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Hacrosimas mHCTpYKUMs 10 OXpaHe TpyHa Ui CEKpeTaps-MallMHHUCTKH, nanee — MHCTpyKIws,
periaMeHTHpyeT Oe30MacHbI, C TOYKU 3pEHHsl OXPaHbl TpPy/la, MOPSIOK JEHCTBUH Ui CeKpeTaps-
MAIIMHUCTKA B IIPOLECCE HCIOIHEHHUS UM CBOUX JOJKHOCTHBIX OOS3aHHOCTEH B MYHUIMIIAIbLHOM

OI0/UKETHOM  0011€00pa30BaTeIFHOM  YUPEKACHHH «YIOMEIbcKas cpenHss o0iieoOpa3oBaTenbHast
mkoaa Nel um. A.C.ITonosay (MBOY YCOIII Nel um. A.C.Ilomoga).

1. O6mume TpedGoBaHUs 0€30MACHOCTH M OXPAHBI TPYAA MJIsl CEKPETAPSI-MAIIMHUCTKH.
1.1. PaGounM MecTOM cekperapss — MAaIIMHUCTKH LLIKOITBI SIBISISTCS IpUeMHasl JUPEKTOpa LIKOJIBI.
[IpuemMnas 00opyZOBaHa KOMIIBIOTEPOM, HPHHTEPOM, KCEPOKCOM, CTONIOM, CTYIbSIMH [Jisi IIpHeMa
noceTutenel, mxadamMu U ceihoM U XpaHEHHs TPYAOBBIX KHIKEK PaOOTHUKOB IIKOJIBI, JIAYHBIX el
IIE€IarOrHIECKUX PAOOTHUKOB, TEXHUYECKOTO IEPCOHAIIA U IS XPAHSHUsI APYTO#M TOKYMEHTAIIUH.
1.2. K paGore cexperaps — MAIIMHUCTKH JOIYCKAIOTCS JHIA MPU HATHYIAN TPOGECCHOHATBHOIO KN
CpPEeIHEro (BBICIIET0) 0Opa30BaHMs, HATWMINU MEMIIMHCKON KHUKKH C JIOITYCKOM K padorTe.
1.3. Cekperapb-MallUMHUACTKA PETYIAPHO, | pas B TOH, NPOXOMUT OOS3aTEAbHBIN MEIUIUHCKUN
IpOPUIAKTUYECKUNA OCMOTP.
1.4. Cexperapp — MaIIMHACTKA IpU mpuéMe Ha paboTy MODKHA TPOUTH BBOAHBIA MHCTPYKTAX H
UHCTPYKTa)XX [0 OXpaHe Tpyla IUll CeKpeTaps-MallMHHCTKA BO BpeMs paboTel, 4TO (UKCUpyeTcs B
COOTBETCTBYIOIIMX XXypHalaX y4éTa IPOBEICHUS MHCTPYKTaXeH 110 BOIIPOCaM OXpaHBI TPY/ia U TEXHUKE
0€e3011aCHOCTH.
1.5. Cexperaph I0/KEH OBITh O3HAKOMIIEH C yCTABOM IIKOJBI, [PABHJIAMH BHYTPEHHETO TPYIOBOTO
pacnopsjka, KOJIIEKTUBHBIM JTOTOBOPOM.
1.6. OcHOBHBIMY BpeIHBIMU U OIIACHBIMU TS 3/I0POBbs (haKTOpaMu Mpu paboTe ceKpeTapsi-MalluHHCTKA
B IIPUEMHOM TUPEKTOPA SABIAIOTCS: HAIWYME KOMITBIOTEPA C IMONBOSIIMMU KaOCIsIMH 3JIeKTPOIHEPIUU
HanpspkeHneM 220 BOJIBT, BO3JEHCTBHE 3NIEKTPOMArHUTHOTO IIONS CHCTEMHOTO OJIOKA M MOHHTOpA
KOMIIBIOTEDA.

2. TpeGoBanus oxpaHbl TPyJa JJisl CEKpPeTaAPS-MAIIUHUCTKY Nepe Ha4aioM padoThbl.
2.1. Ilepen HadanoM pabOTHI CEKpeTaph MPOBEPSAET IEJOCTHOCTh 3aMKOB Ha IBepsx, Iikadax, ceitde,
LEJIOCTHOCTh OKOH, BH3YaJIbHO ONIPEAENseT HCIPABHOCTh OCBETUTENBHBIX MPUOOPOB, BBIKIIOUATEIIEH,
SIIEKTPUYECKON IPOBOJKHU, UCIIPABHOCTH 000PYI0BAHUS.
2.2. B caydae BBISBIECHUS HEHCIIPABHOCTH, COOOIIIAET 3aBX03Y.

3. TpeOopaHusl TEXHUKH (€30MACHOCTH BO BpeMsi pa0oThI CEKPeTaPA-MAIMIMHUCTKH.

3.1. B reuenue paGoyero BpeMeHH, CEKpeTaph-MalIMHUCTKA CONEPIKUT CBOE paboduee MECTO B IPUEMHOM
B YUCTOTE U MOPSIKE.

3.2. Bo BpeMsi pabOTHI 32 KOMITBIOTEPOM, C IPUHTEPOM M KCEPOKCOM CEKPETaph-MAIIMHUCTKA COOMIOIAET
npaBuja SKCIUTyaTallM¥ TEXHOJIOrMYecKoro obopynoBaHusi. B mpoiiecce paboThl NpuUaEp>KUBAETCS
PEKUMOB TPyJIa U OT/IbIXA.

3.3. EsxelHeBHas BiaxHas yOOpka B IIPHEMHON JMPEKTOpA IPOBOIMTCS B OTCYTCTBUU CEKpETaps-
MalIMHACTKU U yYaIUXCA.



3.4. Tlpu BHITIONHEHMH CBOEH pPaGOTHl CEKPeTapb-MALIMHUCTKA COGMIONAET BCe CaHUTapHO-
TUTMEHUYECKHE HOPMBI U IpaBUiIa JUYHON TUTHEHEI.

3.5. B ciydae HencmpaBHOCTH paGodero oGOpYIOBAHHS HIH OTKIKOYEHHS OCBEICHHS CEeKpeTaphb-
MalIMHKCTKA PEKPAIIACT CBOK paboTy U BEIKIIOYAET BCE 060PYJ0BAHHE.

3.6. B ciydae, xorna Bo BpeMst paGOThl IPOU30MIEN HECUACTHBIHA CIyyail win pabOTHUK MOYYBCTBOBAJ
HEZOMOraHHe U yXYANICHHE COCTOSHUS 310POBhs, OH COOOIIAET 00 3TOM AUPEKTOPY MIKOJIBL.

4. TpeGoBaHus 6€30NACHOCTH 110 OKOHYAHHY PadoThl CeKpPeTaps-MAIIMHHUCTKHY.
4.1. Ilo oxon4anuu paGoTHI CeKpeTaph BBIKIIOYAET 000PYIOBAHME M 0OECTOUMBAET €I0 OTKIIOYCHHEM U3
3IIEKTPOCETH.
4.2. llpemoxpanser 0OOpYIOBaHHE OT IIBLIH, ybupaer pabouee MeCTO OT HEHYXKHBIX WIN
UCITOJIE30BaHHBIX MTPEIMETOB.
4.3. Tlocne oxoHYaHHUs paGOTEI OOECIEUMBACT COBIIOICHHE CaHUTApHBIX HOPM M COOJIOAAET MpaBuja
JUYHOU TUTHEHEI.
4.4. llpn obHapy’KeHHH HEHCIPAaBHOCTH MeGenu, KOMIBIOTEpa U OPrTeXHUKH, JJIEKTPUYECKUX JIaMII,
coobLIaeT 3aBXo03y.

S. TpeGoBanusi TeXHUKH §e30MIACHOCTH /151 CEKPETAPSI-MALMINHACTKYA B ABAPUIHBIX CUTYyalUsIX.
[Ipy BO3HUKHOBEHNH aBapUUHBIX CHTyalUii B MPUEMHOIL:

. COOOUIMTE aAMHHHUCTPALIMHU, TUPEKTOPY;
. co00mUTH B ciy:x0y moxapHo#t oxpansl o Ten. 01 (101);
. NIPUHATD HEOTJIOKHBIC MEPBI 110 9BAKYALUH YUAILNUXCH U3 [IOMELLIEHUS,

@ OTKJIXOYUTH BHSKTPOCQTI) X 110 BO3BMOXKHOCTHU BEIHECTU H3H60He€ BaXHYIO JOKYMCHTaHIUIO.
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