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JI0JIZKHOCTHASI HHCTPYKIMS CeKpeTapsi

1. O6me moJ10:KeHus

1.1. Hacrosmass m0KHOCTHas MHCTPYKIMS paspaboTraHa Ha ocHOBe KBamugpukarmoHHOTO
CIIPaBOYHMKA JIOJDKHOCTEH PYKOBOJUTENEH, CIICIMAIMCTOB U JIPYTUX CIYXKAIUX, YTBEPKICHHOTO
[TocTtanoBineHneM MHUHHUCTEPCTBA TPYyla M COIMAIBLHOTO pa3BuTus Poccuiickoit deneparuu ot 21
aBrycra 1998 roga Ne37 B pemakmuu ot 27 mapra 2018 r; ¢ yaetom @3 Ne273 ot 29.12.2012r «O6
obpaszoBannu B Poccuiickoit @enepanumn» B pemakiuu ot 2 uronst 2021 roga; B COOTBETCTBUU C
TpynoBeim konmekcom Poccumiickoit ®Penepanum W IpYrUMHM  HOPMAaTHBHBIMM  aKTaMy,
PETYIHUPYIOIUMHU TPYAOBBIE OTHOIIEHUSI MEXTy pAOOTHUKOM M pabOTOIaTENIEM.

1.2. JlanHas WHCTPYKLIHS OTPEACISICT OCHOBHBIC (YHKIMH, YCTAaHABIUBACT JOJKHOCTHBIC
00513aHHOCTH, MIpaBa U OTBETCTBEHHOCTH, a TAK)KE B3aMMOOTHOIIEHUS B KOJUIEKTHBE COTPYAHUKA,
3aHUMAIOIIETO B IIKOJIE JOHKHOCTh CEKpeTaps.

1.3. Cekperapp 0011€00pa30BaTENbHOTO YUPEXKACHUS HA3HA4YaeTcs W OCBOOOXHAeTcs OT
JIOJDKHOCTH B TOpsIAKE, TpeaycMOoTpeHHOM TpynoBbiM KonekcoM Poccuiickoin @enepanuu u
TPYZIOBBIM JOTOBOPOM.

1.4. Ha no/mKHOCTD CeKpeTapsi IPUHUMACTCS JUIIO:

* wuMeroniee cpenHee mnpodeccruoHadbHoe oOpa3oBaHHe B cdepe IenonpousBojcTBa 0e3
MpeAbSIBICHUST TPEOOBAHUS K CTaXy paOOThl WM cpesiHee (MOTHOe) o01Iee oOpa3oBaHue U
npodeccnoHalbHyI0 TMOATOTOBKY B cdepe AEeNONpOM3BOACTBA 0€3 MpeabsBICHUS
TpeOOBaHUM K CTaxKy pabOThI;

* COOTBETCTBYIOIEE TPeOOBAaHUSAM, KACAIOIMIMMCS MPOXOXKJIEHUS MPEABAPUTENBHOTO (MIpH
MOCTYIJIEHUA Ha paboTy) M TMEPHUOJAUYECKHX MEIUIIMHCKHX OCMOTPOB, BHEOUYEPEIHBIX
MEAWIIMHCKUX  OCMOTPOB IO  HampaBieHWio  paboTrojatens,  00sS3aTeIbHOTO
TICUXUATPUIECKOTO OCBUICTEIHCTBOBAHUA (HE pexe | pa3a B 5 yer), mpodecCHoHaATbHOU
TUTUEHUYECKOW MOJITOTOBKM U aTTecTaluu (mpu mpreMe Ha paboTy U jaanee He pexe 1
paza B 2 ro/a), BaKIMHAIMK, a TAKXE HMMEIOIIEe JTUYHYI) MEIUIIMHCKYI0 KHIDKKY C
pe3ylbTaTaMu MEAUIIMHCKUX 00CIeA0BaHUN U TaO0PaTOPHBIX UCCIEIOBAHUMN, CBEACHUSMH
O TPUBHMBKAX, TIEPCHECEHHBIX WH(MEKIIMOHHBIX 3a00JIEBaHMUIX, O MPOXOKICHUH
npodeccrnoHaNTbHON TUTHEHUYECKOU MOATOTOBKH U aTTECTAIIUU C IOMYCKOM K paboTe;

* HE UMEIIIee OTPAaHUYCHHUI Ha 3aHSATHE TPYIOBOW JESITEIBHOCTHIO B chepe oOpa3oBaHus,
n30keHHbIX B cTaThe 351.1 «OrpaHuyeHus: Ha 3aHATHE TPYAOBOW JEATEIbHOCTHIO B
chepe oOpa3oBaHWs, BOCIMUTAHUS, PA3BUTHUS HECOBEPIICHHOJETHUX, OPTaHMU3AIlUU MX
OTIBIXa W O3JO0POBIEHUS, MEIWIIMHCKOTO OOECHEeYeHHUs, COIUAIBHON 3allUThl U
COIIMAIBHOTO OOCITYy)XMBaHUsA, B cdepe AETCKO-IOHOIIECKOTO CIOpTa, KYJIbTYphl H
HCKyCCTBA C YYaCTHEM HECOBEpLICHHOJETHUX» TpymoBoro konekca Poccuiickon
denepanuu.

1.5. Cekperapp HaxOAUTCs B HEMOCPEICTBEHHOM MOJYMHEHHUU y 3aMECTUTEN IUPEKTOpa IO
aIMUHUCTPATUBHO-XO3SIICTBEHHOMN YacTH.
1.6. B cBoeit npodeccroHanbHOM ACSITEIBHOCTH CeKpeTaph 00s13aH PYKOBOJICTBOBATHCS:




* VYcraBoMm 0011€00pa30BaTEIBLHOTO YUPESIKICHHUS;

*  TPYIOBBIM JOTOBOPOM;

* MPUKa3aMH U PACTIOPSDKEHUSMHU JUPEKTOPA 0011e00pa3oBaTeIbHOTO YIPEKIACHHUS,

* 3aKOHaMH W MHBIMU TPABOBBIMHU aKTaMH, pEriiaMEHTHPYIOIIMMHU 00pa30oBaTelIbHYIO
JIeSATEeTbHOCTb;

« CII 2.4.3648-20 «CaHHTapHO-dMHAEMHOJIOTHUYECKHE TPeOOBaHMUS K OpraHU3aIUsIM
BOCTIUTAHUS U O0YyUEHUSI, OTAbIXA M 03JJOPOBIICHUS ACTCH U MOJIOICIKI;

*  JJaHHOW JIOJDKHOCTHOM MHCTPYKLMEN CeKpeTapsl IIKOJIbI,

*  BCEMHU HOPMATHUBHBIMHU JOKYMEHTAMH, KaCAIOIIMMHUCS BEACHUS JACIIONPOU3BOICTBA.

*  YTBEP)KICHHOW MHCTPYKLHKEH MO OXpaHe TpyAa ceKpeTapsi IKOJbI;

1.7. Cekperapb 1IKOJIbI 00s3aH 3HATD:

*  CTPYKTYpY 0011e00pa30BaTeIbHOr0 YUPEXKICHUS U €r0 KaApOBOr0 COCTABa;

* TOCYHapCTBEHHBIC  CTaHAAPTHl  YHU(DUIMPOBAHHON  CHUCTEMBI  OpraHU3aIMOHHO-
pacnopsANTEIbHON JOKYMEHTAIUY;

* mpaBuia opdorpadun ¥ MyHKTYAIIUU PYCCKOTO SI3BIKA;

* MpaBuWiia SKCIUTyaTalluu OPITEXHUKU;

*  MpaBWiIa MOJL30BaHUS MPHUEMHO-TICPETOBOPHBIM YCTPOMCTBOM, (DAKCOM, MHOKHTEIHLHBIM
YCTPOMCTBOM, CKAHEPOM, KOMITBIOTEPOM;

* mpaBwia pabOTBl C KOMIIBIOTEPHBIMH IpPOTpaMMaMH, a HMEHHO C TEKCTOBBIMU
pelakTopaMu M DJIEKTPOHHBIMU TaOiuuamMu, 0a3zaMu JaHHBIX, DJIEKTPOHHON MOYTOM,
Opaysepamu;

* TEeXHHUKY CO3JaHHs, 00pabOTKH, Iepeaaul U XpaHEHHUS TOKYMEHTOB;

* TIpaBuUJIa JIETIOBOU MEPEIUCKU;

* MpaBWJIa COCTABIICHUS ACIOBBIX MHCEM C UCIOIB30BAaHUEM JIETIOBBIX 00Pa3IloB;

*  OCHOBBI 3TUKH U ICTETUKU;

* MpaBuWia JEJIOBOTO OOIICHNUS;

* TpaBWJIa W HOPMBI OXpaHbl TPyJda, TEXHUKU OE30MacCHOCTH, IPOU3BOJICTBEHHON
CaHUTApUU U MPOTUBOIOKAPHOU OE30MACHOCTH.

1.8. Cekperapp MIKOJBI JIOJDKEH 3HATh JOJDKHOCTHYIO HHCTPYKIIHIO, CBOU ()YHKIIMOHAJILHBIC
00s13aHHOCTH ¥ TIOJTHOMOYUSI, TIOPSAOK IEHCTBUI MPU BO3HUKHOBEHUU YPE3BBIYAMHON CHUTYyaIlHH,
MMETh HaBBIKU OKA3aHMsI MIEPBOU MTOMOIIM IMOCTPAIABIIHNM.

2. DyHKUMHU

OCHOBHBIMU HaNpPaBICHUSAMH B pab0OTe CEKpeTaps MIKOIbI ABISIOTCS:

2.1. BeimonHeHne TeXHUYECKUX (QYHKIMM 10 00€CTIEUeHUI0 U OOCTYKUBAHUIO pabOThl TUPEKTOPa
00pa30BaTENBHOTO YUPEKACHUS U €T0 3aMECTHTEIIS;

2.2. Benenue enonpon3BO/ICTBA.

3. {OJKHOCTHBIE 0013aHHOCTH

CekpeTtapb LIKOJIbI UMEET CJIEAYIONINE JODKHOCTHBIE 00sI3aHHOCTH:

3.1. Tlpuem Bceil mocTymaromieil B 0O0IIeo0pa3oBaTeIbHOE YUPEKICHUE KOPPECIOHIASHIIUA M
neperaya €€ B COOTBETCTBUM C YKa3aHHUAMM JMPEKTOpPA KOHKPETHBIM COTPYAHHUKAM JUIs
HCIOJIb30BaHUs B IIpolecce padboThl TUOO0 /ISl HOATOTOBKU OTBETOB;

3.2. Benenue n1enonpous3BoACTBa, B TOM YHCIIE U B JIEKTPOHHOM BHJIE;

3.3. IlpengocraBiieHre B YCTAaHOBJICHHBIE CPOKM B YTIpaBlieHHEe 0O0pa3oBaHUs CIHCKOB BCEX
KJIacCOB (KOHTMHTE€HTa 00pa30BaTeIbHOIO YUPEXKIECHHUS) U CITUCKA BCEX IperoaBaTenieil Kaxoro
y4eOHOr0 roja;

3.4. OmnepaTMBHOE BHECEHHE TEKYIIMX HW3MEHEHUH B COCTaBE KOHTHHICHTA Y4YalllUXCs,
npernojaBaTesiel U IpyruxX COTPYIHUKOB 00111e00pa30BaTeIbHOTO YUPEKICHUS;

3.5. IloarotoBka NpOEKTOB MPUKA30B U PACHOPSKEHUH 110 ABHKEHUIO KOHTUHI€HTA yJallluXcsl;
3.6. OdopmiieHHe TUYHBIX ACI JeTeH, MPUHITHIX Ha 00ydeHre B 00pa30BaTEIbHOE YUPEIKICHUE;
3.7. Benenue angaBuTHOTO KypHaJlla BCEX yJaluxcs;
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3.8. BbInonHeHWE pa3IMYHBIX ONEpalUil C MCIOJIb30BAHUEM KOMIIBIOTEPHOW TEXHUKH IO
IporpaMMam, npeaHa3HaueHHbIM 1715 cOopa, 00pabOTKHU U MpeAocTaBiIeHUs HH(DOPMALINY;

3.9. KoHTponmb Hag CBOEBPEMEHHBIM pPAaCCMOTPEHHEM M IOJATOTOBKOM JOKYMEHTOB U
pacnopsHKeHU, MPUHATHIX K UCIIOJHEHUIO KOHKPETHBIMU COTPYAHUKAMH 00111e00pa30BaTeIbHOTO
YUPEXKICHUS;

3.10. CocraBieHue pazIUYHBIX MHCEM, 3allPOCOB U JIPYIMX JTOKYMEHTOB, a TaKXe IOJIrOTOBKa
OTBETOB aBTOpaM OOpaIICHUI MO MOPYYCHHIO TUPEKTOpa 00pa30BaTEILHOTO YUPESKICHUS UIH €T0
3aMeCTHUTES,

3.11. Benenme KOHTpOJIS HCIOJHEHHUS COTPYTHHKAMH OOIIE00pa30BaTEIbHOTO YUPEKICHHS
W3JIaHHBIX NPUKA30B M PACHOPSHKEHMI, a TakkKe COOJIIOJIEHUSI CPOKOB HCIOJHEHHUS yKa3aHUl U
MOpYYEHUN AUPEKTOpa 00pa30BaTEILHOTO YUPEKACHUS, B3ATHIX HA KOHTPOJIb;

3.12. BbI30B COTPYIHUKOB M YyYalIUXCS MO TMOPYYEHHUIO IUPEKTOpa 00IIeo0pa3oBaTeIbHOrO
YUPEXKICHUS;

3.13. Beimonnenue pabOThl MO MOJATOTOBKE OOMIMX COOpPAaHUN COTPYIHUKOB IIKOJBI, 3aCEIaHHii
MEIarOTMYECKOT0 COBETA, a TaK)Ke COBEUIAHWH, MPOBOJMMBIX TUPEKTOPOM 00pa30BaTEIBHOTO
yupexaeHus: (cOop HEOOXOAMMBIX MaTepHalioB, OIMOBEIICHHWE YYaCTHUKOB O BPEMEHH, MECTE,
MIOBECTKE JIHS COBELIAHUS U UX PETUCTPAIH);

3.14. Kontponb obecrieueHus AUPEKTOpa 0011e00pa3oBaTeNbHOTO YUPEKACHUS KaHLEIIPCKUMHU
MPUHAIIICKHOCTSAMHU, CPEICTBAMH OpPTaHM3AIMOHHON TEXHUKH, a TaKXKe CO3/aHuE YCIOBHUH,
criocobcTByroNMX 3G HeKTUBHON paboTe TUPEKTOpa 00pa30BaATEIBHOTO YUPEKICHHUS;

3.15. ®opmupoBaHue el B COOTBETCTBHU C YTBEPKIACHHOH HOMEHKIJIATYpPOU, OOECIICYCHUE WX
COXPAHHOCTH U Cjaua B aQpXUB B YCTAHOBJIEHHBIE CPOKHU;

3.16. IlpueM nMYHBIX 3asBJICHUN COTPYAHMKOB LIKOJIBI, Yy4YallMXCi M HUX pojuTened (Wiu
3aKOHHBIX MIPEJICTABUTENEH) Ha MOAMKUCH TUPEKTOPY 00Pa30BaTENbHOTO YUPEKACHNUS,

3.17. BemonHenne pabOThl COTJAaCHO JAHHOW JOKHOCTHOM MHCTPYKIHUM, COOJIOJIEHUE
MHCTPYKIUH 10 OXpaHe TPyAa MPU BEIMOJIHEHUH padoT U 3KCIUTyaTallud KOMITbIOTEPHOM TeXHUKH;
3.18. Opranuzanusi npruemMa IMOCETUTENEH, a TaKKe COAEHCTBHE ONEpPaTUBHOMY PacCMOTPEHUIO
pock0 U MPeNIOKEHUH COTPYITHUKOB 00pa30BaTEIbHOIO YUPEHKICHHSL.

3.19. Cekperapb IIKOJIbI JIOJHKEH BECTH PAOOTY:

- B COOTBETCTBUU C TIpaduKOM, YTBEPKIACHHBIM JHUPEKTOPOM 00IIe00pa30BaTeIbHOTO
YUPEIKACHUS;

- B TECHOM B3aMMOJAEUCTBUM C MEAArOrMYecKUM, aJMUHHCTPATUBHBIM M OOCIIYKHBAIOIIUM
MIEPCOHAIOM.

4. IlpaBa

Cekperapb IIKOJIBI UMEET IPABO:

4.1. Tlomy4yaTb CBOEBPEMEHHYI0 HWHAMBHAYAJIbHYI0 KOHCYJIbTAIIMIO IO BOMpocaM paboThl C
ANEKTPOHHBIM KYPHAJIOM;

4.2. 3anpammBaTh y COTPYJHHUKOB 0O0IIE0OpPa30BATEIILHOTO YUPESKIICHUS, 2 B COOTBETCTBYIOIINX
cllyyasix 'y aAMUHUCTPAIMH, HEOOXOAUMYIO HHPOPMALIMIO U MaTepUalIbl, a TaKXKe 0ObSICHEHHS O
MIPUYMHAX 3a/I€P>KKHU BBIOJIHEHUS KOHTPOJIMPYEMBIX TOPYUECHHI;

4.3. [IpuBnexats COTPYJIHUKOB K  HCIIOJIHEHHUIO MOpy4YEHUN aJMHMHHCTpaLMX
00111e00pa30BaTEIBHOTO YUPEKICHUS;

4.4. TpeboBaTh OT COTPYAHUKOB JOPAOOTKU JOKYMEHTOB, KOTOpbIE OBLIM IOATOTOBIEHBI C
HapylIeHUEM YCTAaHOBJIEHHBIX NMPABUJ COCTABJICHUS U O(POPMIIEHHUS JOKYMEHTOB;

4.5. BusupoBarh MpPOEKTHl JOKYMEHTOB, CBS3aHHBIX C YIPAaBJICHUYECKOW JEATEIbHOCTHIO
00111e00pa30BaTEIBHOTO YUPEKICHUS;

4.6. 3HaKOMHUTBCS C JIOJDKHOCTHON MHCTPYKLUEH, MHCTPYKIMSMU 10 OXpaHe Tpyda M MOKapHOH
0€30I1aCHOCTH;

4.7. BHOCHTh Ha pacCMOTpPEHHE aJMHHUCTPAIMH O0IIE00pa30BaTEIbLHOTO YUPEXKIECHUS CBOU
IPEUIOKEHUS M0 YIYYIIEHHIO PabOThl C JOKYMEHTaMH, COBEPLICHCTBOBAaHUIO ()OPM U METOJOB
YIPaBIEHUYECKOIO TPy/a C y4€TOM IPUMEHEHHUS CPEICTB OPraHM3allMOHHON M BBIYMCIUTEIBHOU
TEXHHKH.
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5. OTBEeTCTBEHHOCTD

CekpeTrapb HECET OTBETCTBEHHOCTb:

5.1. JlucuuniuHapHyo, IPeAyCMOTPEHHYIO 3a HEHaJyleXalllee MCIIOJHEHHE WIM HEHCIIOJHEHHE
CBOUX JIOJDKHOCTHBIX OOS3aHHOCTEH, MPEICTABICHHBIX B JAHHOW JOJDKHOCTHOM HHCTPYKIUH, B
NOpSAKe, YCTAHOBJIGHHOM  JI€MCTBYIOIIMM  TPYIOBBIM  3aKOHOJATENbCTBOM  Poccuiickoit
@enepauyy, a TaKXkKe 3a HapylleHHME YcTaBa U JIPYyrUX JIOK&JIbHBIX IIPaBOBBIX aKTOB
00111€00pa30BaTEILHOTO YUPEKACHUS;

5.2. AIMUHHUCTPaTUBHYIO OTBETCTBEHHOCTb, NPEAYCMOTPEHHYIO 3a HapyLIEHHE II0 €ro BHHE
IIPaBUJI TMPOTUBONOXKAPHON O€30MACHOCTH M CAaHUTAPHO-TMIMEHWYECKUX IpaBWi, B IOPSJIKE,
YCTaHOBJIEHHOM  JICHCTBYIOIIMM  aJMUHUCTPATUBHBIM,  YrOJOBHBIM M  IPa)IaHCKUM
3aKoHoJiaTeNbcTBOM Poccuiickoi denepannu;

5.3. MarepuajibHyl0 OTBETCTBEHHOCTb, IPEIYCMOTPEHHYIO 3a IIOCIEJICTBUS MPHUHITOIO UM
HEOOOCHOBAHHOI'O PpEIICHUs, MOBJEKIIEro 3a CcO0OH HapylleHHWe COXPAaHHOCTH HMYILECTBa
00111€00pa30BaTEIILHOTO YUPEIKICHHS, HEMPABOMEPHOE €ro HCIOJIb30BaHWE WJIM WHOW ymiepo,
IPUYMHEHHBIH 00pa30BaTeIbHOMY YUPEKJICHHIO, B MOPSAKE, YCTAaHOBJIECHHOM JEHCTBYIOLIMM
TPYAOBBIM 3aKOHOAATENBCTBOM Poccuiickoi denepannm.

5.4. 3a pasrnaiieHue IEpPCOHAJIbHBIX JIAHHBIX OOYy4YalOIIMXCs, poOJUTENed (3aKOHHBIX
npeacTaBuTeNeil), paOOTHUKOB IIKOJIBI, a TaKXKEe 3a HECOONIOJIEHHE HOPM TMpOo(ecCHOHATBHOM
ITHUKH.

6. BzaumooTHomenusi. CBSI34 10 A0LKHOCTH

Cekperapb:

6.1. PaGoraer mo rpaduky, cocraBieHHoMy u3 40 dYacoBoil Helenu U YTBEPKICHHOMY
JUPEKTOPOM IIKOJIBI.

6.2. [TomyuaeT OT AUpPEKTOpa MIKOJIBI M 3aMECTUTENeW AUpeKTopa MH(POPMAIMI0 HOPMATHUBHO-
MIPaBOBOI'0 XapakTepa, 3HAKOMUTCS O] PACTIUCKY C COOTBETCTBYIOIUMU JTOKYMEHTAMH.

6.3. Cekperapb B IIpoliecc€ CBOEH NEATEIBHOCTH B3aMMOJECHCTBYET € aJIMUHUCTPATHUBHBIM,
MeJarornyecKuMu U OOCIY)KMBAIOIIMM IE€PCOHAIOM II0 BOIIPOCAM TPOBEPKH BbIOIHEHUS
MopydyeHud otaena oOpa3oBaHUs, MPUKA30B W yKa3aHUM JUPEKTOpa IIKOJBI, KaJApOBOM
nesTebHOCTH Kokl [logpoOHee

6.4. Cucremarnyecku oOMeHHBaeTCs MHPOpPMaLUE Mo BOIpOcaM, BXOJSIIUM B KOMIIETEHIIHIO
cekpeTapsi Co BceMHU pabOTHUKAMM IIIKOJIBI.

6.5. NndopmupyeTr AupeKTopa MIKOJIbI (IPU OTCYTCTBUM — MHOE JOJDKHOCTHOE JIUI0) O (hakTe
BO3HUKHOBEHHMSI TPYNIOBBIX HWHQPEKIIMOHHBIX W HEWH(DEKIMOHHBIX 3a00JIeBaHUN, aBAPUMHBIX
cUTyaluii B paboTe CUCTEM JJIEKTPOCHAOXKEHMs, TEMJIOCHAOXKEHUs, BOJOCHAOXKEHUS,
BOJIOOTBEJIEHHU S, KOTOPBIE CO3JAaI0T YIPO3y BOSHUKHOBEHUS U PAaCIpPOCTpaHEHUs! NHPEKINOHHBIX
3a00JIeBaHUI M OTpaBIICHUH.

Henonpouszeooumens / /

C dondcnocmuou uHCmpyKyueti 03HaAKOMIeH (@), 00UH IK3EMNIAP NOAYYUTL (a).
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