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1. O0mue moJI0KeHUs1

1.1. Hacrosimiasi [OJDKHOCTHAsE WHCTPYKIUS pa3padOoTaHa Ha OCHOBE
KBanugpukaoHHOTO CIpaBOYHHUKA JOJDKHOCTEH PYKOBOJIUTENEH, CIEIUAIUCTOB U
OPYTUX CIyKaluX, yTBepkaeHHoro IlocranoBineHueM MuHucTepcTBa Tpyna M
cormansHoro passutus Poccuiickoit @enepanun ot 21 aBrycra 1998 roga Ne3d7; ¢
yuetoM @enepanbHoro 3akoHa ot 29 gekabps 2012 roga Ne 273-03 «O06
oOpazoBanuu B Poccuiickoit denepanum»; B COOTBETCTBUU C TpyAOBBIM KOJIEKCOM
Poccuniickonn Penepanum U IpyrMMU HOPMATHBHBIMU aKTAMM, PETYJIUPYIOIIUMU
TPYJOBbIE OTHOIIECHUS MEX]Ty paOOTHUKOM U pabOTOIaTEIEM.

1.2. JlaHHasg WHCTPYKIMS OIpEAeNsieT OCHOBHbIE (DYHKIIMH, YCTAaHABIIMBAET
JOJKHOCTHBIE 00513aHHOCTH, TIpaBa U OTBETCTBEHHOCTh, a TAK)KE€ B3aUMOOTHOILICHHUS
B KOJUIEKTUBE COTPYAHHUKA, 3aHUMAIOLLIEr0 B IIKOJIE IOJKHOCTh CEKpeTapsl.

1.3. Cexkperapp 001I€00pa30BaTEIBLHOTO  YUPEKIACHUS HA3HAYaeTCA U
0CBOOO0XKIAETCS OT JIOJKHOCTH B MOPSAKE, TPEAYCMOTPEHHOM TpPYy/IOBBIM KOJEKCOM
Pocculickon ®@enepanuu v TpyA0BBIM JIOTOBOPOM.

1.4. Ha 10omKHOCTD cekpeTaps IPUHUMAETCS JUIIO:

sUMeEmlllee  cpeaHee  mpodeccuoHanbHOE  oOpa3oBaHMe B cdepe
JeJIONPON3BOACTBA 0€3 MpPEeabsIBICHUS TPeOOBaHUS K CTaxy paOOThl WIH CpeaHEe
(monHoe) oOmiee oOpa3oBaHWe W MNPO(PECCHOHATBLHYIO TOATOTOBKY B cdepe

JIEJONPOU3BOACTBA 0€3 MPEIbIABICHUS TPEOOBAHUM K CTAXKy paOOTHI;

* COOTBETCTBYIOIIEE TpeOOBaHUSIM, KacaroluMcst MIPOXOXKICHUS
MpeBAPUTENBLHOIO (TIPU MOCTYIVICHUU Ha Pa0dO0Ty) U MEPUOANYECCKUX METULIMHCKUX
OCMOTPOB,  BHEOYEPEIHBIX  MEOUIMHCKHX  OCMOTPOB IO  HAaMPABJICHUIO
paboroaarens, 005S3aTeNbHOTO MCUXUATPUUECKOTO OCBUICTEIHCTBOBAHUS (HE pexke
1 paza B 5 1ner), npodeccroHaIbHON THUTHMEHHYECKON MOJITOTOBKM WM aTTECTaIlUH
(mpu mpuemMe Ha paboTy W ganee He pexe 1 paza B 2 rojia), BaKIIMHAIIMHN, a TaKXKe
HMEIOIee JIMYHYK0 MEIMIIMHCKYI0 KHIDKKY C pe3yjibTaTaMH MEIUIIUMHCKUX
oOcnieloBaHUil W J1aOOPATOPHBIX HCCIEIOBAHUM, CBEACHUSMH O TMPUBUBKAX,
MEPEHECEHHBIX NH(EKIIMOHHBIX 3a00JIEBAHUSIX, O MPOXOKACHUHN NPOodhecCUOHATBHOM
TUTUEHUYECKOM MOATOTOBKU U aTTECTAIlMU C JIOMYCKOM K padoTe;

* HE MMEIOIee OTpaHUYCHHUN Ha 3aHATHE TPYIOBOM JESATEIHHOCTHIO B cepe
oOpa3oBaHusi, U3TOXKEHHBIX B cTathe 351.1 «OrpannyeHus Ha 3aHITHE TPYAOBOU
NEATEIbHOCThIO B chepe o0Opa3oBaHu, BOCIIUTAHMUS, pa3BUTHUA
HECOBEPIICHHOJIETHUX, OpraHU3allid UX OTAbIXa W O3JI0POBJICHUS, MEIUIIMHCKOTO
oOecrieyeHusl, COLMAIIBHOW 3alllUThl U COLMAJIBHOTO OOCTYy)KHMBaHUS, B cdepe
JETCKO-IOHOIIIECKOTO  CIOpPTa,  KYJIbTYphl M HMCKYCCTBA C  Y4acTUEM
HECOBEPLICHHOJIETHUX» TpynoBoro koaekca Poccuiickont denepannu.

1.5. Cekperapb HaXOQUTCA B HENOCPEICTBEHHOM IMOJYMHEHUH Y 3aMECTUTENs
JIAPEKTOpa MO AAMUHUCTPATUBHO-XO3SIMCTBEHHON YaCTH.



1.6. B cBoeri 1npodeCCHOHANBHOU JEATEILHOCTH CEKpeTapb 00s3aH

PYKOBOJACTBOBATLCA .

* VYcraBoM 00111€00pa30BaTEIbHOTO YUPEKACHUS;

* TPYJIOBBIM JIOTOBOPOM;

* TpUKa3aMHd W PACHOPSDKCHHSIMH — JTUPEKTOpa  00IIeo0pa3oBaTEIHLHOTO
YUPEKICHUS;

* 3aKOHAMHM M HHBIMH T[IPABOBBIMM  aKTaMH, PETJIAMEHTUPYIOIIMMU
00pa30BaTEIbHYIO JIEATEIHbHOCTD;

e CII 243648-20 «CaHuTapHO-3IUAEMHOJIOTUYECKHE TpeOOBaHUS K
OpraHu3alMsIM BOCIUTAaHUS U OOYyYEeHHs, OTAbIXa M O3JOPOBIEHUS JETe u
MOJIOACKI;

* JTaHHOW JOJDKHOCTHOW MHCTPYKLMEN CEKpeTaps IIKOJIbI;

* BCEMU  HOPMATUBHBIMH  JIOKYMEHTaMH,  KacalolIUMHCS  BEJACHUS
JEJIOMPOU3BOICTBA.

* YTBEPKJICHHOW MHCTPYKIMEH 110 OXpaHEe TPyAa CEKpeTaps MIKOJbI,

1.7. CekpeTapb MIKOJIBI 00513aH 3HATH:

* CTPYKTYpy 00111€00pa30BaTEILHOTO YUPEKICHUS U €r0 KaJPOBOTO COCTABA;

* TOCYIapCTBEHHBIC CTaHIapPThI YHUPUITUPOBAHHOM CUCTEMBI
OpPTraHU3alMOHHO-PACTIOPSIANTEIBHON TOKYMEHTAIWH;

* npaBuia opdorpaduu U MyHKTyallUuu PYCCKOTO SI3bIKA;

* MpaBWJIA SKCILUTyaTallid OPIrTEXHUKH;

* MpaBWia IMOJH30BAHUS TPUEMHO-TIEPETOBOPHBIM YCTPOMCTBOM, (paKcoM,
MHOKHUTEIBHBIM YCTPOUCTBOM, CKAHEPOM, KOMITBIOTEPOM;

* mpaBuja pabOThl C KOMIIBIOTEPHBIMH TpOrpaMMaMu, a HMEHHO ¢
TEKCTOBBIMU pPEIaKTOpaMU M JJICKTPOHHBIMU Tabnuiamu, Oa3amMu JIaHHBIX,
AJIEKTPOHHOM TOUTOM, Opay3epamu;

* TEXHUKY CO3J]aHus, 00pabOTKH, IEpeaauu U XpaHESHUs TIOKYMEHTOB;

* MpaBWJIA JEJIOBOM NMEPENUCKH;

* MpaBWJIA COCTABJICHUS JEIOBBIX IIMCEM C MCIOJb30BAHUEM JICJIOBBIX
00pas3Ios;

* OCHOBBI ITUKH U ICTETUKH;

* TIpaBuUJa JEIOBOTO OOIICHUS;

* MpaBWJa W  HOPMBI  OXpaHbl  TpyAa, TEXHUKA  OE30MACHOCTH,
MPOU3BOJICTBEHHON CAHUTAPUU U MPOTUBOIIOKAPHOIN O€30MTACHOCTH.

1.8. Cexkperapp MIKOJIBI JOJDKEH 3HATh JOJDKHOCTHYHO HHCTPYKIIMIO, CBOM
byHKIIMOHATBHBIE OOS3aHHOCTH W TOJIHOMOYHS, TOPSJIOK JEHCTBUN TpH
BO3HMKHOBEHUH YPE3BbIYAMHOW CHUTyallud, WMETh HABBIKM OKa3aHUS NE€PBOU
MIOMOILH OCTPAAABIINM.

2. ODyHKIUM
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OCHOBHBIMH HaIrpaBpJICHHUIMHU B pa60Te CCKpPETaps MIKOJIbI ABJIAKOTCA:

2.1. BeinosHeHne TeXHUYECKUX (PYHKIMM MO O0OECIIEUCHUIO U 0OCITYKHBAHUIO
paboTHI IUPEKTOpa 00Pa30BATEIBHOTO YUPESHKIACHUS U €0 3aMECTUTEII;
2.2. Benenue aenonpou3BOICTBA.

3. 1o/12KkHOCTHBIE 00SI3aHHOCTH
CekpeTaphb IIKOJIBI UMEET CASAYIONINE JOJDKHOCTHBIC 005S3aHHOCTH:

3.1. Tlpmem Bceli mocTynaromeid B 00IMIEO0pPa30BATEIBLHOE YUPEKICHHEC
KOPPECTIOHJICHIIMM M Tepefadya €€ B COOTBETCTBUU C YKAa3aHUSAMH JTUPEKTOpa
KOHKPETHBIM COTPYJIHUKAM [JIs MCIOJB30BaHUS B MpoIecce padoThl MO0 JUis
MOJITOTOBKU OTBETOB;

3.2. Benenue Aenonpou3BOACTBA, B TOM YUCIE U B JJIIEKTPOHHOM BU/IE;

3.3. IlpenocraBieHue B YCTAHOBJICHHBIE CPOKM B YTpaBieHUE 0Opa3oBaHUs
CIIMCKOB BCEX KJIAacCOB (KOHTHMHIEHTa OOpa30BaTEIbHOIO YUPEXKACHHS) U CIHMCKa
BCEX IMPENnoJaBareseil Kaxaoro y4eOHoro roja;

3.4. OmnepaTuBHOE BHECEHHME TEKYLIMX W3MEHEHHMI B COCTaBE KOHTUHICHTA
yyalmxcs, MpenojaBaTened M JPYyruX COTPYAHHUKOB 0011€00pa30BaTEIbHOTO
YUPEKJICHHUS;

3.5. TloaroroBka NPOEKTOB IPHUKA30B M PACIOPSIKEHHM 1O JBHKECHUIO
KOHTHUHI€HTA y4alluxcs;

3.6. Odopmnenue JIUYHBIX J€N JeTel, MNPUHATBIX Ha OOyYeHHE B
00pa3oBaTEIbHOE YUPEKICHUE,

3.7. Benenue angaBUTHOTO )KypHaja BCEX YUAIIUXCS;

3.8. BbIlONIHEHUE PA3IUYHBIX ONEPALUN C HCIOJIb30BAaHUEM KOMIIBIOTEPHOMU
TEXHUKA TI0 TMporpaMmam, IMpeAHa3HAYeHHbIM Jid cOopa, oO0paboTKu W
npenocTaBieHus: nHopMaIuy;

3.9. KoHTponp Hax CBOEBPEMEHHBIM pPACCMOTPEHHUEM W TMOJATOTOBKOU
JOKYMEHTOB U  PACHOpSDKEHUM, TNPUHATBIX K HUCHOJHEHUIO KOHKPETHBIMHU
COTpYJIHUKAMHU 00111€00pa30BaTEIBLHOTO YUPEIKICHUS;

3.10. CocraBieHue pa3JIMYHbIX IMHUCEM, 3aMPOCOB U JPYTrUX JOKYMEHTOB, a
TaK)K€ MOJrOTOBKAa OTBETOB aBTOpaM OOpallleHud 1O MOPYYEHHIO AUPEKTOpa
00pa30BaTeNbHOrO YUPEKACHUS WIH €0 3aMECTUTES;

3.11. Beaenue KOHTPOJISI HCTIOTHEHUSI COTPYAHUKAMU O0IIE00pa30BaTEIHLHOTO
YUpEXKACHUS M3IaHHBIX NMPUKA30B U PACHOPSIKEHUN, a Takke COOJIIOICHUS] CPOKOB
UCIIOJIHEHUS YKa3aHUM M MOPYYEHHU AUPEKTOpa 0Opa30BaTEIbHOIO YUPEKIICHHUS,
B3SIThIX HA KOHTPOJIb;

3.12. BbI30B COTPYOHHUKOB M Yy4YallUXCS MO MOPYYEHUIO JTUPEKTOpa
00111e00pa30BaTEIBLHOIO YUPEKICHUS;

3.13. BrmonHenue paboThl MO MOATOTOBKE OOIMMX COOpaHUil COTPYTHUKOB
LIKOJIBI, 3aCEJaHMil NEeJaroru4eckoro COBETa, a TAKXKE COBEUIAaHUM, MPOBOIMMBIX



JTUPEKTOPOM 00pa30BaTEIBHOTO YyUpekAeHUS (COOp HEOOXOAMMBIX MaTEPHAIIOB,
OMOBEIIIEHUE YYAaCTHUKOB O BPEMEHHU, MECTe, MOBECTKE JIHA COBEIIAHUS U HX
perucTparus);

3.14. KoHnTtpoas obecniedeHus JUpeKTopa o0111eo0pa3oBaTeIbHOTO YUPEKICHUS
KaHLETSPCKUMH MPUHAAICKHOCTSIMHU, CPEACTBAMU OPTaHU3AI[MOHHON TEXHHUKH, a
TaK)Ke CO3JaHHE YCIOBUHU, CrOcoOCTByOmUX 3(PQeKkTuBHONW padoTe aMpeKTopa
00pa30BaTEIBLHOTO YUPEXKICHHUS,;

3.15. ®opmupoBaHue A€ B COOTBETCTBUU C YTBEPKIACHHOM HOMEHKIIATYPOU,
oOecrieueHre X COXpPaHHOCTH U C/laya B apXUB B YCTAHOBJICHHBIE CPOKU;

3.16. IlpueM IWYHBIX 3asBJICHUNA COTPYJAHHKOB IIKOJIbI, YYAIIUXCA M HUX
poautened (MM 3aKOHHBIX  MPEACTaBUTENEH) Ha  TMOJNUCH  JUPEKTOPY
00pa30BaTENBHOTO YUPEKICHHUS;

3.17. BepimosHeHue padOThl COTJACHO JAHHOW JOHKHOCTHOM HWHCTPYKIIMH,
COOJNIIOJICHNE HWHCTPYKIMH TI0 OXpaHe Tpyda TMpU BHIIOJHEHUH padoT u
HKCIUTyaTaIl[il KOMITBIOTEPHON TEXHUKHU;

3.18. Opranusanus npuemMa MoCETUTENEH, a TaKkKe COACUCTBUE ONEPaTUBHOMY
pPacCMOTPEHHIO TMNpochb0 U MPEUIOKEHUH COTPYJHUKOB  00Opa3oBaTENIbHOTO
YUPEXKICHUS.

3.19. Cekperapb IIKOJIBI IOJDKEH BECTH PabOTy:

- B COOTBETCTBUM C  TpaQuUKOM,  YTBEPXKIECHHBIM  JTUPEKTOPOM
00111€00pa30BaATENBHOTO YUPEKACHHUS;

- B TECHOM B3aWMOJICUCTBUM C TEAATOTUYECKUM, aJIMUHUCTPATUBHBIM H
00CTY>KHBAIOIIUM TIEPCOHATIOM.

4. IIpaBa
Cexperapb IIKOJIbI HIMEET MTPABO:

4.1. Ilomy4yaTp CBOEBPEMEHHYK) WHIWBUAYAJIBHYIO KOHCYJBTALMIO IO
BOIIPOCaM padOThI C 3JEKTPOHHBIM KYPHAJIOM;

4.2. 3anpamuBaTth y COTPYAHHKOB 00OIIEOOpa30BaTEIIBHOTO YUPEKIACHUS, a B
COOTBETCTBYIOILIMX CIydasx M y aIMUHHUCTpALMU, HEOOXOAUMYIO0 MH(OpMALUIO U
MaTepuaibl, a TaKkKe OOBSICHEHHA O NpUYMHAX 3aEpP>KKH  BBINOJIHEHUS
KOHTPOJMPYEMBIX IIOPYUYEHUI;

4.3. TlpuBnekaTb COTPYJHUKOB K HCHOJHEHHUIO TMOPYYEHHUH aIMUHUCTpALUU
00111€00pa30BaTENLHOTO YUPEKACHHUS;

4.4. TpeboBaTb OT COTPYAHUKOB JOPAOOTKHU JIOKYMEHTOB, KOTOpbIE OBLIU
MOJITOTOBJIEHBI C HAPYIIEHUEM YCTaHOBJIEHHBIX MTPaBUJI COCTABICHUS U 0(OPMIICHUS
JOKYMEHTOB;

4.5. BusupoBaTh MNPOEKTHl JTOKYMEHTOB, CBSI3aHHBIX C YIPaBJIEHYECKOU
JeSTETHLHOCTHIO 00IIIe00Pa30BaATENHLHOTO YUPEKICHNUS,



4.6. 3HAaKOMUTHCA C JOJDKHOCTHOM WHCTPYKIIMEH, MHCTPYKIHUSAMHU IO OXpaHEe
TpyJAa U MOKapHOW OE30MMacCHOCTH;

4.7. BHocHTh Ha pacCMOTpPEHHUE AIMUHHCTpAIMU 00I11e00pa30BaTEIHLHOTO
YUPSKICHUSI CBOM TMPEAJIOKEHUS M0 YyIydlmIeHUI0 paboThl C JOKyMEHTaMH,
COBEpIICHCTBOBAHHIO (OPM U METOJOB YIPABJICHYECKOTO Tpylda C YYETOM
MIPUMEHEHUS CPEICTB OPTAHU3AIMOHHON W BRIYUCITUTEIILHON TEXHHUKH.

5. OTBEeTCTBEHHOCTD

CekpeTapb HECET OTBETCTBEHHOCTb.

5.1. JlucruniauHapHyto, TPEAyCMOTPEHHYIO 3a HEHaJJIexalee HCIIOTHEHUE
WJIM HEWCITOJHEHHE CBOMX JIOJDKHOCTHBIX 00S13aHHOCTEH, IIPEJACTaBICHHBIX B JaHHON

JOJDKHOCTHOM MHCTPYKLUU, B MOPSJIKE, YCTAHOBICHHOM JIEHCTBYIOIIHMM TPYAOBBIM
3akoHoAaTenbCcTBOM Poccuiickorn Penepanuuy, a Takke 3a HapylIeHHE YcCTaBa M
JAPYTUX JIOKAJIbHBIX IPABOBBIX AaKTOB 00II€00PA30BATENBHOTO YUPEKICHUS;

5.2. AIMUHUCTPATUBHYIO OTBETCTBEHHOCTh, IPEAYCMOTPEHHYIO 3a HAPYIIECHUE
0O €ro BUHE TMpaBUI MPOTUBOIIOKAPHOW OE30MACHOCTM U  CAHUTAPHO-
TUTUEHWYECKUX  IpaBWJl, B  IOPSAKE,  YCTAHOBIEHHOM  JIEWCTBYIOLIUM
aAMUHUCTPATUBHBIM, YTOJIOBHBIM M I'PaXKJAHCKUM 3aKOHOJATENbCTBOM Poccuiickon
Oenepanuy;

5.3. MarepuanpHyl0 OTBETCTBEHHOCTb, IMPEAYCMOTPEHHYI 3a MOCIIEICTBUSA
MPUHATOTO MM HEOOOCHOBAHHOI'O PEILIECHHUsS, MOBJIEKUIEro 3a co0Oil HapylleHHe
COXPaHHOCTH HMYUIECTBa 0O0I€00pa30BATEILHOIO YUPEKACHHS, HEMPABOMEPHOE
€ro HUCIOJIb30BAaHWE WM HHOM ymepO, NPUYMHEHHBIM 00pa3oBaTeIbHOMY
YUPEXKACHUIO, B  IOPSAKE, YCTAHOBIEHHOM  JCHCTBYIOUIMM  TPYIOBBIM
3aKkOHOIaTenbCcTBOM Poccuiickon Penepanum.

5.4. 3a pasrnamieHue MEpPCOHAIBHBIX JAaHHBIX OOYYaIOIIMUXCS, POAUTENEH
(3aKOHHBIX MpeCcTaBUTENEH), PAOOTHUKOB IIKOJIBI, & TAKXKE 3a HECOOII0/ICHUE HOPM
npo¢heCCUOHAIBHOM ITUKH.

6. BzaumooTHomIeHusi. CBSI34 MO J0JIKHOCTH

Cekperapsb:

6.1. PaGoraer mo Trpaduky, cocraBieHHomy wu3 40 wyacoBoil Hedenu u
YTBEPKICHHOMY JUPEKTOPOM IIKOJIBI.

6.2. Ilomyyaer OT IMpEKTOpa MIKOJIBI U 3aMECTUTENEH AUpeKTOpa NHPOPMALIHIO
HOPMaTHUBHO-TIPABOBOTO XapakTepa, 3HAKOMUTCS noj pacnucky C
COOTBETCTBYIOIIMUMH JOKYMEHTAMH.

6.3. Cekperapp B MpolLIECCE CBOEH JEATEIIBHOCTH B3aUMOAECHCTBYET C
aIMUHUCTPATUBHBIM, TIEJATOTHYECKUMU M OOCIYKMBAIOIIUM TEPCOHAIOM TI0
BOIIPOCAaM TPOBEPKHU BBIMOJTHEHUSI TOPYYCHUI OTHAENa OOpa30oBaHUs, MPHUKA30B H
yKa3aHU# AUPEKTOpa IIKOJIbI, KaJAPOBOH ACATEIbHOCTU IIKOIBL. [TogpobdHee.
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6.4. Cucrematnyecku oOMeHuBaeTcs HHGoOpMalend o BOIpocaM, BXOASIIUM
B KOMIIETEHIIUIO CEKpeTapsi CO BCEMU paOOTHUKAMU IIKOJIBI.

6.5. MapopMupyet 1upekTopa MWKOJbl (TP OTCYTCTBUU — HHOE JIOJKHOCTHOE
auo) o (akTe BOZHUKHOBEHUS TPYNIOBBIX MH()EKIUOHHBIX U HEMH(EKIIMOHHBIX
3a0oeBaHuii, aBapuUUHBIX CHUTyalluid B paboTe CHUCTEM BJIEKTPOCHAOXKEHUS,
TEIUIOCHA0KEHUs, BOJOCHA0XKEHMs, BOJOOTBEIEHUS, KOTOPbIE CO3AAI0T YIpo3y
BO3HHKHOBEHUS U PACTIPOCTPaHEHUS UH(PEKIIMOHHBIX 3a00JI€BaHUN U OTPABICHUM.

Lonocnocmuyro uncmpykyuro paspaboman: / /

C 00191cHOCMHOU UHCMPYKYUEL 03HAKOMAEH (@), 0OUH SK3EMNIAP NOIYYUL ().
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