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JLOJIKHOCTHAS MHCTPYKIUS

ceKpeTapsi IUPEKTOPA IIKOJIbI 0 NPOPCTAHAAPTY

1. O01muMe moJI0KeHus

1.1. Hacrosimas 1015;kHOCTHAST UHCTPYKLMS CeKpeTapsi B IIKOoJIe pa3padoTaHa B
cootBercTBUM ¢ [IpodeccuonansubiM  crangaptom  07.002  «Cneumanuct 1o
OPraHU3alMOHHOMY 151 JIOKYMEHTALUOHHOMY 00ecIeueHuIo YIIPaBJICHUSA
OpraHu3aluen», yTBEPKICHHBIM NpuKa3oM MuHuCTEpCTBa Tpya U COUMAIbHOM 3alUThI
Poccuiickoit ®eneparn Ne333n ot 15 utonsa 2020 roaa, ¢ yuerom denepaibHOro 3akoHa
Ne273-@3 o1 29.12.2012r «O6 obpazoBanuu B Poccuiickoit ®enepaunn» (¢ U3SMEHEHUSIMU
ot 5 nekabps 2022 rona), CII 2.4.3648-20 «CanutapHO-3MUeMHOIOTHUECKHE TPeOOBaHHUS
K OpraHM3alusM BOCIUTAHUS W OOY4YEHHs, OTIbIXa U O3JOPOBJICHUS JeTeil», B
cooTBeTcTBUM € TpynoBeim KojekcoM Poccumiickont denepanuy, YCTaBOM M JIPyTUMHU
HOPMATUBHBIMU aKTaMH, PETYJIUPYIOMIMMHU TPYIOBbIE OTHOIICHUS MEXIy PAaOOTHUKOM H
paboTomareneM.

1.2. JanHas MOJDKHOCTHAS MHCTPYKIUS MO MpodCTaHAAPTy ONpEnessieT MepedcHb
TPYZOBBIX (YHKIMA U 0OSA3aHHOCTEH CeKpeTapsi TUPEeKTOpa IIKOJBI, a TaKXkKe ero Inpasa,
OTBETCTBEHHOCTh M B3aMMOOTHOLIEHUS MO JOJKHOCTH B KOJUIEKTUBE OOpa3oBaTEIbHOU
OpraHu3alluu.

1.3. Cekperapp HazHauaeTcs U OCBOOOXKIAETCS OT JOJKHOCTH IMPHUKA30M JUPEKTOpa
o01reo0pa3oBaTeIbHON OpraHU3aAlMKM B TIOPSAJKE, YCTAHOBIEHHOM TpPYyIOBBIM KOJEKCOM
Poccuiickoit ®enepanii ¥ TPYJOBBIM JOTOBOPOM (KOHTPAKTOM) C pPaOOTHHKOM.

1.4. Ha BpeMs OTIycKa ¥ BpEMEHHON HETPYIOCTIOCOOHOCTH CEeKpeTapsi ero 00sS3aHHOCTH
MOTYT OBITh  BO3JIOKEHBI HA JICTOTMPOM3BOJIUTENS WM  JIPYrOTO  COTPYIHUKA
00111e00pa3oBaTebHON OpraHu3ali. BpeMeHHOe HCToJHeHHe O0sS3aHHOCTEH B JIAHHBIX
Cllyyasix OCYIIECTBIISIETCA COIJIACHO MpHUKa3zy AUPEKTOpa, WU3JAaHHOTO € COOJI0JEHUEM
TpeOOBaHUN TpynoBoro KOJEKCa Poccutlickon denepanum.

1.5. Ha 10/1KHOCTD cekpeTaps IPUHUMAETCS JIUIIO:

MMeIoIIee BhIcIiee oOpa3oBaHME - OakalaBpuaT WIHM cpeaHee mpodeccroHaabHOe
oOpa3oBaHWe TIO TpOrpaMMe TOJATOTOBKHM  CIICIIMAUCTOB  CPEIHETO  3BEHA,
JOTIOJTHUTENIbHOE TTPo(deccuoHaIbHOE 00pa30BaHME;
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C OMBITOM BBINOJHEHUS Pa0dOT IO OPraHU3alMOHHOMY U JOKYMEHTalIUOHHOMY
00€eCleYeHUI0 JICSITENIbHOCTH PYKOBOJIUTENSl TMpU CpPeAHEM MNpodeccHOHaTbLHOM
o0pa3oBaHUU HE MEHEE ABYX JIET;

COOTBETCTBYIOIIEE TPEOOBAHUAM, KACAIOMIMMCS MPOXOXKIACHUS MPEIBAPUTEIHHOTO
(mpu mocTymjaeHMH Ha paboTy) U MEePUOJUYECKHX MEAULUHCKAX OCMOTPOB,
BHEOUYEPEIHBIX  MEIUIMHCKUX  OCMOTPOB 1O  HampaBiIeHHIO  paboTonaTesns,
npo¢ecCUOHATbHON TMTHEHNYECKOW MOJITOTOBKU M aTTecTauuu (IpH mpreMe Ha paboTy
U Jaigee He pexe | pasa B 2 roma), BakUMHALMU, a TaKK€ HMMEIOLIEE JIMYHYIO
MEJUIMHCKYI0 KHUKKY C pe3yJbTaTaMu MEAUIMHCKUX OOCJIeI0BaHUN U J1a00paTOPHBIX
UCCJECIOBAHMUM, CBEJICHUSMH O  TPHUBUBKAX, TNEPEHECEHHBIX  HMHQPEKIIMOHHBIX
3a00/I€BaHUSIX, O MPOXOKACHUM NPO(HECCUOHATHHOW TUTHEHUYECKON MOATOTOBKU U
aTTECTaIlNH C JIOITyCKOM K paboTe;

HE HUMEIolee OrpaHUYeHU Ha 3aHsATHE TPYAOBOM JesITeNbHOCThIO B cdepe
oOpazoBaHusA, W3JIOKEHHbIX B cTathe 351.1 «OrpanuueHuss Ha 3aHATHE TPYAOBOU
IesITeNbHOCTRIO B cepe 00pa3oBaHMWs, BOCIHUTAHUS, PA3BUTHUSI HECOBEPIICHHOJETHUX,
OpraHu3alyy HUX OTJAbIXa U O3J0POBJICHUS, MEIULUHCKOIO OOECHEYEeHMs], COLUATbLHOU
3aIUTBI W CONHMAIBHOTO OOCTY)KHMBaHUS, B cdepe ACTCKO-IOHOIIECKOTO CIOpTa,
KyJIbTYypbl M HCKYCCTBA C YyYacTHEM HECOBEPIICHHOJETHUX» TpyaoBOro Kojekca
Poccniickon @enepanmm.

1.6. CekpeTtapb HENOCPEICTBEHHO MOJYUHSIETCA 3aMECTUTEN0 aupekTtopa mo AXY
0011e00pa3zoBaTeIbHON OpraHU3aluy.

1.7. B cBoell [EATENBHOCTH CEKpPETaph IIKOJbI PYKOBOACTBYETCS JOJIKHOCTHOM
MHCTPYKIMEH, COCTAaBJICHHOW B COOTBETCTBUHM C mnpodcrangaprom, KoHcturymuei u
3akoHaMu Poccuiickont @enepanuu, ykazamu lIpesunenra, pemenusmu [IpaBurenscTBa
Poccuiickoit @enepaiivy U opraHoB yIpaBjieHUs 00pa30BaHUs BCEX YPOBHEH MO BOMPOCaM,
KaCaroIIMMCSl €0 TPYIOBOHM JEATEIBHOCTH, TPYJIOBBIM JOTOBOPOM MEXKIY PAOOTHUKOM U
pykoBoauteneM. Takxke, ceKpeTaph JUPEKTOpa pyKOBOACTBYETCS:

aIMUHUCTPATUBHBIM,  TPYIOBBIM M  XO3SMCTBEHHBIM  3aKOHOJATEIHCTBOM
Poccuniickont @enepanuu;

CIT 2.4.3648-20 «CaHuTapHO-IIHIEMUOJIOTHYECKIE TPEOOBAHUSI K OpraHU3aIUsM
BOCTIMTAHUS U OOYUYEHHSI, OT/IbIXa U O3/IOPOBIICHUS I€TEH M MOJIOJCIKIY,

®denepanbabiM 3akoHOM No273-D3 «O6 obpazoBanuu B Poccuiickoit deneparuny,

MMOCTAHOBJICHUSAMH, PACTIOPSHKCHUSAMU, TMPUKa3aMUd U WHBIMH PYKOBOJSAIIUMU H
HOPMATUBHBIMH JJOKyMEHTaMH, OTHOCSIIIMMHUCS K BEJICHUIO JCIOMPOU3BO/ICTBA;

CTaHJapTaMyd YHUDUIIMPOBAHHON CHUCTEMBI OpPraHU3AUOHHO-PACTIOPSIUTEIHLHOM
JOKyMEHTAIIHH;

npaBuiamMu opdorpaduu U MyHKTYallHH;

npaBuiIamMu paboThl HA KOMIIBIOTEPE U MHOW OPTTEXHUKHU;

MpaBUIaMu U HOPMaMU OXPaHbl TPyJa, TPOU3BOACTBEHHOW CAaHUTAPUU U TIOKAPHOU
0e30I1aCHOCTH;

KonBennueii o npaBax pebeHka;

YcTaBoM U TOKaJIbHBIMH aKTaMU, B TOM uucie [IpaBuinamMu BHyTPEHHETO TPYAOBOTO
pacrnops/ika, IpuKa3aMu M pacropsLKCHUSIME TUPEKTOPA MITKOJIBL;

WHCTPYKITUEH IO OXpaHe TpyJa CeKpeTaps IIKOJbI.
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1.8. Cekperapb JIOJKEH 3HATD:

BU/IbI JIOKYMEHTOB, MX HA3HAYCHUE;

BH/JIbI HOMEHKJIATYp, 001111e TpeOOBaHUs K HOMEHKIIAType e,

rpaMMaTHYECKHe MPaBUIIa PYCCKOTO S3bIKA;

JIEUCTBYIOLME  MPAaBOBbIE  aKTbl, HOPMAaTUBHO-METOJWYECKHE  JOKYMEHTHI,
rOCy/IapCTBEHHbIE  CTaHAAPTHI,  ONPEACNSIONMEe  MOPSAIOK  JOKYMEHTAIIMOHHOIO
oOecrnieueHus yrnpaBieHuUs;

JIeJI0BOM MPOTOKOJ;

MHCTPYKIUU MO JEJOMPOU3BOACTBY M APYTMM JIOKAJIbHBIM HOPMATHUBHBIM aKTaM,
YCTaHABJIMBAIOLIUM MOPSIIOK PEATU3ALUHN YIIPABIEHYECKUX IPOLEAYD;

MCTOYHHKH YTIPaBICHUYECKON MHPOpMALIUK;

KJaccu(UKanuioo  yrnpaBlIeHUYECKOW  uHGOpMalMM, BUAbl  YIPaBICHUYECKOU
uHpOpMAIIHH;

KOMIUIEKC OpraHu3allMOHHO-TEXHUYECKHX MEPOINPUIATUNA [0 TOArOTOBKE U
IIPOBEJICHHUIO COBELIAHUN U TIEPETOBOPOB;

METOJIMKY OTOOpa UCTOUYHUKOB UH(POPMAIHH;

METOZIbI 00paboTKM WHGOpPMAMA C TPUMECHEHHEM COBPEMEHHBIX TEXHHUYECCKUX
CPEICTB KOMMYHHUKAIUI U CBSI3U, BHIYUCIUTEILHON TEXHUKH;

HOpPMATHBHBIE  TMPABOBBIE  aKThl, = HOPMATHBHO-METOJUYECKHE  JIOKYMEHTHI,
rOCy/IapCTBEHHbIE  CTaHAAPThl,  OMNPEACNSAIOIIUE  MOPAJOK  JOKYMEHTAL[MIOHHOI'O
oOecrieueHus ynpaBiICHUs;

oOrmire TpeOOBaHUsI K CPOKAM HCIIOJIHEHUSI TOKYMEHTOB U KOHTPOJIbHBIM (DYyHKITUSM
CILyObl JOKYMEHTALIMOHHOTO 00eCIIEYEeHUS;

OCHOBBI aJIMUHHUCTPATUBHOI'O IpaBa M TPYIAOBOro 3aKOHOJaTenbcTBa Poccuiickoit
Oenepannu;

OCHOBBI JJOKYMEHTHOM JIMHTBUCTHKH,

OCHOBBI  TMPaBWJIBHOW OpraHW3alMd TpyJa U METOJAbl  TOBBIIIECHUS  €ro
3 PEKTUBHOCTH;

OCHOBBI YNPABJICHUSI BPEMEHEM;

0coOeHHOCTH OGOpMJICHHS IUIAaHUPOBIIMKA (HA ODJIGKTPOHOM U OyMaKHOM
HOCHUTEIISX);

ocobeHHocTH (hopMupoBaHus 0a3 JaHHBIX B 00pa30BaTEILHOM YUPEKICHUH,

MOpsIOK 0(hOPMIICHUS TOKYMEHTOB JIJI KOMaHIUPOBKU U OTUYETHBIX TOKYMEHTOB TIO
KOMaHIUPOBKaM PaObOTHUKOB IITKOJIHI;

MOPSAZIOK pabOThI C JOKYMEHTAMH, CXEMbI IOKYyMEHTO000pOTa;

nopsiiok popmupoBanust u 0HOPMIICHUS JIET;

npaBuia BEJICHHUs, MOJArOTOBKH U O(OpPMIIEHHS MPOTOKOJIA U APYTUX JTOKYMEHTOB,
CO3/1aBa€MbIX B MPOIIECCE MOATOTOBKU COBEIIAHUM MPU AUPEKTOPE;

MpaBujia BbIJJAYM U UCTIOIB30BAaHUA JOKYMEHTOB U3 CPOPMUPOBAHHBIX JEII;

MpaBuJjia JIeJI0BOro OOIIEHHUS], IEJI0BOTO STUKETA;

IpaBuiia JOKyMEHTAlMOHHOTO OOECIeueHus JIeATENIbHOCTH 001Ie00pa3oBaTeabHON
OpraHu3allny;

MpaBuUJia 3alIUThl KOHPUIEHIMAIbHON HHpOpMaLnu;

MpaBuja OpraHU3alli KOHTPOJIA HCIIOJIHEHHS JOKYMEHTOB W THIIOBBIE CPOKH
WCIIOJIHEHUSI IOKYMEHTOB;



MpaBuiia OpraHu3aluy IpUeMa MOCETUTENEH B IIKOJIE;

MpaBujia MOJArOTOBKU U MEpeIayuu Jell B apXUB 00pa30BaTEIbHONW OpraHu3allluu;

MpaBuiia MOJICPKAHUS U Pa3BUTUS MEXKITMUYHOCTHBIX OTHOIICHHUI;

MpaBuJia MOJMUCAHUS U YTBEPKICHUS JOKYMEHTOB;

npaBuiia padoThl ¢ BXOIAIIMMHU, UCXOAAIIUMHI U BHYTPEHHUMU TIOKYMEHTaMU;

IpaBuiia peYeBOro ITHKETA,;

npaBUjia CEPBUPOBKU YalHOrO (KO(eiHOro) cTojda, MPUTOTOBICHUS U TOAAYU
rOpsiYMX HAMUTKOB;

MpaBujia COrIACOBAHUS JOKYMEHTOB IIKOJIbI (BHYTPEHHETO U BHEIIIHETO);

MpaBujia COCTABJIICHUS AQHAIUTUYECKUX CIPABOK IO KOHTPOJIIO MCIHOJHEHUS
JIOKYMEHTOB;

mpaBuia  cocTaBlieHuss U odopmiieHuss — MHPOPMALMOHHO-CIIPABOYHBIX,
yIpaBICHUECKUX TOKYMEHTOB U CITY>KEOHBIX MHCEM;

NpaBUjia COCTABJIEHUS OPraHU3alMOHHBIX JOKYMEHTOB (IIPUKA30B, IOJIOKEHUH,
MHCTPYKLMI);

IpaBuja YCTAaHOBJICHUS KOHTAaKTa, IMOIJAEPKAHUS MU Pa3BUTUS MEXKIMYHOCTHBIX
OTHOIIICHUM;

mpaBuia XpaHEHUs [ed, MPUKA30B, B TOM YHUCJIE JTOKYMEHTOB OTPaHUYEHHOTO
J0CTyTa;

MpaBOBbIE OCHOBBI YIIpaBiCHUS (OCHOBBI AJIMHUHHUCTPATUBHOTO, TPYIOBOTO W
IPa)KJaHCKOTO IIpaBa);

MPUHIMUIIBI U TpaBUIIa IJIAHUPOBaHUS padOYero BpEMEHH;

NPUHLHUIBI,  CHOCOObl  MH(QOPMHUpPOBaHUS  PAOOTHUKOB  0OpPa30BaTEIbHOTO
YUPEKIACHHUS;

PYKOBOJSIIMN COCTAB MIKOJIBI U €€ TI0Ipa3/IeIICHHI;

CUCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000POTa;

COBpEMEHHBIC MH()OPMAITMOHHBIE TEXHOJIOTHH PabOThHI C TOKYMEHTaAMU;

COCTaB OPTaHU3AIMOHHON TEXHHUKH, €€ YCTPOUCTBO U TOPSAIOK pabOTHI C HEWH;

cnenn(rKy OCHOBHOM NIESATEIBHOCTH 00111e00pa30BaTeIbHON OpraHU3aINN;

CTaHAAPThI U PEKOMEHIAIMH 10 000PYI0BAHUIO TOMELIEHUSI IPUEMHOM;

CTPYKTYpY IWIKOJbI, TMOPSAOK B3aUMOJECHCTBUS MOJPA3LACICHUA M CIIyXKO,
pacnpeneneHue GQyHKIUNA MEXAY CTPYKTYPHBIMU MOJPA3ACIICHUAMY;

(dbyHKIMH, 3a7a9u 001Ie00pa3oBaTeIbHON OpPTaHM3alluN, €€ CBS3HM 0 BEPTUKAINA U
TOPU30HTAIIH;

HaIpaBJICHUS NEITeILHOCTH MIKOJIBI U KOMIIETEHIIUU CTPYKTYPHBIX MOIpa3AcICHUN
Y JOTHKHOCTHBIX JTHUIL;

oOpaslbl TMOANHUCEW JIMI, HMEIOIIMX MpaBO MOJANUCAHUS U  YTBEPKICHUS
JOKYMEHTOB, U OTPAHUYEHUS UX 30H OTBETCTBEHHOCTH;

Teae(POHHbIE KOHTAKTHI JUPEKTOPA IIKOJIBI;

TpeOOBaHUS  OXpaHbl  TPyJa, NPOU3BOJCTBEHHOW CaHUTAPUHU, IMOKAPHOU
0C30MacHOCTH;

TpeOOBaHMsI, MPEIBIBISIEMbIE K JOKyMEHTaM B COOTBETCTBHU C HOPMATHUBHBIMU
aKTaMM U TOCYJapCTBEHHBIMU CTaHAAPTAMU;

TpeOOBaHMsI, IPEABSIBISIEMBIC K YIIpaBIeHUECKOU HH(OpMaIuy;

(hopMbI TpeIOCTaBICHUS YIIPABIEHYECKON HHPOpPMALINU;



(yHKIMHA CaMOMEHEDKMEHTA;
ATUKY JIEJIOBOTO OOIIECHMS, STUKET.
1.9. Cekperapb J0KEH YMETh:

aHAJIM3UPOBATH MPUYMHBI HEBBITIOTHEHHS 32124,

BECTH M HMCMOJb30BaTh B paboTe 0a3zy AaHHBIX TeIE(POHHBIX KOHTAKTOB JAUPEKTOpA
IIKOJIBL;

BECTH CPOKOBYIO KAPTOTEKY;

BECTH YUYETHbIE PETUCTPAIIMOHHBIE (POPMBI, UCTIOIB30BATh UX I HH(OPMALMOHHOMN
paboThl ¥ pabOThl MO KOHTPOJIO MCIOJHEHUS PEIICHWH M NPUKA30B JTUPEKTOpa
o011eo0pa3zoBaTeIbHON OpraHU3aIuy;

BHOCUTh M OTCIIEKUBaTh HWHQPOPMALMIO HA DJJIEKTPOHHOM W/UIU OyMa)KHOM
HOCHTEJIE;

BbIOMpaTh ONTHMAaJbHBIE CHOCOOBI HMH(MOPMHUPOBAHUS PAOOTHUKOB  IIKOJIBI,
oOyyarommxcs W MX poauTenedl (3aKOHHBIX MpEICTaBUTENCH), BBIIIECTOSIINE
OpraHM3aINHU O IJIAHUPYEMbBIX MEPOIPHUSITHSIX;

BbIOMPATh ONTUMAIILHBIA PUTM PAOOTHI;

JIOKYyMEHTHPOBATh pa3Hble JTambl MPOLEAYpPhl TOATOTOBKM U  TPOBEICHUS
COBCIIIaHUM;

WCIIOJIb30BaTh COBPEMEHHBIE CpElICTBa cOopa W 00pabOTKM KOHTPOJIHHOU
nHpopmaIuy;

MCIIOJIb30BaTh COBPEMEHHBIE TEXHOJIOTUH cOopa U nepenayu nHpopmanuu;

MCIIOJIb30BaTh CIIPABOYHBIE ITPABOBBIE CHCTEMBI,

MCIIONIb30BaTh CPEICTBA KOMMYHUKAIMU JUId Tepeadyd MOpYYeHH JUpeKTopa
IIKOJIBI;

WCIIOJIb30BaTh CPEACTBA KOMMYHUKAIIMOHHOM OPITEXHUKH MJIs TOJY4YEHUS W
nepeaadn uHpOpMaInm;

WCIIOJIb30BaTh YCTAHOBJICHHBIC TPaBWJIa W MPOLEIYPhl KOMMYHUKAIUU BHYTPHU
o01reo0pa3zoBaTeIbHON OpPraHU3aINY;

WCTIONb30BaTh O(MUCHBIA MaKeT (TEKCTOBBIM pPENaKTOp, SIEKTPOHHBIC TaOIUIIBI,
MIPE3EHTALUN );

obecnieunBaTh MHMOOPMALMOHHYIO OE€30MACHOCTh JEATEIBHOCTH 00pa30BaTeIbHON
OpraHM3aINH;

oOecrieunBaTh KOH(PHUICHIINATHFHOCTh B MPUEMHON U KaOMHETE TUPEKTOPA;

oOecrieuynBaTh pabOTy MPUEMHOM TUPEKTOPA BO BpEMs €r0 OTCYTCTBHUS,

o0ecreuynBaTh COXPAaHHOCTh JTOKYMEHTOB, XPAHSIIMXCS B MPUEMHON W KaOWHETE
TUpeKTOpa 001eoopa3oBaTeIbHOW OPTaHU3allNH;

OKa3bIBATh MTOMOILb JUPEKTOPY LIKOJBI B pacIpeieIEHUU ero pabovyero BpeMeHH;

ONpeNeNsTh MPUOPUTETHOCTh U OYEPENHOCTh BBIMOIHEHHUS padoT U 3()PEeKTUBHO
pacrnpenensith pabouee Bpems;

OpPTraHM30BHIBAaTh U 00ECIIEYNBATh JTMYHBIC KOHTAKTHI JUPEKTOpa 00pa30BaTEIbHOMN
OpraHu3allny;

OpraHU30BbIBATH MIPOIIECC TTOATOTOBKH K ITPOBEICHUIO COBEIIAHUS TIPHU TUPEKTOPE;

OCYIIECTBIIATH KOHTPOJIb UCTIOJTHEHUS IOPYUYCHUN TUPEKTOpa PAOOTHUKAMHU IITKOJIBL;

OCYIIECTBIATH 00padOTKY U CTPYKTYpHpOBaHHE HHPOPMALIUY;

OCYIIECTBIISITh pacrevyaThiBAaHHE U KCEPOKOIIMPOBAHNUE;



OCYUIECTBJISITh MPOBEPKY JIOCTOBEPHOCTH, IMOJHOTHI U HENPOTUBOPEUYUBOCTU
JaHHBIX, UCKJIIOYEHUE NyOIMpOBaHus HH(OpMAIIIH;

OCYIIECTBIATh PETUCTPALMIO, HAKOIUIEHHWE M Ieperady, CUCTEMATU3HMPOBAHHOE
XpaHEHUE U BblIauy UHGOpMaluu B TpedyeMoit hopme;

OCYIIECTBJIATh CcOOp, 00paboTKy uHMOpMAIMK, HEOOXOIUMON ISl JUPEKTOpa
IIKOJIbI, €€ aHaJiu3 B COOTBETCTBUM C TPEOOBAaHUSIMU KPATKOCTHU, YETKOCTHU
(GOpMyJIUPOBOK, CBOEBPEMEHHOCTHU IOCTYIUIEHHS, TOYHOCTU U JOCTOBEPHOCTH,
ONTUMAJIbHOCTH CUCTEMATH3AIUH, HEITPEPHIBHOCTH cOOpa U 00pabOTKH;

OCYUIECTBJISTh CUCTEMATH3ALIMIO MTOTYYaEMBbIX U TIEPE/IaBACMbIX JIaHHBIX;

0(pOpMIISITH KOMAaHAUPOBOYHbBIE JOKYMEHTHI;

OLICHUBATh PE3yJIbTAThl B paMKaX MMOCTaBJICHHBIX 33]1a4;

nepeaaBaTh HHGOPMAIIHMIO, JOKYMEHTBl U MaTe€pHasibl yYaCTHUKAM COBEIIAHUS TPU
IUPEKTOPE;

neyaraTh U PeIaKTUPOBATh TEKCThI CIYKEOHBIX JOKYMEHTOB;

M0JIb30BaThCS NIepU(EPUITHBIMU YCTPOHUCTBAMH U OPTTEXHUKOI;

MOJIb30BaThCSl YHU(DUIIMPOBAHHBIMH (POPMaMU JJOKYMEHTOB;

MOJIb30BATHCS AJIEKTPOHHOM ITOYTOM;

MPEIOCTABIATE JaHHBIC B €IUHOM M YO0OHOM JJisi BOCHIpUATHS (hopmMare;

MPUMEHSATh B COOTBETCTBHM C HA3HAUYCHHEM CPEJICTBA OPraHU3AIMOHHOW TEXHUKH,
KaHLESIPCKUE TPUHAJIC)KHOCTH;

MPUMEHSTH UH(OPMALIMOHHO-KOMMYHHUKALIMOHHBIE TEXHOJIOTHH;

MPUMEHSATH CIIOCOOBI J1€JI0BOTO OOIICHUS;

MPUHUMATH MEPHI 10 Pa3pelIeHUI0 KOH(DIUKTHBIX CUTYAIHI;

MIPOU3BOAMUTH MOATOTOBKY Jed JUlsl Mepeiadyd B apxuB o01eo0pa3zoBaTeIbHON
OpraHu3alluu;

MPOU3BOANTh TMOUCK HH(pOpManuu B 0a3ax MaHHBIX, BECTH HH(POPMAIMOHHO-
CIIPaBOYHYIO PabOTy Ha OCHOBE Pa3IMYHBIX KOMOMHAINI MOUCKOBBIX MPU3HAKOB;

paboTaTh ¢ EpPCOHATBHBIM KOMIBIOTEPOM (HOYTOYKOM), KaTajoramu (TamkaMmu) u
(aiinamu, CKaHEpOM;

paboTath ¢ BXOJAIIEH, HCXOIAIIEH, BHYTPEHHEN TOKyMEHTaUueH;

pabotatb ¢ uH(poOpManued, AaHATU3UPOBATh W  TPEICTABIATH €€ B
CUCTEMATU3UPOBAHHOM BUJIE, B BUJI€ CBOAHBIX JOKYMEHTOB;

paboTaTh co BCel COBOKYNMHOCTbIO HH(OPMAIIMOHHO-I0OKYMEHTAIIMOHHBIX PECYPCOB
o0Opa3oBaTeIbHOM OpraHu3allNy;

pa3zpabaThiBaTh HOMEHKJIATYPY JEJN IIKOJBI C YYETOM JACHCTBYIOIIMX HOPMATHBHO-
METOANYECKUX JTOKYMEHTOB;

paccTaBiIsATh NPUOPUTETHI, BBIIEISATH BaXKHOE U CPOUHOE;

CIJIaXKUBaTh KOH(DJIMKTHBIE U CIIOKHBIE CUTYAIIMH MEXKIMYHOCTHOTO OOILIEHNUS;

CEepBUPOBATH YalHBIN (KO(eiHbIN) CTOT BO BpeMs MPOBEACHUS KoJe-Tay3;

cOOJI0IaTh CIIYKEOHBIN ATUKET, MPaBUiia JEJIOBOr0 TUKETA U MPOTOKOJIA;

co3/71aBaTh UMUK CEKpETaps, COOTBETCTBYIOIINN UMUK IITKOJIBI;

co3gaBaTh M MOJJCPKUBATh  TOJOXKHUTEIBHBIM UMUK  0O0pa3oBaTeIbHOU
OpraHu3allny;

CO3/1aBaTh yclIOBHs, obecreurnBaronne 3¢ HeKTUBHYI0 padoTy AUPEKTOpPa;



COCTaBIIATh U OPOPMIIATH HOPMATUBHBIC AKThI, OPTAHU3AIIMOHHBIC U METOAMYECKUE
JOKYMEHTBI, CBOJIHBIC, OTYETHBIE, CTATUCTHYECKUE JTOKYMEHTHI;

YOPAaBISATh KOHPJIUKTAMU;

YCTaHABJIMBATH IIEJIH, OTIPEIEIATh UEPAPXHIO LIETIeH;

YUUTBIBATh ICHUXOJOTMYECKHE OCOOCHHOCTH JIMYHOCTU TPU pPa3iIMyYHBIX BHIAX
npodeccruoHaIbHOTO OOIICHHUS,

BbIOMpATh U OPOPMIIATH TUIAHUPOBILUK;

dbopMupoBaTh U OQPOPMIIATH JIEJIa B COOTBETCTBUU C YTBEPKACHHOM HOMEHKIATYPOI
1es 00111e00pa3oBaTebHON OpraHU3altu.

1.10. Cekperapp 10K€H OBITH O3HAKOMIIEH C JOJKHOCTHOM MHCTPYKILMEH CeKpeTaps
PYKOBOJAMTENS IIKOJBI, pa3paboTaHHO ¢ ydeToMm mpodcTaHaapTa, 3HaThb U COOMIOAATH
YCTaHOBJICHHBIE TIpaBWJIa W TPeOOBaHMS OXpaHBl TpyAa W TOXAPHOW O€30MMacHOCTH,
npaBuja JIMYHOM TUTHEHbl M THTCUMEHBl TpyAa B 00pa3oBaTEeIbHOM YUPEKICHHH.

1.11. Cexperapb I0JKEH NPONTH 00ydeHHE U UMETh HABbIKM OKa3aHUs MEPBON MOMOIIIH
noctpaaasmumM, cobmonate Kousenmmio OOH o mnpaBax pebeHka, 3HaTh MOPSAOK
JeMCcTBU TPU BOZHUKHOBEHUU TOXKapa WM UHOW YPe3BBIYAHON CUTYaIlH U IBaKyallHH.

2. TpynoBbie pyHKIUM

OcHogubimu mpyoosviMu QYHKYUAMU CEKpemapsl sA6aI0mcsi.

2.1. Opranu3zalMoHHOE, TOKYMEHTAIMOHHOE U HH(GOPMAIIMOHHOE O0ecTieueHue
AESITeIbHOCTU AUPEKTOPA IIIKOJIBI:

2.1.1. Oxa3zanue NOMOIIU AUPEKTOPY B INIAHUPOBAHUHU pabOYEro BPEMEHHU.

2.1.2. [InanupoBanue paboyero JHs CEKpeTaps.

2.1.3. Opranuzanus TenepoHHBIX MEPEroOBOPOB AUPEKTOPa 00I11e00pa30oBaTEIHLHON

OpraHH3aluu.
2.1.4. Opraau3zanms pabOThI C MOCETUTEIISIMU B TIPUEMHON TUPEKTOPA.

2.1.5. Opraau3zanusi NOArOTOBKH MEPOIIPUATHIA C YHACTUEM TUPEKTOPA.

2.1.6. Opranusanus UCIOJIHEHUS PEUICHUI U OCYIIECTBICHNE KOHTPOJIS UCIIOTHEHUS
MOPYYECHUM TUPEKTOPA.

2.1.7. Opranuzanus u noanepxanue pyHKIHOHAIEHOTO pabovero MpocTpaHCcTBa
MIPUEMHOI 1 KaOWHETa TUPEKTOpA.

2.1.8. CocrtaBnenue u opopMIICHUE YIIPABICHUYECKON TOKYyMEHTAIUH.

2.1.9. Opranuzanys paboThl ¢ JOKyMEHTaMH B PUEMHON AUPEKTOPA IIKOJIBI.

2.1.10. Opranuzanus xpaHeHUs TOKYMEHTOB.

2.1.11. Obecnedyenue gupeKTopa 0oIe00pa3oBaTEeILHON OpraHu3aIui HHpopMaIue.
2.1.12. Opranuzanus nHGOPMAITMOHHOTO B3aUMOJICHCTBUS IUPEKTOPA C pAaOOTHUKAMHU.
2.1.13. Oprannsanus KOMaHIAUPOBOK JUPEKTOPA U COTPYIHUKOB.

3. J10/15KHOCTHBIE 00SI3AHHOCTH CEKpeTaps B IIKOJIE

3.1. B pamkax TpyaoBoi (VHKIMH OKa3aHUs I[OMOIIM JIUPEKTOPY B IUIAHWUPOBAHUU

pabodero BpEMEHM:

MHPOPMUpPYET  JIUPEKTOpa 00pa3oBaTEIbHOM OpraHM3allMd O  pErjJaMeHTe
HAaMEUEHHBIX  BCTpEY, COBEUIAaHUMM W  3acelaHuil, NEeAArOrM4eCKUX COBETOB,
OONIEIIKOIbHBIX U UHBIX MEPOTIPUSITHIA;



Npeaynpexaaer o  MNPUONMKEHUHM BPEMEHH  HAMEUEHHBIX  MEpPOIpPUSTH,
COTJIACOBBIBAET BPEMEHHBIE TUIAHbI;
. COTJIacOBBIBAE€T TeNe(OHHBIE MEPErOBOPhl C MPEACTABUTESIMU  BBIIIECTOSLIUX

OpraHu3alui, C MOMEYUTEISIMU, PYKOBOAUTEISIMA UHBIX 00pa30BaTebHbBIX YUPEKICHUM;

. COTJIACOBBIBAET BCTPEUH U MEPOIPHUSITHUS C COTPYIHUKAMU IIKOJIBI U MPO(COIO3HBIM
KOMHUTETOM, C POIUTEISIMU W  POAUTEILCKHUM KOMHUTETOM, PYKOBOIUTEISIMU
METOJUYECKUX O0BEINHEHHM, C COBETOM YYalllUXCsl U UHBIMH COBETAMH U KOMUTETaMU
o011e00pazoBaTeIbHON OpraHu3aluy;

(dbopMHpyeT pe3epB BpEMEHHU ISl HEIPEIBUICHHBIX CUTYAIIHI;

. BHOCHUT MH(POPMAITHIO B TUTAHUPOBIIUK (OpraHaisep).
3.2. B pamMKkax TpyJ10Boi (QYHKIIMH IJIAaHUPOBAHUS pab0dero JHS cEKpeTaps:
. COTJIACOBBIBACT IUIAaHBI C TIUTAHAMH W CpPOKaMu  paboOThl  JAUPEKTOpa
o011eo0pazoBaTeILHON OpPraHU3aIUY;
. pacnpenenser pabodee BpeMs (Ha ACHb, HEJIEIIO, TICPCIIEKTURY );
. MIEPEHOCHUT HEBBITIOJIHEHHBIE 3allJIJaHUPOBAHHBIE 3a]1a4H;
. BBINOJIHSCT TUITHYHbBIE €KCIHEBHBIC Ca;
. BBIOMpAET U 0POPMIISIET TIIAHUPOBIIUK CEKPETAPS;
. BEJICT THEBHUK (HA DJIEKTPOHHOM U /WM OyMaKHOM HOCHUTEIE).

3.3. B pamkax tpya0oBoU HYHKIIMH OpraHu3anuu TejaedOHHBIX IIEPETOBOPOB JIUPEKTOPA:

. BeJleT 06a3y Tene(OHHBIX KOHTAKTOB PYKOBOUTEIS IIKOJIBI;
COCIUHSET JTUPEKTOpa  00pa30BaTENbHOM  OpraHu3alud ¢ KOHKPETHBIMHU
a0OHEHTaMU,
PETUCTPHUPYET MOCTYMAIOIINE B IPUEMHYIO Telle()OHHbBIE 3BOHKHU;
MIEPEHAIPABIISIET OTJCNbHbIE TeJIe(OHHBIE 3BOHKH 3aMECTUTENSIM TUPEKTOPA;
MoJlydaeT HeoOXomuMyr HWHGOPMAIMI0O U TepelacT CaHKIMOHHPOBAHHYIO
nH(popMarmio 1Mo Teiaehony;
. YCTaHABIMBAET KOHTAKT C COOCCEIHUKOM, IOJJCPKUBACT M Pa3BUBACT JICJIOBYIO
Oeceny B mpoliecce TeIePOHHBIX TIEPETOBOPOB.
3.4. B pamkax TpyaoBod (YHKIIMM OpPraHU3aldyd paboThl C MOCETUTENSIMH B IPUEMHOU

AUPCKTOpA:
° OpPraHnu30BbLIBACT JINYHBIN 1810)%(S)%1 MoCeTUTEeICH JAUPCKTOPOM IIKOJIBI,
° YCTAHABJIMUBACT MOPAAOK IIpUCMaA JIA Pa3JIUMIHBIX KaTeFOpI/Iﬁ HOCGTI/ITGJIeﬁ;

BEJET JKypHaJl TpeABapUTEIbHON 3allMCU Ha TpPUEM, >KypHAJl MOCEUICHHH,

PETUCTPUPYET MOCETUTEIIEH;

. COJICHCTBYET OIEPATUBHOMY PACCMOTPEHHUIO Kaino0, MpPochd W TMPEIIOKEHUN
COTPYJHMKOB  0OIIeo0pa3oBaTeIbHOW  OpraHM3ald,  poAWUTENeH  (3aKOHHBIX
npeacTaBUTeNel) 00y4arOINXCs, HHBIX TOCETUTENEH;

. OCYUIECTBJISIET MPUEM JIMYHBIX 3asBJICHUN COTPYJHUKOB, OOYYaIOIIUXCS M HX
poautenei (3aKOHHBIX MPeICTaBUTENEH );

. OpPraHM30BBIBACT TPHUEM TPEACTABUTEICH OpraHu3aluil, SBISIOMUXCS MedaMu

IIKOJIbI, YJICHOB MOMEYUTEIHCKOTrO COBETa, MapTHEPOB 00pa30BaTEeNIbHON OpraHU3aluu U

T.J.;
cepBHpYeT YaiHbIi (Ko(elHblii) CTON B KAOMHETE TUPEKTOPA;



. MPUHUMAET MEpPhl MO COXPaHEHUIO KOH(UACHIMATLHONW HWH(pOpMAIUU B XOJE
npueMa TIOCETUTEICH M WX HaXOXKACHUS B TMPUEMHOM U KaOWHETEe JgupeKTopa
o011eo0pa3zoBaTeIbHON OpraHU3aIuy.

3.5. B pamMKkax TpyaoBOil ()YHKIIMHM OpraHU3allMd HOJATOTOBKHM MEPONPHUITHI C y4aCTHEM

MPEKTOpA:

. UHPOpMUpPYET paOOTHUKOB O HAMEUYAIOIIEMCSl COBELIAHUH, IMEACOBETE, HHOM
MEpPOIPUATUY;

. NOJrOTaBIMBACT M BBIBEUIMBACT HA HMH(DPOPMAIMOHHBIA CTEHJ TOBECTKY [HS
MEpOIPUATHUSA C YIACTUEM JUPEKTOPA;

. IIOMOTaeT B NOATOTOBKE JOKJIAaJa AUPEKTOpAa IIKOJbL, MPE3ECHTALMOHHBIX
MaTEepHUAJIOB;

. pacchlIaeT NpUTIalIeHUs JTUaM, IPUTIalleHHbBIM Ha OOIIEIIKOIbHOE MEPOIIPUSITHE.

3.6.B paMKax TpYJA0BOMU (.bVHKHPIPI OpraHM3allMyi MCHOJHEHUS PEIICHUM, OCYIICCTBICHUS
KOHTPOJISI UICIIOJIHEHMS TTIOPYUYCHUN JUPEKTOpA:

. JOKYMEHTAJIbHO 0(hOPMIISIET PEIICHHUsI AUPEKTOPA MIKOJIbI (TIPUKAa3bl);

. JOBOJMT JI0 CBEJIEHUS] paOOTHUKOB 0011€00pa30BaTEIBHOIO YUPEKICHHSI PUKA3hl U
pacnopsLKEHUs AUPEKTOPA;

. KOOPJIUHUPYET ACATEIBHOCTD 110 UCIIOJHEHUIO PEIIEHNN TUPEKTOPA;

. BEAET CPOKOBBIM TEKYIUU U IPENYIPEAUTEIbHBIN KOHTPOJIb;

. MPOBEPSIET UCIIOJHEHUE NTOPYUYEHNN TUPEKTOPA B YCTAHOBIICHHBIN CPOK;

. MPEeAYNPEXIAeT COTPYAHUKOB OO0 HCTEYEHUM CpPOKa WCIOJHEHUS] MOpYyYEeHUN
IUPEKTOPA;

. (buKcHupyeT UCIIOTHEHNE TIOPYYeHUI;

. COCTAaBJISIET OTYETbl M AHAJUTUYECKUE CHPABKU O BBIIOJHEHUM MOPYYEHUH U

penieHnii TupeKkTopa 001meo0pa3oBaTeIbHOM OpraHN3aIIH.
3.7. B pamkax TpyaoBoW (DVHKIIMYM OPraHu3aliyi W IOJUIEPXaHUd (hYHKIIMOHAJIBLHOTO

pa60qer0 MPOCTPAHCTBA IPUEMHOU U KaOMHETa AUPECKTOPA.

. OpPTraHU30BHIBAET TMPHUEMHYI0 TUPEKTOpa B COOTBETCTBHM C TpeOOBaHUSIMHU
SPTOHOMHUKH U KYJIbTYpPHI TPYa;
. OCYILIECTBIISIET KOHTPOJIb oOecrieycHUs JTUpEKTOpa KaHIEISIPCKUMU
MPUHAJICKHOCTSIMU, CPEJACTBAMH OPraHU3AIIMOHHON TEXHUKH;
. yXa)KMBAET 32 KOMHATHBIMU PACTCHUSIMU B PUEMHON U KaOWMHETE JUPEKTOpA.
3.8. B_pamkax TpyaoBoW (YHKIHMHU COCTaBjIeHUS M 0hOpPMICHHUS VIIPABICHYECKOMN
JIOKYMEHTALUHN:
. COCTaBIIICT  MPOCKTHI  PACTOPSAUTCIBbHBIX  (MPHWKA3bl, PACHOPSDKCHUS) |

MH(OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB (CITy»KEOHBIC MHChMA, CIIPABKU, TOKIATHBIC
U CITyKeOHbIE 3aMKICKN);

. COCTAaBJISIET Pa3IMYHbIE MMMChMa, 3alPOChl, TOTOBUT OTBETHI aBTOpaM OOpallleHui Mo
MOPYYEHUIO AUPEKTOPA IIKOJIBI;

. neyaTaeT ciy>keOHbIe IOKYMEHThI U IpyTUe MaTepuarbl;

. Pa3MHOXAET CITy)KEOHbIE TJOKYMEHTHI;

. KOHTPOJIUPYET MPOXOXKJAECHUE AOKYMEHTOB B 00I€00pa30BaTEIbHON OpraHu3alnuu

(cormacoBanue, MOANMUCAHUE U YTBEPKICHUE JJOKYMEHTA).
3.9. B pamkax Tpya0BoU HYHKIIMH OPraHu3anuy PadOThI ¢ JIOKYMEHTAMU B MPUEMHOM:




MOJy4aeT, MPEABAapPUTEIIBHO  PAacCMaTpuBaeT W COPTUPYET  JTOKYMEHTBI,
MOCTYTAOIINE B MPUEMHYIO JUPEKTOpPa 00pa30BaTEIbHOTO YUPEKICHUS;

° IMOAr0oTaBJIMBACT NOKYMCHTHI AJISA pAaCCMOTPCHUA TUPCKTOPOM;
° BCACT YUCT JOKYMCHTOB, IMIOCTYIIAOIINX HAa UM JUPCKTOPA IMIKOJIbI,
° B COOTBCTCTBUHM C YKa3aHHUAMU JUPCKTOpA OPraHU30BBIBACT IIEpPCAady AOKYMCHTOB

UCTIOJHUTENSAM (KOHKPETHBIM COTPYAHHMKAaM) JJIsl MCIOJb30BaHUs B Ipolecce padoThl
100 17151 MOATOTOBKH OTBETOB;

. COCTABJIIET M MPEJOCTaBIsICT B YCTAHOBJIICHHBIE CPOKM B OpraH YINpaBJICHUS
o0pa3oBaHus CIUCKH BCEX KJIAcCOB (KOHTHMHTE€HTa 0Opa30oBaTeIbHOM OpraHU3alluu) U
CIIMCOK BCEX MpernoJiaBaTesiel Kaxa0ro yueOHoro roja;

. OTIEPAaTUBHO BHOCHUT TEKYyIIHME W3MCHECHHS B COCTaB KOHTHHICHTA YydYaIluxcs,
MeIarOTUYECKUX M IPYTUX PAaOOTHUKOB 0011e00pa30BaTeIbHON OpraHu3aIuy;

. oopMIISeT TWYHBIC JeNia ACTeH, IPUHIATHIX Ha 00y4YeHHe B 00111e00pa3oBaTeIbHYIO
OpraHu3alIluIo;

. BeJIeT ayi(paBUTHBIN KYypHAJ BCEX YUAIIUXCS;

. co3maeT W BeAeT 0a3dy JaHHBIX JIOKYMEHTOB, IPOBOJUT HH(POPMAIIMOHHO-
CIIPaBOYHYIO padoTy;

. KOHTPOJIUPYET UCTIOJHEHNE TOKYMEHTOB M TIOPYUYCHUN TUPEKTOpa 00pa3oBaTeIbHOM
OpraHu3alluu.

3.10.B paMKax TPYJOBOM d)VHKI_[I/II/I OpraHu3aliii XpaHCHUA JOKYMCHTOB!

. KOPPEKTUPYET HOMEHKJIATYPBI JeJl CeKpeTapsi U TUPEKTOPA LIKOJIBI,

. dbopmupyeT u 0hOopMIISIET JIesIa TOCTOSTHHOTO, JI0JITOBPEMEHHOTO CPOKOB XPaHEHUS;

. MOJITOTABIMBACT U MEPEACT JIesia B apXUB 00I11e00pa30BaTeIbHON OpraHnu3alInu.

3.11. B pamkax Tpy/10BO# QYHKIIMK 0OecriedeHus] AMPEKTOPA IMIKOJbI MHPOpMaIIeH:

. cobupaer u mepepabarbiBaeT WHPOPMAIMIO, HEOOXOAUMYIO JJIA TPUHATHSA
000CHOBAHHBIX yMPABIECHYECKUX PEIICHUM;

. MPOBEPSIET TOCTOBEPHOCTH, MOJTHOTY M HEMPOTUBOPEYUBOCTH JAHHBIX, UCKIIIOYAET
nyOnupoBanue nHGOPMAITUHY;

. MPEIOCTABIISIET IaHHBIC B €AMHOM M YAOOHOM JJIsi BOCTIPUSTHS (popMmaTe;

. BBISIBJISIET HauOoJiee 3HAYMMbIE KPUTEPUM CUCTEMATH3AllMM HHQPOPMAIUH st

co3gaHus 0a3 TaHHBIX;
dbopMHpyET U UCTIONB3YET 0a3y JaHHBIX B 0011€00pa30BaTEIHLHON OpPraHU3aIIIH.

3.12. B pamkax TpyaoBOW (DVHKIIMH OPraHU3aIMu WHGOOPMAIIMOHHOIO B3aAWUMOJICHCTBUS

JIMPEKTOPA C PAOOTHUKAMM:

. nHpopMupyeT pabOTHUKOB 00pa30BATEIHLHON OPTaHU3AIMHU O PEIICHUSX JUPEKTOPA,
COBEIIAHMX U 3aCE/IaHUsX, IEJarOTMYECKUX COBETaX U MHBIX MEPOIPUSATHUSX;

. 3HAKOMUT paOOTHHUKOB MO/ OJIMUCH C COOTBETCTBYIOIIUMHU JOKYMEHTaMU;

. OpraHU30BbIBACT 0OMEH MH(POpPMaLIUEN MEXKTY 3aMECTUTEISIMU JUPEKTOPA U UHBIMU
JOJKHOCTHBIMU JIMIIAMH 00111e00pa30BaTEIbHON OpraHu3allly;

. oroBemniaeT pabOTHUKOB O MPEACTOSIIIUX MEPOTIPUATHSX;

. BBI3BIBAET COTPYAHUKOB M O0YUAIOIIUXCS TIO MTOPYUSHHUIO JUPEKTOPA;

. nHQOpMUpPYET TUPEKTOpa 00 OOpamieHUsX COTPYJHHUKOB MO PAdOYMM U JIUYHBIM

BOTIPOCAM;



uHpopMUpyeT AUpeKTOpa 00 oOpalleHusIX 00yJaromXxcs, UX poauTeen (3aKOHHbBIX
Mpe/icTaBUTENEH ).
3.13. B paMkax Tpy0BOH (YHKIIMH OpraHU3aIlMi KOMaHIUPOBOK:

MOATOTABIMBAET MPOEKT MPHUKA3a O CIIYKEOHONW KOMaHIUPOBKE;

BBIMUCHIBAET KOMAHIUPOBOYHOE YJOCTOBEPEHHWE U PETUCTPUPYET €ro Impu
HEOOXOIMMOCTH;

HOJrOTaBJIMBAET JOKYMEHTHI K MOE3IKE;

YTOYHSIET JaTy, OJKHOCTH, (paMHUIIUU B MPOTrpaMMe KOMaHAUPOBKH.

3.14. BeinoyiHSET pa3jiUyHbIC OINEpPalMU C UCIOJIb30BAHUEM KOMIIBIOTEPHON TEXHUKHU
o TporpaMMamM, TMpEIHa3HAaYeHHBIM Il cOopa, o00pabOTKM U TPEAOCTaBICHUS
uHdopmanuu.

3.15. Ilpu ucnonb30BaHUU IIEKTPOHHOTO 00OPYIOBaHMUSA, B TOM YHCIIEe KJIABUATYPhI U
MBIIIM, €XKEIHEBHO Je3WH(UIUPYET HUX B COOTBETCTBUM C PEKOMEHAALUAMHU
NPOU3BOAUTENS OO C UCMOJIB30BAHUEM PACTBOPOB MIIM caj(eTOK Ha CIIUPTOBOW OCHOBE,
coaepaKalux HE MEHee 70% CIupTa.

3.16.Cobumotaet npaBuia UCIIOJIb30BAHUS CEeTH WHuTepHeT.

3.17. OGecneunBaeT 3alUTy TMpPaB U CBOOOJA YyYalIUXCs, POIUTENEH (3aKOHHBIX
MpeAcTaBUTENEl), paOOTHUKOB IIKOJIbI TIPU 0O0pabOTKE TMEepPCOHAIBHBIX JAHHBIX.

3.18. Ctporo cobmtogaeT KOHPHUISHINATLHOCTh IEPCOHATBHBIX TAHHBIX U TPEOOBAHUS
O 3aIIUTe U 0€30MACHOCTH MEPCOHANBHBIX JAHHBIX MIPHU WX 00pabOTKE, HEOMYIIEHNE X
pacnpocTpaHeHusl 0e3 coryiacus CyObeKTa MEePCOHANBHBIX JaHHBIX WIM HAJIWYUS JIPYroro
3aKOHHOT'O OCHOBAHMUSI.

3.19. CobGmrogaer KyJabTypy M ITHKY OOINECHHS C TMEPCOHAIOM O0pa3oBaTeIbLHOTO
YUpPEXKIEHHUs, OOYyYaloIUMUCS W  POAUTENSAMH  (3aKOHHBIMHU  IPEJICTABUTEISIMU),
MTOCETUTEIISIMH.

3.20. Ctporo cobmromaeT mpaBa U CBOOOABI AETeH, coaepxarmiuecs B DexepaibHOM
3akoHe «O0 obpazoBanuu B Poccuiickoit deneparum» u Konsenmmun OOH o mpasax
pebeHKa, SBISETCS MPUMEPOM IS ITKOJIHHUKOB.

3.21. UudopmupyeT nIupeKTopa, a Mpu ero OTCYTCTBUU — JIEKYPHOTO aIMHHHUCTPATOPA
0 HECUYACTHOM CJy4yae, MPUHUMAET MEpPbI M0 OKa3aHUIO MEPBOIl MOMOILIHU MOCTPAIaBIIUM,
BBI30BE CKOpoOH MEIUIUHCKON MOMOIIIH.

3.22. OcyuiecTBIsSIET CBOIO JESATEIBHOCTh Ha BBICOKOM MPO(ECCHOHAILHOM YpPOBHE.
3.23. OOGecneunBaeT COONIOICHUE YHCTOTHI W TIOPSAIKa HAa CBOeM pabodyeM MecTe.
3.24. Cekperapp IUPEKTOpa IIKOJBI COOTIOIACT TOJOXKEHUS JTaHHOW JOJDKHOCTHOM
WHCTPYKIIH, pa3paboTaHHON Ha OCHOBe Mpodcranmapta, YcraB u [IpaBuna BHyTpEHHETO
TPYJIOBOTO pacropsika 00pa30BaTEIbHOTO YUYPEXKJICHUS, KOJUICKTHBHBIA W TPYIAOBOU
JIOTOBOP, a TaK¥Ke JIOKaJbHbIE aKThI u IPUKa3bl PYKOBOJIUTENS.

3.25. IIpoxoaut B YCTAaHOBJIEHHOM 3aKOHOJATeIbCTBOM Poccuiickoii denepaunu
nopsiike oOydYeHHe M TPOBEPKY 3HAHUM W HaBBIKOB B 00JIaCTU OXpaHbl TpyJa,
WHCTPYKTaXH o OoXpaHe Tpyaa u MOKapHOU 0€30MacHOCTH.

3.26. CoOmomaer mpaBwia OXpaHbl TPyAa, TMOXKAPHOW M AJIEKTPOOE30MACHOCTH,
CaHUTAPHO-TUTUEHUYECKUE HOPMBI M TPeOOBaHWA, TPYJOBYIO TUCIHUIUIMHY Ha paboueM
MecTe U pexuM pabOThl, YCTAaHOBJICHHBIH B O00IIE00pa30BaTEIBLHON OpraHU3AIIHH.

3.27. Tlepuoanuecku MPOXOIUT OECIUIaTHBIE MEIUIIMHCKUE 00CIIeI0BAHUS, TTOBHIIIACT
CBOIO MTPO(PECCHOHATBHYI0 KOMIIETEHITHIO.



3.28. Cekperapiro  3ampemiaeTcss  HWCIOJIb30BaTb  HEHWCHIpPAaBHYIO  MeOelb,
AJIEKTPOOOOPYIOBAHUE, 3JIEKTPONPHOOPHI, KOMIIBIOTEPHYI0 M HHYIO OPITEXHHUKY WIIN
obopynoBaHue u MeOeIb C SBHBIMH IPU3HAKAMU TOBPEKICHUS, KYPUTh B ITOMEIICHHUSIX U
Ha TeppuTOpuH 00I1Ie00pa30BaTEIHFHON OpraHU3aINH.

4. IIpaBa

CekpeTapb AMPEKTOpPa UMEET MPaBO:

4.1. Ilonyyatp unpopmalrio, B TOM 4Hcie U KOHQUIEHIMATBHYIO, B 00beMe,
HEOOXOAMMOM JJIsl PeLICHHsI TOCTABJICHHBIX 3a7ay.

4.2. 3anpamuBaTh JIMYHO WIH MO MOPYYEHUIO JUPEKTOPa OT paOOTHUKOB

001e006pa3oBaTeIbHON OpPTaHU3aMH HHGOPMAITHIO B IOKYMEHTBI, HEOOXOIUMBIC IS
BBITIOJIHEHHUS €T0 JIOJDKHOCTHBIX 00S3aHHOCTEH.

4.3. TpeGoBaTh OT AAMUHUCTPALIMH IIKOJIbI CO3/IaHUSI ONTUMAIIBHBIX YCIOBHM TS
BBITIOJIHEHUS CITY>KEOHBIX 00S13aHHOCTEN U COXPAHHOCTH BCEX JOKYMEHTOB,
00pa3yIoluXxcs B pe3yJIbTaTe AESITEIbHOCTH CEKPETaps.

4.4. ITpyuHuMaTh pelIeHus B Ipeiesax CBOe KOMIIETEHIIUH.

4.5. Ha MmaTepuanbHO-TEXHUYECKUE YCIOBUS, TPEOyeMbIe ISl BHITOTHEHHSI
JOJDKHOCTHBIX 00S13aHHOCTEH cekpeTraps, Ha obecrieueHne pabodyero Mecra,
COOTBETCTBYIOILIETO FOCYJaPCTBEHHBIM HOPMATHUBHBIM TPEOOBAHUSIM OXPaHbI TPyJa U
MO’KapHOM 0€30MaCHOCTH, a TAKXKE YCIOBHUAM, MPeTycMOTpeHHBIM KoIIeKTHBHBIM
JIOTOBOPOM.

4.6. 3HaKOMUTBCA C MPOEKTAMH PELICHHUI TUPEKTOPA, OTHOCIIINXCS K €T0
npodeccuoHanbHON ASSITENbHOCTH, C XKAN00aMu U APYTUMU TIOKyMEHTaMHU, COJEPKAIIUMU
OLICHKY €ro paboThl, AaBaTh [0 HUM OOBSICHEHHS.

4.7. IlpenocTaBisiTh AMPEKTOPY HA PACCMOTPEHUE MPEJIOKEHUS MO YIyULIEHUIO
TesITeNbHOCTA 00pa30BaTeIbHON OpraHU3aIMK U YCOBEPIICHCTBOBAHUIO CITIOCOOOB PabOThI
10 BOITPOCaM, OTHOCSAIIUMCS] K KOMIIETEHIIUH CEKpeTapsl.

4.8. Y4acTBOBaTh B pab0OTE€ OPraHOB CaMOYTIPABICHUS JOIIKOJILHBIM 00pa30BaTEIbHBIM
yUpexkICHUEM, B paboTe 0011ero coopanrs pabOTHUKOB, B 00CYKICHUH BOTIPOCOB,
KACaroIINXCS UCTIOHIEMBIX CEKPETapeM JOKHOCTHBIX 00S3aHHOCTEH.

4.9. Ha mopanbHOE U MaTepUalbHOE MOOUIPEHNUE, HATPAKICHUS TI0 PE3yIbTaTaM
npodeccuoHaIbHOU AESITETFHOCTH, Ha COIIMAIbHbIC TAPAHTHH, TIPETyCMOTPEHHBIC
3aKoHOAAaTeNbCTBOM Poccuniickont deaeparu.

4.10. Ha 3amury cBoeil npodeccrnoHanbHON YeCTH U JocTOMHCTBA. Ha
KOH(DHICHIIMATBEHOCTH CITY>KEOHOTO pacciieIoBaHus, KPOME CITydaeB, MPEeIyCMOTPEHHBIX
3aKoHoOAaTeNbCTBOM Poccuiickon denepanun.

4.11. 3amumarh CBOM UHTEPECHI CAMOCTOSATENBHO W/WIIK Yepe3 NPeCTaBUTENS, B TOM
quclie a/IBOKATa, B Clyyae AUCHUIUIMHAPHOTO WM CITYKEeOHOTO pacciieJOBaHHs, KOTOPOe
CBSI3aHO C HAPYILIEHUEM CEKpeTapeM HOPM NpodhecCHOHANTbHON ITHKU.

4.12. Cexperapp AUPEKTOPA LIKOJIBI UMEET UHBIE MTPaBa, MPeyCMOTPEHHbIE Tpy0BBIM
Konekcom Poccutickoit @enepanuu, YcraBoM, KosektuBHbM goroBopom, [IpaBunamu
BHYTPEHHETO TPYAOBOI0 pacnopsika 0011eoopa3oBaTebHON OpraHu3auu.



5. OTBeTCTBEHHOCTH

5.1. B npeaycMOTpeHHOM 3akKOHOIATeldbCTBOM Poccuiickoit  ®dexpepanmu  ODopsaake
CEKpeTapb HECET OTBETCTBEHHOCTE:

3a HEMPABOMEPHOE HCIIOJIb30BAaHUE MPEIOCTABICHHBIX JOJDKHOCTHOM MHCTPYKLMEN
MPaB U IMOJHOMOYHI, a TAKKE UCIIOJIb30BAHUE UX B JINYHBIX LIEJISIX;

3a pasrjamieHue KOH(GUIECHIUATbHOU HHPOpPMALUM, TMOJIYYEHHON B pe3yjbTaTe
BBINIOJIHEHUSI JTOJDKHOCTHBIX OOSI3aHHOCTEH, NEPCOHAIBHBIX JaHHBIX COTPYIAHHUKOB,
o0y4Jarommxcs U UX poauTesel (3aKOHHBIX IIPEICTaBUTENEH );

3a JOCTOBEPHOCTbH MPENOCTABIIAEMO HH(pOPMALIUU JUPEKTOPY, €€ CBOEBPEMEHHYIO
HOJITOTOBKY;

3a HEOKa3aHUE WJIM HECBOCBPEMEHHOE OKA3aHHE MEPBOM MOMOILIU MMOCTPAJABIIEMY,
HE CBOEBPEMEHHOE U3BEIIECHUE WU CKPBITUE OT IUPEKTOPA MIKOJIbI HECUACTHOTO CIIyYast;

3a HECOOJTI0ICHNE UHCTPYKIUH 10 OXpaHe TpyJa U MoxKapHOU 6€30MacHOCTH;

3a HaApyUICHWE TMOpsAKa JCUCTBUM B CIIy4a€ BO3HUKHOBEHHS YPE3BbIYAMHOU
CUTYyaIluH 1 HBaKyalluy B 00111e00pa30BaTeIbHOM YUPEKICHUH.

5.2. 3a HeuCNoNHEHWE WM HapylleHHe O0e3 YBAKUTENIbHBIX MPUYUH CBOUX
0053aHHOCTEM, YCTAHOBJIEHHBIX JOXKHOCTHOM MHCTPYKUUEN CEeKpeTaps LIKOJbI, Y CTaBa U
[IpaBua BHYTPEHHErO TPYJOBOTO PacHoOpsIKA, 3aKOHHBIX PACIOPSHKEHUN PYKOBOJIUTENS U
WHBIX JIOKAJbHBIX HOPMATHUBHBIX AaKTOB, PAOOTHHK TMOABEPracTcs AUCIHUIUIMHAPHOMY
B3BICKaHMIO coryiacHO cTtathe 192 TpymoBoro Konmekca Poccuiickoit deaeparuu. 3a rpyboe
HapyllIeHHUEe TPYAOBBIX OOS3aHHOCTEH B KAa4YECTBE MUCLUILIMHAPHOTO HAKa3aHUS MOXKET
OBITH TPUMEHEHO YBOJILHEHHE.

5.3. 3a wucnonb3oBaHWE, B TOM YHUCJIE OJHOKPATHO, METOJOB BOCIHUTAHMUS,
BKJIIOUAIOIIMX ~(u3nyeckoe U (WIKM) TIICUXOJIOTMYECKOE HacWIWe Haja JIMYHOCTHIO
00y4aromierocs, a TakKe 3a COBEpLUIEHUE NHOTO aMOPAJIBHOIO MPOCTYIIKA CEKPETAph MOKET
ObITh OCBOOOXIEH OT 3aHMMAaeMOM JOJDKHOCTH cornacHo TpynoBomy Kogekcy
Poccuiickon @epnepannn. YBOJBHEHHE 34 JAHHBIM NPOCTYNOK HE SBISETCS MEPOU
JTUCUUIIIMHAPHONW OTBETCTBEHHOCTH.

5.4. 3a HecoOmoaeHHME TIpaBWI U TpeOOBAaHWMK OXpaHbl TpyAa W TOXKaApHOU
0€30MacHOCTH, CAaHWTAPHO-TUTMEHUYECKUX MpaBWI M HOPM CEKpeTaph MPHUBJICKACTCS K
aMUHUCTPATUBHONW OTBETCTBEHHOCTH B TMOPSAKE M B ClydasX, HPeTyCMOTPEHHBIX
aJIMUHUCTPATUBHBIM 3aKOHOJIaTEIbCTBOM Poccuiickon denepanun.
5.5. 3a nmpaBoHapyIIEHUs, COBEPIICHHBIE B MPOIIECCE OCYIIECTBICHUS TPYAOBBIX (PYHKIIHI
HECET OTBETCTBEHHOCTb B IpEJeiax, ONpPEIeICHHBIX aJMUHUCTPATUBHBIM, YTOJOBHBIM U
rpaXXJaHCKUM 3aKkoHoAaTenbCcTBOM Poccuiickon denepanum.

6. BzaumoorHomenus. CBfI31 Mo A0I’KHOCTH

6.1. CekpeTapp BBIMOJIHSAET pabOTy corjacHo Tpaduky, cocTaBieHHOMY ¢ yueTom 40-
4acoBOW paboueil HeAeNnu, U YTBEPKICHHOMY IUPEKTOPOM 0O0IIeo0pa3oBaTeIbHON
OpraHM3alHH.

6.2. Cekperapb CaMOCTOSATEIbHO IUIAHUPYET CBOKO JesATeNbHOCTh. [lman paboThl
cekpeTapst COTJIaCOBBIBAETCS HEIMOCPEJICTBEHHO C JTUPEKTOPOM.

6.3. Ilomydaer oT aMpekTopa MIKOJBI HWHGOPMALMIO HOPMATHBHO-IIPABOBOTO
Xapakrepa.



6.4. ObmenuBaeTcst HHGOPMAIIUEH IO BOTIPOCAM, OTHOCSIIIUMCS K €ro JeATebHOCTH,
C aJMUHUCTpPALMEN U COTPYAHMKAMU IIKOJbI, UHPOPMUPYET UX O PEIICHUSX TUPEKTOPaA,
COBEIIAHMSX U 3aCeJaHMsIX, MEJIarorMYyeCKUuX COBETaX U HUHBIX MEPOIPUITHSIX.

6.5. BoBpemsi coobmiaer nupekropy o0 MH(pOpMaIuu, MpHUKazax, paclopsHKEHHUSIX U
MHOW JIOKyMEHTAllMu, TMOCTYNHUBIIEH MO SJEKTPOHHOW moYTe, HHPOPMHUPYET O
HAMEUEHHBIX  BCTpEYax, COBCIIAHUSAX M  3acCeNaHusX, MHBIX  MEPONPUATHUSX.

6.6. CooOImaer AUPEKTOpPY U €ro 3aMEeCTUTEIsIM HHGOpPMAIMIO, MOJYyYEHHYIO Ha
COBEILAHUSX, CeMHHapax, HEMOCPEICTBEHHO nocie ee MOy YEHHUSL.

6.7. UupopMupyetr mupekTopa O BOZHUKIIUX TPYIHOCTSX MU Mpoljemax B padbote, O
HEJI0cTaTKax B oOecrneueHud TpeOOBaHUM OXpaHbl TpyJa W IMOXKAPHOW O€30MaCHOCTH.
Baocutr npennokeHus 1O YCTpaHEHUIO HEJAOCTATKOB, [0 ONTUMHU3AIMU  CBOEH
NESITENHHOCTH.

6.8. Undopmupyer 3amectuTenss AUPEKTOpa MO aIMUHUCTPATUBHO-XO3SHCTBEHHOMN
YacTU O HEJOCTaTKaxX B KAHLEISPCKHUX IMPHUHAUICKHOCTAX, OymMare M MHBIX PACXOIHBIX
Marepuaiax, O IIOJIOMKax MeOeauM U OpPrTEeXHHKH, B  3JIEKTPOOOOpPYAOBAHMH,
BOJIOIIPOBOIHOM u OTOIHUTEIBHOU cCUCTEMaX.

6.9. Bo BpemMs OTCYTCTBHSA CEKpeTaps €ro OO0S3aHHOCTH BBITIOJNHSET COTPY/IHHK,
UMEIMi  Bce Tpedyromuecs npodeccuoHanbHble 3HAHWSA, YMEHHA U HaBBIKH,
HA3HAUYEHHBIN MMPUKA30M AUpPeKTopa. [laHHBIN COTPYAHUK MPUOOPETAET COOTBETCTBYIOIINE
MpaBa M HECET MOJHYI0 OTBETCTBEHHOCTh 32 KAU€CTBEHHOE BBHIMOJIHEHUE BO3JIOKEHHBIX HA
HEro 00s3aHHOCTEH.

7. 3akiI0unTEeIbHbIE MOJ0KEHHS

7.1. O3HakoMIieHHEe paOOTHUKA C HACTOSIIIEH JOMKHOCTHON HHCTPYKIIUEH OCYIIECTBISIETCS
MIpH npueMe Ha paboTy (10 MOAMUCAHUS TPYAOBOTO JOTOBOPA).

7.2. OauH 3K3eMIUTAP JOJKHOCTHOM MHCTPYKIIMKM HAXOUTCA Y JUPEKTOPA IIKOJIbI, BTOPOU
— Y COTpYIHHKA.

7.3. @aKT 03HAKOMJICHHUSI CEKPETaps ¢ HACTOAILEH TOJKHOCTHOM MHCTPYKIMEN
MOATBEPKIAAETCS MOAMUCHIO B DK3EMIUIIPE UHCTPYKIMH, XPAHSAILEMCS Y TUPEKTOPA
o0pa3oBaTeIbHOM OpraHu3ally, a TAaKKe B KypHaAJIE O3HAKOMIIEHUS C JOJKHOCTHBIMU
MHCTPYKIUSMU.



