Ienciiinuii ¢gona YKpainu 34ilcHIOE 100Ip MEPCOHATY HA MOCALy
rOJIOBHOI'O CHENiajicTa 3arajJibHOro0 BiJiLy
YnpaBiliHHS aJMIHICTPATHUBHOIO 3a0e31eYeHHS

OcHoOBHI ocagxoBi 000B’SI3KU:

* CTBOPIOBATH JIOKYMEHTalIiHUNA (oHa, 3abe3neuyBaTH (YHKUIOHYBAaHHS Ta
30epexeHHs apxiBy PoHy;

* ckJ1ajaTu rpadiku nepegayi Ta NpuUMaTy BiJl CTPYKTYPHUX NiApo3aiiiB QoHry
CIIpaBU MOCTIMHOTO, TpuBajoro (moHaza 10 pokiB) 30epiraHHs Ta 3 0COOOBOrO CKJIATY,
3a0e3nedyBartu ix 30epiranus;

* 3JIMCHIOBAaTH MIArOTOBKY JOKYMEHTIB JO TMepelayl Ha JiepKaBHE apxiBHE
30epiranss B LleHTpanbHull nepkaBHUN apXiB BUILKUX OPraHiB BiaJM Ta YNpaBIiHHS
Ykpainu;

* CKJIQJaTH 3BEJICHY HOMEHKJIATYypy chpaB, NMOroJxysaTtu 11 3 LleHTpanpHuUM
JIep’)KaBHUM apXiBOM BUIIMX OPTaHIB BJIaJU Ta YIPABIiHHSA YKpaiHH Ta 3/IIHCHIOBATH
METOJIMYHE KEPIBHULTBO pPOOOTOI MO CKJIaJaHHIO (Teperyisiay) MpOEKTIB
HOMEHKJIATypH CTIpaB CTPYKTYPHHUX inpo3ainiB DoHIy;

e Opath ydacTb B €KCHEPTHU3l WIHHOCTI CIYKOOBUX JOKyMeHTIB DoHuy.
[ToromxyBatu 3 eKCIIEPTHO-TIEPEBIPHOIO KOMiciero LleHTpanbHOTO 1ep:kaBHOTO apXiBy
BUIIIMX OpTaHiB BJIAJU Ta YIPaBIiHHA YKpaiHHU ONKCH CIIPaB MOCTIHHOTO, TPHBAIOTO
30epiraHHs, 3 KaJIpOBUX NHUTaHb (OCOOOBOrO CKIIAAy) Ta aKTH TPO BUITYUYCHHS
JIOKYMEHTIB JJIsl 3HUILCHHS, TEPMiH 30epiraHHs SKUX MUHYB;

* 32 JOPYYECHHSIM 3aCTyNHHKAa HavyaJlbHUKA YIPAaBIIHHS — HayaJlbHUKA BIIAUTY
PEECTPYBATU BXIJIHY KOPECMOHACHIII0, sIKa HAJAXOAUTh y MAnepoBOMY BUTJISII Ta
yepe3  CHUCTeMy  E€JIEKTPOHHOro  JokyMeHTooOiry — doHay,  BiANpaBisTH
KOPECTIOHJICHI[II0 Yepe3 CUCTEMY €JIEKTPOHHOTO JoKyMeHToo0Iry doumy;

* 3aCBITUYBATH KOMIii IOKYMEHTIB, 1110 CTBOPIOIOTHCS Y DOH/I1, 32 BUHATKOM KOTIiH
JIOKYMEHTIB 3 KQJIpOBUX MTUTaHb Ta TUX JIOKYMEHTIB, SIK1 BIJIMOB1THO 10 3aKOHO/IaBCTBA
noTpeOyIOTh 3aCBITYCHHS B HOTAPiaJlbHOMY TOPSIIKY;

* PO3MJISAJATH 1 CBOEUYACHO TOTYBATH BIATOBII HA 3BEPHEHHS TPOMAISH, 3aITUTH
Ha yOJiuHy iH(GOpMaIlifo, 3alMTH BiJl OPTaHiB JIePKABHOI BJIaJIU Ta IOPUIUYHUX 0Ci0;

* 3MIACHIOBATH OTPUMAHHS, PEECTPAIllI0 Ta MIATOTOBKY IJs PO3IIISIAY
kepiBHUIITBOM DoHAY MOKyMeHTIB 3 Tpudom “/Ins ciyx00BOrO KOpPUCTYBaHHS,
CBOEYACHO JIOBOJUTH iX 1O BUKOHABIIB. 3JIIHCHIOBATH PEECTpAIlil0 Ta BIIMPaBKY
denpa’erepehbKor0 CIyK0010 BUXITHUX JOKYMEHTIB 3 Tpudom “Jlms cmyx00BOTO
KOpHuCTyBaHHs . BigmoBimatu 3a 30epiraHHs Ta BUKOPHCTAHHS JTOKYMEHTIB, CIIPaB,
BUJaHb Ta IHIIMX MaTepiaibHUX HOCIIB iH(popMmarii 3 rpudom “/Ias ciayxOGoBOro
kopuctyBanHs 'y DoHi;

* BUKOHYBATH IHIII OOOB’S3KHM BIJIOBIIHO JI0 3aKOHOJABCTBA 1 ITOCAIOBOi
THCTPYKIIIi.

O00B’I3K0BOI0 BHUMOIOI 0 O0Ci0, SIKi TNpeTeHAYIThL Ha MoOcCaxy, €
HASIBHICTH TPOMAASIHCTBA YKpailHM Ta BiJACYTHICTh TIPOMaAsIHCTBA iHIIMX
AepxKaB.



KBanigikauiiiHi BUMOIru:
* BHIIA OCBiTa CTYIIEHs HE HIDKYE OakanaBpa,
e JIOCBi1 poOOTH y cpepi ALIOBOJACTBA Ta apXIBHOI CIIPaBU BiJl OTHOTO POKY

Bumoru 10 KOMIIETEHTHOCTI:

e3HaHHS 3aKOHOJABCTBAa IMpO JEp>KaBHY CIyXkOy, 3amoOiraHHs KOpYIIIi,
PO3yMiHHS HAnpsIMKIB AisuibHOCTI [leHciitHoro pouny Ykpainu;

e3HaHHs noctanoBu Kabinety MinictpiB Ykpainu Big 17 ciung 2018 poky Ne 55
“Jlesiki MUTaHHS TOKYMEHTYBaHHS YIPaBIIHCHKOI AlsUIbHOCTI”, TUMOBOT 1HCTPYKIIT
PO MOPSAOK BeJeHHs 001Ky, 30epiraHHs, BAKOPUCTAHHS 1 3HUILEHHS TOKYMEHTIB Ta
IHIIUX MaTepiaibHUX HOCIIB 1H(pOpMaIlii, 0 MICTIATh CIyX)O00By iH(opMaIlito,
3arBepkeHo1 noctaHoBoro Kabinery MinictpiB Ykpainu Big 19 sxoBTHs 2016 poky
Ne 736; IlpaBun opranizaiii AUIOBOACTBA Ta apXIBHOrO 30€piraHHs y AP aBHUX
OpraHax, opraHax MiCIIEBOTO CaMOBpsIyBaHHs, Ha MiAMPHEMCTBAX, B yCTaHOBaX i
oprasizaiisix, 3aTBEp/>KEHUX HakazoM MiHicTepcTBa tOCTHIlli YKpainu 18 yepBHs
2015 poky Ne 1000/5 Ta 3apeecTpoBaHHX Ta 3apeECTPOBAHUX B MIHICTEPCTBI FOCTHINIT
VYkpainu Bin 22 yepBHs 2015 poxy 3a Ne 736/27181,

e HABUYKU POOOTH B CICKTPOHHHUX CUCTEMAaX JJOKYMEHTOOOIrY;

e 3/IaTHICTh MIBHJKO Ta MPABUILHO BUKOHYBATH 3aBIAaHHS, OPTaHI30BYBaTH CBOIO
TISTBHICTh B YMOBaX BUKOHAHHS 3aBJIaHb 3 00MEXKEHUM TEPMIHOM;

e BMIHHSI CHCTEMATU3yBaTH BEJIMKUIA MacuB iHGOpMaIlii, yBaKHICTh JI0 JeTajel;

e BIJIIIOBIAIbHICTh, KOMYHIKaOCIBHICTB;

e IOCKOHAJIC BOJIOAIHHA mpoayktamu Microsoft Office (Word, Excel,
PowerPoint).

YMoOBH OIIATH Npami:

* mocaaoBui okmaa — 15 017 rpH;

* Haj10aBKa 710 TTOCAJ0BOTO OKJIQTY 3a PaHT BIAMOBIIHO /10 mocTaHoBH KabiHeTy
MinictpiB Ykpaiau Bin 18 ciunas 2017 poxy Ne 15 “IluranHa omjnaTd mparii
IpaIiBHUKIB AEPKaBHUX OpraHiB’’;

* Ha10aBKa 3a BUCIIYTY POKIB Ha JIEp>KaBHIN CITy»KO01 BUIJIAYYETHCS BIMTOBIIHO 10
ab63aity npyroro myHKTy 12 po3niny “IIpukinnesi nomoxxenss’” 3akony Ykpainu “Ilpo
Hep>xaBuuii OroxeT Ykpainu Ha 2024 pik”, [lopsaky oOUUCIICHHS CTaxy JAepKaBHOT
cmyx0m,  3aTBep/pkeHOro  moctaHoBoro — KabGimery  MinicTpiB  Vkpainu
Bim 25 Oepesns 2016 poky Ne 229, mpewmii (BUIUIauyrOThCS B Mekax (OHIY
IIPEMIIOBaHHSI 3aJIC)KHO BiJl 0COOMCTOTO BHECKY JIEPKABHOTO CITY)KOOBIISI B 3arajbHUMN
pe3yabTat poOOTH JepKaBHOTO OpPraHy).

YMOBU NpU3HAYEHHS HA MOCATY:

* MPU3HAYEHHA Ha TOCaay CTPOKOBE — JI0 MPHU3HAYEHHS HA II0 TOCAIy
NMEPEMOXKIIT KOHKYpCY, aje He Ourplne HiK 12 MicAIiB 3 AHSA NPUIWHCHHS YH
CKacyBaHHS BOEHHOTO CTaHy;

* IpU MPU3HAYEHI HA MOCAAYy BCTAHOBIIOETHCS BUMPOOYBAHHS CTPOKOM BIJ
1 1o 6 MicsIiB;



* IPUHHATTA Ha poOOTY NMPHU30BHUKIB, BIHCHKOBO300OB’SI3aHUX Ta PE3EPBICTIB
3MIACHIOETHCS TUIBKM MICHS B3SATTA IX Ha BIMCBKOBHMM OOJIIK y pallOHHHUX (MICBKHUX)
TEPUTOPIATBHUX LIEHTPAX KOMIUIEKTYBAaHHS Ta COLIAJIBHOT NIATPUMKH, opraHax CbY,
niaposainax Cinyk0u 30BHILIHBOT PO3BIAKH.

Pestome kanamuaaris npuitMaiotbesa 10 28 kBiTHA 2024 poKy Ha €JIEKTPOHHY
aapecy dobir@pfu.gov.ua.

VY pa3zi BUHUKHEHHS NUTaHb 3BepTaiitecs no I[punu Hesran 3a ten. (044) 285 55 73.
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