BOI'O1YXIBCBKA PAHOHHA JIEP/KABHA AIMIHICTPALLISA
XAPKIBCBKOI OBJIACTI
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[Ipo oro/iomieHHs KOHKYPCY HA 3aHATTS BAKAHTHOI
MOCaJH roJIOBHOIO ~HEmiaaicTa BiIIy J0KyMeHTo00iry,
KOHTPOJII0, OpraHizamiitnoi Ta ingopmauiiHol AislIbHOCTI
anaparty boroayxiBcbKoi paliloHHOT AepKaBHOT
aaminicTpauii XapkiBcbKoi obsacri

1. OT'OJIOCUTH:

KOHKYPC Ha 3aiHATTS BaKaHTHOI MOCAIM AepiKaBHOI ciTykOM Kkateropii mocan
«B» - TOnoBHOro cneuiaiicTa BiUIAY JOKYMEHTOOOIrYy, KOHTPOJIK, OpraHi3auiiHol
ta indopmaiiiiHol aisabHOCTI amapaty boroayxiBcbkoi paHOHHOI  A€piKaBHOI
anmiHicTpaiii XapkiBcbkoi 001acTi.

2. BUBHAYHTH:

YMOBH [MPOBEAEHHS KOHKYPCY Ha 3alHATTA BaKaHTHOI MOCa[H JepxkKaBHOI
ciyxOu Kareropii mocaa «B» - ronoBHOTO crewianicra BIAALTY JOKYMEHTOOOIrY,
KOHTPOJIIO, OpraHizaniiinoi Ta inpopmauiiinoi aisabHOCTI anapaty boromyxiBcbkoi
paiioHHOI aep kaBHOI ajMiHicTpalii XapkiBcbkoi obmacTi.

3. BABE3ITEYUTH:

CEKTOPY YNpaB/iHHsA NEPCOHANOM anapary paioHHOI AepXKaBHOI aaMiHICTpani
(Onena CYBOTA):

ONpUIIOAHEHHs Ha €IMHOMY MOPTaJll BaKaHCIH JepKaBHOI CyKOM HaKasy mpo
OrOJIOLLIEHHS KOHKYPCY Ta YMOB HOr0 MPOBEACHHS B €IEKTPOHHIH (opMmi He mi3HiLe,
HIJK [IPOTSTOM HACTYITHOrO poOOYOro AHS 3 IaTH MIANHUCAHHS HAKa3y,

HaJiaHHs  BIUIUTY  JIOKYMEHTOOOIrY,  KOHTPOJIO,  OpraHizauiiHoi  Ta
iH(pOpMALIHOI AIAABHOCTI anapaTty paloOHHOI JepKaBHOI aJMIHICTpALl HAaKa3y Mpo
OTOJIOIIEHHSI KOHKYPCY Ta YMOB MOro TMpPOBEACHHS Ul ONPHIIKOJHEHHS Ha
odiiiHOMY Bebcaii1 pailoHHOT IepKaBHOT aAMIHICTpaLi.

[lincraBa: 3asBka Ha [00Ip TMEPCOHANY HauyalbHUKA BIUILTY JOKYMEHTOOOIrY,
KOHTPOJIIO, OprasizauiiiHol Ta iHdopMaliifHoi IISJbHOCTI anapary paioHHOT
JEPXKaBHOI aaMIHICTpALIli fil ABTYUIEHKO ta nojanus 3asigyBaua cekropy
YNPaBJIHHSA TEPCOHAIIOM o1 nepkaBHOi aaminicTpauii  OJieHu

CYBOTH.

KepiBuuk anapary pai’l

AePHKABHOT aAMIHICTpaLi Ipuna PO3TSAT AN
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YMOBH
NPOBEIeHHS] KOHKYPCY Ha 3aHHATTS BAKAHTHOI 0CAAN AEPKABHOL
cJy:k0u Kareropii nocaj «B» - ro10BHOro cneuiajicra Biaa1y 10KyMeHT000iry,
KOHTPOJII0, 0Oprauizauiitoi Ta ingopmauiiinoi AisyibHOCTI anapary
Boroayxischkol pailoHHOT qepkaBHOT aamiHicTpanii XapkiBebKkoi obacTi

3araabHi yMoBH

[Tocanosi 060B™ A3KH: 1. 3abe3nedyeHHs KOHTPOIIO 32 BHUKOHAHHAM
CTPYKTYPHUMH MAPO3ALIaMH1 paitoHHOi
JEPIKaBHOT ~ aJIMIHICTpAIlli, TEPUTOPIATIbLHUMH
OpraHaMy LEHTPAJbHUX OpPraHiB BUKOHABYOI
BlagM (B 4YaCTWHI  3JIHCHEHHS  HUMH
[IOBHOBAXXEHb ParoHHOI JIepiKaBHOI
aJIMIHICTpalili Ta  OpraHamMu  MICLIEBOrO
CaMOBpsI/lyBaHHs B YaCTHHI 3JIMCHEHHS HUMHU
JIeNIerOBaHUX MOBHOBAXEHb OpraHiB
BUKOHABYOI BJIaJM) aKTIB Ta JOPYYEHb
[lpesupenta VYkpainu, Kabinery MinicTpis
Ykpaiuu, aKTIB MIHICTEPCTB, THIITHX
IIEHTPAJIbHUX OpraHiB  BHKOHABUOI  BJIA/IH,
pO3MOPAMKEHDb 1 JOPYYEHb roJIoBM 00acHOi Ta
rOJIOBM PaloOHHOI AepXKaBHUX aaMIHICTpALlii,
JIUCTIB FOJIOBM Ta 3aCTYNMHHUKIB I'OJIOBU 001aCHOI
JePHKABHOT aZMiHICTpaLii, aJIpecoOBaHUX
KEPIBHULITBY palioHHOI JIepIKaBHOI
ajMIHICTpauli, Ta 3a craHoM pobotH 3
pearyBaHHs Ha 3alUTH 1 3BEPHEHHS HAPOIHHUX
AenyTaTiB YKpaiHK Ta ASMyTaTiB MICIEBUX Pal.
2. IlepeBipka cTaHy BHWKOHAHHS JOKYMEHTIB
CTPYKTYPHUMH MApPO3/1iIaMH panoHHOT
NepKaBHOI  aaMIHICTpalli, TEPUTOPlATIbHUMH
OpraHaMy LEHTPAJIbHUX OpraHiB BHUKOHABYOI

BJIa/IN Ta OpraHaMu MICLIEBOTO
CaMOBpsi/lyBaHHsl, 3a0€3MEeUeHHs KOHTPOJIO 3a
CBOEYACHUM  HAJ/IXO/KEHHAM B  HMX

1H(hOPMAIIIHHMX Ta THIIMX MaTeplajIiB MPo CTaH




2

BUKOHAHHA  JOKyMEHTIB Ta  pobotm 3
pearyBaHHs Ha 3alMTH 1 3BEPHEHHS HAPOJHHUX
nenyTtartiB YKpaiHu Ta JeMyTaTiB MICUEBUX Pajl.
3. TligrotoBka 1 3aBYacHE Ta CHCTEMAaTH4HE
HaJaHHA CTPYKTYPHHM MiAPO3JLIaM paioOHHOI
JIepPKaBHOI  aJMIHICTpalii, TEPUTOPIATBHUM
OpraHamM [EHTPaJbHUX OPraHiB BHKOHABYOi
BJIaJM Ta OpraHaM MICIIEBOIO CAMOBPATLYBaHHS
IIOTH)KHEBUX  MHUCBMOBHUX  HarajayBaHb -
nonepe/KeHb  NPO  3aKIHYEHHA  CTPOKIB
BUKOHAHHS JIOKyMEHTIB.

4. [IpoBeneHus BUIEPEKYBAJILHOIO
MOHITOPUHI'Y CTPOKIB BHKOHAHHS [IOKYMEHTIB
Ta pearyBaHHs Ha 3alMTH 1 3BEPHEHHS
HApOAHMX JenyTariB  YKpaiHW, JemyTaTiB
MICLIEBMX paj Ta CBOe€yacHe I1HGOPMYBaHHS
KEPIBHUIITBA paioHHO] JePIKABHOT
aJIMIHICTpaLii npo HEMOMITUBICTh X
NOJIEPIKAHHSL.

5. IligrotoBka uis KEpIBHUITBA palOHHOI
Aep:kaBHOi  aamiHicTpauii  iHdopmauiiHo-
AQHAJIITMYHUX MaTepialiB  [I0JI0 BUKOHAHHSA
JIOKYMEHTIB Ta pearyBaHHs Ha 3anMTH |
3BEPHEHHS HAPOJHMX JIENyTaTiB YKpaiHW Ta
JACTYTaTIB MICLICBUX pal.

6. 3abe3neueHHss OTPUMAHHA JOKYMEHTIB, IO
HaAIALLUTH 10 paioHHOI AepKaBHOI
aAMIHICTpalli, Yy TOMY 4YHC]II EJIEKTPOHHOIO
MOLUTOK), 3IMCHEHHS MOMEPEIHbOI0 PO3rJIAay
BXITHUX JIOKYMEHTIB, iX peectpauli Ta
nepejadl Ha PO3MUIAA KepIBHULTBY PaHOHHOI
Aep KaBHOI afMiHICTpallli, 3AICHEH s nepe/ayvi
JOKYMEHTIB /10 BHKOHaHHS (y TOMY 4HCI
BHYTPIIIHBOI JOKYMEHTallli anapary paiOHHOI
JIEpIKaBHOI aIMIHICTpALlii), peecTpaiis BUXIIHOT
KOpecnoHAeHli, (opMyBaHHA HOKYMEHTIB Y
CIPaBH.

7. 3abesnedueHHs B  amapari  paHOHHOI
JEPKABHOT ~ aJAMIHICTpAIii  BIAMNOBIAHO /IO
YUHHOTO 3aKOHO/1aBCTBA poboTtH 3
JOKYMEHTAMH, 110  MICTATH  CIy:KOO0BY
indopmatio (3aificHenHs obniky (peectpatii),
ApyKyBaHHs Ta 30epiraHHs, KOHTPOJIK 3a
[IPOXOKEHHSIM Ta BUKOHAHHAM JIOKYMEHTIB 3
rpudom «Jlns cnykO0BOro KOPUCTYBAHHA», Y
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TOMY YHCJI1 3 JIITEPOIO «M»).

8. I[liaroroBka MIOMICAYHUX Ta OKBApTaIbHHX
JIOBIIOK  MPO  JOKYMEHTOOOIr B amapari
PaliOHHOI JIepXKaBHOT aAMIHICTpaLlii.

9. 3abe3neueHHs TeaeOHHOTO 3B’ S3KY TI'OJOBH
palloHHOT ~ JAep)kaBHOT  ajAMIHICTpauii 3
KepIBHUKAMH CTPYKTYPHHUX 1JIPO3/IUTIB
PalioHHOI JIepXKaBHOI aJMIHICTpaLli, pailoOHHUX
ciy:k0, TNIANPUEMCTB, OpraHisaiii, yCcTaHOB
paiioHy, OJiep)KaHHs BXIOHHUX TenedoHorpam i
nepejava iX KEPIBHULTBY PalOHHOI JepKaBHOI
aZMIHICTpaMii Ul O03HAMOMIEHHS, JOBEACHHS
10 BiIOMAa BHMKOHABLUIB, HAaJaHHA JOBIIKOBHX
MOCIAYT IPOMAIsiHaM B TeJICPOHHOMY PEKHMI.
10. 3abe3neueHHsi NPOBEACHHSA MNONEPEAHBOI
EKCIEPTU3M  LIHHOCTI  JIOKYMEHTIB, IO
3HAXOAATbCS Ha 30epiraHHi, CKJIaJaHHA Ta
MOJAHHS HA PO3MIS  EKCIEPTHOI  KoMmicii
anapaTty paMoOHHOI Jep)KaBHOI aJMIHICTpaLii
IPOEKTIB OMMCIB CIIPAB MOCTIHHOTO 30epiraHys,
tpusanoro (monaa 10 pokiB) 30epiranssa, 3
KaJpOBMX NHMTaHb (0COOOBOrO CKIany), aKTiB
PO BUJIYUEHHS JUIsS 3HUILEHHS JOKYMEHTIB, HE
BHeceHnx 710 HauioHaapHOro apxiBHOIro (poHy.

YMOBH O1U1aTH mpati:

[Tocagosuii oxmag — 5300 rpH., mnpemii 1
Haa0aBKW - BIAMOBIAHO 10 ctarTi 52 3aKoHy
Ykpainu «IIpo nep:kaBHy ciy:k0y»

[Hdopmaliis mpo CTPOKOBICTb YK
0e3CTPOKOBICTh MPU3HAUYEHHSA HA
nocanay:

be3cTpokoBo

[lepenik indopmartii, HeoOX1aHOT
JUTSL y4acTl Yy KOHKYPCI, Ta CTPOK
il mogaHHsA:

1. 3asBa Npo y4acTh Y KOHKYPCI 13 3a3HAYEHHSIM
OCHOBHMX MOTHBIB I0A0 3aiHATTS MOCaaAH
(3a cdopmoto 3riaHo 3 goaarkom 2 jpo Ilopaaky
NPOBE/ICHHS KOHKYPCY Ha 3alHATTS [MOcaj
AepIxKaBHOL CiyKOu, 3aTBEP/IKEHOr 0
nocraHoBolo KabGinery MinicTpiB  Ykpainu
Bij 25 Oepesns 2016 poky Ne 246, B penakuii
nocraHoBd KaGinery MinictpiB  Ykpainu
Bizg 25 Bepecuss 2019 poky Ne 844 (pmam -
[TopsiioK MpOBEACHHS KOHKYPCY).

2. Pestome 3a opmoro 3rigHo 3 goaatkom 2! 1o
[Topsiiky npoBeAeHH KOHKYPCY.

3. 3asBa, y fkiii ocoba nmoBiaOMIIAE, O A0 HEl
HE 3aCTOCOBYIOTbCS  3a00pOHH, BHM3HAYEHI
YaCTHHOK TPeThor abo 4verBepTol cTarTi |
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3akony Ykpainu «lIpo oumniieHHs Baaan», Ta
Hajae 3rojy Ha NMPOXO/HKEHHS MEePEBIPKH Ta Ha
ONPWIIOTHEHHS BIZOMOCTEH CTOCOBHO HEI.
Crpok nojanus iHdopmari:

7 KaJeHAAPHUX AHIB 3 [HA ONPHJIKOJAHCHHS
iH(popMarii npo NPOBEAEHHA KOHKYpPCY Ha
€aMHOMY NOPTaJTi BAaKaHCIH AEPIKaBHOI Ci1ykKOu.
[npopmanis  npuiiMaeTbesi  yepes  COuHHMM
nopras Bakaucii aepxkanoi ciy:xou HAJIC.

JlonaTkoBa (Heo0OB’ A13K0OBA)
1HbOopMalis:

1. 3aspa moa0 3a0e3neueHHs PO3YMHHUM
NPUCTOCYBaHHSAM 33  (opmMoO  3riHO 3
nojpatkom 3 a0 [Topsaky npoBeIeHHs KOHKYpCY
(Juist oci® 3 IHBAIIOHICTIO, AKI OAKAKTh B3ATH
y4acTh Y KOHKYPC1).

2. Indopmaltis, ska IMITBEPKY€E BIAMOBIIHICTD
BCTAHOBJIEHHM BHMMOTaM, 30KpeMa CTOCOBHO
MONepe/HIX Pe3yJIbTaTiB TECTYBaHHsA, AOCBILY
poGotn,  mpodeciiHUX  KOMIETEHTHOCTEH,
penyTauii  (XapakTepPUCTHKH, PEeKOMEHJaLlli,
HayKOBI MyOJTiKaIii TOIO).

Miciie, yac Ta gara novaTtky
MPOBEJICHHS KOHKYPCY:

62103, XapkiBcbka oOnacth, M. boroayxis,
1. Cearo-JlyxiBchka, 2, kabOlHET 3acTyIHHKa
rOJIOBM PaiiOHHOI IepKaBHOT aAMIHICTpalli,
10.00 rox., 10 6epesns 2020 poky

[Ipi3BuiLe, iM’s Ta O OaTbKOBI,
HOoMep TenedoHny Ta aapeca
€JIEKTPOHHOI MOTK 0cO0H, AKa
Ha/a€ J0JaTKOBY 1H(oOpMaLIio 3
NUTaHb NPOBEACHHSI KOHKYPCY:

Cy6ota Onena IBaHiBHa,
tes. 05758 3 01 20,
e-mail: bohodukhivska@rda.kh.gov.ua

KBaniikauiiini BUMOrH

1. | Ocsita

Buma BIZIMOBIZIHOTO npodeciitHoro
CNPsIMYBAHHS, HE HHIKYE CTYIEHS MOJIOALIOrO
Oakanaspa, bakanaspa

2. | JHoceig pobotu

be3 Bumor a0 noceiay podotu

3. | BonoaiHHs aepKaBHOIO
MOBOIO

BijibHE BOJIO/IIHHSA JI€PIKABHOIO MOBOIO

Bumoru g0 KOMITETEHTHOCTI

Bumora

KOMIIOHEHTH BUMOT'H

1. | OcHoBHHMI HanpsiM poOOTH 3a

[mocagor

3a0e3neueHHs KOHTPOJIIO 32 BUKOHAHHAM
akTiB Ta gopydeHb llpesuynenra VYkpainm,
KabGinery ~ MinicTpiB  YKpaiHHM,  aKTiB
LIEHTPAJIbHUX OpPraHiB BUKOHABYOI BJIAJH,
THIIMX NOKYMEHTIB, 3a CBOEYACHUM
OMPAaIOBAHHAM  MPOCTOI  KOPECHOHICHLLII,
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3MIMCHEHHS  QHATI3y TPUYUH  MOPYLIEHHS
CTPOKIB BHMKOHAHHS JOKYMEHTIB 1 BHECEHHS
MPOMO3UIIA  MOJ0 1X YCYHEHHs, BEACHHA
JAOKYMEHTOOOI'Y B NpUHMaibHIA palOHHOI
AepKaBHOI aaAMiHICTpaLi

OcobnuBocTti pobOTH [HMBIAYyaIbHA

Onuc 30BHINIHIX 3B A3KIB 3 BijgaiiamMu anapaty XapkKiBChbKOI 00JacHOI
JAepiKaBHOI — aAMIHICTpaAUii: KOHTPOIIO Ta
BHYTPIIIHBOTO ayauTy, iH(opMarliifHO-
KOMIT I0TEPHOTO Ta JOKYMEHTAJIbHOTO
3a0€3MEeYCHHS,
3 MAPO3JAUIAMHM anapary Ta CTPYKTYPHUMH
MiAPO3AUTaMHA paiioHHO1 JIePKaBHOI
aZMiHICTpAaLli;

3 TEPUTOPIAJIbHUMHU OPraHaMM LIEHTPAIbHUX
OpraHiB BHKOHABYOI BJIA/IU;

3 OpraHaMu MICIEBOTO CAMOBPS/IyBaHHS;

3 NANPHEMCTBAMM, YCTAHOBAMH,
Oprasi3auisMH,

3 rpOMa/IsHaMHU

VYMiHHS npaioBaTu 3
KOMIT IOTEPOM

noceig pobotu 3 odicHum nakerom Microsoft
Office (Word, Excel, Outlook), HaBuuku
poboTu 3 1H(OpMaIIIHO-TTOIITYKOBUM
cUCTeMamMu B Mepexi [HTepHeT, 3HaHHA
MPaBUII BUKOPHCTAHHS KOMIT FOTEPHOTO
obj1alHaHHs Ta MPOrpaMHOro 3ade3neyeHHs

HeoOxiaH1 ALI0B1 AKOCTI

1) ananiTiuani 3110HOCTI,

2) BMIHHS pO3MOAUIATHA POOOTY;

3) opieHTallii HAa JIOCATHEHHS KIHLIEBHX
pe3yJIbTaTiB;

4) ornepaTHBHICTb,

5) miayioroBe CHUJIKYBaHHs

Heo0x1a11 0coOUCTICH]
AKOCTI

| ) BIAMOBIAANBHICTS,

2) NOPSIHICTD;

3) camocCTiiHICTH B pOOOTI;
4) MUCUUIUTIHOBAHICTD,

5) KoMyHIKa0eIbHICTh

IIpodeciiini 3HaHHSA

Bumora

KoMIIOHEHTH BUMOTH

3HAHHS 3aKOHO/1aBCTBA

3uanus: - Koncruryuii Ykpainu,

- 3akony Ykpainu «lIpo aepxkasny cinyxOy»;

- 3akony VYkpainn «[Ipo 3anobGiranus
KOPYIIIIi»;

- 3akony VYrkpainu «[Ipo Micuesi jaepkaBHi
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aJIMIHICTpaLii»;

- 3axony Ykpainu «IIpo goctyn no nyOaidHoi
iH(popmartii»;

- 3akony Ykpainu «IIpo 3axucT nepcoHaibHUX
JAHUX»

3HaHHS CrielllaIbHOTO
3aKOHO/IaBCTBA, 1110 NMOB’sA3aHe
13 3aBJaHHAMH Ta 3MICTOM
pobotu JICPIKABHOr O
cyk00BLSE  BIAMOBIZIHO [0
[TonoxenHs  npo  BLAALI
JIOKYMEHTOODIrY, KOHTPOJIO,
opraHizaiiiHoi Ta
iHdopMaliiHOi  AISUTBHOCTI
anapary paloHHOI JAEpPKABHOI
aaMIHIcTpanii, nocaaoBoi
THCTPYKIIIT FOJIOBHOTO
crieniaaicTa BiyIuy

3HaAHHS:

- Vkasy llpesunenta Ykpainu Big 26 junHs
2005 poky Ne 1132/2005 «ITutaHHs KOHTPOJIIO
32 BMKOHAHHAM YKa3iB, pPO3MOPSIKEHb 1
nopyueHns [Ipesnaenrta Ykpainuy,

- TlonoxeHHss NMpoO TOPAAOK MIATOTOBKH Ta
BHECeHHs1  npoekTiB  akTiB  [Ipe3unenra
VYkpaiuu, 3arBepukeHoro Ykasom [Ipesuaenra
VYkpainu Bix 15 swmcronapa 2006  poky
Ne 970/2006;

- IHIIMX 3aKOHIB 1 MIJ3aKOHHUX AaKTIB, IO
CTOCYIOTBCS HOTO HisIIBHOCTI,

- Pernamenty palioHHOI JeprKaBHOI
aJIMIHICTpAaLIi;
- IncTpykuii 3 AUTOBOACTBA B PaMOHHIN

JIepKaBHIi aJIMIHICTpaLii

3aBijyBay CEKTOPY YIPABJITHHS [1EPCOHATIOM
anapary paioHHOI aep)KaBHOI aaMiHICTpaLli

Onena CYBOTA

a




