enBeK

Boc >XyMbIC OpbIH
Typanbl aKknapartrap

Anmak
2KYMbIC OpHbI
Jlaya3bIMAbIK MiHOETI

Boc »XyMbIc opHbl 12.09.2019 6acTtan 12.10.2019 geniH >xapaMabl

Oduc-meHepxep

KbisameT KopceTywi nepcoHan, xaTwbinbik, IWB / KeHceHi backapy

KacinopblH: TOBapuLECTBO C OrpaHNYeHHOW O0TBETCTBEHHOCThLIO "KA3AXCTAH-ME[
,D.EB“

EHb6ekakbl: 120 000 TeHregeH 6actan

TonbIK XKYMbIC KYHi, TYpaKTbl XXyMbIC, eHbeK Xafganbl KanbiNTbl

AcTaHa K. / "Ecin" aygaHbl
np-T Kabanban 6aTbipa 46 b, H.M.2

OGsa3aHHOCTHM:

ObecneynBaeT NOATOTOBKY U opraHm3auunto paboTel odurca: ocyLiecTBaseT
PYKOBOACTBO opraHusaunen pabodynx mecT nepcoHana omca, opraHmsyeT
npoBepKy oprcHOro obopynoBaHnNs (KOMMNbIOTEPOB, MULLYLLINX MALUMHOK,
hakCcMMUIbHBIX annapaTos, TeNedoHOB, KONMMPOBaJibHbIX MaLWWH 1 Ap.) Ha
npeamMeT onpeneneHns FOTOBHOCTU K 3KCMNJlyaTaunu, NpoBepsaeT CaHUTapHble
ycnosus paboTbl B noMeLleHnsaxX ourca (oceelleHne, BEHTUAALNIO U
TemMnepaTypHbIA PeXUM).

OpraHusyeT NOArOTOBKY AOKYMEHTOB, MaTepunasos, HhopMaummn, HeobxoanMbix
0N Hadana paboTbl ohmnca n TekyLlero peweHns 3agad, NocTaB/IeHHbIX Nepes
rnepcoHasnoMm ocuca.

Pa3spabaTbiBaeT «koaekc» noseneHus B opuce, obecneymsaeT paboTHMKOB oduca
BU3UTHbLIMU KapTodkamu (bengxamn, np.).

PykoBoauT paboTHMKaMun odurca (CekpeTapsaMm Ha npneme, TeneoHHbIMU
cekpeTapsaMu (TenedoHHbIMI OnepaTopaMun), Kypbepamn, BOAUTENSMN),
pacnpegenseT 06493aHHOCTU MeXAy HUMWU, LOBOAUT OO CBefeHns paboTHMKOB
MPUHATBIE peLUeHns, onpefenseT cTeneHb OTBETCTBEHHOCTU paboTHMKOB,
pa3pabaTbiBaeT CTaHAAPThl Ka4ecTBa paboTbl U KPUTEPUN OLLEHKWN KavyecTBa
paboTbl, aHanu3npyeT 3PPEKTUBHOCTb PaboThl, OCYLLECTBASET KOHTPOJIb 3a
WCMOJIHEHMEM MPUHSATBIX PELUEHNN.

OpraHusyeT paboTy cekpeTapen Ha TenedoHe (TenedoHHbIX OrNepaTopoB) Mo
BeLeHNto TenedoHHbIX MeperoBoOpoB (MpUeM BXoAALWMX 3BOHKOB, ypaBJ/ieHne
NCXOASAWMMM 3BOHKaMM, Nepeagpecaumsa 3B0HKOB, NpMeM 1 OTrpaBKa
TenedoHorpaMMm); KOHTPOJIMPYET KYNbTYPY pevn cekpeTapen (onepaTopos).
OcyLiecTBnsSieT KOHTPOJb 3a cobnoneHem paboTHMKaMn orca yCTaHOBJIEHHbIX
CTaHOapTOB o4eXAbl U 0OPUCHOrO BHELLUHEro BMAaA.

PazpabaTbiBaeT 1 BegeT 6100)KeT pacxonoB Ha 0OPUCHbIE HY XK AbI.

OpraHunsyeT obecrnevyeHne ourca KaHLUTOBapaMu, pacxogHbIMU MaTepuanaMmn n
WHBbIMN TOBapHO-MaTepPUasIbHbIMU LLEHHOCTAMMU, HeobxoanMbIMK a5 paboTbl oduca
(aHanu3upyeT 1 onpepenseT NoTpebHOCTM B MaTepuasibHO-TEXHNYECKOM
obecrnevyeHnn n obcnyxmBaHMM orca, COCTaBASAET MJaHbl Ha KaHLTOBapHhI,
pacxofHble MaTepuasbl U Ap., MPOBEPSET HaJIMYMe KaHL TOBAapPOB U PaCcXOAHbIX
MaTepuanoB; aHaN3NPYET NPEenJIOKEHNS, CTPYKTYPY LEH, CUCTEMbI CKUOOK;
obecneynBaeT pa3MeLLleHMe 3aKa3a Y MOCTaBLUMKOB; 3aKJ/l04aeT AOr0BOPbI).
OnpegenseT NOPSAAOK MOJy4YEeHNS TOBAapHO-MaTepUuasbHbIX LLEHHOCTeN, ochopmaseT
[OBEPEHHOCTN, OpraHu3yeT NJaTeXn 3a NocTaB/IEHHbIE KaHLUTOBapbl, PAaCXOAHbIE
MaTepuasbl U NHble TOBapHO-MaTepuasibHble LLIeEHHOCTU, Heobxoanmele B paboTe
ocuca, opopmnsaeT niaTexHble LOKYMEHTHI.

OpraHun3yeT NpUeMKY 1 y4eT KaHLTOBapoOB, PaCcXo4HbIX MaTEPUAJIOB U NHbIX
TOBapHO-MaTepuabHbIX LLEHHOCTEN, HeobxoanMbix ona paboTbl oduca.
ObecneymBaeT XpaHEHNE KaHLTOBAPOB, PAaCXOA4HbIX MaTepnaioB N UHbIX TOBApPHO-
MaTepuasibHbIX LLEHHOCTEN, HeobxoAUMbIX ANa paboTbl ohnca, OpraHU3yeT y4eT 1
BblAa4vy NpeaMeToB N CPeACTB Tpyna paboTHukam oduca.

Ha3Ha4vaeT pabOTHUKOB, HECYLLMX MaTepuasibHY0 OTBETCTBEHHOCTb 3a
nepefaHHbIE M ON15 BbIMOJHEHMSA pabo4nx 3agaHnn TOBAapHO-MaTepUuasbHble
LLleHHOCTW; onpefenseT CXxemMbl Nepefavyn TOBapHO-MaTepUasbHbIX LLEHHOCTEN OT
0OHOIro MaTepnasnbHO-OTBETCTBEHHOIO LA OPYroMy.

OpraHusyeT ncnosb3oBaHue B paboTe 0PMCHON OPrTEXHNKN (KOMMbIOTEPOB,
MPUHTEPOB, NULLYLLIMX MALUNHOK, (PaKCMMUbHbLIX annapaToB, TenedoHOB, MUHU-
ATC, KonnpoBaJibHbIX MallMH, AUKTO(POHOB 1 AP.); OCYLLECTBSET KOHTPOJIb 3a
HagJieXxawmMm cocTossHneM ocmncHoro obopynoBaHUS, KOMMYHUKaLUWA; Npwn
BbISIBJIEHUN HENCMNPABHOCTEN OPUCHON OPrTEXHUKM U MHOro o6opynoBaHUS
BbI3bIBAET CNELMANNCTOB 4S5 MPOBEAEHNSA PEMOHTHbIX paboT N NHbLIX BUAOB



Boc XXyMbIC opbIHOap
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KacinopbliH Typanbl
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KbI3aMeTKepsiep CaHbl
BannaHbicTafbl Tynfa

K3cinopbIHHbIH
anmafbl

K3cinopbIHHbIH
MeKeH-Xanbl

TexXHn4Yeckoro obcayxmBaHus.

OpraHusyerT:

BCTpeYy, NPUEM, pernctpaumnto n Heobxonunmoe obcny>xmMBaHne BU3INTEPOB, FOCTEN,
nenerauun, KNIVEHTOB, NAapTHEPOB.

MPUEM BU3UTHbLIX KapTOYEK, aHaIN3 UX COAEP)XaHWUS, UX XPaHEHMe.
MaTepunaibHO-TeXHNn4Yeckoe obecnevyeHmne NeperoBopoB, Npe3eHTaL i, COBELLLAHWNA,
KOH(EpPEHLMIA, CEMUHAPOB N APYrnX MeponpusTui.

OpraHun3yeT 1 NPOBOAUT AEJI0Bble MePEeroBopbl (MAaHMpyeT oefoBble BCTpeYu,
onpenensieT JMHNIO OENIOBbIX MEPEeroBOpoOB, YrpaBssieT NeperoBopamm
cobnofeHneM NpaBusl 3TUKETa U NPOTOKOJ1a, OpraHn3yeT LOKYMEHTasbHoe
ochopMIEHNE NEPErOBOPOB, aHaNIM3UPYeT pe3ybTaThl A4E/I0BON BCTPEYN).
KoopanHnpyeT paboTbl Mo BeAEHUNIO 4eN0MNPOnN3BOACTBa (0hOpPMIIEHMIO,
perncTpaunm, NPOXoXX4EHUO, XPaHEHUIO N N3BJIEYEHNIO JOKYMEeHTaunn B
COOTBETCTBUM CO CTaHAapTaMn e/I0NPOnU3BOACTBA), OpraHn3yeT
DOKyMeHTo060opoT ocduca.

OpraHun3yeT BegeHne Aes0BON KoppecnoHaeHuun (peructpaumnio n obpaboTky
BXOOSALLEN N UCXOOALLEN KOPPECMOHAEHL W), BEOET AESI0BYIO MEPEnnCKy,
obecrne4ymBaeT paccCblyiKy HEOBX0AMMbIX MaTepunasnos.

OcyuwiecTBnseT MHBEHTapM3aLNO X0391MCTBa oduca.

OcyLiecTBNSeT KOHTPOJIb 3@ TPYAOBOW ANCLUMANHON paboTHUKOB odmca
(cocTaBnaeT pacnopsanok paboTbl opuca, KOHTpoaMpyeT ero cobnoaeHne, segeTt
y4YeT HapyLUeHW, aHaIN3NPYET NPUYUHbLI HAPYLLEHNN N NPUHMMaET Mepbl MO
HeadoNyLwW,eHNIO HapyLLeHnin pacnopsaaka paboTbl odunca 1 TpynoBOWM ANCLMMIIVHGI).
PazpabaTbiBaeT U BHEAPSAET CUCTEMbI MOTUBALUM U SUCLUNINHAPHON
OTBETCTBEHHOCTU paboOTHNKOB 0hnCa, OCYLLECTBASAET KOHTPOJIb 3a peannsaumen
CUCTEMbl MaTepnaabHOro N MOPaJIbHOr0 CTUMYIMPOBaHUS paboTHNKOB oduca.
Oka3biBaeT paboTHMKaM ouca NMOMOLLb B pa3peLleHNn BO3HUKaLWNX B Xo4e
paboTkl Npobnem, NpUHMMaET Mepbl N0 NPeaynpPeXX 4eHN KOHQINKTHBLIX
CUTyauun.

KoopanHmnpyeT 3aBepLueHme paboTbl ohmca n NOAroTOBKM K HOBOMY paboyeMy AHIO
(npuBeaeHue B Nnopsaok pabodnx MecT, oTKJOYeHMe ohncHoro obopyaoBaHms, B
T.4. OCBELLEHUNS, aKTUBUPOBAHME CUCTEM OXPAaHHOW CUFHanAu3sauuu, np.).

TpeboBaHus:
CpepgHe-crneuynasnbHoe obpa3zoBaHue (lopuanveckoe Nin agMUHUCTPATUBHOE
yrnpaBfieHne), KoMMyHnkabenbHas, onepaTUBHOE pelleHne NOCTaBEHHbIX 3a4avy.

1

1 Xbin

KeHce 3He KeHce xabablkTapblH backapy;
TancblpbiC oHAEeY;

nowTa oHAey;

KeHCe XKYMbICbIH YRbIMAACTbIPY;

opTajaH KeniH

WNHTepHeTTiH Heri3ri 6inimi;

MS Excel;

MS Powerpoint;

MS Word;

3/IEKTPOHAbIK MOLWTaHbl NanganaHy;

30
XXYMATA3SNHA TYJIbHYP KALAbIPKYJIOBHA
AcTaHa K. / "Ecin" aygaHsl

KabaHb6al baTbip daHfbinbl 466 HIM-2



