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I. OBILIME INOJOKEHUSA

I Otnen kagpoB (majiee — OTHEN) SABISETCS CTPYKTYPHBIM IOJpas/ielIeHHEM
JlanbHEBOCTOUHOTO bunmana (benepanpHOrO rOCyIapCTBEHHOTO OrO1KETHOTO
o0pasoBaTeNbHOr0 yupeikAeHHsd Belcmero oOpasoBaHusa «PoCCHMECKHEA TroCyIapcTBEHHBIN
yuuBepcuter mpaBocynus umenu B.M. Jlebenepan (mamee — Quaman), moJ4MHAIOMIHMCH
JUpPEKTOpY hunuana.

1.2 B cBoeill AesaTeNBHOCTH OTAEN PYKOBOJACTBYETCS HOPMATHBHBIMH IIPABOBEIMH
akTamd  Poccmiickoii ®emepanuu, YcraBom VYHuBepcuTera, HacrosmmM [lomoxennewm,
IPUKA3aMU U PacIOPsHKEHUAMHE PEKTOpa Y HUBEPCHTETA, M MHLIMH JIOKAIIbHBIME HOPMATHBHBEIMH
aKTaMH Y HUBEPCHTETA. '

1.3 Ortxen co3maercs U H3MEHsIETCS Ha OCHOBaHMH IIPHUKa3a PEKTOpa Y HUBEPCHTETA.

1.4  IllrarHas YUCJEHHOCTH OTHAENA OIpPENENseTcs IITATHBIM  pacluCaHHeM,
YTBEP/KICHHBIM NIPHUKa30M PEKTOPOM Y HUBEPCUTETA.

1.5.  Otmen BO3TIABISET HAYATHHUK, Ha3HAYaeMbIH Ha JOIDKHOCTE M OCBOOOKIaeMBIi
OT IOJDKHOCTH IPHKA30M IHpeKkTOpa ¢uiuana, Ha OCHOBAHHMHM 3aKIIFOUYEHHOTO TPYIOBOTO
JOTOBOpA.

1.6.  Othen KOMIUIEKTyeTcs pabOTHHKAMH, COOTBETCTBYIOIMMMHE KBaTH(HKAHOHHBIM
TpeGOBaHHAM [0 3aHHMAEMBIM JIOJDKHOCTSAM, XapakTepy BBUIOIHIEMBIX TPYIOBBIX (QyHKIWH,
OIIPENENEHHBIX IOKHOCTHBIMHE HHCTPYKIHAMH.

1.7. Pabora ornena oprasd3yeTca HA  OCHOBE  I[IPHHIMIOB  3aKOHHOCTH,
00BEKTHBHOCTH, HE3aBHCUMOCTH, COYETAHUS SIHHOHAYAINS B PEIIEHWH BOIIPOCOB CIy:KEOHOH
JEATEIBHOCTH M KOJUIErHallbHOCTH IIPH HX O0OCYXAEHWH, NEPCOHAIBHOH OTBETCTBEHHOCTH
Ka)KJoro paboTHHMKA OT/eNla 3a UCIOMHEHHE NODKHOCTHBIX O00A3aHHOCTEH, IPEeIyCMOTPEHHBIX
JOTDKHOCTHBIMH HHCTPYKIHSAMH.

1.8.  JleaTenbHOCTH OTAENA MOAKOHTPONBHA H IIONOTYETHA TUPEKTOPY pHamuana.

1.9. TIlpaBa m 00s3aHHOCTH, OTBEICTBEHHOCTh, PAOOTHMKOB OTAENa KOMIBHOTEPHBIX
TEXHOJIOIMH M TEXHHYSCKOTO obecredeHnus yueOHOro mpoLecca OnpelesioTcd HOPMaTHBHEIMH
mpaBoBEIMH akTamu Poccuiickoitt @enepaluu, JIOKAIBHBIMH HOPMATHBHBIMH — aKTaMH
YHHBEPCHTETA, B TOM HYHCIIE JODKHOCTHBEIMHE HHCTPYKIIHAMH, & TAKKe TPYAOBEIMH JOTOBOPAMH.

I TEJIV A 3AJTAYM OTAEJA

2.1. llensro JesTeTBHOCTH OTHENA SBIAETCS KaJpoBOe ODeCleueHHe AEATECIhHOCTH
(punmana.

2.2. 3amauyaMu OT/ela SBISIOTCS:

2.2.1. Vuactue B peaji3allMH KaJpoBOH NONWTHKM (QuiIMajla HAa OCHOBE CO3/[aHHA
5 heKTHBHOM CUCTEMBI yIIPABIEHHS KaJIpaMH.
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2.2.2. KagectBenHoe (opMHpOBaHHE U palMOHAIEHOE MCIIOIB30BAHUE KaJpPOBOIO
IOTEHIIMANA ¢ YYETOM HEPCIEKTUB €r0 Pa3sBUTHS.

2.2.3. U3yueHne NENOBBIX W MOPATLHBIX KauyeCcTB PAOOTHHUKOB IO HMX IPAKTHYIECKOH
IEeATENbHOCTH.

2.2.4. Cospmanme pe3epsa KanpoB (uimana Ui BBEIBMXKEHHS HaA pPYKOBOIAIIUE H
MaTepHAIbHO OTBETCTBEHHEIE NOIKHOCTH.

2.2.5. Oprasuvzanus W TPOBEAECHHE BCEX BUJIOB IIOATOTOBKM M  IOBBIIICHH
KBaTHGUKALIMK KaJpOB.

2.2.6. OpraHusanus IPOBeIeHUs aTTecTauy paboTHUKOB (HIIHaTIA.

2.2.7. Obecnieyenue mpas, JBIOT ¥ rapaHTHil pabOTHUKOB QHIHATA.

2.2.8. Cucremarduyeckuil aHaW3 COCTOSHHS KaipoBoi paboTsl, paspaboTka Mep H
NPEUIOKEHUH IO TTOBBILIEHHIO €€ pe3yJIbTaTHBHOCTH.

2.2.9. Onpeneneane TeKyIed U IIaHHPOBAaHHE IEPCIEKTHBHON NIOTPEOHOCTH B Ka/ipax.

2.2.10. Y4ér mu4yHOro cocrara pabOTHAKOB, IPEACTABIEHUE YCTAHOBJIEHHOH OTYETHOCTH
110 KaJapam.

2.2.11. KoncynsTupopanue paboTHHKOB (QuimMaza 1O  BONPOCaM  TPYIOBOTO
3aKOHO/IATENLCTBA, B TOM YHCJIe OTBETHI Ha 3allPOCHL, Xajlo00bl, 00pamieHus.

2.2.12. KadecTBeHHOE M CBOeBpeMeHHOe OQOpMIIEHHE MOKYMEHTOB 110 KaJpOoBOii
AeATEIIbHOCTH.

I1I. OYHKIIUHU OTAEJIA

3.1. Otnen obecriednBacrt:

3.2. Pa3paboTKy W pealH3aluio KaJpoBoH IIONMTHKE B CTPATETHH (Hnala.

3.3. Pa3paboTKy MIPOTHO30B, OIpeJeleHHe TeKylled NOoTpeOHOCTH B Kajpax W
HCTOYHWKOB €€ YIOBIeTBOPEHUS Ha OCHOBE H3Y4YEHHs PEIHKA TPYyaa.

3.4. KommnekroBanwe Quuuama KagpamMu paboyMx, CHy)KalluX M CIIEHAINCTOB
TpebyeMBIX mpodeccuil, criennanbHOCTeH 1 KBaTHQHKaLUH.

3.5. ®opmupoBanue W BeleHHE OaHKa JaHHBIX O KOIMYCCTBEHHOM M KauyeCTBEHHOM
COCTaBe KaJpOB, MPe/ICTABICHIE IPEyCMOTPEHHOH OTYETHOCTH 110 KaapaMm.

3.6. Pa3paboTKy IpeIyioKeHHH 0 mpHeme Ha paboTy 0 KOHKYPCY, B COOTBETCTBHH C
IIOPSIKOM, YCTaHOBJICHHBIM 3aKOHOAATEIbCTBOM.

3.7. Unbopmuposanie padOTHHKOB BHYTPH YUPEKICHHS 00 MMEIOINUXCA BaKaHCHIX,
HCIIONB30BAHHE CPEICTB MaccoBOM HHpOpMaluM I HOMEIIEHHs OOBABICHWH O Halime
pabOTHUKOB W TIPOBEJEHHs KOHKypca Ha 3aMelleHHe JIOJIDKHOCTEH mpodeccopeko-
IIPero;/[aBaTeIbCKOr0 COCTaRA.

3.8. YcTaHOBIEHHE MIPSIMBIX CBs3eH co cay:k0aMu 3aHATOCTH.

3.9. Odopmuenne mpueMa, IepeBojila ¥ YBOTbHEHHS pabOTHHUKOB B COOTBETCTBHUH C
TPY/IOBBIM 3aKOHOAATENBCTBOM, IOJIOKEHHAME, HHCTPYKIMAMH MW NPHKa3aMi JIIPEKTOpa
Quinana.

3.10. Briiady crpaBoK O HACTOSIIEH i IPOLLIOil TPYAOBOH NESITENFHOCTH PaOOTHHUKOB.

3.11. Tlpuewm, 3amionHeHue, XpaHEHHE U Bbla4a TPYAOBEIX KHUKEK.

3.12. TlpemocraBieHuHe CBEOEHUH O TPYAOBOH HESTENBPHOCTH pabOTHHKAM H B
[Tercuonnsti Gony PO. .

3.13. Benenue ycTaHORIEHHONM TOKYMEHTaLMK 110 Kapam.

3.14. IToaroToBKY MaTepHaIoB [ IPEICTABIEH s [IEPCOHAIIA K TIOOIIPEHHUAM.

3.15. TloaroTtoBKy MATepHalIOB IO NPHBIEYEHHIO pPaOOTHUKOB K MaTepPHAbHON H
JTUCIHHATUITHHAPHOH OTBETCTBEHHOCTH.

3.16. PaccTaHOBKY KaJpOB Ha OCHOBE OLEHKH HX KBaIM(UKALUH, JTHIHBIX H JIEIOBBIX
KauecTB.

3.17. Usyuenue mpodecCHOHANBHBIX, JIEJIOBBIX M MOPAIbHBIX KayecTB PabOTHHUKOB B
npolecce UX TPY/I0BOA JAEATEIbHOCTH.

3.18. TloAroToOBKY COOTBETCTBYIOIIHX HOKYMEHTOB IO IEHCHOHHOMY CTPaxOBaHHUIO H
IIpeICTABICHHUE HX B OPTaHbl COLUATBHOIO 00ECIEYEHHSL.

3.19. Beimaua cripaBok o pabote B Qunnaie, 3aHMMaeMOH JIOKHOCTH.
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3.20. CocraBnenue rpauKoOB OTIIYCKOB, yUeT HCIOIB30BAHUS pPaOOTHHKaMH OTIIYCKOB,
oopMIIeHHE OUYEpPEIHBIX OTIYCKOB B COOTBETCTBHM C YTBEPKICHHBIMH IpaukamMu H
JIOTIOJTHATENBHBIX OTITYCKOB.

3.21. Odopmiernre U yueT KOMaHIHPOBOK.

3.22. OdopmiieHe TUCTKOB HETPYI0CTOCOOHOCTH.

3.23. TabenbHbIH y4erT.

3.24. KoHTpOI 33 COCTOSHUEM TPYIOBOH AMCHUILUIMHEL B IIOAPa3IeICHUIX IPEATPUATHS
1 cobrmogenreM pabOTHUKAMU IIPABUJI BHYTPEHHETO PACIIOpsIKa.

3.25. AHanu3 TeKy4ecTH KaJpoB.

3.26. Pa3paboTky MEepOnpUATHI 10 YKPENJICHUIO TPYIOBOM IUCIMUILIMHBI, CHHKSHHIO
TEKY4YeCTH KaJapoB, IOTeph paboUuero BpEMEHH, KOHTPOIb 3a HX BBEITOTHCHHEM.

3.27. PaccmoTrpenme Kamo0 W 3asiBICHMH pabOTHHKOB IIO BOIpPOCAM IIPHEMA,
HepeMeIIeHUs ¥ YBONBHEHH, HapyIICH s TPYA0BOI0 3aKOHOAATEIbCTRA.

3.28. Co3pganue 0a3pl HaHHBIX pa0OTHUKOB, y4YeT KaJpOBBIX HM3MEHEHHH, IOATOTOBKY
OTHYETHOCTH ¢ HCIoNMb30BanueM miatdopmst «1C: [Ipexupusatues.

IV.IIPABA 1 OBA3AHHOCTH

4.1. PaboTHHKY OTIEN UMEET NIPABO:

4.1.1. OcyIIeCTBIATh B3aUMOICHCTBHE C PYKOBOAMTENAMH BCEX CTPYKTYPHBIX
mojipasiefienuit  ¢ummama [0  KagpoBBIM - BOIpOCaM. 3ampaliuMBaTh B CTPYKTYPHBIX
MOApa3/IeNieHHsIX HeoOXOMMble MaHHBIE O pabOTHHMKAax, a NpH IpuemMe Ha paboTy H
mepeMeIneHusX pabOTHUKOB - MHEHHE PYKOBOIHTENEH COOTBETCTBYIOIIMX CTPYKTYPHBIX
MOJIpa3aeICHHA.

4.1.2. KoHTpomHpoBaTh B CTPYKTYpHBIX MoApasfencHusX ¢mmana cobmoneHue B
OTHOIIEHUH PabOTHUKOB 3aKOHOIATENBCTBA O TPYIE.

4.1.3. JlaBaTh PYKOBOOHUTEISIM CTPYKTYPHBIX IOjpasjielieHul (unuana obsg3aTenbHBIE
JUTsL MCIIOJTHEHKS YKA3aHU 110 BOTIPOCaM, OTHOCALIMMCS K KOMIIETEHIMH OT/IEIa KaIpoB.

4.1.4. TlonyyaThb OT pYKOBOAMTENEH CTPYKTYPHBIX IIOAPAa3JICICHUH YCTAHOBICHHYIO
OTYETHOCTh, CBEJIEHUST M MaTepHAIIBI, HCXOS U3 BO3JIOKEHHBIX Ha OT/IEN KaJJpoB 3aj1a4

4.1.5. TIpencTaBWTENbCTBOBAT, B YCTAHOBIGHHOM MNOPAAKE OT MMeHH (HIHana I10
BOIIPOCAM, OTHOCSIIAMCS K KOMIICTEHIH OTIENa, BO B3aHMOOTHOILCHUSX ¢ TOCYAapCTBCHHBIMHA
W MYHUIHIQIBHBIMH OpraHaMH, a TakkKe JpPYTMMH TIPEeINpHATHAMH, OpPTraHHU3allusMH,
yUpEekKJIeHUAME, B TOM YHCIIE CITyKOOH 3aHATOCTH.

4.1.6. JlaBaTh pa3bsICHEHHWs, PEKOMEHJALMH M yKa3zaHHs II0 BOIPOCaM, BXOIAIIHM B
KOMIIETEHIIHIO OTeNa.

4.1.7. TIpOBOJMTE COBEIMAHHS i y4aCTBOBATH B COBEIAHHAX, IPOBOAMMEIX B (PHIIHATIE 110
KaJIpOBBIM BOIIPOCAM.

4.1.8. OcylecTBIATE HHBIE TpaBa, MOPelycMOTPEHHBIE HOPMATHBHBIMH IIPABOBBIMH
aktamu Poccutickoii Meyepanuy u JIOKATFHBIME HOPMAaTUBHEIMH aKTaMH Y HEUBEPCHTETA.

4.2. PaboTHHKY oT/ieNia 00sI3aHEbL:

4.2.1. CBOEBpPEeMEHHO W KAaueCTBEHHO BBINOJIHATE 3aJa4M, BO3JIOKEHHBIE HA OT/IEI, B
COOTBETCTBHH C HacTosmmM [lolojkeHueM, WHBEIMH IIPaBOBBIMHM aKTaMM Y HHBEPCHTETA,
JODKHOCTHBIMH HHCTPYKIMSIMUA M TPYJOBBIM JOTOBOPOM.

4.2.2. Cobmonare HOpPMATHBHEIC [PaBOBBIE akThl Poccuiickoit @enepauuu, YCraB H
JIOKaJIbHBIE HOPMATHBHBIE aKThl Y HUBEPCHTETA.

4.2.3. BEIOIHATE WHBIE 00S3aHHOCTH, IIPEAYCMOTPEHHBIE HOPMATUBHBIMU IIPABOBBIMU
aktamu Poccuiickoit Memepaiiy 1 TOKaJIbHBIMH HOPMAaTHBHBIMH aKTaMH Y HEBEPCHTETa

V. OTBETCTBEHHOCTb
PalOTHMKH OT/E/ia HEeCcyT OTBETCTBEHHOCTH 3a HEHWCIIOIHEHWE HIIM HeHaUIC/KaIee
UCIIOIHEHHE CBOMX J0JDKHOCTHBIX 00f43aHHOCTEH, PErIIaMEHTHPOBAHHBIX TPYIOBEIM IOTOBOPOM
U JO/DKHOCTHBIMH HMHCTPYKIIMSIMH, B COOTBETCTBUH C IIPaBOBBIMH aKTaM# POCCHICKOH
Qeneparyi.



VI.BBAUMOOTHOIIEHUS C MHBIMHA
MNOAPA3AEJEHUAMU OUJIUAJIA

BsauMopelicTBue oTjena KagpoB ¢ HHBIMH IIOOpa3aCICHUAMHA YHHBepCHTeTa

OIIpeaeiIsaeTCA 3aladaMHu H CI)YHKHHHMH, BO3JIOKCHHBIMH Ha OTACH KaJpOB HACTOAINIUM
TIOJIOYKEHHEM, H OCYIICCTBIIACTCA B IIpeesiaX KOMIIETEHIITHHE OTAeIa KaapOoB.

HagansHUK oTHENa KaapoB %}Z% H.H. JTutBuHuyK
CoriacoBaHo:

HOpuckorcynsT A.A. Heunnopyk



