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1. O0umme noJioKeHus

1.1. Otnen xangpoB (manee — OTaen) SBIASETCS CTPYKTYPHBIM MOJpa3ieieHUEM
rocyJapCTBEHHOT0 OOXKETHOro MpodhecCHOHATBLHOTO 00pa30BaTENBLHOTO YUPEKICHUS
PoctroBckoit  obGmactu  «PocToBckuii-Ha-JloHY — KOJUICIK — PaadOdJICKTPOHUKH,
MH(OPMAITMOHHBIX U MMPOMBIIIJIEHHBIX TEXHOJOTUIY (nanee — Komnemx).

1.2. B cBoeit pesarensHoctr OTaen pykooacTByercs Koncrurynuuei Poccuiickoi
Oenepanuu, ['paxxnanckum kogekcom PO, Tpynoeim kogekcom PD, denepaibHbIM
3akoHOM «O0 oOpazoBannu B Poccuiickoit @enepalum, HHBIMH 3aKOHOIATEIBHBIMU U
HOPMAaTHMBHBIMM IIPaBOBBIMH akTamu Poccuiickon @enepanuu, YcraBom Komnemxka,
JIOKAJIbHBIMA HOpMaTUBHBIMU akTamu Koiutemka u Hactosammm [lomoxennem.

1.3. [lonoxenue 06 Otnene yrBepxkaaerca aupektopom Kosienka, BHOCUMbIE B
HETO JOIMOJHEHHS U U3MEHEHUS — puKa3oM nupekropa Komiemxka.

2. CTpykTypa oTaea

2.1. Otnen KaapoB SABISETCS CAaMOCTOSTEIBHBIM CTPYKTYPHBIM IOApa3eicHuEM
Komnemxka, hopmupyercs u aeiicTByeT Ha ocHOBaHHH [loytoxeHus.

2.2. CTpyKTypy W IITATHYIO YUCIICHHOCTh OTJIeJIa KaJpOB YTBEPKAACT JUPEKTOP,
HCXOJIS U3 YCIOBUN U OCOOCHHOCTEH JEATEIbHOCTH KOJUIEKA.

OTHEJI KA/IPOB
Nucnekrop P Hauansruuk otnena CrenuanmcT
110 Kaapam KaJlpoB 10 Kajgpam
A 4
ApxuBapuyc 3aBeyromui
KaHLEJIIpUei
Jlenonpon3BoIUTEIb

2.3. Pacnipeaenenue o0s3aHHOCTEN MEXIY COTPYIHUKAMU OTAENa MPOU3BOJAUTCS
HayaJIbHUKOM OTJIeJIa KaJpOB.

2.4. Otnen co3gaeTcs U JUKBUIUPYETCS MIPUKA30M JTUPEKTOPa KOJUISIKA.

2.5. OTaen noJurHsIETCSsl HEOCPEACTBEHHO TUPEKTOPY KOJUIeKA.

2.6. Otnen BO3rIaBiseT HavYaIbHUK, HA3HAYaEeMbIi Ha JOHKHOCTH IPUKA30M JTH-
pEKTOpaA KOJUIEIKA.

2.7. CoTpyIHHKHM OTIeNla Ha3HA4YAIOTCS Ha JOJDKHOCTH IO TPEICTABICHUIO Ha-
YyajbHUKA OTJIeJIa KaJpOB.



3. llesiu 1 3a1a4M WPUANYECKOTO OTHEJIA

3.1. KanpoBoe obecnieuenue aesrenbHoctu Komtemka.

3.2. Pa3paboTka xaapoBoi MOIUTUKU U (HopMUpOBaHHE KaJapoBoro pedepBa Koi-
JemKa.

3.3. YmpaBneHue nepcoHajioM Ha OCHOBE COBPEMEHHBIX METO/IOB KaJpOBOTO Me-
HEPKMEHTA.

3.4. Opranu3alMoOHHO-METOIMYECKOE PYKOBOJACTBO, KOOPAMHAIUS M KOHTPOJIb
NEeATEIbHOCTU CTPYKTYPHBIX Mojpa3aeneHuil Kosiemka no kaapoBbIM BOPOCAM.

3.5. ObecnieueHne coOIIOICHNS TPYIOBOTO 3aKOHOIATEIHCTBA B ACATEIHHOCTH
Komnemxka.

3.6. [IpencrarieHne HHTEPECOB PabOTOAATEIS U 3aIUTA €ro IPaB MPU PEIICHUN
KaJpOBBIX BOIIPOCOB.

3.7. Cobmrosienne u obecrieyeHue npas, JIbroT U rapantuii pabotaukos Koinen-
xKa.

3.8. Yuactue B MOATOTOBKE U MCIIOJIHEHUH YIIPABICHUYECKUX PEIICHUM.

3.9. B3aumojeiicTBue C MPOBEPSIIONIUMU MHCTAHIUSIMHU, TOCYJApPCTBEHHBIMHU W
MYHUIIUTIATBHBIMU OpPTaHaMU BJIACTH, OOIIECTBEHHBIMU U APYTMMH CTOPOHHUMH Opra-
HUBAIUAMU, TPEANPUATUIMA U YUPESKICHUSIMH B TIpe/iesiax KOMIETEHIIUU paboThl OT-
Jiena KaJpoB.

3.10. CoBepiieHCTBOBaHHE 1 BHEAPEHNE HOBBIX METOIOB OpraHMU3aIuu paboThl, B
TOM YHUCJIE HA OCHOBE UCIIOJIB30BaHUS COBPEMEHHBIX MHGOPMAIIUOHHBIX TEXHOJOTHA.

3.11. Pemnrenne MHBIX 3a1a4 B COOTBETCTBUM C LeIIMHU Kosutemxka.

4, @yHKIUM 0TIeJIa KA/IPOB

4.1. Otnen KaApoOB OCYIICCTBIISCT CISAYIOMNE (PyHKIINH:

- PazpaboTka kajpoBOil MOJUTUKU U CTPATETUN KOJIJIEKA.

- Pa3paboTka mporHo3oB, ompeneaeHue TeKyied NoTpeOHOCTH B Kaapax U HC-
TOYHHKOB €€ YJIOBJICTBOPEHUS Ha OCHOBE U3yUCHHUsI PhIHKA TPY/A.

- KoMmriekroBanue Koyuiepka KajapaMu pabdouux, CIyXalluX W CHEIUaIuCTOB
TpeOyeMbIX Mpodeccuil, CenUaTbHOCTEN U KBATHU(UKAIIMA B COOTBETCTBUH C IEJISIMH,
cTparerveil U mpoduiaeM KoJUIekKa, U3MEHSIOMUMHUCS BHEITHUMHU U BHYTPECHHUMU YC-
JIOBUSIMH €TO JICATCTLHOCTH.

- ndopmupoBanue pabOTHUKOB BHYTPU NMPEANPUITHS 00 UMEIOIINXCS BaKaHCH-
SIX, MCIOJIb30BAaHUE CPEJICTB MAcCOBOW WHMOpPMAIUU IS ITOMEIICHUS OOBSIBICHUN O
HaliMe paOOTHHUKOB.

- KoHTpONh MpaBHIIBHOCTH PacCTaHOBKH PAOOTHUKOB M MCIIOJb30BAHKS UX TPY/Ia
B CTPYKTYPHBIX MOAPA3ACICHUSX KOJUICKA.

- [TonGop u oTOOP PaOOTHUKOB COBMECTHO C PYKOBOJIUTEISIMU 3aMHTEPECOBAH-
HBIX TO/Ipa3/IeTICHUH M BHECEHUE COOTBETCTBYIONIUX MPEJIOKEHNN 00 WX Ha3HAYECHUU
Ha yKa3aHHbBIC JOKHOCTH.

- ®opMupoBaHKE U BeJleHUE 0aHKa TAHHBIX O KOJIMYECTBEHHOM COCTaBE KaJIpOB U
YYAIIUAXCA.



- OdopmiieHne NMpUKa3oB MO JUYHOMY COCTaBY, OCHOBHOW JESITENbHOCTU U CTY-
JIEHYECKOMY COCTaBY.

- Oopmrenue npuemMa, IEpeBojia U YBOJIbHEHUSI pAOOTHUKOB B COOTBETCTBHUH C
TPYJIOBBIM 3aKOHOJIaTE€ILCTBOM, MOJOKEHUSAMH, HTHCTPYKIUSAMHU U TIPUKA3AMH JTUPEKTO-
pa KoJuIeKa.

- Y4eT IMYHOrOo cocTaBa COTPYAHUKOB U CTYICHTOB, BeJeHUE al(haBUTHBIX KHUT
yuera.

- CocraBneHne rpaKoB OTITYCKOB, YUYET HCIIOJIb30BaHUS PAOOTHUKAMHU OTITYC-
KOB, 0(popMIIeHHE OYEPETHBIX OTITYCKOB B COOTBETCTBHH C YTBEP>KIACHHBIMHU TpaduKa-
MU JIOMIOJTHUTENBHBIX OTITYCKOB.

- OopmieHue u ydeT KOMaHIUPOBOK.

- ®opMUpPOBaHUE U XPAHEHUE JTUYHBIX JI€T COTPYIHUKOB U CTYCHTOB.

- Ilpuewm, 3amonHeHne, XpaHEHHUE U BbIlaya TPYIOBBIX KHUKEK.

- Benienue BOMHCKOIO yueTa o COTPYIHUKAM U CTYJEHTaM.

- Benenue xypHajoB peructpaiuu JOKyMEHTOB.

- Boijaua cpaBok 0 HacTosIIeN U MPOLUUION TPYAOBOM NEATENbHOCTH paOOTHU-
KOB.

- Britaya apXuBHBIX CIIPaBOK 00 O0yUYEHUHU.

- KoHTpoJIb COCTOSIHUS TPYIOBOM AUCUMILIMHBI B TOIPA3CIICHUAX IPEAPUATUSL
U coOoieHNs paOOTHUKAMU MPaBUJl BHYTPEHHETO PaclopsiaKa.

- Benenue ycTaHOBIEHHOM JOKYMEHTALMU IO KaJApaM U CTYAEHYECKOMY COCTaBY.

- I[logroroBka MarepuanoB JJisl MPEICTABICHUS MEPCOHANIA K IMOOIIPEHUSIM CO-
BMECTHO C PYKOBOJUTESIMU COOTBETCTBYIOIIUX CTPYKTYPHBIX MOJIpa3ICICHUIA.

- IloaroTroBka mMaTepualioB MO MPUBJICYEHHIO PAOOTHUKOB K MaTEpHATILHOM H
JUCUUIUITMHAPHON OTBETCTBEHHOCTH.

- [lonroroBka HEOOXOAMMBIX TOKYMEHTOB Il 0()OPMIIEHHSI AJOCPOUYHOM TPYJO-
BOIl IEHCHH IO CTApPOCTH JIMIAM, OCYILECTBIISIBIIUM MEAarornyecKyro AesITeIbHOCTb.

- [ToaroToBKa COOTBETCTBYIOLIMX JOKYMEHTOB 10 IEHCHOHHOMY CTPaXOBaHUIO.

- Brimaua cipaBok 0 paboTe COTpyAHHKAM U CTyJIEHTaM 00 00y4YeHUH.

- Cnaya B cpok HEOOXOAMMOM OTYETHOCTH.

- AHaNIM3 TEKy4eCTH KaIpOB.

- PazpaboTka MeponpusTuii Mo yKPEIUICHUIO TPYI0BOM AUCIUIUIUHBI, CHIYKEHUIO
TEKy4eCTH KaJIpoB, HOTEPh pab0Yero BpeMEHU, KOHTPOJIb UX BBITIOJHEHHUSI.

- PaccMoTpenue xanob U 3asBiieHU paOOTHUKOB MO BOMpOcaM Mpuema, nepe-
MEIIEHUS U YBOJIbHEHHUSI, HAPYIICHUS TPYIOBOTO 3aKOHOIATEIbCTBA.

- YyacTue B aHanu3e pe3yJbTaTUBHOCTH U 3PHEKTUBHOCTH pabOUYero KOJIEKTH-
Ba OT/EJIA.

5. [IpaBa
OTtnen kaJipoB UMEET MPABO:
5.1. 3ampamuBarh B CTPYKTYPHBIX MOAPA3ACICHUAX HEOOXOUMbIE TaHHBIE O pa-
OOTHHUKaX, a MpU NprueMe Ha paboTy U MepeMelIeHuIX pabOTHUKOB — MHEHHUE PYKOBO-
TUTENEH COOTBETCTBYIOLIUX CTPYKTYPHBIX MOAPA3ACICHHI.



5.2. KoHTponunpoBaTh B CTPYKTYPHBIX MOJPA3ACICHUSIX COOMIOCHIE B OTHOIIIE-
HUU pabOTHUKOB 3aKOHOAATENbCTBA O TPYAE, MPEIOCTaBICHUE YCTAHOBIEHHBIX JILIOT U
IPEUMYLIECTB.

5.3. JlaBaTh pPYKOBOAMTENAM CTPYKTYPHBIX MOJpA3ACIICHU KoJulelxa 00s13a-
TEJIbHBIC I UCTIOJIHEHUS YKa3aHHs M0 BOMPOCAM, OTHOCSIIMMCS K KOMIIETEHIIUU OT-
niena KaJipoB.

5.4. TpeboBarh U MOMy4aTh OT BCEX CTPYKTYPHBIX MOAPA3ACICHUN KOJUIEIKA
CBECHMSI, HEOOXOIUMBIE SIS BBHITIOJHEHUS BO3JIOKEHHBIX HA OTIEIN 3a/1a4.

5.5. [IpencTaBUTENBCTBOBATh B YCTAHOBICHHOM MOPSAAKE OT UMEHU MPEAIPUATHS
10 BOIIPOCAaM, OTHOCSIIIMMCSI K KOMIIETEHLIMH OTJ€da, BO B3aUMOOTHOIIEHUSX C TOCY-
JApCTBEHHBIMU M MYHHIIMIAIBHBIMUA OPraHaMH, a TAK)Ke APYTUMH NPEIPUATUIMHU, OP-
raHU3alUSIMH, YUYPEXKICHUSIMH, B TOM YUCIIE areHTCTBaMU 10 HAaliMy U CIIy>KOaMu 3aHs-
TOCTH.

5.6. /laBaTh pa3bsCHEHUsI, PEKOMEHIALIUHU U YKa3aHUsI 10 BOIPOCAM, BXOSAIIUM B
KOMIIETEHIIMIO OT/IENa.

5.7. IIpoBOIUTH COBEIIAHUS U yYacCTBOBAaTh B COBEIIAHUAX, IPOBOJUMBIX B KOJI-
JIEIKE 110 KaPOBBIM BOITPOCAM.

6. BzanMojeiicTBHe C APYrUMH MOAPAa3AeJIeHUSIMH KOJIJIeIKA

Jlns peanin3aliuy MOCTABJICHHBIX 3a/a4 W BBITIOJTHEHUS (DYHKIMNA OTAEN KaapoB
B3aMMOJEHUCTBYET CO CTPYKTYPHBIMH TTOApa3aeiceHuaMu Kosemxa no caeayommnm Bo-
npocam:

6.1. C Oyxranrepueii 1o BOIpocam:

- MMOJITOTOBKU JIOKYMEHTAIMH JIJIs1 HAUUCIIEHUSI 3apa00THOM II1aThl paOOTHUKAM;

- MO BOMPOCaM MAaTEPHATBHOTO CTUMYJIUPOBAHUSI paOOTHUKOB (MPEMHUPOBAHUS,
YCTaHOBJICHUS Ha10AaBOK, JIOTIIAT);

- IITATHOM pPAcCTaHOBKHU, MOJATOTOBKA M HWCIOJHEHHUs IITAaTHOTO pacClHCaHus,
y4éTa CIMCOYHOM YHCIICHHOCTH paboTHHKOB Kosnemka,

- HOATOTOBKHU U CAAYU OTYETHOCTH;

- 10 UHBIM BOMPOCAM B pAMKaX KOMIETEHIIUH OTJIea KaJApPOB.

6.2. C yueOHbBIM, yueOHO-BOCTIUTATEIHHBIM, YU€OHO-METOIMYECKUM OTIEIaMH TI0
BONpPOCaM:

- IOATOTOBKHA OTYETHOW TOKYMEHTALNH;

- MPOXOXKJICHUSI PAOOTHUKAMH aTTECTAIIUH;

- co3aaHus KaapoBoro pesepBa Komtemxa,;

- 10 UTHBIM BOMPOCAM B paMKax KOMIIETEHIIMU OTAEa KaapOB.

6.4. C pyKOBOIUTEIAMH CTPYKTYPHBIX NOAPA3ACICHUIN IO BOIPOCAM:

- OCYIIIECTBJICHUS KOHTPOJISI BEACHUS yueTa paboyero BPEMEHHU B CTPYKTYPHBIX
MOJpa3ACIICHUsX;

- KAUECTBEHHOTO W CBOEBPEMEHHOT'0 3aKPbITHSI BAKAHCUU;

- TIpuéMa, NepeMeICHUs], YBOJIbHEHNUS, IPUMEHEHUSI NUCIUIIMHAPHBIX B3bICKA-
HUW ¥ TIOOIIPEHUS paOOTHUKOB U Jp.;

- IOATOTOBKH rpaduKa OTIMYCKOB;



- coOmrofeHust pabOTHUKAMU TIOJIBEIOMCTBEHHBIX CTPYKTYPHBIX MOAPA3ICIICHUN
TPYJIOBOM TUCIMIUIMHBI;

- 110 UHBIM BOIIPOCAM B paMKax KOMIETEHIIMHU OT/IeNia KaJpOB.

6.5. BzaumojeiicTBrue oT/eNa KaJIpoB C JOJDKHOCTHBIMU JTUIIAMU U CTPYKTYPHBI-
MU nioApazaeneHusmMu Kosutemka nmpenonaraeT corjiaCoBaHHOCTh BBITIOJIHEHUSI MEPO-
OPUATHI KaJpoBOM pabOTHI [0 CPOKAM U METOAAM peau3aliii.

7. OTBeTCTBEHHOCTD

7.1. OTBETCTBEHHOCTh 32 HAJJICKAILEE U CBOEBPEMEHHOE BBIIIOJIHEHUE OTIEIOM
(yHKIUH, IPEeTyCMOTPEHHBIX HACTOSIIMM TOJIO)KEHUEM, HECET HayaJlbHUK OT/AeNa Ka-
POB.

7.2. Ha nauvanpHUKa OTHEda KaJpOB BO3JIaraeTcsl IepcoHajIbHas OTBETCTBEH-
HOCTb:

7.2.1. 3a opraHmM3anuo AeATeIbHOCTH OT/CIA 10 BRIMOJHECHHIO 3a/1a9 ¥ (YHKITUH,
BO3JIO’KEHHBIX Ha OTACH;

7.2.2. opraHu3aiyio B OTJejIe ONEPaTUBHOW M KauyeCTBEHHOM IOJATOTOBKH U HC-
TOJIHEHUS IOKYMEHTOB, BEICHUE JICJIONPOU3BOJICTBA B COOTBETCTBUU C ACHCTBYIOIIUMHU
MIPaBHJIAMH ¥ UHCTPYKIHUSIMU;

7.2.3. cobmoieHre COTpYyAHUKAMH OT/AeJIa TPYAOBOUW TUCIIUTIIINHBI,

7.2.4. obecrieueHrEe COXPAHHOCTH HUMYIIECTBA, HAXOJSIIETOCS B OTAENE, U CO-
0JIr0/IeHrE MTPaBWII MOYKAPHOH O€301aCHOCTH;

7.2.5. moa0op, pacCTaHOBKY M ACSATEILHOCTh COTPYTHUKOB OT/IEINA;

7.2.6. COOTBETCTBUE JACUCTBYIOIIEMY 3aKOHOJATENBCTBY BUSUPYEMBIX (TIOJIUCHI-
BA€MbIX) UM MIPOEKTOB MPUKA30B, HHCTPYKIIUH, MOJOKEHUM, TOCTAHOBJICHUN U JAPYTUX
JIOKYMEHTOB.

7.3. CoTpynHUKH OTHeja KaJpOB IPU OIEHKE JCIOBBIX Ka4eCTB PaOOTHUKOB
KOJIIe/pKa 00s3aHbl MCXOJUTh TOJBKO M3 O(UIMAIBHO IMOJYyYCHHBIX JAaHHBIX W Mare-
pHAJIOB U HE BIpPaBe pasriamiaTh UMEIOIIUECS JaHHBIC O JIMYHOW KU3HU PAOOTHUKOB.

7.4. OTBETCTBEHHOCTh COTPYAHUKOB OTJIeNia KaJPOB YCTAHABIMBAETCS UX JNOJIK-
HOCTHBIMH MHCTPYKIIASIMH.

Pazpabotunk

Havanbauk oTaena kaapos T.H. Cononyxa

COI'JTACOBAHO

CoBeT KoIeKa
«25» mas 2017 r.
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