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JOJIKHOCTHASA NTHCTPYKIUA

OBIIME ITOJIOKEHUA

HaCTOHH_IaH AOJDKHOCTHAsA HWHCTPYKLOUA OHNPCACIIACT q)YHKL[I/IOHaJIBHBIe O6$I3aHHOCTI/I, npasa "
OTBETCTBEHHOCTH 3aBeaymomiero ouonuorekor YOBMK «Aspxany (manee — KOUiemx).

3aBeayrouiuii OnbINOTEKO HEMOCPEACTBEHHO MoUUHsIeTCs J{upekTopy Kosiemxka.

Ha nmomkHOCTh 3aBeiyromero OMOMMOTEKOM TpYIIbl Ha3HAYAeTCS JIUIO, HMMEIOIISe BBICIICE
oOpa3oBaHmUe.

3aBeayronuii OMOINOTEKOM JOHKEH 3HATH:

- PYKOBOJSIIHME MaTEpHAJIbl OPTaHOB, PErIAMEHTUPYIOIINX padoTy OMOIHOTEK 00pa30BaTEIbHBIX
YUPEKICHUH;

- JICHCTBYIONIYIO CUCTEMY KBATM(UKAIUN JOKYMEHTAITUH,

- TOCYIapCTBEHHBIE CTAaHAAPTHI HA TEXHUYECKYIO TOKYMEHTAIHUIO

- TIOJIO)KEHUSI, HHCTPYKIIMH U JPyrue HOPMATHBHBIC JOKYMEHTHI TT0 OMOIMOTCUHOMY JIEITY;

- TOpAIOK 0(OPMIICHUS U METOJIbI BOCCTAHOBIICHUS KHUT U JJOKYMEHTOB;

- OCHOBHI JICJIOTIPOU3BO/ICTBA;

- TIpaBWJIa ¥ HOPMBI OXPAHbI TPYy/Ja, TEXHHKH 0€30MTaCHOCTH ¥ IMMPOTUBOTIOKAPHOH 3aIlUTHI;

- TlonuTtHky B 06J1aCTH Ka4ecTBa;

- TpeOoBaHMs BHYTpeHHEH JokyMeHTannu CHUCTeMbl MCHEDKMEHTA KauecTBa.

Ha Bpemsi orcyrctBusi 3aBemyromiero OMOIMOTEKON (KOMaHAMPOBKA, OTITYCK, OOJIE3Hb, Tp.) €ro

00513aHHOCTH HCIIOJTHSET JIMII0, KOTOPOE HECET OTBETCTBEHHOCTH 32 HAJIEKAIIee X UCTIOTHEHHE.

JOJOKHOCTHBIE OBA3AHHOCTH

3aBeayromnuii ONOINOTEKOM

- opraHm3yer paboTy OMOJMOTEKH, 0OecrednBaeT MPUEM M PETHCTPAIMI0 BHOBb MOCTYMHUBIIEH
JUTEPATYPHI;

- OCYIIECTBJISCT IUTAHUPOBAHKE, BEACT YUET M COCTABIISICT OTYCTHOCTh PabOTHl OMOJIMOTEKH;

- BEJCT MHBCHTAPHYIO CYMMApPHYIO KHUTY U COIPOBOMTEIBHYIO TOKYMEHTAIUIO;

- OIMCBIBACT MOPAIBHO YCTAPEBIIYIO U [0 BETXOCTH JIUTEPATYPY;

- y4acTBYET B OOJIACTHBIX M TOPOJICKUX CEMHUHApax;

- OpraHu3yeT IIOJrOTOBKY M MPOBEICHUE IUIAHOBBIX TEMATHUYCCKUX MEPONPHUATHH U
KOH(EPEHITNH,

- BHeJpseT B pabOTy Mepe0BOU OTIBIT,

- PYKOBOIHT pabOTHHKAMU OUOIHOTEKH;

- JOBOJUT JO CBEICHHUS IIEAarorH4ecKMX paOOTHUKOB KOJUIeKA HH(POPMAIUMIO 110 BHOBH
U3/IaBacMOil IuTeparype;

- TOTOBUT MH(OPMAIHIO B TOJJOBOI OTUET KOJUIEIKA O pab0oTe OMOIMOTEKH U TEKYIIUE CIIPABKH;

- COBMECTHO C TMpeACeIaTeNIIMH  I[UKJIOBBIX KOMHMCCHH  OIpenesieT IOTPeOHOCTH B
MEPUOINYCCKUX M3IaHUX JIJIsl oOectieueHus: yaeOHOoro mpoiiecca,;

- BHOCHT MPEATIOKEHUS IO 0OHOBICHHUIO OMOIMOTeUHOro POHA,

- TpPOU3BOJIUT TpUEM TOJ JHUYHYI0O OTBETCTBEHHOCTh BCEro UMYyIIecTBa OUOIUOTEKH U
obecreynBaeT ero COXpaHHOCTh U MPaBUIBHOE UCIIOJIH30BAHUE,

- obecreynBaeT KOMILIEKTOBaHHE OWOIMOTeYHOro (oHIa uYepe3 MECTHhIE MarasHuHbI, IMOYTY,
KOJUIEKTOP C UCTIOJIb30BaHUEM TJIAHOB M3JATEILCTB U 3asBOK MPEIoIaBaTeNei;

- o0ecreynBaeT CBOEBPEMEHHYIO 00pabOTKY KHHKHOTO (poHAa;

- TPOU3BOJUT BEACHHE HWHBEHTAPHOTO W CyMMapHoro ydera (OHAA, COCTaBIIEHUE
CUCTEeMAaTUYECKOTO ¥ aNn(aBUTHOTO KAaTaJIOTrOB,;

- TPOU3BOJUT MEPUOJAMUYECKUN OCMOTpP KHIKHOTO (DOHAA CO CHEIHATUCTAMH C LENbI0 YAaTCHHUS
W3 HETO yCTapeBIlel U HEHY)KHOU JTUTepaTyphI;

- CBOEBPEMEHHO CIHHCHIBAET BETXYI0 U YTEPSHHYIO JHTEpaTypy, 3alHChIBaeT B HHBEHTAPh
MOCTYIUBIIYIO JTUTEPATyPy OT YUTATENel B3aMEH yTePsIHHOM;
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o0ecrieuynBaeT CBOCBPEMEHHBIH PEMOHT JIUTEPATYPHI;

Opranu3syeT paboTy YHTAIBHOTO 3aJ1a,

obecrieunBaeT yuTaTeNnei IMTepaTypoi no Mexx0ndIMoTeUHOMY A0OHEMEHTY;

MIPOU3BOIUT O(DOPMIICHUE IMTOAMMCKH HA MIEPHOMICCKYIO TIeUaTh JUIsT OMOIUOTEKH;
OCYILIECTBJISIET IPOBEACHUE:

® UYUTATEIbCKUX KOH(EPEHINH U JHCITYTOB,;

® JIUTEpATYPHBIX BEUYEPOB U BUKTOPHH;

e 0030pOB HOBBIX MOCTYIUICHUH 1 Oece]] B yIeOHBIX IpyIax;

® KHIDKHBIX BBICTABOK;

OpraHu3yeT MPOBEIECHUE M3YUYEHHUS YUTATEIbCKMX MHTEPECOB U Oecel O KHUTEe KaK MCTOYHHKE
3HAHUM;

OpraHu3yeT MoA00p JUTEPaATyphl AJIs 3aHITUH B KPY)KKax U CEMUHapaXx, OKa3bIBaeT MOMOIIb B
noaoope MaTepHuaoB;

BEJIET y4eT paboThl OMOIMOTEKH U MPEJICTaBICHUE OTYETOB B aIMUHUCTPAIIUIO KOJUIEIKA;
COCTaBJISIET IIaH pabOTHI OMOINOTEKH HA TOJ;

CEMECTPOBBIM U MECSIYHBIN TUIAHBI YTBEPKAAIOTCS JJUPEKTOPOM KOJIEIKA;

obecrieunBaeT pa3padoTky Llenei B 001acTu KayecTna;

MOJJIEP’KUBAET B pab04YeM COCTOSIHUU U MOCTOSHHO ynydmaTh CucTeMy MEHEKMEHTa KauecTBa
KOJUIEDKA.

ITPABA

3.1 3aBenmyromuii OMOIMOTEKON UMEET MPABO:

BHOCHUThH Ha PAaCCMOTPEHUE AUPEKTOPA KOJUIEIKA MPEUIOKEHHS 110 YIYUIIEHUIO ASITeIbHOCTH
Y COBEPUICHCTBOBAHUIO METOJ0B pabOThI, 3aMEUYaHHUsI 110 JAESITEILHOCTU OTAEIbHBIX paOO THUKOB
KOJUIe[DKA, MpeliaraTh BapHaHTbl YCTPAHEHHUS HUMEIOUIUXCA B JEATEIbHOCTH KOJIIEIKa
HEJ0CTaTKOB;

y4acTBOBATh B OOCYXJACHUU BOIIPOCOB, KACAIOIIUXCS UCTIOJIHSAEMBIX UM 00sI3aHHOCTEH;
OCYILIECTBIISITh  B3aMMOJICHCTBHE C COTPYOHHKAMU BCEX CTPYKTYPHBIX IOJpa3/ieieHHi
KOJUIEDKA;

3ampamuBaTh JMYHO WM [0 TMOPYYEHHUIO JUPEKTOpa KOJUIEIKa OT PYKOBOAUTENCH
CTPYKTYPHBIX MOJpa3AeICHU M OTIENbHBIX CHEIUAINCTOB HMH(POPMALMIO U JOKYMEHTHI,
HE0OX0IMMBIE /U1 BBIIOJHEHUS €0 JI0JDKHOCTHBIX 00sS3aHHOCTEIH;

MOANKCHIBATH U BU3UPOBATH JIOKYMEHTHI B MIPE/ieax CBOCH KOMIIETEHIUH.

OTBETCTBEHHOCTbD

4.1 3aBenayrouuii OuGINOTEKOI HECET OTBETCTBEHHOCTD 3a:

HUCIIOJIHCHUC (Haﬂnemamee I/ICHOJ'IHGHI/IG) CBOHX JOJDKHOCTHBIX O6HS&HHOCT€I‘/’I,
npeaAyCMOTPCHHBIX HaCTOEHleﬁ I[OJ'I)KHOCTHOﬁ I/IHCTPYKI_II/IGI‘/’I, B IIpcaciax, OIPCACICHHBIX
,Z[eﬁCTBYIOHlI/IM TPYAOBBIM 3aKOHOAATCIBCTBOM P ecny6nm<n KaSaXCTaH;

COBCPHICHHBIC B TIpOHECCE OCYHICCTBIICHUSA CBOCM OEATEIbHOCTH IIpaBOHAPYIICHHUA — B
npeaciax, OHNpCACIICHHBIX HeﬁCTBYTOHIHM AIMUHUCTPATUBHBIM, YI'OJIOBHBIM U T'PAKAAHCKUM
3aKOHOJAaTCIIbCTBOM PCCHY6JII/IKI/I Ka3aXCTaH;

NMPUINHCHHUEC MATCPUATIBHOT'O ymep6a — B IpCAciiax, ONpCACICHHbIX ﬂeﬁCTBYIOHlHM TPYAOBBIM,
YIr'OJIOBHBIM U I'PAXKIAHCKHUM 3aKOHOJAATCIILCTBOM PeCHy'6J'II/IKI/I KaSaXCTaH;

3a COXpaHCHUEC KOH(I)I/IIICHI_II/IB.J'IBHOI\/’I I/IH(I)OpMaI_II/II/I, HU3BECTHOU €My 110 poay €10 ACATCIIbHOCTH,
3a BBIIIOJIHCHUC ITPUKA30B, pacnomeeHHﬁ n nopyquI/Iﬁ PYKOBOJICTBA KOJICIKA,

BBITIOJTHCHHUC (I)yHKI.[Hf/'I, OMNPCACIICHHBIX B JOKYMCHTAIIUU Cucremsbl MCHCIPKMCHTA KauC€CTBa,
pcain3anuro IlonuTHKHU KOJUIEIKA B 00J1aCTH KavecTBa.
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