MyHununajibHoe 00/1:KeTHOe 001Ie00pa3oBaTeIbHOE y4pesKIeHne
»3aNIPaeBcKasi CPeAHAs 0011e00pa3oBaTeJbHAsI IIKOJIa*
671310, Pecnny0sinka bypsitusi, 3aurpaesckuii paioH, nn. 3aurpaeso, yJi. OkrsiOpbckas, 3
T. 4-22-13; e-mail: school _1_zaigraevo@govrb.ru;
calT: https://sh-zaigraevskaya-r81.gosweb.gosuslugi.ru

VIB'EPX'CILEHO

5 BOY «3aurpaesckas COLL»

/ A A Byxombiena

oM MEQV «3anrpaesckas COLL»
0.01.2023 Ne 2/1

J0/zKHOCTHASI HHCTPYKIIMS AIMUHUCTPATOPA caiiTa
1. O01ue moI0:KeHus

1.1. Hacrosmas nomxHocTHas UHCTpykuus (nanee — JIM) mpennasnaueHa uis paOOTHHKOB,
3aHUMAIOILUX JIOJKHOCTh «AJIMUHUCTPATOP caiiTay (nanee — pabOTHHUK).

1.2. N pa3paborana Ha ocHoBe mnpukaza Munrpyna Poccum ot 19.07.2022 Ne 420H «O06
YTBEp)KICHHH TPOQPecCHOHANBHOTO cTaHgapra «Crnenuanuct nmo HH(OPMAIMOHHBIM pecypcamy,
mTaTHOro pacnucanus u ctpykrypsl MBOY «3aurpaesckas COLL».

1.3. PaOOTHHMK TOAYMHSIETCS PYKOBOIUTENIO CTPYKTYpHOTO IOJAPA3/ICICHUS, B KOTOPOM
pabotaer, u qupexkropy MbOVY «3aurpaesckas COLL».

1.4. IlpaBa u oOuie 00s3aHHOCTH pabOTHHKA ompexaensatorcs TpynoBsiM koaekcoM PD u
WHBIMH HOPMATHBHBIMU IPAaBOBBIMH aKTaMHU B cdepe TpyIoBbIX oOTHomeHuu, I[IpaBunamu
BHYTPEHHEIO TPYIOBOTO pacHopsiKa, WHBIMU JIOKAJIbHBIMU HOpPMaTWBHbIMU akTamMu MBOY
«3aurpaesckas COIL»

1.5. PabGoTHHMK, B COOTBETCTBHMM C 3aKOHOJATelIbcTBOM P®, MoxeT ObIThb MOABEPrHYT
JUCHUIIIIMHAPHOW, MAaTepUAIIbHOM, aJIMHWHHMCTPAaTUBHOW, TPaXAAHCKO-TIPABOBOM U  YrOJIOBHOM
OTBETCTBEHHOCTH.

1.6. 1N sBnsieTcs npuiaoKeHUEM K TPYJOBOMY JOTOBOPY C paOOTHHUKOM IIPH YCIOBHH, UYTO B
TPYZAOBOM JOrOBOPE MPSIMO HA ATO yKa3aHO.

2. TpeGoBanust K KBAJU(PUKALUHA

2.1.Ha pomKHOCTP aJAMUHHUCTpaTOpa caiiTa NpUHMMAeTcs  JIMIO, MMEIIIee  CcpelHee
npodeccuoHaribHoe 00pa3oBaHUE - MPOTrPaMMbl IOATOTOBKH KBaJIM(UIHMPOBAHHBIX pPabOUMX
(cmyxammx).
2.2. TpeboBaHus K ONBITY MPAKTUYECKONU pabOTHI OTCYTCTBYIOT.
2.3. PaGOTHHK J10JIKEH 3HATh:
e TEXHHUYECKHE cpe/cTBa cOopa, 00pabOTKU U XpaHEHHs TEKCTOBON MHpOpMaINH;
e CTaHJAPTHI PaCIPOCTPAHEHHBIX ()OPMATOB TEKCTOBBIX U TAOJMYHBIX JAHHBIX;
e TmpaBuia GopMaTHPOBAHUS DJIEKTPOHHBIX JOKYMEHTOB;
e OCHOBHBIE XapaKTEPUCTUKH, HPUHIUMIBI PaOOTBl W BO3MOXHOCTH pa3lIUYHBIX THUIIOB
CKaHEpOB;
e OCHOBBl KOMIBIOTEpHOWH Tpa(uKH, METOJbl MpPEACTaBICHUS U 00pabOTKM Tpaduueckont
nH(pOpMaliu B KOMIIBIOTEPE;
e XapaKTEPUCTHKHU U PACIpOCTpaHEeHHbIEe (hopMaThl rpaduydeckux ¢aiinos;
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e TpeOOBaHMUS K XapaKTEPUCTUKaM H300paKeHUH TPU pa3MeIIeHUH Ha BeO-caiiTax;

e 3aKoHOMaTeabCTBO Poccuiickoit deneparuu B 001acTH MHTEIUIEKTYaIbHON COOCTBEHHOCTH,
IpaBUjia  WCHOJB30BaHMS  WHPOPMALMOHHBIX  MaTepuajioB B  WH(POPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOM ceTu «VHTepHeT»;

e TPHUHLHUIIBI OPraHU3aUH HH(POPMAIIMOHHBIX 0a3 TaHHBIX;

e OCHOBBl 3akoHojaTenscTBa Poccuiickoit ®exepaunn B 0o0JacTM  XpaHEHHs U
pacnpoCTpaHEHHs IEPCOHATIBHBIX JIaHHBIX;

e oOlIee NpeACTaBICHNE O CTPYKTYpe, KOIUPOBKE U S3bIKaX pa3MeTKU BeO-cTpaHull (0a30BbIe
TETH s3bIKa runepTekcroBoii pazmerku (HTML), dpeiimbl, ciou, Kyku-haiiis);

e 00LIME NMPUHLMIBI OTOOPAKEHUS CTATUYECKUX U JMHAMHUYECKUX BEO-CTpaHMII, KIIOYEBbIE
BEO-TEXHOJIOTHH, UCTIONb3YEMbIe Ha BeO-caiiTax;

e TpeOOBaHMA K PA3IMYHBIM TUIAM HH(POPMALMOHHBIX pPECypcoB (TEKCT, TIpaduka,
MyJBTUMEANA) AJIs IPEJICTaBICHUS Ha BeO-caiiTe;

e 0O0LIMEe NPUHLMIIBI pa3rpaHUUYEHMs IpaB JAOCTyHa K HHPOpPMAaLUMU B HHPOPMALUOHHO-
TEJIEKOMMYHUKAI[UOHHOU ceTu «MHTEpHETY, o0ecrieyeHus UH(POPMALOHHOM
0e30MacHOCTH.

2.4. PaOOTHHK JIOJDKEH YMETh:

e HCIOJb30BaTh KOMIBIOTEPHYIO TEXHUKY U YCTPOMCTBA JUIsl TOJIYy4E€HUs LU(POBBIX TaHHBIX;

e BBOJMTbH U 00pabaThIBATh JaHHBIE B TEKCTOBOM PEIAAKTOPE;

e paboTaTh C IOKyMEHTaMH, CTHJISIMH, TAOJHMIIaMHU, CIHUCKAaMH, 3arojlOBKAMH W JAPYTHMHA
35ieMeHTaMu GOpMaTUPOBAHMUS;

e pabGorate ¢ oOopymoBaHWeM i  ONU(POBBIBAHHMS  HM300PAKEHHUU:  CKaHEPOM,
MHOTI'0()YHKIIMOHAJIBHBIM YCTPOMCTBOM, (hOTOKaMEPOii;

e paboTaTh CO CIEIHATU3UPOBAHHBIM POTPaMMHBIM 00eCTIeYeHrEM, HACTPauBaTh MapaMeTPhI
CKaHUPOBAHUS;

e pabotarh B TpapHUUECKUX penakropax U oOpadaTbiBaTh pacTpOBbIE U BEKTOPHBIC
nU300pakeHMs: MaclITabMpoBaTh, KaJApUpOBaTh, H3MEHATh pa3pelleHHe U HaJuTpy,
KOMIIOHOBATh N300pakKeHMUSI;

e HCIOJB30BaTh COBPEMEHHbIE MHCTPYMEHTBI U METOJbI paboThl ¢ popMaMu, 3IEKTPOHHBIMU
TabJIMllaMy, TEKCTOBBIMHM JOKYMEHTaMH JJIsl BBoJa MHGpopManuu B 0a3zax JaHHBIX U €€
OOHOBJICHUS,;

e HCIMOJb30BaTh PA3JIMYHBIE METOJIbI MOUCKA, COPTUPOBKU U 00pabOTKM B MH(POPMAIIMOHHBIX
0asax JIaHHBIX;

e 3amoJIHATH BeO-hopmbl, paboTaTh C OJAHUM WJIM HECKOJIBKMMHU Opay3epaMu Ha pa3iHyuHbIX
wiatdopmax;

e paboTaTh B TEKCTOBBIX U IpapUuECKUX peJaKTopax;

e HCIONB30BaTh TEXHOJOTMM pa3MEIIeHUs M Tmeperayu UHPOpMaluud B HHPOPMALUOHHO-
TEJIEeKOMMYHUKAIMOHHOM ceTH «/IHTepHeT», CeTSIX UHTEPHET;

e pa3MelaTh MyJIbTUMEIUIHBIE 00bEKTHI HAa BEO-CTpaHMIIAX.

3. JIo/2KHOCTHBIE 00SI3AHHOCTH

3.1. PaGOTHUK BBIIOJHSET AEUCTBUS B paMKax TPYAOBOH (QYHKIMHU MO BBOAY M 00pabOTKH TEKCTOBBIX
JAHHBIX JUISl CAUTOB:

e Halupaer U pelakTUPYyeT TEKCT;

e CKaHUPYET U PACIO3HAET TEKCT;

e TPOBOJUT pa3MeTKy U (GopMaTUPOBAHUE TOKYMEHTOB;

e COXpaHAET, KOMMPYET U PE3EPBUPYET JOKYMEHTHI;

e OCYIIECTBJISET MpeoOpa3oBaHUE U MEPEKOMIIOHOBKY JIaHHBIX, CBS3aHHBIX C U3MEHEHUSMU

CTPYKTYpBI IOKyMEHTOB, GOpPM U TpeOOBaHHI K OPOPMIICHHIO;



e COXpaHSAET JOKYMEHTHI B Pa3IMYHBIX KOMIBIOTEPHBIX (popMaTax.

3.2. PaboTHUK BBIMOJHSAET JEHCTBHS B paMKaX TPYAOBOW (PYHKIIMU MO CKAaHUPOBAHHUIO U 00paboOTKe
rpadudeckoil nHpopManuu:

e HacTpauBaeT 00OpyIOBaHHE U MIPOrPaMMHOE OOecTieueHHe ISl CKAaHUPOBAHUS;

e TIOATOTABJIMBAET MAaTEPUAIIBI TSI CKAHUPOBAHMS,

e OIpenessieT MapaMeTpbl CKAHUPOBAHUS;

e CKAaHUPYET JOKYMEHTHI, COXpaHAET HX, IEepPeMeNIaeT M OCYIIECTBISIET pPE3epBHOE

KonupoBaHue ¢ailioB ¢ U300paKeHUIMU;
e oOpaOatbiBaeT u300pakeHus: (MacmTabuUpyer, KOAUPYET, M3MEHIET pa3pelieHus u
MaJIUTPHI);
e COXpaHsAET M300paKeHUs B PA3IMYHBIX (OpMaTax M ONTUMH3HPYET UX IS MyOJIMKaluu B
H(}OPMaLIMOHHO-TEIIEKOMMYHUKAIIMOHHOM ceTu «IHTepHeT».
3.3. PaGoTHUK BBHIMONHSAET ACUCTBUS B paMKax TPYAOBOW (DYHKIMH MO BEACHHUIO MH()OPMAIIMOHHBIX
0a3 JaHHBIX:

e BBOAMT MH(OpMaLHUIo 00 00beKTax (TOBapax, yciayrax, IepcoHaIusAX) B 0a3y TaHHBIX;
CBEepsieT CBeJeHHUS B 0aze JaHHBIX C PEaJbHOM CUTyalded B OpraHU3alld U C TEeKYIIMMHU
JIOKyMEHTaMHU (TIpaiic-IucTamMu, KaTajaoraMmu u T.1.);

(dbopMupyeT 3arpockl ISl MOTYYeHHs HeocTarolel nHpopMaIuy;

pEryJIsipHO OOHOBISIET (aKTyaIM3UpyeT) HHPOPMAIHIO B 0a3axX JaHHBIX;

OCYILIECTBISIET 3alIUTY MEPCOHAIBHBIX JAaHHBIX, COJAEPXKAIIMXCS B 0a3axX NaHHBIX, COIVIACHO
TpeOoBaHUAM 3akoHOAaTesnbcTBa Poccuiickoit denepanuu.

3.4. PaGOTHUK BBINOJHSET IEHCTBUS B paMKaxX TPYIOBOM (QYHKIIUU MO pa3MeEIIeHUI0 HHPOpMAIIMU Ha
caure:

e myONMKyeT Ha caiitTe ¥ OOHOBISET WH(MOPMALMOHHBIE MaTepHallbl 4Yepe3 CHCTEMbI

yIIpaBJICHUS] KOHTEHTOM;

e (¢opmaTupyer (BU3yaldbHO - BHOCHT HEOOXOIMMYIO M YAAlsSeT JIMIIHIO HH()OpPMALHIO) U

HACTpauBaeT 0TOOpakeHne BeO-CTpaHUII;
e BHOCHT CIIy)KeOHyr0 unH(oOpManuio (Ha3BaHUS W HMICHTH()UKATOPHI CTPAHMII, KITIOUEBBIC
CJIOBa, META-TETH U T.1.);

e HACTpaWMBaeT BHYTPEHHHE CBI3M MEXIy HH()OPMAIMOHHBIMU OJIOKaMH/ CTpaHHLAMH B

cUCTeME YIpaBJICHUs KOHTEHTOM;

e yCTaHABJIMBAET MPaBa JOCTyIA BeO-CTpaHUI], HH)OPMAIIMOHHBIX PECYPCOB LIS TPOCMOTpPA U

CKauMBaHUS;
e TIPOBEPSET MPABUIBLHOCTH OTOOpa)KeHUs1 BeO-CTpaHMI] B Opay3epax Ha YCTPOMCTBax ¢
Pa3INYHBIM pa3pelIeHuEM.

C MOJKHOCTHOM MHCTPYKIIMEH 03HAKOMIICH () /
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