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SATNIPEIMAETCA HECAHKIHUOHHUPOBAHHOE KOIMMPOBAHUE JJIOKYMEHTA!
Hacmosuyuii dokymenm ne modicem Gbiinb ROMIOCMLIO WIH YACMUYHO 80CHPOUIEEOEN, MUPANCUPOGAH U
pacnpocmpanén bes paspewenus. [Ipedcedamens lpasnenusi-pexmopa HAQ « Topaiizeipos ynusepcumemy
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1 O0uue NoJoKeHud

1.1 MeTomuCT BBICIIEro YpPOBHsS KBaTH(QHKALHKM OTHOCHTCS K KaTeTOpHi
yue6HO-BCIOMOraTeNbHOTO NEPCOHATIA.

12  MeTogdcT  BHICIIEr0  YpOBHS — KBamvM(uKalupy — [IPHHHMACTCE M
0CBOBOKIAETCA OT 3aHHMaeMoll nOJDKHOCTH mprkasom Ilpencepatens [TpaBneHus-
pekTopa HekoMMepuecKoro akIMOHEpPHOro obmecrea (nanee — HAO) «Topaiirsipos
YHHUBEPCUTET?.

1.3 KpanudurayoHHsle TpeboBaHHs:

- BhIcliee OOpazoBaHWE B COOTBETCTBHH C obnacTei0  00pasoBaHUA
obyuaroLuxcs Kapenpss;

- HaBbIKU paBoTsI ¢ mporpamMmamu Microsoft Office (Word, Excel, PowerPoint),
Bitrix24, Sedo;

1.4 MeToOHCT  BBICUIETO  YPOBHSA kBanuUKAH  HEMOCPEACTBEHHO
MoAuUHAETCS 3aBeAyrolleMy KadeapoH, KOOpAMHATOPOM paboTEl TaKXkKe BEICTYIAeT
3aMeCTUTENTh fAeKaHa 1o yueOHoH pabote.

1.5 MeromueT BBICIIETO YpOBHS  KBandpukaruy —AOJDKeH 3HATH K
PYKOBOJCTBOBATHCS:

- Koscturynmedn Pecrmy6muxu KasaxcTaH (nanee — PK), npuHATOH Ha
peciyOIIMKaHCKOM pepepeHiyMe 30 aBrycra 1995 rona;

- TpynossmM koaexcoM PK ot 23 Hos6pst 2015 roxa Ne 414-V 3PK.

_ 3axoroM PK «O6 ofpazosanum» ot 27 urons 2007 roza Ne 319-HI;

- 3axonoM «O s3pikax B PK» ot 11lmwons 1997 rona Ne 151-1;

- 3axonoM «O Hayke» or 18 despas 2011 roga Ne 407-1V;

- 3axonom PK «O TexmuueckoM peryjlnpoBasui» oT 30 nexabps 2020 ropa,
Ne 396-VI,

- 3axonoM PK «O npoTHBOJEHCTBHU KOPPYMUHK) OT 18 wosbps 2015 roma
Ne 410-V 3PK;

-06 ofpemenceHMH IHLUEH3HAPOB B chepe o0Opa3oBaHusl YTBEPKIACHHOC
[MocTamopienuem I1pasurenscrsa PK or 21.11.2015 roma Ne 934

- MHBIMH HOPMATHBHBIMH paBOBHIMH akTaMi PK, perymHpyromue BOIPOCH
06pa3oBaHus,

- [IpaBunaMil BHY TPEHHETO PacropszKa HAQO «TopalirsipoB YHHBEPCHTET?;

- Konexcom xoproparueHoii 31ukd HAO «TopalirsipoB yHUBEPCUTED?

- Verasom HAO «TopalirslpoB yHHBEPCHTET?;

- KonneKTHBHEIM IOTOBOPOM;

- Muccueit, [Tomutuxoii u Liensyu HAO «TopafirklpoBs yHABEPCUTET?;

- TIporpammoii passutus HAO «TopaliTeIpOB YHHBEPCHTET» Ha 2023-2029
TOIB;

- OpPraHH3allHOHHO-PACOPAAKTENBHEIMU NOKYMEHTAMMU,

- vepapxuell CTPYKTYphl H HAIPABIEHHUAMHA [EATENbHOCTH HAO «TopaHrsipoB
YHHUBEPCHTET;

~
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3ANPELLAETCS HECAHKISHOHUPOBAHHOE KOMMUPOBAHUE JOKYMEHTA!
Hacmosnuli QoKymenm ne mMoicen Beiimb NOTHOCHIBIO AU NACMIHO BOCAPOUIGE0EH, MUPANCUPOBIH Y
pacnpocmpanén bes paspeutenun Ipedcedamenn Hpasnenus-pexmopa HAQ « Topaiizeipog YHUBEPCUMEM)
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- JOKYMEHTaMH CHCT€Mbl MEHEJ)KMEHTa KadecTBa B Ipefenax CBOMX
TMOJKHOCTHBIX 0053aHHOCTEH;

- JIOKYMEHTaMH, obecrieynBaIOILIUMHA (HYHKIIMOHUPOBaHHE CHCTEMBI
MEHEJPKMECHTA KaueCTBa;

- CTAHIAPTAMH, TEeXHHYECKHMH YCIOBUSMH, METOIMKON M HMHCTPYKUHUAMH IIO
1a60paTOPHOMY KOHTPOIIIO;

- [EepeJIOBBIM OTEYEeCTBEHHBIM U 3apyOeXHBIM OIBITOM B COOTBETCTBYIOIIEH
obnactd 00pa3oBaHUg WM HAYKH, METOAMKOM NpOBEINEeHHS U BHEAPEHHS HAy4YHBIX
WCCe0BaHuii ¥ pa3paboTok;

- NPUHLMATIAME KOHCTPYHPOBaHUs nabopaTopHbIX NpuOopos U 000pynOBaHUs 1
MpaBHIaMM HUX SKCIUTyaTauuy, oQopMIIeHNs Hay4HO-TEXHHYECKOH HOKYMEHTAlUH |
3asBOK Ha NpHoOpeTeHHe mpubOpoB, MATEpPHANOB, APYTHX CPEICTB, HEOOXOMUMBIX
nns nabopaTopuy;

- TIOJIOXKEHHUEM O CrelHabHON Kadenpe;

- OeJISIMU CTIeHaNBHOH Kadenpsl;

- HACTOSIIEH JHOMKHOCTHON HHCTPYKLUEH;

- IpaBUIaMKU ¥ HOpMaMU Oe30NaCcHOCTH ¥ OXpaHbl TPy Aa.

1.6 Ha Bpems orcyrcTBus MeTonucTa (OOJe3HB, OTIYCK, KOMaHIUPOBKA) €ro
00sA3aHHOCTH HCHOJHAET JHI0, HazHadeHHoe npukasoM llpencenatens [Ipasnenus-
peKTopa.

2 J1o/I’KHOCTHBIE 06S13aHHOCTH

2.1 O0wmne nanpasJjieHns paGoTel

2.1.1 OcymecTBiasier  paboTy 1O  OPTraHH3alMOHHOMY  OOecrnedYeHHIO
AJIMUHHCTPATHBHO-PACTIOPSAUTEIEHOM NesTeNbHOCTH Kadephl.

2.1.2 Bener  nmenmompou3BOACTBO B COOTBETCTBUM € YCTAHOBIEHHOH
HOMEHKIATYpOo# nen Ha Kadeape.

2.1.3 OcymiecTBIsSIET KOHTPONE 32 COOJIOJIEHWeM CHCTeMbl MEHEIKMEHTa H
KauecTBA O BHYTPEHHEM ACIONPOU3BOJCTEE.

2.1.4 Mcnonp3ayeT B cBoeit paboTe snekTpoHHbH fokyMenToobopor «CO 0.

2.1.5 OcymecTBisieT CHUCTEMHBIH KOHTPOJIb 51 MOHUTOPUHT 3a
YKOMIIIEKTOBAHHOCTERIO Y4eOHO-METOAMYECKUX KOMIUIEKCOB AMCLUHIINH Kadeapsl,
y4eOHO-METOAMUECKHUM KOMILJIEKCOM CIIELHalbHOCTH.

2.1.6 Bener o06pabotky uHpOpPMauMd ¥ JHOKYMEHTOB [pPH TIOATOTOBKE U
MIPUHATHH PEIISHNHA.

2.1.7 Tlo nopy4eHuro 3aBelyrollero kadeApodl FOTOBUT IHCbMa, 3alpochl U
IpyTrUe NOKYMEHTEI.

2.1.8 ObecreunBaeT Kadeapy ¢ 3aBeAYIONHM CKIAAOM HEOOXOXMMBIMU
KaHUENSIPCKHMH NPUHAANIEKHOCTAMH.

2.1.9 CBoeBpeMeHHO riepefacT B apXuB JOKYMEHTHL.
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JATIPEMIAETCH HECAHKIITHOHHPOBAHHOE KOITHPOBAHWUE JOKYVMEHTA!
Hacmosuuil 0oxymenm He Moxcem Oblinb ROTHOCIHBIO W HACIHUYHD BOCHPOUIGEOEH, MUPAJCUPORAH U

pacnpecmpaién bez paspewenus pedcedamens Hpagrenusn-permopa HAO «Topalizupos ynugepcumeny
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2.1.10 BreimonHseT TeKYUIYH) ONepaTWBHYIO paboTy [0  HOPYUYEHHIO
3aBejyrolnero kadenpoi, 3amecTurens jekana 1o yuebHoil pabore.

2.1.11 ObecnieunBaer xadenpy HeoOXOOUMBIMHA MaTepuanamy, OpuGopaMH,
obopyroBaHHeM s TpOoBeAeHHs yueOHOH, y4eOHO-METOmWHEecKOH, HaydHO-
KCCIIeA0BaTeNbCKOH paboThL.

2.1.12 Tlo oxonyamuu JaboparopHbix pabor Meroamer  kadeapsl
«300TEXHOJIOIHS ¥ BETEPHUHAPHDY 00s3aH NIPOBEPHTE U IPHUBECTH B IOPSNOK pabouee
MeCTO, NpUOOpPEI annaparsl, BCe JIM CKASHKUA U II0Cya ¢ XMMUYECKHMH BEUECTBaMMU
3aKPHITH IPOOKAaMHK U TIOCTABJIEHB] HA MECTO.

2.1.13 ObecrieunBaeT TEXHHUECKOE HCIIOIHEHHUE JOKYMEHTAIMM Ha xadeape.

2.1.14 OpranuzoBbiBaeT u 0OOeCNeYMBaeT TIOATOTOBKY YUEOHBIX NOMEIIeHMH
KadenpEl K yueGHOMY Tporeccy, yueOHOH ¥ HayIHO-HCCIel0BaTeNIbCKOo padoTe.

2.1.15 Ilepexn yxomom MeTomucT 00g3aH MNPOBEPUTH, 3aKPHITHl JH OKHa,
BBIKITFOYHMTH OCBEIIEHHE, 3aKPHITh ayIHTOPHIO, NlepelaTh KINIOUH IeKYPHOMY OXpPaHbI
0 4eM CHEJNIaTh 3aMETKY B )KypHane.

2.1.16 BrirronnaseT paboTy ITO MOATrOTOBKE yieOHO-METOIMYECKHX WM HAyYHBIX
CEMHHAPOB.

2.1.17 TlpoBogut ¥ ohOpMISET €KEeroAHyI0 HHBSHTAPH3AIMIO KadeapanbHOro
o6opynoBaHMS.

2.1.18 IlpunepxuBaercs Komekca xopnopatuBHoi 3tukH HAO «Topalirsipos
YHUBEPCUTET .

2.1.19 Cobnronaer Tpebopanus no 6e30MaCHOCTH U OXpaHe TpyAa, NOKapHOI
0e30acHOCTH U MPOU3BOACTBEHHOH CAaHUTAPHY HA pafoueM MecTe.

2.1.20 bepexHo otHOocHuTcs K HMyIecTBy HAQO «Topalirelpos yHHBEPCHTETY.

2.1.21 Cobmonaer TpeOoBaHUs BHYTPEHHHX HOPMATHBHBIX JOKYMEHTOB
ObuecTsa U AeHCTByOLIErO 3aKoHOAaTeNbCTRA PK.

2.1.22 TpoxopuT dnrooporpaduiecKi OCMOTP Pa3 B of.

3 IlpaBa

3.1 MeTronuct BRICIIEro YPOBHS KBANM(DHKALUN UMEET IIPaBo:

1) 3HAKOMUTBCS C TIPUKA3aMH M PACTIOPSDKEHHSIMH PYKOBOJCTRA YHMBEPCHUTETA,
Ka)eAp5l, KaCAIOUIUMUCS ero AeITeIEHOCTH;

2) 3anpaliMBaTh II0 MOPYYEHHUIO 3aBelylollero XadeIpoll OT CTPYKTYPHBIX
nofpasfieneHul HHGOPMALMIO ¥ JOKYMEHTBI, HeoOXOAWMBIE JJISl BBITOJTHEHHS
BO3JIOKEHHBIX IIOPYYEHUN H 3aJaHuH;

3) BHOCHTH Ha pacCMOTpeHHE 3aBelyIoLIero Kabempol TIpeIIoKEeHNS,
HallpaBJeHHBIE Ha YIyULIeHHe NesTelbHOCTH Kapeaphl;

4) MOBBIIIATE CBOIO KBajdHU(pHUKAUWIO 0 HAIPABIECHHSIM MPOQecCHOHANBEHOH
NEATENBHOCTH.

5
SANIPEIZAETCSH HECAHKHHOHHWUPOBAHHOE KONHPOBAHUE JOKYMEHTA!
Hacmosuguii Qoxymenm He Moxcem Bunte NOXHOCHEIO WIN YACHITNNO OCRPOU3GEOEH, MUpaNCUPOsaH i

pacnpocmpanéu bes paspewenua {Ipedcedamenn Hpasnenusi-pexmopa HAQ «Topaiizuipos yuugepcumeny»
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4 OTBeTCTBEHHOCTDL

4.1 MeTonHcT BBICIIEr0 YPOBHS KBalU(PUKALUK HECET OTBETCTBEHHOCTH 3a:

1) Hewajyexkamiee HCIONHEHHE WM HEHUCIIONHEHHE CBOHMX JOKHOCTHBIX
00s3aHHOCTeH, PeyCMOTPEHHBIX HACTOSIIEH TOKHOCTHON HHCTPYKITHEH;

2) 3a coOMIOAEHNE YCTAHOBIIEHHBIX CPOKOB UCIIOJIHEHUS 3aaHUH U IOPYYEHMIH;

3) napywenue Ilpasun BryTpensero pacnopanka HAO  «Topaiirsipos
YHHBEPCHTETY;

4) pasrIallleHHe CBENEHUH, NpelHa3HaueHHBIX I ClyKeGHOrO IONL30BaHMs
ObmecTaa;

5)coBepuienre B IIpollecce  OCYILECTBJEHHS  CBOeH  [NeATENLHOCTH
[paBOHAPYLIEHHKH, ONpPEeJeeHHbIX e CTBYOLLMM 3aKOHOAaTENBCTBOM PK;

6) IpUYHHEHNE MaTepUaIbHONO yiuepba, MpejyCMOTPEHHOIO JIeHCTBYIOUIMM
3aKoHomarenscTBOM PK.

7) NpemOCTaBIEHHE NOCTOBEPHOH M KAueCTBEHHOH HH(OPMAIHH IO 3aIIpocy
PYKOBOJCTBA;

§) coBeprieHre B  I[POLIECCE  OCYILUECTBIEHHS  CBOGH  JIeSITEeIBHOCTH
MpaBOHAPYLLIEHUH, ONPENESICHHBIX ASHCTRYIOUUM 3aKOHOAaTeNLCTBOM PI(;

0) 3a He UCIONHEHUE YCTHOTO U MUCHEMEHHOTO PACTIOPSKEHIH PYKOBOACTRA.

5 BzaumocBa3u

5.1 MeTonuct BBICILIET'O YPOBHS KBaHpHUKALIH HETIOCPEICTREHHO
B3AUMOEHCTBYET ¢ 3aBEAYIOUMM Kaheapoh, COTpYAHUKAMU JIPYTUX CTPYKTYPHBIX
noapasaeneHuil GaxynsTera, o0IIECTRA.

5.2 BzaumopeicTBHE ¢ WHBIMU JOJDKHOCTHBIMM JIHLAMH H TOApasAeNIeHUsIMH
OCYIIECTBIACTCS IIPH YYACTHH COTPYAHUKOB COOTBETCTBYIOIINX MOApa3aAeIeHr .
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SANPEIAETCH HECAHKHHOHWPOBAHHOE KONMPOBAHULE JOKYMEHTA!
Hacmosuuii 0okymenm ne modicem Bpimb HOAHOCHbIO WIH YACHIUYHO GOCAPOU3ECOEN, MUPANCUPOGAN U
pacnpocmpanén bes paspeutenun lpedeedamenn Ilpacnenus-pexmopa HAQ «Topaiizeipos yrusepcumeny
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Ipunoxenne A

(oGs3aTenbHOE)
® CO CMK 4.01.6/01
JUCT COI'JTIACOBAHMS
Homxnocts, ©.H.0. Hara cornacosaHus IToamuce,
Hupexrop HR-ciyx0s1 _ /
Kakumena A. E. p2 12 20214 ropa 95":
. (nganicn)
H.o pyxoBoautens YI1Oul'3 /ﬂ
Caburona P. A. oL s 2044 roma

(noanuce)

HopMOKOHTpPOIIB:
UH)KEHEep 110 KaueCTBY /
OCuCMK
basxmerosal'. C. oL (i1 2044rona /

(NOMNKCH)
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3AMNPEINAETCA HECAHKIITMOHUPOBAHHOE KOITUHPOBAHHUE JOKYMEHTA!

Hacmoswguii doxymenm ne Modicem Gbins ROTHOCMBIO UAY HACIUYHO GOCHPOUSEEOEH, MUPANCUPOBAH U
pacnpocmpanén bes paspewenus [Ipeocedamens Ipasnenus-pexmopa HAQ « Topaiiceipog yrusepcument
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IIpunoxenue b

(obsi3aTenpHOE)
O CO CMK 4.01.6/02
JUCT O3HAKOMJIEHHW S
@.1.0. nmuna, JlaTa 03HaKOMICHHS C IMomnnce
O3HaKOMUBIIIETOCS C JOKYMEHTOM
JOKYMEHTOM
8 .

3ANIPEBIAETCH HECAHKHIHOHHPOBAHHOE KONMMPOBAHHE NOKYMEHTA!
HCICIHO}IH{HE‘E ()Ol\j/.rweh’ﬂl e MoJiceint Beline NOTHOCHIBIO WIH NACHIINIO G(JCIT/JUHBGE()(?H, mupaicuposan i
pacnpocmpanén besz paspewenus Hpedcedamenn Hpasnenmust-pexmopa HAQ « Topaiiceipos yinsepcumenty
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ITpuno:xkenne B
(obs3aTensHOE)

d CO CMK 4.01.6/03

JUCT YYETA HEPHOJNMYECKHX HPOBEPOK

Homep u Pesynstarsl Jara O.1.0. nuua, Ionnucs Jmna,
naTa MPOBREPKHU BHECEHUS | BHECILUErO 3aUCh | BHECLIETO 3aIIUCh
nprKaza 3anucu
i
9

JANPEWAETCS HECAHKIHMOHHUPOBAHHOE KONMPOBAHHE AOKYMEHTA!
Hacmosuuii doxysentn ne mooicem Bollite NORHOCHIBIO WIH HGCMUYHO GOCHPON3BEAEH, MUPAICHPOBAH 1t
pacapocmpanén bez paspewens [Ipedcedamenn Hpasaenun-perxniopa HAQ « Topail-sipog yirsepeuniems




IIpusosxkenne I'
(obszaTenbHOE)

o1 CMK 28.3-02-08/02

O CO CMK 4.01.6/04

JHUCT PETMCTPAIIMU UBMEHEHWNW U JONIOJIHEH | i

[Topsagxoseiit | OcHOBanKe Hara Hara O®.1.0. nuua, [Tonmice
HOMEP (Ne, nata | BBeJeHHs | BHECEHHS BHECIIIETO Iuna,
HU3MEeHEeHUS NpUKa3a) |M3MEHEHHS|M3MEHEHHS| H3MEHEHHe BHECHIETO
{'3MEHEHHE

i

_l‘

i
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SATIPEHHAETCH HECAHKUHOHHUPOBAHEOE KOITMPOBAHHE ZOKYME: F'A!
Hacmoswud Qokysenim ne Modicent Boimb ROTHOCHIBIO UAY HACINIE U0 BOCHPONSEENI, MUPa - pOsan
pacnpocmpanén bez paspewenus Ipedcedamens Mpacnenus-pexmopa HAQ « Topaiiouipos yineepcuments




