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.{onxnocrHalr aHcrpyKrlr4t
r.rHcleKTopa oTlena KaApoB

florxuocrnrre o6ssaHHocrr{ :

. OcyqecrBJrrer KoHTponb HaA cBoeBpeMeHHbrM
paciloprxeuzff 4zperropa $zluaJra, KoropoMy
JIIIqHOIO COCTABA

rrcrroJrHeHzeM nplrKa3on, nopyveuufi u
Henocpe.qcrBeHHo noAqr{HeH. BeAer y.{er

t o$opunter [pI4eM, [epeBoA I'I yBonbHeHue pa6ornnKoB B coorBercrBr4r4 c rpyroBbrM
3aKoHoAareJIbcrBoM, noJroxeHr4rMt4 I,r [pr,rKiBaMr.I Al,rpeKTopa $utmata.o @opuzpyer I'I Berer JII{rIHbIe 4ena pa6orHr.rKoB, BHocr4T B HpIX r{3MeHeHz.f,. cBs3aHHbre c
rpy4onofi AerreJrbHocrbro

o Yqacreyer B pa3pa6orre nepcneKTrlBHbrx r4 roAoBbrx rrJraHoB rro rpy.4y r{ Ka.qpaM,o fIoAroraBJII4Baer ueo6xoAlluble Marepl{anbr Arr.s rnaruQnrcaquoHnofi rr arrecrarluounof
rouuccufr 14 IlpercraBIreHkra na pa6orHuKoB K rroourpeHr4{M r{ HarpaxAeHr.rrMo 3anoluter, yqrlTblBaer H xpaHI{T TpyAoBbIe KHr{xKr{, npol{3BoAHT [oAcrrer rpyAoBofo cran.a,
BbIAaer cnpaBKI4 o Hacrotlqefi u nporunofi rpygonofi 4errelrHocrr4 pa6oruzxonr BeAer yr{er [peAocraBJIeHI,It orrlycKoB pa6orHurcau, ocyuecrBnrer KoHTpoJrb Ha.4
co craB JreHr{elr n co6rrcAeHr{eM rpa(f znon oqeperHbrx orrrycKoB

o O0opun{er AoKyMeHTbI, Heo6xo4uuble AJrr Ha3Har{eHr,rs neucuft pa6onrzxana $axym,rerat VIsy\aer IBI'IXeHLIe H nppuprnbl TeK) Iecrl4 KaApoB, yqacrByer n parpa6orKe Mepolp gstuit no
r4x ycTpaHeHr.rrc

" ' floAroraerl'IBaer AoKyMeHTbI [o I4crer{eHl,rpr ycraHoBneHHbrx cpoKoB Texyulero xpaHeHr.r, K
cAarre Ha xpaHeHr{e B apxr4B

t ocyrqecrBJlter KoHTponb HaA cocrotnl4eM TpyAoeofi AracqrrrrJrr,rHbr B noApa3reJreHkrrx
IzHcrI'ITyra u co6lroAeuueu pa6orHuKaMlz npaBr4n BHyrpeuHero rpyAoBor-o pacnopsAKao Cocraen.ser ycraHoBneHHlro orqerHocrb

o BeAer ra6elr yrrera pa6overo BpeMeHLr AyII
{o.nxen 3Hart,:

o flocraHoBrleHl4s, pacflopflKeHplfl, rrp,r*a3bl, Apyrr4e pyKoBoAfirrrve rr HopMarr4BHbre AoKyMeHTb]Bblllrecrotlqvx v .pyrvx opraHoB, KaCarouEXCs Opf aHI,{3 arl]rr4 Aenolpor.r3BoAcrBa B
I'IHcrIlTyre, yr{era JrHrrHoro cocraBa, oSoprranenutrtencvit, Be,{eHI4f, pr xpaHeHrr.rr rpyAoBbIX
KHLTXeK, rur{Hbx 4el pa6oruzxon Sar<yJrbrerao {eficrnyrcqee 3aKoHoAareJlbcrBo o nprleMe, nepeBoAe 14 yBoJrbHeHrax pa6orHuxono flopsAoK yqera ABI'IxeHLII Kar,poB LI cocraBJreHr4s orqerHocrr4 o cocro{Hrr14 rpyronoft
AIICUKINJIIIHbI

t llops'4oK ycraHoBJreulafl HarIMeHoBaHHq rpo(feccrzft pa6ovux rz AoJrxHocrefi c:ryNarirux.
o6qero r{ HerrpepbrBHoro craxa pa6omr

o OcHosr,r gKonoMr4Klr, opraHrr3ar\vu rpyran ylpaBneHrz.s
o 3arouorarenbcrBo o rpy.ue r4 oxpaHe rpyAa Kuprsrscxofi pecny6nraxu
o flpaeula BHyrpeHHero rpyAoBoro pacrop{rKa
o flpaerara r'r HopMbr oxpaHb'tpyla, TexHHKr4 6esonacHocrr4, rrpor.r3BoAcrBeHH ofr cavurapuu u

nporunbnoNapuofi 3arrlr4Tbr.
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{olxnocrHas r.rHcrpyKrlr{q
rrHcrreKTopa oTAeJra KaApoB rro AeJraM CTyAeHTOB

[o.nxcHocrnrre o6ss aHnocrrr :

Be.uer JrI'IqHbIe rena cryAenroe 1-5 KypcoB, orBerraer 3a r4x nop-f,AoK rr coxpaHHocrb Ha
ocHoBaHI'IpI [ocryrII{BIIrIrx 3a-tIBJIeHufr u pacnopxNennfi peKTopa, npoBeprer Jrr.rqHbre 1ena kr
AoKyMeHTbI' foToBI{T npoeKTbl IIpI'IKa3oB rlo cryAeHTau o6 orrrl4c.[eHgr{,3arrr4cJreHvrkrLrnepeBoAe B
.4pyfl4e BY3bI, ;ru6o c oAHofi clelll4aJrbHocru Ha Apyryro, cofJracHo ycraHoBneHHbrM npaBr,rnaM:
o 3anpauraBaer JILIT{HrIe Aena cryAeHToB, rrepeBeAeHHbrx kr3 Apyrr.rx By3oe, cornacHo
IrHcrpyKTIrBHoro nl4cbMa, o6pa6arunaer npl4Ka3br r{ Bbrru4cKr4 r43 rrpr4Ka3oB. upuo6ruaer ax x
JruqHbrM AeJraM cTyIeHTOB.

' Be4er nprIeM cryreHToB I4 Apyrlzx rpaxAaH no BorrpocaM rrpaBr{n rpr{eMa, repeBoAa,
oTqpIcIeHI'Is' pa3bflcEfleT) AaeT cIIpaBKI'I I4II,I peKoMeHIaIII4LI no o6palleHr4lo B peKTopaT.
o llo naepe rlocryllne'Izs 3a''pocoB, roroBrlT orBerbr 3ar4HTepecoBaHHbrM opraHr.{3aurr.f,M,

yqpexleHr.r.f,M rro AenaM cTyAeHTOB.

o CosNaectHo c AlzpeKToparoM rIpLrHLIMaer yqacrue no pa:6opy zaxsreuuiru Naro6 cry.qeHToB.

' llponepxer rr [pI4HI'IMaer or npHeruHofi KoMr,rccrlrz rera 3ar{ucJreHHbrx cryAeHToB.

' ' o6pa6arblBaer rIpI4Ka3bI tr Aenaer BIITII4cKI{, uprao6u1a.fl K Ju4rrHbrM AenaM cryAeHToB c yrrerHbrMr,r
AaHHbrMr4 HHCTId^IyTA.

. BE4CT CNPABOI{HYIO KAPTOTEKY CTYIEHTOB IIO NPO|PAMMC AVN, BbIIAET
o6 o6yueunr4 B BoeHKov,ur 14 Apyrr4e opraHr.r3arlrrr4.

crrpaBKa cTyIeHTaM

t ocyulecrBJrter BbIAar{y AoKyMeHToB cryreHToB, orqacJreHHbrx r43 r,rHcrr.rryra ur nepecbrJraer vx
no 3arrpocaM B Apyrr4e BY3u.
o o6pa6arblBaer JIIrqHbIe Aena cry.4eHToB, orrrrrcJreHHr,rx r43 krlcrprryra Lnfl, cparilrB apxr{B Ha
xpaHeHr.ie.

o [orlagllBaer craprueMy IrHcneKTopy orrena KarpoB o xoAe pa6orrr co cryreHTaMrr.

' foroBut 6:ranru rlo AenaM cryAeHroB I4 qepe3 orAen cHa6xeHus oQopunxer 3aKa3br Ha
I43roroBneHrde rrx e rnuorpa$zu.

' Vuesrae IloJlb3oBarbc.s rexHl4r{ecKr{Mr4 cpeAcrBaMu 3BM (uporpal,ruofi WORD, Microsoft
Excel).

{olxeu 3Harb:
o floctauoB,reHuq, pacnops)KeH."s)trpuKa3bl, HopMarr{BHbre 14 Apyrrre Marepr4aJrbr no rpyAoBoMy

3aKoHoAarenbcrBy KP, orveruocrb rlo nceu $opltarra u orAeJraM, npaBr4na r4 HopMbr oxpaHbr
rpy la pa6orarorqr4 x cryreHron, TB.
o floloxeHue o cryAeHTax.
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