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Bp3 ocuoBa Ha wieH 17 cras (7) og 3akoHOT 3a BpaboTeHuTe BO jaBHUOT ceKTop (,Cay)k6eH BeCHUK Ha
Penybiuka Makegouuja" o6poj 27/14, 199/14, 27/16, 35/18, 198/18 u ,Cny»0OeH BecHuk Ha Penybiauka CeBepHa
Maxepaonuja“ 6poj 143/19 u 14/20), a Bo Bpcka co wieH 16 craB (2) anuHeja 6 of 3aKOHOT 38 afMUHUCTPATUBHU
cnyx6enunu (,Ciysk6en Becauk Ha Penrybiinka Makegonuja" 6poj 27/14,199/14, 48/15,154/15,5/16,142/16,11/18
u ,Cnyx6en BecHuK Ha Pemnybinka CepepHa Makemonuja“ 6poj 275/19, 14/20, 215/21 u 99/22), aupexTopoT Ha
AreHuujata 3a agMUHUCTpAIIKja, HA ___ __ TOjiUHA, JI0Hece

NMPABMWIHMNK
3a cUCcTeMaTHU3alyja Ha pab0THUTe MecTa Ha AreHIMjaTa 3a afilMUHUCTpaL4ja
(mpeumncTen TeKCT)

I. OCHOBHU OIPE]IbN

Yien 1
Co 0BOj MpaBWIHKK Ce YTBPAYBA BKYIIHUOT OPoj Ha BpaboTeHHUTe (aAMMUHUCTPATUBHU CAY KOEHUIIN U
MOMOIIHO — TeXHWYKM JIMIIA) BO AreHIyjara 3a ajMUHUCTpalMja (BO HATAMOIIHUOT TEKCT: AreHIiujaTa),
pacropenoT, mudparta, Ha3MBOT U OMUCOT Ha PAOOTHHMTE MecTa MO OPraHM3aIllMOHU eJUHUIIM U TTOCeOHUTe
YCJIOBY MOTPeOHU 32 U3BPINYBakhe Ha paboTUTe U Ha 3aJlaUiTe Ha OfJe/THUTe paboTHU MecTa.

Unen 2
PaboTtuTe 1 3agaunTe IITO Ce BPIIAT BO AreHIMjaTa ce OnpeaeayBaaT COrIaCHO HUBHATA CPOJHOCT,
MelfyceOHa MOBP3aHOCT, BHUAOT, 00€MOT M CTEIEHOT Ha CJA0YKEeHOCTa, OAITOBOPHOCTA M JPYruUTe YCJIOBU 3a
HUBHOTO U3BPIIYBaH-E.

Unen 3
PabotuTe M 3amauyMTe YTBPAEHM CO OBOj NPAaBMJIHUK IPeTCTAByBaaT OCHOBA 3a BpaboTyBame u
pacrnopefiyBak-e¢ Ha BpaboTeHuTe Bo AreHiujaTa.

Unen 4
TabenapHuor npersies; Ha pabOTHUTE MecTa BO AreHIujaTa e JajieH BO MPWJIOT U € COCTaBeH Jiesl Ha
OBOj IPaBUJIHUK.

Unen 5
Bo oBoj mpaBUJIHUK ce YTBPJAEHM M ONMIIAHM BKYIHO 72 paboTHM MecTa BO AreHiujarta, om Kou 70
paboTHU MecTa Ha aIMUHUCTPATUBHY CIy>KOeHuIy, noarpyna 1 - ap)kaBHU ciy>kOeHuIM U 2 paboTHU MecTa Ha
TOMOIITHO-TEXHUYKO JINIIE, PACTIOPeIeH! MO OPTaHU3aIllMOHU eIUHUIIN COTIacHO [IpaBUTHUKOT 3a BHATpPeITHA
opra"u3aiiyja Ha AreHIyjaTa.

II. PACITIOPEJ U OITNUC HA PABOTHUTE MECTA HA AJIMUHUCTPATUBHUTE CIIYKBEHUIIA

Ynen 6



Bo 0BOj MpaBUIHUK Ce YTBPAEHU W ONMINaHu BKymHO 70 paOOTHO MeCTO Ha aJAMUHUCTPATHUBHUTE
Cy)KOEeHUIU, PacTiope/IeHN 110 OPTaHU3aIMOHU e IUHUIIM cOrjlacHO [IpaBWJIHMKOT 3a BHATPENTHA OpraHu3aryja
Ha AreHI[djaTa 3a aJ/MMHUCTpaIlyja.

Unen 7

PaboTHuTe MecTa o/ uieHOT 6 Ha 0BOj [IpaBUITHUK ce pacmope/ieHy Ha CIeTHUOT HAYWH:

YTBpaeH 6poj Ha Bpabotenu
AIMUHUCTPATUBHU AJMUHUCTPATUBHU
Cy>KOEHUII 110 KATETOPUM U | CJIY>KOEHUIIU 110 KATeTOPUU U
Huso HUBOA HUBOA
A02 1 1
K01 3 1
502 3 3
503 3 2
L04 11 5
BO1 26 18
BO2 6 3
B03 5 4
B0O4 18 8
rol 7 5
ro2 1 /
ro3 / / )
I'04 2 2
52 (+ 2 gp>xaBHU CI1y>KOEHUITI
Ha KO IITO PabOTHUOT OJHOC
BxymHo 86 € BO MUPYBaHm-e)

Unen 8
Omurtire ycaoBu 3a pabOTHUTE MeCTa OJ YJeHOT 6 Ha OBOj MPAaBWIHUK Ce YTBPAEHUM €O 3aKOHOT 3a
a[IMUHUCTPATUBHUTE CJIYKOEHUITN, U TOA:
- [@ae np)kasjaHuH Ha Peny6iuka MakenoHuja,
- aKTHMBHO /Ia IO KOPUCTU MaKeLOHCKHUOT ja3uK,
- [ae MOJIHOJIeTeH,
- [la ¥Ma OIIIlTa 3[paBCTBEHA CIIOCOOHOCT 3a pabOTHOTO MECTO U
- €O TIpaBOCHJTHA CYJCKa Mpecyjla Ia He My € M3peuyeHa KasHa 3abpaHa Ha Bpllewe mnpodecdja, AejHOCT UK
JIOJKHOCT.

Ynen 9
(1) IMoceObHM YCIOBM YTBPAEHU CO 3aKOHOT 33 AJMUHUCTPATUBHUTE CAYKOEHUIM, 38 PAKOBOJHUTE
aIMUHUCTPATUBHU CNy>KOeHUIIM of KaTeropujaTa b ce:
a) cTpyYHU KBajau(UKaALKMK 33 CUTe HUBOA - HUBO Ha kBanuduramuute VI A cropen MaxkejgoHckara paMKa Ha
KBaaupuKauu U HajMaiky 240 kpeautu crexkHaty cnopes EKTC wim 3aspuied VII/1 cTenen;



(1)

6) pabOTHO UCKYCTBO, M TOA:

3a HUBOTO D1 HajMaJIKy IIeCT rOfIMHU paboOTHO UCKYCTBO BO CTPYKATa Off KO HAjMAJIKY JIBE TOIMHU Ha PAKOBOJIHO
paboOTHO MeCTO BO jaBEeH CEKTOp, OJJHOCHO HajMasKy AeceT TOAWHU pabOTHO MCKYCTBO BO CTPyKaTa Off KOU
HajMaJIKy TPU TOJWHY Ha PAKOBOZHO PaboTHO MECTO BO IIPUBATEH CEKTOD,

3a HUBOTO B2 HajMasKy MeT rofiuHy paboTHO UCKYCTBO BO CTPYKATa 0ff KO HajMaJsIKy ABe TOAVHY HA PAKOBOJIHO
paGoOTHO MeCTO BO jaBeH CEKTOP, OJHOCHO HajMajKy OCYyM TOAUHH paboTHO MCKYCTBO BO CTPyKaTa Off KOW
HajMaJIKy TP TOJWHU Ha PAKOBOIHO pabOTHO MECTO BO IIPUBATEH CEKTOD,

3a HuBoaTa b3 u B4 HajMasKy 4yeTHpU TOAUHY pabOTHO UCKYCTBO BO CTPYKATa Off KOU HajMaJsIKy eiHa FOfMHA Ha
paboOTHO MeCTO BO jaBeH CEKTOpP, OJHOCHO HajMaJIKy IIeCT TOAWHH PaboTHO MCKYCTBO BO CTPyKaTa Off KOW
HajMaJIKy [Be TOAWHY Ha PaKOBOJHO paGOTHO MECTO BO IIPUBATEH CEKTOP,

Mo3HaBalke Ha e[leH Off TPUTE HAjuecTo KOPUCTEHM jasunu Ha EBporickata yHuja (QHTJIMCKY, (paHIYCKHY,
repPMaHCKH), ¥ TOa:

B) moce6HM paboTHN KOMITETEHITUY 38 CHTe HUBOA, U TOa:

aKTMBHO TIO3HAaBake Ha eJeH oJf TpuUTe HajuecTo KOpPUCTeHWM jasunu Ha EBpomckata YHuja
(aHrIMCKY,hPaHITYCKU, e PMaHCKM),

aKTMBHO MIO3HABak-€ Ha KOMITjyTEPCKU MPOTPaMu 3a KaHIeIapucKo paboTerbe 1

MOJIOYKEH UCITUT 32 afIMUHUCTPATUBHO YIIPABYBAE.

(2) HoTpe6HM onmTH pabOTHU KOMIIeTEHI[UY Ha HANIPeHO HUBO Ce:
pelIaBame IpobIeMu 1 OJIyYyBame 3a paboTH 0/ CBOjOT AeJIOKPYT;
yueH€e U pa3Boj;
KOMYHMKaIIWja;
OCTBapyBame Pe3yJITaTy;
paboTeme co Ipyru/TUMcKa pabora;
cTpaTellka CBeCT;
OPUEHTHUPAHOCT KOH CTPAHKUTE /3aCerHaTH CTPAHY;
pPaKkoBOJEH-€; U
(buHaHCHCKO yIIpaByBame.

Unen 10
[MocebHY yC0BU YTBPOEHU CO 3aKOHOT 3@ afMMHUCTPATUBHUTE CIYKOEHMITU 3a CTPYYHUTE aJfMMHUCTPATUBHU

cnyOeHuI o Kateropujara B ce:

a) cTpyuny KBanuduKanmuy - 3a HuBoTo Bl HMBO Ha kBanudgukauuute VI A cmopeg MakegoHckara paMka Ha
KkBaaupuKaIyuu ¥ cTeKkHaTH Hajmaiky 240 kpenutu cuopes EKTC wnu 3aspuies VII/1 cremen u
3a HuBoaTta B2, B3 u B4 Hupo Ha xBanudukanuure VI b cropes MakegoHcKaTa paMKa Ha KBAJIU(MUKALUK U
crekHaTy HajManky 180 kpeautu ciopes EKTC winu 3aBpuied VII/1 cTenew,
6) pabOTHO UCKYCTBO, ¥ TOA:
3a HUBOTO B1 HajMasKy Tpu roJuHu pabOTHO UCKYCTBO BO CTPyKaTa,
3a HUBOTO B2 HajmManky ABe roguHu paboTHO UCKYCTBO BO CTPYKAaTa,
3a HUBOTO B3 HajManky efiHa roguHa paboTHO UCKYCTBO BO CTPYKATa, U
3a HUBOTO B4 co uiu 6e3 paboTHO UCKYCTBO BO CTPYKATa;
B) moceOHU paboTHU KOMITETEHIIMY 3a CUTe HUBOA, M TOAa:
aKTUBHO [TO3HABaH-e Ha e[[eH Off TPUTE HajuecTo KOPUCTEHU ja3ulu Ha EBporckaTa yHMja (aHTJIUCKH, (DPaHIyCKH,

repMaHCKH) 1

AKTUBHO MO3HABAKE HA KOMIIjYTePCKY MPOrpaMu 3a KaHIeaapucko paboreme.



(2) lloTpe6Hu onmTH pabOTHN KOMITETEHI[HM Ha CPEeIHO HUBO:
- peniaBame IpobJeMU U OJLTYUyBak-e 3a paboTH 0] CBOjOT IEJIOKPYT;
- yuyeme U pa3Boj;
- KOMYHUKaUWja;
- OCTBapyBatbe pe3yiaTaTy;
- paboreme co Apyru/TuMcka pabora;
- cTpaTelliKa CBECT;
- OPUEHTUPAHOCT KOH CTPAHKUTE/3aCeTHATH CTPAHU; U
- (hMHAHCKUCKO YIIPABYBabe.

Unen 11
(1) TlocebHu ycaoBH YTBpIEHM CO 3aKOHOT 3@ aJMUHMCTDATUBHMTE CIY)KOEHUI[M 3a IMOMOIIHO - CTPYYHUTE
aJMUHUCTPATUBHU CNy>KOeHUIIM of kKaTeropujara [ ce:

a) CTPYYHM KBaJU(MUKAIMK 3a CUTe HUBOA - HUBO Ha CTPYYHM KBajaupukaiuu V A U HUBO Ha KBaau(pUKaAI[UN
IV cnopen MaxemoHckaTa paMKa Ha KBajupukanuu u crekHatu 180 wmu 240 xpemutu cropen EIIBET wawm
MKCOO unu HajMaJIKy BUIIIO I CPeHO 00pa3oBaHue.
6) pabOTHO UCKYCTBO, M TOA:

- 3aHuBoto I'l HajManKy Tpu roguHU pabOTHO UCKYCTBO BO CTPYKAaTa,

- 3aHuBOTO ['2 HajMaJIKy B rOAVHY PAbOTHO UCKYCTBO BO CTPYKATa,

- 3aHuBoTO I'3 HajMaJIKy ejiHa rojiHa PabOTHO UCKYCTBO BO CTPYKATA, U

- 3aHuBOTO ['4 co Uy 6e3 pabOTHO UCKYCTBO BO CTPYKATa;
B) moce6HM paboTHM KOMITETEHITUY 3a CUTe HUBOA, U TOa:

- aKTUBHO [TO3HABake Ha eJIeH 0/ TPUTe HajuecTo KOPUCTEHH ja3ulin Ha EBporickara yauja (aHTIMCKY, (hpaHIyCcKu,
repMaHCKH) U

- aKTUBHO TI03HABakhe HAa KOMIjyTePCKU ITPOrpaMu 3a KaHIe1apucKko paboreme.

(2) MoTpebHM omTH PabOTHM KOMIIETEHI[MH HAa OCHOBHO HUBO:
- yYeme U Pa3Boj;
- KOMYHHUKaluja;
- OCTBapyBaie pe3yJTaTy;
- paboTeme co Apyru/TuMcka pabora;
- OpUEHTHPAHOCT KOH CTPAHKUTE/3acerHaTy CTpaHu; U
- (bUMHaHCUCKO yIPaByBakbe.

III. PACITIOPE[ M1 OITUC HA PAGOTHUTE MECTA HA IOMOMIHO - TEXHUYKH JIMITA

Unen 12
Bo 0BOj mMpaBUJIHUK e YTBP/IEHO U OMUIMIAHO 1 pabOTHO MeCTO Ha TTOMOITHO - TEXHUYKO JIUIIE,
pacnopesiero Bo CeKTOPOT 3a afIMUHUCTPATUBHO - CTPYYHU PabOTH U jaBHU HabaBKu, coriacHo [IpaBuIHUKOT
3a BHaTpeIIHa opranu3aiiyja Ha ATeHIigjaTa 3a agMUHUCTpaIiyja.

Unen 13
PabotHOTO MecTO off uneHOT 12 Ha OBOj MPABUJIHUK € PaclopefieHO Ha CJIeHWOT HAUWH: rpymna 4,
noJjrpyra 3 — HOMOIIHO-TeXHUYKH JIUIA 32 TPEBO03 HA JIMLA U OIlpeMa Ha HUBO 2 CO Ha3UB BO3aY.



Unen 14
OmrTuTe yCa0BY 32 pA0OTHOTO MECTO O] UJIeHOT 12 Ha OBOj TPaBUTHUK Ce:
- [ae gp)kaBjaHuH Ha PenyOnuka MakemoHuja;
- aKTHUBHO Jla TO KOPUCTH MaKeJOHCKUOT ja3uK;
- [la e MIOJIHOJIETEH;
- [la ¥MMa OIIIITA 3JPaBCTBEHA CIIOCOOHOCT 3@ pabOTHOTO MECTO; U
- Co MpaBOCWJTHA CY/ICKA Mpecya /a He My e M3peueHa Ka3Ha 3abpaHa Ha Bpllerme npodecuja, AejHOCT WIK
JIOJKHOCT.

IV. OIIMC HA PABOTHUTE MECTA BO ATEHIIUJATA

Pegen 6poj 1

Iucdpa YI1P0101A02000

Hugo A2

3Bame l'eHepaJieH cekpeTap

Ha3us Ha paboTHO MeCTO I'eHepasieH cekpeTap Ha AreHIujaTa 3a afIMUHKACTPAIINja

bpoj Ha usspmuTenn 1

OpnroBapa npej HupexTopoT Ha AreHIiyjaTa

Buj Ha obpa3oBanue [TpaBHM HAayKM WJIU JaBHA yIIpaBa M aAMUHKUCTPATIMja

I pyru mocebuu yciosu MO3HaBak-e Ha OMIITH MPOIMUCH 0f a/IMUHUCTPAaTUBHATA 001acT U

APYTru NpoOIucHu o pa6OTHO 3aKOHOOaBCTBO

PaboTHu enu -00e3benyBame Ha eduUKACHO U e(QeKTHMBHO pPaKOBOJEHe CO
BpaboTeHUTe BO AreHLnjaTa;

-00eguHyBame Ha paboTara Ha AreHuujara; u

-MO/IIPIKYBathe Ha paboTaTa Ha AMPEKTOPOT Ha AreHIujara.

PaboTHu 3a1aun u 00BpCKU -pakoBOAM €O BpabOTEHWTe, OPraHU3upa PeJOBHU KOJIETUYMU U
JlaBa YMaTcTBa HA PAKOBOJHUTE W JPYIUTe aJMUHUCTPATUBHU
cay)xbeHuld BO AreHnujata, 0C00€HO BO KOHTEKCT Ha
VIIPaBYBaH-ETO CO YOBEUKUTE PECYPCH;

-ofiroBapa 3a u3paboTKaTa M OCTBApPYBamkeTO HA CTPATEIIKUOT
IJIaH, IporpaMara 3a pabora u OyileToT Ha AreHIiujaTa U 3a
CTIPOBEJIYBAETO HA OMIITUTE U TMOEJUHEYHUTE aKTU Ha
AreHuujara;

-ce TPYDKM 3@ a)KypHOCTa BO paborara Mo npefmMeTuTe, U3roTBYBa
KOHI[EMIIMK 3@ YHaNpeyBame Ha OpraHu3anujata u Ha yCJIOBUTE
3a pabora Bo AreHiujara;

-ofiroBapa 3a (pyHKIMOHUPawkeTo Ha CHUCTeMOT 3a MEHAlIMEeHT CO
KBaJuTeT corjlacHo Oapamarta Ha Cramgappor MCO 9001:2008,
BOCIIOCTaBeH BO ATeHIIUjaTa;

-peliaBa 3a MpasaTa, OOBpPCKUTe W O/IFOBOPHOCTHTE Ha
aJMUHUCTPATUBHUTE CAYXKOEHUIM U [Jpyrure BpabOTeHU BO
AreH1ujaTa, Kora Toa e ypejleHO CO 3aKO0H;

-T0 JIOHeCyBa TOAUIIHUOT TJIaH 3a 00YKU Ha afMUHUCTPATHUBHU
CAYIKOSHULIN;




-Ce TpPWKM M OATOBapa 3a CIpOBelyBawmeTO Ha CUCTEMOT 3a
yIpaByBame o ehekTOT Ha afMUHUCTPATUBHUTE CY)KOEHUIIN BO
AreHuujaTa;

-copaboTyBa CO APYTM [P>KaBHU OPraHW, OPraHW Ha JIOKaJiHaTa
BJACT, JOMAallHU W MefyHAapoJHW OpraHu3aluy, Kako U CO
MpeTCTaBHUIIM Ha CTOMAaHCTBOTO U HA TPafaHCKUOT CEKTOpP.

Pegen 6poj 2

Ilucpa VITIP01016501000
Hupo b1

3Bame JIlp>KaBeH COBETHUK

Ha3us Ha paborHo mecTo

Jlp>kaBeH COBETHMK 3a MPaBHU paboTu

bpoj Ha usspmuTenn

1

OpnroBapa npej

['eHepamHUOT cekpeTap

Bup Ha obpa3oBanue

[TpaBHU HayKu

I pyru mocebuu yciosu

Mno3HaBam-€ Ha OIINTU MPOIINCH 0 aAMUHUCTpAaTUBHATa obnacT u
APYyru Iponucu oj pa6OTHO 3daKOHOJaBCTBO

PaborHu menun

-Ofp)KyBaw-e Ha TpaBHA CUTYPHOCT BO OCTBAPYBaWm-e€TO Ha
(yaKuUYTe Ha ATeHIIUjaTa;

-IpeTcTaByBalH-6 ~ Ha  Tporpecotr Ha  pedopMaTa  Ha
aIMUHUCTpPAIIMjaTa Of acleKT Ha OCTBapyBama Ha AreHIWjaTa, BO
KOHTEKCT Ha IpucTanyBamke Ha PemyOivka Makemonuja Bo EV u
HATO u

-yHarpeiyBame Ha CUCTEMOT 3a MEHAIIMEHT CO KBAJIUTET COTIACHO
bapawata Ha Cranmapmor KMCO 9001:2008, BocmocTaBeH BO
Arennujara.

PaborHu 3agaun u 06BpcKu

-TO COBETYBA T€HEPAJTHUOT CeKpeTap U IMPEKTOPOT Ha AreHIjaTa
3a pelllaBamk-e Ha HAjCcJI0KEeH! TIpaBHU Ipalliaka off HafJIe)KHOCT Ha
AreHnmjara;

-MHUITMpa U TIpe/ijiara CTAaBOBM M pellleHHja Mo MpaBHU TIpallamba,
MOBP3aHU CO OCTBAapyBake Ha pyHKIMUTEe Ha ATeHIIujaTa;
-u3paboTyBa JOKYMeHTH (MH(OPMAI[UU, U3BEIUTau, MPOrpaMu U
aHaJM3M) W MHUCJIEeH-a T[OBP3aHM CO OCTBapyBameTo Ha
HafJIe)KHOCTUTe Ha AreHI[UjaTa;

-u3paboTyBa CTPYYHU MUC/IEH-A M0 3aKOHU, MOI3aKOHCKA U JAPYTU
axKTu, 0Co0eHO 0/ afMUHUCTPATUBHATA 00JIACT U APYTU MPOMUCU
o[l pab0OTHO 3aKOHOJABCTBO;

-yueCTBYBAa BO eKCHNEPTCKU pabOTHU TPymud BO MPOIECOT Ha
npucTanyBarmke Ha Penybnmka MakemoHuja 3a wieHCTBO Bo EY u
HATO v nogrotrosyBa NpuaoHeCH KOH U3BEIITanTe 3a HAMIPeJOKOT;
-TU KOOPJAWHUPA aKTWUBHOCTUTe TOBp3aHu co CucreMoT 3a
MeHAIIMEeHT CO KBAJIUTET COrJacHo Oapamata Ha Cranmapmor MCO
9001:2008;

-y4ecTBYBa BO paboTaTa Ha KOMUCUM W JPYTU PaAbOTHU Tena,
dopMupaHu co pelieHre Ha JUPEKTOPOT Ha AreHIujaTa;

-laBa CTPyYHA MOMOII M COBETH Ha JPYruTe ajMUHUCTPATUBHU
cnykbeHUIM Bo AreHnujaTta, Kako ¢opManeH u HedopMaieH




MEHTOp;

-y4eCTBYBa BO OLIEHYBale Ha afIMUHUCTPATUBHU CIIY)KOEHUIU BO
AFeHL[HjaTa 1 Ha ajMUHUCTPATUBHU CHY}I{6€HI/IL[I/I BO JpyTu
WHCTUTYLINH;

-copaboTyBa CO aJMMHUCTPATUBHU CIIY)KOEHUIM Off ATeHIMjaTa 1
Ol UHCTUTYIIMMTE Off jaBHUOT CEKTOp, 3a [paliawma Oof
aJIMUHKCTPaTUBHATA 00JIACT.

Pegen 6poj 3

Ilucpa VIIP01016501000
Hupo b1

3Bame JIlp>KaBeH COBETHUK

Ha3us Ha paborHo mecTo

Jp>KaBeH COBETHUK 3a cesieKIlMja Ha KaHAWATH 3a BpabOTyBambe

bpoj Ha usspmuTenn

1

OpnroBapa npej

['eHepamHUOT cekpeTap

Bup Ha obpa3oBanue

IIpaBHu Hayku, IlomUTMYKM HayKu WM JaBHA ymOpaBa WU
aJMUHUCTpaIyja

I pyru mocebuu yciosu

MO3HaBaW-e Ha OMIITU MPOMKUCH Off af/MUHUCTPATHUBHATA 00JIaCT U
JIPYTU TIPONUCH 0J pabOTHO 3aKOHO/IABCTBO

PaboTHu nenu

-IIPOMOBHpame U pa3130]’ Ha CUCTeMOT 3a CEHQI(LIPIja Ha KaHAUOaTUu
3a Bpa6OTYBaH)e Ha afMUHUCTpAaTHUBEH CJ'IY}K6EHI/IK, 3aCHOBaH Bp3
KOMIIeTeHIINH

PaboTHu 3agauym 1 06BpCKU

-0 COBETYBA TeHEPASHUOT CeKpeTap U AMPEKTOPOT Ha ATeHI[UjaTa
3a pelraBamke Ha HajCJI0)KeHH Mpaliama MoBP3aHu CO CUCTEMOT 3a
ceJsieKiija v BpaboTyBame Ha afIMUHUCTPATUBEH CTY)KOEHUK;
-MHUITMPA U MTpeJijlara CTaBOBM U PellleHuja Mo Ipariakkha MoBp3aHu
CO CHUCTEMOT 3a cesieKkiuja U BpabOTyBam-e Ha aJMUHUCTPATUBEH
CIYKOEHUK;

-uspaboryea JokymeHTH (VH(OpPMAIMK, W3BENITaW, MPOTPaMH,
aHaJM3M) M MUCJIERa 3a Mpaiiarma TMOBP3aHM CO CHUCTEMOT 3a
ceJsieKiija v BpaboTyBame Ha afIMUHUCTPATUBEH CTY)KOEHUK;
-u3paboTyBa CTPYYHU MUCJ/IEHA 10 3aKOHU, MOJI3aKOHCKU U JPYTU
aKTH, 0coOeHO O0Jf acleKT Ha TMOoCTarmKkaTa 3a CeJieKIuja U
BpaboTyBame Ha aAIMUHNUCTPATUBEH CIIY KOEHUK;

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-IaBa CTPy4YyHa TIOMONI ¥ COBETH Ha JIPYTUTE aJMUHUCTPATUBHU
cnyxbeHuliu BO AreHiujaTa, Kako copmaseH u HedopmasieH
MEHTOP;

-yueCcTBYBa BO OL[€HYBale Ha aJMUHUCTPATUBHU CIYKOEHUITM BO
AreHllgjaTa ¥ Ha aJMUHUCTPATUBHU CAY)KOEHUIM BO [JPyTU
WHCTUTYLIWH;

-copaboTyBa o af/MUHUCTPATUBHHU CIy)KOEHUIU o] AreHIjaTa u
OJT UIHCTUTYITUUTE Oj] jaBHUOT CEKTOpP, 3a Mpalliama MOBP3aHu CO
CHCTEMOT 3a cejieKumja W BpaboTyBame Ha agMUHUCTPATUBEH
CIYIKOEHUK.




Pegen 6poj 4

Mudpa YITP0101601000
Hugo b1

3Bame I p>KaBeH COBETHHUK

Ha3uB Ha paboTHO MecTO

Jp>KaBeH COBETHMK 3a YITPAaBYBaH€ CO YOBEYKHU PECYPCH

bpoj Ha u3BpmuTen

1

Oxrosapa npej

l'enepanauoT cekpeTtap

Buj Ha obpa3oBanue

[TpaBHM HayKu

I pyru moce6uun yciaosu

MO3HABAHE HA OMIITHU MPOMUCH 0f afIMUHUCTPAaTUBHATA 00J1acT U
Ipyrd IpOMUCH of pabOTHO 3aKOHOJABCTBO, KAKO U Ha CTaHZApIU
1 100pY TPAKTHKY 33 YIPABYBaHke CO YOBEUKHU Pecypcu

PaboTHu njenu

-BOBElyBal€ U YHAINpedyBal-é Ha CHCTEM Ha YIpaByBawme CO
YOBEYKUTE PECYPCH BO AreHIMjaTa, 3aCHOBAH BP3 KOMITETEHI[UML;
-00e3benyBae Ha 3alITUTa HA IpaBaTa Ha aJMUHUCTPATUBHUTE
CAYKOEHUIU KOU IIPOU3JIETYBAAT Off CIIY)KOeHUUKHUOT OHOC; U
-OLP)KYBaK-€ M YHAIIPeAyBamhe Ha CUCTEMOT Ha 3aITUTA Ha JIMYHU
MoaTolM Bo AreHIjaTa.

PaboTHu 3aggauym 1 06BpCKU

-r0 COBETYBA reHePaJTHUOT CeKpeTap U AUPeKTOpPOT Ha AreHIujaTa
3a pellaBake HA HAjUIOXKEHW Tipamrawa of objacta Ha
YIIPaBYBaH-€TO CO YOBEUKHUTE PECYPCH;

-MHUIIMpA M TIpeJijlara CTaBOBM M pellleHuja, MOBP3aHU CO
YIIPaByBam-€TO HA YOBEUKUTE PECYPCH BO ATEHITUjaTa;

-u3paboTyBa JOKYMeHTH (MH(pOpMaIlUK, U3BEIITau, MPOrpaMu U
aHAIM3K) U MUCJIEH-A 3a MPalllakha MOBP3aHU CO YITPABYBAKETO HA
YOBEUYKUTE Pecypcu Bo AreHIujaTa;

-u3paboTyBa CTPYYHU MUC/IEHA M0 3aKOHU, MMOI3aKOHCKU U OPYTU
aKTH, 0COOEHO OF aCIeKT Ha YIIPaBYBaHe CO YOBEUKHU PECYPCH;

-TM TIpejyiara, u3paboTyBa W CIPOBEAyBa TIPOIENYPUTE Off
IeJyokpyr Ha pabora Ha OpnpeneHNeTo 3a YIIPaByBawke CO YOBEUKHU
pecypcu Bo pamku Ha CHCTEMOT 3a MEHAIMEHT CO KBaJIUTET
coryacHo 6apamara Ha Crangapgot ISO 9001:2008;

-TM KOOPAWHUpPA AaKTUBHOCTATE U U3pabOTyBa [JOKYMEHTH U
MOeIMHEYHU aKTH BO BPCKA CO CHCTEMOT 3a 3allITUTa Ha JINYHUTE
Kako odullep 3a 3alITUTA HA JIMYHUTE MOJ]aTOU BO ATeHIIUjaTa;
-y4eCTBYBa BO paboTaTa Ha KOMUCHM W HOPYrd pabOTHU Tea,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-laBa CTPy4YHA TOMOII M COBETU HA J[PYTUTE aJMUHUCTPATUBHU
cayxkbeHud Bo AreHumjaTa, Kako dopMaseH U HedopMmaieH
MEHTOP;

-yuecTBYBa BO OLIEHYBahe Ha aIMUHUCTPATUBHU CIIY)KOEHUIIM BO
AreHigjaTa ¥ Ha aJMUHUCTPATUBHU CAY)KOEHUIM BO [JPyTU
WHCTUTYIUY,

-copaboTyBa €O a[MUHUCTPATUBHU CNY)KOeHUIIM of] AreHuujata u
O]l UHCTUTYIIMUTE OJ] jABHUOT CEKTOP, 3a Mpariawa oJ objacra Ha
YIPaBYBAaHETO CO YOBEUKHTE PECYPCH.

1. CexTop 3a mpaBHU paboOTH




Pegen 6poj 5

Ilucpa YITIP01016502000

Hupo b2

3Bame PakoBopuTea Ha CEKTOP

Ha3us Ha paborHo mecto

Pakosoguresn Ha CeKTop 3a ripaBHU pabotu

bpoj Ha u3BpmuTenn

1

Oprosapa npej

['eHepaTHUOT ceKpeTap

Bup Ha obpa3oBanune

[TpaBHU HayKu

I pyru mocebnu yciosu

MO3HaBaHke Ha OMIITH MPOINCH 0f, a/IMUHUCTPAaTUBHATA 00J1acT U
JIPyrU TIponucu oj paboTHO 3aKOHO[ABCTBO

Paborau menun

-0CTBapyBame Ha HOPMATUBHO-IPABHA MOAAPIIKA HA PabOTEHmETo
Ha AreHIUjaTa;

-copaboTKa €O WHCTUTYIIMUTE BO jaBHUOT CEKTOP 3apagu
UCTOJIHYBathe Ha 0OBPCKU 0] MOCeOHUTE 3aKOHY;

-00e3benyBae Ha 3alITUTa HA IpaBaTa Ha aJMUHUCTPATUBHUTE
CITYKOEHUIM KOV POU3JIEryBaaT off CIY)KOeHUUKHUOT OJJHOC.

PaborHu 3agaumn u 06BpcKu

-pakoBoau co Cextopor (ja opraHu3upa, HaCOUyBa U KOOPAUHUDA
paborata, BpIIM HeNMOCpeJHAa KOHTpPOJa W HAA30p HAaj
U3BpIIYBakeTO Ha pabotuTe, rU pacropegyBa paboTute U
3aJlaunTe Ha PakoOBOJUTESUTE HA ojfeseHujaTa Bo CeKTOpOT, ce
IpU>KU 3a paboTHATa AUCLUIUIMHA Ha BpaboTeHUTe BO CEKTOPOT U
JlaBa CTpyYHa TIOMOII, COBETM U BPIIM MEHTOPCTBO Ha
aJMUHUCTPATUBHY CY)KOeHUIM off ATeHIujaTa);

-yuecTByBa BO paborara HAa KOMUCUM W Jpyru pabOTHU Teia,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa NMpeyio3n Ha: CTPATEINKH TIJ1aH, MporpaMa 3a pabora,
OylieT, u3BelTaj 3a pabora, (yHKIMOHaJIHA aHaAAM3a, akTH 3a
BHaTpelIHa OpraHu3arija u CcucTemMaTu3anmja Ha paboTHUTE
MecTa, MaH 3a 00yku Ha BpaboTeHuTe BO CEKTOPOT, KaKko U
MeCeuyHU, KBapTaJlH{, TOJYTOAMIIHW U TOJUIIHM W3BEIITau O]
acrmekT Ha /1eJIOKPyroT Ha pabora Ha CeKTopoT;

-TO CJleld  CIPOBEYBAK-€TO HAa MPOIeAYypuUTe Off HeJIOKpyr Ha
pabora Ha CexTOpoT BO paMKh Ha CHCTEMOT 3a MeHalIMeHT CO
KBaJINTET COTJIacHO Oapamara Ha Ctangapgor ISO 9001:2008;

-TM OIIeHYBAa PAKOBOOHUTE aZMUHUCTPATUBHU CIY)KOEHUIIM BO
CekTopor, 1o motpeba u apyru Bpaborenu on CeKTOPOT U MOKe J1a
yUeCTBYBA BO OI[€HYBAH-€ HA aJMUHUCTPATUBHU CAYXXOEHUIU BO
AreHlgjaTa M Ha aJMUHUCTPATUBHU CIY>KOEHUIIM BO JpYTU
WHCTUTYLIUY;

-copaboTyBa CO a/[MUHUCTPATUBHU CIY)KOeHUITU off ATeHIujaTa u
O]l MHCTUTYL[MUTE 0]] jaABHUOT CEKTOP, 3a Npalliakma off JeJIOKPYT Ha
pabota Ha CeKTOpOT;

-M3BPIIYBa 3a/la4u MOBP3aHU CO U3BECTYBaH-€ 3a HEMPABUIHOCTU U
COMHE)XM 33 M3MaMu M KOpYHIMja KAaKo U CO OCTBapyBawme Ha
3alITUTa Ha MPABOTO Ha CJA000JeH MpUCTan A0 MHMOpPMAIUKU Of
jaBeH KapakTep;

-u3paboTyBa CTPYYHU MUC/ICH:A I10 3aKOHU, [TO/I3aKOHCKU U IPYrU
axKTH, 0COOEHO 0/ a[MUHUCTPATUBHATA 00JIACT U APYTU MPOMUCU
0J1 pabOTHO 3aKOHO/JABCTRO;
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-r'¥ KOOPIMHMPA aKTUBHOCTUTE BO BPCKA CO MOATOTBYBathe TYKOU,
ONITOBOPY Ha TYXOW W >kanbu Bo copaborka co Jp>KaBHUOT
npaBoOpaHuTeN Kora AreHIMjaTa ce jaByBa Kako CTpaHKa BO
CyZicKaTa nocTarka.

1. Cextop 3a npaBHu paboTu

Pegen 6poj 6

IMudpa VITP0101603000

Hupo b3

3Bame ITOMOIIHMK PAKOBOJUTEII Ha CEKTOP

Ha3us Ha paborHo mecto

ITomormHUK pakoBoguTes Ha CeKTop 3a IPaBHU PadOTH

bpoj Ha u3BpmuTen

1

Oprosapa npej

PakoBoguTenoT Ha CeKTOp 3a MpaBHU paboTu

Buj Ha obpa3oBanue

[TpaBHU HAYKKU

Ilpyru moce6uu yciaosu

MMo3HaBam-€ Ha OIINTU MPOIINCK O[] aJIMUHUCTPATUBHATA objact u
APYyru MIponucu o pa6OTHO 3daKOHOJaBCTBO

PaboTHu nenu

-copaboTKa €O HWHCTUTYLMMTE BO jaBHUOT CEKTOp 3apaju
UCTOJIHYBat-e Ha 0OBPCKU 0/] MOCEOHUTE 3aKOHMY;

-00e3benyBae Ha 3alITUTa HA IpaBaTa Ha aJMUHUCTPATUBHUTE
CIIY)KOEHUIY KOU ITPOU3JIeryBaaT oOff CJIYKOeHUUKUOT OTHOC; U
-KOOP/IMHUPA-e Ha MPOIeCOT Ha BOBEAYBaH-€ Ha CTAHIAPAWTE U
WHCTPYMEHTHUTE 3a YIIPAaBYBae CO KBAJIUTET.

PaboTHu 3aggauym 1 06BpCKU

-omara BO U3BPITYBawkeTO Ha paboTu of Aeaokpyr Ha CeKTOpoT U
BO CJIy4aj Ha OTCYCTBO WJIM CIPEYEHOCT Ha PaKOBOAUTENIOT Ha
CeKTOPOT TO 3aMeHyBa MCTHOT, BpP3 OCHOBA HA OBJIACTYBakke Of
reHepajHUOT ceKpeTap / IMPEKTOPOT Ha ATeHIIHjaTa;

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopMupaHu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa HAI[PT HA: CTpATeNIKW IJIaH, TporpaMa 3a pabora,
Oy1ieT, M3BemTaj 3a padoTa, (DYHKIMOHAIHA aHAIW3a, aKTH 3a
BHaTpelllHa oOpraHu3alldja M CcUcTeMaTH3alldja Ha paboTHUTE
MeCTa, IJIaH 33 00yKu Ha ATeHIWjaTa, KaKO U MeCeYHU, KBapTaJIHH,
MOJIYTOJUIITHU U TOJUIITHYA U3BEIITAU Off aCeKT Ha JIeJIOKPYroT Ha
pabora Ha CeKTOpOT;

-u3paboTyBa MpoIeAypU off IeJOKPYr Ha pabora Ha CeKTOpoT BO
pamku Ha CHCTEMOT 3a MEHAIMEHT CO KBAJIUTET COTJACHO
bapamata Ha Ctangapgot ISO 9001:2008;

-yueCTBYBA BO OlleHYBate Ha a/IMUHUCTPATUBHU CJIY)KOEHUIIM BO
AreHuujata M Ha aJMUHUCTPATUBHU CIOY)KOEHUIM BO [Jpyru
WHCTUTYLIUY;

-copaboTyBa CO a/MUHUCTPATUBHU CITY>KOeHUITU off ATeHIMjaTa U
O]l MHCTUTYL[MUTE 0]] jABHUOT CEKTOP, 32 Mpallama off JeJIOKPYT Ha
pabora Ha CeKTOpOT;

-pe3eMa MepPKU U aKTHBHOCTU 3a BOBE/IYBAaH-€ U OJIp)KyBam-e Ha
CUCTEMOT Ha YIpPaByBakbe CO KBAJUTET W 3ae[[HMYKATA paMKa 3a
MPOIL[eHA COTJIACHO CTAHIAPAUTE 32 YIIPABYBakhe CO KBAJIUTETOT;
-u3paboTyBa HAIPT-CTPYYHN MUCIIEHA MO 3aKOHU, MOJI3aKOHCKY U
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Ipyrd axkTu, oco0eHO Of aJMUHHCTpaTMBHaTa 00JIaCT M Ipyru
MPOIKCHU 0]] PabOTHO 3aKOHOZABCTRO;

-u3paboTyBa HAUpPT-TY>kKOM, OATOBOpPM Ha TyxOW M >Kaabu BO
copaborka co [p>kaBHMOT mpaBoOpaHUTEN KOora AreHIjujaTta ce
jaByBa KaKo CTpaHKa BO CY[CKATa MOCTaIKa.

1. CexTop 3a npaBHu paboTu

11 O,EUIGHEHI/IE 3d HOpDMATUBHO-TIpDABHU pa60TI/I )4 Copa60T1<a CO MHCTUTYIIMUTE BO iaBHHOT CEeKTOp

Pepen 6poj 7

IIucdpa YI1P0101504000

Huso b4

3Bame PakoBojuTe Ha Ofifle/IeH1e

Ha3us Ha paborno mecto

PakoBoguren Ha OjjeseHue 3a HOPMaTUBHO-TIPAaBHU paboTu u
copaboTKa CO MHCTUTYIIMUTE BO jaBHUOT CEKTOP

bpoj Ha u3BpmuTen

1

OpnroBapa npej

PakoBogurenot Ha CekTop 3a npaBHU paboTu

Buj Ha obpa3oBanue

[TpaBHU HAYKK

I pyru mocebuu yciosu

No3HaBalke Ha MOoceOHUTE 3aKOHM Off objacTa 3a Koja MITO e
HaJUTe)KeH, a KOU IPOU3JIeTyBaar oJ ONMMCOT HA PabOTHUTE 3a/jauu
1 00BPCKU

PaboTHu nenu

-00e30enyBamke HOpMATUBHO-TIpaBHA IOMPIIKA MPU paboTemeTo
Ha AreHITujaTa;

-copaboTKa CO MHCTUTYLMUTE BO jaBHMOT CEKTOp 3apaju
HCITOJIHYBam-e Ha 0OBPCKY O TOCeOHUTE 3aKOHU; U

-3aIITUTA Ha [IPaBaTa Ha aAMUHUCTPATUBHHUTE CAY>XKOEHULIM KOH
MPOM3JIeTyBaaT oJl CJIYKOEHUUYKUOT OTHOC.

PaboTHu 3agaym 1 06BpCKU

-pakoBogun co Oppenenuero (ja opraHM3upa, HacouyBa WU
KOOpJIMHUPA paboTaTa, BPIIM HETIOCPeTHA KOHTPOJIA U HAZI30P Hajl
W3BpLIYBalkeTO Ha paboTuUTe, T'M pacropegyBa paboOTUTe H
3ajaunTe Ha BpaboreHute Bo OpjeneHueTo, ce TPWKHU 3a
paboTHATa JUCIUTIIMHA Ha BpaboTteHuTe Bo OfijlesIeHUETO U JlaBa
CTpyYHa  IIOMOII, COBeTM W  BpUIM  MEHTOPCTBO  Ha
AIMUHUCTPATUBHY CIY)KOeHUIIY off ATeHIujaTa);

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopmupaHu co penreHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa Mpe/Jio3n Ha: CTPATeIlKH IjlaH, Mporpama 3a pabora,
Oy1ieT, M3BemITaj 3a padoTa, (DYHKIMOHAIHA aHAIW3a, aKTH 3a
BHaTpeIlIHa OpraHu3aiiija ¥ cucTeMaTu3aiiyja Ha paboTHUTEe MecTa
U mjaaH 3a oOyku Ha BpaboreHuTe Bo OpfieNieHUETO, KAKO H
MECeYHU, KBApPTaJHW, TOJYTOAUIIHY U TOAUWIIHU HW3BEIITau Of
acneKT Ha J1eJIoKpyroT Ha pabora Ha OfeneHueTo;

-T'¥l TIpeJijiara U CIpoBe/iyBa TIPOIeiYPUTE 0O IeJIOKPYT Ha paboTa
Ha OppeneHvero BO pamMku Ha CuCTeMOT 3a MeHAIMEHT CO
KBaJIMTET cOrjiacHo bapamarta Ha Crangapgot [SO 9001:2008;

-T'¥ olleHyBa BpaboTeHuTe Bo O/i/leIeHNETO U MOXKe Jla yYecTBYBa
BO OIl€HYBar-e Ha aJIMUHUCTPATUBHU CAYKOEHUIIM BO ATeHIUjaTa
Y HA aMUHUCTPATUBHU CJIY>KOEHUIIN BO IPYTY UHCTUTYIIUY;
-copaboTyBa CO aIMUHUCTPATUBHM CIY)KOeHUIIM o]1 AreHIujaTa u

12



O]l MHCTUTYL[MUTE O]] jABHUOT CEKTOP, 3a Mpallama off IeJIOKPYT Ha
pabora Ha OpeneHueTo;

-u3paboTyBa JOKYMEHTH KOU IIpOM3JIeryBaaT ofi copaboTKaTa co
WHCTUTYLIUMTE Off jaBHUOT CEKTOp, 3apaju UCIOJHYBamhe Ha
0OBpCcKUTe Ha ATeHIMjaTa KOU IIPOM3JIeTyBaaT O MoceOHUTe
3aKOHH;

-u3paboTyBa OArOBOPU U YKa)kKyBaka BO BPCKA CO IOILHECEHUTE
MPEeTCTaBKU U MPEeJI0o3U N0 AreHIujaTa, BO COTJIACHOCT CO 3aKOHOT
3a MOCTAMyBaH-e 10 MPEeTCTAaBKU U ITPeIJI03H;

-rv ©3paboTyBa U @Kypupa IUIaHOBUTE 3a of0paHa Ha AreHIijujaTa
1 copaboTyBa CO OBJIaCTEHU JiMIla 0J1 MUHUCTEPCTBOTO 3a Of0paHa;
-BPIIM KOHTPOJIA HA MPABHOTO O(OpMyBame Ha MPOIEAYPUTE Of
CucTeMOT 3a MEHAIMEHT CO KBaJIMTeT COrjacHo Oapamara Ha
Crangapaot ISO 9001:2008 ox Hapie)KHOCT Ha AreHIyjaTa.

1. Cextop 3a npaBHu paboTu

1.1. OnpesieHue 3a HOPMATUBHO-TTPABHY PAOOTH M COPabOTKA CO MHCTUTYITUUTE BO jABHUOT CEKTOP

Pegen 6poj 8

[Mudpa YITP0101B01000

Hugo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO HOPMAaTUBHO-TIPaBHU PaboTu
bpoj na usBpmuTenn 1

Oxnrosapa npej

PakoBogutenor Ha OgeneHue 3a HOPMATUBHO-MIPABHU paboTu U
copaboTKa CO MHCTUTYIIMMTE BO jABHUOT CEKTOP

Buj Ha obpa3oBanue

[IpaBHU HAYKHU

JIlpyru moce6uu yciaosu

MO3HaBAHke Ha HOMOTEXHMUKUTE MpaBuia 3a u3paboTyBame Ha
MPOTTUCH

Pabornu nenu

-00e30enyBamke HOpMaTUBHO-IIpaBHA MOMAPIIKA MPU paboTemeTo
Ha AreHIujaTa;
-0CTBapyBame cOPaboTKa CO MHCTUTYIIMUTE BO jABHUOT CEKTOP;

PaborHu 3agaun u 06BpcKu

-T'¥l CJIeJIU U PUMEHYBA MPOMUCUTE, CO 11e]1 3aKOHUTO U3TOTBYBahe
HAa OIIIIITH U TIOEJIUHEYHH aKTU Ha ATeHIIMjarTa;

-u3paboTyBa OMIITH U MOeAVHEYHU aKTU Ha AreHIujaTa;
-u3paboTyBa HALIPT UHUIUjATUBU 32 U3MEHYBAHe U JIOMOJHYBAHE
HA 3aKOHCKU U MOA3aKOHCKY aKTH;

-IaBa CcTpydyHa mnojpiika Ha Komucujata 3a Bojewme Ha
MUCIIUIJIMHCKA TIOCTanKka 3a [JUCIUIJIMHCKM Tpectan W 3a
YTBPJyBaH-€ Ha MaTepujasiaHa OATOBOPHOCT HA aJMUHUCTPATUBEH
Cy)KOEeHUK;

-laBa CTPy4YyHa [MOMONI U COBeTU Mpu u3paboTyBam-eTO Ha
JIOTOBOPHUTE 3a jaBHU HAOaBKU 3a MOTPebuTe Ha AreHInjaTa;
-oCcTBapyBa copaboTKa €O WHCTUTYLUUTE BO jaBHMOT CEKTOP BO
obfacTa Ha HOPMATHUBHO-MpABHUTE pabOTU U Ppa3BojoT Ha
aJJMUHKCTPATUBHATA CIIYXK0a;

-y4ecTBYyBa BO paboTaTa Ha KOMHUCHM W HOPYyrd paboTHU Tea,
dopMupaHy co penieHUe Ha IMPEKTOPOT Ha ATeHIIUjaTa;
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-laBa CTpPyYHa M[OMOIU, COBeTM U BpPIIM MEHTOPCTBO Ha
aIMUHVCTPATUBHNUTE CJY>KOEHUIIM Off TOHUCKUTE HUBOA;
-yuecTBYBa BO OIleHYBAaH-€TO Ha a/[MUHVCTPATUBHUTE CITYKOEHUIU
BO AreHUMjaTa ¥ BO APYTH UHCTUTYIUY;

-copaboTyBa CO [JpyruTe AaAMUHUCTPATUBHU CIY>KOEHUIU OF
AreHnujara.

1. CexTop 3a mpaBHU paboTu

1.1 OpijiesieHre 3a HOPMATUBHO-TIPABHY paboTH U cOPabOTKA CO MHCTUTYIIMMUTE BO jABHUOT CEKTOP

Pegen 6poj 9

[Mucdpa YIIP0101B01000

Huso Bl

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO copaborka co Hapopuuor mnpaBoOpanutesn u [IpKaBHUOT
MpaBoOpPaHUTE

bpoj Ha usspmuTenun 1

Oxnrosapa nipej

Pakopoguren Ha OpjeneHue 3a HOpMATUBHU paboTu 1 copaboTKa
CO UHCTUTYLIMUTE BO jaBHUOT CEKTOP

Buj Ha obpa3oBanue

[TpaBHU HAYKKU

Ilpyru moce6uu yciaosu

NMo3HaBawe Ha MoceOGHMTE 3aKOHM Of obyacTa 3a Koja WITO e
HAJJTe)KeH, a KOW MPOU3JIeryBaart ojf OMKUCOT HA PabOTHUTE 3a/jaun
1 0OBPCKU

PaborHu enn

-copaboTKa CO MHCTUTYIIMUTE BO jaBHUOT CEKTOP

PaboTHu 3aggauym 1 06BpCKU

-TM CJiefi M MPUMEHYBA MOCeOHUTe 3aKOHU BO KOU Ce YTBPAEHU
00BpCKY 338 AreHuujaTa;

-u3paboTyBa JIONUCH, U3BEHITaW W OJTOBOPM Ha Oapama 10
HapoguuoT npaBoOpaHuTeT;

-copabotyBa co /Ip>XaBHUOT MPaBOOPAHUTE MPU KOMILIETUPAHE
Ha TOJATOLUTE KOW Ce PEeJIeBAHTHU 3a IOATOTBYBAbE TYIKOM,
OIIFOBOPY Ha TY>KOU U KayIOu;

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopmupanu co pelieHre Ha AMPEKTOPOT Ha ATeHITUjaTa;

-IaBa CTPy4YHa I[IOMOII, COBeTM U BpIIA MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CJIY>KOEHUITU O] TOHUCKUTE HUBOA,;
-yuyecTByBa  BO  OIleHYBamkeTO HA  aJMUHHCTPATUBHHUTE
cny>kGeHuI Bo AreHIijaTta v Bo Ipyri MHCTUTYIUY;

-copaboTyBa CO [JpYyruTe aJAMUHUCTPATUBHU CHAY)KOEHUIIU Off
AreHuujara.

1. Cexrop 3a npaBHu paboTu

1.1. OpiesieHre 3a HOPMATUBHO-TIPABHY paboTH M cOPabOTKA CO MHCTUTYLIMMTE BO jABHUOT CEKTOP

Pegen 6poj 10

IMucdpa YIIP0101B02000
Huso B2

3Bame Buii copaboTHHK

Ha3uB Ha paboTHO MeCTO

MOCTaIlyBale MO IIPETCTABKU U IIPEIJI031

bBpoj Ha usspmuTenn

1
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Oxrosapa npej

Pakosoguren Ha OpmeneHue 3a HOpMaTUBHU paboTu u copaboTka
€O UHCTUTYLIMUTE BO jaBHUOT CEKTOP

Buj Ha obpa3oBanue

[TpaBHM HayKu

I pyru moce6uun yciaosu

no3HaBawe Ha MnocebHUTE 3aKOHM Of obJyiacTa 3a Koja WITO e
HaZJIe)KeH, a KOW Ipou3JIeryBaar ojf OIUCOT Ha paboTHUTE 3a/jaunt
1 0OBPCKU

Paborau menun

-echMKaCcHO CIPOBEyBathe Ha [paBaTa u 00BpcKkuTe Ha AreHIiujaTa
0J1 3aKOHOT 3a MOCTAalyBakhe 0 MPeTCTABKY U MPe/JI03U

PaboTHu 3aiauym 1 06BpCKHU

-T'¥l CJIe[I M IPYMeHYBa MPOTCUTE BO KOU Ce YTBPIeHU 00BPCKY 3a
AreHnmjara;

-nmpudupa TOJaTOIM, M3BECTyBaka U MUCTEeHha 3a (PaKTUTe U
OKOJIHOCTATE 0j] 3HAUEH-E€ 33 OCTBapyBamke Ha MpaBaTa Ha
MOJIHOCUTEJIOT Ha MPETCTABKA WJIU P JIorT;

-copaboTyBa CO UHCTUTYL[UUTE BO jaBHUOT CEKTOp MpU U3apaborka
Ha OZICOBOPUTE T10 MPETCTABKU U MPEJIJI03H;

-u3paboTyBa HANPT-U3BEINTaj 3a TPETCTAaBKU U TIPEJIO3U [0
AreHuujara;

-yuecTBYBa BO paborara HAa KOMUCUM U Jpyru pabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-laBa CTPy4YyHa IIOMOII, COBeTM M BPIIM MEHTOPCTBO Ha
aJMUHUCTPATUBHUTE CJY)KOEHUIIM Off TOHUCKUTE HUBOA;
-yueCcTBYBa BO OLIEHYBAaW-e€TO HAa aIMMHMCTPATUHUTE CIYKOEHUIU
BO ATeHIIMjaTa U BO JPYTU UHCTUTYIIUY;
-copaboTyBa €O [PyruTe€ aAMUHUCTPATHUBHU
AreHnujara.

CAY>KOeHUIM O]

1. CexTop 3a mpaBHU paboTH

1.1.0gmeneHre 3a HOpMATHMBHO-TIPABHYU PA0OTH U cOPabOTKA CO MHCTUTYLIMUTE BO jaABHUOT CEKTOP

Pegen 6poj 11

IMucdpa YITIP0101B03000
Huso B3

3Bame CopaboTHUK

Ha3us Ha paboTHO MecTO

c1060/1eH TpUCTaN 10 MHMOPMATIVM Off jaBEH KapaKTep

bpoj Ha usspmuTenn

1

OpnroBapa npej

PakoBoguten Ha OpapmeneHue 3a HOpMATUBHU paboTu U copaboTKa
CO [IPXKaBHM OpraHu

Bup Ha obpa3oBaHue

[TpaBHU HAayKK1

JIlpyru moce6uu yciaosu

Mo3HaBam-€ Ha IIPOMUCHUTE OO obmacra Ha C)'IO6OJI[€H IpucTam go

uH(p opMaruu 0/] jaBeH KapakTep

PaboTHu rienun

-e(pbMKACHO CIIpOBeAyBaH-€ Ha IIpaBaTa U 00OBPCKUTE Ha ATeHIujaTa
on 3akoHOT 3a cjaobomeH mpucTam [0 MHGOPMAIUKU O jaBeH
KapakTep

PaborHu 3agaun u 00BpCKu

-TW Cjie]u W TPUMEHyBa MpomucuTe off obyiacta Ha crnobomeH
MPUCTAT A0 HHMDOPMAITMK Off jaBeH KapaKTep;

-MocTanysa mo 6aparma CoracHo 3aKOHOT 3a 3alTUTA Ha TIPaBOTO
Ha cJ1000geH npucTal g0 nHGOpMaIiuu Off jaBeH KapaKTep;

-copaborysa co Komucujara 3a 3amTuta Ha NpaBoTo 3a CA0007eH
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MPHUCTAI A0 MHGDOPMAIIUK O] jaBeH KapaKTep;

-u3paboTyBa TOOMINEH M3BEINTaj 3a CIPOBeAyBameTO Ha
MOCTAIKara 3a cjiobogeH mpucran g0 nH(GOPMALMU BO AreHIujara;
-yyecTBYBa BO paboTara Ha KOMHUCUM W Opyrd pabOTHU Teia,
(hopMupaHy co penieHUe Ha AUPEKTOPOT Ha ATeHIIUjaTa;

-IaBa CTPy4YHa IMOMOII, COBETH M BpPIIM MEHTOPCTBO Ha
aJMUHUCTPATUBHUTE CJIY)KOEHUIIM Off TOHUCKUTE HUBOA;
-y4eCTBYBa BO OLIEHYBAHETO HA afMUHMCTPATUHUATE CIIYKOEHULIN
BO AreHUMjaTa ¥ BO PYr¥ HHCTUTYIUM;

-copaboTyBa CO [JpYyTrUTe AAMUHUCTPATUBHU CIAY)KOEHUIIM Of
ArennujaTta, oco6eHo 10 mogHeceHn bapama 3a CJI000eH mpucTan

no uHpopMaIuu o/ jaBeH KapaKkTep.

1. CexTop 3a mpaBHU paboTu

1.2 .OppeneHue 3a ofj1yuyBame M0 >Kaja0y U NPUTOBOPU HA [P’KABHUTE CITY)KOEHUIIU

Pepnen 6poj 12

[Mncdpa YI1P01016504000

Huso b4

3Bame PakoBojuTeN HA OfifIe/IeHIE

Ha3us Ha paboTHO MecTO

PakoBoguren Ha OpgeneHue 3a OMIyYyBake [0 JKaabU u
MIPUTOBOPH Ha AP KABHUTE CJIYKOEHUITU

bpoj Ha u3BpmuTenn

1

Oxnrosapa nipej

PakoBoguTeoT Ha CekTop 3a IpaBHy paboTH

Buj Ha obpa3oBanue

[TpaBHU HAyKU

JIlpyru moce6uu yciaosu

[I03HABAK€ Ha OIIIITH IPOIMKUCH Off aAMUHUCTPATUBHATA 00JIaCT U
JPYTH MPONKCH Off PAOOTHO 3aKOHOAABCTBO

Pabornu nenu

-00e30emyBambe edUKAcCHO CIOpPOBeyBake Ha  3aKOHCKUTE
HAJJIe)KHOCTU Ha Komucujata 3a OJyuyBawme MO JKaibu u
MPUTOBOPH HA /IMUHUCTPATUBHUTE CNYKOEHUIM BO BTOP CTENeH

PaboTHu 3agauym 1 06BpCKU

-pakoBogu co Opgenennero (ja opraHM3upa, HacoyyBa WU
Koop/iuHWpa paboTaTa, BPIY HEMOCPejHA KOHTPOJIAa U HAZ30P Haj,
U3BPITYBAK-ETO HA pabOTUTE, TH paclopeiyBa paboTUTe U 3a/IlauuTe
Ha BpaboreHute Bo OpjeneHUeTO, ce TPWXKU 3a CTPYYHOTO
yCOBpPINYBat-e M paboTHATA [UCIUIIIMHA HaA BPabOTeHUTE BO
OpnpenieHVeTo U 1aBa CTPYUYHA MOMOII, COBETU U BPIIIA MEHTOPCTBO
Ha a/MUHUCTPATUBHU CY)KOEHUIU 0f ATeHIujaTa);

-yuecTBYBa BO paboTaTa Ha KOMUCUM U JIpyru pabOTHU Teja,
chopmupanu co penieHue HA TUPEKTOPOT HA ATeHIIUjaTa;
-n3paboTyBa MpeJio3u Ha: CTPaTelIKy IUIaH, porpaMa 3a pabora,
OyileT, u3BeniTaj 3a paboTa, (DYHKIMOHANHA aHAMU3a, aKTH 3a
BHATpeIIHa OpraHu3aliydja ¥ cucTeMaTu3anyja Ha paboTHUTE MecTa
¥ IulaH 3a 00yku Ha Bpaborerure Bo Omge/IeHMETO, KAaKO H
MECeUYHH, KBAapTaJHU, MONYTOJUIIHA W TOMUIIHU U3BENITau of
acrekT Ha JIeJIOKpyroT Ha pabora Ha OgpaeneHueTo;

-I'M Mpejjiara v CripoBe/lyBa MporefypuTe off eJIOKPyr Ha paboTa
Ha OpjeneHuero BO paMku Ha CHUCTEMOT 3a MeHAlIMEHT CO
KBaJIMTET corjacHo baparara Ha Crangapgot ISO 9001:2008;
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-I'v olleHyBa BpaborenuTe Bo O/[€JIEHUETO U MOJXKE []a YYeCTBYBa
BO OII€HYBak-€ HA a/IMUHUCTPATUBHU CTy>KOEHUIU BO ATeHIUjaTa 1
Ha a/[MUHUCTPATUBHY CY>KOEHUIN BO IPYTH UHCTUTYIIUU;
-copaboTyBa CO aJIMMHUCTPATUBHU CJy)KOeHuiu ojf AreHiujaTa u
0]l MHCTUTYIIUUTE OJ] jaBHUOT CEKTOP, 3a Mpalllamka off IeJIOKPYT Ha
paborta Ha O ieNIeHUeTO;

-TM CJIe[id, MPOy4YyBa M TW [PUMEHYBa OIIITUTE MPOIUCH Of
aZMUHKMCTPAaTUBHATa O06JIACT WM Jpyrd TMPOMUCH off paboTHO
3aKOHOJIABCTBO M [laBa VIATCTBA 33 HUBHA TIpUMEHAa IIpH
O/Iy4yBalbeTO MO0 JKajibM M NPUrOBOPU HA  JIPIKABHUTE
Ccny)XKOeHUIU; U

-n3paboTyBa aHaJIM3U, IPEerJiefid U U3BeLITau BO BPCKA CO ajbute
Y IPUTOBOPUTE HA IP)KABHUTE CIY)KOEHUIH.

1. CexTop 3a npaBHu paboTu

1.2. OppeneHue 3a oJJ1ydyBame M0 >Kaja0y ¥ NPUTOBOPU HA [P>KABHUTE CIY>KOEHULIH

Pegen 6poj 13

[Iudpa YIIP0101B01000
Huso B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO

OJIJTYUyBa-€ 110 YKaJa0u ¥ NPUrOBOPHY Ha JP)KAaBHU CJIY)KOEHUIIH

bpoj Ha u3BpmuTenu

3

OpnroBapa npej

PakoBogurtenor Ha OpnjeneHue 3a OJJIyYyBame II0 >Kajbu u
MPUTOBOPY HA JIPYKABHU CY KO HUTTU

Buj Ha obpa3oBanue

[IpaBHU HAYKHU

Ilpyru moce6uu yciaosu

MO3HABAH-E€ Ha OIIITH MPOIKCH Off aIMUHUCTPATUBHATA 00JaCT U
JIPYTU TIPONUCH 0] PabOTHO 3aK0HOIABCTBO

PaborHu nenu

-00e30enyBambe 3alllITUTA Ha IIpaBaTa Ha OP)KaBHUTE CY)KOeHULIM
BO BTOD CTeMeH

PaborHu 3agaun u 06BpCKu

-T¥ (JIE[IV M IPUMEHYBA OMIITUTE TPOTUCY 0] a[[MUHUCTPATUBHATA
00J1aCcT ¥ ApyTrH IIPOMMUCH Off paOOTHO 3aKOHO1aBCTBO;

-pasrienyeBa U ob6paboTyBa >kajbu U MPUTOBOPU Ha LP)KAaBHUTE
CAyKOeHUIH;

-yTBpAyBa MOTpeba U U3TOTBYBA JIMCTA O] JOTIOJHUTETHN THCMEHY
JIOKa3M, BPIIK CTPY4YHa 00paboOTKa M aHAIM3a HA [IPeIMETUTE U '
obpa3nio)KyBa mnpeaMeTuTe Ha cefHuila Ha Komwucujata 3a
O[JIyUyBame MO0 >KaIOM U TIPUTOBOPU HAa AaJMUHUCTPATUBHHUTE
CITy»KOEHUIIU BO BTOP CTEIIEH,;

-u3paboTyBa OIUIYKH, PelIeHUja WU 3aKJIyUOlM KOU T'M JIOHEeCyBa
Komucujara 3a ofjaydyBare IO JKajibM ¥ T[PUTOBOPH Ha
aMUHUCTPATUBHUTE CJTY>KOEHUITU BO BTOP CTEMNEH;

-yuecTBYBa BO paboTara Ha KOMUCHM W Jpyrd pabOTHU Teja,
thopmupanu co peleHre Ha AUPEKTOPOT HA ATEHITUjaTa;

-laBa CTpy4YyHa TMOMOII, COBeTM M BpIIM MEHTOPCTBO Ha
AIMUHUCTPATUBHUTE CIYKOSHUIIM Off TOHUCKUTE HUBOA;
-yUeCTBYBA BO OLIEHYBAWeTO HA a[MUHUCTPATUHUTE CIAYKOSHUIU
BO AreHIMjaTa ¥ BO [Ipyry HHCTUTYIINY;
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-copaboTyBa €O JpyTuTe aZMWHHUCTPATUBHU  CIIy)KOEHUIU Of
AreHnujara.

1. Cextop 3a npaBHu paboTu

1.2.0p1e51eHMe 32 OITYYyBaK-€ 110 JKaJ0u U IPUTOBOPY Ha AP>KaBHUTE CIy>KOeHUIIU

Pegen 6poj 14

IIucdpa YI1P0101B03000

Hugo B3

3Bame CopaboTHUK

Ha3us Ha paborno mecto CopaborHuk - M3paboryBame Ha HAIPT OJIYKU, PEIleHUja |
3aKJIYI0I

bpoj Ha usBpmuTeH 1

OproBapa npej

PakoBogurenor Ha OpjeneHue 3a OJJIydyBame IO >Kanbu u
MPUTOBOPY HA JIPYKABHU CIY KO HUTTU

Buj Ha obpa3oBanue

[TpaBHU HAYKKU

I pyru mocebuu yciosu

PaborHu menun

-e(heKTURHO, e(hUKACHO U KBAJIMTETHO CIIPOBE/IyBaH-€ Ha O/jpefieHu
dbyaxuu on penoxpyr Ha Oppjesnenviero u M3paboTKa Ha HALPT
OILIVKH, pellieHHja U 3aKIyuoIriu Ha Komucujara 3a ofjyuyBambe o
»Kanbu v MPUTOBOPU HA afMUHUCTPATUBHUTE CJY)KOEHULIM BO BTOP
CTereH.

PaboTHu 3aggauym 1 06BpCKU

-I'¥l CJIe[I ¥ IPYMEHYBA OIMIITUTE POIUCH 0]] a[MUHUCTPAaTUBHATA
00J1aCT ¥ APYTU MPOMUCH Off PAOOTHO 3aKOHOIABCTBO;

-yTBP/lyBa MOTPebda U U3roTBYBA JIUCTA O JOTIOJTHUTEIHU TUCMEHU
[I0OKa3u 3apajid MPaBUJIHO OMJIyUyBame MO MoJiHeceHaTa >kanba
WJTU TIPUTOBOP;

-u3paboTyBa HANPT OJJIYKU, pelieHuja U  3aKJAy4dolu KOu
npousieryBaar o paborata Ha Komucujata 3a OmiydyBarbe II0
»Kanbu v MPUTOBOPH HA AfMUHUCTPATUBHUTE CY)KOEHULIM BO BTOP
CTeNeH M0 OJIHOC Ha [I0CTaBeHU KaJbu U MPUTOBOPU HA JIP)KAaBHU
CIYXKOEeHUIIH;

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopMupaHu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-laBa CTPy4YHA IIOMOII, COBETM M BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CJIY)KOEHUIIM Off TOHUCKUTE HUBOA;
-yuecTBYBA BO OLIEHYBAaWeTO Ha aJIMMHUCTPATUHUTE CIIYKOEHUIU
BO ATeHIIMjaTa U BO JPYTU UHCTUTYITUY;

-copaboTyBa €O [JPyTUTE QFMUHUCTPATUBHU  CIY>KOEHUITU Of
AreHumjara.

1. Cexrop 3a mpaBHu paboTu

1.2 .Oppenenue 3a ojj1yayBame 10 >Kaja0y ¥ IPUTOBOPU HA [PYKABHUTE CJIYIKOEHULIM

Pegen 6poj 15

[Mudpa YITP0101B04000
Hupo B4

3Bame IMomutaz copaboTHUK

Ha3sus nHa paborHo mecto

pasmienyBamke M 00paboTKka Ha »KajOM W MPUTOBOPU Ha JIPKaBHU
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CAy)KOeHUIH

bpoj Ha usspmuTenn

2

Oprosapa npej

PakoBogurenor Ha OpjeneHue 3a OJJIydyBame IO >Kaubu u
MPUTOBOPY HA JIPYXKAaBHU CJIY KO HUTTU

Buj Ha obpa3oBanune

[TpaBHU HayKu

I pyru mocebnu yciosu

Mo3HaBam-€ Ha ONINTU MPOIINCH 0 aAMUHUCTPATUBHATA obyact u
APYru Nponucu oj pa60THO 3dKOHOJaBCTBO

Paborau menun

-00e3beiyBarbe  Ha 3almITUTA HA OpaBara Ha  [J[PYKaBHUTE
CJTY)KOEHUIIM BO BTOP CTEleH

PaboTHu 3agauym u 06BpCcKU

-I'¥ CJIeIV ¥ IPYMEHYBa OIMIITUTE MPOIUCY 0] aiMUHUCTpAaTUBHATA
ob6J1acT ¥ gpyru MIPOMMCH 0f PaOOTHO 3aKOHOIaBCTBO;

-pasrienyea U o6paboTyBa >kajibM U TIPUTOBOPU Ha APYKaBHUTE
Cy)KOEeHUIY;

-yuecTBYBa BO paborara HA KOMUCUM W Jpyru paboTHU Teja,
(hopmupanu co pellieHre Ha AMPEKTOPOT Ha AreHInjaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CITYKOEHUIU
BO AreHIMjaTa u BO JPYTd UHCTUTYITUY;

-copaboTyBa €O [pyTuTe AAMUHUCTPATUBHU CIY)KOEHUIIM Of
Arennmjara.

1. Cextop 3a npaBHu paboTu

1.2. OppiesieHue 3a 0JJIyYyBamhe M0 YKaja0u ¥ IPUTOBOPU HA [IPYKABHUTE CJTY)KOEHUIIH

Pegen 6poj 15-a

IMndpa YIIP0101I'01000
Hugo I'

3Bame CamocTtoeH pedepeHT

Ha3us Ha paboTHO MecTo

aJIMUHMCTpATUBHA NOAAPIIKA

bpoj Ha u3BpmuTeN

1

Oxnrosapa mpej

PakoBogurenor Ha OppgeneHue 3a OMIyUyBakme II0 JKaJOU U
MPUTOBOPY Ha AP)KABHU CAY>KOeHUIIN

Buj Ha obpa3oBanue

Bumo / CpegHo obpa3oBaHue

JIlpyru moce6uu yciaosu

MO3HAdBdH:€ Ha OIINTH MPOIINCKU O aIMUHUCTPATUBHATA objact u
MPOITUCUTE 3a KaHIEeJAPUCKO U aPXUBCKO pa60Te1-be

Pabornu nenu

-00e3benyBame Ha eduKacHA aOMUHMCTpAaTHBHA IOAAPIIKA Ha
dyukiurTe Ha OgaeseHneTo BO BpCKa co paborara Ha Komucujara
3@ OJTyUyBahe Mo »<aj0u U MPUTOBOPU HA afIMUHUCTPATUBHUTE
cay)KOeHUId BO BTOpP CTeleH, IMOj HaA30p M KOHTpoda Ha
pakoBoauTenoT Ha Of1e/IeHUeTO.

PaborHu 3agaun u 00BpCKu

-u3paboTrysa mpepior 3a pabora Ha cefHUIla Ha Komucujata 3a
OJIIyYyBak-€ M0 JKaJI0W UM IPUTOBOPU HA aJMUHUCTPATUBHUTE
CIYKOEHUIU BO BTOP CTETIEH;

-u3paboTyBa U JOCTaByBa U3BecTyBame [n0 [IpeTcemarenor u
yjeHoBUTe Ha KomucujaTa 3a ojijiydyBame 1o »Kajibu v NpuroBopu
Ha aJMUHUCTPATUBHUTE CJIYKOEHUITY BO BTOP CTEMNEH 33a BPEMETO
Y MECTOTO Ha O/Ip)KYBaH-€ Ha CeJTHUIIATA;

-BOJM 3alMCHUK 3a ojp)kaHa cegHuua Ha Komucujata 3a
OJTYyUYBak-e€ MO JKajbW U TIPUTOBOPU HA AJMUHUCTPATUBHUTE
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C1y>k6eHUIY BO BTOP CTEIeH;

-I'¥l IOATOTBYBA NPONpaTHUTE IMCMa 3a AOCTaBYBambe Ha OLJIYKUTeE,
pelleHMjaTa Uau 3aiilydonute Ha KomucujaTa 3a oanyuyyBame 110
>KaJsi0M ¥ IIPUTOBOPH HA aJ[MUHUCTPATUBHUTE CITy>KOEHULU BO BTOP
CTelleH J10 IPBOCTENEHUOT OpTaH;

-TU apxuBHUpa 3aBplIeHUTe IpejMeTH Ha Komucujata 3a
OJJIyYyBame MO >KaIOM U IIPUTOBOPU HA ASMUHHCTPATUBHUTE
CJ1y>KOEHUIY BO BTOD CTENEH;

-BOJIY €BU/IEHIIMjA HA JJOHECEHUTe OJJIyKY, pellieHrja U 3aKIyIOou
Ha Komwmcujata 3a opjydyBame 1O >KaJiOM ¥ NPUTOBOPU HA
aJMUHUCTPATUBHUTE  CAyKOEHULIM BO BTOpP CTelNeH [0
MPBOCTEINEHUOT OPraH;

-y4ecTBYBa BO OLleHYBAaHETO Ha afMUHUCTPATUBHUTE CJIy>KOeHUIN
BO ATeHIIMjaTa ¥ BO JPYTU UHCTUTYIIVH;

-copaboTyBa €O JIpyTUTe AAMWHUCTPATUBHU  CJIY)KOEHUIU Off
AreHnmjara.

1. CexTop 3a npaBHu paboTu

1.2. OppeneHue 3a oJJ1ydyBame M0 >Kaja0y ¥ NPUTOBOPU HA [P>KABHUTE CIY>KOEHULIH

Pegen 6poj 16

Iucdpa YITP0101I'04000

Huso I'4

3Bame IMomnag pecdepeHT

Ha3us Ha paboTHO MecTO aJMUHUCTpaTUBHA MO pIIKa
bpoj Ha usspmuTenn 1

Oxnrosapa npej

Paxkosomutenor Ha OpjeneHue 3a O/JIyIyBam-€ IO JKalbu u
MPUTOBOPY Ha AP)KABHU CAY>KOeHUIIU

Bup Ha obpa3oBaHue

I'mmBa3ucko

I pyru mocebuu yciosu

Mo3HaBam-€ Ha OIINTKU MNPOIIMCH 0 aMUHUCTpAaTUBHATa obnact u
IMPONMUCHUTE 3a KaHIHEJAPUCKO U aPXUBCKO paGOTEHDe

PaborHu rienmn

-00e30enyBamke Ha e(pUKACHA AAMUHKMCTPATUMBHA IIOAAPIIKA Ha
¢yuuunTe Ha OppmeneHrneTo Bo Bpcka co paborara Ha Komucujata
3a OMIJIyUyBame I0 »KaJ0yu U MPUrOBOPY Ha afMUHUCTPATUBHUTE
cny>kGeHUIM BO BTOp CTeMeH, Moji Ha/j30p M KOHTpoja Ha
pakoBoauTenoT Ha OpaeIeHUeTo.

PaboTHu 3agauym 1 06BpCKU

-u3paboTyBa mpepjor 3a pabora Ha cegHuila Ha Komucujata 3a
OJITyuyBam-e€ M0 >Kaji0M M MPUTOBOPU HA aJMUHUCTPATUBHUTE
C1y>KOEHUIN BO BTOP CTEIEH;

-u3paboTyBa W JIOCTaBYBa HU3BECTYBame g0 [IpeTcefaTenor u
yIeHOBUTE Ha KoMucHjaTa 3a 0/ITyuyBat-e o >Kajabu U MPUTOBOPU
HA aJMUHUCTPATUBHUTE CJIY)KOEHUITM BO BTOP CTEIeH 38 BPEMETO
Y MECTOTO Ha O/IPKYBak-e Ha CeJIHUTIATa;

-BOAYM 3aMUCHWK 3a Ofp)KaHa ceAHula Ha [KomucujaTa 3a
OIJIyUYBaE MO >KaIOM U TIPUTOBOPH HAa AagMHUHUCTPATUBHUTE
CTy>KOEHUIIN BO BTOP CTETEH;

-TY MTOZITOTBYBA MPOTPATHUTE MUCMA 3a IOCTaBYBahe Ha OJJIYKUTE,
pelnieHmjaTa WM 3akiydonute Ha Komucujata 3a opyiyuyBame 1mo
»Kanbu ¥ MPUTOBOPH HA AfMUHUCTPATUBHUTE CAY)KOEHUIIM BO BTOP
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CTeleH J,0 IPBOCTENeHNOT OPraH;
-TU apxuBHUpa 3aBplIeHUTe IpejMeTH Ha Komucujata 3a
OJITyuyBame MO0 >KajbW ¥ TPUTOBOPM HA afMUHHCTPATUBHHUTE
C1y>k6eHUIY BO BTOP CTEIeH;

-BOAY €BUJEHIIMja HA JOHECEHUTe OJJIVKHY, pellleHuja U 3aKJIy40nu
Ha Komucujata 3a ojyiyuyBarbe MO >KajOW ¥ NPUTOBOPU Ha
AIMUHUCTPATUBHUTE  CIAY)KOEHWLIM BO BTOpP CTeNeH [0
MPBOCTENEHUOT OPraH;

-y4ecTBYBa BO OLleHYBAaKH-ETO Ha aJMUHUCTPATUBHUTE C1Y>KOEeHUIIH
BO AreHnMjaTa ¥ BO IPYTU UHCTUTYIIVH;

-copaboTyBa €O JpyruTe afMUHUCTPATUBHU  CJAY>XOeHMITM of
Arernujara.

1. CexTop 3a mpaBHU paboTu

1.3. OpjiesieHure 3a OJTyUyBaAH>€ 10 YKa/i0U U IPUTOBOPU Ha jABHUTE CIYKOEHUIU

Pegen 6poj 17

IMudpa VIT1P01016504000

Hugo b4

3Bame PaKoBOAMTEI Ha OfifleJIeHre

Ha3us Ha paboTHO MecTO

PakoBoguten Ha OpjaeneHue 3a OMJIyYyBamke IO JKaJOU U
MIPUTOBOPH HA jaBHUTE CIY)KOEHUIIU

bpoj Ha usspmuTenun

1

Oxnrosapa npej

PakoBoguTeoT Ha CekTop 3a IpaBHy paboTH

Bup Ha obpa3oBanue

[TpaBHU HAayKU

Ilpyru moce6uu yciaosu

MMO3HABAKE HA OIIITYU MPOMKMCU O] aJMUHUCTPATUBHATA 06/1aCT U
apyTu NpomMcH Oof paboTHOTO 3aKOHOJABCTBO, a KOU
IIPOM3JIETyBaaT OJi ONKCOT Ha PabOTHUTE 3a/lauk U 0OBPCKU

PaborHu rienmn

-00e30eayBame eUMKaCHO CHPOBeAyBalke€ HAa  3aKOHCKUTE
Ha/JIe>KHOCTH Ha KoMmwucujaTa 3a ojjydyBame II0 JKaJOU M
TIPUTOBOPH Ha aIMUHUCTPATUBHUTE CY>KOEHUIU BO BTOP CTereH

PaboTHu 3agaym 1 06BpCKU

-pakoBogu co Opgenennero (ja opraHM3upa, HacoyyBa WU
Koop/iuHWpa paboTaTa, BPIY HEMOCPejHA KOHTPOJIAa U HAZ30P HaJ
M3BPIIYBAHETO Ha pabOTUTE, TH pacnopeayBa paboTUTe U 3aJaunTe
Ha BpaboreHute Bo OpjeneHUeTO, ce TPWXKU 3a CTPYYHOTO
yCOBpPINYBat-e M paboTHATA [UCIUIIMHA HA BPabOTeHUTE BO
OpneneHueTo U JaBa CTPyYHA MOMOI, COBETU U BPIIU MEHTOPCTBO
Ha a/[IMUHUCTPATUBHU CYKOEHUIU o7 ATeHIrjaTa);

-yuecTBYBa BO paboTaTa Ha KOMUCHU W Apyru paboTHU Tena,
chopmupanu co penreHue HA JUPEKTOPOT HA ATeHLIMjaTa;
-n3paboTyBa NpeJyIo3M Ha: CTPATeNIKy TUIaH, TporpaMa 3a pabora,
6yiier, u3BemTaj 3a pabora, (yHKIMOHANHA aHaiaW3a, aKTU 3a
BHATpeIIHa OpraHu3anmja ¥ CUcTeMaTH3aluja Ha pabOTHUTE MecTa
¥ nnaH 3a obyku Ha Bpaborenute Bo OpjeneHneTo, Kako u
MeCeUYHM, KBapTaJiHU, TMOJYTOAUIIHW W TOAWIIHU HW3BENITau O]
acIiekT Ha JIeJIOKpyroT Ha pabora Ha OgaeneHuero;

-TM MpejJiara U CIpoBe/lyBa MpolleiypuTe o] IeJIOKPYT Ha pabota
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na Oppenennero BO paMKM Ha CHCTEeMOT 3a MeHalIMEHT CO
KBaJIMTET COTJIacHO bapawaTa Ha CtanmapaoT ISO 9001:2008;

-TW OlleHyBa BpaboreHuTe BO OffieIeHUETO U MOJKe Jla YUeCTBYBa
BO OLIEHYBaK-€ Ha aJIMUHUCTPATUBHU CJIY)KOEHUIIU BO ATeHIMjaTa u
Ha aJ]MUHUCTPATUBHU CYKOEHUIIM BO APYTU UHCTUTYIUU;
-copaboTyBa CO aIMUHUCTPATUBHY CIY>KOeHWIIM o]] ATeHIMjaTa U
O]l UHCTUTYIIUMTE Of] jaBHUOT CEKTOP, 3a Mpaliama 0] JeJIOKPYT Ha
pabora Ha OpneneHUeTO;

-TM CJlefjd, TIpOy4YyyBa M TU TpPUMEHYBa OIIITUTEe MPONUCH Of
agMUHUCTpPATUBHATA 00JIACT U [Pyrd M[pPonucd off paboTHO
3aKOHOJIaBCTBO M JlaBa VYIaTCTBAa 3a HUBHA IIpUMEHa TIpU
OJIJIy4yBabeTO 10 »Kajibu U NPUTOBOPH HA jaBHUTE CIIYIKOEHUTTY;
-n3paboTyBa aHaIM3K, TIPerjie/lv U U3BEeIITan BO BPCKa CO »KajbuTte
¥ TIPUTOBOPUTE HA jaBHUTE CIY)KOEHUT[H.

1. CexTop 3a mpaBHU paboTu

1.3 .0peneHue 3a ofIyuyBame 1o )Kaa0u U MPUTOBOPHU Ha jaBHUTE CIY)KOeHUIU

Pegen 6poj 18

[Iudpa YIIP0101B01000
HmnBo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTo

OJIITyYyBam-€ 110 ’KaJ01 U NPUrOBOPY HA jaBHU CITY>KOeHUIIU

bpoj Ha u3BpmuTenn

2

Oxnrosapa nipej

Paxkosomutenor Ha OpjeneHue 3a O/JIy9yBam-€ IO JKalbU u
MPUTOBOPY Ha jaBHUTE CAYIKOSHUIU

Buj Ha obpa3oBanue

[IpaBHU HAYKHU

Ilpyru moce6uu yciaosu

MO3HaBAH@ Ha OMIITU MPOMUCH Of afiIMUHUCTPATUBHATA 00/1acT U
Ipyrd TIPOMKCH Off pabOTHO 3aKOHO/IABCTBO, & KOW MTPOU3JIEryBaaT
O]l ONKCOT Ha PAaOOTHUTE 3alau U 0OBPCKH

PaborHu rienmn

-06e30efiyBam-e Ha 3alITUTA HA MPaBaTa HA jaBHUTE CAYKOEHUIU
BO BTOP CTeIeH

PaboTHu 3agauym 1 06BpCKU

-I'¥ CJIeIU M IPUMEHYBa OIMIITUTE IPOIUCH 0f] afiMUHUCTPAaTUBHATA
00J1acT ¥ ApyrH IIPOMMUCH Off pabOTHO 3aKOHO1aBCTBO;

-pasriaenyea ¥ 00paboTyBa Kanbu M IIPUrOBOPU HA jaBHUTE
CIy)KOEeHUIIH;

-yTBP/lyBa MOTPebHa U U3rOTBYBA JIUCTA O IOTIOTHUTE/IHU TUCMEHU
JIOKa3M, BPIIK CTPY4YHa 00paboOTKa M aHAIM3a HA [IPeIMETUTE U '
obpasynokyBa mpegMeTuTe Ha cegHuIla Ha Komucujata 3a
OJITyUyBam-€ MO JKaJOM U MPUTOBOPU HA aJMUHUCTPATUBHUTE
CIY»KOEHUITU BO BTOP CTEIIEH;

-u3paboTyBa OIJIYKM, PeIIeHMja WM 3aKJIyYoLM KOM I'M [JOHEeCyBa
KoMucujata 3a ofJydyBame MO >KAJ0W U TMPUTOBOPU Ha
aMUHUCTPATUBHUTE CJTY>KOEHUITU BO BTOP CTEIIEH;

-y4ecTBYyBa BO paboraTa Ha KOMHUCHM W OPYyrd paboTHU Tea,

dropMupaHu Co pelnieHne Ha IUPEKTOPOT Ha ATeHIIUjaTa;

-laBa CTPy4YHa IIOMOII, COBETH U BpPIIM MEHTOPCTBO Ha
AIMUHUCTPATUBHUTE CJIYKOEHUTTU Off TOHUCKUTE HUBOA;
-yY4eCTBYBA BO OI€HYBAK-ETO HA a/IMUHUCTPATUBHUTE CJTY>KOEHUIIN
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BO AreHUIMjaTa ¥ BO IPYTY UHCTUTYIUY;
-copaboTyBa €O [JpyruTe afMUHUCTPATUBHU  CJIY>KOEHWIM Of
AreHnujara.

1. CexTop 3a mpaBHU paboTu

1.2.0p111e51€H1E 32 OJJTYUYBaAHK>€ 110 )KaJIOU 1 PUTOBOPH Ha jaBHUTE CIY)KOEHUIU

Pegen 6poj 19

Mudpa YITP0101B02000
Huso B2

3Bame Bur copaboTHUK

Ha3uB Ha paboTHO MecTO

n3paboTKa Ha HALPT OJJIYKH, PellieHuja U 3aKIyI0I1

bpoj Ha usspmuTen

1

Oxnrosapa nipej

Paxkosomutenor Ha OpjeneHue 3a O/JIyIyBam-€ IO JKalbU U
MPUTrOBOPY Ha jaBHU CIIY KOS HUITU

Buj Ha obpa3oBanue

[TpaBHU HAYKH

Ilpyru moce6uu yciaosu

Mo3HaBam€ Ha OIINTU MPOIINCH 0 aJMUHUCTPATUBHATA obact u
APyru Nponucu oj pa6OTHO 3daKOHOJaBCTBO

PaboTHu nenu

-CripoBe/lyBal€é  Ha oapefeHU GYHKUMM Of  AeJOKPyr Ha
Oppenenvero W u3paboTKa HA HAUPT OIJIYKU, peIleHuja |
3akIyvony Ha KomucujaTa 3a o[iJTyqyBambe 110 >KajaOu U MPUroBOpU
Ha aZIMUHUCTPATUBHUTE CJIYKOEHUIU BO BTOP CTEMEH.

Paborau 3agaumn u 06BpcKu

-IT'¥ (JIE[I M IPUMEHYBA OMIITUTE TPOIUCY 0] /[MUHUCTPATUBHATA
00J1aCT ¥ ApyTU TPOMKCHU Of pabOTHO 3aKOHOAABCTRO;

-yTBP/lyBa MOTPebda U U3roTBYBA JIUCTA O JOTIOJTHUTEIHU TUCMEHU
[0Ka3u 3apajyd NPaBUIHO OJIyUyBame IO IMoJiHeceHaTa jkanba
WJTU IPUTOBOD;

-u3paboTyBa HANPT OJJIYKW, pelieHuja U 3aKJAy4dolu KOu
npousieryBaar o paborata Ha Komucujata 3a OmJIydyBarbe II0
>Kanbu ¥ MPUTOBOPU HA afMUHUCTPATUBHUTE CJY>KOEHULIM BO BTOD
CTeneH MO O/IHOC Ha [J0CTAaBeHW >Kajdu M MPUTOBOPY HA jaBHU
CYXKOEHUIIH;

-y4ecTBYBa BO paboTaTa Ha KOMHUCHM W [OPYrd pabOTHU Tea,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-laBa CTPy4YHA IIOMOII, COBETM M BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CJIY)KOEHUIIM Off TOHUCKUTE HUBOA;
-yueCcTBYBa BO OLIEHYBaW-eTO HAa aIMMHMCTPATUHUTE CIIYKOSHUIU
BO ATreHIIMjaTa U BO JPYTU UHCTUTYIIUY;

-copaboTyBa €O [JPyTUTE aFMUHUCTPATUBHU  CJIY>KOEHUITH Of
AreHnmjara.

1. Cexrop 3a mpaBHu paboTu

1.3. OpjiesieHue 3a OJIyYyBaH,>€ 110 YKaJ10U U IPUTOBOPU HA jaBHUTE CIIY)KOEHUIU

Pegen 6poj 20
Iudpa VIIP0101B03000
Hupo B3
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3Bame

CopaboTHUK

Ha3us Ha paborHo mecto

AHAJIMTUYKO-CTYJUCKU PabOTH

bpoj Ha u3BpmuTen

1

Oprosapa npej

Pakosopurenot Ha OjjiesieHre 3a O[TyIyBakbe 10 JKaniou u
MPUTrOBOPY Ha jaBHU CIIYIKOEHUTTU

Buj Ha obpa3oBanue

[TpaBHM HayKku

I pyru moce6uun yciaosu

Mo3HaBame Ha OIINTU MPOIIMCH O aMUHUCTPATUBHATA objact u
APYyru Nponucu oj pa6OTHO 3dKOHOJaBCTBO

PabotHu nenau

-aHAJIMTUYKO-CTYIUCKA TojApmKa mpu obe3benyBameTo Ha
3alITUTaTa Ha IMpaBaTa Ha jaBHUTe  CJIY)KOEHUIM  BO
BTOpOCTeNeHaTa mocramnka

PaboTHu 3aiauym 1 06BpCKHU

-I'¥ CJIeIA U IPUMEHYBA OIIITUTE IMPOITUCH Off aAMUHUCTPaTUBHATA
06J1aCT ¥ Apyru MIPOMMUCH 0ff PAOOTHO 3aKOHO/IaBCTBO;

-pubdUpa IOLATOLIM U YIECTBYBa BO U3paboTKara Ha aHAJUTUYKU
MaTepHjajid BO IMOCTAIKKUTEe II0 >KaJIbW W MPUrOBOPU Ha jaBHUTE
CAYKOeHUIH;

-BpIIM IIOATOTBUTEIHU pPabOTH BO BpCKAa CO OPraHU3UPaAETO U
CTIPOBE/IYBA-€TO Ha CeiHUIMTe Ha KoMucujaTa 3a OfTyuyBame 1mo
)KaJI0M U IIPUTOBOPH Ha AJMUHUCTPATUBHUTE CAY)KOEHUIA BO BTOP
CTeIeH;

-ce TPWIKM 3a @KypHOCTAa Ha IMOCTAlKara 3a OJIydyBame II0
MOJIHECEHUTE YKaJIOU U PUTOBOPH Ha jaABHUTE CITY KOSHUTIN;
-yyecTBYBa BO paborara Ha KOMHCHMM W Opyrd pabOTHMU Teia,
thopmupanu co peleHre Ha AUPEKTOPOT Ha ATeHITUjaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CITYKOEHUIU
BO AreHlIMjaTa U BO JPYTY UHCTUTYIIUN;

-copaboTyBa CO [IPpyTUTe aJMWHUCTPATUBHYM CIYKOEHUIM Off
AreHuujara.

1. CexTop 3a npaBHU paboTu

1.3. OgmesneHue 3a OfJIyYyBame M0 YKajJ10u U NPUTOBOPH Ha jaBHU CJIY>KOeHUIIN

Pegen 6poj 21

IMucdpa YITP0101B04000
Huso B4

3Bame IMomtag copabOTHUK

Ha3us Ha paboTHo mecto

pasrienyBame 1 06paboTKa Ha JOCTAaBeHM Kajabu U MPUTOBOPU Ha
jaBHU CIy>KOeHUIIN

bpoj Ha u3BpmuTen

2

Oxrosapa npep

PakoBogurenor Ha OppeneHue 3a OmJIydyBame II0 JKalIOM H
TIPUTOBOPU Ha jaBHU CAY>KOEHUITU

Bup Ha obpa3oBaHue

[TpaBHU HAayKH

I pyru mocebuu yciosu

MO3HABAKE HA OMIITU HPOIKCH Of aJMUHUCTPATHMBHATA 00JIacT U
JIPYTU TIPONUCH 0J] PabOTHO 3aKOHOIABCTBO

PaboTHu rienun

-0b6e3befiyBam-e€ Ha 3alITUTA Ha MpaBaTa Ha jaBHUTE CIYKOEHUIU
BO BTOp CTEMeH
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Paborau 3agaun u 06BpcKu

-TU CJIeUW U IPUMEeHYBa OIIUTUTE MPOIKUCH 0f, aMUHUCTPAaTUBHATA
00J1aCT ¥ ApYTU TIPOTMKCHU Off pab0THO 3aKOHOAABCTBO;

-pasriefiyBa 1 obpaboTryBa »Kajbu M TIPUTOBOPU HA jaBHUTE
CAy)KOEeHUIIH;

-yuecTByBa BO paborara Ha KOMHUCHM W Jpyru paboTHU Teia,
tdopmupanu co penieHue Ha JUPEKTOPOT HA ATeHIIMjaTa;
-yueCcTBYBA BO OLIEHYBAH-€TO HA 8/[IMUHUCTPATUBHUTE CITYKOEHUIU
BO ATeHIIMjaTa U BO Py UHCTUTYIIUH;

-copaboTyBa CO [JpYyruTe AaJAMUHUCTPATUBHU CIY)KOEHUIU Of
AreHnujara.

2. CeKTOp 3a CejleKIMja Ha KAHOUIATY 3a BPaOOTyBame

Pegen 6poj 22

[Mudpa YIIP0101502000

Huso b2

3Bame PakoBOUTE/1 HA CEKTOP

Ha3us Ha paboTHO MecTO

PakoBopuren Ha CekTop 3a cesieKIdja Ha KaHAUTaTH 3a
BpabOoTyBaHe

bpoj Ha usspmuTenn

1

OpnroBapa npej

['eHepamHUOT cekpeTap

Bup Ha obpa3oBanue

[TpaBHU HayKu

I pyru mocebuu yciosu

Mno3HaBal-€ Ha OMNIITU MPOIIUCH O aAMUHUCTPATUBHATa obnact u
APYru Iponucu o pa6OTHO 3aKOHOJaBCTBO

PaborHu menun

-TIPOMOBHpPamE U PA3B0j HAa CUCTEM 3a CeJieKIrja Ha
AIMHUHUCTPATUBEH CJIY}I(6EHI/II(, 3dCHOBAH BP3 KOMIIeTEHITUU;
-0CTBapyBamhe copaboTKa CoO HHCTUTYLMUTE BO jABHUOT CEKTOP
3apajii CpoBejyBam-e Ha MOCTAINKU 3a CceJieKiiuja BO jaABHUOT
CeKTop;

-0pKyBame U yHaIlpeyBawme Ha CUCTEeMOT Ha 3allTUTa Ha
kiacucpuriupanu uHgopmanuu Bo AreHiujaTa.

PaboTHu 3agauym 1 06BpCKU

-paxoBogu co CexTopoT (ja opraHu3Mpa, HACOYyBa M KOOPAMHUPA
paborara, BpIIM HEMOCpe/HA KOHTPOJA W HAN30p HAJ
U3BpIIYBakeTO Ha paborure, TM pacrnopegyBa paboTure WU
3a/laundTe Ha paKoBOJUTeNIUTe Ha opjpjeseHujata Bo CeKTOPOT, ce
TPYOKM 33 paboTHATA JUCIUIUIMHA HA BpaboTeHuTe Bo CEeKTOPOT U
JaBa CTpy4YHa IIOMOLI, COBETM M BpLIM MEHTOPCTBO Ha
aIMUHUCTPATUBHY CNY)KOeHUIIY of AreHIujaTa);

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa MpeJio3n Ha: CTPATeIlKH IJIaH, mporpaMa 3a pabora,
Oyiet, u3BenTaj 3a pabora, yHKIMOHaNHA aHAIM3a, akTH 3a
BHATpeIllHa OpraHMs3alija M CcuUcTeMaTH3aluja Ha paboTHUTE
MecTa, TiaH 3a 0OykM Ha BpaboreHuTe BO CeKTOPOT, Kako U
MeCeYHY, KBApTaJHW, IOJYTOAUIIHA W TOJUIIHUA H3BeIlTau Of
acrneKT Ha J1eJIoKpyroT Ha pabora Ha CekTopoT;

-T'¥l TIpeJiyiara U CIpoBeiyBa TIPOIeiYPUTE O] IeJIOKPYT Ha paboTa
Ha CexTopoT Bo paMKku Ha CHCTeMOT 3a MeHalIMEHT CO KBaJIUTET
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corsacHo 6apamara Ha Crangapgor ISO 9001:2008;

-TM OIIeHYBAa PAKOBOOHUTE ANMUHUCTPATUBHU CIY)KOEHUIIM BO
CekTopor, o motpeba u apyru BpaboTeru on CeKTOPOT U MOXKe [1a
yUeCTBYBA BO OLEHYBAH-€ HA aJMUHUCTPATUBHU CIY>KOEHUIU BO
AreHlldjaTa ¥ Ha aJMUHUCTPATUBHU CAY)KOEHUIIM BO JpyTH
WHCTUTYIIUH;

-copaboTyBa €O a/MUHUCTPATUBHU CJY)KOeHUITU off ATeHuujaTa u
OJT UHCTUTYLIMUTE 0/] jaBHUOT CKTOP, 3a Mpalilama off JeJOKPYyT Ha
pabota Ha CeKTOpoT;

-yuecTBYBa Kako IpeTcefiaTesl WM 3aMeHWK, Bo paborata Ha
KomucuuTe 3a cejiekija 3a BpaboTyBam-e 110 jaBeH orJjac;

-Cé TPUIKU 3a Op)KyBarbe M YHAIpelyBame Ha CHCTEMOT Ha
3amruTa Ha Kiacuduimpanu nagopmaiuu Bo AreHiujara.

2. CeKTOp 3a CesIeKIMja Ha KaHOUIATH 33 BPaOOTyBame

Pegen 6poj 23

[Mndpa YI1P01016503000

Hugo b3

3Bame [ToMOITHUK paKOBOJIUTEN HA CEKTOP

Ha3us Ha paboTHO MecTO

[MomomHuK pakoBopuTest Ha CeKTOp 3a CeNeKIja Ha KaH Ut
3a BpaboTyBame

bpoj Ha u3BpmuTenn

1

OpnroBapa npej

PakoBopuresnoT Ha CeKTOp 3a cesieKiidja Ha KaHAMIATY 38
BpaboTyBaHe

Buj Ha obpa3oBanue

[IpaBHUM HAyKK, JaBHA yIIpaBa U aAMUHUCTpAIUja WK
O6pasoBaHue

I pyru mocebuu yciosu

MO3HAaBae Ha OMILNTH IPOIIMCH O] aAMUHUCTPATUBHATA 00J1aCT U
JIPYTU TIPONUCH 0J] PAOOTHO 3aKOHO/IABCTBO

PaborHu rienmn

-IIPOMOBHpPaH-€ U pa3BOj Ha CUCTEM 3a CesleKIivja Ha
aJMUHUCTPATUBEH CJY>KOEHUK, 3aCHOBAH BP3 KOMIETEHIUY;
-0CTBapyBame COpaboTKa CO UHCTUTYLIMUTE BO jaBHUOT CEKTOPD
3apajiy CIpoBeflyBam-e Ha IIOCTANKU 3a CeeKIiija BO jaBHUOT
CeKTop

PaborHu 3agaun u 06BpcKu

-[oMara BO U3BPIIyBakeTO Ha paboTu off AeoKpyT Ha CeKTOPOT U
BO CJyyaj HA OTCYCTBO WJIM CIIPEUYEHOCT Ha PaKOBOAUTENOT Ha
CeKTOpOT TO 3aMeHyYBa MCTHOT, BP3 OCHOBA HAa OBJACTYBaHE Of
reHepaJHUOT CeKpeTap / AMPeKTOPOT Ha AreHIujara;

-y4ecTBYyBa BO paboraTa Ha KOMHUCHM W OPYyrd paboTHU Tea,
hopMupany co penieHue Ha IUPEKTOPOT Ha ATeHIIMjaTa;
-u3paboTyBa HAIPT Ha: CTpaTeNIKW IJIaH, TporpaMa 3a pabora,
Oyier, u3Bemtaj 3a pabora, (GpyHKUMOHaJIHA aHAAM3a, aKTH 3a
BHaTpelNIHa oOpraHu3aryja v CcucTeMaTU3alnmja Ha paboTHUTE
MeCTa, MJIaH 3a 00yKu Ha ATeHIHjaTa, KaKo U MECEYHU, KBAapTaJHH,
MOJIYTOUIIHN Y TOIUINHY U3BEIITau Off acleKT Ha AeJOKPYroT Ha
pabota Ha CeKTOpOT;

-u3paboTyBa mporeaypu of Aenokpyr Ha pabora Ha CeKTOpOT BO
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pamku Ha CHCTEMOT 3a MeEHaIMeHT CO KBaJUTeT COrJacHO
bapamata Ha Ctangapaot ISO 9001:2008;

-y4eCTBYBA BO OlLlEHYBale Ha aIMUHUCTPATUBHU CITY>KOEHUITU BO
AreHigjata M Ha aJMUHUCTPATUBHU CIAY)KOEHUIM BO Jpyru
WHCTUTYITUM;

-y4ecTBYBa KaKo IpeTcefaTesl WM 3aMeHUK, Bo paborata Ha
Komucuunre 3a cenexuuja 3a BpaboTyBambe 110 jaBeH OrJjac;
-copaboTyBa CO aAMUHUCTPATUBHU CIY)KOeHUIIM o7 ATeHIIUjaTa u
OJTl UHCTUTYIMUTE O] jaBHUOT CEKTOP, 3a Mpaniama of IeJ0KPyT Ha
pabora Ha CeKTOPOT.

2. CeKTOp 3a Ce/eKIMja Ha KAHOUIATH 3a BPaOOTyBame

2.1. OppeseHye 3a jaBeH orjiac v aJIMUHUCTPATUBHA CeeKInja

Pegen 6poj 24

Iucdpa YIT1P0101604000

Hugo b4

3Bame PakoBofjuTe N Ha OfifiesieHHe

Ha3us Ha paboTHO MecTO

Pakosoguren Ha OpflesieHre 3a jaBeH Orjac U aJ[MMHMCTPATVBHA
ceneKuuja

bpoj Ha u3BpmuTenn

1

Oxnrosapa npej

PakoBopurenot Ha CeKTOp 3a CeseKiuja Ha KaHAUAATY 38
BpaboTyBaHe

Buj Ha obpa3oBanue

[TpaBHM HayKy, JaBHA yIipaBa ¥ aJjMUHKCTPAlUja

Ilpyru moce6uu yciaosu

MO3HABAHE HA OMIITH NPOTIUCH O] 3/[MUHUCTPATUBHATA 00J1aCT U
JIPYTU TIponucH oj paboTHO 3aKOHOABCTBO

PaborHu rienmn

-TIPOMOBHMpPame U Pa3B0j Ha CUCTEM 3a CeJieKIrja Ha
AIMUHUCTPATUBEH C/Y)KOEHUK, 3aCHOBAH BP3 KOMIIETEHIINM;
-0CTBapyBaihe copaboTKa CO MHCTUTYLIMUTE BO jaBHUOT CEKTOP
3apaju CIpoBeJyBake Ha MOCTAaNKU 3a CceieKiiuja BO jaABHUOT
CeKTop

PaborHu 3agaun u 06BpcKu

-pakoBogu co Oppenenuero (ja opraHu3uMpa, HacouyBa WU
KOOpJIUHUPA paboTaTa, BPIIM HETIOCPeTHA KOHTPOJIA U HAZI30P Haf
U3BpLIYBalkeTO Ha paboTuUTe, T'M pacuopenyBa paboOTUTe H
3a/launTe Ha BpaboTenuTe Bo Opjle/ieHUETO, Ce TPUKHU 3a
CTPYYHOTO YCOBpIIyBate W paboTHaTa [UCHUIJIMHA HA
Bpaborenute Bo Opfjie/IeHHETO W laBa CTPYYHA [TOMOII, COBETH U
BPIIM MEHTOPCTBO HA AJMUHUCTPATUBHU CAYXXOEHUIU Off
Arennujara);

-y4ecTBYyBa BO paboraTa Ha KOMHUCHM W OPYyrd paboTHU Tea,
thopmupaHnu co penieHue Ha AUPEKTOPOT Ha ATeHIIUjaTa;
-u3paboTyBa Mpeao3u Ha: CTPATEIIKH IIJIaH, IporpaMa 3a pabora,
Oyier, u3Bemtaj 3a pabora, (GpyHKUMOHaJIHA aHAAM3a, aKTH 3a
BHATpelIHa opraHu3arivja u cucTeMatu3sariija Ha paboTHUTe MecTa
M IJIlaH 3a 00yku Ha BpaborenuTe BO OpjeIeHUETO, KAKO H
MEeCeYHHU, KBapTaJHU, MOJYTOAMIIHM M TOJUITHU M3BEIITau Of
aCTeKxT Ha JIeJIOKPYroT Ha pabora Ha OfifieIeHUeTO;
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-TM TIpeJiara u CIpoBelyBa IIpoLeypuTe OF AeJIOKPYr Ha paboTa
Ha OppeneHvero BO pamMku Ha CHCTeMOT 3a MeHAlIMEHT CO
KBaJIUTET COTJIacHO bapam-aTta Ha CtangapaoT SO 9001:2008;

-I'" oLjeHyBa BpaboreHnTe Bo Ofi/jeJIeHUEeTO U MOJKe Jia YYeCTBYBa
BO OIl€HYBar-e Ha aJIMUHUCTPATUBHU CAYKOEHUIIM BO ATeHIUjaTa
Y Ha affMUHUCTPATUBHU CIY>KOEHUIU BO IPYTU UHCTUTYIIUY;
-copaboTyBa €O a/MUHUCTPATUBHU CJIY)KOeHUITU 0ff ATeHlujaTa U
OJ] MHCTUTYIIUUTE 0J] jaBHUOT CEKTOP, 3a Mpallama off feJOKPyT Ha
pabora Ha OpjienieHneTO;

-yuecTByBa KaKo IpeTcefaTes WM 3aMeHUK, BO paborara Ha
Komucuwnte 3a cenekinyja 3a BpaboTyBame 110 jaBeH Orjac;

-T0 OPraHW3Upa U KOOPJUHUPA KPeupameTo U 00jaByBameTo Ha
jaBHUOT OrjIac ¥ Ha afMUHUCTPATUBHATA CEeJIEKIIH]ja;

-BPIIM NPOBEPKA Ha O/IIYKMTE 3a U360 MpeJ] HUBHOTO 00jaByBame.

2. CekTop 3a cejleKnyja Ha KAHOUAATHU 33 BpabOTyBame

2.1. OnmeneHue 3a jaBeH Orylac ¥ aAMUHUCTPATUBHA ceJleKInja

Pegen 6poj 25

Iucdpa YI1P0101B01000

Hugo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTo 0bpaboTKa U MpoBepKa Ha Hapame 3a jaBeH orjac
bpoj na usBpmuTenun 2

Oxnrosapa nipej

Pakosoguresnotr Ha OffjeneHue 3a jaBeH oriac ¥ a/[MUHICTPATUBHA
ceneKuuja

Buj Ha obpa3oBanue

[lpaBuu HaykW, JaBHa ymopaBa M aJMUHMCTpaldja WU

Ob6pasoBanue

I pyru mocebuu yciosu

MO3HaBaH-e Ha MPOITUCUTE 32 CeJIeKIUja U BpaboTyBamhe BO jaBHUOT
CEeKTOp

Pabornu nenu

-echukacHa U KBaJMTeTHa 00paboTKa Ha OapamaTa 3a 0OjaByBaibe
Ha jaBeH orJjiac;

-epyKacHa ¥  KBaJMTETHA MPenucKka CO0  MHCTUTYITUUTE
MOAHOCKTEIM Ha Oapame 3a 00jaByBambe jaBeH orjac.

PaboTHu 3agaym 1 06BpCKU

-BpIIM TIPOBEpKA Ha OapameTo 3a objaByBaH-e€ HA jaBeH Orjiac v Ha
MPUJIO3UTE KOH OapameTo;

-u3paboTyBa JOMUCU 0 UHCTUTYLIUUTE KOU JIoCTaBujie bapare 3a
objaByBam-e Ha jaBeH Orjiac JAOKOJIKY IIPU NPOBEpPKaTa YTBPAU JeKa
“Ma HeJ0CTaTOoIy;

-u3paboTyBa peiunenuja 3a opMmupame Ha KoMmucuja 3a cemekuuja
3a BpaboTyBaH-€ 110 jaBeH OrJiac;

-u3paboryea ojroBopu Ha Oapawa, /AoOMeHM O] CTpaHa Ha
Komucujara 3a ojjy4yyBame 10 >Kaji0M W TPUTOBOPU Ha
aIMUHUCTPATUBHUTE CJTYKOEHUTTU BO BTOP CTENEH;

-t objaByBa ojnaykuTe 3a wu3bop Ha Beb cTpaHuUIlaTa Ha
AreHumjara;

-y4ecTBYBa BO paboTaTa Ha KOMUCUM W JPYrd PabOTHU Tena,
dropMupaHu CO pelnieHne Ha IUPEKTOPOT Ha ATeHIINjaTa;
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-laBa CTpPyYHa M[OMOIU, COBeTM U BpPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHY CJTY>KOEHUIIM 0T TOHUCKO HUBO;

-y4eCcTBYBa BO  OIleHYBake€TO Ha  aJiMUHUCTPATUBHUTE
cyK6eHuIM Bo AreHIujaTa v BO [[pyrd MUHCTUTYITUY;

-no 1oTpeba, y4ecTByBa Kako IMpeTcefaTesl WM 3aMeHHK, BO
paborara Ha Komucuure 3a cejeknuja 3a BpaboTyBame 10 jaBeH
orjac;

-copaboTyBa CO JpyruTe AaAMUHUCTPATUBHU CIY>KOEHUIU Of
AreHnujara.

2. CekTop 3a cejleknyja Ha KAHOUAATH 33 BpaboTyBame

2.1. OppeseHye 3a jaBeH orjiac v aJIMUHUCTPAaTUBHA CeJeKIHja

Pegen 6poj 26

[udpa YIIP0101B01000

Huso B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO aIMUHUCTPATUBHA CeJIeKInja
bpoj Ha u3Bpmmrenn 3

Oxnrosapa nipej

Pakosoguresnor Ha OffjeneHue 3a jaBeH oraac ¥ a/[MUHICTPATHBHA
ceneKuuja

Bup Ha obpa3oBanue

[Monutuuku Hayku, OOpa3oBaHWe WM JaBHa yhpaBa u
aAMUHUCTpanyja

IIpyru moce6uu yciaosu

MO3HABaH-€ HA MPOITUCUTE 3a CesleKInja ¥ BpaboTyBae BO jaBHUOT
CeKTop

PaborHu nenu

-e(hbMKacHO ¥ HaBpPeMEHO CIpPOBeAyBale€ Ha agMMHUCTpPaTHBHATA
ceJyeKnyja

PaborHu 3agaun u 06BpcKu

-BpPIIM TpOBepKa Ha BHECEHUTEe TOAATOIIM BO TIpWjaBaTa 3a
BpaboTyBamke CO YCJOBUTE YTBPJIEHM BO jaBHMOT OrJac,
MPWIOKEHUTE JI0Ka3Ku KOH IpUjaBaTa U HUBHO OOJUpame 3a CeKoj
KaHIUAaT II0CeOHO;

-Th  u3paboTyBa M3BECTyBawaTa [0 CEKPeTapoT, OJIHOCHO
PaKoBOJHOTO JIMlle Ha MHCTUTYLUjaTa U WieHOBUTe Ha KoMucujaTta
33 /IHOT W YacoT Ha CIPOBeJyBake€ Ha AJMUHUCTPATUMBHATa
CeJeKInja;

-u3paboTyBa 3anvCHUK 33 CIpPOBe/leHa  aJMUHMCTPATUBHA
CeJleKInja;

-ja mperysiepyBa 1 ja objasysa lllanrajckaTa JucTa HA YHUBEP3UTETH
Ha MHTEpHEeT JIoKallkja Ha ATeHIIHja;

-ofiroBapa Ha TMpalllaka TOBP3aHUM €O  MPOIeCOT  Ha
aJMUHMCTPATUBHATA CeJieKI[Uja ofi KOHTAKT hopMa HA UHTEPHET
JioKaljaTa Ha ATeHIIMjaTa;

-laBa CTPyYyHa TOMOI, COBETM U BpUIM MEHTOPCTBO Ha
aIMUHUACTPATUBHU CJY>KOSHULIM Off TOHUCKO HUBO;

-y4ecTBYyBa BO paboTaTa Ha KOMHUCHM W HOPYrd paboTHU Teja,
dropMupaHu Co penieHne Ha IUPEKTOPOT Ha ATeHIINjaTa;
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-ydecTBYBa BO  OIIeHYBameTO Ha  aZMUHUCTPATUBHUTE
cyKOeHUIM Bo AreHIvjaTa v BO [PYTU UHCTUTYIINY;

-no 1oTpeba, y4ecTByBa Kako MpeTcefaTes]l WM 3aMeHMK, BO
paborara Ha Komucuute 3a cejexiiyja 3a BpabOTyBawe IO jaBeH
ornac

-copaboTyBa CO [JpyruTe AaAMUHUCTPATUBHU CIY>KOEHUIU Of
Arennujara.

2. CeKTOp 3a Ce/eKIMja Ha KAHOUIATH 3a BPaOOTyBame

2.1. OppeseHye 3a jaBeH orjiac v aJIMUHUCTPATUBHA CeeKInja

Penen 6poj 27

[Mudpa YITP0101B02000
Huso B2

3Bame Bur copaboTHUK

Ha3us Ha paboTHO MecTO

Kpeupame Ha jaBeH orjac

bpoj Ha usspmuTenn

2

OpnroBapa npej

PakoBopuTtenotr Ha OpfiesieHue 3a jaBeH orjiac M aJ]MMHUCTPaTUBHA
ceJyieKnuja

Bup Ha obpa3oBanue

Conujasna pabora M couMjajaHa IOJUTHKA, [IpaBHM HAyKd WU
JaBHa ynpaBa u afiMUHUCTpaIdja

Ilpyru moce6uu yciaosu

MO3HABaH-e HA MPOITUCUTE 3a CesleKInja ¥ BpaboTyBae BO jaBHUOT
CEeKTOop

PaborHu menun

- e(hMKaCHO, KBAJIUTETHO ¥ HABPEMEHO KPerpame jaBeH orJiac;
-o0jaByBame Ha jaBHMOT Orjac 3a BpabOTyBame BO 3aKOHCKU
NpeJBUEHUOT POK.

PaborHu 3agaun u 06BpCKu

-BPIIM Kpeupare Ha jaBeH orjiac v MpoBepKa Ha TOYHOCTA Ha
Mo/IaToIUTe BO KPEUPAHUOT jaBeH Orjac, BO COrJACHOCT CO
nojaToLuTe BO bapameTo 3a 00jaByBam-e Ha jaBeH OrJjiac J0CTaBeHO
OJf MHCTUTYIAjaTa BO jaABHUOT CEKTOP;

-00e30enyBa objaByBame Ha IPEBEeJEHMOT jaBeH Orjac BO TPU
IHEBHU BECHUIIM U Ha Be0 cTpaHaTa Ha ATeHIIUjaTa;

-BPIITM MPOBEpPKa Ha HABPEeMEHOTO 0bjaByBath-e Ha jaBHUOT Orjiac BO
IHEBHUTE BECHUILIY;

-ofroBapa Ha IIpallamaTa Off KOHTAakT ¢opMa Ha HHTEpHeT
cTpaHuIiaTa Ha AreHIMjaTa KOU Ce TMOBP3aHU CO MPOIECOT Ha
objaBa Ha orjacu;

-y4ecTBYBa BO paboTaTa Ha KOMHUCHM W IOPYrd pPabOTHU Teja,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHITUjaTa;

-maBa CTPydYHa IIOMOIN, COBETM M BpPIIM MEHTOPCTBO Ha
AIMUHUCTPATUBHU CJIY KOEHUIM 0T HOHKCKO HUBO;

-yuyecTBYBa  BO  OIEHYBakeTOo Ha  aJMUHHUCTPATHBHUTE
cay)KOeHUIU BO AreHIMjaTa U BO IPYTrd MHCTUTYLINY;

-mo motpeba, ydecTByBa Kako MpeTcefiaTes]l WKW 3aMEHUK, BO
paboraTta Ha Komucuute 3a cejiekiuja 3a BpaboTyBame IO jaBeH
orJjac;

-copaboTyBa CO [JpYyruTe AaAMUHUCTPATUBHU CHAY)KOEHUIIU Of
Arennujara.
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2. CekTop 3a cesleknyja Ha KAHOUAATHU 33 BpaboTyBame

2.1.OppeseHye 3a jaBeH orjiac v aJIMUHMCTPAaTUBHA CeeKInja

Pegen 6poj 28

[Mudpa YITP0101B03000

Hugo B3

3Bame CopaboTHUK

Ha3uB Ha paboTHO MecTO aJMUHUCTPATUBHA CeJIeKIHja
bpoj Ha usBpmuTen 1

Oxrosapa npej

Pakosoguresnotr Ha OpfeneHue 3a jaBeH oriac ¥ aiMUHICTPATUBHA
ceneKiuja

Bup Ha obpa3oBanue

OmmrecTBeHM HAYKU

I pyru mocebuu yciosu

MO3HaBaHk-e Ha MPOIUCUTE 3a CesIeKIUja U BpaboTyBambe BO jaBHUOT
CEeKTOp

Paboruau renn

-e(hMKaCHO ¥ HaBpPEMEHO CIIPOBe/lyBal-€ Ha aJMUHUCTPATUBHATA
cenekuuja

PaborHu 3agaumn u 06BpcKu

-BpIIM TIPOBEPKA HA BHECEHWTE TIOZATOIIM BO TMpujaBaTta 3a
BpaboTyBae CO YCJIOBUTE VYTBPAEHM BO jaBHUOT OrJac,
MPUJIOKEHUTE JOKAa3Uu KOH MpujaBaTa U HUBHO DOJMpame 3a CeKoj
KaHIUAaT II0CeOHO;

-u3paboTyBa HAIPT: 3alTMCHUK 3a CIOPOBe/leHa aflMUHUCTPATUBHA
ceJleK1mja;

-yuecTBYBa BO paborara Ha KOMUCHMM W Apyru pabOTHU Tejia,
thopmupanu co pelieHre Ha AUPEKTOPOT Ha ATeHITUjaTa;

-laBa CTPy4YyHa TMOMOII, COBeTM M BPHIM MEHTOPCTBO Ha
aIMUHUCTPATUBHU C/TY>KOEHUIIM Off TOHUCKO HUBO,

-y4eCTBYBA BO OIEHYBAKETO HA aIMUHUCTPATUBHUTE CITY>KOEHUITHU
BO AreHIMjaTa U BO [[PYTU UHCTUTYITUY;

-mo morpeba, ydyecTByBa KaKko IIpeTcefiaTesl WIM 3aMeHUK, BO
paborara Ha KoMucuuTe 3a cejexijdja 3a BpabOTyBawe 10 jaBeH
orJiac;

-copaboTyBa €O [pyruTe AAMUHUCTPATUBHU CIYKOEHUIM Of
AreHuujara.

2. CeKkTOp 3a cesieKliMja Ha KAHOUIATH 3a BPaOOTyBamke

2.1. OapienieHre 3a jaBeH orjac v aJIMUHUCTPATHBHA CeIeKinja

Pegen 6poj 29

[udpa YIT1P0101B04000

Huso B4

3Bame IMomnag copaboTHUK

Ha3us na paborno mecto NpeBoJ| HA jaBeH OrJiac Off MAKeAOHCKW HA ayjbaHCKM ja3suK U
00paTHO

bBpoj Ha usspmuTenn 2

OxroBapa npef

PakoBoputenor Ha OpfeseHue 3a jaBeH orjiac M aJ[MMHUCTPaTUBHA
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ceyekumja

Bup Ha obpasoBanue

Hayka 3a ja3uxoT-TipeBejiyBame Ha ajldaHCKU ja3nuk

I pyru moce6uun yciaosu

MO3HAaBaHEe Ha MPOITUCUTE 3a CeJIeKIUja U BpaboTyBamhe BO jaBHUOT
CEeKTOp

PaboTHu njenu

-KBaJIMTETeH W HaBpeMeH TIIpeBOJi Ha jaBHWTe OrJlaCd Of
MaKe/IOHCKH Ha aJibaHCKY ja3suK ¥ 00paTHO;

-KBAJMTETEH YW HABPeMeH IPEeBOj 07 MaKeJOHCKM Ha asbaHCKu
ja3uK Ha MHTePHET CTpaHuIlaTa Ha AreHIIijaTa.

Paborau 3agaumn u 06BpcKu

-BpIIK MPEBOJ HA KPeMpPaHUTEe jaBHM OTJIACK Off MaKeJOHCKM Ha
aybaHCcKM ja3uMK UM 00paTHO 3apajyu HUBHO 00jaByBarke M BPIIU
MpoBepKa Ha TOYHOCTA Ha MMPeBe/IeHUTE jaBHU OTJIacH;

-BpIIK YCMEH U TIMCMEH MTPeBoj 0] anbaHCKU Ha MaKeJOHCKHU ja3ukK
u 0bpaTHO 3a norpebuTe Ha AreHIujaTa;

-yuecTByBa BO paboTaTa Ha KOMKCUU W APyrM pPabOTHHU Teia,
thopmupanu co peleHre Ha AUPEKTOPOT Ha ATeHITUjaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[]MUHUCTPATUBHUTE CITYKOEHUITU
BO ATeHIIujaTa v BO PyTy UHCTUTYIINY;

-mo morpe6a, ydyecTByBa Kako TIpercefiaTesl WIM 3aMEeHUK, BO
paborara Ha KoMucuuTe 3a cejexijdja 3a BpabOTyBalbe 1O jaBeH
orac;

-copaboTyBa CO [PyTUTe aJMUHUCTPATUBHYU CIYKOEHUIM Off
AreHnujara.

2. CeKTOp 3a Ce/eKIMja Ha KaHOUIATH 3d BPaOOTyBaHe

2.1. OnmeneHue 3a jaBeH orjlac ¥ aAMUHUCTPAaTUBHA CceJleKInja

Pegen 6poj 30

[Mucdpa YITP0101B04000
Huso B4

3Bame [Momiaj; copabOTHUK

Ha3us Ha paboTHO MecTO

aJIMUHUCTPATUBHA CeJieKIuja

bpoj Ha u3BpmuTeN

2

Oxnrosapa npej

PakoBoguTenoT Ha OffieieHNe 3a jaBeH OTJIaC M a[MUHUCTPATUBHA
ceJyieKIyja

Buj Ha obpa3oBanue

OnmitecTBeHU HAYKU

JIlpyru moce6uu yciaosu

MO3HABaH-€ HA MPOITUCUTE 33 CesTeKITnja U BpaboTyBate BO jaBHUOT
CeKTOp

Pabornu nenu

-echbMKacHO U HaBPEeMEHO CIpPOBeAyBale€ Ha agMMHUCTpPaTUBHATA
ceyieKIyja

PaboTHu 3agaun u 06BpcKu

-CIIpOBeyBa HajeIHOCTaBHHU, PYTHHCKH, CTPYYHO-
aJAMUHUCTPATUBHY pabOTH IpH IIPOBEPKA HA BHECEHUTE IIOAaTOLII
BO IpHjaBaTa 3a BpabOTyBam-€e CO YCJIOBUTE YTBPAEHU BO jABHHUOT
orjac, IpUJIOKeHUTe JOoKa3u KOH IpHUjaBaTa ¥ HUBHO 6omuparne 3a
CeKOj KaHAMIAT IT0CeOHO;

-u3paboTyBa HAILPT-U3BECTYBaM-a [0 CEKPeTapoT, OJHOCHO
PaKOBOAHOTO JIMIle Ha MHCTUTYLKjaTa ¥ ywieHoBuTe Ha Komucujarta
338 JEHOT M 4YacoT Ha CIPOBeAyBame Ha aJMUHMCTPATUBHATA
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CeJIeKInja;

-n3paboTyBa HAIPT: 3aNMCHUK 3a CIPOBe/leHa aJIMUHUCTPAaTUBHA
ceseKiiuja;

-yuecTBYBa BO paborara Ha KOMUCHMM W Apyru paboTHU Teia,
thopMupaHu co penieHUe Ha IMPEKTOPOT HA ATeHIIWjaTa;
-yuecTBYBa BO OIleHYBAaH-€TO Ha a/[MUHVCTPATUBHUTE CITYKOEHUIU
BO AreHuujaTa u BO JPyrd MUHCTUTYIIUY;

-mo motpeba, ydecTByBa Kako IMpeTcemaTes]l WM 3aMEHMK, BO
paborara Ha Komucuure 3a cejeknuja 3a BpaboTyBame 10 jaBeH
ormiac;

-copaboTyBa CO [JpyruTe AaAMUHUCTPATUBHU CIY>KOEHUIU Of
Arernujara.

2. CekTop 3a cejleKnvja Ha KAHOUAATH 33 BpaboTyBame

2.1. OppnereHye 3a jaBeH orjac v aJIMUHUCTPATUBHA CeJIeKIInja

Pegen 6poj 31

[Mudpa YITP0101I01000
Hugo I

3Bame CamocToeH pedepeHT

Ha3us Ha paboTHO MecTO

AIMUHUCTpATHMBHA NOAJpIITKa

bpoj Ha usspmuTen

2

Oxnrosapa npej

Pakosoguresnor Ha OffjeneHue 3a jaBeH oriac ¥ a/[MUHICTPATHBHA
ceneKuuja

Bup Ha obpa3oBanue

Cpepxto obpasoBaHue

I pyru mocebuu yciosu

PaborHu rienmn

-e(hMKaCHO ¥ HaBpPEMEHO CHPOBeZyBalme Ha MocTankara 3a
ceJyieknyja

PaborHu 3agaun u 06BpcKu

- MPUMEHYBA MPOMKUCUTE U OMIITUTE aKTH 338 KaHIIEJTapPUCKOTO U
apXUBCKOTO PaboTeme;

-BOOU eBUIeHIMja: 3a OapamaTa 3a objaByBame€ Ha jaBeH Orjac,
objaBeHUTEe OTJIaCM U BECHUI[UTE BO KOU UCTUTE ce objaBeHwU, 3a
JAaTyMOT Ha 3aBpllyBake Ha cekoja (asa off mocramkara 3a
cejieKIMja M 3a YJleHOBUTe Bo KomucuuTe 3a cejieKlyja 3a
BpaboTyBaH-e, HOMUHUPAHU 01 ATeHITHjaTa;

-BpIM 00paboTKa, KOMIJIETUPamhe U YyBamke Ha MPejMeTHUTe BO
MOCTaNKUTE 3a cejieKliuja;

-ce TPWKU 3a 3alITUTA Ha JIMUHUTE MOJATOIM COJIPXKAaHU BO
npejMeTUTe BO TIOCTANKUTE 32 CeJIeKIuja;

-y4ecTBYyBa BO paboTaTa Ha KOMUCHM W OPYrd paboOTHHU Teja,
hopMupaHnu co pernieHre Ha JUPEKTOPOT Ha ATeHIIMjaTa;
-y4ecTByBa  BO  OLEHYBAKETO  HAa  AJMUHUCTPATUBHUTE
c1yKO6eHuIM Bo AreHIyjaTa v BO pyrd MUHCTUTYIIUY;

-copaboTyBa €O [PyTUTe aFAMUHUCTPATHBHU CIYXCOEHUITU BO
AreHnmjara.
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2. CekTop 3a cejleKnyja Ha KAHOUAATHU 33 BpaboTyBame

2.2. 0apeneHuie 3a CIPOBe/IyBak-€ HA MCIIUTH, MHTEPBjY U TECT Ha JIMYHOCT

Pegen 6poj 33

[ucdpa YIT1P01016504000

Hugo b4

3Bame PakoBopuTesn Ha ofiiesieHNe

Ha3us Ha paboTHO MecTO

Pakosoguten Ha OpneneHue 3a CHpoOBeAyBambe Ha UCIOUTH U
WHTEPBjy

bpoj Ha usBpmuTen

1

Oxrosapa nipej

PaxkoBomutenor Ha CekTop 3a cejieKnuja Ha KaHAUJATU 3a
BpaboTyBame

Bup Ha obpa3oBanue

[TpaBuu Hayky, [lomuTuyky Hayku i OpraHNU3allMiOHY HAYKUA H

yIIpaByBame (MeHalIMeHT)

Ilpyru moce6uu yciaosu

MMo3HaBam-€ Ha OMNIITU MPOIIUCH O aAMUHUCTPATUBHATA obiact n
APyru Iponucu oj pa6OTHO 3aKOHOJaBCTBO

PaboTHu nenu

-POMOBYpaH-€ U Pa3B0j HA CUCTEM 3a CesleKIdja Ha
aIMUHUCTPATUBEH C/Y)KOEHUK, 3aCHOBAH BP3 KOMITETEHITUY;
-0CTBapyBame COpaboTKa CO UHCTUTYLIUUTE BO jaBHUOT CEKTOP
3apajivl ClIpoBe/lyBame Ha MOCTAIKU 3a CeIeKI[Uja BO jABHUOT
CeKTOop

PaboTHu 3aggauym 1 06BpCKU

-pakoBogn co Oppenenuero (ja opraHuM3upa, HacouyyBa WU
KOOpZMHUpa paboTaTa, BPIIK HEMIOCPeHA KOHTPOJIA U Ha/[30p Haj,
U3BpIIYBakeTO Ha pabotuTe, rU pacropegyBa paboTute U
3ajgaunTe Ha BpaboreHute Bo OpjeneHueTo, ce TPWKU 3a
CTPYYHOTO YCOBpIIyBate W paboTHaTa [UCHUIJIMHA HA
Bpaborenute Bo OpnpeneHneTo U JaBa CTPy4YHA MOMOI, COBETH U
BpIIM MEHTOPCTBO HAa AJMUHUCTPATUBHU CIY)KOEHUIW Of
Arennujara);

-y4eCTBYBa BO paboTaTa Ha KOMUCHM W HOPYrd pabOTHU Tea,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa Mpe//io3n Ha: CTPATEINKH T1/1aH, mporpama 3a pabora,
OylieT, u3BelTaj 3a pabora, (yHKIMOHaJIHA aHaAAW3a, akTH 3a
BHaTpeIlIHa opraHu3aliyja u cucteMaru3saliija Ha paboTHUTe MecTa
u TiaH 3a o0yku Ha BpaboreHute BO OffeneHueTo, Kako u
MeCeuyHU, KBapTaJlH{, TOJYTOAMIIHW U TOJUIIHM W3BEIITau O]
acmekT Ha /1eJIOKPyroT Ha pabora Ha QpfieneHueTo;

-T'¥l TIpeJiyiara U CIpOBeyBa TIPOLeAYPUTE Off JeJIOKPYT Ha paboTa
Ha Opgenenuero Bo pamMku Ha CHCTEeMOT 3a MeHAlIMeHT CO
KBaJMTeT corjlacHo 6apamara Ha Ctangapmot SO 9001:2008;

- olleHyBa BpaboTeHuTe Bo O/i/1e/IeHUETO U MOXKE fla YUeCTBYBa
BO OLIEHYBaK-€ Ha aJIMMHMCTPATUBHU CAYKOeHUIM Bo AreHlujaTa
Y Ha afMUHUCTPATUBHU CAY)KOEHUIIU BO PYTY UHCTUTYITUY;
-copaboTyBa €O a/MUHUCTPATUBHU CJY)KOeHUIIU off ATeHuujaTa u
O]l UHCTUTYLIMUTE 0]] jABHUOT CEKTOP, 32 Mpallama off JeJIOKpYT Ha
pabora Ha OpneneHueTo;

-y4ecTBYBa BO paboTaTa Ha KOMHUCHM W OPYyrd paboOTHHU Teja,
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thopmupanu co penieHue Ha JUPEKTOPOT HA ATeHIIMjaTa;
-copaboTyBa CO [JpyruTe AaAMUHUCTPATUBHU CIY>KOEHUIU Of
AreHnujata, ocobeHO BO BpCKa CO MOCTANKUTE 3a CeJjieKl[ydja Ha
aIMUHUCTPATUBHU CJIY>KOEHUIIY;

-yuecTByBa KaKo TIpeTcefiaTe]l WJIM 3aMeHUK, BO paborata Ha
KoMucuuTe 3a cenekiiuja 3a BpabOTyBak-e MO jaBeH OTJ1ac;
-opraHu3upa M KOOPJAMHUpPA CIPOBEAyBame Ha WCIUT 3a
aJMUHUCTPATUBEH CAYKOEHUK, WCIHUT 33 aJ[MUHNCTPATUBHO
yIpaByBame, MPOBEPKA Ha BEPOJOCTOJHOCT HA JOKA3H U UHTEPB]Y.

2. CekTop 3a cejleknyja Ha KAHOUAATH 33 BpaboTyBame

2.2. Openenue 3a CIPOBeAYBaK-€ HA UCIIMTH, MTHTEPBjY ¥ TECT HA IMYHOCT

Pegen 6poj 34

[Mudpa YITP0101B01000

Hugo B1

3Bame CoBeTHUMK

Ha3us Ha paboTHO MecTO MpoOBepKa Ha BEpPOZIOCTOJHOCT HA [IOKA3UTe W CIIPOBeAyBaime Ha
WHTEPBjY

bpoj Ha usBpmuTenn 3

OpnroBapa npej

PakoBogutenor Ha OppeneHue 3a CHOpPOBeAyBawe HA UCIUTH U
WHTEPBjy

Bup Ha obpa3oBanue

OmnmrecTBeHM HAYKU

Ipyru moce6Hm yciaoBu

MO3HABAHE Ha MPOITUCUTE 3a CeJIeKIUja U BPpaboTyBahe BO jaBHUOT
CEeXTOp

Pabornu nenu

-BEPO/IOCTOjHA [IPOBEPKA Ha [OKA3UTE;
-e(hUKaCHO U 00jeKTUBHO CIIPOBE/IEHO UHTEPRB]Y

PaboTHu 3agauym 1 06BpCKU

-yuecTByBa Kako MpeTcefaTe] WM 3aMeHUK, BO paborata Ha
Komucuure 3a cenekiuja 3a BpaboTyBam:e M0 jaBeH Orjac;

-BOAIM TMpPUBPEMeHa eBW/eHIUja Ha KaHAWAATU 33 KOU IOCTOU
COMHEBale JleKa JAOCTaBWIe JIA)XKHH [IOKAa3d M 3a KCTOTO BO
3aKOHCKH OTMpPejieIeHHOT POK I'M U3BECTYBA HAJIJIe)KHUTE OpraHu,
-00e30enyBa (hopMyapu M YCIOBM 3@ HEIIPEYeHO M HABPEMEHO
CIIpOBelyBak-e Ha UHTEPE}Y;

-u3paboTyBa: 3anuCHUK 3a CIpPOBeJleHO WHTepBjy, Jlucra Ha
KaHIUAATH CO KOU e CIIPOBE/IeHO UHTEPBjy u KoHeuHa paHT - IucTa
€O MAeHTU(DUKALUCKY KOMOBY Ha KaHJUIATU CO OCBOEHU OO[0BU
oJi cute hazu Ha CeeKInja;

-y4ecTBYyBa BO paboTaTa Ha KOMHUCHM W OPYrd paboOTHHU Teja,
thopmupanu co peleHne Ha AMPEKTOPOT HA ATeHITUjaTa;

-laBa CTpy4YyHa TMOMOII, COBeTM M BpIIM MEHTOPCTBO Ha
AIMUHUCTPATUBHY CJYKOEHUIM Off TOHKCKO HUBO;

-y4eCTBYBA BO OIEHYBAKETO HA aAMUHUCTPATUBHUTE CTYKOEHUITH
BO ATeHIIMjaTa ¥ BO [[PYTH UHCTUTYIINN;

-copaboTyBa €O [pPyTUTe AIMUHUCTPATUBHYU CIY)KOeHWIM Of
AreHumjara.
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2. CekTop 3a cejleKnyja Ha KAHOUAATHU 33 BpaboTyBame

2.2. Onpenenve 3a CIpOBe/IyBak-€ HA VCITUTU, UHTEPBjY U TECT Ha JIMYHOCT

Pegen 6poj 35

[Iucpa YIIP0101B01000
HmBo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO

MpoBepKa Ha BEpPOJIOCTOJHOCT Ha [I0Ka3WuTe, CHPOBeJyBamke Ha
WHTEPBjY U MPEBof,

bpoj Ha usBpmuTen

1

Oxrosapa npej

Pakosogurenor Ha OppeneHvie 3a CIpPOBe[yBame HAa WCIIUTU U
WHTEPBjY

Bup Ha obpasoBanue

Hayxka 3a jasuk - mpeBefiyBame win O6pasoBanue

I pyru mocebuu yciosu

MO3HaBaHk-e Ha MPOITUCUTE 3a CesIeKIUja U BpaboTyBamke BO jaBHUOT
CeKTOop;
NMO3HABAHKE HAa QHTJIUCKU j3UK

PaboTHu nenu

-BepOJOCTOjHA IIPOBEpPKa HA JOKA3UTE;

-e(pMKACHO U 00jeKTUBHO CIIPOBELEHO HHTEPR]Y;

-00e30enyBame MPeBOMI O[T MaKeJOHCKM HAa AHTWICKUA jasuK U
obparHo, 3a ToTpebuTe Ha AreHiujaTa

PaborHu 3agaumn u 06BpcKu

-yueCcTBYBa Kako IpeTcefiaTe]l WM 3aMeHUK, BO paborata Ha
Komucuute 3a cenekuuja 3a BpaboTyBak€ M0 jaBeH OrJjac;

-BO/IM TMpPUBPEMeHa eBW/IeHIUja Ha KaHAWAATU 33 KOU I10CTOU
COMHEBAHE JIeKa /OCTaBuUJie JIAXKHM J[I0Ka3u M 338 UCTOTO BO
3aKOHCKHM OMpejeeHMOT POK I'M U3BECTYBa HaZlJIeXKHUTE OpraHu,
-00e30enyBa (hopMyapu M YCIOBM 3@ HEIIPEYeHO M HABPEMEHO
CTIPOBeIyBak-e Ha UHTEPB]Y;

-u3paboTyBa: 3amnMCHUK 3a CIPOBeAeHO WHTepBjy, Jlucra Ha
KaHZUAATH CO KOU e CIIPOBE/IeHO UHTePBjy u KoHeuHa paHT - IucTa
€O UAEHTU(MUKAIUCKY KOJOBU HA KAHIUAATU CO OCBOeHU OO[I0BU
ol cuTe a3y Ha ceJieKLnja;

-yuecTBYBa BO paborara Ha KOMUCHM U Apyru pabOTHU Teja,
thopMupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-BPIIM MPEeBOJ Off MAKeJLOHCKM Ha aHTJIMCKU ja3uK M 0OpaTHo, 3a
norpebuTe Ha ATeHIUjaTa;

-laBa CTPy4YHA IIOMOII, COBETM M BPIIM MEHTOPCTBO Ha
aJMUHUCTPATUBHU CJY>KOEHULIM Off TOHUCKO HUBO;

-yueCTBYBA BO OIEHYBAH-€TO HA a/[MUHUCTPATUBHUTE CTYIKOEHUIH
BO AreHIMjaTa u BO [PYTU UHCTUTYIIUY;

-copaboTyBa CO [JpYyTUTe AAMUHUCTPATUBHU CIAY)KOEHUIIU Of
Arennujara.

2. CekTop 3a cesieKnyja Ha KAHOUATH 33 BpaboTyBame

2.2. OpmeneHre 3a CIpoBelyBam-€ Ha UCIIMTH, UHTEPBjy U TeCT Ha TUIHOCT

Pegen 6poj
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[Iudpa YIIP0101B03000

Huso B3

3Bame CopaboTHHK

Ha3us Ha paborno mecto CIPOBEe/yBakhe Ha UCIIUTH
bpoj Ha usBpmuTen 1

Oxrosapa npej

Pakosogurenor Ha OppeneHvie 3a CIpPOBe[yBawe HAa WCIIUTU U
WHTEPBjy

Buj Ha obpa3oBanue

OnmrrecTBeHU HaYKH

I pyru moce6uun yciaosu

NO03HABaH-€ Ha NPOMKUCUTE 33 ceJieKliMja U BpaboTyBamwe BO jaBHUOT
CEeKTOp

PaboTHu njenu

-eq)I/IKaCHO W HaBpPeMeHO OpraHM3Mpale U CIIpoBeJlyBalh€ Ha
UCIIUTUTE

PaboTHu 3aggauym 1 06BpCKU

-TO YTBPAYBa UIEHTUTETOT HA KaHAUAATUTE KOU MoJlaraaT UCITUTU
W TU 3aT103HABa KaHUATUTE CO TeKOT M MPABUJIaTa Ha T0JIarame
Ha UCIIUTUTE, OJHOCHO TECTOT 3a JINYHOCT;

-uzpaborysa Jlucra co UAeHTUUKAIUCKM  KOJIOBU  Ha
KaHAUAATUTE KOU 'V UCIOJIHYBAAT 3aKOHCKUTE YCJIOBU 33 UCIIUTOT
3@ aJIMMHUCTPATUBHO YIIpaByBate U ja 0bjaByBa Ha BeO cTpaHaTa
Ha AreHIujara;

-u3paboTyBa U3BECTYBaE 10 MUHUCTEPCTBOTO 33 MH(DOPMATUUKO
OMIITECTBO ¥ AJMUHUCTPAIUja 3@ KAHJUATUTE KOU IOJIOMKUJIE
WCIUT 3a alMUHUCTPATUBHO YIIPaBYBaHE;

-u3paboTyBa: 3anNMCHUK 3a CIIPOBeeH UChuT; JIucTa Ha KaHJuaTh
KOW TO ToJaraje UCIUTOT, PaHr - jucra co ujgeHTU(UKALUCKU
KOZOBY Ha KaHIUJATU KOW IPOZAOJDKYBaaT BO Tperara ¢aza Ha
cenexuuja, Jlucra co ufeHTU(UKAIMCKU KOJOBU HAa KaHIUAATU
KOM He TMpojoJDKyBaaT BO Tperata da3a Ha celekiuja,
uH(popMaIija 3a AeHOT U YacOT Ha OfP)KYBake Ha TperaTa dasa
Ha CeJIeKIuja.

-y4ecTBYBa BO paboTaTa Ha KOMHUCHM W IOPYrd pPabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CTYKOEHUIU
BO AreHIIMjaTa U BO JPYTU UHCTUTYITUY;

-mo 1oTpeba, y4ecTByBa Kako MpeTcefaTesl WM 3aMeHUK, BO
paborata Ha Komucuute 3a cejieknuja 3a BpaboTyBame Mo jaBeH
ornac;

-copaboTyBa CO [JpYyruTe aJAMUHUCTPATUBHU CHAY)KOEHUIIU Off
Arennmjara.

2. CekTop 3a ceieknyja Ha KaHOUATH 3a BpaboTyBame

2.2.0pneneHure 3a CipoBe/lyBak-€ Ha UCIIUTHU, UHTEPB]Y U TECT HA TUYHOCT

Pegen 6poj

37
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[Iudpa YIIP0101B01000
Huso B1
3Bame CoBeTHHK

Ha3us Ha paborno mecto

IIpeBor o MaKeLOHCKHY ja3uK Ha ajabaHCKY ja3uK 1 06paTHO

Bpoj Ha u3spmuTenn

Oprosapa npej

PakoBogutenor Ha OpfeneHue 3a CHOpoBeAyBaH-e HA WUCIUTU U
WHTEPBjy

Buj Ha obpa3oBanue

XYMaHUCTHUUKYU HAYKU U YMETHOCTH — ja3UIIM U JIUTEPATYPA

I pyru mocebnu yciosu

PaborHu menun

- KBAJIMTETEH W HABPEMEH MPEBOJ| 0/ MAaKeJOHCKU Ha ajbaHCKu
jasMK u obpaTHO, 3a moTpebuTe Ha CeKTOPOT 3a cejleKluja Ha
KaHOUOaTH 3a BpabOTyBamke Kako M 3a [OPYrd MoTpedu Ha
AreHumjara;

-KBaJIMTeTeH U HaBpeMeH IIPeBOf O] MaKeJOHCKU Ha anbaHCKu
jasuK Ha MHTepPHEeT CTpaHuIlaTa Ha AreHIIMjaTa.

PaboTHu 3aggauym 1 06BpCKU

-BpIIU TIPEBOJ OJf MaKeJOHCKM Ha aJbaHCKU ja3uKk U obpaTHO, 3a
notpebute Ha CeKTOPOT 3a CeJieKIMja Ha KaHAWATH 3a
BpaboTyBabe;

-BpIIIK YCMEH U TIMCMEH MPeBo/ 0] abaHCKU Ha MaKeJOHCKHU ja3ukK
u 06paTHO 3a NoTpebuTe HA AreHIUjaTa;

-y4eCTBYBa BO paboTaTa Ha KOMHUCHM W [OPYrd pabOTHU Teja,
thopmupanu co pelieHre Ha AUPEKTOPOT Ha ATeHITUjaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CTYKOEHUIU
BO ATeHIIujaTa v BO [[PYTH UHCTUTYIINY;

-BpiIu 06paboTKa Ha bapake 3a 00jaByBatbe Ha jaBeH OrJIac;

-mo motpeba, y4yecTByBa KaKko TpeTCesiaTeNl WIM 3aMeHUK, BO
paborara Ha KomucuuTe 3a cejexiidja 3a BpabOTyBawe 10 jaBeH
orac;

-copaboTyBa €O [IpyTUTe AJMUHUCTPATUBHU CIY)KOEHUIIM Off

Arenuujara.

2. CekTop 3a cesieKnyja Ha KAHOUATH 33 BpaboTyBame

2.2. OpmeneHre 3a CIpoBelyBam-€ Ha UCIIMTH, UHTEPBjy U TeCT Ha TUIHOCT

Pegen 6poj 38

[Mudpa YI1P0101B04000
Huso B4

3Bame IMomtaz copaboTHUK

Ha3uB Ha paboTHO MeCTO

n3paboTKa Ha 3aMUCHUIIM O] CIPOBE/IEHUTE UCTTUTH, UHTEPBjya U
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peBog

bpoj Ha usspmuTenn

1

Oprosapa npej

PakoBogutenor Ha OppfeneHre 3a CHOPOBeAyBawe Ha WCIUTU U
WHTEPBjy

Bup Ha obpa3oBanue

OmmrecTBeHM HAYKU

Ipyru moce6un yciaoBu

MO3HABAaHE Ha MPOITUCUTE 3a CeJIeKIUja U BpaboTyBamhe BO jaBHUOT
CeKTOp;
MO3HaBaHe HA aHTJIMCKH ja3uK

PaboTHu 1jenau

-e(pMKaCHO CIIPOBeAyBak-e Ha UCIIUTUTE U MHTePBjyaTa
-00e3benyBame MPeBON Off MAaKeJOHCKM Ha AHIJIMCKUA jasuK U
00parHo, 3a ToTpebuTe Ha AreHIjaTa

PaboTHu 3aiauym 1 06BpCKHU

-T¥ CJIefii U TIPpUMeHYBa MPOMUCUTE 3a ceJieKiuja U BpaboTyBame
BO JaBHUOT CEKTOP;

-u3paboTyBa HAIPT-3aMUCHULIM 32 CIOPOBEAEHU WCIOUTH WU
WHTEPBjya;

-yuecTBYBa BO paborara Ha KOMUCHMM W Apyru pabOTHU Tejia,
thopmupaHu co pellieHre Ha JUPEKTOPOT Ha ATeHIUjaTa;

-BPIIK [IPEBOJ O[] MAKeLOHCKMA Ha ajJ0aHCKU jasuK u oOpaTHo, 38
norpebute Ha AreHIujaTa;

-y4eCcTBYBA BO OIIeHYBAK-ETO Ha aIMUHUCTPATUBHUTE CJTY>KOEHUITH
BO AreHIMjaTa U BO [PYTU UHCTUTYITUY;

-nmo 1ortpeba, y4yecTByBa Kako IMpeTcejiaTesl WKW 3aMeHUK, BO
paborara Ha KoMucuuTe 3a cejexijdja 3a BpabOTyBalbe 1O jaBeH
orJac;

-copaboTyBa €O [pyTuTe AAMUHUCTPATUBHU CIY)KOEHUIIM Of
AreHuujara.

2. CeKkTOp 3a cesieKIiMja Ha KAHOUIATH 3a BPaOOTyBamke

2.2. OpieneHue 3a CIPOBEIYBAK-€ HA UCITUTH, MHTEPB]Y ¥ TECT HA IMYHOCT

Pegen 6poj 39

[Mudpa YITP0101I04000

Huso I'4

3Bame [Momnag pecdepent

Ha3us Ha paboTHo MecTo aJJMUHMCTPATUBHA MOAAPLIKA

bpoj Ha usspmuTenn 1

Oprosapa mpej, PakoBogutenor Ha OpmeneHve 3a CHPOBEAYBaH-€ HA WCIUTH U
WHTEPBjY

Bup Ha obpa3oBaHue I'mMHa3ucko

I pyru nocebuu yciosu

Pa6oruu nenu

-ebMKacHO ¥ HaBpPeMEHO CIPOBeAyBame Ha IocTamKkaTa 3a
ceJieKIvja

PaboTHu 3agaun u 06BpcKu

-I'M IPUMEHYBA MMPONKMCUTE U OMITUTE aKTU 32 KAHIEJIapPUCKOTO U
ApXMBCKOTO PAabOTEHHE;

-BOZIM €BU/IEHITHja 3a: CIIPOBE/IeHU UCIIUTH U UHTEPB]ya;

-I'M M3BECTYBa KAaHJUIATUTE 3a CIIPOBE/IyBAH-€TO HA UCHUTH U
VHTEPBjya;
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-yuecTBYBa BO paborara Ha KOMUCHMM W Apyru paboTHU Teia,
thopmupanu co pelieHre Ha AUPEKTOPOT HA ATeHIUjaTa;
-yUeCTBYBA BO OI[eHYBAHKETO HAa aIMUHUCTPATUBHUTE CITY>KOEHUITH
BO AreHijaTa u BO JpyTrd UHCTUTYIIUY;

-copaboTyBa €O JApPYTUTE QJMUHUCTPATUBHU CIY)KOEHUIIM BO
AreHnujara.

3. CeKxTOp 3a CTPYYHO — AIMUHUCTPATUBHY PabOTU U jaBHU HAOABKU

Pegen 6poj 40

Ilucpa YI1P0101502000

Huso b2

3Bame PakoBopuTea Ha CEKTOp

Ha3us Ha paborao mecto PakoBoguren Ha CeKTop 3a CTPYYHO — AAMHUHUCTPATUBHUA PabOTH
¥ jaBHU HAOABKU

bpoj na usBpmuTenun 1

Oxnrosapa npej l'eHepa/THUOT cekpeTap

Bup Ha obpa3oBanue ITpaBHM HAyKH

IIpyru moce6uu yciaosu MO3HABAHE HA OIIITH MPOIKCH Off a[IMUHUCTPATUBHATA 00JIaCT U
JIPYTY TIPONUCH Of Haj1eskHOCT Ha CeKTOpoT

PaborHu menun -MOANPIIKA HA KAHIEJApPUCKOTO M apXMBCKO paboreme,

MH(POPMATUUKUOT CUCTEM M IPYTU CTPYYHU pabOTH Bo AreHIujaTa;
-CIIpoBeIyBame Ha jaBHUTe HabaBKY BO ATeHlujaTa;
-00e30enyBame MaTepujaaHO-TeXHUMYKM YCJIOBU 3a pabora Ha
BpaboTeHuTe BO AreHuujaTa.

PaboTHu 3ajaun u 06Bpcku -paxoBogu co CexTopoT (ja opraHu3upa, HACOYyBa M KOOPAMHUPA
paborara, BpIIM HEMoOCpeJHAa KOHTPOJA W HAJ30p HAJ
U3BpHIYBAakeTO Ha paboTuTe, THU pacrmopeayBa paboTute WU
3aJjaunTe Ha paKkoOBOJUTENIUTE HA ojfeseHUjaTa Bo CEKTOpOT, ce
TPYOKM 33 paboTHATA JUCIUIUIMHA Ha BpaboTteHuTe Bo CEeKTOPOT U
JlaBa CTpyYHa TIIOMOII, COBETM U BpPIOIM MEHTOPCTBO Ha
aIMUHUCTPATUBHY CNY)KOeHUIM of ATeHIujaTa);

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
(bopMupaHu co penreHUe Ha JUPEKTOPOT HAa ATeHLIMjaTa;
-u3paboTyBa NMpeJio3y Ha: CTPATeIlKH IJIaH, MporpaMa 3a pabora,
Oy1ieT, M3BemITaj 3a padoTa, (DYHKIMOHAIHA aHAIW3a, aKTH 3a
BHaTpelllHa oOpraHus3alldja M CcuUcTeMaTH3alldja Ha paboTHUTE
MecTa, iaH 3a 00yku Ha BpaboreHuTe BO CEKTOPOT, KaKo U
MECeYHW, KBApPTaJIHU, TOJYTOAUIIHW U TOAWIIHU W3BEIITau Of
acneKT Ha J1eJIoKpyroT Ha pabora Ha CeKTopoT;

-T'M TIpejIara u CIpoBeJlyBa TPOIle[ypuTe Of AeJOKPYyr Ha paboTa
Ha Cexropotr Bo pamky HAa CHCTEMOT 3a MeHAIIMEHT CO KBaJUTET
coryacHo 6apamara Ha Crangapgor ISO 9001:2008;

-TU OIleHyBa PAKOBOJHUTE AMUHHUCTPATUBHU CIYKOEHUITM BO
CekTopor, o motpeba u apyry BpaboTeru o CeKTOPOT U MOKe [1a
yYeCTBYBA BO OLIEHYBAH@ HA aJMUHUCTPATUBHU CIIY>KOEHULU BO
AreHnujaTa ¥ Ha aJAMWHUCTPATUBHU CJY)XOEHUIIM BO [JPyTU
WHCTUTYITUN;

-copaboTyBa €O a/MUHUCTPATUBHU CNY)KOeHUIIM off AreHuujata u
0J] MHCTUTYIIMUTE 0] jABHUOT CEKTOP, 3a Mpallama off JeJIOKPyT Ha
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pabora Ha CeKTOpOT;

-mpe3eMa aKTUBHOCTM 3a TpaBWIHA NpUMeHa Ha 3aKoHOT 3a
apXUBCKU MaTepujaa U YpenbaTa 3a KaHIeJapuCKO U apXUBCKO
paboremse;

-ro 0f00pyBa IOHECYBAW-ETO U ja ciefy peanu3anujara Ha [LmanoT
3a jaBHU HaOaBKU BO ATeHIIN]aTa;

-TM KOOPJMHMPA aKTUBHOCTUTE 3a copaborka Ha AreHiujaTa co
MelryHaPOIHU UHCTUTYLMY U OPTaHMU;

-yyecTByBa BO MOATOTBYBAW-ETO Ha TIPEJIO3U 3a pa3Boj Ha
nH(popMaTUUKATA TEXHOJIOTHja U UH(POPMATUIKOTO paboTeme Ha
Arennujata Bo copaboTKa o pakoBoauTenoT Ha OfafeneHUeTo 3a
nH(pOpPMaTHUKA TEXHOJIOTHjA U O PIIKA.

3. CexTOp 3a CTPYYHO — aIMMHUCTPATUBHY PAOOTH U jaBHU HAOaBKU

Pegen 6poj 41

Iucdpa YIT1P01016503000

Huso b3

3Bame [ToMOIITHUK paKOBOJIUTEN Ha CEKTOP

Ha3us Ha paboTHO MecTO IMomomHuk  paxkosomuTen Ha  CekTop 3a  CTPyyHO -
aJMUHUCTPATUBHU pabOTH U jaBHU HaOABKU

bpoj Ha usspmuTenn 1

OnroBapa mpej PakoBoguTenoT Ha CeKTop 3a CTPYYHO - aAMUHUCTPATUBHY PaboTH
1 jaBHU HabaBKU

Buj Ha obpa3oBanue [IpaBHu HayKu, VHXKEHEPCTBO U TEXHOJIOTUja-UH(OPMATUKA WU

JaBHa ynpaBa u agMuHUCTpaIyja

Ilpyru mocebuu yciosu -M03HaBaK-€ Ha OMIITUTE MPOIUCH Off aIMUHUCTPATUBHATA 00J1aCT
W IPYTU NPOIKCHU Off HagnexkHocta Ha Cekropot
PaboTHu e -MOAJpIIKA HA  KaHLEJapUCKOTO U apXUBCKO paboTeme,

UH(POPMATUUKUOT CUCTEM M IPYTU CTPYUHU pabOTH BO AreHIujaTa;
-CIIpOBeyBalbe Ha jaBHUTe HabaBKHU BO ATeHITUjaTa;
-00e30enyBamke MaTepujaHO-TEXHUYKM YCJIOBM 3a paboTa Ha
BpaboTeHuTe BO ATeHIujaTa

PaboTHu 3a1a41 1 0OBPCKH -roMara BO U3BPIIYBakeTo Ha paboTu off AeaokpyT Ha CeKTOPOT U
BO C/iyyaj HA OTCYCTBO WJIM CIPEUYEHOCT Ha PaKOBOAUTENOT Ha
CeKTOpOT TO 3aMeHyBa MCTHOT, BP3 OCHOBA HAa OBJACTYBaH-€ Of
reHepajHUOT ceKpeTap / IMPEKTOPOT Ha ATeHIIH]jaTa;

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa HALIPT HA: CTPATeLIKM IUIaH, Iporpama 3a pabora,
Oy1ieT, M3BeMITaj 3a pabdoTa, DYHKIMOHAIHA aHAIW3a, aKTU 3a
BHaTpelNIHa oOpraHu3aryja v CcucTeMaTU3alnmja Ha paboTHUTE
MecTa, IJ1aH 38 00yKH Ha ATeHI[HjaTa, KaKo U MeCeYHU, KBapTaJIHH,
MOJIYTOJUIITHU U TOIUIITHYA U3BEIITau Off aCeKT Ha JIeJIOKPYroT Ha
pabota Ha CeKTOpOT;

-u3paboTyBa mporeaypu of Aenokpyr Ha pabora Ha CeKTOpoT BO
pamku Ha CHUCTEMOT 3a MEHAIMEHT CO KBaJIUTET COTJACHO
6apamata Ha Crangapgot ISO 9001:2008;
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-y4eCTBYBa BO OLIEHYBAHE Ha aAMUHMCTPATUBHM CIIY)KOEHHUITM BO
AreHlldjaTa ¥ Ha aJMUHUCTPATUBHU CAY)KOEHUIIM BO JpyTH
WHCTUTYIIUH;

-copaboTyBa o agMUHUCTPATUBHM CIY>KOeHuIn o AreHiujaTta u
OJT UHCTUTYLIMUTE 0/] jaBHUOT CEKTOP, 3a Mpalilakha off JeJOKPYT Ha
pabota Ha CeKTOpOT;

-nmpe3emMa aKTMBHOCTHU MOBP3aHM CO KOPUCTEH:-e M OIPIKYBame Ha
BO3HHMOT MapkK, 0mobpyBame Ha peBepcH 3a KOPUCTEHeTO Ha
MaTepHjaIHO-TeXHUYKUTEe  CpefcTBa  Ha  AreHiujata U
u3paboryBame Ha Iperjeau 3a eBUIeHHjaTa Ha paboTHOTO BpeMe
Ha BpaboteHuTte Bo CeKTOpoOT;

-BO copaborka co paxosogurenor Ha Cekropor, u3paborysa

npegior-I1aax 3a jaBan HabaBKKY BO AreHIMjaTa.

3. CexTOp 3a CTPYYHO — aJIMUHUCTPATUBHM PabOTU U jaBHU HAOABKU

3.1. OpenieHue 3a CTPYYHU pabOTH U apXMBCKO U KaHIeJIAPUCKO PaboTemke

Pegen 6poj 42

Iucdpa YI1P0101604000

Hugo b4

3Bame PakoBofuTes Ha OfflesIeHNe

Ha3us Ha paboTHO MecTO PakoBoguten Ha OffeneHue 3a CTPyYHM pabOTU M ApPXUBCKO U
KaHIeJIapUCKO paboTeme

bpoj Ha usspmuTenun 1

OnroBapa nipej PakoBoguTeor Ha CEeKTOP 3a CTPYYHO - aJIMUHUCTPATUBHYU PaboTH
1 jaBHU HabaBKU

Bup Ha obpa3oBaHue O6bpasoBanue, IlpaBHM Hayku WIM JaBHa yOopaBa W

aAMMUHUCTpaIuja

I pyru mocebuu yciosu

PaboTHu 1jem -ehuKacHa CTPyYHA MOJPIIKA HA OPraHU3AIMCKUTE eJUHUIU Ha
AreHllujaTa BO KaHIIEIAPUCKOTO U aAPXMBCKOTO paboTeme u
JIPYrUTe CTPYYHU U aIMUHUCTPTUBHO TEXHUYKHU paboTH

PaboTHu 3aj1aun U 00BpPCKU -pakoBogii  co Oppemenvero (ja opraHu3upa, HacouyBa W
KOOpZiMHupa paboTrarTa, BPIIM HEMOCPeiHa KOHTPOJIA U Ha/[30p Haj,
W3BpLIYBalkeTO Ha paboTuTe, I'M pacropegyBa pabOTUTe W
3ajaunTe Ha BpaboreHuTe Bo OpjeneHUeTO, Ce TPWKU 3a
paboTHaTa AMCHUILIMHA HA BpaboTeHuTe Bo O[/ie/IeHUETO U /laBa
CTpyYHa  [OMONI, COBETH M  BPIIM  MEHTOPCTBO  Ha
aJMUHICTPATUBHY CY)KOeHUIM off ATeHIrjaTa);

-y4ecTBYBa BO paboTaTa Ha KOMUCUM W JPYrd PabOTHU Tena,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa MpeJIo3U Ha: CTPATENTKY TIjIaH, Tporpama 3a pabora,
Oyier, u3Bemtaj 3a pabora, (GpyHKUMOHaJIHA aHAAM3a, aKTH 3a
BHaTpeIIHa OpraHu3alija u CucTeMaTu3alyja Ha paboTHUTe MecTa
U TIaH 3a o0yku Ha BpaborenuTe BO OQpfieeHUETO, KAKO U
MeCeuyHH, KBapTaJIHW, TOJYTOAMIIHU M TOJUIIHM W3BELITau o/
acrneKT Ha J1eJIoKpyroT Ha pabora Ha OfesneHueTo;

-TW TIpejiyTara U CIpPOBEeYBa TIPOIE[yPUTE OFf AeJOKPYT HA paboTra
Ha Opgenenuero Bo pamMKku Ha CHCTEMOT 3a MeHAIMeHT CO

42



KBaJIMTET coryiacHo Oapawara Ha Crangapgot ISO 9001:2008;

- olleHyBa BpaboTeHuTe Bo Of1e/IeHUETO U MOXKe fla yYeCTBYBa
BO OlleHyBak-€ Ha aJJMMHMCTPATUBHM CIYKOeHUIM BO ATreHIujaTa
Y HA aMUHUCTPATUBHU CJY)KOEHUIU BO [PYTY UHCTUTYIIUY;
-copaboTyBa CO aJMUHUCTPATUBHU CIY>KOeHUIM of] ATeHIIMjaTa U
OJ1 UHCTUTYLIMUTE 0/] jaBHUOT CeKTOP, 3a Mpalilama off JeJOKPYyT Ha
pabora Ha OpgpgeneHneTo;

-BPIIM KOHTPOJIA Ha apXMBCKOTO M KaHIEJaPUCKOTO paboTewe Ha
AreHuujara;

-TM  KOODJMHUPA AaKTUBHOCTUTE KOWU I[pOM3JIeryBaaT  of
OwiaTepasiHaTa U MyJTUJaTepajgHaTa copaboTKa U y4eCcTBOTO Ha
Arenuujata Bo paboTHU Tejia v TPy BO pAMKU Ha Mef'yHapoHaTa
copabotka;

-BO copaboTKa CO TMOMOIIHMKOT pakoBoauTen Ha CekTop ro
OpraHu3upa, CIPOBeJyBa U KOHTPOJMpA W3BPIIYBAHETO Ha
aKTMBHOCTUTE 3a MPEeBO3 U OfIpXKyBake Ha BO3HUOT MapKk Ha
Arenumjara.

3. CeKTOp 3a CTPYYHO - 8/IMUHUCTPATUBHU PAOOTH U jaBHU HAOABKU

3.1. OppiesteHue 3a CTPYYHM pabOTH M APXMBCKO U KAHI[EJAPUCKO PaboTe e

Pegen 6poj 43

[Mudpa YITP0101B01000

Huso B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTo CTPYYHA MOAJPIIKA ¥ Mef'yHapogHa copaboTka

bpoj na usBpmuTenun 1

Onrosapa mipej Pakosogutenor Ha OffeneHue 3a CTPYYHH pabOTU U apXUBCKO U
KaHIeJIapUCKO paboTeme

Buj Ha obpa3oBaHue [TpaBuu Hayky, [Tonutnyku Hayku nau Conuosoruja

Ilpyru mocebuu yciosu

PaboTHu 1jem -CTPYYHO ¥ e(UKACHO CHPOBE[yBame Ha TPOMUCUTE 3a jaBHU
HabaBKy;

-poOMOTIvja Ha AreHlIMjaTa Ha MefyHAPO/IeH TJIaH;

PaborHu 3agaun u 06BpcKu -u3paboTyea Oapama 3a jaBHM HA0ABKM, TEXHUYKU CIEIM(UKALINA
Y U3BEINTau;

-u3paboTyBa MOTpeOHA JOKyMeHTalMja 3a HabaBKM Ha CTOKU U
yCIyTH;

-u3paboTyBa MeMOpaHIYMH U JIOTOBOpM 3a copaboTka o
MeryHapoaHU MHCTUTYLIMM U JPYTY OpraHu3aluy U T KOOPAMHKUPA
AKTMBHOCTHTE MOBP3aHU CO M3TOTBYBak-€ Ha HAIlPT-JOTOBOPH 3a
copaboTka co MeI'yHapOH! UHCTUTYI[UU U OPTaHu;

-ja xoopAauHMpa OwWaTepasHaTa ¥ MyJATHIaTepaaHaTa copaboTKa
Co MefyHAapOJAHWTE WHCTUTYIMM, MPeKy BOCIOCTAaByBambe Ha
OUPEKTHHM ¥ PEOBHU KOHTAKTH CO HAIJIC)KHUTE LPJKaBHU OpPranu
U JOHATOPUTE;

-M3TOTBYBA IIJIAHOBM M TMporpamMa 3a MefyHapojiHa copaboTka Ha
AreHugjata, OpraHM3ympa CTYOUCKM TIOCeTH Ha  CPOJHHU
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MHCTUTYIMY, CO 11€J1 YHATIPeAYBakhe Ha KBAJIUTETOT HA PADOTEHEeTO
Ha AreHIjaTa;

-TU OpraHu3upa CIy)kOeHuWTe TMaTyBaka Ha BpPabOTEeHUTe BO
AreHnujaTa BO 3eMjaTa U BO CTPAHCTBO;

-y4ecTBYBa BO paboTaTa Ha KOMUCHM U JPYrd PabOTHU Teja,
dropMupaHu co peleHre Ha IUPEKTOPOT Ha AreHIInjaTa;

-laBa CTpPyYHa M[OMOIU, COBeTM U BpPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHY CJTY>KOEHUIIM 0T TOHUCKO HUBO;

-y4ecTBYBa BO  OIleHYBake€TO Ha  aJIMUHUCTPATUBHUTE
cyK6eHuIM Bo AreHIujaTa v BO [[PYTd UHCTUTYITUY;

-copaboTyBa €O [OPYTUTE AAMUHUCTPATUBHU CIY)KOEHUIIM Off
AreHnmjara.

3. CexTOp 3a CTPYYHO — aIMUHUCTPATUBHU PabOTU U jaBHU HAOABKU

3.1. OppiesteHue 3a CTPYYHM pabOTH M APXMBCKO U KAHI[EJAPUCKO PaboTe e

Pegen 6poj 44

[Mudpa YITP0101B01000

Hugo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO KaHI[eJIapUCKO ¥ aPXUBCKO pabOTeHe M OJJHOCHU CO jaBHOCTA

bpoj na usBpmuTenun 1

OnroBapa nipej PakoBoguresnior Ha OfjeneHue 3a CTPy4HH pabOTHU U apXUBCKO U
KaHIeJIapUCKO paboTeme

Buj Ha obpa3oBanue Coumonoruja, 06pa3oBaHue Wiy JaBHA yIipaBa ¥ aJjMAHKCTpalyja

Ilpyru mocebuu yciosu MO3HaBake Ha mponucuTe off o06jlacTa HA apXMBCKOTO U
KaHILeJIAPUCKOTO paboTermbe

PaboTHu e -3aKOHMTO apXUBCKO ¥ KaHIleJapucko paboTerwme Ha AreHIujaTa;

-TpaHCNapeHTHO paboTewe Ha ATeHIUjaTa, MPeKy BOCIIOCTABYBahe
Ha KOMVHUKAI[Mja CO CPe/ICTBATA 3a jaBHO UH(OPMUPaHhe

PaboTHu 3agauym 1 06BpCKU -y4ecTByBa BO paboraTa Ha Komucujata 3a uspaboryBame Ha
MJIaHOT Ha apPXUBCKUTE 3HAIM CO JIMCTaTa Ha apPXUBCKU U
MOKyMeHTapeH MaTepujast;

-yuecTBYBa BO O[0MPameTO HA apXUBCKUOT Off NOKYMEHTapHUOT
Marepujas, eBUEHTUDPaH-e€ (OMUC ¥ TOMKWC) Ha APXUBCKUOT
MaTepujasi, KaTeropusaiidja u MONUIyBamke HA JTOKYMEHTApHUOT
MaTepujall co K3BMUHAT POK 33 UyBakhe;

-TM  COpPOBeAlyBa MpOMMCHTE 3a ynoTpeba Ha mevyaTuTe U
mTeMoOuIuTe Ha AreHnujaTa, HUBHO 4yBak-€, CTaBake BO yrotpeba,
npejiaBal-e Ha OBJIACTEHO JIMIE, 3alITHUTA Of, HEOBJIACTEHO
KOPUCTEH-e U CTaBake BOH yroTpeba v HUBHO HUIIITEHE;

-BOJIM TPIKA 33 UyBambe, CTPYYHO O[IPXKyBamke 1 0be3bemyBame Ha
NOKYMEHTapHUOT MaTepujajsi oj] OIITeTYBaHe, YHUIITYBaE U
HCYE3HYBAE;

-opraHu3upa KoHdepeHU 3a Iedar, 3a pPajiuo U 3a TejleBu3uja,
6puduH3M U KOMYHUKAIMja CO HOBUHAPU, UHTEPEBjya, I0/IrOTBYBa
COOMIITeHWja 3a jaBHOCTA U TM [OCTABYBA 110 MEIUYMUTE U BPIIU
Jpyrd aKkTHBHOCTH NOBP3aHW CO KOMYHUKalgjaTa Ha AreHuujara
CO jaBHOCTA;

-copaboTyBa co JuIaTa 3a ofiHOCHU co jaBHOcTa off CobpaHueTo Ha

44



Peny6ianka Makegonuja, Bragara Ha Penybiuka Maxepmonwuja,
MUHUCTEPCTBATA U JPYTU HHCTUTYIIMU Off jABHUOT CEKTOP;
-yuyeCTByBa BO pa60TaTa Ha KOMHWCHM H ApPyIru pa6OTHI/I TeJia,
dopMupaHy co peLieHHe HA AUPEKTOPOT Ha ATeHIIjaTa;

-JaBa CTPy4YHa [IOMOLI, COBeTM ¥ BpIIM MEHTOPCTBO Ha
AIMUHUCTPpAaTUBHU CJ'[Y}K6€HI/IL[I/I O] TIOHNCKO HUBO;

-yuecTByBa BO OLICHYBameTO Ha AIMHWHUCTPDATUBHUTE
C1y>K6eHUIM Bo AreHIjaTta U Bo IPyry MHCTUTYIUY;

-copaboTyBa €O [PYyTUTe AJMUHUCTPATUBHU CIYKOEHUIM Off
AreHumjara.

3. CeKTOp 3a CTPYYHO — aJIMMHUCTPATUBHM PAOOTU U jaBHU HAOABKU

3.1. Oppestenue 3a CTPYYHM pabOTH M APXMBCKO ¥ KAHIEJAPUCKO PaboTembe

Pegen 6poj 45

Iucdpa YI1P0101B01000

Hugo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO KOOpZAUVHAIIMja ¥ CTPYYHA MOAPIIKa Ha paboTaTa Ha AMPEKTOPOT

bpoj Ha usspmuTenn 1

OnroBapa nipej Pakosogurenor Ha OfjeneHue 3a CTPyYHH pabOTH U apXUBCKO U
KaHIeJIapUCKO paboTeme

Buj Ha obpa3oBanue Conujasiza paboTa u collMjajiHa MOJUTHKA

Ilpyru mocebuu yciosu

PaboTHu 1jem -KOOp/IMHANja U MOAJPIIKA BO CIPOBE/IYBAHKETO HA (hYHKIUUTE

o]l [eJIOKpyr Ha paboTaTa Ha [AUPEKTOPOT, IPEKy CaMOCTOjHO
BPIIEH>€ CJIOKEHW AJMUHUCTPATUBHO CTPYYHU U TEXHUUKU
3aJa4u

PaboTHu 3ajaun u 06Bpcku -BPILIU NperjiefyBake U pacropeiyBaibe Ha IpeJMeTUTE U APYTUTE
JIOKYMEHTU 10 OpraHU3allucKu efuHuii crnopen IlmanoTr 3a
apXUBCKUTe 3HALY, IPUEeM U CpeJlyBak-e Ha NpeMeTUTe U IPyTUTe
JOKYMEHTU Ha AUPEKTOpOT, Kako U YyBale Ha MaTepujajuTe 3a
MoTpebuTe Ha JUPEKTOPOT;

-BpIIM CpefyBawme Ha IMpegMeTUTe U JOPYTUTe [OKYMEHTH,
JOCTaBeHU Ha MOTHUC U YBUJ Kaj JUPEKTOPOT U BOAU eBUIeHLIUja
33 UCTUTE;

-BOJM TOTCETHMK 3@ COCTAHOIM Ha JUPEKTOPOT, BpIIU
KOOpIMHAIlMja NpU TMOATOTOBYBaHkeTO Ha COCTAHOLUTE Ha
MUPEKTOPOT U BOAU CIY)KOeHM Oejieliku o7 pa3roBOpUTE, KaKo U
MOATOTOBYBakbe, U3BECTyBale 3a JHEBHUOT Pejl U TEePMUHOT 3a
Oip)KyBame U Cllefilelk-e Ha peajv3aljdjaTa Ha 3aKJAy4yoIluTe Of
CTpy4YHUOT KONeruyM Ha ATeHIIujaTa;

-TO KOOpJUHWpa MW aJAMUHUCTpUpa cucrteMor E-Bnaga 3a
HaBPEMEHO MTPOCJIe/lyBal-€ Ha MaTepUjanTe /10 BpabOTeHUTE;
-BpIIIM TIpUeM U yaTyBake Ha CTPAaHKUTE Kaj JUPEeKTOPOT, Kako U
BOCIIOCTABYBAaH BHATPELIHM U HAABOPEIIHU TeJiepOHCKU U
€JIEKTPOHCKHU BPCKHU 32 MOTPeOUuTe Ha TUPEKTOPOT;

-yyeCcTBYBa BO TMOJTOTBYBAH-E€TO U  OPraHU3MPAHETO  Ha
c1y KOeHUTe NaTyBama Ha AUPEKTOPOT BO 3eMjaTa U CTPAHCTBO;
-yJ4ecTBYBa BO paboTaTa Ha KOMUCUM U JIPYrd PabOTHU Tena,
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dopMupaHu co penieHre Ha IUPEKTOPOT Ha AreHIujaTa,;

-TaBa CTPy4YHa TIOMOII, COBETM U BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHY CJTY>KOEHUIIM 0T TOHUCKO HUBO;

-yuecTByBa BO OLICHYBambeTO Ha AIMWHUCTPDATUBHUTE
CyKO6eHUIY Bo ATeHITjaTa U BO IPYTYd UHCTUTYIINHY;

-copaboTyBa €O JOpYTUTE AAMUHUMCTPATUBHU CIY)KOEHUIIM Off
AreHumjara.

3. CeKTOp 3a CTPYYHO — aJIMMHUCTPATUBHM PabOTU U jaBHU HAOABKU

3.1. Oppestenue 3a CTPYYHM pabOTH M APXMBCKO ¥ KAHIEJAPUCKO PaboTemhe

Penen 6poj 46

[Mudpa YI1P0101B04000
Huso B4

3Bame Iomiaj; copabOTHUK

Ha3us Ha paboTHO MecTO

CTpydYHO - aAIMUHUCTPATUBHYU paboTu

bpoj Ha usspmuTenun

1

Oxnrosapa nipej

Pakosoguresnior Ha OfjeneHue 3a CTPy4HH pabOTH U apXUBCKO U
KaHIleJapucko paboTeme

Buj Ha obpa3oBanue

OnmirecTeHU HaYKH

Ilpyru moce6uun yciaosu

PaborHu menun

-epMKacHO ¥ KBWIUTETHO  U3BPIIyBae HA  CTPYYHO-
aJMUHUCTPAaTUBHUTE paboTu BO AreHuujaTa

PaborHu 3agaumn u 06BpcKu

-CIIPOBe/yBa HajeJHOCTAaBHU, PYTUHCKH, CTPYYHO-
aJMUHUCTPATUBHM paboTH TMOBpP3aHM CO KAHI[EJIAPUCKO U
apXUBCKO paboTem:e;

-u3paboTyBa HAIPT-CTAHAAPAU3VPAHU TIPOLEZYPU 32 apXUBCKO U
KaHIleJIapiucko paboTere, 32 KOPUCTEH-e HAa OCHOBHUTE CPEJCTBA
3a paboTa, MHBEHTAPOT, KAHLEJAPUCKUOT U JPYTHOT IOTPOIIEH
MaTepujat

-yuecTBYBa BO OJ0MPameTO HA apXUBCKUOT Of JOKYMEHTAPHUOT
MaTepujajl, eBULeHTUparme (OMUC U IIOHKC) Ha apXUBCKUOT
MaTrepujall, KaTeropusalidja U MONUIlyBaH-€ Ha JIOKYMEeHTapHUOT
MaTepujaJl co U3MUHAT POK 3a UyBakbE;

-y4eCcTBYBa BO IIpe[jaBalkeTO Ha apXMBCKUOT MaTepujaj Ha TPajHO
uyyBate BO /lp)KaBHUOT apxuB Ha Penybvuka MakeoHuja;
-yuecTBYBa Bo paboraTta Ha KomucujaTa 3a monuc U YHUIITYBakbe
Ha JOKYMEHTapHUOT MaTepujasl Co U3MMHAT POK 3a UYBalbE;
-yuecTBYBa BO paborara Ha KOMUCHM U Apyru pabOTHU Tejia,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CTYKOEHUIU
BO ATeHIIMjaTa v BO IPYTH UHCTUTYITUY;

-copaboTyBa CO [JpyruTe AajMUHUCTPATUBHU CIY)KOEHULU O
Arennujara.

3. CeKTOp 3a CTPYYHO — aJIMMHUCTPATUBHM PabOTU U jaBHU HAOABKU

3.1. OpfiesieHue 3a CTPYYHU pabOTH M apXUBCKO U KaHI[@JIapUCKO PaboTerhe

Pegen 6poj

48

[ludpa

YIT1P0101I01000
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HmBo I

3Bame CamocTtoeH pedepeHT

Ha3uB Ha pab0THO MeCTO KaHIleJapuCcKO U apXUBCKO paboTere

bpoj Ha usBpmuTen 2

OparoBapa npeg PakoBoguresor Ha OpfjeneHue 3a CTpy4Hu paboTHU U apXUBCKO U
KaHIleJapucko paboTeme

Buj Ha obpa3oBaHue ['MMHA31CKO, GUPOTEXHUUKA CTPYKA WM eKOHOMCKA CTPYKa

Ilpyru nocebuu yciosu MO3HaBalke Ha 3aKOHOT 3a apXUBCKO paboTeme U MOJ3aKOHCKH
nponmcy oj; 061acTa Ha KAHIIeJIAPUCKOTO U apXUBCKO paboTemnse;

PaboTHu 11e11 -ehuKacHoO, e(heKTUBHO M KBAJUTETEHO KAHIIEJIapUCKO U apXUBCKO
paboreme

PaborHu 3aj1aun u 06BpCcKuU -TIpueM, TIperjie/lyBam-e, 3aBe/[yBambe 1 3[[PY)KYBak-e Ha MpeMeTn

U JpyrM [AOKYMEHTM U HHMBHO WCIpakame, pa3BefyBame U
apxuBHUpame of] MICaPHUIlaTa BO apXyuBaTa Ha ATeHIT1jaTa;

-BPIIM O/I0UpPae Ha apXUBCKUOT Ofl JOKYMEHTapHUOT Martepujal,
eBUIeHTUpar-e (OMMC W TMOMMC) HA apXUBCKUOT MaTepujal,
KaTeropusaiiyja v MONUIIyBamke Ha IOKYMEHTAaPHUOT MaTepujall co
M3MUHAT POK 3a UYBAHE;

-y4ecTBYBa BO IIOCTAallkaTa 3a IIpefaBameTO Ha apXUBCKUOT
MaTepujal Ha TPajHO yyBak-e Bo [IpKaBHUOT apxuB Ha Penybivka
MaxkepoHuija;

-IlaBa CTpy4YHa oMol Ha Komucujata 3a momnuc u yHUIITYBamke Ha
MIOKYMEHTapHUOT MaTepujaj CoO U3MUHAT POK 33 UYBALE;

-BOJM EKCIIeIUIIMOHW KHUTM 3a IIolITaTa CO CTeleH Ha
knacuduIpada vHGopMalija, KHUTH 3a Iperopaya-Ha IoITa, 3a
MPUMEHU CMETKH U JIPYTU MOMOIITHY €BU/I€HITUH;

-paxKyBa ¥ CO MevyaTUTe U INTeMOWINTe Ha ATeHIMjaTa, T YyBa U ce
TPMOKH 14 He ce KOPUCTAT Of] HEeOBJIaCTeHH JIMIIA;

-BPIIU CKeHUPaH-€ U YMHO)KYBaH-€ Ha MaTepujaiud U JIOKYMEHTH 3a
notpebute Ha CEKTOPOT;

-yuecTBYBa BO paborara Ha KOMUCHM U Apyru pabOTHU Tejia,
thopmupanu co pernieHue Ha JUPEKTOPOT Ha ATeHIIMjaTa;
-y4eCTBYBa BO OI[€HYBaKeTO Ha aAMUHUCTPATUBHUTE CJIY KOEHULIM
ofi AreHljaTa M Ha AJMUHUCTPATUBHU CIYKOEHUIIM BO JAPYru
MHCTUTYIUAL;

-copaboTyBa €O IpPyruTe agMMHUCTPATUBHU CIyKOEHMITM BO
Arennmjara.

3. CexTOp 3a CTPYYHO — /IMUHUCTPATUBHY PabOTU U jaBHU HAOABKU

3.1. OpjiesieHue 3a CTPYyYHU paboTH M apXUBCKO M KAHIeJIapUCKO paboTerhe

Pegen 6poj 49

IMucdpa YITP0101I01000

Huso I

3Bame CamocTtoeH pedepeHT

Ha3us na paborHo mecto TeXHUYKY CeKpeTap Ha 3aMeHUK JUPEKTOPOT

bpoj Ha usspmuTenn 1

Oprosapa npej, PakoBoputenor Ha OnfiesieHne 3a CTPYYHU PAbOTU U apXUBCKO U
KaHIeJIapUCKO paboTeme
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Buy Ha obpa3oBaHue TMMHA3UCKO MJTH CPeJHO-TPTOBCKO 06pa3oBaHue

I pyru mocebum yciosu OBJIACTYBak€ 38 KOMYHHKAaIlMja CO rparfaHd KOM HMaaT HeKaKoB
BHUJ] Y CTEIeH Ha MOIPeYeHOCT

PaboTuu 1jem -aIMUHUCTPATUBHO-TEXHUYKA  TOAAPIIKA of objacra Ha
cekpeTapckuTe paboTH 3a MoTpebure Ha 3aMEHMK AUPEKTOPOT Ha
AreHuujaTa;

-KOMYHUKaLuja co rparany;
-Ccleflerbe Ha KOHTAKT aZjpecara Ha AreHIjujaTa;

PaboTHu 3ajaun U 0OBpCKU -M3BpIIyBa OPTraHU3alMCKO-TEXHUYKK paboOTM BO BpCKa CO
MPUEMOT M CPEJYBahEeTO Ha IOLITaTa Ha 3aMEHUK [MPEKTOPOT Ha
Arennujarta, Bogu OeJIellIKy Off Pa3roBOPUTE, TH IPUMA U yIIATyBa
CTPaHKUTE U BPIIY ITpUEM Ha TeJiepOHCKUTE TTOBUITY;

-1pueM, YIaTyBaH-€ ¥ MOMOII Ha JIMIIa CO O/IpefieH BU/I U CTeIeH Ha
MOMPEYEHOCT U AAPYTM TrpafaHu 3apajiu OCTBAPYBaH-€ Ha HUBHUTE
Mpapa 1 0OBPCKY BO ATeHIINjaTa;

-ucnpaka u npuma tejedpakc Mopaku U BPIY HUBHA AUCTPUOYIHja
10 KpajHUTe KOPUCHUITY;

-ja cyleu KOHTAKT ajpecaTa Ha AreHlMjaTa U BOOU eBUIEHI[Mja Ha
eJIEKTPOHCKUTE TIOPAKU 33 HABPEeMEeHO O/Ir0Bapam-e Ha UCTUTE Off
CTpaHa Ha aAMUHUCTPATUBHUOT CJIYKOEHUK Ha KOTO MY € Jo[leJIeH;
-y4ecTBYBa BO TMOATOTBYBAakETO U  OPTAaHU3UPAETO Ha
cny)OeHuTe TaTyBarba Ha 3aMEHMK JUPEKTOPOT BO 3emjaTa u
CTPaHCTRO;

- yuecTByBa BO paboTaTa Ha KOMUCHUM U IOPyrH pabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHITUjaTa;
-y4eCTBYBa BO OI[€HYBAKETO Ha aAIMUHUCTPATUBHUTE CJTY KOEHULIM
ofi AreHiljaTa M Ha AJMUHUCTPATUBHU CJYKOEHUIM BO APYru
WHCTUTYIUY,

-copaboTyBa €O IpPyruTe aJMMHUCTPATUBHU CAYKOEHMITM BO
Arennmjara.

3. CexTOp 3a CTPYYHO — aJIMMHUCTPATUBHM PabOTU U jaBHU HAOABKU

3.1. OpfiesieHure 3a CTPYYHU PpabOTH M apXUBCKO U KAHI[IAPUCKO PaboTehe

Pegen 6poj 50

[Mudpa YIIP0101I'02000

Huso 2

3Bame Bu pechepeHT

Ha3us Ha paboTHO MecTo aJIMUHMCTPATUBHO — TEXHUYKHU paboTu

bpoj na usBpmuTenun 1

Onrosapa mipej Pakosogutenot Ha OffeneHue 3a CTPYYHH pabOTHU U apXUBCKO U
KaHIleJapucko paboTeme

Buj Ha obpa3oBanue TMMHAa3UCKO WM CPeJJHO eKOHOMCKO

Ilpyru moce6uu yciaoBu

PaboThu 1jesmmn -e(pMKaCHO ¥ KBAJUTETHO W3BPIIyBak-e Ha aJMUHUCTPATUBHO-
TeXHUYKM paboTH 3a motpebure Ha CeKTOPOT U AreHIujaTa

PaboTHu 3agaun u 06BpcKu - mpueM, eBUIEHIIUja, U3paboTyBame U U3JaBaie Ha PEeBEpPCH 3a

TeXHUYKUTE CPe/ICTBA, KAHIEJapUCKUOT U [JPYr MOTPOIIeH
MaTepujajl oJ MaralMHoT Ha AreHIujara;
-u3paboTyBa NEepUOJWYHM M3BemITaM 3a cocrojbara Ha
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MaTepujaJinTe M CUTHUOT MHBEHTApP BO MAaramuHOT BO AreHIujaTa,
U3BeIlNTau 3a U3/laJIeHN PeBepCH U Ipyro;

-ciefiere Ha cocTojbaTa co 3aJIUXuTe BO MAralfiHOT M HaBPEMeHO
npejiara HabaByBame Ha CPeJICTBA U MaTepujasiy;

-BOJIEH-€ HA KapTOTeKa U eBUJeHIWja 3a NpUMEHUTe U 3a
U3/laJIeHUTe TEXHUUKY CPefICTBA U PYT MOTPOIIIEH MaTepujat;
-romara BO U3BpPIIYBaH-e Ha paboTuTe Ha MUCAPHUILATA M apXUBaTa
Ha AreHIjaTa;

-BpIlU (hoTOKOMUpPae Ha MaTepujaldrd U JOKYMEHTH Y HaBPEMEHO
ungopmupa 3a norpebara of cepBUCHpare HA anaparture 3a
thorokonupame Ha AreHiujara;

-yuecTBYBa BO paborara Ha KOMUCHMM W Apyru paboTHU Teia,
thopmupanu co peieHNe Ha AUPEKTOPOT HA ATEHIIUjaTa;
-yuecTBYBa BO OIleHYBAaH-€TO Ha a/[MUHVCTPATUBHUTE CITYKOEHUIU
oj1 AreHIIUjaTa v IpYru UHCTUTYIINY;

-copaboTyBa €O [[PyTUTe aJMUHUCTPATUBHU CIY)KOEHUIIU BO
AreHuujara.

3. CexTOp 3a CTPYYHO — aJIMMHUCTPATUBHM PabOTU U jaBHU HAOABKH

3.1. OpienieHue 3a CTPYYHU pabOTH M apXUBCKO U KaHIeJIapUCKO paboTemhe

Pegen 6poj 51

Iucdpa YI1P0403A02001

Huso 2

3Bame /

Ha3us Ha paboTHO MecTO Boszau

bpoj na usBpmuTenun 1

Onrosapa mipej Pakosogutenor Ha OfjeneHue 3a CTPYYHH pabOTH U apXUBCKO U
KaHIeJIapUCKO paboTeme

Bup Ha obpa3oBaHue Cpento obpa3oBaHue

Ilpyru moce6Hu yciaoBu BO3ayKa [[03B0JIa b KaTeropuja

PaboTHu 1enu -00e3benyBame MpeBo3 Ha BpabOTeHUTe W TPHIKA 3a TeXHUYKA
MCIPABHOCT Ha BO3UJIATA

PaboTHu 3a/1a4u U 06BPCKH -ce TPYOKH 33 PEJJOBHO CEPBUCHPAH-€ HA BO3MJIATA HA AreHIIjaTa;

-ce IPWXKM 3a WCINpPABHOCTA, XWTHMeHaTa, ajaToT, pe3epBHUTeE
JIeJIOBU M OIIpeMaTa Ha BO3UJIaTa;

-BpIIM MPEBO3 3a CAy)KOeHu 1oTpebu Ha BpaboTeHUTe BO
AreHuujara;

-BO/IM eBUJIeHIIMja 34 TIOMMHATH KWUJIOMETPU Ha BO3UWJIATa BO
COTICTBEHOCT Ha ATeHIIMjaTa;

-ce IPIDKM 3a perucTpalnyja Ha BO3WIaTa M MmogHecyBa Oapama 3a
HaBPEeMEeHO PeTHCTPUPAH-€ U OCUTYpPyBaH-€ Ha UCTUTE,

-BO/IY €BUJICHIIMja 32 U3BPIIEHUTE YCIYTH CO BO3UJIOTO;

-BOM eBHEHIIMja 3a MOTPOLIyBayKkaTa Ha TOPWMBO W Macjo Ha
BO3MJIaTa U JOCTAaBYBa MeceveH M3Belraj;

-BPIIM O0CTaBa Ha UTHU IpaTKu Bo rpagoT CKorije;

-copaboTyBa €O OPyruTe aAMUHMCTPATHUBHM CJIY)KOEHUIIM BO
Arennujara.
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3. CekTOp 3a CTPYYHO — afIMUHUCTPATUBHU PabOTH U jaBHU HaOaBKU

3.1. OpfrenieHue 3a CTPYYHU paboOTH M apXUBCKO U KaHIeJapUCKO PaboTermhe

Pegen 6poj 51-a

[Iudpa YITP0405A03004
Huso 2

3Bame /

Ha3uB Ha paboTHO MecTO XUTHUEeHUYAP
bpoj Ha usBpmuTen 1

Oxrosapa npej

Pakosogurenor Ha Opjenenue 3a cTpy4yHu paboTH U apXUBCKO U
KaHIleJapucko paboTeme

Buj Ha obpa3oBanue

OCHOBHO YUMJIWILITE

Ilpyru moce6uun yciaosu

PaboTHu nenu

-BplIeH-e paboTu M 3afaud 3apajd TeKOBHO Ofp)KyBame Ha
XUTHeHaTa Bo AreHIyjaTa

Paborau 3agaum u 06BpcKu

- Bpum pabotu U 3asayd  TIOBP3aHU CO TEKOBHOTO
OJIp’KyBa-e Ha XUTMeHaTa Bo AreHIujara;

- OproBopeH e 3a HaBpeMeHO YKUCTEIhe U 33 OJp)KyBakbe Ha
XUTHeHATa U MHBEHTAPOT Ha ATeHIujaTa;

- OproBopeH e 3a MpPaBWIHO paKkyBawe CO amapaTuTe U
CPeJCTBaTa 33 YUCTEHE;

- Bopu cmerka 3a 3anuxuTe Ha CPEACTBATA 33 UUCTEH-E U
HaBpeMeHOo WHGMOPMUpPa 3a HUBHO TPOIIeHe U MmoTpeda of
HabaBKa HA UCTUTE;

-  Bogu nucra 3a ypemHOCT M XUTHMEHa HA CIyKOeHUTe
MPOCTOPUH BO AreHIIUjaTa;

- Ilo norpeba Bpmwm u pApyru paboTH U 3ajauu, Of
JeJIOKPYTOT Ha PabOTEHETO.

3. CexTOp 3a CTPYYHO — aIMMHUCTPATUBHU PAOOTU U jaBHU HADABKU

3.2. Onmenenue 3a nHGOPMATHYKA TEXHOJIOTHja U O IPIIKA

Pegen 6poj 52

IMudpa YITP01016504000

Hugo b4

3Bame PakoBozuTes Ha OfifeIeHIe

Ha3us Ha paboTHO MecTO

Pakosoguren Ha OpfeneHue 3a MHMOPMATHUKA TEXHOJOTUjA U
Mo IpIIKA

bpoj na u3BpmmuTen

1

Oxrosapa mpej

PakoBoguTenoT Ha CeKTOP 3a CTPYYHO - aIMUHUCTPATUBHY paboTu
1 jaBHU HabaBKU

Buj na obpa3oBanue

Wudopmaruka uau Komnjyrepcka rexHuka ¥ nHGOpMaTUKa

Ilpyru moce6um yciaoBu

PaboTHu rienun

-pa3Boj Ha UHMOPMATUUKUTE CUCTEeMU U e(pUKACHA MOAJAPIIKA Ha
nHGOPMaTHIKOTO paboTere Ha AreHIujaTa

PaboTHu 3agaum u 06BpCcKu

-pakoBogun co Oppgenenuero (ja opraHM3upa, HacouyBa Wu
KOOpJMHUPa paboTaTa, BPIIM HEMOCPeIHA KOHTPOJIA U HAZI30P Haj
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U3BpIIYBakeTO Ha paborure, ru pacropegyBa paborure u
3ajaunTe Ha BpaboreHuTe Bo OpjgeneHHeTO, ce TPWKHU 3a
paboTHaTa AMCUMILIMHA Ha BpaboTeHuTe Bo OfeeHUETO U JaBa
CTpy4Ha IIOMOII, COBeTHu n Bp1au MEHTOPCTBO Ha
aIMUHICTPATUBHY CY)KOeHUIM off ATeHIujaTa);

-yyecTBYBa BO paboTara Ha KOMUCHM W Opyrd pabOTHU Teia,
tdopmupanu co penieHue Ha JUPEKTOPOT HA ATeHIIMjaTa;
-u3paboTyBa MpeAJo31 Ha: CTPATeINKH IIjlaH, MporpaMa 3a pabora,
oyieT, M3BemnITaj 3a paborta, yHKIMOHaSHA aHajaM3a, akTU 3a
BHAaTpelIHa OpraHu3aiiyja u cucreMarusaiiyja Ha paboTHUTE MecTa
M IaH 3a o0yku Ha BpaboreHute Bo OpfeseHUeTo, KAKO U
MeCeuHHt, KBapTaJHH!, IIOJYTOAWIIHM W TOAWIIHKW HU3BeIlTan O]
acrnekT Ha J1eJIOKpyroT Ha pabora Ha OffeeHueTo;

-I'¥l TIpejijiara U CIpoBeiyBa IpOLeNypUTe of AeJOKPYT Ha paboTa
Ha Oppenenuero Bo pamMKku Ha CHCTEMOT 3a MeHAIIMEHT CO
KBaJINTET COTIacHO Oapamarta Ha Ctangapgor ISO 9001:2008;

-TW olleHyBa BpaboTeHuTe Bo OagesieHUETO M MOYKe Ja YUECTBYBa
BO OIlEHYBak-€ Ha aJIMMHMCTPATUBHU CAYKOeHUIM BO AreHIujaTa
U Ha aIMHUHUCTPATUBHU CJIY}I(6EHI/IL[I/I BO IPYTI UHCTUTYIINUH;
-copaboTyBa Co aAMUHUCTPATUBHU CIY)KOeHUIIM ofi AreHIIMjaTa u
OJ1 MHCTUTYI[UUTE O]] jaABHUOT CEKTOP, 3@ Mpalliama off JeJIOKPYT Ha
pabora Ha OpgeneHUeTo;

-TW CJIefy, MpoyuyyBa M TW IIPUMeHYBa 3aKOHCKUTE IIPOIUCU U
cTaHzapau ofi obsiacta Ha WH(GOPMATUYKATA TEXHOJIOTHja U JlaBa
yIaTCTBa 32 HUBHA MMPUMEHa;

-TaBa Mpeajo3yd 3a pa3Boj HA HMHGOpPMATHMUKaTa TEXHOJOTHja U
uHpoOpMaTUUKOTO paboTerke Ha ATeHIUjaTa;

-u3paboTyBa aHa/JM3a Ha INOTpebuTe 0f BOBe[yBal-e Ha HOBU
nHGOPMaTHUUKY CEPBUCU BO ATeHIIHjaTa;

-t ofj00pyBa coTBEpCKUTe arjuKaluu 3a notpebutre Ha
AreHumjara.

3. CeKTOp 3a CTPYYHO - 3/[IMUHUCTPATUBHY PAOOTH U jaBHU HAOABKU

3.2. Onmenenue 3a nHGOPMATUUKA TEXHOJIOTHja U O IPIIKA

Pegen 6poj 53

[Mucdpa YI1P0101B01000

Hugo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTo CUCTEM UH)KeHep

bpoj Ha nu3BpmuTeH 1

Onrorapa mipej PakoBogutenor Ha Opfienenue 3a uHGpOPMATUUKA TEXHOJIOTHjA U
MOJIpITKA

Bup na obpasoBanue Hudopmaruka uau Komnjyrepcka rexHuka u nHGOpMaTrKa

Ilpyru moce6Hu yciosu OByacTyBam-€ 3a a/IMUHUCTPATOP Ha UH(MOPMAIIMCKUOT CUCTEM

PaboTHu 1jem -pa3Boj W OAJAP)KYBAHKETO HAa WHMOPMATUYKUTE CUCTEMU BO
AreHumjara;
-OP)KYBaK>-€ W VHampe/lyBare HAa CUCTEMOT 3a 3alliTUTa Ha
JIMYHUTE TIOAATOIM BO AreHIiujara.
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Paborau 3agaun u 06BpcKu

-u3BpIIyBa paboTM BO BpcKa co uM3paboTka M peanu3arivja Ha
MPOEKTU 3a MpOorpamMcKa M TeXHWUYKa JIOTUCTHKA 3a BOJeHe Ha
uHGpOPMATUUKUOT CHUCTEM, TU CJegd M I[pPoydyyBa HOBUTE
TexHonorun W corepu on obnacra ma MKT u ru ouenysa
MO>KHOCTUTE 3a HUBHA MPUMeHa BO MH(POPMATUYKHUOT CUCTEM Ha
AreHuujara;

-BPIIM  WHCTaJalMja, AaAMUHUCTpaLMja U OAP)KyBake Ha
onepaTUBHUTE CUCTeMH, 0a3uTe Ha MOJATOIM U aIlIMKaTUBHU
co(pTBepCKU pellleHHja Kou ce Bo ymoTpeba Bo AreHidjata, ro
cleld PA3BOjOT HA HOBUTE UH(MOPMATUYKU TEXHOJIOTUU U [laBa
CTpy4YHa TOMOII IpU yIpaByBakme M Ofp)KyBake Ha Oas3uTe Ha
MoAaToLM Ha ATeHIINjaTa;

-00e30e/lyBa TEXHUYKO OJ[P)KYBaH-€ HAa KOMIjyTepckaTa W jpyra
TeXHOJIOTHja (KOMITjyTepH, medatauyu, CKeHepPH, ayauo U BUIEO U
Ipyra TeXHMYKa OMpeMa) M BPIIM afMUHHUCTPAIHja, OJpIKyBambe,
3aIlITUTA ¥ Pa3B0j HA cucTemuTe 3a 6e30€IHOCT HAa MOAATOLIUTE 01
HEOBJIAaCTEH TMpHUCTAal Y KOPHCTeHhe KOM Ce Off WUHTepec Ha
Arennujarta (HaTmojyBame, KIMMaTH3allMja, KOHTPOJIA Ha [IBUKEHE
BO CHCTEM cajia);

-BpIIM aAMUHUCTpalja M OAp)KyBale Ha aruldKaiujata 3a
CTIpOBelyBahe Ha TIOCTANKM 3a cejieKiuja U BpaboTyBawme Ha
AAMUHUCTPATUBHY CAY)KOEHUIIM M TIOAPIIKA Ha PYTU MPOIeCcH
MOBp3aHM CO TMPOIECOT 3a cejieKkiMja U BpaboOTyBaikbe Ha
ajMuHuCTpaTUBeH ciykbenuk Bo KT obacta;

-IaBa MOCTojaHa TeXHWYKA momgipuika Ha Bpaborenute (helpdesk)
NpyY KOPUCTEHE HAa KOMIjyTepCcKa TeXHOJIOTMja, KOPUCTEH-e Ha
arIMKaIMUTe 3a KaHleaapucko paborewme (MS Office) u mpyru
arIMKaIlny;

-u3paboTyBa Oapama 3a jaBHU HaOAaBKY, TEXHUYKU ClielupUKaIUH,
U3BeNITau, Kako U oTpebHa JOKyMeHTal[1ja 3a HaOaBKU Ha CTOKHU
u ycayru moBp3anu co UKT;

-TM KOOPJIMHMPA aKTUBHOCTUTE W TO CJe/IU CIPOBE/IyBAaleTO Ha
TeXHUYKUTE W OPraHM3alMCKUTEe MepKH 3a o0be3bemyBame
CUTYPHOCT Y TaAjHOCT Mpu 006paboTKa Ha JUYHUTE MOJATOLU BO
AreHnmjara;

-laBa CTPy4YyHa TMOMOII, COBeTW M BPIIM MEHTOPCTBO Ha
aJMUHUCTPATUBHUTE CIAY)KOEHUIIN Off TOHKCKO HUBO;

-yuecTBYBa BO paboTaTa HAa KOMUCHU U HA APYru pabOTHU Teja
hopmupanu co pernieHue Ha IUPEKTOPOT Ha ATeHIIMjaTa;
-y4eCTBYBA BO OIEHYBAKETO HA aIMUHUCTPATUBHUTE CITY>KOEHUITHU
BO AreHiujaTa ¥ BO [PYyIrM UHCTUTYIMU U copaboTyBa €O
BpaborenuTe AreHuujaTa.

3. CexTOp 3a CTPYYHO - 3/IMUHUCTPATUBHU PAOOTH U jaBHU HAOABKU

3.2. Ogpenenyve 3a MHOPMATUIKA TEXHOJIOTH]a U TTOAAPIIKA

Pegen 6poj 54
[Mudpa YITIP0101B02000
Hupo B2
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3Bame

Buii copaboTHUK

Ha3us Ha paborHo mecto

VIIPaBYyBame CO PU3UK

bpoj Ha u3BpmuTen

1

Oprosapa npej

PakoBogutenoT Ha OffeneHue 3a MHGOPMATUUKA TEXHOJIOTHjA U
NoJApInKa

Buj Ha obpa3oBanue

Hudopmaruka unu Komnjyrepcka TexHuka U uHGOpMaTUKa

I pyru mocebHu yciosu

Paborau menun

-pa3Boj W Ofp)KyBame Ha WHMOOPMATUUYKUTE CUCTEMHU BO
AreHnujata

PaboTHu 3aiauym 1 06BpCKHU

-yyecTByBa BO TIPOIIECOT HA BOBEAYBal€ M KOPUCTEHE Ha
CTAHZAPAM3UPAH U CTPYKTYPUPAH TIPUCTAI BO YIIPABYBAHETO CO
PU3MIIM M UM3BpLIyBame Ha [UKJIMYHA IPOILeHKA M OlleHKa Ha
PU3UIUTE TI0 OTHOC Ha 6e36eHOCTa HA UH(MOPMATUYKUOT CUCTEM;
-BpIIM UeHTU(UKALM]A U TIONUC HA UH(OPMATUYKUTE CPEJICTBA,
npoBepka Ha echKAacHOCTa U e(heKTUBHOCTA HA U30pAHUTE MEpPKH,
aHajiM3a Ha 3aKaHM ¥ MOXKHU MOCTeAUId OJf HUB, peJOBHA
mpoBepKa ¥ OTKpUBame Ha 1abocTuTe/paHIMBOCTUTE Ha
UHDOPMATUUKUOT CUCTEM/CPeNCTBAa W uAeHTUdUKaNMja Ha
3aKaHU M OfipelyBatbe Ha BEPOjaTHOCT 32 HUBHO CJIyYYBam-€;
-00e30enyBa CUTYPHO M HABPEMEHO aPXMBHPAHE Ha IMTOJATOLIUTE,
KaKo M OpraHu3allOHO TeXHUYKU MepKu 3a 6e30eHO U TOYHO
00HOBYBam€ Ha MOJATOIUTEe U (DYHKIMUTE HA CUCTEMOT BO CJIy4aj
Ha XaBapuja Uiu JJPyTy HEPeryaapHOCTH;

-06e36e1yBa TEXHUYKO OIpPIKyBale Ha KOMIjyTepcKara d JApyra
TexHoJyiornja (KOMIjyTepy, rmeyatayu, CKeHEPH, ayJJuo U BUE0 U
Ipyra TeXHU4YKa OTpeMa), Ce IPHUKW 3a MPABUIHO KOPHUCTEHE U
¢byukumonupame Ha  MH(pPaACTPyKTypata, MmoTpeOHaA  3a
KOMMjyTepcKaTa ornpema (HamojyBame, [T 3alITUTa,
KJIMMaTH3alija, KOHTPoJIa Ha [IBHIKEH:Ee BO CHCTEM caJia);

-IlaBa MOCTOjaHa TeXHWYKA momgipuika Ha Bpaborenute (helpdesk)
MPU KOPUCTEH:-€ HAa KOMITjyTepcKa TeXHOJIOTHja, KOPUCTEH-e Ha
amMKaluuTe 3a KaHuemaapucko paboreme (MS Office) u gpyru
aTIMKaI[M| M CKeHWPa MaTepujaiu 3a motpebuTe Ha AreHIijaTa;
-momara rnpu u3paborkarta Ha Oapara 3a jaBHU HAOABKY, TEXHUUKU
crienMUKaIIMK M u3BelnTau nosp3anu co MKT;

-IaBa CTPy4YHa I[IOMOII, COBeTM M BPIIA MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CJIY)KOEHUIIM O] TOHUCKO HUBO,;

-y4eCTBYBa BO paboTaTa Ha KOMUCHM W HOPYrd pabOTHU Tea,
thopmupanu co peiieHre Ha AMPEKTOPOT Ha AreHIujaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CTYKOEHUIU
BO ATeHIInjaTa v BO [Ipyrd HHCTUTYIINY;

-copaboTyBa CO [JpYyrUTe AAMUHUCTPATUBHU CHAY)KOEHUIIU Of
Arennujara.

3. CexTOp 3a CTPYYHO — aIMUHUCTPATURHY PabOTH U jaBHU HabaBKU

3.2. Opmenenue 3a nHGOPMATHYKA TEXHOJIOIHja U IO IPIIKA

Pegen 6poj

55

[Mucdpa

YITIP0101B04000
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Huso B4

3Bame IomJiaz copabOTHUK
Ha3uB Ha paboTHO MecTO AIMUHUCTPATOP
bpoj Ha usBpmuTen 2

Oxrosapa npej

PakoBogurenor Ha Oppenenue 3a MHQOPMATUYKA TEXHOJIOTHUjA U
NoApIIKa

Buj Ha obpa3oBanue

Hudopmaruka unu Komnjyrepcka TexHuka U uHGOpMaTUKa

Ipyru moce6uun yciaosu

Paborau menun

-e(bUKacHO OAOPIKYBame Ha MHPOPMATHYKUTE CUCTEMM BO
AreHnujata

Paborau 3agaumn u 06BpcKu

-BPIIM aIMUHUCTPAIIMjA U OJIPIKYBAH-€ HA OTIEPATUBHUTE CUCTEMU,
f6a3uTe Ha MOAATOIM U AIUIMKATUBHU CO(MTBEpCKU pemnieHuja,
KOMITjyTepcKaTa Mpe)ka BO AreHIUjaTa U CHTe JAPYTM eKCTepHU
KOMYHMKAIMCKA BPCKU KOH IPOBajiepuTe 3a UHTEPHET WM CO
IPyrd OpraHd Ha JpykaBHara ciy>xb6a Bo copaboTka Co cucTeM
WH)KeHepoT, o0e30e/yBa CUTYpHO U HABPeMEHO apXUBUparbe Ha
MoJIaTOIUTE TIO TIpoIleiypa Job1eHa off CUCTeM WHIKEeHePOT ¥/ Uuiu
pakoBoauTenoT Ha Ofi/iesIeHueTo;

-BPIIM aAMUHUCTpAlldja W OApP)KYBalme Ha aruiMKkanudjata 3a
CTIpOBelyBahe Ha TIOCTANKM 3a cejieKiuja U BpaboTyBawme Ha
aJJMUHUCTPATUBHU CIY>KOEHULIM U TOJJPIIKA Ha JIPYTH TMpOLecu
MOBp3aHU CO TIPOLECOT 3a cejleKuuja U BpaboTyBame Ha
ajMuHuCTpaTUBeH ciykbenuk Bo KT obacta;

-BpIIM ~ @IMVUHUCTPALMja U OJIp)KYBame Ha CUCTEMUTE 3a
6e30eHOCT Ha ITOMATOLIUTE Off HEOBJACTEH MPUCTAIl M KOPUCTEHE
KOU ce 0off UHTepeCc Ha AreHIujaTa ¥ 3auITMTA OJf BUPYCU Ha
nH(pOPMaTUUKUOT CUCTEM Ha ATeHITUjaTa;

-06e30e/lyBa TEXHUYKO O/[P)KYBaH-€ Ha KOMIjyTepckaTa M jpyra
TeXHOJIOTHja (KOMIIjyTepH, mevatayu, CKeHePH, ayiuo W BUIE0 U
Ipyra TeXHW4YKa OIpeMa), ce IPUXKM 3a MNPABUIHO KOPUCTEHe U
dbysaKIMOHUpake HA UWHGPACTPYKTypaTta Koja e moTpebHa 3a
(yHkIMOHMpame Ha KoMIMjyTepckara ompema (HamojyBamse, 111
3alITUTA, KIMMAaTU3alMja, KOHTPOJA HA [BW)KEHEe BO CUCTEM
caja);

-IlaBa MOCTOjaHa TeXHWYKA momgipuika Ha Bpaborenute (helpdesk)
MpU KOPUCTEeHe Ha KOMITjyTepcKa TEeXHOJIOTHja, KOPUCTeHe Ha
arvKaIMuTe 3a KaHlegdapucko pabotewme (MS Office) u apyrm
arUIMKAallMy ¥ CKeHUpa MaTepujajiv 3a moTpebuTe Ha AreHIIUjaTa;
-moMara Ipu u3paborkara Ha Oapama 3a jaBHM HaOaBKU, TEXHUUKU
crreunUKAIIMK M U3BemTan nopp3anu co UKT;

-y4ecTBYBa BO paboTaTa Ha KOMHUCHM W JOPYrd pabOTHU Tea,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-yueCTBYBA BO OIEHYBAH-€TO Ha a/[]MUHUCTPATUBHUTE CTYIKOEHUIU
BO AreHuMjaTa u BO JpyTd UHCTUTYIIVIY;

-copaboTyBa CO [JpYyTUTe AAMUHUCTPATUBHU CIAY)KOEHUIIU Of
Arennujara.

3. CexTOp 3a CTPYYHO - A/IMUHUCTPATUBHY PAabOOTH ¥ jaBHU HAbOABKU

3.2. Opmenenue 3a nHGOPMATHYKA TEXHOJIOIHja U IO IPIIKA
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Pegen 6poj 56

[Iudpa YIT1P0101B04000

Huso B4

3Bame ITomtaz copaboTHUK

Ha3uB Ha paboTHO MecTO nporpaMep

bpoj Ha usBpmuTen 1

OparoBapa mpej PakoBogurenor Ha OgjesieHue 3a uHpopMaTyka TEXHOJIOTHjA U
MO/ PIITKA

Buj Ha obpa3oBanue WNudopmaruka unu Kommjyrepcka TexHuka u nHGOpMaTHUKa

Ilpyru mocebuu yciosu

PaboTHu 1emm -pa3Boj u oOp)KyBawe Ha UWH(MOPMATUYKUTE CUCTEMU BO
AreHnujaTta

PaboTHu 3aj1aun u 06BpCcKuU -BPIIM WHCTAjAllMja U Ofip)KyBawe Ha 0a3ute HA MOJATOIU BO

Arennujata, pAu3ajHMpa, BPHIM U3PabOTKA U TeCTUpame Ha
copTBepCKU aruiMKkauuu, 6a3u Ha TOJATOIU, BeO OpHMeHTHUpaHU
pellieHrja u APYru aJIFOPUTMU U MOCTANKU KOW Gapaat Kofuparbe
BO HeKoj mporpamcku jasuk (Visual Basic, SQL, HTML/XML u ap.)
3a noTpebuTe Ha ATeHIIUjaTa;

-u3paboTyBa AU3ajH, BPIIM aJMUHUCTPAI[AjA U &KYPUpPak-e Ha Beb
npe3eHTaljaTa Ha AreHIMjaTa W Ha WHTPAHeT IOPTaJOT Ha
AreHuujara;

-00e30e/lyBa TEXHUUYKO OJ[P)KYBaH-€ HAa KOMIjyTepckaTra W jpyra
TeXHOJIOTHja (KOMITjyTepH, medatauyu, CKeHepH, ayauo W BUIEO U
Ipyra TeXHUYKa OIpeMa), ce TPUXKM 3a MPABUIHO KOPHUCTEHe U
(yskiMoHUpame HA MHMPACTPYKTypaTa Koja e mnoTpebHa 3a
(byHKUMOHMpame Ha KOMIjyTepcKaTa omnpema (Hamojysarbe, [1I1
3alITUTA, KJIMMaTHU3alija, KOHTPOJIA Ha IBU)KEH-€ BO CUCTEM CaJjia);
-[aBa MOCTOjaHa TeXHWUYKA mOAApuIKa Ha Bpaborenute (helpdesk)
MPU KOPUCTEH-€ Ha KOMIIjyTepcKa TeXHOJIOTHja, KOPUCTEH-€ Ha
arvKaIMuTe 3a KaHlegdapucko paboteme (MS Office) u apyrm
arIMKaIMu ¥ CKeHUpa MaTepujaiy 3a moTpeduTe Ha AreHITujaTa;
-moMara Ipu u3paborkara Ha Oapama 3a jaBHM HaOaBKU, TEXHUUKU
crreunUKAIIMK M U3BemTan nopp3anu co UKT;

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopmupaHu co penreHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CAYKOEHUIU
BO AreHIMjaTa U BO JPYTU UHCTUTYITUY;

-copaboTyBa €O JpyruTe AaAMUHUCTPATUBHU CIY)KOEHULIU Of
Arennmjara.

3. CexTOp 3a CTPYYHO - aIMUHUCTPATUBHU PAOOTH ¥ jaBHU HAOABKU

3.3. Onpenenue 3a jaBHU HabaBKU

Pegen 6poj 57

[Mudpa YIIP0101604000

Huso b4

3Bame PakoBoiuTes HA Ofifle/IeHHe

Ha3us Ha paboTHO MecTO Pakosoguten Ha OpjlesieHue 3a jaBHU HabaBKU
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bpoj Ha usBpmuTen 1

Oprosapa mpeg, PakoBogure ot Ha CEeKTOP 3a CTPYYHO - aJIMUHUCTPATUBHYU paboTu
Y jaBHU HabaBKU

Buj Ha obpazoBanue [TpaBHu Hayku, ExoHOMCKY Hayku win Hayka 3a KHU)KeBHOCTa

Ilpyru mocebuu yciosu MOTBP/IA 38 MOJIOXKEH UCIIUT 3a JIMIIA 3a jaBHU HAOABKU

PaboTHu 1M -CTpyYHO U ehMKACHO CIPOBEJyBaH-€ Ha TIPOMUCUTE 3a jaBHU
HabaBKu u
-ebukacHo peamusuparbe Ha [lJaHOT 3a jaBHM HabaBKU BO
AreHnujara.

PaborHu 3aj1aun u 06BpcKuU -pakoBogn co Oppgenenmero (ja opraHM3upa, HacouyBa W

KOOpZMHUpa paboraTa, BPIIK HEIIOCPeHA KOHTPOJIA U HAJ[30p Ha[,
U3BpIIyBakeTo Ha pabotuTe, M pacrnopegyBa pabotute U
3ajgaunTe Ha Bpaborenute Bo OpjesieHUETO, Ce TPHXKU  3a
paboTHaTa gucUMIUIMHA HA BpaboTeHuTe Bo OJfieJIeHUETO U [laBa
CTpyYHa  TOMONI, COBETH ¥  BPIIM  MEHTOPCTBO  Ha
aJMUHUCTPATUBHY CY)KOeHUIM off ATeHInjarTa);

-yuecTBYBa BO paborara HAa KOMUCUM U Apyru pabOTHU Teja,
(hopMupaHu co penieHUe Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa Mpejio3n Ha: CTPATeIlKH IIJIaH, TporpaMa 3a pabora,
oyuet, u3BemTaj 3a paborta, dyHKIMOHANHA aHaIM3a, akTH 3a
BHATpelIHa OpraHu3aliyja u cucTeMatu3aliija Ha paboTHUTe MecTa
u TiadH 3a o0yku Ha Bpaborenute BO OpjeseHUeTo, KAKO U
MeCeuHU, KBapTaJiH{, TOJYTOAMIIHW U TOJUIIHM HW3BEIITau O]
acrmeKT Ha [leJIOKpyroT Ha pabora Ha OfneneHueTo;

-I'M TIpejyIara u CIpoBe/lyBa IpOLe[ypuTe OF AeJIOKPYyr Ha paboTa
Ha OppeneHvero BO pamMku Ha CHCTeMOT 3a MeHAlIMEHT CO
KBaJIUTET COTJIacHO bapamaTta Ha CtangapaoT ISO 9001:2008;

-T'M OIleHyBa BpaboTeHuTe BO O/i/IeIEHUETO U MOJKe JIa YYeCTBYBa
BO OLIEHYBak-€ Ha aJIMMHMCTPATUBHU CAYKOEHUIU BO AreHIUjaTa
Y Ha afMUHUCTPATUBHU CAY)KOEHUIU BO IPYTY UHCTUTYITUY;
-copaboTyBa CO a/MUHUCTPATUBHU CIY)KOeHUITU 0f] ATeHIujaTa U
O]l UHCTUTYLIMUTE 0]] jaABHUOT CEKTOP, 3a Mpallama Off JeJI0OKPYT Ha
pabora Ha Ofi/1eIeHneTO;

-u3paboryea mnpeajior [ofuieH TMUiaH 3a jaBHU HabOaBKU Ha
Arennujata, MHMOpPMAIlUM, aHAJM3M M HU3BEIITaud 3a jaBHUTE
HabaBKu BO AreHIujaTa;

-TM  CJleid  TIOCTANKUTe 3a jaBHU HAaOABKU M Ce TPUWXKKU 3a
peanusupame Ha [OJUITHUOT IJIaH 3a jaBHU HAOABKY;

-mpejijiara COCTAaB ¥ /laBa WHCTPYKIMU M CTPyYHA TOMOII  Ha
Komucuure 3a jaBHM HabaBKuM 3a paboTH BO BpCKa Co
MOJIrOTOBKATa M CHPOBEAYBAaHKETO Ha IIOCTANKUTE 3a jaBHU
HabaBKuU Bo AreHIujaTa;

-JlaBa HACOKM M YIATCTBA HA ATeHLIMjaTa BO BPCKA CO IIOCTANYBAHE
BO JKkajbeHaTa MOCTAlKa BO copaboTka co KOMHUCMjaTa 3a jaBHA
HabaBKa.

3. CexTOp 3a CTPYYHO - AIMUHUCTPATUBHY PAOOTH ¥ jaBHU HAOABKU

3.3. OnpeneHue 3a jaBHU HabaBKU

Pegen 6poj 58
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[Iudpa VIIP0101B01000

Hupo B1

3Bame CoBeTHUK

Ha3us Ha paborHo mecto n3paboTKa Ha TeHIePCKa JOKyMEeHTAaI[1ja
bpoj Ha usBpmuTen 1

Opnrosapa npej

PakoBogutenot Ha OfneneHue 3a jaBHU HabaBKU

Buj Ha obpa3oBanue

Exonomcku Hayku, Obpasosanue unu [IpaBHU HayKu

Ipyru moce6uun yciaosu

MOTBP/IA 38 MOJIOXKEH UCIIUT 3a JIMIIA 3a jaBHU HAOABKU

Paborau menun

-e(pMKACHO Y KBaJIMTETHO IIOATOTBEHA TeHJEepCKa [JOKyMeHTaluja
3a CITpOBe/lyBaH:€ MOCTAIKHU 3a jaBHU HabaBKU

Paborau 3agaun u 06BpcKu

-u3paboryBa Haupr-l'oguimieH IulaH 3a jaBHM HabaBku Ha
AreHumjara;

-u3paboTyBa TeHAEPCKA AOKYMEHTAIlHja;

-ce TpPW)KM 3a HaBPeMeHO 3alouHyBame U CIpOBeZlyBame Ha
IJIAHUPAHUTE jaBHU HAOABKM U ja Ccyiei peanu3alinjaTa Ha CeKoja
roe/iiHeYHa MOCTankKa;

-llaBa MHCTPYKUIMM W CTPydYyHa momorn Ha Komucuure 3a jaBHH
HabaBKU 3a pabOTH BO BPCKa CO MOJATOTOBKATA U CIIPOBEIYBAKETO
Ha IOCTaIIKUTe 3a jaBHU HaOaBKY;

-llaBa HACOKH U YIIaTCTBA Ha ATeHIIMjaTa BO BPCKa CO MOCTANyBakhe
BO »KajibeHaTa IMOCTalKa BO copaboTKa CO KOMMCHMjaTa 3a jaBHA
HabaBKa;

-faBa CTpy4YHa IIOMOHI, COBeTHM MW BpHOIM MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CJIYKOEHUITU Off TOHUCKO HUBO;

-y4eCcTBYBa BO paboTaTa Ha KOMHUCHM W [OPYrd pPabOTHU Tea,
dopMupaHu co pelIeHne Ha JUPEeKTOPOT Ha ATeHIIMjaTa;
-y4eCTBYBa BO OI[€HYBAKETO Ha aAIMUHUCTPATUBHUTE CJTY KOEHULIM
BO AreHIIMjaTa U BO IPYTH UHCTUTYITUY,
-copaboTyBa CO OPYrUTe AJAMUHUCTPATHBHU
AreHumjara.

CIY>KOeHUIH O]

3. CeKTOp 3a CTPYYHO - aAMUHMCTPATUBHY PabOTH ¥ jaBHU HabaBKU

3.3 .0ppenenue 3a jaBHU HabaBKU

Pegen 6poj 59

[Mucdpa YITP0101B01000

Hugo B1

3Bame CoBeTHUK

Ha3zus Ha paboTHO MecTO n3paboTKa Ha AOrOBOPM 3a jaBHU HAOaBKU
bpoj na u3BpmmuTen 1

Oxrosapa npej

Pakosogurenor Ha OgnesieHue 3a jaBHA HaOaBKU

Bup Ha obpa3oBaHue

Coumonoruja, EkonoMcku Hayku wiu [IpaBHY Hayku

Ipyru mocebuu yciosu

MOTBP/IA 32 NIOJIOXKEH UCIIUT 3a JIMIIA 32 jaBHU HADABKU

PaboTHu rienun

-e(hMKACHO U KBAJIMTETHO U3paboTeHU JOrOBOPH 3a jaBHU HabaBKU

PaboTHu 3agaun u 06BpcKu

-13paboTyBa JOTOBOPHU 33 jaBHU HabaBKY;
-IaBa Mpe/JIo3u ¥ YYeCTBYBa IPU MOATOTBYBakeTo Ha [0guITHIOT
IJIaH 33 jaBHU HA0ABKY,
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-laBa WHCTPYKUMM M CTpydyHa momomn Ha Komucumre 3a jaBHH
HabaBKM BO BpCKa CO TMOATOTOBKATA U CIPOBEAYBAHKETO Ha
MOCTAMKUTE 32 jaBHU HAOABKU;

-u3paboTyBa akTU BO BpPCKa CO peasiM3anuja Ha [OTOBOPUTE 3a
jaBHM HaOaBKY;

-ce TpW)KM 3@ 3aKOHCKO CIIpOBe/lyBaH-e Ha IIOCTalKUTe 3a
IofenyBame Ha jaBHa HabaBKa v penausanuja Ha [1aaHOT 3a jaBHH
HabaBKYM Ha ATeHIIUjaTa;

-laBa CTpPyYHa MOMOII, COBETM W BpPIIM MEHTOPCTBO Ha
AIMWUHUCTPATUBHUTE CJ'IY}K6€‘HI/ILH/I o1 TIOHNCKO HUBO;

-y4ecTBYBa BO paboTaTa Ha KOMUCUM U JPYrd PabOTHU Tena,
dopMupaHu co pelieHre Ha JUPEKTOPOT Ha AreHIujaTa;
-yueCcTBYBA BO OLIEHYBAH-€TO HA 8/[IMUHUCTPATUBHUTE CITYKOEHUIU
Bo AreHUMjaTa U BO IPYTU MHCTUTYIUY;

-copaboTyBa €O [PyrUTe AFAMUHUCTPATUBHU  CJIY>KOEHUIU O
AreHnmjara.

3. CexTOp 3a CTPYYHO — aJIMUHUCTPATUBHM PabOTU U jaBHU HAOABKU

3.3.OppenexHue 3a jaBHU HabaBKU

Pegen 6poj 60

[Iudpa YI1P0101B04000

Huso B4

3Bame Iomag copabOTHUK

Ha3us Ha paboTHO MecTO OTJIacy U OJIJTYKU 32 jaBHU HaOaBKU

bpoj Ha usBpmuTenn 1

OpnroBapa npep PaxoBoputenot Ha OpgmeneHue 3a jaBHA HabaBKU

Buj Ha obpa3zoBanue ExonoMcku Hayku,IIpaBHM HayKu vIu [ToIUTUUKY HAyKH

Ilpyru mocebuu yciosu MOTBP/IA 38 MOJI0XKEeH UCTIUT 3a JIUIIA 32 jaBHU HAOABKU

PaboTHu 1enu -HaBpeMeHa IIOJTOTOBKAa HA IOKYMEHTHM 3a peaju3anuja Ha
jaBHMTe HabaBKU

PaboTHu 3a1aun u 00BpCKU -moMara npu u3paborkara Ha [OIUITHUOT [UIaH 3a jaBHU HaOaBKH;

-u3paboTyBa OIJlacM 3a jaBHM HabOaBKuM BO AreHIjdjaTa U THU
0bjaByBa BO JIEKTPOHCKUOT CUCTEM 33 jaBHU HAOaBKY;
-u3paboTyBa OJTyKHU 3a jaBHA HabaBKa U 3a U300p Ha HAjTIOBOJIEH
MOHY1yBay;

-BO/IV eBUJIeHIIM]a 3a jaBHUTEe HabaBKYU Ha AreHnujaTta 1Mo BUIOBU
MOCTamNKu;

-nomara npu u3paboTKa Ha TeHJ|ePCKUTE JOKYMEeHTalUu;

-ja yyBa JOKYMEHTallMjaTa Ha 3aBPIIEHUTE TMOCTANKU 33 jaBHUTE
HabaBKy;

-y4ecTBYyBa BO paboraTa Ha KOMHUCHM W OPYyrd paboTHU Tea,
thopmupaHnu co penieHue Ha AUPEKTOPOT Ha ATeHIIUjaTa;
-yueCcTBYBA BO OLIEHYBaH-€TO Ha a/[]MUHUCTPATUBHUTE CITY)KOEHUIU
BO AreHIMjaTa v BO [JPYT UHCTUTYIIUY;

-copaboTyBa CO [JPYyruUTe aJMUHUCTPATUBHU CIAY)KOEHUIIM Of
AreHnmjara.
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3. CexTOp 3a CTPYYHO — AAMUHUCTPATUBHYU PAOOTH 1 jaBHM HAOABKHU

3.3. Oggenenne 3a jaBHM HabaBKU

Pegen 6poj 61

[Mudpa YITP0101B04000
Huso B4

3Bame IMomitaz copaboOTHUK

Ha3us Ha paborHo mecto

peasyu3aluja Ha IOTOBOPU 3a jaBHU HAbaBKU

bpoj Ha usBpmuTen

1

OpnroBapa npej

PakoBogutenoT Ha OfneeHue 3a jaBHU HaOaBKU

Bup Ha obpasoBanue

Exonomcku Hayku v [IpaBHU Hayku

I pyru mocebHu yciosu

MOTBPJA 34 IMOJOKEeH UCITUT 3a JIUIla 3a jaBHH HabaBKU

PaboTHu 1jenau

-HaBpeMeHda U KBaJIMTeTHa peanmaunja Ha jaBHHTe HabaBKU

PaboTHu 3aggauym 1 06BpCKU

-nomara npu u3paborkara Ha [oUIIHUOT NJIaH 3a jaBHU HaOaBKY;
-u3paboTyBa HALpPT-JOTOBOPU TIOTPeOHM 3a peanusanuja Ha
jaBHMTe HabaBKU BO AreHITUjaTa;

-ja cieu ¥ M3BeCTyBa 3a peajM3aliydjaTa Ha [JOTOBOPUTE 3a jaBHU
HabaBKU U OCTBApyBa COPAbOTKACO EKOHOMCKUTE OITepaTopy;
-Kypupa TOJATOLM KOU Ce JIOCTAaBYBAaT BO eJIEKTPOHCKUOT
CUCTEM 3a jaBHU HabaBKWY;

-BO/IM €BUJIEHIIMja 3a CKJIYYEHUTE JIOTOBOPU 3a jaBHM HabaBKU BO
AreHIllujaTa ¥ I IOCTaByBa M3BECTYBabaTa 3a CKJAYYEeHH JI0TOBOPHU
no buporo 3a jaBHUu HAabaBKY;

-yuecTBYBa BO paborara HAa KOMUCUM U Jpyru pabOTHU Teja,
thopmupanu co pernieHre Ha JUPEKTOPOT HA ATeHIIMjaTa;
-yuecTBYBA BO OLIEHYBaH-€TO HAa a/[IMUHUCTPATUBHUTE CIIYKOSHUIU
BO AreHIMjaTa U BO JPYTU UHCTUTYITUY;

-copaboTyBa CO JpyruTe AAMUHUCTPATUBHU CIY>KOEHULIU Of
AreHuujara.

4. Oppenenue 3a yIpaByBamkhe CO YOBEUKHU Pecypcu

Pegen 6poj 62

IMucdpa VITP01016504000

Hugo b4

3Bame PakoBopmuTen Ha oajejieHUe

Ha3us Ha paboTHO MecTO

Pakosoguten Ha OpjiesieHue 3a YIIPABYBaH:€ CO UOBEUKU PECYPCH

bpoj Ha usspmuTenn

1

OpnroBapa npep

l'eHepa/HMOT cekpeTap

Bup Ha obpa3oBaHue

IMpaBau Hayku, ConujasiHa paboTa W CoTUjajiHa MOJUTUKA VTN
[Icuxonoruja

Ipyru mocebuu yciosu

PaborHu renun

-00e3benyBatbe Ha e(MUKACHO CIpPOBEyBalme HA TMPOMUCUTE,
MOCTANKUTe U CTAHJapAUTe 3a YIPAaBYBAHETO CO YOBEUKUTE
pecypcu Bo AreHiujaTa

PaborHu 3agaun u 00BpCKU

-pakoBogu  co Oppenenuero (ja opraHu3upa, HacouyBa WU
KOOpJMHUPa paboTaTa, BPIIM HEMOCPeIHA KOHTPOJIA U HAZI30P Haj
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U3BpIIYBakeTO Ha paborure, ru pacropegyBa paborure u
3ajaunTe Ha BpaboreHuTe Bo OpjgeneHHeTO, ce TPWKHU 3a
paboTHaTa AMCUUILIMHA Ha BpaboTeHuTe Bo OJfleJIeHUETO U JlaBa
CTpyYyHa  [IOMOINI, COBETM M  BPIIM  MEHTOPCTBO  Ha
aIMUHICTPATUBHY CY)KOeHUIM off ATeHIujaTa);

-yuecTByBa BO paborara Ha KOMHUCHM W Jpyru paboTHU Teia,
tdopmupanu co penieHue Ha JUPEKTOPOT HA ATeHIIMjaTa;
-u3paboTyBa MpeAio3u Ha: CTPATelllKU IJIaH, mporpaMa 3a paboTa,
Oyuet, u3BemTaj 3a paborta, yHKIMOHaNHA aHaIM3a, akTU 3a
BHAaTpelIHa OpraHu3aiiyja u cucreMaru3saiiyja Ha paboTHUTe MecTa
u Tulad 3a oOyku Ha BpaboreHuTe Bo OffeneHueTo, Kako U
MeCeuyHU, KBapTa/iHW, TOJYTOAMIIHU M TOJUIIHK W3BEHITau O/
acrnekT Ha J1eJIOKpyroT Ha pabora Ha OffeeHueTo;

-T'"l olleHyBa BpaboTeHuTe Bo O/i/leJIeHUETO U MOYKE Jla YUeCTBYBa
BO OIlEHYBaK-€ Ha a/IMMHUCTPATUBHU CAYKOeHUIM BO AreHIujaTa
Y Ha afMUHUCTPATUBHU CY)KOEHUIU BO [PYTY UHCTUTYITUY;
-copaboTyBa CO a/MUHUCTPATUBHU CNY>KOeHUIIM 0ff ATeHlujaTa U
OJ1 MHCTUTYI[UUTE O]] jaBHUOT CEKTOP, 3@ Mpalilama off JeJIOKPYT Ha
pabora Ha OppeneHuneTo;

-TM TIpUMEHYBa TMPOMUCUTE, TIOCTAIKUTE W CTaHJApAuTe 3a
yIIpaByBame CO YOBEUKUTE pecypcd Bo AreHiujata ¥ JiaBa
yIaTCTBa 32 HUBHA MPUMEHa;

-HOCHTeJI € HAa aKTUBHOCTUTE 3a U3paboTyBan-e HAa (PYHKLIMOHAIHA
aHayiM3a BO AreHIujaTa v BPIIM METO/IOJIONIKA, OPraHU3aIUCKa U
TeXHUYKa MOZJAPUIKA BO MOCTaNKaTa 3a u3paboTyBarke Ha aKTUTE
3a BHATpelIHa OpraHu3alyja W CUCTeMaTH3alldja Ha PaboOTHUTE
MecTa Bo AreHIIujaTa;

-T0 OpraHu3upa CIIPOBe/IYBalk-eTO Ha CUCTEMOT 3a YIIPaBYBaH-€ CO
edeKToT Ha BpaboTeHUTe Bo AreHIujaTa.

4.0p1eeHKe 3a YyIPaByBak-e€ CO YOBEYKHU Pecypcu

Pegen 6poj 63

IMudpa YITIP0101B02000
Huso B2

3Bame Bu1ir copaboTHHK

Ha3us Ha paboTHO MecTO

VIIpaByBalke €O CUCTEeMOT 3a VIpaByBamke CO ECbEKTOT Ha
AIMUHUCTPATUBHUTEC CJ'Iy)K6EHI/ILU/I

bpoj Ha u3BpmuTen

1

Oxnrosapa npej

Pakosogutenor Ha OpjeleHUeTO 3a YIPaBYBame€ CO UYOBEUKU
pecypcu

Bup na obpasoBanue

Couujasina pabora ¥ couujajJiHa MOJIMTUKA, [lcuxosioruja Hau
[TpaBHU HAayKu

JIlpyru mocebuu yciaosn

Pa6oruu nenu

-ebMKaCHO CIIPOBe/yBal-@ HA TMPOMUCUTE U IIOCTAlKUTE 3a
yIIpaByBame CO CUCTEMOT 3a VIpaByBawe c0 edeKkToT Ha
aIMUHUCTPATUBHUTE CJY)KOEHUIIH

PaboTHu 3agaun u 06BpcKu

-Td [ocTaByBa oOpacuuTe W M3BEUITAUTE 3a OLEHYBame [0
OLIEHYBAYUTE U OLIEHYBAHUTE afMUHMCTPATUBHM CIY>KOEHUIIU BO
Arennujara;
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-u3paborysa penierne 3a popmupame KoMucuja 3a cripoBefiyBame
Ha OLIEHYBAH-ETO M 3a OIpefleslyBamke Ha BPEeMeTO U MeCTOTO Ha
CTIpOBe/IyBalk-€é  Ha  OIEHYBAHeTO Ha  aJMUHUCTPATUBHUTE
ctyKOeHUIM BO AreHITujaTa;

ja  mpecMeTyBa TOJMIIHATA OIeHKA HA  OlleHYBaHUTE
AJMUHUCTPATUBHY CJY)KOEHUIIM BO ATeHIIMjaTa;

-u3paboTyBa M3BEITaj CO PaHT JIKMCTa HA TOAMIIHU OLEHKU 3a
aIMUHUCTPATUBHUTE CAyKOEeHUIU u ™™ nu3paborysa
MoeJMHEYHUTE PEllIeHrja 32 MEPKUTE 3a OJjIMYeH U cy1ab edexT;
-u3paboTyBa roAUILIEH U3BEINTaj 32 U3PEYEHU MEPKU 3a yTBpAeHa
IUCIUITJTMHCKA U MaTepHjaJiHa OJITOBOPHOCT;

-[IOMOJIHYBa  €JIeKTPOHCKU  ¢hopMmysiapu 3a Perucrapor Ha
BpaboTeHU BO jaBHUOT CEKTOD;

-yyecTBYBa BO paboTara Ha KOMUCHM W Opyrd pabOTHU Tea,
thopMupaHy co peieHre Ha UPEKTOPOT Ha ATeHIIUjaTa U BO yJiora
KOOPZIMHATOP 33 e/IHAKBU MOXCHOCTU HA JKEHUTE M MAa)KUTEe BO
AreHlgjaTa 3a afMUHUCTpAllWja, TIpe3eMa aKTUBHOCTH U MpejJiara
noceOHU TIO3UTUBHM, OXPabpyBauKU M MPOrPAMCKA MEpPKU 3a
eTHAaKBU MOYKHOCTU Ha XEHUTE U MaYKUTE;

-laBa CTPy4YyHa IIOMOII, COBeTM M BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHU CJTY)KOEHUIIM O] TOHUCKO HUBO,;

-yueCcTBYBa BO OLIEHYBAaH-€TO Ha a/[IMUHUCTPATUBHUTE CIIYKOEHUIU
BO ATeHIIMjaTa U BO JPYTU UHCTUTYIIUY;

-copaboTyBa CO [JpYyruTe AaJAMUHUCTPATUBHU CIAY)KOEHUIIU Of
AreHuujara.

4.0p1e1eHKe 3a yIPaByBak-e€ CO YOBEYKHU Pecypcu

Pegen 6poj 64

IMudpa YITP0101B04000
Huso B4

3Bame IMomag copabOTHUK

Ha3us Ha paboTHO MecTO

BpabOTyBathe, YHATIPeyBaH>€, MOOUTHOCT, CIYKOEHUYKU OTHOCH U
nH(GOPMATUBEH CUCTEM 33 VIIPABYBAH-E CO YOBEUKHU PECYPCH

bpoj Ha u3BpmuTeN

1

Oxnrosapa npej

Pakosogutenor Ha OpjeneHue 3a VIOpaByBame CO UYOBEUKU
pecypcu

Buj Ha obpa3oBanue

[TpaBuu Hayky, [Tonutuuku Hayku nau Coluoioruja

I pyru mocebuu yciosu

PaborHu rienmn

-e(pUKACHO CIIpOBe/lyBake HA TMPOMMCUTE U TIOCTATIKUTE 3a
BpaboTyBame, yHaNpeayBambe ¥ MOOUIHOCT;

-ebMKACHO U 3aKOHUTO OCTBAPYBame Ha MpaBaTa ¥ 0OBPCKHUTE HA
aJMUHUCTPATUBHUTE CJIY)KOEHUIIN BO ATeHIIMjaTa;
-BOCITOCTaByBambe Ha MH(MOPMATUBEH CHCTEM 3a VIPAaBYyBamke CO
YOBEYKU PECYPCH

PaborHu 3agaun u 00BpCKu

-uspaboryea l'opuimen mian 3a BpaboryBawe u lM3Bemraj 3a
HeroBa peajmu3anuja;

-yuecTBYBa BO IIOCTANKaTa 3a yHaNpeayBawme U MOOUIHOCT Ha
BpaboTeHUTe BO AreHnujaTa W u3paboOTyBa aKTU W JAPYTU
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IIOKYMEHTU BO BPCKA CO YHAIPEeyBakeTo U MOOUITHOCTA;
-yuecTByBa BO Komucujata 3a ceneknuyja IO jaBeH orjac 3a
BpaboTyBatbe BO AreHIMjaTa, M3paboTyBa MpeaJsior OJJjyKa 3a
n360p M Cce TPUKU 3a HEj3UHO JIOCTaBYBame [0 uU30paHUOT
KaHauaaT u 06jaByBak-e Ha Beb CTpaHUIaTa HAa AreHIjaTa;
-u3paboTyBa HAIPT-MOEUHEYHU pelIeHHja M OBJACTBYBamwa 3a
CTATyCOT, IpaBaTa u 0OBPCKUTE HA BpaboTeHUTe BO AreHIujara;
-TM KOOPAWHMpA aKTUBHOCTUTe 3a u3paborka Ha [Ipernmemor 3a
MPUCYTHOCT Ha paboTa 3a BpaboTeHUTe BO AreHIujaTa;

-npubupa nogaTony ¥ HHGOPMALIMKU U YIECTBYBA BO &Ky PUPAHETO
Ha 6a3M Ha MOAATONM BO BpPCKA CO JUCIUIUIMHCKATA W
MaTepujajiHaTa  OJIFOBOPHOCT, COO/IBETHATa W  [PABUYHA
3aCTAneHoCT U IPYry BU0BU Oa3u Ha MOaToLH;

-u3paboTyBa TeXHUUKU crerudukalum 3a jaBHUTe HabaBKU 3a
norpebute Ha OgmeneHneTo;

-yuecTBYBa BO paborara Ha KOMUCHMM W Apyru pabOTHU Tejia,
thopmupanu co pelieHre Ha AMPEKTOPOT Ha ATeHIInjaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CITYKOEHUIU
BO AreHIMjaTa U BO [[PYTU UHCTUTYITUY;

-copaboTyBa €O [pyTuTe AAMUHUCTPATUBHU CIY)KOEHUIIM Of
Arennmjara.

4.0pneneHue 3a yIpaByBame CO YOBEUKHU PECYpcU

Pegen 6poj 65

Iucdpa YITP0101B04000
Huso B4

3Bame IMomtag copabOTHUK

Ha3us Ha paboTHO MecTO

CTPYYHO YCOBPIIYBAH-€ U MePCOHAIHA eBU/IeHIH]a

bpoj Ha usspmuTenn

1

OpnroBapa npep

PakoBoputenor nHa OpgesneHue 3a yIIpaByBame €O YOBEYKU
pecypcu

Bup Ha obpa3oBaHue

[TpaBHu Haykwu, Corronioruja unu [ToTUTUYKY HAYKU

Ipyru mocebuu yciosu

Pabornu nenu

-e(hMKaCHO CIIPOBEAyBat-e Ha MPOITUCUTE U MOCTATIKUTE 33 CTPYYHO
YCOBpIIYBathe Ha BpabOTeHUTe BO ATeHII1jaTa;
-)KYPHU €BU/IEHITUK 0J] 00/1aCTa Ha TPY/IOT.

PaborHu 3agaun u 00BpCKu

-uzpaborysa logumeH miraH 3a obyku u M3BemrTaj 3a Heroea
peanusanuja, T0 KOOPAVHUPA IIPOLECOT U BOOU €BUMEHIMVja 3a
CTPYYHOTO YCOBPINIYBaH-€ Ha BpaboTeHuTe Bo AreHIujara,

-BPIIM KOMIILJIeTUPalhe U 0e36eIHO uyyBame Ha pabOTHUTEe Jocuea
Ha BpabOTeHUTE M IPMXKA 3a 3aALITUTATA HA JIMYHUTE IIOJAaTOLIM
COp>KaHW BO TMEPCOHAJIHUTe [lochea Ha BpabOTeHUTe BO
AreHumjara;

-ja Bogu ¥ axkypupa KuuraTta 3a eBupeHI[Mja HA BpPabOTEHUTE U
paborHaTa KapTa (TabemapeH mperjaes) Ha BpabOTEHUTE BO
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AreHumjara;

-u3paboTyBa MOTBP/JU BO BPCKA CO CIY)KOEHWYKMOT OJIHOC HA
BpaboTeHuUTe;

-BpIIM TIpUjaByBatbe-o/jjaByBame Ha BpaboreHuTe Bo AreHijujarta
3a BpaboTyBame Ha Peny6imka Makenonuja, OH0T 3a MEH3UCKO
W VHBAJIWZICKO OCUTypyBame u DOHAOT 3a 3/paBCTBEHO
OCUTYDyBal-€ M IIpe3eMame U IIpefjlaBambe Ha eJIeKTPOHCKUTE
3[PaBCTBEHU KaPTUYKY;

-TM KOOpAWHHUPA aKTUBHOCTUTe 3a u3pabortka Ha [Ipermepmor 3a
MPUCYTHOCT HA pabora 3a BpaboTeHuTe Bo AreHiiujara;
-OpraHu3upa IOMOJIHYBake Ha AHKeTHUTe JUCTU U M3jaBute 3a
Cyoup Ha wuHTepecd Ha BpaboTeHUTe, HUBHO UyBaHe U
IOCTaByBame 0 Ha/IJIe)KHUTE UHCTUTYIUY;

-yuecTByBa BO paborara Ha KOMUCMM W Jpyru paboTHU Teia,
thopmupanu co penieHre Ha FUPEKTOPOT HA ATeHIUjaTa U BO yJiora
Ha 3aMeHMK KOODAMHATOP 3a eAHAKBM MOXKHOCTH Ha JXeHUTe U
Ma)kuTe BO AreHIlMjaTa 3a aJMWHMCTpallMja, a BO CjIy4aj HA
OTCYCTBO WJIM CIOPEYEHOCT HA KOOPAWHATOPOT 33 efHaKBHU
MO>XHOCTU Ha >KEHWTe U MaykuTe, TIpezjiara mocebHu Mo3UTUBHHY,
oxpabpyBauku ¥ MPOTPaMCKM MEPKU 3a €[JHakKBU MOXKHOCTH Ha
JKeHUTe U MaykKuTe;

-yueCcTBYBa BO OLIEHYBAaH-€TO Ha a/[IMUHUCTPATUBHUTE CIIYKOEHUIU
BO ATeHIIMjaTa U BO JPYTU UHCTUTYIIUY;

-copaboTyBa €O [PyTUTe AAMUHUCTPATUBHU CIY)KOEHUIIM Off
AreHnujara.

5. Oppenenyve 3a GUHAHCUCKHU MPAIIAkha

Pegen 6poj 66

[Mudpa YIT1P0101504000

Huso b4

3Bame PakoBoiUTe/ HA OfIfle/IeHK e

Ha3us Ha paboTHO MecTo

PakoBoguten Ha Opmenesune 3a QUHAHCUCKY Mpalliatba

bpoj Ha u3BpmuTeN

1

Oxnrosapa npej

HupekTopot Ha AreHnjaTa U ['eHepaTHUOT CeKpeTap

Buj Ha obpa3oBaHue

ExoHOMCKM HayKu

JIlpyru moce6uu yciaosu

HajMaJIKy 3 rojuHu paboTHO UCKYCTBO BO 00J1aCTa Ha (DUHAHCUUTE;
Mo3HaBake€ Ha 3aKOHOT 3a jaBHA BHATpeniHa (UHAHCKUCKA
KOHTpoJa, 3aKOHOT 3a OyIleTUTe M 3aKOHOT 3a U3BpLIyBale€ Ha
oyieror

Pa6oruu nenu

-00e3benyBame Ha e(UKACHO CIPOBENyBake HA IIPOIUCUTE,
MOCTANKUTe W CTaHAapAuTe of obnacta Ha (HDUHAHCUCKOTO
paboTerme Bo AreHiiyjara

PaborHu 3agaun u 00BpCKu

-pakoBosim  co Oppmenenvero (ja opraHu3Mpa, HacouyBa WU
KOOpZUHUpa paboraTa, BPIIY HEIOCpeHa KOHTPOJIA U HAJ[30p Haj,
U3BpHIYBAKETO HA paboTuTe, TU pacrmopenysa paboTute U
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3ajgaunTe Ha Bpaborenute Bo OpjesieHUETO, Ce TPHXKU  3a
paboTHaTa AMCUMILIMHA Ha BpaboTeHuTe Bo OfeeHUETO U JaBa
CTpyYyHa  IIOMOII, COBeTM ¥  BpIIM  MEHTOPCTBO  Ha
AIMUHUCTPATUBHY CYKOeHUIM off ATeHInjara);

-yuyecTBYBa BO paboTara Ha KOMHUCUM W Opyrd pabOTHU Teia,
(hopMupaHy co penieHUe Ha AUPEKTOPOT Ha ATeHIIUjaTa;
-u3paboTyBa Mpeio3x Ha: CTPATEIlKH IIJ1aH, Mporpama 3a pabora,
oyieT, M3BemnTaj 3a paborta, (yHKIMOHaJHA aHajAM3a, akTU 3a
BHaTpelIHa opraHu3aliija u cucTeMatu3aliija Ha paboTHUTe MecTa
u 1wiad 3a obyku Ha Bpaborenute Bo OpjeseHUETO, KAKO U
MeCeuHU, KBapTa/iH{, IOJYTOAMIIHM M TOAUIIHM HM3BEIITau o/
acrnekT Ha J1eJIoKpyroT Ha pabora Ha OffeeHueTo;

-I'¥l [Ipejijiara u CIpoBeyBa IIpoLefypuTe off JeJOKpyT Ha pabora
Ha OpgeneHvero BO pamku Ha CHCTeMOT 3a MeHAIMEHT CO
KBaJINTET COTIacHO Oapamara Ha Ctangapgor ISO 9001:2008;

- orleHyBa BpaboreHuTe Bo O/i/1e/IEHUETO U MOJKE fla YUeCTBYBa
BO OIIeHYBak-€ Ha aJIMUHUCTPATUBHU CIyKOeHUIM BO ATeHIujaTa
Y Ha afMUHUCTPATUBHU CAY)KOEHUIU BO IPYTY UHCTUTYIUY;
-copaboTyBa CO a/IMUHUCTPATUBHU CIY)KOeHUITU 0ff ATeHIujaTa U
0Jl UHCTUTYIIMUTE 0f] jABHUOT CEKTOP, 32 Mpaliiatha of] JeJ0KPyT Ha
pabora Ha OpgpeneHuneTo;

-HOCUTE] € Ha AKTMBHOCTU 3a MOATOTBYBamke, M3MEHYBaHe U
IOTIONIHYBabe Ha Oy11eToT U CTpaTeIlKKUOT IJIaH Ha ATeHIujaTa;
-BPIIM  KOOP/MHUPaWke Ha MpOIecOT Ha CMETKOBO/ICTBEHO
eBUIIEHTHpa-e 3a M3BpPINyBake Ha OYIIETOT U MOArOTBYBake Ha
lopguniHata cveTka W [OgMITHUOT (DUHAHCUCKU M3BENITa] WU
aKTUBHOCTUTE 3@ IMpecMeTyBake U WCIaTa Ha IUIaTUTe Ha
BpaboTeHuTe BO  AreHuujata, OyiarajHUYKOTO  paboTerbe,
MOJTOTOBKATA, TPUMaheTO U KOHTPOJIaTa Ha CMETKOBOJCTBEeHAaTa
JIOKyMEHTaIluja;

-BpIIA  KOOPIWHMpAamke Ha TNPOIeCOT Ha BOCIOCTABYBabe,
CTIpoBelyBare, pa3Boj U  OfpKyBame Ha (UHAHCUCKOTO
yIpaByBame M KOHTPOJIAa U CIIPOBeAyBa HAZ30p 3a ex-ante U ex-
post (huHAaHCKCKA KOHTPOJIA;

-JlaBa MUCJIeHe 10 NPe/JIor aKTUTE HITO ' u3paboTyBaaT ApyruTe
OpraHu3aliMoOHU eJIUHUITY BO ATeHIjaTa KOU UMaaT U MOXKe Jia
MMaaT (UHAHCKCKY UMIUIMKAI[MU HA OYIIEeTOT Ha ATeHIMjaTa.

5. 0ppeneHyve 3a GUHAHCUCKHU Mpalllakha

Pegen 6poj 67

Iudpa VITP0101B01000
Huso B1

3Bame CoBeTHUK

Ha3sus Ha paborHo MecTo

OylIeTCKa KOOpAUHAaIHja

bpoj Ha usspmuTenn

1

Oxrosapa npep

PakoBogurenor Ha Ogmgenenue 3a GUHAHCKCKY IIpallamba

Bup Ha obpa3oBaHue

ExonoMmcku HAyKHn

Ilpyru mocebuu yciaosmn

Mo3HaBawk€ Ha 3aKOHOT 3a jaBHAa BHATpeliHa (PUHAHCHUCKA
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KOHTPOJIa, 3aKOHOT 3a Oyileture M 3aKOHOT 3a M3BPIIYBAHE HA
bylieTot

PabotHu nenau

-e(bMKaCHO  BOCIIOCTaBYBal-e Ha TOJUTUKM W TIPOLeypu 3a
(hunancKCKO yripaByBamme U KOHTPOJIA;

-LIeJIOCHO OcTBapyBame Ha CTparemkuoT IUlaH U OyileToT Ha
AreHnujara;

-HAMEHCKO ¥ HAaBPEeMEHO KOPUCTeHe Ha ofo00peHUTe OYIIeTCKU
CpeAcTBa €O Hajnobap coofiHOC MoMery ymoTpebeHUTe CpeficTBa U
MOCTUTHATUTE PE3YATATH

Paborau 3agaun u 06BpcKu

-uszpaboryBa Iljan 3a BocmocraByBare Ha (DUHAHCUCKOTO
yIpaByBake ¥ KOHTPOJIA, KAKO ¥ METOZI0JIOTHja 3a CIIPOBEIyBahe
Ha [1naHoT;

-uzpaborysa npejior-CrpaTeiku riad Ha AreHIjdjaTa u npejJjior-
Oyl1leToT Ha AreHIMjaTa 3a HapegHaTa TOAWHA U TIOBeKe
TOIVIIITHUTE MPOEKI[UHU MOBP3aHU Co OYIIeTOoT;

-BPIIM  TIPOIIeHKA Ha VCOIJIACEHOCTa Ha Mpefjor-oyieTure,
MpejJIoKeHU Of PAKOBOJUTENIUTe Ha APYTUTe OpPTaHU3aluoHU
equHUIM Bo AreHiujaTa, co HacokuTe of OpneyneHuero 3a
(hunancrcku npamamwa U MUHUCTEPCTBOTO 3a (huHAHCUY;
-u3paboTyBa MHUCeHa 0 Tpejjior axkTUTe Ha JApyruTe
OpraHu3aliMOHU eJIMHUIIM BO AreHIujaTa W TIPeJJIor akTUTe Ha
Ipyru Ccy0jekTd KOM MMaaT WM MOXKe [la uMaaT (DUHAHCUCKU
MMIUIMKAI[UY Ha OY[IeTOT Ha ATeHIIujaTa;

-u3paborysa [ogumieH (hUHAHCUCKM HM3BEINTAj Ha AreHIujaTa,
COTJIACHO 3aKOHOT 3a jaBHA BHATPeIHa (hMHAHCUCKA KOHTPOJIA;
-u3paboTyBa yNaTCTBa U MPUPAYHUIIY 332 GDUHAHCUCKO YIIPaBYBaHe
M KOHTpojia BO copaborka co OgjefeHWeTo 3a BHATpelIHa
peBu3uja, Kako W pelieHWja 3a BHATPeNiHa pacmpezenda Ha
BKYMHUOT 07100peH OyileT Ha AreHIlyjaTa;

-laBa CTPy4YyHa TMOMOII, COBeTW M BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CIJIY>KOEHUIIM Of] TOHUCKO HUBO;

-y4eCTBYBa BO paboTaTa Ha KOMHUCHM W [OPYrd pabOTHU Tea,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-yuecTBYBA BO OLIEHYBaH-€TO HAa a/[IMUHUCTPATUBHUTE CIIYKOSHUIU
BO AreHIMjaTa U BO JPYTU UHCTUTYIIVIY;

-copaboTyBa €O [PyTUTE AFAMUHUCTPATUBHU  CIY>KOEHUIM O
AreHuujara.

5. 0ppenenyve 3a hMHAHCHCKHU MPalliarba

Pegen 6poj 68

[Mudpa YITP0101B01000

Huso Bl

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO OBJIACTEH CMETKOBOJIUTET
bpoj na nusBpmmuTenn 1
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Oxnrosapa npej

Pakosoguresior Ha Oapenenue 3a GUHAHCUCKY TTpaliamba

Buj Ha obpa3oBanue

ExonoMcKHn HayKu

I pyru moce6uun yciaosu

yBepeHMe 33 OBJIACTeH CMETKOBOIMTEJL;
Mo3HaBam-e Ha 3aKOHOT 3@ CMETKOBOJCTBO U ITOJ3aKOHCKUTE aKTU
or obacTa Ha CMETKOBOACTBEHOTO paboreme.

PaboTHu menu

-e(pMKACHO CIIPOBe[yBam-e€ Ha IPOMMCUTE 33 CMETKOBOJCTBEHO
paboreme

Paborau 3agaumn u 06BpCcKu

-BPIIM CMETKOBOJCTBEHO EBUJEHTUPAE 3a W3BPIIyBawme Ha
Oy11eToT Ha AreHI[MjaTa, OCHOBHMTE CpeJICTBA, HallaTata Ha
nobapyBamara ¥ IUIAKAHKETO Ha [IOCHeaHuTe OOBPCKM Ha
AreHuujara;

-BOCIIOCTABYBa PEBU30PCKa Tpara OJHOCHO JOKYMEHTHPaH TeK Ha
(hunaHCHCKUTE U PYTU TPAHCAKIIUY Off HUBHUOT MIOYETOK 10 KPaj;
-3allITUTA Ha CpeicTBaTa U OOBPCKUTE, uHWja cocTojba e
eBUIIeHTHPaHa BO OUIaHCOT Ha COCTOj0aTa;

-u3paboTyBa MeCeUHM (PMHAHCUCKYU U3BENITAW 3@ U3BPIIYBAE HA
Oy11eTOT Ha ATeHIMjaTa MO OpraHU3alMOHU €JUHUIIM, COTJAcHO
PerreHreTO 3a BHATpelHa pachpeenda Ha OYIETOT 1o Mporpamu
M CTaBKH, KAaKO U U3BENITAU 32 MJIAHUPAHU U TIOTPOIIEHU CPeJICTBA
10 CTaBKU;

-u3paboryBa [ofuliHa CcMeTKa M ja JOCTAByBa 710 HAJJIEXKHUTE
JIP>KaBHU OPTaHU BO 3aKOHCKHU YTBP/IEHUOT POK;

-I'Ml YyBa [[eJIOBHUTE KHUTY;

-laBa CTPy4YyHa TMOMOII, COBeTW M BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CJIY)KOEHUIIM O] TOHUCKO HUBO,;

-y4eCTBYBa BO paboTaTa Ha KOMUCHM W HOPYrd pabOTHU Tea,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-y4ecTBYBa BO OL€HYBaH-€TO Ha a/[MUHUCTPATUBHUTE CAYKOEHUIU
BO ATeHIInjaTa v BO [Ipyrd HHCTUTYIINY;

-copaboTyBa €O [PyTUTE aFAMUHUCTPATUBHU  CAY>KOEHUIM Of
AreHuujara.

5. Onpenenne 3a GUHAHCHCKH IIpallatha

Pegen 6poj 69

Mudpa YI1P0101B04000
Huso B4

3Bame IMomtaz copaboTHUK

Ha3uB Ha paboTHO MeCTO

OyIIeTCKa KOHTPOJIa

bpoj na u3BpmmuTen

1

Oxrosapa npej

Pakosogutesnot Ha Oapmenenue 3a GUHAHCKUCKY Mpalliamha

Buj na obpa3oBanue

ExoHOMCKM HayKu

JIlpyru mocebuu yciosu

Mo3HaBalké Ha 3aKOHOT 3a jaBHA BHATpemHa (UHAHCHCKA
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KOHTpoJa, 3aKoHOT 3a OyietuTe M 3aKOHOT 3a U3BPLIYBAKE Ha
oyireTor

Paborau menun

-00e3benyBame ILIakame BP3 OCHOBA Ha MCIPABHO Oapame 3a
TJIakame;

-3aIITUTa Ha UMOTOT U OPYTUTE PecypcH Ha AreHnujaTa of 3aryou
NPeJU3BUKAHA  Of HEOIPaBAaHO TPOIIeHe U KOPUCTEHE,
HEeMPaBUITHOCTH U 3JI0YIIOTPeOuy;

-ecbukacHa TIpoOlleHKA Ha PU3UIMTE U KOHTPOJIHUTE MEPKU BO
AreHnmjaTa, Co 1eJ eJIMMUHUPa-€ UM HaMajlyBamke Ha HUBHOTO
NITETHO BJIMjaHUE Ha OCTBAPYBAH-€TO Ha IeJIMTe Ha paboTemeTo Ha
AreHnujaTta

Paborau 3agaun u 06BpcKu

-BpUIM CJIefiee Ha I[eJIOCHOTO ¥ HaBpeMEeHOTO Mpubupamwe Ha
NPUXOJIUTE U I[UIakakbe Ha pacXofuTe, BO COIJIACHOCT CO
NpoIeypuTe 3a Mpe3emMame Ha (DUHAHCUCKU OOBPCKU U
MU3BPLIYBaH-€ Ha IJ1akame;

-ja ciemu ycorjiaceHocTa Ha U3BplUIyBake Ha OylieToT Ha
AreHigjata, BO IIeJIOCT WM 3a OJJIeJIHU OYIIeTCKM CTaBKU CO
MPOIEeYPUTE JOHECeHU Of AUPEKTOPOT, KAKO U OYIeTCKOTO U
(huHAHCHCKOTO U3BECTYBaA:E;

-ja cmemn edeKTMBHOCTA Ha Oylerckara KOHTPOJa IITO ja
CIIpoBeflyBaaT  PaKOBOAUTENUTE  TIPU  YIPaBYBaWmeTO  CO
COTNICTBEHMOT Jen of Oyieror, mpu mTo ob6e3benysa panu:
omobpeHuTe OylleTM He ce HAJMMHATH, IpPeHaMeHUTe IMoMery
OYIIeTCKUTE CTAaBKU Ce BPIIAT COTJIACHO I[eJUTe U/WUIh HaMeHaTa U
OyIIeTCKMTe CTAaBKM Ce H3BpHIyBAaT BO TrOAWHATa 3a Koja ce
MJIaHUPAAT;

-CIIpOBe/lyBa KOHTPOJIAa Ha PeBM30pPCKa Tpara BOCIOCTABEHA Of
PaKOBOAMTENUTE HA OPTaHU3AI[MOHUTE e[IMHUIIY BO ATEHITHjaTa;
-M3TOTBYBA U [IOCTABYBa TOJUIIHMU, KBAapTaJHU W MECEeUHU
¢dMHAHCUCKY [JIAaHOBU 3a U3BpIIyBaike Ha OyieToT 10 Tpe3opoT;
-CIIpOBe/lyBa ex-ante KOHTPOJa Ha J[IOKYMeHTalujata  mpef
MU3BPLIYBaH-€ Ha TJ1akame;

-BpIIA TIPOLEHKA Ha PU3MK Ha MpoljecuTe Ha (UHAHCHUCKOTO
yIIpaByBame€ U KOHTPOJA U CaMOMPOI[eHKU Ha OfifIe/IHU MPOIecH
Ha CUCTEMOT Ha (hDMHAHCUCKO YIPaByBame U KOHTPOJIA, BP3 OCHOBA
Ha U3BPIIIEHA MPOIEHKA HA PU3UK U MOJTOTOBKA Ha M3BEITaj 3a
CTIPOBEJIEHU  CaMOIMPOIIEHKU COTJacHO 3aKOHOT 3a  jaBHaA
BHaTpeniHa (puHaHCHCKa KOHTPO/IA;

-y4ecTBYBa BO paboTaTa Ha KOMHUCHM W JOPYrd pabOTHU Tea,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-y4eCTBYBA BO OIEHYBAKETO HA aAMUHUCTPATUBHUTE CITYKOEHUITN
BO AreHIInjaTa v BO [pyrd HHCTUTYIINH;

-copaboTyBa CO [JPYyruUTe aJMUHUCTPATUBHU CIAY)KOEHUIIM Of
AreHnmjara.

5.0pgpenenue 3a pUHAHCHCKY MTpamIamha

Pegen 6poj

70
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[Mudpa YIIP0101I'01000
Huso I
3Bame CamocTtoeH pedepeHT

Ha3us Ha paborHo mecTo

MpecMeTyBame Ha [j1ata u 6yiarajHuK

bpoj Ha u3BpmuTen

1

Opnrosapa npej

PaKOBO)I[I/ITEIIOT Ha O,E[JIGHEHI/IG 34d Cl)I/IHaHCI/ICI(I/I Mnpamiana

Buj Ha obpa3oBanue

CPEJI[HO €KOHOMCKO YUYMJIMIITE UJIU TUMHA3HUCKO 06pa3013aH1/1e

I pyru moce6uun yciaosu

Mo3HaBamke Ha 3aKOHOT 3a IJIaTa U JPyruTe TMPOMKUCH BO BPCKA CO
npecMeTKaTa Ha ITaTa M HafloMeCTOLIM Ha TuTaTa

PaboTHu njenu

-00e3benyBate Ha epuKacHa ¥ e(heKTUBHA ITpeCMeTKa U UCIIaTa
Ha iaTu Ha BpaboreHuTe BO AreHuMjaTa U BOZEHE a)XKypHa
eBUIIeHIIMja Ha IJIATUTE U HAJJOMECTOIUTE;

-ebMKacHa MpuUMeHa Ha MO3UTUBHUTE 3aKOHCKM TPOMUCH Of
objiacTa Ha OJ1arajHUYKOTO paboTeme

PaboTHu 3aggauym 1 06BpCKU

-BpIIM IIpeCMeTKa Ha IUIaTW, JAHOLM M MPULOHEeCH Ha IIaTH Ha
BpaboTeHUTe BO AreHijdjaTa M BOOM eBUEHILMja Ha IUIATUTE U
HAZ[OMECTOITUTE;

-u3paboTyBa MOTBPAY 3a BUCKHATA Ha IUIaTUTEe Ha BpaboTeHUTe U
BpIIK HpecMeTyBak-e Ha 0OBpPCKUTe Ha BpabOTeHMTe, LITO Ce Ha
TOBAp Ha JIMYHUTE U MaTePHUjaTHUTE PACXOIM;

-BpmM OjarajHMYK¥ paboTH M BPIIM KHIDKEeHe Ha VIUIAaTH U
MCIUIaTH BO KHUraTa Ha OjiarajHata Ha AreHIujaTa;

-00e30enyBa rOTOBHM JeHAPCKU U [IeBU3HU CPECTBA BO OjarajHarta
Ha AreHlldjaTa, BO paMK{ Ha YTBPAEHUOT OJIarajHI4Kd MaKCUMYyM
Y BPIITK MCIIJIaTa Ha MaTHU HaM03M, TOTOBMHCKY CMETKH U HabaBKU
0] MaJia BPeJHOCT;

-npejaBa JOKYMEeHTHU ¥ HaJI03U BO [elIOHeHTHaTa OaHKa;
-uszpaboryea ob6pazer; IIIJ-TY Bo enexkTpoHCcKa ¢dopma U TO
J0CTaBYBa /10 YIIpaBa 3a jaBHU MTPUXOJIN;

-BpHIM KOHTPOJA Ha 3aKOHMTOCTA, TOYHOCTA M MCIpaBHOCTA Ha
KHUTOBOJICTBEHUTE WCIPAaBM M JIPYTH JJOKYMEHTH BO BpPCKa CO
OnarajHMYK0TO paboTeme;

-laBa CTpPy4YHa IIOMOII, COBETM M BpIIM MEHTOPCTBO Ha
aJIMUHICTPATUBHUTE CIYKOEHWUIIN Off TIOHUCKO HUBO,;

-y4eCTBYBa BO paboTaTa Ha KOMUCHM W HOPYrd pabOTHU Tea,
(hopMupaHu co peLieHUe Ha AMPEKTOPOT Ha ATeHIIUjaTa;
-y4eCTBYBa BO OIeHYBAH-ETO Ha aJIMUHICTPATUBHUTE CITYKOEHUITN
BO AreHIMjaTa U BO JPYTUd MHCTUTYLIVY;

-copaboTyBa €O [PYIUTE aAMUHUCTPATMBHU  CJIY>KOCHUIIM Of
Arennujara.

6. OneneHue 3a BHATPeIIHA PEBU3M]ja

Pegen 6poj 71
[Mudpa YITIP01016504000
Hupo b4
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3Bame

PakoBopuTtesn Ha ofiiesieHUe

Ha3us Ha paborHo mecto

PaxoBoputenor Ha OfjieieHre 3a BHATPeIlTHA PeBU3Hja

bpoj Ha u3BpmuTen

1

Opnrosapa npej

JupekTopoT Ha AreHuijaTa

Bup Ha obpa3oBanue

ExonoMcku uau [IpaBHU HayKu

I pyru moce6uun yciaosu

HajMaJIKy 3 rojjuHu paboTHO UCKYCTBO BO 06J1aCTa HA BHATPELIHATA
WJIM HAaJ[BOPEIIIHATA PEBU3H]a;

MOJIOKEH MCHUT 3@ OBJIACTEH BHATPEIIEeH PEBU30P BO jaBHUOT
cextop, cropen Ilporpama 3a mojiaratbe Ha UCOUT 3@ OBJACTEH
BHATpellleH PeBU30p WJIM MOCeNyBalke MeryHapoJHO NpU3HAT
peBU30pcKy cepTuUMKAT W IT03HABAaHke Ha 3aKOHOT 3a jaBHA
BHATpelIHa GUHAHCUCKA KOHTPOJIa

PabotHu nenu

-He3aBUCHO 00jeKTUBHO VyBepyBale U [aBale COBETH Ha
IMPEKTOPOT Ha AreHnujara 3a 3rojieMyBake Ha edukacHocTa Ha
CUCTEMHUTE 3a BHATpeIlHA KOHTpoja U mofobpyBame Ha
paboTemeTo

Paborau 3agaumn u 06BpCcKu

-pakoBogu co Ogppenenuero (ja opraHu3umpa, HAcodyBa WU
KoopZuHUpa paboraTa, BPIIY HeMocpeiHa KOHTPOJIa U Ha/[30p Ha,
U3BpIIYBakeTO Ha pabotuTe, rM pacropeayBa paborure u
3ajaunTe Ha BpaboreHuTe Bo OpjeneHueTo, ce TPWKH 3a
paboTHaTa AMCLUMIUIMHA Ha BpaboTeHuTe Bo O[leJIeHUETO U [laBa
CTpyYyHa  [OMOINI, COBeTM ¥  BPUIM  MEHTOPCTBO  Ha
aIMMHUCTPATUBHU CNY)KOEHUIM Off AreHIujara);

-u3paboTyBa NpeJio3y Ha: CTPATeIlKH IjlaH, MporpaMa 3a pabora,
oyier, u3Benitaj 3a paborta, byHKIMOHANHA aHAIU3a, aKTU 3a
BHATpelIHa OpraHu3aliyja u cucTeMaru3aryja Ha paboTHUTe MecTa
M IJlaH 3a 00yku Ha BpaboreHuTe BO OpjeseHUETO, KAaKO H
MEeCeuHU, KBapTaJiH{, TOJAYTOAMIIHU M TO[UIIHK W3BENITau O/
acneKT Ha J1eJIoKpyroT Ha pabora Ha OfneneHueTo;

- OIleHyBa BpaboTeHuTe BO OJ|/1eJIeHUETO U MOJKE JIa YUeCTBYBA
BO OIleHYBak-€ Ha a/IMMHUCTPATUBHM CAYKOeHUIM BO AreHIujaTa
Y HAa afMUHUCTPATUBHU CIY>KOEHULU BO JPYTY UHCTUTYIIUY;
-copaboTyBa CO a/MUHUCTPATUBHU CIY)KOeHUITU 0f] ATeHIujaTa U
OJ1 UHCTUTYI[UUTE O]] jaABHUOT CEKTOP, 3a Mpalilama off [eJIOKPYT Ha
pabora Ha OpgeneHUeTo;

-BpIIM HABPEMEHO, 3aKOHUTO M KBaJIUTETHO WU3BPIIYBAH-€ Ha
BHaTpeniHaTa peBu3uja M [0OC/e/iHa TIPUMEHAa Ha 3aKOHCKUTE
nporucy oj objacTa Ha BHATpeIlHATAa PEeBM3Mja U HACOKUTE
JafIeHu Of MUHUCTEPOT 3a (PMHAHCUCHY,

-u3paboTyBa yIaTCTBO 3a pabora Ha OmmeeHHMETO W IoBesda 3a
BHaTpeLIHA PeBU3Nja;

-u3paboTyBa CTpaTellKd ¥ TOAWIIHM TIJIAHOBM 3a BHATpeIIHa
peBU3Mja BP3 OCHOBA Ha OOjeKTMBHA IIPOLIEHKA HA PHU3MK U IO
M3BECTYBa OUPEKTOPOT Ha AreHIjdjaTa 3a CIPOBE/IyBAaH€TO Ha
FOAIMIITHUOT TLJIaH 3a PeBU3Mja U [laBa 00jacHYBamwe 3a MPOMEHUTE
BO IUIAHOT Ha peBU3uja

-ja omobpyBa mporpamaTa 3a CeKoja HoeIWHEeYHa pPeBU3Hja, Ce
TPUIKU 33 eBUJIEHTUPAe Ha PEBU30OPCKUTE aKTUBHOCTU U UYBakhe
HA JIOKYMEHTUTE O PeBU3UUTE, IO [I0CTABYBAa PEBU30OPCKUOT
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M3BeITaj /[0 ZUPEKTOPOT Ha ATeHIujaTa u 10 PaKOBOJUTEIUTE Ha
OpraHU3allMOHUTE €JWHUIIM BO AreHnujata ¥ TO0 CJeaH
CIIPOBEIYBAK-ETO Ha MPENOpaKuTe OJ U3BPIIEHUTE PEBU3UM U
aKIIMOHY TJIAaHOBY;

-uspaboryea lofguieH wu3BemTaj 3a U3BPIIEHUTE PEBU3UU U
aKTUBHOCTUTE Ha BHATpeIlIHATa PEBU3H]ja;

-llaBa MHUCJIeH€ 3a BHATPEIIHUTE MpaBwia U akTu Ha AreHIujaTa
BO BpCKa CO Mpainlamka MOBP3aHM CO BHATpelrHaTa (pUHAHCHCKA
KOHTpOJIa M BHATpelllHa peBU3Mja U TM COBETYBa CUTe PAKOBOJHU
siviia Bo ATeHIMjaTa 3a yopaByBame CO PU3NK.

5. OgmeneHue 3a BHaTPeIllHA peBU3Hja

Pegen 6poj 72

[Mudpa YITP0101B01000
Hugo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTo BHaTpelieH PeBU30D
bpoj na usBpmuTenn 1

Oxrosapa npej

Pakosoguresnor Ha OfeneHue 3a BHaTPeNTHa peBr3uja

Buj Ha obpa3oBanue

ExonoMcku vau [IpaBHU HayKu

I pyru mocebuu yciosu

2 roguHU pabOTHO MCKYCTBO BO 00OJiacTa Ha BHATpEeNIHATA WJIM
HaJIBOpelIHaTa peBu3uja

Mo3HaBamkeé Ha 3aKOHOT 3a jaBHA BHaTpellHa (QUHAHCHCKA
KOHTpOJIa

Paboruau enun

-e(pUKACHO CIIpOBe/lyBakbe HA TPONMUCUTE U TIOCTANIKUTE 3a
BHaTpeIlllHa peBU3Uja

PaboTHu 3agauym 1 06BpCKU

-ja crmpoBepyBa TIporpaMara 3a BHaTpelllHA peBU3Hja, ro
uHpoOpMHUpa PAKOBOJUTE/IOT HA pPEBUAMpPAHATA OPraHU3alMOHA
eMHUIA 33 TIOYeTOKOT HA peBU3HjaTa U ro Mpe3eHTHpa MUCMOTO
33 OBJIACTYBAHE;

-TM TPOyYyyBa [JOKYMEHTUTE U COCTojouTe 3a chopmuparbe Ha
00jeKTHBHO MMCJIeHe, TH 00pa3yiokyBa HAOLUTE, OOjeKTUBHO U
BUCTUHUTO BO MucMeHa (hopMa, I'M MOTKPeIyBa co J0Ka3u, Be/JHaLI
ro uHbopMupa pakoBoauTenoT Ha OfjleIeHHeTo ako BO TEKOT Ha
peBu3HjaTa ce I0jaBU COMHEXK 3a HEperyjapHOCT, M3MaMa WJIU
KOPYIIIUja, KOj MOXKe [1a Pe3yJITUPa CO KPUBUYHA, TIPEKPIIOUHA WU
JMUCITUIJIMHCKA MOCTANKa U ro U3BECTyBa BeHAI PAKOBOUTEJIOT
Ha OppeneHVeTo BO CJ1y4aj HA KOH(MIMKT HA UHTEPECH BO BPCKA CO
peBu3njaTa;

-BpIIIM TeMeJIHA MPOIleHKA Ha YCOrIaceHOCTa Ha paboTeHeTo Ha
AreHuujaTta co 3aKOHCKWTE, MOJ3aKOHCKMTE W WHTEPHUTE aKTH,
MpoIfeHyBake Ha  (YHKIIMOHUpPAkeTOo Ha CUCTEMUTE 34
(buHaHCHMCKO yhOpaByBake U KOHTpPoJAa U WMH(MOPMATUUKO-
TEXHOJIOUIKUTE CUCTeMU Ha AreHIujaTa, ja IpOBepyBa TOYHOCTA U
KOMILUIETHOCTA  HA  CMETKOBOJCTBEHATa  eBUJEHIWja U
(bunancuckuTe wuU3BeIITAM W M TPOBEPYBA E€KOHOMUWYHOCTA,
eduKacHocTa U eheKTUBHOCTA Ha PabOTEH-ETO U KOPUCTEHETO Ha
cpejicTBaTa Bo AeduHUpaHa 00/1aCT Ha AaKTUBHOCTU UJIU MPOTPamMu
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Ha AreHITujaTa;

-MOArOTBYBa HALPT-PEBU30PCKM M3BEINTaj KOj ro pasrjiefyBa U
yCorjacyBa Co OATOBOPHUTE JIKI[a BO AreHIUjaTa U TO NOCTaByBa
HALPTOT ¥ KOHEYHHUOT M3BEIITA] [0 pPAKOBOZUTEJOT Ha
OppeneHueTo;

-r¥ Bpaka OpUTMHAJIHUTE OKYMEHTH KOra Ke 3aBpliy peBU3HjarTa,
a [IOKOJIKY ITOCTOM COMHEXX KOj MO)Ke /ia JIoBeJie 10 KPUBUYHA,
MpeKpIIoYyHa WIM [JUCHUIUIMHCKA IIOCTamka TI¥  [OCTaByBa
IOKYMeHTUTe [0 [AUPEKTOpPOT Ha AreHIujaTa co TOTBpAa 3a
HUBHHOT IIPHEM, CO LIeJI TOj 1a M IIpe3eMe MOTPeOHUTEe MePKU;

-TO  CJIed  CIPOBeAYyBalmeTO Ha IIpe3eMeHuTe MepKd of
PAaKOBOAUTENMTE HA OPraHU3ALMOHUTE €AMHUIM BO AreHIujaTa,
yne paboreme OWIO IpeaMeT Ha peBU3Mja, BP3 OCHOBA Ha
MpenopakuTe of peBU30PCKUTE U3BEIITAY;

-IaBa CTPy4YHa IIOMOII, COBETH M BPIIM MEHTOPCTBO Ha
AIMMHUCTPATUBHUTE CJIYKOEHUIIN Off TIOHMCKO HUBO;

-y4eCTBYBa BO OI[€HYBAKETO Ha aAIMUHUCTPATUBHUTE CJTY KOEHULIM
BO AreHLMjaTa ¥ BO APYTM HHCTUTYIINH,

-copaboTyBa €O OPYrUTe AOMUHUCTPATUBHU CIY)KOEHUIIM Off
AreHuujara.

VI [IPEO/IHU U 3ABPIIHU OJIPEJ/IbA

Ynen 15
OBoj [IpaBUIHMK MO)Ke [Ja Ce M3MeHM M AOIMOJHM Ha HAa4YMH M BO IIOCTAllka KaKo 3a HEroBOTO
JIOHECYBaH-€.

Yien 16
Co BireryBameTo BO CiJia Ha 0B0j [IpaBUIHKK IpecTaHyBa fa Bayku [IpaBUIHUKOT 3a cUCTeMaTHh3alyja
Ha paboTHUTe MecTa Bo AreHijara 3a agmuaucTpanyja 6poj 01-2426/1 ox 01.09.2011 roguna, 6poj 01-1956/1 ox
18.05.20120 ropuna, 6poj 01-1956/2 og 07.09.2012 roguna, 6poj 01-1956/3 og 11.09.2012 roguna, 6poj 01-114/1 of
04.01.2013 roguna, 6poj 01-114/2 op 17.07.2013 roguna, 6poj 01-409/1 op 24.01.2013 roguna, 6poj 01-1509/1 og
23.07.2014 rogusna, 6poj 01-1509/2 ox 02.09.2014 roguna, 6poj 01-1509/3 ox 31.10.2014 roguna, 6poj 01-1509/4 ox
23.12.2014 roguna , 6poj 01-445/1 ox 21.01.2015 roguna u 6poj 01-445/2 op 02.02.2015 roguHa.

Unen 17

OBoj [paBuwiHMK BiieryBa BO Cujla CO JeHOT Ha [IOHECYBaH-e€TO, a Ke ce MpUMMeHyBa Mo jJobueHata
COTJIACHOCT 0ff MUHUCTEPCTBOTO 38 MH(POPMATUUKO OTIIITECTBO U aJMUHUCTPAIUja.

26.05.2025 roguna IUPEKTOP,
I-P JbYBUIIA KAPAMAHIU ITOITYEBCKHU
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