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”’ PABOTA

> POCCUU

MaBHbIM cneunanucTt yrnpaBneHne agMMHUCTPATUBHOM
pa6oTtbl 55 000 - 58 000 py®6.

OEOEPAJIbHOE MOCYOAPCTBEHHOE BIOOXXETHOE
OBPA3OBATE/IbHOE YYPEXXOEHWE BbICLLEMO OBEPA3OBAHUA
"APKTUYECKWUW rOCYOAPCTBEHHbBIN ATPOTEXHOTOITMYECKUNIA
YHUBEPCUTET"

PaboTtogaTtenb
Pecnybnuka Caxa (AkyTtna), lopoa AkyTck, Ceprenaxckoe 3 KM Locce, goMm: . 3;

N2 14-2025-0182225
O6HoBneHo: 05.02.2025

JOoMmMKHOCTHbIe 06493aHHOCTU

e OcyllecTBNaTb paboTy Mo opraHM3aLMOHHO-TEXHUYECKOMY obecneyeHnto
adMUHUCTPATUBHO-PaCMopaanTeIbHOM AeATENbHOCTU. NTPUHMMaTb MOCTYMatoLLYHO
Ha pPacCMOTPEeHMe PYKOBOOUTENA KOPPECNoOHOEeHLMIO, MepenaBaTh ee B
COOTBETCTBUM C MPUHATbLIM pelleHMneM B CTRPYKTYPHbIe noapasaeneHmna unm
KOHKPETHbIM UCMOMHUTENAM A9 UCMOMb30BaHUA B MpoLiecce paboTbl TG0
MOArOTOBKM OTBETOB. [OTOBUTb AOKYMEHTbI M MaTepuarbl, Heobxogmmble ONna paboThl
pekTopa. CneanTb 3a CBOEBPEMEHHbIM PAaCCMOTPeHWEM U MpeacTaBleHneMm
CTPYKTYPHbIMU MoapasaeneHUaMm U KOHKPETHbIMU UCMONMHUTENAMU OOKYMEHTOB,
MOCTYMUBLLMX Ha UCMOSTHEHME, MPOBEPATb NPaBUIBHOCTb 0DOPMIEHUA
MOArOTOB/IEHHbIX MPOEKTOB JOKYMEHTOB, MepeaaBaeMbIX PEKTOPY Ha MoaMmCh,
obecneymBaTb KayeCTBEHHOE UX pefakTupoBaHue. OpraHM3oBbiBaTb NpoBeaeHue
TenedOoHHbIX MepPeroBOPOB PEKTOPA, 3aMMCbiBaTb B €r0 OTCYTCTBUE MOMYyUYEHHYO
MHPOPMaLIMIO U JOBOOUTb A0 €ro CBefeHUa ee cofepyaHue, nepenaBaTb U
MPUHUMaTb MHPOPMALIMIO MO MPUEMHO-NEPEroBOPHbIM YCTPONCTBAM,
CBOEBPEMEHHO A0BOAWTL 4O ero cBeAeHUa MHDOPMaLMIO, MOMyYeHHYo Mo
KaHanaM cBa3u. o MopyYyeHUo PeKTopa COCTaBNATb MMCbMa, 3arpochl, Apyrue
OOKYMEHTbI, FOTOBUTb OTBETbl aBTOPaM NMMceM. BbIMoNMHATL paboTy Mo NoAroToBKe
3acedaHu 1 coBellaHUi, MPoBOANMbIX PEKTOPOM (CBOP HEOBXOAUMBbIX
MaTepuanos, ornoBelleHne y4acTHUKOB O BpeMeHU 1 MecTe NpoBeaeHnd, MoBecTKe
OHA, UX permnctpauma). OcyLecTBNATb KOHTPOb 3@ UCMOTHEHMEM PabOoTHUKaMM
OpraHM3aL MM U3OaHHbIX MPUKA30B W PacropaXXeHnr, a TakxKe 3a cobtogeHnemM
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CPOKOB BbIMNOJTHEHUNA yKa3aHl/Il>I n I'IOpyLIeHl/IVI PEKTOPAa, B3ATbIX HA KOHTPO/1b.
[MeyaTaTb No YKa3aHMIO PEeKTOpPa cny»(e6Hb|e MaTepmanbl, HeobxooMMble Ona ero
pa6OTbI, NI BBOONTb TEKYLLYHO l/IHCbOpMaLI,l/I}O B 6aHK OaHHbIX. CneumanncT OormKeH
B1TafeTb AKYTCKMM A3blKOM, HaBblKaMW OPraHM3aTopPa, MMCbMEeHHOM KOMMYHWKaLUMNW.

Tpe6oBaHUe K KaHOUAaATy

e KOMMYHWKaABENbHOCTb, ANCLUUMIMHUPOBAHHOCTb, OTBECTBEHHOCTb

e  KBanudumkaLma: C onbITOM pPaboThl

e OnbIT paboTbl: OT 1 roaa

e (Ob6pa3oBaHMe: Bbiclwee obpa3oBaHMe — cneumanmTeT, MarmcTpaTtypa

° Tpe6OBaHl/I9|i KOMMyHVIKa6eﬂbHOCTb, ONCUNTITTMHNPOBAHHOCTb, OTBECTBEHHOCTb

JononHutenbHble Tpe6OBaHMS'-| K KaHAWOaTy

o Hannyme MeoKHUMKKM

[1aHHble NO BaKaHCUMU

Mpodeccuma: Cneumanmct

TunoBaga npodeccna: Hmnyero He BbiIbpaHO

Coepa oearenbHocTn: O6pasoBaHMe, Hayka

NpadukK paboTbl: [MoNHbIN paboynii AeHb

Tun 3aHaToCTU:: oNHaa 3aHATOCTb

ycnoBua Tpyaa: JonyctmMble

KonunuecTtBo paboumx MmecT: 1

Apgpec MecTa paboTbl: Pecnybnmnka Caxa (AkyTtma), flopoa AKyTcK, Ceprenaxckoe 3 KM
Locce, gom: . 3;

3apaboTHaa nnata: 55 000 - 58 000 py6.

KoHTakTHaa nHdopmauuda

KoHTakTHOEe nnuo: Padanbckada Pamnca MmxanmnoBHa
TenedoH: +7(411) 250-79-86
Email: Zeonqueen@mail.ru
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