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1. O6mue Nos10xKeHUus
1. HayanbHuUK OT/€ja KaJpOB OTHOCUTCS K KATErOPHH PyKOBOAUTEIIEH.
2. Ha nomxHOCTh HayajdbHHMKA OTAE/A KaapoB MPUHHUMAETCS JIMLO, MMEOIIee BhICLIEE
npodeccroHanbHoe 00pa3oBaHUe M CTaX paboThl 10 OpraHW3allMy yNpaBieHUs Kaapamu Ha
MHXKEHEPHO-TEXHUYECKUX U PYKOBOSLIUX NODKHOCTSAX HE MEHEE 3 JIeT.
3. HauanpHuk OTZENa KaapOB IMPUHUMAETCSs Ha JO/DKHOCTD M OCBOOOXIAeTcst OT
JIOJDKHOCTH PEKTOPOM YHHUBEPCHUTETA.
4, HavanbpHUK OTZAEJAa KaJAPOB JOJDKEH 3HATh!
4.1. Koucrurymmo KP;
4.2.3akonsl KP, mocTaHOBIEHMs MpaBUTENbCTBA M HopMaruBHble akThl MOH KP
METOAMYECKHE MaTEpPHAaJIbl [0 YPaBJICHHUIO NIEPCOHAIIOM;
4.3. Teoputo U METObl YNIpaBJeHUs 00pa30oBaTeNbHbIMH CHCTEMAMH;
4.4, Tpynosoe 3akoHoaatenbcTBo KP;
4.5. KanpoByto MOJIMTHKY M CTPATErHIO OpraHU3alu;
4.6. [Topanok opopMiieHHUsl, BEACHUS U XPAHEHUs JOKYMEHTALIMH, CBA3AHHON C KaApaMu U HX
JBH)KEHHEM;
4.7. Topsaaok popMUPOBaHHUS U BeAeHHUs OaHKa JaHHbBIX O MepcoHase OpraHu3alum,
4.8. Opranu3auuo TabeabHOro y4yera;
4.9. MeToibl yueTa ABHIKEHHUS KaJpOB, MOPSI0OK COCTAB/IEHHS YCTAHOBICHHONW OTYETHOCTH;
4.10. Bo3MOXHOCTH HUCIOJIb30BAHUS COBPEMEHHBIX HH(MOPMALIMOHHBIX TEXHONIOTHI B pabote
KaJpOBBIX CITyk0;
4.11. TlpaBuna ¥ HOPMBI OXpaHbl TpPyJa, TEXHHKH O€30MacHOCTH, MPOM3BOIACTBEHHOM
CaHHUTApUH U IPOTHBOIIOKAPHOH 3aIUTHI,
4.12. Tpebosanus mexayHapoaHoro ctagaapra ISO 9001;
5. B cBoeil aeqTeNbHOCTH HauaJIbHUK OT/eJ1a KaJpoB PyKOBOJACTBYETCS:
5.1. 3akoHoaarenbcTBoM Kbiproizckoi PecnyOnnku;
5.2. YcTaBOM YHHUBEPCUTETA,
5.3. Tlpuka3amu U pacrnopsKeHHSIMH PEKTOpA Y HUBEPCHTETA;
5.4. Hacrosiuei J0DKHOCTHOW MHCTPYKLIMEH.
6. HauanbHUK OT/ENa KaApOB MOAYMHSIETCS HEMOCPEACTBEHHO PEKTOPY YHUBEPCUTETA.
7. Ha BpeMs OTCYTCTBMS HayalbHMKa OTAeNa KaapoB (KOMAaHIMPOBKA, OTIYCK, OOJIE3Hb,
mp.) ero OO0S3aHHOCTH HCIIOJNHSET JIMLO, Ha3HAYEHHOE PEKTOPOM YHHBEPCHTETA B
YCTAHOBJIEHHOM TOPS/KE, KOTOPOE IpHOOpeTaeT COOTBETCTBYIOLIME paBa, 00A3aHHOCTH H
HECET OTBETCTBEHHOCTD 3 UCIIOJIHEHHE BO3JIOXKEHHBIX HA HETO 00A3aHHOCTEN.

2. {0/KHOCTHBIE 0013aHHOCTH
HayasibHHK OTz€efa KaIpoB:
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1. BosrnaBnsier paboTy MO KOMIUIEKTOBAaHHIO YHHUBEpcUTeTa KaapamMu pabouux H
ciryxalux Tpedyembix npodeccuii, cneunanbHocTed U KBaM(UKAILMM B COOTBETCTBUM C
LesIMU, cTpaTeruel U npoduiem, U3MEHSIIOIIMMHUCS BHEIIHUMHU U BHYTPEHHUMH yCJIOBUSIMU
ero AeATeJIbHOCTH, (OPMHPOBAHHUIO M BeACHUIO OaHKa JaHHBIX O KOJHWYECTBEHHOM H
KayeCTBEHHOM COCTAaBE Ka/lpOB, MX Pa3BUTHH U JABHXKEHHUH.

2. CopgeiictByer noabopy npogeccopcko-npenojaBaTebCKOro CocTaBa B COOTBETCTBUHU C
N0JIO’KEHHUEM O nopsiake 3ameuieHus gomxHocted [II1C Yuusepcurera.

3. Ilpunumaer yuvactue B pa3paboTKe KaJpOBON TMOJMTUKHM M KaJpOBOH CTpaTeruu
YHHUBepcUTETA.

4. OcywectBaser paboty no noabopy, oTbopy U paccTaHOBKE KaJpOB Ha OCHOBE OLICHKH
MX KBaIM(HUKAUMM, JIMYHBIX W JEJIOBBIX KAuecCTB, KOHTPOJHUPYET MPaBHIBHOCTH
MCII0JIb30BaHUs paOOTHHUKOB B NTOAPA3/IeNIEHUsIX Y HUBEPCUTETA.

5. OOGecneunBaeT npueM, pa3mMellleHHe U pacCCTaHOBKY MOJIOABIX CMELHAIUCTOB U MOJIOJBIX
pabounx B COOTBETCTBMHM C [MOJY4YeHHOH B y4yeOHOM 3aBeaeHHM mpodeccueil u
CMELMATIbHOCTBIO, COBMECTHO C PYKOBOAMUTENSIMHU TOJApa3e/ieHU OpraHU3yeT MpOBEIEHHE
MX CTQXXHPOBKH U pabOTHI 110 ajanTaluH K TPOU3BOACTBEHHON AESITEIbHOCTH.

6. OcyulecTBisieT MJaHOMEPHYIO paboTy MO CO3JAaHUIO pe3epBa Ul BBLABHXKEHMS Ha
OCHOBE TaKHMX OpraHU3allMOHHBIX (OPM, KaK MIaHMPOBAHUE JEJIOBOI Kapbepbl, NOArOTOBKA
KaHJMJIaTOB Ha BbIABHIXKEHWE MO WHAWBHUAYAJbHBIM IJlaHaM, POTALMOHHOE MEPEIBHKECHHE
pPYKOBOJAMTENIEH M cHeuuaniucToB, oOyueHHE Ha CHELUabHBIX KypcaxX, CTaXMpOBKAa Ha
COOTBETCTBYIOLLUX JOKHOCTSIX.

7. OpraHusyer cBoeBpeMeHHOe 0(hOpMIIEHUE NpUeMa, IEPEBOIA U YBOJIBHEHHS paAOOTHUKOB
B COOTBETCTBMM C TPYAOBBIM 3aKOHOAATEIbCTBOM, IOJOXEHUSMHU, HHCTPYKLHUSIMH H
IpUKa3zaMHi peKTopa YHUBEPCHUTETA, YUYET JINYHOTO COCTaBa, Bbllayy CIPaBOK O HACTOSILEH U
NPOILJIOH TPYAOBOH N€ATENbHOCTU PabOTHUKOB, XpaHEHHUE U 3aMOJIHEHUE TPYAOBBIX KHHUXKEK
M BEJIEHHE YCTAHOBJICHHOH IOKYMEHTAllUU M0 KaJpaM, a TaK)Ke MOAT0OTOBKY MaTepUasioB JUIs
Mpe/CTaB/ICHHUS NepCoHaa K MOOLIPEHUSIM W HarpaXIACHHUSIM.

8. IlpoBoaut paboTry no OOHOBIEHUIO HAyYHO-METOJMYECKOr0 OOECIEeueHHs KaIpOBOH
paboThl, €6 MaTepHaJIbHO-TEXHUYECKOH U MH(OPMaAIMOHHON 6a3bl, BHEAPEHHUIO COBPEMEHHBIX
METONOB YNpAaBJIEHUs] KaapaMHU C MCMOJIb30BAaHUEM AaBTOMATH3UPOBAHHBIX MOACHCTEM H
aBTOMAaTUM3UPOBAHHBIX pabouux MecT pabOTHUKOB KaJpoBbIX CIyx0, coznaHuio OaHka
JAHHBIX O TMepcoHajie MNpPEANnpHUsTUs, €ro CBOEBPEMEHHOMY MOMOJHEHHIO, ONEPAaTHBHOMY
NpeACTaBAEHHUIO HE0OX0AUMOM HH(OPMaLIMK MOJIE30BaTENSIM,

9. OcyulecTBasieT  METOJMYECKOE PYKOBOJACTBO W KOOPIMHALMIO  JESITEIbHOCTH
CHELIMAJIMCTOB U HMHCIEKTOPOB IO KaapaM MOJpa3fefieHui OpraHu3aiii, KOHTPOJIHUPYET
MCIIOJIHEHWE PYKOBOAMTENSIMU IMOJApa3feJeHUH 3aKOHOJATENbHBIX aKTOB U I[OCTAHOBJICHUH
paBUTEIbCTBA, MPUKA30B U PACIOPSHKEHUH peKTopa Y HUBEPCUTETA MO BONpPOCAM KaapOBOH
MOJIUTUKH U pabOThl C MEPCOHAIIOM.
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10. TIpoBOAMT CHCTEMAaTHUECKUH aHaIM3 KaJpoBOi pabOThl OpraHM3aluM, paspadaTeiBacT
MPEAJIONKEHHUS IO €€ YIIyULIEHHUIO.

11. Opranusyer TaGeNbHBIA YuYeT, COCTaBIEHHE H BBINOJHEHHE TI'PadUKOB OTIYCKOB,
KOHTPOJIb 3a COCTOSHHEM TpPYIOBOH JMCUMIUIMHBI B I[0pa3/icjieHUsIX OpraHu3alku M
cobmnogenreM pabOTHUKAaMK MpaBUJl BHYTPEHHErO TPYJAOBOIO pacropsi/ika, aHalu3 MpHYHH
TEKYUeCTH, pa3pabaTbIBAET MEPOMNPUATHS MO  YKPENIEHHUIO TPpYAOBOM  JMCLMIIJIMHBI,
CHMYKEHHIO TEKYUYECTH KaJIpOB, NOTEPh pabouero BpeMEHU, KOHTPOJHUPYET UX BBINOJIHEHHUE.
12. ObecneyuBaeT COCTABJIEHHE YCTAHOBJIEHHOM OTYETHOCTH IO YYETYy JIMYHOrO COCTaBa M
paboTe ¢ KaapaMH.

13. PykoBoaut pabOTHHKaMH OT/IENA.

14. Cobmonaer IlpaBuna BHYTpEHHEro TPYIOBOrO pacropsika ¥ HHbIE JIOKalIbHbBIE
HOPMAaTHBHBIE aKThl OPraHU3al1H.

15. Cob6monaeT BHYTpEHHHE MpaBWja M HOPMBI OXpaHbl TpyJa, TEXHHUKH 0O€30MacHOCTH,
IIPOU3BOJICTBEHHOM CAHUTAPHM ¥ NIPOTHBOIOXKAPHON 3aIUTHI.

16. ObecreunBaeT cOOMIOAEHHE YACTOTHI U MOPSIIKA HA CBOEM paboueM MeCTe.

17. BbIMONHAET B paMKax TPYIOBOrO JOrOBOpa PacropsKeHUs pabOTHMKOB, KOTOPBIM OH
[IOJUMHEH COTJIACHO HACTOSILUEH MHCTPYKLIMH.

18. OcyuiecTBisieT yyeT ABUKEHUS CTYACHTOB. ;

19. T'OTOBUT MPOEKTHI MPUKA30B HA MEPEBOJL CTYIEHTOB C Kypca Ha Kypc.

20. O6ecneuynBaeT paboTy MO BeAEHUIO, 00PaGOTKE U XPAHEHHUIO JIMYHBIX /el 00yYatoluXcs
YHUBEpCHTETa, BblAaue JOKYMEHTOB  (BBIIHCOK M3  JIOKyMEHTOB),  COCTaBJIEHHIO
HEOOXOJUMBIX CIIPAaBOK Ha OCHOBE CBEIEHHMH, MMEIOIIMXCA B JOKYMEHTaX JIMYHBIX e
o0yuaroLuxcs.

21. BxoauT B cOCTaB MNPUEMHON KOMHUCCHH YHUBEPCUTETA.

22. T'OTOBHT NPOEKT MpPHKa3a K 3a4HCIICHUIO, OTYUCIIEHHIO ¥ BOCCTAHOBJICHHIO CTY ICHTOB.
23. E>XerogHo OTUHTBHIBaeTCA O cBoed pabore mepen YueHsiM COBETOM yHHBEPCHTETA IO
OCHOBHBIM BOIIPOCAM KaJpOBOro obecredeHus Y HBEpCUTeTa.

24. BosrnaeiseT paboTy 110 OpraHM3allM| ¥ BEJCHUIO apXUBHOTO JIeIa B Y HUBEPCHUTETE.

25. Ob6ecneynBacT B COOTBETCTBHU C YCTAHOBJICHHBIM IOPSJAKOM IPHEM, PEruMCTpalMio,
CUCTEMATU3ALIMIO, XpPaHEHHUE U UCII0JIb30BAHUE JOKYMEHTOB.

26. KOHTpO/NHpYeT CBOEBPEMEHHOCTb MOCTYIJIEHHA B apXMB JOKYMEHTOB, 3aKOHYEHHbIX
JIEJIONPOU3BOACTBOM.

27. O6ecrieunBaer npoBeacHUe paboThl MO IKCHNEPTH3E LUCHHOCTH ApPXMBHBIX JOKYMEHTOB,
(GOopMHUPOBAHHIO JIOKYMEHTOB B JIE/Ia IOCTOSHHOTO ¥ BPEMEHHOI0 XpaHEHHS.

28. PykoBoauT paGoOTOM MO COCTAaBJIEHMIO OMMCEA nen st Mepefaud JOKYyMEHTOB B
rocyJapcTBEHHbIE apXMBBI, COCTABJEHMIO AKTOB 00 YHHUUYTOXKEHMH JOKYMEHTOB, CPOKH
XpaHeHHs KOTOPBIX UCTEKIIH.

29. BrmoiHATh TpeboBaHUs MEXTyHapoaHbIx ctanaapTos ISO 9001.
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30. CobntoaaTh AEHCTBYIOLIME MHCTPYKIMM, MPHKa3bl U PacropsKEHHs MO OOECHEUeHHIO
OXpaHbl KOMMEDYECKOM TalWHBl M HHOM KOHGMAEHUHMANLHOH HH(bOpMALUH YHuBepcurera
Anam.

3. [IpaBa
HauanbHMK OTaena KaJpoB UMEET MPaBo:
1. BHOCHTBL Ha PACCMOTPEHHUE PEKTOPY YHHBEPCHUTETA MPEUIOKCHHUS:
0 COBEpLICHCTBOBAHMIO pabOThl, CBA3aHHOW C MPEILYCMOTPEHHBIMH  HACTOSIICH
WHCTPYKLHEH 00SI3aHHOCTAMH;
1.1. O moowpeHrH MOTYUHEHHBIX EMY OTJIHYUBIIMXCS PaOOTHHUKOB,;
1.2. O npuB/CYCHHUH K MaTepHabHOW W JAMCLHMILUIMHAPHOM OTBETCTBEHHOCTH MOJYHHEHHBIX
eMy pabOTHMKOB, HAPYLIHUBIINX TPOU3BOACTBEHHYIO U TPYAOBYIO TUCLHIUIMHY.
2. 3anpawuBaTh OT CTPYKTYPHbIX MojapasfeieHWi 1  pabOTHMKOB  OpraHM3aluH
HHOPMALIHIO, HEOOXOMMYIO €My IS BBINIOJIIHEHUS CBOMX JOJDKHOCTHbBIX 00sI3aHHOCTEH.
3. 3HAKOMHUTbCA C JOKYMEHTaMM, OIMpEIC/SIOIMMH €ro fnpaBa M OOA3aHHOCTH IO
3aHMMAaeMON JIOJDKHOCTH, KpPUTEPWUHM = OLIGHKM KadeCTBa HCIIOJHEHHsS JOJDKHOCTHBIX
00s13aHHOCTEH.
4. 3HAKOMHUTBCS C TPOEKTaMH DPEIICHHH PYyKOBOJCTBA OpPraHHW3alliH, KacaroLIUMHCS €ro
NeSITENIbHOCTH.
5. TpebosaTb OT pYKOBOJACTBA OpraHM3alMH OKa3aHWs COJNCHUCTBUS, B TOM HYHCIE
obecrieueHus OpraHU3allMOHHO-TEXHHUYECKUX YCIOBHMH W OQOpPMJIEHHS YCTaHOBJICHHBIX
JIOKyMEHTOB, HEOOXOUMBIX U1l HCIIOJTHEHHS! IOJDKHOCTHBIX 00s3aHHOCTEH.
6. UHble mpaBa, yCTaHOBJIEHHBIE IEHCTBYIOLUIMM TPYIOBBIM 3aKOHOIATEIbCTBOM.

4. OTBETCTBEHHOCTDb
HauanbHuk 0TJea KaApoB HECET OTBETCTBEHHOCTE B CJICYIOUIMX CllydasX:
1. 3a HeHaasexkalllee CTOIHEHHE UM HEUCTIONHEHHE CBOMX JOKHOCTHBIX 00S3aHHOCTEH,
MpeyCMOTPEHHBIX HACTOSIEH JOKHOCTHOH MHCTPYKUHMEH, - B MpeAeiax, yCTaHOBJICHHBIX
TPYOBBIM 3aKOHOAATEIbCTBOM KbIproizckoi PecmyGmuku.
2. 3a mpaBOHApyLICHHs, COBEPILICHHBIE B MPOLECCE CBOCH NEATENBHOCTH, B INpENEiax,
YCTAHOBJICHHBIX  JCHCTBYIOIIMM  aJMHHHUCTPATHBHBIM, YTOJOBHBIM H  TDaXIAHCKUM
3aKOHOAaTeIbeTBOM Kbiprei3ckoit PecryOnuky.
3. 3a npuuMHEHHWE MaTepUaNbHOro yluepda opraHusalMu B MpelesaX, yCTaHOBJICHHBIX
JEHCTBYIOIMM TPYAOBBIM H IPaXIAHCKUM 3aKOHOAATeNbCTBOM KpIpreisckoi PecryOmnky.
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Hauansnuk OTaena kaapoB W « » 20 r.
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CornacoBaHo:

HauansHuk Otnena obecrieueHus kayecTna W « » 20 L

7Y

Opuct W/ « » 20 I

Konus JIomKHOCTHOM MHCTPYKLUHMHU MOJyyeHa M MPUHATA K vcnojiHeHuto. [Ipuns(a) k
CBEICHUIO, YTO 3a HEBBIIOJIHEHHE JIOJDKHOCTHBIX O00Si3aHHOCTEH Hecy OTBETCTBEHHOCTb B

COOTBETCTBHH C ﬂeﬁCTBy}OMHM 3aKOHOAATEJILCTBOM.

(Iloonuce) (D.H.0.) (/lama)



