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JIBKHOCTHA XAPAKTEPUCTUKA

3a JJIBb>KHOCTTAa

Cbae0eH I1eJJOBOIUTE

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

Cmpykmypa (36eHo, omoez,
omoeneHnue, cyicoa)

Creunanusupana aMUHUCTPALUSL
ciayxo6a ,,CpaedHo 1eJT0BOICTBO

ﬂ]l’b.?fCHOCﬂ’l Cb2/1ACHO WamHo

CbaebdeH 1e10BOIUTE

pasnucauue
Koo no HKIIJI: 4415 2003
H3uckeanus 3a 3aemanama CernacHo wusuckBanuata Ha 3CB wu IlpaBunHuka 3a
ONbIAHCHOCT aQIMUHUCTpPAIUATA B CHAMINIIATA.

Kanaumature cnexmBa [1na OTroBapsAT Ha  MHUHUMAJIHUTE

U3MCKBAHUA 3a CTENEH Ha 3aBbpIICHO OOpa3oBaHME, pPaHT U
npogecroHalleH OIMUT, KaKTO U Ha clelu(UIHUTE U3UCKBAHMS,
B HOpPMAaTHBHUTE AakKTOBE 3a

NpeABUIECHU Ha

CbOTBETHATA MJIIBXKHOCT.

3a€MaHC

Il. ®YHKIIHOHAIHOCT HA

AJIBKHOCTTA:

11.1. Ocnosnu pynxyuu

- o0pa3yBa u IpUIBUKBA JEIIaTa;

- [Iprjiara HOBOIOCTBITNIIN JOKYMCHTH,

- IoApCKaa U HOMEpHpa JOKYMCHTUTE KbM JI€J1aTa,
- IOATOTBS TH 33 JOKJIA];

- U3MBIHSBA yKa3aHUsATA Ha TMpeJAceaTeNis Ha CbCcTaBa IO
JIeNI0TO;

- M3TOTBA CHOHUCHIIM HA TPU30BAHM 3a MHPBO MO JIEIOTO
3aceaHue;

- U3TOTBA U U3lpalla YBCIAOMIICHHA 3a PCHICHUS U OIIPEACICHUA
1o JIeriaTa;

- U3TOTBA NPEIUCHU U PCHICHUS,

- BIIKCBA JJAHHU TIO JeJlaTa, PhbUHO U HA KOMIIOTHP;

- IIpaBH CIIpaBKH 110 ACJiaTa.

11.2. Ocnosuu onvorcnocmuu
3A0bIAAHCEHUSA

1. okoMIUIEKTOBa O0pa3yBaHUTE U pasNpeAesieHHu Ha ChIMS-
JOKJIATYUK BXOSIIA JOKYMEHTH;
2. JTOKJaJBa JIEJIOTO Ha OINPEACTCHUS ChIAMS-TOKIATINK 32

pasnopexaaHe B IeHs Ha 00pa3yBaHETo;




3. moApekaa KHIKaTa 1Mo o0pa3yBaHUTE JeNia B MMAMKH;

4. HOoMepupa BCUYKHU MTPUIIOKEHH TI0 JIETTOTO KHIKA,

5. BmHMCBa HOBOOOpa3yBaHWTE Jena B a3OyYHUIIUTE W B
ChOTBETHUTE ONKMCHU KHUTY HAl-KbCHO Ha CJICABAIIUS JICH CIIE]
o0pa3yBaHEeTo;

6. oTpaszsiBa B CIIEKTPOHHATA TManka W/WIM HA XapTHUCH
HOCHTEJ ChOTBETHHS CTaTyC U MECTOIIOJIOKECHHE Ha JIETIOTO;

7. W3rOTBS CHUCHK 3a MPHU30BKUTE, HM3Mpaiia MPU30BKHUTE,
W3TOTBEHH 1O o00pas3ern, W ChOOIIEHHUATa MO JejaTa C
HM3KJIIOUEHNE Ha TE3H 10 OTI0KEHUTE JeJIa;

8. cimeau 3a CBOEBPEMEHHOTO BpBhYBAHE Ha KHIKATa IIO
JieriaTta, CBOCBPEMEHHO H3TOTBSI M M3Mpalla YBEAOMIICHHS 3a
ONpeeNieHUus] MW PEIICHUs, KOPECIOHACHIUA U ChICOHH
JIOKYMEHTH;

9. nokyazBa Ha ChAUATA-IOKIAIYNK HEIPABWIIHO BPHUYCHHUTE
Y HEBPBUYCHU MPU30BKH;

10. u3roTBs CIMCHIM 32 pella U YaCOBETE Ha pasTiexkKaaHe Ha
nenara 1o oopaserr - npuwioxenue Ne2 ot [1AC;

11. nomnbprka KaJleHIap 3a HACPOUSHHUTE JIEIa;

12. w3nbaHSABA pasmopeXJaHWs Ha Chla, MOCTAHOBCHU B
3aKPHUTHU U PA3IMOPEIUTEITHA 3aCCIaHMS;

13. mpenoctaBs Ha CTpaHUTE W Ha TPOICCYATHHTEC WM
MIPEJICTABUTENIH CITPABKY 110 JIeJIaTa, BKIFOYHTEITHO 0 TeIe(OoHa;

14. cnequ na He ce MpaBsIT HUKAKBU OENEXKKH, 3HAIIH,
3a4epTaBaHUs U TOJUEPTaBaHUS B KHM)KATa IO JeJiaTa, 1a He ce
H3HACAT JejJara OT JEJIOBOACTBOTO M Ja HE C€ H3BaXKIaT
MIPUJIOKEHU TIO TAX JTOKYMEHTH;

15. cnemu 3a cpokoBeTe M CBOEBPEMEHHO JIOKJaJBa Ha
ChIMATA  W3BBPIICHUTE JCHCTBUS W  HOBOIIOCTHITHIUTE
JOKYMEHTH TI0 BHUCSIINTE, CIPEHUTE W OCTaBeHUTe 0e3
JIBYOKEHUE J1ET1a;

16. cinenu 3a M3THYaHE HA CPOKOBETE 32 00KAIIBAHE;

17. w3nmbnHSABAa YyKa3aHHSATa Ha ChHIUATA-JOKIAAYUK BBHB
BpB3Ka ¢ 00pabOTBaHETO HAa IOKYMEHTUTE U JIeJIaTa;

18. u3naBa He3aBepeHH MPEMUCH OT MPHJIOKEHHU MO Jenara
ChJIeOHM aKTOBE M MPOTOKOIM M KOMHUS Ha KHUXATa Mo JIEJI0TO
B3 OCHOBA Ha MUCMEHA MOJIOA ¥ BHECECHA JbprKaBHA TAKCa,

19. wm3roTBsi KOomWs OT CHACOHM AKTOBE W IMPOTOKOJH IIO
MOJaJIcHN MOJIOM 3a 3aBepeHH TMPENHCH, JOKIaJBa TH Ha
ChIUATA-TOKIAIUUK 110 JCJIOTO W TH TpeJaBa Ha CTPAHUTE WIIH
Ha TPOIECYATHUTE UM TIPEJICTABUTEIH;

20. nmoxmamBa MOIIOMTE, W3TOTBS M TMpeAaBa ChACOHU
yIOCTOBEPEHUS] HA CTPAHUTE WIM Ha TMPOIECYATHUTE UM
MpeICTaBUTEIH;

21. noknanBa MOJOUTE 3a U3NBJIHUTEIHHU JTUCTOBE,

22. TmpenaBa W3TOTBCHHWTE W3ITBIHUTEIHH JIMCTOBE Ha
CTpaHUTE WM Ha MPOIECYATHUTE UM IPEACTABUTEIIH;




23. W3TOTBS W W3Mpama OOSBIECHUS Ha CTPAaHUTE Cle
MOCTAHOBSBAHE Ha pELIEHHWE IO JeJ0TO, KaTo IpaBH
oTOeIsI3BaHe BbPXY PELICHUETO;

24. BpbIIa Ha CHOTBETHHSI OpPTraH MPHIOKEHUTE TO JEIOTO
MIPETMCKU ¥ MaTePHAaIU CIIe]] BIIM3aHE B CHJIa HA ChICOHUS aKT;

25. MOATOTBS M M3Mpallia 10 ChOTBETHATA MHCTAHIIUS JIeTaTa
M0 pa3mopekJaHe Ha ChIUATA-IOKIAJAYUK, IO KOWTO ca
MOCTBITAIIH JKaI0u;

206. wu3mpam@a Tpenucd OT TOCTBIWIUTE KajnOu Ha
OCTaHAJIWTE CTPaHU IO JIEJOTO 3a IHUCMEH OTrOBOp WIH
Bb3paKECHUE;

27. opranusmpa W TMOAABPKa mojapeadaTa Ha Jenara B
JICIIOBOJICTBOTO);

28. ocTaBsl KOIUS OT H3XOMISIIATE TOKYMEHTH, KOHWTO C€
ChXpaHsIBaT KbM CHOTBETHUTE CHICOHM Jeja WM TalK{; Ha
KOMUsATAa c€ OTOeNsI3BaT HMMEHATa Ha JIMIATa, [OANUCAIH
CHOTBETHUS JOKYMEHT, U HOMEPBHT, O]l KOUTO Ca U3BEICHH;

29. u3BBPILBA NPOBEPKA U MpeAaBa B apXuBa Jenara, HO HE
M0-paHo OT JIBa Mecella Cie/1 MPUKIIYBAHETO UM,

30. moaroTBs 3a apXUBUPAHE CBHPILEHUTE Jela U Ja MpeaaBa
ChILIUTE B clyk0a ,,ApxuB”;

3l. wsmBNHSBA W JPYTH 3aJBDKCHUS, CBBP3aHU C
JOKYMEHTOO0OpOTa W  ONpENeleHH ChC  3arloBel  Ha
aJIMHHHCTPATHBHUS PHKOBOJUTEN Ha ChJa WIH C Pa3OPEkKIaHE
Ha ChJICOHUS aIMUHUCTPATOP/aAMUHUCTPATUBHUS CEKpETap.

11.3. Ocrosuu
OM20BOPHOCTU, NPUCHUU 3d
ONbAHCHOCIIMA

1. Hocu otroBopHoct mo cma3BaHeto Ha Cucremure 3a
(GUHAHCOBO  yIpaBlIeHHE W KOHTPOI U  JOKYMEHTHTE,
periIaMeHTHpAaIy JIeHHOCTTa Ha Cha,

2. OTIMYHY TTO3HAHUS TI0 OOIIHN JISIOBOJIHHA TEXHHUKH, padoTa
ChC cTaHIapTHO oduc o0OpyABaHE, OTIMYHH TO3HAHUS 10
CTHJTUCTHKA, TIPABOIINC, TPaMaTHKa U TyHKTYyaIlus;

3. MHoro no0pu ymeHus 3a paboTa ¢ rpa)k/1aHu ¥ B €KUII,

4. Hocu OTTOBOPHOCT 32 COOCTBEHUTE CH PE3YNITaTH, KaKTO
U Ha Te3H OT JIeIHOCTTa Ha ChOTBETHATA CIYk0a;

5. Hocu 0oTroBopHOCT 3a MNpaBUJIHOTO pa3MpeaeieHue Ha
JienaTa U IOKyMEHTHUTE MO OTJeJICHUS U JOKJIa/Iu,;

6. Hocu OTroBOpHOCT 32 TOYHOTO M Ka4€CTBEHO U3ITBIHEHHE
Ha YTBBPJEHUTE C HACTOAMNIATA JUTHKHOCTHA XapaKTePUCTHKA
3aj1auu;

7. Hocu oOTroBopHOCT 3a TIONlydeHAaTa U TpeHACsHa
JIOKYMEHTAIIHS;

8. Hocu oTroBOpHOCT 3a oma3BaHe Ha MOJyueHaTa ciyxeOHa
uH(poOpMaIKs, KaKTO W 3a cha3BaHe Ha ETHYHMSA KoJIeKkc Ha
CHJICOHUTE CITYKUTEIH;

9. Hocu OTroBOpHOCT 3a aJIMHUHUCTPATHBHU TIPOIYCKH W
HaApYIICHHs, Ch3aBaIllX MTPEIIOCTABKU 32 KOPYIIIUS, H3MaMH H
HEPETHOCTH.




I1.4. Opeanuzayuonnu
8PB3KU U 63AUMOOMHOULEHUS

JnexHoctra ChAcOCH  IETOBOAUTE €  H3IBIHHUTEICKA.
ChaeOHUAT JEITOBOIUTEI € MPSKO MOJYMHEH HAa PHKOBOJUTEIIS
Ha cayx06a ,CpaeOHO JeIOBOACTBO W Ha  ChACOHUA
aJIMUHUCTPATOP/aIMIHUCTPATUBHUS CeKpeTap. Mima BbTpemHu u
BBHIITHA NMPO(ECUOHATHU KOHTAKTH C OPTaHU W OpTaHH3aliH B
Kpbra Ha M3MBIHIBAHUTE ()YHKIIMOHATHHU 33bJIKCHUS.

11.5. Huso na oocmwn 0o
ungopmayuonnama
cucmema 6 cvoa

Mentora: Perucrparop, Jenooauren, CrpaBku, Kuuru
O YHKINH:
Peructpupane Ha BXOJSAIIN JOKYMEHTH
Penaktupane Ha BXOJSAIIN JOKYMEHTH
Pe3onupane Ha BXOJSAIIM JOKYMEHTH (TOECT IBUKECHHUE)
OOpazyBaHe Ha jaena
Penaktupane Ha nena
BrcBane Ha pesynrat ot 33/P3
Hacpousane Ha neno
CruchbK Ha HACPOYCHHUTE JieTia
[TeuaT Ha MPU30BKK/CHOOIICHUS/TTICMA
BrucBane Ha penienue/onpeneiaeHue/mpuchaa
[Teyar na o6sBnenus (CPI')
Penaktupane Ha 3ano4Hanu gena
[IpomsHa Ha cbcTaBa B 3acelaHue
CripaBku 3a jie1a OT LsUI0TO OT/AEICHHE
Perucrpupane Ha chbIpoBOXKAALY TOKYMEHTU
Penaktupane Ha ChbIPOBOXKIAIIN JOKYMEHTH
Bxopsin peructbp
W3xonsmy peructsp
[IpenocrapsiHe/BpblIaHe
Penaktupane Ha BXOJ.JOKYMEHTHU C IBUKEHHE
[IpomsHa Ha mapameTpure 3a reyat
BrnincBane Ha BEILIECTBEHO /10Ka3aTEICTBO
CripaBku 3a 1eHOCTTa Ha ChAa
CripaBKku 3a HEHANKCaHU ChAEOHU aKTOBE
Jlena oT 00111eCTBEH HHTEpEC

I11. YeaoBus Ha TpyAa:

I11.1. Pabomno epeme u
NnOYUBKU

I11.2. Onucanue na
bumosume npuooOUSKU U
npueuiecuu

V. PadorHa 3amiarTa:

IV.1. 3annawane na mpyoa

CobriracHo K.]'IaCI/I(bI/IKaTOpa Ha JUIBXXHOCTUTC B aIMUHUCTPALIUATA
Ha ChauIMIIaTa.

IV.2. Jlonvanumennu
Bb3HACPANHCOCHUS

Panr u 3a npuaoOUT TpyJA0B CTaX U MPOPECHOHANIEH OIHUT.

C'bIlCﬁHl/lTe CIY/KUTEC/IN Ca AJIbKHM Jda II03HABAaT H Clla3BaT HOPMATHBHHUTEC H




BbTPEIIHATE AaKTOBe, CBBP3aHM ¢ W3NbJHEHHEe HAa JIbKHOCTTA, MNpaBWJjara 3a
3APAaBOCJOBHH M 0€30MaCHH YCJOBHSA HAa TPyA M NPaBWJIATA 32 JMYHA MOYTEHOCT U
npo¢eCHOHATHA €THKA, periiaMeHTHPaHu B ETHYHUA KoeKke HA cheOHUTe CIYKUTEH.
Hacrosimara JIBKHOCTHA XapaKTepHCTHKAa e cboOpa3eHa c¢ IlpaBuinuka 3a
aJIMUHHUCTPANMSTA B ChAWINIIATA, KATO CHIIATA MOXKe Ja 0bjJe M3MEHsIHA W J0MbJIBaHA
NP NMPOMEHH B HM3MCKBAHUATA U 3a1bJKEHUSITA, MPOU3THYAINM OT HOPMATHBHU HJIH

CTPYKTYPHH IPOMEHH.

3aro3Har/3amo3HaTa CbM C JIIBXHOCTHATA XapaKTEPUCTUKA U MU € BPBUYCH CK3CMILIAP OT HEA.

JlaTa: ..,

CIYMKHUTEILL vttt

ITopnuc Ha CITYZKUTCII. e



