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3ANPEIMAETCSE HECAHKIHHUOHHPOBAHHOE KOIIUPOBAHHUHE NOKYMEHTA!
Hacmosuuii doxymenm He moxcem Bulinb ROTHOCHIbIO Wil YUCMUNHO 80CHPOUIGLOEH, MUPANCUPOBLH U
pacnpocmpanén bes paspeuwenus Ilpedcedamenn [Tpasnenun-pexmopa HAO « Topaticeipos yrusepcumeny
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1 Ob6mue mos1okeHHs

1.1 MeTomucT BBICIIET0 YPOBHA KBANH(HUKAaLHM OTHOCHTCA K KaTerOpHH
y4eOHO-BCIIOMOTaTeabHOI0 [IEPCOHANA.

1.2  Meroguct BBICIIEr0  YPOBHA  KBANM(UKAIHM  TPHHHUMAETCS U
0cBOOOKAAETCA OT 3aHMMaeMoil JOMKHOCTH TpHKa3oM [Ipeacenmatens Ilpapnenus-
pexTopa HexoMmmepueckoro akiHoHepHoro obiectpa (nanee — HAO) «Topaiirsipos
YHUBEPCHTET».

1.3 KpanudukanuoHHsie TpeOGOBaHH:

- Bbiclee o00Opa3soBaHHE B COOTBETCTBHH ¢ 00J4acTel0  0oOpasoBaHus

oby4aromuxca Kageapsr,

- HaBBIKM paboTel ¢ nporpaMmamu Microsoft Office (Word, Excel, PowerPoint),
Bitrix24, Sedo;

1.4 MeToaucT BHICIIEr0 YpPOBHSA  KBAIHGUKAIMH  HEIOCPEACTBEHHO
NOAYMHAETCA 3aBeAyrolieMy Kadeapol, KOOpAHHATOPOM pabOTHl Takd>kKe BEICTYIAET
3aMECTHTEIb JIeKaHa 110 y4ebHoii pabore.

1.5 Meroauct BbICLIEro YpOBHS KBaTWGUKALHM OODKEH 3HATk U
PYKOBOACTBOBAThCS:

- Konctutyuueit Pecnybnuku Kasaxcran (mamee — PK), npunsaroii Ha
pecnybnuxaHckoM pedepenayme 30 aBrycra 1995 roga;

- TpynoseiM xoznexcoMm PK ot 23 Hosa6Gps 2015 roga Ne 414-V 3PK.

- T'ocynapcreenHnoit nporpammoit pa3sutus obpasosanus PK nHa 2020-2025
ronsl, yreepxaeHHo# YkasoMm [Ipesugenta PK ot 27 nexabps 2019 roga Ne 988;

- 3axonom PK «O6 obpazoBanum» ot 27 mons 2007 roga Ne 319-I11;

- 3akoHoM «O s3eIkax B PK» ot 11urong 1997 roga Ne 151-1;

- 3axoHoM «O Hayke» ot 18 despans 2011 roga Ne 407-1V;

- 3akoHoM PK «O TexHudeckoM peryaupoBaHuu» oT 09 Hos6pa 2004 roza,
Ne 603;

- 3akonoM PK «O mportuBopefictBuu ¢ koppynuuu» ot 18 Hoa0Opa 2015 roga
Ne 410-V 3PK;

- KsannduxauoHHBIMU TpeOOBaHHAMH, NpeabABIAEMbIMH npu
NULEH3UPOBAHMH 00pa3oBaTENbHOH JEATENBHOCTH, H TEPEYHEM JOKYMEHTORB,
NOATBEPKAAIOIIMX  COOTBETCTBHE MM,  YTBEP)KOCHHBIMH  IOCTAaHOBJICHHEM
ITpaBurenecria PK ot 28 deBpans 2013 roga Ne 195;

- HHBIMH HOpPMAaTHBHBIMH NpaBoBbIMH akTamH PK, perymupymouue Bompocs!
obpazoBaHus;

- IIpaBunamu BHyTpeHHero pacnopsaka HAO «TopaiirelpoB yHHBEpPCUTETY;

- Kogexcom xopriopatuBHo# 3THKH HAQO «TopalirblpoB YyHUBEPCUTET»

- YeraBom HAO «TopalirelpoB yHHBEPCHTET?;

- KonnexkTHBHBIM JOrOBOpPOM;
- Muccueii, Ilonutukoi u Lensimu HAO «TopalrblpoB YHHBEPCHTETY;

3
3AINTPEMIAETCA HECAHKIIHOHHPOBAHHOE KOITHPOBAHHME NOKYMEHTA!

Hacmoawjuii 0oxymenm rne Modcem Boinis RORHOCHIBIO UM HACMUNHO BOCHPOUIBEOEH, MUPANCUPOCAH U
pacnpocmpanén 6ez paspewerun Ilpedcedamena Hpaenenus-pexmopa HAO « Topaiizeipos yrueepcumem»
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- IIporpammoii paseutss HAO «TopaiirsipoB yHuBepcuteT» Ha 2023-2029
rOJEl;

- OpPraHU3alMOHHO-PacCOPAAUTENBHBIMH JOKYMEHTAMHU;

- HepapXHel CTpyKTypbl H HanpapiieHusamu aesrenbHocTH HAO «Topaiireipos

YHHBEPCUTCT»,
- AOKyMCHTaMH CHCTCMBI MCHCIKMEHTa KadecTBa B TIIpeaciax CBOHX

OJDKHOCTHBIX 00sA3aHHOCTEIH;
- JOKYMEHTaMH, o0ecneYHBarONHMH (YHKIIHOHMpPOBaHHE CHCTEMBI

MEHEIXKMEHTA KayecTBa,
- CTaHJapTaMH, TEXHUYECKUMH YCIOBUSMH, METOAMKOH M MHCTPYKLUHAMH IO

1abopaToOpHOMY KOHTPOJIIO;

- NEPEeIOBBIM OTEUECTBEHHEIM M 3apy0e)KHBIM OIBITOM B COOTBETCTBYIOLIEH
oOnacTH 0OpasoBaHHs W HAayKd, METOJMKOH INpPOBENCHHA H BHEIPEHHS HAYYHAIX
HCCNeA0BaHul U pa3paboTok;

- NIPUHLMIIAMH KOHCTPYHPOBaHHUsA J1ab0paToOpHBIX PpUOOPOB U 000pyHOBaHUA H
NpPaBHIaMM KX 3KCILTyaTalMd, oQopMiIeHHS HAYYHO-TEXHUYECKOH TOKYMEHTALMHA H
3asBOK Ha NpUOOpEeTeHHE NpHOOpOB, MaTepHaIoB, APYTHX CPEACTB, HEOOXOIMMBIX
15 nabopaTopuu;

- IOJIOKEHMEM O CIIeLHANIBHOH Kadeape;

- LEJISIMH CIIELHaNBEHOM Kadeapsl;

- HACTOAIIEH JOKHOCTHOH HHCTPYKLHEH;

- [IpaBUJIaMU U HOpMaMH 0e30MIacCHOCTH U OXpaHHI TPy/a.

1.6 Ha Bpems otcytcTBusa MeTonHcTa (60Ne3Hb, OTIYCK, KOMaHAMPOBKA) €ro
00s3aHHOCTH MCIIONHAET JIMLO, HasHaueHHoe npukasoM [peacenatens Ilpapnenus-

peKTopa.
2 1o/IZKHOCTHDbIE 00SI3AHHOCTH

2.1 O6mue HanpaBJeHHs paGoThI

2.1.1 OcymectBiser paboTy 10  OpPraHM3alHOHHOMY  OOeCHeueHHro
aIMMHHCTPATHBHO-PACIIOPSIUTENIBHON AeATeIEHOCTH Kadeaphl.

2.1.2 Bemer  Aenonpou3BOACTBO B COOTBETCTBUH C  YCT4HOBJIEHHOM

HOMEHKJIaTypoii Jien Ha Kadeape.
2.1.3 OcyecTBiger KOHTpONb 3a COOMIOAEHHEM CHUCTEMBl MEHEDKMeHTa H

Ka4yecTBa O BHYTPEHHEM JENONpPOU3BOICTRE.

2.1.4 HUcnonn3yeT B cBOEit paboTe 3i1eKTpOHHBIH JokyMeHToobopoT «COIO» u
CHCTEMY yIpaBjieHHs OU3Hec-poueccaMy « bUuTpuxe.

2.1.5 OcymecTBnseT  CHCTEMHBIH  KOHTPOJNB W MOHHUTOPUHI  3a
YKOMIUIEKTOBAHHOCTEIO Y4eOHO-METONHYECKHX KOMIUIEKCOB AMCUUILIMH KadeOphl,
y4eOHO-METOANYECKHM KOMILIEKCOM CIIEIHATBHOCTH.

2.1.6 Bener o6pabotky HHbOpMauuM¥M H JOKYMEHTOB IIPH TOATOTOBKE M

NPHHITHH PELIEHHUH.
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SANNPEIMAETCA HECAHKLIHOHHUPOBAHHOE KOITUPOBAHHUE AOKYMEHTA!
Hacroawuit dokymenm He moscen Buims ROTHOCKIBIO WU YACHIUYHO 80CRPOUSEEOEH, MUPANCUPOBAN U
pacnpocmpanén bes paspewenun Hpeocedamenn [Ipaanenus-pexmopa HAO « Topaiizbipoe ynugepcumens
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2.1.7 Tlo nopydeHu0 3aBeaymolero kadeapoif TOTOBUT NHCHMa, 3alpOCHl U
JApYTHe NOKYMEHTHIL.

2.1.8 ObecneunBaer kadempy ¢ 3aBeAyIOLIMM CKIaJOM HeOOXOOMMEIMH
KaHUEIAPCKUMH IPHUHAANIEKHOCTAMH.

2.1.9 CBoeBpeMeHHO NepeaaeT B apXUB JOKYMEHTBL

2.1.10 BeinonHsgeT TeKkyllylo omeparuBHyi0 paboTy 1m0  mopyyeHMio
3aBeNyrollero Kadeapoii, 3aMecTuTeNs AekaHa o yue6Hoil pabore.

2.1.11 ObecneunBaer kadeapy HeOOXOAMMBIMM MaTepualiaMH, NpUGOpaMu,
obopyoBaHHEM [ NpoBefeHHs y4yeOHOM, yueOHO-MeTOAMYECKOH, Hay4HO-
M CCNIEA0BATENbCKOMH paboThHI.

2.1.12 Tlo oxoH4yaHHH NaboOpaTOpHBIX pabTo MeToAMCT Kadelapbi «bHoIOrMH U
3KOJIOTHH» 0043aH NMPOBEPUTh M NPHBECTH B NOpAAOK pabodee MecTO, MPHOOPEI
ammaparbl, BCe JIM CKISHKM H IIOCyAa C XHMHUYECKHMH BEIECTBAMH 3aKPBITHI
npoOKaMH H IMOCTABJIEHBI HA MECTO.

2.1.13 MetoaucT 00s3aH OTKIIIOYATh BCE IEKTPONPHOOPH], B ayAUTOPHAX Iae
paboTaloT (XONOAUIBHUK, TEPMOCTAT U JIp), BHIBEIIHBAOTCA TaOJIHUKY ¢ HAATHCAMH
«BKIIOYEH XONOXUNBHUK» H TaK JaJiee.

2.1.14 ObecneynBaeT TeXHHYECKOE HCIIONIHEHUE AOKYMEHTALMH Ha Kapeape.

2.1.15 OpranuzoBbiBaeT H 0OecleYHBAaeT NMOATOTOBKY YUe€OHBIX MOMeEILEeHHIH
kateapsl k yueGHOMY Ipolieccy, y4eOHOM U HayuHO-HCCIeI0BaTeNbCKoMH paboTe.

2.1.16 Tlepen yxomom wMetoaucT 06s3aH NpPOBEPUTH, 3AKPBITHl JIH OKHA,
BBIK/IIOUHUTh OCBELEHHe, 3aKpBITh AYAMTODHIO U jabopaTopuio, NepeiaTh KIIOUH
OEKYPHOMY OXpaHbl O YeM CAeNaTh 3aMETKY B KypHaJIe.

2.1.17 BeinonuseT paboTy 10 MOATOTOBKE Y4eOHO-METOAMYECKMX M HAyUHBIX

CEMHHApPOB.
2.1.18 TIpoBoauT u oOpMIIsET €XKEeroAHYI0 UHBEHTapH3alHI0 KadeapalbHOro

o6opynOBaHHA.
2.1.19 Ipuaepxusaercs Koaekca xopnoparusHod 3tHku HAO «Topaiirsipos

YHHUBEPCUTET»
2.1.20 CobmopgaeT TpeGoBaHus Mo 6e30MacHOCTH U OXpaHe TpyJAa, MOXapHOH
6e30MacHOCTH H MPOH3BOACTBEHHOH CAaHUTApHH Ha paboueM MecTe.
2.1.21 Bepexno otHocurcs k umyuectsy HAO «TopairelpoB yHUBEPCUTETY.
2.1.22 CobGmopaer TpeGoBaHHA BHYTPCHHHMX HOPMATHBHEIX JOKYMEHTOB
O61ecTBa ¥ AeHCTBYIOLLErO 3aKkoHOaTenscTBa PK.
2.1.23 Ipoxoaut dpmooporpaduyecKuid OCMOTP pa3 B I'OA.

3 IlpaBa

3.1 MeTomucT BEICIIETrO YPOBHA KBalH(UKALKMH UMEET MPaBo:
1) 3HAKOMHTBCA ¢ MPUKa3aMH U PaCMOpHKEHHSIMH pYKOBOJICTBA YHHBCPCHUTETA,

Kacbe.upm, KacarolIHMHUCA €ro ACATEIBHOCTH,
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3ATIPEIMAETCA HECAHKWHOHHPOBAHHOE KOITHPOBAHME JOKYMEHTA!
Hacmoswuii dokymenm He Moxcem Golmb NOTHOCMBIO WM NACMUYHO 80CHPOUIBEOEH, MUPANCUPOBAH U
pacnpocmpanén 6e3 paspewenus Ilpedcedamenn ITpagnenun-pexmopa HAO «Topatizeipos ynusepcumem»
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2) 3anpaimuBaTh MO IOPYYEHHIO 3aBEAYIOIIEr0 KaeApoH OT CTPYKTYPHBIX
noapaszjeneHnii HHGOpMAIHI0O M JOKYMEHTHI, HeoOXOAMMEBIE MJIsi BBIMOIHEHHS
BO3JIOXKEHHBIX TTOPYYSHUH U 3aIaHKH;

3) BHOCHTb Ha paccMOTpeHHe 3aBeAyollero kadenpodl npeanoKeHHd,
HallpaB/€HHBIC Ha YIYYLICHHE AeATeIbHOCTH Kadeapsl;

4) noBbILIATE CBOIO KBaNH(HKALMIO O HANpaBleHHAM INpohecCHOHATBHOM
JIeSITeIbHOCTH.

4 OTBeTCTBEHHOCTDL

4.1 MeToaucT BHICIIETO YPOBHA KBATH(UKAIIMK HECET OTBETCTBEHHOCTD 34!

1) HeHajnexalee HCIOJHEHHEe MM HEUCIIONHEHHE CBOMX JODKHOCTHBIX
o0s3aHHOCTEH, MpelyCMOTPEHHBIX HACTOSAIIEH TOIKHOCTHOM HHCTpYKIHE;

2) 3a cobnoAeHHE YCTaHOBJIEHHBIX CPOKOB UCTIONHEHHA 33laHHH U NOpYyYEHHH;

3) Hapymienne IlpaBun BHyTpeHHero pacnopsgka HAQ  «Topaiirsipos
YHUBEPCUTETY;

4) pasriallleHHe CBeNeHUM, npeaHa3HAYEHHBIX AJIA CIYXeOHOrO MOJb30BAHUA
OO61ecTBa;

5) coBepllieHHe B  IpollecCe€  OCYLUCCTBICHHA  CBOE€H  JEATEIBHOCTH
MpaBoOHapyLIeHUH, OIpe/ieIeHHbIX JeHCTBYIOLINUM 3aKoHOaTeNnbCTBOM PK;

6) npHYHHEHHE MaTepUanbHOro yuepba, NpexyCMOTPEHHOTO JEHCTBYIOLIHM
3akoHoZaTenscTBOoM PK.

7) TIpedOCTaBlIeHHE ROCTOBEPHOM M KadeCTBEHHOH HMHGOpMAlMH IO 3arpocy

PYKOBOZACTBA,;
8) coBepileHHe B  mpollecce  OCYIIECTBICHUA  CBOEH  AEATENBHOCTH

NpaBOHApYIUEHHH, oNnpeaeNleHHbIX JCHCTBYIOIMM 3aKoHOAaTeNhcTBOM PK;
9) 3a He HCTIOJIHEHHE YCTHOIO U IUCEMEHHOI'O paclopKEHHH PyKOBOJCTBA.

5 BzaumocBH3H

5.1 MeToaMcT  BBICIIET0O  YPOBHA  KBaMM(UKaUM  HENOCPEACTBEHHO
B3aUMOJIEHCTBYeT C 3aBeAyIOLIMM KadeapoH, COTpPYAHMKAMH APYIHX CTPYKTYPHBIX

nojpasaeneHuit gpaxkynprera, 00LIecTBa.
5.2 BzauMogeiicTBHe ¢ MHBIMH JOJDKHOCTHBIMHM JHLAMU H IOJpa3Ae/ICHHAMHU

OCYIIECTBIIAETCA MPH YYaCTHH COTPYLHUKOB COOTBETCTBYIOLIMX MOAPa3AeICHHMH.
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3AMPEIMAETCA HECAHKIITHOHUPOBAHHOE KONMHPOBAHME JOKYMEHTA!
Hacmonwuii doKymenm re Moxcem Goims HORHOCMbIG Wi YACMUYHO BOCRPOUIEEOEH, MUPANCUDOSAH U
pacnpocmpanén 6es paspewenun Ipedcedamenn Ipaanenun-pexmopa HAO « Topaiizeipoe ynusepcumemy
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Hpunoxenne A

(obsi3aTensHoOE)
@ CO CMK 4.01.6/01
JIMCT COI'JIACOBAHHS
Homxnocts, ©.U.O. Jarta cornmacosanus Ioamice
Uinen lpaBnenus no AB -
IIPOPEKTOpP

Bbrikos I1. O. /0 2013 rona

_QZ L~~~/ {noammce)

H. o. pykosoaurens YIIOuI3 // ﬁ

CaburoBa P. A. 04 /o 2043 ro,ué
{noanmce)
Hupexrop HR-ciry» 61

Kaxkumena A. E. o4 10 20773%rona

7 (noapuce)

Hopmoxonrpons:
HHKEHEDP N0 KauyeCTBY

OCuCMK —

Basxmerosa I. C. 02 rp 2043rona
(d6anuce)
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3ANIPEIMAETCS HECAHKLIHOHUPOBAHHOE KONMUPOBAHUE JOKYMEHTA!
Hacmoswuti Ooxymenm ne moxcem Gotmb HOTHOCHIbIO UMM NACHUYHO BOCHpOU3BE0EN, MUPANCUPOBan U
pacnpocmpanés be3 paspewenus [pedcedamens Ipaenenun-pexmopa HAQ « Topaiizeipos ynusepcumemy
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IIpunoxenue b

(obs3aTensHOE)
@® CO CMK 4.01.6/02
JHCT O3HAKOMJIEHUSA
O.HU.0. muua, JlaTta 03HaKOMJIEHHS C INoanwuce
03HAaKOMHBIIIETOCH C JIOKYMEHTOM

JOKYMEHTOM
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3ANPEIMAETCS HECAHKIITHOHUPOBAHHOE KOITHPOBAHHE JOKYMEHTA!
Hacmoswuii doxpmenm ne Mosxcem Goimb ROAHOCMbIO WY YACMUYHO 8OCNDOUIBEOEH, MUPANCUPOBAH U
pacnpocmpanén 6e3 paspewenun Ilpedcedamens pasnenus-pexmopa HAO «Topaiievipos yuusepcumemns
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Hpunoxenne B
(obs3aTenbHOE)

® CO CMK 4.01.6/03

JIUCT YYETA NEPHOAUYECKHX IMPOBEPOK

HoMmep u Pesynbrathl Hara @.N.0. nuna, IMoamuce nHuA,
JaTa IIPOBEPKHU BHECEHUsi | BHECIIIETO 3allMCh | BHECIIEro 3aMuch
MIpHKa3a 3aITHCH
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3ANPEIMAETCA HECAHKLHHOHHPOBAHHOE KOITHPOBAHHE JOKYMEHTA!
Hacmoswuii doxymenm ne Moxcen Golmpb NOIHOCMbIO URH YACMUYHO 6OCNPOUIGEOER, MUPANCUPOBAH U
pacnpocmpanén bes paspewenun flpedcedamenn Ipaanenun-pexmopa HAO « Topaiizwipos ynugepcumemny»
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Ilpnaoxenne I’
(obA3aTenbHOE)

O CO CMK 4.01.6/04
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JHUCT PETHCTPAIIMY USMEHEHHH U JONOJIHEHUN
[lopsaaxoBeiii | OcHoBaHue Hara Jara ®.1.0. nuua, [Toamnuce
HOMep (Ne, nata | BBeleHUA | BHeCEHHA BHECILIErO LA,
U3MEHEHHs | I@pHKaza) |[W3MEHEHHS H3MCHEHHA| H3MEHECHHE BHECIIIETO
H3MEHEeHHe
—

3ANPEIMAETCA HECAHKHHOHHPOBAHHOE KOITHPOBAHHUE NOKYMEHTA!
Hacmoswuti doxymenm ne moxcem Gotmb ROAHOCMBIO UTU HACMUNKO 80CNPOUIBEOEH, MUPANCUPOEAN U
pacnpocmpanén bez paspewenus ITpedcedamens Hpasnenun-pexmopa HAO « Topaiizeipoe yrusepcumemy




