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Peny6nuka MakegoHuja
OCHOBEH CYQ1 KOYAHM

MPABWNHMWUK

3A BHATPELUHA OPFTAHU3ALIMJA U
CUCTEMATUSALIMJA HA PABOTHUTE MECTA
BO OCHOBEH CyQl1 KOYAHU



Bps ocHoBa Ha uneH 88 og 3akoHoT 3a CynosuTe, uneH 142 op 3akoHOT 3a cyacka
cnyx6a (Cn.secHuk Ha PM 6p.43/14) u un.2.un3 u und 04 3aKoHOT 33 W3MeHyBake U
AononHysaw-e Ha 3aKoHOT 3a cyacka cnyx6a (Cn.BecHuk Op.198/18),MpeTcenarenor Ha
OcHoeeH cyn Kouanu Japko Puctos Ha AeH 24.12.2018 roguHa ro goHece CnegHuoT:

MPABUWINHMWK

3A BHATPELWHA OPFAHU3ALIMJA U CUCTEMATUSALIUJA HA
PABOTHUTE MECTA BO OCHOBEH CYA] KOYAHU

.ONWTU OAPEABU
Unen 1

Co oBoj MpaBunHuk ce yTepaysa opraHusauujata Ha pabota, BULOT Ha paboTu u
paboTHUTe 3apaun, noceGHUTE YCNOBU 3a 3acHOBalwE Ha paboTeH opHOoC 3a coomBEeTHO
paboTHO MecTo 1 6pojoT Ha U3BPLIMTENN BO CyaoT.

Ynen 2

MNop paboTtn 1 paboTHW 3agaun BO cMucna Ha 0BOj lMpaBunHuUK ce noapasbupaar cute
paboTy WTo ce noTpebHu 3a ocTBapyBake Ha ®yHKUMWjaTa Ha CyQoT, OCBEH OHWE WTO CO 3aKOoH
W APYT NPONNC Ce BO HaANeXHOCT Ha NPEeTCceAaTenoT Ha CyaoT U cyauja Ha OBOj cya,.

Yneu 3
Pabotara Ha cygot ce OpraHusvpa BO ABa oAAena u Toa: KpUBMYEH W rpafaHcky oagen.
YneH 4

Cyacko-aaMUHMCTpaTMBHaTa paboTa BO pamKvTe Ha oafenuTe ce U3BpLUYBa BO CYACKU
MCApHMLIN 1 TOa BO pamKuTe Ha KPUBUYHMOT OAAEN - KPUBMYHA MUCAPHULA, NpPeKpLIOYHa
fCapH1La 1 NCapH1La 3a M3BPLUYBAtbe Ha CaHKUNM 1 BO PaMKWTE Ha rparaHcKvoT opaen -
rpafaHcka nucapHULE, BOHMAPHWYHA-OCTABUHCKA NUCAPHULA, nucapHuLa 3a NnatHWM Hanoaw,
AMCapHULIa 3a TProBCKM CMIOPOBU 1 CTeYa;.

Yneu 5

MpueMoT Ha nucmeHaTta, nogHecoun, nMcma w ApyrM ce BpWM BO npuemHaTa
nucapHuLa.

YneH 6

OBoj MpaBunHuk ce ocTBapyBa co HeroBa HenocpeaHa NpUMeHa u npeky cnposefysar-e
Ha TOINLLHNOT pacnopeA 3a paGoTa LWTO ro WsroTeyBa NpeTceaaTenoT Ha CyaoT W CYACKWOT
agMUHUCTpaTop.

Ako 3ronemeHnor obem Ha paboTa e og noTpaeH KapakTep Ke ce M3BPLUM U3MEHa Ha
0Boj NpaBunHuk.

Yneu 7

YTBpAyBareTo Ha paboTHUTE MecTa u ycrnosute notpebHu 3a obaByBare Ha paboTHUTE
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3agaqv ce BpLUM Bp3 OCHOBaA Ha GpojoT Ha npeaMeTuTe BO CyAoT U notpebarta cute cnyx6u Bo
cyaoT aa hYHKUMOHUPAAT CTPYHHO U aXKypHO.

Uneu 8

Il. KATETOPUUN HA PABOTHU MECTA

PaGotHute wM™ecta Ha cyackute cnyxbeHnum Bo OcHoBeH cya Kouawum ce
Knacudgpuumpaart BoO YeTUpW KaTteropmu 1 Toa:

- KaTteropuja A - cyackm agMUHUCTPaTop

- kaTeropuja b - pakoBogHu cyacku cnyxoeHnum

- kateropuja B - cTpy4Hu cyacku cnyxbeHnum

- kateropuja [ - NTOMOLLHO-CTPYYHU CYACKN CRyXGeHuLm

Bo pamkuTe Ha kateropwjute ce yTepayeaaT HuBoa Ha paboTHM mecTa.
YneH 9

PakoBogHM cyacku cnyx6eHuum

Bo pamkute Ha paboTHWTEe MecTa of Kateropujata A yTBpAaeH e cnegHuoT 6poj Ha
paKkoBOAHMW CYACKU cnyXO6eHnLm CO HUBO:

A2 - Cyackun agMuHUCTpaTop
Bo pamkute Ha paboTHUTe MecTa oA Kateropujata b yTBpaeH e crnegHuot 6poj Ha
PaKoOBOAHMW CYACKM CRnyX6eHnun CO HUBO:
B4 - PakoBoauTtesn Ha oaaeneHUe 3a MHPOPMATUKA......cccvummmenssssssanssssssssssassanssans 1
Ynen 10

CTpYyYHM CyACKU cnyX6eHuum

Bo pamkute Ha paboTHUTe mecTa of karteropujata B yTBpaeH e cnegHwoT 6poj Ha
CTPYYHU CYACKN CRy>XBEHUUM CO HUBO:

1. B1 - BULL CYACKN COBETHMUK ......oummeemmeensmmnmemnmmmnmnmmsmmnsnnnsssnsssnssssssssssesssnassasssssssas 1

2. B1 - CYACKN COBETHMK..iiiiiiiiiirenrannsisssssannnsessissssssssssssssnsensssiossssssssssnnssnsssssessannns 1

3. B1 - COBETHUK - UHDOPMATUUAP ....ccreerrertrentrerererersesrerervensesesnsennsnnansnammsnnssnnsnses 1

4. B2 - BULI CYACKN COPABOTHUK ...covrrrirriissnnsnnesnnsmssssssssssenssmnssmmmmsssssssssnsssssssassss 1

5. B3 - CYACKN COPABOTHMK ...ocvvenneiririiisssssnnsansernessssssssssssnnsennsnessssssssssansmsessnssssse 13

4 - MoMNan CYACKMN COPABOTHUK...ccuuriirrirrnnsernnerisasssssssnsesnnneesiesssssassssssnnssnnssssssssnne 4
Ynex 11

MNoMowHO-CTpYyYHU cyacku cnyx6eHnum

Bo pamkute Ha paboTHUTe MmecTa of kateropujata I yTBpaeH e cnegHuoT 6poj Ha
NMOMOLLHO-CTPYYHM CYACKN CNYXBeHnUn CO HUBO:

1. M - CamocToeH cyacku pedepeHT-BOANTEN HA MUCAPHMULA. ........cvvvrenniriessasens 6
2. 1 - CamocToeH cyacku pedepeHT - NpueM U ekcneamumja Ha cyacka nowra..1
3. M - CamocToeH cyacku pedepeHT - TEXHUYKU CeKpeTap Ha nperceaarenor....1

lad



4. T - CaMOCTOEH CYyACKU PEDEPEHT - APXMUBAP....ccccericaremssrnsressnnsissanissssisssansrssassnas 1
5. M - CaMOCTOEeH pedepPeHT - CMETKOBOANTE ..c.ccreueririsesssstirisssssensmmssssssesosannnnnsane 1
6. M - CaMocToeH pedepeHT-u3BpwIUTEN BO oAneneHue 3a nHgopmaruka......... 1
7. T2 - Buw cyacky pedepeHT - OMarajHUK.......ccocvmnmmiiseniienisssssnnmnstssanmnanisnssasess 1
8. 2 -Buuw cyacku pediepeHT - UIBPLINTEN BO MUCAPHULA.....covvmmrsrarensnmssnnssanasns 7
9. T2 - BuL cCyACKU PEAIEPEHT - EBKOHOM...civurirerssiisanssmssssssemssntssnssanmsanisenssnssessansanises 1
10. '3 - Cyacku pedepeHT-U3BPLINTEN BO MUCAPHULIA.....ccvsiisemmmmssnssamsssnssssnssssasane,s 3
11. 3 - Cyacku pedepeHT-AaKTUIIOTPAMD. ..ccccvs crvsresersanssmsstissanssnnsssnisnesasssnrssnrassens 15
12. T4 - MoMnag CyAckU PedePeHT-A0CTABYBAY. ...cccvissurrestssssmssnrisssmmsansssnssssessssssasss 8
UneH 12

Bo OcHoeHuoT cya KouaHu yTBpaeH e 6pojoT Ha cyackaTa nonvuyja n Toa:

1. KoMaHAMP HA CYACKATA MOMMULINJA ...oevvmreriinnnismmnassseemmssansisssnnssssnnnmnssnsnssassassensases 1

2. 3aMeHUK KOMaHAUP Ha CYACKATA MOMNMULIUJA «.eeererecsanenssnissessssssssnnsssnissenssnnisanans 1 ;

3. CYACKA MOMMLMJA ..cuvemriirensisnssassimanssessssssnssssasssssssstasmnsnastesssassnsonssnssmsssanssnansssssssass 6
UneH 13

Cnopep ONLITUTE NponncK og 3akoHOT 3a paboTHWU 0aHOCK BO CYAOT paboTHUTe 3aaauu
ke ce naBpilyBaaT Ha cnefHuTe paboTHU MecTa:

1. XAYC MAJCTOP .eerurerrrrssmrsenssenssrmssnsormeansannasssssssessssass s mssassan s ssssssassasassansnnansssnssanss 1
p R = 7o - 1 U OPUU PP 1
3. OapxyBay Ha xurueHa

ll. PABOTHU MECTA, PABOTHU 3A0AYU U NMOCEBHU YCNOBU 3A HUBHO
BPLUEHE

PAKOBOOHU CYACKWU CNYXXBEHULN

YneH 14
CyAacku agpMuUHUCTpaTop

- pakosogyM co cyfckarta cnyx6a,

- BpLUM paBoTyh oA cyackaTa ynpaea Kou e Of HEroBWOT AENOKpyr Ha paboTa 1
copaboTyBa co NpeTceaaTenoT Ha CyaoT,

- BpLUM OLiEHYBaHe Ha CyAcKUTE CriyxBeHNLM CornacHo 3aKoH,

- NpUcycTByBa Ha ceaHuUUn Ha cyaun, ro cneagu cnpoBeayBakeTO Ha AOHECEHUTE OANYKA
W 3aKny4ouu og cegHULUTE,

- jaBa ynatcTea 3a paboTa Ha ApyruTe pakoBOAHW CYACKM CryXOeHnum,

- paBa ynaTtcTea 3a paGoTta v notpe6GHa CTpyyHa nomow Bo pabotata v BpLlewe Ha
paboTa Ha cyackaTta cnyxba,

- TO KOHTPONMPa MOYETOKOT, KOPUCTEHETO U 3aBPLUYBaHETO Ha PaboTHOTO Bpeme Ha
BpaboTeHuTe BO cyackarta cnyxba,

- CE rPWXU 3a YPEeAHO U HaBPEMEHO U3BpLUYBake Ha paboTute u paGoTHUTE 3apayn Ha
cyackata cnyx6a,

- BPLUW MPVIEM Ha CTpaHKW No HUBHO Gapatbe,
- ja cneam npumMeHaTa Ha CyACKMOT AENOBHWK W BHAaTpellHUTe NpoLeaypy o CTpaHa Ha
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cyackute cnyxo6eHnuw,

- onpegenyea OArOBOPEH Cyacku cnyxGeHuk - nHdopmatnyap 3a aBToMaTU3UpaHWoT
KOMMjyTEPCKYN CUCTEM 3a ynpaBByaHe CO CyACKUTE NpeaMeTH - agMmuHnctpatop Ha AKMUC,

- U3roTBYyBa roguleH nnaH 3a BpaboTyBare BO cyackarta cnyxba u noaroTeysa roguweH
nnaH 3a 06ykn Ha cyackuTe cnyxbeHuuw,

- HOCK OANYKW KO Npousnerysaat og paboTeH ogHoC,

- BpPLUKX pacnopefyBake Ha cyackute cnyxoeHnum,

- U3roTBYBa NMaH 3a FOANLLHN OAMOPUY Ha BpaboTeHUTe BO CyaoT,

- hopmurpa KoMucumn 3a BpGGOTyBaI-be M 3a BOAEHE HA AUCUUNNUHCKA nocTanka u apyru
KOMWUCUN COrMacHO 3aKOH,

- HOCW peLleHuja BO BpCKa CO CMNpoBeAEHW AUCUMUMNNNHCKA MOCTanku 3a cyackute
cnyx6eHnum,

- pakoBoAW co paboTHOTO Teno 3a ynpasyBawe CO ABWXEHETO HA NpeaMeTUTE BO CYAOT.

- 3a cBojaTta paboTa ogrosapa BO paMKUTE Ha CBOUTE OBMacTyBaka

MoTtpebHun cTpyuHu KkBanuduKkaLum m KOMNETeHLUN:

- Hajmanky 300 kpegutn ctekHatu cnopeg EKTC wnu saspweH Vll/1cteneH, npaseH
dakynrTet

- NOJIOXEH NPaBOCYAEH UCMUT
- Hajmanky 6 rogMHu paGoTHO UCKYCTBO BO CTPyKaTa No MOMOXeH NpaBOCyAEH UCMUT.
-aKTHBHO II03HABALE HA €JIeH O TPUTE HAjueCTH KOPUCTECHH ja3unu Ha EBporckara yHHja
(aHrHCKH,ppaHIyCKH W TePMAHCKH),aKTHBHO II03HAaBalke Ha KOMI[jyTEpCKH IIpOrpaMH 3a
KaHIIENIApUCKO paboTeme W ApYrH noceOHu pabOTHM KOMIIETECHIMM YTBPAEHH CO aKTOT 33
cHCTeMaTn3aluja Ha padOTHUTE MECTa 3a COOABETHOTO pabOTHO MECTO,,.

Unen 15
PakoBoguTen Ha oaneneHue 3a nHcpopmaTuka

- pakoBogu Co oaaeneHneTo,

- ja opraHuanpa u koopaunHupa pabotarta og obnacrta Ha MHOPMAaTUYKO-TEXHOMOLUKU U
CTPY4HO onepaTueHU paboTu,

- BpLUW HenocpedHa KOHTpoNna u HaA30p Hag v3spllyBake Ha paboTuTe,

-rn pacnopenyea pabotuTe 1 3agaunTe Ha BpaboTeHNTe BO PaMKUTE Ha oadENeHneTo,

- UM paBa ynatctea 3a paboTa u notpebHa cTpyyHa nomow Bo paboTaTta v BpLUEHETO
Ha paboTHWUTEe 3a4ayun 1 ro Cneau TEKOT Ha N3BPLLYBAHETO,

- oAroeapa 3a HaBpeMEHO, 3aKOHWUTO W KBAaNWUTETHO Bpuere Ha pabotute v 3agaqure
LITO Ce BpLIaT BO OAAENEHNETO,

- ocTBapyBa PeAOBHM KOHTaKTU CO ApPYruTe pakoBOAHW CyACKWM cnyxOeHuun w
pasMeHyBa UHOpMaLM U UCKYCTBA,

- U3roTByBa NEPUOANYHN U FOAMLLIHM U3BELITaun 3a paboTata BO 0AAENEeHUNETO,

- AaBa npeanosn 3a obykn 3a CTPy4HO YCOBpLUYBaH-€e,

- BpLWMW aHanu3a, oLEeHyBake W NPoUEHyBake Ha npawarara u npobnemuTe LWTO ce
nojaBsyBaar,

- Ce rpvXu 3a NPUMEHa Ha NOCTOjHUTE NHPOPMATNYKO TEXHOOLLKA CUCTEMN,

- MHUUMpPa HOBW naen 3a paborta op obnacra WTO ja NOKpNBa oAAENEHNETO,

- BpLWW oueHyBawe Ha paboraTta Ha BpaboTeHuTe BO ogaeneHneTo,

- BpwM wn papyrm pabotm WTO Ke My M OOBEepU CYACKAOT agMuHucTpatop W
nperceaaTenoT Ha CyAoT.

- HenocpegHo ofroeapa 3a csojata paborta nped CyackMOT agMUHUCTPaTOp

MoTpe6Hu cTpyUYHU KBaNUUKaLMM U KOMMETEHLUMN:



- Hajmanky 300 kpeauTy cTeknaTn cnopes EKTC vnm saspieH VII/1 cTenen, dakyntet
op obnacrta Ha nHdopmaTukara

- Hajmanky 4 roaMHy paboTHO UCKYCTBO BO CTpyKaTa.

- aKTHBHO MO3HABAI€ HA €IeH O TPUTE HAjueCTH KOPHCTEHH jasuiy Ha EBpormckara
yHHja (aHIIMCKU,bPaHIlyCKH U TEPMAHCKH),aKTHBHO I103HABALE HA KOMITjyTepPCKH MpOrpamMu 3a
KaHIleJapucKo paboTere W ApYrH IoceOHHM pabOTHH KOMICTCHIMH YTBPACHH CO aKTOT 32
CHCTeMaTH3aIlHja Ha paOOTHUTE MECTa 33 COOBETHOTO PAGOTHO MECTO,,.

CTPYYHW CYACKWU CIYXXBEHULIA
Unen 16

Buw cyackun coBeTHUK

- CamMOCTOjHO M3BpLLYBa HajcnioxeHu pabotn v paboTHW 3apauv WTO Ce Bpwar BO
OAOEenoT BO KOj € paciopemeH, kou ce OfHecyBaaT Ha MpaBHW M MpoliecHu pabotn BoO
nocTanyBaHEeTO Mo NPEAMETUTE U U3rOTBYBAaHETO HA HALUPT oAJykuTe,

- KOHTUHYWPAHO TV Creau nNponucuTe,

- N3roTBYBA MaTepwjanv 3a CeM1Hapu 1 CoBeTyBatba Ha Kou y4ecTByBa,

- NoAroTBYBa UHPOPMaLMK, aHanWau 1 Nperneamn 3a OAAENHU NPaBHN Npaluak-a of osue
obnacTu 3apaav U3roTByBake Ha HaLPT OASTYKK,

- ja cneaw nNpakTyKaTa Ha CyAOT W v NPoy4yBa CYACKATE OAJTYKN,

- y4ecTByBa Ha COBETYyBaa, CEMMHapn W Cpeabu BO BpCKa CO pasrneayBareTo Ha
MpaBHM NpaLaka U NpUMEeHaTa Ha 3akoHuTe No OfHOC Ha paboTaTa Ha CyACTBOTO,

- ' NPYMEHYBA MOCTOJHUTE MHEPOPMATUUKO TEXHOMOLIKM CUCTEMM,

- BPLUM W ApYr paBoTK LITO ke MY M AOBEPU HEMOCPEAHO NPETNOCTaBEeHNOT PakoBOAEH
CYACKM CRyXBeHMK, NpeTceaaTenoT Ha OAAENOT, CYACKMOT aAMUHUCTPATOp v NpeTceaarenoT Ha
CyAOT.

- ogroBapa 3a ceojaTa paboTa NpeA HENOCPeAHO NPETNOCTABEHNOT PaKOBOAEH CYACKM
CIY>BEHNK 1 CYACKUOT afMUHACTPaTOp

NoTpe6Hu cTpyuHU KBanudMUKaLuum 1 KOMNETEHLUUK:

- cTekHaTu 300 kpeauTy cnopen, EKTC wnm 3aspen VIl/1 ctenen, npaseH dakynTeT
- MONOXEH NpaBoOCyAEH UCNUT

- Hajmarnky 3 roguHu paboTHO UCKYCTBO BO CTpykara

- QKTHBHO TO3HABAME HA eJIeH 0J] TPHTE HajuecTy KOPUCTeHH jasuuyu Ha Epponckara yHuja
(anruckn,QpaHIlyCKE M TepPMAHCKH),aKTHBHO IIO3HaBalke Ha KOMIYTePCKH IporpaMu 3a
KaHIeIapucko paboTere U ApPYrH IoceOHM pabOTHH KOMIETEHIMM YTBPICHM CO aKTOT 32
CHCTeMaTH3allHja Ha pabOTHHUTE MeCTa 3a COONBETHOTO pabOTHO MECTO,,.

Ynen 17

CyAcKn COBETHUK

- BplWMK cnoxeHn paGotn M paboTHW 3agayv WTO Ce BpwaT BO COBETOT BO KO] €
pacnopeaeH,

- I creaun v NpoyYyBa 3aKOHWTE W APYruTe NPOMNMUCA 1 ONWITK aKTy,

- copaboTyBa CO CyauuTe no NpeaMeTUTe OA CroXeHa npasHa NpUpoAa,

- NPWUCYCTBYBA Ha Cyaetb-a,



- M3roTBYBA HaLPT OANYKU U M3roTBYBa 3annCHULMA,

- nocTanysa No NPeTCTaBKU W NPeAnosn,

- y4yeCTByBa Ha CTPyYHM COCTaHOUW, CEMMHApPU W ApyrM o6nvMunM  Ha CTPYYHO
YCOBpLUYBakbE,

- ' NpYMeHyBa NOCTOjHUTE MHAOPMATUUKO TEXHOMOLLKN CUCTEMMU,

- BpLUW 1 Apyrv paBoTu WTO Ke My r'M JOBEPU HENOCPEQHO NPETNOCTaBEHNOT PaKOBOAEH
CyACKu cnyXBeHuK, NpeTceaaTtenoT Ha 0AAenoT, CYACKUOT aaMUHUCTPATOp W NpeTceaartenor Ha
CYAOT.

- ogroBapa 3a cBojata pabora npeg HENOCPEAHO NPETMNOCTAaBEHWUOT PaAKOBOAEH CYACKM
CNYXBeHWUK U CYACKNOT agMUHUCTPaTop

MoTpe6Hu cTPyyYHN KBanucUKaLUn U KOMNETEHUUM:

- ctekHaty 300 kpeauTn cnopen EKTC wnu saspweH VII/1 ctenen, npaseH dakynteT

- MONOXEH NpaBoOCyAEH UCNUT

- Hajmanky 3 roanHy paboTHO UCKYCTBO BO CTpykaTa

- aKTHBHO NIO3HABaK-€ HA €JIeH OJf TPUTE HajueCTH KOPUCTEHH ja3unu Ha EBponckara yHuja
(aHDTHCKU,GPAaHIyCKH W TepPMaHCKH),aKTHBHO I103HABake€ Ha KOMIjYTEPCKH IporpamMH 3a
KaHLETApUCKO paboTelme U APYrd NnoceOHHM pabOTHH KOMIIETEHIIMH YTBPIAEHH CO aKTOT 3a
cHCTeMaTH3aIuja Ha pabOTHUTE MECTa 32 COOABETHOTO PabOTHO MECTO,,.

YneH 18

CoBeTHUK-UHpOpMaTHUYap

- Bpwu cnoxeHn pabotm W 3agayn KoM Cce ofgHecyBaaT Ha uWHdopmaTtudkaTa
TEeXHONoruja,

- ' NPUMEHYBa NOCTOjHUTE NHAOPMATNYKO TEXHOMOLIKA CUCTEMM,

- O OApXyBa Xap4BepOT, KOMMjyTepcka ornpema n Mpexa,

- ro oAap)KyBa cohTBEPOT BO TEKOT Ha paboTarta,

- BpLUW CEKOjAHEBHO CHUMaH€ W 3aliTUTa Ha nogaTouuTe of COOABETHWUTE Nporpamu 3a
paGorTa,

- NpaBu NnaHoBK 3a NOTpebHUTE cpeacTBa 3a OApPXKMBaHE Ha KOMMjyTepckara onpema v
Mpexa,

- Npubupa nogatoum opf jasHW 6a3n (MHTEPHET) of APYrM UHCTUTYLIMK, @ BO UHTEPEC Ha
CYACTBOTO,

- NpaByn pa3Boj Ha HOBW NporpamMun u Kpeawuja Ha uctTute 3a noTpedbute Ha cynoT,

- Bpwu obyka Ha cyackaTa agMUHUCTpauuja 3a pabota Ha nporpamuy,

- BPLWW 3aWTUTa Ha nogaTounTe, NpeBeHLMja of BUPYCU N Xakepuw,

- Aogenysa npasa Ha KOPUCHULMTE Ha CUCTEMOT BP3 XapABEPOT N NporpamuTe,

- BPLWKX 1 Apyru paboTu WTo ke My rM 4OBEPU HEMOCPEAHO NPETNOCTaBEHMOT PAKOBOAEH
CYACKM Ccny>BeHnK, CyacknoT adMUHUCTPATOP U NpeTceaTenoT Ha CyAoT.

- ogrosapa 3a cBojata paborta npen HENOCPEAHO NPETNOCTAaBEHUOT PaKOBOAEH CYACKW
cnyX6eHuK n CyACKMOT aagMUHUCTpaTop

MNoTpe6Hu cTPpyUHU KBanugUKaLMM U KOMNETEHLUHN:

- ctekHaTtn 300 kpeputu cnopeq EKTC mnu 3aspuen VII/1 cteneH cdakyntet og obnacta

Ha nHdopmaTrkaTa nnu EnekTpoTexHnykm dakynTeT, enekTPouHXUHEpP

- HajManky 3 roguHu paBoTHO UCKYCTBO BO CTpyKaTa

- aKTHBHO IIO3HABalk€ Ha €JeH OJ TPUTE HAjueCTH KOPHUCTEHH ja3uiy Ha EBpomckara
yHH]ja (aHIIHCKH,(HPaHIyCKH M TepMaHCKH),aKTHBHO [I03HABAK-C HA KOMIIjyTEPCKH HMpOrpaMu 3a
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KaHICJapUCKO pabOTeme W APYrd NMOoceOHM pabOTHH KOMIETEHIMH YTBPAEHH CO akKTOT 3a
CHCTeMaTH3allMja Ha pabOTHHTE MeCTa 3a COOIBETHOTO pabOTHO MECTO,,.

YneH 19

Buw cyackn copaboTHUK

- TV W3BpLIyBa NOManky cCnoxenute paboTu U 3afayv WTO Ce BpWAaT BO 0OA4AEeNnoT
OAHOCHO COBETOT,

- yyecTsyBa BO W3roTByBake W romara BO MOArOTBYBak€ pasHW MaTepujany,
WHGOPMaUMK 1 CTPYYHU aHaNM3K, rM NpoydyBa NpaBHWTe Npallarka BO BPCKa CO HenocpeaHaTta
paboTa no npegMeTUTE BO CYAOT,

- N3roTByBa MHOPMaLMM BO BPCKA CO OAPEAEHN NpaluaHa,

- NPUCYCTBYBA Ha CeAHMLUM Ha CYACKWATe oadenm,

- Y4ecTByBa Ha CTPYYHM COCTAHOLM, CEMUHapU W Apyrn obnMuuu Ha CTPYy4YHO
yCOBpLUYBaks€,

- NPUCYCTBYBA Ha cyaeHaTa,

- U3roTBYBa HaLPT OfNYKM,

- M NPUMEHYBa NOCTOjHUTE KHADOPMATHHKO TEXHOMOLLIKN CUCTEMU,

- BPLWW 1 apyru paboTu WTo ke My rv AOBEPWU HEMOCPEAHO NPETNOCTABEHNOT PakoBoOASH
cyackn cnyxbeHuK, npeTcefaTenoT Ha oaaenoT, CYACKMOT agMUHUCTPATOP W NpeTceaarenor Ha
CyAOT.

- ogroBapa 3a cBojaTa paboTa npen HenocpeaHo MPETNOCTABEHUOT PaKOBOAEH CYACKW
cnyx6eHnK 1 CYACKUOT aAMUHNCTPATOP

MoTpe6HU CTPyYHM KBanUUKaLUM N KOMNETeHLUMN:

- cTekHaTtu Hajmanky 300 kpeanTu cnopeg EKTC wnu 3aepueH VII/1 ctenen MNpaseH
dakynTer

- NONOXEH NPaBOCYAEH UCTUT

- Hajmanky 2 roamHy paboTHO UCKYCTBO BO CTpyKaTa

- aKTUBHO IO3HABAI¢ HA €lIeH O TPUTE HAjueCTH KOPHCTEHH jasuiu Ha EBporckara
yHHUja (aHIMHMCKU,)PAHIyCKH U FepMaHCKH),aKTUBHO 03HABAKE HA KOMIIjyTEPCKH IIPOrpaMH 3a
KaHIETapUCKO pabOTeHe M APYrH NOCEOHH pabOTHH KOMIIETEHIMH YTBPAEHHM CO aKTOT 3a
CHCTEMaTH3aIMja Ha pabOTHHUTE MECTA 38 COOABETHOTO pabOTHO MECTO,,.

UneH 20
Cyacku copaboTHMK

- TV U3BpPLUYBa NOMarnKy CroxeHuTe paboTu U 3afaym Kou ce BpuwaT BO OAAEMEHUETO U
OAAEenor,

- NpMCYCTBYBA Ha cyaekse,

- NPUCYCTBYBa Ha CEAHMUV Ha CYACKUOT oaden,

- YH4ECTBYBA Ha CTPYYHWN COCTAHOLM, CEMUHAPU U Apyri o6nnMun Ha CTPYYHO
yCOBpLUYBaH-€,

- N3roTBYBA HaUPT OANYKY,

- ' NpUMeEHyBa NOCTOJHUTE NHDOPMATUYKO TEXHOMOLLIKN CUCTEMU,

- BpLUW 1 apyry paboTu WTO Ke My r'M JOBEPU HEMOCPEAHO MPETNOCTaBEHNOT PakoBOAEH
cyAcku cnyxBeHuk, cyamnjaTa, CyACKUOT aAMUHUCTPATOP U NpeTceaaTenoT Ha CyAoT.

- oaroeapa 3a ceojata pabota npepn HEMOCpPeAHO MPETNOCTABEHUOT PaKOBOAEH CYACKU
CNyX6eHnK 1 CYACKMOT agMUHUCTPaTOp



MoTpebHu cTpyUHU KBanudukauum u KOMNETeHLUUN:

- cTekHaTn Hajmanky 300 kpeauTu cnopen EKTC wnu 3aspweH VII/1 cteneH MNpaseH
dakynret

- NONOXEeH NPaBOCYAEH UCMUT

- Hajmanky 1 roguHn paboTHO NCKYCTBO BO CTpykaTa

- aKTHBHO IIO3HaBam€ Ha €IIEH O TPUTE HAjYeCTH KOPHUCTEHH jasuuu Ha EBporckara
yHHja (QHITIMCKH,(QPAHITYCKH W FepMaHCKH),aKTHBHO MTO3HABAIhE HA KOMIIjYTEPCKH IIPOTPaMH 3a
KaHLEJIAapUCKO paboTeme U ApYrM noceOHH pabOTHH KOMIETEHIMH YTBPAECHH CO aKTOT 34
CHCTeMaTH3allja Ha pabOTHUTE MECTA 32 COOJBETHOTO pabOTHO MECTO,,.

UneH 21
NMomMnag cyackn copaboTHUK

- Bplwwn Haje,lJ,HOCTaBHVI paboTu Bp3 OCHOBa Ha KOHKPETHW ynaTtcTBa W HACOKW, CO
I'IOCTOjaH Han30p, KOHTPOMNa N HACOKU Ha cy,qvnjaTa OAHOCHO nNpeTcenartenor Ha COBETOT,

- Bpwy pabotn n paboTHM 3agaqn 3apagun CTeKHyBawe NpakTuka BO cute obnacTu of
HaOneXoCT Ha CyaoT,

- y4ecTByBa Ha pacnpaBu v NPETPECU U U3roTByBa HaUpPT OANYKW,

- ' NPMMEHyYBa MOCTOjHUTE UHOPMATNYKO TEXHOMOLLIKA CUCTEMW,

- BpLLW W apyrn paBoTu WTO Ke My M AOBEpU HEMOCPEAHO NPETNOCTaBEHUOT PakoBOAEH
CyAckn cnyx6eHuk, cyaujata, CyackMoT aagMUHUCTPATOP U NPETCeaaTenoT Ha CyaoT.

- ogrosapa 3a csojaTa paboTa npen HenocpeaHO MPeTNOCTABEHUOT PaKOBOAEH CYACKM
cny»6eHuK 1 CYyACKUOT agMUHNUCTPaTop

MoTpebHun cTpyyHn KBanudUukauum U KOMNETEHUUU:

- CTekHaTh Hajmanky 240 kpeawtu crnopes EKTC wnu 3aBpweH VII/1 creneH lMpaseH
thakynteT

- co unu 6e3 paboTHO UCKYCTBO BO CTpyKaTa

- aKTHBHO TO3HaBambe Ha €lI€H Of TPUTE HajUeCTH KOPUCTEHH jasuiu Ha EBpomnckara
yHHja (aHIIMCKH,PPAHITYCKH U TE€PMaHCKH ),aKTHBHO ITO3HABAEE HA KOMIIjYTEPCKH IIPOrpaMH 3a
KaHIEJTapUCKO paboTeme M JIpyrH NMoceOHH pabOTHH KOMIIETEHIMH YTBPAEHH CO aKTOT 3a
CHCTEMaTH3allija Ha pabOTHHUTE MECTa 3a COOABETHOTO pabOTHO MECTO,,.

NMOMOLLUHO - CTPYYHU CYOACKU CNYXBEHULN
Ynex 22
CamocToeH cyacku pedepeHT-BoAUTEN Ha NUCapHUUA

- ja opraHusunpa n KoopauHupa paboTaTa Ha cyackaTa nucapHuaua,

- ynpaByBa CO [BWKEHETO Ha NpeaMETUTE CO NPUMEHA Ha NOCTOjHUTE MHAOPMATUYKO
TEXHONOLLKN CUCTEMM,

- BO NOCTanyBakeTO CO NpeamMeTuTe ro npumHysa CyAcKUOT AENOBHUK M aKTU Ha CyAoT,

- ' NpYMeHyBa NPONUCUTE U aKTUTE Ha CYAOT 3a apXMBCKO paboTerse,

- nocTanyea no »anéwure,

- paKyBa CO NevarTuTe U WTeMOBUNnTE 1 ce rpuxn 3a HUBHO YyBatkbe,

- nogroteyBa un obpaboTyBa CTAaTUCTWYKM NOAATOLM KAKO OCHOBA 3a U3roTByBame Ha
nsseLTau,

- BOAW eBUAEHUMWja 3a NpeaMeTUTe AadeHn, OQHOCHO BpaTeHW of cyauuTe,

- BPLWW 1 apyrn paboTu WTO Ke My rM AOBEPU HENOCPEAHO MPETNOCTaBEHNOT PakoBOAEH
CyACKM cry6eHunK, CyACKMOT agMUHUCTPATOp U NpeTCeaaTenoT Ha CyAoT.



- ogroeapa 3a cBojata paboTa npeg HENoCpPeaHO NPETNoCTaBEHNOT PaKOBOAEH CyACKM
cnyx6eHnK U CyACKUOT agMUHUCTPaTOP

Motpe6Hu cTpyuHU KBanudgUKaLum n KOMNETeHLUN:

- Hajmanky BuLle unu cpepHo obpasosaHune

- Hajmanky 3 roguHyM paboTHO UCKYCTBO BO CTpyKaTa

- aKTHBHO IIO3HABaIb€ Ha €JIeH OJ TPHTE Haj9eCTH KOPHUCTEHH ja3uIti Ha EBponickara yHHja
(aHrIuCcKu,GpaHIlyCKH M TE€PMaHCKH),aKTHBHO IT03HABAEK€ HAa KOMIJYTEPCKM IpOrpamMM 3a
KaHIEIAPUCKO paboTeme W ApPYrd MoceOHH pabOTHM KOMIICTEHIMM YTBPAEHH CO akTOT 3a
cucTeMaru3alyja Ha pabOTHHTE MECTa 3a COOJBETHOTO pabOTHO MECTO,,.

YneH 23
CamocToeH cyacku pedepeHT-NpUeM U ekcneauumja Ha cyacka nowTa

- ja opraHuaunpa u KoopavHupa paboraTta 3a NpMeM 1 ekcneguuuja Ha noLuTa,
- ro crnegu cnpoeeayBareTo Ha CyACKMOT AENOBHWUK U akTUTe Ha CYAOT NpW NPMEMOT U
ekcneguuujaTa Ha Cyackute NUCMeHa,

- paKyBa CO nevartuTe v LWTeMBunute U ce rpwxy 3a HUBHO YyBaH-E,

- BPLUW NpUEem HenocpeaHo Unu Npeky nowra Ha nucmeHa (Tyx6wu, xxanbu, nogHecoun u
Apyrn nucMmeHa),

- BpWW pacnopes Ha NPpUMEHUTE NUCMEHa Mo NUcapHULN,

- BpWWM eKkcneguparke Ha NowTa 1 uctarta ja 3aBefysa BO COOABETHU KHUTH,

- BpWY 1 gpyrn paboTu WTo ke My rm AOBEPU HENOCPEAHO NPETNOCTAaBEHNOT PakoBOAEH
CYACKU cny>XGeHuK, CyACKUOT agMUHUCTPATOP U NpeTceaaTenoT Ha CyaoT.

-ofroeapa 3a csojata pa6Gota npen HenmocpegHo NPEeTNocTaBEHUOT PaKOBOAEH CYACKM
cnyxGeHVK 1 CYyACKMOT agMUHNCTPaToP

NoTpe6HM cTpyUYHU KBanUdUKaLUM U KOMMETEHLUUMN:

- HajManky Buwe unn cpeaHo obpasosaHue

- Hajmanky 3 roguHu paboTHO UCKYCTBO BO CTpyKaTa

- aKTHBHO IIO3HABal€ Ha €JICH OX TPUTE HAjUYeCTH KOPUCTEHM ja3uuu Ha EBpolickara
yHHUja (aHDIUCKU,DPAHIYCKH U F'€PMAHCKH ),aKTHBHO MO3HABale Ha KOMIIJyTEPCKH IIPOTpaMu 3a
KaHIIeJIapuCKO paboTeme M Apyrd NoceOHH pabOTHH KOMIIETEHIMH YTBPACHH CO aKTOT 3a
cucTeMaru3alyja Ha pabOTHHUTE MECTA 3a COOABETHOTO pabOTHO MECTO,,.

YneH 24
CamocToeH cyacku pedepeHT-TEXHUYKKU ceKpeTap Ha npeTceaarTenor

- ja opraHuanpa u koopanHupa pabortarta Bo kKabUHETOT Ha NpeTceaaTenor,

- BPLUM aAMUHUCTPATMBHK paboTu CO BOAEHE Ha YNUCHULMUTE OA CyAcKaTa yrnpaea,

- ynpaByBa CO ABWKEHETO Ha NpeaMeTuTe CO NPUMEHA Ha MOCTOjHUTE MH(OPMATHYKO
TEXHOMOLLKN CUCTEMM,

- BO NMOCTanyBakEeTO CO NpeaMeTHTe ro NpuMHysa CyacKMOT AeNOBHUK U aKTU Ha CyAoT,

- 'V NpMMEHYBa NPOMUCKUTE U aKTUTE Ha CYAOT 3a apXMBCKO paboTerse,

- paKkyBa CO ne4yaTuTe U LWTemBunuTe 1 ce rpuxu 3a HUBHO YyBak-e,

- nogrotsysa u o6paboTyBa CTAaTUCTUYKM MOAATOLM KaKO OCHOBa 3a W3roTByBake Ha
nsBeLuTau,

- BPLWW ¥ Apyrv paboTu LWTO Ke My M 4OBepy HenocpefHO NPeTNOCTaBEHNOT PakoBoAEH
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CyACKU cnyxBeHunK, CyaCcKMOT agMUHUCTPaTOpP W NpeTceaaTenoT Ha CyAoT.
-oroeapa 3a csojata pabota npep HenocpesHo MPeTnoCTaBEHMOT PaKOBOAEH CYACKM
cnyX6eHUK U CYACKUOT agMUHUCTPAaTOp

MoTpe6Hu cTpyYyHU KBanudUKaL UM U KOMNETEHUUN:

- HajManky Buwe unu cpegHo obpasoBaHue

- Hajmarnky 3 roguHu paboTHO UCKYCTBO BO CTpyKaTa

- aKTMBHO ITO3HABAKE Ha €IEH O TPUTE Haj4eCTH KOPUCTEHN ja3ui Ha EBporickara yHuja
(aHrIMCKM,PPaHITyCKH M TepMAaHCKH),aKTUBHO II03HABalhe HA KOMIYTEPCKH IIPOrpaMH 3a
KaHIEIapuCKO paboTeme U JApPYrH moceOHH pabOTHH KOMITETEHIIMH YTBPAEHH CO aKTOT 3a
cHCTeMaTH3ayja Ha pabOTHUTE MECTa 3a COOJIBETHOTO pabOTHO MECTO,,.

UneH 25
CamocToeH cyacku pedepeHT — apxuBap

- NocTanysa no 3aBpLUEHWTE NpeaMeTn kov Tpeba Aa ce YyBaaT BO apxXMBWTE Ha CyAoT,

- XPOHOMOLUKMN ' cpeayBa NpeaMeTUTe BO apXuMBUTe,

- BO NOCTanyBaH-€TO CO NpeaMEeTUTE ro NpUMHyBa CyACKUOT AENOBHUK U aKTW Ha CYAOT,

- ' NPUMEHYBa NPONUCUTE U aKTUTE Ha CyAoT 3a apXUBCKO paboTere,

- pakyBa CO NeYaTUTe U WTEMOUNNUTE U Ce rPUXA 3a HUBHO YyBake,

- no 6apake Ha npeTcenaTenoT Ha CyAoT, MpeTceaaTenoT Ha O4AenoT M Cyaunja usnaea
apxvBupaHu npeameTy,

- BPWW U ApyrM paboTu WITO ke My MM OOBEPU HEenocpedHo NpeTnocTaBeHuoT
PaKoBOAEH CYACKM Cry»BeHuK, CyACKUOT aAMUHUCTPATOP U NPeTceaaTenoT Ha CyaoT.

- oproeapa 3a ceojaTa paboTta npef HenocpeaHo NPeTNoCTaBeHNOT PaKoBOAEH CYACKN

CNY>XBEHVK 1 CYACKMOT aaMUHUCTPATOP

MNMoTpe6bHu cTpyYHM KBanudUKaL UM U KOMNETeHLUU:

- Hajmarky sule unm cpeaHo obpasoeaHune

- Hajmariky 3 roguHu paboTHO UCKYCTBO BO CTpyKaTa

- aKTHBHO IIO3HABaWk-€¢ Ha €ICH Ol TPUTE HajueCTH KOPHCTEHH ja3unu Ha EBporckara
YHHja (aHIIUCKH,(PPAHITYCKH M TEePMAHCKH),aKTUBHO II03HABAMLE HA KOMITYTEPCKH IIPOTPaMH 3a
KaHIEJIAPUCKO paboTeme W ApYrH noceOHM pabOTHH KOMIIETEHIMH YTBPACHH CO aKTOT 3a
cucTeMaru3alyja Ha pabOTHHTE MeCTa 3a COOJJBETHOTO PaGOTHO MECTO,,.

YUneH 26
CamocToeH pedepeHT - cMeTkOBOAUTEN

- Bpwu paboTn of obnacra Ha maTepujanHoTo n hnHacucKoTo paboTere,

- M cneav 1 NpuMeHyea nponucute og, obracta Ha maTtepwjarnHoTo U PUHAHCUCKOTO
paboTetse,

- ro Bogu OyLIeTCKOTO, PMHAHCOBOTO W MaTepujanHoTo paboTewe BO COOABETHWUOT
eneKTpoHCKN Npobpam,

- BpWW ucnnaTa Ha gocneanute dakTypu v apyrin o6Bpcku,

- n3roTeyBa npeanor-nporpama 3a ofobpysarwe Ha cpeacreara op byyetor 3a paboTa
Ha CyAaoT,

- U3roTByBa roAuULWHU CMETKM 3a (PUHAHCOBOTO U MaTepujanHoTo paboTere Ha CyaoT,

- BOQU eBUIEHLMja 32 OCHOBHUTE CPeACTBa CONCTBEHOCT Ha CyAoT,

- BpWW KOHTpONa Ha LenokynHaTa AOKYMeHTauuja 3a marepujanHo u UHaAHCUCKO
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paboterse,

- BPLWM KOHTpONa Ha MpecmeTyBawe Ha nnatu, boneaysaka U ApyrM OTCycTBa Ha
BpaboTeHuUTE,

- n3roTBysa WHGOPMaLMM W W3BELUTAW 3a ABWKEHEe Ha Mnatute U 3a Tpoleke Ha
cpeacTBara,

- AaBa U3BeLWTan U nogaToum 3a huHaHCUCKOTO paboTerse Ha cyaoT,

- BpLUW 1 apyrv paGoTu LITO Ke My I'M JOBEPU HEMOCPEQHO NPETNOCTaBEHNOT PaKOBOAEH
Cyacku Cny>XOeHWK, CYACKMOT aAMUHUCTPATOp ¥ NPETCERATENOT Ha CyAoT.

- ogroeapa 3a cBojaTa paboTa npeg HEMoCpeaHO MPETNOCTABEHUOT PaKOBOAEH CYACKM
Cny>XGeHVK U CYACKMOT agMUHUCTPATOP

NoTpeGHU CTpyYHU KBanuduKkauum n KOMnNeTeHuun:

- HajManky sue unun cpegHo obpasoBaHue oa ekoHoMcka obnacT

- HajManky 3 roguHy paboTHO UCKYCTBO BO CTpyKaTta -

- aKTHBHO II03HABalb€ HA elleH O] TPUTE HajuecTH KOPHUCTEHH jasulim Ha EBpomnckara
yHHja (aHDIHCKH,PpaHIlyCKH U repMaHCKH ),aKTHBHO IO3HABaKkEe HA KOMILYTEPCKU NPOrpaMH 3a
KaHIeNapucko paboTeme U IOpyrd noceOHH pabOTHU KOMIETEHLUMH YTBPACHH CO aKTOT 3a
CHCTeMaTH3allija Ha pabOTHHTE MeCTa 3a COO/IBETHOTO pabOTHO MECTO,,.

YneH 27
CamocTtoeH pedepeHT-u3BplIMTEN BO oaneneHue 3a MHopmaTuka

- ¥ NPUMEHYBA 1 I'M OAPXYBa NOCTOJHUTE MHGOPMATUYKO TEXHOMOLLKN CUCTEMM,

- My nomara Ha paKOBOLMUTENOT Ha OALENEHUETO 3a WH(OPMATMKA U COBETHUKOT -
MHopMaTU4ap BO 0ApXXyBakeTo Ha CohTBEPOT U XapABeEpOT;

- BpLLUY 3aMeHa Ha TOHEpW BO NpUHTEpUTE,

- BPLUW ¥ gpyrv paGoTu LWTO Ke My ' JOBEPU HEMOCPEAHO NPETNOCTaBEHNOT PaKOBOAEH
CYACKM Cry>6eHUK, CyackuoT adMUHUCTPATOP W NPeTCeaaTernoT Ha CyaoT.

- ogrosapa 3a cBojaTta paboTta npep HeNnocpeaHo MpPeTNOCTaBEHUOT PakoBOAEH CYACKM
Cﬂy)KGGHI/IK N CyaCKNoT agMUHUCTPATOpP

MoTpebHu cTpyYHU KBannuUuKaumum 1 KOMNEeTeHLUN:

- Hajmanky suwe nnu cpeaHo obpasosaHne o obnacTta Ha MHopmaTukaTa

- Hajmanky 3 roguHu paboTHO UCKYCTBO BO CTpyKaTta

- aKTHBHO IT03HABaIbE Ha €JICH OJ] TPUTE HajYeCTH KOPUCTEHH ja3uli Ha EBponckara yHuja
(aHrUCKU,ppaHIlyCKM H TepPMAaHCKH),aKTHBHO TIO3HABAaH€ Ha KOMIIJyTepCKH IpOorpaMH 3a
KaHLEJTapHUCKo paboTeme M Jpyrd mnoceOHH pabOTHH KOMITETEHIIMM YTBPACHH CO aKTOT 3a
CHUCTeMaTH3alldja Ha pabOTHHUTE MECTa 3a COOIBETHOTO pabOTHO MECTO,,.

Ynen 28
Buw cyacku pedpepeHT — 6narajHuk

-U3roTBYBa MECEYHa MpecMeTka 3a nnata Ha BpaboTeHuTe, HGonepysarba, NOPOAMIHM
OTCycTBa, aAMUHUCTPATUBHN 3abpaHN NO CYACKWM pelleHuja, NOTPOLUYBaYKW KPeauTun v apyrv
KpeauTy,

-U3roTByBa NPECMETKA M CMUCOK 3a UCnnaTa Ha AeTCKuU A0AaTOK,

-BOAW NOAATOUM 3a NYHU NpUMara Ha BpaboTeHUTe 1 ru gocTtasya 4o BpaboTeHuTe,
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-nononHyea nogartouu 3a obpacuute WTO ce BO Bpcka co Dapamara 3a ocTBapyBaHe
npaeo Ha NeH3wja,

-N3roTByBa MECEYHWU, TPOMECEYHW, NOMYroaguLLHKA U FOAULLIHN CTaTUCTUYKM U3BELLTau LUTO
Ce BO BpCka co BpaboTeHWUTe, HUBHWUTE NnaTk, €O nogartouy co Kou pacnonara GnarajHara,

-rv BOoAu Aenosntute, cornacHo CyackUOT OEMNOBHUK,

-ro BOAK MarauuHCKOTO paboTere BO COOABETHATA ENEKTPOHCKA Nporpama,

-BOAN eBuaeHuMja 3a HabaBeHMOT W MOTPOLUEHWOT KaHUENapuUckM W Apyr Bua Ha
MaTepwujan,

-usrotsyea TpeboOBHUUM N U3aaBa 04 MarauvH Mmatepujan Ha BpaboTeHuTe,

-U3roTByBa U3BELWTaM off GnarajHM4YKOTO U MarauuvHckoTo paboterwse No Gapare Ha
npeTcenaTenoT Ha CyAoT U CyACKUOT agMUHUCTPATOP,

- BpWKW 1 apyrv paboTu LWTo ke My rvm AOBEepw HEMOCPEAHO NPETNOCTABEHUOT PaKkoBOAEH
CYACKM CryxOeHuK, CYACKNOT aAMUHUCTPATOP U NPeTCceaaTenoT Ha CyaoT.

- ogroBapa 3a cBojaTa paboTta npea HeNnocpeaHO NPETNOCTABEHUOT PaKOBOAEH CYACKM
cnyx0eHuK n cyacknoT agMUHUCTpaTop

MNoTpebHu cTpyuHn KBanudukauum n KOMNeTeHUUn:

- Hajmarky BvWwe unn cpegHo obpasoBaHne of eKkoHoMcka obnacT

- Hajmariky 2 roguHn paboTHO UCKYCTBO BO CTpyKaTa

- aKTHBHO [TO3HABah€ Ha €JIcH 0J] TPUTE HajueCTH KOPHCTEHHU jasulll Ha EBporckara yHuja
(aHrMCKH,PPaHIyCKH M TepMAHCKH),aKTHBHO II03HABAEe HA KOMIYTEPCKH IIPOTpaMH 3a
KaHIETapuCKo paboTeme M ApyrH NMoceOHM pabOTHU KOMIIETEHIHMH YTBPAEHH CO aKTOT 3a
CHCTeMaTH3aluja Ha pabOTHHTE MecTa 3a COOIBETHOTO pabOTHO MECTO,,.

YneH 29
Buw cyacku pedepeHT - u3BpluMTEN BO NUCapHULA

- My nomara Ha CaMOCTOjHUOT CyACKU pedepeHT-BoauTeN Ha nucapHuLa BO
U3BpLIYBaHETO Ha paboTuTe BO NUcapHMLaTa,

- ynpaByBa CO ABWXEHETO Ha NpPeaMeTUTe CO MPUMEeHa Ha MOCTOjHUTE WHAOPMATUYKO
TEXHOMOLLKW CUCTEMM,

- BO MocTanyeameTo CO NpeameTuTe ro npumHysa CyAackUOT OENOBHUK U aKTV Ha CyaoT,

- ' NPUMEHYBa NPOMUCUTE WU aKTUTE Ha CyAOT 3a apXUBCKO paboTetse,

- paKyBa CO ne4aTuTe U LUTEMOUNUTE U Ce PUXUN 3a HUBHO YyBatk:e,

- noaroTeyea wn 06pa60TyBa CTaTUCTUYKN NOoJaToLUM KaKO OCHOBa 3a M3roteByBake Ha
n3sewtau,

- nocTanysa no »xanbuTe,

- BOAV eBYAeHUMja 3a npeaMeTuTe AafeHU, OA4HOCHO BpaTEHW of cyaunTe,

- BPLWW 1 apyrn paboTu WTo Ke My M foBEPU HEMOCPERQHO NPETNOCTABEHNOT PakoBOAEH
CYACKM cnyxOeHunK, CyACKUOT aMUHUCTPATOP U NPETCeaAaTenoT Ha CyaoT.

- oaroeapa 3a ceojata paboTa npepa HenocpeaHo MPETNoCTaBEHUOT PaKOBOAEH CYACKW
CNyXBeHUK U CyACKNOT agMUHUCTpaTop

MoTpe6Hu cTpyyHU KBanudUKauumn U KOMNETEeHUUHN:

- HajManky Buwe unun cpegHo obpasoBaHne

- Hajmanky 2 roguHu paboTHO UCKYCTBO BO CTpyKara

- aKTHBHO MMO3HABAILE HA €/IEH O/l TPHTE HAjYECTH KOPUCTEHH ja3uiy Ha EBporickara yHuja
(aHITHCKH,PPAHLYCKH M T€PMAHCKH),aKTHBHO IIO3HABAKE Ha KOMIIyTEpPCKH IpPOrpaMu 3a
KaHIeNapUCKO paboTeme M APYrH IOCeOHH pabOTHH KOMIIETEHIHMHM YTBPAEHH CO aKTOT 3a
CHCTEMATH3alM)a Ha pabOTHHUTE MECTa 3a COOABETHOTO PabOTHO MECTO,,.
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YUnewn 30
Buw cyacku pedepeHT 3a MaTepujanHo paboTere — eKOHOM

-Bpwy¥ HabaBka Ha KaHUEenapwucku U Apyr matepujan no oanyka Ha npeTtceaaTenoTt Ha
CyRnorT,

-ro BOAW maraumHckoTo paboTere BO COOABETHMNOT E€MEKTPOHCKA Nporpam,

-BOAW eBMAeHUMja 3a HabaBeHUOT M NOTPOLIEHWOT KaHUenapucku v Apyr BuA Ha
martepwujan,

-n3roTeyBa TpebGOBHMUM U U3aaBa Of MarauuH matepujan Ha BpaboTeHuTe,

-U3roTByBa U3BELLTAW 33 MarauuHckoTo paboTtewe no Gaparwe Ha npercegaTenoTt Ha
CYAOT U CYACKWOT agMUHNUCTpATOP,

- BpWw¥ v apyrn paboTu WTo Ke My ' AoBepu HENOCPEAHO NPETNOCTaBeHNOT pakoBoAeH
CYACKN CNy>XBEHWK, CyACKUOT aAMUHUCTPATOP U NPeTCeaaTenoT Ha CyAoT.

- oAroBapa 3a cBojaTa pa60Ta npeg HenocpeaHo NpeTnocTtaBeHNOT pakoBoAeH CYACKWU
Cﬂy)K6eHl/1K 1 CyaCKNOT adMUHUCTPAaTop

MoTpeGHU cTpyuHU KBanudukaLum U KOMNeTeHLUK:

- HajManky BuLIe unu cpegHo obpasosaHne

- HajManky 2 roanuHy paboTHO UCKYCTBO BO CTpyKaTa

- aKTHBHO [TO3HABALE HA €IEH O TPUTE HajUeCTH KOPUCTEHH ja3uli Ha EBpornickara yHuja
(aHrIHCKY,DpaHIlyCKH W TE€PMAaHCKH),aKTHBHO MO3HaBamkbe Ha KOMIJYTEPCKH IpOrpamMH 3a
KaHIEIapuCKo paboTele U APYrd MoceOHU pabOTHH KOMIETEHIMH YTBPACHH CO aKTOT 3a
cUcTeMaTH3alyja Ha pabOTHHUTE MECTA 3a COOJIBETHOTO pabOTHO MECTO,,.

Ynen 31
Cyacku pedpepeHT - u3BplunTen BO NnUcapHuua

- Nomara BO M3BpLUYBaHETO Ha paboTuTe BO NUcapHULUaTa,

- BO NOCTanNyBak€TO CO NpeaMeTUTe ro NpumHyBa CyACKMOT AeNOBHUK U aKTU Ha CyAoT,

- M NPUMeHyBa NPONMCcUTE N aKTUTe Ha CYAOT 3a apXUBCKO paboTerse,

- paKkyBa CO nevartuTe 1 LWTemBunuTe 1 ce rpuxkn 3a HUBHO YyBake,

-nocTanyea no xanéurte

- noproTeyBa u 06paboTyBa CTaTUCTUUKMA MOLATOLM KAKO OCHOBa 3a W3roTByBake Ha
nsBeLTau,

- BOAM eBuAeHumja 3a NpegMeTuTe gafeHn, OQHOCHO BpaTeHu oa cyauuTe,

- BPLUK 1 Apyru paboTu WTo ke My rv 4OBEPU HENOCPEAHO NPETNOCTAaBEHNOT PaKOBOAEH
CYACKMN CNy>XOeHWK, CyACKMOT agMUHUCTPAaToOp U NpeTceaaTenoT Ha CyaoT.

- ogroeapa 3a cBojata paGoTa npeg HernocpeaHo MPEeTNoCTaBEHUOT PAKOBOAEH CYACKM
cnyxGeHWK 1 CyACKUOT agMUHUCTPaTOR

MoTpe6Hu cTpyuHU KBanudUKaLum u KOMNETEHLUUN:

- Hajmarnky evle unu cpeaHo obpasoeaHue

- Hajmanky 1 roauHa paboTHO UCKYCTBO BO CTpyKaTa

- aKTHBHO ITO3HAaBambe Ha €JICH 01 TPHTE HajueCTH KOPHCTEHH ja3uiy Ha EBpomnckara yHuja
(aHrMHCKH,GpaHIYCKH M TepPMaHCKH),aKTHBHO IO3HABalke HA KOMIIYTEPCKH IPOTrpaMu 3a
KaHLETTapUCKO paboTeme W Ipyrd moceOHH pabOTHH KOMIETEHIIMH YTBPACHH CO aKTOT 3a
crcTeMaTh3alyja Ha pabOTHUTE MECTA 32 COOABETHOTO PabOTHO MECTO,,.
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YneH 32
Cyacku pedhepeHT — aaktunorpad

- noctanysa no Hapeabu Ha cyaunja no NpeaMeTuTe,

- BNOXYyBa NoLuTa BO NpeamMeTUTe,

- O NWLWYBa 3anMCHUKOT Ha CyaeH-e,

- NULWYBa OANYKN U BPLUW eKCNeamumja Ha oanyknire,

- BO NocTanyBaweTo co NnpeameTuTe ro npumHyea CyacknoT AenoBHUK U aKTy Ha CYLoT,

- paboTn co CTpydHUTE CyAcKu CnyxOeHWun kou ce pacnopegeHu Ha paboTa Kaj
cyavjara,

- BPLUWN TOHCKO CHMMah€ Ha poduLITaTa,

- BPLWM 1 apyru paboTu WTo ke My rM 0Bepu HENOCPEAHO NPETNOCTABEHNOT PaKOBOAEH
CYACKMN cny>kBeHuK, CyacKUoT agMUHUCTPATOP U NPeTCeaaTenoT Ha CyaoT.

- ogroeapa 3a csojata paboTta npen HenocpeaHO NPETNOCTaBEHMOT PakoBOAEH CYACKU
cnyX6eHnK u CyacknoT agMUHUCTpaTop

NoTpe6GHU CTPyYHM KBaNU(PUKALIUM U KOMNETEHLMUM:

- Hajmanky BuLIe Unu cpegHo obpasosaHve

- Hajmanky 1 roguHa paboTHO UCKYCTBO BO CTpykaTa

- aKTUBHO TI03HABaK-€ Ha €ICH OJf TPHTE HajueCTH KOPUCTEHH ja3ulll Ha EBponckara yHHja
(aHrHCKHU,bpaHIlyCKM U TEepMaHCKM),aKTUBHO II03HABalke Ha KOMIIJyTepCKH IpOorpaMH 3a
KaHLEIAapUCKO paldoTeme M Ipyrd mnoceOHM paboOTHH KOMIICTCHIIMH YTBPAEGHH CO aKTOT 3a
cUcTeMaTu3alija Ha pabOTHHTE MECTa 3a COOABETHOTO pabOTHO MECTO,,.

UneH 33
NMomMnaa cyacku pedhepeHT — aocTaByBay

- ja npeB3ema nowiTata U gpyrute NpaTkM HaMeHeTU 3a CyaoT o4 NoLiTa,

- ja HOCK NowiTaTa K 4pyruTe NpaTkn og CyAoT BO NOLWWITA,

- BpWwu AoCTaBa Ha nowTaTa of CyaoT ao cTpaHkute cornacHo 3KI u 3IM1r1,

- JoCTaBaTa ja BpWwW Ha nogpayje onpeaeneHo o CyackMoT aaMUHNUCTPATOD,

- ja pasHecyBa nowTaTa o4 NpuvemMHaTa nucapHuua OO0 CyACKuTe nucapHuuM U Ao
npertceaarenoT Ha CyAoT, CYAUUTE U CYACKMOT aaMUHUCTPAaTop,

- BOoAW eBuaeHUuWja 3a nucmeHata kou Tpeba ga ce pocrtaBar U 3a BpaTeHUTeE
[OCTaBHULN,

- BpWW U apyrn paboTn WTO ke My M 4OBEPU HENOCPEAHO NPETNOCTABEHNOT PaKOBOAEH
CYACKU Cny>XBEeHWK, CyACKUOT aAMUHUCTPATOP U NPETCeaaTenoT Ha CyAoT.

- HenocpeaHo ogrosapa 3a ceojata paboTa npea CyAcKMOT agMUHUCTPaTop

NoTpebHu cTpyuHun KBanudmukaumum U KOMNEeTeHUUN:

- HajManky BuLLE UK cpefHo o6pasoBaHue

- co unm 6e3 paboTHO UCKYCTBO BO CTpyKaTa

- aKTUBHO ITO3HABa-€ Ha €JIeH O/l TPUTE HajuYeCTH KOPUCTECHH ja3uiy Ha EBpornickara yHHja
(aHDIUCKU,GPAaHIyCKd U TepPMaHCKH),aKTUBHO IIO3HABAI¢ HAa KOMIIJYTEPCKH MpOTpaMH 3a
KaHLIEJTApUCKO paboTewme W Ipyrd noceOHH pabOTHU KOMIETCHIIMH YTBPACHH CO aKTOT 3a
cHcTeMaru3aliija Ha pabOTHHTE MeCTa 3a COOJIBETHOTO pabOTHO MECTO,,.

CYACKA NONULIMJA
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UneH 34

KomaHaup Ha cyackara nonuuuja

~KOMaHAyBa 1 13faBa NUCMEHU UM yCMeHW Hapeabw Ha npunagHuuMTe Ha cyackarta
nonuuvja 3a usspLUyBarse Ha cryx6eHn paboTu 1 3aaaum,

- h3nasa HapeabuTe npeky TenedoH, No Kypup 1 Toa Camo BO Crlyyaj Kora He MoXe Aa
rM u3nage NnUCMeHo,

-3a u3napjeHvTe Hapenabu, obesbeayBa cpeacTBa 3a YCMELWHO W3BpLUYBaHe Ha
pabotuTte,

-Cé rpuxu 3a obykuTe, paboTuTe W OAHECYBaHETO Ha NpUNagHWLMTE Ha CyAackata
nonnumja Aa ce Bo cornacHocT co MpaBunHULMTe Kou Ce OfHeCyBaaT Ha paboTtaTta Ha cyackarta
nonuuuja,

-T onpefenysa CMeHWTe 3a paboTa Ha CcyackaTta nonvumja n ce rpuxku BO TEKOT Ha 24
4aca of paboTHUOT AeH Aa UMa AeXypeH NPUNaaHUK Ha CyackaTa nonuuwja,

- BPLUM 1 Apyru paboTu WTo Ke My r AoBEpW NPeTCenaTenoT Ha CyaoT.

- oprosapa 3a ceojata paGoTa npea CyACKMOT agMUHUCTPATOP W MpEeTCeaaTenoT Ha
cynoT

MoTpe6Hu cTpyuHU KBaNUUKaLMK U KOMNETEHUNHK:

- ctekHaTtn 300 kpegutu cnopep EKTC wnm saepeH VII/1 cTeneH - Monuumucka wmnu
BoeHa akapemuja

- Hajmanky 1 rogmHa paboTHO UCKYCTBO Kako NPUNagHUK Ha cyAckaTa nonuuuja

- 8KTMBHO MNo3HaBatbe Ha KoMMjyTepcku Nporpami 3a kaHuenapucko paboterse, apyru
noce6HU paboTHW KOMMETEHLMU YTBPAEHU BO aKTOT 3a cucTemartumsaumja Ha paboTHM MecTa 3a
COOABETHOTO paboTHO MECTO, KaKo 1 NO3HAaBakLE Ha €AEH Of TpUTe Haj4YecTo KOPUCTEHU jasnum
Ha EBponckarta yHuja(aHrnucku, dpaHuycku wunw repMaHcKuM), Co COOABETEH CTeneH Ha
NO3HaBak-€ cornacHo co 4neH 121 ctas 3 anuHeja 4 on 3akoHOT 3a cyacka cnyx6a

UneH 35

3aMeHnK KoMaHaMp Ha cyAcKaTa nonuumja

3aMeHVK KOMaHAMPOT Ha cyackaTa nonumuuja Bo OTCYCTBO Ha KOMaHAWPOT Ha cyackaTa
nonuuuja ro 3ameHysa ¥ rm UMa UCTUTE Npasa W OBnacTyBaha Kako U KOMaHAUPOT Ha cyfcKaTta
nonuLmja, 3a BpeMeTo AoAEKa Mo 3aMeHyBa;

-Bpwu v Apyrv pabotu no Hapea6a Ha npeTcefaTenoT Ha CyaoT W KOMaHOMPOT Ha
CYACKaTa nonvuuja;

- OArosapa 3a ceojaTa paGoTa npef CyACKUOT aAMWHWUCTPATOP W MpeTceaaTenoT Ha
cymor

MoTpeGHu cTpyyHN KBaNUMUKALUK U KOMNETEHLMUM:

- cTekHat 300 kpegutn cnopes EKTC wnu 3aepwen VII/1 cTeneH - Monuuncka unn
BoeHna akagemuja

- HajManky 1 roguHa paboTHO NCKYCTBO Kako NPUNAAHMK Ha CyAckaTa nonvumja

- @KTWBHO nosHasak-€ Ha KOMMjyTepckn Nporpamm 3a kKaHuenapucko paboTetbe, Apyrv
noceGHU paboTHW KOMNETEHLUMMN YTBPAEHU BO aKTOT 3a cuctematusaumja Ha paboTHM MecTa 3a
COOABETHOTO pabOTHO MECTO, Kako U MO3HaBatbe Ha efeH of, TpuTe Haj4eCcTO KOPUCTEHU jasnum
Ha EBponckarta yHwja(aHrnuckn, dpaHuyckn unu repmaHckv), CO COOABETEH CTeneH Ha
no3HaBak-€ cornacHo co uneH 121 ctas 3 anuHeja 4 oa 3akoHOT 3a cyacka cnyxba

Ynen 36
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CyAacka nonuuuja

-Ce rPWXKn 3a peaoT BO cyAckaTa 3rpafa v okony srpapara,

-BOAM €eBWAeHuuja 3a cTpaHkuTe kou GapaaT npuveM Kaj npeTceaarenot Ha CyAoT,
CyAMWTE CYACKWOT agMUHUCTPaTOp W ApyruTe BpaboTeHu, a kou ce 6e3 nokaHa,

-BpLUK o6e3benyBarbe BO cyaHWLa nNo Gapake Ha cyauia,

-Bpwn 1 apyrm pabotu no Hapeaba Ha npeTcegartenor Ha CyAoT, KOMaHAWPOT Ha
cyAckarta nonvumja v 3ameHvVk KoMaHaUpOoT Ha cyAckara nonvuvja;

- ofrosapa 3a cBojaTta paboTa npea CyACKWOT agMWHUCTpAaTOp W NpeTceaaTesior Ha
cypot

MNoTpe6Hu cTpyuHU KBanudmnkKaLMm U KOMNETeHLUN:

- Hajmarnky cpeaHo oBpasoBaHue 1 ycrioeu o 4n.119 on 3akoHOT 3a cyAcka cnyxba

- co nnn 6e3 paboTHO UCKYCTBO

- aKTMBHO MO3HaBaH-E€ Ha KOMMjyTEPCKU MporpamMu 3a KaHuenapucko pabotewe, apyru
noce6HN paboTHN KOMNETEHLMN YTBPAEHU BO aKTOT 3a cucTemaTtunsaupja Ha paboTHu MecTa 3a
CO0ABETHOTO PabOTHO MECTO, KaKo W MO3HaBake Ha eAeH Of TPUTE HAJUEeCTO KOPUCTEHM jasnuLm
Ha Esponckata yHuja(aHrmuUCKy, PaHLYCKW WU repmaHcky), CO COOABETEH CTeneH Ha
no3HaBabe CornacHo co YneH 119 ctae 1 anuHeja 7 of 3akoHOT 3a cyacka cnyx6a

BPABOTEHWU COIMMACHO 3AKOHOT 3A PABOTHU OOHOCH
Unen 37
Xayc majcTop

- BPWW NMOCTojaHa KOHTpona Ha cute paboTHU NpocTopuy,

- BPpLWM ronpaBka Ha BpaTW, NPoO3opuM, KaHuenapuckn Gupa v Apyr KaHuenapucku
meben,

- ja oApXXyBa BOAOBOAHATA U eneKTpuYHa UHcTanauuja Bo 3rpapaara,

- rO Of4PXKYBa NapHWOT KOTEN W MapHaTta Mpexa - MHcTanauuja Bo 3rpagara,

- BOAW eBuaeHumnja 3a noTpebHaTa KonMuMHa Ha OrpeBeH maTepujan u 3a Toa ro
N3BeCcTyBa CyACKUOT aAMUHUCTPATOP U nNpeTceaaTenoT Ha CyaoT,

- BpPWW W Apyrm paboTM WTO Ke My M [OBepu CYACKMOT agMUHUCTpaTop W
nperceaarenoT Ha CyaoT.

- oaroBapa 3a cBojata paboTa npea CyACKUOT aaMUHUCTPATop

MorpebHa cTpyyHa noaroToBKa:

- HajManky cpegHo unu ocHOBHO obpasoBaHue
- AMNNOMa 3a OApXXyBake Ha NapeH KoTen 1 napHa mpexa
- co unu 6e3 paboTHO NUCKYCTBO

UneH 38

Bo3au

- ' BO3M 1 I'1 04pXKYBa NaTHUuKUTe aBTomobunu 3a cnyxbexn notpedu,

- BOAU eBUAEHUM|a 32 MOMUHATa KUITOMETpaxa, NOTPOLLEHO ropuBO, Masneo 1 Apyro 3a
BO3Wnara Co KOu € 3aA0IMKeEH,

- BpWKM W ApYrM paBoTh WTO Ke My M [OBepu CYACKWOT aaMWHUCTpaTop W
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npeTcenaTenoT Ha CyaoT.
- oproBapa 3a cBojaTa pabota npepn CyACKMOT agMUHWCTPATOp M MpeTceaaTenoT Ha
cynoT

MoTpebHa cTpyuHa noArotoBKa:

- HajManky cpenHo unv ocHoBHO ob6pasoBaHue,
- BO3auKu fgossona ,b" kareropuja Hajmanky 1 roguHa
- co nnu 6e3 paboTHO MCKYCTBO

Ynen 39
Xurnennvap

- C& rpWXM 3a XurueHara Bo CyAoT;

- M YACTU CUTE NPOCTOPUA KOWU M KOPUCTU CYAOT MO pacnopen of CYACKUOT
agMUHUCTPaTOP,

- BPLUV 1 Apyrn paboTu WTO ke My rM JoBEepU CYACKUOT agMUHUCTPATOp U
nperceaaTenoT Ha CyAoT.

- ogroBapa 3a csojaTa paboTa npea CyaCcKUOT agMUHUCTpaTOp

MoTpebHa cTpyyHa NOAroToBKa:

- CpefHOo N OCHOBHO obpa3oBaHue
- co unu 6e3 paboTHO UCKycTBO

Iv. TIPEOAHU 1 3ABPLLHUN OAPEOBU
YneH 40

Ogoj pasunHuK Bneryea BO cuna CO AEHOT HA AafeHa COrnacHOCT o4 CTpaHa Ha
CoseToT Ha cyackarta cnyxba.

Co BrnerysameTo BO cuna Ha oBoj [NpaBunHUK npecTaHysa fa Baxu [MpaBunHUKOT 3a
BHaTpelWHa opraHusauvja n cucrematusaumja Ha pabotHute mecta Bo OcHoBeH cyn Kodanu
(npeuncteH TekeT) CY-583/15 og 16.03.2015 roguHa.

MpeTtceparen Ha cyaor
M-p Oapko Pucros
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