3ATBEP/I’KEHO

Haka3oMm kepiBHUKa anapary
HoBropoakiBcbkoro paiioHHOTO Cyay
KipoBorpancekoi obmacti

16.03.2021 poxy Ne 11-k

YMoOBH NpOBeIeHHSA KOHKYPCY

Ha 3alHATTS BAKaHTHOI IMOCAIN JEPIKABHOI CiTy)kOu Kateropii «B» - cekperaps
HogropoakiBcekoro paiionHoro cyay KipoBorpaacekoi o6acri.

3arajbHi yMOBH

ITocanoBi 000B’ 13KH

1. Bene mepBuHHMIA OOJIIK CHpaB i Marepialis,
po3rIIAN  SAKMX mepeadadeHo  MPOIEeCyalbHUM
3aKOHO/IaBCTBOM.

2. 3nilcHIOE TIPUMOM 1 peecTpaililo CyIOBHX
CIpaB 1 KOPECHOHJIEHIII1, sIKa HaIWIUIA 0 CYAY,
MiJTOTOBKY Ta HaJICHJIAHHS BHX1JIHOT
KOpeCMoHACHIIi cyay BiAMoBigHO a0 [HCTpyKIil 3
IJIOBOJICTBA.

3.3abe3mneuye 3arlOBHEHHS 00JIIKOBO -
CTaTUCTUYHUX KapPTOK B aBTOMAaTHU30BaHIN cUCTEMI
JIOKYMEHTOOOITY Cy1y.

4. 3abe3meuye 30epiraHHs CyIOBHUX CIpaB Ta
IHIIUX MaTepialliB.

5. Bezie HOMEHKIIATYpHI CIIpaBH CYYy.

6. 3nificHIOE TMIrOTOBKY CYIOBHX CHpaB i3
CKapramu, MOJAHHAMH JUIsl HaJIICIaHHS 70 CYIiB
BUIIUX 1HCTAHIIN.

7. TlpoBomuTh poOOTY 13 CBO€YAcCHOI BHAAYl
BUKOHAaBYMX JIUCTIB y LUBUIBHUX 1
aZIMIHICTPaTUBHUX cIpaBax, odopmIIeHHs
3BEpHEHHS JO0 BHUKOHAaHHS pIlIeHb CyAy Y
IUBUIBHUX 1 aJMIHICTPaTUBHHUX CIpaBax, B TOMY
YuCai, CYJOBMX pIilleHb y CIOpaBax Ipo
YCHHOBJIEHHSI, Y CIIpaBax Hpo 1M030aBlIeHHS 0COOH
0aTbKIBCBKMX TIpaB, pIllIEeHb 1HO3€MHUX CYIB,
pillieHb, SIKI MIJUISTal0Th HETailHOMYy BUKOHAHHIO,
yXBaJ TIPO PO3IIYK OOpKHUKA JO BUKOHAHHSI.
Kontpontoe onepxaHHsi TOBIIOMJIEHH TIpO  iX
BUKOHAaHHS Ta 3a0e3nedye MpPUEAHAHHS [0
CyJIOBHUX CIIpaB.

8. Bene KOHTpOJBHI Ta 3BeleHI KOHTPOJBHI




BUKOHABY1 MPOBAJKECHHSI.

9. 3miiicHioe OO0JIK BHKOHABYMX JOKYMEHTIB,
30KpeMa, 1 THX, SKi MMepenarTbcs i BUKOHAHHSI
0 JepkaBHOI BHMKOHABUOi cCiyxOu. 3ailicHIOE
BIJIKIIMKAHHS BHUKOHAaBYUX JIOKyMEHTIB Yy pa3si
MPUIMMHECHHS iX BUKOHAHHSI.

10. 3giiicHi0e mTpHIOM CyJOBHX CIOpaB Ha
30epiranHs 10 KaHIEeIspii Cyy.

11. IlpoBoauTh  TepeBipKy  BiANOBIAHOCTI
JOKYMEHTIB y CYJIOBHX CIIpaBax OIHUCY CIPaBH.

12. Hapae indopmarmico i CKJIaJaHHS
CTaTUCTHUYHUX 3BITIB PO pE3yAbTaTU PO3TIIILY
CyJIOBUX CITPaB.

13. Hamae mnpono3umii 1OAO CKIAAaHHS
HOMEHKJIATYpH CIIPaB CYy.

14. 3ailicHIOE MIATOTOBKY Ta Mmepeaady A0 apXiBy
Cyly CYIOBHX CIOpaB 3a MHHYJII POKH,
MPOBA/DKCHHS Y SKUX 3aKIHYCHO, a TaKOX 1HIIY
JOKYMEHTAIII0 KaHIEISIPii CyTy 32 MUHYII POKH.

15. 3piiicHI0€ TIpUIOM TpOMaJsSH, BUAAYY KO
Cy[IOBUX  pilleHb, IHIIMX JOKYMEHTIB, SKi
30epirafoTbcsl B KaHLESIPIi Cydy, Ta CYHOBHUX
CIpaB s O3HAHOMIIGHHS YYaCHHUKaM CYIOBOTO
PO3IIISAY BiIIOBIAHO 710 BCTAHOBJICHOTO MOPSIIKY.

16. JlomoBizae cTapmioMy CeKpeTapro Cyay Ipo
JNOTPUMAaHHS  CEKpeTapsMHU CYAOBUX 3aciJlaHb
CTPOKIB Mepeiadi CIpaB o0 KaHUENsApii cyny.

17. Ha yac TUM4YacoBOi BIJICYTHOCTI CTapIIOro
CeKpeTapsi CyAy 3a Haka3oM KepiBHHMKa amnapary
CyZly BUKOHY€E HOT0 00O0B'SI3KH.

18. BukoHye nOpy4YeHHsS KepiBHHKa amapary
Cyly, 3acTyllHMKa KepiBHMKa amapary cyay Ta
CTAapIIOTO CeKpeTaps Cyay MLIOJO0 oOprasizarii
poOOTH KaHLENpIi Cyay.

19. Brocute nmo OCK cynoBux cmpaB
iHpopMaIio, TOB’S3aHy 3 PO3TISIOM CYIOBHUX
CIpaB, B TOMY YHCJIi, MPO CIUIATy CyI0BOTrO 300py
Ta 3MIMCHIOE  TIEpeBIpKH  3apaxyBaHHA
(TOBepHEHHSI) CyAOBOro 300py IO IOCTaHOBaxX
PO HAKJIAJI€HHS aMIHICTPATUBHUX CTATHEHb.




20. BHOCHTB 110 00TIKOBO-CTaTUCTUYHUX KAPTOK
CyIOBHUX CIpaB Yy aBTOMAaTH30BaHIi CHUCTEMI
JOKYMEHT000Iiry cyny iHdopmamii mpo gary
HaOpaHHS CyJOBHMH PIIICHHSMHU Yy IMBUIBHUX Ta
aAMIHICTpaTUBHUX CMpaBax 3aKOHHOI cuiu (y
TOMY 4YHCHi 32 pe3yiabTaTaMH pPO3IIISAY CYAOM
aneJsIiiHOl YW  KacamiiHoi  1HCTaHIIii), a
TaKOX,BIMOBIAHO 70 Hakazy TOJIOBH CYAY,
3IIMCHIOE HAmpaBJIHHS 3 MIiAMUCAHHAM BIIACHUM
CNEKTPOHHUM  LHU(GPOBUM  MIAMUCOM  IUX
Bimomocreit mpo JH3CPC nmo  €aunoro
JIep>KaBHOTO PEECTPY CYAOBUX PIillICHB;

21. [linmucye  BracHUM CJICKTPOHHUM
U(POBUM MIANMKUCOM Ta Hampasise 10 Jlep:kaBHOT
¢ickanbpHOT ciryx0u VYkpainu yepes
AnminicTparopa aBTOMAaTU30BaHOI  CUCTEMH
JOKYMEHTOOOITY Cyay 3almuTd Ha HaJaHHS
iHpopManii mpo peecTpaniiHi HOMEpPH OOJIKOBUX
KapTOK IUIATHUKIB TIOJIaTKiB  OOp)KHUKIB  Ta

CTSATYBauiB JIJIi BHECEHHS UUX JAHUX [0
BUKOHABYOTO JOKYMCHTA, 10 BUIAETHCS
BIJITIOBIIHO.

22. BiamoBigHO 10 Haka3zy KEpiBHHKA arapary
Cyldy 3IIHCHIOE aBTOMAaTH30BaHUW  PO3MOJILI
cynoBux crpaB y ACC (KIT «/I-3»)

YMoBH oraty mparti

[Tocanmosuii okian- 4394 rpH.

HanbaBka 10 mocagoBOro Okjiagy 3a paHr
BiAMoBimHO 10 cT. 39 3akony Ykpaiaum «lIpo
nepxkaBHy ciayxOy» Big 10.12.2015 poky Ne 889-
VIII, Ilopsinky TNpUCBOEHHS paHTIB J€p>KaBHUX
cimyx0o0BI1i, 3aTBepakeHoro [loctanoBoro Kabinery
MinictpiB Ykpainu Big 20 kBiTast 2016 poky Ne 306,
31 3MiHAMHU;

Han6aBku, nmomatu Tta mpemii (BIAMOBITHO 10
crarti 52 3akoHy VYkpainu «IIpo nepxaBHY

CITY)KOY»)

[adopmariis po CTPOKOBICTh
0€3CTPOKOBICTh IPU3HAUEHHS HA MOCaay

49U

0€3CTPOKOBO

[lepenik  AOKYMEHTIB HEOOXIJIHUX
y4acTi B KOHKYPCi, Ta CTPOK iX MMOJaHHS

JJIA

1. 3asBa mpo yyacTh y KOHKYpCl 13 3a3HAUE€HHSAM
OCHOBHMX MOTHBIB IIOJAO 3aWHATTA IIOCaad 3a
($hopMO¥O 3TiAHO 3 TOAATKOM 2;

2. Pestome 3a (opmoro 3TifHO 3 JOJATKOM 21 B
SIKOMY OOOB'SI3KOBO 3a3HAYAETHCS Taka 1HGOpMAIis:

* Mpi3BHILE, IM's, 10 6aTHKOBI KAaHAUIATA,

* PEKBI3UTH JOKYMEHTa, IO TOCBIIYye OcoO0y Ta
MiATBEPIKYE TPOMAJITHCTBO Y KpaiHu;

* MIATBEPKCHHS HASBHOCTI BIAMOBITHOTO CTYIEHS
BHIIO] OCBITH;



https://zakon.rada.gov.ua/laws/show/246-2016-%D0%BF/conv#n1039
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https://zakon.rada.gov.ua/laws/show/246-2016-%D0%BF/conv#n1039

* TIATBEP/DKCHHS PIBHSA BUIBHOTO  BOJIOAIHHS
JIEP>KaBHOIO MOBOIO;

* BIZJOMOCTI TIPO CTa)x pOOOTH, CTaX JEpKaBHOT
coyxOu (32 HasBHOCTI), [JOCBiHZ poOoTu Ha
BIIMOBIIHUX  TOCajax y  BIANOBIgHIA  cdepi,
BU3HAYCHIH B YMOBaxX KOHKYpCY, Ta Ha KepiBHUX
mocajax (3a HassBHOCTI BIATIOBIAHUX BHMOT);

3. 3asBa, B AKif HOBIZOMIISETLCS, IO OO0 KAHIUAATA
HE 3aCTOCOBYIOThCS 3a00pOHH, BU3HAUEH1 YaCTHHOIO
TpeThoro abo ueTBepToro cTarti 1 3akoHy YKpaiHu
"[Ipo ounieHHst Baagu", Ta KaHAUJIAT HAJA€ 3rOAY
Ha TPOXOJKCHHS TIEPEBIPKU Ta Ha OMPHIIIOTHEHHS
BIZIOMOCTEHl  CTOCOBHO ceOe  BIONOBIAHO 1O
3a3Ha4Y€HOT0 3aKOHY;

4. Ocoba 3 IHBAIIHICTIO, SiIKa Oa)kae B3SATH Y4acTh Y
KOHKYpCi Ta 3a HasgBHOCTI IiJCTaB TNOTpeOye
PO3YMHOTO IPUCTOCYBaHHS, MOJIA€ 3asBY 3a GOPMOIO
3TiAHO 3 TOJIATKOM 3.

Sxmo ocoboro, sika Oaxae B3ATH y4acTh Y
KOHKYpCi, HE3aJeXHO Bil OOCTaBHH IIOJAHO
JeKIapanilo 0cobu, YIMOBHOBaXEHOI Ha BUKOHAHHS
¢byHKIiN gep>kaBu ab0 MICIIEBOTO CaMOBPSIIYBaHHS,
32 MUHYIUH pik, ii TOBTOpHE TMOAAHHA HE
BUMAra€eThbCs.

Oco0a, sika BusBWIA OakaHHA B3ATH y4yacTh Y
KOHKYpCi, MOX€ TI0JIaBaTH JIOJATKOBY iH(OpMaIIifo,
sKa MITBEP/PKYE BiIMOBIIHICT BCTaHOBIICHUM

BHMOTaM, 30KpeMa CTOCOBHO HOTIEPeTHIX
pe3yNbTaTiB  TECTyBaHHs,  JIOCBIAY  poOOTH,
npodeciiHux KOMITETCHTHOCTEH, penyrartii
(XapakTepuCTUKH, peKOMeHIallii, HayKOBI

myOiKarii Touro).

Ha enekTpoHHI MOKYMEHTH, IO TOAAIOTHCS IS
y4acTi y KOHKYpCI, HAaKJIQAaeThCsl KBali(hiKOBaHUI
eNIEKTPOHHHIA MiANNC KaHIUuJaTa.

Hoxymentu mpuiimMatoteess a0 17:00 ronunHm
29.03.2021 p.

Miciie, yac Ta 1ata npoBeACHHS KOHKYPCY

31.03.2021 poky o 10:00 romuui 3a axpecoro: 28200
KipoBorpanceka o6macts HoBropoakiBchbkuil paioH
cMmt. HoBroponka Byi. Hpyxou, 126.

[IpizBuie, iM'ss Ta 1Mo OaTbKOBI, HOMEP
TesiepOHY Ta ajpeca eJIEKTPOHHOI IOIITH
oco0wu, sika Ha/a€e A0JAaTKOBY 1H(GOPMAIIIIO 3
MUTaHb IPOBEIEHHS KOHKYPCY

OcieBcbka TersiHa OnexcanapiBHA
ten. (05241) 2-02-53
zast_kerap@ng.kr.court.gov.ua

KBaaigikauiiini BuMorn

OcsiTa

Buma ocBita 3a OCBITHIM CTyNE€HEM MOJOIITUN
OakasaBp, OakaigaBp

JocBing pobotu

He motpedye

BonosiHHS 1ep)kaBHOIO MOBOIO

BinbHe BOJIO/IIHHS I€P’KaBHOIO MOBOIO




BuMoru 10 KOMIEeTEHTHOCTI

Bumora

Komnonentu BuMorun

BMminHsS  mpamioBaTH 3 KOMIT'IOTEPOM
SIKKMHY IIOBUHHA BMITH BOJIOJITH 0c00a

BononinHs KOMO''OTEpOM - piBEHb OCBITYEHOTO
kopuctyBada. JlocBig pobotu 3 odicHUM mHaKeToM
Microsoft Office (Word, Excel, PowerPoint).
HaBuuku poGotu 3 iHOpMAIITHO-TIONTYKOBUMU
cucTeMamu B Mepexi [aTepHer

HeoOximHi Ai7I0B1 IKOCTI

HianoroBe cminkyBaHHsS (IIMCBMOBE 1  YCHE),
CHUCTEMHICTh B pPOOOTI, YBaXHICTh 10 JeTalleH,
CTPECOCTIUKICTB, YMIHHS JTOTPUMYBATHCh
cyOopauHariii, opieHTAaIlisl HA CaMOPO3BUTOK, BMIHHS
MPAIIOBATH B KOJIEKTHBI.

Heo0OximHi 0coOUCTICHI IKOCTI

[HiIaTUBHICTG, HAMIMHICTH, MOPSAHICTH, YECHICTB,
JUCIUILIIHOBAHICTb, FOTOBHICTh JIOIIOMOT'TH,
CTab1IBHICTh, KOMYHIKa0€JIbHICTD, IIOBAra 10 1HIINX,
BIITOB1HAJIbHICTb.

IIpodeciiini 3HAHHA

3HaHH 3aKOHOJABCTBA

1. Korcrutynis Ykpainu,
2. 3akoH Ykpainu «lIpo nepxaBHy ciyx0Oy»;
3. 3akoH Ykpainu «lIpo 3amobiranas KOpymiii».

3HaHHSA CHELIAIHLHOrO 3aKOHOJABCTBA, IO
MOB'sI3aHE 13 3aBJAaHHAMU Ta 3MICTOM
pobotu JIeP’KaBHOTO cityk00BIIs
BIIMOBITHO JI0O  IOCAQJ0BOI  1HCTPYKIIii
(MTOTOXKEHHSI PO CTPYKTYPHUN M1IPO3/ILNT)

1. IlporecyanbHe 3aKOHOJABCTBO;

2.3akoH Ykpainm «I[Ipo cymoycrpii i
CYIJIIB», 31 3MIHAMH;

3.IHcTpykmis 3 OUIOBOACTBA B
anemsAIHHIX cyJax, 3aTBEpKCHA HAKa30M
HepxaBHoi  cynoBoi  aamiHicTpamii  YkpaiHu
20 cepmast 2019 poky Ne 814, 31 3MiHamy;

4. TlonoxeHHS TIPO aBTOMATH30BaHY CHCTEMY
JIOKYMEHTOOOITY Cyay, 3aTBep/ukeHe PimeHHIM
Pamu cymmie Vkpaiam 26.11.2010 p. Ne 30, 3i
3MiHAMH.

cTaryc

MICLIEBUX Ta
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