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1. O0mue nosoKeHus



I.1.  Otpen no pabore ¢ nepcoHaioMm (nanee - OTAEN) ABNSETCS CTPYKTYPHBIM
nojpasaeneHueM ABTOHOMHON HEKOMMEpPYECKOH OpraHH3allMH JIOMOJIHUTEIIEHOTO
npodeccuonanbHoro oOpazoBanMs «Akajemust Ou3Heca M MHHOBALHOHHBIX
TEXHOJOrUit» (nanee - Opranusaius).
1.2. Oraen nmo pabore ¢ nepcoHasoM B CBOeil AEATEIBHOCTH PYKOBOJCTBYETCS
CHIEIYIOUIMMH AOKYMEHTaAMU:
- "Tpynosoii koaeke Poccuiickoit ®expepauuun” ot 30.12.2001 N 197-®3 (pen. ot
29.07.2017);
- 3akoHoM P® «OO0 obpazoBanuu B Poccuiickoit ®emepanmu» Ne 273-03 ot
13.07.2015 (pex. ot 29.07.2017);
- HMHBIMM HOPMAaTHBHBIMH [MpPAaBOBBIMM aKTaMH, YcrtaBoM OpraHusauuu, a TakkKe
HactosmuM [TonoxeHnuem.
1.3. Otnen no padore ¢ nepcoHaqIOM MOJHHHAETCA HEMOCPEACTBERHO 3aMeCTHTEIIO
JIHpeKTopa 1o paboTe ¢ NepPcoHaIOoM.
1.4, Pexum pabotwl oraena onpeapensiercs [IpaBunamu BHYTpPEHHEro pacropsijika
Opranuszauuu.

2. OcHoBHBIE 321240
2.1. Opranuzauus paboTsl 110 110100pY, pacCTaHOBKE M HCIIOJIB30BAHHIO KaJpoOB.
2.2 M3ydeHue NeOBBIX M MOpAJIbHBIX KauecTB pPabOTHHKOB MO MX NPAKTHYECKOM
NesATeNbHOCTH. !
2.3. Co3pnanue pe3epBoB KaJlpoB.
2.4. IlepcoHu(puuupoBaHHbIi y4eT pabOTHHKOB.
2.5. Pa3paboTka 1 BHeJIpeHHe Mep MO MOBLILIEHUIO KBATH(HUKALIMKU KaZPOB.
2.6. Yuer kapos.
2.7. AHanu3 TeKy4yecTH KaJpoB
2.8. ObecrieueHue npas, AbIOT U rapaHTuii paboTHUKOB OpraHu3au.

2.9. Benenue u npegocraBleHHe CTATHCTUUECKUX IaHHBIX B YCTAHOBJICHHbBIE CPOKH.

3. OyHkuun



3.1. Pa3paboTka kaapoBoil MOIUTHKH U cTpaTerud OpraHu3anuu.

3.2. Ilopbop, orbGop W paccraHoBKa KaJpoB COBMECTHO C PYKOBOJMTEIISM
CTPYKTYPHBIX TOJpa3fielleHHii Ha OCHOBE OLEHKM MX KBaJM(UKALUM, JUYHBIX W
JICJTIOBBIX Ka4eCTB.

3.3. Odopmienne mpuema, nepeBofa M yBojJbHeHUs paboTHHKOB OpraHuszanuu B
COOTBETCTBHM € TPYJIOBBIM 3aKOHOAATENLCTBOM, IMOJIOKEHUAMHU, HHCTPYKUHMSAMH H
npUKa3aMH JUPEKTopa.

3.4. IloaroroBka NpPOEKTOB IIPUKA30B I10 JTUYHOMY COCTaBY.

3.5. PaccTaHoBKa KaJpoB Ha OCHOBE OLIEHKM MX KBaJIM(UKALMH, JIMUHBIX H JETOBBIX
KayecTs.

3.6. Yuer nu4yHOro cocrasa.

3.7. Ilpuem, 3anojiHeHHE, XpaHEHUE WM BblJaya TPYAOBBIX KHHKEK M BKIAIbIIICH B
HUX.

3.8. BejieHHe yCcTaHOBISHHOH JOKYMEHTALIMH 110 KajipaM. -

3.9. Beiaua cnpaBok o paboTte, 3aHHMaeMOH [OIKHOCTH M pasmepe 3apaboTHOM
TJ1aThI.

3.10. Konrposnb 3a cocrapjieHHeM TrpaUKoB OTIIYCKOB, YY€T HCIO/Jb30BaHU
pabOTHUKAMH OTMYCKOB, O(OpMIIEHHE OYepeJHbIX OTIYCKOB B COOTBETCTBHH C
YTBEP/KACHHBIMH Irpa)UKaMHu OTITYCKOB.

3.11. TlogroroBka nmpoeKkToB NPUKA30B 0 KOMaHAUPOBAHHH.

3.12. TaGenbHBII y4eT COTPYAHHKOB OT/Ie/a M0 paboTe ¢ IIePCOHATIOM.

3.13. KoHTponb 3a COCTOSSHUEM TpPYAOBOH AMCLMIUIMHBL B  [10Jpa3/eNneHusx
Opranuzanun 1 cobmojienueM pabOTHUKaAMH TMPaBHII BHYTPEHHEro TPYAOBOIo
pacropsyika.

3.14. Ananu3 TeKy4yecTH KajJpoB.

3.15. MWcumcnenue oOwero, CcTPaxoBOro MW Hay4dyHO-IIEAArord4yeckoro craxa
pabOTHUKOB.

3.16. Xpanenue, Bbljlaya 4 aKTHBUPOBaHKe OJIAHKOB CTPOrOH OTYETHOCTH.

3.17. OdopmiieHHe JIMCTKOB HETPYA0CIOCOOHOCTH H c1ada ux OyXraiaTtepHio.

3.18. Opranusaums arrectauvu paborHukoB OpraHu3aluy, ee MeTOAUYECKoe H

umbopmauuonuoe obecnevyeHue , YH4acCTHE B aHAJIU3€ PE3yJIbTaTOB aTTECTALlMH.



3.19. OOecnevyeHHe COUMAIBbHBIX TApaHTHH TPYAAMIMXCA B 00IACTH 3aHATOCTH,
coOI0IeHHs MOPsiIKa TPYAOYCTPOICTBA, IPEJOCTABICHHUS UM YCTAHOBJICHHBIX JIBIOT
U KOMIIEHCALUH.
3.20. PaccmoTpenue 3asBneHHN pabOTHHKOB IO BOMPOCaM IpHeMa, MepeMelieHHs |
YBOJIbHEHH S, HAPYLIEHUS TPYL0BOI'0 3aKOHOIATEIbCTBA.
4. Ilpasa
Otaen mo pabote ¢ nepcoHaoM UMEET MpaBo:
4.1. CamocrosaTenbHO onpeneisTh CoOAepKaHHe H KOHKpeTHele (OpMBI CBOEH
JEATE/IbHOCTH B COOTBETCTBHH C LEJIAMHU U 3a7a4aMu, yKazaHHbIMH B [TonoskeHuu.
4.2. Pa3zpabaTbiBaTh CTPYKTYPY, LITATHOE paciiicaHue.
4.3. 3HaAKOMHMTCSI C IPOEKTAMH pEIeHHH IUpPEKTOpa, KACAIOLIHECs AeATeIbHOCTH
oraena.
4.4. Buoocur Ha paccMOTpeHHEe JMpeKTopa MpelsIoKeHHs 10  YIYYILeHHIO
nesrenpHocTd OpraHu3auuy ¥ oT/iena no pabore ¢ nepcoHanoM. -
4.5.IloanuceiBaTh U BU3HPOBATh AOKYMEHTBI B IIpe/ieaxX CBOeH KOMIETeHLIHN,
4.6. TpeboBaTh M moIy4aThb OT BCEX CTPYKTYPHBIX [OJpa3Je/ieHUil CBeIeHHs,
HeoOXO0/IMMBIE U1 BLITOTHEHUS BO3JIOKEHHBIX Ha OTEN 3a/1ay.
5. OTBeTCTBEHHOCTH
5.1. Ormen no pabore ¢ NEepcOHANOM HECET B YCTAHOBJICHHOM TPYIOBBIM
3aKOHO/IaTeJIbCTBOM MOPsAKE OTBETCTBEHHOCTH 3a HEHaUIeXkalllee UCIOJHEHHe HIIH
HEHCIIOTHEHHE CBOMX JIOJIKHOCTHBIX 00S3aHHOCTEH.
5.2. 3a HapyueHus, COBepIIEHHbIE B MIPOLECCe OCYIIECTBICHHs CBOCH JesTeIbHOCTH,
-B [IpeJieNiax, OIpeJie/IeHHbIX ACHCTBYIOIIMM 3aKOHOAaTenbCcTBOM PD.
5.3. 3a npuuMHeHHe MaTepualbHOro ymepba - B mpegenax, ONpeaeleHHBIX
AEUCTBYIOLIUM TPYAOBBIM U TPakJaHCKHUM 3aKOHOAaTeIECTBOM PD.
6. 3aKTI0YHTEIbHBIE O0KEHHS
Tpynosbie oTHOWEHUS pabOTHUKOB OTAEMa MO paboTe ¢ NEPCOHAIOM PEryJINPYIOTCs

3aKoHoaaTenbcTBoM PD 0 Tpyje.



