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XabapoBck
1. OBIIHUE IMOJIOKEHHWS

1.1 Ortmen xagpos (mamee — Otmen) sBIAETCS CaMOCTOSTEIBHBIM
CTPYKTYPHBIM Mofipas/ieneHueM JlaibHeBOCTOYHOrO (uiHaa.

1.2. Ormen KampoB co3jaeTcs W JIHKBHIMPYETCsS IIPHKa3soM pEKTopa
YHuBepCcUTETA.

1.3. OTmen noAUMHAETCS HEITOCPEACTBEHHO UpeKkTopy Punnaa.

1.4. OTtaen Bo3rIaBisieT HadaJbHUK, Ha3HAYaeMBbIH Ha JOIDKHOCTE IIPHUKa30M
nupekTopa Ounnaia Ha OCHOBAHWH 3aKIIOYEHHOTO TPYAOBOTO J0roBOpa.

1.5. CrienuayigcT O KagpaM HasHauaeTcsi Ha JOJDKHOCTh M OCBOOOK/IAeTCst
OT IOJKHOCTH IIPHUKA30M JUpeKTopa (Quiuama Ha OCHOBAHMM 3aKIIFOUEHHOIO
TPYIOBOTO JIOrOBOPA II0 NIPECTABIEHHIO HaYalbHUKa OT/eNa KapoB.
' 1.6. B cBoeil pesrenpHocTH OTOen pPyKOBOJACTBYETCS HOPMAaTHBHBIMU
npaBoBeIMU akTamu Poccuiickoi Dejiepanyii, B TOM YHCIIE 3aKOHOAATENLCTBOM O
Tpyse; YcraBoM VYHuBepcureTa, llonoikeHueM O (uimane, HOPMATHBHBIMHU
aKTaMHd H METONMYECKHMH pPEeKOMEHIALWIMH, OIPEHC/ISIOMUMU  MOPIJIOK
npoBefieHus paGoT B OTJENe, OpraHMsaldy Tpyda M YIPaBICHHS;
MOCTAHOBIIEHUAMHE, PACIOPSUKCHUSIMH, NPHKa3aMH, JPYTHEMH DPYKOBOJSAIMMH H
HOPMATHBHEIMH TOKyMEHTAaMH BBILIECTOSIINX K APYIHX OPraHOB, KaCarOLIUXCs
[ETOIPOU3BOCTBA B OTHENe, ydeTa JIMYHOIO cocTaBa (HiHala; IpaBHIaMH
BHYTPEHHErO TPYAOBOTO PAcHOpsKa, MpaBUlaMH ¥ HOPMaMH OXpaHbl TPYZa,
TeXHUKH 0e30MacCHOCTH, CAHWTAPMM W IIPOTHBOIIOXKAPHOM 0€30II1aCHOCTH;
[OJIOYKEHUEM O 3aIllUTe IEPCOHANBHBIX AAHHBIX; HacToAmuMm IlonoxeHuneM u
WHBIMH JTOKAJIBHLIMH HOPMATUBHBIMU aKTaMH Y HUBEPCHUTETA.

1.7. Otnmen KaapoB MMeeT KPYLIyIO IledaTh ¢ HauMeHoBaHweM Otzena u
dunmana, HaXO/ISIIYIOCA B PaclOpsUKEHUH HadalbHUKa OT/IeNa Ka{poB.

II. OCHOBHBIE 3ATAYH

Omoen kadpog ocyujecmensem credyoujue 3a0a4u:
2.1. Tlombop, paccTaHOBKA U BOCIIHTAHHUE KaJ[POB.
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2.2. H3yyeHHWe JENOBBIX W MOPAJIBHBIX Ka4ecTB pabOTHUKOB 10 WX
IIPAKTHYECKOH NesATeIIbHOCTH.

2.3. Cosnanue pesepsa kapor Ounnana ms BBIIBIDKCHHS Ha PYKOBOISIIUE
U MaTepHallbHO OTBETCTRBEHHEIE TOHKHOCTH.

2.4, Oprasmzamnus u HIPOBEJICHHE BCEX BHJOB IIOATOTOBKH W ITOBBIIICHHS
KBTH(DUKALHH KaPOB.

2.5. Ydger kaipos.

2.6. Obecnieuenue npas, JrOT B rapanTuii pabotHuxkos Oummaa.

II. ®YHKIIUHA

Ha omoen xadpoes éoznazaromes cneoyrowue yuxyuu:

3.1. PaspaboTka u peanmzanus KaJ[pOBOM IIONUTUKY U crpareruy Ouimana.

3.2. Pa3paboTKka IIPOrHO30B, OmpeelicHIe TEKyIIeH MOTPeOHOCTH B Kajgpax
¥ HCTOYHHKOB €€ yJOBIETBOPEHHs Ha OCHOBE M3yYeHHUs PHIHKA TPy ZA.

3.3. Kommekrosanne ®wimana KaipaMy pabodmx, CIOyXKallux wu
CIICITHAIMCTOB TPeOYEMBIX IPO(ECCHH, CrienuanbHOCTeH 1 KBAJIU(DUKAIIHN.

3.4. QopMHpOBaHHE W BeIeHHMEe OaHKAa JAHHBIX O KOJIMYECTBEHHOM U
Ka9CCTBEHHOM COCTaBE KApOB, IPELCTABIEHUE NIPE/YCMOTPEHHOM OTIETHOCTH I10
Kazpam.

3.5. Paspabotka mnpemnoxeHmi o mpreme Ha paboTy 1o KOHKypcy, B
COOTBETCTBHH C OPSIIKOM, YCTaHOBIIEHHEIM 3aKOHOJIATEHCTBOM.

3.6. MupopmupoBanre pabOTHHKOB BHYTPH YYPEXACHUS 00 HMEIOIIMXCS
BaKaHCHAX, HCIIONB3OBAHUE CPEACTB MACCOBOH HHGOPMALHH I MOMEIISHHS
00BsBIEHMH O HaliMe pPabGOTHHKOB H IIPOBEACHHUSI KOHKYpca Ha 3aMellcHHe
JOJIKHOCTEH IPOeccOpCKO-NpenoaaBaTebecKoro COCTABA.,

3.7. YcTaHOBIICHHE TIPAMEIX CBSI3eii €O CITy>X0aMH 3aHITOCTH.

3.8. O¢opmrenne mnpuema, mepeposa u YBOJIbHEHHS pabOTHHKOB B
COOTBCTCTBUH C TPYNOBBIM 3aKOHONATENBCTBOM, MOJIOKEHUSIMH, HHCTPYKIHUSIME 1
[IpHKa3aMu JiupekTopa Ounnana.

3.9. Belmava copaBok o HacTosmmel u OPOILION TPYIOBOH IEATEIHHOCTH
paboTHUKOB.

3.10. IIpuewm, 3amonHenue, XpaHeHune u BbITaya TPYIOBBIX KHHKEK.,

3.11. Ilpenocrasinenne cBeqeHmii 0 TPYAOBOH JEATEILHOCTH PabOTHHKAM H
B [lencuonHEIH horp PO,

3.12. Benenue ycTaHOBIEHHOM JAOKyMEHTallHK 110 KaIpaM.

3.13. TIloaroroBka MaTepHaioB I TIPEACTABICHUS II€pCOHANA K
TIOOLIPEHUSIM.

3.14. TlomroroBka wmaTepmanioB o IIDABJICYCHHIO pa0OTHHKOB K
MaTe€pUaNbHON U JUCHMIUIMHAPHOMR OTBETCTBEHHOCTH.

3.15. PaccranoBka KaJIpOB Ha OCHOBE OLIEHKH MX KBATM(DHUKAIIMH, THYHBIX H
JIEJIOBBIX KAYeCTB.

3.16. Hsyyenme npodeccHOHANBHBIX, IEIOBBIX K MOpPaJIbHBIX Ka4eCTB
pabOTHHKOB B IPOLIECCE X TPYIOBOMN JESITETLHOCTH.

3.17. IloAroTtoBKa COOTBETCTBYIOILHX NOKYMEHTOB II0 II€HCUOHHOMY
CTPaXOBaHUIO W IIPENICTABIICHUE UX B OPTaHbI COIMANHEHOTO 06eCIICUeHHSL,



3.18. Beimaua cmpaBok o pabore B Duiuaie, 3aHUMaeMON TOIDKHOCTH H
pasMepe 3apaboTHOM IIIaTHL.

3.19. CocTaBnenue rpaduKOB OTIIYCKOB, YUET UCITOTB30BAHUS PAOOTHHKAMHA
OTIIyCKOB, O()OPMIIEHHE OYEPENHBIX OTI[yCKOB B COOTBETCTBHM C YTBEPKIEHHBIMHI
rpaduKaMU U TOIOHUTEIBHBIX OTITYCKOB.

3.20. OdopmneHue 1 yueT KOMaHAUPOBOK.

3.21. OdopmieHre TUCTKOB HETPYAOCIOCOOHOCTH.

3.22. TabGenpHBIA yUeT.

3.23. KoHTpomip 3a COCTOSSHHEM TPYLOBOW MHCHHMIUIMHBI B MOAPA3NCICHIIX
IIPEeIIPUATHS U COOIIOIeHNEM paOOTHUKAaMU IIPaBUJI BHYTPEHHET0 PACIOPSIKA.

3.24. AHanus TEKy4eCTH KaJpOB.

3.25. Pa3paboTka MepOnpHATHE MO YKPEIUICHHWIO TPYIOBOH MHCIIWILIHHEI,
CHIDKEHHUIO TEKydecTH KaJpoB, IOTepb pabodero BpeMeHH, KOHTPONb 3a HX
BEITTOTHEHUEM.

3.26. PaccmoTpenue xanob U 3asBieHui pabOTHUKOB IO BOIIPOCaM IpHUEMa,
TiepeMellleHUs ¥ YBOJIbHEHHUS], HapyIIIeHUs TPYIOBOTI'O 3aKOHOIATEIHCTRA.

IV.IIPABA 1 OBA3AHHOCTH

Pabomnurxu omoen kadpos umeem npasgo.

4.1. Ocy1mecTBIATh B3aUMOIEHCTBUE C PYKOBOIUTEISIMU BCEX CTPYKTYPHBIX
nonpasnenennii Ounuana 0o KaJpoBEIM BOIIpocaM. 3alpalllvBaTh B CTPYKTYPHBIX
HozIpa3/ieleHusIX HeoOXoquMble TaHHBIe 0 pabOTHHKAX, a IIPH IpUeMe Ha paboTy u
nepeMeIeHussXx pabOTHUKOB - MHEHHE PYKOBOIUTEIEH COOTBETCTBYIOLIUX
CTPYKTYPHBIX IIOAPA3AECICHUN.

4.2. KoHTponupoBaTh B CTPYKTYpHBIX HoOJpa3zfeieHusx Ouiamana
COOJIIO/ICHHE B OTHOIIEHUH PabOTHUKOB 3aKOHOJATEBCTBA O TPY/IE.

4.3. JlaBaTb pyKOBOJHUTEISIM CTPYKTYPHBIX ToApasjernenuit Ouiumana
obsi3aTenbHBIE IS WCIIONHEHMsS YKa3aHHS II0 BOIPOCAM, OTHOCSIIUMCS K
KOMIIETEHLIUH OT/ieNla KaJpOoB.

4.4. TpeboBaTh U MOJTydaTh OT BCEX CTPYKTYPHEIX MojapaseineHnii Ounana
CBeJIeHHUs, He0OXOUMEIE IS BEITIOMHEHHSI BO3JIOJKEeHHEBIX Ha OTmen 3amad.

4.5. IlpencraBUTENLCTBOBATH B YCTAHOBJIEHHOM IIOPSIAKE OT HMMEHH
Qunuana 10 BoOmpocaM, OTHOcAIIUMMcS K  kommereHnmum Orthena, BO
B3aMMOOTHOIIIEHHUSX C TOCYNAapCTBEHHBIMHM M MYHMIIMIAILHBIMH OpraHaMH, a
TAKOKe APYTUMH NPEAIPUATHIMHA, OPraHU3alUusIMU, YUPEKISHUSIMH, B TOM YHCIIE
CIry>k00¥ 3aHATOCTH.

4.6. JlaBaTh pa3bhACHEHHWS, PEKOMEHJALMU M YKa3aHUS II0 BOIPOCAM,
BXOIAIIKMM B KomnereHIuio Otnena.

4.7. ITpoBOIMTE COBEIIAHKUS U YIaCTBOBATH B COBEINAHWSIX, IPOBOAUMEIX B
Ouuane no KaApoBEIM BOITPOCAM.

4.8. Ha uHBle IpaBa B COOTBETCTBUH C MEXIYHApPOIHBIM H POCCHHCKHM

MIPaBOM.

Pabomnuxu omoena kadpog 0bs3arbi:
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4.8. Ocymectruars paboTy II0 KOMILTEKTOBaHHIO Ounmana kagpamu
padoumX, ClyXauMX U CHeHMaIHCTOR TpedyeMBIX Ipodeccui, npodeccopcko-
TIPCIIO/IaBATEIBCKOTO COCTaBa Kadeip B COOTBETCTRHH o YPOBHEM H Ipoduiem
HOIyYCHHOW MMM IOATOTOBKH U JETOBBIX KAYECTR.

4.9. Oprauu3oBsIBaTh Pa3paboTKy IIPOTrHO30B OTIpENENICHHS TeKyIeit
NOTPEOHOCTH B KaApaX W HCTOTHHKAX eo YROBJICTBOPEHHSI HA OCHOBE H3y4eHUs
PBIHKA TpYZa, - yCTAaHOBJIEHMS NPAMBIX CBS3el ¢ YUCOHBIME 3aBeIeHHAMH 1
CIyx0aMu  3aHATOCTH, HH()OPMHPOBATh PabOTHHKOB BHYTPH YYpeKIOeHUI 006
MMCIOIUXCs  BAKAHCHSIX, HCIIONB30BATE CPECTBA MACCORORM uEOpPMAIMY IS
[IOMEIEHUsT OOBABIEHHI 0 Hatime PabOTHHKOB W KOHKypce npodeccopeko-
IIPETIOIABATENHCKOIO COCTABA.

4.10. OcymecTBnsTh paboty mo cozmanuro pe3epBa i BBIJIBH)KEHHS Ha
3aMCILICHUE  NOJDKHOCTEH, BXOASMIMX B HOMEHKIATYpy  pyKOBOAHUTEIEH,
CIOCOOCTBOBaTh  (hOPMHUPOBAHUIO  COCTARA KaJpoB  pyKoBOaWTENeH w3
YTBEPXKAEHHOTO pe3epBa.

4.11. ObecneunBaTs:

- CBOCBpPEMEHHOE O(opMIIEHHE TIpHEMa, IIEPeBO/Ia ¥ YBOIBHEHHUS PaGOTHHUKOB B
COOTBETCTBHH C TPYIOBBIM 3aKOHOAATENBCTBOM, IIOJIOJKEHUSIMH, HHCTPYKIHSAMH H
NpUKA3aMH PEKTOpa AKaIeMHH U AUPEKTOpa bumana;

- YH€T JINYHOT'O COCTaBa KalpoB;

- BBIJAYy CIOPaBOK O HaCTOAMEH W MPOLUION TPYLOBOI JesITeIbHOCTH
paboTauxos @uuana;

- HajneKamee XpaHeHUe U 3aIlOJIHEHHWE TPYLOBBIX KHIDKEK B COOTBETCTBHH C
TPeOOBaHUSIMHU TPYIOBOTO 3aKOHO/IaTeIIbCTBA;

- BEJICHHUE yCTAHOBIICHHOM TOKYMEHTAIIUH 10 Kapam;

- HPOBOMHTEL CHCTEMATHYECCKHH aHANM3 KaIpoBO paboTel B (ummane wu
pa3pabaThIBaTh NPENNOKEHNS 10 ee YIYUYIIeHHIO.

4.12. BEIONHATE HHEIC 06S3aHHOCTH B COOTBETCTBHHU C MEXIYHAPOIHBIM U

POCCHHCKUM IIpaBoM.
V. OTBETCTBEHHOCTL

Pabomnuxu omoena Kaopoe Hecym omeemcmeennocme.:

5.1. 3a  Hemammexamee wcmomHeHWe T HEHCIIOJIHEHHE  CBOMX
AOCIDKHOCTHBIX  00s3aHHOCTEH, IIPETYCMOTPEHHBIX HACTOAMIEH HOIKHOCTHOIM
HHCTPYKIIHEH, B COOTBETCTBHH C ACHCTBYIONINM 3aKOHOAaTebCTBOM Poccriickoit
Deneparmy.

5.2. 3a npaBonapyurenus, COBEPLICHHEIE B IIPOLIECCE OCYIIECTRIEHHS CRBOEH
ACATCIBHOCTH, B COOTBETCTBHH C JEHCTBYIOIIMM 3aKOHOMATEIECTROM Poccuiickoii
Deneparun.

VL. BBAUMOJENCTBHE CO CTPYKTYPHBIMH HOAPA3IEJEHUSIMHA
OUIINAJIA

6.1. Paborumkm ormena KaZpoB  B3aUMOZEHCTBYIOT CO BCEMH
CIPYKTYPHBIMH  IOJApasfeNeHuAMH Duixana 1o HalpaBICHUIO  CBOEH
JIESATEbHOCTH.



VII. OPTAHU3AIIUSA PABOTHI

7.1. Pabota oTzaena kajgpoB OpraHU3yeTcss Ha9aJlbHUKOM OT/IENA.

7.2. Komtpoms mesitenbHocTd OTena OCYIIECTBISETCS II0 OTYETHBIM
JOKYMEHTaM M IIyTeM OIIEPaTHBHBIX IIPOBEPOK.

7.3. H3MmeHeHHe IITaTHOI'0 COCTaBa, INTATHOM uwucieHHocTH OTnena
OCYIIECTBIIICTCS Ha OCHOBaHHH IIPHKA30B PEKTOpa Y HUBEPCUTETA.
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