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KoMucusa 3a eHeprmvHo —

1 BOZIHO perynupaxe - 7

JIBKHOCTHA XAPAKTEPUCTHUKA

1. ObIIA UH®OPMALIUA

Anmunuctpanus: Komucus 3a eHepruifHo U BOJIHO peryjiupaHe
Jupexkuus: ,,0O01ma agMuHUCTpanus‘

OTtaen: ,,AIMUHUCTPATHBHO ¥ HHGOPMAITMOHHO 00CTyKBaHe
JTB/KHOCTHO HUBO: 6

HaumeHoBaHMe HA JJIbKHOCTHOTO HUBO: ExcriepTHO HUBO 2
JUIbKHOCT: TJIABEH EKCIEPT

Kon mo HKIIJ: 2422 6041

2. MSICTO HA JUIBKHOCTTA B CTPYKTYPATA HA OPTAHU3ALIUATA
(IIOAYUHEHOCT)

JUTBXKHOCTTA € MPSIKO MOAYMHEHA Ha HAYaJIHUK Ha OTIEIN ,,AIMUHHCTPATUBHO U HH(POPMAIIMOHHO
obcnyxBaHe

MPEJCEJATEJ

\ 4
I'JIABEH CEKPETAP

JIUPEKTOP
v
HAYAJTHUK HA OTAEJI
T'JIABEH EKCHIEPT CTAPIIU EKCIIEPT MJUIAJUIA EKCHEPT

3.0OCHOBHA IEJI HA JUIB)KHOCTTA
OcurypsiBa Bpb3kuTe Ha Komucusta ¢ oOLIECTBEHOCTTa, OpraHu3vpa NMyOJIMYHUTE W3SIBU Ha
npexacenarens M udiaeHoBere Ha Komucusita BbB Bpb3Ka C IPEACTABIHETO HA PEIICHMSATA HA

Komucusita, aHanmu3upa W TNPOTHO3MpA OOIIECTBEHWTE HArjacH IO IIOBOJ JEWHOCTTAa Ha
Komucusra.

4. OBJIACTH HA JJEHMHOCT
Bpb3ku ¢ obmiecTBeHOCTTa, HHGOPMAIIMOHHA TTOJTUTHKA;

5. OCHOBHM 3AABJIKEHUA



OcurypsiBa Bpb3kute Ha Komucusita ¢ 001ecTBeHOCTTA, KaTO:

5.1. PazpabotBa nporpama 3a npeactaBsHe neiHocTTa Ha Komucusra;

5.2. Opranusupa nyOoJMYHUTE U35BU Ha NpejiceiaTels U yieHoBeTe Ha KomucusTa BbB Bpb3Ka ¢

IpecTaBsHeTo Ha peleHusTa Ha Komucusra;

5.3. Opranus3upa NOpeAOCTaBSIHETO Ha UHpOpMalUMs Ha OOIIECTBOTO 3a JEHHOCTTa Ha

Komucusra;

5.4. OcwurypsiBa Mpo3pavyHOCT M MYyOJUYHOCT HA JAeiHOCTTa Ha Komwmcusita u opraHusmpa

JOCTBIIa A0 OOIecTBeHa WH(pOpManus B CHOTBETCTBUE C KOHCTHTYLIMOHHUTE IIpaBa Ha

rpaXkJIaHHUTE;

5.5. IloaroTss, chAelCTBA U y4acTBa B M3TOTBSIHETO HA MPOCKTH HAa PELICHUS 3a MPEIOCTaBsIHE

WIN 32 OTKAa3 3a MPEAOCTaBsIHE Ha JOCTHII A0 O0IIecTBeHa nHpopMaIus Mo 3aKoHa 3a JOCTHII

10 oOmiecTBeHa HHGpOpMaIus;

5.6. IlpucbcTBa Ha OOIIECTBEHU OOCHKAAHUS M OTKPUTH 3aCEIaHUs, OCUTYPSIBAKH BPB3KUTE C

00I11eCTBEHOCTTA.

5.7. V3BBpIIBa MOHUTOPUHT U aHAJIU3Upa MyOJUKalUK B CPEICTBATA 32 MAaCOBO OCBEIOMSIBAHE U

Ha 00IIeCTBEHOTO MHEHHE 3a neiHocrra Ha Komucusra;

5.8. Ilmanupa w mnpoBexxaa HHOOPMAIIMOHHM KaMIIaHUM 3a TIPEACTaBSIHE Ha KOHKPETHU

peryjaaTopHU MEpKHU U JIeHCTBHUS;

5.9. AHanu3upa OChIIECTBSIBAHETO HAa MHpOpPMallMOHHATa NoiauTuKa Ha KoMucusita u oneHssa

HeiHaTa epeKTUBHOCT;

5.10. OtroBaps 3a akTyajau3upaHe Ha HHPOpMaLusaTa Ha cTpaHuLaTa Ha KoMucusTa B MHTEpHET;

5.11. OtroBapst 3a U374aBaHETO Ha peKJIaMHHM MaTepuaiud U 3a aboHameHTa Ha Kommucusra 3a

NEYaTHU U3JaHUS;

5.12. Opranm3upa MPOBEKIAHETO HA MPECKOH(EPEHIIMU U IPYTU IMYOJUYHH MEPOIPHATHS Ha

Komucusra;

5.13. YyacTtBa B ocurypsiBaHeTo Ha paboTaTa Ha KOMHUCHSTA Upe3 MOJrOTOBKAa Ha MaTepHajH 3a

3acelaHuATa Ha KOMHUCHUATA B 00J1aCTUTE Ha JIEHHOCT Ha OT/AeNa;

5.14. YyactBa B 3acenanusi Ha KEBP u noknazaBa w/mnm ydactBa B JOKJIaJIBaHETO IO MPEMUCKH,

110 KOUTO MY € BB3JI0KEHO 3a paboTH, BKIIOUUTEIIHO U KaTO YJIeH Ha paboTHA IpyIa;

5.15. He pasrmacsiBa 3amuTeHa IO 3aKOoH HMHpopManus (kimacuuiupaHa uHGopManus,

THPrOBCKa M MPOU3BOJCTBEHA TaiiHa, YyBCTBUTEIHA ThProBCKa MH(MOpMAIMs U Ap.) U JINYHU

JTAaHHH, KaKTO U ()aKTH U CBEJICHUS, CTAaHAIM My W3BECTHHU MIPH WUJIH 110 TIOBOJ] H3IIBJIHEHUETO Ha

CIIy’)keOHUTE MY 3aJ/bJIKEHHsI, OCBEH B IIPEBUICHUTE B HOPMATUBHUTE aKTOBE CIIydau;

5.16. CTpukTHO crna3Ba HOpMaTHBHaTa ypeada BbB Bpb3Ka ChC 3aJauuTe M (YHKIMHUTE Ha

ornena u BpTpemHuTe akrose B KEBP;

5.17. CpxpaHsiBa U Ola3Ba JOKyMEHTALUATA, C KOATO pabOTH, OT HEOTOPU3HUPAH JIOCTBIL;

5.18. IlpexncraBs Ha HaYaJlHWKAa Ha OT/ENA, JUPEKTOpAa Ha IUPEKIUS W TIaBHHS CEKpeTap

W3TOTBEHHTE TI0 BB3JIOKEHH 331a4M TJOKYMEHTH 3a TIPOBEpPKa U ChIIacyBaHe;

5.19. CBoeBpeMEHHO ¥ THCMEHO JOKJIa/JBa Ha TPEKHS CH PHKOBOIUTEN, IHpPEKTOpa Ha

JTUPEKLUATA, TIIaBHUS CEKpeTap W/WUiM MpeceaaTelNs 3a aIMUHIUCTPATUBHU CIa00CTH, MPOITYCKU

U HapyYIIEHUs, KOUTO Ch3/1aBaT MPEANOCTABKH 332 KOPYIILIKS, H3MaMU WM HEPETHOCTH;

5.20. Ilpu HacThIBaHE Ha TPOMEHH B OOcCTOsTENCTBaTa 1Mo wi. 16, am. 4 or 3akoHa 3a

eHepreTUKaTa yBeIoMsIBa MIMCMEHO B 7-IHEBEH CPOK IpeJiceiaTelisi Ha KOMUCHSTA,

5.21. Oxka3Ba MeToAMYecKa MOMOIIl Ha CTAPIIUTE W MJIAIINTE €KCIIEPTH TPHU HM3ITBIHEHUE Ha
BB3JI0KEHUTE UM 33]Ia4H;

5.22. Tlpu HeoOXOOMMOCT HW3MBJIHABA TPYIOBUTE CH 3aJBDKEHHS W ClIeJ M3THUYaHE Ha

YCTaHOBEHOTO pabOTHO BpeMeE;

5.23. Cma3Ba ycTaHOBEHOTO pabOTHO BpeMe, KaKTO M M3MOJ3BAaHETO MYy CaMO 3a M3MBJIHCHHUE Ha

BB3JIOKEHATa padoTa;

5.24. Tlonara rpwxu 3a OBUIIaBaHE HA KBATU(PUKALIUSITA CH;
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5.25. Cnemm wuHpopMamusaTa 3a MPOMEHHM U MPOMEHHTE B HOpMaTHBHaTa ypenba u
aJIMAHUCTPATHBHHUTE aKTOBE;

5.26. Cna3Ba npaBwiarta 3a 0€30MacHOCT U 3/ipaBe Mpu padoTa U mokapHa 0€301acHOCT;

5.27. V3nbiaHsABa 3aKOHHHUTE YKa3aHWs, 3alOBEAWUTE W PA3MOPEKIaHUSATA HA IpElCceaaTes,
TJIABHUS CEKpETap, TUPEKTOpa Ha AUPEKIUS M HAYATHUKA Ha OTJIENa;

5.28. UsnenHABa W Jpyru 3a4a4yd, BB3IOKEHU OT MpEAceAaTesis Ha KOMHUCHSTA, TJaBHHA
CeKpeTap, IMPEKTOpa Ha TUPEKLUATA U/WIM HAYaTHUKA Ha OT/AeA.

6. Bb3JIAI'AHE, IINTAHUPAHE U OTYUTAHE HA PABOTATA

6.1. Bb3aarane Ha padorara

PaGorata ce Bp3y1ara OT HauaJIHMKa HA OT/€Ja, JUPEKTOpa Ha JUPEKLUTA, TJIAaBHUS CEKpeTap U
npecenaTels.

6.2. [lnanupane Ha padorara
[TnaHupa caMOCTOSTETHO U3BBPIIBAHATA ICHHOCT B PAMKUTE HA BB3JIOKEHUTE MY 3a1a4H.

6.3. OTunTane Ha padoraTa
Paborara ce otunTa npen HayaJgHUKA HA OTHEJA, AUPEKTOpa HA AUPEKUMITA, a TIPU MTOMCKBAHE
— npej riaBHus cekperap u npeacenarens Ha KEBP.

7.OCHOBHH OTT'OBOPHOCTHU, NIPUCHIIU HA JI'BKHOCTTA

7.1. Opranusanus Ha padorara

7.1.1 Hocu OTrOBOPHOCT 3a Ka4€CTBEHOTO M B CPOK M3I'BJIHEHHE HA MOCTABEHUTE 3aJlayd, B
CBHOTBETCTBUE C QYHKLIMOHATHUTE 3abJKEHUS HA JUIbKHOCTTA;

7.1.2 Hocu OTTrOBOPHOCT 3a Ka4eCTBOTO U 3aKOHOCHOOPA3HOCTTa Ha JOKYMEHTH M MaTepHali B
paMKUTE Ha KOMIIETEHIIMUTE Ha JJIBbKHOCTTA;

7.1.3 Hocu OTroBOpHOCT 3a CTPUKTHO CHa3BaHE Ha YCTAaHOBEHOTO pabOTHO BpemMe U
M3IM0JI3BAaHETO MY 32 U3IIBJIHEHNE HA BB3JIOKCHUTE 3a7a4uH,

7.1.4 Hocu OTroBOpPHOCT 3a ONa3BaHe Ha 3allMTEHa 0 3aKOH MHpopManus (Ki1acupuuyupana
uHpOpMaNUs, ThPrOBCKa W MPOM3BOJICTBEHA TaifHAa, YyBCTBHTEIHA THPTOBCKAa MH(OpMAIUS H
Jp.) ¥ JUYHU JaHHH, KaKTO U 3a Hepas3rjacsiBaHe Ha (DaKTH M CBEJCHMsI, CTAHAIN MYy U3BECTHU
NIPH WM 110 TIOBOJ M3ITHITHEHUETO HA CIYKEOHNUTE MY 3aIbIDKECHUS;

7.1.5 Hocu OTTOBOPHOCT 32 CHa3BaHe Ha BBTPEIIHUS TPYJIOB Pel;

7.1.6 Hocu OTTOBOPHOCT 3a ChXPaHSIBAHETO U OMA3BAaHETO HA JJOKYMEHTAIUATAa OT HEOTOPU3HUPAH
JIOCTBII;

7.1.7 Hocu oOTroBopHOCT 3a crHa3BaH¢ Ha HoOpMmaTuBHaTa ypenoOa, IIpaBunara 3a
npogecuoHamHa eTuKa Ha wieHoBeTe Ha KoMucusTa 3a eHepruifHo 1 BOJAHO pEryjupaHe U Ha
CIIY’)KHTETUTE OT HeifHAaTa aJIMUHUCTpPAUs U N30sTBaHe HA KOH(DIUKT Ha MHTEPECH U IPYTHTE
BbTpelHM akToBe Ha KEBP.

7.2. Ilepconan
Ha nnbxHOCTTa HAMa NOJYMHEHU APYTU JIIBKHOCTH.

7.3. DUHAHCOBH pecypcHu
Hsima 0TTOBOpPHOCTH BBB BpB3Ka ¢ PMHAHCOBHUTE PECYPCH.

7.4. OdopyaBaHe U IPyIru pecypcu

7.4.1. Hocu OTrOBOPHOCT 3a CHXPAaHEHHETO M IMpaBUIHATA yHnoTpeda Ha TOBEPEHOTO MY
UMYIIECTBO (KOMIIOTBpP, TMPUHTEP, MOOWJIeH TenedoH, CIy)KeOeH aBTOMOOWI TIpH
YIPABIEHUETO MY H JIp.);

7.4.2. Hocu uMyliecTBeHa OTTOBOPHOCT 3@ BCUYKHU BPEAU, MPUUMHEHN YMUIIUIEHO WA TTOpaau
He6p€)KHOCT IIpH UJIK 110 MOBOA U3IIBJIHCHUC HA CJIy)KC6HI/ITC MY 3aBbJIKCHUSA,
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8. KOHTAKTH

8.1. KoHTaKTH ¢ ApPYyru 3BeHa HA a/IMHHUCTPAIlUATA:

e C riiaBHUS CEKpeTap | MpeaceaaTeiss Ha KOMHCHSITA;

e C qupeKkTopa Ha TUPEKIUATA, HAYaIHUKA Ha OT/eNa, CKCIIEPTUTE U CIICIIHAIMCTUTE B
JTUPEKIUATA B PAMKHTE Ha TPYJOBUTE CH 33IbJDKCHHUS,

e C pbKOBOJMTENU U EKCIIEPTH OT IPYTUTE AUPEKIIUU B KOMUCUATA B PAMKUTE HAa TPYIOBUTE
CH 3aIbJDKECHHS,

8.2. KoHTakTi u3BbH QIMUHUCTPAIIUSTA:

L C HpeI[CTaBI/ITeJII/I Ha MCOAUUTEC, HaA a,[[MI/IHI/ICTpaL[I/II/ITe Ha OpFaHI/ITe Ha I['bp)KaBHaTa nu
MECTHAaTa BJIAaCT B paMKI/ITC Ha TPYI[OBI/ITC CH 3a4BbJIKCHUA,

e C npyru MHCTUTYIMH, OPTaHU M OpPraHW3alliH, JHUIICH3UAHTH, ThPTOBCKH JPYKECTBA,
BBbHIIHU KOHCYJITAHTHU, C IOTPEOUTENN HA aIMUHUCTPATUBHU YCIYTH .

9. UIBUCKBAHUS 3A 3AEMAHE HA JJI'B)KHOCTTA

OO0pa3oBaTesHa cTeneH — OakanaBbp;
IIpodecnonanna 061acT — COLMAIHY, CTONAHCKH U ITPaBHU HAYKU, XyMaHUTapHU HayKH,
CrnenuajHOCT - BCsKa B IOCOYEHUTE NPOo(eCHOHAIHH 001acTH;
MunumaJsieH npogecuoHajeH onuT — 3 TOJIUHH,
JlombHUTETHA KB (DUKAIHS
- OTiMyHa e3UKoBa KyJATypa
- Bnaneene Ha eqyH 9y €3UK € IPEIUMCTBO.
- Kommtorspna rpamotroct: Word, e-mail kopecrionieHnusi, ymenus 3a pabota B Internet.

10. HEOBXOJAUMMU KOMIIETEHTHOCTH

10.1. AHAJIMTUNYHA KOMIIETEHTHOCT

* CnOupa, oboOmaBa, aHamu3upa uHGoOpManus OT Pa3sHOOOpa3HM H3TOUHHUIM U MOJIOMAara
B3€MaHETO HA PEUICHUS Ha IT0-BHCOKO HUBO;

* PaGotu TOYHO ¢ pa3nuyHa Mo BUA UHPOpMALKS;

e Unentuduuupa ciaydaun Ha NPOTUBOpEUME, HEMOCIEAOBAaTeIHOCT WM HENbJIHOTa Ha
uH(pOpMaLUATA;

* AprymMeHTupa yOeUTEeIHO MO3ULHSTA CH, KaTO OTYMTA PA3JIUYHU TJIETHU TOUKH;

e [Ipemuiara epeKTUBHU pEIICHMUS.

10.2. OPUEHTALIUS KBbM PE3VYIITATH

* [Inanupa, opraHu3upa, KOHTPOJIMpA U U3MBIHABA TEKYyIIaTa CH paboTa MO HaYMH, OCUTYPSBAI]
BB3MOKHO Hall-oOBp KpaeH pe3yirTar;

* YMenus fa paboTH 10 HAKOJIKO 33/1a4M €JHOBPEMEHHO;

* Onpenens peaTMCTUYHN CPOKOBE U CIIa3Ba M3MCKBAHUATA 32 KAYECTBO;

* JleMoHCTpHpa HACTOWYMBOCT MIPH CIIPaBsHE C Bb3HUKHAIM MTPOOJIEMHU CUTYallUU;

* [Toema inyHA OTTOBOPHOCT 3@ MOCTUTaHE HA JKEIaHUTE Pe3yiITaTH;

* [Ipeanara epekTUBHU HAYMHU 32 TIOBUIIABAHE HA MPOIYKTUBHOCTTA U KAYECTBOTO Ha paboTa.

10.3. PABOTA B EKHUII

* M3mbpiaHsBA WMHOMBHUIYyAJIHUTE CH 3aJaud W 33Ib/DKEHHS 1O HAa4yWH, KOWTO MoAnomara
M3IBJIHEHUETO Ha OOIUTE 3a1a4H,

» Cnionenst uH(opMarnvsi, 3SHAHUS U OMUT C KOJIETUTE CH, MOJIE3HU 32 U3ITBJIHEHUE Ha 3a/I1a4uTe;

* OTunTa OMUTA HA APYTUTE U CHOOpa3siBa paboTaTa CH C THX;

* [Togkperst u moAmoMara KoJeruTe CH — B clydail Ha HeOOXOUMOCT;



* Nadopmupa 4ieHOBETEe Ha €KWIIa 3a CBOATAa paboTa M € mo0pe 3amo3Har ¢ paboTaTa UM 3a
A3OBIHEHNE HA OOIUTE 3aa4H,
* He npenn3BrkBa KOHMIMKTHA CUTYAIlUU U CHACHCTBA 32 CIIPABSHE C KOHQJIMKTU B CKHIIA.

10.4. KOMYHUKATUBHA KOMIIETEHTHOCT

* U3passiBa ce SICHO M KPaTKO B YCTHA M MUCMeHa (opMa;

* W3cnymBa qpyrute BHUMATEIHO U POBEPsBa JaJId IPABUIIHO T'U € pa30pai;
* [Ipu yyacTtue B JUCKYCHH NPOSIBSIBA TOJIEPAHTHOCT U KOHCTPYKTHUBHOCT.

10.5. ®OKYC KbM KIIMEHTA (BbTPELIEH / BbHIIIEH)

* ITo3naBa HHTCPECUTC U OYAKBAHHATA HA BbTPCIIHUTC U BBHIIHUTC HOTpe6I/IT€JII/I Ha YCIIYTUTC
(meiiHOCTHTE), KOUTO 3BEHOTO TPEIOCTABS;

* [IpenocraBst ycyrure CBOEBpPEMEHHO U KOMITETEHTHO;

* [logrbpka MO3UTHBHU OTHOUICHUS C BCHYKH MOTPEOUTENH Ha YCIyrd (BBTPELIHN U BHHIIIHH)
Ha 3BEHOTO, KaTO 3a4MTa IpaBaTa U yBa)kaBa HHTEPECHUTE 1M,

* Ananusupa MHGOpPMAaNMs 3a YIAOBJIETBOPEHOCTTa Ha IMOTPEOMTENUTE HAa YCIYT'M M JaBa
KOHKPETHH IPEAIOKEHUS 3a 10100psiBaHE Ka4eCTBOTO Ha 00CIyKBaHe.

10.6. MIPO®ECUOHAJJHA KOMIIETEHTHOCT

* [To3HaBa M TpPaBWIIHO TpHJIara 3aKOHOJATEJICTBOTO B 00jacTTa, B KOATO padotu. ITo3naBa
npaBuiaTta B KEBP 3a odopmsiHe Ha BbTpEIIHA U U3XO1IIa KOPECTIOHICHITNS,

* Jlo3naBa crpykTypara U (QyHKIMUTE Ha aJAMHUHUCTpALMITA, NMPUHLIUINATE U TpaBUiaTa Ha
HelHaTa JSHHOCT;

* [IpaBmiiHO Tipuiara BbTPEIIHUTE MPABHUIIA U TIPOLIEAYPH, CBBP3aHU C IEUHOCTTA MY.

BapnaHT Ha JI'bKHOCTHATA XapaKTCPUCTUKA Ne7:



