Ienciiinuii gonx YKpainu 3ailCHIOE 100ip MepcoHATy HA MOCAXY
rOJIOBHOTO CHEHiaTicTa 3arajibHOT0 Bixiay
YnpagpiliHHSI JOKYMEHTAJIbHOT0 3a0e31e4eHHs!

OcHoBHI mocaaoBi 000B’SI3KH.

* 3JIIACHIOBATU MpUWMAaHHS, NMEPBUHHE OMPALIOBAHHS Ta MONEPEIHIN PO3IIIs
KOpPECHOHJIeHIII, o Haaiimma p0 QPoHIy  uUepe3 CHUCTEMY EJIEKTPOHHOIO
TOKyMeHTOo00iry @oH1y Ta B manepoBiii ¢popmi (3 BUKOPUCTAHHSIM 3aC001B IOIITOBOTO
3B’SI3KY, Kyp €pChKOIO Ta (pesib]l’ erepchKoIo CIIyk0010, a TAKOXK JOCTaBIIEHY 0COOUCTO,
Yyepe3 MOIITOBY CKPUHBKY PO3MIIIEHY B XOJi aamiHicTpaTtuBHOI OyaiBmi Donny,
OTpUMaHy y BIJJUICHHI MOIITOBOTO 3B’S3KY) BIAMOBIAHO A0 BUMOT IHCTpyKIii 3
ninoBojcTBa B [lenciitHomy dhonai Ykpainu;

* COPTYBaTH KOPECTOHJICHIIO 3a TpylaMd KOPECIOHACHTIB Ta BYACHO
nepeiaBaTy Ha OMPAIFOBAHHS 1HIIKM IMpalliBHUKAM 3arajlbHOTO BIJILTY;

* BYaCHO Mepe/laBaTU 3BEPHEHHS TPOMAJSIH MO PEECTPY A0 Biaauly oOpoOKu
3BEpPHEHb IPOMA/ISH;

* 3/11IICHIOBATH:

CBOE€YACHY PEECTpallll0 Ta CKaHyBaHHS KOPECHOHJEHII, fKa HaJAXOAUTh [0
®oHny B marnepoBiii ¢opmi Bii JEp>KaBHUX OpraHiB, OpraHiB MICIIEBOi BJIaju Ta
CaMOBPSITyBaHHS, FOPUIUYHUX 1 (PI3UUHUX OCI0, 3aITUTIB BIAMOBIIHO 3aKOHIB Y KpaiHu
“Ilpo nmoctyn no mnyomiunoi iHdopmarii’, “Ilpo agBokatypy Ta aJBOKaTChKY
JUSTIBHICT, 3-3a KOPJOHY;

CBO€YACHE OTPUMAHHS Ta PEECTPALI0 KOPECHOHJEHIII1, sIKka HAJAXOAUTh Yepes
CUCTEMY eJIEKTpPOHHOro MokyMeHTooOiry ®onay 3a gomomororo CEB OBB kpim
3BEpHEHb TPOMA/ISH;

CBO€YACHE OTPUMAHHS Ta PEECTPALiI0 KOPECHOHJEHIII1, sIKka HAJAXOAUTh Yepes
cucremy “EnexrponHnii cyn”;

M1ArOTOBKY MPOEKTIB PE30JIIOLLIH I10/10 BUKOHAHHS ITUX TOKYMEHTIB KEPIBHUIITBY
®doHay;

nepeaBaTy  BIJMOBITAJIBHUM 32 BEJICHHS JUJIOBOJICTBA Y CTPYKTYPHHX
nigpo3aiaax OoHay M MAMUC TOKYMEHTH, 1110 HAIUIIIN B ITariepOBOMY BUTJISII;

* 3MIMCHIOBATH OTPUMAHHS, PEECTPAIl0 Ta MIATOTOBKY [UJISl  PO3IIISIAY
kepiBHUUTBOM DoHay mokymeHTIB 3 rpudom “Ilns ciy’)k00BOro KOPUCTYBAHHA ,
CBO€YACHO JOBOAMTH iX 10 BUKOHABIIIB;

3MIMCHIOBATH PEECTpAIliI0 Ta BIAMPABKY (eib]’ €repCchbKOI0 CIIYKOO0H BUXITHUX
JIOKYMEHTIB 3 rpudom “/{7s ci1y60BOro KOpUCTYBaHHS

BIJIMOBIJIATH 3a 30epiraHHsl Ta BUKOPUCTaHHS JIOKYMEHTIB, CHpaB, BUJAHb Ta
IHIIMX MaTepialbHUX HOCIIB iH(opMarlii 3 rpudom “/1s ciyxk00BOro KOpUCcTyBaHHS
y ®onni;

* 3AIMCHIOBATH 3axoiu MoA0 (OpPMYBaHHS €IUHOI IIEHTpalli30BaHOi 0a3u
PEECTpALITHMX [aHUX B EJIEKTPOHHIA (opMi, 3a JOMOMOrow SAKOi MHpPalliBHUKH
3a0e3neuyroThes 1H()OpMaIIi€ro PO BCl JOKYMEHTH YCTAHOBH 1 1X MIiCII€3HAXOKEHHS;

* BIATMIOBIIATH 3a TIPaBUJIBHICTH BIJJOMOCTEH, BHECEHHUX JI0 PEECTpAIliitHO-
MOHITOPUHIOBOi KapTKH €JIEKTPOHHOTO JOKYMEHTa B CHCTEMI EJIEKTPOHHOIO
TOoKyMeHT000iTy DOHTy, BCTAaHOBIIEHHSI TEPMiHIB BUKOHAHHS JJOKYMEHTIB BIJIIOBITHO
710 3aKOHO/IaBCTBA;



* BECTH Ta aKTyalli3yBaTU EJICKTPOHHI JOBIJHUKH B CHCTEMI EJIEKTPOHHOTO
nokyMeHToo0iry ®ounny;

* 3M1iCHIOBATH MOHITOPUHT BUKOHAHHS YIPaBIIHCHKUX PILICHB IIJITXOM 300Dy,
00poOKu Ta cucteMaTu3allii iHdopmMalii Mpo cTaH BUKOHAHHS YIPABIIHCHKUX PIlIEHB
3a BU3HAYEHUMH 1HIMKATOpaMU (HAKJIAJEHHS EJIEKTPOHHOI PEe30JIOIii, CTBOPEHHS
MPOEKTY JOKYMEHTA, TOTOKEHHS TOKYMEHTA, MiMUCaHHs Ta PEECTPAIlis TIOKyMEHTa,
BIJITPaBJICHHS JOKyMEHTA TOIIO) HAa OCHOBI JAHHWX 3 PEECTPAIliiHO-MOHITOPUHTOBOI
KapTKH Ta aHajli3 BIJMOBIJHUX JaHUX 32 JOMOMOTOI0 CHUCTEMH E€JIEKTPOHHOIO
TOoKyMeHTooO0Iry DoH/y, 3a pe3ynbTaTaMu SIKOT0, TOTYBAaTH JOBIIKU IIOAO0 aHATI3y
BUKOHABCHKOI JTUCHUIUIIHU Ta MPO HEBUKOHAHI KOHTPOJIbHI TOPYUCHHS;

* Ha/laBaTU JOBIJKOBY 1HGOpMaIliio Ha TenedOHHI 3alUTH OpraHiB AEp:KaBHOI
BJIQJIU, FOPUIUYHUX Ta (PI3UUHUX 0C10 MPO HAAXOHKEHHS 1 6e31ocepeIHIX BUKOHABIIIB
BX1JIHOI KOPECHOHJEHIII 3a JONOMOIOI0 aBTOMATHU30BAHOI CUCTEMH EJIEKTPOHHOIO
JIOKyMEHTOO00ITY (KpiM 3BEpHEHb TPOMA/ISIH);

* PO3IJISIIATH 1 CBOEYACHO IOTYBATH BIAINOBI/I HAa 3BEPHEHHSI TPOMA/IsiH, 3alIUTU
Ha myOiuHy 1H(OpMallito, 3alUTH B1Jl OpraHiB AEp>KAaBHOI BJIaJH Ta IOPUAUYHHUX OC10;

* BUKOHYBaTH 1HII OOOB’A3KM BIJMOBIJIHO JO 3aKOHOJABCTBa Ta IOCAJI0BOI
THCTPYKIIIi.

O00B’SI3KOBOI0 BHMOIOK [0 O0Ci0, $IKi HpeTeHAYIThL Ha Mmocagy, €
HASIBHICTb TPOMA/IAHCTBA YKPaiHM Ta BIACYTHICTb TIPOMAaASIHCTBA iHINMX
JepiKaB.

Kpauigikauiiini BUMOrH:
* BHII[A OCBITA CTYTIEHA HE HIDKUYe OakanaBpa,
* BUIbHE BOJIO/IIHHS JIEPKABHOIO MOBOIO.

BuMoru 10 KOMIeTEHTHOCTI:

* 3HAHHS 3aKOHOJIAaBCTBA TIPO JIEpKaBHY CIIYXOy, 3amoOiraHHs KOPYIIIII;
pPO3yMIHHS HaNPsMKIB AisutbHOCTI [leHciitHoro Goumy Ykpainu;

* 3HaHHs noctanoBu Kabinety MinictpiB Ykpainu Big 17 ciuns 2018 poxy Ne 55
“Jlesikl TUTAHHSI TOKYMEHTYBAaHHS YMPABIIHCHKOIT MisNTBHOCTI”, TUMOBOI 1HCTPYKITIT
PO TOPSIJIOK BEICHHS 001Ky, 30epiraHHs, BAKOPUCTAHHS 1 3HUIIICHHS JOKYMEHTIB Ta
IHIIUX MaTepiaJbHUX HOCIIB 1H(OpMAIli, 0 MICTATh CIYyXO00BYy 1HGOpPMAIIILO,
3aTBepeHo01 noctaHoBot0 Kabinery MinicTpiB Ykpainu Big 19 xosTHst 2016 poky
Ne 736, ICTY4163-2003;

* YBaXKHICTb, 3/IaTHICTh KOHIICHTPYBAaTHUCh Ha JCTAISX;

* ONEPATUBHICTb, BIATIOBIJATLHICTD;

* BMIHHS [IPAIIOBATH B pEXKUMI Oararo3aiaqyHocTi;

* 3JIJaTHICTb OPraHi30BYBaTH CBOIO JISIbHICTh B YMOBaX BUKOHAHHS 3aB/laHb 3
O0OMEKEHUM TEPMIHOM, KOMYHIKa0EIbHICTH;

nockoHae BooaiHHs npoayktamu Microsoft Office (Word, Excel, PowerPoint).
YMoOBH oIJIaTH Npami:

* nocanoBuit oknag — 16 407 rpy;



* Haji0aBKa 70 OCAJ0BOTO OKJIaAy 3a paHT BIAMOBIIHO 10 noctaHOoBU Kabinery
MinictpiB Ykpainu Bix 29 rpynusa 2023 poky Ne 1409 “IlutanHs omnatu mparii
JIep’KaBHUX CITY>KOOBITIB Ha OCHOBI Kiacudikarii mocax y 2025 pori”;

* HambaBKa 3a BHUCIYry POKIB Ha Jep)kaBHIM ciy:k01 Ha piBHI 2 BIACOTKHU
M0Ca0BOTO OKJIAAY JEP>KaBHOTO CIYKOOBIS 3a KOKHUW KaJleHAAPHUN PIK CTaxy
JIepKaBHOI cIy>k0H, ajne He Ounbiie 30 BiACOTKIB MOCAA0BOTO OKIIATY;

* mpeMii (BUIUTaYyIOThCS B MekKaxX (POHTY IPEMIIOBAaHHS 3aJIEKHO BiJ] OCOOUCTOTO
BHECKY JIEP>KaBHOTO CITY»KOOBIIS B 3arajlbHUN pe3yabTaT poOOTH JEPKABHOTO OPTaHy).

YMoBM NpU3HAYECHHS HA MOCAAY:

* IPU3HAYECHHS HA I0CaJy CTPOKOBE — JO IPU3HAYEHHS Ha II0 IOCcCaxy
MEPEMOXKIII KOHKYpPCY, ajge He Ouiblie HiXK 12 MicAliB 3 JHS NPUIIMHEHHS YH
CKaCyBaHHsI BOEHHOT'O CTaHy;

* [pU MPU3HAYEHI Ha T10CaJy BCTAHOBIIIOETHCS BUIIPOOYBAHHS CTPOKOM
Bix 1 10 6 MicAIB;

* IPUUHATTA HAa poOOTY MPHU30BHUKIB, BINCHKOBO300OB’S3aHUX Ta PE3EpPBICTIB
3IACHIOETHCS TUTBKM MICIS B3ATTA 1X Ha BIMCHKOBHI OOJIK y paillOHHUX (MICBKHUX)
TEPUTOPIATBLHUX IEHTPAaX KOMILIEKTYBAaHHS Ta COLIAJIbHOI MIATPUMKHU, opraHax CbY,
BIJIOBIJTHUX MAPO3/171aX PO3BIIyBaJbHUX OPTaHiB.

PestoMe kannuatiB npuitMaroThes 10 26 BepecHst 2025 poky Ha €JIEKTPOHHY aJIpecy
dobir@pfu.gov.ua.

V pasi sxmro 1o 06 xoBTHs 2025 poky Bu He oTpuMaeTe 3anporieHHs Ha criBOeciy,
IIe O3Hayae, 10 3a3HA4eHl B pe3ioMe JOCBIJ poOOTH / OCBITa HE BIJMOBIIAIOTH
BU3HAYCHUM BUMOTaM JI0 KaHJIUAATIB HA TIOCAy IEPKABHOT CITykKOH.
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