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JI0JIKHOCTHASI HHCTPYKIMS CeKpeTapsi TUPEKTOPA MIKOJIbI

1o npogcranapry

1. O0mue noJioKeHus

1.1. Hacrosimiast 10/1:KHOCTHAsi HHCTPYKIHS ceKpeTapsl B LIKoJIe pa3paboTaHa B
cooTBeTCTBUH C [Ipogeccuonanvnvim cmanoapmom 07.002 «Cneyuarucm no
OP2AHUBAYUOHHOMY U OOKYMEHMAYUOHHOMY  O0DecneueHuro  ynpaeieHus
opeanuzayuetl», YTBEPKIACHHBIM MpUKa3oM MUHHCTEPCTBA TPy/Ja U COLUUAIBHOU
3amuThl Poccuiickoit ®epepauun Ne333u ot 15 wumrons 2020 roma; ¢ ydyeTtom
denepanibHOoro 3akoHa «0O0 oOpazoBanuu B Poccuiickoit deaeparun» OT
29.12.2012r No273-®3 ¢ uzmenenusimu ot 28 depans 2025 roga; CII 2.4.3648-20
«CaHUTapHO-IMUJIEMHOJIOTHYECKUE TPeOOBaHUS K OpTraHM3alUsIM BOCIUTAHUS U
00y4eHHUsI, OTJIbIXa U O3/IOPOBJICHUS JIETEH»; a TAK)KE B COOTBETCTBUM C TPYyT0BBIM
koaekcoM Poccuiickont denepanun, Y CTaBOM U APYTUMU HOPMAaTUBHBIMUA aKTaAMHU,
PETYIUPYIOMUMH TPYAOBBIE OTHOIIEHUS MEXKIYy PaOOTHHKOM M paboTo/aTesieMm.
1.2. lanHast JOHKHOCTHASE MHCTPYKITUS IO PO CTaHmapTy omnpeensieT nepeueHb
TPYJOBBIX (PYHKIIMA M 00S3aHHOCTEH CEeKpeTaps TUPEKTOpa IIKOJIBI, a TaKXKE ero
MpaBa, OTBETCTBEHHOCTh M B3aMMOOTHOILIECHHUS II0 JOJDKHOCTHM B KOJIJICKTHBE
00pa3oBaTeIbHON OpraHU3alliH.

1.3. Cekperapp Ha3Ha4yaeTCs M OCBOOOXKTACTCS OT JIOHKHOCTH IPHUKA30M
JTUpeKTopa o0Ie00pa3oBaTeIbHOM OpraHu3allid B TOPSJIKE, YCTAaHOBICHHOM
TpynoBeiM kozmekcoMm Poccuiickoir ®Denepanui U TPYAOBBIM  JOTOBOPOM
(KOHTPAKTOM) C PAOOTHUKOM.

1.4. Ha Bpemss oTmycka ¥ BPEMEHHOM HETPYJOCHOCOOHOCTU CEKpeTapsi €ro
00SI3aHHOCTH MOTYT OBITh BO3JIOKEHBI Ha JICJIONPOU3BOJMUTENSI WA JIPYroro
COTpYJIHUKA 00IIeo0pa3oBaTeIbHOM oOpraHuzanuu. BpemeHHOE UCHOJIHEHUE
00513aHHOCTEN B JJAHHBIX CIIy4asiX OCYIIECTBISETCS COTJIaCHO MPHUKa3y JIUPEKTOPa,
W3JaHHOTO C coOmogeHueM TpeboBanuii TpymoBoro kojaekca Poccuiickoi
denepanum.

1.5. Ha momKHOCTE cekpeTapsl IPUHUMAETCS JINIIO:




UMeoIIee Bhiciiee 00pa3oBaHue - OaKallaBpuaT WU CpenHee mpodecCuoHaIbHOE
o0Opa3oBaHHEe 10 NpPOrpaMMe IOJATOTOBKH CIICIMAINCTOB CPEIHEro 3BEHa,
JIOTIOJTHUTEIbHOE TIPOdECCHOHATIBHOE 00pa30BaHHKE;

C OMNBITOM BBIMOJHEHUS] Pa0OT MO OPraHU3AUMOHHOMY U JOKYMEHTAIMOHHOMY
00€CTeueHUI0 JIeATebHOCTH PYKOBOJUTENSI MPU CPeIHEM MPOPEeCCHOHAIBHOM
00pa3oBaHUM HE MEHEE JIBYX JIET;

COOTBETCTBYIOIIIEE TPEOOBAHUSAM, KACAIOIIMMCS IPOXOKIEHHUS MPEABAPUTEIIHLHOTO
(mpu moCTyIJieHnn Ha pPaboTy) W TEPUOIUYECKUX METUITUHCKUX OCMOTPOB,
BHEOYEPEIHBIX MEAWIIMHCKUX OCMOTPOB 1O HAMNpPaBJICHHUIO padoTOAATels,
mpoecCHOHANbHON TUTUEHWYECKON TOJITOTOBKM M arrecTtanuu (Ipu mpueMe Ha
paboty u ganee He pexxe 1 paza B 2 roja), BaKIIMHAINH, a TAK)KE UMEIOIIEe JTHIHYIO
MEJUIIMHCKYI0O KHIDKKY C pe3yJbTaTaMi MEAUIMHCKUX OOCIIeIOBaHUN U
7a00paTOPHBIX HCCICIOBAHUN, CBEICHUSIMH O TIPUBUBKAX, IEPEHECEHHBIX
WHPEKIIMOHHBIX  3a00JieBaHUSAX, O  MPOXOXKJACHUU  TPohecCUOHATILHON
TMTUCHUYECKOU ITOATOTOBKH M aTTECTAITUH C JIOMTYCKOM K padoTe;

HE UMEIoIllee OTPAaHUYCHUI Ha 3aHsATHE TPYAOBOU IEATENbHOCTHIO B chepe
00pa3oBaHusl, U3J0KEHHBIX B cTaThe 351.1 «OrpanndeHus Ha 3aHATHE TPYAOBOM
NesATEIbHOCTBIO B c(hepe 0Opa3oBaHUsl, BOCIIUTAHUS, PA3BUTHS
HECOBEPILIECHHOJETHNUX, OPTaHU3alUN UX OTABIXA U 03J0POBIICHUS, MEIULIMHCKOTO
obecrieueHus, COIMaTIbHON 3allUThl U COLMAIBLHOTO 00CTYy>KUBaHUs, B cepe
J€TCKO-IOHOIIECKOI0 CIOPTa, KYJIbTYPhl U HCKYCCTBA C YYaCTUEM
HECOBEPUICHHOJIETHUX» TpyioBoro kojaekca Poccuiickoit @enepanmu.

1.6. CekpeTapb HEMOCPEACTBEHHO MOYMHSICTCS 3aMECTUTEIIO JupekTopa mo AXY
00111e00pa30BaTeIbHON OpraHU3AIIHH.

1.7. B cBOEH AEATENBHOCTU CEKPETAPh IIKOJIbI PYKOBOACTBYETCS IOJKHOCTHOM
WHCTPYKITUEH, COCTABIIEHHON B COOTBETCTBHH ¢ npodcTanaapToM, Konctutynmeit
v 3akoHaMu Poccuiickon denepannu, ykazamu lIpesuaenra, pereHusamu
[TpaButenscTBa Poccuiickoit @eaepannu 1 OpraHoB yIpaBJIeHUs] 00pa30BaHuUs
BCEX YPOBHEH IO BOMPOCaM, KaCArOUIMMCS €ro TPYJI0BOU AEATEIbHOCTH,
TPYJOBBIM JIOTOBOPOM MEXy pa0OTHUKOM U pyKOBoauTeNneM. Takxke, CeKpeTapb
JOUPEKTOPA PYKOBOACTBYETCS:

aJIMUHUCTPATUBHBIM, TPYJIOBBIM U XO3SIICTBEHHBIM 3aKOHOIaTEILCTBOM
Poccuiickon @enepannu;

CII 2.4.3648-20 «CaHuTapHO-3MHIEMUOJIOTUYECKUE TPEOOBAHUS K OpraHU3aLUsIM
BOCIHUTAHUA U O0yUEHUs, OTJbIXA U 03/JOPOBIICHUS AETEH U MOJIOJICHKI,;
®enepanbubiM 3akoHoM «O0 obpa3zoBanuu B Poccuiickoit deneparmm» No273-
D3;

MOCTAHOBJIEHUSIMH, PACTIOPSKEHHUSIMU, IPUKa3aMH U UHBIMU PYKOBOSIIUMU U
HOPMATHUBHBIMH JIOKYMEHTAaMHU, OTHOCAILIUMUCS K BEJAEHUIO JEIOINPOU3BOCTBA;
CTaHAapTaMHM YHU(PUIUPOBAHHON CUCTEMBI OpPraHU3aMOHHO-PACIOPAIUTENIBHOMI
JOKYMEHTaLUY;



npasuiiaMu opdorpadun U NyHKTyaluu;
npaBuUIaMy pabOThl HA KOMITBIOTEPE U MHOM OPIrTeXHUKH;

npaBuIaMu 1 HOpMaMU OXpaHbl TPY1a, TPOU3BOJACTBEHHOW CAHUTAPUU U
MOKapHOU 0€30MacCHOCTH;

KouBeHniueii o mpaBax pedeHka;

VYcTaBoM U JTOKaJIbHBIMU aKTaMH, B TOM ymciie [IpaBunaMu BHyTpeHHETO
TPYJOBOTO paclopsiaKa, IPUKa3aMu U paclopsLKEHUSIMU AUPEKTOPA IIKOJIbI;

UHCTPYKIIMEN IO OXpaHe TPYyAa CEKpeTaps IIKOJIbI.

1.8. Cekperapb J0KEH 3HATD:

BHJIbI JOKYMEHTOB, UX Ha3HAYCHUE;
BUJIbl HOMEHKJIATYp, 0o01IHe TpeOOBaHUS K HOMEHKIJIAType Aed;
rpaMMaTHYECKHE MTPABUIIA PYCCKOTO SI3bIKA;

JEUCTBYIONIUE MTPABOBBIEC aKThl, HOPMATUBHO-METOAMYECKUE TOKYMEHTBHI,
roCyIapCTBEHHBIE CTAHAAPTHI, ONPEACIIAIONINE MOPSIOK JOKYMEHTAIIMOHHOTO
obecrieueHus ynpaBieHUs;

I[CJ'IOBOﬁ ITPOTOKOJI,

UHCTPYKIIUH TI0 JEJIONPOU3BOACTBY U IPYTUM JOKAIbHBIM HOPMATHUBHBIM aKTaM,
yCTaHaBJIMBAIOIIUM MOPSAOK peaanu3alii yIpaBIeHUYECKUX MPOLIeayD;

MCTOYHUKHU yIIpaBJIeHYeCKON HH(OopMaIumy;

KJIaccu(UKaLUIO YIpaBlieHYeCKOl HH(OpMaIK, BUAbI YIIPABICHUYECKOM
uHbOopMaIuy;

KOMIUIEKC OPraHUu3allMOHHO-TEXHUYECKUX MEPOIIPHUATHIH 10 MOATOTOBKE U
IIPOBE/IEHUIO COBELIAHUHN U N1EPErOBOPOB;

METOJMKY 0TOOpa HCTOYHUKOB HH(OpMALINK;

METOIbl 00pabOTKN HHPOPMAIINH ¢ TPUMEHEHUEM COBPEMEHHBIX TEXHUIECKUX
CPEICTB KOMMYHHKAIIUN U CBSI3U, BEIYUCIUTEIIHHOU TEXHUKH,

HOpPMAaTHBHBIC MTPABOBBIE aKThl, HOPMATUBHO-METOUYECKUE TOKYMEHTHI,
rOCyIapCTBEHHBIC CTAHIAPTHI, OMPEIEIISIFOIINE MOPSIOK JOKYMEHTAIIHOHHOTO
obOecrieueHus yIpaBJICHHUS;

oOmrre TpeboBaHus K CPOKAM HUCITOJIHEHUS JOKYMEHTOB U KOHTPOJIBHBIM
GYHKIUSAM CITYy>KOBI TOKYMEHTAITMOHHOTO 00ECIICYEHUS,

OCHOBBI aIMUHUACTPATUBHOTO IIPaBa 1 TPyAOBOTO 3aKOHOAATENLCTBA Poccuiickoit
Oenepaunu;
OCHOBBI JIOKYMEHTHOW JINHTBUCTUKH;

OCHOBBI MMPABUJILHON OpTaHHU3AIMH TPY/Ia ¥ METOBI TIOBBIIIICHHS €TI0
3¢ (HEKTUBHOCTH;

OCHOBBI YIIPABJIEHUSI BPEMEHEM;

0COOEHHOCTH 0(hOPMIICHUS TNIAHUPOBIIUKA (Ha 3JIEKTPOHOM U OyMaKHOM
HOCHUTEIISIX);

0CcO0eHHOCTH (hOpMUPOBaHUs 0a3 JaHHBIX B 00Pa30BaATEIbHOM YUPEKICHUY;
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MopsAa0K O(l)OpMJ'IeHI/IH JOKYMCHTOB IJIsI KOMAHAWUPOBKHU U OTUCTHBIX TOKYMCHTOB
IO KOMaHAUPOBKaAM pa6OTHI/IKOB IIKOJIBI,

NOPSIIOK PaObOThI C IOKYMEHTAMHU, CXEMbI JOKYMEHTOO00pOTa;

nopsiiok popmMupoBaHusi U opopMIIECHUS AL

npaBuiia BeJACHUs, MOATOTOBKU U 0(hOPMIIEHHS POTOKOJIA U APYTUX JOKYMEHTOB,
CO3/1aBa€MbIX B MPOLECCE MOJATOTOBKU COBEIIAHUM MPU JUPEKTOPE;

npaBuia BbIJIa4u U UCTOJIb30BAHUS TOKYMEHTOB U3 C(POPMUPOBAHHBIX €T,
paBuJa IeJI0OBOTO OOIICHMS, IETTIOBOTO ITUKETA,;

npaBujIa JOKYMEHTAMOHHOTO 00ECIIeYeHUs 1A TeIbHOCTH
o011e00pa3oBaTeabHON OpraHU3alliig;

IpaBuiia 3alIUThl KOHPUACHIUATHLHONU HH(OpMAIUY;

IIpaBuJjia OpraHnu3ali KOHTPOJIA UCITOJIHCHHA TOKYMCHTOB U TUITIOBBIC CPOKHU
HCIIOJIHCHUA NOKYMCHTOB,

I[IpaBujia OpraHu3annu rpueMa IIOCETUTEIICH B IIKOJIC,

I[IpaBuJjia MMOATOTOBKHA U IICpcaadun AC]I B apXHUB O6paBOBaTCHLHOﬁ OopraHu3aluun;
ImpaBujia MNOAACPKAHUA U Pa3BUTHA MCKIIMIYHOCTHBIX OTHOMCHHﬁ;

IMpaBujia MOANMUCaHUs U YTBEPKACHUA JOKYMCHTOB,

ImpaBuJjia pa6OTBI C BXOJAIIUMH, UCXOAAIIMMHA U BHYTPCHHUMHA JOKYMCHTAMM,
IIpaBujia peuYCBOIo OTUKETA,

npaBujia CEpBUPOBKHU YaHOTO (KO(EHHOr0) CTOJa, IPUTOTOBJICHUS U MOJAUH
TOpPSTYUX HATUTKOB,;

IpaBujia COIVIACOBAHMS IOKYMEHTOB IIKOJIbI (BHYTPEHHETO U BHEIIHETO);

IpaBujia COCTABIICHUS aHAIMTUYECKUX CIPABOK MO KOHTPOJIIO HCIIOJHEHUS
JIOKYMEHTOB;

IpaBuJia COCTAaBIEHUS U 0(OpMIICHHSI HHPOPMAIIMOHHO-CIIPABOYHBIX,
YIPaBICHYECKUX JOKYMEHTOB U CIYKEOHBIX MMHCEM;

npaBujia COCTABIICHUS OPraHU3aI[MOHHBIX TOKYMEHTOB (IIPUKA30B, MTOJI0XKEHUH,
WHCTPYKIIUH);

npaBujia YCTAHOBJICHUS! KOHTAKTa, MOAJIEPKAHUS U Pa3BUTHUS MEKITUYHOCTHBIX
OTHOILICHUI;

npaBuiia XpaHeHus Jell, IPUKa30B, B TOM YHUCIIE JOKYMEHTOB OTPAaHUYEHHOTO
JOCTYTIA;

IIPaBOBBIE OCHOBBI YIIpaBJieHUs (OCHOBBI aIMUHUCTPATUBHOTO, TPYIOBOTO U
IPaXKJIAHCKOTO MPaBa);

NPUHLIUIIBI U TTPaBUIIa TUTAHUPOBAHUS pab0vYero BpeMeHU;

IPUHLIHUIIBI, CTTIOCOOBI UHGOPMUPOBAHUS PAOOTHUKOB 00pa30BaTEIHLHOTO
YUPEXKICHUS;

PYKOBOJSIIMIA COCTAB LIKOJIBI U €€ MTOAPa3ICIICHUN;

CUCTEMBI JJIEKTPOHHOTO JTOKYMEHTO000POTa;

COBpEMEHHbIE UHPOPMALIMOHHBIE TEXHOJIOTHH PA0OTHI C TOKYMEHTAMH;
COCTaB OPraHU3allMOHHOMN TEXHUKH, €€ YCTPOMUCTBO U MOPSAIOK PabOThI C HEW;



cnenu(puKy OCHOBHOU AESITEbHOCTH 00111e00pa30BaTeIbHOM OpraHN3allny;
CTaHJAPThI U PEKOMEHIAIMH 110 000PYyIOBAaHHIO TOMELIECHHS TPUEMHOIA;

CTPYKTYPY LIKOJIbI, TOPSIIOK B3aUMOJIECHCTBUS MOAPA3ACIICHUN U CITY X0,
pacnpenenieHre QyHKIIMI MEXTy CTPYKTYPHBIMH MOAPA3ACICHUSIMU;

dbyHKUMU, 3a/1a4u 0011e00pa30BaATENHLHON OPraHU3alliu, €€ CBS3H 110 BEPTUKAIIU U
TOPU30HTAIH;

HAIPaBJICHUS JESITEIbHOCTH IIKOJIBI U KOMIIETEHIIMU CTPYKTYPHBIX
MOAPA3ACICHUN U TOJKHOCTHBIX JIUII;

00pa3Ipl MOANUCEH JINILI, UMEIOIINX MPaBO MOIMUCAHUS U YTBEPKICHUS
JOKYMEHTOB, U OTPaHUYEHHUS UX 30H OTBETCTBEHHOCTH;

TeHerOHHBIe KOHTAKTbI AUPCKTOPA MIKOJIbI,

TpeOOBaHUS OXPAHbI TPY/Ia, IIPOU3BOJICTBEHHON CAaHUTAPHH, TTOKAPHOU
0e3011aCHOCTH;

TpC6OBaHI/IH, MMPCABLABIIACMBIC K JOKYMCHTAM B COOTBETCTBHUH C HOPMATHBHBIMU
dAKTaMH U TOCYJAApCTBCHHBIMU CTaHAAPTAMM;

TpeOOBaHMsI, MPEBABISIEMbIE K YIPABICHYECKON HH(DOpMAIUY;
(dbopMbl TpeIOCTaBIEHUS YIIPABICHUECKOW HHPOpMaIUK;
(GyHKIMY CAaMOMEHEIKMEHTA;

ATUKY J1€JIOBOTO OOIIEHUS, STUKET.

1.9. CexpeTapb H1OJKEH VMETh:

AHAJIM3UPOBATH ITPUYMHBI HCBLITIOJIHCHU A 3a/1a4;

BECTH U HUCIIOJIb30BaTh B paboTe 0a3y JaHHBIX TeIe(POHHBIX KOHTAKTOB TUPEKTOpa
IIKOJIBI;

BECTU CPOKOBYIO KapTOTEKY;

BECTHU YUYETHbBIE PETUCTPAIIMOHHBIE (POPMBI, UCTIOIB30BATh UX AJIS
uHGOPMAIIMOHHON pabOThI U PabOTHI MO KOHTPOJIIO UCTIOIHEHUSI PEIICHUN U
NPUKa30B AUPEKTOpa 0011e00pa3oBaTeIbHON OpraHu3aIuig;

BHOCHUTH M OTCJIC)KUBATh HH(POPMAIIMIO HA SJIEKTPOHHOM U/WIH OyMa>KHOM
HOCHTEJIC;

BBIOMPATh ONTUMAJIbHBIE CIIOCOOBI TH(HOPMHUPOBAHUS PAOOTHUKOB IIKOJIBI,
00y4Jaroumxcst 1 UX poauTesnen (3aKOHHBIX PEICTaBUTEIIEH ), BBIIIECTOSIIE
OpraHu3alMU O TUTAHUPYEMBIX MEPOTIPUATHUSIX;

BBIOMPATH ONTUMAJIBHBIA PUTM PAOOTHI;

JIOKYMEHTHPOBATH Pa3HbIE 3TaIlbl MPOLEAYPHI TOATOTOBKHU U ITPOBEICHUS
COBCIIAHMM;

UCIIOJIb30BaTh COBPEMEHHBIE Cpe/IcTBA cOopa u 00pabOTKK KOHTPOIbHOMN
uHpOopMaIuy;

UCIIOJIb30BaTh COBPEMEHHBIE TEXHOJIOTHH cOOpa U nepeaavu HHPopMaIi;
UCIIOJIb30BaTh CIPABOYHbBIE TIPABOBBIE CUCTEMBI,



WCITIOJIB30BATh CPEJICTBA KOMMYHHKAITUH JJIS TIepeAadn MOPYIECHUN AUPEKTOpa
IIKOJIBI,

UCTIOJTb30BaTh CPEJICTBA KOMMYHUKAIIMOHHOW OPTTEXHUKHU JJIs TIOJTyUEHUS U
nepenayn nHGOpMaInH;

UCTIOJIb30BaTh YCTAHOBJICHHBIE MTPaBUIIA U TIPOIEAYPHl KOMMYHUKAIIMHA BHYTPU
00111600pa30BaTEILHON OpraHu3aIuy;

UCIIOJI30BaTh OUCHBIN MaKeT (TEKCTOBBIM PEeIaKTOP, FJECKTPOHHBIE TAOIHIIBI,
MpE3CHTAIUN );

obecreunBaTh HHPOPMAIMOHHYIO O€30MTACHOCTH IEATEIILHOCTH 00pa30BaTEIHLHOM
OpTraHH3allVH;

oOecrneunBaTh KOH(PUIECHIIMAIBHOCTD B IPUEMHON U KaOMHETE TUPEKTOPA;
obecreunBaTh pabOTy IPUEMHOM TUPEKTOPA BO BPEMS €0 OTCYTCTBHS;

o0ecrneynBaTh COXpPaHHOCTh JOKYMEHTOB, XPaHAILIUXCS B IPUEMHON U KaOMHETe
JTUpEeKTOpa 00111e00pa3oBaTeIbHON OpraHu3allly;

0Ka3bIBaATh NIOMOIIb JUPCKTOPY HIKOJIbI B PACIIPEACICHUU €TI0 pa6oqero BPEMCHU,

ONpEeNEATh IPUOPUTETHOCTh U OUEPETHOCTH BBIMOIHEHUS PAa0OT U 3P(HEKTUBHO
pacrpenenarb pabouee Bpemsi;

OPraHU30BLIBATH U 00ecrneynBaTh JTUYHBIC KOHTAKTHI JAUPCKTOpa O6paBOBaTCHBHOﬁ
OpraHusaiuu,

OpPraHM30BbIBATH INPOLECC IMMOATOTOBKH K IIPOBCACHUIO COBCIIAHUSA ITPHU JUPCKTOPCE;

OCYIIECTBIISATH KOHTPOJIb UCTIOJTHEHUS IOPYUYCHHI TUpeKTopa pabOTHUKAMU
LIKOJIBI,

OCYIIECTBIISATH 00PabOTKY U CTPYKTYpUPOBaHHE WH(DOPMALINY;
OCYIIECTBIISITh pacredyaTbiBaHUE U KCEPOKOMPOBAHUE;

OCYIIECTBIISATH IPOBEPKY JTOCTOBEPHOCTH, MOJTHOTHI U HEMPOTUBOPEUUBOCTH
JaHHBIX, UCKITIOUEHHUE TyOIupoBaHus HHGOpMaIuy;

OCYIIECTBIISATh PETUCTPAIIMIO, HAKOTUICHUE U TTepeaady, CHCTEMaTH3UPOBAHHOE
XpaHeHue U Bblauy nHbopmaluu B TpedyeMont popme;

OCYILECTBIIATH cOOp, 00paboTKy HHPOPMAIIMU, HEOOXOIUMOM ISl JUPEKTOpa
IIKOJIBI, €€ aHAJIU3 B COOTBETCTBUMU C TPEOOBAHUSIMH KPATKOCTH, YETKOCTU
(GhopMyITHPOBOK, CBOEBPEMEHHOCTH MOCTYIIJICHHSI, TOYHOCTH U JOCTOBEPHOCTH,
ONTUMAJILHOCTH CHUCTEMaTH3aIlM1, HETIPEPHIBHOCTH cOOpa 1 00paboOTKH;

OCYILIECTBIIATh CUCTEMATU3ALMIO ITOJIy4AEMBbIX U IIEPEIaBACMBIX JAHHBIX;
0o(QOpMIIATh KOMAaHANPOBOUHBIE TOKYMEHTHI;

OLICHMBATh PE3yJIbTAThl B paMKax IIOCTABJICHHBIX 3a/a4;

nepeaaBaTh THPOPMAIUIO, JOKYMEHTHI U MaT€pUabl YYaCTHUKAM COBELIaHUs IPU
JIPEKTOPE;

nevaraTh U peJakTUPOBATH TEKCTHI CIIYKEOHBIX JOKYMEHTOB;

M0JIb30BaThCS EpUPEPUIHBIMUA YCTPOMUCTBAMU U OPITEXHUKOIA;

[10JIb30BaThCsl YHU(PULIMPOBAaHHBIMU (POPMaMU JOKYMEHTOB;

II0JIB30BATHCS AIEKTPOHHOM NIOYTOM;



npcaoCTaBJIAATh JaHHBIC B C/ITMHOM U YI[O6HOM IJIs1 BOCIIPUATHSA (I)opMaTe;

INPHUMCHATH B COOTBETCTBHUH C HASHAYCHUEM CPCACTBA OpFaHHSaHHOHHOﬁ TCXHUKH,
KaHOCIIIPCKUC IIPUHAIJICIKHOCTH,

NPUMEHSTH HHDOPMAITMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOTUH;
IMPUMEHSTH CIIOCOOBI I€I0BOTO OOIIEHUS;
MPUHUMATh MEPHI MO Pa3PEIICHUI0 KOHPIUKTHBIX CUTYalUH;

MIPOU3BOJIUTH MOJITOTOBKY JIEJ IS Mepe/iaun B apXUB 00111e00pa3oBaTeIbHON
OpraHH3allny;

POM3BOJUTH MOUCK HHPOpMaIMU B 6a3axX JaHHBIX, BECTH HHPOPMAITHOHHO-
CIPaBOYHYIO pabOTy Ha OCHOBE PA3JIMYHBIX KOMOWHAIIMI MOMCKOBBIX MTPU3HAKOB;

paboTaTh ¢ IEPCOHATBLHBIM KOMIBIOTEPOM (HOYTOYKOM), KaTtajgoraMu (TIarkamu) u
dbaiinamu, CKaHEepOM;

paboTath ¢ BXOAILIEH, UCXOIAIIEH, BHYyTPEHHEN JOKYMEHTAIUEMH;

pabortathb ¢ uHpopmanue, aHAIU3UPOBATh U MPEJCTABIATh €€ B
CUCTEMATU3UPOBAHHOM BUJIE, B BUJIE CBOJIHBIX JOKYMEHTOB;

paboTath co BCel COBOKYMHOCThIO MH(OPMAIIMOHHO-T0KYMEHTAIIMOHHBIX
pecypcoB 00pa3oBaTesIbHOM OpraHu3allNy;

pa3pabaThiBaTh HOMEHKJIATYPY JI€] IIKOJIbI C YY4ETOM JEHCTBYIOLIUX HOPMATUBHO-
METOJAMYECKUX JTOKYMEHTOB;

PacCTaBIATh IPUOPUTETHI, BBIIEIATH BAXKHOE U CPOYHOE;

CTIIaXKUBAaTh KOH(DIUKTHBIE U CIOKHBIE CUTYAIllUH MEKIUYHOCTHOT'O OOLICHHUS;
CEpBHUPOBATH YalHBIN (KO(EHHBIN) CTOJ BO BpeMs MPOBEACHUS Kode-Tay3;
coOIroAaTh CIyKEOHBIN 3TUKET, IPaBHUJIa AEIOBOTO 3TUKETA U MPOTOKOJA;
CO3/1aBaTh UMUK CEKpETapsi, COOTBETCTBYIOIINN UMUKY IIKOJIBI;

CO3/71aBaTh U MOJIJICPKUBATH MOJIOKUTEIIBHBIA UMUK 00pa30BaTEILHOM
OpraHH3allny;

co3/1aBaTh ycJIoBHs, o0ecnieunBaroniue 3hHEeKTUBHYIO padOTy TUPEKTOPA;

COCTaBJIATh U O(bOpMJ'IHTI) HOPMATUBHBIC AKTbI, OPraHU3allMOHHBLIC 1
MCTOJUYCCKHNEC JOKYMCHTELI, CBOJAHBIC, OTYCTHLIC, CTATUCTUYCCKHUC JOKYMCHTEI,

yIPaBISATh KOHPIUKTAMH,

yCTaHABIIMBATH IIEJIH, OTIPEACIIATH UEPAPXHUIO LIETICH;

YUUTHIBATh MICUXOJOTUYECKUE 0COOCHHOCTH JTMYHOCTH MPH PA3TUIHBIX BUIAX
npo¢heCCUOHAIBHOTO OOIIECHHUS;

BbIOUpATh U OPOPMIIATH IJIAHUPOBIIHK;

dbopMupoBaTh U OPOPMIIATH JieJIa B COOTBETCTBUU C YTBEPIKICHHON
HOMEHKJIATypO# JesT 00111e00pa30BaTeIbHON OpraHU3aIIHH.

1.10. CekpeTapb J0JKEH OBITh 03HAKOMIICH C JIOJKHOCTHON MHCTPYKIUEH
CEKpeTapsi pyKOBOAUTEJS IIKOJIbI, pa3pab0TaHHOM ¢ yueToM mpodceranaapra,
3HATh U COOJIOAATh YCTAHOBJICHHbBIE MPaBUiIa U TPEOOBAHUS OXPAHbI TPYyIa U



NOKapHO 6€301aCHOCTH, MPaBUJIa JIMYHOU TUTHEHBI U TUTHEHBI TPY/a B
00pa30BaTEIbHOM YUPEKACHUU.

1.11. CexpeTaph A0JKEH MPONTH 00yUYEeHNE U UMETh HABBIKU OKa3aHUs IMEPBOM
OMOILY NTocTpagaBiuM, codmonate Kousenmuto OOH o npaBax pebeHka, 3HaTh
MOPSAOK IEMCTBUM TP BOSHUKHOBEHUU TOKapa WM UHOW YpE3BbIYaAHON
CUTYAIIH U dBaKyalluu.

2. Tpynosbie pyHKIIUA

OcHogHbIMU MPYOOBLIMU (DYHKYUAMU CEKPemapsl
aenaomces: 2.1. Opraam3annoHHOE, JOKYMEHTAIIMOHHOE U HHHOPMAITMOHHOE
o0ecreyeHne AeITeILHOCTH IUPEKTOPA IIKOJIbL:

2.1.1. Oxa3zaHue MOMOUIN JUPEKTOPY B IUIAHUPOBAHUH PabO4Yero BpeMeHHU.
2.1.2. [InanupoBaHue pabovero THS CEKpeTapsi.

2.1.3. Opraauzanus TejaedOHHBIX IEPETOBOPOB TUPEKTOPA 00111e00pa30oBaTEIHPHON
OpraHu3aIui.

2.1.4. Opranu3zaius paboThl C TOCETUTEISIMU B IPUEMHOMN JUPEKTOPA.
2.1.5. Opranusanus noAroToOBKA MEPONPUATHIA C yUaCTHEM JIUPEKTOPA.

2.1.6. Opranu3zaiys UCIIOJTHEHUS PENIEHUN U OCYIIIECTBICHUE KOHTPOJIS
UCITOJIHEHUSI IOPYUYEHUN JTUPEKTOPA.

2.1.7. Opranu3zauus u nojgjepxanue GyHKIHOHATIBHOTO pabodero npocTpaHCcTBa
PUEMHON 1 KaOMHETa TUPEKTOpA.

2.1.8. CocraBnenue u ohopmiIeHUE yIIPABICHYECKONU TOKYMEHTAIUH.
2.1.9. Opranuzanus paboThl C JOKyMEHTaMU B IPUEMHOMN TUPEKTOPA IIKOJIBI.
2.1.10. Opranusanusi XpaHeHHs! TOKYMEHTOB.

2.1.11. Obecneuenne nupeKTopa 00IIE00pa30BaATEIHLHON OpPTraHu3aIuN
uHbopMaluen.

2.1.12. Opranuzanuust ”HQOPMAILIMOHHOTO B3aUMOJICHCTBUS JUPEKTOPA C
paboTHUKaAMHU.

2.1.13. Opranuzaiusa KOMaHAUPOBOK IUPEKTOPA U COTPYIHUKOB.

3. JIOJIZKHOCTHBIE 00SI3AHHOCTH CeKpeTaps B IIKO0JIe



3.1. B pamkax TpyaoBoil GYHKIIMY OKa3aHUsI HOMOINN AUPEKTOPY B INITAHUPOBAHUH
paboyero BpeMeHU:

uH(pOpPMUPYET AUPEKTOpa 00pa30BATENBLHON OpraHU3alliy O PEerIaMeHTe
HAaMEUYEHHBIX BCTPEY, COBELIAHUHN U 3ace/JaHuM, MIeIarorMueCKuX COBETOB,
OOILEIIKOIBHBIX U MHBIX MEPONPUSATU;

NpeaynpexaaeT o NpUuOIMKEeHUN BpEMEHN HAMEUEHHBIX MEPOIIPUSTUH,
COTJIAaCOBBIBAET BPEMEHHbIE IJIaHbI;

COTJIACOBBIBAET TeJIe(DOHHBIE TIEPETOBOPHI C MPEJCTABUTEIISIMHU BBITIIECTOSIINX
OpraHU3aINiA, C TOTICYUTEIISIMHA, PYKOBOIUTEIISIMUA HHBIX 00pa30BaTEIIbHBIX
YUPEKICHUM;

COTJIACOBBIBAET BCTPEUN U MEPOTIPUATUS C COTPYAHUKAMH IITKOJIBI 1

PO COIO3HBIM KOMUTETOM, C POJUTEIISIMUA U POJIUTEITHCKAM KOMUTETOM,
PYKOBOJMTEIISIMA METOTUICCKUX OOBEAMHEHHUH, C COBETOM yUalTUXCs M HHBIMU
COBETaMH U KOMUTETaMU 00111e00pa30BaTeIbHON OpraHu3aliu;

bopMHpyeT pe3epB BpeMEHU /1JIs1 HEMTPEABUACHHBIX CUTYAIIHH;

BHOCUT MHGOPMAITHIO B TJIAHUPOBIIUK (OpraHaizep).

3.2. B pamkax tpyaoBo¥ GVHKIIWY TUTAHUPOBAHUS pabd0Udero JTHs CEKpeTaps:

COTJIACOBBIBACT TUIAHKI C TUIAHAMH U CPOKaMU PabOThI TUPEKTOPA
00111600pa30BaTEIHLHON OpraHu3aIuy;

pacrpenenser pabouee Bpems (Ha JeHb, HEJIEII0, IEPCIIEKTUBY);
NEPEHOCUT HEBBITIOJHEHHBIE 3allJITAHMPOBAHHbBIC 33]a4H;
BBITIOJTHSIET TUTTUYHBIC €KETHEBHBIC JICIIa;

BbIOMpaeT U 0POPMIISIET IIIAHUPOBIIUK CEKpETaps;

BEJICT JHEBHUK (HA AJIEKTPOHHOM U /UM OyMa)KHOM HOCHUTETIE).

3.3. B pamkax TpyaoBoil GYHKIIMY OpraHu3aluy Tejae@OHHBIX IEPETOBOPOB
TUPEKTOpa:

BEACT 68,3}7 TCJ'IC(I)OHHBIX KOHTAKTOB PYKOBOJUTECJIA IIKOJIBI;

COCTMHSICT TUPEKTOPa 00pa30BaTEILHOM OpPraHu3aIlui ¢ KOHKPETHBIMH
a0OOHEHTaMU,

PETUCTPHUPYET MOCTYIAIOIIUE B MPUEMHYIO Telie()OHHBIE 3BOHKU;
NIEpeHAIPaBIISIET OTICIbHBIC Tee()OHHBIC 3BOHKH 3aMECTUTEIISIM TUPEKTOPA;
MOJTy4aeT HeOOXOANMYIO HH(OPMAIIHIO U TIEPEIaeT CAHKIITMOHUPOBAHHYIO
uH(opmaruio 1o teaedoHy;

yCTaHABJIMBAET KOHTAKT C COOECETHUKOM, MOIJICP)KUBACT M PA3BUBAET JIEIOBYIO
Oeceny B miporiecce TeaeOHHBIX TEPETOBOPOB.

3.4. B pamkax tpyaoBo¥ GYHKIIWY OpraHu3aiiii paboThl C HOCETUTEISIMH B
MIPUEMHON JUPEKTOpaA:




OpPTaHU30BHIBACT JJUYHBIN MTPUEM TIOCETUTEIICH TUPEKTOPOM IIIKOJIBI;
yCTaHaBJIMBAET MOPSJIOK MTpUEMa JJIs PA3IMYHBIX KATETOPUN MMOCETUTEINEH;
BEJIET KypHaJ MPeBAPUTEIHHON 3aIUCH Ha MPUEM, KYpPHaJ MOCEIIECHUN,
PErUCTPUPYET MOCETUTENEH;

COJICMCTBYET ONEPATUBHOMY PACCMOTPEHUIO 3Kaio0, MPOChO U MPEAIOKEHUM
COTPYAHHUKOB 00111€00pa30BaTeIbHON OpraHU3aluu, POUTENCH (3aKOHHBIX
MIPEJCTAaBUTEIICH ) 00yUarOITUXCsl, MHBIX MTOCETUTEICH;

OCYIIECTBIISIET IPUEM JINYHBIX 3asIBJICHUIN COTPYIHUKOB, O0YUAIOIIUXCS U UX
poauTeeil (3aKOHHBIX MPEJACTABUTENECH);

OpPTaHU30BHIBACT MIPUEM NPEICTABUTEINICH OpTaHU3AIHM, SBISTFOIINXCS medaMu
IITKOJTBI, YWICHOB MOTIEYUTEILCKOTO COBETA, TAPTHEPOB 00pa30BaTEIILHON
OpraHu3alyy u T.1.;

CepBHUpYeT YailHbIN (KO(EHbIN) CTON B KAOMHETE TUPEKTOPa;

MPUHUMAET MEPHI IO COXPAHEHHUIO KOH(UIEHIIMATBbHON HHPOPMALIMK B XO€
npremMa MoceTUTeNel U MX HaXO0XKJICHUS B IPUEMHON U KaOMHETEe AUPEKTOpa
00111€600pa30BaTEILHON OpraHu3aIuy.

3.5. B pamkax tpyaoBo¥ GYHKIIMKA OpTaHU3AIMH ITOATOTOBKHA MEPOIPUSITHI C
yYaCTHEM OUPEKTOpAa:

uH(pOpMUpYyeET paOOTHUKOB O HAMEUAIOILEMCS COBELLIAHUH, [1€JICOBETE, THOM
MEpPOIIPUATHH;

MOJIFOTABIMBAET U BHIBEIIMBACT Ha MH(OPMALIMOHHBIN CTEH T TOBECTKY JHS
MEPOIPUATHS C YYACTUEM JIUPEKTOPA;

IIOMOTaeT B MOATOTOBKE JOKJIA/1a JUPEKTOPA MIKOJIbI, TPE3EHTALMOHHBIX
MaTepHuaJos;

pacchbUIaeT MpUIJIAlIeHUs JIULaM, PUTIIAICHHBIM Ha OOIIEIIKOIbHOE
MEpPOIIPUSTHE.

3.6. B pamkax TpyaoBoil YHKIIMYA OPraHU3aIMA NCHOJHEHUS PEIIEHUN,
OCVIILIECTBJIECHUS KOHTPOJISI HCOOJHEHUS IOPYUEHUI JUPEKTOPA:

JOKYMEHTAIBHO 0(OPMIISET PELICHHS TUPEKTOPA IIKOJIbI (IPUKA3BI);

JIOBOJIUT JI0 CBEICHMS paOOTHUKOB 00111€00pa30BaTEIbHOIO YUPEKACHUS PUKA3hI
U pACTIOPSIKEHUS JUPEKTOPA;

KOOPJIMHUPYET EATETbHOCTh MO UCTIOTHEHUIO PEIICHUI TUPEKTOPA;

BEJIET CPOKOBBIN TEKYIIUI U MPeynpeIuTeIbHbII KOHTPOIb;

MPOBEPSIET UCTIOJHEHNE MOPYUEHUN JUPEKTOPA B YCTAHOBICHHBIN CPOK;
MpeaynpexaaeT COTPYAHUKOB 00 UCTEUEHUN CPOKA UCTIONHEHUS TTOPYISHUN
JTUPEKTOPA;

(bUKCUpPYET UCTIOJIHEHUE TTOPYICHUN;

COCTABJISICT OTYCTHI M aHAJTUTHYECKHE CIIPABKHU O BHITIOJTHCHUH ITOPYICHUN U
pelIeHui TupeKTopa 00Ieo0pa3oBaTeILHON OPraHU3aIiy.



3.7. B pamkax tpyaoBoii GYHKIWY OpraHU3allii U OOIIEDKAHUS
(GO VHKIIMOHATBHOTO Pa00Yero MpoCTPAHCTBA MPUEMHON U KaOMHETA AUPEKTOpa:

OpPraHU30BbIBAET MIPUEMHYIO JUPEKTOPA B COOTBETCTBUU C TPEOOBAHUSIMU
PrOHOMHKH U KYJIbTYPhI TPY/Ia;

OCYIICCTBJISICT KOHTPOJIb oOecrnieueHus AUPEKTOPA KaHICIAPCKUMHA
MNPHUHAIJIC)KHOCTAMU, CPCACTBAMU OpFaHI/IBaHPIOHHOﬁ TCXHUKH,

YXaKNBACT 34 KOMHATHBIMUA PACTCHUAMMU B HpI/ICMHOﬁ 1 KaOWHeTe AUPCKTOpA.

3.8. B pamkax tpynoBo¥ GYHKIIUU COCTABIECHU U O(hOpMIIEHMS YIIPABIEHYECKOM
JTOKYMEHTAIIUU:

COCTAaBJISIET MPOEKTHI PACIIOPSAUTENBHBIX (IPUKA3bl, PACTIOPSIKEHUS) U
UH(GOPMAIIMOHHO-CIPABOYHBIX JOKYMEHTOB (CITy>K€OHbIE TUChMA, CIIPABKH,
JIOKJIaJTHBIE U CITY>K€OHBIE 3aIHUCKH);

COCTABJISIET Pa3JINYHBIC MIUChMA, 3aIIPOCH], TOTOBUT OTBETHI aBTOPaM OOpaIeHUN
10 MOPYYEHHUIO TUPEKTOPA IIKOJIBI;

reyaTaeT ciy>KeOHbIE JOKYMEHTHI U IpyTie MaTepuabl;
Pa3MHOXKAET CIIYKEOHbIE TOKYMEHTHI,

KOHTPOJIMPYET MPOXOKJICHUE TOKYMEHTOB B 00111€00pa30BaTeNbHON OpraHu3aluu
(cormacoBanue, MOAMKUCAHUE U YTBEPKACHHUE IOKYMEHTA).

3.9. B pamkax tpyaoBo¥ GVHKIINKA OpraHu3aiiiu padoThl ¢ JOKYMEHTAMU B
IPUEMHOW:

NOJIy4aeT, MPEABAPUTEIILHO PACCMATPUBAET U COPTUPYET TOKYMEHTHI,
MOCTYMAIOIINE B IPUEMHYIO JUPEKTOpa 00pa30BaTEIbHOIO YUPEKICHUS;

NMOATOTABJIMBACT JOKYMCHTDLI I PaCCMOTPCHHA TUPCKTOPOM;,
BCACT YUCT JOKYMCHTOB, IOCTYIAIOIINX HA UM JUPCKTOPA HIKOJIbI;

B COOTBCTCTBUM C YKa3aHUAMU JUPCKTOPA OPIraHU30BBIBACT IMICPEAATY JOKYMCHTOB
HUCITIOJTHUTCIIAM (KOHerTHBIM COTPYI[HI/IKaM) AJI1 UCITOJIb30BAHUS B IIPOLIECCC
pa6OTI>I 0o JJIA IIOATOTOBKHM OTBETOB,

COCTABIISICT M MPEAOCTABIISIET B YCTAHOBJICHHBIE CPOKU B OPTaH yIPaBICHUS
00pa30BaHUs CIIUCKH BCEX KJIACCOB (KOHTUHTEHTa 00pa30BaTeIbHON
OpTraHM3aIMK) U CIIUCOK BCEX MPEIoaaBaTeeil KaxkI10ro y4eOHOTO Toa;
OTIEpAaTUBHO BHOCHUT TEKYIIIHE U3MEHEHHSI B COCTaB KOHTHUHICHTA YJalUXCs,
MeJaroTMYeCKUX U APYruX pabOTHUKOB 00111€00pa30BaTEeIbHON OpraHu3aluy;
oOpMIISIET JTMYHBIC JIeNa JeTeH, MPUHATHIX Ha O0yUeHue B
00111e00pa30BaTENbHYI0 OPTraHU3AIIHIO;

BeJIeT a(paBUTHBIN JKypHAII BCEX yUalTUXCS;

CO3/a€eT U BeIeT 0a3y JaHHBIX JOKYMEHTOB, TPOBOAUT MH()OPMALIMOHHO-
CIPaBOYHYIO paboTy;

KOHTPOJIUPYET UCTIOTHEHUE TOKYMEHTOB U MOPYUYCHHUM TUpEeKTOpa
00pa30BaTeNIbHOI OpraHu3allru.



3.10. B pamkax TpyaoBou HYHKIIMU OPraHu3aliy XpaHEHUs] JOKYMEHTOB:

KOPPEKTUPYET HOMEHKJIATYPHI J1€71 CEKpEeTapsi U TUPEKTOPA IIKOJIbI;

bopmupyeT 1 opopmIISIET JieTa MOCTOSHHOTO, 10JTOBPEMEHHOTO CPOKOB
XpaHEeHMUS;

MMOATOTABJIMBACT U MCPEAACT ACJIa B apXUB O6IHCO6paSOBaTCHBHOﬁ OpraHu3alnuu.

3.11. B pamkax tpyaoBou HYHKIIMH 00ECIIEUEHUS TUPEKTOPA IIIKOJIbI
nHbOPMALIAE:

cobupaet u nepepadaTbiBacT HHPOPMAIIUIO, HEOOXOTUMYIO JISI IPUHSTHS
000CHOBAaHHBIX yIPABICHUYCCKUX PEIICHUI;

IPOBEPSIET TOCTOBEPHOCTD, MOJIHOTY U HEMPOTUBOPEUUBOCTD JAHHBIX, UCKITIOYAET
ny6nupoBaHue HH(pOpMaLINK;
IPEIOCTABIISET JAHHBIE B €IMHOM U yIOOHOM /Jisi BOCIpUATHUS (hopMarte;

BBISIBIISICT HAaN0OJIee 3HAYMMBIE KPUTEPHUH CUCTEMATH3aIIuU WHHOPMAITIH JIJIs
co3aHus 0a3 TaHHBIX;

dbopMHpyeT 1 UCTIONB3YET 0a3y TaHHBIX B 00111e00pa30BaTEIBLHON OpraHu3aluu.

3.12. B pamkax TpyaoBou (hVHKIIMHU OpraHu3ani MHOOPMAIITMOHHOTO
B3aUMOJIEUCTBUSA IUPEKTOPA C PAOOTHUKAMU:

uH(popMUpyeT pabOTHUKOB 00pa30BaTEIbHON OPraHU3AIMK O PEIICHUSIX
JUPEKTOPA, COBEUIAHUSAX U 3aCEAaHUX, NIEJarOTHYECKUX COBETaX U MHBIX
MEpPOTPUATHUSX;

3HAaKOMMUT pa60THI/IKOB noa nmoAnucChb € COOTBETCTBYIOIIMMHU NOKYMCHTAMU,

OpraHU30BBIBAET OOMEH MH(POPMAIEH MEXKIAY 3aMECTUTENSIMU JUPEKTOpA U
UHBIMU JOJHDKHOCTHBIMU JIMIIaMU 0011e00pa30BaTeIbHOM OpraHu3aliy;

oroBeniaeT paboTHUKOB O MPEICTOSIIIUX MEPOTIPUSATHIX;
BBI3BIBACT COTPYIHUKOB U 00YUYAIOIIUXCS 110 IOPYUYEHHUIO JUPEKTOPA;

uHbOpMUpYET AUPEKTOpa 00 00paIIeHUAX COTPYIHUKOB MO PAOOYMM U JINYHBIM
BOTIPOCAM;

uHpopMupyeT qupekTopa 06 oOpalieHusIX 00yJarommuXxcsl, UX POAUTENICH
(3aKOHHBIX MPEJCTABUTEIICH ).

3.13. B pamkax TpyaoBou HYHKIIMH OPraHU3aii KOMaHIUPOBOK:

IMOATOTABJIMBACT IIPOCKT IIpUKa3a O CHy}I(C6HOﬁ KOMaHJIHUPOBKE;

BBITTUCHIBAET KOMaHIUPOBOYHOE YAOCTOBEPEHUE U PETUCTPUPYET €0 TIPH
HEOOXOIMMOCTH,

IIOATOTABJIMBAET JOKYMEHTHI K MOE3/KE;
YTOYHSIET ATy, JOHKHOCTH, (DaMUITUK B IPOTpaMMe KOMaHIUPOBKH.



3.14. BpInoaHsET pa3inyHbIE ONEPalUU C UCIOJb30BaHUEM KOMIIBIOTEPHON
TEXHMKH 110 IporpaMmam, peaHa3HaueHHbIM JiJ1s cOopa, 00paboTKu U
IPE0CTABIECHUS THPOPMALUH.

3.15. [Ipu ucnosib30BaHUU IEKTPOHHOTO 00OPYOBAHUS, B TOM UUCIIE
KJIABUATYPBI U MBIIIH, €XETHEBHO 1€3UH(ULIUPYET UX B COOTBETCTBUU C
PEKOMEHIALMAMHU MPOU3BOUTENS JINOO C UCTIOIB30BAHUEM PACTBOPOB WUITU
caigeTok Ha CHUPTOBOM OCHOBE, coaepx anux He Menee 70% cnupra.

3.16. CobmroaeT npaBuiIa UCIOJIb30BaHUA ceTH MIHTEepHET.

3.17. OGecrnieunBaeT 3amuTy MpaB U CBOOOI YUAIIUXCS, POTUTENCH (3aKOHHBIX
npecTaBuTeNel ), paOOTHUKOB MIKOJIBI TPU 00pabOTKE MEPCOHATbHBIX TAHHBIX.
3.18. Ctporo cobmronaetT KOH(PpHICHIINATEHOCTh IEPCOHATBHBIX JaHHBIX U
TpeOOBaHUS MO 3alIUTE U OE30MACHOCTH MEPCOHATIBHBIX TAHHBIX PU UX
00paboTKe, HeTOMYLIEHHE UX PaclpOCTpaHeHus 6e3 coryacus cCyObeKTa
MIEPCOHANBHBIX JaHHBIX WU HATMYHSI IPYTOro 3aKOHHOTO OCHOBAHUSI.

3.19. Cobnroaet KyabTypy U 3TUKY OOIIESHUS C IEPCOHAIOM 00pa30BaTEIbLHOTO
YApexACHUS, 00yUAIOIIUMHUCS ¥ POAUTEIIIMH (3aKOHHBIMH MPEACTABUTEISIMH ),
MTOCCTUTEIISIMH.

3.20. Ctporo cobroaet rmpaBa u CBOOO/IbI ACTEH, CoiepKaliecs B
denepanbHOM 3ak0HE «O0 oOpazoBanuu B Poccuiickoit denepanymny u
Kounsenunu OOH o npaBax peOeHKa, SIBISIETCS IPUMEPOM JJIs IIKOJIbHUKOB.

3.21. UadopmupyeT qupeKTopa, a IpHu €ro OTCYyTCTBUU — JEKYPHOTO
aAMUHUCTPATOPA O HECUACTHOM CJIy4yae, IPUHUMAET MEPHI 110 OKA3aHUIO NTEPBOM
ITOMOIIX MOCTPAAABIINM, BBI30BE CKOPOU MEIUIIMHCKOMN ITOMOIIIH.

3.22. OcymiecTBISIET CBOIO JACSITEIIBHOCTh HAa BEICOKOM MPO(hecCHOHATHLHOM
YPOBHE.

3.23. OGecmneunBaeT coOJIO/IEHUE YUCTOTHI M TIOPSIKA HAa CBOEM pabodyeM MecCTe.

3.24. CexpeTapb AUPEKTOPA IIKOJIBI COOTIOAACT MOJIOKEHUS JaHHOUN JTOJKHOCTHOM
UHCTPYKIIMH, pa3paboTaHHOW Ha OCHOBE npodcrangapra, ¥Ycras u [IpaBuna
BHYTPEHHETO TPYAOBOI0 pacnopsijika 00pa3oBaTEIbHOTO YUPEKIACHUS,
KOJUIEKTUBHBIN U TPYAOBOW JOTOBOP, a TAKKE JIOKAIbHbIE aKThl U PUKA3bI
PYKOBOJMTEIIS.

3.25. IIpoxoauT B yCTAaHOBIEHHOM 3aKOHOJIaTENbCTBOM Poccuiickoit denepanun
nopsiKke 00yueHre U MPOBEPKY 3HAHUM U HABBIKOB B 00JIACTH OXpaHbI TPY/a,
WHCTPYKTQXKH 10 OXpaHe TpyAa U MOKapHOU O€30MaCHOCTH.

3.26. CoOmtoaeT mpaBuiia OXpaHbl TPy/Aa, MOKAPHON U JIEKTPOOE30MacHOCTH,
CaHUTAPHO-TUTMEHUYECKUE HOPMBI M TPEOOBaHUS, TPYAOBYIO TUCIUILIUHY HA



paboueM MecTe U PeXUM padOThl, yCTAHOBJICHHBINA B 00II€00pa30BaTeILHOMN
OpraHu3alny.

3.27. Ileppoanuecku MPOXOIUT OECIJIaTHbIE METUIIMHCKHUE 00CIe0BaHNUS,
MOBBIIIAET CBOIO MPO(ECCHOHATBHYIO KOMIIETEHIIUIO.

3.28. CekpeTapio 3ampelniacTcs: UCIOIb30BaTh HEUCIIPABHYIO MeOEIb,
AIEKTPOOOOPYI0BAHUE, DIEKTPOIIPUOOPHI, KOMIIBIOTEPHYIO U MHYIO OPTTEXHUKY
WK 000pyA0BaHue U MeOEeIb C IBHBIMU IIPU3HAKAMU MOBPEXKICHUS, KYPUTDH B
MOMEIICHUSIX U Ha TEPPUTOPHUH 00IIe00pa30BaTEILHON OpraHU3aIiy.

4. IIpaBa

CereTapb AUPECKTOPAa UMCCT IIPABO.

4.1. IlonyyaTs MHQOPMAIINIO, B TOM YHCIIE U KOH(DUIEHIINAIBHYIO, B 00bEME,
HEOOXOIMMOM JISI PEIICHHUS TOCTABIICHHBIX 3a7au.

4.2. 3ampammBath JUYHO WM 110 TOPYUYEHHUIO AUPEKTOPa OT pabOTHUKOB
0011e00pa3oBaTeNbHON OpraHu3alui HHPOPMAIIUIO B TOKYMEHTBI, HEOOXOIUMBIC
JUISL BBIIIOJIHEHUS €70 JTIOJDKHOCTHBIX 00S3aHHOCTEH.

4.3. TpeGoBaTh OT aIMUHUCTPALIUU IKOJbI CO3JJaHUSI ONTUMANbHBIX YCIOBUMN IS
BBITIOJIHEHHUS CITY>KEOHBIX 00513aHHOCTEN U COXPAHHOCTH BCEX JOKYMEHTOB,
00pa3yIoluXCcsl B PE3yJIbTaTe JEATEIbHOCTH CEKpETapsl.

4.4. ITpuHumath peuIeHus B Ipeeaax CBOe KOMIIETEHIIUU.

4.5. Ha maTepuaibHO-TEXHUUECKHUE YCIOBUS, TpeOyeMble JIJIsl BBITIOJHEHUS
JIOJDKHOCTHBIX 00sI3aHHOCTEM ceKkpeTaps, Ha oOecrieueHue pabovero Mecra,
COOTBETCTBYIOIIETO TOCYIaPCTBEHHBIM HOPMATHUBHBIM TPEOOBAHUSM OXPAHBI
TpyJa ¥ TI0’KapHOU 0€30MMaCHOCTH, a TAKKE YCIOBUSIM, TPETYCMOTPEHHBIM
KonnekTuBHBIM JOTOBOPOM.

4.6. 3HaKOMUTBCA C MPOEKTaAMU PELIEHUN JUPEKTOPA, OTHOCSIINXCS K €r0
poeCcCHOHANILHOM JAESITENBHOCTH, C )KaI00AMH U IPYTUMU JJOKyMEHTaMH,
COJIEpKAIIMMH OLIEHKY e€ro padoThl, 1aBaTh MO0 HUM OObICHEHUS. 4.7.
[IpenocTaBisaTh TUPEKTOPY HA PACCMOTPEHHUE MPEJIOKEHUS TI0 YIYUIICHUIO
NeSATEIbHOCTH 00pa30BaTENbHONM OPraHU3AIMKU U YCOBEPILIEHCTBOBAHUIO CITIOCOOOB
paboThI 1O BOMPOCaM, OTHOCSIITUMCSI K KOMIIETEHIIUM CEKpeTapsi.

4.8. YuacTBOBaTh B pab0OTE OPTaHOB CAaMOYIIPABIICHUS JOIIKOJIbHBIM
00pa3oBaTeIbHBIM YUPEKJICHHEM, B paboTe 00111ero coopaHus pabOTHUKOB, B
00CYXKJIEHUH BOIIPOCOB, KACAIOIIMXCS UCTIONHAEMBIX CEKPETapEM JTOJDKHOCTHBIX
00s13aHHOCTEH.



4.9. Ha MmopasibHOE 1 MaTEpUAIBHOE MOOIIPEHNE, HATPAKIECHHUS 110 PE3YJIbTaTaM
npodeCCUOHAIBHON JIEITEIbHOCTH, Ha COLIMAIbHBIC TAPAHTHUH, PETYCMOTPEHHBIE
3aKOHOJATENBCTBOM Poccuiickon denepanuu.

4.10. Ha 3amuTty cBoel mpodeccuoHallbHON YeCTH U JocTomHCcTBa. Ha
KOH(HIEHIIUATILHOCTh CIIY’KEOHOTO paccieloBaHUsl, KpOME CIIy4aesn,
MPENYCMOTPEHHBIX 3aKOHOATENLCTBOM Poccurickon denepanuu.

4.11. 3amuIaTh CBOM HHTEPECHl CAMOCTOSTEIILHO W/WIIA Yepe3 MPEeJICTaBUTENS, B
TOM YHCJIE aJJBOKATa, B CIy4ae NUCIHUIUIMHAPHOTO WJIH CITY>KEOHOTO
paccieoBaHusl, KOTOPOE CBSI3aHO C HAPYIIEHUEM CEKPETapeM HOPM
npoecCuoHaNbHOM ITUKH.

4.12. Cekperapb AMPEKTOpA IIKOJIBI UMEET UHBIE [TPaBa, IPETyCMOTPEHHbIE
Tpynoseim Kogexkcom Poccuiickoint @enepanuu, ¥YcrasoM, KomiekTuBHbIM
n0roBopoM, IIpaBunamu BHyTpEHHETO TPYAOBOIO paciopsika
00111600pa30BaTEIHLHOM OpraHu3aIuy.

5. OTBEeTCTBeHHOCTH

5.1. B npeaycMOTpEHHOM 3aKOHOIATENLCTBOM Poccuiickon Denepay NopsaKe
CEeKpeTapb HECET OTBETCTBEHHOCTD:

3a HCIIPABOMCPHOC HCITIOJIL30BAHUE ITPCA0CTABJICHHBIX ,Z[OJ'I)KHOCTHOﬁ
I/IHCTPYKIII/Ieﬁ IpaB 1 HOJIHOMO‘II/II\/’I, a TaKXKE€ MCIIOJIb30BAHUEC UX B JIMYHBIX LCIAX]

3a pasrianieHue KoHPuAeHIMaIbHOU HHPOPMALIMU, TTOJIyYeHHOU B pe3yibTaTe
BBINIOJIHEHUS JIOJKHOCTHBIX 00S13aHHOCTEH, MEPCOHAIBHBIX IAHHBIX COTPY/IHUKOB,
00yJaronuMXcsi ¥ UX POIUTENCH (3aKOHHBIX ITPEICTABUTEINICH);

3a JOCTOBEPHOCTH MPEAO0CTaBIsIEMON HH(OPMALIUU AUPEKTOPY, €€
CBOEBPEMEHHYIO ITOATOTOBKY;

32 HEOKA3aHUE WM HECBOEBPEMEHHOE OKa3aHUE MEPBOM MOMOILHN [TOCTPAIaBIIEMY,
HE CBOEBPEMEHHOE U3BELIECHUE WIIU CKPBITHE OT JUPEKTOPA IKOJIbI HECYACTHOTO
ciyvas;

3a HECOOIIOZICHUE MHCTPYKIIMM 110 OXpaHe TpyAa U MOXKapHOW 6€30MacHOCTH;

3a HApYILIEHUE TTOPAAKA JEUCTBUM B CIIy4ae BOBHUKHOBEHUS YPE3BbIYANHOU
CUTYAIIMH U 3BaKyaluu B 00111€00pa30BaTEIbHOM YUPEKICHHUH.

5.2. 3a HEUCIOJIHEHUE WK HapylIeHHE 0€3 YBAKUTENbHBIX IPUUHUH CBOMX
00s13aHHOCTEH, YCTAHOBIIEHHBIX JIOJPKHOCTHOM MHCTPYKLMEN CeKpeTaps LIKOJIbI,
YcraBa u [IpaBuit BHyTpEHHETO TPYIOBOTO PACIIOPAAKA, 3AKOHHBIX PACTIOPSIKEHUN
PYKOBOJUTEIIS U MHBIX JIOKAIBHBIX HOPMAaTUBHBIX aKTOB, PAOOTHUK I10/IBEPIracTCs
JUCLHUIIMHAPHOMY B3BICKaHHIO coriacHo cratbe 192 Tpynosoro Koxekca
Poccuiickoit @eaepanuu. 3a rpyboe HapylIeHHE TPYIOBBIX 0053aHHOCTEN B
Ka4yeCTBE UCUUIUTMHAPHOTO HAKa3aHUsI MOXKET ObITh MPUMEHEHO YBOJIbHEHHUE.



5.3. 3a ucnonb3oBaHue, B TOM YUCIIE OJHOKPATHO, METOJIOB BOCIIUTAHUSI,
BKJTIOUAIOIIMX (PU3MUecKoe U (W) MCUXO0JI0TUUECKOE HACUIIUE HaJl TMYHOCTHIO
00yJaroIerocs, a Takke 3a COBEPIICHUE HHOTO aMOPaJIbHOTO MPOCTYIIKA
CeKpeTapb MOXKET ObITh OCBOOOXK/ICH OT 3aHUMAEMOM JTI0JHKHOCTH COTJIACHO
Tpynosomy Koaekcy Poccuiickoit @eaepanun. YBOJIbHEHUE 3a JaHHbBIN
MPOCTYIIOK HE SABJISIETCS MEPOM JTUCIUINIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HecoOroicHUE TIPAaBUII U TPEOOBAHUM OXpaHbl TPyAa U MOKapHOU
0€30macHOCTH, CAHUTAPHO-TUTHCHHYECKUX MPABUII U HOPM CEKpeTaph
MPUBJIEKAETCA K aIMUHUCTPATUBHON OTBETCTBEHHOCTH B MOPSIAKE U B CIIyYasiXx,
MPEYCMOTPEHHBIX aIMUHUCTPATUBHBIM 3aKOHOAATENBCTBOM Poccuiickon
Oenepanum.

5.5. 3a npaBoHapyIIEHHUS], COBEPIIEHHBIE B TPOLIECCE OCYILIECTBICHUS TPYAOBBIX
GbyHKIINI HECeT OTBETCTBEHHOCTH B TIPEieNiax, OMPeIeIeHHbBIX
aJIMUHUCTPATUBHBIM, YTOJIOBHBIM U TPAKIAHCKUM 3aKOHOIATEILCTBOM
Poccuiickon @enepanumu.

6. BzanmoorHomenusi. CBA3M MO JOJKHOCTH

6.1. Cekperaphp BBINOJHSAET pabOTy COIIACHO TpaUKy, COCTABIEHHOMY C YYETOM
40-yacoBoii pabouel HeJeNH, U YTBEPKIEHHOMY IUPEKTOPOM
00111€00pa3oBaTeIbHON OpraHU3AIIMH.

6.2. Cexkperapb CaMOCTOATENIBHO IJIAHUPYET CBOIO JACATEIBLHOCTD. [11an paboThl
CeKpeTaps COrjIacoBbIBAETCS HEMOCPEACTBEHHO C TUPEKTOPOM.

6.3. [lomydaet OT IUPEKTOPA MIKOJIBI HHPOPMAILIUIO HOPMATUBHO-TIPABOBOTO
Xapakrepa.

6.4. O6MeHmnBaeTcs HHGOPMAIIUEH 1O BOIPOCaM, OTHOCSIIIUMCS K €ro
NESATEIIbBHOCTH, C aIMUHUCTPAIIMEH U COTPYIHHUKAMH IIIKOJIBI, HHPOPMHUPYET UX O
pEeLISHUSIX TUPEKTOpa, COBEIIAHMIX U 3aCeIaHUsIX, ITeIarOTMIECKUX COBETax U
HWHBIX MEPOTIPUSITHSIX.

6.5. BoBpems coobuiaeT nupekropy 00 nuHpopManuu, npruKaszax, pacnopsKEeHUsX
Y MHOM JJOKYMEHTAIIMH, TOCTYNUBIIEH MO JIEKTPOHHOU nouTe, UHPOPMHUPYET O
HaMEUYEHHBIX BCTpeYax, COBEUIAHUAX U 3aCEAAHUSIX, UHBIX MEPOIPUITHUIX.

6.6. CooOL1aeT TUPEKTOPY U €ro 3aMECTUTENSIM UH(POPMALIHIO, TTOJYYEHHYIO Ha
COBEILAHUAX, CEMUHAPAX, HETIOCPEICTBEHHO IOCIIE €€ MOTYYEHHUS.

6.7. UudopmupyeT qupekTopa 0 BOZHUKIIUX TPYAHOCTSAX U TpodeMax B padoTe,
0 HeJloCTaTKax B o0ecreueHnr TpeOOBAHMI OXpaHbl TPyAa U MOXKaAPHOU
Oe3omnacHocTH. BHOCHUT mpeasioskeHus o yCTpaHEHUIO HEIOCTaTKOB, I10
ONTUMH3ALUN CBOEH JAEATEIBHOCTH.



6.8. MadopmupyeT 3aMecTUTeNs AUPEKTOPA MO AIMHUHUCTPATUBHO-X035IHCTBEHHON
YacTH O HEJ0CTATKaX B KAHUEISPCKUX MPUHAJICKHOCTAX, OyMare U MHbIX
pPacXoJIHbIX MaTepuaiax, o MoJOMKax MeOelu U OPIrTEXHUKH, B
AIIEKTPOOOOPYI0BAHNHU, BOAOIIPOBOIHON U OTOMUTEIBHOM cHUCTEMAX.

6.9. Bo Bpems 0OTCYTCTBUS ceKpeTapsi €ro 00s13aHHOCTH BBIMOJIHSAET COTPYIHUK,
UMEIOIINIA Bce Tpedyromuecs npodeccuoHaabHble 3HAaHUS, YMEHHS U HABBIKH,
Ha3HAYEHHBIN PUKA30M JupekTopa. JlaHHBIN COTpYIHUK MproOpeTaeT
COOTBETCTBYIOIIME MPABA U HECET IOJHYI0 OTBETCTBEHHOCTH 3a KQUECTBEHHOE
BBITIOJITHEHHE BO3JIOKEHHBIX HA HETO 00SI3aHHOCTEH.

7. 3aKJII0UYNTEIbHBIC MOJIOKEeHUSA

7.1. O3HakomJIeHUE paOOTHUKA C HACTOSIIEH TOMKHOCTHOM MHCTPYKIIMEH
OCYILIECTBIISICTCS MPHU MpreMe Ha paboTy (70 MOANKUCAHUS TPYAOBOTO 10I0OBOPA).
7.2. OnuH 3K3eMIUISIp JOKHOCTHOW MHCTPYKIIMU HaXOAUTCS y TUPEKTOPA IIKOJIBI,
BTOPOM — Y COTPY/IHHKA.

7.3. @aKT 03HAKOMIIEHUS CEKPETapsl C HACTOSINIEN JOJKHOCTHOM MHCTPYKLIMEN
MOATBEPKAAETCSA MOANUCHIO B AK3EMIUISIPE MHCTPYKLUH, XPAHALLEMCS Y
JTUPEKTOpa 00pa30BaTENbHON OPraHU3allM1, a TAKXKE B )KypHaJle 03HAKOMIIEHMS C
JOJKHOCTHBIMU MHCTPYKLUSIMHU.

Hondxxcnocmuyto uncmpyxkyuro paspabomai:
/ /

C OoicHoCcmHOU UHCMPYKYUell 03HAKOMIEH (@), 00UH IK3eMNAAp NoyYul (a) Ha
DPYKU. & » 202 r.
/ /
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