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MeHep>xep npoekToB UKT
MeHen )Xep No KavyecTBy

IT, TeneKkoMMyHUKaLumn, CBA3b, dJIEKTPOHUKA / YNpaBneHue
npoeKTamMm

Mpennpuatmne: HekoMMep4yeckoe akLMOHepHoe 0bLLEeCTBO
"PyOHEHCKUA MHAYCTPUanbHbIN yHUBepcuTeT"

OnnaTta Tpyza: ot 78 000 no 101 500 TeHre

MonHbIn paboyunii AeHb, NOCTOSAHHaA paboTa, HOpMaJsibHble YCNOBUS

TpyAa

KocTaHalckas obnactb / r. PygHbin
yn. 50 net OkT56psa 38

MeHeLKMeHTa KadecTBa (ganee CMK), 3akpenneHHbix 3a CYHPuMO.
OcyuwiecTBNaeT TexHNn4eckoe ogpopmneHue NMonnutuku u Llenen B
obnacTn KavyecTBa UHCTUTYTA.
OcyuiecTtBnseT cb6op AaHHbIX 0 BbINOJHEHNM MNoAnTukn n Llenen B
obnactun KayecTBa u npeacrtasngeT nx pykosogutento CYHPuMO.
OcyliecTBnsSieT HOPMOKOHTPOJIb pa3paboTaHHbIX U
aKTyann3npoBaHHbIX A4oKyMeHToB CMK (pyKoBOACTBO MO KavyecTBy,
OOKYMEHTMPOBaHHbIE rMpoueaypbl, CTaHAapTbl OpraHmn3auum,
MeToANYeCKNE UHCTPYKLNK, NOJIOXKEHUS, NOJIOXKEHUSA O
noapasgeneHusax, AO0JXKHOCTHbIE UHCTPYKLMK).
MNpoBepseT NpaBuIbHOCTb MPUCBOEHUS NOEHTUPUKALNOHHOIO Koaa
OoKyMeHTy CMK.

lMpoBepsaeT cOOTBETCTBME NMepeyHs IKCMNepToB, YKa3aHHbIX B
JokyMmeHTe CMK npukasy pekTopa.
MpuceanBaeT hopMaM, YKa3aHHbIM B fokymMeHTe CMK
NOEHTUDUKALMOHHbBIN HOMep, B COOTBETCTBUU C TpeboBaHnAaMn CMK
an oz2.
CoxpaHsaeT 3/1eKTPOHHYI0 Bepcnio fokymeHTa CMK Ha cBoeM
KoMMbloTepe, co3paeT u BegeT 6a3y AaHHbIX A4OKyMeHTOB CMK.
PacnevaTbiBaeT AokymeHT CMK 1 npuaaraemMole K Hemy (opMsl.
B cny4ae Hanm4msa 3amMeyaHuin 3KCNepToB COBMECTHO C YJIeHaMWU
paboyei rpynnbl BHOCUT NCNpPaBJ/ieHNs B NOAJIMHHUK OOKYMEHTa
CMK n cornacosbIiBaeT UX C 3KCNepTaMu.
FOTOBUT NPOEKT NpuKa3a 06 yTBep>XAEHUN 1 BBELEHUN B OENCTBUE
HOBbIX U USMEHEHHbIX, OTMeHe yTpaTUBLLUUX CUy AoKyMeHToB CMK
(pykoBOOCTBO MO KavyecCcTBY, 4OKYMEHTMPOBaHHbIE Mpoueaypbl,
CTaHAapTbl OpraHusaummn, MeToamn4yeckme MHCTPYKLNK, NOSIOXKEHUS,
MONOXKEeHUs 0 Noapa3sfeneHnsax, LOMHKHOCTHbIE MHCTPYKLUN).
CobupaeT HeobxoanUMYIO MHOPMaLMIO Y Noapa3neNeHNn NHCTUTYTa
(aHanuTn4yeckasa nHgopmauma No PyHKLMOHUPOBAHMIO NPOLLECCOB
CMK, o pesynbTaTax y4ebHOro roga, ctatuctunyeckas nHgopmaums
Nno 3anpocam PyKOBOACTBa, MHMOPMaLMS 418 opraHu3aumu
Pa3/INYHbIX MEPOMPUATUNA 1 T.4.), HeobxoanMyto ans paboTbl
CNy>XObl HayKKW, MeXXayHapoOHbIX OTHOLIEHUA N MeHea )XMeHTa
KayecTBa.
Y4yacTByeT B NepuoanyYeckmnx nposepkax JOKYMEeHTUPOBAHHbIX
npouenyp, CTaHOAAPTOB OpraHmn3aunmn, NOSIOXKEHUN, UHCTPYKLNIA U
apyron pokymeHTauum CMK.
BHOCUT n3MeHeHUs B OpraHM3aLnoHHY0 CTPYKTYPY ynpasieHuns
WHCTUTYTOM.
dopmMupyeT cOOpHUK «[MnaH paboTbl UHCTUTYTa Ha Y4E€OHbIN roa».
OcywecTBnaeT cbop AaHHbIX 0 PYHKLNOHMPOBaHNM CMK un
NpencTaBseT UX PYKOBOAUTESIO CNYyXKObl HaykKn, MexayHapo4HbIX
OTHOLIEHUI U MeHeAXXMeHTa KayecTBa ANa aHam3a.
OcywecTtBnseTt paboTy Mo NOArOTOBKE CTPYKTYPHbIX
nogpasfefieHNn NHCTUTYTa K MUHCTUTYLIMOHAJIbHOM 1
crneunanm3npoBaHHOM akKpeanuTaLumn: FOTOBUT NPOEKTbI NPUKa30B
rno BoMpocam NoAroTOBKW By3a K akkpeauTauum, y4acTByeT B
pa3paboTKe NJaHOB MOArOTOBKU By3a K akkpeauTauum,
KOHTPOJIMPYET BbINOJIHEHWE MYHKTOB MJaHa, y4aCcTBYeT B
pa3paboTke BHYTPEHHNX HOPMATUBHbLIX OKYMEHTOB, KacatloLNXCs



aKKpeauTauum, NpenocTaBaseT noapasfeeHUsIM CBOEBPEMEHHYIO
nHopMaLmio, y4acTBYeT B OpraHm3aumnm BCTpeYn BHELWHEN
3KCMNepTHOW KOMUCCUMN.

Mo nopyyeHuto pykosoantensa CYHPMMO y4acTByeT B NpoBeaeHNmn
PENTUHIOBOW OLLEHKN AeATesIbHOCTY npernogaBaTenen u
COTPYAHMNKOB MHCTUTYTA: FOTOBUT MPOEKT MprKasa 0 NpoBeLeHnNN
PENTUHIOBOW OLLEHKN AeATesIbHOCTN PabOTHMKOB UHCTUTYTA,
OCYLLECTBASET NPOBEPKY AaHHbIX MPeACcTaBJ/IEHHbIX
npenogaBaTensamMm Kadeap, OCyLLeCcTBsSET TeXHUYecKyo 0bpaboTky
npeacTaB/IeHHbIX OaHHbIX U T.4.

MpoBoANT opraHmn3aumoHHble paboTbl MO NPOBEAEHUIO
KOprnopaTuBHbIX (Ha 6a3e MHCTUTYTa) CEMMHAPOB (KypcoB) obyyeHuns
BHYTPEHHUX ayAMTOB, NpenogaBaTesiel n COTPYAHNKOB By3a Mo
CMK, 1 nHbIM BONpocaM (pyHKLNOHMPOBaHNS By3a: paboTaeT C
nogpasaesieHnsaMM By3a No onpenesieHnto coctasa caywaTenen,
rOTOBUT MNPOEKT NpukKasa 06 opraHM3aumMm KOpropaTUBHOIO
ceMuHapa, Npu HeobxoAMMOCTM FOTOBUT 3aBKM Ha MoJlyHeHne
TPaHCMopTa, XWJbs, OpraHN3aumio NUTaHUSa NPUraaeHHbIX
npenofaBaTesien (KOHCY/IbTAHTOB, 9KCMEPTOB), FOTOBUT ayANTOPMUIO
OJ19 NpoBefeHnNs CeMNHapPOB 1 apyrmve paboTbl N0 NOPYyYEHUIO
pyKkoBoAMTeNsa Cny>bbl HayKu, MexxayHapoAHbIX OTHOLLIEHUIA n
MeHeO)XMeHTa KavyecTBa.

YyacTByeT B opraHm3aummn 1 nposefeHn BHYTPMBY30BCKNX KYPCOB
N3yYeHMNS Ka3axCKOro M MHOCTPaHHbIX A3bIKOB U T.M.: COBMECTHO C
noppasfaesieHnsaAMN MHCTUTYTa onpeaenseT CoCTaB caylwaTenen,
COBMECTHO C npenogaBaTesieM COCTaB/ISeT pacnmcaHne 3aHATUIN Ha
Kypcax, rOTOBMT MPOEKT NMpuKasa o 3a4nCieHun caywaTtenen Ha
KYPCbl, KOHTPOJIMPYET COCTABJIEHME U YTBEPXKAEHNE NPOrpaMMmbl
NpoBeLeHNs KYpCOB, KOHTPOIMPYET NpoBeAeHMe 3aHATUN Ha
Kypcax, roOTOBUT CepTU(UKaTbI CayLlaTeNIM KYpPCOoB.
PazpabaTbiBaeT u ochopmaseT 4OroBOp BPEMEHHOI0 BO3ME34HOro
OKasaHua ycayr no obyyeHuto caywaTtesnen NoAroToBUTENbLHOMO
OTheNIeHNs, KYpCOB U3YYeHMNA Ka3aXxCKOro U MHOCTPaHHbIX A3bIKOB,
KYPCOB NMOAroTOBKN K KOMMNNEKCHOMY TECTUPOBaHUO U EanHomMy
HaLMOHaIbHOMY TeCTMPOBaHUIO, 0byYaloWwmx CEMUHAPOB U T.M.
(3akNt0YaeTCcsa C NpenodaBaTesieM, OKa3bliBaOLWMM YCAYTn Mo
oby4deHuto cnywaTenen); akT BbIMOJIHEHHbIX paboT.

BepeT XypHan perucrtpaumm OroBopoB BPEMEHHOIMO BO3ME34HOIr0
OKasaHusa yCcayr.

CoBMeCTHO C nogpa3fesIeHNAMN MHCTUTYTa FOTOBUT OOKYMEHThI
0N y4acTuS B HaLMOHaJIbHbIX, HE3aBUCUMbIX PENTUHIAX
(MHCTUTYUMOHANbHbIA PENTUHT, PENTUHI obpa3oBaTesibHbIX
nporpamm): cobnpaeTt Heobxoammyto MHopMaL Mo, 3aNoJIHAEeT
hopMbl aHKeT (419 MHCTUTYLNOHANbHOIO PeNTUHIa), ohopMIsAEeT B
eQNHOM CTWUJIe N C y4eTOoM TpeboBaHUN PENTUHIOBbIX areHTCTB
pPENTUHIOBblE YOPMbI MO CreLnasbHOCTSM (A5 penTUHra
obpa3zoBaTesibHbIX MPOrpaMM), FOTOBUT MPOEKTbl COMPOBOANUTESIbHbIX
nucem.

YyacTByeT B pa3paboTke uenen B 061acTn KadyecTBa, MEPONPUATUN
Nno X OOCTUIXKEHULIO, a TakK)Xe NnJsiaHa paboTbl n oT4eToB 0 paboTe
CNy>XObl HAYKKN, MEXOYHAPOOHbIX OTHOLUEHUN N MEeHeO )KMeHTa
KayecTBa.

OcyuwecTBNaeT perucrtpaunto papaboTaHHbIX gokyMeHToB CMK
WHCTUTYTa B COOTBETCTBMUN C AOKYMEHTUPOBAHHOM npoueanypom
«YrpaBJsieHne OOKYMeHTauunen», Be4eT XypHaa perncrpaumm
nDokymeHTOB CMK.

YyacTByeT B pa3paboTke opM 3anmcen, BedeT XypHan
perncrtpaunn opm 3anmncen.

OcyuiecTBasieT pacchlsiKy pabo4mx 3K3eMnasapoB AoKyMeHToB CMK
noppasfesieHnsM B COOTBETCTBMN C apecaMun pacCbiiiku,
3aMNoJIHAET JINCT PacChbIJIKN.

OcyuwecTBnseT cbop cornacyrowmx Nnoanncen B 1NCTe cornacoBaHmna
pa3paboTaHHbLIX NN aKTyasM3MpPoBaHHbIX AOKYyMeHTax CMK.

Mocne yTBepXaeHna u pernctpaumm gokymeHta CMK cdhopmupyeT
«[leno nopJIMHHMKa OOKYMEHTa».

Mocne nony4vyeHus nprkasa o6 otMeHe AokymeHTa CMK co3paeTt
KOMUCCUIO, KOTOpas U3biMaeT paboyme aK3eMNASpbl U KOMUK
OOKYMEHTOB N3 BCEX MYHKTOB PacChblyIKK, KOTOpbIe noasexart



YHUYTOXXEHUD. CoCTaBASAET aKT YHUYTOXKEHUA paboymx
3k3emMnnsApoB aokymeHTa CMK. Ha obnoxke "[eno nogMHHMKa
JDokyMmeHTa CMK" 1 B noa/IMHHMKe genaeT 3anucb "oTMeHeH" ¢
yKa3saHneM HoMepa 1 AaTbl NpuKasa. XpaHuT [eno nogavHHmMKa
OTMEeHeHHOro AokymeHTa B apxuse CYHPuMO.

Mocne n3bvatTusa paboumx skzemnaspoB gokyMmeHTta CMK ¢ mecT
PaCCbIZIKN N COCTABJIEHNA aKTa YHUYTOXKEHMUSA, YHUYTOXKAET UX
OOoNyCTUMbIM criocobom.

OcyuwiecTBNAET CBA3b C TUNOrpamen MHCTUTYTa ANA U34aHus
pabounx a3k3emMnasapoB TunorpadCKnum criocobom.

Y4yacTByeT B NOAFOTOBKE MPOEKTOB pacnopaanTesibHbIX (MpUKasbl,
pacnops>XeHns) 1 HOPMATMBHbIX LOKYMEHTOB MHCTUTYTa (BK/IlOYas
OoKyMeHTbl CMK).

Y4yacTByeT B cocTaBsieHUn lNMporpamMmmbl 1 NJIaHOB BHYTPEHHUX
ayauTOB CTPYKTYPHbIX MoAgpa3feneHnn NHCTUTyTa, 4OBOAUT UX A0
CBeeHNs 3auHTepeCcoBaHHbIX UL,

YyacTByeT B NMpoBeAEeHUN BHYTPEHHUX ayANTOB CTPYKTYPHbIX
noapasfeneHnin MHCTUTYTa B Ka4eCTBe BHYTPEHHEro ayautopa.
FOTOBUT OTYETHI O HECOOTBETCTBUAX, UTOMOBbIE OTHYEThl, NJaHbI
KOPPEKTUPYIOLLUX U Npeaynpexaatouwmx encTBuin (COBMeCTHO C
pykoBoauTeneM nogpasgesieHns) no nposefeHHbIM BHYTPEHHUM
ayaouTam.

CobupaeT oT4HeThl 0 pe3y/ibTaTaX BHYTPEHHero ayamTay
BHYTPEHHUX ayANUTOPOB, BEAET XYpHa perncrpaummn pakTos
HECOOTBETCTBUIN M XXYPHaa 3annucen o npuinHax HECOOTBETCTBUN U
NX ycTpaHeHun.

Y4yacTByeT B MOAFOTOBKE K BHELWWHEMY ayOUTYy: FOTOBUT MPOEKThI
MPUKa3oB Mo BONpOoCcaM NOArOTOBKN By3a K BHELWIHEMY ayaouTy,
npenocTaBfseT Nogpa3fesieHnssM CBOEBPEMEHHYO HpopMaumio 0
CpoOKax NpoBeeHns BHELHEero ayanuTta u nporpaMmmMe BHeLHero
ayauTa, BegeT paboTy C yNnoJIHOMOYEHHbIMU MO Ka4YecTBY, FOTOBUT
3asBKUM Ha MoJslyd4eHne TPaHCNopTa, XWUbs, OpraHu3aumio nuTaHusa
BHELUHWX ayaNTOPOB.

PykoBoanT paboTor ynosIHOMOYEHHbIX MO Ka4eCcTBY CTPYKTYPHbIX
noppasfesieHnn NHCTUTyTa.

MoaroTaBnMBaEeT pa3nM4YHble CNPAaBKU, a TakK)Xe MHopMaL o Ans
3acefaHuUi peKkTopaTa U Y4eHOro coBeTa no BoNpocam
dyHKUnoHMpoBaHna CMK, y4acTua By3a B HaLuMOHAJIbHbIX,
HE3aBUCUMBbIX PENTUHIAX, aKKpeanTaumm By3a, NpoBeaeHNs KypCcoB
N3y4YeHMS Ka3axCKoro M MHOCTPaHHbIX A3bIKOB, 0O6yYatoLLnX
CeMnHapoB 1 T.M.

FOTOBUT OTHETHYIO MHGMOPMALIMIO MO 3aNpocaM BbILWECTOALLNX
OpPraHoOB U KOHTPOJIMPYIOLWLNX OpraHn3aumn.

Mo nopy4YeHunto pykoBogUTENS CIy»XObl HAYKW, MeXAYHaPOAHbIX
OTHOLIEHUI N MEHeOXXMEHTa KayecTBa NoALep KMBaAET CBA3b C
opraHamu no cepTUUKaLnum N KOHCAATUHIOBbIMKN (PUPMaMK Mo
BonpocaMm pyHKUMOHUpoBaHuA CMK.

PerynsapHo obHoBnseT nHpopMaumio no hyHKUMoHpoBaHuio CMK
WHCTUTYTa, pacnoslaraeMyilo Ha MHTEPHET-CanTe By3a.
CncrteMaTny4eckn Ha OCHOBE AaHHbIX, NpPefoCcTaBAseMbIX
noppasfesieHNsAMN By3a, HaKannBaeT CBeAeHMNA 3a psAL JIeT O
OOCTMXeHUsAX By3a U pyHKumMoHuposaHun CMK.

dopmMupyeT aena no pyHKUmMoHnposaHuo CMK B COOTBETCTBUN C
YyTBEP>XXOEHHON HOMEHKaTypon, obecrnedmBaeT nx COXPaHHOCTb U B
yCTaHOBJIEHHbIE CPOKW CAAET B apXUB.

Mo nopy4eHunio pykoBognTens ciyX0bl HAyKn, MeXXAYHapPOAHbIX
OTHOLLUEHUN N MeHe)XMeHTa KadyecTBa 0hopMAseT 3eKTPOHHbIN
OEMOHCTPaLUNOHHbIN MaTepunan (NnpeseHTaunnm Power Point) K
oT4yeTaMm.

BeneTt Tabenb yyeTa paboyero BpemeHu paboTHUKOB CnyXbbl HayKK,
MeXAYHapOLHbIX OTHOWEHUN U MeHea)KMeHTa KayecTBa.
BbinonHAeT pa3oBble NOPYYHEHUS NPOPEKTOPaA NO y4ebHOM N Hay4YHON
paboTe, pykoBoAMTENA CNY>XObl HAYKU, MeXAYHAaPOLHbIX
OTHOLIEHUI N MEeHeAXXMEHTa KayecTBa.

CobnogaeT TpeboBaHUA MO B3aMMO3aMeHSEMOCTU MO MOPYYEHUIO
pyKoOBOAMTENA CTPYKTYPHOro noapasnesieHns B ciay4vae
npoun3BoACTBeHHON HeobxoanmocTun: 6bonbwon obbem paboThl Ha
OpPYyroM y4acTKe, NoOAroTOBKa CPOYHbIX AOKYMEHTOB AJ19 KOMUCCUNA,



no TpeboBaHUAM BHELLUHMX OpraHn3aLuii NI pyKoBOACTBa, B
nepunog NpoBepoK, B Nepno BPEMEHHOI0 OTCYTCTBMS PaboTHUKOB
n ap.

CobniopaeT TpeboBaHNA CUCTEMbI MEHEO)KMEHTA KadyecTBa
WHCTUTYTa.

CobnogaeT TpyLoBYO AncunnanHy, Npasuna BHyYTPeHHEro
pacnopsiaka, Kogekc KopnopaTUBHOWM 3TUKK U NOBEAEHUS
npenogaBaTesnis U COTPYAHMKA.

CobnogaeT YNCTOTY M NMOpsAaoK Ha pabovyeM MecTe, TEXHUKY
6e3onacHoCTN Npu paboTe C KOMMNbIOTEPHOM U OPrTEXHUKOMN.

Konn4yecTBo BakaHCUM
TpeboBaHuA K couckaTesnio

CTtaxx no cneymanbHOCTU
MpodeccnoHasibHble HaBbIKMN

YpoBeHb obpa3oBaHus
3HaHNne s3blKOB

JInyHble KavyecTBa

NHdopmaumusa o npepnpuaTum

KonunyecTtso paboTHUKOB
KoHTaKTHOoe nuuo
PervoH npegnpuatus
ALpec npeanpuaTus

1

lron

oNTUMU3ALNA KOMMbIOTEPHON NPOrpaMmbl;
OpraHmM3aunoHHOE NPOrpaMMNpPoOBaHUE;
cncTtemMHsble TecTsl (IT);

COCTaBJIEHNE TECTOBbIX CKPUMTOB;

TecTbl MOAYNENR;

BbiCLLEE

Ka3axckui - BbICOKNIN ypOBEHb
PyCCKUI - BbICOKUIA YPOBEHbL
aHaNNTN4YecKoe MblluIeHue;
CUCTEMHBbIN NOAXOM;
OTBETCTBEHHOCTb;

BEXXJINBOCTb;

CNocobHOCTb HECTN OTBETCTBEHHOCTb;
YEeCTHOCTb;

214

NcmarambeToBa Acem AMaHTaeBHa
KocTaHalckas obnactb / r. PyaHbin
50 net OkTA6ps Koweci 38



