- : YKPATHA
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HAKA3

sin O#. 06 . 2OS m.Kosnomus Ne AE

IIpo orosiolIeHHs] KOHKYPCY
Ha 3aifiHATTA BAKAHTHHX NOCAJ
epAKaBHOI CITyHO0H kaTeropii «B»

BixmosigHO 10 cTaTTi 22 3aKOHy VKpaiHu Bilt 10.12.2015 poxy Ne889-VIII
«ITpo nepxaBHY ciyx6y» Ta ITopsiiKy NPOBEACHHA KOHKypCY Ha 3aiHATTA mocal
Jep)KaBHOI CITy’KOH, 3aTBEPIDKEHOTO mocranoporo KaGinery MiHicTpiB Ykpainu
Bin 18 ceprast 2017 poKy Ne648:

1. OroJOCHTH KOHKYPC Ha 3aMHATTS BaKaHTHHX [ocajl [IeprKaBHOI CITy)KOH
kateropii «B»:

- [OJIOBHOTO CIIEIiaicTa CEKTOpY KOHTPOIO arapaTy paiOHHOI IepKaBHOL
amMiHicTpalii;

- TIPOBITHOTO crierjianicra 3arajpHoOro BifyIiy amapary paifoHHO1 IeprKaBHOL
aqMiHicTpamii Ha nepion nepeGyBaHHs OCHOBHOTO IparfiBHAKA Y BipmycTIi IS
JOTVISIAY 38 AUTHHOLO JIO OCATHEHHA HElo TPUPIYHOTO BIKY.

. BU3sHauUTHA YMOBH IPOBEACHHA KOHKypCy Ha 3afHATTS BAKaHTHUX rocaj
JepyKaBHOL cIry>xou kaTeropii «B»:

- FOJIOBHOTO CIIEIHNiCTa CEKTOPY KOHTPOIO amapaty paioHHOI IepyKaBHOL
anMiHicTpalil 3TiAHO 3 TOAATKOM &

- IPOBIAHOTO crierianicra 3arajlbHOro Bifmiy anapaty paitoHHOI IepKaBHOI
anMinicTpaii Ha Mepios repeOyBaHHsl OCHOBHOTO npaliBHUAKA Y BipmycTIi LA
JOTJISLY 32 JUTHHOO JIO NOCATHEHHA Helo TPUPIYHOTO BiKy 3riIHO 3 IOATKOM o)

3. Bimminy KampoBoi poOOTH anapaty paifoHHO1 JepIKaBHOI aqMiHicTparii
(B.Boituyk):

3.1. HamicmaTd B MiKperioHajnbHE yIpaBIiHHA HamioHanpHOrO areHTCTBa
VxpaiHy 3 MHUTaHb JepKaBHOL ciry)x0u B YepHiBelbKiH, IBaHO-DpaHKiBCBKIH Ta
TepHOMLTBCHKIH obnacTaX NaHWK Hakas i mepeBipku #Oro Ha BifMOBiTHICTD
BMMOraM 3aKOHOJABCTBA 3 MUTAHb JlepIKaBHOI CITyOH.

3. TIlomatu Ha Bel-caiT paiioHHOI JepKaBHOI aqMiHicTpauii
OrOJIOIIEHHS TIPO MPOBEIEHHA KOHKYpPCY Ha 3affHATTS BaKaHTHUX II0Cal mics
TIpOBEEHOL mepeBipKkd  @HOTO  HAKA3y MiXpeTrioHaTbHAM yIpaBIiHHIM




HauionanbHoro areHTcTBa YKpaiHH 3 IUTaHb JAeP)KABHOI iy 06U B UepHiBeIbKili,
IBano-®pankiBerKil Ta TepHOMNIBECHKIN 00IaCTX.

4. HavanpHuKy BiImily oprasizaniitaoi po6oTu, iHpopMmamiiiHol IismpHOCTI
Ta KOMYHiKallii 3 IPOMAaJCHKIiCTIO amapaTy paifOHHOI Hep)kaBHOI amMiHicTparii
JL.JJubmroky posmicTMTH JaHMM Haka3 Ha odiuiliHomy Be6-caifTi paifomHOI
JIep>KaBHOI afMiHiCTparrii.

5. KoopauHanito po6oTH Ta y3araabHeHHs iH()OpMaLii 00 BUKOHAHHS
Haka3sy IOKJIACTH Ha TOJIOBHOTO BIJIOBIalbHOTO BHUKOHABIS — BiIil KaZpoBoi
poboTH anapaTy pailOHHOI IepKaBHOI aaMiHicTparii.

6. KoHTpOJIb 32 BUKOHAHHSM HaKa3y 3ajIMIIaio 3a co00Io.

KepiBauk amapary paiioHHoi \:g___
Aep:kaBHOI agMiHicTpamii _ - \_ Muxaiigo bepkemyk



HonaToxk 1
0 HaKa3y pailoHHOI
JAepskaBHOI agMiHicTpamii
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YMOBHA

IpOBeJeHHs] KOHKYPCY Ha 3aiiHATTH BAKAHTHOI M0Ca/IH AePKABHOI CIIy#KOH
kaTeropii «B» - roJIoBHOro creniajicTa CeKTOpY KOHTPOJIIO anapary
Konomuiicbkol paiionHoi xep:;xaBHoi aagMinicTpauii

IBano-®pankiBcbKoi 001acTi

3araJjibHi yMOBH

ITocanoBi 000B’I3KH
L]

3mifiCHEHHS KOHTPOJIKO 32 CBOEYACHHMM  BHKOHAHHSIM
JOKYMEHTIB BHIIECTOSIIUX OpraHiB [Ep)KaBHOI BJIAJIH, IIO
Ha/IXOJUTh JI0 PAfiOHHOI Iep)KaBHOI aMiHiCTpalii.

HanaHHS METOAMYHOI i IPaKTHYHOI JOTIOMOTH BiAAinam
i ympaBnmiHHSAM paiinepxaaMiHicTpallii, CIJTBCHKHM —Ta)
CEJMIIHUM pajiaM 3 TMTaHb OpraHi3allii BeJeHHS KOHTPOJIO
3a BeJeHHSAM BJIACHMUX pillleHb Ta IOKYMEHTIB OpraHiB
BJIA/I¥ BHILIOTO PiBHSL.

[TigroToBKa KOHTPOJBHHUX CIIpaB Ha PO3MOPSDKEHHS
TOJIOBH  paiifiepKaaMiHiCTpallil B3STI Ha  KOHTPOJB,
HAJICHJIa€ BUKOHABIIAM KOHTPOJIbHO-iH(GOPMALINHI KapTKu
111010 TEPMiHIB IX BUKOHAHHSI.

BemeHHS KOMIT'FOTEPHOrO  OOJIIKYy — IIPOXOJDKEHHS
JIOKYMEHTIB, B3STUX Ha KOHTPOJIb, IOJEHHE MONePEKEHHA
BUKOHABIIiB PO HAGIMKEHHS TEPMiHIB BUKOHAHHS.

IHpopMyBaHHS 3aBiTyBada CEKTOPY KOHTPOJIO MPO CTaH
BUKOHABCHKOT JUCLUILIIHH.

[TinroToBKa IIOTH)XKHEBMX HAraayBaHb BUKOHABIISIM ITPO
KOHTPOJIBHI ~ OKyMEHTH, TEpMiHM BHKOHAHHS  SKHX
HACTYILIATh Ta PO HEBUKOHAHI JOKYMEHTH.

AHami3  cTaHy  HaOXOMKeHHA  iHGboOpMalifHKUX
MaTepiamiB Ha pO3IOPSIDKEHHs  PaHOHHOI Jep)KaBHO]
amMigicTpanii. IIpo moOpyIIeHHs TepMiHiB iH()OPMYyBaHHS
3aBigyBaya CEKTOpY KOHTPOJIIO amapary
paiinepxaaMinicTparii.

3abe3neuye peamizalilo Aep)KaBHOI IOJITHKA Ta 33
NOpY4YeHHsIM 3aBilyBaua CEKTOPOM KOHTpOJIO arapaTy
paiiiepKaAMiHicTparii 3MIMCHIOE TIEPEBIPKY CTaHy
BeIeHHS KOHTPONIO 3a BHUKOHAHHAM akKTiB Ta [OpY4eHb
[Ipesunenta Ykpainu, Kabinery MinicTpiB YkpaiHu, aKTiB
LeHTPAIGHUX OpraHiB BAKOHABYOI BJIajH, PO3TMOPSIKEHD i
OpyYeHb TOJIOBH paiiaepxaaMiHicTpalii B CTPYKTYPHHUX




migpo3miiax pailoHHOI Aep)kaBHOI anMiHicTparii, opraHax
MICIIEBOTO CaMOBpPSIyBaHHS B YaCTHHI JelIerOBaHUX iM
TOBHOB2)XEHb OpraHiB BUKOHABYOI BIIaIH.
BukonaHnHs 1HIIKX IOpy4Y€eHb
paiinepxaaMiHicTparii

KepiBHUIITBA

YMOBH OILTaTH Iparli

[Tocamoswit oxiag — 4100 rpH., HanOaBKa 3a BUCIYTY
pOKiB, Haf0aBKa 3a paHT IeP)KaBHOT'O CIIyKOOBIIA

[adopmartis npo
CTPOKOBICTh YU
0e3CTpOKOBICTh
IpU3HAYEHHS Ha
mocany

bescTpokoso

[Tepenmik '
TOKYMEHTIB,
HEOOXITHUX IS
y4acTi B KOHKYPCi,
Ta CTPOK 1X IMOJaHHS

1) Korist macropTa rpoOMafsHUHA Y KpalHy;

2) MUCHMOBA 3asBa IPO y4acTh Y KOHKYpCi i3
3a3HaYEHHSIM OCHOBHUX MOTHBIB IIOJI0 3aiHATTS IIOCA/IH,
JI0 SIKO1 JOJTAE€THCS PE3IOME Y OBIIIBbHIN GopMi.

Oco0a, sika 6a)xae B3ATH y4acTh y KOHKYpPCi, Ma€
iHBaJTiAHICTH Ta MOTpedye y 3B'SI3Ky 3 IUM PO3YMHOTO
IPHUCTOCYBaHHS, IIOA€ 3asiBy PO 3a0e3eUeHHs B
YCTaHOBJICHOMY MOPSIKY PO3YMHOTO IIPUCTOCYBaHHS;

3) muceMoOBa 3asBa, B sKii oco0a IOBIAOMIISE PO Te,
1110 /10 Hel He 3aCTOCOBYIOTHCS 3a00pOHU, BU3HAYEHI
YACTHHOIO TPETHOIO a00 YeTBepTOrO cTaTTi 1 3aKoHy
Vkpainu "IIpo ouniieHHs BIagu'", Ta HaJae 3roAy Ha
IIPOXOKEHHS MMEPEBIPKU Ta ONPMIIIOHEHHS BiloMOCTeH
CTOCOBHO Hel BiAINIOBiHO 110 3a3Ha4Ye€HOro 3akoHy, abo
KOITisI TOBIJIKK BCTAHOBJIEHOI (POPMHU MPO PE3yJIbTATH
TaKol MepeBipKH;

4) xomist (kormil) JoKyMeHTa (JOKYMEHTIB) IIPO
OCBITY;

5) mocBigYeHHs aTecTalii 010 BiIbHOTO BOJIOIHHS
IIepXKaBHOIO MOBOIO;

6) 3amoBHeHa 0CO00Ba KapTKa BCTAHOBIEHOT'O
3pa3Ka;

7) mexnapaltlist ocoOu, yIOBHOBaXXEHOI Ha
BUKOHaHHA (DYHKIIiH gep)xaBy abo MiCIIeBOro
CaMOBpSIIyBaHHSI, 32 MUHYJIHH piK.

CTpok moaaHHsl JOKYMeHTIB: 15 xaneHaapHuX
IIHIB 3 JIHS ONPHJIIOIHEHHS iH(popMallil Ipo MPOoBeIeHHs
KOHKypCy Ha odiuiiiHomy caiiti Hanionamsnoro
areHTCTBa YKpalHH 3 IIUTaHb JepKaBHOI CITyKOH




Micle, yac Ta fara
[10YaTKy IIPOBEAEHHS

KOHKYPCY

25.06.2018 poky, MOYaTOK O 14% ron.,
3a agpecoro: 78200, IBaHo-DpaHKiBCbKa 001aCT,
M. Komomus, Byt Bepemuucekoro, 17

INpizBuie, iM’s Ta
110 6aTbKOB1, HOMED
TenedoHy Ta aapeca
eJIEKTPOHHOI ITOILITH
oco0u, sika HaJae
JIOIaTKOBY
indopmariro 3
IIUTaHb IPOBECHHS
KOHKYpCY

Boituyk BikTopis IBaHiBHa,
ten.(03433) 4-74-27,
kadru_ko@ukr.net

Kpanidikauiiini BUMOTH

1. |Ocsita Buina, CTYIiHE BUIIOI OCBITH — MOJIOMIIMK OaKanaBp
a6o  Gaxamasp  (IOPHAMYHOTO,  EKOHOMIYHOTO,
TeXHIYHOTO, TyMaHiTapHoro a6o IeqaroriYHoro
CIIpSIMyBaHHS)

2. | JocBing pobotu He motpebye

Bomnoxinas BinpHE BOJIOMIHHS AEPKaBHOK MOBOIO
JIep>KaBHOIO
MOBOIO
Ipodeciiina KOMNETEHTHICTD
Bumora KoMnoHeHTH BUMOTH

1 |SIkicme BuKoHaHHs|l) BMiHHS MpaifoBaTH 3 iHQOpMALLi€LO;

IIOCTABJICHUX
3aBJaHb

2) 37aTHIiCTH IPAIJOBATH B EKIITBKOX MPOEKTaX
OJIHOYACHO;

3) opi€HTallisl Ha TOCATHEHHS KIHI[EBUX pe3yJIbTaTiB;
4) BMiHHS BUpILIYBaTH KOMIUIEKCHI 3aBIaHHS;

5) BMiHHS e)eKTHBHO BUKOPHCTOBYBATH PECypCH;

[Ipe3eHTyBaTH

KomanmHa
Ta B3a€EMOJIIS

po6Gotall ) BMiHHS TIpalloBaTH B KOMaH/i;

2) BMiHHS e(DeKTUBHOI KOOP/IMHALLI 3 IHIIIMH;
3) BMiHHS Ha/[aBaTH 3BOPOTHIMA 3B’ SI30K

CrpusiHHS 3MiH

1) BUKOHAHHS [UIaHy 3MiH Ta TOKPAIEHb;
2) 31aTHiCTH IPUAMaTH 3MiHH Ta 3MiHIOBaTUCh

TexuiuHi BMIHHS

BMiHHS BAKOPACTOBYBATH KOMIT' IOTEpHE 00/aiHaHHS Ta
nporpamue 3a0e3nedeHHsl, BAKOPHCTOBYBATH odicHy
TEXHIKY




3HaHHS Cy4YacHUX|[BONOMIHHSA KOMII'IOTEPOM — piBeHb JOCBIAYEHOTO
iHpopMaLIHHUX KOpHMCTyBa4a, JOCBiI poOoTH 3 OGDICHAM IaKeTOM
TEXHOJIOTIH Microsoft Office (Word, Excel, Power Point); HaBu4Ku
po6oti 3 iH(GOPMaLifHO-IIOIIYKOBUMHM CHCTEeMaM# B
Mepexi IHTepHEeT; 3HaHHSI Cy4acHMX TEXHOJIOTIH
€JIEKTPOHHOTO YPsITyBaHHS

OcobwucricHi 1) BiAMOBiHaBHICTB;

KOMIIETeHIIi 2) CHCTEMHICTB i caMOCTi#HICTh B po0OTi;

3) YBaXXHICTb 10 J€TaJEH;

4) HaIOJIeTIIUBICTb;

5) KpeaTHBHICTb Ta iHiliaTUBHICTb;

6) opieHTAaIlis1 HA CAMOPO3BHUTOK;

7) opieHTarlis Ha 00CIyTOBYBaHHSI,

' 8) BMiHHSI IPALFOBATU B CTPECOBUX CUTYaIlisX

Ilpodeciiini 3HaHHSA

Bumora KoMmnoHeHTH BUMOTH
3HaHHA 1) Koncrutynuis Ykpainy,
3aKOHO/IaBCTBa 2) 3akon Vkpainu «IIpo mepxaBHY CIy)0y»;

3) 3akon Ykpaiuu «IIpo 3amo6iraHHs KOpymIii»;

4) 3akon Ykpainu «IIpo Miciesi neprkaBHi
aZIMiHICTpaIii»;

5) IncTpyKIIis 3 I1TOBOACTBA;

6) Axru IIpesunenta Ykpainu, Ka6inety MinicTpis
YKpaiHu, OCHOBH iHIII 3aKOHOZaBYi Ta HOPMAaTHBHO-
[paBOBi aKkTH, 110 3a0e3MedytoTh GOpMyBaHHS Ta
peaizalliio Jep>KaBHOI MONITUKH y cdepi JepiKaBHOI

CITy K01
3HaHHS 3HaHHs 3aKOHIB, 1HIIMX aKTiB 3aKOHOJABCTBA, BMIHHS
CIIeiaJIbHOTO 06IPYHTOBYBATH BJIaCHY ITO3MUIIiIO Ta BUPIIIyBaTH
3aKOHO/IaBCTBa, KOMIUIEKCHI 3aBIaHHs, JOCATaTH KiHIIeBUX Pe3ylIbTaTiB,
1110 TIOB'sI3aHe i3 [(3[aTHICTH i ITPUMYBaTH 3MiHH Ta IPALIOBATH 3
3aBIaHHSIMH Ta peakxili€lo Ha HUX, CAMOCTIHICTh y BUKOHAHHI
3MiCTOM pOOOTH  [[TOCTaBJICHHX 3aBIaHb
IepKaBHOIO
CITy>KOO0BIIS
BiJIIOBITHO 10
(L0 (0): 100

iHCTpyYKIIIT
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[0 HaKa3y pailOHHOI
AeprxaBHOI agMiHicTpanii
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YMOBHA

NpOBeJeHHs KOHKYPCY HA 3aHHATTS BAKAHTHOI IOCAAH AEPKABHOI CJIyKOH
kaTeropii «B» - mpoBigHoro cneniaJjicTa 3arajJbHOro Biaainy amaparty
Konomuiicbkoi paiioHHol Aep:kaBHOT aaAMiHicTpamii

IBano-®pankiBebkoi 00a1acTi

3arajabHi yMOBH

ITocamoBi 060B’A3KH
L]

3ale3neuye  peamizallilo  JepXKaBHOI  IOJITHUKH,
BUKOHAHHS 3aKOHIB Ta 1HIINX HOPMAaTUBHO-IIPABOBHUX aKTiB.

BceraHoBnioe €nMHUN NOpPSAIOK JIOKYMEHTYBAaHHS
yIpaBiIiHCBKOi iH(QopMallii Ta poOOTH 3 JOKYMEHTaMH i3
3actocyBaHHSIM ACJ] «ASKOD».

Po3pobmsie mpomo3unii 1momo peamizamii B paioHi
Iep>KaBHOI  TOJITHKM y  cdepl  TOKYMEHTYBaHHSI
yIpaBlIiHChKOi iHpopMalii Ta oprasizamii pobotu 3
TTOKYMEHTaMH 1 €JIEeKTPOHHOT'O BpSTyBaHHS.

3nilicHIOE JTOKyMeHTalliliHe 3abe3ledeHHs 3acigaHb
KOJIerii paitnepxaaminicTpalii, ohopmIsie MPOTOKOIU IIHX
3acigaHb.

OpranizoBye poOOTH 3 MiATOTOBKU MPOEKTIB pillleHb
KOJIeTii, po3MOpsIKEHD paiaep kaaMiHicTpallii, 34iiCHIOE 1X
penaryBaHHs Ta Hazae oprasizauiifHO-MeTOAUYHY
TTOIIOMOTY 11 (i () MIO/IaHHS PO3TIOPSIKEHD
paiimepxaaMiHicTpamii y MiCbKpaiOHHE YIpPaBIiHHS
FOCTHIIT U Iep KaBHOI peecTpariii.

3nilicHIOE pelnaryBaHHS IIPOEKTIB PO3IOPSIKEHB
paiinepxanMinictpanii 3 rpudom «Jlns  cmyx6oBoro
KOPHUCTYBaHHS.

3A1HCHIOE peecTpalilo Ta Bele OOJIK TOKYMEHTIB
(BXiHOT, BUXiTHOI KOpPECIIOHAEHIIi1, pO3MOPSAIKEHb, pillleHb
KoJIerii paiaep)kaaMmiHicTparii Ta iH.).

OpranizoBye JOKyMeHTOOOIr, GOpMyBaHHS CIpaB Ta
ix 30epiraHHsl.

3abe3neuye BIIPOBAKEHHS Ta  KOHTPOJIOE
TOTPUMAHHS CTPYKTYPHUMH miapo3aiiaMu
paiimepxaaMiHicTpallii BHMOT BIANOBIZHUX 1HCTPYKIIiH,
periJaMeHTy paiifiepkaqMiHicTpalii Ta HalllOHaJbHUX
CTaHIapTiB.

3miticHroe  00poOky (peectpamito, TIiepemady 3a

MPU3HAYCHHSIM, pedaryBaHHs) IOKYMEHTIB, IO MiCTATh




mepcoHalbHI JaHi, 3abesnedye ix 30epiraHHs Ta Hece
BIMOBIAJIBHICTh 32 HEPO3TOJIOLIECHHS IIEPCOHAJIBHO]]
inpopmarii BignosigHo mo 3akoHy YkKpainu «IIpo 3axucT
[EPCOHAIBHUX NaHUX».

OnpanpsoBy€e JOKYMEHTH 3 0OMEXEHHM JOCTYIoM (3
rpudoM «Jl1s ciy’)k0G0BOro KOPUCTYBaHH:»), 3abe3medye ix
36epiraHHs i BHUKOPHCTAaHHS Bi[NOBIAHO [0 IOCTAHOBH
Ka6inery MinictpiB Ykpainu Bim 27.11.1998p. Nel893,
3MiliCHIOE 1X Iepefadyy BHUKOHABIIM BiJNOBIAHO [0
pe3omoNiit KepiBHUUTBA paiifepxaaMidicTparii; rotye (
Gepe yd4acThb y MIArOTOBI[) TAKUX JOKYMEHTIB, LIO
HaJeXaTh, 10 KOMIIETEHIIIT BIILTY.

[MpoBomuts aHami3 (Ta KOHTPONB) JOTPUMAHHS
BHU3HAUEHUX HOPMAaTHUBHO-ITPaBOBUMH aKTaMu i
HAI[IOHAJIBHUMHU CTaHAAPTaMU BUMOT 1O JOKYMEHTYBaHHS
ynpasiiHcekoi iHdopMarii B amapari Ta CTPYKTYpHHX
mipo3/ainax paimep xaaMiHicTparii.

3pmilicHIOE HamaHHd AaAMIiHICTpPATUBHUX IIOCIYT: 34
TOpy4YeHHSIM KepiBHMIITBA BU/a€ 3acBigueHi Komii
NOKyMeHTiB  (pO3NOpsKeHb  Ta  pillleHb  KOJETii
paiiiepkaaMiHiCTpallii), BUTSATH 3 PO3IOPAIIMX JOKYMEHTI,
IIPOTOKOJIIB 3aCilaHb Ta HapaJ TOIIIO.

BxuBae 3axodiB  IMOJO  3MeHIIeHHA  o0csary
CITy>kO00OBOT'O KOPUCTYBaHHS.

Bepe yuyacTs y BIPOBAaKEHHI Ta BHUKOPHCTAHHI
iH(popMaIlifHO-TeTeKOMYHIKallliHOI CHCTEMH IIJIOBOACTBA
B paiigep)xaaMiHicTparlii.

3mificHIOE KOHTPOJIb 32 CBOEYACHMM DO3IIIAZOM Ta
[TPOXOKEHHSIM JIOKYMEHTIB B arapari
paiiiep)kaAMiHiCTpaIlii.

3abesneuye JOTPUMAHHS €IWHMX BHMOT  IIOJIO
TiITOTOBKHM JIOKYMEHTIB Ta OpraHi3allis JTOKYMEHTIB 3 HUMHU
y pasi 3a1IpoBa/PKEHHS eIeKTPOHHOTO JIOKyMEHTOO0IrY.

OpranizoBye 36epexeHHs TOKyMEHTaliiHOro (QoH.Y|
arapary paiiaep)xagMiHiCTpallii Ta KOPUCTYBaHHS HUM.

Bepe ywacts y po3poOli Ta BHIaHHI JOBiIHHKIB,
{HCTpYKIi#, iHIKX MOCIGHUKIB, HEOOXiTHMX s pOOOTH
paiiiep)kaAMiHICTpallii, ClTbCHKHUX, CEUIIHUX Pal.

Inimiroe Ta Gepe ydacTh B OpraHisallii IiJBUIIEHHS
KBawTi(ikamil TMpaliBHUKIB amapary paiinepanmiHicTpail
Ta CTPYKTYpHHX Tifpo3imiB paiaepxaaMinicTpanii 3
MMUTaHb I1JIOBOJCTBA.

Bepe y4acTh y MiArOTOBII Ta NMPOBEJACHHI Hapazm y
KepiBHMIITBA paiiiepkaaMiHicTparii 3 muTaHb poboTH 3
TOKYMEHTaMH.

3pificHIOE TNpUMMaHHS Ta IIONEpPEeIHid  PO3IIIS[




OKYMEHTIB, 3abe3redye KOMII'IOTEpHY peecTpalilo Ta
CKaHyBaHHS TEKCTIB OpHUTiHAIIB JOKYMEHTIB, iX 0OIiK,
30epiranHs, ONepaTUBHUMN IOIILYK.

b 4 pasi 3aMpOBaIKEHHS eJIEKTPOHHOT'O
TOKYMEHTYBaHHS 3IiMiCHIOE CTBOpEHHs, BiAINIpaBIEHHS,
nepeaBaHHs, oOJepKaHHS, 30epiraHHs, oOpoOIeHHS Ta
BUKOPHCTaHHS, €JIEKTPOHHUX JTOKYMEHTIB 13 3aCTOCYBaHHSAM
€JIEKTPOHHOTO U(DPOBOTO MiMTHUCY.

3abe3nedyye NpaBWIBHICTH OGOpPMIIEHHS BXIJAHUX 1
BUXiOHMX  JOKyMeHTiB. [loBeprae BHKOHaBLUSM Ha
JOOIPAIFOBAHHS JTOKYMEHTH, O(QOpPMIIEHI 3 MOPYIIEHHSM
BcTaHoBlIeHUX BUMor. Crpusie peamizamii 3axoliB IIOAO
aBTOMaru3allil IiJTOBOJAHMX TPOLECIB BIiAMOBIAHO IO
nporpamu ACJL «ASKOD».

3a mopydyeHHSIM KEepiBHUIITBA paieprkaaMiHiCTparii
BT 3iMCHIOE IOIIYK HEOOXITHUX HTOKYMEHTIB y 0asi
nauux ACJI «ASKODy. Ilpu motpebi Hamae BiAMOBiIHY
iH(OopMaIlifo Ta TOTY€E KOTIii IIUX JOKYMEHTIB.

Hampasinsie 3a BiIIOBIIHOIO agpecoro Ta Mepelac 3a
NpU3HAYEHHSIM BXiHY 1 BHUXiIHy KOpPECIOHJEHIIiIO,
o OpMIISE PEECTPH Ta TOTYE 3BITH 3 LIUX TUTAHb.

3aBipse TmedyaTKkaMud JOKYMEHTH Yy BHIaJKax,
nepen0ayeHUX 3 IHCTPYKI€O 3 MiJOBOJCTBA Ta I1HIIMMHU
HOPMAaTUBHMMHU JOKyMEHTaMHU 1 BiImoOBigae 3a 30epiraHH:d
Ta BHUKOPHUCTAHHS II€YaTOK, IITAMIIiB, OJIaHKIB 3 IIOBHUM
HaiMeHyBaHHSIM  paiinepxanMiHicTpauii  («3aranbHui
Bigmim», «KaHIemspis»), siKi 3HAXOOATHCS B 3arajllbHOMY
BiIiIl.

Bene o0Onik Bumadi Ta BHUKOPUCTaHHS OJIaHKIB

paiifep)xaMiHicTpalii.
BiamosigHO pi(e) BHUMOT perjaMeHTy
paiifepxaaminicTpaii,  iHCTpykuii 3  XiJIOBOACTBA

3a0e3reuye peJaryBaHHs pillleHb KOJETil Ta pO3IOpPSKEHb
paiifiepKaaMiHicTpalii 3 JOTPUMaHHIM HOpM odimiifHo-
IJIOBOTO CTHIIIO JIITEPaTypHOI yKpPaiHCHKOI MOBH.

Bene 00K IIPOEKTIB PO3MOPSIKEHD
paliiep)KaaMiHiCTpallil, NepeflaHUX Ha MiJANHC TIOJIOBI
paiiep)xaaMiHicTpanii Ta IMOBEPHEHHSA IX B 3arajbHUN
BiJUILIL.

IepeBipsie MpaBUIBHICTH 3alIOBHEHHS BHUKOHABLSMH
PEECTPIB PO3CUIIKK PO3MOPSIKEHD paiiaepkaaMiHicTparlii,
BIZITIOBIIHO 10 SKHX 3a0e3edye CBOE€YAaCHE BUTOTOBJIEHHS
KOTIIH. Burorosrneni KOTTi1 PO3TOPSIIKEHD
palifepxaaMiHicTpanii 3aBipsie Ie4aTKOw  «3aralbHHi
BiZUTi» Ta Mepefae MPOBIAHOMY CIIEI[alliCTy 3araJbHOMY
BiIUIiTy JUIs TOBEAEHHS 1X 10 BUKOHABIIIB.




3abesneuye (opMyBaHHS JOKYMEHTIB Yy CIpaBH
BIATOBIHO [0 HOMEHKJIATypHd CIpaB BiIAiIy Ta iX
36epiraHHs MPOTATOM BCTAHOBIIEHUX TEPMIHIB.

Bepe ywacTh y TIpOBEIeHHI 3acifaHb KoOJeTi]
palifep)xaaMiHicTpalii,  IIATOTOBLI  JOKYMEHTiB  Ta
3ilicHIOE peecTpalio 0cib, 3ampoIleHWX Ha 3aciJaHHS
KOJIerii.

Hazcunae B ympaBiiHHS 3 OpradizamiiHoi poboTu
amapary o0Jaep)kaaMiHicTpalii Komii po3NOps/DKEHb Ta
IPOTOKOJIIB 3acigaHb Kojeril paiinepxaaminicTpanii (Ha
BHMOTY)

VYMOBH OILIaTé mparti

[Tocanosuii oknan — 3500 rpH., HagOaBKa 3a BUCITYTY
POKiB, HaJ0aBKa 32 PaHT AE€PKaBHOIO CIIy)KOOBIIS

Indopmarristpo
CTPOKOBICTH YU
6e3CTPOKOBICTB
NpU3HAYeHHS Ha
nocamy

Ha nepion nepeGyBaHHS OCHOBHOT'O IIpalliBHUKA Y
BiMyCTIN TS OTJIAMY 33 JUTUHOIO [0 JOCSATHEHHS HEO
TPUPIYHOTO BIKY

[Tepemik
JIOKyMEHTIB,
HEOOXITHUX JIS
y4acTi B KOHKYpC,
Ta CTPOK IX IMOJAHHS

1) xoris macmopTa rpoMajisHuHA Y KpaiHu;

2) NECHMOBA 3astBa PO Y4acTh y KOHKYPCi i3
3a3HaYeHHSIM OCHOBHUX MOTHBIB IIOJI0 3aMHATTS I1OCA/H,
710 SIKOI JIOJa€ThCS pe3oMe Y TOBUIBHIM GopMi.

Oco0a, sika 0a)xae B3SATH y4acTh Y KOHKypCi, Ma€e
{HBaIiAHICTH Ta OTpeOye y 3B'SI3Ky 3 LIUM PO3YMHOI'O
IPUCTOCYBAHHS, IIOJIA€ 3asBY PO 3a0e3eYEeHHS B
yCTaHOBJIEHOMY HOPSAKY PO3yMHOI'O IIPUCTOCYBaHHS;

3) muckMOBa 3as1Ba, B SIKiH 0c06a MOBIIOMIISE TIPO TE,
IO 10 Hel He 3aCTOCOBYIOTECS 3a00pOHY, BU3HAYEHI
YaCTUHOIO TPETHOO a0 UeTBepTOIO CTaTTi 1 3aKoHy
Vkpaiuu "TIpo ounieHHs Bnagu”, Ta HaJla€ 3roy Ha
TIPOXOJDKEHHS IIEPEBIPKU Ta ONPUIIIOJHEHHS BiIOMOCTEH
CTOCOBHO Hel BiJITIOBiIHO 10 3a3Ha4eHOro 3aKoHy, abo
KOTIIisl JOBIIKM BCTAHOBJIEHOI (DOPMU PO pe3yibTaTh
TaKol MepeBipKH;

4) xoris (Korril) JOKyMeHTa (JOKYMEHTIB) ITPO
OCBITY;

5) mocBiageHHs arecTalii o0 BiTbHOTO BOIOMIHHS
JIepXKaBHOIO MOBOIO;

6) 3aTI0BHEHA 0CO00BA KapTKa BCTAHOBJIEHOTO
3pa3ka;

7) nexnapaitist 0co0H, yIIOBHOBa)XKE€HOI Ha BUKOHAHHS
¢yHKLUii nepxxaBu abo MiCLEBOr0 CaMOBPSITyBaHHS, 32
MUHYJIAH PiK.

CTpok noxaHHs A0KYMEHTIB: 15 KajeHIapHUX
IHIB 3 JHs OIPHJIIOJHEHHS iH(pOpMaIlil IPO MPOBEICHHS
KOHKypCY Ha odiuifiHoMy caiiTi HarioHansHOTO




areHTCTBa YKpaiHu 3 MUTaHb epP)KaBHOI CITyKOu

Miciie, yac Ta gara
[MOYaTKy IIPOBEIEHHS

KOHKYpCY

26.06.2018 poky, mo4aTok o 14% rox.,
3a aapecoro: 78200, IBano-®panHkiBChKa 001aCTh,
M. Konmomusi, Byn.Bepemuncskoro, 17

[IpizBuine, iM’s Ta
110 0aThKOBi, HOMED
TenedoHy Ta agpeca
€JIEKTPOHHOI ITOIITH
oco0u, siKa HaJla€
TOIaTKOBY
iHdopMario 3
ITUTaHb IPOBEICHHS
KOHKYpCY

Boituyx Bikropis IBaniBHa,
ten.(03433) 4-74-27,
kadru_ko@ukr.net

KBanigikauiiini BuMoru

1. |OcBita

Buiia, CTymiHb BHIOI OCBITH — MOJIOAIINH GakanaBp
abo  OakamaBp  (FOPUOUYHOTO,  E€KOHOMIYHOIO,
TEeXHIYHOro, TIyMaHiTapHOro abo0 IeJaroriyHoro
CIIPSIMYBaHHS)

2. | Hdocsin pobotu

He nmotpebye

BononinHs BinpHe BOJIOIIHHS I€pKaBHOI MOBOO
Iep)KaBHOIO
MOBOIO
IlIpodeciiina komneTeHTHICTH
Bumora KoMnoHeHTH BUMOTH

1 |SxicHe BuKoHaHHs|1) BMiHHS IpaloBaTy 3 iHQOpMaIli€lo;

IMOCTAaBJICHUX
3aBIaHb

2) 3JaTHICTB IPAIFOBATH B IEKIJIBKOX IIPOEKTaX
OJTHOYACHO;

3) opi€HTallisl Ha JOCSTHEHHS KiHI[EBUX pe3yJIbTaTiB;
4) BMiHHS BUPIIIIyBaTH KOMIUJIEKCHI 3aBJIaHHS;

5) BMiHHS e()eKTHBHO BUKOPHCTOBYBATH PECYPCH;

Ipe3eHTyBaTH

Ta B3a€MOIIS

Komanmaa po6Gorall) BMiHHS palfoBaTH B KOMaH/Ii,

2) BMiHHS e(eKTHBHOI KOOPAUHALII 3 IHIIUMH;
3) BMiHHS HaJaBaTé 3BOPOTHiH 3B’ A30K

CripusiHHS 3MiH

1) BUKOHAHHS IUIaHy 3MiH Ta ITOKPAIIEeHb,
2) 37aTHiCTh NpUiiMaTy 3MiHH Ta 3MiHIOBaTHCh

TexHiuHI BMIHHSA

BMiHHS BUKOPMCTOBYBAaTH KOMII IOTEpHE 00IaHaHHs Ta
nporpaMHe 3abe3eueHHs, BAKOPHCTOBYBAaTH 0hicHY
TEXHIKY

iHpOopMaLIHHUX

3HaHHS CydJacHMX/BOJNOMIHHS KOMIT'IOTEPOM — PpiBEHb IOCBIIYEHOIO

KOPHCTyBa4a, JOCBi poOOTH 3 OGQICHUM ITaKeTOM




TEeXHOJIOT1H

Microsoft Office (Word, Excel, Power Point); HaBu4KkH
pobotu 3 iH(OpMaLiAHO-TIONIYKOBUMH CHCTEMaMH B
Mepexi [HTepHeT; 3HAHHS CydYaCHHX TEXHOJOTIH
eJIEKTPOHHOTO Ypsiy BAaHHS

OcobucricHi
KOMIIETEHIII1

1) BiAOBIHAIBEHICTE;

2) CUCTEMHICTH i CAMOCTIHHICTh B pOOOTI;
3) yBaXKHICTb JI0 JeTalleH;

4) HATIOJIeTJIUBICTE;

5) KpeaTHBHICTb Ta iHII[IaTUBHICTb;

6) opieHTaIlisl HA CAMOPO3BUTOK;

7) opieHTallis Ha 00CIyroByBaHHs;

8) BMiHHA IpAIFOBATH B CTPECOBHUX CUTYAIIisIX

IIpodeciiini 3HaHHSA

Bumora

KoMnoHeHTH BHMOTH

3HaHHA
3aKOHOJAaBCTBa

1) Konctutyuis YkpaiHy,;

2) 3akon Vkpainu «IIpo nepkaBHY CIIy)0y»;

3) 3akon Ykpaiuu «IIpo 3aro6iraHHs KOpyIIii»;

4) 3axoH Ykpainu «IIpo MicIesi JepkaBHi
aZMiHiCcTpaLii;

5) IncTpykiiis 3 AIOBOJACTBA,

6) Axtu Ilpesunenrta Ykpainu, Kabinery MinicTpis
YKpaiHu, OCHOBH iHIIII 3aKOHOJIaB4i Ta HOPMATHBHO-
[paBOBi aKTH, 110 3a0e3MedyIoTh (GOPMyBaHHI Ta
peaTi3alliio Jep>KaBHOI HONITUKH y cdepi nepxKaBHOL
ciryx6u

3HaHHS
CIIeIiaJIbHOIO
3aKOHOJIaBCTBA,
110 IIOB'sI3aHe i3
3aBJaHHSIMHU Ta
3MicToM poboTH
JIepKaBHOTO
CITy>k0O0BIIS
BiIIOBIHO JI0
[10CcagoBoL
iHCTpYKIIT

3HAHHS 3aKOHIB, 1HIIMX aKTiB 3aKOHOABCTBA, BMIHHS
06IpyHTOBYBATH BIIACHY MO3HILiI0 Ta BUPIillyBaTH
KOMIUIEKCHI 3aBIaHHs, JOCATaTH KiHI[EBUX Pe3yJbTaTiB,
3MATHICTB IIiATPHMYBATH 3MiHH Ta IPALlOBATH 3
peaKIliero Ha HUX, CAMOCTIHHICTh y BUKOHAHHI
[IOCTaBJICHUX 3aBIaHb




