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MNOCAJTOBA IHCTPYKIISA
HAYAJIbHUKA BiJlTy opraHizauiiiHoi Ta KaJpoBoi po0oTH MichbKOI paau

1.3aranbHi MoJI0:KeHHS

1.1.HavansHUK BIAAUTY 3MIMCHIOE 3arajbHE KEPIBHHUIITBO BIJIIOM OpraHi3ariitHOl
Ta KaapoBOi poOOTH MIChKOi paam, 3abe3leuye BUKOHAHHS TMOKJIAIECHUX Ha BT
3aBaHb.

1.2.ITpu3HayaeThCsl HA TTOCAY PO3MOPSHKEHHSIM MICHKOTO TOJIOBH 32 pe3yJibTaTaMu
KOHKYpCY YHM 32 IHILIOI0 MPOLEAYPOI0, Mepe0auYeHO0 YHHHUM 3aKOHOJIaBCTBOM Y KpaiHH.
3BUIBHAETBCA 3 TOCAAU  PO3MOPSKEHHSM  MICBKOIO TOJIOBHM 3TIHO  YUHHOTO
3aKOHO/IaBCTBA.

1.3.KBamiikamiiini BUMOTH: BHIA OCBiTa  BIAMOBIIHOTO  mpodeciiiHoro
COpsIMYBaHHS 332 OCBITHbO-KBaJII(PIKALIMHUM PIBHEM CIIEIialicTa, Marictpa, CTax podoTu
3a gaxoM Ha ciayk01 B OpraHax MICIIEBOIO CaMOBPSIYBaHHs Ta JiepKaBHIA cIy:kO0l Ha
KEpIBHUX MOCaax He MEHIe 3 poKiB ad0 cTaxk poOOTH 3a paxOoM Ha KEPIBHUX IMOCAJaX B
IHIIMX c(pepax yrnpaBiaiHHSA HE MEHIIE 4 POKIB.

1.4 HadanpHuK BIJAULy MpaLIOE MiJ KEPIBHULUTBOM KEpPYKOUYOro CIpaBaMu
BUKOHKOMY, CeKperapsi Micbkoi paau. HavanbHuKy Bigauly NiANOPAIKOBaHI YcCI
MpaliBHUKYU BIJLTY.

1.5.Ha yac Tum4acoBoi BiZICYTHOCTI HayaJbHUKA BTy HOTO OOOB'SI3KM BHKOHYE
TOJIOBHUH CHEIIAJICT BIUIUTY (3 opraHizaiiitHoi poOoTH).

1.6. [ToBuHEH 3HATH:

- Koncrurytiro Ykpainy;

- 3aKOHOJIaB4l Ta HOPMATHBHI JOKYMEHTH IIOAO CIY>KOM B OpraHax MiCIIEBOTO
CaMOBPSAYBaHHS, KaJpOBOi POOOTH Ta AISTILHOCTI MICBKOI paju;

- TIPAKTUKY 3aCTOCYBaHHs 3aKOHOJABCTBA 3 MHUTaHb, 110 HAJIEKATh JO KOMIETEHIII1
BIJIJILITY;

- OCHOBH JICPKABHOT'O yIPAaBIIIHHS;

- METOJIM KOHTPOJTIO PIillIeHb Ta JOPYUCHD;

- OCHOBHU TIOJIITUKH JIEPIKaBH;

- popmu Ta MeTOoM pOOOTH 13 3ac0OaMHU MacoBOi 1HPOpMAIlii;

- IpaBUJIa A1JIOBOTO €TUKETY;

- OCHOBHI IPUHITUIHN pOOOTH HA KOMITIOTEPI Ta BIAMOBIIHI TPOTrpamMHi 3aco0u;

- 3aKOHOJIaBCTBO 3 MMUTaHb OXOPOHM TIparlli, MpaBuja TEXHIKA OE3MEKN Ta TTOKEKHOT
Oe3IeKH, TIriEH TIpari.

2.3aB1aHHs Ta 000B’SI3KH

2.1.1Momo AiIBHOCTI BIILUTY:

-3JIIACHIOE  KEPIBHUIITBO JISUIBHICTIO BIIAUTY, PO3MOALISE OOOB’S3KH  MiXK
paliBHUKaMH, OYOJIOE 1 KOHTPOJIIOE iX pOOOTY;



-KOHTPOJIFOE CTaH TPYI0BOi Ta BUKOHABYO1 JUCHUILTIHU Y BIII1II;

-M0JIa€ 3TiIHO 3 YMHHHUM 3aKOHOJIABCTBOM IPOTO3HUIIT KEPIBHUIITBY MICHKOI pajiu
I0JI0 TPU3HAYECHHS Ha TMOCAaaW, 3BUIBHEHHS 3 MOCaJ Ta NEPEeMIIICHHS MpalliBHUKIB
BIJITUTY, CBOEYACHOTO 3aMIIIICHHs] BAaKaHC1H, 320X0UEHHS Ta HAKJIaJIaHHS CTATHEHb;

- IIMCHIOE TJIaHyBaHHS POOOTH BiILITY;

-3a0e3nedye poOOTy 3 BeJICHHS JA1JIOBOJICTBA Y BIJILII.

2.2. llomo AisIbHOCTI MICHKOT paJii Ta BUKOHKOMY:

-3/1IiICHIOE OpraHizailiifHe 3a0e3meueHHs MiArOTOBKH Ta MPOBEACHHS CEClii MiChbKOI
panu, 3acijaHb BHKOHABUOTO KOMITETy, I1H(QOpMaliifHUX Hapag 3 KepiBHUKAMHU
MIIIPUEMCTB, YCTAHOB Ta OpraHizamii, amapaTHUX Hapaja, Hapaa MO KOHTPOIIO 3a
BUKOHAHHSAM JOKYMEHTIB Ta 1HIINX 3aXO/iB;

-Ke€py€e PO3pOOKOIO MEPCIEKTUBHUX Ta MOTOYHUX IIaHIB pOOOTH MICHKOI paju, ii
BUKOHABYOTO KOMITETY, OpPraHi30BYE€ KOHTPOJIb 3a 1X BUKOHAHHSIM;

-OpraHi3oBy€ MIJATOTOBKY MPOEKTIB PO3MOPSAIKEHb MICHKOTO TOJIOBH, PIlllEHb
MICBKOI pajii Ta BAKOHABYOTO KOMITETY;

-HaJla€ JOTIOMOTY JIeTyTaTaM MIChKOI1 pajau, MOCTIMHUM JIEyTaTChKUM KOMICISIM Y
3/11MCHEHHI HUMH CBOiX ITOBHOBA)KECHB, 3a0€3MeUeHHI iX He0OXiJHO 1H(popMalIi€ro;

-3IIUCHIOE OpraHi3alliiiHe 3a0e3neueHHs BUOOPIB Ta pePepeHIyMiB 3riJHO YUHHOTO
3aKOHO/IaBCTBA;

-HaJa€ METOJUYHY JornoMory I[liIJIMIMHEeHChKIN CUIbCBKIM pajl 3 MNUTaHb, IO
BIIHOCSITHCA 10 KOMITETECHITT BIAALITY;

-OpraHi3oBy€, y pa3i HEOOXITHOCTI, MEPEBIPKHU JISJIBHOCTI YIpaBiiHb, BIJAUIB Ta
CEKTOPIB MICHKOT pajii y MeXaxX Ta MOPSAKY, BCTAHOBICHUX 3aKOHOJABCTBOM, 3 NHUTAHb,
SIK1 BXOJATH JI0O HOI0 KOMIICTEHIIIT;

-IPOBOANTH POOOTY 3 MIJATOTOBKH JOKYMEHTIB JJI PO3IJISIAY MICBKUM TOJIOBOIO,
MOro 3aCTyITHUKaMH, CEKPETapeM MICBHKOT pajiv 3 TUTaHb, 1110 BIIHOCITHLCS JJO KOMITETEHIII1
BIJIJILITY;

- 3a JIOpYyYEHHSM KEpIBHHIITBA 3a0e3medye IMiArOTOBKY IPOEKTIB JIOKYMEHTIB,
OB’ SI3aHUX 3 JJOTPMMAHHSM aKTiB 3aKOHOJ/IaBCTBA, YCYHEHHSIM BUSIBJICHUX MMOPYIIEHb;

-3a0e3reuye  B3a€MO3B’S30K MICBKOI paaud 3 JenyraramMu  oO0JacHOi  paiw,
Haponnumu nemyratamu YKpainu, cipusie BAKOHAHHIO HUMHU CBOiX TTIOBHOBA)KEHb;

-3a0e31euye MATPUMKY B3a€EMO3B 3Ky 3 ACOIlIaIlie€ro MICT YKpaiHu,

-IPOBOJMTH aHANI3 Ta Yy3arajJlbHEHHS CTAaTUCTUYHOI 3BITHOCTI 32 HaNpsSMaMH
JISTTBHOCTI, TOTYE BIAMOBIIHI MaTepiaid KEPIBHULTBY MICBKOI pajH.

2.3.1lono kaapoBoi poOOTH:

-3a0e3mnedye peaiizaiio Jep)KaBHOI MOJITUKA 3 MHUTaHb KaJpoBOi poOOOTH Ta
CIIy’0M B opraHax MICIIEBOTO CaMOBpSAyBaHHS B anapaTi, BAKOHABUMX OpraHax MiChKOi
paau Ta B MICTI;

-OpraHi30BYy€ BIPOBAKEHHS KaJIPOBOI MOMITUKUA MICHKOT paJid y MICTi;

-y3arajabHIOE MPAKTHKY POOOTH 3 KaJlpaMu, BHOCUThH KEPIBHUIITBY MPOIO3HUIIIi 11070
11 BAOCKOHAJICHHS;

-3J[ICHIOE KOHTPOJIb 3a JIOTPUMAaHHSIM 3aKOHOJABUMX Ta HOPMATHUBHO-TIPABOBUX
aKTiB 3 TUTaHb KaJIpOBOi pOOOTH Ta CIIy>kOU B OpraHax MiCIIEBOT'O CAMOBPSITyBaHHS;

-3a0e3reuye TPOTHO3YBaHHS Ta TUIAHYBaHHS TOTpeOM B Kaapax, (popMyBaHHS
KaJIpOBOTO pe3epBy Ta poOOTH 3 HHUM, CUCTEMATU4YHY IiJTOTOBKY, TMEPEMiArOTOBKY Ta
M1IBUIIECHHS KBai(ikallii mocagoBux 0ci0 MiChbKOI paju;



-KOHTPOJIFOE BIAMOBIAHICTh OCBITHBO-KBaJi(DiKAIIHOT MIATOTOBKK IPAIliBHUKIB 10
IIOKJIaJCHUX Ha HUX 00OB’SI3KIB;

-TOTY€E MPOIO3UIIT 1100 MPOJOBKEHHS TEPMiHY nepeOyBaHHs Ha CIIyk01 B opraHax
MICILIEBOI'O CAMOBPSITyBaHHS Ta MPU3HAYCHHS TICHCIH;

-Oepe yyacTb y po3poOlll CTPYKTYpH, IITATHOTO PO3MHUCY, 3/1MCHIOE MOTOJXKEHHS
MOJIOXKEHb IIPO CTPYKTYPHI MiAPO3ALIH Ta MOCATOBUX IHCTPYKIIIH MOCaI0BUX 0CI0 MICBKOI
panu;

-KepY€e PO3POOKOIO MEPCIEKTUBHUX 1 MOTOYHUX TIaHIB pOOOTH 3 KaJIpaMHu;

-OpraHi3oBye BeJEHHS, OO0JIK, 30epiraHHs OCOOOBUX CIIpaB, TPYIAOBHX KHHUKOK
MpaliBHUKIB, MIATOTOBKY TpadikiB BiIMYCTOK, JOKYMEHTIB HEOOXITHHUX AJS PO3TIISILY
MPU3HAYEHHS TEHCIMHOTO 3a0e3MeUeHHs, BHUAAYy CIy>KOOBHX TIOCBITYCHB, JOBIJIOK,
CKJIaJJaHHS 3BITHOCTI;

-3/11IICHIOE OpraHizaiiiiHe 3a0e3neyeHHs poOOTH aTecTaliiHOl Ta KOHKYPCHOI
KOMICIH;

-3a0e31euye 3A1CHEHHS KaIpOBO1 poOOTH 3 KEPIBHUKAMU MIMPUEMCTB, YCTAHOB Ta
oprasizailiii, ki BiJlHECEHI 10 cepu yIpaBIiHHSI MICBKOI paju;

-3[IACHIOE TIPUIIOM TPOMAJISH 3 KaJPOBUX MTUTAHb;

-KOOPAMHYE CTaxKyBaHHs (haxiBIIiB 3a 1HIUBIIyaTbHUMU TUIAHAMH;

-IIOTPUMYETHCA TPABUJI BHYTPIIIHHOTO TPYIAOBOTO PO3MOPAIKY Ta KOHTPOJIOE IX
JOTpUMAaHHS MpalliBHUKAMU BIAALULY;

-BUKOHYE JOPYYCHHS KEPYIOUYOTO CIIpaBaMH BUKOHKOMY, CEKpeTapsi MiCbKOi paju B
MEKaxX KOMIETEHIIIT BIALTY.

2.4.3aiiicHIOE KOHTPOJIb 32 (YHKI[IOHYBaHHSM CHCTEMH YIpaBiiHHA sikicTio 1SO
9001:2009 B MichKili pai.

2.5.3nailicHIoE  y3araibHeHHsI iHGopMalii 1100 BUKOHAHHS  JIEJIErOBaHUX
MMOBHOBaXEHbh BHUKOHABYMMH OpTaHAMHM MIChKOI paad Ta TOJAa€ HOTO JO OPTBIIILTY
anapaty O/IA.

2.6.I1poBoIMTh BCTYITHUM IHCTPYKTAX 3 MTUTAHb OXOPOHU TIparli.

2.7.3niiiCHIOE MOHITOPUHT I[0JI0 OHOBJICHHS HOPMAaTHUBHO-TIPaBOBOi 0a3u, sKa
CTOCYETHCS JISTTBHOCTI BIJILTY.

3.I1IpaBa

HauanbHuk Bijauly Mae mpaso:

-OyTH TOPHUCYTHIM Ha CECIsIX MICHKOI pajiy, 3aciIaHHSAX BHKOHABUOIO KOMITETY,
3aCiJaHHAX TIOCTIMHMX KOMICIA MICBKOI paju, BHUCTyNaTd 13 JIOMOBIASIMHU 1
CITIBJOITOBI/ISIMU,

-OpaTu ydacThb y Hapajax, 300pax, 3aciJaHHAX y KEpIBHHUIITBA MICbKOI paau 3
NUTaHb, OB’ sI3aHUX 3 (YHKLIOHAJILHUMH 000B’A3KaMH;

-MPEJICTABJISATH MICBKY paay B iHIIUX JEPKAaBHUX YCTAaHOBAX 3 IMMTaHb, 10 BXOASATH
JI0 HOT'0 KOMIIETEHIIIT;

-y BCTAHOBJICHOMY TIOPSJIKY 3amUTyBaTH Ta OE3KOIITOBHO OTPUMYBATH BIJ
JIEp’)KaBHUX OpTaHiB BUKOHABYOI BJIAaW, MIJNPUEMCTB, YCTAaHOB, OpTaHi3alliid,
IPOMAJICBKHX 00’ €HAaHh HEOOX1AHI CTAaTUCTHUYHI Ta ONEPATHUBHI JaHi, 3BITH 3 IUTaHb, IO
CTOCYIOTHCSI TISUTBHOCTI BIJIILITY;

-3aTydaTd  (DaxiBIIB CTPYKTYpHUX MIJPO3AUTIB MICHKOI paau, MiABIIOMYNX
HIMPUEMCTB Ta OpraHi3alliif, 3a MOTO/HKEHHSIM 3 1X KEPIBHUKAMHM, MPU PO3TJISA/l MUTAHb,
1110 BXOJSATH 10 HOro KOMIETEHIIIT;



-BI3yBaTH Y MeEXKax CBO€i KOMIIETECHIli JOKYMEHTH MO0 AiSUILHOCTI BIJIJILIY Ta
BUKOHABYMX OpPTaHiB pajy;

-MIPOBOJIUTH Y MEXKaX CBO€I KOMIICTEHIIlI TEPEeBIPKH CTPYKTYPHHUX MIAPO3ALTIB
MICBKOI paju, MAIPUEMCTB, YCTAaHOB OIOKETHOT Ta KOMYHAJIbHOI cpepH MICTa;

-TOTYBaTH Yy BCTAHOBJIICHOMY TMOPSIKY 3allUTH Ha OTPUMAHHS BiJl MiAPO3/ILTIB
OpraHiB BHUKOHABYOi BJAa{, IMIANPUEMCTB, YCTaHOB Ta opraHizamii iHdopmaiiii,
JOKYMEHTIB Ta IHIIUX MaTepianiB, HEOOXITHUX JJIsi BUKOHAHHS TMOKIAJEHUX HA BIAJLI
3aBJ/IaHb;

-BHOCHUTH MPOTMO3HIII{ II0JI0 BAOCKOHAJIEHHS! pOOOTH BUKOHABYOIO anapary paju;

-3/11IIICHIOBAaTH OCOOMCTUN MPUHOM TPOMAJISH 3 MUTaHb, IO CTOCYIOTHCA A1SUIBHOCTI
BIJITUTY, Ta BXKUBATHU 3aXO/H 1[0JI0 CBOEYACHOTO PO3TIISTY 1X MPOMO3UILiii, 3a5B, CKapr.

4.BignoBigajabHicTh

HavanbHuKk BiaiTy HECE BIIMOBIAANBHICTD 3a HESIKICHE Ta HECBOEYACHE BUKOHAHHS
MOCAIOBUX 3aBJaHb Ta OOOB’SI3KIB, OE3MIIIbHICTh a00 HEBUKOPUCTAHHS HAJAaHUX HOMY
paB, MOPYIICHHS HOPM €THKU MOBEIIHKH MMOCaT0BOI 0COOM MICIIEBOTO CaMOBPSAYBaHHS
Ta OOMEXeHb, T[IOB’S3aHUX 3 TMPUUHATTAM Ha CIyxO0y B OpraHu MiCIIEBOTO
CaMOBPSAYBaHHS Ta 11 IPOXOKEHHSM.

5.B3aemoBigHOCHHHU (3B’SI3KH ) 32 MOCAT0K0

5.1.0x1epxye B yCTAaHOBJICHOMY MOPSAKY Ta Y BU3HAYEHI TEPMIHU 1H(OPMAIIIIO Bl
YIPaBIIiHb, BB, CEKTOPIB MICBKOI paau, [[i1JIMITHEHCHKOT CLIbCHKOT Pajy, I€pHKABHUX
OpraHiB BUKOHABYO1 BJIaJiY, MIANPUEMCTB, YCTAaHOB, OpraHi3amii, rpoMaJCcbKiX 00'€JHaHb
MicTa HEOOX1JIHY JJisi BUKOHAHHS MTOKJIaJICHUX Ha BT 3aBJlaHb Ta 00OB’ SI3KIB.

5.2J'0Tye Ta Hajae B YCTAaHOBJIEHI TE€PMIHU 1H(OpPMAILII0 MICBKOMY TOJIOBI PO
peanizauiio AepxKaBHO1 MOJITUKH IIOA0 CIYKOU B OpraHax MiCIIEBOTO CaMOBPSITyBAHHSI.

5.3.Iloromxye 3 KepyrouuM CIpaBaMd BHUKOHKOMY, CEKpeTapeM MICBhKOI paau
IIPOCKTH IOKYMEHTIB, SIKi TOTY€ B MEKaX CBOIX 3aBJlaHb 1 000B’SI3KiB.

5.4.B3aemojiie 3 KepiBHUKAMH BIJJIUIIB, YIpaBiIiHb, CEKTOPIB MICHKOI paj,
[TinmumHeHChKOl CUTbCHKOI pajay, a TaKoXK OpraHaMH Jep>KaBHOI BHUKOHABYOI BJIAJIH,
MiIPUEMCTBAMH, YCTAaHOBAMH Ta OpraHi3allisiMd MicTa, 00 €THaHHAMH TPOMAJsH 3
MUTaHb, 110 HAJICKATh JO KOMIIETEHIIT BIJUTLTY.

I[TOT'OJI’KEHO:
Kepytounii cnpaBamMmyu BUKOHKOMY A.M.JIeBueHKO
3 M0CcaIoBOIO THCTPYKIIIEK O3HAMOMIICHHI(Q)

1 IpuiiMaro 0 BUKOHAHHS: H.A . Apemenko

«_» 201  poky
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