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JOJDKHOCTHASI UHCTPYK
rJIaBHOTO CHEeIHAJIHCTA 0TAea ofecneyeHHus AesiTeIbHOCTH
Joructuyeckoro nenrpa (Crapsuii OckoJr)

I. OGmue monoxkeHus

I'maBHBIN crieNUanuCT OTHOCUTCS K KATETOPUU TEXHHUECKIX HCIIONMHUTENEH.

Ha momKHOCTE TIIaBHOIO CIIELUAIMCTa Ha3HAYAeTCs JIUIO, WMEIOINEE BEHICIIEE
npopeccuonanbHoe o6pazoanue Oe3 mpeabsBIeHus TpeGoBaHUH K CTaXKy paboThI
WM cpenHee NpodeccuoHanbHoe 00pasoBaHie W CTaX PaboTHl IO CIENHATBEHOCTH
HE MEHee 2 JIET.

I'maBHBIA CHIIEIMAINCT SBISETCS HEMOCPEACTBEHHBIM TEXHUYECKHM ITOMOILHUKOM
3aMECTHMTEN  JTUPEKTOpPA-yNpaBIAIONIEro Jorucruyeckum Ientpom (Crapsiit
Ockom),  OCYLIECTBISIIOIUM  (YHKIHIO  OPraHU3alMOHHO-TEXHMYECKOTO U
JIOKYMEHTAILMOHHOTO 00eCIIeYeHusl.

['naBHBIA crienyMaiyMcT Ha3HayaeTcs U 0CBOOOXKIAeTCs OT 00I3aHHOCTEN IPHUKA30M
Jupexropa O61acTHOTO roCy 1apcTBEHHOT'0 aBTOHOMHOTO YUPEXKIEHHS COIMATBHOMN
3amMTEl HaceneHus «POoH rocylapcTBEHHOrO uMytecTBa benropoickoi o6aacTiy
(OT'AY C3H «®oHI rocuMyInecTsa 001acTy).

TloguuHseTcss  HEMOCPEJCTBEHHO  3aMECTUTENIO  JUPEKTOpPa-yIpaBISIOLIEMY
noructruueckum neHTpom (Crapeiit Ockonm), a B €ro OTCYTCTBHE JIMILY,
UCIIONTHAOLIEMY 0043aHHOCTH 3aMECTHUTENIS AUPEKTOPA.

B cBoeil npaktudeckoit pabore pykoBojacTByeTcss HopMmaTuBHEIMEH akTaMu PO u
benroponackoit o6nactu (ITonoxenusmu, IIpukazamu u MHCTpYKUMAMH), a TaKKe
ITpukasaMud ¥ OTHENBHBIMH 3aJaHusMu JlupekTopa YupekIeHHS, OCHOBHBIMH
TIOJIOKEHUSAMH €IMHOM IroCyapCTBEHHOM CHCTEMBI JeNONPOU3BOICTBA, [IPpaBHIaMu
M YKa3aHWAMHM  IJaBapXuBa 10  IIOCTAHOBKE  JOKYMEHTAJIBHON  YacTH
HNEIONpOM3BOACTBA M paboTe  apxuBa  YUpPeXXACHUH, HMHCTPYKUMEH  TI10
NIENOIPOU3BOACTRY.

I'naBHEBIM crielUAINCT TOKEH 3HATE:

7.1.1locTaHoBNeHNs, PACTIOPSIKEHHS, NIPUKa3bl W JPYTHE PYKOBOSIINE MaTepHAIbl U

HOPMATHUBHBIC NOKYMCHTBI, KaCaroIMHUecsa OESATEIIEHOCTH que)ic,uenm U BEICHU:A
ACJIOIIPOU3BOJICTREA,

7.2. CTpyXTypy ¥ PYKOBOAALIMI cOCTaB YUpexKIEHHS U €r0 oApas/IeIeHUi;

6.3. Oprasu3saiyro JeI0IpOU3BOICTBa,;

6.4. Metoasl opopmiteHus 1 06pabOTKH IOKYMEHTOB;

6.5. CTpyKTypy M pyKOBOZAIIMI COCTaB YUpPekKIEHUS U €ro MOopasieleHuii;

6.6. ApxUBHOE A€II0;

6.7. MamuHOoImcs;

6.8. Cranmaptsl yHHGUIMPOBAHHOM CHUCTEMBI OPraHM3AI[MOHHO-PACIIOPIAUTEIBHON
JOKYMEHTAaIINH;

6.9. IIpaBuia nevaranus NENOBEIX HHUCEM C FICTIOIB30BAHUEM TUIIOBEIX (OPM;

6.10 OCHOBBI 3TUKH U SCTETHKH, IIPABUIIA AETOBOTO OOIICHHS;



6.11 OcHOBEI OpraHU3aINK TPY/ia U YIIPABJIEHHUS;

6.12 IlpaBuna 9KCIUTyaTalu| BEMYUCIUTENBHON TEXHUKI,

6.13 OCHOBEI aIMUHHCTPATUBHOTI'O IIPaBa U 3aKOHOAATEILCTBA O TPYIE;
6.14 TIpaBuiia BHyTPEHHErO TPYI0BOIO PacOpPAIKa;

6.15 IIpaBuna 1 HOPMEI OXpaHEI TPY/IA.

10.

11,

IL. TosskHOCTHBIE 00SI3aHHOCTH.

I'naBuplil cnenmanucr O6s3aH:

IIpuHUMATE NIOCTYNAIOIIYI0 HAa pAacCMOTPEHHE 3aMECTHUTENs JUPEKTOopa-
YTPaBIIOMIEro JIOrHeTH4ecKuM meHTpoM (Crapblit Ockon) KOppecHoHIEHIHIO,
IepesaBaTh €€ B COOTBETCTBUU C IIPHHATHIM PELIEHUEeM KOHKPETHEIM UCIIOHUTEISAM
JUIA MCTIONB30BaHUA B IIporiecce paboTsl, MO0 MTOATOTOBKU OTBETOB.

Bectu menonpou3BOACTBO, BBIIONHATH PasiMYHEIE OIEPAIMM C IMPUMEHEHHEM
KOMIIBIOTEPHOM  TeXHMKH, TpelHasHayeHHOM Juii  cOopa, o6pabotku u
TpEICTaBIeHUs MHOOPMAIMHU [IPU ITOrOTOBKE 1 MPUHATHY PEIIEHUIL.

[IppuHuMaTh JIOKYMEHTHl ¥ JIMYHBIE 3asfBICHHMS HA PACCMOTPEHME 3aMECTHUTENs
JUPEKTOpa - YIPaBJISAIOIIEr0 JJoTHcTHIecKuM 1eHTpoM (Crapsiit Ockon).
[logroraBmuBare JOKyMEHTEl M MaTepuansl, HeoOXomuMmble s  paboThl
3aMECTUTENI JUPEKTOpa - YIPaBIAIOLIEro JOrHcTHYecKuM mneHTpoM (Crapbiii
Ocxon).

Cremuth 32 CBOEBPEMEHHBIM PAaCCMOTPEHHEM M IIPEJCTABICHHEM KOHKPETHBIMH
UCIIONIHUTEJISIMA ~ IOKYMEHTOB, IIOCTYNHBIIMX Ha HCIOIHEHHE, TPOBEPSATH
NPaBWILHOCTE  O(QOPMIICHHA  TNOATOTOBICHHBIX  IPOEKTOB,  IEPEJaBaeMBIX
3aMECTUTENIO JUPEKTOpa - YIPaBISAIOMEMY JOrucTHYecKuM neHTpom (Crapsiit
Ocxoir) Ha MOAIHCH, 00eCIIeYNBATh KAYECTBEHHOE MX PEIaKTUPOBAHNE.
OpraHu3oBEIBaTh IIPOBEAEHNE TENE(OHHBIX TIEPErOBOPOB 3aMECTUTENIS JUPEKTOPA -
yHIpaBisromero jgoructudeckuM neHTpoM (Crapsiit Ockom), 3almMCBIBAET B €r0
OTCYTCTBHE MOJIy4YeHHYI0 HHQOpMAIMI0O M JOBOAMT 1O €ro CBEJEHUs ee
Collep)KaHue, NepeaeT U NpUHUMAeT WHGOPMAIMIO MO MPUEMHO-TICPErOBOPHEIM
YCTpOMCTBAM, a TakKe Tele(GOHOrpaMMbl, CBOEBPEMEHHO TOBOJUT /IO €0 CBEACHUS
MH(OOpMaUIO, IOTYUYEHHYIO 110 KaHaIaM CBS3H.

ITo nopydyeHuro 3aMeCTUTENs AUPEKTOPA-YIPABILIIOLIETO JTOTHCTUYECKUM LIEHTPOM
(Crapprii OcKoil) COCTaBIATh IMCHhMa, 3aIpOChl, JPYTHe JOKYMEHTEI, T'OTOBHTE
OTBETHI aBTOPAM ITHCEM.

BrimonuaTe paGoTy mo NMOATOTOBKE NPOBOAMMBEIX 3acelaHMil U coBemranuit (cGop
HEOOXOJMMBIX MAaTepUaIoB, OIOBEIICHUE YYAaCTHUKOB O BpPEMEHM M MECTe
NPOBEICHNUS, IOBECTKE MIHA, MX PErucTpaius), BECTH W O(OPMISATE MPOTOKOIBI
3aCeJaHuil ¥ COBEIIaHWH,

OcyIecTBIATE KOHTPONb 33 MCHOJIHEHHEeM paGOTHUKAMH YUpeKIeHMs W3JaHHBIX
NPUKAa30B M pPAaCIOpsSKEHWM, a Tarke 3a COOIIOJEHMEM CPOKOB BBHIITOJTHEHMS
YKa3aHUH ¥ IOpYYEHUH 3aMECTHTENs AUPEKTOPA-YHIPABISIOIIET0 JOTHCTHUECKUM
teHtpoM (Crapsiit Ockom), B3ATEIX HAa KOHTPOJIE.

OGecrnieuuBaTh pabodee MECTO 3aMECTUTEIS MUPEKTOpa - YIPaBIAIOIIErO
noructudeckuM  1eHTpoM  (Crapeit  Ockon) HEOOXOMUMBIMEM — CPEACTBAMM
OpraHyu3aliMOHHON TEXHUKH, KaHIEIAPCKUMHU IIPUHAUICIKHOCTSIMH.

[TeyaTaTs MO yKa3aHMIO 3aMECTUTEIIS AUPEKTOpa - YIIPABIISIOIETO JOTUCTAUECKUAM
nenTpoM (Crapsiii Ockon) cimysxeGHble MaTepHalsl, HeOOX0IUMEIE I €10 paGOoTHL.

12. OpranuzoBEIBATE [IpUEM  TIOCETUTENEH, CONEHCTBOBATE  OINEPATUBHOCTHU

PaccMOTPEHHUs NPOCKO U IpenoKeHuit pabOTHUKOB.



13.

14.

13.

16.

17.

18.

19.

20.

21.

Bectu yuer nuceM, xaino0, 3aaBaeHUN TPYASLIMXCS, TOCTYNAIOWMX B YUpeKIeHHE,
CBOEBPEMEHHO NEPEIaBaTh JOIDKHOCTHBIM JIMLIAM IS UCIIOTHEHMS.

BrinmuceiBaTh KOMaHAMPOBOUHBIE YIOCTOBEPEHHSA; OQOPMIIATH MPOEKTHl MPHKA30B
10 KOMaHJAUPOBKAM.

Bectu TabenpHEIA yueT pabOTHUKOB,

He npomyckats kx paGore Ha ITK nocropoHHuX juil 6e3 paspelieHHs 3aMECTHTEN
IUPEKTOPA.

3HaTh U CTPOro coOIroAaTh IIpaBUIA NPOIYCKHOIO WM BHYTPEHHEr0 peKUMa;
IpaBWjia ¥ HOPMBI OXpaHbl TPyZAa, TEXHUKUA O€30IIaCHOCTH, IIPOM3BOJCTBEHHOM
CaHWTAPHH U IIPOTUBOIIOKAPHOMN 3AIIUTEL.

B pa6ote ¢ nepcoHanbHEIME JaHHEIMU pabOTHUKOB KOMOHHATA PYKOBOACTBOBATHC
[TooxeHneM O 3alUTe NEPCOHANBHBIX NaHHBIX paboTHukKoB OI'AY C3H «®omnn
IOCUMYIIECTBA 00IacTUY.

Cnemuts 3a paboTON 2JEKTPOHHOM ITOYTHl B YUpPEXI€HUH; OTIPABIATE, IPHHUMATE
KOPPECIIOHAEHIIHIO.

BosznepxuBaTbest OT COBEPUIEHMS M yYacTHs B KOPPYIIHMOHHBIX IPAaBOHAPYIICHMAX,
a TaK K€ OT IOBEJEHHS, KOTOPOE MOXKET OBITh MCTOJIKOBAHO OKPYKAIOIIMMHU Kak
TOTOBHOCTE COBEPIIUTH WIM y4aCTBOBATh B KOPPYILUMOHHEIX IIPABOHAPYIICHUSX OT
VIMEHU WU B MHTEPECax yIpeKICHU,

HesameuurenbHo HMHGOPMUPOBATL HEMOCPEACTBEHHOIO PYKOBOIWTENS, JIHIIO,
OTBETCTBEHHOE 33 pealM3alldi0 aHTUKOPPYIIMOHHON IIONUTUKM, PYKOBOJCTBO
YUpEXKAEHUS O ClIydasX CKIOHEeHHS paboTHMKA WIM O CTaBIIed W3BECTHOM
paboTHUKY HHOOpPMALMM O COBEPIICHWH KOPPYILMOHHEIX IPABOHAPYIICHHUIX
IpYyruMHu paOOTHMKaMM WJIM MHBIME JIMIIAMHA, & TaK J€ O BO3MOKHOCTH
BO3HUKHOBEHHS MO0 BO3HUKIIEM Y pabOTHHKA KOHDIUKTE UHTEPECOB.

III. ITpaBa

I'maBHBIN CIICIIAATMCT UMEET ImpaBo:

1.

2.

3HAKOMHUTHCS C I[TPOCKTAMH pGHICHPIﬁ PYKOBOJICTBA yT—IpeJK,I[CHH.‘E[, KaCcariInuxcia €ro
ACATCIIBHOCTH.

BHOCUTE NPEIOKEHHA TII0 COBEPIICHCTBOBAHUIO pPabOTHI, CBA3aHHOM C
IIPEyCMOTPEHHBIMU HACTOALIEH HHCTPYKIMEHN 0053aHHOCTAMU.
B npenenax coelt KOMIIETEHIIMU cO00IIATH HETIOCPEACTBEHHOMY PYKOBOAUTEIO O

BCEX HENOCTAaTKaX, BBIABICHHBIX B TPOIECCE HCIOJHEHWS CBOUX JOKHOCTHBIX
00s13aHHOCTEI.

TpeboBaTe OT PYKOBOICTBA YUPSKICHHS OKA3aHUS COMCHCTBHUS B HCITOTHEHWH
CBOMX JIOJDKHOCTHBIX 00S3aHHOCTEH | ITpaB.

IV. OTBeTcTBEHHOCTD

["'naBHBIN cIeNUAIUCT HECET OTBETCTBEHHOCTE;

I

3a HEHaJIekalllee WCIONHEHWE WIM HEUCIOJHEHHe CBOMX JIO/DKHOCTHBIX
00s3aHHOCTEH, TPEIyCMOTPEHHBIX HACTOSUIEeH MHCTpYKIHel, - B Mpejenax,
OIpeleIeHHBIX  OEHCTBYIOIIMM TPYAOBBIM  3aKOHOJIATENLCTBOM  Poccuiickoi
®@enepanuu.

3a paBOHapyllleHHs, COBEpIIEHHBIE B IIPOLIECCE OCYLIECTBICHHS CBOEH
AEATeTbHOCTH - B IIpEJeNaxX, ONPENe/ICHHBIX AEHCTBYIOIUM aIMHHUCTPATUBHEIM,
YTOJIOBHEIM U FPaX<JAHCKUM 3aKOHO1aTel5CTBOM PO,



3,

3a npuuMHEHWE MaTepuasbHOro ymepba — B Ipexenax,
JEWCTBYIOIIUM TPYAOBBIM U Ipa)kJaHCKUM 3aKOHOAATENECTBOM PD.

ONpPCIaCIICHHBIX




