AnMmuHucTpaims AUIEPCKOT0 BHYTPUTOPOJICKOTO paiioHa
MVHHUIIAIAILHOTO 00pa30BaHUs TOPOACKOU OKPYT Topor-KypopT Coun

KpacHomapckoro kpas
(HauMeHOBaHME OTpaciIeBOro (PyHKIMOHAIFHOTO) MM TEPPUTOPUATIBHOTO OpraHa aIMHHUCTpanuy ropoja Coun)

HNudopmarust 0 BakaHTHON JODKHOCTH MYHUIIUTIAIBHOM CITyKObI

1. |ITo1HOE HAMMEHOBAHHE JOJKHOCTH:

Ha4YaJIbHUK OTJieJa 10 paboTe ¢ OOpalleHUsMH TpakJaH aJIMUHUCTPAIUH
AJUTEpCKOTO  BHYTPHTOPOACKOTO  paiioHa MYHHIMITAILHOTO  OOpa3oBaHUS
ropojickoit okpyr ropoa-kypopt Coun KpacHogapckoro kpas

IHopsinok 3amMelieHUs] BAKAHCHH
(c oOBsABIICHHEM KOHKYpCa Ha 3aMeleHue, Tn00 0e3 KOHKypca):

0e3 KOHKypca (110 uToraMm co0eceI0BaHus)

Kpartkoe onucanue 10/2KHOCTHBIX 00S1I3AaHHOCTEH

- OCYIIECTBIICHHE  MpHEeMa  TpaxJaH [0  JIMYHBIM  BOIpOCaM,
KOHCYJIbTHPOBAHUY M TIPUEM 3asIBICHUHN TPaKIaH;

- HaTIpaBJICHUE MHCEM, 3asABICHUN U jKano0 rpakJaHaM i paCCMOTPEHUS B
COOTBETCTBYIOIINE CTPYKTYPHBIE ITOIPA3/ICICHUS aIMHHUACTPAIMH PaliOHa;

- IPHEM ITPOCKTOB OTBETOB Ha OOpaIlleHHs IPaXiaH, MPOBEPKa MPABUILHOCTH
UX COCTaBJICHHA UM OQOPMIICHHUS, TIOJHOTHI M KayecTBa MPEICTaBICHHON
uHpOpMaINH;

- OCYILIECTBIICHHE PETHCTPAIIUH U BBIZIAYM OTBETOB Ha OOpAIICHUs TPaxJiaH;

- nHQOPMHUPOBAaHNE TPAXKIAH O MOPSIKE, CPOKAX M XOJIEC PACCMOTPEHUS UX
oOpalleHuii;

- BEZICHHE KapTOUEK yueTa 0OpalieHnil rpaKaad U OCYIIECTBICHNE KOHTPOJIS
3a CPOKAMH UX UCIIOJIHCHHS,

- Opranu3anus U OCYHICCTBIICHUC KOHTPOJIA 3a CBOCBPEMCHHLBIM IMOCTYIUICHUEM
OTBETOB Ha OOpaIleHHs TPaXkaaH, MPOXOKICHHUEM U CPOKAMH HCTIOTHEHUs 00paleHui
TpaxJaH;

- ydYacTHe B TIPOBEJICHHU MPHUEMOB TpaKJaH TJIaBOH MYHHUIUITAJIHHOTO
0o0pa3oBaHusl TOPOJCKOTO OKpYyr ropoa-kypopt Coum KpacHomapckoro kpas,
PYKOBOJUTEISIMA OTpPAcieBbIX ((YHKIMOHATIBHBIX) OPTraHOB aJMUHHCTPALUU
ropoaa Couu B aAMUHUCTpALIMU palioHa;

- OCYIECTBIICHHE MEPOIPHUATHI 10 OPraHU3aAIMH JIMIHBIX TIPUEMOB TIIaBOM
aJIMHUHUCTpAIIUU palioOHa;

- OCYIIECTBJICHUE BEIICHHS apXWBa JOKYMEHTOB IO OOpaIlEHHsIM T'pa)</IaH,
OCYIIECTBIICHHE TIOATOTOBKH JIOKYMEHTOB K TOCJEAYIONIEMY XPAaHCHHIO H
MCTIOJIH30BAHHMIO;

- OCYIIECTBJICHUE PETUCTPAINU, KOHBEPTOBAHHUS M OTIPABKH OTBETOB Ha
oOpaleHus rpaxaan




Tpeﬁosa}mﬂ K 3HAHU{IM 1 HaAaBbIKaM:

3HATh:

- Koncrutynuto Poccuiickoit ®@enepanuu, enepanbHble 3aKOHbI U MHBIE
HOpPMaTHUBHBIE TIpaBOBbIe akThl Poccuiickoit denepanuu, ¥YcraB Kpacnogapckoro
Kpas, 3aKOHbl U MHbIE HOpMaTUBHbIE akThl KpacHomapckoro kpas, ropoga Couu
peryJMpyIolMe COOTBETCTBYIONIUE C(Repbl ACSATEIHHOCTH, MPUMEHHUTEIHHO K
HCIIOJTHEHUIO CBOMX JOJDKHOCTHBIX 00sS3aHHOCTEH, MpaBaM U OTBETCTBEHHOCTH;

- 3aKOHOJIaTEJIbCTBO O MYHHITUTIATLHOM ci1yk0e B Poccuiickoit deneparuu
W 3aKOHOJATENIbCTBO O MYHHUIIMNAIBbHOW ciyxk0e B KpacHomapckoMm Kkpae,
MYHUIIUIIATbHBIE TTPABOBBIE aKThl O MYHHUIIUTIATBHOM CITykKO€;

- 3aKkoHOmaTenbCcTBO  Poccuiickorn @enepaun W 3aKOHOAATEIIBCTBO
Kpacnomapckoro kpast 0 pOTUBOIAEHCTBUY KOPPYIILIUU;

- 3aKOHOJIaTEJIbHbIE W WHBIC HOPMAaTUBHBIE MPABOBBIE AKTHI Poccuiickoin
@denepanviv, 3aKOHOJATEJIbHBIE W WHBIE HOPMATHUBHBIE MPABOBBIE  AKTHI
KpacHongapckoro kpasi, perjiaMeHTUPYIOIIHNE CTaTyC, CTPYKTYPY, KOMIIETEHIIMIO,
MOPSIZIOK OpraHU3aluu U JIeSITeIbHOCTh 3aKOHOJIaTENbHBIX (MPEICTaBUTENbHBIX) U
WCIIOJIHUTENBHBIX OPraHOB T'OCYJApCTBEHHOW BJIAcTH, OPraHOB MECTHOTO
CaMOyIIpaBJICHUS,

- YcraB MyHUIIMTIATBHOTO 00pa3oBanus ropoja — Kypopra Couu;

- HOpMBI OXPaHbI TpyAa U TPOTUBOIIOKAPHOW 3aLUTHI;

- IpaBUJIA JIEJIOBOTO ITUKETA;

- OCHOBBI HMH(OPMAIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHI;

- OCHOBBI TOCYJIAPCTBEHHOT'O U MYHHUIIUIIAJIILHOTO YIIPABJICHHUS;

- OCHOBBI IMpaBa, »JKOHOMHUKH, COLHAIbHO-TIOJUTUYECKOTO PpPa3BUTHS
00I11eCTBa;

- JIOKyYMEHTOB, ONPEACNSIOMMX MEPCIEKTUBBl pa3BuTus Poccuiickon
@®enepanuu, KpacHomapckoro kpas M MYHHMIMIAIBHOTO O0pa3oBaHMs, IO
PO UITIO JeATETLHOCTH;

- IOPSIAOK TMOJATOTOBKHM, COTJIACOBAHUSA M IPUHATHUS MYHHULIUIIAJIBHBIX
IIPABOBBIX AKTOB;

- MPAaBOBBIE ACIEKThl B 00JacCTH HHGOPMAIMOHHO-KOMMYHUKAITMOHHBIX
TEXHOJIOTUH;

- IpyTUe TOKYMEHTHI, pETJIaMEHTUPYIOIIUE IEATETHHOCTD OT/EINa 0 paboTe
¢ oOpaleHusMH TpaxaaH.

O6aagates npodeccuoHaIbHBIMU HaBBIKAMHU (YMEHUSIMU):

- BIIQJICHUS] COBPEMEHHBIMH CPEJICTBAMHU, METOJAMH U TEXHOJIOTUSIMH PAOOTHI
¢ uHdopmaluen u TOKyMEHTaMH;

- BIIaJicHUs HHOPMAIMOHHO-KOMMYHHUKAITMOHHBIMU TEXHOJOTHAMU;

- paborel B wuH(poOpmanmoHHoW cucreme «EmuHas MeXBEIOMCTBEHHAs
CHUCTEMa BJIEKTPOHHOTO JOKyMeHT0000opoTa ropoaa Coumny;

- OpTaHU3alMK JIUYHOTO TPY/ia U TJIAaHUPOBAHUS CITY>KEOHOTO BPEMEHHU;

- BJQJCHUSI TIpU€MaMM  BBICTPAMBAHUS MEXJIMYHOCTHBIX  OTHOIIEHUM,
BEJICHUSI IEJIOBBIX MIEPETOBOPOB U COCTABJICHUS JCJIIOBOIO MUChMA;

- BJIaJICHUs] OPUITMATIEHO-/IEIOBBIM CTHUJIEM COBPEMEHHOI'O PYCCKOTO S3BIKA;

- pa3pabOTKK HOPMATHUBHBIX W HWHBIX TMPABOBBIX AKTOB IO HAMPABJICHHUIO
JIeSITEIILHOCTH;
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- pa3pabOTKH MPEAIOKEHUN JUISI TOCIENYIOET0 IPUHSTHS YIIPABICHUECKHX
penIeHuit no npouito AesITeIbHOCTH;

- IPOTHO3UPOBAHME MTOCJIEICTBUN IPUHUMAEMBIX PELIECHUM;

- OpraHu3alMOHHON PabOThHI, OATOTOBKH U TMPOBEICHHS MEPONPUATHI B
COOTBETCTBYIOLIEHN cdepe NesTeNbHOCTH;

- CHCTEMHOTO TI0JIX0/Ia K PEIICHHUIO 3a/1a4;

- QHAIUTUYECKOM, SKCTIEPTHON pabOTHI IO MPO(UITIO AEATEIHHOCTH;

- COCTaBJICHMSI U UCIIOJIHEHUS IEPCIEKTUBHBIX U TEKYLIUX IJIaHOB;

- BIIaJICHUS! OPUIIHAIBHO-/IETIOBBIM CTUJIEM COBPEMEHHOTO PYCCKOTO S3bIKa;

- OPraHu3alMy B3aUMOJCHCTBUSA CO CIELUAIUCTAMH APYTMX OPraHoB U
CTPYKTYPHBIX TOAPA3JACICHUN MYHUIIMNAIBFHOTO 00pa30BaHMs [JIsl PEIICHUS
poQeCCHOHATBHBIX BOIPOCOB;

- paboThl € Pa3IUYHBIMM HCTOYHMKAMU HH(POpPMAIUU, CHUCTEMATHU3AlUMU U
HOJTOTOBKH aHAJTUTUYECKUX, HHPOPMAIIMOHHBIX MaTEPHAJIOB;

- BEICHUSI CIY>KEOHOr0 JIOKYMEHTOOOOpOTa, WCIIOIHEHUSI CIYyKEOHBIX
JOKYMEHTOB, TOJIOTOBKHM IPOEKTOB OTBETOB Ha OOpallleHUs OpraHu3auuil u
rpaxkaaH;

- IOCTPOEHUS MEXIIMYHOCTHBIX OTHOLLEHUH;

- BEJICHUS JIJIOBBIX [1€PETOBOPOB;

- paboThI ¢ BHYTPEHHUMH U NepUPEPUIHBIMU yCTPOICTBAMU KOMIIBIOTEPA;

- pa®oThl ¢ WH(POPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHBIMU CETSIMH, B TOM
yucie ceTolo MHTEpHET;

- YOPAaBJICHUS IEKTPOHHOM MOYTOM;

- paOOTBHI C IINEKTPOHHBIMH TaOJIULIAMUY;

- HOATOTOBKY MPE3EHTALUM;

- MCTIOJIb30BaHUs TpauyecKuX 0OOBEKTOB B AJIEKTPOHHBIX JTOKYMEHTAX;

- paboTHI ¢ 6a3aMu JaHHBIX

Tpe0oBaHus K YPOBHIO NPO(decCHOHAIBHOT0 00pa30BaAHUA:

BbICIIIee PO eccroHaIbHOE 00pa30BaHME 10 CTIEIUATBLHOCTH, HAIIPABICHUIO
MOATOTOBKH «l"ocynapcTBeHHOE u MYHULUNAIBHOE yIpaBJICHUE,
«JlokyMeHTOBeIeCHUE U apXUBOBEJICHUEY, «/loxymeHnToBeneHue  u
JIOKYMEHTAIIMOHHOE oOecrieyeHue yYIPaBICHUSD, «KypHanuctukay,
«HpopMallMOHHBIE CUCTEMBI M TEXHOJOTUWY», «MeHeHKMEeHT», «MeHeIKMEHT
OpraHu3anumny, «ITegaroruka u TICUXOJIOTUS, «IIpaBoBeneHue»,
«IIpaBooxpaHuTeNbHAs JeSITENbHOCTDY, «CoumanpHas paboray,
«¥Opucnpyaenuus», «YupaBlieHue Ha NPEANpHUSTHU (IO OTPACISIM)», a TaKKe
YKpYNHEHHOU Tpynmbl «OOpa3oBaHue U TIEarorukay

TpeGoBaHusi K CTa:Ky MyHUIMIIAJBHOM (TOCYIaPCTBEHHOM) CJIYKOBI:

0e3 npebsABICHUS TPeOOBAaHUM K CTaXy pabOThI

3apaGoTHas niara:

ot 57 306 pybneit




KomanaupoBku:

HE MPEeayCMOTPEHBI

KonrakTtHoe quno/ tejaedon

Kupeesa Mapus BanepreBna, HauaIbHUK OT/€Ia KaApOB

Pesrome HanpaBisATh 31eKTpOHHBIN anpec: KireevaMV(@sochiadm.ru
tenedon/dake, +7 (862) 240-08-03;

r. Couwn, yn. Kuposa, 1.53, ka6. 11/2
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