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NO/MKHOCTHAA UHCTPYKUUA

ceKpeTapsa LWKONbI
1. O6wme NonoKeHua
1.1. HacToAwwan AONKHOCTHAA UHCTPYKLMA pa3paboTaHa Ha OCHOBE TapUpHO-
KBaNMOUKALMOHHOW XapaKTEPUCTUKM, yTBEPKAEHHO NocTaHoBAeHMEeM MUHNCTEPCTBa TPYAd
Poccuiickoit depepauum ot 6 nioHa 1996 r. Ne 32.
1.2. CekpeTapb-MaLIMHNUCTKa Ha3HAYaeTCA HA AO/IKHOCTL U YBO/IbHAETCA ANPEKTOPOM LIKOAbI.
Ha [O/IKHOCTb CEKPeTapA-MaLLMHNUCTKN HAa3HAYAKOTCA MLa, uMmetoLme HavyanbHoe
npodeccmoHanbHoe obpasosaHue 6e3 npeabaBAeHNA TPebOoBaHUIN K CTaXY paboTbl nAn
cpearee (nonHoe) obuiee obpasosaHue u CNeLNabHYIo NOArOTOBKY NO YCTAHOBNEHHON
nporpamme 6e3 npeabABAEHUA TpeboBaHMi K CTaxy paboTbl.
1.3. CeKpeTapb-MalNHUCTKa NOAYMHAETCA HENOCPEACTBEHHO AVNPEKTOPY LWKOAbI.
1.4. NP1 MCNONHEHWUN JO/MKHOCTHDIX 0653aHHOCTEN CEeKpeTapb-MalLNHUCTKA PYKOBOACTBYETCA
NOCTAHOBAEHUAMM, PACMIOPAXKEHUAMM, NPUKA3aMK, APYTMMU PYKOBOAALLMMA U
HOPMaTMBHBIMU AOKYMEHTaMK, KaCaloLMMAUCA BEAGHNA AEenonpou3BoACTBa; CTaHAapTamMu
YHUOULMPOBAHHON CUCTEMDbI opraHwaauMOHHo-pacnopnAmenbHoﬁ NOKYMEHTaLuu; 3a-
KOHOAATENbCTBOM O TpyAe U WHCTPYKLMel 0 nopAaKe BeAEHNA TPYA0BbIX KHUMKEK; npasunamu
opdorpaduu 1 NyHKTyauumn; npasunamm paboTbl Ha OPITEXHUKE; NPaBMAaMn U HOpmamm
oxXpaHbl TPYAA, TEXHUKM
6e30nNacHOCTH, NPOW3BOACTBEHHOW CaHUTapum 1 NPOTUBONOXKAPHOM 3alMTbI, @ TaKXKe YCTaBOM
n Npasunamu BHYTPEHHEro TPyA0BOTO PacnopAAKa WKO/bI U HacToALLel MHCTpyKUmMen.
2. dyHKUUHN
OCHOBHbIMM HanNpasaeHNAMK PaboTbl CEKPeTapA-MaLIMHNCTKU ABNAIOTCA:
2.1. BbINOMHEHME TeXHUYECKMX GyHKLuMiA no obecneyeHunio u obcnykusaHuto paboTbl
[AWPEKTOPa LIKONbI .
2.2. BeaeHue Aenonpou3BoacTBa;
3. [lo/MKHOCTHbIe 06A3aHHOCTU
CeKkpeTapb-MalUMHUCTKA BbINONHAET CIeAYIOWNE AOIKHOCTHDIE oba3aHHOCTH:
3.1. nonyyaeT ANA AUPEKTOPaA WKO/bl CBeAEHUA OT pabOTHWKOB LWKO/Ibl, BbI3bIBAET NO
Nopy4eHuIo AMpeKTopa PaboTHUKOB LWKOJIbI U obyuaroLmxcs;
3.2. opraHusyeT TenedoHHble NeperoBopbl AUPEKTOPa WKO/bI,
3.3. npuHUMaeT 1 nepesaeT TeNepOHOrpaMMmbl, 3aNUCLIBAET B OTCYTCTBUE AUPEKTOPA LIKONbI
NPUHATbIE COOBLLEHNA 1 LOBOAUT UX A0 €ro CBEAEHNA,
3.4. ocyuwiectnnet paboTy No NoAroToBke 061mx cobpaHunii paboTHUKOB LIKO/bI, 3acepaHum
COBETa LIKONbI, NeAarorMyeckoro CoBeTa, NoNe4nTebCKoro CoBETa, a TaKKE COBEeLLaHNN,
NPOBOAUMBIX AUPEKTOPOM LLKO/bI (c6op HeobXxoAMMbIX MaTepPManos, onoseLleHne Y4aCTHUKOB
0 BpEMeHM, MecTe, NOBECTKE AHA COBELIAHUA 1 UX perucTpauymsa), No NOpy4eHUIo AMpeKTopa
geaeT u opopmnaeT NPOTOKONbI 3ace/jaHuii U COBELL@HWI;



3.5. cneauTt 3a obecneyeHunem AVPEKTOPA WKOAbI KAHLENAPCKUMM NPUHAANEIKHOCTAMM,
CPEACTBAMM OPraHM3aLMOHHON TeXHUKM, CO3AaeT YCNOBMUS, cnocobcersytowme 3pdeKTUBHOM
paboTe aupekTopa;

3.6. nepesaeT u NpUHUMaET MHGOPMALLMIO NO NMPUMEMHO-NEPEroBOPHbIM YCTPOMCTBAM;

3.7. neyaTaeT No yKasaHmio AMPEKTOPa KO pasnnyHble LOKYMEHTbI U MaTepuansbi;

3.8. BeAeT Aenonpons3BoACTBO; hopmupyeT Alena B COOTBETCTBUM C YTBEPIKAEHHOM
HOMEeHKNaTypoil, obecneunBaeT ux CoOXpaHHOCTb U B YCTaHOB/IEHHbIE CPOKM CAAET B apXUB;
3.9. NnpuHUMaeT nocTynaroLyo Ha uma ANPEKTOPaA WKO/bl KOPPECNOHAEGHLMIO, OCYLLECTBAAET
€€ CMcTemaTnsaumio B COOTBETCTBUM C NPUHATBIM B LIKO/E NOPAAKOM U nepepgaer nocne ee
PacCMOTPEHNA AMPEKTOPOM NO Ha3HAYEHUIO KOHKPETHBIM UCTIONHUTENAM ANA UCNONb30BaHUA
B npouecce ux paboTbl 1M60 NOATOTOBKM OTBETA, CIEAMT 33 CPOKaMM BbINONHEHWUA NOPYYEHU
ANPEKTOPA LWKO/bI, B3ATbIX HA KOHTPO/Ib;

OTNPaBNAET KOPPECNOHAECHLMIO;

3.10. NnpUHUMAET NnYHbIe 3a8BNeHUA PaboTHMKOB, 0BYy4alOLMXCA U UX poauTenelt (nunu, nx
3aMeHAIoWMX), AOKYMEHTbI Ha NOAMUCH AVPEKTOPY LWKONbI;

3.11. opraHusyeT npuem noceTuTenei, COAEUCTBYET ONepaTUBHOCTU PacCMOTPEHMS npocbb n
npeanoXxeHnn paboTHUKOB;

3.12. ocywecTBnneT LOKYMeHTaLMOHHOe obecneyeHume Kagposou paboTbl B WKone; seaer
KHWUTY NPMKA30B 1 XpaHUT ee, BEAET U XPaHUT KyPHanN yyeTa ABUNKEHMUA TPYAOBbIX KHUXKEK,
XPAHUT W BE/IET B YCTAHOB/NIEHHOM NMOPAAKE TPYA0BbIE KHUKKU PaBOTHUKOB;

3.13. no oKoHYaHuKM yyebHoOro nepuoaa apXuBUpyeT (HymepyeT, NPOLINBAET, 3aHOCUT B peectp)

TBepAble konum XK., BeleT y4eT, XpaHeH!e 1 3aN0NHeHNe JOKYMEHTOB 61aHKOB cTporoi
OTYETHOCTW.

4. MNpaBa

CekpeTapb-mallMHUCTKa UMeeT NpaBo:

4.1. 3anpawmsaTtb OT pabOTHMKOB LWKO/bI, @ B HeobXoAUMBIX CNyYanx — u OT a4MUHUCTPALLUK
WKOAbI HYXXHYIO MHPOPMALIMIO M MaTepUanbl, a TakKe 06 BACHEHUS O NPUYUHAX 3a4EePrKKN
BbINO/IHEHNA KOHTPO/IMPYEMBbIX NOPYYEHMIA;

4.2. npuBnekatb PaboTHUKOB K BbINOMHEHUIO NOPYYeHNI aAMUHUCTPALLMM LUKONbI;

4.3. Tpe6oBaTb OT UCNONHUTEN eI A0PaboTKM OKYMEHTOB, NOATOTOBAEHHbIX C HapyLweHunem
YCTAHOBAIEHHBIX NPAaBUA COCTABNEHMA U OPOPMNEHNA LOKYMEHTOB;

4.4. BU3MPOBaTb NPOEKTbI AOKYMEHTOB, CBA3AHHbIX C yNpaB/NeHYE€CKON AeATeNbHOCTBIO LUKObI;
4.5. BHOCUTb Ha paccMoTpeHue AAMUHNCTPALMM LIKO/IbI NPEANIOXKEHMA MO YNYYLWEHNIO PaboTbl
C AOKYMEHTamM, COBEPLIEHCTBOBaHUIO GOPM M METOA0B YNpPaBAEHYECKOro TPyAa C y4eTom
MPUMEHEHNA CPEACTB OPraHU3aLMOHHOW M BIYUCINTENBHOM TEXHWUKM;

5. OTBeTCTBEHHOCTb 5.1. 32 HEUCNOAHEHME UK HeHagexxallee ucnonHeHue 6es
YBaXUTE/IbHbIX NPUYMH YcTaBa u [paBun BHYTPEHHero TpyA0Boro pacnopaaKa WKoNbl, UHbIX
NIOKA/IbHbIX HOPMATUBHbIX aKTOB, O/IKHOCTHBIX 06A3aHHOCTEIA, YCTaHOBAEHHbBIX HacToALuen
WHCTpyKumeit, B TOM yncie 3a HEMCNoAb30BaHUe NPesoCTaBAEHHbIX NPaB, CEKpeTapb-
MAWUHUCTKA HeCeT AUCUMNNIMHAPHYIO OTBETCTBEHHOCTb B NOPAAKE, onpeaeneHHOM TPya0BbIM
3aKOHOAaTeNbCTBOM. f

5.2. 3a BUHOBHOE NPUYMHEHUE WKOME UK y4acTHUKam obpasosaTesibHOro npouecca yuwepba B
CBA3W C UCMONIHEHNEM (HeUCNONHEHNEM) CBOUX JOMKHOCTHBIX 06A3aHHOCTe ceKpeTapb-
MAWKNHNCTKA HeCeT MaTepUasbHyI0 OTBETCTBEHHOCTb B MOPAAKE U B npeaenax, yCTaHOBEHHbIX
TPYAOBLIM U (MNKM) rpaXkAaHCKMM 3aKOHOAATeNbCTBOM.

6. B3aumooTHoweHus. CBA3M N0 A0MKHOCTH

CekpeTapb-MalUMHUCTKA:

6.1. pabotaeT B peskume HEHOPMUPOBAHHOTO pabouyero aHA no rpaduky, COCTaB/IeHHOMY
ncxoaa n3 40-4acosoit pabouein Hepenu;



6.2. B3aumogeiicTByeT B NnpoLecce CBOei AeATeNbHOCTM C NeAarormMyeckum,
afiMMHUCTPATUBHBLIM M 06CNYXKMBAIOLLMM NEPCOHANIOM MO BONPOCaM NOATOTOBKM M
npeAcTaBneHns Heobxoanmoii MHGOPMaLLMK U MaTepranos Ha 3aceaHnA COBETA LWKObI,
NEAArorn4eckoro 1 None4ynTeIbCKoro COBETOB, NPOBEPKM BbINONIHEHUA NOPYYEHUIA yupeauTens
WKO/bl, NPMKa30B 1 PaCNOPAXKEHUN aAMUHNCTPALLMM LKObI; KaaPOoBOM, PUHAHCOBO-
XO3ANCTBEHHOMW AEATENIbHOCTU LKO/bI



