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JOJZKHOCTHASA HHCTPYKIUA

CEKPETAPA
1. O01mue moJ10KeHU

1.1. Hacrosmas A0/DKHOCTHasT HMHCTPYKLUS —CeKpeTaps pa3paboTaHa B  COOTBETCTBUHU
¢ IHpodeccuonanbubiMm crangaprom 07.002 «Cpoenuanuct Mo OpraHu3alldOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIIEUEHUIO YIPaBJIEHUS] OpraHu3allel», yTBEpP)KICHHBIM MPUKA30M
MunuctepceTBa TpyAa U coumanbHoi 3amuTel Poccuiickoit @enepanuu Ne333n ot 15 utons 2020
roga, ¢ yuerom ®DexepanpHoro 3akoHa Ne273-d3 ot 29.12.2012r «O6 oOpa3oBanuu B
Poccuiickoit @enepanun», CII 2.4.3648-20 «CaHuTapHO-3ITUAEMUOIOTHUECKUE TPEOOBAHUS K
OpraHu3alUsM BOCIUTAHUS U OOY4YEHHs, OT/AbIXa U O3/I0POBJIEHUS JETEH», B COOTBETCTBHH C
Tpynoseim konekcoMm Pocculickonn denepannu, YCTaBOM U APYTMMU HOPMATUBHBIMU aKTaMH,
PEryaupyOIUMHI TPYAOBbIE OTHOIIEHHS MEXly pA0OTHUKOM U pabOTOIaTeNeM.
1.2. JlaHHas DOJKHOCTHAs MHCTPYKLUS MO NpoCTaHAApPTy ONpPENENseT MepeuyeHb TPYIOBBIX
GyHKIMI 1 00s13aHHOCTEN CeKpeTapsi AUPEKTOpa MIKOJIbI, a TAKXKE €ro paBa, OTBETCTBEHHOCTD U
B3aMMOOTHOIIEHHUSI 10 I0JKHOCTH B KOJJIEKTHBE 00pa30BaTeNIbHON OpraHu3alllu.
1.3. Cekperapp Ha3Ha4aeTcsi M OCBOOOXKIAETCSI OT JOJDKHOCTH TIPUKA30M JIUPEKTOpa
0011eo0pa3oBaTeIbHOM  OpraHu3alu B MOPSAAKE, YCTAaHOBJICHHOM TpydOBBIM KOAEKCOM
Poccuiickoii @enepaliuu 1 Tpy1OBBIM J10TOBOPOM (KOHTPAKTOM) C paOOTHUKOM.
1.4. Ha Bpems oTmycka ¥ BpEMEHHOW HETPYIOCHOCOOHOCTH CEKpeTapsi-MallMHUCTKH €ro
00s13aHHOCTH MOTYT OBITh BO3JIOKEHBI Ha JAPYroro COTPyIHUKA O00I1e00pa3oBaTeNbHON
opranuszaii. BpemeHHoe HcCHONHEHHE OOS3aHHOCTEH B JAHHBIX CIy4asX OCYILECTBISETCS
COIJIaCHO TpHKa3y AUPEKTOpa, W3JAHHOTO ¢ colmoneHueM TpeboBanuii TpymaoBoro kojekca
Poccuiickoit @enepanuu.
1.5. Ha nomkHOCTh cekpeTapsi IpUHUMAETCS JIUIO:

HMMEIOIIIee BhICIIee 00pa3oBaHue - OakalaBpuaT WIH cpeHee MpodeccuoHaIbHOEe 00pa3oBaHMe

0 MporpaMMe  TOJrOTOBKM  CHEHHMATUCTOB  CPEIHEro  3BEHA,  JIOMOJHUTEIbHOE

npodeccuoHanbHOEe 00pa30BaHUE;

C OIBITOM BBINOJIHEHHS] pabOT MO OPraHU3aLMOHHOMY M JJOKYMEHTAlHOHHOMY 00€CIeueHUI0

JeSITeILHOCTH PYKOBOAUTEINS TPU CpeTHEM MPO(PECCHOHATBHOM 00pa30BaHUM HE MEHEE BYX

JICT;



COOTBETCTBYIOIIEE TPEeOOBAaHUSAM, KaCAIOUIUMCS MPOXOXKACHUS TpEeABApUTENIbHOrO (IpH
MOCTYIUIGHUHM Ha paboTy) U MEePUOJUYECKHMX MEAMIMHCKUX OCMOTPOB, BHEOUEPEIHBIX
MEAMIIMHCKUX OCMOTPOB I10 HAIIPaBJICHUIO paboToaaTesns, 00s13aTEIbHOIO MCUXUATPUYECKOTO
OCBUJICTEIILCTBOBAHMS (€cliu 3TOro TpeOyeT 3akoHojaTenbHas 0aza), MmpodeccCHOHATbHOU
TUTMEHNYECKOM IOATOTOBKM M aTTeCTalM, BaKLUMHAIMK, a TaKK€ MMEIOIlee JHMYHYIO
MEIUIUHCKYI0 KHIDKKY C pe3ysibTaTaMd MEAMIMHCKUX 00CIeoBaHUN U J1a00opaTOpHBIX
WCCJIEIOBAaHMM, CBEICHUSMU O MPHUBUBKAX, EPEHECEHHBIX MH(EKIIMOHHBIX 3a00JIeBaHUSX, O
MPOXOXKACHUU MPO(ecCHOHATBHON TMTMEHNYECKOM MOATOTOBKH U aTTECTALUU C JOMYCKOM K
pabore;
HE WMEIoIlee OTPaHMYCHHMN Ha 3aHATHE TPYIOBOH JesITEeIbHOCTHIO B cdepe oOpa3oBaHus,
u3JI0kKEeHHBIX B cTaThe 351.1 «OrpannyeHusi Ha 3aHATHE TPYAOBOU JIEATEIBHOCTHIO B cepe
o0pa3oBaHMs, BOCIUTAHMS, Pa3BUTHS HECOBEPUICHHOJETHHUX, OPraHU3allMd HMX OTIbIXa U
O37I0POBIICHUS, MEIUIIMHCKOTO O00eCre4YeHus, COLUAIbHON 3allUThl M  COLMAIBHOTO
oOciyxuBaHus, B cepe NETCKO-IOHOIIECKOTO CIOPTa, KYJIbTYpbl U MCKYCCTBA C y4acCTHEM
HecoBepIIeHHOJIeTHUX» TpynoBoro koaekca Poccuiickoit denepanuu.
1.6. Cekperapp MOAYMHSACTCS  HETMOCPEACTBEHHO JIUPEKTOPY  001meoOpa3oBaTelIbHOM
OpraHu3alIiHy.
1.7. B cBoell AESITENbHOCTH CEKpeTapb-MAIIMHUCTKA IIKOJIbI PYKOBOJCTBYETCS JIOJKHOCTHOMN
WHCTPYKIMEH, COCTABJICHHONW B COOTBETCTBUU C mMpodcTannaproM, KoHCTUTYIMEH U 3aKOHAMU
Poccuiickoit ®enepanuu, ykazamu [lpesmaenta, pemenusimu [lpaBurenbcrBa Poccuiickoit
denepaui 1 OpraHoB yNpaBlIeHUs] 00pa30BaHMsI BCEX YPOBHEH 10 BOIIpocaM, KacaroLUMMcs ero
TPYAOBOH J€ATEIBHOCTH, TPYIOBBIM JIOTOBOPOM MEX1Yy pPaOOTHUKOM M PyKOBOJAWUTENEM. TaKke,
CEKpeTaph — MAIMHUCTKA PYKOBOJICTBYETCS:
aAMUHHUCTPAaTUBHBIM, TPYAOBBIM U XO34WCTBEHHBIM 3aKOHOJATENbCTBOM Poccuiickoii
denepaunu;
CII2.4.3648-20 «CanuTapHO-3MHIEMHOIOTHYECKHE TPEOOBaHUS K OpraHU3alusIM BOCITUTAHUS
U 00y4eHUs1, OT/IbIXa U 0370POBJICHUS AE€TEH U MOJIOACKU;
®enepanbubiM 3akoHOM No273-D3 «O6 oOpazoBannu B Poccuiickoit @eneparnumy;
MMOCTaHOBJICHUSIMU, PACTIOPSKEHHUSIMU, PUKAa3aMU M MHBIMU PYKOBOSIIIMMU U HOPMATUBHBIMH
JIOKYMEHTaMH, OTHOCSIIIUMUCS K BEJICHUIO J1€JIONPOU3BO/ICTBA;
CTaHJapTaMU YHUPUITTPOBAHHOU CUCTEMBI OpraHU3al[MOHHO-PACIOPAIUTEIILHON
JIOKYMEHTAIUU;
npaBuiiaMu opdorpaduu v MyHKTYaIlUN;
paBUJIaMu pabOTHI HA KOMITBIOTEPE U MHOM OPTTEXHUKHU;
IpaBWJIaMd M HOPMaMHM OXpaHbl TpPyAd, IPOU3BOJCTBEHHOW CaHUTApUU M TOXKAPHOU
0€30I1aCHOCTH;
KonBenuuei o npaBax pedeHka,
VcraBoM M JIOKQJIbHBIMH aKTaMu, B TOM uucie [lpaBunmamMu BHYTPEHHEro TPYAOBOIO
pacnopsjika, IpUKa3aMH U paclopsKEHUSIMU AUPEKTOPA IIKOJIbL;
WHCTPYKIMEHN IO OXpaHe TPyAa CEKpeTaps IKOJIbI.
1.8. Cekperaph HOKEH 3HATH:
BH/JIbI IOKYMEHTOB, UX HA3HAYEHUE;
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BUJIbI HOMEHKJIATYp, 00I11e TpeOOBaHUS K HOMEHKIIATYype Ael;

rpaMMaTH4ecKHe IPaBUiIa PyCCKOTo s3bIKa;

JeMCTBYIOIME TPABOBbIE aKThl, HOPMATUBHO-METOJMUYECKUE JTOKYMEHTBI, TOCYAapCTBEHHBIE
CTaHJAPTHI, OMPECIIAIONINE TOPSI0K JOKYMEHTAIIMOHHOTO 00eCIIeYeHus YIIPaBICHHUS;
JIETIOBOM ITPOTOKOT;

MHCTPYKLUMU 1O JIEJIONPOU3BOJACTBY U JIPYTUM JIOKAJIbHBIM HOPMAaTHBHBIM  aKTam,
yCTaHaBJIMBAIOLINM MOPSAAO0K Pealu3alui yIpaBIeHUECKUX IPOLELyp;

UCTOYHUKHU YIIPABICHUECKON HH(pOpMaLnu;

KJIaccu(pUKALMIO YIPaBICHUECKOW HH(POPMALINKU, BU/IbI YIIPABICHUECKON HHpOpMALIUH;
KOMIUIEKC OPraHU3allMOHHO-TEXHUYECKUX MEPOIPUATHI IO IOJArOTOBKE M IPOBEACHUIO
COBEILIAaHUH U IIEPErOBOPOB;

METOJIMKY 0TOOpa UCTOUHUKOB HH(OpMaLNY;

MeToAbl 00paboTKKM HHGpOpPMAlUM C HPUMEHEHHEM COBPEMEHHBIX TEXHHUYECKUX CpE/ICTB
KOMMYHHKAIIMH U CBSI3U, BBIUNMCIUTEIILHON TEXHUKHY;

HOPMAaTHBHBIE NPABOBbIE aKThl, HOPMATUBHO-METOJMYECKUE JIOKYMEHTBI, rOCYIapCTBEHHbIE
CTaHJAPTHI, ONPECIISIONINE TOPSI0K JOKYMEHTAIIMOHHOTO 00ECIICYeHNs YIIPABICHHUS;

oOmme TpebGoBaHMUS K CPOKAM HCIOJIHEHHUS JTOKYMEHTOB M KOHTPOJIEHBIM (DYHKIIUSIM CITYXKOBI
JIOKYMEHTAllMOHHOI'0 00eCIeUeHus;

OCHOBBI aIMUHHCTPATUBHOIO [IPaBa U TPYAOBOro 3aKoHoAaTesnbcTBa Poccuiickoit denepannu;
OCHOBBI JIOKYMEHTHOH JINHI'BUCTUKU;

OCHOBBI MIPABUJIBHOM OpraHU3alUy TPYyAa U METO/IbI MMOBBIIEHUS ero 3((HhEeKTUBHOCTH;
OCHOBBI YIIPABJIEHUSI BDEMEHEM;

0COOEHHOCTH 0(hOpPMIIEHUS TUIAHUPOBIIMKA (HA 3JIEKTPOHHOM U OyMa)KHOM HOCHUTEIISX );
0COOEHHOCTH (OpMUPOBaHUs 0a3 JaHHBIX B 00pa30BaTEIbHOM YUPEXKICHUN;

HopsiIoK  0OpMIIEHUS] JOKYMEHTOB JJIsi KOMAaHIUPOBKM M OTYETHBIX JIOKYMEHTOB I10
KOMaHIUPOBKaM paOOTHHUKOB IIIKOJIbI;

HOPSI0K PabOTHI C IOKYMEHTAMHU, CXEMBI IOKyMEHTO000pOTa;

Nnops0K (opMUpPOBaHUs U 0HOPMIIEHUS J1€T;

npaBwia BEJCHMs, TOATOTOBKM M O(OpPMIIEHHS TNPOTOKOJIa M JPYTHMX JOKYMEHTOB,
CO3/1aBaeMbIX B IPOIIECCE OATOTOBKU COBEIAHUI MPU AUPEKTOPE;

IpaBUJjia BbIIAYM U MCIIOIB30BAHMSI JOKYMEHTOB U3 c(hOPMUPOBAHHBIX JIEIT;

IpaBuJiIa JeI0BOTr0 OOLIEHMS, eTOBOTO STUKETA;

npaBUia  JIOKYMEHTAIlMOHHOTO  oOecreueHust  AEATeNbHOCTH  00lieo0pa3zoBaTeIbHON
OpraHu3aIuy;

IpaBuJia 3alIUThl KOHPUACHINAILHOW HH(OpMaLIUK;

MpaBWJia OpraHU3aluy KOHTPOJIS MCIIOJHEHUS JIOKYMEHTOB W THUIIOBBIE CPOKH HCIIOJIHEHUS
JIOKYMEHTOB;

IpaBUjIa OPraHU3alUH IPHEeMa IOCETUTENE! B ILIKOJIE;

IpaBujia MOJrOTOBKH U Mepeslau Jel B apXuB 00pa30BaTeIbHONW OpraHU3aIiHg;

IpaBUiIa MOJAEPKAHUSA U PA3BUTHUS MEXIMUYHOCTHBIX OTHOILIECHUIA;

IpaBUJIa MOJIMCAHUS U YTBEP)KICHHSI JOKYMEHTOB;

npaBuiIa paboThl ¢ BXOASIIUMHU, UCXOIAIMMU U BHYTPEHHUMHU JOKYMEHTaMH;



[IPaBUJIa PEUEBOTO ITUKETA;
IpaBUjIa CEPBUPOBKM YaHHOro (KOPEHHOro) CTOoda, HMPUTOTOBIEHHS M IOAAYM TOPSUYUX
HaIHUTKOB;
IIpaBUJIa COIVIACOBAHUS JOKYMEHTOB LIKOJIbI (BHYTPEHHETO U BHEIIHETO);
IIpaBUJIa COCTABJICHUS AHAJTIMTUUECKHUX CIPABOK 10 KOHTPOJIIO UCIIOJHEHUS IOKYMEHTOB;
npaBUia COCTaBJICHUA U OopMIICHUS HH(POPMAITMOHHO-CIIPABOYHBIX, YIPABICHYECKHX
JIOKYMEHTOB U CIIY’KEOHBIX ITHUCEM;
IpaBUJIa COCTABJIEHUS OPraHU3alMOHHbBIX JOKYMEHTOB (IIPUKA30B, MOJI0KEHUH, HHCTPYKLNN);
IPaBUJIa YCTAaHOBJICHUS KOHTAKTA, OAEP/KAHHs U Pa3BUTUS MEKIMYHOCTHBIX OTHOLLICHUIA;
IIpaBUJIa XpaHEHUS JIE]], IPUKA30B, B TOM YHCJIE JIOKYMEHTOB OTPaHUYEHHOI0 JI0CTYIIa;
IIPABOBbIE OCHOBBI YIpaBiieHUsI (OCHOBBI aJJMUHUCTPATUBHOI'O, TPYJIOBOTO U I'PAXKAAHCKOTO
pasa);
INPUHIUIBI ¥ IPABUJIA UIAHUPOBAHUS pabouero BpeMeHH;
HPUHIUIIBI, CIIOCOOBI HH(OPMUPOBAHUS PAOOTHUKOB 00Pa30BATEIBHOIO YUPEIKICHHUS;
PYKOBOJISIIMN COCTAB LIKOJIBI U €€ MOJIpa3/IeeHul;
CHCTEMBI AJIEKTPOHHOTO JIOKyMEHTO000pOTa;
COBpPEMEHHBIE HH(POPMAIIMOHHBIE TEXHOJIOTHH PabOoThI ¢ JOKYMEHTAMH,
COCTaB OpraHU3alMOHHON TEXHUKHU, €€ YCTPOICTBO U MOPSAIAOK pabOTHI C HEM;
creun(UKy OCHOBHOM JeSITeIbHOCTH 0011e00pa30BaTeIbHOM OpraHu3aluy;
CTaHJAPThl U PEKOMEHIAlMU 110 000PYAOBAaHUIO MOMEILEHHS TPUEMHOI;
CTPYKTYpPY LIKOJIBI, MOPSIOK B3aMMOJAEHCTBHS NOJpa3/iesieHuil u ciayxO0, pacrpeneneHue
GYHKIUI MEXIy CTPYKTYPHBIMH MOAPa3/IeICHUSIMH;
byHKIMM, 3a7aud  0011e00pa30BaTEIbHON OpraHM3allM, €€ CBSI3M 10 BEPTUKATU U
TOPU30HTAIIN;
HAIpPAaBJICHUS JEATEIbHOCTH IIKOJABI M KOMIIETEHIMM CTPYKTYPHBIX IOAPA3JECICHUN WU
JOJKHOCTHBIX JINLL;
o0pa3upl MOANKMCEN JMIl, WMEIOIIMX NpPaBO MOANMMUCAHUS M YTBEPXKACHUS TOKYMEHTOB, U
OTpaHUYEHUS UX 30H OTBETCTBEHHOCTH;
TeneQOHHbIE KOHTAKThI TUPEKTOPA IIKOJbI;
TpeOOBaHUS OXPAHbI TPY/Ia, IPOU3BOICTBEHHON CAaHUTAPHUH, TOKAPHON OE3011aCHOCTH;
TpeOOBaHUs, NMpPEAbABIsEMble K JOKYMEHTaM B COOTBETCTBMM C HOPMATHBHBIMHM aKTaMU WU
roCy/1apCTBEHHBIMHU CTaHIapTaMHU;
TpeOoBaHus, PEeIbABISIEMbIE K yIIpaBIeHYeCKOi nH(popMarumy;
(bopMBbI NIpeIoCTaBIeHUs yIIPaBIeHUYECKON HH(POpMAIUY;
(GYHKIIMM CaMOMEHEKMEHTA,
ATUKY JICTIOBOTO OOIIIEHMUS, STUKET.

1.9. Cekperapb JOIKEH YMETh:
AQHAIM3UPOBATh IPUYMHBI HEBBIIIOJIHEHUS 33/1a4;
BECTH U MCIIOJIb30BaTh B paboTe 6a3y TaHHBIX Tele()OHHBIX KOHTAKTOB AUPEKTOPA IIKOJIbI;
BECTH CPOKOBYIO KaPTOTEKY;



BECTH YYETHBIE PETUCTPALIMOHHBIE (POPMBI, UCIIOIB30BATh UX JJIs1 MH(POPMAIMOHHON PabOThl U
paboThI 110 KOHTPOJIIO UCIOJIHEHUS PELICeHUH M MPUKa30B JUpeKTopa 001eo0pa3oBaTeaIbHON
OpraHu3aluy;

BHOCHUTH M OTCJIKMBATh HH(OPMAIIHIO HA JICKTPOHHOM /UK OyMa>KHOM HOCHTEIIE;
BBIOMPATh ONTUMAJIbHBIE CTIOCOOBI HH(POPMUPOBAHHS PAOOTHUKOB LIKOJIbI, 00YUAIOIIMXCS U UX
poauTenel (3aKOHHBIX MPEJCTABUTENICH), BBIMIECTOSIINE OPTaHU3AMH O IUIAHHUPYEMBIX
MEpOIPUATHSX;

BbIOMPATh ONTHUMAJIbHBIN PUTM PaOOTHI;

JIOKYMEHTHPOBATh pa3Hble 3Tallbl IPOLETypbl OATOTOBKU U IPOBECHUS COBEIIAHUN;
UCTIOJIb30BaTh COBPEMEHHBIE cpesicTBa cOopa u 00pabOTKH KOHTPOJIBHOM HH(OpMaImy;
UCTIOJIF30BaTh COBPEMEHHBIE TEXHOJIOIHU cOopa H nepeaadu nHpopMaium;

UCTIOJIB30BATh CIIPABOYHBIE TPABOBBIE CUCTEMBI;

UCIIOJIb30BaTh CPE/ICTBA KOMMYHHUKALIUU /TSl IEpejauil OPYUYEeHUI TUPEKTopa IIKOJIbI;
UCIOJIb30BaTh CPEACTBA KOMMYHUKALIMOHHOM OPITEXHMKM Uil TOJIY4YEHUS M Iepeladu
nHpopmanuu;

UCTIONB30BAaTh  YCTAHOBJICHHBIE MpaBWiIa M OPOIEIyphl KOMMYHHMKALIMM  BHYTPH
0011e00pa30BaTeIbHON OpraHU3aly;

UCTIOJIB30BaTh O(MCHBIN MaKeT (TeKCTOBBIN PelaKkTop, dJEKTPOHHBIEC TAOIHIIbI, TPE3CHTAINHN );
oOecrieunBaTh ~ MHGOPMALMOHHYIO  0O€30MAaCHOCTh  JAEATENBHOCTH  00pa3zoBaTeIbHOMN
OpraHu3aIuy;

o0ecrieunBaTh KOHQHUIECHIIMAIBLHOCT B IPUEMHON U KaOMHETe AUPEKTOPA;

oOecnieunBaTh pabOTy MPUEMHON JUPEKTOPA BO BPEMS €r0 OTCYTCTBHS;

o0ecreunBaTh COXPAaHHOCTh JOKYMEHTOB, XPAHAIIMXCS B MPUEMHON M KaOMHETE TUpPEKTOpa
0011e00pa3oBaTeIbHON OpraHU3aliy;

OKa3bIBaTh MOMOIIb TUPEKTOPY HIKOJIBI B pacClpeeIeHUH ero pabouero BpeMeHH;

OTpeNieNATh MPUOPUTETHOCTD U 0UE€PETHOCTh BBIMOIHEHUS padoT 1 3P PEKTUBHO paclpeesiiTh
pabouee Bpems;

OpPraHW30BBIBATH W O0ECIEYMBATH JIMYHBIE KOHTAKThI JUPEKTOpa 00pa3oBaTeIbHOM
OpraHu3aInm;

OpraHU30BBIBATH MPOIIECC MOATOTOBKH K IMMPOBEIACHUIO COBEUIAHUS TIPU IUPEKTOPE;
OCYILECTBIISATH KOHTPOJIb UCTIOHEHUS MOPYUEHUI TUpEeKTOpa pabOTHUKAMH IIKOJIbI;
OCYILECTBIISATH 00pabOTKY U CTPYKTYpUpPOBaHHE HHPOPMALINY;

OCYILECTBIISATH pacreyaTbIBaHHE U KCEPOKOIIUPOBAHHE;

OCYIIECTBIISITh TPOBEPKY JJOCTOBEPHOCTH, IIOJIHOTHI W HEMPOTHBOPEYMBOCTH JTaHHBIX,
UCKJIIOUEHHE TyOIMpoBaHUs MHPOPMAIUY;

OCYIIECTBIISITh PErHCTPALNIO, HAKOIUIGHUE W Tepeaady, CHCTEMaTH3MPOBAHHOE XpaHEHHE U
BbIIauy WH(MOpManuu B Tpedyemoit ¢popme;

OCYILIECTBIIATh cOOp, 00paboTKy HMH(MOpMAIMK, HEOOXOAUMOW JUIl JUPEKTOpa IIKOJIBI, €€
aHaJlU3 B COOTBETCTBMM C TPEOOBAHUSAMHU KPATKOCTH, YETKOCTH (OPMYIHUPOBOK,
CBOEBPEMEHHOCTH  IOCTYIUIEHUS, = TOYHOCTM M JIOCTOBEPHOCTH,  ONTUMAaJIbHOCTH
CHCTEMaTH3aIuH, HEMPEPLIBHOCTH cOOpa u 00padOTKH;

OCYILECTBIISATh CUCTEMATU3ALUIO TIOJIY4YaeMbIX U IEPEAABAEMBIX IaHHBIX;



0(OPMIIATH KOMaHANPOBOUHBIE TOKYMEHTHI;

OLIEHUBATh PE3yJIbTAThl B PAMKAX ITOCTABICHHBIX 33J1ay;

nepeaaBarh MH(GOpMaIHIO, JOKYMEHThI U MaTepUallbl yYUaCTHUKAM COBEIIAHUS IPU JUPEKTOPE;
nevaTaTh U peAaKTUPOBATh TEKCTHI CITY)KEOHBIX JOKYMEHTOB;

MOJIb30BAThCS TIEpUPEPUIHHBIMU YCTPOHCTBAMH U OPTTEXHUKOI;

MOJIb30BAThCSl YHU(UIIMPOBAHHBIMU (POPMAMHU JOKYMEHTOB;

H0JIb30BATHCS SJICKTPOHHOM MOUTOMH;

IPEOCTABIIATh IaHHBIE B €IMHOM M Y10OHOM Il BOCIIpUTUSA (hopMarTe;

OPUMEHATh B COOTBETCTBUM C Ha3HAYEHHUEM CPEICTBA OPraHU3al[MOHHON TEXHUKH,
KaHLEISAPCKUE IPUHAIICKHOCTH;

NPUMEHATh HH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH;

MPUMEHSITH CITOCOOBI JICIIOBOTO OOIICHUS;

IPUHUMATh MEPBI 110 Pa3pelIeHNI0 KOHPIUKTHBIX CUTYALIHIHA;

IPOM3BOIUTH MOATOTOBKY /€1 Ul Iepefadd B apXuB 00111e00pa30BaTeIbHON OpraHu3aluy;
IPOU3BOUTh MOUCK HMH(OpManuu B 0a3zaX TaHHBIX, BECTH HH(POPMALMOHHO-CIIPABOYHYIO
paboTy Ha OCHOBE Pa3JIMYHBIX KOMOWHALIMI OMCKOBBIX TPU3HAKOB;

paboTaTh ¢ NEPCOHAIBHBIM KOMIIBIOTEPOM (HOYTOYKOM), KaTajoramu (ramnkamu) u Qaitiamu,
CKaHEpOM;

paboTaTh ¢ BXOJILEH, UCXOASIIEH, BHYTPEHHEH T0OKyMEHTalNeH;

pabotath ¢ uH(popMaIel, aHaTM3UPOBATh U IIPEJCTABIATH €€ B CUCTEMATU3UPOBAHHOM BUJIE,
B BUJIE CBOJHBIX JIOKYMEHTOB;

paboTaTh €O BCeH COBOKYNHOCTbIO MH(DOPMALMOHHO-TOKYMEHTAIMOHHBIX PECYpCOB
00pa30BaTebHOIN OpraHu3aluu;

pa3zpabaTbiBaTh HOMEHKJIATYpy /M€l IIKOJAbl C Y4EeTOM JEeHCTBYIOIIMX HOPMaTHBHO-
METOJUYECKUX JOKYMEHTOB;

paccTaBiIsATh IPUOPUTETHI, BBIIEIATH BXKHOE U CPOYHOE;

CTJIaKUBATh KOH(JIMKTHBIE U CIOXKHBIE CUTYalUH MEXIMYHOCTHOTO OOLICHHUS;

CEpBHPOBATh YalHBIN (KO(EHHBIN) CTOI BO BpeMsl MPOBEACHUS Ko(de-Tiay3;

coOiroaaTh CayXeOHbIN 3TUKET, IPaBUJIa I€JI0OBOI0 ITUKETA U IPOTOKOJIA;

CO3/1aBaTh UMUK CEKpeTapsi, COOTBETCTBYIOIINIA UMUJDKY ILIKOJIbL;

CO3/1aBaTh U MOIEP>KUBATH MOJIOKUTENBHBIA UMUK 00pa30BaTeNIbHONM OpraHu3aIiig;
co3/1aBaTh yCIOBHsI, oOecnieunBatomue 3pPpeKTUBHYIO paboTy AUPEKTOPA;

COCTaBJIATh M OGOPMIIATH HOPMATHUBHBIE aKThl, OPTraHU3AI[MOHHBIE M METOJMYECKUE
JIOKYMEHTBI, CBOJIHbIE, OTYETHBIE, CTATUCTUYECKHE JOKYMEHTHI;

YIPaBIsATh KOHQIUKTAMU;

YCTaHaBIIMBATh LEJH, ONPEAEISATH UEPAPXUIO LIETIeH;

YYUTBIBATh ~ TICUXOJIOTMYECKHE  OCOOCHHOCTM  JMYHOCTH MpPU  Pa3IMYHBIX  BHJAX
po(hecCHOHATEHOTO OOIIEHUS;

BBIOMPATh ¥ 0POPMIIATH MJIAHUPOBIIHK;

dopmupoBate U 0GOPMIIATH Jiela B COOTBETCTBUM C YTBEPXKIECHHONH HOMEHKJIATYpOH el
00111600pa30BaTEIbHON OpTraHU3aIIH.



1.10. Cekperapp A0MKeH OBITH O3HAKOMJIEH C JIOJDKHOCTHOM WHCTPYKITMEH cekperaps,
pa3paboTaHHON ¢ ydeToM HpodcTaHiapTa, 3HaTh M COOJIIOAATH YCTAaHOBJIEHHBbIE IpaBUIA U
TpeOOBaHUS OXPaHbl TPYAA U IMOKAPHOM 0€30MacHOCTH, MpaBUIa JIUYHONW T'MTHMEHbl M TUTHEHBI
TpyZAa B 00pa3oBaTEIbHOM yUPEKICHUH.
1.11. Cexkperapp JODKEH NPOHTH OOy4eHHE M WMETh HAaBBIKM OKA3aHUS IEPBOW MOMOIIH
nocrpanasmum, codmonats Konsenuio OOH o npaBax pebeHka, 3HaTh MOPSAJOK ISHCTBUN TpU
BO3HMKHOBEHUH 110>Kapa WIK MHOM Ype3BbIYalHONM CUTYalluH U 3BaKyallUH.
2. TpynoBblie pyHKIUM
OCHOBHBIMU TPYJOBBIMH (PYHKIUSAMH CEKpETapPs SIBJISIOTCS:
2.1. Opranu3annoHHoOe, JTOKYMEHTAlMOHHOE M MH(OPMALMOHHOE OOecleueHue AESITeIbHOCTU
JUPEKTOpA IIKOJbL:
2.1.1. Oka3aHue OMOIIH JUPEKTOPY B TNIAHUPOBAHUH PabOYETO BPEMEHHU.
2.1.2. [ImanupoBanue cBOEro padboyero JaHs.
2.1.3. Opranuzanus Tene(OHHBIX IIEPErOBOPOB IUPEKTOpa 00111e00pa30BaTeIbHON OpraHu3aluy.
2.1.4. Opranusanus paboThI C MOCETUTESIMU B IPUEMHOM TUPEKTOpA.
2.1.5. Opranu3zanus NoJAroOTOBKH MEPOIIPUSATUN C yHACTUEM JUPEKTOPA.
2.1.6. Opranu3zanus UCIOJIHEHUS PEILIEHUI U OCYIIIECTBIEHNE KOHTPOJIS UCTIOJIHEHUS TOPYYEHUN
JTUpPEKTOpa.
2.1.7. Opranuzauus U nojpjepxanue (QyHKIHMOHAIBHOTO pabovero MpocTpaHCTBA MPUEMHON U
KaOMHeTa IUpEeKTopa.
2.1.8. CocraBnenue u ohopMIIeHUE YIPABICHYECKON TOKYMEHTAIIUH.
2.1.9. Opranuzanmuss paboTel ¢ JOKYMEHTaMM B [PUEMHONW JHUPEKTOpa  IIKOJIBI.
2.1.10. Opranuzanusi XpaHeHUsl JOKYMEHTOB.
2.1.11. Oo0ecneuenue aupekTopa 00mIE00pa30BATENBLHON OpraHu3auu  WH(QOpMaIen.
2.1.12. Opranuzanuss MHPOPMALMOHHOTO B3aMMOJAEUCTBHUS JUPEKTOpa C PaOOTHUKAMH.
2.1.13. Opranusanuss KOMaHIUPOBOK AUPEKTOPA U COTPYIHUKOB.
3. 10JI2KHOCTHBIE 00SI3AaHHOCTH CeKpeTaps B IIKOJIe.
3.1. B pamkax TpymoBoil (h)YHKIMM OKa3aHHS MOMOIIM TUPEKTOPY B TUIAHUPOBAHHU PabOYEro
BpPEMEHU:
uH(pOPMHUpPYET AUPEKTOpa 00pa30BaTEIbHON OPraHU3alluy O perjiaMeHTe HAMEUEHHBIX BCTpPEY,
COBEIIAHUH U 3aceaHUi, IeJaroTHYeCKUX COBETOB, OOIIEIIKOIBHBIX M MHBIX MEPOIPUSTHI;
OpeaynpexaaeT O NpUOIMKEHUH BPEMEHM HaMEUEHHBIX MEpOINpPUATHI, COTIacOBBIBAET
BpPEMEHHbIE TIJIaHbI;
COTJIacOBBIBAET TeNe(OHHBIE IEPETOBOPHI € MPEICTABUTEISIMU BBILIECTOSALINX OpraHU3aluH, C
MOTIEYUTENIIMU, PYKOBOJUTEISIMU UHBIX 00pa30BaTENIbHBIX YUPEKICHUI;
COTJIACOBBIBAET BCTPEYM M MEPOIPHUATHS C COTPYAHHUKAMH IIKOJBI M MPO¢COIO3HBIM
KOMHUTETOM, C POJUTEISIMH U POJUTEIBCKMM KOMHUTETOM, PYKOBOAMUTEISIMH METOJINYECKUX
00BbeTMHEHNH, C COBETOM YYAIIUXCS U MHBIMU COBETAaMH M KOMUTETaMH 00111e00pa3oBaTeIbHON
OpraHu3aIuy;
(bopmHpyeT pe3epB BpEMEHHU Il HENPEABUCHHBIX CUTYallUH;
BHOCHUT WH(OPMAITUIO B INIAHUPOBIIUK (OpraHaizep).
3.2. B pamkax Tpy10Bo# (yHKIIUU IJTAHUPOBaHUS pabovero:



e COIJIACOBBIBACT IUIAHBI C IJIAHAMU W CpPOKaMH PabOThl JUpeKTopa o0Ieo0pa3oBaTeIbHOM
OpraHu3aIuy;

e pacmpenenser paboudee Bpems (Ha JACHb, HEEII0, IEPCIIEKTUBY);

e IIEPEHOCUT HEBBINOJIHEHHBIE 3aIUIAaHNPOBAHHBIE 33/1a4U;

e BBINOJIHACT TUIIUYHBIE €KETHEBHbBIC JIEIIA;

e BbIOMpAET U 0POPMIISET MIIAHUPOBIIUK CEKpETaps;

e BEJECT JIHCBHUK (Ha AJICKTPOHHOM U /WU OyMa)KHOM HOCHUTEIIE).

3.3. B pamkax TpynoBoil pyHKIMH OpraHu3anuu TeaedOHHBIX EPEroBOPOB AUPEKTOPA:

e BeJeT 0a3y TesneOHHBIX KOHTAKTOB PYKOBOIUTES IIKOJIBI,

e  COCIOUMHSET AUPEKTOpa 00pa30BaTEIbHON OPraHNU3auN ¢ KOHKPETHBIMU A0OHEHTAMU;

e PETUCTPHUPYET MOCTYMAIONINE B IPUEMHYIO TeJIe()OHHbIE 3BOHKH;

e IIEpEHANpaBISAET OTACIbHbIE TE€IEPOHHbIE 3BOHKH 3aMECTUTENSIM IUPEKTOPA;

e TMOJy4YaeT HEOOXOAUMYI0 HMH(OpPMALMIO U TepeaeT CaHKIMOHUPOBAHHYIO MH(pOpManuio mno
Tenedony;

e YCTaHABIMBAET KOHTAaKT C COOECEHHMKOM, MOJAJEPKUBAET W pa3BUBAET JIEJOBYIO Oecely B
nporiecce Terae(GOHHBIX EPErOBOPOB.

3.4. B pamkax TpymoBOH (YHKIIUM OpraHu3alud paboOThl C TIOCETUTCISIMH B TMPUEMHOU
JTUpEKTOopa:

e  OPraHU30BBIBACT JUYHBIN MPUEM MOCETUTENICH AUPEKTOPOM ILKOJIBL;

e YCTaHABJIMBAET MOPSAIOK MpUEMa JIJIs pa3InYHBIX KATETOPUN OCETUTEINECH;

e BEJET JXypHAJl NpPEIBAPUTEIHLHOM 3allMCH Ha MPHUEM, JKypHAJ MOCEIIEHHUM, PErucTpupyer
MMOCETUTEIIEH;

e COJICHCTBYET OMEPATHBHOMY PACCMOTPEHUIO Kajlo0, MPOCKO M TMPEMIOKEHUIN COTPYIHHKOB
00111€00pa30BaTEeIbHON OPraHU3aIUH, POAUTENCH (3aKOHHBIX MTPEJACTABUTEINECH ) 00 yJarOIINXCS,
MHBIX [TOCETUTENEH;

e OCYIIECTBIISIET MPHUEM JHYHBIX 3asBICHUN COTPYIHUKOB, OOYYAIOMIMXCS W WX pPOAHUTENEH
(3aKOHHBIX MpEACTaBUTENECH);

e  OPraHM30BBIBACT IPUEM MPEACTABUTENEH OPraHU3alUM, SIBISIOIIKXCS [IepaMHU IIKOJIbL, YICHOB
MOTIEYUTENIHCKOTO COBETA, TAPTHEPOB 00pa30BaTEIbHON OPraHU3alluy U T.11.;

e cepBUpYET YaliHbIi (Ko(elHbI) CTOI B KAOMHETE AUPEKTOPA;

e TMPUHUMAECT MEphl MO COXpPaHEHHIO KOHQUIACHIMATbHOW HHpOpMAIMM B XOAE MpHeMa
MOCETUTENNeH U UX HAaXOXKJEHUS B MPUEMHON U KaOWHETe AUPEKTOpa 00Ieo0pa3oBaTeIbHOM
OpraHu3aIiu.

3.5.B pamkax TpymoBoil (yHKIHH OpraHW3alMy IOATOTOBKH MEPOTPHUSATHH C YyJacTHEM
JTUpeKTOopa:

e uHQOpMHUpPYET paOOTHUKOB O HAMEYAIOIIEMCS COBEILIaHUH, TT€JICOBETE, NHOM MEPOIPUSITHH;

e TMOATOTABIMBAET U BBIBEIIUBACT HA WH()OPMAIMOHHBIA CTEHJ TTOBECTKY JHS MEPOIPHUSITHS C
y4acTHEM JIUPEKTOPa;

e TIOMOTaeT B MOATOTOBKE JOKJIaJa TUPEKTOPA IIKOJIbI, IPE3EHTALIMOHHBIX MATEpUAJIOB;

e  pacchUIaeT MpUTrJalleHus JUIaM, MPUrialieHHbIM Ha OOHICIIKOIBHOE MEPOIIPUSITHE.

3.6. B pamkax TpymoBoi (YHKIIMM OpraHU3AlMK WCIOJHEHUS PEUICHUH, OCYIIECTBICHUS
KOHTPOJISI UCTIOJIHEHUSI TOPYUYEHUH AUpPEKTOopa:



JOKYMEHTATBHO 0(DOPMIISIET pEUICHUS TUPEKTOPA MIKOJIBI (TTPUKA3HI);

JOBOJUT JO CBEAEHUS pPAOOTHUKOB 0O0I1€00Pa30BaTENBHOIO YUPEKIACHUS IIpUKa3bl U
pacropsiKeHus AUPEKTOPa;

KOOPJAMHUPYET AEATEIbHOCTD 1O UCTIOHEHUIO PEIIeHUI TUPEKTOpa;

BEJIET CPOKOBBIN TEKYILUU U IPEAYIPEAUTEIIbHBIA KOHTPOJIb;

NPOBEPSET UCIIOJHEHUE IOPYYCHUH TUPEKTOPA B YCTAHOBJICHHBIN CPOK;

HpEaYNpex1aeT COTPYTHUKOB 00 HCTEUCHUN CPOKa UCIIOJHEHUS IOPYYEHUHN TUPEKTOPa;
(bUKCUpPYET UCIIOJIIHEHUE [TOPYUCHUH;

COCTaBJIACT OTYEThl M AHAJIMTUYECKHE CIPAaBKU O BBIIOJIHEHUU IOPYYEHUH M peLIeHui
JTUpeKTopa 001e00pazoBaTeIbHON OpraHU3aIHH.

3.7. B pamkax TpynoBOi ()YHKIIMM OPraHU3AlUH U MOJepKaHus (QYHKIMOHAIBLHOTO paboyero
IPOCTPAHCTBA MPUEMHON 1 KaOMHETa TUPEKTOpA:

OpPraHU30BBIBAET NPUEMHYIO JUPEKTOpPAa B COOTBETCTBUU C TPeOOBAaHMUSAMU SPrOHOMUKU U
KYJIBTYpBI TPY/1a;

OCYILECTBIISIET KOHTPOJIb OOECHEeUYeHHs IUPEKTOpa KAHLEISIPCKUMH IPUHAUICKHOCTIMH,
CpeACTBaMHU OPTraHU3AIMOHHON TEXHHKH,

YXa)KMBAET 32 KOMHATHBIMH PACTEHUSIMH B TPUEMHON M KaOMHETE AUPEKTOPA.

3.8. B pamkax Tpyn0Boii (yHKIMU COCTaBICHUS U O(OPMIICHUS YIIPABICHUYECKOHN JOKYMEHTAIHH:
COCTaBJIIET IPOEKThl PACHOPSAUTENBHBIX (IIPUKA3bl, PACHOPSIKEHUs) U HMH(OPMAIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB (CIyXeOHble MMCbMa, CIIPAaBKH, JOKJIQJAHbIE U CIIyKEOHbIE 3alIUCKH);
COCTaBJIIET pa3JIMuYHbIE THCbMA, 3alpochl, TOTOBUT OTBETHl aBTOpPaM OOpAIlIEHUH IO
MOPYYCHHUIO JUPEKTOPA IIKOIIBL;

revaTaeT CIIy>KeOHbIe JOKYMEHTHI U APYTHe MaTepralbl,

pa3MHOKaET CIy>KeOHBIE IOKYMEHTHI;

KOHTPOJMPYET TPOXOXKJEHUE JOKYMEHTOB B  00lIeo0pa3oBaTelNbHON  OpraHu3aluu
(cormacoBaHue, MOANKUCAHUE U YTBEPKIECHUE TOKYMEHTA).

3.9. B pamkax Tpy10Boil pyHKIIMM OpraHu3aluy paboThl C JOKYMEHTaMHU B IIPUEMHOI:
MOJy4aeT, MPEIBAPUTEIBHO PACCMATPUBACT M COPTHPYET ITOKYMEHTHI, TOCTYMAIOIINe B
PUEMHYIO JUPEKTOpa 00pa30BaTENBHOTO YUPEIKIACHUS;

MOJIrOTABIMBACT JOKYMEHTHI JUISI PACCMOTPEHUS TUPEKTOPOM;

BEJIET y4eT JOKYMEHTOB, TOCTYMAIONIUX Ha UM AUPEKTOPA LIKOJIBI;

B COOTBETCTBUM C YKa3aHUSAMM JUPEKTOpa OPraHM30BBIBAET Iiepefady JOKYMEHTOB
UCTIOJTHUTEIISIM (KOHKPETHBIM COTPYHUKAM) JUIS MCTIOJIb30BaHUS B IpoLiecce paboTsl T100 At
MOJITOTOBKH OTBETOB;

COCTABIISIET W TPEIOCTABISIET B YCTAHOBJIICEHHBIE CPOKH B OpPTaH yIpaBJICHUS 00pa3oBaHUs
CIIUCKM BCEX KJIaccoB (KOHTHMHIEHTa OO0Opa30BaTEIbHOW OpraHM3alMh) M CIUCOK BCEX
npernoJiaBaTese Kaxaoro yueoGHoro roja;

OINEpPAaTUBHO BHOCUT TEKYIIHE U3MEHEHHUSI B COCTAB KOHTMHICHTA YUYaIHUXCs, MeJaroru4ecKux
U IpyTuX pabOTHUKOB 00111€00pa30BaTeIbHON OpraHU3aIiHY;

obopmIIIeT JMYHBIC Jella JIeTeH, MPUHATHIX Ha oOydeHue B 001e00pa3oBaTeIbHYIO
OpraHu3alIHIo;

BeZIeT asi(paBUTHBIN JKypHAJI BCEX yJallluXcs;
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e CO3JacT M BeJeT 0azy JaHHBIX JOKYMEHTOB, MPOBOAUT HH(POPMAIIMOHHO-CITPABOYHYIO PaboTy;
e KOHTPOJUPYET UCIOJHEHHE JOKYMEHTOB M TMOPYYEHHH AUpeKTopa 00pa3oBaTeIbHON
OpraHH3aIiH.
3.10. B pamkax TpynoBoi ()yHKIIMK OPTaHU3AIMH XPAaHEHHUS JOKYMEHTOB!
e KOPPEKTHPYET HOMEHKJIATYPHI €] CEKPEeTapsi U AUPEKTOPA LIKOJIBL;
e (opmupyet u 0(hOpMIISET JIea MOCTOSIHHOTO, JOJITOBPEMEHHOTO CPOKOB XPaHEHUS;
e TIOATOTABIMBAET U MEpEaceT Jelia B apXuB 00111e00pa30BaTeIbHOM OpraHu3aluy.
3.11. B pamkax TpyaoBoO# PyHKIIMK 00ECTICUCHUsI TUPEKTOPA IIKOJIBI HHPOPMAIIHECH:
e cobOupaer u mepepabarbiBacT MH(POpPMALHMIO, HEOOXOIUMYIO ISl MPUHATHS OOOCHOBAHHBIX
YIPABJICHUECKUX PELIEHU;
e TMIPOBEPSAET JIOCTOBEPHOCTh, TIOJHOTY M HENPOTUBOPEUYMBOCTH JAHHBIX, HCKIIOYAET
ny0nupoBaHue HHPOpPMALINH;
e MpEAOCTaBISIET JaHHBIC B €IMHOM M YA0OHOM I Bocnpusatus popmare;
e BBIABISICT HauOoJiee 3HAUMMBbIE KPUTEPUU CHCTEMAaTU3alUKd MHGPOpMAIUHU ISl co3aanus 0a3
JAHHBIX;
e (opmupyeT 1 ucnosib3yeT 0a3y JaHHBIX B 001e00pa30BaTEIILHON OpraHnu3aIlNH.
3.12. B pamkax TpyaoBoi (YHKIMM OpraHW3aluyl HWHOOPMAIIMOHHOTO B3aWMOJICHCTBUS
JUpPEKTOpa ¢ pabOTHUKAMMU:
e uH@OpMHpPYET paOOTHUKOB OOpa30BaTEIbHONW OpraHU3allMd O PELICHUsX AUPEKTOpa,
COBCILIAHUAX U 3aCEaHUSX, [IEJarOTUYECKUX COBETaX U UHBIX MEPONPUITHUAX;
e 3HAKOMHT paOOTHHUKOB IO/ HOJIKCH C COOTBETCTBYIOIIMMHU JTOKYMEHTaMH;
e OpraHM30BBIBaCT OOMEH WH(OPMAIMEH MEXKAy 3aMECTHTEISIMA JTUPEKTOpa W WHBIMHU
JOJKHOCTHBIMHU JIMIIaMU 00111€00pa30BaTeIbHON OpraHu3aluy;
e OMOBemEaeT pabOTHUKOB O MPECTOSIINX MEPOTPUATHSIX;
e BBI3BIBAET COTPYIHUKOB U 00YUAIOIIUXCS [0 MOPYUCHHUIO TUPEKTOPA;
e uHpOPMHUPYET NUPEKTOPa 00 OOpaIIEHUAX COTPYIHUKOB IO PAOOYMM U JIMYHBIM BOIIPOCAM;
e uHbopMHpPYeT AMpeKTOpa 00 oOpameHusX oO0ydJaromuxcs, HUX poauTened (3aKOHHBIX
IpeJICTaBUTEINEN ).
3.13. B pamkax TpynoBoi (H)yHKIIMH OPTaHU3AIMH KOMaHINPOBOK:
e TOJrOTABIIMBAET MPOEKT IMPUKA3a O CIIY’KEOHOIH KOMaHINPOBKE;
3.14. BeimonHsAeT pa3iU4yHBIE OMEpalMyd C HCIOJb30BAHUEM KOMIBIOTEPHOH TEXHUKU I10
nporpaMMam, IpeJHa3HaueHHbIM s cOopa, oOpaOOTKM M TpeoCTaBlIeHHs HH(OPMAIHH.
3.15. Ilpu ucnonb30BaHUU 3JIEKTPOHHOTO OOOPYIOBAaHUS, B TOM YHCIE KJIABHATYphl U MBIIIH,
©KETHEBHO JEC3MH(DHUINPYET MX B COOTBETCTBUU C PEKOMEHIAIMSMH TPOU3BOIUTENS MO0 C
HCIIOJIb30BaHUEM PACTBOPOB MJIM Cal(PEeTOK Ha CHUPTOBOM OCHOBE, cojaepkamux He MeHee 70%
CTHpTA.
3.16. CobmrojaeT npaBuiIa UCTOIb30BaHUS ceTH MHTepHeT.
3.17. ObecnieunBaeT 3alUTy MpaB U CBOOOT yUaIIUXCsl, POUTENEH (3aKOHHBIX MTPEICTaBUTENEH),
paOOTHUKOB IIKOJIBI TPU 00PaOOTKE NEPCOHANBHBIX JaHHBIX.
3.18. Ctporo cobmtonaetT KOHPUACHITNATHLHOCTD IEPCOHATBHBIX TAHHBIX U TPEOOBAHMSI IO 3aIITUTE
1 06€30MacCHOCTH MEPCOHANBHBIX JaHHBIX MPU UX 00paboTKe, HETOMYIIIEHUE UX PACIIPOCTPaHEHUs
0e3 cormacusi cyObeKTa MEepPCOHANbHBIX JAHHBIX WM HAJTUYMS APYroro 3aKOHHOTO OCHOBaHUS.
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3.19. Cobmtomaer KyJabTypy U 3TUKY OOIIEHUS C MEPCOHATIOM 00pa30BaTEIBHOTO YUPEKICHHS,
OoOy4JalomUMUCs W POOUTENAMU  (3aKOHHBIMH  TPEJCTaBUTENSIMHU),  MOCETHUTEIISIMHU.
3.20. Ctporo cobirogaeT mmpaBa u CBOOOIBI aeTel, coaepxkamnuecs B enepanbHom 3akoHe «O0
obpazoBanun B Poccuiickoit ®enepannn» u Konsenuun OOH o mpaBax peOeHka, SIBISETCS
MPUMEPOM JUTSI ITKOJIBHUKOB.
3.21. Nudopmupyer AUpeKTOpa, a MPU €ro OTCYTCTBUU — JEKYPHOTO aJMUHHUCTpATOpa O
HECYaCTHOM CJy4yae, MPUHUMAET MEpHI 110 OKAa3aHUIO MEPBON MOMOIIM MOCTPAAABIINM, BbI30BE
CKOpPOM MEIMIIMHCKOMN TTOMOIIIH.
3.22. OcylecTBIsIET CBOK JESATENbHOCTh HAa BBICOKOM MPO(ECCHOHAIBHOM  YpOBHE.
3.23. OOecreunBaer CcOONIOICGHWE YHUCTOTHI M TOpsiIKA Ha CBoeM pabodyeMm MecTe.
3.24. Cekperapb AUPEKTOPA HIKOJIBI COOJI0IAET MOJOXKEHUS TAHHOM JOHKHOCTHON MHCTPYKITUH,
pa3paboTraHHOH Ha oOcHOBe mpodcTaHgapra, YcraB W llpaBuna BHYTpEHHETO TpPYAOBOTO
pacropsiika 00pa3oBaTeIbHOIO YUYPEKICHHS, KOJUIEKTHBHBIA M TPYAOBOW JOrOBOp, a TakKke
JIOKAJIbHBIE aKThl U MPUKA3bl PYKOBOAUTEIIS.
3.25. IIpoxoauT B YCTAaHOBJIEHHOM 3aKOHOJATeIbCTBOM Poccuiickoit Penepauuu mnopsake
oOydeHre W MPOBEPKY 3HAHUI M HABBIKOB B 00JIACTH OXPaHbI TPY/AA, HMHCTPYKTAXH TI0 OXpaHe
TpyJa U M0KapHOU O€30MaCHOCTH.
3.26. CoOmroiaeT mpaBuiia OXpPaHbl TPyAa, MOKAPHOM M 3IIEKTPOOE30MacCHOCTH, CaHUTAPHO-
TUTHUEHUYECKUE HOPMBI M TpeOOBaHMs, TPYAOBYIO JUCIMILUIUHY HAa paboyeM MeCTe U PEKUM
paboThl, yCTAaHOBJICHHBIHN B 00111€00pa30BaTeIbHOI OpraHu3aluu.
3.27. llepuoanyeckd TPOXOTUT OECIUIaTHbIE METUIIMHCKUE OOCIETOBaHUS, MOBBIMIAET CBOIO
npodheccuoHaNbHYI0 KOMIIETEHIINIO.
3.28. Cekperapro 3ampeniaercsi MCIoJb30BaTh HEUCIPABHYIO MeOesb, 3JIEKTPOOOOpyAOBaHUE,
IEKTPOTIPUOOPHI, KOMITBIOTEPHYIO U HHYIO OPTTEXHUKY HIIM 000pyI0BaHUE U MEOEIh C SBHBIMU
MpU3HAKaMU TIOBPEXKICHUS, KYpUTh B MOMEIICHUSAX M Ha TEPPUTOPUH 00IIe00pa30BaTEIbHON
OpTraHM3aIIH.

4. IlpaBa
CekpeTapb UMEET MPaBo:
4.1. [TonyyaTts uHOpMaIMIO, B TOM YUCIIE U KOHPUIEHIIUATBHYIO, B 00beMe, HEOOXOIUMOM JIJIst
pelieHus MOCTaBJICHHBIX 3a/1a4.
4.2. 3ampamuBarh JUYHO WIH 110 TOPYYCHHUIO TUPEKTOpa OT pabOTHUKOB 00IIe00pa3oBaTeIbHON
OpraHu3ai THPOPMAIMIO U JOKYMEHTBI, HEOOXOUMBIE ISl BBIIIOJIHEHHUS €r0 JOJKHOCTHBIX
00s13aHHOCTEH.
4.3. TpeboBaTh OT aJIMUHUCTPAIAN IIIKOJIBI CO3/IaHUS ONTUMAIBHBIX YCIOBUH ISl BHITIOJTHEHUS
CIIy’)kKeOHbIX O0OS3aHHOCTEH M COXPAHHOCTH BCEX JIOKYMEHTOB, OOpa3yIOIIMXCS B pe3yJbTaTe
JESITSIIBHOCTH CeKpeTapsi - MallIHHUCTKH.
4.4. IlpyuHuMAaTh pelIeHHs B MpeiesiaX CBOeH KOMIIETCHIINH.
4.5. Ha MarepuanbHO-TEXHHUYECKHUE YCIIOBHUS, TpeOyemble Ui BBIMOJHEHUS JOKHOCTHBIX
oOs3aHHOCTEN  cekperapsi, Ha o0OecrmeueHue pabouero MecTa, COOTBETCTBYIOIIETO
roCy/1apCTBEHHBIM HOPMATHUBHBIM TPeOOBAaHUSAM OXpaHbl TPyJa M IMOKApHOW OE30MacHOCTH, a

TaK)Ke YCIOBHSIM, TPeAyCMOTPEHHBIM KOJIIEKTUBHBIM 10TOBOPOM.



12

4.6. 3HAaKOMHTHCS C TIPOCKTAMHU PEIICHUH AUPEKTOPA, OTHOCSIIUXCS K €ro MpodeccuoHaaIbHOM
NESTENIbHOCTH, C jKajo0aMu U JPYTMMU JOKYMEHTaMH, COJEPXKalIUMH OLEHKY ero paloThl,
JaBaTh MO0 HUM OOBSICHEHHUS.
4.7. IlpenocTaBisiTh AUPEKTOPY HA paCCMOTPEHUE MPEAJIOKEHUS 110 YIYUIIEHUIO AESITEIbHOCTU
00pa30BaTeNIbHONW OpPraHM3alMi M YCOBEPLICHCTBOBAHHMIO CIIOCOOOB pPAabOTHI IO BOIPOCAM,
OTHOCSILIUMCSI K KOMIIETEHIIUU CEKpeTapsl.
4.8. VYuacTBOBaTh B paboTe OPraHOB CaMOYIPABJICHUS JOUIKOJBHBIM 00pa3oBaTeIbHBIM
yapexaeHueM, B padbore o01ero coopanusi paboOTHUKOB, B 0OCYKJIEHUH BOIIPOCOB, KACAIOIIUXCS
UCIIOJTHSIEMBIX CEKPETapeM JIOJDKHOCTHBIX 00s3aHHOCTEH.
4.9. Ha wMopanbHOE U MaTepualbHOE IMOOLIPEHHE, HArpakJIEHUs M0 pe3ylbTaraM
npo(ecCHOHANBHOM  JIeATENbHOCTH, Ha  COLUUAIbHBIE  TapaHTUM, IPEIyCMOTPEHHbIE
3aKkoHozaarenbecTBoM Poccuiickoit denepanun.
4.10. Ha 3amuty cBoeil npodeccuoHaIbHON 4YeCTH W JTOCTOMHCTBA. Ha KOH(UAEHIMATbHOCTD
CIy’)keOHOTO  pacclelOBaHUsA, KpoMe Cily4yaeB, NPEeIyCMOTPEHHBIX 3aKOHOJATEIIbCTBOM
Poccuiickoit deneparumu.
4.11. 3ammmarb CBOM WHTEPECHl CAMOCTOSTEILHO W/WIM Yepe3 MPEICTABUTENS, B TOM YHCIE
aJiBOKaTa, B ClIy4yae JUCLUUIUIMHAPHOTO WJIM CIIy>)KEOHOIO paccieloBaHusl, KOTOPOE CBSA3aHO C
HapyLIEHUEM CEKPETapeM HOPM NPOPECCUOHATBHON ITUKHU.
4.12. Cekperapp uMeeT UHbIE IpaBa, npeaycMorpeHHble TpynoBeiM Kopexcom Poccuiickoit
Oenepanun, YcraBoM, KosuleKTHBHBIM J10TOBOpoM, I[IpaBuiiamMu BHYTPEHHETO TPYAOBOTO
pacriopsiiika 0611e00pazoBaTeIbHON OpraHU3alHH.
5. OTBeTCTBEHHOCTH
5.1. B mpenycMOTpeHHOM 3aKOHOJATeIbCTBOM Poccuiickoit denepanud TOPSJIKE CEKpeTapb
HECET OTBETCTBEHHOCTh:!
3a HEMPaBOMEPHOE HCIOJIb30BAHUE IPENOCTABIEHHBIX TOKHOCTHOM MHCTPYKIMEW MpaB U
MOJIHOMOYHH, a TAK)Ke MCIOJIb30BAHUE UX B TUYHBIX LENSX;
3a pasriameHue KOHQUICHINATbHOW HHPOPMAIIMH, TTOTYYSHHON B Pe3ylbTaTe BBIMOIHEHHUS
JOJKHOCTHBIX O00S3aHHOCTEH, MEPCOHAJIBHBIX JAHHBIX COTPYAHHUKOB, OOYyYaroImIMXCS U HUX
ponuTenel (3aKOHHBIX PeCTaBUTENEH);
3a JIOCTOBEPHOCTb MpEAOCTaBIsieMOM MH(OpPMAMM JUPEKTOPY, €€ CBOEBPEMEHHYIO
MOJATOTOBKY;
3a HEOKa3aHWE MM HECBOEBPEMEHHOE OKa3aHME IEepBOM IMOMOIIM IIOCTPAJaBLIEMY, HE
CBOEBPEMEHHOE U3BEIICHUE WM CKPBITHE OT JUPEKTOPA IIKOJIBI HECUACTHOIO CIIydas;
3a HecoOII0IeHNE HHCTPYKLUN IO OXpaHe Tpy/ia U MoXKapHOil 0€30MacHOCTH ;
3a HapylLIeHUE MOpsaKa INEHCTBUHW B CIIy4yae BO3HUKHOBEHMS YpPE3BBIYANHONW CHUTyallud H
ABaKyallluy B 00IIe00pa30BaTEILHOM YUPEKICHHH.
5.2. 3a HeucCNONHEHME WM HapylleHHe 0e3 YBaKUTENbHBIX MPUYMH CBOMX OOS3aHHOCTEH,
YCTaHOBJICHHBIX JOKHOCTHOM MHCTPYKIIMEH CEKpeTaps IIKOJIbI, Y cTaBa u [IpaBun BHyTpeHHEro
TPYIOBOTO pacHops/ika, 3aKOHHBIX PpaCIOPsDKEHUH pPYKOBOJUTENS M HMHBIX JIOKAJIbHBIX
HOPMAaTUBHBIX aKTOB, paOOTHUK TMOJBEPraeTcs TUCIUILUIMHAPHOMY B3bICKAHUIO COTJIACHO CTaThe
192 Tpynooro Komekca Poccmiickoit @enepanuu. 3a rpydoe HapylIeHHE TPYAOBBIX
00s13aHHOCTEHN B KauecTBE JAMCLUUIIMHAPHOTO HAaKa3aHUS MOXET ObITh MPUMEHEHO YBOJIbHEHUE.
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5.3. 3a ucnosb30BaHWE, B TOM YHCIE OJHOKPATHO, METOJOB BOCHHUTAHMS, BKIIFOYAIOIIMX
buznyeckoe M (MIM) MCUXOJIOTMYECKOE HACUIIUE HaJ JIMYHOCTHIO OOYYaloILIErocs, a Takke 3a
COBEpIICHHE HMHOIO0 aMOpPaJbHOTO MPOCTYIKA CEKpeTapb MOXET OBITb OCBOOOXKIEH OT
3aHUMaeMoOM oJKHOCTU cornacHo TpynoBomy Koxekcy Poccuiickoin @enepanuu. Y BOJIbHEHUE
32 JIaHHBIM TPOCTYNOK HE  SBJSIETCA  MEPOM  JUCLUIUIMHAPDHOM  OTBETCTBEHHOCTH.
5.4. 3a HecobOmroneHne mpaBWiI M TpeOOBaHMI OXpaHBl TpyAa U IOXKApHOH Oe30macHOCTH,
CaHUTAPHO-TUTMEHWYECKUX TMPAaBUJI U HOPM CEKpeTapb MPUBIEKAETCS K aJMHUHUCTPATUBHON
OTBETCTBEHHOCTH B TMOpSIIKE U B CIy4asX, MPEJyCMOTPEHHBIX aJMHHHUCTPATHUBHBIM
3aKkoHoJiaTeNbcTBOM Poccuiickont denepanuu.
5.5. 3a mpaBoHApPYIICHHUS, COBEPIIICHHBIC B MPOIIECCE OCYIIECTBICHUS TPYAOBBIX (DYHKIINUN HECET
OTBETCTBEHHOCTbH B Mpe/ienax, ONpeIeICHHbIX aJIMUHUCTPATUBHBIM, YTOJIOBHBIM U TPaXKIaHCKUM
3aKkoHozaarenbecTBoM Poccuiickoit denepanun.

6. BzanmoorHomenusi. CBSI3M 0 J0JKHOCTH
6.1. OcymiecTBiseT CBOIO JAEATEILHOCTh MCXOMAS M3 MPOJOJKUTEILHOCTH paboyero BpeMeHHU
(HOpMa yacoB palOTHI 3a CTaBKY 3apa0boTHON 1uiaThl) 40-4yacoB B HEAENIO COTVIACHO MpaBUIaM
BHYTPEHHETO TPYJOBOTO PACIIOPSIKA.
6.2. Cekperapb CaMOCTOSITEJIBHO TUIAHUPYET CBOIO ACSATENbHOCTh. [lman paboTel cexperaps
COTJIACOBBIBAETCSI HETIOCPEICTBEHHO C JTUPEKTOPOM.
6.3. IlomyuaeT OT JupeKTOopa IIKOJbBI HMHPOPMAIMIO HOPMATUBHO-TIPABOBOTO XapakTepa.
6.4. OOmenuBaeTcsi uMH(OpMalMell MO BOMPOCAaM, OTHOCSIIUMCS K €ro JAeSTeIbHOCTH, C
aIMUHHCTpAIlel W COTPYAHUKAMH IIKOJIbI, HHPOPMHUPYET HUX O PEUICHUSIX AUPEKTOpa,
COBEIIAHUAX U 3aCeIaHUsX, MeTarOTMUYEeCKUX COBETaX M MHBIX MEPOIIPUATHSIX.
6.5. BoBpemsi coolmiaer aupekTopy 00 HMHpOpMAIMH, MPUKa3aX, PACHOPSHKEHHUSIX W WHOU
JIOKYMEHTAIMH, TIOCTYIHUBIIEH MO JIEKTPOHHOU MoYTe, HHPOPMUPYET O HAMEUEHHBIX BCTpEUax,
COBEIIaHUAX U 3aCeAaHUsAX, HHBIX MEPOIIPUSATHUSAX.
6.6. CooOIaer AUPEKTOPY U €ro 3aMECTUTENSIM WH(OpPMAIKIO, TIOJYYSCHHYI0 Ha COBEIIAHUSAX,
CEMHUHapax, HEMOCPEACTBEHHO MOCTE €€ MOTyUEHHUS.
6.7. UndopmupyeT AUpeKTopa 0 BO3HUKIIUX TPYTHOCTIX U MpodiieMax B paboTe, 0 HeJOCTaTKax
B o0ecrieueHnr TpeOoBaHU OXpaHbl TPY/Ia U MOXKapPHOU 6e30macHOCTH. BHOCUT mpeioxkeHus mo
YCTPaHEHHIO HEJJOCTATKOB, IO ONTUMHU3AIMHU CBOCH IEATEIHOCTH.
6.8. Undopmupyer 3aMecTuTens AUPEKTOPA, BBIMOIHSIIONIETO (YHKIMHA aIMHUHHCTPATHBHO-
XO03SUCTBEHHONW pabOThl O HENOCTaTKaxX B KAHIEIAPCKUX MPUHAJICKHOCTIX, OyMare M HMHBIX
pPacXoJHBIX MaTepHaliaX, O IOJIOMKax MeOelu W OPrTeXHUKH, B DIEKTPOOOOPYIOBAHUH,
BOJIONTPOBOJHOM M OTOMUTENBHON CHCTEMAX.
6.9. Bo BpeMsi OTCYTCTBUS CEKpeTapsi €ro 00s3aHHOCTU BBITIOHIET COTPYIHUK, UMEIOIINUNA BCE
TpeOyromuecs: MpopecCHOHANbHBIC 3HAHUWS, YMEHHS W HABBIKM, HA3HAYCHHBIA MPHUKA30M
mupekTopa. JlaHHBI COTPYAHHMK TPUOOpPETAaeT COOTBETCTBYIOIIME TpaBa M HECET IMOJHYIO
OTBETCTBEHHOCThH 32 KAUYECTBEHHOE BBITTOJIHEHNE BO3JIOKEHHBIX Ha HETO 00S3aHHOCTEH.

7. 3akI04UTeIbHbIE MOJT0KEHU S

7.1. O3HakoMJIeHHE paOOTHUKA C HACTOSIICH JOJPKHOCTHOW WHCTPYKITUEH OCYIIECTBIISICTCS MPH
npuemMe Ha padoTy (40 MOoANUCaHUs TPYJOBOTO JOTOBOPA).
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7.2. OnuH 3K3eMIUBIp AOHKHOCTHOW MHCTPYKIIMM HAaXOAUTCS y paboTomaTess B JIMYHOM Jiejie
COTPYAHHUKA, BTOPOU — y COTPYIHUKA.

7.3. dakT 03HAKOMJIEHUS PaOOTHHKA C HACTOSIIEH JOHKHOCTHOW HHCTPYKITMEH TTOATBEPIKIACTCS
MOJIMMCKHIO0 B AK3EMILISAPE TOJDKHOCTHON MHCTPYKIIMH, XPaHSIIeMcsl Y padoToaaress, a TakKe B
JIUCTE 03HAKOMJICHHU S, KOTOPBIN MOJIIMBAETCS K TPYIOBOMY JOTOBODPY.

C I0mKHOCTHOM MHCTPYKLIMEH 03HAKOMIIEH (@), OJIMH AK3EMILISP MOIY4UI (a) Ha PYKH.

« _» 20 T / /
«_ » 20 1. / /
«_ » 20 1. / /
«_» 20 T / /
«_» 20 T / /
« _» 20 1. / /
« _» 20 1. / /

« _» 20 1. / /
« _» 20 1. / /
«_» 20 T / /
«_» 20 T, / /
« _» 20 T / /

« » 20 . / /
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