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MMOCAJOBA ITHCTPYKHIIS
roJIOBHOTO creniajicTa opramizaniiHoro BiIlly anapary
[oainbebKoi paiionnol B micti Kuesi aep:xaBnoi agminicrpamii

1. AT AJIBHI TIOJIOKEHH

1.1. TonoBHmit cremianicT opranisauiiigoro Biguiny amapary IloainbebKol
paitonnoi B micti Kuesi nepxaBHOI aaMinicTpamii (nani — TONOBHHH CrierrianicT)
3abe3reuye BUKOHAHHs IUIAHOBUX 3aXOJIiB Ta 3aBJlaHb, 3TIAHO 3 (byHKuloHaanHMH
HanpsiMaM# podoTH opraHlaamHHc)ro Biminy anapary [Toainbcekol paifoHHOT B MiCTi
Kuesi nepsxaBHOi aqMinicTpanii.

1.2. Tonoeuuii cremiamicT 6e3MocepelHbO MiANOPSIIKOBYETHCS KEPIBHHUKY
arapaTy Ta HauyalbHUKY OpraHisamiiiHoro Biniimy amapaty Iloainbcekol pailoHHOI B
micti Knesi nepsxasHoi agminicTpauii (Jani — HaualbHUK BiIUIULY), TPH3HAYAETHCS Ta
3BINBHSETHCS 3 MOCAIM HAKA30M KepiBHMKA amapary [loaiabcbkol pailOHHOT B MicTi
Kuei nepxaBHOT amMidictpauii, BimmoinHo mo Bumor 3akoHy VYkpainu «IIpo
IepKaBHY CIyKOy».

1.3. Y cBoiii po6oTi romosHuil crenianict kepyerbes KoncTuTyiero YKpaini,
sakomamu VYkpainum «[Ipo mepxkasry ciyxOy», «IIpo 3amobiraHHs Kopymuii»,
ykazamMu 1 posnopsmxeHHsmu Ilpesmmenrta  YKpaiHH, MOCTaHOBAMH — Ta
posnopsmkenHaMu Bepxoproi Paqn Vipainu, Kabinery MinicTpis VkpaiHu, IHIIHX
OpraHiB LEHTPaJIbHOT BHKOHABYOI BIaJH, SKi IPUAHATI B MeXaX OBHOBAXEHB, 110
PEryIIOIOTh PO3BUTOK BiIMOBIXHEX cdep, IIONOKEHHAM NPO OpraHisauifiuil Biiaix,
PO3MOPS/KEHHsAMH BHKOHaB4oro oprany Kuiscekoi wmicekoi pamu (KuiBcekoi
MichKoi mepkaHoi amminictpauii), [Toxinscekoi padionnoi B micTi Kuesi nepxaBHOi
aZMiHicTpallii, 8 TAKOXK LI€0 IHCTPYKLIEIO.

1.4. Ha mocamy roJI0OBHOTrO CrenianicTa MpH3HadaeThess 0coda, AKa BiMOBiLae
BHMOI'aM, BCTaHOBJIEHHMM 3akoHoMm Ykpaiuu «IIpo nepxasny cinyxOy». I'omoBHuH
crenianict mosuHeH 3HaTH KoHCTUTYLiFO YKpaiHu, aHTUKOPYIILiFiHe 3aKOHOIaBCTBO,
HOPMAaTHBHO-ITPaBOB1 JIOKYMEHTH, 110 CTOCYIOTECS IeprKaBHOL cnny6H T4 MICIIEBOTO
caMOBpsIyBaHHs, Ta 1HIII HOpMaTHBHl aKTH B MeXaxX TOBHOBAXKEHb BiIIilTy, OCHOBHI
NPUHIANE POOOTH Ha KOMII FOTepi, lHCTp}/KHlI-O 3 NNOBOJCTBA, NMPHBHJIA IUIOBOTO
eTHKeTY, TpaBKJjia Ta HOPMH OXOPOHM TIpalli Ta MPOTHIIOKEKHOTO 3aXHCTY.



2. 3ABJIAHHA TA OBO’AA3KH

2.1. T'onoBHUi cneniamict:

- BiANOBiZIae 3a opramizamilo BeJeHHs MiJIOBOJCTBA y BiAJLNI, BIANOBIAHO 10
BMMOT JepJKaBHUX CTaHAapTiB, IHCTPYKIIl 3 nitoBoncTBa i Pernamenty Iloainecekoi
palionsoi B wMicti KueBi nepiaBHOi aamiHicTpamii Ta IHIIMX pPO3MOPSIYMX
TOKYMEHTIB;

- 6epe yyacTh B ONpAIIOBaHHI JOKYMEHTIB, SKi HAIXOAATh 10 BIIALILY, Y TOMY
gncii, yepes ITC €K «ACKO/l», roTye aHaniTH4Hi, ZOBiKOBI Ta IHILII MaTepianu
3 IUTaHb, 1110 BiJlHECEH] 10 KOMIIETEHIII] BIIILY;

- 3MIHCHIOE MIATOTOBKY IPOEKTIB MIBPIYHUX IUIaHIB POOOTH 1 BIAOMOCTEH mpo
cTaH X BHKOHAHHS HA OCHOBI IIPOIMO3MIH KepiBHUKIB CTPYKTYPHHX I1IPO3MALIIB
IToninscekoi paitonHoi B Micti KueBi gepixaBHOT agMiHICTpali;

- TOTY€E MPOEKT ILIaHy-KaJeHaapst OCHOBHUX 3axoaiB [loainbcpkol paiioHHOI B
micti Kuegi nepixaBHol agMiHicTpallli Ha HACTYITHHH THXKIEHB,

- GopMye MpOeKT mepeliKy NUTaHb JUIS PO3risay Ha 3acizanHax Koserid ta
armapaTHUX Hapal 3 KepIBHHKaMH CTPYKTYpHHX Niapo3auniB [loainbcekoi paioHHOI B
micti KueBi mepxkaBHOI ammiHicTpallii Ha OCHOBI TPOMO3MLIH KepiBHHKIB
crpyktypuux minposniniB [Tominecekoi padionHoi B Micti Kuesi ngepxasHOT
aZMiHICTpalii;

- OTPUMYE BiJl KepiBHUKIB CTPYKTYpHUX Hifpo3aini IToxinechkoi pailoHHOI B
micti Kuesi nepxkaBHoi aaMinicTpaiii, MiAMIpHEMCTB, YCTAHOB Ta Oprasizaiiil ycix
(GopM BIIACHOCTI, SIKi pO3TalIOBaHI HA TepuTOpii palloHy, Marepiany, HeoOXioH1 s
OiITOTOBKH MHUTaHb, IO BHHOCAThCA [UIsl po3risay Ha 3acinaHHsax Korerit Ta
amapaTHUX Hapaj 3 KepiBHUKaMH CTPYKTYypHUX minpo3ainis Iloainbebkoi paiioHHOT B
micti KueBi nepaBHOI aqMIiHICTpaLil;

- TIOBIIOMJISIE TIEPIIOrO 3acTyMHHUKA TOJIOBH, 3aCTyIHHKA TOJIOBU, KepiBHHKA
armapary, 3acTylIHHKa KepiBHMKa arapary 1 KepiBHHKIB CTPYKTYpHHX IiIPO3ILTIB
[Mominbcekoi paitorHol B MicTi KueBi mepskaBHOT agMiHicTpallii MO0 3MIHU 1aTH YA
qacy InpoBeleHHs 3acimanb Komerii Ta amapaTHUX Hapaa 3 KepiBHHKaMH
CTPYKTYpHHX TminposainiB Iloxminbcekoi paiioHHol B MicTi KwueBl aepxasBHOI
agMIiHICTpaIil;

- 3IifCHIOE TINrOTOBKY MNPOEKTIB MPOTOKONIB, pillleHb 1 NPOTOKOIBHUX
JIOpy4YeHb, HaIpalbOBaHWX Yy XOJ1 IpoBeAcHH:A 3acinaHb Konerii ta amapaTtHuUX
Hapaja 3 KepiBHUKaMHM CTPYKTYpHUX minposairiB [loninecbkoi paifoHHOT B MiCTI
KueBi nepxaBHOIT aqMiHiCTpali;

- BHocuTh Ta poscuiae yepes ITC €K «ACKOJI» mporokonu, pilleHHS 1
IIPOTOKOJIBHI JOpYYeHHs, HampalnboBaHI y Xoni mpoBeneHHs 3acigaHb Kosneriid ta
amapaTHHX Hapaj 3 KepiBHHKaMHU CTPYKTYypHHUX Minpo3ainiB [loginecekoi paioHHOT B
micti KuieBi gepsxaBHOi aaMiHicTparii;

- Oepe y4acTh y HiArOTOBLI 3araJbHOPalOHHUX 3aXOJIB, SKI IPOBOAATHCS B
IUIAHOBOMY IOPSIKY 1 3a mopy4eHHsM rojosu [lonimecekoi paitorHOT B MicTi Kuebi
JepKaBHOI aaMiHicTpallil 3 MHTaHb, SKi BiTHECeH] 10 KOMIeTeH 1T BiAALTY;
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- Gepe yJacTtb B oprasizaliiHoMy Ta MaTepiaTbHO-TEXHIIHOMY 3abe3nedyeHHl
npoBe/ieHHs pubopiB [Ipe3nunieHTa VY kpainH, JlenyTaTiB BepxosHoi Panu Vkpainy,
KuiBchbKOro MICBKOTO TOJIOBH, JenyTaTiB KuiBcpbkol MicbKol paiH, a TAKOK
BCEYKpPAaTHCHKHX pedepenIyMiB;

- BUKOHYE IOpYYCHHS TOJIOBH, KepiBHHKa amapary Ta HayaJIbHAKA BiLALTY
[ToxinbebKol paifoHHOI B micti KieBi qepiKaBHOI anMiHicTpalii;

- po3pobiise TPOCKTH PO3MOPSIKEHD IOTIOBH TloninbchKOi paiioHHOL B MICTI
K¥ieBi nepiKaBHOT aMiHicTpallil 3 MUTaHb, L0 BiTHECEHHI JI0 KOMITeTEeHI{T BIAALTY;

- opradizoBy€ MPOXOJUKCHHA CTa)XYBaHHs Ta TPAKTHKH CTY/IEHTIB BHUIIHX
HABYANBHHUX 3aKiaaiB Yy [MominechKili palioHHIA B micti KueBi mepxkaBHIH
aaMiHicTpanii;

- TOTye Ta HaIpaBisie npusitanHs 3 JlHeM HApOJUKCHHA, a TaKoX
npodeciiHIMY, peririfiHuMy | sara]pHONCPKABHAMH CBSTaMU JICyTaTaM yei
piBHIB, KepIBHMKaM prKoHaBdoro opramy KuiBCBKOI micekoi Pagu (KuiBcbKOI
MicbKOT JepiKaBHOI anMinicTpanii) Ta IHIIAX opramis JepkaBHOI ~BIalH,
HiNPUEMCTB, YCTaHOB Ta oprasizauiit micra Kuesa,

- FOTYE JIOKYMEHTH ILIOJIO Mepe/IIIaTh MepioIMYHIX BUAAHD [UIs CTPYKTYPHUX
iApO3ALIIB anapary ToxibChKOI pailoHHOT B MICT KueBi nepxaBHOl aMinicTpanii;

- rorye rpadix HeprysaHb KepiBHOTO CKIay [MoninbepKOi paioHHOL B MicCTi
Kuesi nepxaBHOT anMiHicTpamil y CBSITKOB1, BUX1MHI Ta Hepobodi AHI;

- CIUIBHO 3 HAJYAIBHMKOM BilLTY rOTYE mporpaMu IepeOyBarHs neneramniy,
TpyIl Ta OKpeMHUX TpeCTaBHMKIB 3apyOlKHHX napTHEPiB;

- cmiBmpamioe, OOMIHIOETHCS OCBiIOM Ta B3a€MOJIE 3 yciMa mimposniiaMu
oninbcpKoi paifoHHOT B MicTi Kuepi nepixaBHOT anMinicTparii.

2.2. TonoBHuUI cremiamicT 30008’ I3aHHUM!

_ gKicHO Ta B YCTAaHOBIEHI TePMiHH po3pobNATH 1 TOTYBAaTH JOKYMEHTH 3
IUTAHb, IO BifHECEH] 10 HOro KOMIIETEHII1T;

- CBOEYACHO Ta AKICHO 30MpaTH, 0GpobIATH, aHali3yBaTH, BUKOPUCTOBYBATH
indopmartiro (y3aralibHeHHA, 3BiTH, IPABKH, 1HII Marepiaim);

- BUKOPHCTOBYBATH oprasizauiini, MeTOIMYH] Ta iHmi popMu pOOOTH;

- OTpUMYBATHCH TEPMiHIB BHKOHAHHA KOHTPOJIBHAX [OKYMEHTIB Ta [HIIMX
3aBJIaHb, IOKJIAICHAX Ha HHOTO;

- TOTPUMYBATUCh IIPABHIL BHYTPIIHBO TPYAOBOT0 PO3IOPAIKY.

2 3. TlokjajaHHs Ha TOJIOBHOTO cremianicTa HIMIUX 060B’ I3KiB 31HCHIOETHCA

BHKJIIOYHO 34 OKPEMHM JOPY4YEHHsIM TOJIOBH, KepiBHMKaA amapary [MoainbceKOl
paiioHHO B MiCTi KueBi nepxaBHOT anMiricTpallil Ta HaYalbHHUKA BiAALTY.

2 4. Ha rooBHOTO creliaiicta MOKIa1aroTECA 06OB’ SI3KM HAdANbHAKA BiLIALTY
Ha Yac HOTo BiJICyTHOCTL.
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3. IIPABA

3.1. TonoBHMHA CIIeMiaicT Ma€e Npaso:

- y pa3i BigcyTHOCTI HadalbHUKA Rinminy, 6paTe ydacTs y poboTi 3aciJlaHb
Koderiii, anapaTHUX Hapaj 3 KepiBHUKaMHM CTPYKTYpPHHX nigposzainis IlomxinbceKol
paitornoi B micTi Kuesi nepxkaBHOl anMinicTpauil Ta Oyab-SIKIX iHImMX Hapan, Kl
BiIHeceH] 10 KOMIEeTeHIil Biauy;

. OTpUMYBaTH BiJl KEpiBHHKIB CTPYKTYPHHX nigposainie  IToxinbebkol
paiioHHOI B MICTI Kuesi pepkaBHOI aaMiHicTparii, MiJNPHEMCTB, YCTaHOB Ta
oprasizamiii ycix Gopm BIACHOCTI, SKi pO3TAIlOBaHi Ha TEPUTOpIi PpaioHYy,
maTepiany, HeoOXinHi 11 podoTH BIIALTY;

_ iepeapaTi TesedoHOrpamy, pakcorpami, eJIeKTPOHHI JIMCTH, 3arpOLICHHs
Ta BKA3iBKW 3@ ITLIMMCOM TOJIOBH, TIEPIIOro 3aCTYIHMKA IOJIOBH, 3aCTYIHHUKA rOJT0BH,
KepiBHHKA amapary, 3acTyIHHKa KepiBHHKa anapaTy I1omiibCEKOT pailoHHOI B MiCTi
KueBi gepiaBHOi anMiHicTpallii KepiBHUKAM CTPYKTYPHUX nigposainie IloainbcpKo1
paiionnoi B Micti Kuesi nepKaBHOi agMiHicTpaiii, paHOHHIX TePUTOPIaAIbHIX
MiZpo3/iniB Opramis J1epXaBHOI BIa/H, MiIIPHEMCTB, YCTaHOB Ta opraHizamii ycix
dopM BIACHOCTI, SKI pO3TaIIoBaHi Ha TePUTOPIi paHoHy, 3 MUTAHb, AKi BIHECEHI 10
KOMITETEHIIT BIAALLY.

4. BUITOBIJJAJIHICTh

4.1. ToOBHMH criel[aTicT Hece BiAMOBIIANbHICTb!

- 33 HEBWKOHAHHS, HEHaJeXHe, HecBoe€dacHe Ta HesKiCHe BHKOHAHHS
IOKJIaZIeHUX Ha HOTO [10CaIOBUX 000B’A3KIB Ta 3aB/laHb;

- 3a HemorpuMaHHsi BuMor Komeruryii Vpainm, 3akoHiB YKpainu, akTis
TIpesnnenta Yxpainu, BepxoBHoi Paiu Vxpainn, Kabinery MinicTpie VYKpainu,
pimens KuiBcbkoi MicbKOI pajy, pO3MOPAIKEHB prKoHaBYyoro oprany KuiBCchbKOI
micekoi pamu (KuiBchkoi MICBKOI nepkaBHOI ajMiHicTpalii) Ta [TonineChKO1
paitonnoi B wmicti Kuesi nepxaBHOT anminicrpanii, Permamenty [loxinbchkoi
paitonHoi B MicTi Kuesi nepxaBHOI agminicrparii, ITonoxeHHs NIpo oprasizaniifHum
pimnin amapary Iloxinbcekoi paiioHHOT B micti KreBi nepxaBHoi aaMinicTparii, niel
mocaz0Boi {HCTPYKIIii Ta {HIIMX aKTiB 3aKOHONABCTBA, IIO CTOCYIOTHCA JepKaBHOT
cy>x6w i mismeHocti IToinmbehkoi pailoHHOT B micti Knesi nepxapHol aaMiHicTpaii;

- 33 HEHAJeXKHY POOOTY 3 KOHTPOJIBHUMH JOKYMEHTaMH, IOPYIICHHA TEPMIHIB
X BUKOHAHHS,

- 332 PO3TOJIOUIEHHS KOHGiTeHIIHHOT indopmarii, ska crana oMy BiIOMOIO Mif
yac BIKOHAHHS CBOIX CITykOO0BHX 000B’A3KIB;

- 3a MOpYyUIeHHs BHMOT MpPaBUI BHYTPIIIHBOTO TPYIOBOTO PO3MOPSIKY
nparieaukis [Lo1iTeChKOT paioHHOI B micTi Kuesi nepikaBHoi aqMiHicTpallii, IpaBui
Ta HOPM OXOPOHH Ipalli Ta IPOTHIIOKEKHOTO 3aXUCTY;

- 3a MOpYWIEHHs HOPM ETHKHM IOBEJIHKH JEPKaBHOIO cy’kO0BLS  Ta
oOMeXeHb, II0B’ I3aHUX 3 TPOXOKEHHAM JepKaBHOT CITyxKOu;

- 3a 30epeXeHHs BBIpeHOro HOMY JCPXKaBHOTO MaiiHa, OPITEeXHIKH Ta
IOKYMeHTaI{l.



5. BBAEMOBIJJHOCHHH 3A TIOCA10IO

5.1. TonoBHMI crHemiamicT OTpEMYye [OpYydYeHHsS Oe3mocepelHbo Bil
HavYaJIbHUKA BIAJLLY.

5.2. TlomaHHA TOJOBHMM CIIEIIaTicTOM [IOKYMEHTIB Ha TiANHC TOJIOBI,
TepIIOMY 3aCTYIHUKY TOJOBH, 3aCTYIIHUKY T'OJIOBH, KEPIBHUKY anapary, 3acTyIHHUKY
KepiBHuka anapaty [lominecekoi paiiorHOT B MicTi KueBi nepskaBHOl aamiHicTpamii
3MIICHIOETHCS TiCIIs TOTOKEHHS 3 HaYaIbHUKOM BIIILTY.

5.3. T'onoBHMi crHeliaJlicT BIAALTY y INpoleci BHKOHAHHS IIOKIAIeHHX Ha
BiIIIT 3aBAaHb B3aEMOJII€ 3 IHIIMMH CTPYKTYpHHUMH mifpo3aitamu I[lominecekoi
paiionnoi B micTi Kuesi nepxaBHoi aaMinicTpanii, BUKOHaBYMM opranoM KHiBChKOT
micekoi pamu (KuiBcbkoi Micbkol IepikaBHOI aaMiHICTpauil), TEpHUTOpialbHAMH
OopraHaMy IIEHTPaJbHMX OpraHiB BHKOHABYOI BIAJM, OpPraHaMH MICIIEBOTO
CaMOBpSIyBaHHs, 3aKOPJOHHUMH JHIUIOMAaTHYHUMHU YCTaHOBaMH YKpaiHH, a TaKoX
MiONpHEMCTBAMH, YCTAaHOBAMH Ta OpraHizaliiMu ycix (GOpM  BJIACHOCTI,
rpoMaZsiHaMU — MEIIKaHLSMHA paioHy.
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