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OCYLUECTBJIATH 06p360TKy MEPCOHAJIBHBIX  JaHHBIX C coOroaeHuEM HOPM,
YCTaAHOBJICHHBIX ,EleF[CTBy}OL[lMM 3aKOHOAATEILCTBOM H JIOKAJIbHBIMU MMPABOBBIMU aKTaMH
10 3alUMTE MEPCOHAJIBHBIX TaHHBIX.

3.TTIPABA

3.1.  CreuuanicT MMeeT MpaBO Ha peaqu3allMio BceX IpaB pabOTHHKA,
MPEyCMOTPEHHBIX ~ 3aKOHOJATEJIbCTBOM O  TpyZAe, KOHTPAKTOM  (JIOrOBOpOM),
KoJUIeKTUBHBIM JIOTOBOPOM, a Takxke [lonoxeHnem o dakynbreTe.

3.2, CrieuMaigucT Tak)kKe MMeEeT MpaBo:

3.2.1. 3HaKOMHTBCS C TMPOEKTaMH peLIeHHH pYKOBOACTBA YHHBEPCHTETA,
KacaloLMMHCS €ro JesiTeIbHOCTH;

3.2.2. BHocuTh mnpeanokeHus pPYKOBOACTBY IO YJYYILEHHIO JeSTelbHOCTH
yHUBepcuTeTa U (akynbTera.

3.2.3. OcylUecTBIATh B3aUMOJEHCTBHE C PYKOBOJMTENISIMH BCEX CTPYKTYPHBIX
nojpas/ejeHnil yHuBepcuTeTa, nojyyaTb WHGOPMALHMIO U JIOKYMEHTBI, HEOOXOI1MbIe
JUIS BBITMOJIHEHUS CBOUX JIOJDKHOCTHBIX 00s13aHHOCTEH;

3.24. Coob1arh HENOCPEACTBEHHOMY PYKOBOMTEIIO O BBISIBIEHHBIX B IpoOLiecce
MCIIOJIHEHHUS CBOMX JIOJDKHOCTHBIX 00s3aHHOCTEH HeoCcTaTKaX U BHOCUTD MpPEeIOKEeHHUS
M0 X YCTPaHEHHIO;

3.2.5. IlpuHumare yuacTHe B OOCY’KAEHMHM BOMNPOCOB, BBIHOCMMBIX Ha
paccMoTpeHue coOpaHuii  (KOH(pepeHLHH) TPYAOBOro KoJuiekTuBa (rnpod)cor3HOok
OpraHu3alim);

3.2.6. TMoBknnath KBanH(UKAIMIO B TOPSAAKE M CPOKH YCTAHOBJIEHHbIE

3aKOHO/ATeIbCTBOM;

3.2.7. VYuacTBOBaTh B paboTe KOJJIerHalbHbIX OpraHOB YHHBEPCHUTETA.

4. OTBETCTBEHHOCTb

4.1. Paboty crenuanucra OLEHUBAET JAeKaH (aKyibTeTa.
4.2, CrieuHajMCT HeceT OTBETCTBEHHOCTD 3a:

4.2.1. HeucnonHenue (HeHaasexallee HCIOJHEHHE) CBOMX JOJKHOCTHBIX
00s13aHHOCTEH, MPEAYCMOTPEHHBIX HACTOSLIEH MOHKHOCTHOM HMHCTpYKLUMEH, - B
npefenax,  OMNpeeNieHHbIX  AEHCTBYIOIUMM  TPYAOBBIM  3aKOHOJATEIbCTBOM
Pecny6nuku Benapycs;

422. CoBeplieHHblE B MpPOLECCE OCYLIECTBIEHUS CBOEH NeATeIbHOCTH
NpaBOHApPYLUEHHUS - B NIPEJIesiax, ONpe/eeHHbIX AeHCTBYIOINWM aIMUHUCTPATHBHBIM,
YTOJIOBHBIM U FPaXKJIaHCKUM 3aKoHoaTesbcTBOM PecriyOnnku benapycs;

423. TlpuunHeHue marepuanbHOro yuiepda - B npejeniax, OnpeieIeHHbIX
AeHCTDYICHIHM  TPYAOBLIM, YTOJNIOBHBIM M TPaKJaHCKHMM  3aKOHOJATEJILCTBOM
Pecnyonuku benapycs;

42.4. HecoOmoneHe TmpaBMl M HOPM  OXpaHbl Tpyda, TEXHHKH
0e30MacHOCTH, MPOU3BOACTBEHHOH CaHUTapUM W TNPOTHBOMNOXKAPHOM 3alIMTBI - B
COOTBETCTBUM C TpeOOBaHMSIMH HOPMATHBHBIX TPaBOBBIX aKkToB PecnyOauku
benapych 1 10KanbHBIX aKTOB YHUBEPCUTETA;

42.5. Henaanexaiiee BbINOJIHEHHE (YHKUMI T0 pealn3allid MHCCHH,
BHU/ICHUS, TOJUTHUKH YHHMBEpCUTeTa B 00JAacCTH KauyecTBa, TpeOOBaHMH JOKYMEHTOB
CHCTEeMbl MEHE/PKMEHTA - B [pefiesiaX CBOMX MOJHOMOYHMH.

PA3PABOTAII @ .
JIeKaH IopUIM4ecKoro gaKyJibTeTa = C.E. YebypaHosa
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VYupexxneHue o6pazoBaHus YTBEPX/] A}Q s
«I'poHEHCKHUIT roCynapCTBEHHbIMH ITepBbrit np ﬁe TOp :

YHHBEPCHUTET UMEHH STHku Kynanm»

JOJDKHOCTHASI MHCTPYKLIVA
CITELHUAJTINCTY
JEEKAHATA FOPUTMYECKOI'O ®AKYJILTETA

LY A0 o5 Ne AL/ TF
r.I'ponHo

1. OBILME TTOJIOXXEHHWA

1.1. JIomXHOCTHas MHCTPYKLMs pa3paboTaHa B COOTBETCTBHMH C EIMHBIM
KBaTH(HKALMOHHBIM CIIPABOYHMKOM JOJDKHOCTEH «JOMKHOCTH CIyXalMX AjIs BCex
BH/IOB JI€ATEIbHOCTH» U HHBIMH HOPMaTHBHBIMHU NTPAaBOBBIMH aKTaMH.

1.2.  CnenmanicT OTHOCHTCS K KaTeropvH CIELHMAMCTOB, NPUHMMAETCs Ha
paboTy ¥ yBONBHSIETCS ¢ paboThI IPUKA30M PEKTOpA YHUBEPCHTETA.

1.3. Ha mOMKHOCTb CreLMaNicTa Ha3HayaeTcs JULO, HMEIOLee BBICLIEE
npodeccroHanbHoe (M0 MPOGUII0 BBINOIHIEMONH PabOTBI) WM CPEHEE CIELHAIBHOE
(npodeccruonansHoe) 0bpaszoBaHue Ge3 MpeabsBIeHUs TPeOOBaHHHM K CTaXxy paboTsl.

1.4. B cBoeil AeATENbHOCTH CIEHATHCT PyKOBOJCTBYETCS:

- 3aKOHOZATeNbHBIMM ¥ HOPMAaTHBHBIMH IOKyMEHTaMH, [0 BOIPOCaM
BBITIOJTHSIEMOH pabOThI

- METOAMYECKMMH MaTepHalaMH, KaCaloLHIMHCS COOTBETCTBYIOLIMX BOIIPOCOB;

- YcraBoM YHHBEPCHUTETA;

- IlpaBunamMu BHYTpEHHETO TPYXOBOTO pacropsaKa;

- pacHopsXKEHUSIMU HETNIOCPEICTBEHHOTO PYKOBOJUTEIS;

- IIaHaMH paboTh! paKybTeTa;

- Tlonoxenuem o dakynsrere;

- HacTosALIEeH NODKHOCTHOM MHCTPYKLIUEH.

1.5.  CreuuanucT MOAYMHSETCS HENOCPEACTBEHHO JeKaHy (daKynbTeTa

1.6. CreuuaiucT JOKEH 3HaTh:

- HOpPMaTHBHbIE NIPABOBBIE aKThI, ONPeeNISIOIIEe HAaTIPABIEHUS U IEPCIIEKTHBY
Pa3BUTHS COOTBETCTBYIOILETO BUAA NESATENBHOCTH;

- HoOBe#mWe pa3palOTKM M METOOWKM B COOTBETCTBYIOIIEH cdepe
JEATeNbHOCTH, IPUHLMIBI  CHCTEMAaTH3alMM  METOAUYECKMX  MaTrepHalioB IO
COOTBETCTBYIOLIEMY HAIpaBICHHUIO NeSTeIbHOCTH;

- OCHOBBI 3KOHOMHKH, OpraHH3allu{ TpyZa 1 YIpaBJIeHHUS;

- INIpaBHJIa BHYTPEHHEro TPYAOBOTO pacropsjKa;

- OCHOBBI TPYZOBOI'O 3aKOHOIATEbCTBA;

- IIpaBWJIa H HOPMBI OXPaHbI Tpy/a U MOoXXKapHOH 6e30MacHOCTH.

- MHCCHIO, BHICHHE, MOJHUTHKY M CTaHOAapThl CHCTEMbl MEHEeKMEHTa
YHHUBEPCHUTETA B paMKaX CBOUX JIOJKHOCTHBIX 00sS32HHOCTEH;

- BJajieTh HaBbIKaMH paboThl ¢ nmpunoxeHUs MU Microsoft Office: Word, Excel.

1.7 Bo BpeMs OTCYTCTBHA CHELHalIUCTa €ro 00S3aHHOCTH BBIMOJIHAET HHOH
COTPYZAHMK (aKysbTeTa, Ha3Ha4aeMbI B YCTAHOBJIEHHOM IIOPSIIKE U HECYLIHH MOIHYIO
OTBETCTBEHHOCTb 33 MX HaJUIe)Xalllee UCIIOTHEHHUE.
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1.8 CrienManucT B3aMMOJEHCTBYeT C PYyKOBOJAMTENSIMH M PabOTHMKAMM BCEX
CTPYKTYPHBIX TMOApa3lejeHUH YHHUBEPCHUTETa B pPaMKaX CBOMX JOJKHOCTHBIX
00s13aHHOCTEIA.

2. JOJDKHOCTHBIE OBA3AHHOCTHU

2.1.  CrneuuanucTt o0s3aH:
2.1.1. Pa3pabaTbiBaTh OTHOCSIIHECS K €r0 KOMIIETEHLHH TPOM3BOJCTBEHHbIE,
METOIUYECKHE, aHaJIMTHYECKHE, OpraHH3allHOHHO-PACTIOPSANTEIbHbIE,

y4e6HO-0TUETHBIE IOKYMEHTbI, BHOCUTH B HUX HEOOXOANMbIE H3MEHEHHS Y JOMOTHEHHS;

2.12. CBoeBpeMeHHO U3y4yaTb M MPUMEHSATh B padoTe JEHCTBYIOLIME
HOPMATHBHBIE AaKThl, pErJaMEHTHpYIOLIMe YueOHbI mNpolecc B BBICHIMX Y4YEOHBIX
3aBeJIEHUAX, NIPUKA3bl, PACIIOPSKEHHs PEKTOpa, IPOPEKTOPOB, JekaHa (haKyybTeTa;

2.1.3. HM3ywaTh, aHaNIM3MPOBATh, JaBaTh OLEHKY CYUIECTBYIOLIMM MpOLEeccaM U
JBJICHMAM, I'OTOBUTD NPEUIOKEHHUS 110 UX COBEPIIEHCTBOBAHHUIO U PA3BUTHIO;

2.1.4. OcylecTBIATh B3aUMOJECHCTBHE C PYKOBOAMTENSIMH W CIELHAIMCTAMU
CTPYKTYPHBIX MOJApa3Je/ieHui OpraHu3alld MO BOMpOcaM, BXOASAILUMM B €ro
KOMIIETEHLMIO, 3aNpalliBaTh U MOJIy4aTh B YCTAHOBJIEHHOM MOpsiAKe WH(OPMALMIO H
JIOKYMEHTBI, HEOOXOJHUMbIE JUIsl BBINIOJHEHHSI CBOMX JIOJKHOCTHBIX 00sI3aHHOCTEHH;

2.1.5. Oka3blBaTh METOAMYECKME M KOHCYJIbTALMOHHBIE YCIYrH pabOTHHKaM
CTPYKTYPHBIX TIOApa3/elieHHii OpraHu3allid MO BOIMpPOCAM, BXOSILIMM B €ro
KOMITIETEHLIHIO;

2.1.6. PaboraTb ¢ 2JeKTpOHHOH 0a30if JaHHBIX YHHBEPCHTETa, BHOCHTH
uHdopManuio B 0a3y MaHHBIX M KOHTPOJIMPOBATH IPAaBMJILHOCTH €€ 3allOJHEHMS U
CBOEBPEMEHHOIO UCIIPaBJICHUS;

2.1.7. BecTu 10KyMeHTOOOOPOT IO yUYeTy CTY/ICHTOB;

2.1.8. OdopmasTh 3auéTHO-IK3aMEHALMOHHbIE BEJOMOCTH [POMEXYTOYHOM
aTTeCTalKH, CBOAHbIE BEJOMOCTH I10 YUYETY YCIIEBAEMOCTH CTYIEHTOB;

2.1.9. ToToBuTh mnpeasioxeHUs JAeKaHy W OQOPMIATh JOKYMEHTALHUIO [0
OTYHCIIEHHIO, BOCCTAHOBJICHHIO U MEPEBOY CTYICHTOB IHEBHON (hOPMBI O0YUEHHS;

2.1.10. OdopMasTh pacropsbkeHus ekaHa (pakyibTeTa 1o yuebHoii paboTe;

2.1.11. OdopMiIsiTH MU BECTH YUYeT BbIJAYM CTYAEHYECKHUX OWJICTOB, 3au€THBIX
KHHIKEK;

2.1.12. OdopMIIATh U KOHTPOJIMPOBATH 3aMOJHEHHE THYHBIX U yUeOHBIX KapTOYEeK
cTy1eHTOB (B TOM uncie B cucteme ACY-nekaHar);

2.1.13. OdopMIIST U BECTH yueT BbIAa4M CIIPABOK O MOJy4eHHH 00pa3oBaHus,

2.1.14. TlpoBepsTh MPaBUIbHOCTH 3aIIOJIHEHHSI 3aUETHBIX KHHIKEK,

2.1.15. OcywiecTBIsATh 3aloJIHEHUE W Tepelayvy JHYHBIX JieJl BbIMYCKHUKOB B
y4eOHO-MeTOAUYEeCKOe yTIpaBIeHHe;

2.1.16. OchopMIIATh BBIMUCKY AUIIOMOB M MPUIIOKEHUH K HUM (MX QyOJIHKaTOB);

2.1.17. OcyuiecTBisTh B3auMoJeiHcTBHE (aKyJIbTeTa € YueOHO-METOJUYECKUM
YIpaBJI€HUEM YHHUBEPCUTETA B YACTH JABUIKEHHS CTY/IEHTOB;

2.1.18. KoHTposnupoBaTh CBOEBPEMEHHOCTb BHECEHMs OIUIaThl CTYyJIEHTaMH
JIHEBHOI1 M1aTHOM (hopMbl 00yUeHHS;

2.1.19. [lpuHuMaTh ydacTHe B IOJIEpPKaHMHM aBTOMATH3HPOBAHHBIX CHUCTEM B
uacTu onraduanuy yueGHOro npolecca;

2.1.20. OcyuecTBIsATh CBsI3b J€KaHaTa ¢ KadeipaMu U COTPYAHHKaMH Kade/p;

2.1.21. Obecrne4nBaTh pEryJsipHYIO aKTyalu3alHi0 HEOOXOMMMBIX CBEJIEHHH O
CTy/IeHTax B nojcucreme «JlekaHar».

2.1.22. O¢opMasTh JOMOJHUTENbHBIE COTJIAIIEHHS K JOTOBOPY O MOATrOTOBKE
CTELMaIMCTOB C BBICIIMM 00pa30BaHHEM Ha I1JIaTHOH OCHOBE;

2.1.23. OcyluecTBIIsATH NpeaBapUTEeIbHYIO MOJATrOTOBKY paboTsbl I'OK
(odopmieHne mokyMeHTaLMH st meperaud cekperapio I'DK, cocraBneHue mnpoekra
pacniicanus 1D);

2.1.24. BpINONHATH (PYHKUMM MO peaqu3alud MHCCHH, BHMIEHHS, TIOJUTUKH
YHUBEpCHTETA B 00NacTH KauecTBa, TpeOOBaHMS CTAHJAPTOB CHCTEMbl MEHEKMEHTa

YHUBEPCUTETA B NIpEACIaX CBOUX JOJIKHOCTHBIX 06ﬂ3aHHOCTeﬁ;
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2.1.25. 3a0OTHTBCS O MOBBILIEHUH UMUK YHUBEPCHUTETA, MPOSIBIATH yBakKeHHE
K TPaauLHIM

VATTTATHIDA VT
“ i

xonmenTID iBEpCHTETR, MOMNEPIKHBATL KOPIOPATUBHYIO KYJbTYpY M COOJIOAATH
CI1y)KeOHYI0 ITHUKY;

2.1.26. He coBepuiaTh MpaBOHapyIUEHHUs], CO3/AIOLIME YCIOBUS [UIsl KOPPYIILHH,
WJIM KOPPYTLHOHHbBIE IPaBOHAPYLLIEHHUS;

2.1.27. He pomnyckaTb 1eCTPYKTHBHbIX MPOSIBIEHHIA.

2.2 CneuManuct TaKxe obs3aH:

22.1. Cobmonate NpPOU3BOACTBEHHO-TEXHOJIIOTHUECKYIO IUCLUHMIUIMHY, T.€.
TEXHOJIOTHYECKHE M TEXHMYECKHE pEerjiaMeHTbl W HOPMATHBbl IpPU MPOU3BOJACTBE
NPOAYKUHH (BBIMOJIHEHUM pabOT, OKa3aHHM YCIyr), TpeOGOBaHMS MPOU3BOACTBEHHOTO
npouecca, TeXHOJIOTHU U3rOTOBJICHUS MPOAYKLUHH (padoT, ycuyr).

2.22. Colmonarh HCIOTHUTENbCKYID W TPYJIOBYK JHCLMIUIMHY, BBIMOIHSATE
MUCbMEHHBIE U YCTHBIE YKa3aHUs U [TOPYUYEHHUS] HEOCPEACTBEHHOTO PYKOBOAUTEIIS;

2.23. TlopnepkuBaTh YMCTOTY M TMOPSJAOK Ha TEPPUTOPHH YHHBEpCHTETA U
HEIMOCPe/ICTBEHHO Ha paboueM MecTe;

22.4. CoxepxaTb INoMelleHHs, OOOpydOBaHHE ¥  NPHCIOCOOTEHHs B
COOTBCTCTBHH C YCTaHOBICHHBIMU TPEOOBaHUAMH;

2.2.5. CobnioaTh yCTaHOBJICHHBII 3aKOHO/IATEJILCTBOM O 3aLUKTE [IEPCOHAIBHBIX
JaHHBIX M JIOKaJbHBIMM TNPABOBBIMU AaKTaMH MOPSIOK OOpabOTKH MEepCOHANbHBIX
JIaHHBIX.

2.3 B cooTBeTcTBHM ¢ TpeOOBaHUSIMH 110 OXpaHe TPyJAa CIELHAHUCT TaKKe
00s13aH:

2.3.1. Cobnronath TpeGOBaHHUS MO OXpaHe TPY/ia, a TAKXKe paBuIia MOBEIEHUS Ha
TEPPUTOPUHM OpraHM3alUM, B TPOU3BOJICTBEHHBIX, BCIIOMOraTeJIbHbIX W OBITOBBIX
MOMELLECHHUSIX;

23.2. Hcnonb3oBaTh M NpaBUILHO MMPUMEHSTh CpPEACTBa WHIMBHUAYaJIbHON
3alLMThl U CPEACTBA KOJJICKTUBHON 3aLLUThI;

2.3.3. IlpoxoauTb B yCTaHOBJEHHOM 3aKOHO/JATEJILCTBOM IOpsjIKe TpedyeMmble
MEJMLIMHCKHE OCMOTpPBI, 00y4YeHHe, CTAKUPOBKY, HHCTPYKTAX W MPOBEPKY 3HAHHUH MO
BOIpOCaM OXpaHbl Tpy/1a;

23.4. 3a00OTUTBCS O JMYHOI O€30MacHOCTH W JIMUHOM 3/I0pOBbE, a TaKkKe O
Qez0macHOCTH  OKPYXKAMOMIMX B IPOLECCE  BBINOJIHEHHs paboT aubo BO Bpems
HaXO0K/JEHHsl Ha TEPPUTOPUU OPraHU3ALIUH;

2.3.5. HemenneHHo cooOuiaTh HEMOCPEACTBEHHOMY PYKOBOAMTEIO O 000N
CUTyalluH, YrpOXKalOLeH JKH3HM MM 3J0pPOBbIO pPabOTAIOLIMX H  OKPY)KaIOLIMX,
HECYaCTHOM cCily4ae, TpOM3OILEAIIeM Ha IPOU3BOJACTBE, OKa3blBaThb COJAEHCTBHE
paboTojaTeso B MPUHATHH Mep MO OKa3aHHIO HEOOXOAMMOH MOMOLIH MOTEPMEBLIUM H
JI0CTaBKe UX B OpraHM3alHIO 3paBOOXPAHEHHS;

2.3.6. BbInonHsATh HOPMBI U 00sI3aTeNIbCTBA 110 OXpaHe TPyAa, NPeyCMOTPEHHbIE
KOJIJIGKTUBHBIM ~ IOTOBOPOM,  COIVIALLIEHWEeM, TPYAOBBIM JOrOBOPOM, IpaBHJIaMH
BHYTPEHHEro  TPYJOBOIO  pacropsijika, (YHKUHOHAIbHBIMH  (JIOJXKHOCTHBIMH)
00513aHHOCTSIMH;

23.7. B cinyyae OTCYTCTBHSI CPEJACTB HMHAMBHAYaJbHOH 3aLUMTHl HEMENIEHHO
YBEZOMJISITH 00 3TOM HEMOCPEJACTBEHHOI0 PYKOBOAMUTENS MO0 MHOE YMOTHOMOYEHHOE
JIOJIKHOCTHOE JIMLIO HAHUMATEJIs;

2.3.8. Oka3piBaTh COAEHCTBHE M COTPYJAHHYaTh C HaHUMaTeleM B Jele
obecrieyeHus 3I0pOBBIX M 0€30MacHbIX YCIOBHH TpyZa, HEMEIJIEHHO W3BellaTh CBOEro
HEHUCPEACTBEHHOIO PYKOBOJAUTENSE WIIM MHOE YIOJHOMOYEHHOE IOJKHOCTHOE JIMLIO
HaHHMaTeNll O HEMCIIPaBHOCTH OO0OpYIOBaHHs, HHCTPYMEHTa, IPUCIIOCOOIEHUH,
TPAHCTIOPTHBIX CPEJCTB, CPEICTB 3aLUUTHI, 00 yXy/LIEHHH COCTOSHHUS CBOETO 3/10POBbS;

2.3.9. HcnonHsTh Apyrue o0s13aHHOCTH, MPEAyCMOTPEHHBIE 3aKOHOAATEIbCTBOM
00 oxpaHe Tpy/a.

2.4. Crieunasuct B ciiydae J0CTyrna K 00paboTKe MepCOHaIbHBIX JaHHBIX 00s3aH




