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1 OBLUME MONOXEHWA

1.1 Hacroswee nonoxeHue KOHKPETWU3UPYET cTaTyc, 3agaqu, pyHKUMKM, npasa u
OTBETCTBEHHOCTb, oOpraHusauuio paboTel (B  TOM uuche CTPYKTYpY) oTtgena
NPOPOprEHTALIMOHHOW pPaboTel U comencTeuns TPYAOYCTpOWCTBY KanuHuHrpasackoro
MOPCKOro pbIOONPOMBILLNEHHOrO Konneaxa BanTuiickoit rocy4apCTBEHHOW akagemMuu
pPbiBonpoMbICOBOro dnoTa ®epnepanbHoro rocyfapcTBeHHOro BrompkeTHoro
obpazoBaTenbHOrO  y4pexaeHus BbICLLEro obpasoBaHus «KanuHuHrpagckuii

roCynapCTBeHHbI TEXHUYECKUIA YHUBEPCUTETY.

1.2 Otgen npodopueHTaUMOHHON paBoTbl U COAENCTBMA TPYAOYCTPONCTBY
ABnserTcs CTPYKTYPHbIM nogpasgeneHvem Konnemxa, OCYLLIECTBNSAOLNUM
NPOOPHUEHTALIMOHHYIO PaBoTy U opraHusaLmio npuema B KONNemX, a Takke cogencreune

TPYAOYCTPOICTBY BbIMyCKHUKOB.

1.3 Otgen B cBoeit AeATenbHOCTH pykoeoacTteyeTcs KoHcTutyumen Poccuiickol
®epepaumnn, deaepanbHbiM 3aKOHOM Poccuiickoit depnepaunu ot 29 pekabpsi 2012 r. N
273-03 «O6 obpasoBaHuM B Poccuiickoii ®epepauun», peleHnsmu [paButenscTea
Poccuiickoii ®epepaumn no sonpocam ynpaeneHus B obpasosaHuu, Mopsgkom npuema
Ha obyyeHne no obBpasoBaTenbHbLIM nporpaMmam cpefHero npogeccuoHanbLHoro
obpasoeaHus, yTBepxgeHHsIM [pukasom MwuHuctepcTBa MpocselyerHus ot 02 CeHTA0pS
2020 r. Ne 457, HopmMaTUBHbLIMU npaBoBbIMU akTamyu MuHucTepcTBa 0Bpa3soBaHus
Poccuiickon  depepaunu, YcTasom yHUBEpcUTeTa, YTBEPXKAEHHBIM  TPUKaA3OM
®enepanbHOro areHTCTBa no pbiGonoscTay 0T 29.12.2015 1. Ne 1017, npasunamu npuéma
B ®I'BOY BO «KITY», HACTOALUM NOMOXKEHUEM W noKarnbHbIMW akTamun yHUBepcuTeTa u

Konnemxa.

1.4  Otoen nopgumHeH HavanbHUKy konnegxa. o npocdopueHTaumoHHoA paboTe
OTAEN KOOPAWHWPYET CBOIO AEATENbHOCTL CO CRyxGoii konnegka no OBP, y4ebHbIMU
OTAENEeHUAMKN,  cnyxbamu  3aHATOCTM  HaceneHus, CMW, obpasosaTenbHbiMu

opraHusaunamMmu.

HokymeHm yripaensemcsi npozpammHbimu cpedcmeamu TRIM-QM
lposeps akmyansHoCMb 6epcul o opuauHany, xpaHawemycs e TRIM-QM
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1.5 HenocpeactseHHoe ynpaBneHve nesTenbHOCTbIO OTAEna ocyLlecTBrseT
SaBEAYKLWNA OTAENOM, HasHavyaeMbld HavyanbHUKOM akagemuu no npeacTasneHunto
HavanbHUKa Konnegxa.

1.6  3asegywolwwit oToenom:

- pykoBognT paboTod oTAena npochopUEHTALMOHHOM paboThl M coaeilcTBus
TPYOOYCTPOWCTRBY;

- onpenenaeT oCHOBHbIE HanpaBneHus AeATENbHOCTU OTAENa M CornacoBbIiBaeT uX
C HavarbHUKOM Konnemxka:

- OpraHu3yeT AeATeNbHOCTb NPUEMHOW KOMUCCUN Konmneoxa:

- TOTOBUT K nybnukauuv 1 cornacosbiBaeT peknamHble NpocnekTbl U Apyrue
PEeKMamMHo-WHMOPMaLMOHHbIE MaTepuasbl MPUEMHOI KOMUCCUM KOMNemKa:

- OpraHusyeT noAroToBKy WHGOPMaLWW, CBS3AHHOW C NPUEMOM B KOMnemx,
KOHTPONUPYeT MNOAroTOBKY OTBETOB Ha MUCbMEHHbIE 3aMpOChl rpaxpgaH Mo Bonpocam
Npuéma, opraHusyeT OTBEThI HA BOMPOCHI rpaxaaH no TenedOoHHOI IMHUM 1 3NEKTPOHHOM
nodyTe;

- OpraHusyeT MHOPMUPOBaHME MOCTYNAKLWUX U WX 3aKOHHLIX NpeacTaBuTenei ¢
HOPMaTMBHbIMU AOKYMEHTaMW YHWBEpcUTeTa M KOoMnemka, CBA3aHHbIMU C MPUEMOM B
KONnemx, NocpeAcTBOM MpeAcTaBleHns gaHHOW WHopMauuu Ha oduuMansHoOM caiite
Konnemxa u cteHgax NPUEMHON KOMUCCUW:

- obecnevnsaeT npasuUnbHOE U YETKOE BbINOSIHEHWE BCeMW paBOTHUKaMU OTAena

CBOUX OGHS&HHOCTQVI, BO3NOXEHHbIX Ha HUX OOJHKHOCTHLIMU MHCTPYKUMAMM,

2 SALAYU
2.1, OpraHusauus npoopUeHTaLUnoHHOM paboThbl 5 BbIMYCKHUKaMK

o6pasoBaTenbHbIx OpraHusaLuii,

2.2.  OpraHusauns 1 npoBefeHUE MEPOMNPUATUIA MO NpUEMy obyyarowmxca B

Konnemx.
2.3. OpraHusauus MEpOnpUaTUN, crnocoBeTBYOLLUX TPYAOYCTPOWCTBY

BbINYCKHWUKOB Konneaxa.

LokymeHrm ynpasnsemcs npoepaMmHbIMU cpedecmeamu TRIM-QM
lMposepsb akmyansHOCMb 8epcul 10 OpuuHany, xpaHauwemyes e TRIM-QM
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3 OYHKUMK

3.11Mo npochopueHTauroHHoi pabore:

- Oprannsauns 1 KoopanHauust NpodgopreHTaLnoHHON paBoThi;

- OCyLLECTBIIEHNE B3aUMOLENCTBUA C TEpPUTOPUANbHLIMM opraHamu ynpaeneHus
obpasoBaHuem 1 o6pa3oBaTeNbHLIMU OpraHusaLusmMu, a Takke npoBefeHNne COBMECTHbIX
MEpOnpUATUIA C LIeNbIo peknaMnpoBaHns cneumansHocTel Konneaxa;

- OCylLecTBNeHne nprema abuTypueHToB U UX poauTeneil no BOMpocam npuema B
KONnemk (NUuYHbIA Npuem rpaxknaH, OTBETbl Ha MUChbMEHHbIe 3anpockl, OTBETbI MO
TENEemOHHOW NMUHKK);

- paspaboTka nnaHa OCHOBHbIX MeponpusaTHii no NpOBEAEHUIO
npocopueHTaumoHHol paboTsl ¢ OTpaXXeHWeM noAroToBKM UHOPMAaLMOHHBLIX W
aruTauuoHHbIX  MaTepuanos Mo MpoopUeHTALNOHHON pabote, 3akpennenue
obyvalolyuxcs u npenopasaTenei Konnemka 3a obpasoBaTesibHbIMU  OpraHM3aLMsIMU
ropoga KanuHuHrpaga u KanuHwHrpaackoii obrnactu, npoBegeHus «[JHs OTKPbITbIX
ABEpeit» 1 y4acTUs B TOPOACKUX U OBNACTHBIX ApMapkax BaKaHCUN, eXeroAHbix
BbicTaBkax «ObpasosaHue u kapbepa» n PRO-O6pasosaHye.

3.2To npmémy' obyyvaromxcs B Konnemx:

- MOArOTOBKa OCHOBHbIX JOKYMEHTOB NPUEMHON KOMUCCUN:

- paspaboTka W pasMHOXeHWe BraHKOBOV AOKyMeHTauun Heobxogumon ans
NPOBELEHUS NPUEMHON KaMnaHuu;

- oBy4eHue cekpeTapuaTta NPUEMHON KOMUCCUU;

- MOATOTOBKa NPOEKTOB NPUKA30B 1 NPOTOKOMOB 3a4UCEHUs B KOnnemx;

- NpeAcTaeneHune Tpebyembix OTYETOB U JaHHbIX MO NPUEMY B KONnemx;

- Opranunsauus exenHesHou paboTbl B nepuon paboTbi NPUEMHOW KOMUCCUM MO
MH(OPMUPOBaHMIO NOCTYNAIOLLMX O Konmecme NMoAaHHbIX 3asiBNeHui;

- Co3faHne 1 BegeHue nHpopMaLnoHHON Basbl NOCTyNaKLLUUX B KONEmXK;

- NOAroTOBKa MPOEKTOB NPUKA30B U NPOTOKOMOB 3a4UCHEHUS B Konneax;

- IPEACTaBNEHNe Tpebyemblx OTYETOB 1 AaHHBIX MO NPUEMY B KOS,

3.3To cogeiicTeuio TPYAOYCTPOMCTBY:

- obecneyeHue HENPEepbLIBHOro MOHUTOPUHra TPyAOyCTpOMUCTRA BbIMYCKHUKOB;

Hokymenm ynpaensemes npozpammHbimy cpedcmeamu TRIM-QM
Mposeps akmyansHocms eepcuu no OopleuUHany, xpaHawemycs 8 TRIM-QM
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- BedeHve 0asbl AaHHbIX NpeanpusSTU, yypexaeHuih u  opraHusauuii,
COTPYAHUHAIOLMX C KOMMEKeM Mo TPy[oyCTPoiCTBy BbIMYCKHUKOB;

- B3aumopneicTsMe ¢ OBy4aloMMUCH BbIMYCKHbIX KYPCOB W BbIMYCKHWUKAMU MO
BOMpOCam CoaencTBMsA UM B TPYLOYCTPOCTBE:

- NPEACTaBNeHe TpebyembIx OTHETOB U faHHbIX MO TPYAOYCTPONCTRY.

4 OPTAHUSALMSA PABOTHI

4.1 Mopspok nOesTenbHOCTM oTaena onpenenseTca YcrasoM YHUBEpCUTETA,
nonoxeHuem o6 akagemun, MONMOXEHUEM O Komnemke, NOKanbHLIMA — aKTaMmu
YHVBEpCUTETA, aKkaaemun W Komnmneaxa B COOTBETCTBUN C OpPraHW3aLMoHHOM CTPYKTYpOU
ynpaeneHus otaenom (cMm. [lpunoxenve 1). CoTpyaHWUKU OoTAena ocCyLecTBnsT

AEATENbHOCTb B COOTBETCTBUM C prHKUMFlMM oThaena v OOMKHOCTHLIMU MHCTPYKLUMAMU,

4.2  Otaen ocyllecTBnsieT onepaTUBHbIA W TEKYLUIA y4eT pesynbTaToB CBOEeM

AEATEeNnbHOCTHN.

43 CoctaB M MopsaoK BedeHUs AOKYMEHTauuu oTAena onpepenseTcs

COOTBETCTBYIOLUMMN HOPMATUBHLIMM aKTaMn U HOMEHKNaTypolt Jef.

4.4  PeopraHusauMs wnu nuKBugauuMs oTaena OCYLLECTBMNAETCS NPUKa3oM
HavanbHUKa akagemmu.

3aBenyoLLuii oTaenom H.A. BypaoeitHas

LHokymeHnm ynpaensemcs npozpamMmHsIMu cpedcmeamu TRIM-QM
INposeps akmyansHocms epcuu o opuzuHany, xpaHsawemycs 8 TRIM-QM
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