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1. OBIIME ITOJIOXKXEHUS

1.1 Otnen xampoB (manee — OTaen) sBASETCS CTPYKTYPHBIM IMOJIpa3/ieIeHUEM
TEXHUKyMa.
1.2 Otnen co3maercs ¥ TUKBUANPYETCS IPUKA30M JUPEKTOPA TEXHUKyMa.
1.3 Otnen HEMOCPEACTBEHHO MOTIMHSIETCS AUPEKTOPY TEXHUKYMA.
1.4 Otpnen B cBoeit AesTenbHOCTH pyKoBoJicTBYyeTcsl TpynoBeim Konexkcom PO,
CoNlepKalllUMK  HOPMBI TPYJIOBOTO TpaBa, a TakKe HOPMATHUBHBIMH
METOANYECKUMU JOKyMEHTaMHU o BEJICHUIO KaJIpOBOTO
JIEIONPOU3BOICTBA;
- YCcTaBOM TEXHUKYMA;
- Hacrosmum nonoxeHuem;
- [IpaBusiamMu BHYTPEHHETO TPYIOBOTO PACIIOPSIIKA;
- MPUKa3aMU U YKa3aHUSIMU JUPEKTOpa TEXHUKYMa,
- IOJIMTUKOM ¥ MEISIMHA TEXHUKYMa B 00JIaCTH KadyecTBa.
1.5 OTaen BO3riaBiseT BEAYIIUNA CIICIUATUCT MO KaJpaM.
1.6 Benmymwmii crnenpaiucT Mo KajapamM Ha3HA4yaeTcss U OCBOOOXKIAETCS OT
3aHMMAaeMOM TOJDKHOCTH MPUKA3aMU TUPEKTOpA TEXHUKYyMA.

1.7 Ctpykrypa u mrat OTaena yTBepKIaeTcsi JUPEKTOPOM TEXHUKYMa.

1.8 JomxHOcTHBIE 00s13aHHOCTH paboTHUKAa OTlena yCTaHaBIMBAOTCA
JTOJKHOCTHOW MHCTPYKIUEH.

2. OCHOBHBI 3AJIAYHN

OCHOBHBIMH 337]a4aMH OTJIeNIa KaJAPOB SBIISIOTCS:
- MOJ00P M pacCTaHOBKA KaJpPOB;
- y4eT JIMYHOTO COCTaBa, o(opmieHHE mNpuema, yBOJbHEHHS, NEPEBOJIOB U
NEepPEeMENICHH COTPYIHUKOB TEXHHKyMa, B COOTBETCTBUU C TpyIOBBIM
3aKOHO1aT€ILCTBOM PD;
- KOHTPOJIb COCTOSIHUSI TPYIOBOW TUCIUTIIMHBI B TOJPA3ICICHUSIX TEXHUKyMa H
coOmoeHus pabotaukamu [IpaBrir BHYTPEHHETO TPYIOBOTO PACIIOPSIIKA;
-KOHTPOJIb COOMIOACHUS TPYAOBBIX M COIMMAIIBHBIX MPaB paOOTHUKOB;
- BBITIOJIHEHHE MPUKA30B M YKa3aHWHA AUPEKTOpa TEXHUKyMa 1O BOMPOcaM pabOThI
C KaJpaMH;
- OpTaHMU3aIUs COCTABJICHHSI M BBITTOTHEHHS TPA(UKOB OTITYCKOB;
- o0ecrieyeHUE COCTABJICHUS YCTAHOBJICHHOW OTYCTHOCTH IO YYETy JIMYHOTO
cocTaBa M paboTe ¢ KaJpaMHu.

3. ®YHKIUHN

OcHoBHBIMH QYHKIIUSIMH OTENIAa KaJAPOB SBISIOTCS:
- MoA00p MepcoHaIa COBMECTHO C PYKOBOJIUTEIISIMU TIO/Ipa3 IeIICHUM;
- pa3paboTKa MITATHOI'O PACIIUCAHUS;
- IOKYMEHTUPOBAHUE MpreMa, MepeBo/ia, YBOJIbHEHHS paOOTHUKOB;
- pUeM, 3aroJHEHUE, XpaHEHWE, U BblJjaya TPY/IOBBIX KHIKEK;



- BEJICHHUE ydYeTa JIMYHOTO COCTaBa paOOTHUKOB TEXHUKyMa, O(DOpPMIICHHE JTUYHBIX
Jien, TIOATOTOBKA M BBIJa4a IO TPeOOBaHWIO pPaOOTHUKA CIPAaBOK W KOIHH
JIOKYMEHTOB;

- TOKyMeHTaJbHOE 0(hOPMIICHHE CITy>)KEOHBIX KOMAaHIUPOBOK;

- cocraBlieHHe TpaduKka OTIYCKOB M Y4YET HCIIOJIb30BAaHHUS OTITYCKOB, a TaKXKe
o OopMJICHHE OTITYCKOB B COOTBETCTBUH C T'Pa(PHKOM OTITYCKOB;

- IOJTOTOBKA MAaTEPHAJIOB JIJIs IPEACTABICHHS PAOOTHHKOB K MTOOIIPCHUSM;

- TMOATOTOBKAa MaTEPHAIIOB MO TPHUBJICYCHUIO PAOOTHUKOB K MaTEPHAILHON H
JTUCITUTIIMHAPHONW OTBETCTBEHHOCTH;

- BBITIOJIHEHUE 3aIIPOCOB O TPYJIOBOM CTa)ke¢ paOOTHUKOB, paHee pabOTaBIINX B
TEXHUKYME;

- y4acTHE B aTTECTAIMHA PAOOTHUKOB TEXHUKYMA,

- COCTaBJICHHUE TUTaHA MTOBBITIICHUS KBATM(PHUKAITK PAaOOTHUKOB TEXHUKYMA;

- OpraHm3aIys TabeIbHOIO YYeTa,

- ohopmiIeHHE OOJIBHUYHBIX JIUCTOB,;

- BEJICHHE JEJOMPOU3BOJCTBA B COOTBETCTBUU C JCHUCTBYIOIIMMU IIpaBUJIAMH U
HHCTPYKLMAMU;

- OCYIIECTBJIICHUE JEATCIIbHOCTH B COOTBETCTBUU C TIOJMTHUKOW M IEIIMHU B
00J1acTH Ka4eCTBa;

- obOecrieueHUe HCIOJHEHUS TPeOOBAaHUM JOKYMEHTOB CHCTEMbl MEHEIKMEHTA
kadyectBa (CMK).

4. BBAUMOCBA3b OTAEJIA KAJPOB C IPYTUMU CTPYKTYPHBIMU
HOAPA3AEJEHUAMU TEXHUKYMA

Otaen kaapoB B3aUMOJEHUCTBYET:
- CO BCEMM CTPYKTYPHBIMH IOAPA3ACICHUAMH TEXHUKYMa [0 KaJpOBBIM
BOIIPOCAM;
- 0 Mepe HEOOXOAMMOCTH IMPEAOCTaBIICT OyXraiTepuu U JPYTUM CiaykOam
TEXHUKYMa HeOOXOUMbIE€ CBEJICHUS U JOKYMEHTHI;
- XapakTep B3aUMOOTHOLICHUM MEXIQY CTPYKTYPHBIMU MOJPAa3AECICHUIMU
TEXHUKyMa U OTIEJIOM onpenensercs «PykoBoACTBOM MO Ka4eCTBY».

5 CTPYKTYPA OTAEJIA KAIPOB

Beoywun cneyuanucm omoena kaopoe

1 wumammnas eounuua
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