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YUPEKIACHUA BBICIIIETO 06p8,30B8.HI/I5[
«MockoBCKas rocyiapCTB€HHasd aKaaACMIA (1)PI3H‘-ICCKOI\/JI KYJIBTYPBED?»

VYmpaBneHne KagpoB M JEIONPOU3BOJACTBA  SBJIAETCS CaMOCTOSATENbHBIM
crpykrypubiM moapasfeneHueM PI'BOY BO «MockoBckas rocymapCTBeHHas
akageMust (PU3UHecKod KyJIbTyphD», Janee AKaIeMud, NeHCTByeT HAa OCHOBAHUU
VYcTaBa akameMun, 3aKoHOAAaTebeTBOM Pocculickoit Demepauuy U MOSIAHICTCS
HEIMTOCPEACTBEHHO PEKTOPY aKaJeMuH.

Hacrosiiee TOJNOKEHHE OIpefelsieT Ha3Ha4YeHWe, LeNnd, 3aJaud, (yHKIWH,
OTBETCTBEHHOCTB, IIpaBa U OCHOBBI AEATEIILHOCTH.

B cBoeit gesTenbHOCTH  YTpaBleHWe pPYyKOBOJICTBYETCS — AEMCTBYIOIIUM
3aKOHONIaTeNIbCTBOM, HOPMAaTHBHO-IIPABOBBIMU aKTaMU Y METOAUYECKUMU
MarepualaMyd MO0 KaApOBOMY MEHEIXMEHTYy M BOIIpOCaM TpPYAOBOIO IIpaBa,
OpPraHU3aLIUOHHO-PACIOPSAIUTEIPHEIMA JOKYMEHTAMU aKaJAEeMUU W HACTOSALIMM
IIOJIOXKEHUEM.

JesTenbHOCT,  YTIpaBIEHHsS] OCYIIECTBISIETCS Ha OCHOBE IIEPCOHAIBHOU
OTBETCTBEHHOCTH paOOTHUKOB 3a HaJJIeKalee UCIIOTHEHUE BO3JIOKEHHBIX HA HUX
JOJDKHOCTHBIX 00513aHHOCTEN U OT/IEIBHBIX IOPYUeHUH HadallbHUKA Y IPABIICHUA.
HauanpHuK W ApyTHe paGOTHHKM YTIpaBlIeHHsS Ha3HAYAIOTCS HA JOIDKHOCTH H
OCBOOOXXJIAIOTCS OT 3aHUMAaeMBIX IOJDKHOCTEM IPUKAa30M pPEKTOpa aKaJeMUU B
COOTBETCTBHUH C IEUCTBYIOIMINM 3aKOHOJAATEIBCTBOM Poccuiickoi Penepanuu.
Kpanuduxaunonnele TpeboBaHWs, (GYHKIHMOHANBHBIE OOS3aHHOCTH, IIPaBa,
OTBETCTBEHHOCTh HAYANbHHKA U JpYyTHX pabOTHHKOB perIaMeHTHPYIOTCH
JOJDKHOCTHBIMU UHCTPYKIIUSIMU, YTBEPKIAaeMBIMU PEKTOPOM aKaIEMUHU.
VYrpaBneHre KaJpoB W JAEIONPOU3BOACTBA BO3IVIABIAET HAYalIbHUK, HMEIOIIUHA
BBICIIIee 00pa3oBaHue U CTaX pabOoThI MO OpraHU3alluy yIPaBIeHUs KaJpaMy UIH
Ha UHBIX PyKOBOISIMINX JOJKHOCTAX HE MEHEe 5 JIeT.



HAYAJBHHUK YIIPABJIEHUS KAJIPOB X AEJIOIIPONU3BO/ICTBA:

- PYKOBOJMT BCell [IEATEIBHOCTHIO YIPAaBICHUS, HECET MEePCOHANIBHYIO
OTBETCTBEHHOCTH 33 CBOEBPEMEHHOE U KaueCTBEHHOE BBIMIOJHEHHME BO3JI0KEHHBIX
Ha OTHAeN 3a1a4d U GHyHKIWN;

- OCYINECTBISET B Ipefenax CBOeH KOMIETeHIMM (QYHKIUA YIpaBlIeHH,
TIIPUHUMAET pelleHus], 00s3aTeIbHbIe I BceX pabOTHUKOB Y IIpaBICHHS;

- pacmpeiensieT QyHKIMOHATIbHEIe 00A3aHHOCTH ¥ OTIEJbHbIEe TOPYICHIT MEXIY
COTPYIHHMKaMH,  yCTAHABIUBaeT  CTEllEHb KX  OTBETCTBCHHOCTH,  IIPH
HEOOXOMMMOCTH BHOCHUT IIPEMJIOKEHMs DPEKTOpY = aKafieMHu 00 M3MCHEHUH
JTOJDKHOCTHBIX MHCTPYKIMH ITOMUMHEHHEIX eMy PaOOTHHKOB;

- BHOCUT PYKOBOICTBY akKaAeMHuH IIPECAJIOXCHHUS IIO COBCPIICHCTBOBAaHUIO pa6OTBI
YHpaBJICHI/ISI, OIITHUMHU3AllUH €TI0 CTPYKTYPHI U IITATHOMH YUCIICHHOCTH;,

- Y4aCTBYCT B IIOAI'OTOBKE IIPHUKA30B, pacnomeeHI/Iﬁ U HHBIX JOKYMCHTOB,
KacaroImuxcs BO3JI0KECHHBIX Ha OTACI 3a4a4 1 (byHKIJ;I/H‘/'I,

- IPUHUMAET HEOOXOMUMEIE MepH! IS YIIyUHNIeH!s. MaTepHalbHO-TEXHHYECKOTO U
UHPOPMAIIOHHOTO obecrevyeHus, YCITOBHIH TpyIa, MTOBBITIIEHUS
IpodheCCHOHaNEHOM MOATOTOBKYH pabOTHUKOB Y IPaBICHNS;

- YYacTBYET B IOJO0pE M paccTaHOBKE KaIpOB, BHOCUT PYKOBOJICTBY aKaJEeMHH
TIPEIJIOKEHUS O TOONIPEHUH M HANOXEHWM IUCHUIUIMHAPHBEIX B3BICKAHMHA Ha
pabOTHUKOB YTIpaBieHUs, HANpPaBICHWH WX Ha IEPENOATrOTOBKY U IIOBBILICHHE
KBTI (DUKAIIY;

- COBEPINICHCTBYET CUCTEMY TPYAOBOM MOTHBAITMH PaOOTHHUKOB;

- OCYIIECTBIISIET KOHTPOJb UCTIONTHEHUSI TOJDKHOCTHBIX — OOS3aHHOCTEH,
coOMIoieHrEM TPy IOBOY AUCIUIUTHHEI ¥ JeSITETBHOCTRIO Y IIPABIEHHUS B LIETIOM;

- OTBEYAeT 32 KaJApOBOE AETIONPOU3BOJICTRO;

- TIpUHUMaeT Mephl o obecrieueHUI0 0e30IMacCHBIX YCIOBHM Tpvia pabOTHHUKOB
TIOAApa3AeIcHHUSL.

B mepwon OTCYTCTBHS HaualbHUKA YTIPABIEHWS €ro OOS3aHHOCTU HUCIIONHIET
3aMECTUTENb HaYallbHUKA YIIPaBIeHUs, Ha3HAYCHHEIN PeKTOPOM aKaIeMUH.
HavanpHuk YIpaBneHus WIH 3aMeCTUTeNh HAauaTbHUKA, BpEMEHHO HCITONTHSIONHAN
0053aHHOCTY HauyaJ bHUKA YIIPABICHHUS, HUMCIOT IIPaBO IIOMAIHCH JOKYMEHTOB,
HaNpaBsieMbIX OT UMEHH YIIPaBIeHIs KaJpOB U ASTONPOU3BOACTBA IO BOMIPOCAM,
BXOZSIIIAM B UX KOMITETCHIIHIO. |

VYnpapneHue KaApoB U JEIONPOU3BOACTBA OCYIIECTBIISET CBOIO AESITEIBHOCTh BO
B3aUMOJICHCTBAN C JAPYTUMH CIYX0aMH W CTPYKTYPHBIME IIOAPa3elICHASMU
AxagemMuu, a Takke B IpefelaX CBOeM KOMIETEHIMM CO CTOPOHHHMU
OpTaHU3aIUAMH.

3a HeHajexallee HCIONHCHUE [OJKHOCTHBIX O0Os3aHHOCTEH M HapyIlIeHHe
TPYAOBOH MUCHMIUIMHE! paOOTHUKKA YTIpaBlICHUS KaIpOB M MEJONPOU3BOIACTBA
HECYT OTBETCTBEHHOCTh B TMOPSOKE, IMPEIyCMOTPEHHBIM JACUCTBYIOIINM
3aKOHOIATEIECTBOM.



Hacrosiiiee mooxxeHne, CTPYKTypa ¥ IITaTHOE paclicaHue Y IpaBIIeHUs KaipoB U
JETONPOM3BOACTBA YTBEPXKAAETCS PEKTOpoM MOCKOBCKOH rocCyapCTBEHHOH
aKameMuy GU3UIeCcKON KyJIbTYpPHL.

[Itarel YrpaBieHHs KagpoB W AENONPOM3BOACTBA YTBEPKIAIOTCS DPEKTOPOM
aKajeMrH B IIpefesax oOuel YruciieHHOCTH U GOHAa 3apabOoTHOM AT

CTPYKTYPA YIIPABJEHUS KAJIPOB n JEJTOIPOU3BOICTBA

1.
2.
3.

OT/IeJI KaJPOB;
KaHIeIsIpus;
apXHB.

B otesie kaapoB co3AaHbI YYaCTKH 10 BHIaM paloT:

- BOEHHO-YY€THBIU CTOJI;

- CTyJeHYeCKHii 0THe) KaapoB (Ha ¢aKynbTeTax JHEBHOH U 3209HON dopm
o0yueHus).

OCHOBHBIE 3ATTAYT YIIPABJIEHUSI KAJIPOB H

AEJOITPOMN3BOJACTBA
1. KagpoBoe obecrieuenne AesTENbHOCTH aKaJeMUU.
2. YmpapieHHE IMepCOHATOM Ha OCHOBE COBPEMEHHEBIX METONOB KaIpOBOIO
MEHEIKMEHTA.
3. Oprau3anuoHHO-METOANYECKOE PYKOBOACTBO, KOOPAMHALMA M KOHTPOIL
JIEATEIbHOCTH CTPYKTYPHBIX IOApA3CIeHUN  aKaJeMWH I10 KaIpOBBIM
~ BOIIpOCaM.
4. TlogrotoBka M IpeAcTaBlIeHHE PYKOBOACTBY akaIeMHUH HHGOPMAaLHOHHO-
. aHAIUTHYECKUX MaTepHAIOB O COCTOSSHMM M IEpPCIeKTHUBaX pa3BUTHS
KaJIpOBOU cITyKOBI aKaIeMHUU. ,
5. CoBeplIEHCTBOBAaHUE U BHEAPEHUE HOBBIX METOAOB OpraHu3aluy paboTsl, B
TOM 4YHCJE Ha OCHOBE HCIIONB30BAHMS COBPEMEHHBIX HHGOPMAIIMOHHBIX
TEXHOJIOTUM.

6. Ilonbop, paccTaHoOBKa, BOCTIUTAHNE M CO3TaHHNe KaIpOBOro pe3epna.

7. ObecrieueHue paBs, JIbTOT U FapaHTHil pabOTHIKOB AKaJIeMHH.

8. YuacTHe B Mpelenax CBOSH KOMIIETEHIMH B IIOATOTOBKE U MCIIONHEHWH
YIIPaBIEHUYECKHAX PEIIEHUN PYKOBOACTBA aKaIeMHUU.

9. PemeHrie UHBIX 331a4 B COOTBETCTBHH C LICTITMH aKaJeMHH.

OCHOBHBIE ¢YHKIINHU YIIPABJIEHUS KAJAPOB "
AEJOITPOU3BOJICTBA

1.

KommiekToBanume akageMuy KagpaMd IpodeccopcKO-TIperoaaBaTeIhcKoro
cocraa (IIIC), paboumx wu cuyxammx TpedyeMBIX Ipodeccui,



CIIEIIMANBHOCTEN ¥ KBaTH(HUKAIIUKA B COOTBETCTBUU C IEJIAMU U YCIOBUSAMHU
JESTCITFHOCTH By3a.

2. ®opMHpoBaHHe U BeleHHe y4uéTa JAHHBIX O KOJIMYECTBEHHOM H
Ka4yecTBEHHOM COCTaBe KalpoB AKaJleMUH, UX ABM)KEHUU U Pa3BUTUH.

3. OmpefeneHre TEKYIEH i IePCIeKTHBHON IOTPEOHOCTH B KaJpaX Ha OCHOBE
M3yueHHs pHIHKA TPyJd, YCTAHOBICHWS NPAMBIX CBA3ed ¢ y4eOHBIMU
3aBEJICHISIME M CIIY)KOaMH 3aHATOCTH, KOHTaKTOB CO CIIOPTUBHBIMH U
HHBIMY OpTaHU3alMIMH.

4. VadopMmupoBanie paGOTHUKOB AKaJleMHH 00 MMEIOIIHUXCS BaKaHCI/ISIX
HCIIONE30BaHAE CPEICTB  MacCOBOM HH(bopMauHI/I JUIL  TIOMEIICHUS
o0BIBIEHHH O HaliMe paOOTHHUKOB.

5. Ompenenenve U pa3paboTKa KaJpoBOH NOIMTHKM M KaIpOBOU CTpaTeru B
COOTBETCTBUM C HAIIPABIIEHHEM JESTENbHOCTH AKaIeMHH U Chepoit e&
JIeSTeTbHOCTH.

6. OcyuiecTBienne paboThl O MORO0pPY, 0TOOPY M PAaCCTAHOBKE KalIpoB Ha
OCHOBE OIIEHKH MX KBaIM(HKAINH, JIHIHBIX U IETIOBBIX KauyeCTB;

7. KOHTpONb TPaBHIBHOCTH HCIIONB30BaHMA PAabOTHHMKOB B IOAPAa3fIeNeHUIX
By3a.

8. IlpuéM u paccTaHOBKAa MOJOABIX CIELWATHCTOB B COOTBETCTBHU C
HOIy4eHHOM mpodeccueit u creranbHOCTh0. (OKasaHue IIOMONIM B
TPYHOYCTPOUCTBE MOJIOJIBIM CIIEIIAATNCTaM-BhIIy CKHIKAM aKaJeMHUH.

9. Cosmanme pesepBa KaJpoB Ha OCHOBE TakUX (hopM, Kak INIaHHUPOBAHUE
JIEIOBOM  Kapbephl, pOTAIlMOHHOE IIEepEelBIDKEHHE pPYKOBOIUTENEH H
CIEeHaIuCTOB, OOydeHHe Ha CIeIUalbHBIX Kypcax, CTaKHpOBKa Ha
COOTBETCTBYIOIINX HOJDKHOCTSX.

lu.ArTecTanus pabOTHUKOB AKafeMuu, e€ MeToIudeckoe U HH(OpMaI[HOHHOE
obecIiedeHne, aHalli3 pe3yNbTaTOB aTTeCcTallud, pa3padoTka MepOoNpHUsITHH
[0 pealw3alldyd pEIIeHHH aTTeCTAlMOHHBIX KOMHCCHM, TOATOTOBKA
MIPEIJIOKEHUH 10
COBEpPIIICHCTBOBAHMIO IIPOBEICHUS aTTECTAIUH.

- 11.CBoeBpemenHoe odopMieHre mnpuéMa, TIiepeBofa U  YBOJIbHEHHA

pabotHrkoB B cooTBeTcTtBHH ¢ TPYJIOBBIM 3AKOHOIATEJIECTBOM,

TIOJIOKEHUAMH, HHCTPYKIMSAMU U IMPUKa3aMU PEKTopa aKkaJeMuu, ydéT JUIHOIO

cocraBa paOOTHUKOB, BBIJa4a apXUBHBEIX CIIPAaBOK, CIIPaBOK O HACTOAIIEH U

IPOLULION TPYIOBOM [eSTeNbHOCTH pabOOTHHKOB, XpaHEHWE M 3allOJIHEHWE

TPYIOBBIX KHIDKEK, BBIa4a TPYIOBBIX KHIDKEK BIIEpBBIE IIOCTYIAIOIMIMM Ha

paboTy U BeJeHUE YCTAaHOBICHHOM NOKYMEHTallMX IO KajpaM, IOArOTOBKa

MaTepHalioB [ TIPeICTaBIeHUs [IepCOHAaNa K MTOOMIPEHUIM U HarpaKICHUSAM.

12.ITonroroBka MOKyMEHTAIlMU IO IIEHCHOHHOMY CTPaXOBaHWIO, LOKYMEHTOB

IUISI Ha3HAYeHHUS eHCHH paboTHUKAaM aKaJieMUH, IIpeCTaBIeHHe JOKYMEHTOB B

OpTraH COITHAIEHOTO O0ecleYe U U IIEHCUOHHBIN (DOHJI, UCUUCIIEHHe O0IIEero u

HETPEepPBIBHOTO CTaka paboThl I YCTAHOBJICHHS pa3MepoB IOCOOUS 110

COLIMAIbHOMY CTPaxXOBaHHIO, IIPH nepecuére paHee Ha3HAUeHHBIX [IEHCUH.

13.CoBepiiieHCTBOBaHHE HAYYHO-METOAMYECKOro oOecTedeHusl KaIpOoBOU

paboThl, € MaTepHaTbHO-TEXHUIECKOH M WHPOPMAIMOHHON Oa3bl, BHEPEHUE

COBpPEMEHHBIX  METOJZOB  YIIPaBleHWs  KagpaMd C  WCHIOJIb30BaHUEM
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aBTOMAaTU3UPOBAHHEIX CHUCTEM KW aBTOMAaTH3HWPOBAaHHBIX pa6quX MECCT
pa6OTHI/IKOB ynpaBHeHI/IH KaapoB H HACJIIONIPOH3BOACTBA, CO3HaHHC OaHKa
JaHHBIX O IE€pCOHAaNiC aKaJEMHUU, €I0 COBPEMCHHOC OOHOBJIEHHE U IIOTIOJTHEHUE
n OHepaTI/IBHOG [MpeacTaBJICHUC HeO6XO,Z[HMOfI I/IH(I)OpMaLII/II/I.

14.KOHTpONIb HCIOTHEHUS PYKOBOIUTENSIMU CTPYKTYPHBIX I10[pa3leleHui
IeHCTBYIOIINX HOPMATHMBHO-TIPABOBEIX aKTOB, 4 TaKKe [IPUKA30B U
pPaCIOpsOKEHMM peKkTopa akaeMHHM IO BOIpOCaM KaJpOBOH IIONUTHKH H
paboThI C IEPCOHAIOM.

15.Cobmronenue opsaKa TPy LOYCTPOICTBA 51 nepeo0yyeHHs
BEICBOOOXIAFOIIAXCS pAOOTHUKOB, TIPEIOCTABICHNE UM yCTaHOBIEHHBIX JIBIOT
U KOMIIEHCaIuu.

16.AHanu3 KagpoBO# paboTHl B akaiemuH, pa3paboTKa MIpemsioKeHUU Io eé
VIIYUIIEHUIO, II0 COBEPIIEHCTBOBAHUIO KAPOBOI pabOTHI.

17. Pabota ¢ mepcoHaIbHBIMHU NaHHBIMHA PaOOTHUKOB AKaJeMUH.
18.0OcymiecTBieHre KOHTPOJS BBIIONHEHUS TPa@UKOB OTITyCKOB, KOHTPOIS
COCTOSIHUS TpPYZOBOM [WCLWIUIMHBI B ToApa3feleHusIX AxaaeMuud U
cobmofieHnss pabOTHUKAMH IIpaBUI BHYTPEHHEro TPyAOBOTO pAcIOpKa,
OXpaHbl TPyJa, aHAIU3 IPUYNH TEKy4eCcTH KaapoB, pa3paboTKa W ydacTue B
paboTe 110 YKpPEIUIHHIO TPYLOBOH MUCHUINIMHBI, CHIDKCHHIO TEKy4YecTH
KaapoB.

19. CocraBnenne rpadUKOB OTIIyCKOB, OQOpMIICHHE IIPHKAa30B O
IIPEIOCTABIIEHUN Pa0OTHUKAM pPa3lWYHBIX BHIOB OTIIYCKOB, YUYET KOJIHYECTBA
UCIIONB30BaHHBIX THEH OTITyCKa.

20.Y4éT nMYHOro cocTaBa IyTEM COCTABICHHS pPa3IMYHOTO BHAA YYETOB.
Benenne yuéta m cocTaBleHHE YCTaHOBIEHHON OTYETHOCTH IO KaIpOBOI
pabore. |

21. Pabota ¢ mucTKaMu HETPYIOCIIOCOOHOCTH.

22. llogroroBKa M BBIAA4Ya CIPaBOK O 3aHMMAEMOM MOJDKHOCTH U IIEPUOJIE
pabotel B AkaneMuu, CBeNEHHH O TPYZOBOM [EATENHEHOCTA MU KOIMH
JIOKYMEHTOB, CBA3AHHBIX C TPYAOBOH IEATENbHOCTHIO pAOOTHHKOB.

23.Brimaya  OOKyMEHTOB 00 00pa3oBaHWM  BEIIYCKHHKAM  AKaJeMNH,
IOyOIUKaTOB-JUINIOMOB, B3aMeH YTEPSAHHBIX. :

24. BsauMopelcTBHE€ CO CTOPOHHHMH OpraHW3alMsIMH [0  BOIPOCAM
KOMIIETEHIIWN KaJPOB CIIYXXOBI, & KMEHHO:

- BOCHHBIMH KOMHCCapHaTaMU 110 BOIPOCaM [IOCTaHOBKH, CHATHSI C BOMHCKOIO
y4€Tra pabOTHUKOB AKaJeMuH, UX y4éTa U IPEIOCTaBICHUS OTYETOB;

- TICHCHOHHEIM (hOHIOM POCCI/II/ICKOI/I Qenepanyn B LENIX NPEIOCTABICHHS
TpeOyeMEIX TOKYMEHTOB;

- OpraHaMu CTATUCTUKHU C LEBIO IPENOCTABICHUS CTATHCTHYSCKUX OTUYETOB,;

- ¢ conuanbHEIM doHnoM Poccun;

- Ha noptasie PaboTa B Poccuu;

- ¢ (POHJOM 3aHATOCTH T. JIFOOepITHI. .

25.Benenre ydera BOEHHOOOSI3aHHBIX 3allaca, JIHI IIPH3LIBHOIO BO3PACTa,
OpoHUpOBaHUe IpaxaaH, MPeOBIBAOIIKX B 3amIace.

26. YyacTre B paboTe KOMHUCCHH IO COLIMATTFHOMY CTPaXOBaHHIO.
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27. IlpuéM 1 OTIpaBKa KOPPECIIOHAEHIIUH.

28. Begenne yu€Ta BXOASIINX M HCXOMAINUX NOKYMEHTOB, MX DErMCTpaIvsd,
KOHTPOJb UCITOJTHEHUS.

29.03gakomMinenne  pabOTHUKOB ~ AKaJeMHH  C  COOTBETCTBYIOIIMMHU
JOKYMEHTaMHU.

30. Toxroroska KaJIPOBOI/I JOKYMEHTAlMH Uit Iepefladd B apxuB Uik
JTapHeHIIero XpaHeHus.

31. ITocranoBka paboOTEl apXUBa B COOTBETCTBUHU C JEHCTBYIOMUMHA HOPMaAMH.
32. Opranu3anys MCIONB30BaHUA M XPaHEHHUs JOKYMEHTOB, 3aKOHYCHHBIX
JENOMPOU3BOACTBOM.

33. Ocy1ecTBIeHUE N€JI0BOR nepenncm C OpFaHI/IBaI_[I/ISIMI/I U OTHENbHBIMU
rpaxxJaHaMH.

34. Begmenuwe TIEpPCOHANBEHOTO CTAaTUCTUYECKOIO YyuéTa BCEX KaTeropui
pabOTHHKOB akKaIeMWH 110 YCTaHOBIEHHBIM (popMaM H COBEPIIEHCTBOBAHHE
METONOB 00pabOTKY U HaKOIUIEHUS 0a3bl JaHHBIX.

35. ®opmupoBaHue (COBMECTHO € Oyxranrepuei) IITATHOIO DACIHCAHHUS
AxanemMun. »

36. KoncynprupoBanue pabOTHHKOB AKaJeMHM [0 BOIPOCaM TpyIOBOIO
3aKOHOJATENhCTBA, B TOM YKCJI€ OTBETHI Ha 3aIPOCHI, KAIOOB!  00paIieHus u
OCYIIeCTBIICHHE UHBIX QYHKIMI B IIpefieNiax CBoel KOMIIETEHIIMH.

MPABA 1 OTBETCTBEHHOCTbD

VYrpapnenue KagpoB U IETONIPOMU3BOACTBA UMEET IPaBo:

- MONyYaTh HOCTYIAIOUIME B aKaJeMHUIO NOKYMEHTHI M MHBIE HH(GOPMAIMOHHEIE
MaTepuansl 10 HPOGUII0 CBOSH MNEATENhHOCTH Ui O3HAKOMIIEHHs, yuéTa H
UCIONB30BaHMs B pabore;

- TpeboBaTh IIpH NpUEMe Ha paboTy IpencTaBlIeH!s] HEOOXOIUMBIX TOKYMEHTOB;

- 3ampallliBaTh M IIOJNydaTb OT PYKOBOJCTBA akaleMHU M e€ CTPYKTYpHBIX
TIofipa3ieNieHuit HHPOPMaIIio, HeOOXOUMYIO IJIs BRITIOJHEHHUS BO3JIOKEHHBIX Ha
oTIen 3ama4y U QYHKLUH;

- nposepsaTs cobmogenne TPYIOBOI'O 3AKOHOJATEJILCTBA B
IeSITeTFHOCTH aKaleMIH;

- OCYIIECTBJISTh B IIpeJieNlax CBOEM KOMIIETEHIMH IIPOBEPKY JESTEIbHOCTH
CTPYKTYPHBIX IIOApa3felieHu 1o KaJpoBEIM BOIIPOCaM, O pe3yiIpTaTax IIPOBEPKH
IOKIIaIBIBATh PYKOBOJCTBY aKaJIeMHUM; .

- BHOCHTb TIPEMJIOKEHUS TI0 BOIIPOCaM OpTaHU3aIK KaIpoBoit paboTsl;

- BHOCHUTH MPEMJIOKEHUs II0 COBEPIIEHCTBOBaHMIO (OpM U METOHOB paboTEI
YIPaBICHHUS

- y4acTBOBaTh B paboTe 1o moabopy M pacCTaHOBKE KaIpoB IO MPOMUIIO CBOEH
TeSITEeEHOCTH;

- BHOCHUTD MPEJIOKEHUS PEKTOPY IO IOBBIIICHUIO KBATHGUKAIME, TOOLIPEHUIO 1
HaJIOXKEHMIO B3LICKAHMM Ha pabOTHUKOB aKaJeMHUd 10 Mpoduio cBoeH
IesITeTbHOCTH;



- BECTH MEPenucKy IO BOMPOcaM, OTHOCAIIUMCS K KOMIIETCHIMH YTIPaBIICHIT
KaJIpOB;

- [aBaTh pa3bICHEHUS M PEKOMEHIALMH II0 BOIPOCAM, OTHOCAIIAMCS K
KOMIIETEHIIHH KaJIpoBOH paboTEL;

- y4aCTBOBATh B COBEILAHUAX IIPH PaCCMOTPEHHUH KaIPOBEIX BOITPOCOB.

HAYAJBHUK Vnpabjienuss KaapoB H  AeJIONPOH3BOJACTBA  HECET
IHMEPCOHAJIBHYIO OTBETCTBEHHOCTD 3a: ,

- BLINOJHEHME BO3JIOXKEHHBEIX Ha VYTpaBlIeHHE KaIpoB M [EJOIPOU3BOACTBA
byHKUIM] U 33124, _

- OpraHMsaiEio paboThl OTHella, CBOEBPEMEHHOE W KBaTH(UIMPOBAHHOE
BHIIIOJIHEHHE  IIPUKA30B W  PACHOpPSDKEHWM, IIOpYUYEHHH  BBINIECTOSUIETO
PYKOBOICTBa, HEHUCTBYIOUIMX HOPMATHBHO-TIPABOBBIX aKTOB IO  BOIIPOCAM
KaJIpOBOH pabOTHI; ,

- paupoHaIbHOE U 3G OEeKTUBHOE UCIIONB30BaHIE MaTepHAIbHBIX, (GMHAHCOBBIX H
KaJIpOBBIX PECYpPCOB;

- COCTOSTHHE TPYJIOBOH M HCIOIHUTEILCKOH AMCLUILUIMHEL B OT/ENE, BHITOJIHEHHE
paboTHUKaMU CBOUX (yHKIIMOHATBHBIX 00s3aHHOCTEH;

- coOmofeHre pabOTHUKaMH YIIpaBJIEHHS KagpoB U JEJONPOU3BOJACTBA MPaBUI
BHYTPEHHETO0 TPYAOBOTO pACIOpSAOKa, CAHUTApPHO-TUTHEHUYECKOro peXHma,
IIPOTHUBONOXXAPHOH 6€30IaCHOCTH U TeXHUKHU 06€30T1acHOCTH, OXpaHbl TPYAa;

- BeJleHHEe JOKyMEHTAIlMH, MpedyCMOTPEeHHON NeHCTBYIOIMMHA HOPMATHUBHO-
IIPaBOBEIMH U JIOKQJIGHBIMH aKTaMH;

- IIPENOCTaBJIeHNE B YCTAHOBJIEHHOM IIOPSIKE NOCTOBEPHON CTATHCTUYECKOH H
MHOM NHGOpMAIH 0 eATeIbHOCTH YIIpaBIeHHUS KaaIpoB U eI0IPON3BOICTBRA;

- TOTOBHOCTh YTpaBIEeHHUS KaJpPOB W JEIOMPOHM3BOACTBA K paboTe B YCIOBHAX
Ype3BBIYAHHBIX CHTYALIHH.

OTBETCTBEHHOCTH PA0OTHHKOB YIIpaBJeHHs KaJpOB H 1eJONMPOH3BOACTBA
YCTaHABIUBAETCA JOKHOCTHBIMUA HHCTPYKLUWSMH M TpPHUKa3aMH pPeKTopa IIo
AKazeMuH.

OBA3AHHOCTH

VYnpasreHre KaipoB U AeJIONPOU3BOACTRBA 00I3aHO:

- CBOEBPEMEHHO M KA4ECTBEHHO B IIOJJHOM COOTBETCTBUM C TPYIOBBIM
3aKOHOATENBCTBOM, HOPMATHBHEIMH IIPABOBEIMH AaKTaMH, JIOKANTBHEIMH aKTaMH
OI'BOY BO «MockoBcKkas rocyJapCcTBeHHAS aKageMus (pU3MIecKOd KyJIbTyphD»,
OpPraHU3allMOHHO-PACIOPSANTEIPHEIMI  JOKyMeHTaMiu AKageMHH B 00acTH
KaapOoBOH paboTHI BRIMOJIHATE Bo3NIoxKeHHbIe Ha YK]I 3amaun;

- obecrieunBaTh COXPAHHOCTH INOJNyUYeHHBIX MEPCOHATIBHBIX MAHHBEIX PabOTHHKOB
OT pasriameHus (yTpaThl) B IIpoLecce uX 00paboTKy;

- oQopMIIATH X BBJAaBaTh B COOTBETCTBHH C IIMCHMEHHBIMH 3aIlpOCaMHU
(3asBICHUSMK) CIpaBKA, B TOM 4YHCIIE apXWBHBIE, BBIMUCKH U IpYyTHe
3allpallliBaeMble JOKYMEHTHl W (WJIH) WX KOIHMH, AYyOJIMKAaTHl JHUIJIOMOB 00
00pa3oBaHUy;



- TOAACpXWBATH YCIOBHUS, obecnednBaromue TpedyeMyro 3(QQPeKTHBHOCTD
KaJIpoBO#l paboTHI.

- YnpasJ/ieHne KaJpoB U JeJONPOH3BOACTBA HMeeT KPYIJIYIO Me4aTb ¢O CBOUM
HauMmeHoBaHueM u mTamn @®I'BOY BO «MockoBckasi rocyaapcTBeHHasi
axkajzeMusi QU3HYECKOH KYIbTyPLD).



