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Tun paboTbi: BKP (BbinyckHasa KBanudukaunoHHasa pabora)

MpenmeT: MeHeJ)KMeHT

1. TEOPETUYECKAA HYACTb
1.1. Obwas xapakTepucTuka AO/HKHOCTHY

PaboTa cekpeTaps He TOJIbKO TpebyeT OT N1La BbIMOSHAOLWYI0 €€ OPraHM30BaHHOCTU, KOMMYHUKabenbHOCTN U
cobpaHHOCTH, HO N MOXET obellaTb eMy OT/INYHbIE NEPCNEKTUBLI KapbepHOro pocta. Hanpumep, B 6yayuiem oH
MOXKeT pacCyYMTbiBaTb Ha AOJ/IKHOCTb OpUC-MeHea)Xepa COTPYAHMKa oTaesna u T.4.

OcHoBHble TpeboBaHUA, NpeabsABJ/IEHHbIE K 3TOMY CMeUnanncTy, cieayowme:

CpenHee, BbiCclLee obpa3oBaHMe;

Ctax paboThi;

BnageHwue MK n ymeHne paboTtaTb C OPrTeXHUKONM;

3HaHWe OCHOB AesI0NPON3BOLCTBA;

3HaHMEe NHOCTPAHHOrO A3blKa (3a4aCTYlO, aHIIMNCKOro).

Takxe MHorve pabotonaTenn AenatoT akLEHT Ha JIMYHOCTHbIE KavyeCcTBa YenoBeKa (nobpoxxenaTenbHOCTb,
OT3bIBYMBOCTb, MYHKTYaJIbHOCThL), €ro OTHOLWEHNE K MeNb4yanlunM geTanaM, BO3MOXKHOCTb CNPaBaAaThCA C
LUINPOKMM KPYroM o6s3aHHOCTEN 1 NOPYYEHUIA, MPUATHYIO BHELLHOCTb. 3apaboTHas nnaTa cneymanucTa
BapbupytoTca ot 15000 pybnen n go 40000 pybnen. 31o 3aBucuT oT obbemMa paboTbl U PUHAHCOBOr0 MONOXKEHNS
CaMol opraHu3auuu.

CyLecTByeT HECKOJIbKO OCHOBHbIX Creumann3anmnn cekpetTaps:

MoMoLWHMK pyKoBOAMTENS;

JenonpoussoauTens.

[oKHOCTHbIe 06583aHHOCTN CeKpeTaps pyKoBoAUTENS.

Ha3Ha4veHune 1 yBOJIbHEHME AAHHOI0 COTPYAHUKA MOXXET NPOUCXOANTbL TOSIbKO MO Pacnops»XeHWto yrnpasBsieHLa, B
YbeM MOAYMHEHUN OH HAaXOAUTCA. TakXKe B Pacnops>KeHN OroBapuBaeTCcsa AO/HKHOCTHOE MU0, KOTOPOMY
aenervpytoTcsa 0643aHHOCTM cekpeTaps PYKOBOAUTENSA BO BPEMS €ro oTCyTCTBMSA Ha paboTe.

B cBoen feaTenbHOCTU AaHHbIN COTPYAHMK PYKOBOACTBYeTCS:

HOPMaTMBHO-NPABOBbLIMU aKTaMu pefepasibHOro U PpermnoHalbHOro YPOBHEN;

YCTaBOM U SIOKaJIbHbIMY MpaBuiaMn BHYTPEHHEro pacnopsaaKka;

MOJIOXKEHUSMU OOJIXKHOCTHON NHCTPYKLNN.

B nO/MKHOCTHBIE 0643aHHOCTM CeKpeTapsa PyKOBOAUTENSA BXOAUT:

obecneyeHne agMUHNUCTPATUBHO-PACNOPAANTESNIBHON AEATENbHOCTU PYKOBOAUTENSA (CMCTeMaTusauma n
CTPYKTYpU3aLms BCcex HeobxoanmbIX AN 3TOro MaTepmnanos);

obecneyeHne pykoBoanTens sceM HeobxoanmbiM gas paboTbl — UCMPaBHOM OPraHN3aLMOHHONM TEXHNKON,
KaHLeNAapCKNMM NpUHaANEXHOCTSAMY;

NnoAroToBKa COBELLaHNN 1 3acefaHnin, NPOBOANMBIX PyKOBOAUTENEM;

opraHm3aums KOMaHOMPOBKW pyKoBoauTens (3akas bunetoB n 6poHnpoBaHme roCTUHULbI);

COCTaBJIEHME 3anpPOCOB U MNCEM MO MOPYYEHUIO HA4YaIbCTBA;

opraHmsaums npuema nocetTutenen (Npm HeobXoANMMOCTM — BCTPeYa W pa3MeLLeHne rocTen);

OTBET Ha MocTynawLme 3BOHKN, PUKCUPOBaHME MOCTYMMBLUMNX CBEAEHU U NX Nepefada ynpasieHuy;

npvem 3asBieHU 1 X Nepefada Ha NOAMNUCH PYKOBOAUTENIO;

rnepefaya NMHMOPMaLIMM OT PYKOBOACTBA KOHEYHbLIM MOJIb30BaTeNAM (KOHKPETHbLIM UCNOJIHNTENAM, NapTHepPaM,
KJINEeHTaM);

KOHTPOJIb CPOKOB N KayecTBa UCMOMHEHUA COTPYAHUKaMM NPeanpuaTns npmukasos U pacrnops>XeHnn pyKoBoACTBa;
BbINMOJIHEHME KOMNPOBaJZIbHO-MHOXXNTENbHbIX paboT Ntobon CNoXXHOCTK 1 obbema;

noafep>XaHve onepaTuUBHOM CBA3M C APYrMMU KOMNAHNAMM (KaK roCy[apCTBEHHbLIMU, Tak N KOMMepYeCcKuMun),
OTAEeNIbHbIMW INLLaMK MO BOMPOCaM, KacatlowmMcsa HENOCPEACTBEHHON AeATeNbHOCTY NpegnpuaTusa. Boigada
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HeobXxoANMbIX CNPaBOK O CTa)ke paboTHUKOB, a Tak>xe 06 ux 3apaboTHon nnaTe.

CekpeTapb TakXe [OJIKEH BbIMOJHATL OTAE/bHbIE NOPYYeHUs CNy>KebHOro xapakTtepa CBOero
HenocpencTBeHHOro pykosoantens. Kpome o6s3aHHOCTEN, y f@aHHOI0 CreymanncTa ectb 1 npasa. OH MOXET:
nosily4yaTb UHopMaLuio Noboro xapaktepa (fake KOH(GUAEHUNANbHYO, UMEIOLLYI0 COOTBETCTBYOLWNIA Fpud) B
TOM 06bemMe, KOTopbI NoTpebyeTcs ANs peLleHns NocTaB/IeHHbIX 3ajay;

npepnaraTb PYKOBOACTBY UAEN MO COBEPLUEHCTBOBAHMIO CBoel paboThl, MOBbLILLIEHNIO MPON3BOANTENILHOCTU TPYAA;
3anpawunBaTh Y SPYrUX CMeumMaJncToB Uan LiebiX OTOENI0B AOKYMEHTbI U MH(hOpMaLnto, KoTopas noTpebyeTcs
0151 BbINOJIHEHUSA ero obsi3aHHOCTEeN;

TpeboBaTb CO34aHUNSA ONTUMaJIbHbIX YCN0BUIA AN5 3hheKTUBHON paboThl;

TpeboBaTb OT UCNOJHUTENEN ONEPAaTUBHOIO NCMPABJIEHNS BbISBNEHHbIX OLLUNOOK B NpeACcTaB/IeHHbIX JOKYMEHTAX;
MPUHUMaTb pPEeLUeHNs B MpeaesiaXx CBOEN KOMMETEHLNN.

CekpeTapb pyKoBOAUTENSA OTBETCTBEHEH 3a:

HapyLweHns NpaBui BHYTPEHHErO TPYAOBOro pacnopsigka u npaBui TEXHUKN Be3onacHoCTK;

HecobnooeHne NpMKasos, PAaCNoOPSXKEHN U NHbIX TIOKaJIbHbIX aKTOB;

HeBbINoJIHEHME 0643aHHOCTEN, MPOMUCAHHbBIX B BOJIPKHOCTHOWM MHCTPYKLUNN;

ohopMsIEHNE LOKYMEHTOB, KOTOPbIE MPeaoCTaBAAOTCSA Ha NOANMUCH PYKOBOOMTENIO;

pa3rialleHne BBEPEHHON eMy MHDOPMaLUN.

HomKHOCTHbIE 0653aHHOCTN cekpeTapsa-aenonponssoanTens, CekpeTapb AesI0NPoON3BOANTENb HAXOANTCS Ha
CTyneHb HMXe, YeM pedepeHT. Ho oT 3Toro Kpyr ero o6s3aHHOCTEN He MeHbLue. Tak, B LOJIKHOCTHbIE
0643aHHOCTM CeKpeTapa-4e/I0NPoOM3BOONTENS BXOAUT:

npuem BXoOALNX 3BOHKOB;

BeAeHne OoKyMeHToob6opoTa KOMNaHuu;

hopMUpoBaHME NCMONMHUTENbHbBIX JOKYMEHTOB B COOTBETCTBUN C HOMEHKATYPOW Oen, YTBEP)KAEHHON
opraHmsauunen;

3KCnepTm3a LEeHHOCTN AOKYMEHTOB U X COPTUPOBKA;

XpaHeHne LeHHbIX bymar;

BeAeHNe apxmMBa OOKYMEHTOB, X CBOEBPEMEHHOE CNWCAHMe, a TakXe yTuansauns.

MHorvne 0653aHHOCTU, KOTOPbIE BMEHEHbI AE/I0NPON3BOANTESO, MOXKET BbIMOJIHATL U CEKPETapb pyKoBoOAUTENS,
HO CTOUT YTOYHUTb, 4TO ero PYHKLMOHa  3aMEeTHO WKMpe. ITO CBA3aHO, B MEPBYIO 04epenb, C HE0OX0ANMOCTbIO
obecneyvyeHuns ynpaBieHYeCKON AesTesIbHOCTU HavyalbCTBa.

Y penonpon3ssoauTens, kKak ny nioboro apyroro cneymnanmcta, UMeeTcs psa rnpas, B YaCTHOCTU:

nMpaBo Ha MojayyYeHne [ocTyna K HeobxoanuMonm gns ero AesaTesnbHOCTM MHgopMaunu;

npaBo 3aBepsiTb COBCTBEHHOW NOAMUCHIO HEKOTOPbIE LOKYMEHTHI;

rMpaBo Ha 03HAKOMJIEHME C JOKYMEHTAMM, a TaKXXe peLleHNs MU, KOTopble MPpUHUMaeT PYKOBOACTBO, B OTHOLLIEHUN
Kpyra CBOMX OOJIXKHOCTHbIX 06s13aHHOCTER;

npaBo Ha OTCTamBaHMe CBOUX MHTEPECOB.

Ins TpyooyCTPOMCTBA Ha OOJIKHOCTb CekpeTapsi Heo6xo4MMO rpaMOTHO COCTaBUTb pe3toMe. B HEM BaXkKHO
yKa3aTb BCE& CBOM OCHOBHblE NPO(eCcCMOHasbHbIE MPENMYLLECTBA, IMYHOCTHbIE KavYeCTBa N, KOHEYHO, NPOGUIIbHbIA
onbIT paboThl.

MO>XXHO Tak)Xxe cKa4aTb B MHTepHeTe noaxoasiiee pestoMe, 3arnojHUTb €ro n 0TApaBUTb NOTEHUNASIbBHOMY
paboTopaTento Ha pacCMOTPEHME.

1.2. OcHOBHble 0643aHHOCTUN CEKpeTapen B KOMMNaHMAX
1.2.1. B LOKYMEHTHOM 06CNyXnBaHuUn

CekpeTapb-pedepeHT — 3T0 cepa AeATENLHOCTU, KOTopas npeanonaraeT Haan4ne 60sbLIOro KosainyecTsa
TpeboBaHuUi, 06s13aHHOCTEN 1 MOJHOMOYMA. YTOOLI B paMKax A4esIonpon3BOACTBa U OPYIrMX BUAOB AEATESIbHOCTHU
He BO3HWUKaJ0 TPYAHOCTEN, Ha paboTy NPUHMUMAETCs TakKol KaHAMAAT, Yba KOMMNEeTeHUNA MOXXeT obecnevynTb
pa3paboTKy HOBbIX peLleHNn gas KoMnaHum. PaccMoTpum noapobHbIn obpasel, A0/TKHOCTHOM MHCTPYKL UK
cekpeTaps-pedepeHTa, a TakxXe ee obLime ycnoBusa n npenmyLlecTsa.

HaHHbIA pabOTHUK MMeeT OTHOLLIEeHNE K KaTeropmm cneunanncToB. Ero npuHumaeT Ha paboTy, a Takxe
OCYLLECTBASAET YBOJIbHEHNE HEMOCPEACTBEHHO FreHepasibHbIN gupekTop dpmnpmbl. OCHOBHas 3ajaya A4aHHOIo
COTPYOHMKaA - NPOBeAEeHNE OPraHN3aLNOHHbBIX N AOKYMEHTALNOHHbBIX MEPOMPUATUIA, HanpaBJIEHHbIX Ha yJlydlleHne
DEeaTeNbHOCTN NPOM3BOACTBEHHOIO XapakTepa. CneunanunucT, 3aHMMaeMbI JaHHOe MecTo paboTbl, HaXoANUTCS B



HenocpeaCTBEHHOM MOAYMHEHUMN Y ANPEKTOpPa.

3apadva cekpeTaps - obecnevyeHne sPeKTUBHON YyNPaB/IEHYECKOW N aAMUHUCTPATMUBHON AeATeNbHOCTUN PUpMbI
B pamMKax cBoel AeaTenbHOCTN CeKpeTapb-pedepeHT A0/KEH OPNEHTUPOBATLCA Ha OoNpeaesieHHble AaHHble,
MO3BOJISAIKOLLME €My COBEPLUEHCTBOBATbL paboTy n genaTtb TPYAOBOW NpoLECC B paMKax nNpeanpusatmnsa Hanbonee
3(pPEeKTUBHbLIM.

Ciofna BXOAAT TaKMe MOMEHThI, Kak:

MCnoJib30BaHMe 3aKOHo4aTesIbHbIX aKTOB P®;

npuMeHeHne B NpakTnyeckom paborte YcTaBa hupmsl;

Hann4me MeToAnYeCcKux, NPakTUYECKNX N HOPMATUBHBLIX MaTeEPUNaIOB;

NCMOoJIb30BaHME HACTOSLEN MHCTPYKLUM, BKJIOYAOLWEN CMEKTP NMPaBoMOYniA U 06sA3aTeNbHbIX AEACTBUN
COTPYAOHUKaA;

3HaHWE NOJIOXKEHUN, CBA3aHHbIX C ONMCAHNEM PYHKLMOHANbHbIX CYy>K6 TOro nam nHoro npeanpusaTns;

yMeHue paboTaTb C NpMKasamu, HanpaBJIEHHbIMY HEMNOCPEACTBEHHO OT PYKOBOACTBA.

K 0OJIKHOCTW AaHHOMO njaHa AOoMyLeHbl A1Mua, KOTopble COOTBETCTBYIOT criegyowmm TpeboBaHuaMm:

Hanun4me obs3aTenbHOro Bhicwero obpasoBaHuns, a Takxxe CpefHero cneumnanbHoro;

CcTaxx paboTbl B faHHOM ob6nacTn foskeH cocTaBnaTb 1 rog n 6onee. B HEKOTOPLIX C/lyYasX BOSMOXXHO OTCYTCTBUE
MpoxoXaeHnsa onbiTa paboTbl, HO eCcTb yCN0BMe — obs3aTeNlbHOE NPOXOXKAEHNE KYpCOB pedhepeHTOB.
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