[Tpunoxenue 6

YTBEPKIECHO
MOCTaHOBJICHHEM AJIMHHHUCTPAINH
Pebpuxunckoro paiioHa Antaiickoro
Kpas ot 29.12.2022 No732

JOJIKHOCTHASA UHCTPYKIUA
HavaabHuka oTes1a 0yXrajJrepckoro yuera i 0T4eTHOCTH- [JIABHOT0 OyXxraJjrepa
AnvuHucTpanuu PeOpuxmHckoro paiiona Anraiickoro kpast

Paznea |. OBIIIUE ITOJIOKEHUSA

1.1. Hacrosimass MHCTpPYKIUS ompenenseT (QyHKIUOHAIbHbIE OOsS3aHHOCTH, IpaBa M

OTBETCTBEHHOCTh HauaJbHHKA OTJENa OyXraJTepcKoro yd4yera M OTYETHOCTH — TJIaBHOTO
Oyxranrepa AaMuHHCTpanuu PeOpuXxuHCKOro paiioHa ANTalCKOro Kpas (nanee — HadaabHUK
oT/ena) .

1.2. HagayibHHK OT/eNIa HA3HAYaeTCS U OCBOOOKIACTCS OT JOJKHOCTH PACIIOPSHKEHUEM
AnmuHucTpanu PeOpuxuHcKoro paiiona Aunraiickoro kpas (mainee - AJMUHUCTpAIMs) IO
JMYHOMY COCTaBY.

1.3. JIoIyKHOCTh HayaJIbHUKA OTJIENIa OTHOCUTCS K TVIABHOW JIOJDKHOCTH MYHHIIMIIATBHOM
CITYXOBI.

Paznea |1. KBAIM®OUKAIIMOHHBIE TPEBOBAHUA J1J151 3SAMEILIEHUA
JOJKHOCTH HAYAJIBHUKA OTAEJIA

2.1. B cootBercTBUM C KBaJU(HUKALMOHHBIMH TPEeOOBAHUSMH Ha4yaJbHHUK OTJENa
JIOJIKEH:

1) umets npodeccuoHaabHOe 00pa3zoBaHue 0e3 MpeabsIBIeHHU TPEOOBAHUHN K CTaXKY.

2) 3HATh:

- Koncrurynuto Poccuiickoit ®enepaunu, ¢enepaibHble KOHCTUTYLIMOHHBIE 3aKOHBI,
denepanbHble  3akoHbI, akThl [Ipesunmenta Poccuiickoit @enepanuu u IlpaButenbcTBa
Poccuiickoii @enepanuu, HHbIE IPAaBOBBIE aKThl AJTAMCKOrO Kpas;

- YcraB MyHMIMIOAIbHOrO oOpa3oBaHus PeOpuxuHckuil pailoH Anrtaiickoro Kpas,
CTPYKTYpPY ¥ NOJTHOMOYHUSI OPraHOB MECTHOT'O camoyIpaBiieHus: PeOGpuxuHckoro paiioHa (Janee
- OMC), Ilonoxenus u pernamentsl OMC, WnHcTtpyknuio mno aenonpousBoactsy OMC;
ITpaBuiia BHyTpeHHETO TpynoBoro pacnopsaka OMC;

- Koneke 3Tukm 1 ciiy)xe0HOro moBeeHUs] MyHUIMNAIbHBIX ciayxamux OMC, npasuiia
JIEIOBOTO OOIICHHUS; aJJMUHUCTPATUBHBIE PETJIAMEHTHI MCIIOJHEHUS MYHHMIMIANBHBIX ()YHKIUN
U TPEeNOCTaBICHUS MYyHHUIMMNAIbHBIX YCIYr, HWHbIE MYHUIUIAIbHBIE IIPABOBHIE AKTHI
Pebpuxunckoro  paifoHa, peryaupyrolide  COOTBETCTBYIOLIYIO  chepy  JAeATelbHOCTH
MPUMEHUTEIBHO K UCIIOJIHEHUIO KOHKPETHBIX JTOJKHOCTHBIX 00S3aHHOCTEH;

- OCHOBHBIE O00S3aHHOCTHU MYHMIIMIIAJIBHOTO  CIIY’Kallero; CBOM JOJLKHOCTHBIE
00S3aHHOCTU B COOTBETCTBHUH C JIOJDKHOCTHOM WHCTPYKLHEH, OTpaHUYEHHUs U 3allpeTshl,
CBSI3aHHBIE C MYHUUUNAIBHOW CIy’KOOH, TpeOoBaHMS K TIOBEACHUIO MYHHULUIAIBHOTO
CIIy’Kalllero;

- TIPaBOBBIE AKTHI B OOJIACTH 3aIIMTHI TOCYAAPCTBEHHON M MHOM OXpaHsAeMOH 3aKOHOM
TalHBl, 3aIIUTHl EPCOHABHBIX JTAHHBIX, IPABUJ U HOPM OXpPaHbI TPyJAa, MpaBUia MOKapHOU
0€30M1aCHOCTH U MPOU3BOJICTBEHHOW CaHUTAPUU;

- OCHOBBI TpaBa W SKOHOMHKH, MOPSAJIKA MOATOTOBKM M NPUHATUS MYHHIIMIAIbHBIX
IPaBOBBIX aKTOB, OCHOBBl HMH(OPMAIMOHHOIO M  JOKYMEHTAI[MOHHOIO oOecredyeHus
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nesitenbHocTH OMC 1 ctpykTypHbIX nogpaszaeneauiit OMC; ctpykTypsl u noaHomouniit OMC;
anmapaTHOro M IMPOrpaMMHOI0 OOECNEYEeHHUs; BO3MOKHOCTEH M OCOOEHHOCTEW NMpPUMEHEHHMs
COBPEMEHHBIX HMH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIX ~TE€XHOJIOTUH B OMC, Bxiouas
UCIIOJIb30BAaHUE BO3MOXKHOCTEH MEXBEJIOMCTBEHHOI'O JOKYMEHTOO00OpPOTa; OOLIMEe BONPOCH! B
obnactu obecriedeHusi HHPOPMAIIMOHHON 0€30MaCHOCTH;

- CHUCTEMBbl B3aUMOJICHCTBHSA C TpaKAaHAMU M OpPraHU3ALUSAMHU; YYETHBIE CHCTEMBI,
oOecrieunBaromue moAnepkKy BoimoidHeHHss OMC OCHOBHBIX 3a7ad M (DYHKIHMI; CHCTEMbI
MEXBEJOMCTBEHHOTO  B3aUMOJICHCTBMS;  CHCTEMbl  YIPABIEHUS  [OCYIAapCTBEHHBIMHU
UH(POPMALIMOHHBIMH pecypcaMu; HH()OPMAITMOHHO-aHATUTHYECKUE CHCTEMBI, 00eCIIeUnBaIONIHEe
cbop, 00pabOTKy, XpaHEHHWE M aHAINW3 [aHHbIX; CHUCTEMbl  YIPABICHUS 3JIEKTPOHHBIMU
apXMBaMM; CUCTEMbl MH(POPMALMOHHONW O€30MaCHOCTH; CUCTEMBI YIPABICHUS SKCIUTyaTallueH.

3) UMEeTh HABBIKU:

- paboThl C COBPEMEHHBIMH WH(POPMALMOHHBIMU TEXHOJOTHAMHU, WH(OPMAIIMOHHBIMH
cUCTeMaMHM, OPI'TEXHUKOH U CPEeCTBAMU KOMMYHHKALIUH;

- paboThl ¢ JOKYMEHTaMHu (COCTaBlieHHE, O(pOpMIICHHE, aHAIN3, BEICHHE M XPaHEHHE
JOKYMEHTAIlUHU U UHbIE PAKTUUECKUE HABBIKK pabOThI ¢ JOKYMEHTaMH);

- OpraHM3aLUH JTUIHOTO TPpyAa ¥ 3()(HEKTUBHOTO TUTAHUPOBAHKS pabouero BpeMeHH;

- JISIOBOT'O M NMPO(HEeCCHOHAILHOTO OOIIEHHUS, UCIIOTHUTEIbCKON IUCIUIIHBI;

- CHCTEeMaTH4eCKOTO TOBBIIICHHS CBOSH KBAMH(UKALNHU, B TOM YHCIIE CAMOCTOATEIBHOTO
HOBBIIIEHUS NPO(YECCHOHATIBHOTO YPOBHS;

- TOJArOTOBKM aHAJUTHUYECKOIO MaTepuajla, HOPMOTBOPYECKOM  JAESTEIbHOCTH,
CHUCTEMHOI'0 IOJXO/a B PEIICHUHU 3a/la4y, KOHCYJIbTUPOBAHMs, Pa3pabOTKU MpeIoKEeHUH 1o
HAIPaBJICHUIO JIEATENbHOCTH I TIOCJIEAYIOIIEro MPUHATHS YIPABICHUYECKUX pPEILIECHUH,
OpraHU3alMOHHONW paboThl, MOATOTOBKM M IPOBEACHUS MEPOIPHUITUH B COOTBETCTBYIOILEH
cdepe AeATeNbHOCTH, IKCIIEPTHON PadOTHI MO MPOMUITIO AEATEIHHOCTH, MTOATOTOBKH MPOECKTOB
MYHUIUIAJIbHBIX IPABOBBIX aKTOB 110 HANPABJIECHUIO 1EATEIbHOCTH, COCTABICHUS U UCTIOIHEHUS
NEPCIEKTUBHBIX U TEKYLIUX IUIAHOB, OpraHU3aluy padOThl IO B3AUMOCBS3H CO CHEIMAINCTAMHU
rOCyIapCTBEHHBIX OPTaHOB BJIACTHU, APYTUMHU CTPYKTYpHBIMU noapazaeneausmu OMC, npyrumu
OpraHaMHM MECTHOT'O CaMOYIPAaBJI€HUS, OPraHU3alUsIMU; KOHCYJIBTUPOBAHMS (MUCHMEHHOIO U
YCTHOTO);

- paboThl C BHYTPEHHUMH U NepuepuilHbIMU yCTPOHWCTBaMU KOMIIBIOTEPA; paboOThl C
MH(POPMALIMOHHO-TEIIEKOMMYHUKAIIMOHHBIMU CETSIMH, B TOM 4HUCIIe ceThlo MHTepHeT, paboThl B
OTIEpAllMOHHOMN CHUCTEME; YIPAaBIEHUS AJIEKTPOHHON MOUYTOM, pabOThl B TEKCTOBOM pEIaKTOpE,
paboThI C IEKTPOHHBIMU TAOJIUMI[AMHU, TTOATOTOBKHU MPE3EHTALMH, UCIIOIb30BaHUs TpapUUecKux
00BEKTOB B JIEKTPOHHBIX JOKYMEHTaX, padOThl ¢ 6a3aMu JaHHBIX, CACTEMaMU B3aUMOJIEHCTBUS
C TpaXJaHaMH M OpraHU3alUsAMH; MEKBEJOMCTBEHHOIO B3aUMOJECHCTBUS; YIPaBICHUS
roCy/1apCTBEHHbIMU HH(OPMALIMOHHBIMU pecypcaMH; € HHPOPMAIMOHHO-aHATUTHYECKUMHU
cucreMamu, oOecreyuBarolUMu cOop, 00pabOTKy, XpaHEeHHE U aHaJIM3 JIAHHBIX; YIpPaBICHUS
AIIEKTPOHHBIMHU apXHUBaMU; pabOThI C cUCTeMaMu HH(OpPMaIIMOHHON 0€30I1aCHOCTH; YIPaBICHUS
JKCILTyaTaluei.

Pazpea I11. IOJTHOMOYUSA (OCHOBHBIE ITIPABA U OBA3AHHOCTHN)

3.1. HayanpHuK oTJena coOMI0laeT YCTaHOBJIEHHBIE cTaThEél 12 DenepanbHOro 3aKoHa
or 02 mapra 2007 r. Ne 25-®3 «O myHununaapHoil ciayx6e B Poccuiickoit ®eneparum»
OCHOBHBIE 00S13aHHOCTH MYHUIIUIAIBLHOTO CITyKaILEero.

3.2. HayanepHuk otaena o0sA3aH:

1) cobmonars Koncturynuto Poccuiickoit @enepannu, dpenepaabHble KOHCTUTYIIMOHHBIE
3aKOHBI, (eiepalibHble 3aKOHBI, HbIE HOPMAaTUBHBIE MpaBoBbIe akThl Poccuiickoit deaepanumy,
YcTaB MyHUIMNAIBHOTO o00pa3zoBaHus PeOpuxuHCKMil paiioH Aunraiickoro Kpas, WHbIE
MYHUIIMIIAJIbHBIE TPABOBbIE aKThl OPraHOB MECTHOI'O caMoyIlipaBieHus PeOpuxuHckoro paiiona
U obecrieurBaTh HUX UCIOJIHEHUE;



2) UCHONHATH  JOJDKHOCTHBIE  OOS3aHHOCTH  JOOPOCOBECTHO, HAa  BBICOKOM
poeCCHOHAIBHOM YPOBHE B COOTBETCTBUHU C HACTOSIIICH TOKHOCTHON MHCTPYKITUEH;

3) obOecrieunBaTh paBHOE, OECIPUCTPACTHOE OTHONICHHE KO BCEM (PUIUYCCKUM U
IOPUAMYECKUM JIMIIaM M OpraHu3alusM, HE OKa3blBaTh NPEINOYTECHHE KAKUM-TTHOO
OOIIECTBEHHBIM WJIM PEIUTHO3HBIM OOBEIUHEHUSM, MPOPECCHOHATBHBIM WM COIUATBHBIM
rpymmaM, TpaxiaHaM M OpraHu3alusM U HE JOMYCKaTh INPEAB3SATOCTH B OTHOLIEHWU TaKHUX
00BeAMHEHUH, TPYIII, OPraHU3alMN U IPaXIaH;

4) wHe coBepliaTh JCWUCTBUA, CBS3aHHBIE C BIMSHHEM KAaKUX-TUOO JIMYHBIX,
UMYIIECTBEHHBIX ((DMHAHCOBBIX) M HHBIX HHTEPECOB, MPEIMSTCTBYIOIIUX T0OPOCOBECTHOMY
MCIIOJTHEHUIO JOKHOCTHBIX 00s13aHHOCTEH;

5) coOmropath HEUTPaTBbHOCTh, HWCKIIOYAIONIYI0 BO3MOXXHOCTh BIIHMSIHHSI Ha CBOIO
npo(ecCHOHANIBHYIO CIY)KEOHYIO JIeATEIbHOCTh PEIICHUH MOJUTHYECKUX MapTUid, IPYyrux
OOIIECTBEHHBIX U PEIMTHO3HBIX 00BEIMHEHHI U UHBIX OPTaHU3AIINN;

6) IpOSIBISATH KOPPEKTHOCTh B 0OpAIlIEHUH C TpakJaHaAMMU;

7) NposIBIATH yBaXKEHHE K HPABCTBEHHBIM OOBIYAsIM M TpaIuLUsAM HapoaoB Poccuiickoii
®enepanuu;

8) yUuTHIBaTh KYJIBTYPHBIE U UHBIE OCOOEHHOCTH PA3JIMYHBIX I THUYECKUX U COIUATBHBIX
TpyII, a TaKke KOH(ecCHuii;

9) crioco6cTBOBATH MEKHAINMOHATBEHOMY U MEKKOH(ECCHOHAITBHOMY COTJIACHIO;

10) He momycKaTh KOH(IUKTHBIX CUTYAIUi, CIOCOOHBIX HAHECTH yIepO ero pemyrauuu
WJIM aBTOPUTETY MYHHUIIMTIATIHLHOTO OpPraHa;

11) cobmromaTe MpU UCHOJHEHHH JOJDKHOCTHBIX O0O0sI3aHHOCTEH IpaBa, CBOOOIBI H
3aKOHHBIE MHTEPECHI YEJIOBEKA U TpakJIaHMHA HE3aBMCHUMO OT pachl, HAIIMOHAIBHOCTH, SI3bIKA,
OTHONICHUSI K PEJIMTHH U JAPYTUX OOCTOSTENBCTB, a TaKKe IpaBa M 3aKOHHBIE HHTEPECHI
OpraHu3aL;

12) BBIMONHATH pacloOpsKEHUs T1aBbl PeOpuXuHCKOro pailoHa B MOJHOM OOBbEME WU B
YCTaHOBJICHHBbIE CpOoKU. He wucnonHsTh HempaBoMmepHble TopydeHus. [lpu mosydenun ot
COOTBETCTBYIOIIIETO  PYKOBOJWTENS  MOPYYEHUs,  SBISAIOIIETOCS, IO €ro  MHEHHIO,
HEMPaBOMEPHBIM, TPEACTABIIATh PYKOBOJIUTENIO, JIABIIEMYy MOpYyYEeHHE, B MTUCbMEHHON (opme
000CHOBaHHE HEMPAaBOMEPHOCTH JAaHHOTO MOPYYEHHUS C yKa3zaHUEM MOJNOXKEeHHH (eaepaabHbIX
3aKOHOB M HMHBIX HOPMAaTUBHBIX MPABOBBIX aKTOB Poccuiickoit denepannn, 3aKOHOB M UHBIX
HOPMAaTUBHBIX MPABOBBIX aKTOB cyOBekTa Poccuiickoit denepannu, MyHUIIUTAIBHBIX TPABOBBIX
aKTOB, KOTOpbIE MOTYT OBITh HapyIIEeHbl TPH HWCIOIHEHUH TAHHOTO Topy4yeHus. B ciyuae
MOJITBEPK/ICHUSI PYKOBOJIUTENIEM JIaHHOTO MOPYYEHHUs B MUCbMEHHOM (hopMe OTKa3bIBaThCS OT
€ro WCIIOTHEHUS;

13) coOmrogaTh ycTaHOBJIEHHbIE B AJIMUHUCTpAallUd palOHA TpaBuUiia BHYTPEHHETO
pacropsiika, HACTOAIIYIO JOJKHOCTHYIO MHCTPYKIIUIO,  PETJIaMEHTHl OPTraHOB MECTHOTO
camoynpaBieHus: PeOpuxuHcKoro paiioHa, MOpSAIOK paboThl co ciyxeOHOM WH(popMalueH,
TPYIOBYIO JUCIMIUIMNHY, TPEOOBAaHMS TO OXpaHE TPyJa, TEXHUKE OE30MacHOCTH, MOXKapHOU
0e30MacHOCTH U MTPOU3BOJICTBEHHOW CAaHUTAPUH;

14) He3amemMTENHHO COOOIATh TJIaB€ pailoHa O BO3HUKHOBEHUH CHUTYaIlUH,
NPEACTABISIIONIEH yrpo3y JKM3HU U 3[0pPOBbIO JIIOACH, COXPAHHOCTH MYHHUIHUIIAIBLHOTO
UMYIIECTBA, NPUHUMATh MEPHl 10 YCTPAHCHWIO TPHYUH W YCJIOBHH, MNPENIATCTBYIOIMINX
HOPMaJTbHOMY BBITIOJIHEHUIO PabOTHI (aBapuu | Tak Jaiee);

15) monnepkuBaTh YpOBEHb KBaTU(UKAIIUK, HEOOXOAUMBIM JUIsI HAJJICKAIIETO
UCTIONTHEHUS JIOJDKHOCTHBIX 00si3aHHOCTeH. (CaMOCTOSTENhHO, a TakKe B paMKaxX IUIAHOB,
pa3pabOTaHHBIX B AJIMUHHCTpAIIUH, TIOBBIIIATH YPOBEHb CBOMX MPO(ECCHOHATBHBIX 3HAHHM,
OBJIaJIEBAaTh COBPEMEHHBIMU METOJIaMU PadOTHI;

16) He pa3riamarh CBEJIEHHUS, COCTABJISIONINE TOCYIAPCTBEHHYIO U UHYIO OXPaHSIEMYIO
dbenepanbHBIMU 3aKOHAMH TaiiHy, a TakK)K€ CBEJEHHs, CTaBIIUE €My HM3BECTHBIMH B CBSI3U C
WCIIOJTHEHUEM JOJDKHOCTHBIX OOSI3aHHOCTEH, B TOM YHCJI€ CBEJEHHWS, Kacalolluecs 4YacTHON
JKU3HU U 3J0POBbS IPAKIAH WM 3aTParuBarolIie UX YECTh U JOCTOMHCTBO;



17) Oepeub TOCYJapCTBEHHOE U MYHUIUIIAIbHOE MMYILIECTBO, B TOM YHUCJE
MPEIOCTABIEHHOMY €MY JUIS UCIIOJIHEHUS JOKHOCTHBIX 00513aHHOCTEH;

18) mommepxkuBaTh cBoe pabodee mecto, 00OpyHIOBaHWE B HCIPABHOM COCTOSIHUU,
MOPSIIKE U YUCTOTE;

19) BO3BpaTUTh MpHU MPEKPALIEHUU TPYAOBBIX OTHOILIECHUN MaTepUAbHO-TEXHUYECKUE
CpeICTBa, epeAannbie eMy PaboTonarTenem /it BHITOIHEHUS TPYIOBBIX 003aHHOCTEH;

20) npencTaBisATh B YCTAHOBJIEHHOM MOPSIKE MPEAYCMOTPEHHBIE 3aKOHOJIATEIHCTBOM
Poccutickoii @enepanu cBeACHUS 0 ce0e U WIeHaX CBOCH CEMbH;

21) coobmaTh B MHCBMEHHON ¢opMe TiaBe pailoHa O TMPEKPAlICHHH TPa)kJIaHCTBA
Poccuiickoit ®enepanuu 1100 rpaxkaaHcTBa (IOAJAHCTBA) HMHOCTPAHHOTO TOCyJapcTBa -
Y4aCTHHUKA MEXKJIyHapoaHoro aorosopa Poccuiickoir denepanniv, B COOTBETCTBUU C KOTOPBIM
WHOCTPaHHBIN I'Pa)KTaHUH UMEET MPaBO HAXOIUTHCS HA MYHHUIIMIIAJILHOM cIy>k0€e, B JeHb, KOTJa
MYHUIIUIAIBHOMY CIYXAaIIeMy CTaJI0 U3BECTHO 00 3TOM, HO HE MO3Hee MATH pabouux IHEH co
THSL TpeKpaileHusi rpaxaanctsa Poccuiickoit @enepauuu 0o rpaxkaaHcTBa (TMOJIaHCTBA)
MHOCTPAHHOI'O TOCYAApPCTBA - YYaCTHUKA MEXIyHAapOJAHOro gorosopa Poccuiickoin denepauny,
B COOTBETCTBUM C KOTOPbIM HWHOCTPAHHBIA TpaKJaHUH MMEET MpPaBO HAXOJUTHCS Ha
MYHULIMIIAJIBHOU Ci1yk0€;

22) coolmarth B MHCbMEHHON (opme riaBe pailoHa O MPUOOPETEHUH TPa)KJIaHCTBA
(moaaHcTBa) MHOCTPAHHOIO TOCYJApcTBa JUMOO MOJYYEHUU BUAA HA KUTEJIbCTBO WM MHOTO
JOKYMEHTa, MOJATBEPKIAIOLIEI0 IPaBO Ha I[OCTOSHHOE MPOXWBAHWE TpPaKJaHWHA HaA
TEPPUTOPUU MHOCTPAHHOI'O TOCYJIapCTBa, B JI€Hb, KOTAA MYHULUIIAILHOMY CIIYXallleMy CTajlo
U3BECTHO 00 ATOM, HO HE MO3JHee IMITH paboyux AHEH co IHS MPUOOpPETeHHs TpaskJaHCTBa
(moaaHcTBa) MHOCTPAHHOI'O TOCYIapCcTBa JIMOO IMOJNYYEHHs BHJIa HA KUTEIbCTBO WJIM HMHOTO
JOKYMEHTa, NOATBEP)KIAIOLIEr0 IPaBO Ha IIOCTOSIHHOE IMPOXUBAHWE TpaKJaHWUHA Ha
TEPPUTOPUU MHOCTPAHHOI'O TOCYAPCTBA;

23) co0moaaTh OTrpaHUYEHUs, BBIMONHATH O0S3aTENbCTBA, HE HAPYIIATh 3alpeThl,
KOTOphIe ycTaHOBJIeHbl PenepasibHbIM 3akoHOM «O MyHUIMDAIBbHON ciayx0e B Poccuiickoit
®Denepanuny U ApyrumMu GeaeparibHbIMU 3aKOHAMU;

24) yBenOMJISATH TJIaBy pailoHa, OpraHbl MPOKYpaTypbl WIM JAPYTUE TOCYAApCTBEHHBIE
opranbl 000 BCeX cllydasx OOpalleHHs K HeMy KaKWX-IMOO JIMIl B LENSIX CKJIOHEHHS ero K
COBEPUICHHUIO KOPPYIIIMOHHBIX PaBOHAPYILIEHUH;

25) mnpuHHMATh MEpPHl MO HEAOMYIIEeHHI0 000N BO3MOKHOCTH BO3HUKHOBEHUS
KOH(JIMKTa UHTEPECOB;

26) B MUCHhMEHHOW (opMe YBEIOMISTh IJIaBy palloHa O BO3HHUKIIEM KOH(DIUKTE
MHTEPECOB WJIK O BOBMOKHOCTH €r0 BO3HUKHOBEHMUSI, KaK TOJIBKO CTaHET 00 3TOM H3BECTHO;

27) cobmonate Koneke 3TUKM U CiTy’)K€OHOTO MOBEACHUS MYHUIMIIAIBHOTO CITYXKallero
AJIMUHHCTpAIIUU;

28) ocymecTBISTH 001Iee PYKOBOJICTBO AesATeIbHOCTRI0 OTena;

29) ompenensTh NPUOPUTETHBIE HAMpPABICHUS JEATEIBHOCTH COTPYIHUKOB  OTJEIA,
KOOPJIMHHUPOBATh UX paboTy; pacupeaensiTh JOJDKHOCTHBIE  00S3aHHOCTH MEXKIY
COTPYIHUKAMHU OTJIENa, OCYIIECTBISATh KOHTPOJIb 32 MX HCIOJHEHHEM;

30) obecnieunBaTh CBOEBPEMEHHOE M TOYHOE OTpPaK€HHE Ha CueTax OyXrajlTepcKOro
yueTa XO3SHUCTBEHHBIX OIepalfii, ABM)KEHUS aKTHBOB, (POPMHUPOBAHUS JOXOJIOB U PaCXOOB,
BBITIOJTHEHHS 00513aTENBCTB 110 BOIPOCAM, CBS3aHHBIM C YU€THO-DKOHOMHYECKON U KOHTPOIBHO-
PEBHU3MOHHOU JIEATEIBbHOCTBIO;

31) mpuHMMaTh W KOHTPOJMPOBATH MEPBHUYHYIO JTOKYMEHTALMIO IO 3aKPETSIEHHOMY
OTJIey OyXralTepcKoro y4eTra v TOTOBUTh UX K PEBU3MOHHOM MPOBEPKE;

32) KOHTpPOJMPOBATH YYEeT TMOCTYMAOIMIMX JACHEXKHBIX CPEACTB, TOBapHO-
MaTepuaibHBIX I[IEHHOCTEM U CBOEBPEMEHHOE OTpaK€HHE Ha COOTBETCTBYIOIIME CcUeTa
OyXraJTepckoro ydera B COOTBETCTBHM C COOJNIOJIEHHEM NpaBUI OyXraJTepCcKOoro yueTa;
o0OecreunBaTh COXPAaHHOCTh JACHEKHBIX CPEJCTB;



33) npou3BOIUTH NEPEUUCIICHNE HAIOTOB U COOPOB B (hefepasbHbIA, PETHOHAIBHBIA U
MECTHBIH OIOJIKEThI, CTPAaxOBBIX B3HOCOB B TOCYAApCTBEHHBIE BHEOIOIKETHBIE COIUAIbHbBIE
(doHIBI, TIIATEKEH B KPEAWTHBIE OpPraHU3alMHM, CPEICTB Ha (MHAHCHPOBAHHE KAIMUTAIbHBIX
BJIO’KEHUH, MOralieHue 3aJJ0JDKeHHOCTEH; KOHTPOJIMPOBATh MPABUILHOCTh PACUETOB MO OIIaTe
Tpy/Aa pabOTHUKOB, IPOBEICHNE HHBEHTapU3aIlii;

34) yuacTBOBaTh B pa3pabOTKe MEpONPHUATHI, HANPABICHHBIX HAa COONIOJEHHE
(buHAHCOBOW AMCLUITIINHBL;

35) obecrieunTh coOMOAEHHE (MHAHCOBOM M KAacCOBOM JMCIHUIUIMHBI, CMET PacXojIo0B,
3aKOHHOCTH CIIUCAHUSI CO CYETOB OyXTajaTepcKoro ydera HemocTad, JAeOUTOpPCKOM
3a/10JKEHHOCTHU U IPYTUX MOTEPB;

36) obecreunTh COCTABJICHHE OTYETAa 00 MCIIOJHEHUH OIO/IKETOB JICHEKHBIX CPEJICTB H
CMET pacxoJl0B, MOATOTOBKY HEOOXOJMMON OyXraiTepcKod M CTaTUCTHYECKOW OTYETHOCTH,
IPEJICTABICHUE HUX B YCTAHOBJICHHOM IIOpPSIKE B COOTBETCTBYIOLUE OPraHbl, MOJITOTOBKY
CBEJICHUH I cocTaBiIeHus Oajganca u Jpyrux GopM OTYETHOCTH;

37)KOHTPOJIIMPOBATh  CBOEBPEMEHHOE HCIIOJIHEHHWE CIY)KEOHBIX JIOKYMEHTOB U
MOPY4YECHU;

38) opranuzoBaThb pPabOTy MO COXPAaHHOCTH  OyXTalNTEPCKUX  JIOKYMEHTOB,
(GbopMUpOBaHKUEM JI€ 110 YCTAHOBJIEHHOW HOMEHKIIAType, cjaue MX B apXuB aJMUHHCTpALUU
paiioHa.

39)  cocraBiATH ~ OPOTOKOJNBI 00  AAMHMHUCTPATHBHBIX  MPAaBOHAPYIICHUIX
MPeyCMOTPEHHBIX 3aK0OHOM Aunrtaiickoro kpas ot 10.0.72002 Ne 46-3C «O0 aaMHUHHCTPATUBHOU
OTBETCTBEHHOCTH 32 COBEpILEHUE IIPaBOHAPYLIEHUH Ha TEPPUTOPUU AJTAWCKOro Kpas»,
COTJIACHO TEpeyHs, YTBEP>KICHHOIrO perienrneM Pebpuxunckoro paiionHoro CoBeTa HapOJIHBIX
JIeMyTaToB AJITaliCKOTO Kpasi.

3.3. OcHOBHBIE MpaBa HauaJbHUKA OTIENA pEryaupyroTcs ctatbéil 11 denepanbHOro
3akoHa ot 02 mapra 2007 roma Ne 25-®3 «O wmyHununansHOW ciy:x6e B Poccuiickoi
®enepanumn».

3.4. Kpome TOr0o, HaYaIbHUK OT/EJIa UMEET MPaBO Ha:

1) 3akmodyeHue, U3MEHEHHWE M PAcTOp)KEHHE TPYAOBOIO JOTOBOpa B IMOpSAIKE M Ha
YCIOBHUSAX, KOTOpPBIE YCTaHOBJIEHbI TpynoBbIM Kojekcom Poccuiickon ®denepanuu, UHbIMU
(benepaabHBIMHU 3aKOHAMU;

2) 03HaKOMJICHHE C JIOKYMECHTaMH, YCTAaHABJIMBAIOIIMMH €ro mpaBa U 00sS3aHHOCTH IO
3aMeIaeMon JJOKHOCTH MYHHIIMIIATBHOM C1yXObl, KpUTEPUSIMU OLIEHKU KaueCTBa MUCIIOTHEHMS
JOJIKHOCTHBIX 00S3aHHOCTEN U yCIOBUSIMH MPOJIBUKEHUS 1O CIYXKO€;

3) o0ecrieyeHne OPraHU3alMOHHO-TEXHUYECKUX YCIIOBUM, HEOOXOAMMBIX IS
UCTIOJIHEHUS TOJKHOCTHBIX 0053aHHOCTEHH;

4) orutaTy TpyJa M IpyrHe BBIILIATHI B COOTBETCTBUU C TPYIOBBIM 3aKOHOJATENHCTBOM,
3aKOHOJIATEILCTBOM O MYHHUIIMIIATBHOH c1yk0€ U TPYI0BBIM JOTOBOPOM;

5) otneix, oOecnedynBaeMblii YCTAHOBJIEHHEM HOPMAJbHOM IPOJOJIKUTENIbHOCTH
pabouero (ci1y)ke0HOr0) BpEMEHM, MPEJOCTABICHUEM E€XEHEJCNbHBIX BBIXOAHBIX IHEH U
HepaOouuX MpPa3THUYHBIX JHEH, a TaKKe eKEroJHOro OIJIauMBaeMOro OTITYCKa;

6) mosiyueHHe B YCTaHOBJIEHHOM MOpsAKe WH(POpPMALUU M MaTepHasioB, HEOOXOIUMBIX
JUIsL MCTOJHEHMsI JOJKHOCTHBIX OOS3aHHOCTEHM, a Takke Ha BHECEHHE MpEeASIOKEHUN
COBEPUIEHCTBOBAHUH JEATEIBHOCTH A IMUHUCTPALUY;

7) yuyacThe Mo CBOeH HMHHMIIMATHBE B KOHKypCE Ha 3aMellleHHWe BAaKaHTHOM TOJIKHOCTH
MYHUIIUNATBHON CITYKOBI;

8) MomHYI0 MOCTOBEPHYIO HMH(OpPMANUIO 00 YCIOBHUSX TpyAa W TPeOOBAaHUAX OXPAaHbBI
Tpysa Ha paboueM MecTe;

9) noBbllIeHNE KBaTU(UKALUKA B COOTBETCTBUM C MYHUIIMIIAIBHBIM IPABOBBIM aKTOM 3a
cueT cpencTB Orokera PeOpuxuHckoro paioHa;

10) 3amuTy CBOMX MEPCOHAIBHBIX TAHHBIX;



11) o3HaKOMJIGHHE CO BCEMH MaTepHaliaMH CBOETO JIMYHOTO Jeja, C OT3bIBAMU O
npoeCCHOHATIBHON JESATEIbHOCTH U APYTMMH JOKYMEHTaMHU 10 BHECEHHUS MX B JINYHOE JEJI0, a
TaKXXe Ha MPUOOIIEHNE K TMYHOMY JIeNTy €ro MUCbMEHHBIX 00BSICHEHUH;

12) oO6beauHeHue, BKIIIOYAs IPaBO CO3/1aBaTh MPOPECCUOHATIBHBIE COKO3bI, Ul 3aLIUThI
CBOMX IIPaB, COLUATBHO-3KOHOMUYECKUX U TMPO(PECCHOHATBHBIX HHTEPECOB;

13) ydacTue B ymnpaBJIeHUM OpraHu3alueil B MpPeAyCMOTPEHHBIX TpyaoBBIM KOAEKCOM
Poccuiickoit ®enepanyu, WHBIME (eAepaTbHBIMH 3aKOHAMH M KOJUICKTUBHBIM JOTOBOPOM
dopmax;

14) BeneHHE KOJUIEKTUBHBIX NEPETOBOPOB U 3AKIIIOUYEHUE KOJIJIEKTUBHBIX JOIOBOPOB U
COIVIAIIEHUI dYepe3 CBOMX MpeACTaBUTENEH, a Takke Ha HHGPOPMALMI0O O BBIIOJIHEHUU
KOJUIEKTUBHOTI'O I0rOBOPA, COTJIAIIEHUI];

15) paccMoTpeHre MHIMBUAYAIbHBIX TPYIOBBIX CIOPOB B COOTBETCTBHM C TPYIOBBIM
3aKOHOJIATENILCTBOM, 3aIUTY CBOMX IIPAaB U 3aKOHHBIX MHTEPECOB Ha MyHHLIMIAIBHOU CITyKOe,
BKJII0Yasl 00aJl0OBaHUE B Cy/l UX HapyILEHHI;

16) mencuoHHoe oOecrieyeHWE B COOTBETCTBUM C 3aKOHOAATENILCTBOM Poccuiickoii
®enepanuu;

17) Bo3MmelleHue Bpela, NMPUUMHEHHOTO €MY B CBSI3U C MCIIOJIHEHHEM UM TPYJIOBBIX
00s13aHHOCTEH, U KOMIIEHCALIMI0O MOPAJIBHOIO Bpela B IOPSAJIKE, YCTAHOBICHHOM TpyHOBBIM
kozekcoM Poccuiickoit @enepannu, HHBIMA (e1epaTbHBIMU 3aKOHAMHY;

18) oOs3arenpbHOC COLMANBHOE CTPAXOBAaHWUE B  CIydYasx, MPEIyCMOTPEHHBIX
beneparbHBIMU 3aKOHAMM.

3.5. HauanpHuk otznena TAaK)K€ HMEET UHbIE IIpaBa, IIPEJOCTABIEHHBIE €EMY
3aKoHoAarenbCcTBOM Poccniickoit denepanun.

Paznea IV. BBAUMOOTHOWEHUSA (CBA3U IO JOJIZKHOCTH)

4.1. B cBoeil pa0oTe HayaJIbHUK OTAENa HENOCPEACTBEHHO IOJYMHEH TIJIaBe
Pebpuxunckoro paiiona.

4.2. HauanbHUK OTJeNa JAJs UCIOJHEHUs BO3JIOKEHHBIX HA HEro 3a/1a4 OCYIIECTBIISET
ciy)keOHOe B3auMOJIEHCTBUE CO CTPYKTYPHBIMH TOJpa3AEICHUSIMU AJMUHUCTPALNY;
MYHHULIMNAIbHBIMU citykamuMu OMC, MyHHUIIMIIAIBHBIMY CITY’KaIlllMMH MHBIX MYHMIIMIIAJIbHBIX
oOpa3oBanuii, aenyraramu PeOpuxuHckoro CoBeTa HapOJHBIX JAENYTaTOB AJTalCKOTO Kpas,
IPaXXAAHCKUMHM T'OCYJapCTBEHHBIMU CIIy’KalllAMH T'OCYAApCTBEHHBIX OpPraHOB, TIpaXkJaHaMH,
YIOJHOMOYCHHBIMHU JIMIIAMHU OpFElHH?.ZlIIPIfI, TpaXXJaHaMH 110 BOIIpoCaM cBOEH KOMIICTCHIIUHU.

PA3JIEJI V. OTBETCTBEHHOCTb HAYAJIbHUKA OTAEJIA

5.1. HauanpHMK OT/Ie/a HECET OTBETCTBEHHOCTD 3a:

- HEHaJUIe)Kallee HCIOJHEHNE WM HEUCIIOJHEHHE CBOMX JOKHOCTHBIX OOS3aHHOCTEH,
MPEAYCMOTPEHHBIX HACTOAILIEH [OKHOCTHOM MHCTPYKLUHEW, B Npeaenax, ONpeeleHHBIX
TPYAOBBIM 3aKOHOAATENBCTBOM Poccuiickoit @enepanuu;

- pa3rjanieHue OXpaHsAEeMOW 3aKOHOM TaWHbI, CTaBIIEM €My M3BECTHOM B CBS3H C
WCIIOJTHEHUEM UM TPYAOBBIX 00S3aHHOCTEH, B TOM YHCJIE pa3IJiallieHne NEPCOHATBHBIX JaHHBIX,
B [lepeieliax, ONpeaeIeHHbIX TPYAOBBIM 3aKoHOAaTeNbcTBOM Poccuiickoit denepanuu;

- IPaBOHAPYIIICHUS, COBEPIICHHBIEC B IIPOIIECCE OCYIIECTBICHUSI CBOCH JEATEIHHOCTH, - B
npezenax, OnpeeeHHbIX IPaXIaHCKUM, aIMUHUCTPATUBHBIM, YTOJOBHBIM 3aKOHO/1aT€ILCTBOM
Poccniickoit denepanyu;

- MPUYMHEHHE MaTepuaibHOro ymepda B Tpeaenax, ONpeNelIeHHBIX TPYIOBBIM U
rpakIaHCKUM 3aKOHOJaTeIbCTBOM Poccuiickon denepanuu.

5.2. Tllopsgok mpuBIeYEeHUS K COOTBETCTBYIOIIEMY BHAY OTBETCTBEHHOCTH
YCTaHABIMBAETCS COOTBETCTBYIOIIUM 3aKOHOIATEILHBIM aKTOM.

5.3. HauanpHUK OT/A€Na UMEET MPaBO KOHTPOIHPOBATH PabOTy TJIABHOTO CHEIMAINCTA
oTmena OyXrajaTepCcKoro ydera HW OTYETHOCTH, Oyxrajarepa IO BCEM HalpaBICHUIM



nesTeabHOCTH. KOHTpOIIb NCTIOIHEHUS! OPYUYEHUH YCTaHABIMBACTCS 10 KOHEUHOMY PE3YJIbTaTy
paboTHI.

5.4. Tlokazarenamu 3()(HEKTUBHOCTH U PE3YIbTATUBHOCTU CIY)KEOHOH IeSATETHLHOCTH
HAYaJbHUKA OTJIeNa SIBISIOTCA:

1) npodeccuonanuszm:

- OTCYTCTBHUE HapYyILIEHUN 3aKOHOIATEIbCTBA;

- OTCYTCTBHE KaJio0 Ha ero JeicTBus (0e3meincTBus);

- mpodeccuOoHaTbHAs KOMIIETEHTHOCTh (3HaHWE HOPMATUBHBIX MPABOBBIX aKTOB, IIUPOTA
npo¢eCCHOHATBLHOTO KPYTro30pa, yMeHHEe paboTaTh C JIIOJbMH U JOKYMEHTaMH);

- CIOCOOHOCTH BBINOJNHATH JIOJDKHOCTHBIE (DYHKIIMM CaMOCTOSITENIbHO, 0€3 MOMOIIU
PYKOBOJIUTEIIS;

- CIOCOOHOCTH YETKO OPraHU30BaTh U IJIAHUPOBAThH BHIIOJHEHUE MOPYUCHHBIX 3a/1aHUM,
YMEHHUE paIlOHAIBHO UCTOIb30BATh pabodyee BpeMsi, pacCTaBIATh IPHOPUTETHI;

- OCO3HaHWE OTBETCTBEHHOCTH 3a IMOCIEACTBHSI CBOMX JEUCTBUH M NPUHUMAEMBIX
peueHui;

- UHTEHCHBHOCTH TpyAa (CIOCOOHOCTh B KOPOTKHE CPOKU BBIMOJIHATH OMpPEIEIEHHBIN
00BeM pador);

2) opraHuzanus Tpyja:

- pPe3yIbTaTUBHOCTH (MEpa JOCTHIKEHHSI TOCTABICHHBIX IIETICH );

- OTBETCTBEHHOCTb (WCIOJHEHHE 3aJaHuil (MIOpy4YeHHUH) B CPOK C MHUHHUMYMOM
KOHTPOJISL);

- CaMOCTOSTEIBHOCTH (CIIOCOOHOCTDH BBITIOMHSATE 3a7aHusl 0e3 KECTKOTr0 KOHTPOJIs);

3) CBOEBPEMEHHOCTD U ONIEPATUBHOCTb;

4) BbIOTHSIEMBIN 00BEM pabOThI (KOJIMYECTBO 3aBEPIIEHHON U TEKYILEH padoThl);

5) KayecTBO BBHIIIOJHEHHON PabOTHI:

- IOATOTOBKA IOKYMEHTOB B COOTBETCTBUH C YCTAHOBICHHBIMU TPEOOBAHUSIMH,

- TOJTHOE ¥ JIOTUYHOE U3JI0KEHUE MaTepuana;

- FOPUINYECKH IPAMOTHOE COCTaBIIEHUE JOKYMEHTA;

- OTCYTCTBHE CTHJIMCTHYECKUX U TPAMMATHUECKUX OIIHOOK;

- TIIATEJILHOCTh U aKKYPaTHOCTb.

PA3JEJI VI. 3AKJIIOYUTEJIBHBIE ITOJIOKEHU A

6.1. B HacTosllyl0 MAOKHOCTHYIO HMHCTPYKIIMIO MOTYT BHOCUTBCS H3MEHEHUS U
nononHeHud. [Iopsanok MOArOoTOBKM TaKMX M3MEHEHHH YCTaHABIIMBAETCS AHAJOTUYHO IMOPSIKY
BHECEHUS W3MEHEHUH M JIOMOJHEHWH B MYHHUIMNAJIbHBIE NPABOBBIE AKTbl, YCTAHOBJICHHOMY
pernamMeHToM AJIMUHHUCTPALVH.

6.2. IlepeyTBep:k/ieHNE HACTOALIEH TOJKHOCTHON MHCTPYKIIMU ITPOBOJAUTCS 00S13aTEIILHO
B ClIydasx IepecMOoTpa CTPYKTYpbl AIMUHUCTPALUH, IEPENIOJUYMHEHHOCTH HadaJIbHUKA OTJIENa,
B ClIy4asX W3MEHEHMs HaWMEHOBAaHHS JOJDKHOCTH, BHECEHHS M3MEHEHUN B JeHCTBYlOIIee
3aKOHOJATEIbCTBO.

6.3. HacTosimast ”HCTpyKIIMS BCTYIIAET B CHITYy CO JHS €€ YTBEP/KICHUS.




