaTh MO HUM OOBSICHEHUS.

4.7. llpenoctaBisiTb AUPEKTOPY HA PACCMOTPEHUE TMPEIJIOKEHUS 0
YIYUYIIEHUIO NEATEeIIbHOCTH oOpa3oBaTenbHOI OpraHu3aluu U
YCOBEPIICHCTBOBAHUIO  CIIOCOOOB pabOThl IO BOMPOCAM, OTHOCSIIMMCS K
KOMITETEHIIUH CEKpeTapsi.

4.8. VYuacTtBoBaTb B paboTe OpPraHOB CAMOYIPABJICHHS JOLIKOJbHBIM
o0pa3oBaTeIbHBIM YUpEXKJIEHHUEM, B paboTe o00miero codpanus paOOTHUKOB, B
00CY)X/IEHUH BOIPOCOB, KACAIOIIMUXCS HCIOJHSIEMBIX CEKpETapeM JO0HKHOCTHBIX
00s13aHHOCTEH.

4.9. Ha w™opanbHOE H MaTe€pUabHOE TOOILIPEHUE, HArPAXKICHUS 10
pesynbTataMm MpodheCcCUOHATBHOM JEATEIbHOCTH, Ha COIHMAJIbHBIE TapaHTHUH,
MpEeAyCMOTPEHHBIEC 3aKOHOAaTEIbCTBOM Poccuiickon denepamuu.

4.10. Ha 3ammty cBoed mnpodeccuoHalbHONW YecTH W JOCTOMHCTBA. Ha
KOH(pHIEeHIIMAIBHOCTh CILyKE€OHOT0 paccienoBaHus, Kpome CIIyYaes,
MPETyCMOTPEHHBIX 3aKOHOATENILCTBOM Poccuiickoit @enepannm.

4.11. 3amumniaTh CBOM UHTEPECHI CAMOCTOSITEIHHO W/WIIHM Yepe3 MpeCTaBUTEII,
B TOM 4HCJE€ aJBOKara, B clydyae AUCIUIUIMHAPHOTO WA CIIYXeOHOTO



paccienoBaHus, KOTOPO€ CBS3aHO C  HAapylIEHHEM  CEKpEeTapeM  HOpM
PO eCCUOHATEHON ATHKH.

4.12. Cekperapb OUPEKTOpa IIKOJIBI UMEET WHBIE IMpPaBa, MPEIyCMOTPEHHBIE
TpynoBeim Kogekcom Poccuiickot @enepanuu, YcraBoMm, KosulekTHBHBIM
ZIOTOBOPOM, [IpaBuiamu BHYTPEHHETO TPYZIOBOTO pacnopsiaka
00111600pa30BaTeIbHON OpraHu3aIuy.

5. OTBeTCTBEHHOCTH
5.1. B npeaxycMOTpEHHOM 3aKOHOIATEILCTBOM Poccuiickoit  Demeparmu

HOpAAKE CCKPETAPh HECCCT OTBECTCTBCHHOCTD.

* 3a HENPaBOMEPHOE UCIIOIb30BAHUE MPEAOCTABICHHBIX JOJKHOCTHOU
MHCTPYKLMEN TIPaB ¥ MMOJTHOMOYHM, a TAKKE UCIIOIb30BAaHUE UX B JTUYHBIX LEIAX;

* 3a pasriameHue KOH(PUACHIHAIbHOM HWHGOpMAIMKM, T[OJIYYEHHOU B
pe3ysbTaTe BBINOJHEHHS JOJKHOCTHBIX OOSI3aHHOCTEH, MEPCOHANBHBIX JaHHBIX
COTPYJIHUKOB, OOYYAIOIMMUXCS M X POAUTENCH (3aKOHHBIX MPEJCTABUTENCH );

* 3a JIOCTOBEPHOCTh TMPEIAOCTABISIEMO WH(OOpPMAIIUU  UPEKTOPY, €€
CBOEBPEMEHHYIO MOJITOTOBKY;

* 3a HEOKa3aHWE WM HECBOEBPEMEHHOE OKa3aHUE MEPBOM MOMOIIHU
NIOCTpPaJaBUIEMy, HE CBOEBPEMEHHOE H3BEIICHHE WM CKpPBITUE OT JUPEKTOpA
IIKOJIbI HECYACTHOTO CIIyYas;

* 3a HecoONIOACHHWE MHCTPYKIMM IO OXpaHe Tpyla U TOXKapHOU
0e30I1aCHOCTH;

* 32 HApyLICHUE MOPSAKA ICUCTBUHN B CIy4ac BOSHUKHOBEHUS YPE3BbIYANHOU
CUTYAIIMH 1 DBaKyarliu B 0011e00pa30BaTeIbHOM yUPEKICHHH.

5.2. 3a HEUCNONHEHHWE WIM HapylIeHHe 0e3 YBaKUTEIbHBIX MPUYMH CBOMX
00s13aHHOCTEM, YCTaHOBJICHHBIX JIODKHOCTHOM WHCTPYKIIUEW CEKpeTaps IIKOJIbI,
VYcrara u [IpaBusn BHYTPEHHETO TPYJIOBOTO PACHIOPSIKA, 3aKOHHBIX PACHOPSKEHUN
PYKOBOJUTENS U UHBIX JIOKAJIbHBIX HOPMATUBHBIX aKTOB, PAOOTHHK IOJBEPraeTcs
JIUCIUITIMHAPHOMY B3BICKaHUIO cornacHo crtatbe 192 Tpynosoro Konekca
Poccuiickoii ®enepanuu. 3a Tpydoe HapylIeHHE TPYAOBBIX OOSI3aHHOCTEH B
KaueCTBE JUCIUILTHHAPHOTO HAKA3AHMS MOXKET OBITh TPUMEHEHO YBOJIbHEHUE.

5.3. 3a ucnoJsib30BaHHWE, B TOM 4YHCJIE OJHOKPATHO, METOJIOB BOCIIUTAaHUS,
BKJIFOYAIONINX (pU3NUECKOe U (MIJIM) TICUXOJOTUYECKOE HACUIIUE HaJ[ JUYHOCTHIO
00yyJaroIerocs, a Takke 3a COBEpIICHUE MHOTO aMOPaJIbHOTO MPOCTYIIKA CeKpeTaph
MOXET OBITh OCBOOOXKJEH OT 3aHMMAeMOM JOJKHOCTH CcOrIacHO TpyaoBomMy
Konekcy Poccuiickoit @enepanuu. YBOJbHEHNE 32 JAHHBIM MTPOCTYIIOK HE SIBIISIETCA
MEPOH JUCHUTUIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HecoOmoneHNe MpaBW W TPeOOBaHMI OXpaHbI TpyJa M TOKAPHOU
0€30MacHOCTH, CAHUTAPHO-TUTUEHUYECKUX TPABUI U HOPM CEKpETaph NMPUBIIEKACTCS
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K aIMUHHUCTPATUBHOW OTBETCTBEHHOCTH B MOPSIIKE U B CIy4asiX, MPEIyCMOTPEHHBIX
aIMUHUCTPATUBHBIM 3aKOHOJATEILCTBOM Poccuiickoit denepannu.

5.5. 3a mnpaBOHapylUIEHHUs, COBEPILICHHbIE B MPOIECCE OCYIIECTBICHUS
TPYIOBbIX (YHKIMI HECET OTBETCTBEHHOCTh B TMpefenax, OMpeAeICHHBIX
aIMUHHUCTPATUBHBIM, YTOJIOBHBIM U TPaXIAaHCKUM 3aKOHOJATEIHCTBOM
Poccuiickon @enepanum.

6. B3aumooTHomienusi. CBSI34 1O 10JZKHOCTH

6.1. Cekperapp BBINOJHIET pabOTy COTJACHO TpauKy, COCTABIEHHOMY C
yaetoM 40-uacoBoil paboueld HemenW, W  YTBEPKIACHHOMY JUPEKTOPOM
0011e00pa3oBaTebHON OpraHU3aIlnu.

6.2. Cekperapb CaMOCTOSITENIBHO IUJIAHUPYET CBOK JesTeNbHOCTh. [lnan
paboThI CEKpeTapsi COrNIaCOBBIBAETCS HEITOCPEACTBEHHO C JUPEKTOPOM.

6.3. [lonyyaer oT nupekTopa MKOIAb MHGOPMALMIO HOPMATHUBHO-IIPABOBOTO
XapakTepa.

6.4. OOmenuBaetrcsi wH(pOpPMAIMEHd IO BOIMPOCAM, OTHOCSAIIUMCSA K €r0
AESITeIbHOCTH, C aJAMUHUCTPALMEd U COTPYIHUKAMHM IIKOJIBI, UHPOPMHUPYET UX O
pEIICHUAX JUPEKTOpa, COBEIIAHUAX M 3aceJaHUsX, NEJAarornyeckux COBETax H
MHBIX MEPOTIPUSITUSIX.

6.5. BoBpems coolbmaer aupektopy o0 uHpopmaluu, TpHKaszax,
PACIIOPSDKEHUSAX U WMHOM JTOKYMEHTAIMU, MOCTYNUBIIEH II0 3JIEKTPOHHOW ITOYTE,
MHQOpMUPYET O HAMEUEHHBIX BCTpPEYAX, COBEUIAHUSAX U 3aCEJaHMSIX, HHBIX
MEPONPUITHSIX.

6.6. Coo011aeT TUPEKTOPY U €ro 3aMeCTUTENAM HH(POpMALINIO, TOIYYSHHYIO Ha
COBEILIAaHUAX, CEMUHAPAX, HETIOCPEICTBEHHO IOCIIE €€ MOTYUCHHUS.

6.7. UnpopMupyer AUpEKTOpa O BO3ZHUKIIMX TPYAHOCTIX M MpobieMax B
paboTte, 0 HemocTaTKax B oOecreyeHUuH TpeOOBaHMM OXpaHbl TpyAa U MOKApHOU
O0e3zonacHOCTH. BHOCHUT TpeNJIoKeHUs MO0 YCTPAaHEHUIO HEAOCTATKOB, IO
ONTUMH3ALMU CBOEH JACSATEIBHOCTH.

6.8. MWudbopmupyer 3aMmecTHTENs IUPEKTOpa MO  aJIMUHUCTPATUBHO-
XO3SIICTBEHHOM YaCcTH O HEIOCTATKAaX B KAHILENSPCKUX MPUHAAICKHOCTIX, OymMare u
MHBIX pAcXOJHBIX MaTepuajax, O TIOJJOMKax MeOenTu U OpITEeXHUKH, B
AIIEKTPOOOOPYI0BAaHUH, BOAOIIPOBOIHON U OTOMHUTENBHOM CUCTEMAX.

6.9. Bo BpeMs OTCYTCTBUS CEKpeTapsi ero 00s3aHHOCTU BBIMOIHSIET COTPYIHHUK,
UMEIoIUi Bce Tpelytoumecs MnpodeccuoHalbHble 3HaHUS, YMEHHUS W HaBbBIKH,
Ha3HAYEHHBIA  MpUKa3oM  jaupekTopa. JlaHHBIM  COTPYIHHUK  HpPHOOpETaeT
COOTBETCTBYIOIIME MpaBa M HECET IMOJIHYI0 OTBETCTBEHHOCTh 3a KaueCTBEHHOE
BBITIOJTHEHHE BO3JIO’KEHHBIX Ha HETO 00sI3aHHOCTEH.



7. 3ak/I10unTeIbHbIE MOJI0KEHUS

7.1. O3HakomiieHHE DPAOOTHHMKA C HACTOSLICH OJDKHOCTHOM HMHCTPYKIUEH
OCYIIECTBIISIETCS TIPH MpreMe Ha paboTy (110 MOAMMCAHUS TPYI0BOTO JOTOBOPA).

7.2. OmuH 3K3eMIUTApP TOJDKHOCTHOM WHCTPYKIIMHM HAXOIUTCSA Y IUPEKTOpa
IIKOJIbI, BTOPOM — Y COTPYIHUKA.

7.3. ®akt o3HaKOMJICHHSI PpaOOTHHMKA C HACTOSIMIEH  HMHCTPYKIUEH
MOATBEPKIAETCS MOANKUCHIO B AK3EMIUISIPE MHCTPYKIUHU, XPAHALIEMCS Yy TUPEKTOpa
oOpa3oBaTeNbHOM OpraHM3ali, a Takke B IKypHaJe O3HAKOMJICHUS C
JOJDKHOCTHBIMUA UHCTPYKITASIMH.

Jondcnocmuyro uHcmpykyuro papaboman: / /

C dondcnocmuou uHcmpyKyuetl 03HaKOMIeH (@), 00UH IK3EMAIAP NOJAYYUL (A) HA PYKU
« _» 202 T / /
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