3ATBEPI)KEHO

HaKa30M B.0. HAUYaJbHUKA TEPUTOPIaAIEHOTO
ynpasiinug JlepxaBHoi cyI0BO1 afMiHiCTparlii
VYxpainu B KuiBchkit o0macTi

01.06.2018 poxy Ne 55

‘ YMOBHA
NpoBeJeHHS KOHKYpCY

Ha 3aliHATTS IOCaU AepXKaBHOI cIyk0u kareropii «b» - 3acTynHUKa KepiBHUKa anapary 3rypiBCbKOro palOHHOTO Cy Iy

KuiBcekoi odnacri

3arajbHi yMoBH

ITocamoBi 000B’A3KkH

1.OpranizoBye Ta 3a0e3mnedye HaJleXXHY poOOTY MpalliBHHKIB amapaTty CyOy, iX B3aEMOMIII0 Y
BUKOHaHHI 3aBlaHb, IOKJIAJEHUX Ha amapar Cyay IIOoJO0 OpTraHizaliifHoro 3abe3rmeueHHs
TISTBHOCTI CYIy.

2.Po3nonunsge 00OB'SI3KM MK IpalliBHUKaMH KaHUENSpil Cyay, KOHTPOJIIOE BUKOHAHHS HUMH
(G yHKIIOHATEHUX 000B'SI3KIB.

3.KonTpomoe pobOOTy Ta HaleXHe BEACHHA CYIOBOI CTaTHCTHKH, ILITOBOJCTBA Ta apxiBy,

Konugikaliiinoi podoty, BeneHHs 010Ii0TeKH Cyny BiAMOBIAHO M0 IHCTpyKITil 3
TI1JIOBOJICTBA.

4.Ilpuitmae yyacTh y 3H1MCHEHHI OpraHi3alliiHMX 3axXOiB MO0 IIATOTOBKU OIEPATHBHHUX
Hapa.

5.BHocuTh KepiBHHKY amapary IpOIo3ulii A0 IulaHy pobOTH CyAy, KOHTPOJIIOE Xim ix
BUKOHAHHS.

6.Ilpuiimae ydacTp y choinbHIA poOOTI MpaliBHUKIB amapaTy CyAy B XOAlI IiATOTOBKH
HeOOXITHUX MarepialiB y pa3i BigHECeHHS IHTAHbL N0 KOMIIETEHIli MeKiTBKOX TpalliBHHUKIB
arapary Cyny.

7.0prasizoBy€e MOIATOTOBKY Ta Iepefady IO apxiBy Cyay CYAOBHX CHpaB 3a MHHYJI POKH,
POBa/KEHHs Y AKUX 3aKiHYeHO, a TaKoX iHIIOI JOKyMeHTalii KaHuenapil cyay 3a MHHYII
DOKH.

8.OpranizoBye poboty 3 00niKy Ta 30epiraHHsi CyJOBHX CIIpaB, PEYOBUX JOKa3iB, JOKYMEHTIB

NIEPBUHHOIO O0JIIKY.
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9.BHOCHTE KEPIBHHKY amapaTy CyAy IpPOIO3HIii Ta po3pobiise MPOeKTH CTPYKTYPH, IITATHOIO
pO3NMCYy 1 KOLITOPHCY BHUTpPAT Ha YTPHMaHHS CyAy Ha 3aTBEPPKEHHs B YCTAHOBIEHOMY
MOPSAAKY.

10.36upae mpomo3miii IOAO CKIagaHHS HOMEHKIATYPH CHpaB CyJly, y3arajibHIOE IX, 3a
MOTrO/UKEHHSIM 13 KepiBHMKOM amapary (opMye HOMEHKJIATypy CHpaB Cyay Ta icis
[OTOJXKEHHS 3 BiIIOBIJTHUMH apXiBHIMH YCTaHOBAMHU ITOJIA€ Ha 3aTBEPIKEHHS TOJIOBI CyIy.
11.BHOCUTE KepIBHHKy amapaTy IpOIO3HLil 3 KaJApOBHX IHTaHb, 30KpeMa MO0
3aIIPOBAKEHHS B anapaTi CyJly HOBHUX II0Ca/l Ta CKOPOYEHHS iCHYIOUHX, IIO/I0 IPH3HaYeHHs Ha
M0Caji B arapar cyay, IepeBeJieHHs Ha 1HIII I0CaIy, 3BITbHEHHS 3 [0cajl, MPUCBOEHHS PAHTIB
JEPXKABHHUX CIIY’KOOBIIiB, 320XOYEHHS, 3aCTOCYBAHHS 3aXO[iB JUCILMILIIHAPHOIO BILUIMBY. Ta 3
1HITNX KaJpOBUX IMUTAHb.

12.040m0€ KOHKYPCHY KOMICilo Ui HOOOpY Ta MpHHOMY Ha Jep>KaBHY CIy»KOy IpalliBHHKIB
amapaTty cyay.

13.0pranizoBye poOoTy Ta Hale)XHe NOTPHMaHHS aKTiB 3aKOHOJABCTBA INOLO IIPOBEIEHHS
KOHKYPCHOTO B1J0OpY Ha IOCaIu JAepKaBHHUX CIYKOOBIIB amapaTy cyay, aTecTallii Ta mopidHoi
OLIIHKM BUKOHAHHS AEP>KaBHUMH CIIy:KOOBI[SIMH alapaTy Cydy MOKJIAJeHUX Ha HUX 00O0B’A3KIB i
3aBIaHb.

14.IIpoBoANTE HABYAHHS 3 Npal[iBHUKAMU KaHIIEIAPil CYIy.

15. KOHTpOIIIOE BeleHHs TOKYMEHTIB TIepBUHHOTO 061Ky, HOMEHKIATYPHHX CIIPAaB.
16.0OpranizoBye Ta KOHTPONIOE BEAEHHS KOHTPOJILHUX Ta 3BEJEHHX KOHTPOJIBHUX BUKOHABYMX
IPOBA/TKEHb.

17.3nificHIOC KOHTPOIE 32 CBOEYACHOIO 3/1a4€I0 CYOBHX CIIPaB JI0 KaHIENsPii Cy Ly, IPOBOIHUTE
aHANITHYHY POOOTY IMOJO CTPOKIB 3/1adi CIIpaB 0 KaHIEpil Cyay, FOTYE€ IPOIMO3HUILI II0H0
YAOCKOHAJIEHHS pOOOTH B [EOMY HAIPSIMKY.

18.31ifiCHIOE KOHTPOJIb 32 HAllPaBIeHHAM CYHOBHX CHpaB i3 CKapraM, MOJAHHAMH OO0 CYZIiB
BUIIIMX 1HCTAHIIH. -
19, KOHTpOJ'IEOG HpaBHJIBHiCTB BHUIIMCKH, 3aIllOBHEHHS, peecTpallii, HalpaBJIEeHHS BHKOHABUMX
JIOKYMEHTIB Ta IX BIIKIHKAHHS Y pa3i IPUIIHHEHHS BUKOHAHH.

20.Beze 0bmik Ta KOHTPOJIb 32 BUKOHAHHAM CYIOBHX JOPYY€Hb, 10 HAMIAILIA 3 IHIINX Cy/IiB
VYKpaiHu Ta IHO3EMHUX JIEPKAB. |
21.0pranizoBye Ta 3a0esnedye Hale)KHE 3IiHCHEHHS NPUHAOMY TI'pOMaifdH MpaliBHHKAMU
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KaHIEeapil cyay.

22.30iMCHIOE opraHizalliiiHi 3axoAW INOJO0 BIPOBaPKeHHS B poOOTY cyay iHGopMaliidHuX
TeXHOJOriH, (yHKIIOHYBaHHS aBTOMATHM30BAaHOI CHCTEMH JOKYMEHTOOOITY, BHUKOPHCTaHHSI
3aco0iB [HTepHeT, BUKOHAHHS 3aBIaHb 3 (hiKcallil CyIOBHX MPOIIECiB TEXHIYHUMHU 3acobaMH Ta
iHIITe.

23.3abe3neuye Ta KOHTPOIIOE CBOEYACHICTh OTPUMAHHS Ta BIAMPABKY OGMIIHHUX eTeKTPOHHIX
; TTFCTIB €JIEKTPOHHOIO IMOIITOO CYY.

24.3abe3neyye BUKOHAHHS Ta HeOOXijHe NOTPUMAaHHA NPaBHUJ OXOPOHM Ipalll Ta 3aBlIaHb
IPOTHITOKEKHOT OE3IMEKH.

25.bepe yuacTh B aHaniTUYHIA poOOTI 3 TUTaHb OpraHizallii AUTOBOACTBA B CY/Ii.

26.Bene obnik MaTepialbHO-TEXHIYHUX 3aCO0IB Cyay.

27.BukoHye 3aBIaHHs IIOJ0 HiATPUMAHHS NPUMILIECHHSA CYIy Y CTaHi HPHAATHOMY IS
HaJeXHOro HOro (QyHKUIOHYBaHHS, IPOBEJEHHA KalliTaJlbHOro Ta IIOTOYHOI'O PEMOHTIB,
TeXHIYHOTO OCHAIleHHS IPUMIIeHb, CTBOpeHHS Oe3meYHHMX Ta KOM(OPTHHUX YMOB s
TIpaIliBHUKIB Ta 0cCi0, sIKi IepeOyBaroTh y Cyi, 3a0e3reuye HasBHICTh HEOOXITHIX pecypciB Ta
OpITexHiKkH, be3nepeldiitHe 11 PyHKIIOHYBaHHS.

28.3abe3neuye 00K Ta ys3arajabHEHHs IMPONO3MIIH 1 3ayBakeHb, BUCIJIOBJIECHUX Ha 300pax
CYJTIB CYAY.

29.bepe y4acTh y po3TIIsi/i 3asB, CKapr Ta IPOTIO3UIIIH TPOMAaIsH, IO HAAXOAITH IO CYIY.
30.bepe ydacTs y poOOTi 3 MJIaHyBaHHS Ta MPOBEACHHS MOOUTI3aLIMHOI Ti/ITOTOBKA B CY[i B
YMOBaX BOEHHOTO CTaHY.

31.bepe yuacTh y 3a0e3neueHHi Oe3nekW Cy[aiB 1 IpaliBHUKIB amapaTry Cydy B YMOBax
HaJ3BUYaHHUX CUTYyaIliif Ta HAJ3BUUAHHOTO CTaHy.

32.3abe3neuye po3poOJeHHs IIPOEKTIB BiANOBIIHUX aKTiB CTOCOBHO OpraHizauii BHYTpIIIHBOI
[ISIBHOCTI CYy.

33.3abe3medye Halle)KHy OpraHizalliro poOOTH 3 JOKYMEHTaMH B amaparti Cyay, IPaBHIbHICTE iX
o(OpPMIIEHHS Ta CBOEYACHICTh MMPOXO/KEHHS, IPUUMAaHHSI, PEECTPALlii 1 eKcreauiiHOT 00poOKH.
34 BukoHye HOpydYeHHsS KepiBHHMKa amapary cyJy IIoJ0 opradizauii poboTd amapary cyny,
BUKOHYE 1HIIN TOPYYEHHS FOJIOBU CYY.

35.BukoHye 00OB’s3KH, Oe3lmocepeqHbO TOKIAJeHI Haka3aMH TOJOBH CYIy Ta KepiBHUKA

amaparty Cyny.
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36. Bene xaapoBe Ai710BOJICTBO B CY/Ii.

VYMOBH OILIaTH Mparii

IlocamoBmii oxmaxg - 9300 rpH., HagbaBKa 3a paHr, BIANOBIOHO A0 mocTtaHoBH KabiHerty
MinicTpiB Ykpaiam Big 18.01.2017 Ne 15 "ITuTaHHs oIiaTH Ipalli IpalliBHHKIB JepKaBHUX
opraHiB", HanOaBKy, BUILIATH, Ipemii BiamosigHo mo ctateit 50, 52 3axkony VYkpainu "IIpo
nep>KaBHY CIyk0y".

Indopmarllis 1po CTPOKOBICTH UM
0e3CTpOKOBICTh  NpU3HAYEHHS Ha
nocasy

besctpokoso

ITepenik TOKYMEHTIB, HEOOX1HHX
JUTSl Y4ACTI B KOHKYPCI, Ta CTPOK X
IIOJAHHS

1. Komis macnopra rpoMajisHuHa Y KpaiHu.

2. IlucpMoOBa 3agBa NMPO y4acTh Y KOHKYpC1 13 3a3HaY€HHSM OCHOBHMX MOTHBIB Uil 3aMHSATTS
TTOCaH, IO K01 JT0JTAE€THCS PE3IOMe YV TOBITBHIH QopMi.

3. ITuceMmoBa 3as1Ba, B SIKi# MOBIIOMISETHCS, IO /IO TIPETEHACHTA HEe 3aCTOCOBYIOThCS 3a00POHH,
BU3HAUEHl YACTHHOIO TpeThor abo uerBeproio crarti 1 3akony Ykpaimu «lIpo ouuieHHs

BIIAIM», Ta HANAEThCA 3r0fa Ha TIPOXOJDKEHHS IIEPEBIPKH Ta ONPHIIOJHEHHS BiJOMOCTEMH
CTOCOBHO TIPETeHAEHTA BiMOBIIHO /10 3a3HAYEHOT0O 3aKOHY.

4. Komis (komii) mokyMeHTa (JOKYMEHTIB) PO OCBITY.

5. Opwurizay NOCBITYEHHS aTeCTAallil 1010 BIILHOTO BOJIOAIHHS JePiKaBHOIO MOBOIO.

6. 3armoBHeHa 0c000Ba KapTKa IEPKABHOTO CITyKOOBIIS.

7. Hexnapanis ocoOu, yIOBHOBAaKEHOI Ha BUKOHAHHA (YHKIIH nep)kaBu abo MICLIEBOTIO
caMoBpayBaHHs, 3a 2017 pik (po3apyKoBaHUN MPUMIPHUK 13 cailTy HallloHanpHOro areHTcTBa 3
MUATaHb 3a100iraHHs KOPYIIILT).

JoxymenT npuitmMaroTecst 10 16 rog. 45 xB. 22 uepHs 2018 poxy 3a axgpecoro: M. Kwuis,
ByJ. JXKunsHcoka, 58-b, kim. 12.

Micre, yac Ta 1ata mo4aTKy
MIPOBeAeHHS KOHKYPCY

27 uepBHs 2018 poky o 11.00 roz.
3a agpecoro: M. Kuis, Byn. XKunsinceka, 58-b

Ilpi3Buine, iM’4 Ta M0 OATHKOBI,
HOMep TesleoHy Ta azpeca

€JIEKTPOHHOI ITOIITH 0CO0H, siKa
HaJla€e JOJATKOBY iH(MOpMaIIito 3

CwipnoBa [lapis BikTopiBHa,
(044) 234-05-00,
inbox@ko.court.gov.ua
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TIHTaHp ITPOBEACHHA KOHKYPCY

Kpanigikaniiini BHMOTH

1 |Ocsita BHIIA OCBITA 32 OCBITHIM CTyII€eHEM He HK)KYe MaricTpa y ramy3i 3uanb "IIpaBo” 3a
cnenianeHicTIO "IIpaBo", y ranysi 3nans "ColliasibHi Ta MOBEIiHKOBI HAyKu" 32
crenianbHicTIO "ExoHOMIKa", y ramy3i 3HaHb "YpaBiIiHHs Ta aAMiHicTpyBaHHA" 32
cnenianpHocTIMH: "@iHaHCH, OaHKIBCHKA CcIIpaBa Ta cTpaxyBaHHs", "OO0mik i
onogaTtkyBaHHs", "Menepxment", "[1y6iiune ynpaBiaiHHS Ta agMiHICTpyBaHH"

2 |locBix pobortu TOCBiJ poOOTH Ha Iocaiax Jiep kaBHol ciIy)k0u kaTeropiit "B" uu "B" abo mocBif ciyx0u B
OpraHax MICI[EBOIO CaMOBpPSIIyBaHHsI, a00 JIOCBL poOOTH HA KEePIBHUX IOCanax
M1AIPHEMCTB, YCTAaHOB Ta OpraHizalliii He3aJIexHOo Big GopMu BIaCHOCTI He MEHIIIe OHOTO

POKYy.

3 BOJIOIIiHHH ACPKABHOIO MOBOIO BiJIbHE BOJ'IO,[[iHHH ACPKaBHOO MOBOHO

Bumorm 10 koMneTeHTHOCTI

Bumora KoMrioneHTH BUMOTH
1 |YMiHHS npaioBaTH 3 BrneBHeHuH kopucryBad [IK (Microsoft Word, Microsoft Excel, Microsoft Power Point,
KOMIIT’ FOTEpOM Microsoft Outlook, Internet), BiibHe KopucTyBaHHsA 3akoHOjaBuo0 Oazoro JII'A 3AKOH,

€IMHOIO CYHOBOIO 1H(OpMAIiHHO-TEeIeKOMYHIKAIIIHHOIO CHCTEMOI0, E€IHHUM AepXKaBHHUM
PEECTPOM CY/IOBUX PIlLICHb

2 |dinogi sikocTi ‘ 1) a"HaniTU4Hi 316HOCTI;

2) nianmorose CITUIKYBaHHs (ITMCBMOBE 1 yCHE);
3) HaBUYKHU KOHTPOJIIO;

4) BMIHHS BECTH IIEPEMOBHHH;

5) CTPecOCTIHKICTS;

6) YMIHHS TIPAITIOBATH B KOMaH/I

3 |OcobucTicHi SKOCTI 1) iHHOBaLlIHHICTH;

2) 1HILIaTUBHICTE;

3) AUCHHUILTIHOBAHICTE,

4) TaKTOBHICTB;

5) BiATIOBIIATBHICTH,

6) eMotiitHa CTabiTbHICTb.
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IIpodeciiini 3HanHs

Bumora KoMmrionenTu BuMoru

3HaHHS 3aKOHO/IaBCTBA 3HaHHS:

Konctutynii Ykpainu;

3akony Ykpaiau “IIpo nepxaBHy ciyx0y’’;
3akoHy Ykpainu “TIpo 3anoGiranHs Kopymii”.

3HAHHS CcIeNiaJbHOro
3aKOHOJIaBCTBA, 1110 MOB’sI3aHe i3
3aBIAHHSAMM Ta 3MICTOM pPoOOTH
Iep>KaBHOT'O CIIy>KOOBIIS
B1{ITOBITHO O ITOCAT0BOI
IHCTPYKIIii (IIOIOXKEHHST PO
CTPYKTYpPHHUH ITiAPO3.ILI)

3akonu Ykpainu "Ilpo cynoyctpiit i craryc cymmis", "Ilpo Bumy pamy mpasocynns”, "IIpo
3aXHCT nepcoHanbHuX Aanux", "IIpo 3BeprenHs rpomansga”, "IIpo iHdopmario", "IIpo moctyn
no my6imivnoi iHpopmanii”, "IIpo oummenHs Biagu", 3akonu Ykpainu:, , "IIpo moctym mo
cyaoBuXx pimeHs", Kogekc 3aKOHIB ITpo mpamo YKpaiHu.




