YTBBpaANI:

IIpencenares Ha
(raumenosanue na cvoa)

(umena Ha npedcedamens HA CbOQ)

JIBKHOCTHA XAPAKTEPUCTUKA

3a JJIBb>KHOCTTAa

ConaedeH cekperap

l. AI[MI/IHI/ICTpaTI/IBHH JaHHU 32 NJIbKHOCTTA:

Cmpykmypa (36eHo, omoez,
omoenenue, cyxicoa)

Creunanusupana aMUHUCTPALUSL
ciryxb6a ,,CpaeOHu cekperapu'

ﬂ]l’b.?fCHOCﬂ’l Cb2/1ACHO WamHo

Cbaeden cexkperap

pasnucauue
Koo no HKIIJI: 3343 3004
H3uckeanus 3a 3aemanama CernacHo wusuckBanuata Ha 3CB wu IlpaBunHuka 3a
ONbIAHCHOCT aQIMUHUCTpPAIUATA B CHAMINIIATA.

Kanaumature cnexBa [na  OTroBapsAT Ha  MHUHUMAJIHUTE

U3MCKBAHUA 3a CTENEH Ha 3aBbpIICHO OOpa3oBaHME, pPaHT U
npogecroHalleH OIMUT, KaKTO U Ha clelu(UIHUTE U3UCKBAHMS,
B HOPMAaTHBHHUTE AaKTOBE 3a 3aeMaHe

NpeABUIECHU Ha

CbOTBETHATA MJIIBXKHOCT.

Il. ®YHKIIHOHAIHOCT HA

AJIBKHOCTTA:

Il.1. Ocnosnu ¢hynkyuu

IlonroTss nenara 3a pasriexJaHe B CbJICOHU 3ace/laHus;
W3rotBs u mpuiara KbM JEJOTO TNPOTOKOJNU OT ChAECOHHUTE
3acelaHus;

[MonroTss popmynsapu, rpaduIM U Ap. JOKYMEHTH.

11.2. Ocrosuu onvorcnocmuu
3A0BIHCEHU

1. chCTaBst MPOTOKOIIU 32 OTKPUTHUTE ChIACOHU 3acelaHusl MO
TUKTOBKAaTa Ha TpeAcenaTeNsi Ha CbCTaBa, KOUTO ca Ha
pa3IoJIOKCHUE HAa CTPAHWTE B TPUIHEBEH CPOK OT CHICOHOTO
3aceaHue;

2. M3TOTBS CIHCHIN 32 pella ¥ YaCOBETe Ha pasriIeKIaHe Ha
nenara mo obpaser - [Ipunoxxenne Ne 2 ot I[TAC, u ru mocTass
npen chAeOHUTE 3aJI1 U HHPOPMAITMOHHUTE Tabna;

3. moapexaa W HOMepUpa MO pela Ha TOCTHIIBAaHETO Ha
KHIDKATa OT 3aceIaHudTa;

4. W3rOTBS W W3Mpaimia OOSBICHUS Ha CTPaHUTE CIej
MOCTAaHOBSIBAHE HA OMpeAeNieHHe OT OTKPUTO 3acelaHue IIo
JICJIOTO, KaTo MPaBH OTOCIIA3BAHE BBPXY ONPEACIICHUETO;

5. WM3IBIHSABA pasnopexaaHusaTa Ha CbAa, IMOCTAHOBCHU B




OTKPUTHUTE 3aCEIAHNUS;

6. BuCBa B KHUTATa 32 OTKPUTH ChICOHU 3acedaHMsl Jenara
Ha ChCTaBa;

7. cbCTaBs JOKYMEHTH 3a U3IUIAIIAHE HA ONPEICIICHUTE CyMU
3a BB3HArpaXJE€HHUS M PpA3HOCKU Ha EKCIEPTH, CBUIETENH,
CchI€OHM 3aceaTeNid U APYTH 10 ONpeie]eHu o0pasiiy;

8. chCTaBs CIMCHLIM HA JIMLIATA 32 IPU30BaBaHE B ChIa CJel
II'BPBOTO IO JIEJI0TO 3acenanue no odpazer - [Ipunoxenue Ne 3
or ITAC, Ha kxouto otTOens3Ba KOra M Kbl€ Ca HU3NPATCHU
MPU30BKUTE M CHOOIICHMSTA, WJIM OTpa3sBa HAuMHA Ha
YBEIOMSIBAHETO UM;

9. maii-manko 10 paHM Tpeau 3acelaHUETO MPOBEPsBA
BpPBILAHETO Ha IPU30BKUTE M JPYTUTE KHWXKA IO JEJIOTO U
JIOKJIaJ(Ba pe3yiTara Ha ChANUATa-A0KIAIUHK;

10. cbxpaHsBa pelOBHO BPBUYECHUTE MPU30BKU U I'M IpUjara
1o JieniaTa mpeay chaeOHo 3aceiaHime;

11. mpencraBs Ha mpenacedarenss Ha ChACOHUS ChCTaB 3a
MOANKCBAaHE IMPOTOKOJUTE IO JefaTa Clell U3TOTBIHETO H
OTIIEYaTBAaHETO UM Ha XapTHUEH HOCUTEIT,

12. u3roTBs MPU30BKUTE MO OTJIOXKEHHUTE Jela U OTpa3siBa
pe3yJiTaTa B KHUraTa 3a OTKPUTUTE 3aCe€/laHusl B TPUIHEBEH CPOK
OT CBJACOHOTO 3aceqaHue;

13. mpusoBaBa crpanuTe 1o TesneoHA B MPEIBUIACHUTE OT
3aKOHA CilyYau;

14. w3roTBs W3MBIHUTEIHU JUCTOBE IO TOJJIEkKAIIM HA
U3MBbJIHEHHE CBHJACOHM aKTOBE, KAKTO M IO ONpeeNieHus 3a
HajaraHe Ha Tino0a W oTOens3Ba TOBa B peErucTbpa 3a
W3JIaJICHUTE U3MTBJIHUTEITHH JIMCTOBE;

15. M3rotBsi yaoCTOBEpEHHs CII€[] PE3OJIIONHUS HAa ChIUATA
JOKJIaQYUK 10 MOJOM 3a ChJAEOHM YAOCTOBEPEHUS, IOCTaBs
BBPXY TSX IeYatT ciief] MOJIUCBAHETO UM OT ChUATA JOKIAAUUK
U TU TNpwiara Mo Jejnata 3a MpefaBaHe HAa MOHCKAIUTE TH
CTpaHu;

16. B cpoka 3a U3roTBsIHE HA MPOTOKOJA MpeaaBa OOSIBEHUTE
3a pellaBaHe Jena Ha ChAUATA-IOKIATYUK, a OTIIOXKEHUTE,
MIPEKPATEHUTE U C U3TOTBEHU aKTOBE JIeNa - B JICJIOBOJICTBOTO;

17. aHoHMMM3HUpA TPOTOKOIUTE OT CHIACOHW 3acelaHusl u
ChJCOHUTE aKTOBE M TH TOATOTBA 3a MyOJMKyBaHE Ha
CTpaHullaTa Ha ChJla B MHTEPHET B MpPEJIBUICHUTE OT 3aKOHA
cllydau;

18. BmmcBa B KHMTAaTa 3a 3aKpUTH W PA3OPEAUTEITHU
3aceqaHus pa3opeKIaHusITa Ha ChIa;

19. m3BwpmBa u apyru neiHoctH, ykazanu B IIAC wu
BB3IIOKEHH MYy OT aJMHHHCTPATHBHHS PBHKOBOJUTEN HA ChIA
WM OT ChJICOHUS aIMUHUCTPATOP.

20. CopumebHM  cekperapu TIO0  JeNla,  ChIbpIKAIlA
kinacupunupana uHopmanus, Morar ga ObaaT camMo Te3u




CITy’)KUTEIT, KOUTO WMAT M3JaJCHO pa3pelieHue 3a JOCTBIT 10
CHOTBETHO HHMBO Ha Kiacudunupana nadopmanus. [Ipu padora
C Jienia ChJOHUTE CEKpeTapH OCBIIECTBABAT (PYHKIUUTE, KATO
crmasBaT IpaBwjaTa 3a paboTa ¢ Marepuaiv, ChAbPXKaIIU
knacudpunmpana uHpopManus, ycraHoBeHn cbc 33KU wm
MO/I3aKOHOBHUTE aKTOBE 10 PUIIATAHETO MY.

11.3. Ocrosru
0mM2080PHOCIU, NPUCHUIU 3d
ONIBICHOCININA

1. Hocu otroBopHoct mno cnaszpaHeto Ha Cucremure 3a
(GUHAHCOBO  yNpaBlI€HME M KOHTPOJI U  JIOKyMEHTHTE,
periaMeHTHpally AeHHOCTTa Ha ChJa;

2. OTIIMYHM MalIMHONMCHU YMEHUS U IO3HAaHUA M0 OO0IIU
JICIOBOJIHM TEXHUKH, HA ChbBPEMEHHU oduc-npoueaypu, padbora
ChC CTAaHJIAPTHO OQHUC-000pYyJABaHE, OTIMYHU IIO3HAHUS TIO
CTWJIMCTHKA, [IPAaBOIIUC, TPaMaTHKa U IIYHKTYallusd,

3. Hocu OTroBOpPHOCT 32 M3TOTBSIHE B CPOK Ha MPOTOKOJIUTE
OT ChJICOHUTE 3aCCHAHMS;

4. Hocu OTroBOpHOCT 3a MpaBWIHOTO O(OpMsAHE Ha
CbJICOHUTE NPOTOKOJIM, 32 BAPHOTO M TOYHO OTpa3siBaHE Ha
BCUYKH IIPOLIECYaJIHU ACHCTBHS HA ChJIa U CTPAHUTE B ChACOHMS
IPOILIEC;

5. Hocu 0TroBOpHOCT 3a MPAaBMIIHOTO OTPa3siBaHE B CPOUYHUTE
KHUTH U B aBTOMAaTu3rupadara ACJIO0BOJHA IIporpaMa Ha JaHHUTC
OT IPOBE/ICHUTE CHICOHU 3aceIaHus;

6. Hocu OTroBOpHOCT 32 TOYHOTO M Ka4€CTBEHO U3ITBIHEHHE
Ha YTBBPJEHUTE C HACTOAIIATA JUTBKHOCTHA XapaKTepUCTHKa
3ajiauy;

6. Hocu otroBopHoct 3a rmoslyyeHata U IpeHAcsHa
JIOKYMEHTaIus;

7. Hocu OTrOBOPHOCT 3a Ooma3BaHe Ha MOJydeHaTa ciyxeOHa
nH(popMalnsa, KakTo M 3a crna3BaHe Ha ETHYHUSA Kozekc Ha
ChIEOHUTE CITYKUTEIH;

8. Hocu oTroBopHOCT 3a aJIMWHHUCTPATHBHU TPOIYCKH W
HapymcHus, Cbh3JaBallly MPCAINOCTABKH 3a KOPYIIUA, U3MaMU U
HEPEAHOCTH.

11.4. Opeanusayuonnu
BPBIKU U 3AUMOOMHOULEHUSL

HnwxHocTTa ChrebeH cekperap € u3mbiIHUTeNcKa. [Ipsko e
NOAYMHEHA HA CHACOHUS aMUHHUCTPATOpP/aJIMHUHHCTPATUBHUSI
CeKpeTap W Ha AaJMHUHHCTPAaTUBHUA pbKoBOjuTen. Mwma
HENOCPE/ICTBEHU B3aMMOOTHOILIEHHS ChC ChAECOHUTE CIYKUTEIU
u cpauute. lma BBTpemIHM U BBHIIHM TNPOQPECHOHATHU
KOHTaKTH C OpTaHW M OPraHU3allMHd B Kpbra Ha U3IIbIHSABAHUTE
(YHKIMOHAIHYU 33/TbJKCHUS.

11.5. Hueo na oocmwn oo
unpopmayuonnama
cucmema 6 cvod

Mentora: Cekperap, CnipaBku, Kuuru
O yHKIMH:
Briucsane Ha pesynrat ot 33/P3
Hacpousane Ha neno
CnuchbK Ha HACPOYEHUTE Aesa
[Teyar Ha npu30BKK/CHOOIIEHUS/TTCMA
BncBane Ha pe3ynTaT OT OTKPHUTO 3ace/laHue




Brcrane Ha perieHue/onpeeneHne/ mpuchaa
[Teuat Ha o6siBneHus (CPI)

[IpomsiHa Ha chCTaBa B 3aceaHue

CripaBku 3a i€a OT LsUI0TO OT/AEICHHE
N3xopamy peructsp

[Ipenocrapsine/BpblIaHe

[IpomsiHa Ha mapameTpure 3a reyar

CnpaBku 3a A€HHOCTTa Ha Cha

CripaBku 3a HEHANKCaHU ChACOHU aKTOBE

I11. YeaoBust Ha TpyA:

I11.1. Pabommno epeme u
NOYUBKU

I11.2. Onucanue na
bumosume npuooOUBKU u
npueuiecuu

1V. PadorHa 3amarTa:

IV.1. 3annawane na mpyoa CwrinacHo Knacudukaropa Ha JUTEKHOCTUTE B aIMUHUCTpAIUATA
Ha CHAWINIIATA.

IV.2. Jlonvanumennu Panr u 3a npuodbut TpyaoB cTaxk U mpodecruoHaseH OnurT.

6'b3H622pCZOfC()eHuﬂ

C'I)Ileﬁl-lI/ITe CIY/KUTECJIN Ca MJbKHM [a II03HAaBaT H Clla3BaT HOPMATHBHHUTEC H
BbTPCIHIHUTE AaAKTOBE€, CBDbHpP3aHH C¢ H3NBJIHEHHE Ha AJIbKHOCTTA, IIpaBW/JiaTa 3a
3APaBOC/IOBHA H o0e3omacHm yYciaoBusa Ha TPpya H NpaBujJgaTa 3a JUYHA MOYTEHOCT H
l'lpO(l)eCI/IOHaJIHa €THKA, periiaMeHTHPAaHU B ETnyHus xogekc Ha CLIleﬁHI/ITe CIIYKUTEIN.

Hacrosimmata AJbKHOCTHA XapaKTepucruka ¢ c1>06pa3eﬂa C HpaBmmuKa 3a
AIMUHUCTPpaAIUATA B CHAWIMNIIATA, KAaTO ChbllaTa MOZKE J1a 6']3[{6 H3MCHSAHA U J0ITbJIBAHA
npu NMPOMCHM B H3UCKBAHUATA U 3AAB/KCHUATA, NMPOUSTHYAIIMA OT HOPMAaTUBHU WM

CTPYKTYPHH IIPOMEHH.
3ano3Hat/3amo3HaTa CbM C UTHKHOCTHATA XapaKTEPUCTHKA U MU € BPHUCH €K3EMILISP OT Hesl.
JIaTa: v,

CITYMKHTEIL: .oviiiiiiiiiiie et

[TOAINC HA CITYXKHUTEIIS: ..eevvviviirieiiirie e




