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enBeK

PykoBoauTenb penonpousBoncTBa
OdenonpoussoauTtesib

O6cny>xuBaloLWmuii nepcoHan, cekpetapuart, AXO /
JenonponsBoacTeo

Mpeanpuatue: ToBapuULLLECTBO C OrpaHNYEHHON OTBETCTBEHHOCTHIO
"Pem3HeproMaw”
OnnaTta Tpyga: ot 55 000 TeHre
MonHbI paboynii feHb, NOCTOsAHHasA paboTa, HOpMaJsbHble YC10BUSA
TpyAa

UHdopmMmaumna o BakaHCUm

PernoH AkMonmHckas obnactb / r. CTenHOropck

[LoKHOCTHbIE 065A3aHHOCTU 1. [pUHUMaET 1 perncTpupyeT KOppecnoHAEeHUMIO, HanMpaBaseT ee B
CTPYKTYpHbIe nogpa3sfeneHus;
2. B COOTBETCTBMU C pe3osioLmen pykopoauTesnen npeanpuatums
nepenaeT AOKYMEHTbl Ha UCMOJSIHEHNE;
3. OhopmMaseT perncTpaumoHHbIE KapTOYKK nan co3gaeTt 6aaHkK
OAHHbIX;
4. BepeT KapTOTEKY y4eTa NPOoXoXXAeHUS OOKYMEHTHbIX
MaTepuasioB, OCYLLECTBAAET KOHTPOJIb HAZ X UCNOJIHEHWEM;
5. BoigaeT HeobxognMblie cpaBKyW MO 3aperucTpMpoBaHHbIM
OOKyMeHTaMm;
6. OTnpaBAseT NCMONHEHHYIO OOKYMEHTaUUo No opraHmn3saunsam;
7. BepeT y4deT, noay4aemMon n oTNpaBseMon KoppecnoHaeHunu;
8. CuctemaTm3npyeT N XpaHUT OOKYMEHTbl TEKYLLLEro apXuBa;.
9. Obecne4ymBaeT yA0bHbIN 1 BbICTPbLIN MONCK AOKYMEHTOB;
10. NMoaroTasnnBaeT U coaeT B apxXms NpeanpusaTus
OOKyMeHTaJlbHble MaTepuasibl, 3aKOHYEHHble 4e/I0NPON3BOACTBOM,
PErNCTPaLMOHHYIO KapTOTEKY NN KOMMNbIOTEPHbIE B1aHKN OaHHbIX;
11.CocTaBnaeT onucu gen, nepefaBaeMblX Ha XpPaHEHWE B apXMB;
12. MpyHUMaEeT AOKYMEHTbI Ha NOAMNUChL HaYalbHUKA Lexa,
npoBepseT NPaBUILHOCTb UX COCTABAEHUS N OCHOPMIIEHUNS;
13. ObecnevymBaeT COXPaHHOCTb NpoxoasLien cnyxebHon
OOKyMeHTauuu;
14. BbINONHAET oTAEbHbIE CNY>KEOHbIE MOPYYEHUSI CBOEIO
HEenocpeaCcTBEHHOIO PyKOBOONTENS.

KonnyecTtBo BakaHcunm 1
N3 Hux onsa mononéxu 1
TpeboBaHMA K couckaTesnio

CTtax no cneuunanbHocTu 1 ropg

MpocheccmnoHanbHbie HaBblKM 06paboTKa NoYThI;
obpaboTka TEKCTOB;
opraHmM3aums KOMaHONPOBOK;
neperoBopbl No TenegoHy;
aAxpuB;
KOHTpPOJIb 3@ cobNtogeEHNEM CPOKOB;
YpoBeHb 06pa3oBaHNA MNOCIEBY30BCKOE

JInyHble kavecTBa 6a30Bble 3HAHUA MHTEPHETA;
OpenOffice;
NCNONb30BaHME 3JIEKTPOHHOM MOYThI;
o0bpaboTka TexHMYeCcKon nHpopMaLm n OKyMeHTaumu;
YeTKUIN CTUb MNCbMa;

NHcdopmaumsa o npeanpuaTum
KonnyecTtBo paboTHnkos 193
KoHTakTHOe nuuo TULLKOB AHOPEW KOHCTAHTUHOBWY

PernoH npeanpuatunsa AkKMosMHCKasa obnacTtb / r. CTenHOropck
Apnpec npeanpuatua KomMmyHanbHo-Cknaackasa AinMak 2/1



