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1. O0uue mo10KeHUst

1.1. Hacrosimmass mOJDKHOCTHAST MHCTPYKIHS pa3paboTaHa B COOTBETCTBUU C
[TpodeccuonanbupiM ctanmgapTom: 07.002 «Crnernuanuct mo opraHu3alliOHHOMY H
JOKYMEHTAIIMOHHOMY OO€CTIEUYCHUIO YTNPABJICHUSI OpPraHU3AlME», YTBEPKICHHBIM
NpUKa3oM MHHHUCTEPCTBA TPyJa UM COLMAIBHOW 3amuThl Poccuiickon denepannun
Ne276n ot 6 mas 2015 roma; ¢ yderom DenepanpHoro 3akoHa Ne 273-D3 or
29.12.2012r «O6 o6pazoBanuu B Poccuiickoit denepaumny; CII 2.4.3648-20
«CaHUTapHO-IMTUAEMUOJIOTHYCCKUE TPeOOBAaHUS K OPTaHM3AIUSAM BOCIUTAHUSA U
00yueHUs, OTJbIXa U 03JI0POBJIECHUS JIETEI»; B COOTBETCTBUU C TPyJOBBIM KOJIEKCOM
Poccuiickonn  @enepanun, YcTaBOM W JIpYyTMMM HOPMATUBHBIMH  AKTaMHU,
PEryJUPYIOIUMH TPYIOBbIE OTHOIICHUS MEXYy paOOTHUKOM U pabOTOAATENEM.

1.2. JlaHHass WHCTPYKIIMS OIpeeiseT IepedeHb TPYAOBBIX (QYHKIUNA U
00sI3aHHOCTEW  cekpeTaps, a Takke ero IpaBa, OTBETCTBEHHOCTb U
B3aMMOOTHOIICHUS 10 JOJKHOCTH B KOJIJIEKTUBE 00pa30BaTEIIbHONM OpraHU3aIliH.

1.3. Cekperapp Ha3Ha4yaeTCsd W OCBOOOXKIAETCS OT JOJDKHOCTH IPUKA30M
JUpeKTOopa 0011e00pa3oBaTeIbHOM OpraHu3aldd B TOPSAKE, YCTaHOBJIEHHOM
TpynoBeiM komekcom Poccuiickon ®enepanii ¥ TPYAOBBIM  JOTOBOPOM
(KOHTPAKTOM) ¢ pAOOTHUKOM.

1.4. Ha BpeMs oTIycka M BPEMEHHOW HETPYAOCHOCOOHOCTH CEKpeTapsl ero
00sI3aHHOCTH MOTYT OBITh BO3JIOKCHBI Ha JEIOMPOU3BOAUTEIS WM JIPYTrOro
COTpyJIHHKA 00IIe00pa3oBaTeIbHOM  OpraHu3aluu. BpeMmeHHoe HCIOJIHEHHE
00s13aHHOCTEW B JAHHBIX CIy4asX OCYIICCTBIISCTCS COTJIACHO MPUKaA3y JUPEKTOPA,
M3aHHOTO C coOmojeHuemM TpeboBanuit TpymoBoro kojekca Poccuiickoit
denepanumu.

1.5. Ha 1omkHOCTB cekpeTaps TPUHUMACTCS JTUIIO:

* uMewIIee Bbiciiee oOpa3oBaHMe - 0OakajmaBpuaT WIH  CpeaHee
npodeccroHansHoe 00pa3oBaHWE MO MPOTPpaMMEe TMOATOTOBKH CIEIUATHCTOB
CpEIHEeTro 3BEHa, JOTOIHUTEIbHOE MTpodeccHoHabHOE 00pa30BaHue;

* C ONBITOM  BBIMOJHEHUS  pabOT 1O  OpPraHU3alUOHHOMY U
JOKYMEHTAIIMOHHOMY OOECIICUCHUIO JIEATCIbHOCTH PYKOBOJMUTEINS MPU CPEIHEM
npodecCUOHAIbBHOM 00pa30BaHUM HE MEHEE JIBYX JIET;

* COOTBETCTBYIOIIIEE TpeOOBaHUSIM, KacaromuMcst TIPOXOKICHUS
MpeBAPUTENILHOrO (TIPU MOCTYIJICHUU Ha Pa0dO0Ty) U MEPUOANUYCCKUX METUITUHCKUX
OCMOTPOB,  BHEOYEPEIHBIX  MEIUIMHCKHX  OCMOTPOB IO  HAaMpPaBJICHUIO
paboroaarens, 00sS3aTeIbHOTO MICUXUATPUUECKOTO OCBUICTEIBCTBOBAHUS (HE pexke
1 pa3za B 5 ner), npodeCcCHOHATBPHOW TUTUEHWYECKON TMOJATOTOBKH W aTTECTAIMH
(mpu mpuemMe Ha paboTy W Aaynee He pexe |1 pa3a B 2 roja), BaKI[MHALIUM, a TaK¥Ke
UMEIoIee JIMYHYI0 MEJIUIMHCKYIO KHIDKKY C  pe3yibTaTaMH MEIUIIMHCKUX
oOciieoBaHNil U J1aOOPATOPHBIX HCCIEIOBAHUM, CBEAECHUSIMH O TPUBUBKAX,



MEPEHECEHHBIX NHPEKIIMOHHBIX 3a00I€BaHUIX, O TPOXOKACHUN TPO(HeCcCHOHATEHON
TUTMEHUYECKON MOJTOTOBKU U aTTECTAIlUU C JOIYCKOM K padoTe;

* HE UMEIOIIee OrPaHUYCHUN Ha 3aHATHE TPYAOBOH AESITENBHOCTBIO B cdepe
o0pa3oBaHHusl, U3I0XKEHHBIX B cTarbe 351.1 «OrpannyeHus Ha 3aHATUE TPYIOBOM
NEATEIbHOCTHIO B chepe oOpa3oBaHu, BOCITUTAHMUS, pa3BUTHA
HECOBEPIICHHOJIETHUX, OPraHU3alid UX OTAbIXa W O3JI0POBJICHUS, MEIUIMHCKOIO
oOecrieueHus, COIMAIBHOW 3allUThl U COLMAIBLHOrO OOCHyKuBaHUS, B cdepe
JNETCKO-IOHOIIECKOT0  CIOpTa,  KyJAbTYphl M HMCKyCCTBA C  Y4acTHEM
HECOBEPUICHHOJIETHUX» TpyioBoro kojaekca Poccuiickoit denepannu.

1.6. Cekpetapb MOAYUHSIETCS HEMOCPEIACTBEHHO TUPEKTOPY
0011e00pa30BaTeIbHON OpraHU3aIiH.

1.7. B cBoeil AeATENbHOCTU CEeKpeTapb pyKoBoicTByeTcss Koncturynuein u
3akoHamMu  Poccuiickon ~ ®Depepaunn, ykazamu lIpe3umpeHra, pemeHUsAMHU
[IpaButenscTBa Poccuiickoit denepanvivi 1 OPraHoB YIIpaBIeHUs 00pa30BaHUs BCEX
YPOBHEW IO BOIPOCAM, KAaCAKIIMMCS €ro TPYIOBOH MAEATEIBHOCTH, TPYIOBBIM
JIOTOBOPOM MEXAY PaOOTHUKOM U pyKOBoAMTENEM. Takike, ceKperapb JAMPEKTOpa
PYKOBOJICTBYETCS:

* AJMUHUCTPATUBHBIM, TPYJOBBIM U XO3SUCTBEHHBIM 3aKOHOJATEIHLCTBOM
Poccuiickon denepanumy;

e CII 243648-20 «CaHuTapHO-3IUAEMHUOJIOTUYECKUE TpeOOBaHUS K
OpraHu3alMsIM BOCIUTAHUS U OOYYEHHs, OTAbIXa M O3JOPOBICHUS JETeH u
MOJIOJIEKI;

* OepnepanbHbiM  3akoHOM Ne273-O3 «O6 oOpazoBanun B Poccuiickoii
denepanuny;

* [OCTAHOBJICHUSIMU, PACTIOPSIKEHUSIMU, TPUKA3aMU U UHBIMHU PYKOBOSIIIUMU
Y HOPMAaTUBHBIMH IOKYMEHTaMHU, OTHOCSIIIUMHUCS K BECHUIO JIETONPOU3BOJICTBRA;

* CTaHAapTamMu YHU(DUIIUPOBAHHOM CUCTEMBI OpraHU3alMOHHO-
pacrnopsauTEeNbHON JOKYMEHTALINY;

* mpaBuiamu opdorpadun u MyHKTyaIuu;

* mpaBujamMu pabOThl HA KOMITBIOTEPE U UHOM OPITEXHUKHU;

* [paBWJIAMU MU HOPMaMH OXpaHbl TpyZAa, MPOU3BOACTBEHHON CaHUTApUHU U
MoXapHOi 0€30MaCHOCTH;

* KonBenuueit o npaBax peOeHKa.

* VYcTaBOM U JIOKaJIbHBIMU aKTaMu, B TOM uuciie [IpaBuinamMu BHYTPEHHETO
TPYIOBOTO paclopsjiKa, IPUKa3aMU U PACTIOPSKEHUSIMU JUPEKTOPA IIKOJIBI.

1.8. Cekperapb JIOJDKEH 3HATH:

* BH/JIbI IOKYMEHTOB, UX Ha3HAYCHHUE;
* BHJIbI HOMEHKJIATYp, O01IMe TpeOoBaHUsI K HOMEHKIIAType JIeT,
* IpaMMaTHYECKUE MPABUIIA PYCCKOTO S3bIKA;



* JICMCTBYIOLIUE MPABOBBIE AKThl, HOPMATUBHO-METOJIUYECKUE TOKYMEHTHI,
rOCy/IapCTBEHHbIE CTaHAAPTHI, OMPEICIAIONINE TOPSIAOK JOKYMEHTAMOHHOTO
oOecrieueHus yupaBieHUS;

* JIJIOBOM IIPOTOKOJ;

* UHCTPYKIUHU MO JEIONPOU3BOACTBY U JAPYTHMM JIOKaJIbHBIM HOPMATHBHBIM
aKTaM, yCTaHaBJIMBAIOIIKM MOPSIIOK peaan3alyy YIpaBICHUYECKUX MPOLEAYD;

* HCTOYHMKH YyTpaBlieHYECKON nHpOpMaIuy;

* KJIaCCHU(pUKALHUIO YIpPaBICHYECKOW HH(OpPMAINK, BHIbI YIPaBICHUYECKOM
uHpOpMaIny;

* KOMIUIEKC OPTraHM3alMOHHO-TEXHUYECKUX MEPONPHUATUH MO MOATOTOBKE H
MIPOBEJICHUIO COBEIIAHUI U NIEPETOBOPOB,;

* METOAMKY 0TOOpa MCTOUHUKOB MH(POPMAIINH;

* MeToAapl 00paboTkM uHPOpMaUMu C [PUMEHEHHEM COBPEMEHHBIX
TEXHUYECKUX CPEACTB KOMMYHHUKAIIUI U CBSI3U, BBIYMCIUTEIbHON TEXHUKH;

* HOpPMaTHBHBIE IPaBOBBIE AKThl, HOPMATUBHO-METOJUYECKHE JIOKYMEHTHI,
rOCy/IapCTBEHHBIE CTAaHAAPTHI, OMPEICIAIONINE TOPSAOK JTOKYMEHTAIMOHHOTO
oOecrieueHus ynpaBieHUs;

e 00mue TpeOOBaHUSA K CPOKaM HCIOJHEHUS JOKYMEHTOB M KOHTPOJIbHBIM
GYHKIUSAM CITy>KOBI TOKYMEHTAITMOHHOTO 00€CTICUCHUS;

* OCHOBbl aJMMHHUCTPATHMBHOIO TIpaBa U TPYIOBOTO 3aKOHOJATEIbCTBA
Poccutickon ®enepanuuy;

* OCHOBBI JOKyMEHTHO! JTUHTBUCTUKH;

* OCHOBBI TPAaBWJIHHOW OpraHW3alMM TPyJa W METOIbl MOBBIIICHUS €ro
3 PEeKTUBHOCTH;

* OCHOBHI YIPaBIICHUSI BPEMEHEM;

* 0COOEHHOCTH O(OpPMIICHUS IJIAHUPOBINHUKA (HA JIEKTPOHOM U OYMaKHOM
HOCUTENSX);

* ocoOenHoctd  (dopmMupoBaHus ~0a3  JAaHHBIX B 00pa30BaTEIbLHOM
YUPEXKICHUY;

* TOpAAOK OQopMIIeHHS TOKYMEHTOB [UIsi KOMAaHIWPOBKH U OTUYETHBIX
JOKYMEHTOB 10 KOMaHAUPOBKaM PaOOTHHUKOB IITKOJIHI,

* TOPSAAOK pabOTHI C JOKYMEHTaMH, CXeMbI JOKYMEHTO000POTa;

*  mopsaoK GopMUpoBaHUS U OPOPMIIECHUS AL

* TpaBWIa BEJEHUS, MOJATOTOBKM M O(OPMIIEHHS TMPOTOKOJNA M JAPYTUX
JOKYMEHTOB, CO3/JaBa€MBIX B MPOIIECCE MOATOTOBKH COBEIIAHUN MTPU TUPEKTOPE;

* TpaBWJIa BbIJIAYHM U UCIIOJIb30BAaHUS JOKYMEHTOB U3 CPOPMUPOBAHHBIX JEIT;

* TIpaBWJIA JAETOBOTO OOIIEHUS, IETOBOTO ITHKETA,

* TpaBwWia JOKYMEHTAI[HIOHHOTO obecrnieyeHus JeSITeTbHOCTH
00111e00pa3oBaTebHON OpraHU3ally;



* TpaBWjia 3aMUTHl KOHQUICHIIMATEHON H()OPMAINH;

* TpaBWIa OpPraHU3allMd KOHTPOJS HCIOJHEHHUS JOKYMEHTOB W THUIIOBBIC
CPOKHU UCTIOTHEHHSI TOKyMEHTOB;

* TpaBWJIa OPTaHU3AIMU MTPHEMa IMOCETUTENICH B IIKOJIE;

* MpaBujia TMOATOTOBKM W Tepelayd Jied B apXuB 0o0pa3oBaTeIbHOM
OpraHu3allly;

* MpaBuJIa NOJJEPKaHUS U PA3BUTHUS MEAKITMUYHOCTHBIX OTHOLICHUH;

* TpaBHJIa TOJIMUCAHUS U YTBEPKACHUS TOKYMEHTOB;

* mpaBuia pabOThHl €  BXOMANIUMH, HWCXOMSIIUMH W  BHYTPEHHUMH
JOKYMEHTaMU;

* TIpaBHJIA PEUEBOTO ITUKETA;

* [MpaBUjia CEPBUPOBKU YAWHOTO (KOPEHHOr0) CTOJIa, MPUTOTOBICHUSA H
M0JIaYu TOPSYNX HAIMUTKOB;

* [paBuUJIa COIJIACOBAHMS JIOKYMEHTOB IIKOJIbI (BHYTPEHHETO U BHEIIHETO);

* [paBWJa COCTABJICHUS aHAJTUTHYECKUX CIPABOK MO KOHTPOJIO HCTIOIHEHUS
JOKYMEHTOB;

* MpaBUJia COCTaBJIEHUA U OQopMieHUs HUH(OPMAIIMOHHO-CIIPABOYHBIX,
YIPaBIEHYECKUX JOKYMEHTOB U CIYKEOHBIX MHCEM;

* MpaBWJia COCTaBJICHHWS OPraHU3AIMOHHBIX  JOKYMEHTOB  (IIPUKAa30B,
TIOJIOXKCHUN, HHCTPYKITHH);

* MpaBWjia  yCTAHOBJIGHHUS  KOHTAKTa, TMOJJECpXKaHUS U  Pa3BUTHUSA
MEXJIMYHOCTHBIX OTHOIICHU;

* TpaBWJIa XpaHEHWS e, TPUKa3oB, B TOM YHCIE JOKYMEHTOB
OTPaHUYEHHOTO JIOCTYTIA;

* TIPaBOBBIE OCHOBHI yMpaBlieHUs (OCHOBBI a/IMUHUCTPATUBHOTO, TPYIOBOTO H
TPaKJAHCKOTO MpaBa);

* TIPUHIUIIBI U NTPaBUJIA TUTAHUPOBAHUS Pab0Yero BpeMeHU;

* TPUHIUIBI, CMOCOOBI WHMOPMUPOBaHUS PAOOTHUKOB 0OOPA30BATEIHLHOTO
YUPEKICHHUS,

* PYKOBOJSIIUI COCTaB MIKOJIBI U €€ TIOpa3AeIcHH;

* CHCTEMBI 3JIEKTPOHHOTO TOKYMEHTO000POTa;

* COBpeMeHHbIC HH()OPMALIMOHHBIE TEXHOJIOTUN PAOOTHI C TIOKYMEHTAMU;

* COCTaB OPraHMU3al[MOHHOW TEXHUKH, €€ YCTPOMCTBO U MOPSIOK pabOThI C
HEH;

* crnenu(puKy OCHOBHOM AESITENbHOCTH 00111e00pa30BaTeIbHOM OpraHu3aluy,

* CTaHIapThl U PEKOMEHAALNU IO 000PYAOBAHUIO TOMEIICHUS TPUEMHOM;

* CTPYKTYpy IIKOJBI, TOPSIOK B3aMMOICHCTBHS TOIpPA3ACICHUN W CITYKO,
pacnpezenenue GyHKIINH MEXKIY CTPYKTYPHBIMH MOAPA3IEICHUSIMU;



* (QyHKIUHU, 3aJa4d  00IIeo0pa3oBaTeIbHOW OpraHW3aIliu, €€ CBS3H II0
BEPTHUKAIHM U TOPU3OHTAIH;

* HaNpaBIICHUS JEATCIBHOCTH IIKOJBI W KOMIICTCHIIMA CTPYKTYPHBIX
M0JIpa3/ICJICHUI M TIOJPKHOCTHBIX JIHII,

e 0o0pas3ipl MOAMKCEH JIMII, UMEIOMUX IPaBO IMOAMMCAHUS U YTBEPIKICHUS
JOKYMEHTOB, i OTPAaHMYEHHUS UX 30H OTBETCTBEHHOCTH;

* TeneOHHBIE KOHTAKThI JUPEKTOPA MIKOJIbI;

* TpeOOBaHMs OXpaHbl TpPyAa, NMPOWU3BOJCTBEHHOW CaHUTApUH, ITOXKAPHOH
0e30MacHOCTH;

* TpecOOBaHMs, TMPEAbABIAEMbIE K JOKYMEHTaM B  COOTBETCTBUHU C
HOPMAaTUBHBIMH aKTaMH U TOCYJIAPCTBCHHBIMU CTaHIapPTAMU;

* TpeOOBaHMs, IPEABABIIECMBIC K YIIPABICHYECKOW HH(POPMAIINH;

* (opMBI IPeAOCTABIICHHS YIIPaBICHUYCCKON HHPOPMAIINH;

* (DYHKIIMM CAMOMECHEIPKMCHTA;

* 3THKY JCIIOBOT'O OOIICHHUS, STUKET.

1.9. Cekperapb JOKEH YMETD:

* AHAJIM3WPOBATH MPUYMHBI HEBBITIOJHEHUS 3a71a4;

* BECTH M HCIOJIB30BaTh B paboTe 0a3zy MaHHBIX TeIe(POHHBIX KOHTAaKTOB
JTUPEKTOPa IIKOJIbI;

* BECTH CPOKOBYIO KapTOTEKY;

* BECTM YYETHBIE pErUCTPallMOHHBIE (OPMBI, UCHOJB30BATH WX JJIA
MHPOPMAITMOHHON paboThl M pabOThl MO KOHTPOJIO MCIOJHEHUS PELICHUH Hu
MPUKa30B IUpEeKTOpa 0011e00pa3oBaTeIbHON OpraHu3alliu;

* BHOCHUTbH M OTCJICKHBATh MH(POpPMAILMIO HA AJIEKTPOHHOM /WU OyMaKHOM
HOCHTEJIE;

* BBIOMpPATHh ONTUMAJbHBIE CIIOCOOBI MHGOPMHUPOBAHUS PAOOTHUKOB IIKOJIBI,
oOydarolmuxcsi U HUX poJauTeNeld (3aKOHHBIX IMPEICTABUTENEH), BBILIIECTOSIINE
OpraHU3alMU O TUTAHUPYEMBIX MEPOTIPUITUSIX;

* BBIOMPATH ONTUMAJILHBIN PUTM PabOTHI;

* JIOKYMEHTHpPOBATh pa3HbIC ATambl MPOLETYpPHl MOATOTOBKA M TPOBEIACHHUS
COBEIIaHNH,

* HCIOJIb30BaTh COBPEMEHHBIE CpeacTBa cOopa U 0OpadOTKU KOHTPOIBHOM
uH(popmanuu;

* HCIOJB30BaTh COBPEMEHHbIE TEXHOJIOTUU cOOpa U nepenadn nHpopmanuu;

* HCHOJB30BaTh CIPABOYHbIE PABOBBIE CUCTEMBI;

* WCIIONB30BaTh CPEICTBA KOMMYHUKAIIUU JJIsi TIEpelayu  MOpy4YeHUH
TUPEKTOpPA IIKOJIHI,

* WCIOJB30BaTh CPEJICTBA KOMMYHHKAIITMOHHON OPITEXHUKH IS TIOTYYCHHS U
nepenayu nHGoOpMaIu;



* WCIONB30BaTh YCTAHOBJICHHBIC TPABWIA M TPOLETYPHl KOMMYHHUKAITUU
BHYTpPH 00111€00pa30BaTEIHLHON OPTaHU3AIUY;

* UCHONB30BaTh OQUCHBIA MakeT (TEKCTOBBI pENaKTOp, DSICKTPOHHbBIE
TaOIUIIbL, TPE3CHTALUN );

» oOecrne4ynBaTh UH(HOPMAIMOHHYIO 0€30MMacHOCTh JCSITEILHOCTH
o0pa3oBaTebHON OpraHu3allny;

» o0ecrneunBaTh KOH(DUICHIIMAILHOCTD B IPUEMHON U KAOMHETE TUPEKTOPA;

* oOecrneunBaTh pabOTy MPUEMHON AUPEKTOPA BO BPEMsI €70 OTCYTCTBUS;

* obecrmeunBaTh COXPAHHOCTHh JOKYMEHTOB, XPAHAIIUXCS B TPUEMHON H
KaOWHETe TUPEKTOpa 001Ie00pa30BaTEIHPHON OPTraHu3aIliH;

* OKa3bIBaTh MOMOIIb JUPEKTOPY IIKOJBl B PACHpeleIeHUH €ro padbodero
BpPEMCHH,

* ONpEeNeNsiTh MPUOPUTETHOCTH W OYEPEIHOCTh BBIMOJHEHUS paboT U
s (PexTUBHO pacnpenesaTh padouee BpeMms;

* OpraHu3oBBIBATH M  00OECNEeYMBATh JIMYHBIE KOHTAaKThl JIUPEKTOpA
00pa3oBaTeILHON OpraHU3alllu;

* OpraHM30BBIBATH MPOIIECC TMOATOTOBKH K TPOBEICHUIO COBEIIAHUS IIPH
TUPEKTOPE;

* OCYIIECTBISATh KOHTPOJb UCIIOJHEHUS TOPYUYCHUN TUPEKTOpa paOOTHUKAMHU
IIKOJIBI,

* OCYIIECTBISATH 00paOOTKY U CTPYKTYpUpOBaHUE HHGOPMAIINH;

* OCYIIECTBIISITh pPaclevyaTblBAHUE U KCEPOKOITMPOBAHUE,

* OCYHIECTBISITH MPOBEPKY TOCTOBEPHOCTH, MOJHOTHI U HETIPOTUBOPEUNBOCTH
JTAHHBIX, UCKITIOUEHUE YO0 IMpoBaHus HHPOPMAIIUH;

* OCYIIECTBISITH pETUCTpALIHIO, HaKOTIJIEHUE u nepeaayy,
CUCTEMATU3UPOBAHHOE XpaHEHUE U Bblauy nHpopMaluu B TpedyeMoit popme;

* OCYHICCTBIIATH cOOp, 00paboTKy wuHMOpPMALMK, HEOOXOAUMOM IS
JUPEKTOpa IIKOJbI, €€ aHallu3 B COOTBETCTBHU C TpPEOOBAHUAMH KPaTKOCTH,
YETKOCTH  (DOPMYITUPOBOK, CBOEBPEMEHHOCTH  TMOCTYIUICHUSA, TOYHOCTU W
JOCTOBEPHOCTH, ONTHUMAIBHOCTH CHCTEMAaTH3allii, HEMpPephIBHOCTH cOopa W
00paboTKH;

* OCYHIECTBIISITh CUCTEMATHU3AIIMIO TOTYYaeMbIX U MepelaBaeMbIX JaHHbIX;

*  0hOpMIIATh KOMAaHIUPOBOYHBIE TOKYMCHTHI;

* OIICHUBATH PE3YJIHTATHI B PaMKax MOCTABJIICHHBIX 3a7a4;

e TmepedaBaTh HMH(POPMAILUIO, JOKYMEHTHI M MaTepualbl Y4aCTHUKAM
COBEIMIaHUS TIPU TUPEKTOPE;

* [IeyaTaTh M PEIAKTHPOBATH TEKCTHI CITYKEOHBIX JOKYMCHTOB;

* MO0JIb30BaThCA NMEepUPEPUNHBIMU YCTPOMCTBAMHU U OPTTEXHUKOM;

* T0JIB30BaTHCS YHU(UIIUPOBAHHBIMHU (POPMaMH IOKYMEHTOB;



* II0JIb30BATHCS DJIEKTPOHHOM NIOYTON;

* TPEIOCTaBIIATH JAHHBIE B €IMHOM U yIOOHOM JJisi BOCIpUsATHUS hopMaTe;

* TPUMEHATH B COOTBETCTBUU C HA3HAUYEHHWEM CPEICTBAa OpPraHU3aI[MOHHOM
TEeXHHUKH, KaHIIEJIIPCKUE TPUHAICKHOCTH;

* TPUMEHATh HH(POPMAITMOHHO-KOMMYHUKAIMOHHBIE TEXHOJIOTUH;

* TPUMEHSATDH CIIOCOOBI IETIOBOTO OOIIEHUS;

* TPUHUMATH MEPHI M0 PA3PEIICHUIO KOHPIUKTHBIX CUTYyaIUH;

* TOpPOU3BOAWTH  MOATOTOBKY  Jel  JJid  Tepeiadyd B apxuB
o011e00pa3oBaTeIbHON OpraHU3alllH;

* TPOU3BOAMUTH MOUCK MH(POpMaIHU B 6a3axX JaHHBIX, BECTH HHPOPMAITMOHHO-
CIPaBOYHYIO pabOTy HAa OCHOBE Pa3IMYHBIX KOMOMHAIINI MOMCKOBBIX MPU3HAKOB;

* paboTaTh C TMEpPCOHATbHBIM KOMIIBIOTEPOM (HOYTOYKOM), KaTajoramu
(mankamu) u danIaMu, CKaHEPOM;

* paboTaTh C BXOMAMAIICH, UCXOIAIICH, BHYyTPEHHEH TOKYMEHTAIIUECH;

* pabotarb ¢ wuHboOpManuel, aHAIU3UPOBATh W NPEJICTABIATH €€ B
CHUCTEMaTU3UPOBAHHOM BHUJIE, B BUJI€ CBOJHBIX JJOKYMEHTOB,

* paboTaTh CO BCEW COBOKYITHOCTHIO HH(POPMALMOHHO-AOKYMEHTALIMOHHBIX
pecypcoB 00pa3oBaTeNbHON OpraHU3alNY;

* pa3pabaThiBaTh HOMEHKJIATYpy [Jel IIKOJbl C YYETOM JEHCTBYIOIUX
HOPMaTHUBHO-METOJINYECKUX JJOKYMEHTOB;

* paccTaBiIATh NPUOPUTETHI, BBIIEIATH BAXKHOE U CPOYHOE;

* CrjaXuBaThb KOH(DJIUKTHBIE U CIIOXHBIE CUTYyallUM MEXJINYHOCTHOTO
OOIICHUS,

* CcepBUpPOBATh YaiHbIN (KO(EHHBIN) CTOI BO BpeMsl MPOBEAEHUs Ko(de-mnays3;

* c00JII0IATh CITYKEOHBIN 3TUKET, MPaBHJIa JEJI0BOI0 3TUKETA U MPOTOKOJIA;

* CO03/aBaTh UMHU/DK CEKpeTapsi, COOTBETCTBYIOIINNA UMUKY IIKOJIBI;

* co3laBaThb M NOJJCPKUBATH MOJIOKHUTEIbHBIA MMHIK 00pa30BaTEIbHOMN
OpraHu3aluy;

* CO3/1aBaTh yCJIOBHs, oOecnieunBaroiye 3 HEeKTUBHYIO paboTy AUPEKTOPa;

* COCTaBIAAITh U O(OPMIIATH HOPMATHUBHBIE aKTHI, OpPTaHHU3AI[MOHHBIE U
METOJINYECKUE IOKYMEHTHI, CBOJHBIC, OTYETHBIE, CTATUCTUYECKHE TOKYMEHTHI,

* YIOpaBJsATh KOHPIUKTAMU;

* yCTaHaBJIMBATh LEJIH, ONMPEAEIATh UEPAPXUIO LIEITICH;

* YYUTHIBATH IICHUXOJOTHYECKHE OCOOEHHOCTH JHMYHOCTH MpPH Pa3IUUYHbBIX
BHJIaX TTPOECCHOHATILHOTO OOICHHS,

* BBIOMPATHh U OOPMIIATH IIAHUPOBIIIHK;

* ¢dopmupoBath U O0GOPMISATH Jiela B COOTBETCTBUM C YTBEPKIACHHOU
HOMEHKJIaTypo# aen o01ieo0pa3oBaTeIbHON OpraHU3aliH.

1.10. Cekperapp AOKEH 3HaTh M COOJIIOJAaTh YCTAHOBJICHHbBIE MpPaBHIIa U



TpeOOBaHUS OXpaHbl TPyJa U MOKapHOM 0€30MacHOCTH, MPaBUiIa JINYHOU THTUEHBI U
TUTHEHBI TpyAa B 00pa30BaTEIbHOM YUPEXKICHUU.

1.11. CekpeTapb 10DKEH IPOUTH 00yUeHUE U UMETh HABBIKM OKa3aHUs MEPBOU
MOMOIIM TocTpaaaBmuM, cobmonate Konsennuto OOH o mpaBax peGeHka, 3HAThH
MOPANOK JEUCTBUUA TMPU BO3HUKHOBEHUU II0Kapa WM WHOW YPE3BbIYANHOU
CUTYallMM U 3BAKYaIINH.

2. TpynoBbie pyHKuMHU
OcHOBHBIMU MPYOOBLIMU PYHKYUIMU CeKpemapsi AGIAIOMCSL:
2.1. Opraam3aloHHoe, JJOKYMEHTAIMOHHOE U MHMOOPMAIIMOHHOE 00ECIEUEHUE

ACATCIIbHOCTU AUPCKTOPA MIKOJIBI.

2.1.1. Oka3zaHue MoMOITY JUPEKTOPY B IUIAHUPOBAHUU PabOUero BPEMEHH.

2.1.2. [InanupoBanue paboyero JHs CEKpeTaps.

2.1.3. Opranuzanus TeneOHHBIX IIEPErOBOPOB IUPEKTOpA
00111e00pa3oBaTeNbHON OpraHu3alluu.

2.1.4. Opranuzarusi paboThl ¢ TOCETUTESIMHA B IPUEMHON JUPEKTOPA.

2.1.5. Opranu3aius mOArOTOBKH MEPOIIPUSATHI C yIaCTHEM TUPEKTOPA.

2.1.6. Opranuzanus HCTOJHEHHUS] PEIICHUH ¢ OCYIIECTBICHUE KOHTPOJI
UCIIOJIHEHUS TIOPYUYEHUN JTUPEKTOPA.

2.1.7. Opra#uzanudsa ©  HOOJJEpKaHUE  (PYHKIMOHAIBHOTO  paboyero
IPOCTPAHCTBA MIPUEMHOM U KaOMHETa TUPEKTOpA.

2.1.8. CocraBnenue u opopMiieHUE YIPaBICHYECKON JOKYMEHTAIIHUH.

2.1.9. Opraam3aius paboThI ¢ JOKyMEHTAMHU B TIPUEMHOM TUPEKTOPA IIKOJIBI.

2.1.10. Opranuzanus XpaHeHus: JOKYMEHTOB.

2.1.11. ObGecneuenue aupekTopa oOIIEO0Opa30BATEIBLHON  OpTaHHU3AIUH
uHbopMaIuei.

2.1.12. Opranuzanusi HHPOPMAIIMOHHOTO B3aUMOJCUCTBUS JUPEKTOpa C
pabOTHUKAMHU.

2.1.13. Opranu3zanusi KOMaHIUPOBOK TUPEKTOPA U COTPYTHUKOB.

3. 1o/12KHOCTHBIE 00SI3AHHOCTH CeKpeTaps
3.1. B pamkax TpynoBo¥ (DyHKIHMM OKa3aHHS IOMOIIW TUPEKTOPY IIKOJBI B
IJIaHUPOBAHUH PA0OYEro BPEMEHH:

* uHbOpMHUpPYET IUpEeKTOpa 00pa3oBaTEIbHOM OpraHU3allMd O PErIaMeHTe
HAMEYECHHBIX BCTPEY, COBEUIAHUM W 3aCEJaHHUM, MNEeAAaroru4eCcKuX COBETOB,
OOUIEIKOJIBHBIX U UHBIX MEPOIPUSITHIA;

* TMpEeAyNpeXJaeT O MNPUOJMKEHUHM BPEMEHUM HAMEUYEHHBIX MEPONPUITHH,
COTJIACOBBIBAET BPEMEHHBIE ILJIAHBI,



* COIJIACOBBIBAET  TEJE(POHHBIE  TEPEroBOPHl  C  MIPEICTABUTEISIMU
BBIIIECTOSIIIMX ~ OPraHM3alfii, C TOMEYUTENAMU, PYKOBOJUTEISAMU  HMHBIX
00pa30BaTENbHBIX YUPEKIACHUI;

* COIJIACOBBIBACT BCTPEUM M MEPONPUITHS C COTPYAHUKAMH IIKOJIBI U
IpOQCOIO3HBIM KOMHTETOM, C PpOAUTEISIMU U POJTUTEIBCKUM KOMHUTETOM,
PYKOBOJIUTEIISIMU METOJAWYECKHX OOBEIUHEHHUN, C COBETOM YYalllUXCs U WHBIMHU
COBETaMH U KOMHTETaMH 00111e00pa3oBaTeIbHON OpraHu3allii;

* (dopMupyeT pe3epB BpEMEHU /7Sl HEPEABUACHHBIX CUTYaIIUN;

* BHOCHT MH(OPMALIKIO B IJIAHUPOBIIMK (OpraHaiizep).

3.2. B paMkax Tpy/10BOo# QYHKIINY MITAHUPOBAHMS paOOYEro JIHs CEKpeTaps:

* COIJIaCOBBIBAET IUIAHBI C IUIAHAMH M CpPOKaMu padoThl JHUPEKTOpa
o011e00pa3oBaTeIbHON OpraHU3aliy;

* pacmpenenseT pabouee BpeMs (Ha 1€Hb, HEJIENIO, IEPCIEKTUBY);

* TIEPEHOCHUT HEBBINIOJHEHHbIE 3allJIaHUPOBAHHbIE 3a/]a4H;

* BBINOJHAECT TUITMYHbBIE €KETHEBHBIC JI€IA;

e BbIOMpAET U 0OPMIISET IJIAHUPOBILMK CEKPETaps;

* BEJCT AHEBHHUK (Ha AJIIEKTPOHHOM U /UK OYMa>KHOM HOCHUTEJE).

3.3. B pamkax TpyaoBoW (YyHKIIMK OpraHW3aluu Teae(OHHBIX MEPETOBOPOB

OUPEKTOopa.
¢ BCICT 633}7 TGJ'IG(l)OHHBIX KOHTAKTOB PYKOBOOUTECIIA MIKOJIBI,

* COCIUHSICT JMPEKTOpa OOpa3oBaTEIBLHOM OpraHu3allid ¢ KOHKPETHBIMU
a0oHEeHTaMU,

* PETHCTPUPYET MOCTYIAIIIKNE B MPUEMHYIO Telie(hOHHBIC 3BOHKH;

* TIepEHANpABISICT  OTACIbHBIE  TelehOHHBIE  3BOHKH  3aMECTHUTEIISIM
TUPEKTOPA;

* [IOJly4aeT HEOOXOIUMYI MH(POPMAIUIO M TepeacT CaHKIIMOHUPOBAHHYIO
uHpopmaImio 1o tenedony;

* yCTaHaBJIMBAaEeT KOHTAKT C COOCCETHUKOM, IOJJACPKMBACT U pPa3BHUBACT
JIEJI0BYIO Oecery B Iporiecce Teae(OHHBIX TIEPErOBOPOB.

3.4. B pamkax TpyaoBoHd (DYHKIHMU OpraHU3allMyd pPaOOThl ¢ MOCETUTEISIMU B
OPUEMHON JTUPEKTOPA:

* OpPraHM30BBIBAET JIMYHBIA MPUEM MTOCETUTENEH JTUPEKTOPOM IIKOJIBI;

* yCTaHaBJIMBAET MOPSAJIOK MIPUEMaA JJIsl PA3IMUHBIX KATETOPUN MOCETUTENEH;

* BEJET XKypHaJ NpPEIBAPUTEIBHON 3allUCH HA MPUEM, KYPHAJ IMOCEIICHHIH,
PETUCTPUPYET MOCETUTEIIEH;

* COJNCHCTBYET OIEPAaTUBHOMY  pPAaCCMOTPEHHUIO  Kajmo0, Tpochd
NPENJIOKEHU COTPYJHUKOB 00IIe00pa3oBaTEIbHOM OpraHu3aluu, pOaUTENeH
(3aKOHHBIX MpeCTaBUTENCH) O0YHAIOIINUXCS, UHBIX TTOCETUTEIICH;



* OCYIIECTBIISICT MPUEM JIMYHBIX 3asSBIICHUNA COTPYIHUKOB, OOYYAIOIMIUXCS U
UX poJuTeNel (3aKOHHBIX NPEICTaBUTENEH);

* OpPraHW30BBHIBACT TMPHUEM TMPEACTABUTEIICH OpTraHWU3AIMM, SBIISIOITUXCS
medaMy MIKOJBI, YICHOB TOMEYNUTEIHCKOTO COBETA, MAPTHEPOB 0Opa30BaTEILHOM
OpraHu3alvu U T.11.;

* cepBUpYeT YaliHbIN (KOQEHHBIN) CTOJI B KAOMHETE TUPEKTOPa,;

* MPUHUMAET MEphl O COXPAHEHHUIO KOH(PUACHIMAIbHOW HHPOpPMALUU B
X0JIe TIpUeMa MOCETUTENICH M X HAXOXKJICHUS B MPUEMHON M KaOWHETe ITUpPEKTOpa
0011e00pa30BaTeIbHON OpraHU3aIIH .

3.5. B pamMkax TpynoBoi hYHKIIMHM OPTaHW3AIUMNA MOATOTOBKA MEPOUPHUSIITHHA C

YYACTUCM JTUPECKTOPA.

* uH(popMuUpyeT paOOTHUKOB O HAMEUAIOIIEMCS COBEIIAHUH, NE€JICOBETE, UHOM
MEPOIPUSTHUH,

* TMOATOTaBJIMBAET M BHIBEIIMBACT HA MH(GOPMAIIMOHHBIN CTEH]I TOBECTKY JTHS
MEPONPUATHUSA C YIaCTUEM JIUPEKTOPA;

* [OMOTraeT B MOATOTOBKE JOKJIaJa IUPEKTOpa IIKOJIbI, MPE3CHTAIMOHHBIX
MaTepHuaoB;

* pacchbUIaeT TMpUTJalleHUs JHIaM, MPUIJIAIIEHHBIM Ha OOIIEIIKOJIbHOE
MEPONPUSITHUE.

3.6. B pamkax Tpy/noBOW (QYHKIIMK OpraHU3alMKA HWCIOJIHEHUS PEelICHUH,
OCYIIIECTBJICHUS KOHTPOJIS UCIIOTHEHUS MOPYUYCHUN AUPEKTOPA:

*  JIOKyMEHTaJIbHO 0OPMIISIET PEIICHHS TUPEKTOPA IIKOJIbI (IPUKA3BI);

* JIOBOJUT JI0 CBeACHUS PAaOOTHUKOB OOIICOOpa30BATEIBLHOIO YUPEKICHUS
MIPUKAa3bl U PACTIOPSDKEHUS JUPEKTOPA;

* KOOPAMHHUPYET IEATECILHOCTH IO UCIIOTHEHHUIO PEIICHUIA TUPEKTOPA;

* BEJET CPOKOBBIU TEKYIIMU U NPEAYIPEAUTEIbHBIN KOHTPOJIb;

* TIPOBEPSIET UCTIOJHEHUE TOPYICHHUM TUPEKTOPA B YCTAHOBJICHHBIN CPOK;

* TpEeAyNpexaaeT COTPYIHUKOB 00 UCTCUCHUH CPOKA UCTIOTHEHUS TTOPYICHHIM
TUPEKTOPA;

* (hUKCUpPYET UCIIOTHCHHE TOPYUEHUH;

* COCTaBJISICT OTYETHI M AHATUTHYCCKUE CITPABKH O BBITOJTHCHUH TIOPYICHHUH H
pelieHuii TupeKkTopa 0011eo0pa3oBaTeIbHON OpraHu3aluu.

3.7. B pamkax TpynoBoi GYHKIHMM OPTraHWU3alUHA W TOJIEPIKAHMS

(OVHKIIMOHAIBLHOTO PA00YEro MpOCTPAHCTBA MPUEMHON U KAOWMHETA JIMPEKTOPA:

* OpraHM30BBIBAET MPHUEMHYIO TUPEKTOpa B COOTBETCTBUHU C TPEeOOBaHUSIMHU
SPrOHOMUKH U KyJIbTYphI TPYIA;

* OCYIIECTBIISIET KOHTPOJb OOECHeYeHUs: AUPEKTOpa  KaHLEISIPCKUMHU
OPUHAJIEKHOCTSIMH, CPEICTBAMU OPTaHU3ALIMOHHON TEXHUKU;



* yXaXWBACT 3a KOMHATHBIMH pACTEHUSMH B TPUEMHOW U KaOWHETE
TUPEKTOPA.

3.8. B pamkax TpyooBoil (QVHKIMH cOCTaBiIeHUS U obOpMICHUS
YOPaBICHUYSCKON JOKYMEHTAIINH:

* COCTaBJISICT IPOCKTHI PACIOPSAAUTCIBHBIX (TIPHKA3bl, PACHOPSHKEHUS) H
UH(OPMAITMOHHO-CITPABOYHBIX  JIOKYMEHTOB  (CIy)KEOHbIC IIMChbMa, CIIPaBKH,
JOKJIQ/THBIC U CITY)KCOHBIC 3aITHCKH);

* COCTaBISIET pa3IMYHBIC MMChMA, 3allpPOCHl, TOTOBHT OTBETHI ABTOPAM
oOpareHuii mo mopy4eHUIo JUPEKTOPa IIKOJIHI;

* [IeYaTaeT CIIy)kKeOHbBIC JOKYMEHTHI U IPYTHE MAaTCPUAIIBI;

* Pa3MHOXKAaET CIy>KEOHbIE TOKYMEHTHI;

* KOHTPOJIUPYET TPOXOXKJICHHE JIOKYMEHTOB B  00IIcoOpa30BaTeIbHOM
OopraHu3aluy (CoryiacoBaHue, MOANMMUCAHUE U YTBEPKICHHUE IOKYMEHTA).

3.9. B paMkax TpynoBo# (YHKIIMM OpraHH3allMid pPaOoOThl C JOKYMEHTAMHU B
IPUEMHOW:

* TIONyYaeT, MPEIBAPUTEIHHO pACCMAaTPUBACT W COPTHUPYET JTOKYMEHTHI,
MOCTYTIAOIIKE B MPUEMHYIO TUPEKTOPA 00pa30BATEIHHOTO YIPEIKICHUS;

* TOATOTaBIWBACT JOKYMEHTHI /ISl PACCMOTPEHHS TUPEKTOPOM;

* BEJCT yueT JOKYMEHTOB, IIOCTYIAIOIINX Ha UMS TUPEKTOPA IITKOJIbI,

* B COOTBETCTBHM C YKa3aHMSIMH JUPEKTOpPA OPTraHU30BBIBACT Iepeaady
JOKYMEHTOB HCIHOJHHUTEIIM (KOHKPETHBIM COTPYAHHMKAM) JIS HCIOJb30BaHUS B
nporiecce padboThl TMOO JJIs TOATOTOBKH OTBETOB;

* COCTaBJISICT U MPEIOCTABJISAET B YCTAHOBIICHHBIE CPOKU B OPTaH YIIPaBICHUS
o0pa3oBaHMsI CIMCKH BCEX KJIACCOB (KOHTHHTEHTA 00pa30BaTeIbHON OpraHU3aIliN)
Y CITUCOK BCEX MpeIoaBaTesieii KaKI0ro yaeOHOro roja;

* OIIEpaTUBHO BHOCUT TEKYIIIME U3MCHEHHS B COCTAaB KOHTUHICHTA YUYalUXCs,
NeJJarOTHYECKUX M IPYTHX paObOTHUKOB 00I1e00pa30BaTeIbHON OpTaHU3aIIHH;

* odopmiser JWYHBIE Jeia JIETCH, TMPUHATBIX Ha oOydYeHHe B
00111e00pa30BaTeIbHYI0 OpraHU3aIlnIo;

* BeneT ajndaBUTHBIN )KypHAI BCEX yUaIUXCH;

* CcO3MaeT W BeAeT 0a3y JaHHBIX JOKYMEHTOB, NMPOBOAUT MHGOPMAIIMOHHO-
CIIPaBOYHYIO padoTy;

* KOHTPOJIMPYET MCIOJHCHHE JOKYMEHTOB M TOPYYCHUH IHUpEKTOpa
00pa3oBaTeIbHON OpraHU3aIliH.

3.10. B paMkax TpynoBo# (hYHKIIMH OPraHU3alMKi XPAHCHHS JOKYMEHTOB:

* KOPPEKTUPYET HOMEHKJIATYPHI 1€l CEKpeTaps U TUPEKTOPA IIKOJIBI;

* (dopmupyer u ohopmIIIeT JeNia MOCTOSHHOTO, JIOJITOBPEMEHHOTO CpPOKOB
XpaHCHMS,




* TOJArOTAaBIMBAaET M TepeJaeT Jena B apXuB oO0Ieo0pa3oBaTeNbHOIM
OpraHU3aINH.
3.11. B pamkax TpyaoBoil (GVYHKIMH O0ECIEUEHUs IUPEKTOpa IIKOJbI

nHbOPMAIIHEIL:

* coOupaer U nepepadbaThiBacT MHGOPMAIMIO, HEOOXOIUMYIO JUISl TIPUHSTHS
000CHOBaHHBIX YIPABIICHUYCCKUX PECIICHHIH;,

* TIPOBEPSICT JIOCTOBEPHOCTH, IIOJIHOTY W HEMPOTHBOPECYMBOCTH JIAHHBIX,
HCKITIOYaeT 1yOaupoBaHue HHGOPMAIIHH;

* TPEAOCTaBIIACT JAHHBIC B €IMHOM U yIOOHOM JIJIsl BOCTIPHSITHS opmMare;

* BBIABIIICT HanbOojiee 3HAYUMBIC KPUTEPUH CUCTEMATH3AMKH HHGOPMAIUH
IUISL CO3aHus 0a3 TaHHBIX,

* (Qopmupyer u wuUcHoap3yer 0a3y MaHHBIX B 00IIE00pa3oBaTEIbHON
OpraHU3alluH.

3.12. B pamkax TpynoBoW (YHKIMHU OpraHu3alliid  HMHOOPMAIIHOHHOTO
B3aMMOJICMCTBUS JUPEKTOPA C pAOOTHUKAMH.

* uHboOpMHUpYET pPaOOTHUKOB OOPA30BATENHHOW OpPraHM3AIMH O PEIICHUSIX
JTUPEKTOpA, COBEIIAHUSAX ¢ 3aceJaHUusAX, IIeIarOTHYECKUX COBETaX H HHBIX
MEPOTIPUSATHSIX;

* 3HAKOMUT paOOTHUKOB MO/ MOAMUCH C COOTBETCTBYIOIIUMHU JOKYMEHTaMU;

* OpraHu30BBIBACT OOMEH MH(]OpMaIUEl MEXKy 3aMECTUTEIISIMUA TUPEKTOPA U
WHBIMH JIOJDKHOCTHBIMU JIMIIAMH 00111€00pa30oBaTeIbHOM OpraHu3aliiy,

* ONOBENIAeT PAOOTHUKOB O MPEACTOSALIIUX MEPOTIPUSITHSIX;

* BBI3BIBACT COTPYAHUKOB U O0OYUYAIOMINXCS TI0 TIOPYUYEHHUIO JUPEKTOPA;

* uH(popmMupyer nupekropa 00 OOpalleHUsX COTPYJAHHKOB IO paboOuuM H
JUYHBIM BOIIPOCAM,

* uHopmMuUpyeT AMpEKTOopa 00 OOpalleHUsX O0O0YYaIOIIUXCS, UX POAUTENICH
(3aKOHHBIX MPEACTABUTENECH ).

3.13. B pamkax Tpy/10Bo¥ hYHKIIUY OpTraHU3AIMN KOMAHAUPOBOK:

* TOATOTABIMBAET MPOEKT MPHKa3a O CIy:KEOHON KOMaHIUPOBKE;

* BBINIMCHIBAET KOMAHJIMPOBOYHOE YAOCTOBEPEHUE U PETUCTPUPYET €ro Mpu
HEOOXOIUMOCTH;

* MOArOTaBIMBAET JOKYMEHTHI K MOE3/IKE;

* YTOYHSET AaTy, JOJKHOCTH, (PAMHIIUK B MPOrpaMMe KOMaHIUPOBKHU.

3.14. BpinonHsE€T pa3iuyHbIE OMNEpPAMU C HUCIOJIB30BAHUEM KOMIIBIOTEPHOU
TEXHUKA TI0 TporpaMmamM, TMpeAHa3HAaYeHHbIM Jia cOopa, oO0paboTKu W
MpeaoCcTaBiIeHus HH(pOopMaIuu.

3.15. IIpu wucnonab30BaHUM BJIEKTPOHHOTO OOOpPYIOBaHHUS, B TOM 4YHUCIE
KJIaBUATYpPbl U MBIIIH, €XEIHEBHO Je3MH(PUIMPYET HMX B COOTBETCTBUHM C



PEKOMEHJAIUSIMU  TIPOU3BOAMUTENST MO0 C WCIOJH30BAaHUEM PACTBOPOB WJIU
candeTok Ha CHUPTOBOM OCHOBE, coaepkamux He meHee 70% crupTa.

3.16. CobmroaeT npaBuiia UCIOIb30BaHUs ceTH IHTEepHET.

3.17. O6ecnieunBaeT 3aIUTy MPaB U CBOOO yUalTUXCs, POIUTENCH (3aKOHHBIX
npencTaBuTelNel), paAOOTHUKOB HIKOJIBI TPU 00pabOTKE MEPCOHABHBIX JIAHHBIX.

3.18. Crporo cobGmromaer KOH(MOUICHIIMAIBHOCTh IEPCOHATBHBIX JAaHHBIX U
TpeOOBaHMS TI0 3aIUTE U OE30MaCHOCTU NMEPCOHANBHBIX JAaHHBIX MPU UX 00paboTKe,
HEJIOMYIIIEHUE WX PACTIPOCTPAHCHHSI O€3 COTIacus CYObEeKTa MePCOHATBHBIX TaHHBIX
WM HATAYHUS JPYTOro 3aKOHHOTO OCHOBAHMSI.

3.19. Cobmromaer KyJabTypy H OJTHKY OOIIEHHS C  TEPCOHAIOM
00pa30BaTEIBLHOIO YUYPEXKACHUS, OOYUYAIONIUMUCS U POJUTEISAMH (3aKOHHBIMHU
PEICTaBUTEIISIMU ), TOCETUTEIISIMH.

3.20. Ctporo coOmromaer mpaBa uU CBOOOABI JCTEH, colepxkKaiuecs B
denepanpHOM 3akoHe «O0 oO6pazoBanuu B Poccuiickoit @eneparun» u KonBeHmuun
OOH o npaBax pebeHka, SIBISETCS MPUMEPOM ISl IIKOJIbHUKOB.

3.21. WudopmupyeT AMpEKTOpa, a MPH €ro OTCYTCTBUU — JEKYPHOTO
aIMUHUCTPATOpPa O HECYACTHOM Cllydae, MPUHUMAET MEPHI M0 OKa3aHWUI0 TEPBOU
MTOMOIIX TTOCTPAIaBIINM, BEI30BE CKOPOW MEIUIIMHCKOMW TTOMOIIIH.

3.22. OcylecTBIsE€T CBOIO JEATEILHOCTh Ha BBICOKOM MPo¢eCcCHOHATHHOM
YpOBHE.

3.23. ObecneunBaeT COOJIOJIEHHE YMCTOTHI M TOpAJIKA HAa CBOEM pabouem
MecCTe.

3.24. TlpoxomguT B YCTAaHOBJICHHOM 3aKOHOAATEIbCTBOM Poccuiickoid
denepanuu nopsigke 00ydeHUE U MPOBEPKY 3HAHUN U HABBIKOB B 00JaCTH OXPaHbI
TpyJa, HHCTPYKTAXKHU MO0 OXpaHE TPY/Ia U MOKapHOU 0€301MacHOCTH.

3.25. Cexkperaps cobmogaet YcraB u [IpaBuiia BHYTpPEeHHEro TpPYAOBOTO
pacrnopssika 00pa3oBaTEIbLHOTO YUPEKICHUS, KOJUICKTUBHBIA U TPYJIOBOM JI0TOBOD,
a TaKXKe JIOKAJIbHBIE aKThI ¥ MPUKa3bl PYKOBOIUTEIS.

3.26. Coburonaet mpaBmiia OXpaHbl TPYy/Ia, MOXKAPHOU U AJIEKTPOOE30MaCHOCTH,
CaHUTAPHO-TUTHCHUYECKNE HOPMBI W TpeOOBaHWS, TPYAOBYIO AHWCIMIUIMHY Ha
paboueM MecTe W peXuUM paboThl, YCTAHOBJEHHBIH B 00IIc00pa3oBaTEIbHON
OpraHU3aIHH.

3.27. Ileproardecku TPOXOAHWT OECIUIaTHBIE METUIIMHCKHE OOCIeq0BaHMs,
MOBBIIIAET CBOIO MPOPECCUOHATBHYIO KOMITIETCHIIHIO.

3.28. Cekperapto 3ampemniaeTcsi HCIOIb30BaTh HEHUCIPABHYIO MeOeb,
AIEKTPOOOOPYIOBAHUE, AIIEKTPONPUOOPHI, KOMIBIOTEPHYI0 M HHYH OPITEXHUKY
u o0opynoBaHue W MeOelb ¢ SIBHBIMH IIPU3HAKaMU TTOBPEKICHUS, KYPUTh B
MOMEIICHHUIX U Ha TEPPUTOPUH 00IIIe00pa30BaTeIIbHON OpraHU3aIIHH.



4. IIpaBa
Cekperapb JUPEKTOpa UMEET NPABO:

4.1. llonyyaTh HHPOpPMAINIO, B TOM YHCIIE U KOHPUACHIINATIBHYIO, B 00beMeE,
HEO0OXOAMMOM JIJIsl pELIEHUS TOCTABJIEHHBIX 3a/1a4.

4.2. 3anpammBaTh JUYHO WIA O IMOPYYEHHUIO TUPEKTOpa OT pPabOTHUKOB
o011e00pa3oBaTeabHON OpraHu3alud UHQOPMAIUIO U JTOKYMEHTHI, HEOOXOIUMBIE
JUIS BBITIOJTHEHUSI €T0 JJOJKHOCTHBIX O0SI3aHHOCTEH.

4.3. TpeboBaTh OT aAMUHUCTPAIIUU IIKOJBI CO3/IaHUS ONTUMAJIbHBIX YCIOBUN
JUIA BBITIOJIHEHUSI CIYKEOHBIX O0S3aHHOCTEM M COXPAaHHOCTH BCEX JOKYMEHTOB,
00pa3yroluXxcs B pe3yJibTaTe AesATEIbHOCTH CEKpeTaps.

4.4. I[TpyuHUMAaTh pelIeHU B IIpeJenax CBOEH KOMIIETEHIIUH.

4.5. Ha MarepuallbHO-TEXHUYECKHE YCJIOBHs, TpeOyeMble AJisl BBIITOJHEHUS
JIOJDKHOCTHBIX O0sI3aHHOCTEW cekpeTaps, Ha o0ecnedyeHue paboyero Mecra,
COOTBETCTBYIOILIEIO TOCYIapCTBEHHBIM HOPMAaTUBHBIM TPEOOBAaHUSAM OXPAaHbI TpyJa
U TIO’)KapHOM 0€30MaCHOCTH, a TAKXKE YCIOBUIM, IPEAYyCMOTPEeHHBIM KoJuIeKTUBHBIM
JIOTOBOPOM.

4.6. 3HaKOMUTBHCS C TMPOEKTaMU PEIICHUH TUPEKTOpa, OTHOCAIIUXCS K €ro
NpO(PECCUOHAIBHON  AESATENbHOCTH, € XKajnobaMu W JPYIMMHU JOKYMEHTaMH,
COJIEpKalIMMU OLIEHKY €ro paboThl, AaBaTh [0 HUM OOBSICHEHUSI.

4.7. IlpenocTaBisTe JUPEKTOPY Ha pPacCMOTPEHUE MNPEIJIOKEHUS 110
YIIYYIIEHHUIO NEATEIbHOCTH o0Opa3oBaTeNbHOM OpraHu3alnn 17}
YCOBEPIIEHCTBOBAHUIO CIOCOOOB pabOTBl MO BOIpPOCAaM, OTHOCSIIMMCS K
KOMIIETEHILIUH CEKpeTaps.

4.8. VYuacTtBoBaTb B paboTe OpPraHOB CaMOYNPABICHUA AOLIKOJIbHBIM
00pa3oBaTeIbHBIM YyUpeXJIeHHUeM, B paboTe o0mero coOpaHus paOOTHUKOB, B
OOCY>KJIEHMH BOIIPOCOB, KAaCAlOIIMXCS HCIOJHSAEMBIX CEKPETapeM JIOJKHOCTHBIX
00s13aHHOCTEH.

49. Ha w™opanpbHOe © MaTepHalibHOE TOOIIPEHUE, HATPAXKIACHUS I10
pe3yipTaTaM Npo(PEeCcCUOHANbHON JEeATENbHOCTH, Ha COLHUAJIbHbIE TapaHTUH,
MIPENYCMOTPEHHBIE 3aKOHOAATENBCTBOM Poccuiickoit @enepanumu.

4.10. Ha 3amuty cBoel mnpodeccrnoHanbHON dYecTH W JOCTOMHCTBA. Ha
KOH(HIEHIIMATTEHOCTh CILy€OHOTO paccienoBaHus, Kpome CJIyJaes,
MIPENYCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickon denepannu.

4.11. 3amummaTh CBOM HHTEPECHl CAMOCTOSTEILHO W/HIIH Yepe3 IPEACTaBUTEIIS,
B TOM 4HCIIe aJBOKara, B Cllyyae JIUCUHUIUIMHAPHOIO WU CIYXEOHOro
paccienoBaHus, KOTOPOE CBSI3aHO C  HApyLIEHWEM  CEKpeTapeM  HOpM
npo¢eCCUOHAILHON ATUKH.

4.12. Cekperapb OUPEKTOpa IIKOJBI UMEET WHBIE MpaBa, MPelyCMOTPEHHbIE
TpynoBeiM Kopexkcom Poccuiickoii  ®enepanuu, YcraBom, KonekTuBHbIM



JOTOBOPOM, [TpaBunamu BHYTPEHHETO TPYIOBOTO pacropsiika
0011e00pa30BaTeIbHON OpraHU3aIIH.

5. OTBeTCTBEeHHOCTH
5.1. B nupeaycMOTpEHHOM 3aKOHONATEILCTBOM Poccuiickoilt  dDenepanmu

MNOPAAKEC CCKPCTApb HCCCT OTBCTCTBCHHOCTD.
¢ 3a HCIPABOMCPHOC HCIIOJIIB30BAHHUC IIPCAOCTABJICHHBIX I[OJ'DKHOCTHOﬁ

WHCTPYKIIMEH TTPaB U MOJTHOMOYHM, a TAKKE UCIIOIb30BaHUE UX B TUYHBIX LIEJISX;

* 3a pasrijameHue KoH(UIEeHIMaNbHON HWHMOpPMALUK, TOJXYYCHHOH B
pe3yJbTaTe BBIMIOJIHEHUS JOJLDKHOCTHBIX OO0S3aHHOCTEH, MEPCOHANIBHBIX JIAHHBIX
COTPYJHUKOB, OOYYAIOIINXCS U KX POAUTENCH (3aKOHHBIX MPEACTABUTEIICH );

* 3a JIOCTOBEPHOCTh MpPEAOCTaBiIsieMO HWHGOpPMAIMK  JIUPEKTOPY, €€
CBOEBPEMEHHYIO MOJTOTOBKY;

* 3a HEOKa3aHWE WIM HECBOEBPEMEHHOE OKa3aHWE TIEPBOM MOMOILIU
NOCTPaJlaBIIEMy, HE CBOEBPEMEHHOE W3BEIICHHE WJIH CKPBITUE OT JUPEKTOpa
IIKOJIbl HECYACTHOTO CITyYasi;

* 3a HecOOJNIOJIEHHE MHCTPYKIHMI 10 OXpaHe TpyJa U MOXKapHOU
0e30I1aCHOCTH;

* 3a HapyLICHHE MOPSAAKA JECUCTBUN B CIy4yae BOSHUKHOBEHUS UPE3BbIYANHON
CUTYaIIMH U SBAKyallMH B 0011e00pa30BaTEILHOM YUPEKICHUU.

5.2. 3a HEUCNOJHEHUE WIM HapylIeHHe 0e3 YBAKHUTEIbHBIX NMPUYUH CBOUX
00s13aHHOCTEM, YCTAaHOBJICHHBIX JOJHKHOCTHOM HWHCTPYKIIMEH CeKpeTapsl IIKOJIbI,
VYcraBa u [IpaBun BHYTpEHHETO TPYJIOBOTO PAacHOPSJIKA, 3aKOHHBIX PACTOPSIKEHUIN
PYKOBOJUTENS U WHBIX JIOKAJTHHBIX HOPMATUBHBIX aKTOB, PaOOTHUK MOJABEPraeTcCs
JVCHUAIUIMHAPHOMY B3BICKaHMIO corylacHO cratbe 192 Tpymooro Kopekca
Poccuiickoii ®enepanuu. 3a Tpyboe HapylIeHHE TPYIOBbIX OOS3aHHOCTEH B
KauyeCTBE JUCIUTUIMHAPHOTO HaKa3aHUs MOXKET ObITh MPUMEHEHO YBOJIbHEHHE.

5.3. 3a wucnosb30oBaHUE, B TOM YHKCII€ OJHOKPATHO, METOJOB BOCIHMTAHWSI,
BKJIFOYAIOIINX (Pu3nyeckoe U (MIM) TICUXOJOTHYECKOE HACWIIME HaJ[ JTUYHOCTBHIO
0o0y4Jaronierocs, a TakXe 3a COBEPIIEHNE NHOTO aMOPaJIbHOTO MPOCTYNKA CEKPETaph
MOXET OBITh OCBOOOXJIEH OT 3aHMMAeMOW JOJKHOCTH corjiacHo TpyaoBomy
Konekcy Poccuiickoit @enepaiuu. YBOJbHEHUE 32 JaHHBIA MTPOCTYNOK HE SIBISCTCS
MEpOH AUCHUILIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HecoOMOACHUE TPaBWJI W TPEOOBAHMI OXpaHBI TpyJa M TOKAPHOU
0€30MacHOCTH, CAHUTAPHO-TUTUEHUYECKUX MPABIII U HOPM CEKPETaph MPUBIIEKACTCS
K aJJMUHHUCTPATUBHON OTBETCTBEHHOCTH B MOPSAJIKE U B CIy4YasiX, IPEIyCMOTPEHHBIX
aIMUHHUCTPATUBHBIM 3aKOHOIATENBCTBOM Poccuiickon denepannm.

5.5. 3a mnpaBoHapyllIeHMs, COBEPIICHHBbIE B TMPOIECCE OCYIIECTBICHUS
TPYIOBBIX (YHKIIUH HECEeT OTBETCTBEHHOCTh B TMpelesiax, ONpeaeSIeHHbIX
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aIMAHHUCTPATUBHBIM, YTOJIOBHBIM U TPaXJaHCKUM 3aKOHOJIATEIbCTBOM
Poccuiickon ®@enepanum.

6. BzaumooTHomieHusi. CBSI3H 10 JOJIKHOCTH

6.1. Cekperapp BBINOJHAET pabOTy corjacHo rpaduKy, COCTaBICHHOMY C
yuetroM 40-yacoBoili paboued HeAend, U  YTBEPKICHHOMY JAHUPEKTOPOM
00111e00pa3oBaTeNbHON OpraHU3alllu.

6.2. Cekperapb CaMOCTOSITENIFHO IIJTAHUPYET CBOIO JEATENBbHOCTH. [lman
paboThI CEKpeTaps COTIaCOBBIBAETCS HETIOCPEICTBEHHO C JUPEKTOPOM.

6.3. [Tomygaer oT mupekTOpa MIKOIBI MHGOPMAIMIO HOPMATHBHO-TIPABOBOTO
XapakTepa.

6.4. OOmenuBaercs wuHpoOpMaIMel MO BOMPOCAM, OTHOCSIIMMCS K €ro
NeSTEIbHOCTH, C aMUHUCTpAIIUE U COTPYJAHUKAMU IIKOJbI, HHYOPMUPYET UX O
pEIICHUSIX JTUPEKTOpa, COBEHIAHUSX M 3acCeaHMsIX, MEJaroruyeckKux COBEeTax Hu
UHBIX MEPOTIPUSATHUSX.

6.5. Bopems coobmiaer gupektopy 00 uHbOpmanuu, MpUKas3ax,
PACHOPSKEHUSIX M MHOM JOKYMEHTAllMM, MOCTYNHMBLIEH IO 3JIEKTPOHHOW IOYTE,
HHPOPMHUPYET O HAMEUEHHBIX BCTpPEYaX, COBEHIAHUAX M 3acelJaHUsAX, MHBIX
MEPOTPUSATHUSX.

6.6. CooO1aeT TMpeKTOpy U €ro 3aMeCTUTENSM HH(OPMALIKIO, TOJyYEHHYIO Ha
COBELIaHUAX, CEMHHAPAX, HEMIOCPEACTBEHHO OCIE €€ IMOJTYYEHUS.

6.7. Uudopmupyer aupekTopa O BO3HHUKIIUX TPYAHOCTAX M MpoliemMax B
paboTte, 0 HegocTaTkax B oOecnedeHuH TpeOOBaHMU OXpaHbl TPyla M MOKApHOU
O0e3zonacHOCTH. BHOCHUT mNpeaIokeHHWs 1O YCTPAHEHHIO HEIOCTaTKOB, IO
ONTHUMH3ALUU CBOEH JAESATEIBHOCTH.

6.8. UWndopmupyer 3aMmecTuTenss JUPEKTOpa IO  AJMUHUCTPATHUBHO-
XO035TUCTBEHHON YacTH O HEJIOCTATKaX B KAHIIEIAPCKUX MPUHAIICHKHOCTAX, Oymare u
WHBIX PACXOJHBIX MaTepuajax, O T[OJOMKax MeOelu ¢ OpPITeXHUKH, B
AJIEKTPOOOOPYAOBAaHUH, BOJOTIPOBOIHON U OTOTIUTEILHON CHCTEMaX.

6.9. Bo Bpemsi OTCYTCTBHUSI CEKpeTapsi €ro 00s13aHHOCTH BBITIOIHSET COTPYIHUK,
UMEIOIMNA Bce Tpelyromuecss MpodecCUOHANIbHBIC 3HAHMSI, YMEHUSI U HAaBBIKU,
Ha3HAYEHHBIH  MPUKA30M  JupekTopa. JlaHHBIM  COTPYIHUK  MpUOOpETaeT
COOTBETCTBYIOIIME MpaBa M HECET NOJIHYI0 OTBETCTBEHHOCTh 3a KAaue€CTBEHHOE
BBITMIOJTHEHHE BO3JIOKEHHBIX HAa HETO 00A3aHHOCTEIA.

7. 3aka0unTeIbLHbIE MO0JI0KEHUS
7.1. O3HakomiieHHEe pPaOOTHUKAa C HACTOSILIEW JTOJKHOCTHOM HMHCTPYKLIMEH
OCYILIECTBIISIETCS MPU MTpUEeMe Ha padoTy (110 MOAMUCAHUS TPYAOBOTO JOTOBOPA).



7.2. OauH 3K3eMIUISIP JOHKHOCTHOM HMHCTPYKUMH HAXOAUTCS y AUPEKTOPA
LIKOJIbI, BTOPOU — y COTPYIHHUKA.

7.3. @akT O3HAKOMJICHHSI pPaOOTHMKA C  HACTOSIIEH  HWHCTPYKLHEH
MOATBEPKAAETCS NOANKUCHIO B IK3EMIULSIPE MHCTPYKIIUH, XPaHAIIEMCS Y TUPEKTOpa
oOpa3oBaTeNbHOM OpraHM3alMi, a TaKkKe B JKypHal€e O3HAKOMIICHUS C
TOJDKHOCTHBIMUA MHCTPYKLUSIMH.

Lonoxcnocmuyro uncmpykyuio paspaboman: / /

C 00191cHOCMHOU UHCMPYKYUEl 03HAKOMIEH (@), 00UH IK3EMNIAP NOAYUUL (@) HA PYKU
«_» 202 1. / /
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