Jonmarok 1

3ATBEPJI’KEHO

HaKa3oM  KEpiBHMKa  amapary
KHIBCBKOTO OKPY’KHOTO
aaMiHICTpaTUBHOTO cyny Ne 32

Bix «24» kBiTHS 2018 poky

YMOBHA

NPOBeIeHHS KOHKYPCY HA 3aMilllcHHS BAKAHTHOI I10CA/IU CEKpeTaps CyA0BOro
3acizanHsa Bigginy J0KyMeHTaIbHOr0 3a0e3MeYeHH | KOHTP 0110 (KAaHLeJIAPist)
(kateropist B) KMiBCbKOr0 OKpY:KHOI0 aAMiHICTPATUBHOIO Cy1y (CTPOKOBE

NPU3HAYECHHS)

3arajabHi yMoBH

[TocamoBi 000B’A3KH

- 3I1ICHIOE CY/I0B1 BUKJIMKH Ta MOBITOMJICHHS y CIIpaBax,
SK1 3HaXOJAThCS Y MPOBA/DKEHHI CYJIl, B TOMY YHUCI1 y
CIpaBax 3 0OMEXEHUM JIOCTYIIOM.

- 3niiicHIOe 0opMIIEHHS Ta PO3MIIIEHHS CIHUCKIB CIpaB,
MPU3HAYCHHX JIO0 PO3TIISITY.

- IlepeBipsie HasBHICTH 1 3’ICOBY€E MPUYMUHU BIICYTHOCTI
0ci0, SKMX BUKIMKAHO JIO CYydy, 1 JOIMOBIZAE TMPO II€
TOJIOBYFOUOMY CY/IJII.

- 3milicHIOE TIEpPeBIpKY 0cCi0, SKi BUKIMKAaHI B CY/IOBE
3acilaHHsl, Ta 3a3HaYae Ha MOBICTKAxX yac nepeOyBaHHS B
cy/i.

- 3abe3meuye  (QIKCYBaHHS  CYAOBOTO  3aciTaHHS
TeXHIYHUMHU 3acobamMu 3rigHO 3 [HCTpyKIi€r Tmpo
nopsAoK (PIKCyBaHHS CyJIOBOTO IIPOILIECY TEXHIYHUMH
3acobamu.

- Beze >xypHain cyoBoro 3aciiaHHs, POTOKOJI CYZOBOIO
3acigaHHs.

- BuroroBnse xomii cygoBUX pillIeHb y CHpaBax, sKi
3HAXOATHCS B MPOBAHKEHHI CYII.

- 3niiicHioe odopMIleHHS IS HalpaBJiEHHS KO
CYIOBHUX pilIEHb CTOPOHAM Ta IHIIUM ocobaM, SKi
OepyTh ydacThb y chpaBi i QakTu4yHO He Oynu
NPUCYTHIMH B CYZIOBOMY 3aCiIaHH1 IPHU PO3IIISA/l CIIPABU.
- Bumnucye BuKOHaBYI NHMCTH y cCHpaBaxX, 3a SKUMHU
nependavueHo HeraiiHe BHUKOHAHHS Ta MpPO CTATHEHHS
mtpady 3a HEIBKY JI0 CYaY.

- Odopmitoe Matepiaau CyIOBHUX CHpaB 1 3IiHCHIOE
nepeaady crpas 0 KaHLEAPii cyay.

- [Ticns kO’KHOTO CyIOBOTO 3acimaHHs Hajae iH(popMalliro
Opo pe3yabTaTH pO3IJILy COpaBU  JUIl  BHECEHHS
BIIMOBIHUX 3aMHUCIB B OOJIKOBO-CTaTUCTUYHY KapTKy Ta
BE/ICHHS BIOMOBIAHOTO OOMIKY CIpaB, MPU3HAYEHHUX [0
PO3IIIANY.

- Y pa3i BiICYyTHOCTI B CYIOBOMY 3aciJaHHi
PO3MOPSITHIKA BUKOHYE HOTO (yHKILIT.

- BukoHye iHIII JOpYy4eHHs CyIi, KepiBHUKa amapary
Cyny, HayalpHUKAa  Bigaily — JOKyMEHTalIbHOTO




3a0e3MeueHHs] 1 KOHTPOJIIO (KaHIENAPis) Ta MOMIYHUKA
Cy[Jli, IO CTOCYIOThCSI OpraHi3amii po3risiay CYZOBUX
CIIpaB.

YMOBH OIIaTy mparti

[Tocamosuii oxman — 4400 rpH.

- Hag0aBKa JI0 1OCaI0BOT0 OKJIAAY 3a PaHT BiMOBIIHO
1o nocraHoBu Kabinery MinictpiB Ykpainu Bin
18.01.2017 Ne 15 , IIutaHHs OTUIATH Mpalli MPa[iBHUKIB
Jep >KaBHUX OpraiB”’(31 3MiHaMM);

- Hap0aBKy Ta JOTUIATH (BIAMOBITHO 10 CTATTi 52 3aKOHY
VYkpainu ,,[Ipo gepxaBHy ciryx0y”).

[HpOpMaLis PO CTPOKOBICT UK
0€3CTPOKOBICTh MPU3HAYEHHS Ha Mocany

CTPOKOBE MPU3HAYCHHS Ha MEPioJI AEKPETHOT BIAMYCTKA
OCHOBHOTO TMpalliBHUKA

[lepenik JOKyMEHTIB, HEOOXITHUX IS
y4acTi B KOHKYPCi, Ta CTPOK iX IMOTaHHS

1. Komis macnopra rpoMajsiHuHa Y KpaiHu.

2. IlucemoBa 3asBa TPO ydYacTb y KOHKypCi 13
3a3HAYCHHSM OCHOBHUX MOTHBIB ISl 3aWHSITTS TOCAIU
JIEpKABHO1 CIY)KOM, /0 SKOI JOJA€ThCA pe3loMe Yy
JOBUIBHIN (HOopMi.

3. IluceMoBa 3asBa, B AKid 0co0a MOBIIOMIISE, IO A0 Hel
HE 3aCTOCOBYIOTHCS 3a00pOHM, BH3HAYECHI YaCTHHOIO
TpeThoIo ab0 ueTBepToto cTtarTi 1 3akony Ykpainu «IIpo
OUMINEHHS BJIAIN», Ta HANAE 3TOMy Ha TMPOXOKEHHS
MEepeBIPKU Ta HAa ONMPUIIIOAHEHHS B1IOMOCTEH CTOCOBHO
Hel BIIMOBIIHO JI0 3a3HAYEHOTO 3aKOHY.

4. OpwuriHan TOCBIAYEHHS aTecTallii MoJ0 BUIHBHOTO
BOJIOJIIHHS JIEP’KaBHOIO MOBOIO.

5. Komis (komii) mokymeHTa (JOKyMEHTIB) PO OCBITY.

6. 3anmoBHEHAa 0COOOBA KapTKa BCTAHOBJICHOTO 3pa3Ka.

7. Hexmapariisi ocoOu, yIMOBHOBOKEHOI HAa BHKOHAHHS
byHKIIH fep)kaBu ab00 MICIIEBOTO CaMOBPSAYBaHHs, 3a
2017 pik.

Hoxymentu npuiimarotrbest 10 17 roauan 00 XBUIMH
13 tpaBusa 2018 poky
M. KuiB, OynbBap Jleci Ykpainku, 26

Miclie, yac Ta Jara Mmo4arKky MpoBeACHHS
KOHKYpCY

3 17 mo 18 tpaBus 2018 poky o 10 roauni 00 xBUIUH
M. KuiB, 6ynbBap Jleci Ykpainku, 26

[Ipi3BuIe, iM’s Ta 110 OATHKOBI, HOMEP
TeneoHy Ta ajipeca eNeKTPOHHOT MOIITH
oco0wu, sika HaJiae 10JaTKOBY
iH(pOopMaIlito 3 TUTaHb IPOBEACHHS
KOHKYPCY

Tumomenko Cairinana BonoaumupisHa
tenepon 207-80-60

KBanijpikaniiini BumMorn

1  |Ocgira BUIIIA, HE HW)KYE CTYyNEHs MojoAmoro OakamaBpa abo
OakanaBpa 3a crerfianbHicTio «I[IpaBo3HaBCTBO»
2  |[docBig pobotu He ToTpedye
3 BonoainHs aep)kaBHOIO MOBOIO BUTbHE BOJIOJIIHHS JEPKABHOIO MOBOIO
Bumoru 10 koMneTreHTHOCTI
Bumora KoMnoHneHTH BUMOTH
1 SIKicHE BUKOHAHHS ITOCTaBICHUX - BMIHHS BHUpINIYBaTH KOMIUIEKCHI 3aBIaHHS Ta
3aBJIaHb JOBOJIUTH X JI0 KIHIIEBOTO PE3YNIbTaTy;
- BMIHHS IpaloBatu 3 iHpopmaiiiero,
- BMIHHS BUPIIIYBaTH KOMITJIEKCHI 3aBJIaHHS.



http://zakon3.rada.gov.ua/laws/show/1682-18/paran13#n13
http://zakon3.rada.gov.ua/laws/show/1682-18/paran13#n13
http://zakon3.rada.gov.ua/laws/show/1682-18/paran14#n14

KomanHa po6oTa Ta B3aeMoist

BMIHHSI [TPAIFOBATH B KOMAH/II;
BMIHHS €(DeKTUBHOI CHIBIpAIli 3 IHITUMH.

TexuiyHi BMIHHSA

piBEHB JOCBITYEHOTO KoprucTyBaua. JlocBig
pobotu 3 oicaum nakerom Microsoft Office
(Word, Excel, Power Point) aco 3
anpTepHatuBHUM naketom Open Office, Libre
Office.

BUIbHE KOPUCTYBAaHHS 3aKOHOAaBYOI0 Oa3oro Liga

Oco0ucCTICHI KOMITETEHLIIT

BMIHHSI IIPAIIOBATH B CTPECOBUX CUTYAIIIfX;
BiJIMIOBITAIBHICT 1 MyHKTYaJIbHICTh;
YBaXKHICTB JI0 JICTaJICH;

IHIIIaTUBHICTD,

OpIEHTAIlIS] HA CAMOPO3BUTOK;

3HaHHS CTaHJApPTIB MOBEAIHKH
NEP>KaBHOTO CITY>KOOBIIS —
[paliBHUKA CyIy

3aranbHi IpaBUJIa €TUYHOT MOBEIIHKU JePHKABHUX
CITY»OOBIIIB Ta MTOCAJOBUX OCIO MICIIEBOTO
CaMOBDsITyBaHHS;

[IpaBuia noBeIHKY MpaIIBHUKA CYNY.

IIpodeciiini 3HanHA

Bumora

KomnerenTHi BuMorun

3HAHHS 3aKOHO/IaBCTBA

Konctutynii Ykpainu;
3akony Ykpaiau «IIpo nepxkaBHy ciyx0y»;
3akony Ykpainu «[Ipo 3ano0iranHs KOpymiii»

SHAHHS CIIEIAILHOTO
3aKOHOJIABCTBA, 1110 ITOB’A3aHe 13
3aBIaHHSMHU Ta 3MICTOM pOoOOTH
NIEP>)KaBHOTO CITYKOOBIS
BIJIOBIIHO O IIOCAA0BO1
THCTPYKIIIi (TI0JIOKEHHS TTPO
CTPYKTYPHHUH TIAPO3/111)

Komekc amMiHiCTpaTUBHOTO CYJJOYMHCTBA
Vkpainuy;

3akoH Ykpainu «IIpo BUKOHaBYE MPOBAIKECHHS»;
3akoHn Ykpainu «IIpo cynoBwii 30ip»;

3akoH Ykpainu «IIpo 3BepHEHHS rpOMaJIIH»;
3akon Ykpainu «[Ipo moctyn g0 myomigHOT
1HbOopMaIrii,

[HCTpYKITiSt 3 IUTOBOICTBA B aIMIHICTPATUBHHUX
cynax Ykpainu;

[TosioskeHHs PO MOPSATOK KOPUCTYBAHHS
ABTOMaTH30BAHOIO CUCTEMOIO IOKYMEHTOOOITY;
[HCTpYKITiO TTPO MOPSAIOK POOOTH 3 TEXHIYHUMU
3aco0amMu (piKCyBaHHS CYZ0BOTO MPOIECY
(cymoBoro 3acigaHHs).

3akoH Ykpainu«lIpo cynoycrtpiit i cratyc
CYIUIIBY.
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