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1. OO01He mMo0KEHUS

1.1. Otnen xanpoB (manee - OTHOEN) SBISAETCS CTPYKTYPHBIM MOJIPa3/IeICHHEM
KpacHosipckoro komiemka cepbl YCIyT | MPeANPUHIMATEILCTBA (Jaiee - KOJIISIK).

1.2. HayanbHUK OTAENa KaAPOB MOJUUHSAETCS JUPEKTOPY Koyuieaxka. CreluanucT mno
KaJipaM MOJIYMHSETCSl HAYaIbHUKY OTJIEa KaIpOB.

1.3. Otmen co3maeTcsi ¢ IEIbI0 OOSCIECUYCHHS] OPTaHU3alMA TPYAOBBIM PECYypCaMH,
KOMIUICKTOBAHMS KaJpaMu ClyXamux TpeOyeMbix mpodeccuii U KBaauduKalud B
COOTBETCTBUM C 3aJayaMd U HaIpaBJICHHUEM €€ JNeSITeIbHOCTH, Pa3pabOTKU KaJapoBOU
MOJIMTUKKU OpraHu3alliy, COOJIIOJIEHUS MpaB, JbIOT U TapaHTU paOOTHUKOB B 00JaCTU
TPYJIOBOIO MpaBa, a TAKXKE BEJICHHUS KaJpOBOTO JEIONPOU3BOJCTBA B COOTBETCTBUHU C
3aKOHOIaTeILCTBOM PD.

1.4. B cBoeil 1eATeNbHOCTH OT/IE] PyKOBOJCTBYETCS:

- Koncruryuuen PO;

- TpynoBsiM kKosiekCcOM PD;

- penepanpHbIMU 3aKOHAMU PD;

- YKa3aMu U pacriopsbkeHusiMu Ilpesunenra PO;

- IOCTAHOBJIEHUSAMH M pacnopsbkeHusmu [IpaBurenscTsa PO;

- T'ocynapcTBeHHOW CHUCTEMOM JIOKYMEHTAIlMOHHOTO OOECMeueHHsl yIpaBieHUs
(rCcaoy);

- rocyaapctBeHHbIMU cTanaaptamu (I'OCT);

- HOpPMATUBHBIMU aKTaMH, pa3pabOTaHHBIMU U YTBEPKIECHHBIMU PocapxuBom;

- IEPEYHSIMU TUIIOBBIX YIPABICHYECKUX JOKYMEHTOB;

- IlpaBuiamMu BeleHUS U XPAHEHHS TPYAOBBIX KHUXKEK, WM3TOTOBJICHHS OJAHKOB
TPYAOBOM KHIKKH M 00€CTICUCHHUSI UMH pab0TO1aTelIeH;

- UHCcTpyKUMen o 3arojIHEHUIO TPYAOBBIX KHUXKEK;

- YcTaBoOM KOJUIEIKa,

- JIOKAJIbHBIMU HOPMATUBHBIMH aKTaAMH.

2. CtpykTypa otnena

2.1. CTpyKTypy ¥ KOJUYECTBO IITATHBIX CAUHUI] OT/ICJIa YTBEPKIAET TUPEKTOP.
2.2. OTaen nogYMHAETCS HAUJIbHUKY OTAeNa.

2.3. B cocraB otnena BXOJAT CASAYIONTNE JOJDKHOCTHU:

- Ha4YaJdbHUK OTAeaa - 1 IIT. ex.;

- CIIELMAJIUCT IO KajapaM - 1 mrT. ef.

3. OcHOBHBIE 3aJ1a4U

3.1. OcHOBHBIE 3aJ1aUM OTJEA:

- COBEPIIICHCTBOBAHKE MTPOIIECCOB YIIPABJICHUS;

- moaoop, 0TOOpP, MprUeM Ha paboTy M pacCTaHOBKA KaJpPOB;
- y4eT JIMYHOTO COCTaBa paOOTHUKOB,;
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- CO3JIaHME pPe3epBa KaJIPOB JIJIS BBIABUKCHUS Ha BBIIICCTOSIINE JTOKHOCTH;

- opraHuzamnus padoThl MO NPO(PECCHOHATBLHON IOJATOTOBKE W IIEPEIOJATOTOBKE
KaJIpOB;

- BEJICHHE KaJPOBOTO JICJIONPOU3BOJICTBA;

- METOJAMYECKOE PYKOBOJCTBO W KOOPJAWHAIUS JIEATEIBHOCTH  KaJPOBBIX
nojipasieNieHuii (PUInaios;

- OCYIIIECTBIICHHE BOMHCKOTO yUeTa.

4. OyHKIMH

B ¢yHKIIMM OT/IETIA BXOINT:

4.1. Onpenenenrie U pa3padoTKa KaJpOBOUN MOJUTUKHU U CTPATETHH B COOTBETCTBUU C
HaIpaBJICHUEM JCSITEIILHOCTU KOJUIE/Ka U chepoii ee NesITENbHOCTH.

4.2. OnpeneneHue TEKyIe NOTpeOHOCTH B Kaipax.

4.3. Tlon6op KBaAMH(PUIIMPOBAHHBIX CIEIIUATUCTOB ITyTEM:

- nHPOpPMUPOBaHUS PAOOTHUKOB OpPTraHU3AIN 00 UMEIOIINUXCS BaKAaHCHUSX;

- pa3MeIeHus B CPEJICTBAX MacCOBOM MH(POpMaIUu OOBSIBICHHUI O BAKAHCHUSX;

- 00OpaIleHus B OPTaHbl CIIYKObI 3aHITOCTH;

- B3aUMOJICHCTBUS C YUSOHBIMH 3aBEICHUSMH.

4.4, KoMIUJIEKTOBAaHHWE OpraHu3alid HEOOXOIUMBIMU KaJipaMU B COOTBETCTBUU C
KpUTEPHUSAMHU 0TOOpA M OIEHKOW HAHMMAaeMOTo ITIepCOHAlIa, B TOM YHCJIE:

- iepeMenieHrue pabOTHUKOB BHYTPH KOJIJIEIKA;

- pueM Ha paboTy HOBBIX paOOTHHUKOB.

4.5. JlokyMeHTanpHOEe O0(hOpMIICHHE MpUeMa, TIEPeBOJia U YBOJIbHEHUS PAaOOTHUKOB B
COOTBETCTBHH C TPYAOBBIM 3aKOHOJIATEIHCTBOM - O(POPMIIEHHE TPYIOBBIX JOTOBOPOB C
pabOTHUKAMU U U3MEHEHUN K HUM, MTOATOTOBKA MPOEKTOB MPUKA30B M0 JUYHOMY COCTaBY
¥ OCHOBHOU JIESATEIHLHOCTH KOJIJIE/KA, 3aIOTHEHUE JIMYHBIX KApPTOYEK PAOOTHUKOB.

4.6. Benmenue pabOTHI C TPYIOBHIMH KHIDKKAMHU, B TOM YHCIIC MPUEM TPYIOBBIX
KHIDKEK OT MPUHUMAEMbIX Ha PabOTy paOOTHHWKOB, UX YYET, XpaHEHHWE, 3aloTHEHHUE, a
TaK)Ke BbIJa4a MPHY MPEKPAIICHUH TPYAOBBIX OTHOIIICHHM.

4.7. YdeT TMYHOTO COCTaBa IMyTeM COCTaBIICHUS PA3IMIHOTO BHAA OTYETOB.

4.8. Cocramienue rpadukoB OTIYCKOB, O(pOpMIIEHHE MPUKA30B O MPEIOCTABICHUU
pabOTHHUKAM pPa3IUYHBIX BHUJOB OTIIYCKOB, YYET KOJUYECTBA HCIIOIb30BAHHBIX JHEH
OTITyCKa.

4.9. OdopmieHue MU yudeT CIYyKEOHBIX KOMAHIUPOBOK (MOATOTOBKA IPOEKTOB
MIPUKA30B U CITY>KEOHBIX YJOCTOBEPEHUN).

4.10. PaGoTa c JIMCTKaMH HETPYIOCITIOCOOHOCTH.

4.11. TlpoBepka NpaBUIBHOCTH M TIOJHOLICHHOTO 3arlloJHEHUs Tabenei ydera
pabouero BpeMeHu pabOTHUKAMU CTPYKTYPHBIX MOJIpa3IeICHUN KOJIIeIKA.

4.12. IloaroToBKM M BBIJIaya CIPABOK O 3aHMMAeMOM JOHKHOCTU U MEepUojie paboThI
B OpraHU3aIlyH.

4.13. BzaumopeicTBre CO CTOPOHHIUMU OpraHU3alusIMHU:



- BOGHHBIMHM KOMHKCCapuaTaMu 0 BONPOCAaM MOCTAHOBKHU, CHSTHS C BOMHCKOTO y4eTa
pabOTHUKOB OPTaHU3AIMHU, UX YUEeTa U MPEJOCTABICHUS OTYETOB.

- IEHCUOHHBIMH (DOHAAMH B LENSIX MPEJOCTABICHUS JOKYMEHTOB JJISi U3TOTOBJICHUS
CTPaxOBBIX CBHUJIETEILCTB FOCYAAPCTBEHHOTO IEHCHOHHOI'O CTPaXOBaHHS.

4.14. TloaroToBka KagpoBOW MOKyYMEHTAlMU JUIsl MEepeladyd B apXUB KOJUIeIKa s
JAIbHENIIEr0 XPaHECHMUS.

4.15. IloaroToBKa MaTepuasioB IJsl IPEACTABICHNUS pAOOTHUKOB K MOOLIPEHUIO.

4.16. IloaroroBka MaTtepualioB AJis MPHUBJICYEHUS PaOOTHUKOB K JUCHUTIIMHAPHON
OTBETCTBEHHOCTH.

4.17. KoHTpohb 3a COOMIOACHUEM TUCIUIUIMHBI TPY/Ia U BBITIOJIHEHUEM PAaOOTHUKAMU
[IpaBua BHYTPEHHETO TPYAOBOIO PACHOPSIKA U UHBIX JTOKAJIbHBIX HOPMATUBHBIX aKTOB.

4.18. Opranu3zaiusi BOMHCKOTO y4eTa paOOTHUKOB.

4.19. KoncynbTupoBaHHE pPAOOTHUKOB OpraHM3alldd [0 BOIPOCAM TPYIOBOTO
3aKOHOJIATEIHCTBA, B TOM YMCJIE M OTBETHI Ha 3aIIPOCHI, 3Kajo0bl, 0OpaIieHus.

4.20. YcraHoBieHHE TOTPEOHOCTH B TMOBBIIICHUU KBATM(DHUKAIIMU, TIEPETIOATOTOBKE
i 00ydeHnu pabOTHUKOB, TOKyMEHTAIbHOE 0(OPMIICHHE HAMIPaBICHUS HA O0OyUYCHHE.

4.21. ®opmupoBaHHE W TIOATOTOBKA pe3epBa KaapoB [JI BBIABIDKCHHUS Ha
BBIIIECTOSAIIME JOKHOCTH.

4.22. PazpaboTka KOMIUIEKCa MEp MO MOBBIIICHHIO MOTUBAIIMN PaOOTHUKOB.

4.23. AHanu3 TeKy4eCTH KaJIpOB.

5. [IpaBa u o0s3aHHOCTH

5.1. PaGoTHUKM OT/iesIa UMEIOT IIPaBo:

- B3aMMOJICMCTBOBATh IO BOIIPOCaM, OTHOCSIIMMCS K KOMIIETEHLIMM OTIEeNa, C
IPYTUMH TOAPA3ACICHUSIMH OpPraHU3allid, TOCYJapCTBEHHBIMH W MYHHIMIAIbHBIMU
OpraHaMmH, a TaKXe JPYTUMH OpraHU3alUsIMH;

- TpeboBaTh OT BCEX CTPYKTYPHBIX MOJIpa3CICHUI MaTepuanbl U CBEJICHHUS,
HEO0OXOMMBIC JUTS BBITOTHEHUS ()yHKIIHA, BO3JIOKCHHBIX Ha OT/IEN;

- KOHTPOJIUPOBATh COOIIOJICHUE TPYJOBOTO 3aKOHOAATEIBCTBA B KOJUICKE, a TaKKe
JaBaThb pa3bsACHEHUs II0 IMpUMEHEHUI0 HopM TpynoBoro koxekca P® u  uHBIX
HOPMAaTHUBHBIX aKTOB;

- MPEACTaBIATh  MPEMJIOKEHUS 10  MOBBIIIEHUIO  3(PPEKTUBHOCTH U
COBEPUIEHCTBOBAHUIO JEATEIBHOCTH BCEX CTPYKTYPHBIX IOJPAa3/IEICHUN B KOJUIEIKE B
YacTH, OTHOCSIIIECICS K KOMIIETEHIIUU OT/EIIA;

- TPEICTABUTEIHCTBOBATH B YCTAHOBIICHHOM IMOPSJAKE OT HMMEHU KOJUIEIKA [0
BOIPOCaM, OTHOCSIIIUMCS K KOMIETEHIIMU OTJIe]a, B TOM YHCJIE U MO0 BOMpOcaM 1oadopa
IepcoHania;

- 3aBEPATH JOKYMEHTHI 110 IMYHOMY COCTaBY, BblJJaBaeMble PAOOTHUKAM KOJIJIEIKA.

5.2. PaOOTHUKH OTI€eIa 00sI3aHbI:

- 00ecTeYnTh COXPAHHOCTh MEPCOHATBHBIX JAHHBIX PAOOTHUKOB MPU UX 00pabOTKE;

- cO0JII0IaTh B CBOEH paboTe HOPMBI JEHCTBYIOIIETO 3aKOHOIATEIHCTRA.



6. BzaumopeiicTBue co CTpYKTYpHBIMU MO/Ipa3/ICICHUSIMU

OTtnen B nporiecce BRIMOTHEHUS (DYHKIIHM, BO3JIOKEHHBIX HA HETO, B3aMMOICHCTBYET:

6.1. Co Bcemu CTpYKTYpHBIMU MOAPA3ACICHUSIMH.

6.1.1. ITo Bompocam noJry4eHus:

- Tabenelt yueta pabodero BpeMeHH;

- 3asBJICHUI;

- OOBSICHUTEIIBHBIX 3aITHUCOK;

- JINCTKOB HETPYAOCIIOCOOHOCTH.

6.1.2. Tlo BompocaM npeaoCTaBICHHUS:

- CIIPaBOK;

- BBIIIUCOK, KOIUI 3aMpaliiBaeMbIX TOKYMEHTOB.

6.2. C Oyxranrepueil.

6.2.1. Tlo BonpocaM npeoCTaBICHHUS:

- KOTIM MPUKA30B 10 TUYHOMY COCTaBY;

- Tabeneit yuera pabodero BpeMeHH;

- TUCTKOB BPEMEHHON HETPY0CTIOCOOHOCTH;

- 3asBJICHUH JJI1 HAYMCIICHUS U BBITUIATHI TIOCOOMIA;

- TOKyMEHTOB /11 0(OPMJIICHHUS CTy’K€OHBIX KOMaHIUPOBOK.

6.2.2. Ilo Bonmpocam nosry4eHus:

- UHpopMaluu 0 3apaboTHOI mi1aTe pabOTHUKOB.

6.3. C mpaBOBBIM OTAEIOM:

6.3.1. ITo Bonpocam noay4eHus:

- Pa3bACHEHU JIEUCTBYIOINIETO 3aKOHOIATEIHCTBA U MOPSIIKA €r0 MPUMEHEHHUS.

6.3.2. Ilo BonpocaM npeaoCTaBICHHUS:

- IPOEKTOB JOKYMEHTOB JJIsl COTJIACOBAHMSI.

6.4. C oTaenoM TOKyMEHTAaIIHOHHOTO O0SCIICUCHHUS:

6.4.1. Ilo Bonpocam:

- pEerHCTpanyy BXOIAMIEH M HCXOASIICH KOPPECTOHIICHIIMH, MPHUKA30B IO OOIICH
TeSTEIBHOCTH;

- OTIPABKH MMHCEM U UHBIX TOKYMEHTOB;

- Iepeavn TJOKYMEHTOB Ha apXWBHOE XpaHCHHUE.

7. OTBETCTBEHHOCTh

OTzen HeCceT OTBETCTBEHHOCTD:

7.1. 3a HECBOCBPEMEHHOE M HEKAYECTBEHHOE BBITIOJIHEHHE BO3JIOKCHHBIX Ha OTIEST
3a7a4.

7.2. 3a HecoOJII0IeHHEe 3aKOHO/IaTEILCTBA B 00JIACTH TPYI0BOTO MpaBa.

7.3. PaboTHMKM OTHena HECyT IEPCOHAIbHYI0 OTBETCTBEHHOCTh B IIpelesiax
JOJDKHOCTHBIX 00SI3aHHOCTEH, ONPEICIICHHBIX TPYAOBBIM JJOTOBOPOM.



7.3.1. PaGoTHMKHM oOTHeNa MOryT OBITH MpHBICYEHB K JIUCIMIUIHHADHOM,
MaTepHaIbHOMN, YrONOBHOM OTBETCTBEHHOCTH B CIy4ae M B MOPAJKE, MPEIyCMOTPEHHOM
3aKOHOJIaTeNILCTBOM.

7.3.2. Tlopsaaok npHBieYeHNs K JUCHHILIMHAPHON OTBETCTBEHHOCTH NpEIyCMOTPEH
[TpaBunamMu BHYTPEHHErO TPYJIOBOTO PacropsaiKa.
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