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

OcHoBHI ocafoBi 000B’SI3KH:

* 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;

* 3[1MCHIOBAaTH OTPUMAHHS, PEECTpPalll0 Ta MIATOTOBKY [UJIsl  PO3IIISIAY
KepiBHUITBOM DOHIy NOKyMEHTIB 3 rpudom “/[ns ciyx0O0OBOro KOpHCTYBaHHS
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. bpaTu y4yacTh B €KCHEpTH3l LIHHOCTI CIYXKOOBUX
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 (TEperiisiay) MPO€eKTIB HOMEHKIIATYpH CIPaB CTPYKTYpPHUX
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
3aKOHOJJaBCTBA MOTPEOYIOTH 3aCBITUEHHS B HOTapI1aJIbHOMY MOPSIKY;

* BECTHM OOJIIK BHJIayl MevaTok, mrammiB y Douml, 3a1iiCHIOBaTH KOHTPOJIb 32 iX
30epiraHHsM Ta BUKOPUCTAHHSIM;

* rOTyBaTu TpoekTH aoroBopiB 3 AT “VYkpromra” Ha MOCIYyrH MOIITOBOTO
3B’SI3KY, MIOCTIHHO KOHTPOJIFOBATH MOIITOBI BUTPATU Ta CIIAKYBATH 3a IMOMOBHEHHSIM
KOIITIB HA PaXyHKY BIJIUICHHSI TIOMITOBOTO 3B’S3KY JIJIsl BIIMPABKU KOPECTIOH ICHIIIT,

* PO3TMISAATH 3BEPHEHHS Ta 3alldTH TPOMAJSAH, HIANPUEMCTB, YCTAaHOB Ta
oprasisaiiii, HapOJHMX JENyTaTiB, TMOCAAOBUX 0Ci0, aJBOKATIB, 3alUTIB Ha
iHdopmariito, HagaBaTu 1HIIY iH(MOpMAIlI0O 3 TWTaHb, BITHECEHWX [0 WOTO
KOMIIETEHIIIi; po3po0isiTH Ta OpaTu y4yacTh y pO3pOOJeHHI MPOEKTIB HOPMATHUBHO-
NpPaBOBUX Ta pPO3MOPSIYUX JOKYMEHTIB, IIO0 CTOCYIOTbCSI MUTaHb JAUIOBOAHHUX
MPOLIECIB, apXIBHOTO 30epiraHHs TIOKYMEHTIB, OPSAIKY BEACHHs 00JIIKY, 30epiranHs,
BUKOPUCTAHHS 1 3HUILEHHS JOKYMEHTIB Ta 1HIIMX MaTepiadbHUX HOCIIB 1H(pOpMallii,
[0 MICTATh CIOyXO0BY 1H(oOpMaIl0 3IHCHIOBATH iX EeKCHepTU3y, TOTyBaTH
OOIpYHTYBaHHSI Ta PO3PaXyHKH JI0 HUX;

* BUKOHYBATH IHIII OOOB’SI3KHM BIAMOBITHO 10 3aKOHOJABCTBA Ta IOCAIOBOI
THCTPYKIII.



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

KBauigikaniiini BUumMoru:

* BUIIIA OCBITa CTYIECHS HE HIDKYE MaricTpa (cremianicra);

* IOCBIJI pOOOTH Ha MOCcaIax JAepKaBHOI c1yk0u kateropii “b” un “B” abo mocBin
CIIY’>KOM B OpraHax MICIICBOI'O CaMOBPSIyBaHHs, a00 JOCBIJ pOOOTH Ha KEPIBHHUX
mocaji MiAIPUEMCTB, YCTAaHOB Ta OpraHi3alliil He3ale)KHO BiJl (JOPMHU BIIACHOCTI HE
MEHIIIE IBOX POKIB;

* IOCB1J1 poOOTH Yy cepi IIJIOBOJCTBA Ta apXiBHOI CIPAaBH BiJl TBOX POKIB;

* BUIbHE BOJIO/IIHHS JIEPKABHOIO MOBOIO.

Bumoru 10 KOMIeTeHTHOCTI:

* 3HaHHS 3aKOHOAABCTBA PO AECPKABHY CIIyKOY, 3a1100iraHHsi KOPYMIIii, pO3IJIsia
3aIMTIB Ta 3BEPHEHBb HAPOTHUX JICITyTaTIB Y KpaiHH, aJBOKATCHKHUX 3aIUTIB, TOCTYTI 0
nyOniyHOi 1H(pOpMallii;

* 3HaHHS TUNOBOI 1HCTPYKIIT 3 JOKYMEHTYBAHHS YIPABIIHCHKOI 1H(pOpMAIIii B
CJEKTPOHHIA Qopmi Ta opradizauii poOOTH 3 EJIEKTPOHHUMHU JTOKYMEHTaMU B
JIJIOBOJCTBI, CJIEKTPOHHOTO MIXBIJIOMUOro oOMmiHy Ta TuIoBOi I1HCTPYKIIO 3
JIJIOBOJICTBA B MiHICTEPCTBAX, 1HIIUX IIEHTPAIbLHUX Ta MICIIEBUX OpraHaxX BUKOHABYOi
BJIAJM 3aTBEpHKeHUX MocTaHoBoro Kabinery MinicTpiB Ykpainu Big 17 ciuns 2018
poky Ne 55;

* 3HaHHS TUMOBOI IHCTPYKII MpPO TMOPSAOK BeIEHHS OOJiKy, 30epiraHHs,
BUKOPUCTAHHS 1 3HUILEHHS JOKYMEHTIB Ta 1HIIMX MaTepialbHUX HOCIiB iH(popMaIlii,
110 MICTATH CITY»K00BY 1H(popMaIito, 3aTBepKeHO01 mocTaHoBo Kabinety MiHicTpiB
VYkpainu Bix 19 sxoBTHs 2016 poky Ne 736;

* 3HaHHs [IpaBun opranizanii J1JI0BOJICTBA Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y Jep’KaBHUX OpraHax, OpraHax MiCIIEBOTO CaMOBPSAyBaHHS, Ha IMANPUEMCTBAX, B
YCTAHOBaX 1 OpraHizailisix 3aTBep/KeHMX HakazoM MiHictepctBa FOctumii Big 18
yepBHs 2015 poky Ne 1000/5, 3apeecTpoBaHOTO B MIHICTEPCTBI IOCTUINT YKpaiHu 22
uepBHs 2015 poky 3a Ne 736/27181; 3uanns JICTY 4163-2020$

* YBaXHICTb, 3/1aTHICTh KOHIICHTPYBATHUCh HA JETAISIX;

* OMIEPATUBHICTh.  BiANMOBIZANBHICTH. BMIHHS  TpAlOBAaTA B PEXUMI
0araTro3aJavYHocCTi;

* 3JJaTHICTh OPTraHI30BYBAaTH CBOIO AISUIbHICTh B YMOBAaX BUKOHAHHS 3aBJaHb 3
0OMEKEHUM TEPMIHOM. KOMYHIKaOeIbHICTb;

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



YMoBH oIJIaTH Npali:

* mocagoBuit oxnan — 20 368 rpH;

* Hai0aBKa JI0 TI0CAI0BOTO OKJIATy 3a paHT BIAMOBIIHO 10 TocTaHoBH Kabinery
MinictpiB Ykpainu Bix 29 rpynusa 2023 poky Ne 1409 “IluranHs omjatu mparii
JIep’KaBHUX CITY>KOOBITIB Ha OCHOBI Kiacudikarii mocax y 2025 pori”;

« HambaBKa 3a BHUCIYry POKIB Ha JepkaBHIM ciy:k01 Ha piBHI 2 BIACOTKHU
M0Ca0BOTO OKJIAAY JEP>KaBHOTO CIIYKOOBIIS 32 KOKHUW KaJlCeHAApHUN PIK CTaxy
JepKaBHOI cTy>k0w, ane He Oubie 30 BiICOTKIB MTOCAA0BOTO OKJIAIY;

* rIpeMii (BUILIAYyIOThCS B MeKax (OHIY MIPEMIFOBAHHS 3aJIe’KHO B1J] 0COOHUCTOTO
BHECKY JICP’KaBHOTO CITYKOOBIIS B 3araJIbHUN pe3yJIbTaT poOOTH AEPKABHOTO OPTaHY).

YMoBM NpU3HAYEHHS HA MOCAAY:

* IPU3HAUYECHHS HA TM0CaJy CTPOKOBE — JO MPU3HAYEHHS Ha L0 I0canxy
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, BINCHKOBO3000B’S3aHUX 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.

Pe3rome xanaumariB npuiiMaroThes 10 26 BepecHs 2025 poky Ha €IEKTPOHHY aipecy
dobir@pfu.gov.ua.

V pasi sxmro 1o 06 xoBTHs 2025 poky Bu He oTpuMaeTe 3anporieHHs Ha criBOeciy,
I[e O3Hayae, 10 3a3HAa4eHl B pe3loMe JO0CBiA poOOTH / OCBiTa HE BIANOBIAAIOTH
BU3HAYCHUM BUMOTAM JI0 KaHIUAATIB Ha TIOCATy IEPKABHOI CITyKOH.
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