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NOCAJOBA ITHCTPYKHIA

roJIOBHOTO crienianicra Bigainy opranizauii aiiosoacTBa anapary
Hoainbebkoi pafionnoi B micti Knesi aepaasnoi agminicrpanii

1.3ATAJTBHI I1OJTOKEHHA

1.1. TonosHuil cneuianmicT Bimminy opradizamii OiNOBOJACTBA € NEPIKABHHM
Ty K6OBLEM, IPH3HAYAETLCS Ha [TOCAMy 1 3BIIBHAETRCS 3 OCAIM KEPIBHHKOM arnapary
ITominecpkol paiionHol B micti Kuesi neprapHol aaMiHicTpamii B yCTaHOBJIEHOMY
YHHHUM 3aKOHONABCTBOM IIOPSAKY 34 IONAHHSAM HavyalbHHKA Bijiay opraHizawii
MITOBO/ICTBA Ta 38 MOTOMKEHHAM 3 KEPIBHHKOM anapary.

1.2. TonoBHM crewiamicT Bigmimy opradisauil HimOBOACTRA 0e3MOCEPENHBO
MiANOPSAKOBaHYH HAUAIBHUKY BilTy oprasisanii ZUTOBOICTBEA.

1.3. Ha mocamy rosiosHOro creuiajicta Bixximy oprasisanii AinoBoacTBa
Iominscekoi pattonnoi B micti Kuesl mepixasHoi agMiricTpanil npusHadaerscs ocoda,
AKa Mae BHLIy OCBITYy 1 cTaxx poGoTH 3a (axoM He MeHIIE TPbOX pPOKIB,
posnopsmkenHaM [loxinbcokol paonnol B Micti Kuepi nepiapnoi anminicTpail.

1.4, V pasi BincyTHOCTI HayanbHUKA BiAINy BUKOHYE HOro 000B’ A3KH.

1.5. ¥V cBofit po6oTi ToNOBHUHA CreriamicT Bimuiny kepyeTbes KoHcTuTyLiero
Vkpainu, 3akoHamu Ykpainw, pimteHHsMua Bepxoeroi Pamn VYkpairu i KuiBcbkoi
Micekol pamm, ykasamu Ta posnopskexHaMH [Ipesunenta VYkpainu, KaGinery
MigicTpis Ykpainu, posnopsupkeHHsMH KuiBcbkoro micskoro ronosd, KuiBcbKol
MicbKkol mepkaBHOT anMimicTpanii, IHCTpyKkili€ro 3 AUIOBOACTBA B CTPYKTYPHHX
migposminax eukoHasuoro oprany KuiBcbkol micekol pamu (KuiBebkol MiChKOT
nepxaBHOT aAMiHicTpanii), patiomHmx B MicTi KueBi AepkaBHHX aIMIHICTpALlisX,
posTopAmKeHHAMH [loainscekol paitonsol B Micti KueBi nepixaproi anmminicrpauil,
Pernmamentom [lominecekoi padtonnoi B wicti Kuesi nepxasroi aaMidicTpauii,
TTono)keHHSIM TpoO BimAin oprawizawii mimosoxctea, wiero ITocamosoro iHCTpyKUi€rO, @
TAKOXK IIPaBUJIAMHY J1JIOBOr0 €THKETY.

1.6. Ha mepion BimcyTHOCTI roNOBHOTO creniamicTa BifmiMy oprasizanii
ALTOBOACTRA $10oro 060B’A3KH BUKOHYE iHINKH rojoBHUM CreliaicT Bianiny opradizamii
J1TOBOZICTBA.



2. 3ABJJAHHI TA OFO0B’A3KH

2.1. 3aBmanusMu Ta 000B’A3KaMH IOJIOBHOTO CIIeliaicTa €:

2.1.1. 3abe3nedyeHHss KyJbTYpH HUIOBOACTBA, BIIPOBADKEHHS  HAYKOBOL
opraHizauii mnpaui B amaparti IToxinechkol pattonHol B Micti Kuesi nepsxasHOI
anMiHicTpari.

2.1.2. HajmanHs  MeTOXMYHOI  HOIOMOTH  CTPYKTYPHHM  Iipposminam
pafifepxkaaminicTpanii mogo opradizauii MiNOBOAHUX MPOLECIB 3riJHO 3 BUMOTAMU
Pernamenty Iloainscekoi padonnoi B wmicti KueBi pepxaBHOi aaMimicTpauii Ta
IncTpyxuil 3 nizosoxcTsa.

2.1.3. Yuacte y pospoOnenti IuiaHiB poGOTH, IMONOXKEHb, KOMIIIEKCHUX
3aXOJIiB, IPOIIO3ULIH, IHIINX AHATITHYHUX MaTepiaaiB Bigaity opragizanii Ainosoxcrsa.

2.1.4. KoucyapraTuBHa po0oTa 3 NpaulliBHHKaMH YIIpaBliiHb, BIAAUIIB, CIyx6
paliaep:kaaMIHICTpalil 3 NHTaHb IIATOTOBKH IIPOEKTIB pPO3MOPAIDKEHL TOJMOBH Ta
BEIEHHS H1JIOBOICTBA.

2.1.5. IlpoBeneHHs KINMBKiCHOrO aHai3y T4 Yy3arallbHEHHS pPO3IOPSAIKEHE
palizepykagMinicTpailii 3a HanpAMKaMH COIIATbHO-€KOHOMIYHO] JisITbHOCTI,

2.1.6. OpraHizantis poGOTH 3 ONPAITOBAHHS KOPECHOHAEHUIT, 3AiMCHeHH
ONEPaTHBHOIO TMOIIYKY Ta I1H(QOpPMYBaHHS 32 JOKYMEHTaMH, SKi HauAXOmiITh 3
BUKOHapyoro opraHy Kuicbkol Micekol paau (KuiBcbkoi Michbkol mepskaBHOT
afMigicTpallil), 3a JOIOMOIOK aBTOMATH30BAaHO! CHCTEMH KOAYBaHHA Ta OOpoOKH
noxkymeHnris (ACKO/).

2.1.7. Hlepegaua 1m0 BiAAiYy KOHTPOIIO HOKYMEHTIB, AKi MAiOTh BH3HAUGHHIA
TEPMiH BUKOHAMHSI, J15 TIOAAJIBIIOTO BidMpalloBaHHs.

2.1.8. IlinroToBka npoeKTiB IOpydeHb KepiBHUNTBa [[0AINBCHKOI paiioHHO! B
micTi KneBi nepxasHol anminicTparii 1o ciy>kGoBHX HOKYMEHTIB.

2.1.9. 3niticHenns oOpoBku JOKYMeHTIB 3 rpugom «JICK».

2.1.10. 3abe3neueHns €AMHOTO NopAaKy Biabopy, o0:1iKy, CXOPOHHOCTI, SIKOCTI
00pobneHHad Ta BUKOPHCTaHHA JOKYMEHTIB, IO CTBOPIOKOTBCS IMiJ Yac MisABHOCTI
[Moginscexof pattonno! B Micti Kuesi aeprcaBrol aaMiHicTpanil, 1 nepenadi Ha aepixapie
30epiranHs.

2.1.11.  BuxoHaHHs  OIEpPaTUBHHX  JOPYYCHL  HavyaJdbHUKA  BiIALIY
opraHizarii AinoBoACTBA.

2.1.12. BukoHaHHs [IPaBHI, HOPM OXOPOHH IIpalll Ta IPOTHHOMKEKHOTQ 3aXUCTY.

2.1.13. BonoginHs nep)KaBHOI MOBOIO, 3ac00aMH OPTTEXHIKH Ta OCHOBHHMH
NIPHHLAIAMH poOOTH Ha KOMIT IOTepI.

3. [IPABA

3.1. TonoBHuMit crieniayticT BinaiTy Mae npago:

3.1.1. OuepykyBaTd y BCTAHOBJICHOMY NOPAAKY iHdopMalilo Ta AOKYMEHTH,
HeoOXiHI [ BUKOHAHHS TIOKIANEHHX Ha BiXiN opranizauil HiToBOACTBa 3aBAaHL Ta
byHKIIH.

3.1.2. BHocuTH HavyaibHMKY BiILTY oprasizauii AinoBoACTBa IIPONIO3HUIIT HIOAO0
BIOCKOHANIEHHS POOOTH.

3.1.3. bpatu ywacth y 3nilicHeHHI NepeBipoK IIOA0 AOTpUMaHHS PernaMeHTy
paiiiepxaqMinicTpariii, CTaHy BEIEHHS [JINIOBOACTBA, BUMOr [0  CKJIaJaHHS,



oOPMITEHHST JIOKYMEHTIB B CTPYKTYPHHX Mimposdinax pafimepsxanminictpanii srinHo
IneTpyxuii 3 HinoBOKCTRA.
3.1.4. HapaBati MeTOXMYHO-KOHCYNBTAaTHBHY JIOIIOMOTY  CTPYKTYPHHM
niApo3ainaM palinepskaaminicrpalii B opranizanii poGoTH no BEASHHIO AITOBOACTEA.
3.1.5. bpatu yuacTh B ceMiHapaX, HaBYaHHAX IO NiABHINEHHIO KBali(ikauil
IEePXKaBHUX CITyOOBIIIB.

4. BITITIOBIJA/IBHICTH

4.1. TonoBHuit criewiasicT Hece BIANIOBIAAIbHICTE 3a!

4.1.1. 3abesneuenHs OOTpHUMaHHs BCTAHOBJIGHOTO MOpAAKY poDoTH 3
JOKyMEeHTaMH B paiiaep kaqMiHICTpauil.

4.1.2. CpoeuacHe i kpastithikoBaHe BUKOHAHHS 3aBJIaHb i JOPYUYEHb KepIBHHLITBA
Toxninbeskol pattornoi B MicTi Kuesi nepxarnoi agMinicTpauil Ta HaYaIbHUKA BIIILTY.

4,1.3. 30eperkeHHsT TOKYMeHTiB, SKi 3HaXoAAThes B iforo BimaHHi, MalHa Ta
o0nalmTyBaHHS, SIKe 3HAXOMUTHCS Ha 0OMIKy Y BILAIMI.

4.1.4. HoTpuMaHHSs TPYAOBOI Ta BHKOHABCHKOT NUCIIMIDIIHHY.

4,1.5. HeBukoHanHss YH HeHaJIe)KHE BHKOHaHHA CioyuOoBuX 00O0B’A3KiB,
TMIEPEBUILICHHS TTOBHOBa)KEHB, MOPYLIEHHS OOMEXKEHb, MOB’A3aHMX 3 MPOXOMKEHHIM
aepikaBHOT ciTy»kOu, Hece BIANOBINANIbHICTE 3TiAHO YHHHOIO 3aKOHONABCTBA.

5. B34EMOBITHOCHHH (3B°A3KH) 34 IIOCA OO

5.1. Hanae HeoOXimHy METOOWYHY JOIOMOTY CITIBPOOITHMKAM Y BHKOH&HHI
3aBJIaHb, JOPYYEHb.

5.2, Koopauaye cBoO pobOTYy 3 IHIIMMHM CTPYKTYPHHMH MNigpo3aiamMu
padtmepxaaminicTparlii, ciyxbaMu paitony.

5.3. 3miiicHIOE ONEPaTUBHUM 3B’5130K 3 PI3HMMM OpraHamMy BHKOHABYOI BJIalH,
CYMDKHHMHY chepamyl, HAYKOBUMH OpraHi3alliiMHi IpU BHUPILUEHH] NHTAHb, 1{0 HAJIEKATh
L0 HOTO KOMITETEHI]].
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