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1. O6mue nosio:keHUsI
1.1. Hacrosimee Ilonoxenue o6 Otnene kaapoB COI'BIIOY  «JlecHoropckuii
SHEPreTHYECKUH KOJIe/DK» (Jajee - KOJUIeIK) perjaMeHTUPYET AesTeIbHOCTh
Otpena kanpos (nanee - Otaen).
1.2. B cBOeH [EATENIbHOCTH CIELMAJIUCT OTAeda  KaJpoB PYKOBOJACTBYETCS
Tpynoseim konexkcom Poccuiickoir ®enepauuu, APYrUMU HOPMATUBHBIMU
IIPaBOBBIMM aKTaMH, COJepXKalllkMH HOPMBI TpPYyJOBOIO IIpaBa, a TaKxKe
HOPMAaTUBHBIMH ~ METOJMYECKMMHU JIOKYMEHTAaMH [0 BEICHHUIO  KaIpOBOIO
NeJI0NIPOU3BOICTBA, [ TonokenneM Komterka, a Takxke HactoauM Ilooxenuem.
1.3. Cneuunanuct otiena KaJpoB, HA3HAYAETCS HA JOJDKHOCTb U OCBOOOXKAAETCS
OT JIOJKHOCTH IIPUKA30M AUPEKTOpa KOJUIEKA.
1.4. JlomKkHOCTHBIE OOSI3aHHOCTH CIIELUAINACTA YCTAHABIMBAIOTCS JOJDKHOCTHOM
MHCTPYKLIMEH.
1.5. Cneuuanuct oT/ea KaApoB MOTIUHSIETCS JUPEKTOPY KOJUIeKa.

2. OcHOBHBbIE 321241
2.1 YyacTtue B noadbope 1 paccTaHOBKE KaJIpOB.
2.2 Y4eT IMYHOr0 COCTaBa U BEJEHUE KaJAPOBOM TOKYMEHTALIMH.
2.3 KoHTpoab coOM0IeHUS TUCLMILIIUHBI TPY 1a.
2.4 KoHTpOb COOJTIOIEHUS TPYIOBBIX U COLMATBHBIX 1PaB pAOOTHUKOB.
2.5 Tlognep)kaHue U yKperieHHEe MOJI0KUTEIbHOTIO COLUAIbHO-TICUXO0JIOTHYECKOTO
KJIMMaTa B KOJUIEKE, IPeIypexIeHHe TPYAOBbIX KOH(PIUKTOB.

3. ODyHKUHH
3.1. JlTokyMeHTHpOBaHHUE TIpHeMa, epeBoia, YBOJIbHEHNUS paOOTHUKOB.
3.2. Ilpuem, 3anoaHeHue, XpaHeHHUEe U Bbllaya TPYAOBBIX KHHKEK.
3.3. Benenue ydyera JHMYHOTO cOCTaBa PabOTHUKOB KOJUIEIXkKa, OQOpMIIEHHE
JIMYHBIX JeJ1, TOJAr0TOBKA U BbIa4a Mo TpeOoBaHUIO PAOOTHHUKA CIIPABOK ¥ KOIIHMM
JIOKYMEHTOB.
3.4. CocraBnenue rpaduka OTIYCKOB U y4eT UCII0JIb30BAHUsS OTIIYCKOB, a TAKKe
odopmiIeHHE OTITYCKOB.
3.5. CBOeBpeMEHHOE BHECEHHE B JIMUHbIE KAPTOUYKU U TPYAOBbIE KHMKKH YUYETHBIX
JTAHHBIX.
3.6. O3HakomieHHe, OGOPMISIIOIIMXCS Ha paboTy, C YCIOBHAMM TpyJa W
MIpaBHJIAMHU BHYTPEHHETO pacriopsiika;
3.7. Benenue ydera craxka pabOTHUKOB;
3.8. OdbopmieHre HeOOXOAUMBIX CIPABOK, BBIIIUCOK U3 TPYIOBBIX KHHMIKEK U
JPYTUX JTOKYMEHTOB, CBSI3aHHBIX ¢ pabOTOH 1151 pabOTHUKOB,
3.9. ®opmupoBaHue apXxrBa OBIBIIUX PaOOTHUKOB KOJUIEKA,
3.10. Odopmienue u Bblj1aya AyOIMKAaTOB TPYIOBBIX KHHUKEK;




4. IIpaBa
Crnenumanuct ot/ena KaJjpoB UMEET IPaBo:
4.1. TlomyyaTb OT CTPYKTYPHBIX TMOIpa3Je]eHH KoJulemkKa JTOKYMEHTHI,
HeoOXoaAuMble JUIsl ohOpMIIEHUS TprUeMa, NePeBoia, KOMaH IMPOBAHHUS, OTITYCKa H
YBOJIbHEHUSI PAOOTHUKOB.
4.2. JlaBaTb B 1mpejaesiax CBOEH KOMIIETEHIMU MPEIJIOKEHUS CTPYKTYPHBIM
MOJpa3/IeJIeHUsIM KOJUIeKa IO 110A00pYy, YYeTy, pacCTaHOBKE U IOJATNOTOBKE
KaJIpOB.
4.3. BHOCUTH INpPEIOKEHUS IUPEKTOPY KOJUIe[Ka I10 COBEPLICHCTBOBAHUIO
paboThI ¢ KaJpamH.
4.4. IlpenctaBUTebCTBOBATh B YCTAHOBICHHOM IOPSIAKE MHTEPECHI KOJUIEKa 110
BOMpOCaM, OTHOCSUIMMCST K KomrereHuuu Otzaena, BO B3aUMOOTHOLUEHHSX C
rOCYJIapCTBEHHBIMM WM MYHUUMIIAJIbHBIMA OpraHamMH, a TaKXe JpyruMu
NpeNPUITHSIMHU, OPraHU3ALMSIMH, YUPEXKACHUSIMU.
4.5. YyacTBOBaTh B COBEIIAHUSX, IPOBOJUMBIX KOJUIEJPKEM, II0 BOIPOCAM,
OTHECEHHBIM K KoMIeTeHIMu OTena.

5. OTBeTCTBEHHOCTDH

5.1. OTBETCTBEHHOCTD 3a HaJIe)Kalllee ¥ CBOCBPEMEHHOE BbIIIONHEHHE OTEeI0M
GYHKIHH, TpelyCMOTPEHHBIX HAacTOos MM [losioskeHrneM, HECeT OT/IeN KaIpoB.

5.2. Ha cneuumanucra otjesna KaJpoB BO3J1araeTcs OTBETCTBEHHOCTh 3a:

5.2.1 OpraHu3zaluio OlNepaTUBHOM U KaueCTBEHHOHM ITOATOTOBKH M HCIOJHEHHS
JOKYMEHTOB, BeJCHHE [eJONMPOU3BOJICTBA B COOTBETCTBUM C JEHCTBYIOIIUMHU
MpaBUaMU U UHCTPYKLHSMH.

5.2.2. OOecrieyeHre COXPAHHOCTHM HMMYILIECTBA, HAXOAALIErOoCs B IIOMELIEHUU
Otnena, W CcoOONIOEHHE TIpaBWI M HOPM OXpaHbl TpyJda M I0XKapHOU
0e30MacHOCTH.

5.2.3. CooTBeTcTBUE [JEUCTBYIOIIEMY 3aKOHOJATENILCTBY H3TOTABIMBACMbIX
OT1e710M MPOEKTOB NMPUKA30B, UHCTPYKLUH, [TOJIOKEHUH U APYTUX TOKYMEHTOB.
5.3 OrtBeTcTBeHHOCTh  coTpyaHuka Oraena  KaJpoB — yCTaHABIMBAeTCH
JOJKHOCTHOM MHCTPYKIUEH.




