“3ATBEPIDKEHO
Hakas Corysk6iy cripaBax aiteif Ta cim’i
BHKOHaB4OrD 'opraHy Kuiscekol Mickkol pamu

(KuiBcbko) Michkol aepsapH 1am~11mcrpaun
Bin o7 ﬂj” M / ﬁ

IMMOCAJOBA IHCTPYKIIS
I'OJIOBHOI'O CIHEIIAJIICTA BIJILIY
BYXTAJITEPCHKOI'O OBJIIKY TA 3BITHOCTI
Cayx0u y cnipasax aireii Ta cim’i BuKoHaB4oro oprany KuiBebkoi micbkol paan
(KuiBcpkoi MicbKoT gep:kaBHOT agMiHicTpawii)

1. 3ATAJIbHI ITOJIOYKEHHSI

1.1, Tonosnmit cnenianict Binginy Gyxrantepcekoro o6miky Ta 3BiTHOCTI
Cnyx0u y cmpasax mitedl Ta cim’i BUKOHaB4Oro oprany Kuiscbkoi Michkoi pamu
(KuiBcpKoi MichKol JepxaBHOI aaMiHicTpalii BIIHOCUTECS [0 KaTeropii crewiamicTis
(mami — ronoBHUM crietianict Bigminy).

1.2, Tonosnuii crnemiamict Binminy 3xiiicHioe KoopauHALi0 Ta METOAWYHE
KEePIBHUIITBO HaNpsMKaMu poOoTH Binainy, Bu3sHaueHUMH JaHOKO IHCTPYKITi€fo.

1.3, Tonosuui cmemianmict Binminy 06e3mocepeqHbo MiZMOPSIKOBYETHCS
HavalbHUKOBI Bimniny.

1.4, TonoBmmii cnemiamict Bimminy npu3Havaethess Ha mocagy Ta
3BUIBHAETBCS 3 II0CAAM Y BCTAHOBIEHOMY YHHHMM TPYJOBHM 3aKOHONABCTBOM
IIOPAIKY HaKa3oM HauanbHuKa CIryKOu.

1.5. Hopmaruphi, MeToAn4Hi Ta IHLII JOKYMEHTH, SKHMH KEPYETHCH
TOJIOBHUH crietiaiict Bigaimy:

1.5.1. Koncrutyuiss i 3akomu VYkpainu, ykasu Ilpesunenta VYxkpainum Ta
0CTaHOBH BepxoBHoI pamu Ykpainu, npuiiHarti Bixnosinmno no Koxcrurynil Ta
3aKoHiB VYkpainu, axtu KaGinetry MinictpiB VYkpainu, nakasu Minicrepcrsa
colliaNpHOi MNOMITUKM YKpalHH, Haka3w Ta iHCTpykuil Minictepcra (iHaHCIB
Ykpainu Ta JlepkaBHOI Ka3HadeHcbkol cityxOum Ykpainu, pirrenHsmu Kuischkoi
MIiCBKOI pajy, posnopsakeHHs KuiBCBKOro MiCBKOTO TOJIOBH, PO3MOPSIKEHHS
BUKOHAaBYoro opranHy KwuiBcekol Micskoi pagu (KuiBchkoi MichKOi pep:kaBHOI
anMiHicTpanii), Haka3u HadanbHUKA Ciy)OH, iHII HOPMATHBHO-IIPABOBI aKTH, IO
PErIaMEeHTYIOTh OIOIKETHI BIHOCHHU 1 ()iHAHCOBO-TOCIIONAPCHKY MiSILHICTS
Cnyx0u Ta ctocyrorbest pobotu Bimniny.

1.5.2. Tlonoxenns npo Ciyx0y y cripaBax JiTell Ta ciM'i BUKOHABYOTO OpraHy
Kuisepkoi Micbkol panu (KuiBcekoi michkoi aepxasHoI amMmiHicTparil), TTomoxenns
PO BIAAUT Oyxranrepchbkoro obiiKy Ta 3BITHOCTI, HaKa3W Ta JOPYYeHHs HaualbHUKA
Cnyx06u, IlpaBuyia BHYTpILIHBEOTO TPYJOBOTO pO3MOPSAAKY Ta L I0OCAN0BA
IHCTpYKIisl.

1.6.  KsanidikauiitHi BUMOTH:

1.6.1. IloBHa BuIIa NefaroriyHa, ICHXOJIOTIYHA YW IOPUAMYHA OCBiTa 3a
OCBITHBO-KBaTIhiKaifHUM piBHEM MaricTpa, coelianricTa.




1.6.2. Crax poGoTu 3a (haxoMm Ha mepXaBHiK c1yx6i Ha mocami IPOBIJIHOTO
crieniamicra He MeHwe 1 poky, a6o crax poGoTH 3a (axom B iHIMX chepax He
MeHLIe 3 pPOKiB Opu HEOOXiMHOCTi, BUXOAAYM i3 BMKOHAHHS BigilioM OCHOBHMX
3aBJlaHb Ta HYHKIIIH.

1.7.  Bumoru [0 creuiaJbHUX 3HAHb i HABUYOK:

1.7.1. T'onoBHuit crenianict Bingainy nosrHeH BonomiTy:

-3HaHHAMM 3 KoHcrutynii Vkpainu, s3akoniB Ykpainu «Ilpo nepxasmy
ciyx0y» Ta «IIpo 3acanu 3ano0irasss i NPOTUAIT KOPYMIIii», a TAKOXK 3aKOHOIABCTBA
3 ypaxyBaHHAM crienuQiku QpyHKuioHanbHuX moBHOBaXeHs Cityx6u Ta Bimminy;

-BMIHHAM BilbHO OpI€HTYBaTHCS B COIIAIBHO-TIONITHIHOMY IIPOCTOPI,
BIIOWpaTH, aHAJTi3yBaTH Ta y3araibHIOBATH iHPOPMALIiIo;

" QHAITHYHUM MHCIEHHAM, PO3YyMIHHSAM CY4acHUX MpOONeM MeHeIKMEHTY,
TEXHOIIOTIEI0  aIMiHICTpaTHUBHOI poGOTH, 3HATHICTIO TIPOAYKYBaTH HOBI igdei,
YIPaBIIHCHKI PillICHHS, COLiaIbHI TEXHOIOTIT,

- BMiHHAM peasli3oBYBaTH ILIaHH AisuibHOCTI Bimminy;

-BMIHHSIM CHCTEMAaTH3yBaTH, OOpOGJSITH, aHaNi3yBaTH Ta Y3arajlbHIOBATH
iHopmaliio mMOK0 CBOET JISUIBHOCTI 3 METOK BHU3HAUEHHS JOCATHEHb TA 3aXOIIB,
CIPSIMOBaHMX Ha YCYHEHHS HEIOJIKIiB y i#l MisIEHOCTI.

1.7.2. I'onoBHuit crienianict Bigainy mosunen 3HaTH:

- KoHcTuTynito Ykpainu;

-3akoHn YKpainn «lIpo nepxaBHy ciayx0Oy» ta «[Ipo 3acamu 3amoGiraHus i
NPOTHALT KOPYTILii», HOPMATUBHI JOKYMEHTH, IO CTOCYIOTHCS JIepXKaBHOT CIIy:KOH Ta
NisSTBHOCTI BHKOHABYOro oprany KuiBcpkoi Micekoi pamu (KuiBebkoi Micbkoi
JiepXaBHOI aAMiHIcTpanil);

- YKasu Ta posnopspxerns [Ipesnnenta Ykpainu, nocraHosu Bepxosnoi Pagu
YKpaiHy, NocTaHoBU Ta posnopskeHHs KaGinetry Minictpie Ykpaiam, iHmi
Mi/[3aKOHHI HOPMATUBHO-IPABOBI aKTH OPraHiB BUKOHABYOT BJIAM BUIIOTO PiBHS, IO
PEryio0Th PO3BUTOK BiANOBIAHUX chep Ciry)kOH, MpakTHKy 3aCTOCYBaHHS YHHHOTO
3aKOHOJIaBCTBA,;

- OCHOBH JIEP)KaBHOTO YIPABIiHHS Ta €EKOHOMIKH;

- OCHOBHU IIpaBa Ta PUHKY ITpalli;

- popmu Ta MeTOU PoOOTH i3 3acobamu MacoBoi indopmarii;

- [[paBWJIa JUTOBOTO €THKETY;

- IPaBHUJIa Ta HOPMU OXOPOHH Tpalli Ta IPOTUIIOKEKHOTO 3aXHUCTY;

- OCHOBHI IPUHIUIIK POOOTH Ha KOMIT'IOTEpI Ta BiAMOBIIHI porpamHi 3acobu;

- ILIIOBY MOBY.

1.7.3. Tonosuuii cienianict Binimy moBHHEH JOCKOHAO BOJIOAITH AEP/KABHOIO
MOBOIO.

1.7.4  Ocobucti BUMOTH:

- IPUHUUIIOBICTh, pPINIY4icTh 1 BHMOIIMBICTE Yy JOTPUMAHHI YMHHOTO
3aKOHOJIABCTBA 100 BUPILIEHHS MUTaHb PO30yI0BU He3alE)KHOI YKpaiHH;

- iHiLIaTUBHICTB, OcOOUCTA BBIWIMBICTh, TAKTOBHICTH T4 BUTPUMKA

1.8, Ha wac BIACYTHOCTI 3 MOBaXHWX MPUYUH OOOB’S3KH TOJIOBHOTO
cnemianicra Biaainy po3snoaisoTsest Mix mpaliBHUKamMu Bigminy.
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2. 3ABJAHHSI TA OBOB’EHSKI/I

2.1.  OprasizoBye Ta 3a0e3nedye KOHTPOIIb, é;lHaJIiS Ta OLUIHKY CTaHy CIIpaB
II0J0: |

BYACHOTO BHUKOHAHHS KOHTPOJNIBHUX JIOKYMEHTIB, 3asiB, CKapr, 3aBlaHb,
BU3HAYECHUX 3aKOHOJABYMMM aKTaMH, JOPYUYEHD Ipesunenta Ykpainu, BepxosHoi
Pamu VYkpainum, KabGinery MinictpiB VYkpaiHuy, KI/IIBCBKOI MICBKOI JIep>KaBHOI
aanchTpauu |

3aiicHeHHs OOJIIKY MPOIIO3UIIil, 3aB Ta CKapr IPOMaJIsiH, B TOMY YHCII THX, SIKi
HamiimmM Ha enekTpoHHy anapecy Cnyx6u y cnpasax piteii Ta ciM’i
(ssdkmda@ukr.net ), Ta KOHTPONE 3a iX BUKOHAHHAM; |

BYACHOTO PO3MJISAY iHQOpMalifHUX 3amUTiB BllZ[HOBl,lIHO 10 3akoHy YKpainu
«IIpo moctymn no myGaiuHOT iHpopMaLii».

2.2,  3abe3mneuye MNepBUHHY OOPOOKY BXII[HI/IX BUXIIHUX 1 BHYTpIIIHIX
nokyMeHTiB City k0.

2.3.  OpraHizoBye poOOTy 3 MiATOTOBKM JOKYMEHTIB JJIsi  PO3IJISAY
kepiBHHUTBOM CityK0u.

2.4, OpranizoBye o00JiK Ta IepeJaBaHHs BIJNOBIIHUM BHKOHABIISIM
JTOKYMEHTIB IMOTOYHOTO JALJIOBOJICTBA, y TOMY YHUCII p}imeHb KuiBchkoi Micbkoi paau
Ta posnopsikersb KUiBCbKol MichKoi AepxaBHOl aaMinicTparil.

2.5. 3abesmeuye oprasizauiro aioBoactBa B Ciryx0i BiAMOBIAHO 10 YMHHUX
paBuUIL.

2.6. 3abesneuye 30epiraHHs JOKyMEHTALIil mono nismeHOCTI Cityx0u Ta
nepenae il Ha Iep)xaBHe 30epiraHHs y BCTaHOBJIeHOMy MOPS/KY.

2.7. bepe yuacTh B y3arajibHEHH1 CTAQTHCTHYHOI 3BITHOCTI 3a HaNlpsIMKaMU
nismpHOCTI Biaginy.

2.8. Y3aranpHIO€ pIYHUH [IJ1aH poOOTH Cny)KGH Ta piUHMM, NiBPIYHUI 3BITH PO
poboty Ciyx6u. :

2.9. Po3pobinisie Ta BHpae OJIaHKH OpFaH13aHII/IHO PO3MOPANYUX JTOKYMEHTIB
Cayxou.

2.10. 3piiicHIOE pPO3MJISN  JIMCTIB, BUKOHAHHS JIOPYY€Hb, KOHTPOJBHUX
JIOKyMEHTIB 3 MUTAHb, BU3HAUYEHUX DYHKLIOHATBHIMH 060B’SI3KaAMH.

2.11. Po3pobisie moTouHi Ta 6epe y4acTs y MiArOTOBLI IEPCIEKTUBHUX IUIaHIB
poboru Bimnminy, Hagae HEOOXiIHY METOIMYHY HOMOMOTY CIIiBpOGiTHHKaM Ta
IpaliBHUKaM palloHHUX CIIyK0 y clipaBax AiTell y BUKOHAHHI 3aBIaHb, 10Py4YeHb.

2.12. bepe yuyacTh B Opradisallii Ta mNpoBeleHHI Hapax, ceMiHapiB,
KOH(epeHIIil 3 MHTaHb, BU3HAYSHUX (PYHKIIOHAIBHAMY 000B’ I3KaMH.

2.13. 3alesmeuye MiArOTOBKY MPOEKTIB HaKa3iB, IHCTPYKUiM, yrog Ta iHIIwX
JOKYMEHTIB 3 TUTaHb, BUSHAYEHUX @yHKuiOHaﬂLHHMf/I 000B’A3KaMHU.

2.14. YV wMexax HamaHOi KomiereHiii 3a0e¢3medye IiATOTOBKY IIPOEKTIB
pillIeHh Ta MPOIIO3UIIYM KepiBHULTBY Ha BUKOHAHHS JOPYyYeHb OPIraHiB BUKOHABYOI
BJIQ/IM BHILIOTO PiBHS.

2.15. 3pilicHroe y3araibHeHHs iHQOpMaUifHUX, CTATUCTUYHUX, AHATITUYIHUX
MaTepialiB, MMiArOTOBKY JAOBIIOK 1 METOAUIHHUX peKOI\i/IeHILaU;iI\/'I 3 MATaHb, BU3HAUCHUX
GyHKLIOHATBHUMH 000B’ SI3KaMH.




2.16. bepe ywacte y po3poOJieHHI HOPMATUBHUX Ta OpraHizauiiHo-
METOJNYHUX JJOKYMEHTIB. 1

2.17. Torye iHbopMaliio po pe3ybTaTh pO60}TI/I.

2.18. 3actocoBye oOnepaTMBHUH 3B'S30K 3 }ij}iBHI/IMI/I perionamu YkpaiHuy,
pajaMu HapoJHUX JeNyTaTiB Ta NepKABHUMM aAMIiHICTPALISMH BiAMOBIHKX
perioHajbHUX PiBHiB, HAYKOBMMHM YCTaHOBaMM IIifi 4ac pO3B'A3aHHsS MHTaHb, LIO
CTOCYIOTbCSI HaZIaHOT KOMITETEeHLI]. |

2.19. BmpoBamxye cydacHi MeTOAH i OPMHU COLIaNBHOT JOTIOMOTH I TSM.
2.20. BuxoHye IHII JOpy4YeHHsS KEepiBHHUITBA, 1[0 CTOCYIOTBCS disJIbHOCTI
Bimminy. T

2.21. Hotpumyetsces [IpaBui BHYTPILIHEOTO Tply,I[OBOFO PO3MOPSAKY.

3. [IPABA
["onoBHwMit cemianict Bigainy mae npaso:

3.1. 3a mopy4yeHHSM KepiBHMUTBa IpeacTaBisatd Bimgin ta Cuoyx6y y
CTPYKTYPHUX MiAPO3AITax IHIIMX OpraniB BUKOHABYO] BIIA/M 3 TUTaHb, IO HAIeXKATh
JI0 HOro KOMIMETeHIil. |

3.2, OpranizoByBaTH AUIOBE JIUCTYBaHHA Y nﬂaoueci BUKOHAHHS TTOKJIaAeHUX
Ha Cyx0y 3aBAaHb, y MeXaX HaJlaHuX HOBHOBameHB} 3 OpraHaMi BUKOHaB4Ol Blaau
Ta OpraHaMM MICIEBOTO CaMOBpsAyBaHHS, MiIPUEMCTBAMH, YCTaHOBaMH Ta
OprasizallisiMu y Mexax HaJJaHuX [TOBHOBAKEHb. |

3.3. VY BCTaHOBJICHOMY IOPSIIKY FOTYBaTH IIPOEKTU 3aIUTIB Ha GE3KOLITOBHE
OTPUMaHHS BiAMOBIHOI CTaTHCTHYHOI iH(QOpMalil Ta IHIIWX JaHUX BiJI OpraHiB
BUKOHABYOI B} Ta OpPTaHiB MiCIEBOTO CaMOBpPSIYBaHHS, iAIPUEMCTB, YCTaHOB,
opramizaiiif, rpoMajacpKux O0'€qHaHb 3 IHUTaHb, II0 HEOOXiAHI IJIsi BHUKOHAHHS
1ocaioBuUxX 000B'sI3KiB. }

3.4, 3puilicHIOBaTH IepeBipKy OpraHiB BUKOHABUOI BJAJIW, MIAIPUEMCTB,
YyCTAHOB, OpraHizalliif 3riIHO 3 YWHHUM 3aKOHOAABCTBOM Yy MeXax Ha/aHHuX
MOBHOBaXKeHb BifnosiaHo f0 [Tnany pobotu Ciyx6u abo 3a HeoOxinHOCTI.

3.5. Posrmsjatu ckapru, 3asBW, JIMCTH Ta 3BEPHEHHS POMa/siH, I'OTYBaTH
BI/IMOBI/II HA HUX.

3.6. BuocuTu npono3uuii moa0 BrockoHaneHus podotu Biaainy ta Ciyxbu
B L[iJIOMY.

3.7. Bumaratu Bij palloHHMX ciyx0 y cnpaBax AiTeH, NiJNOpsAAKOBaHHX
Cnyx6i cnemiaqpbHUX YCTaHOB, YCTAHOB Ta OpraHisalliii He3aje)KHO BiJ (OpM
BJIACHOCTI CBO€YACHOI'O HAJaHHS JOCTOBIPHUX BigomocTei, iHdopmauii i 3BITHUX
MarepiatiB 3 MUTaHb, IKI BXOAATH 10 HaAaHOI KOMIIETEHLI].

3.8. Hapasatu MeTOAWYHY [OTOMOTY MpalliBHUKAM palOHHUX CIyxkO vy
CIpaBax JiTel 3 MUTaHb, 1Ki BXOAATH 10 HAJaHO! KOMIIETEHII.

3.9. 3Beprarucs A0 MICLIEBUX OpraHiB BUKOHABYOI BJIaJi4, OpraHiB MiCLIEBOI0
CaMOBpsyBaHHS, MiANPUEMCTB, YCTAHOB Ta OpraHizauii ycix ¢Gopm BracHOCTI y pasi
[MOpYILEHHS NpaB Ta iIHTepeciB AITEH.

3.10. bpard yuacth B oOpradizauii Ta MNOpoBeIeHHI Hapaj, KoH(epeHLiH,
cemiHapiB, “KpyIrJIMX CTOJIIB” 3 MUTaHb, 110 HAJIEXKATh 0 HaJaHOI KOMMETEeHIL].




3.11. bpatu yuacTe y MiATOTOBLI NPOEKTIB HakasiB, IHCTPYKIi, yrom Ta
IHIIUX JOKYMEHTIB II0 poOOTi 3 MUTaHb COI[AIBHOTO 3aXUCTY MITEH.

3.12. Inmi npasa BignosigHo A0 crarTi 11 3akoHy Ykpainu «IIpo mepxaBHy
CITyX0y».

4. BIIAITIOBIIAJIBHICTD
[NonosHuit cienianict Bigainy Hece BiANOBiqaIbHICTh 34:

4.1. HesakicHe a0o HecBoeyacHe BHMKOHAaHHS [OCAJOBMX 3aBJaHb Ta
000B'sI3KiB.

4.2.  besnisnpHicTh 800 HEBUKOPUCTAHHS HaJaHUX HOMY IIpas.

4.3. IlopymeHHs HOpPM €TMKM IIOBEAIHKH [AEPKABHOIO CIYXKOOBLS Ta
OOMEKEHB, [IOB'I3aHUX 3 NPUMHATTAM Ha JepXXaBHY Ciryk0y Ta il IpOoXomKeHHAM.

4.4.  JIOCTOBIpHICTP JaHHWX 3 MHUTaHb, [0 BIXHOCATECA OO HALAHOI
KOMIIETeHIIi1.

4.5. HeBukoHaHHA TpyA0BOI Ta BHKOHABYOI JUCUMILIIHH, [IpaBui
BHYTPIIIHBOTO PO3MOPSIKY.

4.6.  IlpaBomnopylueHHs, 34iHCHEH] B MPOLECi BUKOHAHHSA CBOET OisILHOCTI, B
MeXax, BASBHAYCHNX YWHHUM 3aKOHO/IaBCTBOM Y KpailHHU.

4.7. ChopuyuHeHy MarepianbHy LIKOJY B MEXaxX YHHHOrO 3aKOHOJIABCTBA
Ykpainu.

4.8.  IlopyueHHs 3aKOHOJABCTBA IIPO JIEPIKABHY CITYKOY.

4.9. TlopyuieHHs 3aKOHOJABCTBA PO 3aXUCT MEPCOHATBHUX JaHHX.

3. B3ACEMOBIJHOCHUHMU (3B’A3KU) 3A IIOCAJTOIO

5.1. Jlns BUKOHaHHS (yHKLIM Ta peanizamii mpaB, MepeadavyeHux L€k
IHCTPYKIIi€l0, TOJNIOBHUM  CIEMIiaJlicT Bummy oTpuMye  iHpoOpMaIlil0  Bif
MiHcounonituky, npamiBHuKiB CiayxOu, iHmUMX nigpo3ainis KuiBcbkoi MickKol
Jep)KaBHOI aJMiHICcTpallii Ta IHIIKWX MICI[EBUX OpTaHiB IepXaBHOI BUKOHABYOI BJIay,
Hl,Z[HpH€MCTB YCT@HOB Ta OpraHi3aliil He3anexHO BiI (GOpM BIACHOCTI 3 ITUTAHb
COLIaNbHOrO 1 TMPABOBOTO 3aXWCTy [iTell B TEpPMiHH, BH3HAYEHI YMHHUM
3aKOHOZABCTBOM YKpaiHH.

5.2. TonoBuuil creuianict Bigaioy noromxye MNpOSKTH AOKYMEHTIB, MO
rOTYIOThCS, 3 HaUaIbHUKOM Bimmiiy.

5.3. TonoBmuit cneuianicr Bigainy Hazae: KoHcynbrauil, iHdopMmaiiio B
ME)Kax CBO€T KOMITETEHII|l.

Havanbuuk Bigginy-rosoBuuii 6yxraarep

(mata)(mimnuc) (npizsuiie, iHiLiaT1)

3 iHcTpyKUico o3HaHoOMJIeHHI (-a)

(mara) (migmac)  (mpisBuiue, iHiUiaNW)




