Ienciiinuii gonx YKpainu 3ailCHIOE 100ip MepcoHATy HA MOCAXY
3aCTYIIHUKA HAYAJbHUKA 3araJIbHOTO0 Biaiy
YupasiiHHS JOKYMEHTAJIbHOI0 3a0e31e4eHHs

OcHoBHIi mocanoBi 000B’SI3KN:

* 31MCHIOBATH PEECTPALllIO Ta CKAHYBAaHHSI JOKYMEHTIB, 110 Ha (1AL 10 DoHay
y ManepoBoMYy BUTJIA (KpIM TOKYMEHTIB, 1110 HATINAIILIN BIJ] TEPUTOPIAIbBHUX OpraHiB
donay), CBOEYACHUN PO3IJIAA Ta MIATOTOBKY IPOEKTIB PE3OIOLIN KEpiBHUIITBA
®doHy; 3A1MCHIOBATH BIANPABKY BUXIJTHUX IOKYMEHTIB YEpe3 CUCTEMY €JIEKTPOHHOI
B3a€MO/I1i OpraHiB BUKOHABYOT BJIaJIH;

* 3MICHIOBATH OTPUMAaHHS, PEECTpalil0 Ta MIATOTOBKY JJS  PO3TISAY
KepiBHUIITBOM DOHIy NOKyMEHTIB 3 rpudom “/Ins ciyxOG0BOro KOpHUCTYBaHHS,
CBOEYACHO JOBOJUTHU iX JI0 BHUKOHABI[B; 3/1MCHIOBATH PEECTPALIIO Ta BIANPABKY
denba’erepchbkoi0 Cy:k0010 BUXIIHUX JOKYMEHTIB 3 rpudom “Ilns cimyx00BOro
KOPUCTYBaHHS’; BIJMOBIJIATH 3a 30€piraHHs Ta BUKOPUCTAHHS JIOKYMEHTIB, CIIpaB,
BUJIaHb Ta IHIIMX MaTeplajJbHUX HOCIIB 1H(Oopmauii 3 rpudom “Ilus ciryx060BOro
kopuctyBaHHs” y @onmi. bpatu ydacTh B eKCHEpTH3l IIHHOCTI CIY>KOOBUX
JNOKyMeHTIB PoHY;

* 3a0e31eyyBaTh: CTBOPEHHS JOKYMEHTAIHHOTO POHy, (POpMYBaHHS CIIpaB, ix
30epiraHHs Ta MIArOTOBKY JJIs nepenaBaHHs 10 apxiBy DoHAyY; CKIIaJeHHS 3BEICHOI
HOMEHKJIATypHU CIIpaB, MOTOJKEHHs 11 3 LleHTpanbHUM nep>KaBHUM apXiBOM BHUIIUX
OpraHiB BJIaJId Ta yIpaBJliHHS YKpaiHU Ta 3/IMCHIOBATH METOJUYHE KEPIBHUIITBO
poOOTOIO MO CKJIAJAaHHIO (MEperiisily) IPO€EKTIB HOMEHKIIATYpU CHPAB CTPYKTYPHUX
nigpo3auviie @oHpy;

e OpaT ydacTb B EKCIEpPTH31 IIHHOCTI CIIY)KOOBHX JOKyMeHTIB DoHy.
Oprani3zoByBaTH poOOTY KOMICIi 3 MUTaHb POOOTH 13 CITY>KO00BO 1HHOPMAITI€TO;

* 3aCBIIUYBaTH KOIIi JOKYMEHTIB, IIO0 CTBOPIOIOThCA DOHIAOM, 32 BHHSITKOM
KOITIM JIOKYMEHTIB 3 KaJpOBHX IHUTAaHb Ta KOMIN JOKYMEHTIB, SIKi BIJAIOBIIHO 0
3aKOHOJIaBCTBA MOTPEOYIOTH 3aCBITUEHHS B HOTapiaJIbHOMY TOPSJIKY;

* BECTH OOJIIK BHJIaul MevaTok, mramiiB y Do/, 311iCHIOBATH KOHTPOJIb 3a iX
30epiraHHsaM Ta BUKOPUCTAHHSIM;

* rOTyBaTH NpoekTH AoroBopiB 3 AT “VYkpnomra” Ha MOCIYrd MOIITOBOIO
3B’S3KY, TIOCTIHHO KOHTPOJIOBATH MOIITOBI BUTPATH Ta CIiJIKYBaTH 3a MOTIOBHEHHSAM
KOIIITIB HA paXyHKY BIAJUICHHS TOIITOBOTO 3B’SI3KY JIJIsl BIATIPABKY KOPECTIOHACHIIIT;

* PO3TIISAATH 3BEPHEHHS Ta 3alldTH TPOMAJSH, MIANPUEMCTB, YCTAaHOB Ta
opraHizailiifi, HapOJHUX JeIMyTaTiB, TMOCAaJAOBUX 0cCi0, aJBOKaTiB, 3alHTIB Ha
iH(dopmarllito, HajaBaTH 1HILY 1HGOpPMAIl0 3 TUTaHb, BIAHECEHUX JO MHOTO
KOMIICTEHIII{; po3po0sTH Ta OpaTH y4acTh y PO3POOJICHHI MPOEKTIB HOPMATHBHO-
MPaBOBUX Ta PO3MOPSIYUX JOKYMEHTIB, IO CTOCYIOThCS THTAaHb JIIOBOJHUX
IPOLECIB, apXiBHOT'O 30€epiraHHs JOKYMEHTIB, MOPSIKY BEICHHS 00Ky, 30epiraHHs,
BUKOPWCTAHHS 1 3HUINECHHS JOKYMEHTIB Ta 1HIIMX MaTepialbHUX HOCIIB iH(poOpMaIlii,
0 MICTATh CIY)KOOBY 1H(OpMAIlIO 3AIMCHIOBATH iX €KCIepPTU3y, TOTYBaTH
OOIPYHTYBaHHS Ta PO3paxyHKHU A0 HUX;



* BUKOHYBATH 1HIII OOOB’SI3KM BIAMOBIJHO JO 3aKOHOJABCTBA Ta I0OCAJIOBO1
THCTPYKITII.

OO00B’SI3KOBOI0 BHMOIOI0 10 OCi0, §IKi TpeTeHAYTb HAa MOCaay, €
HASIBHICTh TPOMA/IAHCTBA YKPAiHM Ta BIiACYTHICTH TIPOMaAsiIHCTBA iHIIMX
JepKaB.

KBanigikauiiini BUMOru:

* BUII]a OCBITa CTYIIGHs HE HW)XX4Ye Marictpa (crerajicra) 3a CHeriajbHICTIO:
“Exonomika”; “O0mik 1 onogaTkyBaHHsa, “lHpopmaiiiiiHa, 6i0iioTeyHa Ta apXiBHA
cripaBa’;

* IOCBIJI pOOOTH Ha MOcaIax JAepKaBHOI c1yk0u kateropii “b” un “B” abo mocBin
CIIy’kOM B OpraHax MICIIEBOTO CaMOBpsIyBaHHsS, a00 JOCBiA poOOTH Ha KEPIBHHUX
nocaj MiMPUEMCTB, YCTAaHOB Ta OpraHi3alliii He3aJIeKHO BiJ (OpMHU BIACHOCTI HE
MEHIIIE JIBOX POKIB;

* I0CB1J1 poOOTH Yy cepi IUTOBOJCTBA Ta apXiBHOI CIIPABH BiJl IBOX POKIB;

* BIJIbHE BOJIOJIIHHS JIEPKABHOIO MOBOIO.

Bumoru 10 KOMIeTeHTHOCTI:

* 3HAHHS 3aKOHOJIABCTBA MPO JIEPKaBHY CIIyKOY, 3a1100IraHHs KOpYIIii;

* 3HaHHs noctanoBu Kabinety MinictpiB Ykpainu Bin 17 ciuns 2018 poky Ne 55
“Jlesikl TUTAHHS JTOKYMEHTYBaHHS YIPABIIHCHKOI AIsUIbHOCTI”, THUMOBOI 1HCTPYKIIIi
PO TIOPSIJIOK BEJICHHS 001Ky, 30epiraHHs, BAKOPUCTAHHS 1 3HUIIICHHS IOKYMEHTIB Ta
IHIIIUX MaTepiaibHUX HOCIiB i1H(opMarii, Mo MICTATh CIyXO00BYy 1H(GOpPMAIIIIO,
3aTBepKeHO01 nmoctaHoBoro Kabinery MinicTpiB Ykpainu Big 19 xoBtHs 2016 poky
Ne 736, nakazy MinictepctBa FOctumii Big 18 yepsas 2015 poxy Ne 1000/5 “IIpo
3arBepkeHHs [[paBuit opranizaiiii A1JI0BOICTBA Ta apXiBHOTO 30€epiraHHs JOKYMEHTIB
y JepXKaBHUX OpraHax, OpraHax MICIIEBOTO CaMOBpSIyBaHHs, HAa MiANPHUEMCTBAX, B
yCTaHOBAaxX 1 OpraHiz3auisx’, 3apeecTpOBaHOro B MIiHICTEpCTBl IOCTULII YKpaiHU
22 gepBHs 2015 poky 3a Ne 736/27181;

¢ PO3YMIHHS HaNpsMKIB AisbHOCTI [IeHciitnoro ¢ponny Ykpainu;

* YBaXXHICTb, 3IaTHICTh KOHIICHTPYBAaTHUCh Ha JCTANISX;

* ONIEPaTUBHICTh,  BIJMOBIJAJIBHICTh, BMIHHS  TpAIlOBATU B  PEXKUMI
0araTro3aJav4HocCTi;

* 3JJaTHICTh OPTraHI30BYBaTH CBOIO JAISUIbHICTh B YMOBaxX BUKOHAHHS 3aBIaHb 3
O0OMEKEHUM TEPMIHOM;

o IATHICTH MPAIIOBATH B KOMaH/Ii Ta KEPYBaTH KOMaH/IO0;

* KOMYHIKa0€IJIbHICTb;

* JockoHanme BoJomiHHSA mpoaykramu Microsoft Office (Word, Excel,
PowerPoint).

YMoOBH OIJIaTH NPami:
* mocaaoBuii oknag — 17 926 rpH;



* Haji0aBKa 70 OCAJ0BOTO OKJIaAy 3a paHT BIAMOBIIHO 10 noctaHOoBU Kabinery
MinictpiB Vkpainu Big 18 ciuns 2017 poky Ne 15 “IlutanHs omnmatu mparii
IpaliBHUKIB JCPKABHUX OpraHiB”;

* HaJ0aBKa 3a BUCITYTY POKIB Ha JepKaBHiH CITy»KO1 BUILJIAUyETHCSI BIMIOBIIHO 710
ab63aity npyroro myHKTy 12 po3niny “IIpukinnesi nonoxeHHs” 3akony Ykpainu “TIpo
HepxaBuuii 6romket Yipainu Ha 2024 pix”, [Topsiaky oOUUCIEHHS CTaxXy JAepKaBHOI
ciIy>kOM,  3aTBep/keHOro  moctaHoBoro  KaGimety  MinictpiB  Ykpainu
Bil 25 Oepesns 2016 poky Ne 229, mpemii (BUIUIa4yIOTbCSI B Mexax (OHIY
IIPEMIIOBAaHHS 3aJI€KHO Bl 0COOMCTOr0 BHECKY JEP’KABHOTO CIIy>KOOBIIS B 3arajlbHUN
pe3ysIbTaT poOOTH IEP>)KABHOI'O OPTaHy).

YMoBM NpU3HAYECHHS HA MOCAAY:

* IPU3HAYCHHS HA I0CaJy CTPOKOBE — [0 IpPU3HAYEHHS Ha IO [Ocaxy
MePEMOXKIII KOHKYpCY, aje He Oulple HiX 12 MicAmiB 3 JHS NPUIIMHEHHS YH
CKaCyBaHHsI BOEHHOT'O CTaHy;

* MpU TMPU3HAYEHI HA TM0CAJy BCTAHOBIIOETHCS BHUIPOOYBAHHS CTPOKOM
Bix 1 10 6 MicAIIB;

* IPUUHATTA HA poOOTY MPHU30BHUKIB, BIMCHKOBO3000OB’SI3aHUX Ta PE3EpBICTIB
3IACHIOETHCS TUTBKM MICIS B3ATTA 1X Ha BIMCHKOBHI OOJIK y paillOHHUX (MICBKHUX)
TEPUTOPIATBLHUX [IEHTPAaX KOMIUIEKTYBAaHHS Ta COLIAJIBHOI MIATPUMKHU, opraHax CbhbY,
BIIMOBITHUX MiAPO3AiIaX PO3BIAyBaIbHUX OpPraHiB.

Pestome kanauaatiB npuiiMatotbes 0 28 amcromaga 2024 poky Ha €IEKTPOHHY
anpecy dobir@pfu.gov.ua.

VY pa3i BUHMKHEHHS NUTaHb 3BepTaiitecs no [punu Hesran 3a temn. (044) 285 55 73.
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