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HNOJIOXKXEHUE OB OTAEJIE KA/IPOB
1. O61mHe moJi1oKeHNs

1.1. Otxen xanpoB (nanee - OTAEN) ABIAETC CTPYKTYPHBIM MOJpPa3eIeHIEM
I'BY LCITP «Cemp-5I» JlemapTameHTa TpyJa M COLMAILHON 3aIUTHl HacCeICHMs
ropoja MocKBsI (asee - yupexaeHue).

1.2. Otgen co3gaercs U TUKBUAUPYETCH IPUKA30M JTUPEKTOPA.

1.3. Otnen nogyMHsETCsT TUPEKTOPY.

1.4. Otmen cosgaeTcs ¢ Iedblo obecredeHHs YYPEXKACHHS TPYAOBBIMH
pecypcaMu, KOMIUIEKTOBaHUs KaJpaMH TpedyeMbIX Ipodecchii B COOTBETCTBUM C
3a7auaMd ¥ HalpapjieHWeM ee AesTeTbHOCTH, pa3spabOoTKU KaJpoBOW IOJIUTUKH
yYpeKIeHNs, COOMONEHNs NpaB, JbLOT W rapaHTHi paboTHHKOB B obJacTd
TpYAOBOrO TIIpaBa, & TaKXe BeJeHHs KaJpoBOTrO JeNONpOM3BOACTBA B
COOTBETCTBHHU C 3aKOHOIATEILCTBOM PD.

1.5. B cBoeit geaTeNnbHOCTH OTAEN PYKOBOICTBYETCS:

- Koncruryuueit PO;

- TpynoseiM kopekcoM PO;

- hemepanbHbIMH 3aKOHaMH P®;

- ykasamu U pacriopsbkenusMu [Ipesunenta PO;

- IOCTaHOBJIEHHUAMH U pacriopsbkeHusMu [IpaButensctea PO,

- TocygapcTBeHHONM  CHCTEMOH  JOKYMEHTAI[MOHHOrO  ofecreveHus
ynpasnenus (I'CJOVY);

- rocyaapctBenrbME ctangaptamu (I'OCT);

-HOPMaTHBHBIMH aKTaMH, pa3paboTaHHBIMHA U YTBEPXKIEHHbIME PocapXuBoM;

- IEPEYHSMHU THUIIOBBIX YIIPAaBIEHUYECKUX JTOKYMEHTOB;

- IlpaBunaMu BeleHHUS M XpaHEHHs TPYAOBBIX KHHKCK, H3TOTOBJICHUA
6J1aHKOB TPYRXOBOM KHIDKKH U obecieuenus uMu paboToRaTenei;

- MHCTpyKIMeH 110 3alI0JTHEHHIO TPYIOBBIX KHIKEK;

- YcTaBoM y4pexKaeHus;

- TOKaJbHBIMU HOPMATHUBHBIMU aKTaMH.

2. CTpyKTypa oTaeaa

2.1. CTpykTypy ¥ KOJMYECTBO IITAaTHBIX EIMHHIl OTAENa YTBEPKAACT
IUPEKTOP. o

2.2. Otnen noguMHsAETCS HAYAIBHUKY OT/eIa.

2.3. B cocTaB oTOena BXOIAT CIEAYIOIINE JOJKHOCTH:

- HaYaJbHUK OTAeNa - 1 mT. ex.;

- CTICI[HAIACT I10 KajpaMm - 3 IIT. ef.



- CHIEIMANIKCT I10 OXpaHe Tpyaa — 1 wwT. e,
3. OcHOBHbIE 32J2a49H

3.1. OcHoBHEIE 33J1a4y OTAEA:

- COBEPIIECHCTBOBaHIE IIPOLIECCOB YIPABICHUS,

- moxGop, 0TOOp, MpHeM Ha paboTy 1 pacCTaHOBKA KaApOB;

- YUET JINYHOTO COCTaBa PaGOTHHKOB,

- CO3[]aHHE pe3epBa KaJpoB IS BEIBMKEHHA Ha BHIIIECTOSIIUE IOJDKHOCTH;

- OpraHM3aLys IPOBEIEHNS aTTeCTallMi pabOTHUKOB;

- opramsanus paGOTEl 10  NPO(ECCHOHAIBHOH  MOATOTOBKS M
TIEPENoATrOTOBKE KapoB;

- BeJICHHE KaJpOBOT0 JAEIONPOU3BOJICTBA;

- OCYIIECTBJIICHHE BOMHCKOIO yUeTa;

- aHAJIA3 TEKYyUEeCTH KaJpOB;

- obecIiedeHue pas, JIBFOT U rapaHTHH PaOOTHUKOB yUPEXKACHUA.

4. OyHKIHH

B bYHKIHMH OTAENa BXOJUT:

4.1. Ompezmenenve ¥ pa3paboTKa KaJpOBOM NOIMMTHKM M CTpaTeruu B
COOTBETCTBHM C HaIpaBIeHHeM JeATENBHOCTH YUpeXIeHHs u cdepoid ee
JesITeIbHOCTH.

4.2. ®opMHUpPOBAHUE LITATHOTO PACIIUCAHUS Y UPEXKICHHUS.

4.3. Onpesenenne TeKyluel MoTpeOGHOCTH B Kaapax.

4.4, TTop6op KBaTHU(QUIHPOBAHHEIX CIIENHAIUCTOB ITyTEM:!

- AH(OPMHUPOBAHHS PAGOTHHKOB yUpeKIeHUs 00 UMEIOIIIXCS BAKAHCHSX,

- pasMeIieHHMS B CpPEACTBaX MAacCOBOH HHQOpMAIMH 00BsABIEHUN ©
BaKaHCUSX;

- 0OpallleH sl B OPTaHbl CIIYKObI 3aHATOCTH;

- B3aUMOJIENCTBHUS C YIeOHBIMH 3aBEICHUIMU.

4.5. KoMIieKkToBaHue yupexaieHus: HeoOOX0AMMBIMY KaJlpaMi B COOTBETCTBUH
¢ KpUTEpPHUAMH 0TOOpa H OLIEHKOH HAHAMAeMOTO IepCoHala, B TOM HHCIIC:

- lepeMelleHe pabOTHIKOB BHYTPHY OpraHH3alMu;

- TpreM Ha paboTy HOBBIX pabOTHHKOB.

4.6. JoxymenTanbHoe oQopMieHHe Ipuema, INepeBoJa U YBOIbHCHHA
paGOTHUKOB B COOTBETCTBHMHM C TPYIOBBIM 3aKOHOJATENBCTBOM - odopmieHHE
TPYZOBBIX IOTOBOPOB C PaOOTHHKAMY M M3MEHEHHH K HUM, TIO/ITOTOBKA MPOCKTOB
IPUKA30B 110 JIAYHOMY COCTaBy M OCHOBHOH JCATENBHOCTH OpraHU3alllH,
3aI0JTHEHHE JIMYHBIX KapTodeK PabOTHHUKOB.

47. Benenue paGoThl C TPYHOBBIMH KHIDKKaMH, B TOM 4YHCIE NPHEM
TPYZOBBIX KHIKEK OT IPHHHMAaeMBIX Ha paboTy pabOTHHKOB, UX y4eT, XPaHCHHE,
3aIlONHEHe, a TAKKe BbIIaYa IIPU IPEKPAIeHnH TPYIOBBIX OTHOMEHUH, (paboTa ¢
3NEKTPOHHBIMU TPYIOBBIMHU KHIKKAMH)

4.8. VYdeT IWYHOIO COCTaBa ITyTeM COCTABIICHUS PA3IMIHOTO BUa OTHETOB.



e

4.9. CocraBienne rpapuKoOB OTIOYCKOB, OQOpMIIEHHE IIPHKA30B O
IpeoCTaBleH pPabOTHUKAaM pa3iW4YHbIX BHJOB OTITYCKOB, y4eT KOJIMYECTBa
UCTIONIb30BAHHBIX JHEH OTITyCKa.

4.10. OdopmiieHHe U y4eT CIyKeOHBIX KOMaHIUPOBOK.

4.11. Pabora ¢ JHCTKAMH HETPYAOCIOCOOHOCTH (B TOM UYHCJIE C
3JIEKTPOHHBIMHE JIUCTKAMH HETPYIOCIOCOOHOCTH)

4.12. TIpoBepKa MpaBHILHOCTH W MMOJHOIIEHHOTO 3aNoIHEHUs Tabened ydera
pabouero BpeMeHH pabOTHUKAaMU CTPYKTYPHBIX NMOAPA3AeIeHUH yIPEeKICHUS.

4.13. IloaroToBKa M BBIJa4ya CIPaBOK O 3aHMMAaeMOH JOJDKHOCTH U NEPHUOAE
paboThl B yUpPEKICHHUU.

4.14. B3auMoJelicTBUE CO CTOPOHHUMH OPTaHH3aLMsIMU:

- BOEHHBIMH KOMHCCapHaTaMd IO BONpOCaM IIOCTAHOBKH, CHATHSA C
BOMHCKOTO y4eTa pabOTHHUKOB YUPEXISHHUS, HX YUeTa U NPeIOCTaBICHUS OTYETOB.

- INEHCHOHHBIMH (OHAAMH B LEIAX IPENOCTaBICHHS INOKYMEHTOB JUIA
U3TOTOBJIEHHS CTPaxOBBIX CBUIETENLCTB TIOCYAApCTBEHHOIO0  II€HCHOHHOTO
CTpaxoBaHHUS, JOKYMEHTOB, HEOOXOAMMEIX JUIS Ha3Ha4YeHHs IeHCHH paboTHHKaM
yUpEXIEHUS W WX CEeMbsAM, IPEIOCTaBJIeHHE WX B OpraHbl CONUAIBLHOIO
obecriedyeHus.

4.15. TloxgroroBka KagpoBOH [JOKyMEHTaUMH JUIA Tiepeadd B apxHuB
OpraHu3alliy JJIs JAJIbHEHIIEr0 XpaHeHU .

4.16. TlogroToBKa MarepuanoB JUIi [peICTaBIeHHs pabOTHHUKOB K
TIOOIIPEHHUIO.

4.17. TlogrotoBKa MAaTepHaloB IS [pPUBICYEHHs pPabOTHUKOB K
IUCHUTUTMHAPHON OTBETCTBEHHOCTH.

4.18. Kontpons 3a coOmoAeHMEM IUCLHUIUIMHBI TpyJda U BBINOJHCHHEM
paboTHuKamu [IpaBuil BHyTpEHHEro TPYAOBOIO pacropsjika ¥ MHBIX JIOKAIBHBIX
HOPMATHBHBIX aKTOB.

4.19. Opranusaiysi BOUHCKOTO y4eTa pabOTHUKOB.

4.20. KoHCynpTHpOBaHHE paOOTHUKOB YUPEXIACHHs TI0 BOIPOCaM TPyAOBOI'O
3aKOHOJIATeNBCTBA, B TOM YHCJIE U OTBETHI Ha 3alpOCEHL, Xano0bl, o0paleHus.

4.21. TnanupoBaHue U y4acTHe B MEPOIPHATHIX 10 aTTeCTallMH, K KOTOPBIM
OTHOCHTCS:

pa3paboTKa JIOKAIbHBIX HOPMATHBHBIX AKTOB, Ha OCHOBAaHMH KOTOPBIX
IPOBOJUTCS aTTEeCTalUs;

- uHdopMmalmoHHOe ofecmedeHne (COCTaBIeHHME TIpapuKOB, NpPHKa30B,
XapaKTepUCTHK);

- KOHTPONb 33 XOJIOM IIPOBEJEHUsS AaTTeCTAal[uH, BBITNONHEHHS pPelICHHUH
aTTEeCTallMOHHOM KOMMCCHH.

4.22. YcraHOBNeHHE MOTPEGHOCTA B  IOBBIIIEHWH  KBalM(HKALHH,
TNEepeITOTOTOBKE - WM O00y4eHHHd paGOTHHKOB, JOKYMEHTalbHOe O(QOpMIICHHe
HarpaBJIeHHs Ha o0y4YeHue.

4.23. ®opMmupoBaHME U TNOArOTOBKA pe3epBa KaapoB JI BBIABMKCHHSA Ha
BBILLIECTOSALIME JOIDKHOCTH.

4.24. Pa3paboTKa KOMILIEKCA Me I10 TIOBBIILEHNI0 MOTHBALMK PaOOTHHKOB.

4.25. AHanu3 TeKy4ecTy KaJpoB.



5. IIpaBa u 00sI3aHHOCTH

5.1. PaGoTHUKH OTAeNa HMEIOT NIPaBo.

- B3aNMOJIEHCTBOBATE MO BOIIPOCAM, OTHOCSIIMMCS K KOMIIETEHIIK OT/eNa, C
IpyTUMH nozipasieNeHuAMH yUpeKACHUS, rocyapcTBEHHBIMH 174
MYHHIAIATHEIMA OPTaHaMH, a TaKKe IPyTUMH OpraHA3alisIMy,

- TpeGoBaTh OT BCEX CTPYKTYpHBIX nojpasieNieHu# Marepuaibl ¥ CBENCHHIA,
HeoGXOXMMBIe JUTS BBITOJNHEHHS QYHKINH, BO3JI0KEHHBIX Ha OTIET,

- KOHTPOTMPOBAaTh  COOIIO/IEHHC TPYHOBOTO  3aKOHOJATeNbCTBa B
yupeXIeHHH, a TaKKe [aBaTh pa3bACHEHYs M0 [PUMEHEHHIO HOPM TpynoBoro
xozekca P® ¥ MHBIX HOPMATUBHBIX aKTOB,

- MpeACTaBNATH MPEAJTIONEHUA 110 rmoppimenuio  3QGEeKTHBHOCTA U
COBEpIIEHCTBOBAHHMIO JEATENBHOCTH BCCX rofpas/ienieHnil yupexIeHns B HacTH,
oTHOCSsIIeHCS K KOMIIETCHIIHH OT/(eNa,

- TpeCTaBUTEIBCTBOBATE B YCTAHOBIICHHOM IOPAIKE OT UMCHH yUpexKACHHS
110 BOMPOCAM, OTHOCSAIUMCS K KOMIETEHIAH oTzeNa, B TOM YMCIIe ¥ 0 BOIPOCaM
nondopa NepcoHana, o

- 3aBepATh JOKYMEHTBI IO JHIHOMY COCTaBYy, BbIIABacMbIC paboTHAKAM
YUPESKACHUS.

5 7. PaGOTHHMKH OT/eNa 00s3aHbL:

- oBecreuuTh COXPAHHOCTb NMEPCOHANBHBIX NAHHBIX pabOTHUKOB NpA HX
00paboTKe;

- coGJIoaTh B CBOEH paboTe HOPMBI JeWCTBYIOLIETO 3aKOHOATENbCTBA.

6. BzanmopaeiicTBae €O CTPYKTYPHBIMH noapasaejieHuAMH

Otmen B MpoLEcce BBIIMOJHCHIA dyHKImH, BO3NOKEHHBIX Ha HETO,
B3aMMOJIENCTBYET:!

6.1. Co BceM¥ CTPYKTYPHBIMA TIOAPA3ENCHAAMH.

6.1.1. TTo BommpocaM MOJIyICHUA.

- Tabeneit yyera pabodero BpeMCHH;

- 3asIBJICHHI;

- 0OBSICHUTEIBHBIX 3alUCOK;

- JIMCTKOB HETPYAOCTIOCOOHOCTH.

6.1.2. TTo BompocaM IpeAoCTaBICHHA.

- CIIPaBOK; .

- BBITIHCOK, KOIIMI 3ampalinBaeMbiX JOKyMEHTOB.

6.2. C 6yxranTepuei.

6.2.1. Tlo BompocaM MpeJoCTaBICHHA.

- KOIUii TPUKa30B IO JIMIHOMY COCTaBY;

- TaGeneil yuera pabouero BpeMCHM;

- IMCTKOB BPEMEHHOM HETPYAOCTIIOCOOHOCTH;

- 3asBJICHHH I HAUMCJICHUS U BBIIIATEI nocoOui;

- TOKYMEHTOB J1Is 0QOPMIIEHIS cIyxeOHBIX KOMaHIUPOBOK.

6.2.2. Tlo BonmpocaM MOJIyICHUs:



- yuHopManuu o 3apaboTHOH I1aTe pabOTHUKOB.

6.3. C opranm3allMOHHBIM OTAEIIOM:

6.3.1. I'lo BonmpocaM MOJIy9IeHus:

-  pashACHEHHI JefCTBYIOIIEro 3aKOHOAATENbCTBA M NOpALKA  €ro
pUMEHEHHMS.

6.3.2. Ilo Bonpocam MpenoCTaBICHUS:

- IPOEKTOB JIOKYMEHTOB JJISl COITIACOBAHMS.

- perucTpalui BXOISIeld M MCXOAAIIeH KOPPECIIOHACHLUH, NPUKA30B IO
o011el 1eITeTbHOCTH;

- OTIPaBKH MHCEM U HHBIX JOKYMEHTOB,;

- riepeiayy JOKyMEHTOB Ha apXMBHOE XpaHEHHE.

6.5. C nunaMu, OTBETCTBEHHBIMH 32 aJMHMHHCTPATMBHBIA KOHTPOIb B
OTHENBHO CTOSIIIUX 3AAHUIX

6.5.1. Ilo BonpocaM:

- OTHpaBKUM W TOJyYeHUs HWHOOpPMALHUM, KaapOBOH MOKYMEHTAllUHM JUIA
03HAaKOMIJIEHUS] paOOTHUKOB B OTAEIBHO CTOAIINX 3aHMIX;

-  HanpaBleHWs METOAMYECKHX MarepHajioB, BKIIOYad  JIOKaJIbHBIC
HOPMATHBHBIE AaKThI, IS O3HAKOMJIEHHS pabOTHUKOB B OTACIbHO CTOSIIHX
3JaHUSX ¥ IPUMEHEHUs uX B pabore;

- KOHCYJIBTHPOBaHHsS MO BOIPOCAM KaJpOBOro JEJOoNpOM3BONCTBA U
TPYZOBOTO 3aKOHOAATENBCTBA B LIEJIOM.

7. OTBeTCTBEHHOCTD

Otnen HeceT OTBETCTBEHHOCTE:

7.1. 3a HecBOeBpEeMEHHOE W HEKayeCTBEHHOE BBIMOJHEHHUE BO3JIOXKEHHBIX Ha
OTAeN 3a7ad.

7.2. 3a HecoONMOAeHHE 3aKOHOIATENBCTBA B 00J1aCTH TPYIOBOTO IIPaBa.

7.3. PaGoTHUKH OTIHENa HECYT MEPCOHANBHYI0 OTBETCTBEHHOCTh B IPEAC/aX
JOJDKHOCTHEIX 00S3aHHOCTEH, ONpeAeTIeHHEIX TPYOBBIM JOTOBOPOM.

7.3.1. PaBOTHMKH OTIena MOTYT OBITh IPUBIEYEHB! K IHUCLMIUIHHAPHOH,
MaTepUaibHOM, YroJNOBHOM OTBETCTBEHHOCTH B Cly4ae W B MOPsAKe,
IpeNyCMOTPEHHOM 3aKOHOAATEIBCTBOM.

7.3.2. Tlopsgox TmpuBieYeHHs K JMUCHUILNIMHAPHOM OTBETCTBEHHOCTH
npeaycmorpeH [lpaBunaMy BHyTPEHHETO TPYLOBOIO paclopsaka.

COT'JIACOBAHO:
HauanpHuk oTAena KaapoB & /j JI.N. Tlemuenko
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