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1 OBIIME IOJOXEHMUSA

1.1 Orpen xaapos(nanee — Ortnen) sBIsSETCd CTPYKTYPHBIM MOApa3/IeICHUEM
KOJUTEKA.

1.2 Otnen cozpaeTcs ¥ JTMKBUIUPYETCS MPUKA30M JUPEKTOPA KOJUIEKA.

1.3 OTaen HEMOCPEACTBEHHO MOJYMHACTCS JUPEKTOPY KOJUIEIXKA.

1.4 Otnen B cBOEH I€ATEIBHOCTH PYKOBOJICTBYETCS:

- TpynoBeiM koaekcoMm Poccuiickor @enepauuu, APYyrUMA HOPMATHBHBIMU
MPABOBBIMU AaKTaMH, COJICPXKAIIUMU HOPMBI TPYJOBOTO IpaBa, a TaKKe HOPMATUBHBIMU
METOJIMYECKUM JIOKyMEHTaMH IO BEIEHUIO KaJIpOBOTO JAEIONPOU3BOICTBA;

- YcTaBoOM KOJIIEIKa;

- HaCTOSIIIIUM TOJIOKEHUEM;

- [IpaBuiamu BHyTPEHHETO TPYAOBOI'O PACHOPSJIKA;

- IPUKa3aMH U YKa3aHUAMHU JUPEKTOPA KOJUIEKA;

- IOJIUTUKOM U TENSIMU KOJIJIEKa B 001aCTH KauecTBa.

1.5 Otaen Bo3riaBisieT HAYAJIBHUK OTIEa KaJpOB.

1.6 HawanpHuMK oOTHmena KaapoB HAa3HAYAECTCS M OCBOOOXKIACTCS OT 3aHUMaeMOWM
JOJKHOCTH MPUKa3aMU TUPEKTOpa KOJIIeIKa.

1.7 Ctpykrypa u mrat OTaena yTBepKIaeTcsl IUPEKTOPOM KOJuIekKa.

1.8  JlomwkHOocTHBIE  00si3aHHOCTH  paboTHMKOB  OTaena  yCTaHaBIMBAIOTCS
JIOJKHOCTHBIMH MHCTPYKIHMSIMHU.

2 OCHOBHBIE 3ATAYHA

OCHOBHBIMU 3aJJa4aMHU OTJIEa KaJPOB SIBJISIOTCS:

- MOJI00p M PacCTaHOBKA KaJIPOB;

- y4eT JMYHOTO COcTaBa, OQGOpPMJICHHE TMpHUEMa, YBOJBHEHUS, TEPEBOJOB W
nepeMenieHui COTPYAHUKOB KOJIJIEAKa, B COOTBETCTBUH C TPYIOBBIM 3aKOHOJATEIHCTBOM
Poccuiickoit ®enepanuu;

- KOHTPOJIb COCTOSIHHMSI TPYJIOBOW IUCHHUIUIMHBI B TIOJPA3NCICHUAX KOJJIEIKA M
cobmronenust pabotHukaMu [IpaBul BHyTpEHHETO TPYAOBOTO PACIIOPSIKA;

- KOHTPOJIb COOIOICHUS TPYIOBBIX U COITMATBHBIX TTPaB PaOOTHUKOB;

- BBITIOJIHEHUE MPUKA30B U YKAa3aHUHM IUPEKTOpa KOJUIeIXa MO BompocaM pabdoTHI C
KaJIpaMu;

- OpraHu3alvs COCTABICHUS U BBIIOJIHEHUS TPA(UKOB OTITYCKOB;

- o0ecrieueHne COCTaBJICHHUS YCTAHOBJIICHHON OTYETHOCTH TI0 YUYETY JIMYHOTO COCTaBa U
pabote ¢ Kajpamu.

3 ®YHKIHUU

OcHOBHBIMU (QYHKITUSIMU OTJIEIa KaPOB SIBIISIOTCS:
- moA0op MepcoHana COBMECTHO C PyKOBOJIUTENISAMHU MOIPa3/ICICHUN;
- pa3paboTKa MTaTHOTO PACITUCAHHS,
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- TOKYMEHTHPOBaHUE MPHEMa, IIEPEBO/Ia, YBOJIbHEHUS pAOOTHUKOB;

- IpUeM, 3aTI0JTHEHHE, XpaHEHUE U BbIJada TPYAOBBIX KHIDKEK;

- BEJICHUE y4eTa JJMYHOTO COCTaBa paOOTHUKOB KOJUICKa, 0(OPMIICHUE JTHYHBIX eI,
MOJITOTOBKA U BBIJIa4a IO TPEOOBAHUIO paOOTHUKA CIIPABOK M KOTIHI IOKYyMECHTOB;

- TOKyMEHTaJIbHOE 0(OPMIICHUE CITYKEOHBIX KOMaHAUPOBOK;

- cocTaBiieHHE TpaduKa OTIMYCKOB W YYET HCIIOJNB30BAHMS OTIYCKOB, a TaKXKe
oopmIIeHHE OTITYCKOB B COOTBETCTBHUH C TPAPHUKOM OTITyCKOB;

- MOATOTOBKA MAaTEPHAJIOB JIJIsl IPEICTABICHUS PAOOTHIUKOB K TIOOIIPEHUSIM;

- TIOATOTOBKA MAaTEpPHajOB IO TPHUBJICYCHHUIO PAOOTHHUKOB K MaTEepHAIbHOH U
TUCITUTUTMHAPHON OTBETCTBEHHOCTH;

- BBITNIOJIHEHUE 3alpOCOB O TPYIOBOM CTake PaOOTHUKOB, paHee pabOTaBIIMX B
KOJUTEKE;

- y4acTHe B aTTECTAIlMU paOOTHUKOB KOJIJIS/IKA,

- COCTaBJICHHUS TIJIaHA MOBBIMIECHUS KBaTU(PUKAIIMK PAOOTHUKOB KOJUIEKA,

- OpraHM3anys TadeILHOTO yUeTa,

- ohopmieHHEe OONLHUYHBIX JTUCTOB;

- BEJICHUE JIEJIONMPOM3BOJICTBA B COOTBETCTBHM C JCHCTBYIOIIMMHU TpPAaBUIAMH H
UHCTPYKIHUSIMU;

- OCYIIECTBIICHHE NIEATSILHOCTH B COOTBETCTBUHU C MOJUTHKON W IEISIMU B 00JIACTH
Ka4yecTBa;

- o0ecrie4eHUEe WCIIONHEHUSI TpPEOOBaHM TOKYMEHTOB CHCTEMbl MEHEIKMEHTA
kauectBa (CMK).

4 B3ANUMOCBA3b OTJAEJIA KAJIPOB
C APYI'NMHU CTPYKTYPHBIMMU ITIOJAPA3JAEJEHUAMU KOJIJVIEKA

OTnen KaapoB B3aUMOJICHCTBYET:

- CO BCEMH CTPYKTYPHBIMH ITOJIPA3AeICHUSIMH KOJUIEKA 110 KaJPOBBIM BOIIPOCAM;

- 10 Mepe HEOOXOAUMOCTH MPEJOCTABIIET OYXTaITepUn U IPYTUM CIIyk0aM KoJuIeka
HEOOXOANMBIE CBEJCHUS U JTOKYMEHTHI;

- XapakTep B3aMMOOTHOUICHUH MEXIY CTPYKTYPHBIMH IMOJApa3ACICHUAMHU KOJUIeKA U
oTAeIIOM ompenensieTcs «PyKoBOICTBOM IO Ka4eCTBY.
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5 CTPYKTYPA OTAEJIA KAJAPOB

HauvanpHuk otnena KaJipoB

A 4 y

Cneunanuct [Tacnoptuct
oT/eNa KaJipoB — 2
mITar. e.
Paszpa6orano:
HavanbHuk oTaena kaapos O. A. TBepckas
CornacoBano:

HuxeHep 1o craHIapTU3aLAN T. A. Ky3nenosa
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