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1. OBUIME ITOJIOKEHUSI

1.1.  Hacrosimas 10/:KHOCTHASI HHCTPYKIHSI CEKpeTaps B HIKoJe pa3paboTaHa B COOTBETCTBUH
v Hpoqbeccuoua}zbnbuw cmanoapmom  07.002  «Cneyuanucm no  op2anHu3ayuoHHOMy U
OOKYMEHMAayuonnomy obecnedenuio ynpaeienus opeanusayueily, YTBEPKICHHBIM IPUKa30M
MumnrcTepeTBa Tpy/aa ¥ CONHAIBHON 3amuThl Poccuiickoii CDezxepam;m Ne276n ot 6 mas 2015 rona;
¢ yuerom Denepanshoro 3akona Ne273-@3 or 29J12.2012r «O6 obpaszoBannu B Poccuiickoit
Oepepaunny B pemakmud  or 8 gexabps 2020 roma; CIT 2.4.3648-20 «CanurapHo-
SIUAEMHOJIOTHYCCKHE TPeOOBaHMS K OpraHM3alHIM BOCHHTAHMA ¥ O0yueHMs, OTAbIXa M
03/I0pOBJIEHHS JIETE»; B cOOTBETCTBH ¢ TpyanossM koziekcoMm Poccuiickoit Penepanun, YerasoM u
APYTHMH HOPMATMBHBIMH aKTaMH, PEryJIHPYIOMHMH TPYIOBLIE OTHOIICHHS MEXTY pabOTHUKOM M
pabortozareseM.

1.2. JlamHas J0JDKHOCTHAS HMHCTPYKIHUS IO IPO(CTaHIAAPTy OIpEAeNsieT NepedeHb TPYAOBBIX
(GyHKumit ¥ 06s3aHHOCTEN CceKpeTapsl IUPEKTOpa IIKOJBI, a TAKXKE ero IpaBa, OTBETCTBEHHOCTh M
B3aHMOOTHOILECHHSI 110 JOJDKHOCTH B KOJUIEKTHBE 00pa30BaTeIbHOI OpraHH3aliy.

1.3. Cekperapp Ha3HayaeTcss M OCBOOOXKIAETCS OT JOJDKHOCTH IIPHKA30M JUPEKTOpa
o6ueoOpasoBareiibHONi OpraHU3aliy B IOPsKE, ycTaHoBIeHHOM TpynoBeM KoaekcoM Poccuiickoii
Deziepalie U TPYIOBBIM I0rOBOPOM (KOHTPAKTOM) ¢ PaGOTHHKOM.

1.4.  Ha Bpems oriycka M BPEMEHHOH HETPYJOCIOCOOHOCTH CEKpEeTapst ero O0s3aHHOCTH MOTryT
GbITb BOBNOXKEHL HA JENONPOM3BOMMTENS MIH JPYTOro COTPYIHHKA O0OmE06pa3oBaTebHOl
opranu3anuy. BpemeHHoe UCIoHeHHEe 0053aHHOCTEH B JaHHBIX CITy4asX OCYIECTBIISIETCS COIIACHO
NpUKasy JUPEKTOpa, M3IaHHOro ¢ cobmosenueM TpeGoBanuit TpymoBoro koxekca Poccuiickoii
®eneparun.

1.5. Ha momxnocts cekpeTaps NpUHAMAETCS JIUIIO:

e wuMeloliee Bbicliee oOpasoBamue - OakamaBpuar WM cpepHee mpodeccHoHanbHOE
06pasoBaHEe 10 [pOrpaMMe IOATOTOBKH CICLHATHCTOB CPEIHETO 3BEHA, JOTONHHTENIBHOE
npodeccHoHaNbHOE 00pa30BaAHKE;

® C OIBLITOM BBLINOJHEHHS paboT MO OpPraHU3aUOHHOMY H JOKYMEHTAIHOHHOMY 00€CIICHEHHIO
JIEATENIFHOCTH PYKOBOAMTE]IS IIPH CpeiHeM MpodecCHOHATEHOM 00pa30oBaHUU HE MEHEE JIBYX JIET;



® COOTBETCTBYIOULIEE TPEOOBaHMSM, KaCaIOUIMMCA IPOXOXKIACHUS TPEABAPUTEIBHOTO (IpU
MOCTYIUIGHHH Ha paboTy) M TEPUOJAMYECKHX MEIUIIMHCKUX OCMOTPOB, MPOQEeCCHOHAIBHON
TUTHUEHUYECKOW MOJATOTOBKU M arTecTaluu (Ipu mpreMe Ha paboTy U Janee He pexke 1 pasza B 2
roja), BaKUMHAIMK, a TaKKe HMEIIIee JIUYHYI0 MEIUIMHCKYI0 KHIDKKY C pe3yJibTaTaMH
MEIUIUHCKUX OO0CNIeoBaHNi U JabOpaTOPHBIX HCCIEIOBAaHWN, CBEACHUSAMU O TPUBUBKAX,
NepEeHECEHHBIX MH(PEKIIMOHHBIX 3a00JICBaHUAX, O POXOKACHUU POPECCUOHATBHON THTHEHNYECKOM
HOJATOTOBKU U aTTECTALMU C JIOIYCKOM K paloTe;

e K pabore B 00mEeo0pa3oBaTeIbHON OpPraHU3alMd HE JOIMYCKAIOTCS JIUIA, UMEIOIIUE MU

MMEBLINE CYAUMOCTh, @ PaBHO U IIOJBEPraBLIMECS YTOJOBHOMY IIPECIEIOBAHUIO (32 UCKIIOYEHUEM
JWI, YTOJIOBHOE TIPECIEOBAaHNE B OTHOIICHHWH KOTOPBIX MPEKPalIeHO MO pPeadMINTHPYIOMIUM
OCHOBaHHUSIM) 3a IPECTYIUIEHUS, COCTaB M BHJbl KOTOPHIX YCTAHOBJIEHBI 3aKOHOAATEIHCTBOM
Poccuiickoit deneparumu.
1.6. Cekperapp NOJUUHSIETCA HEOCPEACTBEHHO IUPEKTOPY 00111e00pa30BaTeIbHON OpraHu3alllu.
1.7. B cBoeil nesaTenbHOCTH CEKpeTaph ILIKOJIbl PYKOBOJCTBYETCS MOKHOCTHOW HMHCTPYKIUEH,
COCTaBJICHHOW B COOTBETCTBHHM ¢ mpodcrtanaaptoM, Konctutymueit u 3akoHamu Poccuiickoii
®enepaunn, ykazamu [Ipesuaenta, pemenusmu [IpaBurenscta Poccuiickoin @eaepanuy 1 OpraHoB
yrpaBieHus: 00pa3oBaHMs BCEX YPOBHEH IO BOIMPOCAM, KACAIOIIMMCS €r0 TPYAOBOW JESTEIbHOCTH,
TPYJAOBBIM JIOTOBOPOM MEXIy pPAOOTHUKOM U pyKOBoAUTENEM. Takxke, CEKpeTapp IHpEKTopa
PYKOBOJCTBYETCS

® QJIMMHHUCTPATUBHBIM, TPYJIOBBIM U XO3AWCTBEHHBIM 3aKOHOJATEIbCTBOM Poccuiickoi
®denepaunu;

e CII 243648-20 «CaHuTapHO-IIUIECMHOIOTUIYECKAE TpPeOOBaHUS K  OpPraHHU3aLUsAM
BOCIIUTAHUS U O0OYyUEHHUS, OTJbIXA U 03[JOPOBIICHUS JETEH U MOJIOIEKI;

o  @enepanbHbiM 3akoHOM Ne273-D3  «O0 obOpazoBanuu B Poccuiickoit denepanuny;

® TIOCTAaHOBJIICHUSMH, PACHOPSOKCHHMSIMH, TpPUKa3aMH W HUHBIMH  PYKOBOISALIUMH U
HOPMAaTHUBHBIMH JJOKYMEHTaMH, OTHOCSIIIUMUCS K BEJCHUIO J1EJIONPOU3BOICTBA;

® CTaHJIapTaMHu YHU(PULIUPOBAHHOMH CHCTEMBI OpPraHMU3alMOHHO-PACIOPAIUTEIBHOM
JIOKYMEHTaIlUH;

e mpaBwiamMu opdorpapuu U MyHKTYaIIUH;

e [paBWJIaMU pabOThI HA KOMIIBIOTEPE U NHOM OPIrTEXHUKH;

e [paBWJIaMH U HOpPMaMM OXpaHbl TpPYyJAa, MPOU3BOJICTBEHHON CaHMTApUU M MOXKAPHON
0e30IMacHOCTH;

e KouBeHImei o nmpaBax pedbeHKa;

e VYcTaBoM M JIOKaIbHBIMU aKTaMH, B ToM uyucie IIpaBuiaMu BHYTPEHHETO TPYJIOBOTO
pacropsiika, IpuKa3aMH U paclopsLKEHUSIMU AUPEKTOPA HIKOJIBI.

1.8.  Cexkperapb_10/DKEH 3HATH:

® BHJBI JOKYMEHTOB, HX Ha3HAYCHNUE;

® BHUJbI HOMEHKJIATYp, o01IMe TpeOOBaHUS K HOMEHKIIAType J1e;

® TrpaMMaTHYECKHUE MPaBHUJIa PYCCKOTO S3bIKA;

e JIGHCTBYIOULIME TMPABOBBIE AKThl, HOPMAaTUBHO-METOANYECKHE JOKYMEHTHI, TOCY1apCTBEHHbIE
CTaHJAPTHI, OMPEIEIISIONINE MOPSAOK JOKYMEHTAIIHOHHOTO 00ECTICYCHNUST YITPABIICHHST,

® JIeJIOBOM MPOTOKOJT;

® WHCTPYKIIMH TI0 JEJONPOU3BOJACTBY W JPYTUM JIOKQIbHBIM HOPMATHBHBIM  aKTaM,
yCTaHABJIMBAIOLINM MOPAIO0K peaan3aluy yIpaBlIeHUYECKUX MPOLENyp;

® HCTOYHHMKH yIpaBieHYecKoi HH(popMaIumy;

e KJIACCHU(UKAIMIO YIPaBICHYECKOH HH(POPMaIUK, BUABI YIIPaBICHUECKOW HHPOPMALINY;
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® KOMIUIEKC OpPraHM3alMOHHO-TEXHUYECKHX MEPONPUATUN 110 MOATOTOBKE M IIPOBEICHUIO
COBEILIAHUH U TIEPETOBOPOB;

® METOJUKY 0TOOpa MCTOUHUKOB MH(pOpPMAIHH;

e MeToJbl 00pabOTKM HHPOPMALUU C HPUMEHEHHEM COBPEMEHHBIX TEXHHYECKHUX CPEJICTB
KOMMYHMKAIUI U CBA3H, BBIYUCIUTEILHON TEXHUKH;

e HOpPMaTHBHBIE IIPaBOBbIE aKThl, HOPMAaTUBHO-METOJANYECKNE JOKYMEHTBI, TOCY1apCTBEHHbIE
CTaHJAPTHI, ONPEEIIAIONINE MOPSAOK JOKYMEHTAIHOHHOTO 00ECTIEYeHHUSI YIIPaBICHHS,;

e 00mue TpeOOBaHUSA K CPOKAM HCIIOJIHEHHS JOKYMEHTOB M KOHTPOJIBHBIM (DYHKIHSM CITY>KObI
JIOKYMEHTALlMOHHOT'0 00ecreueHu s,

e OCHOBBl AJMUHUCTPAaTUBHOIO IIpaBa M TPYAOBOIO 3aKOHOJATENbCTBA Poccuiickoin
denepannu;

® OCHOBBI JOKYMEHTHOH JIMHTBUCTHUKH;

® OCHOBBI IIPABUJILHON OpPraHU3alMK TPYAa U METO/IbI IIOBBIILIEHHS €ro 3(PPEKTUBHOCTH;

® OCHOBBI YIIPABJICHUSI BDEMEHEM;

e 0co0eHHOCTH O(QOPMIICHHS TUTAHUPOBIIHKA (Ha AIEKTPOHOM U OyMa)KHOM HOCHTEISX);

e ocoOeHHOCTH (hopMUPOBaHUA a3 TaHHBIX B 00Pa30BaTEILHOM YUPEXKICHHUH;

e TOpPAIOK O(OPMIICHUS JOKYMEHTOB JUIS KOMAHIMPOBKH M OTYETHBIX JOKYMEHTOB II0
KOMaHIUPOBKaM paOOTHHUKOB IIIKOJIBI;

® TOPSAIOK paboTHI C JOKYMEHTaMH, CXEMBI JOKYMEHTOO00O0pOTA;

e OpPsI0K GOPMUPOBAHUS U OPOPMIICHUS JIET;

e [paBWia BEJCHMs, IOATOTOBKM U OG(OPMIEHUS TMPOTOKOJIA M APYTUX JIOKYMEHTOB,
CO3/1aBacMbIX B IIPOLIECCE OATOTOBKU COBELAHUI MPU AUPEKTOPE;

e [paBWIa BbIJJAYU U UCIOJIb30BAHUS JTOKYMEHTOB U3 COPMHUPOBAHHBIX JIEJT;

e [IpaBMJIa JIEJIOBOIO OOLIEHUS, IEJIOBOTO 3TUKETA;

e [paBWia JIOKYMEHTAllUOHHOTO  OOECHEeYeHUs  JIeATeNIbHOCTH  00Ieo0pa3oBaTeIbHON
OpraHu3aluy;

e [paBuWJIa 3AIIUTHI KOHPUICHIMATBLHON HH(DOpMAaIHH;

e [paBWJa OPraHU3alMU KOHTPOJISI MCIIOJHEHUS JOKYMEHTOB M TUIIOBBIE CPOKH HCIOJHEHUS
JIOKYMEHTOB;

e [IpaBHJIa OPraHU3ALMM [TPHEMA [TIOCETUTENIEH B IIKOJIE;

e [paBuWJIa MOATOTOBKHU M MEpeaayu JIesl B apXUB 00pa30BaTeIbHOM OpraHu3aluy;

e IIpaBWJIA NOJACPKAHUS U PaA3BUTUS MEXINYHOCTHBIX OTHOILIEHUM;

e [IpaBWJIA OJIUCAHMS U YTBEPKACHUS JOKYMEHTOB;

e 1paBuiia paboThI C BXOAAIIMMU, HCXOAAIIUMHI U BHYTPEHHUMHU JOKYMEHTaMHU;

® IIPaBMJIA PEUEBOIO ITUKETA;

e [paBWJa CEPBUPOBKM YaiiHOTO (KO(eHHOro) crojia, MPUTOTOBJIEHHUS W MOJAYU TOPSUUX
HAIUTKOB;

e [IpaBHJIa COIVIACOBAHUS JOKYMEHTOB LIKOJIBI (BHYTPEHHETO U BHEIIHETO);

® [IpaBHJIa COCTaBJICHMS aHAJTUTHUECKUX CIPABOK MO KOHTPOJIIO UCTIOJHEHUS TOKYMEHTOB;

e [paBWJia COCTaBICHHS M OQGOpMIIEHUS HHPOPMAIIMOHHO-CIPABOYHBIX, YIPABICHUYECKHX
JIOKYMEHTOB U CITy’KE€OHBIX IMHCEM;

e [paBWJa  COCTaBJICHHMS  OPraHU3ALMOHHBIX  JOKYMEHTOB  (IIPUKA30B,  IIOJIOKEHUH,
MHCTPYKLHUHN);

e [IpaBHJIa YCTAaHOBJIEHUS KOHTAKTa, MOJAEPKAHUS U Pa3BUTHS MEKIMYHOCTHBIX OTHOUICHHIA;

® JIpaBuJia XpaHCHUA OCJI, IPUKA30B, B TOM YHUCJIC JOKYMCHTOB OT'PaHUYCHHOI'0 JOCTYIIA,
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IIPABOBBIE OCHOBBI YIIPaBJIE€HMs (OCHOBBI aJMUHUCTPATUBHOIO, TPYAOBOIO U I'Pa)IaHCKOIO

npaBa);

IIPUHLUIBI ¥ [TPABUJIA IIJIAHUPOBAHUS padouero BpeMeHH;

IPUHLUIIBI, CIIOCOOBI HH(POPMUPOBAHUS PAOOTHUKOB 00Pa30BATEIBHOIO YUPEIKICHHUS;
PYKOBOZAIIMI COCTAB IIKOJIBI U €€ ITOAPAa3ICICHNN;

CHCTEMBI 3JIEKTPOHHOI'O IOKYyMEHTO000pOTa;

COBpPEMEHHbIE HHPOPMALIMOHHBIE TEXHOJIOTHH PabOThI € JOKYMEHTaMH;

COCTaB OPraHM3AIMOHHON TEXHUKH, €€ YCTPOHUCTBO U MOPSAIOK pabOThI C HEll;

crenu(uKy OCHOBHOM JesTeIbHOCTH 0011e00pa30BaTeIbHOM OpraHu3aluy;

CTaHJApThl M PEKOMEHAALNH 110 000PYAOBaHUIO IOMEILEHHSI TPUEMHOI;

CTPYKTYpPY IIKOJbI, MOPSJIOK B3aUMOJCHCTBUSA IMOApa3AeiIeHUN U CiyX0, pacnpeneieHue

(GYHKIMI MEXAY CTPYKTYPHBIMU TOAPA3ICIICHUSIMU;

byHKIMM, 3amaud  00IIe0Opa30BaTENbHONW OpPraHU3allMM, €€ CBA3M [0 BEPTUKAIN U

TOPU30OHTAIHA,

=

HarpaBJICHUA ACATCIBHOCTU MIKOJIBI W KOMIICTCHLHUHW CTPYKTYPHBIX HOI[paSIIeJIeHI/Iﬁ

JOJDKHOCTHBIX JIMII,

O6pa3LIBI HOIIHHCGﬁ Jian, UMCIOIIUX IpaBO IMOAINMCAHUA W YTBCPXKIACHUA AOKYMCHTOB, U

OI'paHHUYCHUS UX 30H OTBETCTBCHHOCTH;,

TCJ'Ie(I)OHHBIe KOHTAKTBbI JUPCKTOPA IIKOJIbI;
Tpe6OBaHI/I$[ OXpaHbl TpyHAa, HpOH?»BOI[CTB@HHOﬁ CaHUTapuu, HO)KapHOfI 6630H8.CHOCTI/I;

TpC6OBaHI/I$[, MNpEABABIACMBIC K JOKYMCHTAM B COOTBCTCTBHU C HOPMATHBHBIMU AKTaAMU U

TOCYydapCTBECHHBIMU CTAHAAPTAMMU,

1.9.

TpeOOBaHUs, IPEABSIBISIEMbIC K yIIPaBICHYECKOH HH(pOpMaImy;
(hopMBbI IpeoCTaBICHUS YIIPaBlIeHYeCKON HH(OpMaIInK;
(GYHKIIUM CAaMOMEHEKMEHTA;

ATUKY JIEJIOBOTO OOIICHHMSI, STUKET.

Cekperapb JIOJDKEH YMETh:

AQHAJIM3UPOBATh IPUYMHBI HEBBIIIOJIHEHMS 33714,

BECTH U UCIIOJIb30BaTh B paboTe 6a3y JaHHBIX Telne(OHHBIX KOHTAKTOB IUPEKTOPA IIKOJIbI;
BECTH CPOKOBYIO KAPTOTEKY;

BECTU YYETHBIE PErUCTpallMOHHBIE (POPMBI, UCIOJIL30BATh UX JJIs1 MHPOPMAIIMOHHON paboTh

u pa6OTBI 0 KOHTPOJIIO HCIIOJIHCHHUA peIJ.IeHPIfI " TIPUKA30B OHUPCKTOpPa O6Hl€06pa30BaTeHLHOI>'I

OpTraHH3alnu,

BHOCHUTb U OTCJICKHBATh UHPOPMALIUIO Ha 3JIEKTPOHHOM U/UIH OyMakHOM HOCHUTEIIE;

BBI6I/IpaTB ONTHUMAIIBHBIE CITIOCOOBI I/IH(I)OpMI/IpOBaHI/I}I paGOTHI/IKOB IIKOJIBI, o6yqa101u1/1x05{ u

ux pOI(HTCJ'ICfI (SaKOHHBIX HpCHCTaBHTCHCﬁ), BBIICCTOAINNEC OpraHu3aiviu O IIaHUPYCMBbBIX

MEpOTIPHUATHSX;

BBIOMPATH ONTHUMAJIBHBINA PUTM PalbOTHI;

AOKYMCEHTHPOBATE PA3HBIC OTAIlbl ITPOLCAYPHI ITIOATOTOBKU WU IMTPOBCACHUA COBeH_[aHI/II\/'I;
HCIOJIb30BaTh COBPEMEHHBIE Cpe/icTBa cOopa U 00pabOTKU KOHTPOIbHON MH(POPMAIUY;
HCMOJIb30BATh COBPEMEHHBIE TEXHOJIOTMH cOOpa U nepesadn HHPOpMaLuy;
HCII0JIb30BaTh CIIPABOYHBIE IIPABOBBIE CUCTEMBI;

HCIIOJIB30BATh CPCACTBA KOMMYHHKAIIUW JJIA IIEpECaAAYN nopyquHﬁ JUPEKTOpa IIKOJIBI,

HCIIOJIB30BAaTh CpCACTBA KOMMYHI/IKaHI/IOHHOI\/’I OPTTEXHUKU JJI TIOJYUCHHUSA W Iepcaadu

uHpOpMaLNH;



® CIIONIB30BaTh  YCTAHOBJICHHBIE TpaBWiIa MW  NPOLUEAYPHl KOMMYHHUKAIlMM  BHYTpPH
00111e00pa30BaTEIPHON OpPTraHU3aIUN;

® 1CII0JIb30BaTh OHUCHBIN NaKeT (TEKCTOBBIA PEJAKTOP, IEKTPOHHBIE TaOJIUIbI, IPE3EHTALUN);

e o0ecreunBaTh  MH(POPMALMOHHYIO  0€30IACHOCTh  JIEATENBHOCTH  00pa3oBaTeIbHOMN
OpraHu3aIuy;

e o0ecreunBaTh KOH(PUICHINATHHOCTD B IPUEMHON 1 KaOMHETE TUPEKTOPA;

e o0ecrneunBaTh pabOTy IPUEMHOMN AUPEKTOPA BO BPEMsI €r0 OTCYTCTBHS;

e o0ecreunBaTh COXPAHHOCTh JAOKYMEHTOB, XPaHSAIIUXCS B MPUEMHON M KaOWHETe TUPEKTOpa
00111e00pa30BaTeIbHON OpraHn3aLuy;

® OKa3bIBaTh [TIOMOIIb JUPEKTOPY IIKOJIbI B pacIpeeieHNU ero pabouero BpeMeHH;

® ONpenensiTh NPUOPUTETHOCTH W OUYEPEJHOCTh BBINOJHEHHS paboT U 3PPEKTHBHO
pacmpenensits pabodee Bpems;

® OpraHu3o0BBIBATH M 00ECHEYMBATH JIMYHbIE KOHTAKThl JHPEKTOpa 00pa3oBaTeIbHOMN
OpraHu3aluy;

® OpraHW30BBIBATH MPOIECC MOATOTOBKH K IPOBEACHUIO COBEIIAHNUS TIPU TUPEKTOPE;

® OCYUIECTBJIATh KOHTPOJIb UCIIOJIHEHUS TOPYUYEHHUH AUPEKTOpa paOOTHUKAMU ILIKOJIBI;

® OCYHIECTBJIATH 00pabOTKY M CTPYKTYypHpOBaHNE HH(POPMAIUH;

® OCYIIECTBJIATH Paclie4aThIBaHUE M KCEPOKOIMPOBAHNE;

® OCYUIECTBJIATH IPOBEPKY JOCTOBEPHOCTH, IOJIHOTHI M HEMPOTUBOPEUYMBOCTHU JIAHHBIX,
UCKJIIOUeHHe TyOnpoBaHus HH(pOpMAIIUH;

® OCYUIECTBJIATH PErMCTPALMIO, HAKOIUIEHUE U Iepefady, CUCTEMaTU3MpPOBAHHOE XpPAaHEHUE U
BbIIauy nH(OpManuu B Tpedyemoi ¢hopme;

® OCylIECTBIATH cOOp, 00paboTKy HHpOpManuu, HEOOXOAUMOU A AUPEKTOpa IIKOJBI, €€
aHaJIM3 B COOTBETCTBHH C TPEOOBAHMIMH KPATKOCTH, YETKOCTH (HOPMYIHPOBOK, CBOEBPEMEHHOCTH
MOCTYIIJICHNSI, TOYHOCTH W JIOCTOBEPHOCTH, ONTHMAJIBHOCTH CHCTEMAaTH3alll{, HENPEPHIBHOCTH
cbopa 1 00paboTKu;

® OCYUIECTBJIATH CUCTEMATHU3ALMIO MTOJIyYaeMbIX U TIepe1aBaeMbIX JaHHbIX;

e 0hopMIATH KOMaHIUPOBOYHEIE JOKYMEHTHI,

® OIEHMBATh PE3yJIbTAThl B paMKaxX [MOCTABJICHHBIX 3a/1a4;

e repenaBaTb MH(MOpPMAIMIO, JOKYMEHTbl W MaTepuajbl Y4YaCTHHKAaM COBEIIAHUS TpU
TPEKTOPE;

e [ieyaTaTh M PelaKTUPOBATh TEKCThI CIIYKEOHBIX JOKYMEHTOB;

® [10Jb30BaThCs NepudepuitHBIMU yCTPOMCTBAMU U OPITEXHUKOIA;

® [10JIb30BaThCS YHU(PHUIMPOBAHHBIMU (POPMaMU TOKYMEHTOB;

®  [10JIb30BAThCS IEKTPOHHON MOYTOMH;

® TPENOCTaBIATh JAaHHBIC B AMHOM U yIOOHOM JJISl BOCHPHUATHS opmare;

® TMPUMEHATh B COOTBETCTBUM C Ha3HAYCHHWEM CpEACTBA OpPTaHMU3AIMOHHON TEXHHKH,
KaHIEJISIPCKUE MPUHAIICKHOCTH;

® [PUMEHATh HHPOPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHUH;

® [IPUMEHATH CIOCOOBI AETOBOTO OOLICHMUS;

® TMPUHUMATH MEPHI IO PA3PEIICHUIO KOHDIMKTHBIX CUTYaIHIA;

® MPOM3BOJHTH MOJATOTOBKY JIEJ JJIsl TIepeIadrl B apXUB 00111e00pa30BaTeIbHOW OpraHn3aIii;

® TIPOU3BOJMUTH MOUCK HMH(popMalmMu B 0a3zax MAHHBIX, BECTH HH(POPMAIMOHHO-CIIPABOYHYIO
paboTy Ha OCHOBE PA3JIMYHBIX KOMOWHAIMI TTONCKOBBIX MTPH3HAKOB;



e paboTaTh ¢ MEPCOHAIBLHBIM KOMIBIOTEPOM (HOYTOYKOM), KaTtanoramu (mankamu) u ainamu,
CKaHEepOM;

e paboTaTrh ¢ BXOJSIICH, UCXOAIICH, BHYTPEHHEN JOKYMEHTAIUEH;

e paboTatk ¢ MHpOpMaLMel, aHAIU3UPOBATH U MPEACTABIATh €€ B CHUCTEMAaTU3UPOBAHHOM
BU/JIE, B BUJIE CBOJIHBIX JOKYMEHTOB;

e paboTaTh CO BCEH COBOKYMHOCThIO HWH(POPMALMOHHO-IOKYMEHTAIIMOHHBIX PECYpPCOB
00pa30BaTesIbHOIN OpraHu3aluu;

e paspabaTbiBaTh HOMEHKJIATYpy JeJ IIKOJbl C YYeTOM JCHCTBYIOIIMX HOPMAaTHUBHO-
METOAMYECKHX JOKYMEHTOB;

®  PACCTaBJIATH IPUOPUTETHI, BBIIEISTH BAXKHOE U CPOYHOE;

® CIVIaXMBAaTh KOH(QIMKTHBIE U CI0KHBIE CUTYAL[MM MEXIUYHOCTHOIO OOLICHNUS;

® CepBHUpOBATh YalHBIN (KO(EHHBINH) CTOM BO BpeMs IPpOBeAeHUs Kode-mays3;

e CoOmIOaaTh CITy>KeOHBII ITHKET, IpaBUiIa AeI0BOr0 3TUKETA U IPOTOKOJIA;

® CO3JaBaTh UMUK CEKpPETapsi, COOTBETCTBYIOIINN UMH/IKY ILIKOJIBI;

® CO3/aBaTh U MOJAJIEPKUBATDH MOJOKUTEIbHBIN UMUK 00pa30BaTeIbHON OpraHU3aluu;

e Co37aBaTh ycioBuUs, oOecreunBaronye 3p(HEeKTUBHYI0 paboTy TUPEKTOpa;

® COCTaBIATh W OQGOPMIIATH HOPMATHUBHBIC aKThl, OPraHU3AIMOHHBIE W METOIUYECKHE
JIOKYMEHTBI, CBOJIHbIE, OTYETHBIE, CTATUCTUYECKUE IOKYMEHTHI;

®  YIpPaBIATh KOH(QIMKTaMU;

® YCTaHaBJIMBATb LEJIU, ONPEACIATh UEPAPXHUIO LIEIIeH;

® YYHTHIBaTh  IICHUXOJOTMYECKHE OCOOCHHOCTHM  JMYHOCTH TPH  PAa3IMYHBIX  BUAAX
po¢)eCCHOHAIIBHOTO OOIICHHS;

e BEIOMpPATH ¥ 0OPMIIATH IJIAHUPOBIIHK;

e (dopmupoBaTh U OQOPMIATH JAeja B COOTBETCTBUU C YTBEPXkIEHHONW HOMEHKIATYypoil aen

0011e00pa30BaTeIbHOM OpraHnu3aluy.

1.10. Cexkperapp J0KE€H OBITh O3HAaKOMJIEH C JIOJDKHOCTHOM MHCTPYKIMEH cekperaps
PYKOBOJIUTENS IIKOJbI, pa3paboTaHHOH C yderoM mnpodcraHnapra, 3HaTb M COOJIIOAATH
yCTaHOBJICHHBIE MpaBWJia U TPEOOBaHMSI OXPaHbI TPy/a U MOKapHOM 0€30MacHOCTH, MpaBHiia TMYHON
TUTHMEHBI M TUTHEHBI TPY/a B 00pa30BaTEIbHOM YUPEkKACHUH.
1.11. Cexkperapp [0JKEH HPONUTH OOydeHHME M HMETh HAaBBIKM OKa3aHUS IE€pBOM NOMOIIM
noctpaaasmuM, cobmoaare Konsenuuio OOH o mpaBax peOeHka, 3HaTh MOPSJIOK ACUCTBUN MpH
BO3HMKHOBEHHH I10Kapa UM UHOM YpE3BBIYAHON CUTYallMH U DBAKYalUH.

2. TPYJOBBIE ®YHKINHU

Ocnosnvimu mpyoosvimMu YHKUUAMU CEKPemaps AGIAI0MCA:
2.1. QOpraHu3alMoOHHOE JOKYMEHTAIIMOHHOE ¥ WHGOPMAIIMOHHOE oOecnedeHre NesTeIbHOCTH
JUPEKTOpa IIKOJIbL:

2.1.1 Oxa3zaHue MOMOIIHU AUPEKTOPY B INITAHUPOBAHUH pabOUuero BpeMeHH.

2.1.2 TInanmpoBaHue pabodero JHS CEKpeTapsl.

2.1.3 Opranmzanus  TelnedOHHBIX  IEPETOBOPOB  JTUPEKTOpa  00mIeoOpa3oBaTeIbHOMN
OpraHu3aIuy.

2.1.4 Opranu3zainus paboTsl C TOCETUTENSIMH B IPUEMHON AUPEKTOpA.

2.1.5 Opranu3zaius noAroTOBKM MEPOIIPUATUH C yUaCTUEM JUPEKTOPA.

2.1.6 Opranu3zanus UCIOJHEHUs PELIeHUH 1 OCYIIECTBICHUE KOHTPOJISI UCIIOTHEHUS OPYYESHUI
JUPEKTOopa.



2.1.7 Opranuzanus’ u noajaepxanue (yHKIMOHAIBHOTO paboyero mpoCcTpaHCTBAa MPUEMHON U
KaOHMHeTa TUPEeKTopa.

2.1.8 Cocrasnenue u opopmIICHHE YIIPABICHUECKON TOKYMEHTAIIHH.

2.1.9 Opranu3zamnus paboTsl C JOKYMEHTaMHU B IPUEMHOM TUPEKTOPA IIKOJIBI.

2.1.10 Opranuzanusi XxpaHeHHUs JOKYMEHTOB.

2.1.11 OGecmneueHnue aupeKTopa 001e0Opa3oBaTeIbHON OpraHnu3auy HHGOpMaIiei.

2.1.12 Opranuzanus “"HGOPMAIIMOHHOTO B3aUMOACHCTBHUS TUPEKTOPA ¢ pAOOTHUKAMHU.

2.1.13 Opranuzanus KOMaHIUPOBOK TUPEKTOPA M COTPYTHUKOB.

3. JOJI’KHOCTHBIE OBSI3AHHOCTU CEKPETAPS B IIIKOJIE

3.1. B pamkax tpynoBod (GVHKLUMHA OKa3aHUsS IIOMOIIM AUPEKTOPY B IUIAHUPOBAHUU DPadOUEro

BPEMEHHU:
e uHbOPMHUPYET JUpEKTOpa OOpa30BaTENIbHONW OpraHuU3allid O PErJIaMEeHTE HaMEUYEHHBIX

BCTpEY, COBEIIAHMI U 3aceaHMi, TeJarOTMYECKUX COBETOB, OOIIEIIKOIBLHBIX U MHBIX MEPOTIPHUSATHI;

® TpeaynpexaacT O NPUOIKEHUU BpPEMEHU HAMCUYCHHBIX MEPOIPHUSTHH, COTIACOBHIBACT
BPEMCHHBIC TIAHBI,

® COITACOBBIBACT TEJICPOHHBIC TIEPETOBOPHI C MPEICTABUTEIISIMU BBIIICCTOSIIIIMX OPTaHHU3AIIHA,
C MOTICYUTEISIMH, PYKOBOJUTEIISIMH MHBIX 00pa30BaTEIIbHBIX YUPEKICHHIA,

® COIIACOBBIBACT BCTPEUYM M MEPOINPHUATHS C COTPYAHHKAMHU IIKOJBI H TPOPCOI3HBIM
KOMHUTETOM, C POJUTEISIMH U POJIUTECIBCKUM KOMHTETOM, PYKOBOJMTEISIMUA METOJIUYCCKUX
O00BEIMHEHNUH, C COBETOM YYaIllMXCSl U MHBIMH COBETAMH M KOMHTETaMH 00I1e00pa30BaTeIbHOM
OpTraHM3aIny;

e (opMupyeT pe3epB BPEMEHH JIJIsl HEPEABUACHHBIX CUTYAIIHN;

® BHOCHUT MH(OPMAIIUIO B IJIAHUPOBIIHK (OpraHaiizep).
3.2. B pamkax TpyaoBoi (YHKIIMH IIJJaHHUPOBAHMUSA pab0oyero AHs ceKpeTaps:

® COIJacoBBIBAET IJIaHBI C IJIAHAaMU U CPOKaMU paboThl JUpeKTopa 00Ieo0pazoBaTeIbHON
OpraHu3aIumy;

e pacnpenenser pabouee Bpems (Ha JI€Hb, HEAETIO, IEPCIIEKTUBY);

® [IEPEHOCUT HEBHITIOJIHEHHBIC 3aIUIAHUPOBAHHBIE 3a/1a4H;

e BBINOJIHAET TUITUYHBIEC €KEHEBHbIC JeNa;

e BbIOMpaeT U 0OPMIILET MIAHUPOBIIUK CEKpeTaps;

e BeJIeT IHEBHUK (HA JIEKTPOHHOM U /WM OYMaXKHOM HOCHUTEJIE).
3.3. B pamkax Tpy10Bo# QyHKIIMU OpraHU3aliuyu TeJaeOHHBIX IEPETOBOPOB INPEKTOpA:

e BejeT 0a3y TenepOHHBIX KOHTAKTOB PYKOBOJIUTEINS LIKOJIBI;

® COEIMHSET AUPEKTOpa 00pa30BaTEeIbHON OpraHu3alui ¢ KOHKPETHHIMU a0OHEHTAMU;

® PErUCTPHUPYET MOCTYIMAIONINE B IPUEMHYIO Tele(OHHBIE 3BOHKH;

e TIepeHanpaBisieT OTACIbHBIC TeJIeQOHHBIC 3BOHKH 3aMECTHTEIISIM TUPEKTOPA;

® T[IOJNyYaeT HEOOXOIUMYI0 MH(OpMAIUIO U TiepeaeT CaHKIIMOHWPOBAaHHYIO WH(OPMAIHIO TI0
TesneoHny;

® YCTaHaBIMBAET KOHTAKT C COOECETHMKOM, MOJUIEPKUBACT U Pa3BUBAeT JEJOBYIO Oecemy B
npotecce Teae(OHHbIX IEPEroBOPOB.
3.4. B pamkax TpynoBod (GYHKIUM OpraHu3anuy paboThl C TOCETUTENSIMU B MPUEMHOMH

JUPCKTOpA:
® OpraHHU30BbBIBACT JIMYHBIN npuem noceTuTenei AUPCKTOPOM MIKOJIBI;

e  YCTAaHABJIMBACT MOPSAIOK IIpUEMa I Pa3IMYHbIX KaTETOPUM IIOCETUTEIIEH;
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e BelET JXypHAJI MNPEBAPUTEIBHON 3alKMCH Ha MPHUEM, XYpHaJ IOCEHICHUH, PEerucTpupyer
IMOCETHUTEIICH;

® COJICKHCTBYET ONMEpPaTUBHOMY PACCMOTPEHHIO Kano0, MPOChO M MPEIIOKEHUNH COTPYIHUKOB
00111e00pa30BaTEIbHON OpraHu3aIluy, POAUTENCH (3aKOHHBIX MPEACTABUTENCH ) 00yUYaIOMNUXCsl, HHBIX
IMOCETHUTEIICH;

® OCYIIECTBIISICT NMPUEM JUYHBIX 3asABJICHHH COTPYIHHKOB, OOYYAIOIIMXCS M HMX POJUTENCH
(3aKOHHBIX MPEJICTABUTEIICH);

® OpPraHM3O0BBIBACT MPUEM IMPEACTABUTEICH OpraHW3allui, SBISIOMMXCA IedaMu IIKOJbI,
YJICHOB MOIMEYUTEIHLCKOTO COBETA, MAPTHEPOB 00pa30BaTEIILHON OpraHU3alluy U T.11.;

e cepBHUpYeT YaiiHbIN (KO(eHHBIN) CTON B KAOWHETE AUPEKTOPA;

® TPUHUMAET MEphl IO COXPAaHEHUI0 KOH(MUICHIMAIBLHON HHPOpPMAIMK B XOJ¢ NpHueMa
MOCETUTENICH W WX HAXOXIACHUS B NPUEMHOW M KaOWHETE IUPEKTOpa 00I1eo0pa3oBaTeIbHOM
OpraHu3aIuu.
3.5. B pamkax TpyaoBo#l (YHKIMU OpPraHM3allMy IOATOTOBKHM MEPOIPHUATHH C ydYacTHEM

IPEKTOpA:
e wuH(pOpMUpPYET paOOTHUKOB O HAMEYAIOIIEMCSI COBEIIAHIH, TIEICOBETE, HHOM MEPOTPHUSATHH;

® TIOJTOTaBIMBACT M BBHIBEIIUBACT HA MH(DOPMAIMOHHBIA CTEHJ IMMOBECTKY JHS MEPOIPHUSATHS C
YYacCTHEM JIUPEKTOPA;

® IIOMOTraeT B IOJArOTOBKE JOKJIAa JUPEKTOPA IIKOJIbI, IPE3CHTALMOHHBIX MATCPHAJIOB;

® pacchbUIaeT MPUIJIAIICHHUS JUIaM, IPUIJIAIICHHBIM Ha OOIICIIKOIBHOE MEPOIIPHUSITHE.
3.6. B pamkax TpyHoBOH (YHKIIMYM OPraHMU3alMH UCIIOJHEHNS PEIICHUIA. OCYIIIECTBJICHUS

KOHTPOJIA MCITOJIHCHU A HODV‘{CHI/If/'I JAUPEKTOpA.

® JIOKyMEHTaJbHO OOPMIISIET PEIICHUs JUPEKTOPA IIKOJIBI (IIPUKA3bI);

e JIOBOJWUT JI0 CBEJIEHUA PAOOTHHKOB O0OIE00Pa30BATEIHLHOTO YUPEXKIACHHUS TPHUKA3bl U
pPaclopsKEHUsI TUPEKTOPA;

®  KOOPJAMHHUPYET JACSATEIHHOCTD M0 UCTIOJIHEHHUIO PEIICHUN TUPEKTOPA;

® BEJIET CPOKOBBIM TEKYIIUNA U MPEAYNPEIUTENbHBI KOHTPOJIb;

® [IPOBEPSET UCIOJHEHUE TOPYUYECHUN AUPEKTOPA B YCTAHOBJICHHBINA CPOK;

® MpeAyNnpexaacT COTPYIHUKOB 00 UCTEYCHUHN CPOKA UCTIOTHEHHUS MTOPYUECHUHU JUPEKTOPA;

e (uKcHpYyeT UCTIOTHEHUE MTOPYUCHHIA;

® COCTaBISieT OTYETHl M AHAIUTUYECKHE CIPAaBKA O BBIMOJTHEHUHM TOPYUYEHUN M pelieHuit
JTUpeKTopa 00111e00pa3zoBaTeIbHON OpraHu3aluu.
3.7. B pamkax TpyaoBo¥ (GVHKIMH OpPraHM3alMi M HOAAEPKaHMS (QYHKIIMOHAILHOIO Pabodero

IPOCTPAHCTBA MPUEMHON U KaOuHeTa JAUPEKTOpA.

® OpraHU30BHIBACT NPUEMHYIO JUPEKTOpPAa B COOTBETCTBMU C TPEeOOBAHUSMH SPrOHOMHMKH M
KyJbTYpPBI TPYAQ;

® OCYLIECTBJISIET KOHTPOJIb OOECHEeUeHUs AMPEKTOpa KaHIEIAPCKUMHU MPUHALICKHOCTSIMH,
CPEJICTBAMU | OPraHU3aIIMOHHON TEXHUKHU;

® yXa)XKMBaeT 32 KOMHAaTHBIMU PACTEHUSIMU B IPUEMHOM 1 KaOWHETe TUPEKTOopa.
3.8. B pamkax Tpy/1oBoH YHKIIMU COCTaBICHHS U 0OPMIICHHUS YIIPABIECHIECKOW TOKYMEHTAIUH:

COCTABJISIET TPOEKTHl PACHOPAIUTEIbHBIX (TMPUKa3bl, pACHOpPsHKEHUs)) HW  UHPOPMAIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB (CITy’K€OHBIC MIChMa, CIIPABKHU, JOKJIAJHBIC U CITYKEOHBIC 3aITUCKH );

® COCTaBJISIET pa3IMYHBIE THUChMA, 3aMpOChl, TOTOBUT OTBETHI aBTOpPaM OOpAIICHHH 110
MOPYUYEHUIO TUPEKTOPA IITKOJIBI,

e [IeyaTaeT CIyXeOHbIE TOKYMEHTHI U IPYTUe MaTepHalIbl;

®  Pa3MHOXKAaET CITy’)KEOHBIC JOKYMEHTHI,



® KOHTPOJMPYET TMPOXOXKJIEHHE JOKYMEHTOB B  O0IIE0Opa3oBaTENbHONW  OpraHU3aIluu
(corymacoBanue, MOANMUCAHNE U YTBEPKICHUE TOKYMEHTA).
3.9. B pamkax Tpy/10BOM (DYHKIIMU OpraHU3aIMy PA0OTHI C JIOKYMEHTAMH B TPUEMHON:

® TI0JIydYaeT; IPEIBAPUTEIILHO PACCMATPUBACT M COPTHPYET JOKYMEHTBI, IMOCTYIAIOIIHE B
MPUEMHYIO JUPEKTOPa 00pa30BaTEIbHOTO YUPEIKIACHHS,

® II0JIFOTaBJIMBACT JJOKYMEHTHI JIJIS1 PACCMOTPEHUS TUPEKTOPOM;

® BEJCT y4YeT JOKYMEHTOB, ITOCTYIAIONMIUX HA UMS JIUPEKTOPA IIIKOJIBI;

® B COOTBETCTBHUM C YKa3aHUSAMHU JHUPEKTOpa OPTaHH30BBIBACT Tiepeady JOKYMEHTOB
UCIIOJHUTEIIIM (KOHKPETHBIM COTPYJAHHKAM) JUIS HCIIOJIb30BaHHS B IIpOIecce padOThI JHOO IS
IIOATOTOBKH OTBETOB;

® COCTaBJSET M TPEJOCTABISECT B yCTAHOBJICHHBIC CPOKHM B OpPTaH yMpaBlieHUs 00pa3oBaHUS
CITUCKH BCEX KJIACCOB (KOHTHHI'CHTA 00pa30oBaTe/IbHOM OpTraHH3aIiH ) u CITHCOK BCEX
npernoaaBarenieil Kaxa0ro yaeOHOTo ro/a;

® OIEPaTHBHO BHOCUT TEKYIIHE U3MCHEHHS B COCTAB KOHTUHTCHTA YYAIUXCS, ITeJarOTHYECKUX
U JIpyrux pabOTHUKOB 00111€00pa30BaTeIbHOW OpraHU3aIHH;

e odopwiIseT IMYHBIC Jeia JCTeH, NPHHATBIX Ha OOy4YeHHe B 00IIe00pa3oBaTeIbHYIO
OpTraHM3aIHIO;

e BeleT aja(aBUTHBIN XKYPHAT BCEX YUAIIHXCS;

e co3maeT W BeleT 0a3y JaHHBIX JIOKYMEHTOB, MPOBOAHWT HH(POPMAIMOHHO-CIIPABOYHYIO
pabory;

® KOHTPOJIPYET UCIOJHCHHE JOKYMEHTOB M IOPYYCHHH JTUPEKTOpa O00pa3oBaTEIbHON
OpTaHH3aIIH.
3.10. B pamkax TpyHnoBOH (YHKIIMHM OpraHHU3allMH XpaHEHHUS JOKYMEHTOB:

®  KOPPEKTUPYET HOMEHKJIATYPHI JCJI CEKpeTaps U AUPEKTOPa IIKOJIBL;

e (QopmupyeT u 0opopMIISIET JeNa TOCTOSHHOTO, TOITOBPEMEHHOTO CPOKOB XPaHEHUS;

e TMOATOTABIMBAET U MEpeacT Jelia B apXuB 0011e00pa3oBaTeIbHON OpraHu3aluy.
3.11. B pamkax TpynoBoH (YHKIIMHM 00eCIIeUeHNs JUPEKTOPA IIIKOJIBI HH(MOPMAIHUEN:

e cobOupaer u nepepabaTbiBaeT MHPOPMALMIO, HEOOXOAUMYIO A HNPUHATHS O0OOCHOBaHHBIX
YIIPABJICHUYECKUX PEIICHUN;

® [pOBEpsieT JOCTOBEPHOCTb, IOJHOTY U HENPOTHUBOPEUYHUBOCTh JIAHHBIX, HCKJIIOYAET
nyOnupoBaHue HHPOpMALINH;

® [IPEIOCTaBISET JaHHbIE B €IUHOM U yJI0OHOM JJisl BOCTIpUATHUS (opMaTe;

e BBIABJSIET Hanbosee 3HAUUMble KPUTEPUH j CUCTEMAaTH3aIlul HHPOPMALIMK I cO3AaHus 0a3
JTAHHBIX;

e (opMupyeT U UCTONIB3YeT Oa3y JaHHBIX B 0011€00pa30BaTeIbHON OpraHU3aIHH.
3.12. B pamkax TpyaoBo# YHKIMH OpraHW3alii WHGOPMAMOHHOTO B3aUMOJICHCTBUS TUPEKTOPA

C paOOTHUKAMU:

e wuHbOpMHUpPYET pPAOOTHUKOB O0OpA30BAaTEIbHON OpraHU3allMd O pEHICHHUSIX JUPEKTOpa,
COBCIIAHUAX U 3aCCAAHUAX, ITIEAATOTUICCKUX COBETAX U MHBIX MCPOIIPUATUAX

® 3HAKOMUT pa6OTHI/IKOB o moAnrUCh C COOTBETCTBYIOIMMHA JOKYMCHTAMU,

e OpraHu3oBbIBaeT OOMeH HuH(poOpMalued MeXIy 3aMeCTUTENIIMU JUPEKTOopa U HHBIMU
JOJKHOCTHBIMHU JIMIIAaMH 00111€00pa30BaTeNbHON OpraHu3allnm;

e ormoBeniaeT pabOTHUKOB O TPEJCTOSIIUX MEPOITPUATHSIX;

® BBI3BIBACT COTPYIHUKOB U OOYYAIOIIUXCS 110 TOPYUEHUIO JUPEKTOPA;

e uHpOPMHUPYET TUPEKTOPa 00 OOpAIICHHUIX COTPYIHUKOB IO paOOYUM U JTMIHBIM BOIIPOCAM;



e uHpopMHpyeTAUpPEKTOpa 00 oOpalieHusx OoOydalolmMXcs, WX pOAMTENeH (3aKOHHBIX
MIPEACTABUTENCH ).
3.13. B pamMmkax TpyIoBoi QVHKIHMH OpraHUu3aliyd KOMaHINPOBOK:

® [IOATOTAaBJIMBAET MPOEKT MPHUKA3a O CIY>KEOHONH KOMaH/IUPOBKE;

® BBINKCHIBACT KOMAaHAUPOBOUHOE YAOCTOBEPEHUE U PETUCTPUPYET €ro MpU HEOOXOAUMOCTH;

® [OATOTABIMBACT JOKYMEHTHI K ITOE3/KE;

® YTOYHSET /ATy, JOJHKHOCTH, (paMHUIIUU B TIPOTpaMMe KOMAaHTUPOBKH.
3.14. BpIMoOnHSAET pa3iuyHble OINEpaly C KCIOJb30BAaHHEM KOMIIBIOTEPHON TEXHUKH 10
porpaMmam, npeaHazHaueHHbIM Ji71s cOopa, 00pabOTKU U MpeocTaBiIeHHs] UHPOPMAaIIIH.
3.15. Tlpu wHCMONIL30BaHUU AIEKTPOHHOTO OOOPYIOBAaHHS, B TOM YHCIE KIAaBUATYpPhl W MBIIIH,
€XKEIHEBHO Ne3MH(UIMPYET HMX B COOTBETCTBUU C PEKOMEHIANWMSIMH MPOU3BOIUTENS JIMOO C
UCITIOJIB30BAaHUEM DPACTBOPOB HJIM cal(eTOK Ha CHHPTOBOM OCHOBe, coaepkammx He meHee 70%
criupra.
3.16. Cobmromaer mpaBuia UCIOJIb30BaHUs ceTH HTepHET.
3.17. OobecrnieunBaeT 3alIUTy MpaB U CBOOOJ ydalIuXcs, poauTesel (3aKOHHBIX MpeCTaBUTENeH),
pabOTHUKOB IIKOJIBI IpU 00paboTKe MEPCOHANBHBIX JAHHBIX.
3.18. Ctporo cobiogaeT KOHPHICHIMAIBHOCTD TIEPCOHATBHBIX JaHHBIX U TPEOOBAHMS 1O 3aIUTE
1 0€30IMaCHOCTH MEPCOHATBHBIX JAHHBIX MPH X 00paboTKe, HETOMYIEHNE UX pacpocTpaHeHus 0e3
coriacus CyObeKTa MepCOHANBHBIX JAHHBIX WIIM HATMYHS IPYTOro 3aKOHHOTO OCHOBaHUSI.
3.19. CobmrogaeT KyabTypy U OTHKY OOIIEHUS C IIEPCOHATIOM  00pa30BaTEILHOTO  YUPEKICHUS,
00yYaOIUMUCS ¥ POJAUTEIISIMU (3aKOHHBIMU TIPEICTABUTEIISIMH ), [IOCETHTEIISIMHU.
3.20. Crporo cobmomaer mpaBa U CBOOOABI JeTei, coaepkamuecs B PenepanbHoM 3akone «O0
oOpazoBanun B Poccuiickoit ®eneparum» u Konsenmuu OOH o mpaBax pebeHka, sBIseTCS
MPUMEPOM JISI IIKOJIBHUKOB.
3.21. HndopmupyeT AMpEKTOpa, a TMPU €ro OTCYTCTBUH JEKYpPHOTO aJIMHUHHUCTpaTopa o
HECYAaCTHOM cllydyae, NPUHMMAeT Mepbl MO OKa3aHWIO MEPBOW IMOMOIIM MOCTPAJABIINM, BBI30BE
CKOpPOM MEIMIIMHCKON TTOMOIIIH.
3.22. OcyuiecTBisIeT CBOO IESATEILHOCTh Ha BBICOKOM PO EeCCHOHATHHOM YPOBHE.
3.23. OobecrieunBaeT cOOJIOICHUE YACTOTHI M ITOPSIIKA Ha CBOEM pabodeM MecTe.
3.24. Cekperapb AMPEKTOPA IIKOJBI COOTIOAACT MOJIOKEHUS JAHHON JTOJKHOCTHOW WHCTPYKIIHH,
pa3paboTaHHON Ha OCHOBE mpodcTanaapTa, Ycras u [IpaBuia BHYTpPEHHErO TPYIOBOTO paclopsaka
00pa30BaTeNbHOTO YUPEKICHHS, KOJUIEKTUBHBIA U TPYAOBOH JOTOBOp, a TAaKXKe JIOKAJTbHbIE aKThl U
MIPUKA3bI PYKOBOIUTEIS.
3.25. IIpoxoauT B YCTaHOBJIEHHOM 3aKOHoJaTenabcTBOM Poccuiickoit ®enepanuu mnopsake
oOydYeHre U NMPOBEPKY 3HAHWI M HABBIKOB B 00JIACTH OXPaHBI TPYJIa, HHCTPYKTAXKH TI0 OXpaHe TPyJa
U TI0’KapHO# 0€30MacHOCTH.
3.26. CoOmroaeT TpaBHiia OXPaHBI TpPyAa, IMOXKAPHOW H IJICKTPOOC30MACHOCTH, CAHUTAPHO-
TUTHEHUYCCKUE HOPMBI Ml TPEOOBAHHMSI, TPYIOBYIO JUCIHMILIMHY Ha pabodeM MEeCTe M PEKUM PabOTHI,
YCTaHOBJIICHHBIN B 00111€00pa30BaTeIbHON OpraHU3aIiH.
3.27. llepuoanueckd MPOXOAUT OECIUIaTHBIE MEAMIIMHCKHE OOCTeNOBaHUS, MOBBIIIAET CBOKO
npodhecCHOHANEHYI0 KOMIIETCHIIUIO.
3.28. Cexkperapro 3ampeliaercsi HCIOJb30BaTh HEHWCIPABHYIO MeOelb, 3IeKTpooOopyaOBaHuE,
IIEKTPOTIPUOOPHI, KOMITBIOTEPHYIO M MHYIO OPITEXHUKY HIJIM 00OpyJOBaHWE W MeOelb C SBHBIMH
MpU3HAKaMU TMOBPSKJICHUS, KYPHTh B IOMCIICHUSAX W Ha TEPPUTOPUH OO0IIe0Opa3oBaTeIbHON
OpraHu3aInHg.
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4. IIPABA

Cekperapb IMPEKTOpa UMEET IIPaBo:

4.1. Tlomyuyarh MHPOPMALIMIO, B TOM YHUCIIE U KOHDUIACHINAIBHYIO, B 00beMe, HEOOXOUMOM JIJIst
peLIeHMs] TOCTABJIECHHBIX 3a/1a4.

4.2. 3amnpamuBarh JUYHO WIHM IO MOPYYCHHUIO JAUPEKTOpa OT pabOTHUKOB 00IIe00pa3oBaTeIbHON
OpraHu3alui HUHQOPMALUIO M JOKYMEHTbI, HEOOXOAMMBIE /Js BBINOJHEHUS €ro JOKHOCTHBIX
00s13aHHOCTEH.

4.3. TpeOoBaTh OT aAMHUHUCTPALMM ILIKOJIBI CO3JaHHUS ONTHUMAJIbHBIX YCJIOBUM [Js1 BBIIOJIHEHHS
CIIy’)KeOHBIX O0O0S3aHHOCTEH M COXpPAaHHOCTH BCEX JOKYMEHTOB, OOpPa3yIOUIMXCS B pe3ysbTaTe
JIESITEIBHOCTH CEKpeTapsl.

4.4. IllpuHuMath pelieHus B Ipeenax CBOe KOMIIETEHIUH.

45. Ha wMaTepuallbHO-TEXHUYECKHUE YCJOBUs, TpeOyemble /Jsi BBINOJHEHUS JOJKHOCTHBIX
o0si3aHHOCTEH cekperapsi, Ha obecnieueHue pabovero Mecra, COOTBETCTBYIOLIETO IOCYIapCTBEHHBIM
HOpPMAaTUBHBIM TpeOOBaHUSAM OXpaHbl TpyJa M TMOXKApHOW OE30MacHOCTH, a TAKXKE YCIOBHUSAM,
npeaycMOTpeHHbIM KOJIIIEKTUBHBIM JOTOBOPOM.

4.6. 3HAKOMMTbCSA C MPOEKTAMM PELIEHUH AUPEKTOPa, OTHOCAIIMXCS K €ro mpodeccHoHanbHOM
JEeSITeTBHOCTH, C JKaJo0aMy U APYTUMH JTOKYMEHTAaMH, COACPIKAIIMMHU OIICHKY €ro paboThl, 1aBaTh
110 HUM OOBSICHEHHSI.

4.7. llpemocTaBisiTh AMPEKTOPY HAa PACCMOTPEHHE TMPEAJIOKECHUS IO YIYUYHICHUIO NESTEIbHOCTH
00pa30oBaTeNbHONM OpraHU3allil W YCOBEPIIEHCTBOBAHUIO CIIOCOOOB pabOThl 1O BOIPOCaAM,
OTHOCSIIMUMCS K KOMIIETEHIIUH CEKpeTapsl.

4.8. VYuactBoBaTb B pa0OTe OpPraHOB CaMOYIPABJICHUS JAOLIKOJbHBIM 00pa3oBaTEbHBIM
yupexaeHueM, B paboTte obuiero codpanus pabOTHUKOB, B OOCYXJIEHUH BOIIPOCOB, KAaCaIOLIUXCS
UCTIOJIHAEMBIX CEKPETApeM JOKHOCTHBIX 00s13aHHOCTEH.

49. Ha ™opambHOE H  MaTepHAIIbHOE IMOOMIPEHHE, HArpaXKACHUS TIO0  pe3yjbTraTtam
npoecCHOHATIBPHON  JEeSATeNBbHOCTH,  Ha  CONMAlbHBIE  TapaHTUH, PeayCMOTPEHHBIC
3akoHoAarenbecTBOM Poccuiickoit denepanun.

4.10. Ha 3amuty cBoell mpodecCHOHATHHONW YeCTH W JOCTOMHCTBA. Ha KOH(HIEHIHAaTHHOCTH
CIIy’)keOHOTO paccie/JOBaHus, KpOME CIIy4aeB, MPEIyCMOTPEHHBIX 3aKOHOJATeNbCTBOM Poccuiickoil
®denepanuu.

4.11. 3amumiath CBOM MHTEPEChl CAMOCTOATENBbHO H/MIM 4Yepe3 NpeACTaBUTeNs, B TOM 4YHCIE
aJiBOKaTa, B cily4yae IUCHMIUIMHAPHOTO WM CIIy’)KEOHOTO pacclieZIoOBaHUs,, KOTOPOE CBS3aHO C
HapylIEHHEM CEeKpeTapeM HOPM j IpopecCuOHATbHON 3THKH.

4.12. Cexperapb AUPEKTOpa IIKOJBI UMEET MHBIE TpaBa, npeaycMoTpenHsie TpynoBeiv Komexcom
Poccuiickoit ®enepaunu, YcraBoM, KosmiekTuBHBIM jaoroBopom, IIpaBuinamu BHYTpEHHEro
TPYZOBOIO pacropsiika 001eo0pa3oBaTeIbHON OpraHU3auy.

5. OTBETCTBEHHOCTb

51. B IPEAYCMOTPEHHOM 3aKOHOAaTeabCTBOM Poccuiickoii Deaepaliny Mopsaake CEKpeTapb HECET

OTBCTCTBEHHOCTE:

® 3a HEMPABOMEPHOE HCIIOJIIb30BAaHUE TMPEIOCTABICHHBIX JOKHOCTHOW WHCTPYKIIMEH TpaB U
MOJIHOMOYHH, a TaK)Ke MCIOJIb30BaHUE X B TUYHBIX LENSX;

e 32 pasrianieHue KOHQUIACHIIMATbHOW WH(POPMAIIUHU, TIOTYUYEeHHON B PEe3yJIbTaTe BHITIOTHEHUS
JOJKHOCTHBIX 00SI3aHHOCTEH, MePCOHATBHBIX JaHHBIX COTPYIHUKOB, OOYYAIOMINXCS ¥ KX POJUTEINEH
(3akoHHBIX | IpeacTaBuTENEi);
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® 32 JOCTOBEPHOCTh IMPEJOCTABIAEMOM WHPOPMALUU JIUPEKTOPY, €€ CBOCBPEMEHHYIO
MOATOTOBKY;

® 32 HEOKa3aHWE WM HECBOCBPEMEHHOE OKa3aHUE IEPBOM IOMOIUM IIOCTPALaBIIEMy, HE
CBOCBPEMEHHOE U3BEIICHUE WM CKPBITHE OT JUPEKTOpA IIKOJIbI HECYACTHOTO CIIyvasi;

e 33 HecoOJIIOIeHNE NHCTPYKIIMHA IO OXpaHe Tpy/ia U MOKapHOM 6e3011acHOCTH;

e 33 HAapyUICHUE NOpsAJIKA IEHUCTBUM B Cilydae BO3HMKHOBEHUs YPE3BBIYAMHOW CUTyallUU U
IBaKyaliy B 00111€00pa30BaTEIIbHOM YUPEKICHHUH.
5.2. 3a HeWUCNONHEHHWE WM HapylleHHe O0e3 YBaKUTEIbHBIX HPUYMH CBOUX OOS3aHHOCTEH,
YCTaHOBJICHHBIX JOJDKHOCTHOM MHCTPYKLMEH CEKpeTaps IIKOJbI, YcraBa W [IpaBuil BHYTpEHHEro
TPYZOBOI'O paclopsika, 3aKOHHBIX PACIIOPSKEHUN PYKOBOAMTENS U MHBIX JIOKAJIbHBIX HOPMaTUBHBIX
aKTOB, paOOTHUK IOJBEpraercs NUCLUIUIMHAPHOMY B3bICKAHMIO cOrjlacHO cratee 192 TpymoBoro
Konekca Poccuiickoit ®denepanun. 3a rpydoe HapylIeHHE TPYIOBBIX OOS3aHHOCTEH B KauyecTBE
JUCLUIUIMHAPHOTO HAKa3aHUS MOXET ObITh IPUMEHEHO YBOJIbHEHHUE.
5.3. 3a wucnonb3oBaHUE, B TOM 4YHUCIE OJHOKPATHO, METOJOB BOCIHMTaHUS, BKIIOYAIONIUX
¢uznyeckoe M (WIM) NCUXOJIOIMYECKOE HACWUIME HaJ JMYHOCTbIO OO0ydYaroIlerocs, a Takxke 3a
COBEpLIEHHE MHOI'0 aMOpPaJIbHOrO MPOCTYIKA CEKpeTapb MOXKET ObITh OCBOOOXAEH OT 3aHHMaeMoi
nomkHocTH cornlacHo TpynoBomy Konekcy Poccuiickorn ®denepanuu. YBOJbHEHUE 3a JaHHBIN
IPOCTYTIOK HE SBJISETCSI MEPOU JUCIUILIMHAPHON OTBETCTBEHHOCTH.
5.4. 3a HecoOmoneHue mpaBwil U TpeOOBaHUII OXpaHbl TpyJda U TOXKApHOW Oe30macHOCTH,
CaHUTAPHO-TUTMEHNYECKUX MPaBUI M HOPM CEKpeTapb IPUBIEKAETCS K aJIMUHUCTPAaTUBHOU
OTBETCTBEHHOCTM B IIOpAJKE M B  Cly4asX, MPEAyCMOTPEHHBIX aJMUHUCTPATUBHBIM
3aKoHoJiaTenbcTBOM Poccuiickoit denepaiuu.
5.5.  3a npaBoHapylIeHUs, COBEPLICHHbIE B MPOIIECCE OCYLIECTBIECHUS TPYAOBbIX (DYHKUIUH HECET
OTBETCTBEHHOCTb B IpejeiiaX, ONpEeAECHHBIX aJIMUHUCTPATUBHBIM, YTOJIOBHBIM U IPa)JIaHCKUM
3aKoHoAarenbecTBOM Poccniickoit denepanun.

6. B3AUMOOTHOILIEHMUSA. CBA3U 110 JOJIKHOCTHU

6.1. Cekperapb BBINOJHSAET PabOTy COIJacHO rpaduKy, COCTaBICHHOMY ¢ yuyeToM 4(0-uacoBoii
paboueil Hefenu, U YTBEPKACHHOMY TUPEKTOPOM 00111e00pa30BaTeIbHOM OpraHu3aluy.

6.2. Cekperapb CaMOCTOATENBHO IUIAHUPYET CBOIO JesaTenbHOCTh. Ilman paboTel cexperaps
COTJIACOBBIBAETCSI HETIOCPEICTBEHHO C AUPEKTOPOM.

6.3. Ilomywaer OoT AMPEKTOpPA MIKOIBI HH(POPMAITIIO HOPMAaTHBHO-TIPAaBOBOT'O XapaKTepa.

6.4. OOmenuBaercs uHpOpMaNKMEHd TO BOMPOCAM, OTHOCAIIMMCS K €ro JesTeIbHOCTH, C
aJMUHHCTpAIMEe U COTPYIHUKAMH IIKOJIbI, MHPOPMHUPYET UX O PEHICHUSIX TUPEKTOpa, COBEIaHUAX
U 3aCeJIaHMsIX, N1eJJarOTHUYECKUX COBETaX U MHBIX MEPOIPUATHIX.

6.5. BoBpems cooOmaer aupekTopy 00 HH(OpMAaIMM, NpPUKa3ax, PacIOpsHKEHUSAX H HHOU
JOKYMEHTAllMM, MOCTYNUBIIEH MO 3JEKTPOHHOH MouTe, MHPOPMHUPYET O HaMEUEHHBIX BCTpeYax,
COBEIIAHUAX U 3aCEIaHUSAX, HHBIX MEPONPUATHSIX.

6.6. Coo0maer AUPEKTOPY M €ro 3aMeCTUTENsIM HH(OpPMAINIO, TIOJYYCHHYI0 Ha COBEUIAHHUSX,
CEeMHUHapax, HEMOCPEACTBEHHO MOCIIE €€ MOIyYEeHHUS.

6.7. HupopMupyeT TUpEKTOpa 0 BO3HUKIIUX TPYAHOCTAX U MpobdieMax B paboTe, 0 HEJOCTaTKaX
B o0ecrieueHUU TpeOOBaHUN OXpaHbl TPyJa W MOXKAPHOU Oe30macHOCTH. BHOCHUT mpeiiokeHus mo
YCTPAHEHUIO HEAOCTATKOB, I10 ONITUMHU3ALIUN CBOEH JEATEIBHOCTH.

6.8. HMudopmupyer 3amecTutTens TUPEKTOpa IO aJMUHUCTPATHUBHO-XO3SHCTBEHHOW paboTe o
HEIOCTAaTKaX B KaHIEISPCKUX TNPUHAUICKHOCTSIX, OyMare M HMHBIX PAcXOJIHBIX MaTepuanax, o
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MOJIOMKax MeOeT M OPITEXHUKH, B AJIEKTPOOOOPYIOBAHUH, BOAOMPOBOIHONH M OTOMHUTEIHHOM
cucTeMax.

6.9. Bo Bpems OTCYTCTBHS CEKpeTaps €ro OOS3aHHOCTH BBINOJIHSAET COTPYIHHUK, UMEIOMIUN BCe
Tpedyroumecs npodeccuoHanbHble 3HAaHHUS, YMEHHUS M HaBBIKW, HA3HAYCHHBIA NMPUKA30M JAUPEKTOPA.
JlaHHBIN COTPYIHHK NPUOOPETAaeT COOTBETCTBYIOIIME IpaBa M HECET IOJHYI0 OTBETCTBEHHOCTH 3a
Ka4eCTBEHHOE BBHIIIOJIHCHHE BO3JIOKEHHBIX HA HETO 00S3aHHOCTEH.

7. 3AKJIIOYUTEJIBHBIE ITOJIOKEHU A

7.1.  OsznakomiieHHe pabOTHHKA C HACTOSIIECH JOJKHOCTHOW MHCTPYKIMEW OCYIIECTBISIETCS IMPH
npreMe Ha paboTy (10 MOAMMCAHUS TPYAOBOTO JOTOBOPA).

7.2. OpuH 3K3eMIUISIp JAODKHOCTHOW MHCTPYKUMH HAXOAWUTCS Y TUPEKTOpa IIKOJIbI, BTOPOH - y
COTpYIHUKA.

7.3.  @DakT 03HAKOMIJICHHs CEKpEeTapsi C HACTOALIEH NODKHOCTHOM MHCTPYKIMEH MOJITBEpHkKAaeTCs
HOJIKCHIO B AK3EMIUIIPE MHCTPYKLIUH, XpaHALIeMcs y AUPEKTopa 00pa3oBaTeIbHON OpraHu3aluy, a
TaKXe B XKypHaje 03HAaKOMJICHUS C I0JKHOCTHBIMH HHCTPYKIMSIMU.
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Jler o3naxomwiaenust ¢ foJuknocTHoii naerpykuueii Ne 17-/1H

C JODKHOCTHOI MHCTPYKIHEH 03HAKOMIICH(a), OJIMH SK3eMILISIp IOIy4Yr(a) Ha pyKH H 0053yi0Ch

XpaHUTh Ha pabouem MecTe.

Ne Damunus, ums, Jama u noonuco Jama u nomep Hama u nomep
n/n OMYeCHIBO PUOOmHUKa nocie npuKasa o npuxasa oo
pabomuuxa, 031AKOMIICHUA C HasHaweHuu na 0ce0bodcOeHUU Om
HA3HaYeNozo na uncmpyKuue i Q0JICHOCMb 3aHuUMaemou
Q0NIUCHOCHILD nonyuenus eé 0oICHOCMU
Konuu .
1 XKernosa Mapina «» of 2047 r. | Tlpuxas Ne22/JIC
: Cepreerna e __W or 28.04.2006
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