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TTIOJIOXXEHUE

O IIoApa3aeIeHuN KOMHJIGKTOB&HI/IG H Y49€T KaapoB

1. O6mue nonoxenms

1.1. Hacrosmee monoxenme OIIpEACTIACT HasHa4YeHWe, ey, 3a/1a9u,
(yHKIWMH, IpaBa, OTBETCTBEHHOCTE 1 OCHOBEI ICATENIBHOCTH OTAENA KaJpoB (najee -
oTzen).

1.2. Otmen ocymecteiuser KaJpoBoe o0ecIieueHre nesITeIbHOCTH YYpEeXIeHUs
H YIIpaBJICHHUE ITIEPCOHATIOM.

1.3. Otmen smBnsercs CTPYKTYPHBIM IIOApa3felleHHeM YUYPEXIESHUI |
IIOTYMHAETCS HEITOCPEICTBEHHO JHUPEKTOPY UHTEPHATA.

1.4. B cBoelt mestensHOCTH OTACI pPYKOBOJACTBYETCS HEHCTBYIOIMM
3aKOHOJATEIBCTBOM, HOPMAaTHBHO-IIDABOBBIMU ~ aKTaMH M METOJHYCCKUM
MaTepHallaMi II0 KaJpOBOMY ACIOIPOU3BOJCTBY U BOIPOCAM TPYIOBOTO IIpaBa,
OPraHU3aIMOHHO-PACTIOPS IUTETHHEIMI AOKYMCHTaMH CaMOro yUYpeXIEHHS U
HAaCTOSIIIUM ITOJIOKEHUEM.

1.5. JlesrensHocTs oTHENA OCYIIECTBIIIETCS Ha OCHOBE TEKYIIEro mH
HICPCIICKTUBHOIO IUIAHUPOBAHMSA, COYETAHUS CIMHOHAYANINA B PELICHHH BOIPOCOB
CIIy’)XKeOHOM IeSTeBHOCTH 1 KOJIICTHANBHOCTH IIPH MX OOCYXIeHUH, IIEPCOHAILHOMN
OTBETCTBCHHOCTH PabOTHMKOB 3a Hajmexaliee HCIIOJIHCHHE BO3JIOKEHHBIX HA HHIX
AOIDKHOCTHBIX 00A3aHHOCTEH M OTIEIbHEIX [OpY4eHUH TUPEKTOPa HHTEPHATA.

1.6. PaboTHukE oTmena HasHauaroTcs Ha MOJDKHOCTH M OCBOOOXIAIOTCS OT
3aHUMAaCMBIX NOJDKHOCTEH IIpHKa30M AUPEKTOpa HHTEpPHATA B COOTBETCTBUH C
JEHCTBYIOIUM 3aKOHOZATENIECTBOM Poccuiickoii Denepanun.

1.7. Kpamudpuxarmonnsre TpeOOBaHus, (GyHKIHOHAIBHEIE 00s13aHHOCTH,
IIpaBa, OTBETCTBEHHOCTh PaGOTHHKOB OTIENA PETIIaMEHTUPYIOTCS JOJDKHOCTHBIM
UHCTPYKIIUSIMH, YTBEPKIAEMEIMK AUPEKTOPOM HHTEPHATA.

1.8. PaGoTHuKM oTmena uMmeror IPaBo IIONIKMCH NOKYMEHTOB, HAIIPABIITEMBIX
OT UIMEHHM OTZEJIa IT0 BOIPOCaM, BXOSIIHM B ero KOMIIETEHITHFO.

1.9. 3a otnenom 3aKpeIIeHa IIeYaTh OT/eNa KapoB.

1.10. Otnen OCYIICCTBIISIET CBOIO JEATEIHHOCTH BO B3aUMOJENCTBUHN C
APYTUMH CIIy>KOaMu H CTPYKTYPHBIMH IIOJ[pa3ieleHUIMHA WHTEpPHATa, a TaKXe B
IIpeneax CBOe KOMITETEHIIHH CO CTOPOHHHMMH OpPTaHU3AIUSIMH.



1.11. 3a HeHammekalmee HCIONHEHWE MOJDKHOCTHBIX OOS3aHHOCTEN W
HapyIIeHWe TPYNOBOM MUCLUILIMHEI PAOOTHHKU OTIENA HECYT OTBETCTBEHHOCTH B
IIOpsAKE, IPETyCMOTPEHHOM NEUCTBYIOIIUM 3aKOHOAATENHCTBOM.

1.13. Hacrosiiee monoxenue, CTPYKTypa W INTAaTHOE pPAaCIHCaHHe OTHElIa
YTBEPXXIAIOTCS IUPEKTOPOM WHTEPHATA.

2. OCHOBHEIE 331241 OTIENA

2.1. Kanposoe obecriedenue nesTebHOCTH OpraHu3alliHy.
2.2. CobmoneHue TpyI0BOro 3aKOHOIATEECTBA B NESTEITBHOCTH YUYPEXKACHUS.
2.3. OpraHusanys ¥ NpoBe[eHHE BCEX BUIOB MONTOTOBKH ¥ IIOBBIIICHUS
KBaJI(DUKAIIHH.
2.4. Vuactue B mpefenax cBOei KOMIIETEHIIUH B IOATOTOBKE U HUCIOJHEHHH
YTIPaBIEHYECKUX PEIICHUH PYKOBOACTBA YUPEK IEHHS.
2.5. Pelmenrie HHBIX 3a/1a4 B COOTBETCTBHH C LEJISMH YUPEKICHHUS.

3. OcHOBHEBIE QYHKIMH OTIETA

3.1. KommuiekToBanme MHTEpHATA KafpaMy pabouux CILy’KallluX TpeOyeMBIX
npodeccuii, CHemUansHOCTEH M KBaTUMUKALMA B COOTBETCTBHH C LEJISIMH,
CTpaTerueil ¥ npoduiIeM yupex IeHHs.

3.2. ®opmupoBaHHE ¥ BeleHHE OAaHKA NAHHBIX O KONHYCCTBEHHOM K
Ka4eCTBEHHOM COCTaBe KalpOB yUPEKICHHS, UX Pa3BUTHH U JBIIKESHHIM.

3.3. VindopmupoBarue paGOTHHKOB HHTEpHATA 00 MMEFOITHXCS BaKaHCHSIX,
UCIIOJF30BAHUE CPEICTB MAacCOBOM MHGOpMAIlUU IJI IOMEIIeHHsS OOBSBICHUH O
HayiMe pabOTHHKOB.

3.5. Ocymectenser pabory o mombopy, oT6Opy u PaccTaHoBKe KaIpoB Ha
OCHOBE OLCHKH HX KBaIW(QUKAIWY, JUYHBIX U JEJOBBIX KauecTs, KOHTPOIUPYET
IPABWILHOCTE  HCTONB30BaHHA PAaOOTHUKOB B IIOAPAa3fieNieHUsX H  CIyX6ax
YUPEXKICHUS.

3.6. IlpueM 1 paccTaHOBKA MOJOMBIX CIIELUANMCTOB M MOJOIBIX pabouux B
COOTBETCTBHM C IIONYYECHHOH B y4eOHOM 3aBeNIeHHH Podeccrel i CIeMaIbHOCTEIO,
COBMECTHO C pPYKOBOINMTEIAMH IIOApAs[eNeHUH W CIyk0 yupexmeHus wux
CT&XHPOBKA, IIPOBCACHME MEPONPHUATHA MO afaNnTalWdl BHOBb IPHHSTHIX
PabOTHHKOB K IPOM3BOACTBEHHOM NEeATENLHOCTH.

3.7. Artrecranus pabOTHHKOB HHTEpHATa, €€  METOOMYECKOEe W
HHGOPMAIOHHOEe oObecIeUeHre, aHau3 pe3ynbTaTOB aTTeCTalluy, pa3paboTKa
MCPONPHATHH IO peall3allii PEINeHHH aTTeCTAIMOHHBIX KOMECCHH, IIOJIOTOBKA
IPEIOXKEHUN 110 COBEPINEHCTBOBAHUIO ITPOBEICHHUS ATTECTALIMH.

3.8. CpoeBpemeHHOE o0hOpMIICHHE [IpUeMa, TIepeBOJa U YBOJBHEHUS
pabOTHHKOB B COOTBETCTBUM C TPYIOBEIM 3aKOHOJIATENIECTBOM, TIOJNIOKEHUSIMH,
HHCTPYKITUIMH %} IIpUKa3aMu JTUpEeKTOpa UHTEpHaTa, yder
IIIHOTO  COCTaBa, BBIAAYa CIPaBOK O HACTOAMEH M NPOIUIOH TPYHOBOM
JICSTENBHOCTH PAOOTHUKOB, XpAaHEHHE ¥ 3alOJHEHHE TPYIOBBIX KHIDKEK 1 BEJICHUE



YCTQHOBIIEHHOW  JOKyMEHTaIlud IO  KajJpaM, IIOArOTOBKA  MaTepHajoB
IUIS TIPEJICTaBIIEHUS MEpCOHalla K MOOIIPEHUSIM M HarpaxieHusM. Benenue ydera
cTaxka paOOTHHKOB.

3.9. IloaroroBka JOKyMEHTALNH IO IEHCUOHHOMY CTPaXxOBaHMIO, JOKYMEHTOB
Ul Ha3HauYeHHUs IeHCuM paboOTHMKaM HWHTEpHATa, IIPEICTaBIIEHHE HX B OpraH
COITMAJIBHOTO 00eCIIeYeHNS U ICHCUOHHBIN (hOHI.

3.10. Obecrieyenre CONMUANBHBIX TaAPAHTUI TPYIIIIUXCS B O0JIACTH 3aHATOCTH,
COONIIOfIeHNe TOpPSIAKa TPYIAOYCTPOHCTBA M TepeoOydeHUs BBICBOOOXKIAIOIIUXCS
pabOTHUKOB, MPEIOCTABIEHUE UM YCTaHOBJICHHBIX JIbIOT M KOMIIEHCAIU.

3.11. AHamm3 KampoBoii pabOTH B YUPEKIEHUH, pa3paboTKa MPEIJIOKEHUN 110
ee yJIydIlIeHUIO.

3.12. TabenpHBIN ydYeT, COCTAaBIICHWE W BEHIIIOJHEHHE I'Pa(@HKOB OTIYCKOB,
KOHTPOJIb 32 COCTOSIHHEM TPYIOBOM IUCHMIUIMHBI B MOAPA3IENCHUIX U CIIy)X0ax
MHTEpHAaTa H COOJIONeHWeM pabOTHHKaMH IIpaBWJI BHYTPEHHETO TPYAOBOTO
pacmopsiika, aHaJlu3 NPUYUH TEKy4eCTH KaJpoB, pa3paboTka U yJacTHe B peallu3aliu
IIPEAJIOKEHUM II0 YKPEIUICHWIO TPYJAOBOM AWCIUIUIMHBI, CHIDKEHUIO TEKy4ecTH
KaJpOB, IPEIOTBPAILEHUIO ITOTEPH PaboUuero BpeMeHH .

3.13. Benenue yueta ¥ cOCTaBI€HHUE YCTAaHOBICHHON OTYETHOCTH IO KaIpOBOM
pabore.

3.14. Ocy1ecTBiieHrEe BOUHCKOTO y4eTa paOOTHUKOB HHTEPHATA.

3.15. OdopmiieHre U yIeT KOMaHIHPOBOK.

3.16. OcymecTBieHue B Ipefenax CBOSW KOMIIETEHIIMM HHBIX (QYHKIHN B
COOTBETCTBHH C IEJSIMH U 33Jja9aMy YIPEKISHHU.

4. IlpaBa 1 OTBETCTBEHHOCTH

4.1. Otpen uMmeeT mpaBo:

- IOdy4aTh [OCTyHalolue B YUYpPeXXJeHWEe JOKYMEHTHI U  HHEIE
HHQOpPMAallMOHHBIE MaTrepuaibl [0 CBOEMY HPOGHIIO  AEATENLHOCTH  JId
O3HAKOMIJIEHUS, CUCTEMATU3UPOBAHHOTO yUeTa M UCITOJIb30BaHMs B paboTe;

- 3aIpaliuBaTh M, IIOJNy4aTh OT pPYKOBOAWTENEH YUpEXKIEHHI H ee
CTPYKTYPHBIX IIOApPA3LENICHUA U CcIOyk0 uHOpMaIUio, HEOOXOOUMYIO IS
BBINIOJIHEHHS BO3JIOKEHHBIX HA HETO 33724 ¥ (QyHKITHIH;,

- IIPOBEPSATH COOMIOACHUE TPYIOBOTO 3aKOHOJATEIBCTBA B AEATEILHOCTH J0Ma-
VMHTEpHATA,

- OCYINECTBJIATH B IIPelielax CBOCH KOMIETEHIIMHN IIPOBEPKY W KOOPIMHAIHIO
NCSITeTbHOCTH CTPYKTYPHBIX IIOApa3feNeHuid U CIy>)k0O WHTepHara IO KaJpOBBIM
BOIIPOCAM, O pe3yNbTarax IIPOBEPOK AOKIABIBATH PYKOBOJACTBY YUPEKICHHS,

- BHOCHUTH MNPEIIOXEHMS 10 COBEPIICHCTBOBAHUIO (DOPM U METOIOB PabOThI
oTzena U yIpeXKIeHUs B IIEJIOM;

- BHOCHUTH TIPEUIOKCHUS PYKOBOJCTBY YUYPESKIEHUS II0 IIOBBIIICHHIO
KBATU(QUKANK paOOTHHKOB;

- OCYIIECTBIIITH CBA3b C JPYTMMH OpPraHHU3AaLMSIMU IO BOMpPOCaM Iomdopa
KaJpOB;

- Y4aCTBOBaTh B COBCINAHUAX IPU PAaCCMOTPEHHUH KaJAPOBBIX BOIIPOCOB.



4.2. PaGOTHHKY OTZENa HECYT OTBETCTBEHHOCTD 34

- BBIIIOJIHEHHE BO3JIOXKEHHBIX Ha OTIET QYHKIMI 1 3a1aY;

- OpraHM3alldi0 paboTHl OTHeNa, CBOEBPEMEHHOE WM KBaITU(QUIHPOBAHHOE
BBILIOIHEHHE IPUKA30B, PaCHOPSKEHUH, IOpYYeHHH BBILIECTOSIIEr0 PYKOBOZCTEA,
ASHUCTBYIOIMX HOPMATUBHO-IPABOBLIX AKTOB IO CBOEMY IIPOQUITIO AEATEILHOCTH,

- PalOHANBHOE U 9(Q(QEeKTUBHOE UCIIOIB30BaHIE KaIPOBBIX pecypcoB;

- COCTOAHME TPYNOBOM M MCIONHWTENECKON JUCHWIUIMHEL B OTZHENE,
BBIIIOJIHEHHE CBOUX (DYHKIMOHAIBHEIX 00S3aHHOCTEH;

- cobmoneHue pabOTHHKAMH OTHENA IpaBUJl BHYTPEHHEIO pAacIOpsIKa,
CaHUTapHO-TIPOTHUBOOIUIEMUIECKOTO PEXIMa, MPOTHBOMOKAPHON GE30IaCHOCTH 1
TEXHHMKH 0€30I1acCHOCTH;

- BONCHHUE NOKYMCHTALMH, HPENyCMOTPEHHON MeHCTBYIOIMME HOPMATHBHO-
IIPaBOBBIMU TOKYMEHTAMUY;

- COXPaHHOCTb II€YaTH OT/IeNa KapoB;

- IIPENOCTABICHUE B YCTAHOBJICHHOM MOPSANKE TOCTOBEPHOM CTATHCTHYECKO:
¥ HHOX MH(OPMAIMH O JESTENEHOCTH OT/IENA;

- TOTOBHOCTS OT/I€Na K pabOTe B yCIOBHAX IPE3BHMANHEIX CHTYALHI.

COI''TACOBAHO
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