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1. O0mue noJs1oKeHus

1.1. Otnmen  KampoB  SBISIETCA  CAMOCTOSATENBHBIM  CTPYKTYPHBIM
roapaszecHieM Pelurdo3Hoi opraHu3alMi — JOyXOBHOH 00pa3oBaTelbHON
opraHu3anyy Beicirero oopazosanus «lleHseHckas nyxoBHas ceMuHapus Pycckoit
[TpaBocnasHo# [{epkBmy» (nanee — CeMuHapus).

1.2. Otaen kaapoB MoaYUHSIETCS HerocpeAcTBeHHO Pextopy CemuHapuu.

1.3. Otmen xaapoB BO3IVIABNSIET HAYAJIbHUK, Ha3HAYaeMbId Ha JOJDKHOCTH
npukazoMm Pekropa Cemmuapuu. OcBOOOXKAECHHE OT JO/DKHOCTH HadalbHHKA
oTHelNa KaapoB, COTPYIHUKOB mpou3BoanuTcs: Pexropom CemuHapuu.

1.4. OcCHOBHBIMU 3a/ladaMy OTHeJA KaIpPOB SIBIIAIOTCS:

— (dopMupoBaHHe KaIpoBOTO COCTaBa, IOIOOp, YydYeT, pacCTaHOBKa
COBMECTHO C PYKOBOJUTENSIMU ofipa3aeneHnii CeMuHapUy;

— COXpaHeHHe KOH(PUICHIUATBHOCTU CBEIEHUMN, CONEPKAIUXCS B JIMUHBIX
nenax paboTHUKOB CeMUHApHH, TOKyMEeHTaX KaJpOBOM CITyKOBbI;

— BOINPOCHl OXpaHbl TpyJda M coOmoaeHus TpeOGoBaHUM Oe30macHOCTH
YCIIOBUU TPYyHa;

— BONPOCHI COOJIIOACHUS TPYAOBOTO 3aKOHONATENbCTBA WM IAUCLUIIINHEI
Tpyna;

— oopMIIeHHEe HHOCTPAHHBIX PAOOTHUKOB B COOTBETCTBUU C JIE€HCTBYIOLIUM
3aKOHO/IATEIbCTBOM;

— BBINIOJTHEHNE YKa3aHUM U opy4eHuil pykoBoacTBa CeMuHapuu u Jp.

1.5. B cBo€l nesATenbHOCTH OTAEN KaApOB PyKOBOJCTBYETCS:

— TpynosbsiM konekcom PD;

— MHCcTpyKIMel 0 BeIeHUU TPYAOBBIX KHIDKEK;

— WMHcTpyKiuen no kaapoBoMy JeJIONpOU3BOICTBY;

— YcraBom CemuHapuu;

— Ilpukaszamu u pacnopspkenusimu Pexropa Cemunapum;

— IIpaBunamu BHyTpEeHHEro TPYI0BOTO PACTIOPSIKA;

— Hacrostiiym nonosxennem;

— UHBIMHA HOPMATUBHO-IIPAaBOBBIMU aKTaMH.

2. Opranu3anuoHHAasi CTPYKTYpa oTaeJia KaJpoB

2.1. B ormene xazapoB, COIVIACHO IITATHOMY pPAaCIUCAHUIO, HMEKTCS
CIIeyIOUIHe MO/DKHOCTH: HAadaJbHHUK OTAENa KagpoB, CIEHHUAIUCT IO OXpaHe
TpyZa, FOPUCT.

2.2. llltaTHOE pacnucaHue yTBep)Kaaercsi mpuka3oM Pekropa CeMunapuu B
Havalle KaJeHIapHOoro roaa U AeMCcTByeT 0 KOHIIa KaJIeHIapHOTo Tofa.

2.3. B ciny4yae BHeceHHMs W3MCHEHUH B INTATHOE paclMCaHWe H3MEHEHUS
YTBEPIKIAIOTCS OTAEIBHBIM [IPUKA30M PEKTOPA.



3. ®yHkuuM (0093aHHOCTH) OT/e/1a KaAPOB

JIJist BBITIOJIHEHUS 3a/1aud 110 KOMIUIEKTOBAHUIO KOJUlekTuBa CeMUHapuu Ha
OTJIeN KaAPOB BO3JIOKEHBI CASAYIOMNEe QyHKIINN:

3.1. Odopmnenne mnpuema, YBOJIbHEHHUS, IepeBOjia, IepPEeMEIICHHUS
paOOTHUKOB, TIPEIOCTABICHUS WM OTIIYCKOB B COOTBETCTBHU C TPYIOBBIM
3aKOHOJATEIbCTBOM U BHYTPEHHUMH ycTaHOBIeHusiMH Pycckoii I[IpaBocnaBHOM
LlepkBu.

3.2. Bepenue ydyera JHYHOro cocraBa pabotHukoB CeMuHapuu,
oopMIIeHHE JIUYHBIX e, BHECEHHEe B HUX HOBBIX JAHHBIX, XapaKTepU3YIOLIUX
paboTHUKA.

3.3. IloaroroBka 1 Bbla4ya Mo TpeOOBaHUIO PaOOTHUKA CIPaBOK U KOMUHN
TOKYMEHTOB.

3.4. Ilpuem, XpaHeHue, 3aloOJHEHHE, BblJa4a TPYAOBBIX KHUXKEK B
COOTBETCTBUUM C MHCTPYKLUMEH O TIOpsAKE BeJAEHUsS TPYIOBBIX KHIDKEK,
CBOEBPEMEHHOE BHECEHHE B TpPYIOBBIE KHIKKHM 3aluceil O MepeBojax,
[IEPEMELIEHUAX, TTOOIIPEHUSIX U JIp.

3.5. CocTaBieHHE OTYETOB B COOTBETCTBHUH C JEHCTBYIOIIUMH HOPMATHBHO-
IIPaBOBBIMU JOKYMEHTaMH.

3.6. Benenue y4era Hay4HO-TIeJaroruyeckoro coctaBa CeMuHapuu.

3.7. lloaroroBka JOKyMEHTOB A7l 0)OPMIICHUS MTEHCHH pabOoTHHUKAM.

3.8. Konrtpone 3a BeneHHeM TalelbHOro yd4era pabodyero BpeMeHH
CTPYKTYPHBIMH IOJIpa3iesIeHUSIMU.

3.9. 3aBepenue M XpaHeHHE JOKYMEHTOB IO O(OPMIIEHHIO HPOIELYPLl Ha
BBIOOPHBIE JOJDKHOCTH, Ha IPOLEAYpPY IO MPOBEIEHHUIO KOHKYypCa Ha 3aMelleHHe
BaKaHTHBIX HospkHocTer HIIP, Taxke 11 mpoBefeHus MpoIeNyphl aTTECTAIMH Ha
COOTBETCTBHE PAOOTHUKOB 3aHUMAEMBIM JTOJDKHOCTSIM.

3.10. OcymectBnenne GyHKOUH oTmena ¢ coOMrogeHHeM TpeGOBaHUIM
3aKOHOJATENIbCTBA O 3aLIUTE MePCOHATBHBIX TaHHBIX.

3.11.  Opranusanus MeponpUSTHH 1[I0 OXpaHe Tpyga paGOTHHKOB,
OesomacHOCTH — pabouMX — MeCT, HHCTPYKTaxa [epcoHana Ha  IIPeaMeT
IIPOTHBOIOKAPHOU 0€30TIaCHOCTH.

3.12. 3asiBuTenbHas U yBeIOMHTEINIbHAS paboTa ¢ OpraHaMy MUTPAIIHOHHOTO
KOHTPOJISL.

4. BzaumoneiicTeue ¢ ApyrumMu noapasgenenusiva CeMuHapuu
OTmen  KagpoB — B3aHMOZEHCTBYET  CO  BCEMH  CTPYKTYPHBIMH
II0Pa3AeIEHUSIMU TI0 BOIIPOCAM:

— HOATOTOBKHU U U3aHUs IPUKA30B, paCHOpﬂﬂ{eHHﬁ, HHCprKHHﬁ, ITPOCKTOB
AOT'OBOPOB U BU3UPOBAHUS,



— cOOMIOIEHHS TPYI0BOM JUCIUILTHHBI padoTHUKaMU CeMUHapHUH,

— OpraHu3alyy, MpoBeieHus U 0QOpMIEHHS NOKYMEHTALUU KOHKYPCHOTO
otOopa 1 BEIOOPOB Ha TOJKHOCTH;

— OpraHU3alfK U MPOBEICHUS aTTeCTalul PaOOTHUKOB.

5. [IpaBa paGOTHHKOB OTJ€JIa KAJAPOB

PaGoTHUKHY OT/e1a KaipoB UMEIOT IIPaBO:

5.1. IlpeacTaBUTENBCTBOBATh B TOCYIaPCTBEHHBIX U MHBIX OpraHU3alusiIX 110
BOIIpOCaM, OTHOCSIIIUMCS K KOMIIETEHIIUHN OTAEIA.

5.2. JlaBaTp B mpeienax CBOEH KOMIIETEHIIMH YKa3aHHSA CTPYKTYPHBIM
noapazaenenusM CeMuHapu# 1Mo MoA00py, y4eTy, pacCTaHOBKE M ITOATOTOBKE
KaJIpoB.

5.3. BHOCHTE PYKOBOJCTBY IPEIOKEHHUS IO COBEPIIEHCTBOBAHUIO PAOOTHI
C KaJpaMH.

5.4. XopmaraiicTBoBaTh Tepen pyKoBoACTBOM (CeMHMHapUu O IOOIIPEHUH
OTJIUYMBIIHMXCS PAOOTHUKOB ¥ HaKa3aHUW HAPYILIUTEJIEH TPYIOBOM AUCIUILIAHEI.

5.5. Tlony4aTh OT CTPYKTYpPHBIX HoapaszzneieHuid CeMHUHapUU JOKYMEHTEI,
HeoOXomuMble s OQOpMIIEHHMsS TMpHeMa, a Takke I BBICBOOOXKICHUSA
pabOTHHUKOB IIPU YBOJIBHEHUH 110 NHALMATUBE aIMUHUCTPALIUH.

5.6. YIOCTOBEPSThH IOPUIAYECKYIO CUILY JOKYMEHTOB II0 JUYHOMY COCTaBy,
BbITaBaeMbIxX paboTHukam CeMuHapuu.

6. OTBeTCTBEHHOCTH PA0OTHUKOB OTJeJa KaApPOB

6.1. OTBETCTBEHHOCTh 3a HEHAJIEXKAIEE U HECBOCBPEMEHHOE BBHINIOJIHEHUE
GbyHKUUE OTAena KaapoB HECeT HaJyallbHUK, MCXOIS W3 Ilejed W 3amad oThena,
MPEeNyCMOTPEHHBIX HACTOSIMM [lonoxeHueM.

6.2. PaGoTHuUKM oOTHmeNma KaIpoB HECYT TOJHYIO II€PCOHAIBHYIO
OTBETCTBEHHOCTE:

— 3a HeHaJJIexKalllee UCIOJHEHNEe UJIM HEUCIIOJHEHNE CBOUX HOIKHOCTHEBIX
00s13aHHOCTeH, MPeayCMOTPEHHBIX JOJDKHOCTHBIMH HHCTPYKIIUSAMH, B IIpedenax
JIEUCTBYIOLLETO TPYJAOBOr0 3aKOHOAaTeNbcTBa PD;

— 33 IIPaBOHAPYILUEHUs, COBEPUICHHbIE B MPOLIECCE OCYIISCTBICHUS CBOEH
JEeATELHOCTH, - B IIpeJeaX, ONPENeICHHbIX NeHCTBYIOIUM aMUHUCTPATUBHBIM,
YTOJIOBHBIM U IPKAAHCKUM 3aKOHOIATEIHCTBOM PD;

— 3a NIPUYMHEHHE MaTepuajbHOro yuepda, - B mIpenenax, ompeneeHHBIX
IENUCTBYIOIINM TPYIOBBIM U IPaXKIaHCKUM 3aKOHOJIATEeIICTBOM PO,



