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YTBEPXJEHO:

npuka3zoM Ne _ ot 202 T

1. O01IMe OJIOKEHUS

1.1.0tnen xaapoB (manee - OTAEN) ABISIETCS CTPYKTYPHBIM HoJpasfeneHueM JyxoBHOU
00pa30BaTEIbHOM  PEIUTHO3HOM OpraHU3ali BBICIIETO O0O0pa30BaHUs (JIyXOBHOIO
00pa30BaTEIBLHOIO yUpekIeHus) «JlarecTaHCKui UCIaMCKUIl YHUBEPCUTET UMEHU MMama
Hlapum»

1.2. OTaen co3naercs U JUKBUAUPYETCA NMpukazoM PekTopa.
1.3. Otnen noguunsiercs: Pexropy.

1.4. Otmen co3gaeTcss C LENbIO OOECHEYEHHs OpraHu3aluu TPYAOBBIM PECYpPCaMU,
KOMIUIEKTOBAHUS KaJipaMu CIyXallux TpeOyeMbIx mpodeccuil M KBalu(puKalud B
COOTBETCTBUM C 3aJauaM{ U HaIPaBJICHUEM €€ JACSITEIbHOCTH, pa3pabOTKU KaJIpOBOH
NOJIMTUKU OpraHu3aliM, COOJIOJCHUs MpaB, JbIOT U rapaHTUIl paOOTHUKOB B 00JACTH
TPYJIOBOTO IIpaBa, a TAaK)K€ BEICHUS KaJIpOBOIO JEJIONPOM3BOJACTBA B COOTBETCTBUM C
3aKOHOAATENBCTBOM PO.

1.5. B cBoell AesITENbHOCTH OTAEN PYKOBOJCTBYETCS:

- Koncrurynuei PO;

- TpynoBeim konexkcom P@;

- penepanpHBIMU 3aK0HAMU PD;

- YKazaMu U pacniopsbkeHusiMu IIpesunenra PO;

- IOCTAHOBJICHUSIMHU U pacriopsikeHusmu I IpasurensctBa PO;

- l'ocynapcTBeHHOM cucTeMoi JoKyMeHTamoHHoro obecneuenus ynpasiaeHus (I'CJIOY);
- rocynapctBeHHbIMU cTanaaptamu (I'OCT);

- HOPMaTUBHBIMH aKTaMu, pa3paboTaHHBIMHU U YTBEPKIECHHBIMU PocapxuBom;

- IEPEYHSIMU TUTIOBBIX YIIPABJICHUYECKUX aPXUBHBIX JIOKYMEHTOB,;

- [IpaBunamu BeAeHUS U XPaHCHUS TPYJIOBBIX KHIKEK, U3TOTOBIICHUS OJIAHKOB TPYIOBOM
KHIDKKU ¥ 00ecriedeHust MMU paboTo1aTenei;

- MHCcTpyKIMen no 3arnojIHEHUIO TPYIOBBIX KHUXKEK;

- YCcTaBOM OpraHu3anuy;
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- IOKQJIbHBIMU HOPMATUBHBIMH aKTaAMH.
2. CtpykTypa oTaena

2.1. CTpyKTypy ¥ KOJMYECTBO IITATHBIX €ANHUL] OTAENA yTBEepxKAaeT Pexrop.
2.2. Otnen noAYUHSAETCA HAYAJIbHUKY OT/IeNa.
2.3. B cocraB oTaena BXOJIAT CIEAYIOIINE TOKHOCTH:

- HaYaJIbHUK OTeNa - | IIT. €.
3. OcHOBHBIE 3aJ1aUH

3.1. OcHOBHBIE 3a1a4H OTAEIIA:

- COBEPIIICHCTBOBAHHUE IIPOIIECCOB YIIPABIICHHUS,

- moa0op, OTOOP, IMpHUEM Ha PabOTy M pacCTaHOBKA KaJpOB;

- YUYET JINYHOTO COCTaBa paOOTHUKOB,;

- CO3JIaHKE Pe3epBa KaJIPOB JIJIS BBIIBMKCHHS HA BBIIICCTOSIINE JOKHOCTH,
- OpraHu3aIys IPOBEICHHS aTTeCTAllMH PAOOTHHUKOB,;

- OpraHm3aius padoThl MO MOJATOTOBKE PabOTHUKOB (MpodecCHoHaANIbHOE 00pa3oBaHUE U
npodeccuoHabHOE 00yUYeHNe) U JOMOTHUTEIBHOMY MPOGECCHOHATBHOMY 00pa30BaHUIO,
a TakKe HalpaBiICHUI0O paOOTHUKOB Ha TMPOXOXKICHWE HE3aBUCHUMOW OIICHKHU
KBATM(UKAIMK JIJIS HYXK] pab0oTOIaTes;

- BEJICHUE KaJPOBOTO JICTONPOU3BOCTBA;

- METOJIMYECKOE PYKOBOJCTBO M KOOPIWHAIMS ACATEIHHOCTH KaJPOBBIX MOJApa3IeIcHUN
(bunuanos;

- OCYILIECTBJIEHUE BOMHCKOTO YYeTa.
4. OyHkuuu

B ¢ynkuuu otnena BXoaur:

4.1. Onpenenenue U pa3paboTka KagpOBOW MOJUTUKU M CTPATETHH B COOTBETCTBHUM C
HaIpaBJICHUEM JIEATETLHOCTHA OpPTaHU3aliK U chepoit ee AesITeTbHOCTH.

4.2. ®opMupOBaHUE ITATHOIO PACIUCAHUS Y HUBEPCUTETA.

4.3. OnpeneneHue TEKyLIe NOTPEOHOCTH B Kapax.



4.4. TTonOop kBaTU(UITMPOBAHHBIX CIEITUATHCTOB ITyTEM:

- nH(pOpMUPOBaHUS PAOOTHUKOB OpTraHU3AIMH 00 UMEIOIINXCS BAKAaHCHSX;

- pa3MeIleHUs B CPEJICTBAX MAacCOBOM HHPOpMaK OOBIBICHUIA O BaKAaHCHSIX;
- 0OpallleHus1 B OpraHbl CIIy>KObI 3aHATOCTH;

- B3aMMOJICUCTBUS C 00pa30BaTEIbHBIMU OPTraHU3AIUSIMH.

4.5. KoMIUIeKTOBaHHE OpraHu3allMi HEOOXOJUMBIMU KaJgpaMd B COOTBETCTBHH C
KpUTEpUSIMU OTOOpA U OIIEHKOW HAHUMAeMOro epcoHaa, B TOM YUCIIE:

- iepeMenieHue pabOTHUKOB BHYTPH OpPTaHU3aIUY;
- IpueM Ha paboTy HOBBIX PAOOTHHUKOB.

4.6. JlokymeHTanbHOE O(QOpMIICHHE MpUeMa, MEePeBOJiIa U YBOJbHEHHUS PAOOTHUKOB B
COOTBETCTBUH C TPYAOBBIM 3aKOHOJATEIHCTBOM - O(GOPMIICHHUE TPYIOBBIX JOTOBOPOB C
pabOTHUKAMU U U3MEHEHUN K HUM, MTOATOTOBKA MPOEKTOB MPUKA30B 0 JUYHOMY COCTaBY
Y OCHOBHOM JIESITEILHOCTH OPTraHU3alliy, 3aNI0JIHEHNE JTMYHBIX KapTOUeK PaOOTHUKOB.

4.7. Benenue pabOThI C TPYJOBBIMH KHHKKaMH, B TOM YHCII€ IPUEM TPYIOBBIX KHIXKEK OT
IPUHUMAEMBIX Ha paboTy paOOTHUKOB, UX YUET, XpaHEHUE, 3all0JTHEHHE, a TAKXKE Bblada
IIPY IIPEKPALLEHUH TPYAOBBIX OTHOIICHUM.

4.8. Yuer ITM4HOro coctaBa IyTeM COCTABJICHUS PA3JIMYHOTO BU/IA OTYETOB.

4.9. CocraBrneHue TrpaguKOB OTIYCKOB, O(QOPMIIEHHUE MPHUKA30B O MPEAOCTABICHUU
pabOTHHUKAM pPa3IUYHBIX BHJOB OTITYCKOB, YY€T KOJWUYECTBA HCIIOJIH30BAHHBIX JTHEH
OTITyCKa.

4.10. ObopMmiieHre 1 y4ET CIIYKEOHBIX KOMaHIUPOBOK.
4.11. PaboTa ¢ TMCTKaMHu HETPYIOCIIOCOOHOCTH.

4.12. TlpoBepka MpaBUJIBHOCTU W MOJHOLIEHHOT'O 3aloJIHeHUs Talened ydera paboyero
BpEMEHH paOOTHUKAMU CTPYKTYPHBIX TOIpa3AeICHII OpraHu3aluu.

4.13. TloaroToBKU W BbIJa4a CIOPABOK O 3aHMMaeMOMW JOJDKHOCTU U Tepuoje padoThl B
OpTraHu3alvu.

4.14. BzanmoelcTBUE CO CTOPOHHUMH OpTraHU3alUsMU:

- CTpaxOBbIMH KOMMAHHUSMH B 4YacTH MOJa4yl CBEJECHUH Ha OQOpMIICHHE IOJHCOB
100pOBOJILHOTO MeauImHCKoro crpaxoBanus (JMC);

- BOCHHBIMM KOMHCCApHATAMMU I10 BOIIPOCAM ITOCTAHOBKH, CHATHUA C BOHWHCKOI'O YYCTa
pa6OTHI/IKOB OopraHu3anuun, uX ydcTta u nNpcaoCTaBJICHNA OTYCTOB,



- IICHCUOHHBIM (bOHI[OM B OCX TMPCAOCTABJICHUA JOKYMCHTOB [JIsI H3TOTOBJICHHA
CTPpaxOBbIX CBUICTCIILCTB 00513aTEILHOr0 IIEHCHOHHOT'O CTpaxOBaHUA.

4.15. TloaroToBKka KaJgpOBOM TOKYMEHTAalUWW [JIs MEpeJayd B apXWB OpraHU3alud s
JAJBHEUIIIETO XPAHECHHUS.

4.16. Opranu3zanus paboThl ¢ (pUIHaATaAMU OPraHU3AIUN:

- KOHTPOJIb 32 COOIOJIEHUEM KaJIPOBOTO JIEJIOMPOU3BO/ICTBA B (priinanax;

- KOHCYJIbTUPOBAaHKE PAOOTHUKOB (hHIIHAIA B YACTH TPYAOBOTO 3aKOHOAATEIIbCTBA,

- OJTy4YEHUE OTUYETHOCTH O TIPHEME, IIEPEBOJIE M YBOJILHEHNN PAOOTHUKOB (DHIIHATIOB.
4.17. TloagroroBKka MaTepuasoB JJIs IPEACTABICHHS paOOTHUKOB K MOOIIPEHUIO.

4.18. TloaroroBka MarepuaioB Jisi MPHUBICYCHUS PAOOTHUKOB K JUCHUILIMHAPHOU
OTBETCTBEHHOCTH.

4.19. Kontposnb 3a cOOMIOJEHUEM AMCIMILUIMHBI TPyJa U BBIIOJIHEHHEM pPaOOTHUKAMU
[IpaBun BHYTPEHHETO TPYIOBOTO PACHOPSIKA U UHBIX JIOKAJTbHBIX HOPMATHUBHBIX aKTOB.

4.20. Opranu3zanusi BOMHCKOTO yyeTa pa0OTHUKOB.

4.21. KoHcynpTHpOoBaHHE paOOTHUKOB OpraHM3allUd IO BOMNpPOCaM TPYAOBOTO
3aKOHOJIaTEIbCTBA, B TOM YMCJIE U OTBETHI Ha 3aIIPOCHI, Kallo0bl, OOpallleHHs.

4.22. IInaHupOBaHKUE U YYaCTHUE B MEPOIIPUATHUSX TI0 ATTECTAI[UU, K KOTOPBIM OTHOCUTCS:

- pa3paboTKa JOKaJbHBIX HOPMATHBHBIX aKTOB, HA OCHOBAaHHUU KOTOPBIX MPOBOIUTCS
aTTecTalms;

- “HQOpMaLMOHHOE 0OecrnieueHue (CocTaBiaeHue rpa)uKoB, MPUKA30B, XAPAKTEPUCTHUK);

- KOHTPOJIb 3a XOJO0M IMPOBCACHUSA aTTCCTALlMM, BBIITOJIHCHMUSA pGH_IGHI/Iﬁ aTTCCTaHHOHHOfI
KOMUCCHH.

4.23. VYcraHoBieHUE MOTPEOHOCTH B TMOATOTOBKE PaOOTHUKOB (MpodeccuoHaNbHOE
obpazoBaHue U NMpodhecCHoHATbHOE O0y4YeHHE) U JOMOJHUTEILHOM MPO(ECCHOHATIBHOM
o0pa3oBaHMH, a TAK)KE HAMPABICHUH paOOTHUKOB HA MPOXOXKIECHUE HE3aBUCUMOM OIICHKH
KBaJTM(DUKAIMK [T HYK] paboToAaTers.

4.24. ®opMHpOBaHUE U MOATOTOBKA Pe3epBa KaapOB I BBIABHKCHHUS HA BBILIECTOSIINE
JOJDKHOCTH.

4.25. Pa3zpaboTka KOMIUIEKCA MEP O TMOBBIIIEHUIO MOTHUBAIINH PAOOTHUKOB.

4.26. AHanu3 TEKy4ecTy KaJpoB.



5. IIpaBa u 00sA3aHHOCTH

5.1. PaGoTHUKM OTIeTIa UMEIOT MPaBo:

- BSaHMOHeﬁCTBOBaTB IO BOIIpOCaM, OTHOCAIMMCS K KOMIICTCHUOWH OTACJA, C IPYTIHMHU
moaApasaACJICHUAMMN OpraHru3alu, roCcyaapCTBCHHBIMU WU MYHUIMWIIAJIbBHBIMU OpraHaMH, a
TAKKC JPYIUMHU OPraHUu3aluAMU,

- TpeboBaTh OT BCEX CTPYKTYPHBIX NOJAPA3JEICHUNA MaTepuaibl M CBEICHUS,
HEOOXOUMBIE JJIs BBITIOTHEHHS (PYHKIIMIA, BO3J0KEHHBIX HA OT/IEN;

- KOHTPOJIUPOBaTh COOJIIOJIEHUE TPYIOBOI'O 3aKOHOJATEIbCTBA B OPraHU3allMH, a TAKXKE
NaBaTh PA3bACHEHUS 110 IIPUMEHEHUI0O HOpM TpymoBoro konekca P® u  wuHBIX
HOPMAaTUBHBIX aKTOB;

- TIPEACTABIIATh MPESIIOKCHHUS 10 MOBBINICHUIO 3()(MEKTUBHOCTH M COBEPIICHCTBOBAHUIO
JCSATSIIEHOCTH BCEX MOJPA3ICACHUI OpraHU3alMK B YACTH, OTHOCSINEHCS K KOMITCTCHITHH
oT/ecNa;

- HIPCACTAaBHUTCILCTBOBATL B YCTAHOBJICHHOM IIOPAAKC OT HMCHH OpraHu3aliy II0
BOIIpOCaM, OTHOCAIIMUMCS K KOMIICTCHIIMH OTACJIA, B TOM YHMCJIC U IIO BOIIpOCaM Hoz[6opa
nmepcoHala,

- 3aBepPATH JOKYMEHTHI 10 IMYHOMY COCTaBY, BbllaBa€Mble pAOOTHUKAM OpraHU3aI1H.
5.2. PaOoTHUKH OTHEIa 00SI3aHbI:
- 00eceYnTh COXPAHHOCTh EPCOHAIBHBIX JAHHBIX PAOOTHUKOB MPU UX 00pabOTKE;

- coOMI0aTh B CBOEH paboTe HOPMBI JIEHCTBYIOIIETO 3aKOHOAATEIbCTBA.
6. B3anmoneicTBre co CTPYKTYPHBIMHU NOAPA3AEICHUSIMU

OTnen B mpo1iecce BHITIOTHEHHS (DYHKIIHA, BO3JI0KEHHBIX Ha HETO, B3aUMOJCHCTBYET:
6.1. Co BceMu CTPYKTYpPHBIMU NMOAPA3ACTCHUSIMH.

6.1.1. Ilo Bonmpocam noJry4eHHs:

- Tabesneli yueTa paboyero BpeMeHU;

- 3aSIBJICHUM;

- 00BSCHUTENBHBIX 3aMHCOK;

- JUCTKOB HETPYJOCTIOCOOHOCTH.

6.1.2. ITo BonmpocaM npenoCcTaBICHHUS:
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- CIIPaBOK;
- BBITIUCOK, KOIIU 3aMpaninBaeMbIX JOKYMEHTOB.

6.2. C Oyxrairepuei.

6.2.1. ITo BompocaM npenoCcTaBICHHUS:

- KOIIMM IIPUKA30B 10 JUYHOMY COCTaBY;

- Ta0enel yueTa paboyero BpeMeHHU;

- TUCTKOB HETPYIOCIIOCOOHOCTH;

- 3asIBJICHUM JJI1 HAYUCJICHUS U BBIIUIATHI TOCOOMIA;

- TOKYMEHTOB 117151 OpOpMIIEHUS CITY>KEOHBIX KOMaHAUPOBOK.

6.2.2. 1o Bonmpocam noJy4eHus:

- nuH(opMaIuu o 3apaboTHOM 11aTe paOOTHUKOB.

6.3. KoHcynpTanuu ¢ 1opucToMm:

6.3.1. ITo Bonmpocam noJsry4eHus:

- pa3bsCHEHHH JEHCTBYIOMIETO 3aKOHOAATEIBCTBA U MOPSIKA €r0 TPUMEHEHUS.
6.3.2. Ilo Bonmpocam npe10CTaBICHUS:

- POEKTOB JOKYMEHTOB JIJIsl COTJIACOBAHMSI.

6.4. C apxuBamu:

6.4.1. ITo Bonpocam:

- PperucTpaluu BXOJSIIEHM W HCXONSIIEH KOPPECHOHACHIINK, TPHUKA30B MO OOIIeH
NEATEIBbHOCTH;

- OTIIPAaBKH IMUCEM U UHBIX JTOKYMCHTOB,
- nepcaadn JOKYMCHTOB Ha apXHUBHOC XPaHCHHUC.

- OTIPAaBKU U TMOJy4YeHHS WH(OpMaIMM, KaIpOBON JOKYMEHTALMH JJI1 KOOPAWHALUKU U
KOHTPOJIS 32 IeSITEIHHOCTBIO KaJPOBBIX MOAPA3eieHU B Ppuinanax;

7. OTBETCTBEHHOCTbD

OTtaes HeceT OTBETCTBEHHOCTb:

7.1. 3a HECBOCBPECMCHHOC MU HCKAYCCTBECHHOC BBIIIOJIHCHHUEC BO3JIOKCHHBIX HA OTACII 3aaa4.



7.2. 3a HecoOM0IeHNe 3aKOHOJAaTENIbCTBA B 00JIaCTH TPYJOBOIO MIpaBa.

7.3. PaOoTHuUKM oOTHEna HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTh B  IpeAenax
JOJDKHOCTHBIX 00S3aHHOCTEW, ONPEIEIEHHBIX TPYAOBBIM JIOTOBOPOM.

7.3.1. PaGoTHUKM OT/ieTIa MOTYT OBITh MPUBJICYEHBI K JUCIHUIUIMHAPHON, MaTepUaIbHOM,
aIMUHUCTPATUBHOM, yTrOJOBHOM OTBETCTBEHHOCTH B ClIydyae M B  MOPSJIKE,
MPEyCMOTPEHHBIX 3aKOHOJATEIHLCTBOM.

7.3.2. Tlopsigok mpuUBJICYEHHUS] K JUCUUIUIMHAPHOM OTBETCTBEHHOCTH MPEIyCMOTPEH
[TpaBuiamu BHYTpEHHETO TPYAOBOTO PacopsiaKa.

COTI'JTACOBAHO:

HavaneHuk otnena kaapos Nzuea b.A. 01.02.2021 r.



