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

OcHoBHI ocafoBi 000B’SI3KH:

* 3/11iICHIOBATH PEECTPALIIIO Ta CKAHYBAHHS JIOKYMEHTIB, 1110 HaAIMIUIH 10 PoHY
y ManepoBoMYy BUTJIA (KpIM TOKYMEHTIB, 1110 HATINAIILIN BIJ] TEPUTOPIAIbBHUX OpraHiB
donay), CBOEYACHUN PO3IJIAA Ta MIATOTOBKY IPOEKTIB PE3OIOLIN KEpiBHUIITBA
®oHpy; 3A1MCHIOBATH BIANPABKY BUXIIHUX JOKYMEHTIB YEPE3 CUCTEMY E€IEKTPOHHOI
B3a€MO/I1i OpraHiB BUKOHABYO]1 BJIaJIH;

* 3MIMCHIOBAaTH OTPUMAaHHs, PEECTPallil0 Ta MIATOTOBKY s pO3IIIALY
kepiBHUITBOM DoHay mokymeHTiB 3 rpudom “Jlns ciy>k00BOro KOPUCTYBAHHA ',
CBOEYACHO JOBOJUTHU iX JI0 BHUKOHABI[IB; 3/1MCHIOBATH PEECTPALIIO Ta BIANPABKY
(denba’erepchbkol0 Ciyk0010 BUXIIHMX JOKYMEHTIB 3 rpudom “Ins cmyx00BoOro
KOPUCTYBaHHS’; BIANOBIJIATU 3a 30€piraHHs Ta BUKOPHUCTAHHS JTOKYMEHTIB, CIIpaB,
BUJIaHb Ta IHIIMX MaTeplajJbHUX HOCIIB 1H(opmauii 3 rpudom “Ilus ciyx060BOro
kopuctyBaHHs” y ®onpai. bpaTtu y4yacTh B eKCHEpPTH3l LIHHOCTI CIYKOOBUX
JTOKyMeHTIB PoHY;

* 3a0e3meuyBaTH: CTBOPEHHS JOKYMEHTal1iHOro (GoHIy, OpMyBaHHS CIpPaB, iX
30epiraHHs Ta NIATOTOBKY JAJIs mepefaBaHHs 10 apxiBy PoHAY; CKIaJEHHS 3BEICHOI
HOMEHKJIATypHU CIIpaB, MOTOJKEHH 11 3 LleHTpanbHUM JepKaBHUM apXiBOM BHILUX
OpraHiB BJaJu Ta YOPaBJIHHSA YKpaiHW Ta 3A1HCHIOBATH METOIMYHE KEPIBHUIITBO
poOOTOIO MO CKJIAJAHHIO (TEpErysiay) MPOEKTIB HOMEHKIATYPH CIpPaB CTPYKTYPHHUX
niapo3auiie Goumay;

* OpaT y4dacTb B €KCIEpPTU3l LIHHOCTI CIIy)KOOBHX JOKyMeHTIB DoHAy.
OpraHizoByBaTH poOOTY KOMICIi 3 MUTaHb POOOTH 13 CIYKO00BO 1HPOPMAILII€LO;

* 3aCBIYYBaTH KOMIi JOKYMEHTIB, III0 CTBOPIOIOThCA DOHIOM, 32 BUHITKOM
KOIMi JIOKYMEHTIB 3 KaJpOBUX IMUTAaHb Ta KOMIN JOKYMEHTIB, SIKi BIJIMOBIAHO 0
3aKOHOJIABCTBA MOTPEOYIOTH 3aCBITUEHHS B HOTap1aJIbHOMY MOPAJIKY;

* BECTH OOJIIK BHJIayl Meyarok, mrammiB y DoH/l, 3A1MCHIOBATA KOHTPOJIb 32 iX
30epiraHHsM Ta BUKOPUCTaHHSM,

* roTyBaTu TIpoekTH aoroBopiB 3 AT “VYkpromra” Ha MOCIYrd MOIITOBOTO
3B’SI3KY, MIOCTIHHO KOHTPOJIFOBATH MOIITOBI BUTPATU Ta CIIAKYBATH 3a IMOMOBHEHHSIM
KOIITIB HA PaXyHKY BIJUIUICHHSI MIOIITOBOTO 3B’SI3KY JIJISl BIIIPABKH KOPECTIOHACHITIT;

* pO3TNISAATH 3BEPHEHHS Ta 3allUTH TPOMAJSH, NIANPUEMCTB, YCTAHOB Ta
oprasisaiiii, HapOJHMX JENyTaTiB, TMOCAAOBUX 0Ci0, aJBOKATIB, 3alUTIB Ha
iHdopmariito, HagaBaTu 1HIIY iH(MOpMAIlI0O 3 TWTaHb, BITHECEHWX [0 WOTO
KOMIIETEHIIIT; po3po0isiTH Ta OpaTH y4yacTh Y PO3POOJICHHI MPOEKTIB HOPMATHUBHO-
PAaBOBHX Ta PO3MOPSAYUX JOKYMEHTIB, IO CTOCYIOTbCS THTAaHb UJTIOBOJHUX
MPOLIECIB, apXIBHOTO 30epiraHHs TIOKYMEHTIB, OPSAIKY BEACHHs 00JIIKY, 30epiranHs,
BUKOPUCTAHHS 1 3HUILEHHS JOKYMEHTIB Ta 1HIIMX MaTepialbHUX HOCIiB 1HQOpMaIlii,
[0 MICTATh CIOyXO0BY 1H(oOpMaIl0 3IHCHIOBATH iX EeKCHepTU3y, TOTyBaTH
OOIDYHTYBaHHS 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:

* BUIIIA OCBITA CTYIICHS HE HUXKYE MaricTpa (Crerianicra);

* TOCBIJI pOOOTH Ha MOCcaaax JAepKaBHOI c1yk0u kateropii “b” un “B” a6o mocBin
CIIY)KOM B OpraHax MICIICBOIO CaMOBPSIyBaHHs, a00 JOCBIJ pOOOTH Ha KEPIBHHUX
mocaji MiAIPUEMCTB, YCTAaHOB Ta OpraHizaliii He3aJIeKHO Bia (OpMH BIACHOCTI HE
MEHIIIE JIBOX POKIB;

* I0CB1J1 poOOTH Yy cepi IIJTOBOJCTBA Ta apXiBHOI CIPAaBH BiJl TBOX POKIB;

* BIJIbHE BOJIOJIIHHS J€PKaBHOIO MOBOIO.

Bumoru 10 KOMIeTeHTHOCTI:

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

* 3HaHHA noctaHoBu Kabinety MinictpiB Ykpainu Biz 17 ciuns 2018 poky Ne 55
“Jlestki MATaHHA AOKYMEHTYBAHHS YIPaBIIHCHKOI AlSUIbHOCTI”, THUIIOBOI 1HCTPYKIIi
PO MOPSIJIOK BEJICHHS 001Ky, 30epiraHHs, BAKOPUCTAHHS 1 3HUIIICHHS TOKYMEHTIB Ta
IHIIIUX MaTepialbHUX HOCIiB 1HQoOpMaIlii, IO MICTATh CIIyKOO0BYy 1H(GOpMAIIiO,
3aTBepKeHO01 nmoctaHoBor0 Kabinery MinicTpiB Ykpainu Big 19 xoBtHs 2016 poky
Ne 736, nakazy MinictepctBa FOctumii Big 18 wepBus 2015 poxy Ne 1000/5 “IIpo
3arBepkeHHs [[paBuit opranizaiiii A1JI0BOICTBA Ta apX1BHOTO 30€piraHHs JOKYMEHTIB
y JEep’KaBHUX OpraHax, OpraHax MiICIIEBOTO CaMOBpSAyBaHHS, Ha IMiANPUEMCTBAX, B
yCTaHOBaX 1 OpraHizamiiax’, 3apeecTpoBaHOro B MiHICTEpCTBI tOCTUL YKpaiHH
22 gepBHs 2015 poky 3a Ne 736/27181;

 PO3YMIHHSA HalpsIMKIB AisibHOCTI [IeHciitHoro ¢pouny Ykpainu;

* YBaXXHICTb, 3IaTHICTh KOHIICHTPYBATHUCh Ha JCTANISX;

* ONEPATUBHICTh,  BIAMOBINAJNBHICT, BMIHHS  TpalloBaTd B  PEXUMI
0araTo3ajgayHoCTI;

* 3JIaTHICTh OPTraHi30BYBaTH CBOIO JIISUIbHICTh B YMOBAaX BUKOHAHHS 3aBJlaHb 3
O0OMEKEHUM TEPMIHOM;

¢ 37IATHICTH MPAIFOBATH B KOMaH/I1 Ta KEPyBaTH KOMaH/I0I0;

* KOMYHIKa0€IJIbHICTb;

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

YMoOBH oIJIaTH Npami:

* nocaaoBwuii oknag — 20 368 rpH;

* Haji0aBKa J0 MOCAJ0BOTO OKJIQy 3a paHT BIAMOBIIHO /10 nmocTaHoBu KabiHnery
MinictpiB Ykpainu Big 18 ciuns 2017 poky Ne 15 “IluranHs omuiatu mpari
MpaIiBHUKIB JepP>KaBHUX OPraHiB”;



* Ha10aBKa 32 BUCIIYTY POKIB Ha JIEP>KaBHIM CIIyK01 BUTIJIAYY€ETHCS BIJITTOBIIHO J10
ab3arry yerBeptoro myHKTy 13 posniny “IlpukiHiieBi mosoxeHHs” 3aKoHY YKpaiHu
“Ilpo [epxaBumii Oromxer Ykpainu Ha 2025 pix”, [lopsanky oOUMCIEHHS CTaxy
JIep’KaBHOI CIIy>kOu, 3aTBepakeHoro moctaHoBoro Kabinery MinicTpiB Ykpainu
Bin 25 Oepesnst 2016 poky Ne 229, mpemii (BUIIa4ylOThCSI B MeXax (QOHIY
pEeMIIOBaHHS 3aJIeKHO BiJl 0COOMCTOrO BHECKY JEP>KaBHOTO CITY>KOOBIIS B 3aralbHAN
pe3yabTaT poOOTH JIEP>KaBHOTO OPTaHy).

YMoBM NpU3HAYEHHS HA MOCAAY:

* IPU3HAYECHHS HA I10Cajy CTPOKOBE — JO IMPU3HAYEHHS Ha L0 I0cany
MEePEMOXKIII KOHKYpCY, ajge He Oulblie HiK 12 MicAliB 3 JHA TPUIIUHEHHS YH
CKacyBaHHs BOEHHOT'O CTaHYy;

* [pU MPU3HAYEHI Ha T10Caay BCTAHOBIIIOETHCS BUIIPOOYBAHHS CTPOKOM
Bix 1 10 6 MicAIB;

* IPUUHATTA HAa poOOTY MPHU30BHUKIB, BINCHKOBO300OB’S3aHUX Ta PE3EpPBICTIB
3IACHIOETHCS TUTBKM MICIS B3ATTA 1X HA BIMCHKOBHI OOJIIK y pallOHHUX (MICBKHUX)
TEPUTOPIATBHUX IIEHTPAaX KOMIUIEKTYBAaHHS Ta COLIAJIbHOI MIATPUMKHU, opraHax CbY,
BIJIOBIJTHUX MAPO3/171aX PO3BIIyBaIbHUX OPraHiB.

Pe3rome xanaumariB npuiMaroThes 10 24 6epe3Hsi 2025 poky Ha €IEKTPOHHY ajipecy
dobir@pfu.gov.ua.

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