Cucrema MCHCIPKMCHTA Ka4CCTBaA.

Opranu3aimoHHO-TIPaBOBast JOKYMEHTALINS

JOJDKHOCTHA S MHCTPYKI A
TeXHHKa Kadenpsl
ConnaabHO-TYMaHUTAPHBIX TUCIUIUINH

Buiickuii Tex

HOJIOTHYeCKHIT HHCTHTYT (prinain)

DenepalibHOrO rocy1apCTBEHHOr0 OIOZKETHOr0 00pa30BaTEIbHOI0 YUpeXKIeHHS
BBICIIEr0 00pa3oBaHMs
«AunTalickuii rocyjapcTBeHHbIN TexHuueckuii yuusepeurer um. UL.HU. Iloasynosa»

(BTHU AntI'TY)

: ) e
G Chpf b iqld 2016r.
Q IR odma

CucTreMa MeHeP)KMEHTAa KavyecTBa
Opranmaunonno-npanonaﬂ AOKYMEHTaUus

JOJDKHOCTHAS HHCTPYKIUSA
TeXHHKA Kadeapbl CONHAIBHO-TYMAHHTAPHBIX JHCUHILIHH

CMK OILJX 1A 02/08/08-04-07-2016

Craryc JI0JIKHOCTH Gamumus U.0. [Topmuce Jlara
PazpaGoran W.o. 3aB.xadeapoit Jeransuesa E.A. % / U710, /6
HauanpHuK oTaena '
YPuMKO yunms T %, ) WL /6
Cornacoan | FOpuckoncynst I'pubanoB B.A. 10 18 /&
— Wi’ 4
Havansauk OK Illamynosa A.B. W%L L9 WA,
Yureno
Ilpencenarens
ik [EpPBUYHON / )
NepBHYHOI P Annpees M.B. , 2~ H /6
npodcoro3HOM (_#FA -
npodcoro3Hoii —
OpraHu3anuu
OpraHu3alHu
Bepcus: 1.0 | Konrponbhsiii sx3emmusp 8 OK | Vurennsiii sk3emmisp Ne | c.1u36

Buiick 2016




Buiicknii Cuctema MEHEIKMEHTA KaueCcTBa. T CMK 1
y up
TEXHOJOTHYECKUN OpraHu3alioOHHO-TIPABOBas JOKYMEHTALIUS OKVMEHTa 02/08/08-
HHCTUTYT JOJDKHOCTHAS UHCTPYKIU A JOKYM 04-07-2016
BTU AntI'TY texHuka kadeapor CI'J] crpanuna 2 u3 6

1 OBIIIHUE IOJIOKEHUA

1.1 Texnuk xadenpsr CI'J] OTHOCHTCS K KaTETOPUHU CIICIIHATIUCTOB.

1.2 Texuuk kadenpsr CI'J] mogumHseTCss HEMOCPEICTBEHHO 3aBeayromeMy kadempoi
Cr'Aa.

1.3 Ha nomxnocts TexHuka Kadeapelr CI'JI mpunHumaercs (IEpeBOAMUTCS) JHUIIO
(paboTHUK) B pe3ynbTaTe 3akKJIIOYEHHS C HUM TPYIOBOrO JIOTOBOpa (JAOMOJHUTEIBHOTO
COIJIAIIEHUS! K TPYAOBOMY JOTOBOPY) M H3JaHHs MpUKa3a AUPEKTOpa O MpHeMe Ha paboTy
(mepeBoe).

Ha Bpems oTcyrcTBUs TexHUKa (00J1€3Hb, OTIYCK, KOMaHIUPOBKA, Ip.) €ro 00A3aHHOCTH
UCIIONHSET JIMIIO, HA3HAYEHHOE B YCTAHOBJICHHOM Tmopsanke. [lanHoe numo mpuoOperaer
COOTBETCTBYIOILIME IIPaBa U HECET OTBETCTBEHHOCTh 3a HAJJIEKaIee UCIIOJIHEHNE BO3JIOKEHHBIX
Ha HEero 00s13aHHOCTEH.

1.4 TpeboBanus k KBaTH(DHUKAIIH:

Texnuk: cpennee mpodeccuoHaIbHOE (TEXHHYECKOE) oOpa3oBaHuE 0€3 IMPEeabsBICHUS
TpeOOBaHU K CTa)Ky pabOTHI.

Texnuk Il kareropun: cpeanee npodeccuoHagbHOe (TEXHUYECKOe) 00pa3oBaHue U CTaX
paboThl B JIOJDKHOCTU TEXHHMKA WM JAPYTUX JOJDKHOCTAX, 3aMEIIAaEMbIX CHEUAINCTaMHU CO
cpenHuM npodeccuoHaIbHbIM 00pa3oBaHUeM, HE MEHee 2 JIeT.

Texnuk | kareropuu: cpenHee npodeccCuoHaIbHOE (TEXHUUYECKOE) 00pa30BaHUE U CTaX
paboThl B JOKHOCTU TexHHKa [l kareropun He MeHee 2 ieT.

1.5 Texnuk xadeapsr CI'/] nomxeH 3HaTh:

e HopwmaTuBHBIE TpaBOBbIE aKThl U CIPABOYHBIE MAaTEPUAIIBI 10 TEMATHKE PadOThHI,

e TepmuHONOrHIO, MPUMEHSEMYIO B CHEHHAIBHOM W CHOPABOYHOM JHUTEpAType MO
npodmIo paboTel, pabOYMX MporpaMmMax U HHCTPYKIMSIX;

o JleWicTBytomue CTaHAApThl M TEXHUYECKHWE YCIOBUS Ha pa3pabaThIBAEMYIO
JOKYMEHTAIHUIO, OPSAJIOK €€ COCTAaBICHMS U MpaBuiia ohopMIIeHHUS;

e [Ipunuunsl yueOHOM 1 MeToaUUYECKON pabOTHI Kaeapsl;

e [IpaBuia skcruryaTany BBIYMCIUTEIBHON TEXHUKH;

e IIpumensembie GOpMBI yUeTa U OTUETHOCTH, MOPAJOK BEACHUS YU€Ta U COCTaBICHUS
OTUETHOCTH;

e OcHOBBI BeIeHUS J€JTONPOU3BOJICTBA,;

e Ilonoxenue o bTU Antl'TY, npaBuna BHyTpEHHETO TPYAOBOIO PacHOpsAKa U UHBIE
BHYTPEHHUE HOPMATUBHbIE aKThl UHCTUTYTA;

e Tlomutuky pykoBoactsa bTU Antl'TY B ob6nactu kauecTBa;

e JlOKyMEeHTHpOBaHHBIE TPOLEAYPHl cHUCTeMBbl MeHekMeHTa KadectBa (CMK)
WHCTUTYTA;

e IlpaBuma u HOpPMBI OXpaHBl TpPyAd, TEXHUKH OE30MACHOCTH, IPOU3BOICTBEHHON
CaHUTApUU U MPOTUBOIIOKAPHOMN 3aLUTHI;

e Kynbrypy 001ienus u ciyxe0HO# 3TUKH.

1.6 B cBoeli 1eATeNbHOCTH TEXHUK PYKOBOICTBYETCS:

e  JICHCTBYIOIIMM 3aKOHOJaTeNbCcTBOM Poccuiickoit denepainu;

e mnonoxenuem o bBTU Antl'TY;

e  KOJUIEKTHBHBIM JJOTOBOPOM;

e  IIpaBWJIAMU BHYTPEHHETO TPYJOBOIrO paclopsiika MHCTUTYTA;

e  TOJOXKEHUEM o Kadenpe;

e  IpUKAa3aMHU JUPEKTOPA;

e  HOPMAaTUBHBIMU U PACIIOPAIUTENBHBIMU aKTaMH aIMUHUCTPALIUN UHCTUTYTA,
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e  J0KyMeHTHpoBaHHbIMHU IIpoueaypamu U [lonoxenussmu CMK BTU Antl'TY;
e  HACTOSIIIEH JOJLDKHOCTHOW MHCTPYKLIMEH.

2 JOJIZKHOCTHBIE OBA3AHHOCTH

2.1 Texnuk xadenper CI'JI B pamkax NpOIECCOB «Ynpasienue Ookymenmayueuy W
«Ynpaenenue sanucamuy:

e M3y4yaeT C MEJbI0 HCIOJB30BaHUSA B PabOTE CHPAaBOYHYIO M CHEIHATIBHYIO
JUTEPATYpY;

® IPUHUMAET U PETUCTPUPYET MOCTYMAIIIYI JOKYMEHTAIUI0 U KOPPECHOHIECHIUIO
[0 BBINONHSAEMON paboTe, obOecreynMBacT €€ COXPaHHOCTh, BEAET Yy4YeT MPOXOKICHUS
JIOKYMEHTOB U KOHTPOJIb 3a CPOKaMU MX HCIIOJHEHUS, a TAaK)K€ OCYLIECTBIIIET TEXHUYECKOE
odopmIIeHHE JOKYMEHTOB, 3aKOHUEHHBIX JEIONPOU3BOICTBOM,

®  CHCTEeMaTU3UpyeT, 00pabaThiBa€T W IOATOTABIMBAET HAaHHBIC ISl COCTABJICHUS
OTYETOB 0 padore;

®  BBINOJHJICT TEXHUYECKYI0 pabOTy IO BBIMOJHEHUIO PYKOIUCEH IUIAHOBOW U
OTYETHOU JOKYMEHTALUH;

® CHUCTeMaTu3HpyeT, oOpalaThiBaeT M MOJATOTABIMBACT JAHHBIE /JISi COCTABJICHUS
OTYETOB 10 YCTAaHOBJIEHHBIM (DOPMaM U B YCTaHOBJICHHBIE CPOKU;

® TOTOBUT ¥ TPEIOCTABIsCT HEOOXoauMyr0 WH(GOPMALMI0O TIO0 TPeOOBAHUIO
HEINOCPEICTBEHHOTO PYKOBOJICTBA;

® COIIACOBBIBAET TIPOEKTHl IOATOTABIMBAEMBIX JIOKYMEHTOB MM  COBMECTHO
HOJTrOTABIUBACT JOKYMEHTBI C HEMOCPEACTBEHHBIM PYKOBOAMTENEM pabOT WM 3aBEAYIOIIUM
Kadeapoit;

e OpraHM3yeT M BBINOJHAET paboOThl B COOTBETCTBHUM C TOJHOMOYMSIMU U
OTBETCTBEHHOCTBI0, onpeneneHHbMU fokymMmeHTaMu CMK bTU Antl TV

®  BBINOJHSET OT/JIEIbHBIC CIYKEOHBIE MOPYUCHHS 3aBEIYIONIEro Kadeapon.

2.2 B paMkax mamepuaibHo mexHuuecko2o obecneyeHust:

®  OCYIIECTBJISIET HaJ30p M KOHTPOJb 32 COCTOSHUEM M HKCIUTyaTalyeil o0opyaoBaHuUs
Kadenpsl.

2.3 B pamkax obecneuenus 6ezonacnocmu:

e  CIIETUT 3a COOJIIO/IEHUEM OXpaHbl TPYa;

e coOirofaeT mpaBuiia BHyTPEHHETO TPYIOBOTO paclopsaKa;

e coOmofaeT mpaBwia IO OXpaHe TpyJa, MPOMCAHUTApUU U MPOTHBOIOKAPHOMN
0€30MacHOCTH.

2.4 MHble 00A3aHHOCTH TEXHUKA OINpPENENSIOTCS JeHCTBYIOIUM 3aKOHOAATEIbCTBOM,
BHYTPEHHUMH aKTaMH MHCTHTYTa (pUKa3aMHu, pacriopspkeHusiMu) u [lonoxkerunem o kadempe.

3 ITIPABA

Texnuk xagenps CI'J] umeeT npago:

3.1 3HaKOMUTBCS ¢ MPOEKTAMU PEIIEHUH PYKOBOJACTBA MHCTUTYTA, KACAIOLUIMMUCA €ro
JIeATEIbHOCTH.

3.2 BHocuTh Ha paccMOTpEHHME PYKOBOJCTBA IPEUIOKEHHUS 10 COBEPLICHCTBOBAHUIO
paboThl, CBSI3aHHOH C TPEAYCMOTPEHHBIMH  HACTOSIIEH JODKHOCTHOW — HMHCTPYKIMN
00513aHHOCTSIMU.

3.3 Coobmiats 3aBeayronemMy kadeapoil 0 BceX BBISIBICHHBIX B MPOIECCE UCTIOTHEHUS
CBOMX JIOJDKHOCTHBIX O0SI3aHHOCTEH HEI0CTAaTKaX B IPOU3BOICTBEHHOH IEATEIbHOCTH Kadeapsl.
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3.4 IlpyHMMaTh pemieHUs B COOTBETCTBHM C TIIOJIHOMOYHSIMH, ONPEACICHHBIMH
nokymentamu CMK BTU Antl'TY.

3.5 Hnple mnpaBa TEXHHKA OIPEICISAIOTCS ACUCTBYIOIIUM 3aKOHOJATEIbCTBOM,
BHYTPEHHUMH aKTaMU MHCTUTYTA U MOJO0XKEHUAM O Kadezpe.

4 OTBETCTBEHHOCTD

Texuuk xagpeapsr CI'/] HECET OTBETCTBEHHOCTH 3a!

4.1 HeucniosiHeHHe WINM HEHAJAJIEXaIlee MCIIOJHEHHE B3AThIX Ha cedst 00s3aHHOCTEH U
0053aTeNbCTB, YCTAHOBJICHHBIX HACTOSIIEH JTOJPKHOCTHON MHCTPYKILMEHN, TPYIOBBIM J10IOBOPOM,
ITonoxennem o bTHU, 3akonogarenbctBoM PD.

4.2 TlpuunHeHne MaTepualbHOTO yiiepOa — B Ipeaenax, OnpeAeCHHBIX JAeHCTBYIOIIIM
TPYZOBBIM U IPaKJAHCKUM 3aKOHOAATENLCTBOM PD.

5 BBAUMOOTHOILIEHUA

Texnuk kadenpel CI'Jl B3aumopeiictByer B coorBercTBUU ¢ gokymMeHTamu CMK BTU
Antl'TY co BceMH CTPYKTYpPHBIMM IOJpPAa3/€iCHUSMHU IO BOIpPOCaM, BXOJAIIUM B chepy
JesATeNIbHOCTH Kadeapsl, onpeaeneHHon [lonoxkenneM o kadenpe U HACTOSIMIEH TOHKHOCTHOU
MHCTPYKLIMEH, a TaKKe M0 YKa3aHUIO 3aBeyIouero kadeapoil.

[Tonyuenue u npenocrasiieHne HHGOPMaIUU ONpeAEIAeTCs TEKYILMMU MIJIaHAMHU pabOoThI
Kaeapel, YKa3aHUAMHU U pacliopsHKEHUSIMU 3aBeAYIOIIEro Kadeapou.
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