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I. OBLLME TTOJIOXKEHMA

1.1. Otnen kagpoB PenmrnosHol opraHu3allid — AyXOBHOW 00pa3oBaTebHOH
opranusauuu  Bbiciiero obpasoBanus  «Kamyxkckas JAYXOBHasi CeMHHApUs»
MockoBckoii emapxun  Pycckoii  Tlpasocnasnoii LlepkBu (nmanee — CemuHapusi)
CO371aeTCsl, PeOpraHu3yeTes U TMKBUAMpYeTcs pacriopskenueM Pexropa CemuHapui.

1.2. Otaen KaapoB BO3IJIABISIET HHCIEKTOP MO KajapaM, KOTOPbIi HazHa4YaeTcs U
0CBOOOKIAETCS OT 3aHUMAEMOH J0KHOCTH pacriopsikenueM Pexktopa CeMuHapuw.

1.3. Ha po/oKHOCTR HMHCMEKTOpa IO KaJpaM Ha3HayaeTcs JHLO, HMEIoLee
BBICIIEE 0Opa3oBaHKe W CTax padoThl B 00JaCTH ynpaBiieHHs TEePCOHANIOM (KaapamH),
B T.4. HA PYKOBOIALINX AOJKHOCTAX, HE MEHEE ITSATH JIeT.

1.4. JIoJKHOCTHBIE O0s3@aHHOCTH, MpaBa U OTBETCTBEHHOCTb MHCMEKTOpa I10
KaJapaM yCTaHaBIMBaeTCs [OJUKHOCTHOH MHCTPYKUHEH, KOTOopas YTBEPKIAeTCs
Pexropom CemuHapui.

1.5. OTaen kaapoB B CBOEH AESATENLHOCTH PYKOBOJCTBYETCH!

- Hopmamu Tpynosoro koaekca Poccniickoit Penepanum;

- BHyTpeHHUMH ycTaHoBleHusiMu Pycckoii TlpaBocnasHoii LlepkBH;

- HOpPMATHBHBIMM  TPABOBBIMM  aKTaMH, JIDYTHMH  PYKOBOISLIMMH W
METOJIHYECKUMHU MaTepHalamMi Mo YNPaBJIeHUIO TEPCOHATIOM;

- YeraBom CeMuHapuu;

- pacniopsikeHusimu Pekropa Cemunapun,

- HacTosilwuM [lonoxenunem.

1.6. Otmen KaapoB WMeeT YIrIOBOH INTaMn ¢ 0DO3HAYEHHEM  CBOCTO
HaUMEHOBaHMUsI, a TAKKE KPYIIYIO [e4YaTh.

2. OCHOBHBIE 3AJIAYH

OCHOBHbIMM 3a/1a4aMU OTJeJIa KaJpOB SBISIOTCS:

2.1. IlporuosupoBanue TeKyllell M MepCrleKTUBHONH MOTPEOHOCTH B Kaapax U
MUCTOYHUKOB €€ YJIOBJIETBOPEHUS

2.2. OoGecneyenne CemuHapUM HeOOXOAMMBIMH  KajipaMH CHEIHAMCTOB,
pabounx TpedyeMbIX Mpodeccuil, creaabHOCTeH U KBanupHKallUuH.

2.3. ®opMupoBaHue cTabUIbHO PadOTaKOLIEro KOJIJIEKTHBA.

2.4. OGecrieueHue yyeTa Kajpos.

2.5. OGecrnieuenue npas, AbIOT ¥ rapaHTHit padoTHrKaM CeMUHapuH.

2.6. OcyiiecTBieHHe KOHTPOJIS 3a COOJIIOAEHHEM TPYA0BOI0 3aKOHOAATE1LCTBA U
TPYAOBOH JAUCUHUIIMHBI B nopa3aeneHusx CeMuHapuu.

3. DYHKLIHHU
B COOTBETCTBHUM ¢ OCHOBHBIMU 3a/1a4aMi Ha OT/EJ KaJpOB BO3JIaraiorcs
cienyroine QyHKLUUH:
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3.1. KomrmuiekroBanue CeMMHAapuu KajapaMH Tmpernojgapatesei, pabdouux U
cyKamux TpedyeMbiX Tpodecchil, creuanbHoOCTel 1 KBaTU(QUKALUI B COOTBETCTBHH
¢ U3MEHSIIOIMMHUCS BHEITHUMH U BHYTPEHHUMH YCIIOBUSIMU €€ [eATEIbHOCTH.

3.2. CopeiicTBHe yCMEIIHOH ajanTali HOBbIX pabOTHUKOB B KOJIJICKTHBE.

3.3. MWsyuenue npodecCHOHANBHBIX, HEMOBbIX M JIMYHOCTHBIX  Ka4yecTB
pabOTHMKOB B Ipollecce MX TPYNOBOH JEATENbHOCTH C LEJNbI BCECTOPOHHETO
PaCKpBITHS WX TPYIOBOTO MOTCHIMAA.

3.4. Tlogbop, otbop M paccTaHOBKa KaApOB COBMECTHO C PYyKOBOAMTEJSIMH
3aMHTEPECOBAHHBIX  CTPYKTYPHBIX  IMOJApa3ieiieHHid Ha  OCHOBE  OLECHKH  MX
MpodeccHOHANBHBIX, AENOBbIX W JHYHOCTHBIX KadecTB. BHeceHue MpeIoxkeHHH O
HA3HAYEHHH  pPAOOTHUKOB HA  COOTBETCTBYIOLIME  JAOIKHOCTH, — O(opMIeHHe
pacropsbkeHHii o mpueMe Ha paboTy W Ha3HAYeHUH HAa JOJKHOCTH W IPYruxX
HEOOXOAMMBIX J7151 TOTO JOKYMEHTOB.

3.5. PaspaGoTka mpeasokeHWil O mnpueMe Ha paboTy IperojaBarench Ha
KOHKYPCHOM OCHOBE B YCTAHOBJIEHHOM TOPSIZIKE.

3.6. CBoeBpeMeHHOe 0(QOpMIEHHE pHeMa, TepeBoa H yBOIbHEHHS pabOTHHKOB
B COOTBETCTBHH C TPYIAOBBIM  3aKOHOJATEJIbCTBOM W  COOTBETCTBYIOUIMMH
OpraHu3aluOHHO-PACTIOPSLAUTEIBHBIMU JOKYMEHTAMH (MOJIOKEHUAMH, HHCTPYKUHAMH,
nMpUKa3aMy PYKOBOJIUTENISE OPraHH3alium ).

3.7. CojelicTBHE MPOBEICHNUIO MEPONPUATHI BOCTIUTATENIBHOIO XapaKTepa.

3.8. BusupoBaH#e MpOEKTOB JOKYMEHTOB, KaCaIOLIUXC sl Ka/[pOBbIX BOTIPOCOB.

3.9. ®opmupoBaHue M BeAeHMe ©Oa3bl JAHHBIX O KONHYECTBEHHOM H
KaueCTBEHHOM COCTaBe KaJpoB, UX PA3BUTHH U JIBUKEHHHU.

3.10. Bblgaua cnpaBoK O TPYIOBOH JeSTelbHOCTH PabOTHUKOB W MO APYrHM
BOITPOCAM, BXOJISILLIUM B KOMIETEHIIMIO OT/ie/ia KaapoB.

3.11. IIpuemM, 3anojHeHne, y4eT, XpaHEHUE U BblJlada TPYAOBBIX KHHKEK.

3.12. IloaroroBka MaTepHaaoB s [IpeCTaBlIeHHs MepcoHana K MOOWPEHUAM U
HArpaKIeHUAM; 10 MPUBJCYEHHIO PaOOTHHKOB K MaTepUanbHOM U IHCLHUIIMHAPHOH
OTBETCTBEHHOCTH.

3.13. TloarotoBka JIOKYMEHTOB JUIS OCYILECTBIEHUs HMHAWBUIYaJIbHOIO
(MepcoOHUPULUUMPOBAHHOr0) y4eTa.

3.14. Odopmiaenne KaapoBbIX [NOKYMEHTOB B YCTaHOBJIEHHBbIC CPOKH H
obecrieueHue UX COXpPaHHOCTH.

3.15. KoHTpoib 3a COCTOSHMEM TPYIOBOH JUCIMUIUIMHBL B CTPYKTYPHbIX
noapazneienusx CemMHHApUM M COONIOJEHMEM TMPABUJI BHYTPEHHEro TPYyAOBOIro
pacrnopsijika.

3.16. M3yueHue ABMKEHHMs M MPUUYUH TEKyHeCTH KaapoB, HX aHaiu3, pa3paboTka
MpeUIoKEeHUH (MepONpUSATHH) MO YKPEMUICHUIO TPYAOBOM AMCIMIUIMHbBI, CHUKEHHIO
TEKY4YeCTH KajpoB, MOTepb pabouero BpeMeHH, KOHTPOJIb 3@ UX BbINIOJHEHUEM.
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3.17. CocraBieHue rpaMkoB OTMYCKOB, O(QOpPMJIEHHE OYEPe/IHbIX OTITYCKOB B
COOTBETCTBUM € YTBEPIKJIEHHBIM IpahHKOM, YUET UX COOMIOIEHUS.

3.18. TlpueM paGOTHMKOB OpraHM3alliM, PacCMOTPeHHe *kKajnod pabOTHUKOB 110
BOMIpOCaM MpHeMa, MepeMeLleHHs, YBOIbHEH S, HapyLIEHHUS TPY10BOH AUCLUIIINHEL

3.19. Bezenue yCTaHOBJIEHHOH OTYETHOCTH [0 y4eTy JIMUHOro cocTaBa u padore
C KaJpaMH.

4. TIPABA

4.1. Oraen KaapoB B npejiesiax cBOel KOMMNETEHIIMK HMEET [1PaBo:

4.1.1. TlpeacraBnare wuntepecsl CemuHapuu MO ToOpydeHHro PekTtopa BO
B3aHMOOTHOILIEHUAX ¢ HHBIMH CTPYKTYPHbIMH TIOJApa3Je/ieHUssIMH W CTOPOHHUMHU
OpraHu3alusIMi M0 BorpocaMm nonbopa MepcoHana, KaapoBbIM BOMPOCAM, BOMPOCaM
OpraHu3alyH YIpaBIeHHs MepCOHATIOM.

4.1.2. Ocyl1ecTBASTH KOHTPOJb 3@ COOJIIOIEHHEM TPY/I0BOI'O 3aKOHOAAaTeJIbCTBA.

4.1.3. 3anpamuBaTh M TMONy4YaTh OT JAPYTUX CTPYKTYPHBIX MOApa3fieneHui
opraiu3aiii HeoOXoauMyo MH(OPMALNIO U JOKYMEHThI 110 BOIpOcaM, BXOIALLUM B
KOMIETEHIMIO OT/1eIa.

4.1.4. KourponupoBaTs cobntofeHde paOOTHUKAMHU TpaBWJI  BHYTPEHHEroO
TPYA0OBOTO pacropsijKa U TPy I0BOH JAUCIUITTHHBI.

4.1.5. YuacTBoBaTh B pa3pabOTKe OpraHW3allHOHHON CTPYKTYPbI W LITATHOH
yucieHHOCTH CeMUHApHH.

4.1.6. Oka3plBaTh METOAMYECKHE M KOHCYJIbTALMOHHBIE YCJIyrd paboTHHKam
OpraHu3alyy Mo BONpocam, OTHOCAIIMMCS K KOMIIETEHIIMHU OT/1esa KaJpoB.

4.1.7. TpeboBaTh OT BHOBb IIOCTYMAIOLIMX Ha pabOTy MpeacTaBICHUS
HEOOXOIUMBIX JOKYMEHTOB U IPOBEPATH UX JOCTOBEPHOCTh.

5. QI BETCTEEHHOCTE

5.1 MHCIeKTOp Mo KajJpaMm HeceT OTBETCTBEHHOCTh 3a:

- HEUCIIOJIHEHHE (HEHaaexallee MWCIOIHeHHe)  CBOMX JIOJUKHOCTHBIX
00s13aHHOCTEH;

- HecoOJIr0/IeHHe MpaBu/l BHYTPEHHEr0 TPYAOBOrO pacriopsiiika, MpaBujl U HOPM
oXpaHbl TpyJa U MoKapHOi 0e30MacHOCTH;

- HeNpaBUIbHOE  MCMOJb30BaHWE W HEMOJHOTY  HCIOJb30BaHHs
NpeaoCTaBIeHHBIX eMy IIpaB;

- HHU3KYIO UCTIOJIHUTEIILCKYIO U TPYIOBYIO JIUCLUIIIIHHY

- MpUYMHEHHEe MaTepuanmbHOro yllepda opraHu3aludd - B COOTBETCTBUM C
JeHCTBYIOLLMM 3aKOHOAATeIbCTBOM.



