PENYBJIMKA CEBEPHA MAKEZIOHUJA
ATEHIIAJA 3A AIMUHUCTPALIMJA

ITPEYUCTEH TEKCT HA ITPABUJIHUKOT
3A CUCTEMATU3ALINJA HA PABOTHUTE MECTA BO
ATEHIIUJATA 3A AIMUHUCTPALIUJA

(ITpeuncrennor TekcrT e uspaboren Bp3 ocHoBa Ha [IpaBMIHMKOT 3a cucTemaTu3aluja
Ha paborHuTe MecTa BO AreHiujaTa 3a agMuHUCTpanuja 6poj 01-1731/2 ox 15.06.2015
roguHa u IlpaBuiHMIMTE 3a M3MeHyBame M [IONOJIHyBamwe Ha IIpaBMJIHMKOT 3a
cucTeMaTHu3alMja Ha paboTHUTEe MecTa BO AreHuujaTta 3a ajMuHHCTpanuja, opoj 01-
1731/6 opm 21.08.2015 roguua, 6poj 01-137/1 ox 27.01.2016 ropuua, 6poj 01-184/1 ox
31.01.2017 ropgunua, 6poj 01-1087/1 ox 17.07.2017 roguua, 6poj 01-1087/4 op 21.11.2017
roguHa, 6poj 01-267/1 ox 09.02.2018 roguua, 6poj 01-267/4 op 14.06.2018 ropuna, 6poj
01-267/7 ox 21.08.2018 roguna, 6poj 01-1243/3 ox 06.08.2019 ropguna, 6poj 01-1243/13 ox
15.11.2019 ropuna, 6poj 01-1494/1 opy 25.09.2020 ropuna, 6poj 01-709/1 ox 23.03.2021
rogauHa, bpoj 01-2456/1 op 09.12.2022 ropuna, 6poj 01-609/1 ox 22.02.2023 roguna, 6poj
01-609/4 op 17.05.2023 roguua, 6poj 01-1167/3 ox 26.05.2025 roguna, 6poj 01-1167/5 ox
19.06.2025 roguna, 6poj 01-1167/8 ox 07.07.2025 roguua, 6poj 01-1167/9 ox 06.11.2025
roauna u 6poj 01-1210/1 ox 17.04.2026 ropuna.

anpun 2026 roguHa



Bp3 ocuoBa Ha wieH 17 cras (7) og 3akoHOT 3a BpaboTeHuTe BO jaBHUOT ceKTop (,Cay)k6eH BeCHUK Ha
Penybiuka Makegouuja" o6poj 27/14, 199/14, 27/16, 35/18, 198/18 u ,Cny»0OeH BecHuk Ha Penybiauka CeBepHa
Maxeponuja“ 6poj 143/19 u 14/20), a Bo Bpcka co uieH 16 craB (2) anuHeja 6 of 3aKOHOT 38 afMUHUCTPATUBHU
cnyx6enunu (,Ciysk6en Becuuk Ha Penrybiinka Makegonuja" 6poj 27/14,199/14, 48/15,154/15,5/16,142/16,11/18
u ,CayxbeHn BecHuMK Ha Penybnuka CesepHa Makemonuja“ 6poj 275/19, 14/20, 215/21, 99/22 u 208/24),
IOUPEKTOPOT Ha ATeHI[HjaTa 3a afMUHKUCTPaLMja, Ha __________ TO/IMHA, JIOHece

NMPABMWIHMNK
3a cUcTeMaTHU3alyja Ha pabOTHUTe MecTa Ha AreHIyjaTa 3a afj]MUHUCTpaLHja
(mpeumncTen TeKCT)

I. OCHOBHU OIPE]IbN

Yien 1
Co 0Boj MpaBWIHKK Ce YTBPAYBa BKYIIHUOT OPoj Ha BpaboTeHWUTe (aAMUHUCTPATUBHU CIY)KOEHULIA U
MOMOIIHO — TeXHWYKM JIMIIA) BO AreHIyjara 3a ajMUHUCTpalMja (BO HATAMOIIHUOT TEKCT: AreHIiujaTa),
pacropenoT, mudparta, Ha3WBOT U OMUCOT HA PAOOTHUTE MecTa MO OPraHM3aIlMOHU eJUHUIIM U TTOCeOHUTe
VCJIOBY MOTPeOHU 32 U3BPINYBakhe Ha paboTUTE U Ha 3aJlaUnTe Ha O JeTHUTe pabOTHU MecCTa.

Unen 2
PaboTtuTe 1 3agaunTe IITO Ce BPIIAT BO AreHIMjaTa ce OnpeaeayBaaT COrIaCHO HUBHATA CPOJHOCT,
MelfyceOHa MOBP3aHOCT, BUAOT, 00€MOT M CTEIEHOT Ha CJ0KEHOCTa, OJTOBOPHOCTA M APYTUTE YCJIOBU 3a
HUBHOTO U3BPIIYBaH-E.

Unen 3
PabotuTe M 3amauyMTe YTBPAEHM CO OBOj NPAaBMJIHUK IPeTCTAByBaaT OCHOBA 3a BpaboTyBame u
pacrnopefiyBak-e¢ Ha BpaboTeHuTe Bo AreHiujaTa.

Unen 4
TabenapHuor npersies; Ha pabOTHUTE MecTa BO AreHriujaTa e JafieH BO MPWJIOT U € COCTaBeH Jiesl Ha
OBOj IPaBUJIHUK.

Unen 5
Bo oBoj mpaBUJIHUK ce YTBPJAEHM M ONMIIAHM BKYIHO 72 paboTHM MecTa BO AreHiujarta, om Kou 70
paboTHU MecTa Ha aIMUHUCTPATUBHY CIy>KOeHuI, noarpyna 1 - ap)kaBHuU ciy>kOeHrIM U 2 paboTHU MecTa Ha
TOMOIITHO-TEXHUYKO JIUIE, PACTIOPe/IeH! 10 OPTaHU3aIlMOHU eJIUHUIIN COTTacHO [IpaBUTHUKOT 3a BHATpPEIIHA
opra"u3aiiyja Ha AreHIyjaTa.

II. PACITIOPEJ U OITNUC HA PABOTHUTE MECTA HA AJIMUHUCTPATUBHUTE CIIYKBEHUIIA

Ynen 6



Bo 0BOj MpaBUIHUK Ce YTBPAEHW W OonMinadHu BKymHO 70 paOOTHO MeCTO Ha aJAMUHUCTPATHUBHUTE
Cy)KOEeHUIU, PacTiope/IeHN 110 OPTaHU3aIMOHU e IUHUIIM COrjlacHO [IpaBWJIHMKOT 3a BHATPENTHA OpraHu3anuja
Ha AreHI[djaTa 3a aJiMMHUCTpaIiyja.

Unen 7

PaboTHuTe MecTa o/ uieHOT 6 Ha 0BOj [IpaBUITHUK ce pacmope/ieHy Ha CIeTHUOT HAUWH:

YTBpaeH 6poj Ha Bpabotenu
AIMUHUCTPATUBHU AJMUHUCTPATUBHU
cny>KO6eHUIY IO KAaTeropuu u CAY>KOEHUIU TI0 KATeTOPUHU U
Huso HUBOA HUBOA
AQ2 1 1
b01 3 2
502 3 2
B03 3 /
b04 1 9
BO1 26 10
BO2 6 3
B03 5 1
B0O4 18 8
rol 7 5
02 1 /
103 / / )
r04 2 /
41 (+ 1 gp>kaBeH Cay»K0eHUK
Ha KOj pabOTHHOT OJJHOC MY €
BxkymHo 86 BO MUDPYBambe)

Unen 8
Omurtire ycaoBu 3a pabOTHUTE MeCTa OJ YJeHOT 6 Ha OBOj MPAaBWIHUK Ce YTBPAEHUM €O 3aKOHOT 3a
A[IMUHUCTPATUBHUTE CJIYKOEHUITN, U TOA:
- [@ae np)kasjaHuH Ha Peny0auka MakenoHuja,
- aKTHMBHO /Ia IO KOPUCTU MaKeLOHCKHUOT ja3uK,
- [ae MOJIHOJIeTeH,
- [la ¥Ma OIIIlTa 3[paBCTBEHA CIIOCOOHOCT 3a pabOTHOTO MECTO U
- €O TIpaBOCHJTHA CYJCKa Mpecyjla a He My € M3peuyeHa Ka3Ha 3abpaHa Ha Bpllewe mpodecudja, AejHOCT WU
JIOJKHOCT.

Ynen 9
(1) IMoceObHM YCIOBM YTBPAEHU CO 3aKOHOT 33 AJMUHUCTPATUBHUTE CAYKOEHUIM, 38 PAKOBOJHUTE
aIMUHUCTPATUBHU CNy>KOeHUIIM of KaTeropujaTa b ce:
a) cTpyYHU KBaJau(UKALKMK 33 CUTe HUBOA - HUBO Ha kBamudukamuute VI A copen MaxkegoHckaTa paMKa Ha
KBaaupuKauu U HajManky 240 kpegutu crexkHatu cnopes EKTC wim 3aspuied VII/1 cTenen;



(1)

6) pabOTHO UCKYCTBO, M TOA:

3a HUBOTO D1 HajMaJIKy IIeCT rOIMHU pabOTHO UCKYCTBO BO CTPYKATa Off KO HAjMAJIKY JIBE TOIMHU Ha PAKOBOJIHO
paboTHO MeCTO BO jaBeH CEKTOp, OJJHOCHO HajMasKy AeceT TOAWHU pPabOTHO MCKYCTBO BO CTPyKaTa Off KOU
HajMaJIKy TPU TOJWHY Ha PAKOBOZHO PaboTHO MECTO BO IIPUBATEH CEKTOD,

3a HUBOTO B2 HajMasiKy meT rofiuHy paboTHO UCKYCTBO BO CTPYKATa 0ff KOU HajMaJsIKy ABe TOAWHU Ha PAKOBOJIHO
paboOTHO MeCTO BO jaBeH CEKTOp, OJHOCHO HajMajKy OCYyM TOAUHH pabOTHO MCKYCTBO BO CTPyKaTa Of KOW
HajMaJIKy TP TOJWHU Ha PAKOBOIHO pabOTHO MECTO BO IIPUBATEH CEKTOD,

3a HuBoaTa b3 u B4 HajMasKy YyeTHpU TOJUHYU pabOTHO UCKYCTBO BO CTPYKATa 0J KOM HajMaJIKy eflHa roJiMHa Ha
paGoOTHO MeCTO BO jaBeH CEKTOP, OJHOCHO HajMaJsIKy IIecT TOJWHH pabOoTHO MCKYCTBO BO CTPyKaTa Of KOW
HajMaJIKy [Be TOAWHY Ha PaKOBOJHO paGOTHO MECTO BO IIPUBATEH CEKTOP,

MO3HaBale Ha efleH Off TPUTe HajuecTo KOPMCTeHM ja3uid Ha EBporickara yHUja (QHIMCKY, (hPaHIyCKH,
repPMaHCKH), ¥ TOa:

B) moce6HM paboTHN KOMITETEHITUY 38 CHTe HUBOA, U TOa:

aKTMBHO TIO3HAaBake HA eJeH ©oJf TpUTe HajuecTo KOpUCTeHW jasunu Ha EBpomnckata YHuja
(aHrIMCKY,hPaHITYCKU, e PMaHCKM),

aKTMBHO MIO3HABak-e Ha KOMITjyTEPCKU MMPOTPaMu 3a KaHIeIapUucKo paboTerhe u

MOJIOYKEH UCITUT 32 afIMUHUCTPATUBHO YIIPABYBaE.

(2) HoTpe6HM onmTH pabOTHN KOMIIeTEHI[UY Ha HAIIPeHO HUBO Ce:
pelIaBame IpobIeMu 1 OJIyYyBame 3a paboTH 0/ CBOjOT AeJIOKPYT;
yueH€e U pa3Boj;
KOMYHMKaIIWja;
OCTBapyBame Pe3yJITaTy;
paboTeme co Apyru/TuMcka pabora;
cTpaTellka CBeCT;
OPUEHTHUPAHOCT KOH CTPAHKUTE /3aCerHaTH CTPAHY;
pPaKkoBOJEH-€; U
(buHaHCHCKO yIIpaByBame.

Unen 10
[MocebHY yCI0BU YTBPOEHU CO 3aKOHOT 3@ afMMHUCTPATUBHUTE CIYKOEHMITM 3a CTPYYHUTE agfMMHHCTPATUBHHU

cnyxOeHuIu o KateropujaTa B ce:

a) cTpyuyHu KBajmuuKamuu - 3a HUBoTO Bl HuBO Ha kBamudurauuute VI A crmopen MakemoHcKara pamMKa Ha
KkBaaupuKaIyuu ¥ cTeKkHaTH Hajmaiky 240 kpenutu cuopes EKTC wnu 3aspuies VII/1 cremen u
3a HuBoaTa B2, B3 u B4 HupBo Ha xpBanuduxanuure VI b cropes MakegoHCKaTa paMKa Ha KBaJu(UKAIUA U
crekHaTy HajManky 180 kpeautu ciopes EKTC winu 3aBpuied VII/1 cTenew,
6) pabOTHO UCKYCTBO, ¥ TOA:
3a HUBOTO B1 HajMasKy Tpu roJuHu pabOTHO UCKYCTBO BO CTPyKaTa,
3a HUBOTO B2 HajMasKy ABe roguau paboTHO UCKYCTBO BO CTPYKATA,
3a HUBOTO B3 HajManky efiHa roguHa paboTHO UCKYCTBO BO CTPYKATa, U
3a HUBOTO B4 co uiu 6e3 paboTHO UCKYCTBO BO CTPYKATa;
B) moceOHU paboTHU KOMITETEHIIMY 3a CUTe HUBOA, M TOAa:
aKTUBHO [TO3HABaH-e Ha eJleH Off TPUTE HajuecTo KOPUCTEHU jasuly Ha EBporckaTa yHMja (aHTJTUCKH, (DPaHIlyCKH,

repMaHCKH) 1

AKTUBHO M03HABAKE HA KOMIIjYTePCKY MPOrpaMu 3a KaHI[eJIapUCcKo paboTese.



(2) lloTpe6Hu onmTH pabOTHN KOMITETEHI[HM Ha CPEeIHO HUBO:
- peniaBame poOJIeMU U OJLTYUYBaH-e 3a paboTH 0] CBOjOT IEJIOKPYT;
- yuyeme U pa3Boj;
- KOMYHUKaUWja;
- OCTBapyBatbe pe3yiaTaTy;
- paboreme co Apyru/TuMcka pabora;
- cTpaTelliKa CBECT;
- OPUEHTUPAHOCT KOH CTPAHKUTE/3aCeTHATH CTPAHU; U
- (hMHAHCKUCKO YIIPABYBabe.

Unen 11
(1) TlocebHu ycCaOBM YTBpIEHM CO 3aKOHOT 3@ aJMUHMCTDATUBHMTE CIY)KOEHHIIM 3a IOMOIIHO - CTPYYHUTE
aJMUHUCTPATUBHU CNy>KOeHUIIM of kKaTeropujara [ ce:

a) CTPYYHM KBaJU(MUKAIMK 3a CUTe HUBOA - HUBO Ha CTPYYHM KBajaupukaiuu V A U HUBO Ha KBaau(pUKaAI[UN
IV cnopen MaxkemoHckaTa paMKa Ha KBaiupuxkanuu u crekHatu 180 wnu 240 xpemutu criopen EIIBET wunu
MKCOO unu HajMaJIKy BUIIIO I CPeHO 00pa3oBaHue.
6) pabOTHO UCKYCTBO, M TOA:

- 3aHuBoto I'l HajManKy Tpu roguHU pabOTHO UCKYCTBO BO CTPYKAaTa,

- 3aHuBOTO ['2 HajMasIKy B rOAMHY PAOOTHO UCKYCTBO BO CTPYKATA,

- 3aHuBoTO I'3 HajMasiKy ejiHa rojiHa PabOTHO UCKYCTBO BO CTPYKATA, U

- 3aHuBOTO ['4 co Uy 6e3 pabOTHO UCKYCTBO BO CTPYKATa;
B) moce6HM paboTHM KOMITETEHITUY 3a CUTe HUBOA, U TOa:

- aKTUBHO [TO3HABake Ha eJIeH 0] TPUTe HajuecTo KOPUCTEHH ja3ulin Ha EBporickara yHuja (aHTIMCKH, (hpaHITyCcKy,
repMaHCKH) U

- aKTUBHO TI03HABae HA KOMIjyTePCKY MTPOrpaMu 3a KaHI[eJIapucKo paboTeme.,

(2) MoTpebHM omuTH pabOTHU KOMIIETEHI[MH HAa OCHOBHO HUBO:
- yYeme U Pa3Boj;
- KOMYHHUKaluja;
- OCTBapyBame pe3yJTaTy;
- paboTeme co Apyru/TuMckKa pabora;
- OpUEHTHPAHOCT KOH CTPAHKUTE/3acerHaTu CTPaHu; U
- (bUMHaHCUCKO yIPaByBakbe.

III. PACITIOPE[ M1 OITUC HA PAGOTHUTE MECTA HA IOMOMIHO - TEXHUYKH JIMITA

Unen 12
Bo 0BOj mMpaBUJIHUK e YTBP/IEHO U OMUIIAHO 1 pabOTHO MeCTO Ha TTOMOITHO - TEXHUYKO JIUIIE,
pacnopesiero B0 CeKTOPOT 3a afiIMUHUCTPATUBHO - CTPYYHU PabOTH U jaBHU HabaBKu, coriacHo [IpaBuIHUKOT
3a BHaTpeIIHa opranu3aiiyja Ha ATeHIigjaTa 3a agMUHUCTpaIiyja.

Unen 13
PabotHOTO MecTO off uneHOT 12 Ha OBOj MPABUJIHUK € PaclopesieHO Ha CJEHUOT HAuWH: rpymna 4,
noJrpyra 3 — HOMOIIHO-TeXHUYKHU JIMIIA 32 TPEB03 HA JIMLA U OIIpeMa Ha HUBO 2 CO Ha3UB BO3aY.



Unen 14
OmrTuTe yCa0BY 32 PA0OTHOTO MECTO Off YJIeHOT 12 Ha OBOj TPaBUJTHUK Ce:
- [ae gp)kasjaHuH Ha PenyOnuka MakemoHuja;
- aKTHUBHO Jla TO KOPUCTH MaKeJOHCKUOT ja3uK;
- [la e MIOJIHOJIETEH;
- [la ¥MMa OIIIITA 3JPaBCTBEHA CIIOCOOHOCT 3@ pabOTHOTO MECTO; U
- Co MpaBOCWJTHA CY/ICKA MpecyZa /la He My e M3peueHa Ka3Ha 3abpaHa Ha Bplllerme npodecuja, AejHOCT WIK
TIOJIKHOCT.

IV. OIIMC HA PABOTHUTE MECTA BO ATEHIIUJATA

Pegen 6poj 1

Iucdpa YI1P0101A02000

Hugo A2

3Bame l'eHepaJieH cekpeTap

Ha3us Ha paboTHO MeCTO I'eHepasieH cekpeTap Ha AreHIujaTa 3a afIMUHKACTPAIINja

bpoj Ha usspmuTenn 1

OpnroBapa npej HupekTopoT Ha AreHIjyjaTa

Buj Ha obpa3oBanue [TpaBHM HAayKM WJIU JaBHA yIIpaBa M aAMUHKUCTPATIMja

I pyru mocebuu yciosu MO3HaBak-e Ha OMIITH MPOIMUCH 0f a/IMUHUCTPAaTUBHATA 001acT U

APYTru NpPOIucCHu o pa6OTHO 3aKOHOJaBCTBO

PaboTHu 1enu -00e3benyBame Ha eduUKACHO U e(QeKTHMBHO pPaKOBOJEHe CO
BpaboTeHUTe BO AreHLnjaTa;

-00eguHyBame Ha paboTara Ha AreHuujara; u

-MO/IIPIKYBathe Ha paboTaTa Ha AMPEKTOPOT Ha AreHIujara.

PaboTHu 3a1aun u 00BpCKU -pakoBoAM €O BpabOTEeHWTe, OpraHU3upa Pe/JOBHU KOJEruyMH U
JlaBa YMaTcTBa HA PAKOBOJHUTE W JPYIUTe aJMUHUCTPATUBHU
cay)xbeHuld BO AreHnujata, 0C00€HO BO KOHTEKCT Ha
VIIPaBYBaH-ETO CO YOBEUKUTE PECYPCH;

-oAroBapa 3a u3paboTKaTa M OCTBApPYBameTO HA CTPATeIlKHOT
IJlaH, IporpaMara 3a pabora u OyileToT Ha AreHIujaTa U 3a
CTIPOBEJIYBAETO HA OMIITUTE U TMOEJUHEYHUTE aKTU Ha
AreHuujara;

-ce TPYDKM 3@ a)KypHOCTa BO paborara Mo npefmMeTuTe, U3roTBYBa
KOHI[EMIIMK 3@ YHaNpeyBame Ha OpraHu3anujata u Ha yCJIOBUTE
3a pabora Bo AreHijujara;

-ofiroBapa 3a (YHKIUOHUPawkeTo Ha CUCTeMOT 3a MEHAlIMEHT CO
KBaJuTeT corjlacHo Oapamarta Ha Cramgappor MCO 9001:2008,
BOCIIOCTaBeH BO ATeHIIUjaTa;

-peliaBa 3a MpasaTa, OOBpPCKUTe W O/IFOBOPHOCTHTE Ha
aJMUHUCTPATUBHUTE CAYXKOEHUIM U [Jpyrure BpabOTeHU BO
AreH1ujaTa, Kora Toa € ypejleHo CO 3aKO0H;

-T0 JIOHeCyBa TOAUIIHUOT TJIaH 3a 00YKU Ha afMUHUCTPATHUBHU
CAYIKOSHULIN;




-Ce TpPWKM M OATOBapa 3a CIpOBelyBawmeTO Ha CUCTEMOT 3a
yIpaByBame o ehekTOT Ha afMUHUCTPATUBHUTE CY)KOEHUIIN BO
AreHuujaTa;

-copaboTyBa CO APYTM [P>KaBHU OPraHW, OPraHW Ha JIOKaJiHaTa
BJIaCT, [OMallHM U MefyHAapogHU OpraHu3anuy, Kako U CO
MpeTCTaBHUIIM Ha CTOMAaHCTBOTO U HA TPafaHCKUOT CEKTOpP.

Pegen 6poj 2

Ilucpa VITIP01016501000
Hupo b1

3Bame JIlp>KaBeH COBETHUK

Ha3us Ha paborHo mecTo

Jlp>kaBeH COBETHMK 3a MIPaBHU pabOTU

bpoj Ha usspmuTenn

1

OpnroBapa npej,

['eHepamHUOT cekpeTap

Bup Ha obpa3oBanue

[TpaBHU HayKu

I pyru mocebuu yciosu

Mno3HaBam-€ Ha OIINTU MPOIINCH 0 aAMUHUCTpAaTUBHATa obnacT u
APYyru Iponucu oj pa6OTHO 3daKOHOJaBCTBO

PaborHu jenn

-Ofp)KyBaw-€ Ha TIpaBHA CUTYPHOCT BO OCTBAapPyBameTO Ha
(yaKuUYTe Ha ATeHIIUjaTa;

-IpeTcTaByBalH-6 ~ Ha  Tporpecotr Ha  pedopMaTa  Ha
aIMUHUCTpPAIIMjaTa Of acleKT Ha OCTBapyBama Ha AreHIWjaTa, BO
KOHTEKCT Ha IpucTanyBamke Ha PemyOivka Makemonuja Bo EV u
HATO u

-yHarpeiyBame Ha CUCTEMOT 3a MEHAIIMEHT CO KBAJIUTET COTIACHO
bapawata Ha Cranmapmor KMCO 9001:2008, BocmocTaBeH BO
Arennujara.

PaborHu 3agaun u 06BpcKu

-TO COBETYBA T€HEPAJTHUOT CeKpeTap U IMPEKTOPOT Ha AreHIjaTa
3a pelllaBamk-e Ha HAjCcJI0KEeH! TIpaBHU Ipalliaka off HafJIe)KHOCT Ha
AreHnmjara;

-MHUITMpA U TIpe/ijiara CTaBOBM M PellleHrja 1Mo MpaBHM TIpalliama,
MOBP3aHU CO OCTBAapyBake Ha pyHKIMUTEe Ha ATeHIIujaTa;
-u3paboTyBa JOKYMeHTH (MH(OPMAI[UU, U3BEIUTau, MPOrpaMu U
aHaJM3M) W MHUCJIEeH-a T[OBP3aHM CO OCTBapyBameTo Ha
HafJIe)KHOCTUTe Ha AreHI[UjaTa;

-u3paboTyBa CTPYYHU MUC/IEH-A TI0 3aKOHU, MTO/I3aKOHCKY U JAPYTU
axKTu, 0Co0eHO 0/ afMUHUCTPATUBHATA 00JIACT U APYTU MPOMUCU
o[l pab0OTHO 3aKOHOJABCTBO;

-yueCTBYBAa BO eKCHNEPTCKU pabOTHU TPymud BO MPOIECOT Ha
npucTanyBarmke Ha Penybnmka MakemoHuja 3a wieHCTBO Bo EY u
HATO u nogrorosyBa npuaoHeCcH KOH U3BEIITauTe 3a HANPeJoKOT;
-TU KOOPJAWHUPA aKTWUBHOCTUTe TOBp3aHu co CucreMoT 3a
MeHAIIMEeHT CO KBAJIUTET COrJacHo Oapamata Ha Cranmapmor MCO
9001:2008;

-y4ecTBYBa BO paboTaTa Ha KOMUCUM W JPYTU PaAbOTHU Tena,
dopMupaHu co pelieHHe Ha JUPEKTOPOT Ha AreHuujaTa;

-laBa CTPyYHA MOMOII M COBeTH Ha JPYTruTe aJMUHMCTPATHUBHU
cnykbeHUIM Bo AreHnujaTta, Kako ¢opManeH u HedopMaieH




MEHTOp;

-y4eCTBYBa BO OLIEHYBale Ha afIMUHUCTPATUBHU CIIY)KOEHUIU BO
AFeHL[HjaTa 1 Ha ajMUHUCTPATUBHU CHY}I{6€HI/IL[I/I BO JpyTu
WHCTUTYLINH;

-copaboTyBa CO aJMMHUCTPATUBHU CIIY)KOEHUIM Off ATeHIMjaTa 1
Ol UHCTUTYIIMMTE Off jaBHUOT CEKTOp, 3a [paliawma Oof
aJIMUHKCTPaTUBHATA 00JIACT.

Pegen 6poj 3

Ilucpa VIIP01016501000
Hupo b1

3Bame JIlp>KaBeH COBETHUK

Ha3us Ha paborHo mecTo

JpsKaBeH COBETHUK 3a ceJieKIlMja Ha KaHAWATH 3a BpabOoTyBambe

bpoj Ha usspmuTenn

1

OpnroBapa npej

['eHepamHUOT cekpeTap

Bup Ha obpa3oBanue

IIpaBHu Hayku, IlomUTMYKM HayKu WM JaBHA ymOpaBa WU
aJMUHUCTpaIyja

I pyru mocebuu yciosu

MO3HaBaw-e Ha OMIITU MPOIKCH Off af/MUHUCTpAaTUBHATA 00J1aCcT U
JIPYTU TIPONUCH 0J pabOTHO 3aKOHO/IABCTBO

PaboTHu menu

-IIPOMOBHpame U pa3130]’ Ha CUCTeMOT 3a CEHQI(LIPIja Ha KaHOIWAaTHUu
3a Bpa6OTYBaH)e Ha afMUHUCTpAaTHUBEH CJ'IY}K6EHI/IK, 3aCHOBaH Bp3
KOMIIeTeHIINH

PaboTHu 3aggauym 1 06BpCKU

-0 COBETYBa eHePaSHUOT CeKpeTap U AMPEKTOPOT Ha ATeHI[HjaTa
3a pelraBamke Ha HajCJI0)KeHH Mpaliama MoBP3aHu CO CUCTEMOT 3a
ceJsieKiija v BpaboTyBame Ha afIMUHUCTPATUBEH CTY)KOEHUK;
-MHUITMPA U MTpeJijlara CTaBOBM U PellleHuja Mo Ipariakkha MoBp3aHu
CO CHUCTEMOT 3a cejieKiuja U BpabOTyBaHw-€ Ha aJMUHUCTPATUBEH
CIYKOEHUK;

-uspaboryea JokymeHTH (VH(OpPMAIMK, W3BENITaW, MPOTPaMH,
aHaJM3M) M MUCJIERa 3a Mpaiiarma TMOBP3aHM CO CHUCTEMOT 3a
ceJsieKiija v BpaboTyBame Ha afIMUHUCTPATUBEH CTY)KOEHUK;
-u3paboTyBa CTPYYHU MUCJ/IEHA M0 3aKOHU, MOI3aKOHCKU U [PYTU
aKTH, 0CcOoOeHO OJf acleKT Ha TMOoCTarmKkaTa 3a CeJieKuja U
BpaboTyBame Ha aAIMUHNUCTPATUBEH CIIY KOEHUK;

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-IaBa CTPy4yHa IIOMOII M COBETH Ha [IPYTUTE aJMUHUCTPATUBHU
cnyxbeHuliu Bo AreHiujaTa, Kako copmasieH u HedopmasieH
MEHTOP;

-yueCcTBYBa BO OL[€HYBale Ha aJMUHUCTPATUBHU CIYKOEHUITM BO
AreHllgjaTa ¥ Ha aJMUHUCTPATUBHU CAY)KOEHUIM BO [JPyTU
WHCTUTYLIWH;

-copaboTyBa o af/MUHUCTPATUBHHU CIY)KOEHUIU o] AreHIujara u
OJT UIHCTUTYITUUTE O] jaBHUOT CEKTOp, 3a Mpalliama MOBP3aHU CO
CHCTEMOT 3a cejieKumja W BpaboTyBame Ha agMUHUCTPATUBEH
CIYIKOEHUK.




Pegen 6poj 4

Mudpa YITP0101601000
Hugo b1

3Bame I p>KaBeH COBETHHUK

Ha3uB Ha paboTHO MecTO

Jp>KaBeH COBETHIK 3a YITPAaBYBaH€ CO YOBEYKHU PECYPCH

Gpoj Ha u3BpmuTeN

1

Oxrosapa npej

l'enepanauoT cekpeTtap

Buj Ha obpa3oBanue

[TpaBHM HayKu

I pyru moce6uun yciaosu

MO3HABAHE HA OMIITHU MPOMUCH 0f afIMUHUCTPAaTUBHATA 00J1acT U
Ipyrd IpOMucH of paboTHO 3aKOHOJABCTBO, KAKO U Ha CTaHZApAU
1 100pY TPAKTHKU 33 YIPAaBYBake CO YOBEUKHU Pecypcu

PaboTHu njenau

-BOBElyBal€ U YHAINpedyBal-é Ha CHCTEM Ha YIpaByBawme CO
YOBEYKUTE PECYPCH BO AreHIMjaTa, 3aCHOBAH BP3 KOMITETEHI[UML;
-00e3benyBae Ha 3alITUTa HA IpaBaTa Ha aJMUHUCTPATUBHUTE
CAYKOEHUIY KOU IIPOU3JIETYBAAT Of CIIY)KOeHUUKHUOT OJIHOC; U
-OLP)KYBaK-€ M YHAIIPeAyBamhe Ha CUCTEMOT Ha 3aITUTA Ha JIMYHU
MoaTolM Bo AreHIjaTa.

PaboTHu 3aggauym 1 06BpCKU

-r0 COBETYBA reHePaJTHUOT CeKpeTap U AUPeKTOpPOT Ha AreHIujaTa
3a pellaBake HA HAjOIOXKEHW Tpamiawka of objacra Ha
YIIPaBYBaH-€TO CO YOBEUKHUTE PECYPCH;

-MHUIIMpA M TIpeJijlara CTaBOBM M pellleHuja, MOBP3aHU CO
YIIPaByBam-€TO HA YOBEUKUTE PECYPCH BO ATEHITUjaTa;

-u3paboTyBa JOKYMeHTH (MH(pOpMaIlUK, U3BEIITau, MPOrpaMu U
aHAIM3K) U MUCJIEH-A 3a Mpalllakha MOBP3aHU CO YIIPABYBAKHETO HA
YOBEUKUTE PECypcu Bo AreHIujaTa;

-u3paboTyBa CTPYYHU MUC/IEHA M0 3aKOHU, MMOI3aKOHCKU U OPYTU
aKTH, 0COOEHO OF aCIeKT Ha YIIPaBYBaHe CO YOBEUKHU PECYPCH;

-TM TIpejyiara, u3paboTyBa W CIPOBEAyBa TIPOIENYPUTE Off
Iesokpyr Ha pabora Ha OpnpeneHreTo 3a YIIPaByBalke CO YOBEYKHU
pecypcu Bo pamku Ha CHCTEMOT 3a MEHA|IMEHT CO KBaJIUTET
coryacHo 6apamara Ha Crangapgot ISO 9001:2008;

-TM KOOPAWHUpPA AaKTUBHOCTATE U U3pabOTyBa [JOKYMEHTH U
MOeIMHEYHU aKTH BO BPCKA CO CHCTEMOT 3a 3allITUTa Ha JINYHUTE
Kako odullep 3a 3alITUTA HA JIMYHUTE MO/JaTOLU BO ATeHIIUjaTa;
-y4eCTBYBa BO paboTaTa Ha KOMHUCHM W [OPYrd pabOTHU Tea,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-laBa CTPy4YHA TOMOII M COBETU HA J[PYTUTE aJMUHUCTPATUBHU
cayxkbeHud Bo AreHumjaTa, Kako dopMaseH U HedopMmaieH
MEHTOP;

-yuecTBYBa BO OLIEHYBakhe Ha aJIMUHUCTPATUBHU CJIY)KOEHUIIM BO
AreHigjaTa ¥ Ha aJMUHUCTPATUBHU CAY)KOEHUIM BO [JPyTU
WHCTUTYIUY,

-copaboTyBa €O a[MUHUCTPATUBHU CNY)KOeHUIIM of] AreHuujata u
O]l UHCTUTYIIMUTE OJ] jABHUOT CEKTOP, 3a Mpariawa oJ objacra Ha
YIPaBYBaHETO CO YOBEUKUTE PECYPCH.

1. CexTop 3a mpaBHU paboTu




Pegen 6poj 5

Ilucpa YITIP01016502000

Hupo b2

3Bame PakoBopuTea Ha CEKTOP

Ha3us Ha paborHo mecto

Pakosoguresn Ha CeKTop 3a ripaBHU pabotu

bpoj Ha u3BpmuTenn

1

Oprosapa npej

['eHepaTHUOT ceKpeTap

Bup Ha obpa3oBanue

[TpaBHU HayKu

I pyru mocebnu yciosu

MO3HaBaHke Ha OMIITH MPOINCH 0f, a/IMUHUCTPAaTUBHATA 00J1acT U
JIPyrU TIponucu oj paboTHO 3aKOHO[ABCTBO

Paborau menun

-0CTBapyBame Ha HOPMATUBHO-IPABHA MOAAPIIKA HA PabOTEHmETo
Ha AreHIjaTa;

-copaboTKa €O UWHCTUTYIMMTE BO jaBHUOT CEKTOP 3apaau
UCTOJIHYBat-e Ha 0OBPCKU 0] MOCeOHUTE 3aKOHY;

-00e3benyBae Ha 3alITUTa HA IpaBaTa Ha aJMUHUCTPATUBHUTE
CITYKOEHUIM KOV POU3JIEryBaaT off CIY)KOeHUUKHUOT OJJHOC.

PaborHu 3agaumn u 06BpcKu

-pakoBoau co CexTopor (ja opraHu3upa, HacOUyBa W KOOPAUHUDA
paborata, BpIIM HeNMOCpeJHAa KOHTpPOJa W HAA30p HAaj
U3BpIIYBakeTO Ha pabotuTe, rU pacropegyBa paboTute U
3a/laudTe Ha PaKOBOJUTENNTEe Ha ofmeneHujata Bo CeKTOPOT, ce
IpU>KU 3a paboTHATa AUCLUIUIMHA Ha BpaboTeHUTe BO CEKTOPOT U
JlaBa CTpPyYHa TIOMOII, COBETM U BPIOIM MEHTOPCTBO Ha
aJMUHUCTPATUBHY CTY)KOeHUIM off ATeHIujaTa);

-yuecTByBa BO paborara HAa KOMUCUM W Jpyru pabOTHU Teia,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa NMpeyio3n Ha: CTPATEINKH TIJ1aH, MporpaMa 3a pabora,
OylieT, u3BelTaj 3a pabora, (yHKIMOHaJIHA aHaAM3a, akTH 3a
BHaTpelIHa OpraHu3arija u CcucTemMaTu3anmja Ha paboTHUTE
MecTa, MaH 3a 00yku Ha BpaboTeHuTe BO CEKTOPOT, KaKko U
MeCeuyHU, KBapTaJiH{, TOJYTOAMIIHW U TOJUIIHM W3BELITau O]
acrmekT Ha /1eJIOKPyroT Ha pabora Ha CeKTopoT;

-TO C/leld  CIPOBEYBAK-€TO HA MPOIeAYpPUTE Ol HeJIOKpyr Ha
pabora Ha CexTOpoT BO paMKh Ha CHCTEMOT 3a MeHalIMeHT CO
KBaJINTET COrjacHo bapamara Ha Crangapgot ISO 9001:2008;

-TM OIIeHYBAa PAKOBOZHUTE AZMUHUCTPATUBHU CIY)KOEHMIIM BO
CekTopor, 1o motpeba u apyru BpaboTenu og CeKTOPOT U MOKe J1a
yUeCTBYBA BO OI€HYBAH-€ HA aJMUHUCTPATUBHU CAYXXOEHUIU BO
AreHlgjaTa M Ha aJMUHUCTPATUBHU CIY>KOEHUIIM BO JpYTU
WHCTUTYLIUY;

-copaboTyBa CO a/[MUHUCTPATUBHU CIY)KOeHUITU off ATeHIujaTa u
O]l MHCTUTYL[MUTE 0]] jABHUOT CEKTOP, 32 Mpallamma off JeJIOKpYT Ha
pabora Ha CeKTOPOT;

-M3BPINYBA 3a7laY¥ MOBP3aHM CO U3BECTYBAHE 3a HEMTPABUIHOCTHU U
COMHE)XM 33 M3MaMu M KOpYHIMja KAaKo U CO OCTBapyBawme Ha
3aMTUTA HA MPABOTO Ha CA00O/IEH TPUCTAM A0 WHMOPMALMU Off
jaBeH KapaxTep;

-u3paboTyBa CTPYYHU MUCJIEHA 110 3aKOHU, MMOI3aKOHCKU U IPYTU
aKTH, 0COOEHO Of AIMUHUCTPATUBHATA 00JIaCT M JPYTU TIPOIKCH
0J1 pabOTHO 3aKOHOJIABCTRO;
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-r'¥ KOOPIMHMPA aKTUBHOCTUTE BO BPCKA CO MOATOTBYBathe TYKOU,
ONITOBOPY Ha TYXOW W >kanbu Bo copaborka co Jp>KaBHUOT
MpaBoOpaHUTeN Kora AreHIMjaTa ce jaByBa Kako CTpaHKa BO
CyIicKaTa MocTarmka.

1. Cextop 3a npaBHu paboTu

Pegen 6poj 6

IMudpa VITP0101603000

Hupo b3

3Bame ITOMOIIHMK PAKOBOJUTEII Ha CEKTOP

Ha3us Ha paborHo mecto

ITomormHUK pakoBoguTes Ha CeKTop 3a IPaBHU PadOTH

bpoj Ha u3BpmuTen

1

Oprosapa npej

PakoBoguresnot Ha CekTop 3a mpaBHU paboTu

Buj Ha obpa3oBanue

[TpaBHU HAYKKU

Ilpyru moce6uu yciaosu

MMo3HaBam-€ Ha OIINTU MPOIINCK O[] aJIMUHUCTPATUBHATA objact u
APYyru MIponucu o pa6OTHO 3daKOHOJaBCTBO

PaboTHu menu

-copaboTKa €O MHCTUTYLUUUTE BO jaBHHUOT CEKTOP 3apajgu
HCITOJIHYBahe Ha OOBPCKY O] TOCEOHUTE 3aKOHMU;

-0be3beyBar-€ Ha 3alUTUTA HA [pPaBaTa Ha aJMUHUCTPATUBHUTE
C1y>KOeHUIY KOY IIPOU3JIeryBaar off CIyKOeHUUKUOT OGHOC; U
-KOOp/IMHUPare Ha TPOIeCOT Ha BOBEIYBal-€ Ha CTaHAApIUTe U
WHCTPYMEHTHUTE 3a YIIPaBYBaH-€ CO KBATUTET.

PaboTHu 3aggauym 1 06BpCKU

-omara BO U3BPITYBawkeTO Ha paboTu of Aeaokpyr Ha CeKTOpoT U
BO CJIy4aj Ha OTCYCTBO WJIM CIPEYEHOCT Ha PaKOBOAUTENIOT Ha
CeKTOPOT TO 3aMeHyBa MCTHOT, BpP3 OCHOBA HA OBJIACTYBakke Of
reHepajHUOT ceKpeTap / IMPEKTOPOT Ha ATeHIINjaTa;

-yuecTBYBa BO paborara HAa KOMUCHM U Jpyru pabOTHU Teja,
thopMupaHu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa HAI[PT HA: CTpaTeNIKW IUIaH, TporpamMa 3a pabora,
Oy1ieT, M3BemTaj 3a padoTa, (DYHKIMOHAIHA aHAIW3a, aKTH 3a
BHaTpelllHa oOpraHus3alldja M CcuUcTeMaTH3alldja Ha paboTHUTE
MeCTa, IJIaH 33 00yKU Ha ATeHIUjaTa, KAaKO U MeCEYHU, KBAapTaJIHH,
MOJIYTOJUIITHU U TOJUIITHYA U3BEIITAU Off aCeKT Ha JIeJIOKPYroT Ha
pabora Ha CeKTOpOT;

-u3paboTyBa MpoIeAypU off IeJOKPYr Ha pabora Ha CeKTOpoT BO
pamku Ha CHUCTEMOT 3a MEHAIIMEHT CO KBJIUTET COTJACHO
bapamata Ha Ctrangapmot ISO 9001:2008;

-yueCTBYBA BO OlleHYBate Ha a/IMUHUCTPATUBHU CJIY)KOEHUIIM BO
AreHuujata M Ha aJMUHUCTPATUBHU CIOY)KOEHUIM BO [Jpyru
WHCTUTYLIUY;

-copaboTyBa CO a/MUHUCTPATUBHU CITY>KOeHUITU off ATeHIMjaTa U
O]l MHCTUTYL[MUTE 0]] jaABHUOT CEKTOP, 3a Ipalliakkha off JeJIOKPYT Ha
pabora Ha CeKTOpOT;

-pe3eMa MepPKU U aKTHBHOCTU 3a BOBE/IYBAaH-€ U OJIp)KyBam-e Ha
CUCTEMOT Ha YIpPaByBakbe CO KBAJUTET W 3ae[[HMYKATA paMKa 3a
MPOIL[eHA COTJIACHO CTAHIAPAUTE 32 YIIPABYBakhe CO KBAJIUTETOT;
-u3paboTyBa HAIPT-CTPYYHN MUCIIEHA MO 3aKOHU, MOJI3aKOHCKY U
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IPyrd aKTu, OCODEHO Off aJMUHUCTpPaTUBHATA 06JIacT W Ipyru
MPOIUCH 0] pabOTHO 3aKOHOIABCTBO;

-u3paboTyBa HANPT-TY>XOW, OATOBOPU Ha TY>XOU U >Kambu BO
copaborka co [p;KaBHMOT HpaBoOpaHMTeN Kora AreHiujara ce
jaByBa KaKo CTpaHKa BO Cy/[CKaTa MoCcTamKa.

1. CexTop 3a npaBHu paboTu

11 O,EUIGHEHI/IE 3d HOpDMATHUBHO-TIpDABHU pa60TI/I )4 Copa60T1<a CO MHCTUTYIIMUTE BO iaBHHOT CEeKTOp

Pepen 6poj 7

IIucdpa YI1P0101504000

Huso b4

3Bame PakoBojuTe Ha Ofifle/IeH1e

Ha3us Ha paborno mecto

PakoBoguren Ha OjjeseHue 3a HOPMaTUBHO-TIPAaBHU pabotu u
copaboTKa CO MHCTUTYIIMUTE BO jaBHUOT CEKTOP

bpoj Ha u3BpmuTen

1

OpnroBapa npej

PakoBogurenot Ha CekTop 3a npaBHU paboTu

Buj Ha obpa3oBanue

[TpaBHU HAYKU

I pyru mocebuu yciosu

No3HaBalke Ha MOCeOHUTE 3aKOHM Off objacTa 3a Koja HITO e
HaJUTeXKeH, a KOW IPOU3JIeTyBaar oJf ONMMCOT Ha PaboTHUTE 3a/jauut
1 00BPCKU

PaboTHu menu

-00e30enyBamke HOpMATUBHO-TIpaBHA IOMPIIKA MPU paboTemeTo
Ha AreHITujaTa;

-copaboTKa CO MHCTUTYLMUTE BO jaBHMOT CEKTOp 3apaju
HCITOJIHYBa-e Ha 0OBPCKY Off TOCeOHUTE 3aKOHU; U

-3aIITUTA Ha [IPaBaTa Ha aAMUHUCTPATUBHHUTE CAY>XKOEHULIM KOH
MPOM3JIeTyBaaT oJl CJIYKOEHUUYKUOT OTHOC.

PaboTHu 3agaym 1 06BpCKU

-pakoBogun co Oppenenuero (ja opraHM3upa, HacouyBa WU
KOOpJIUHUPA paboTaTa, BPIIM HETIOCPeTHA KOHTPOJIA U HAZI30P Haf
W3BpLIYBAak€TO Ha paboTuTe, T'M paclopegyBa pabOTUTe W
3ajaunTe Ha BpaboreHute Bo OpjeneHueTo, ce TPWKHU 3a
paboTHATa JUCIUTIIMHA Ha BpaboTteHuTe Bo OfijlesIeHUETO U JlaBa
CTpyYHa  [OMONI, COBETH M  BPIIM  MEHTOPCTBO  Ha
aIMMHUCTPATUBHU CNY)KOEHUIM off AreHIujaTa);

-yuecTBYBa BO paborara HAa KOMUCHM U Apyru pabOTHU Teja,
thopmupaHu co penreHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa Mpe/Jio3n Ha: CTPATeIlKH IjlaH, Mporpama 3a pabora,
oyiet, u3BeniTaj 3a paborta, (yHKIMOHANHA aHAIU3a, akTU 3a
BHaTpellIHa OpraHu3allyja ¥ cucTeMaTu3aiyja Ha paboTHUTe MecTa
U mjaaH 3a oOyku Ha BpaboreHuTe Bo OpfieNieHUETO, KAKO H
MEeCeuHU, KBapTaJH{, TOJAYTOAMIIHU M TOJUIIHM U3BENITau O/
acneKT Ha J1eJIoKpyroT Ha pabora Ha OfeneHueTo;

-T' TIpejIara u CpoBelyBa TpoIlelypuTe Of AeJOKPYyr Ha paboTa
Ha OppmeneHueTo BO paMku Ha CHUCTEMOT 3a MeEHAIIMEHT CO
KBaJINTET COrjlacHo bapamarta Ha Crangapgot ISO 9001:2008;

- OIleHyBa BpaboTeHuTe Bo O/i/leJIeHUETO U MOJKE Jla YUeCTBYBA
BO OIleHYBak-€ Ha a/IMMHUCTPATUBHU CAYKOEHUIN BO ATreHIujaTa
Y HA afMUHUCTPATUBHU CIY>KOEHULIU BO JPYT MHCTUTYIUY;
-copaboTyBa CO a[MUHUCTPATUBHU CIY>KOeHUITU of] ATeHIMjaTa U
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Ol MHCTUTYLMUTE O] jABHUOT CEKTOP, 3a Mpallarma Of JeJ0KPyr Ha
pabora Ha OpeneHueTo;

-u3paboTyBa JOKYMEHTH KOU IIpOM3JIeryBaaT ofi copaboTKaTa co
HHCTUTYLUUTE O jaBHUOT CEKTOp, 3apaju UCIOJHYBambe Ha
06BpCcKUTe Ha ATeHIMjaTa KOU TIPOU3JIETyBaaT O ToceOHUTe
3aKOHH;

-u3paboTyBa OATOBOPH M YKaKyBaiba BO BPCKA CO ITOJHECEHUTE
MPEeTCTaBKU U MPEeJI0o3U N0 AreHIujaTa, BO COTJIACHOCT CO 3aKOHOT
3a MOCTAMyBaH-e 10 MPEeTCTAaBKU U ITPeIJI03H;

-r¥ ©3paboTyBa U @Kypupa IUIaHOBUTE 3a of0paHa Ha AreHiujaTa
1 copaboTyBa CO OBJIaCTEHU JiMIla 0J1 MUHUCTEPCTBOTO 3a Of0paHa;
-BPIIM KOHTPOJIA HA IPABHOTO O(OPMYBaK-€ HA IPOILEAYPUTE Off
CucTeMOT 3a MEHAIIMEHT €O KBaJUTeT COoracHo Oapamara Ha
Crangapaot ISO 9001:2008 ox Hapyie)KHOCT Ha ATeHIUjaTa.

1. CexTop 3a npaBHU paboTu

1.1. OnpesieHre 3a HOPMATUBHO-TTPABHY PAOOTH M COPAbOTKA CO MHCTUTYITUUTE BO jABHUOT CEKTOP

Pegen 6poj 8

[Mudpa YITP0101B01000

Hugo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO HOPMAaTUBHO-TIPaBHU PaboTu
bpoj na usBpmuTenun 1

Oxnrosapa npej

PakoBogutenor Ha OnneneHue 3a HOPMATUBHO-MIPAaBHU paboTu U
copaboTKa CO MHCTUTYIIMMTE BO jABHUOT CEKTOP

Buj Ha obpa3oBanue

[TpaBHU HAYKKU

JIlpyru moce6uu yciaosu

MO3HaBAHke Ha HOMOTEXHMUKUTE MpaBuia 3a u3paboTyBame Ha
MPOTTUCH

Pabornu nenu

-00e30enyBamke HOpMAaTUBHO-IIpaBHA MOMPIIKA MPU PaboTemeTo
Ha AreHIujaTa;
-0CTBapyBame cOPaboTKa CO MHCTUTYIIMUTE BO jABHUOT CEKTOP;

PaborHu 3agaun u 06BpcKu

-T'¥l CJIeJIU U PUMEHYBA MPOMUCUTE, CO 11e]1 3aKOHUTO U3TOTBYBahe
HAa OIIIIITH U TIOEJIUHEYHU aKTU Ha ATeHIujarTa;

-1u3paboTyBa OMIITH U MOeAVHEYHU aKTU Ha AreHIujaTa;
-u3paboTyBa HALIPT UHUIUjATUBU 32 U3MEHYBAHe U JIOMOJHYBAHE
HA 3aKOHCKU U MOA3aKOHCKY aKTH;

-IaBa CcTpydyHa mnojpiika Ha Komucujata 3a Bojewme Ha
MUCIIUIJIMHCKA TIOCTAnKa 3a [JUCIUIJIMHCKKA Tpectan U 3a
YTBPJyBaH-€ Ha MaTepujasiaHa OATOBOPHOCT HA aJMUHUCTPATUBEH
Cy)KOEeHUK;

-laBa CTPy4YyHa [MOMONI U COBeTU Mpu u3paboTyBam-eTO Ha
JIOTOBOPHUTE 3a jaBHU HAOaBKU 3a MOTPebuTe Ha AreHInjaTa;
-oCcTBapyBa copaboTKa €O WHCTUTYLUUTE BO jaBHMOT CEKTOP BO
obfacTa HA HOPMATUBHO-MpPAaBHUTE pabOTH M pa3BojOT Ha
aJJMUHKCTPATUBHATA CIIYXK0a;

-y4ecTBYyBa BO paboTaTa Ha KOMHUCHM W HOPYyrd paboTHU Tea,
dopMupaHy co penieHUe Ha IMPEKTOPOT Ha ATeHIIUjaTa;
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-laBa CTpPyYHa M[OMOIU, COBeTM U BpPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CIY>KOEHUIIM O] TOHUCKUTE HUBOA;
-yuecTBYBa BO OIleHYBaH-€TO Ha a/[IMUHUCTPATUBHUTE CITYKOEHUIU
BO AreHUMjaTa ¥ BO APYTH UHCTUTYIUY;

-copaboTyBa CO [JpyruTe AaAMUHUCTPATUBHU CIY>KOEHUIU OF
AreHnujara.

1. CexTop 3a mpaBHU paboTu

1.1 OpijiesieHre 3a HOPMATUBHO-TIPABHU paboTH U cOPabOTKA CO MHCTUTYIIMUTE BO jABHUOT CEKTOP

Pegen 6poj 9

[Mucdpa YIIP0101B01000

Huso Bl

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO copaborka co Hapopuuor mnpaBoOpanutesn u [IpKaBHUOT
MpaBoOpPaHUTE

bpoj Ha usspmuTenun 1

Oxnrosapa nipej

PakoBoguren Ha OpmeneHue 3a HOpMATUBHU paboTu 1 copaboTka
CO UHCTUTYLIMUTE BO jaBHUOT CEKTOP

Buj Ha obpa3oBanue

[IpaBHU HAYKU

Ilpyru moce6uu yciaosu

NMo3HaBawe Ha MoceOGHMTE 3aKOHM Of obyacTa 3a Koja WITO e
HAJJTe)KeH, a KOW MPOU3JIeryBaart ojf OMKUCOT HA PabOTHUTE 3a/jaun
1 0OBPCKU

PaborHu jenn

-copaboTKa CO MHCTUTYIIUUTE BO jaBHUOT CEKTOP

PaboTHu 3aggauym 1 06BpCKU

-TM CJiefi M MPUMEHYBA MOCeOHUTe 3aKOHU BO KOU Ce YTBPAEHU
00BpCKY 338 AreHuujaTa;

-u3paboTyBa JIONUCH, U3BEHITaW W OJTOBOPM Ha Oapama 10
HapoguuoT npaBoOpaHuTeT;

-copabotryBa co /Ip>XaBHUOT MPaBOOPAHUTE MPU KOMILIETUPAHE
Ha TOJATOLUTE KOW Ce PEeJIeBAHTHU 3a IOATOTBYBAbE TYIKOM,
OIIFOBOPY Ha TY>KOU U KayIOu;

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopmupanu co pelieHre Ha AMPEKTOPOT Ha ATeHITUjaTa;

-IaBa CTPy4YHa I[IOMOII, COBeTM M BPIIA MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CJIY>KOEHUITU O] TOHUCKUTE HUBOA,;
-yuyecTByBa  BO  OIleHYBamkeTO HA  aJMUHHCTPATUBHHUTE
cny>kGeHuI Bo AreHIijaTta v Bo Ipyri MHCTUTYIUY;

-copaboTyBa CO [JpYyruTe aJAMUHUCTPATUBHU CHAY)KOEHUIIU Off
AreHuujara.

1. Cexop 3a mpaBHu paboTu

1.1. OpjiesieHre 3a HOPMATUBHO-TIPABHY paboTH M cOPabOTKA CO MHCTUTYLIMMTE BO jABHUOT CEKTOP

Pegen 6poj 10

IMucdpa YIIP0101B02000
Huso B2

3Bame Buii copaboTHHK

Ha3uB Ha paboTHO MeCTO

MOCTaIlyBale MO IIPETCTABKU U IIPEIJI031

bBpoj Ha usspmuTenn

1
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Oxrosapa npej

Pakozoguren Ha OppmeneHue 3a HOpMaTUBHU paboTu u copaboTKa
€O UHCTUTYLIMUTE BO jaBHUOT CEKTOP

Buj Ha obpa3oBanue

[TpaBHM HayKU

I pyru moce6uun yciaosu

no3HaBawe Ha MnocebHUTE 3aKOHM Of obJyiacTa 3a Koja WITO e
HaZJIe)KeH, a KOU IPoU3JIeryBaar off OMMCcOT Ha PaboTHUTE 3a/ja4uu
1 0OBPCKU

Paborau menun

-echMKacHO CIPOBEyBathe Ha MpaBata u 0OBpcKkuTe Ha AreHiujaTa
0J1 3aKOHOT 3a MOCTAalyBakhe 0 MPeTCTABKY U MPe/JI03U

PaboTHu 3aiauym 1 06BpCKHU

-T'¥l CJIe[I M IPYMeHYBa MPOTCUTE BO KOU Ce YTBPIeHU 00BPCKY 3a
AreHumjara;

-nmpudupa TOJaTOIM, M3BECTyBaka U MUCTEHha 3a (PaKTUTe U
OKOJIHOCTATE 0j] 3HAUEH-E€ 33 OCTBapyBamke Ha MpaBaTa Ha
MOJIHOCUTEJIOT Ha MPETCTABKA WJIU P JIorT;

-copaboTyBa CO UHCTUTYL[UUTE BO jaBHUOT CEKTOp MpU U3apaborka
HA OZICOBOPUTE T10 MPETCTABKU U MPEJIJI03H;

-u3paboTyBa HAIPT-U3BEINTaj 3a MPETCTABKU U TMPEJIo3u [0
AreHuujara;

-yuecTBYBa BO paborara HAa KOMUCUM U Jpyru pabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-laBa CTPy4YyHa IIOMOII, COBeTM M BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CJIY)KOEHUIIM Off TOHUCKUTE HUBOA;
-yuecTBYBa BO OLIEHYBAaW-eTO HAa aIMMHUCTPATUHUTE CIYKOEHUIU
BO ATeHIIMjaTa U BO JPYTU UHCTUTYIIUY;
-copaboTyBa €O [PyruTe€ aAMUHUCTPATHUBHU
AreHnujara.

CAY>KOeHUIM O]

1. CexTop 3a mpaBHU paboTH

1.1.0gmeneHue 3a HOpMATHUBHO-TIPABHU PA0OTH U cOPabOTKA CO MHCTUTYLIMUTE BO jaABHUOT CEKTOP

Pegen 6poj 11

IMucdpa YITIP0101B03000
Huso B3

3Bame CopaboTHUK

Ha3us Ha paboTHO MecTO

c1060/1eH TpUCTaN 10 MHMOPMATIVM Off jaBEH KapaKTep

bpoj Ha usspmuTenn

1

OpnroBapa npej

PakoBoguten Ha OppmeneHue 3a HOpMATUBHU paboTu U copaboTKa
CO [IPXKaBHM OpraHu

Bup Ha obpa3oBaHue

[TpaBHU HAayKu

JIlpyru moce6uu yciaosu

Mo3HaBam€ Ha IIPOMUCHUTE OO obmacra Ha C)'IO6OJI[EH IpucTam go

uH(p opMaruu 0/] jaBeH KapakTep

PaborHu rienun

-e(pbMKACHO CIIpOBeyBaH-€ Ha IIpaBaTa U 00OBPCKUTE Ha ATeHI[MjaTa
on 3akoHOT 3a cjobomeH mpucram OO0 MHGOPMAIUM Of jaBeH
KapakTep

PaborHu 3agaun u 00BpCKu

-TW Cjie]u W TPUMEHyBa MpomucuTe off obyiacta Ha crnobomeH
MPUCTAT A0 HHMDOPMAITMK Off jaBeH KapaKTep;

-MocTanysa mo 6aparma CoracHo 3aKOHOT 3a 3alTUTA Ha TIPaBOTO
Ha cJ1000eH npucTal g0 nHGOpMaIuu Off jaBeH KapakTep;

-copaborysa co Komucujara 3a 3amTuta Ha NpaBoTo 3a CA0007eH
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MPHUCTAI A0 MHGDOPMAIIUK O] jaBeH KapaKTep;

-u3paboTyBa TOOMINEH M3BEINTaj 3a CIPOBeAyBameTO Ha
MOCTAIKara 3a cjiobogeH mpucran g0 nH(GOPMALMU BO AreHIujara;
-yyecTBYBa BO paboTara Ha KOMHUCUM W Opyrd pabOTHU Teia,
(hopMupaHy co penieHUe Ha AUPEKTOPOT Ha ATeHIIUjaTa;

-IaBa CTPy4YHa IMOMOII, COBETH M BpPIIM MEHTOPCTBO Ha
aJMUHUCTPATUBHUTE CJIY)KOEHUIIM Off TOHUCKUTE HUBOA;
-y4eCTBYBa BO OLIEHYBAHETO HA afMUHMCTPATHHUATE CIYKOeHULIM
BO AreHuMjaTa ¥ BO IPYrM HHCTUTYIUM;

-copaboTyBa CO [JpYyTrUTe AAMUHUCTPATUBHU CIAY)KOEHUIIM Of
ArennujaTta, oco6eHo 10 mogHeceHn bapama 3a CJI000eH mpucTan

no uHpopMaIuu o/ jaBeH KapaKkTep.

1. CexTop 3a mpaBHU paboTu

1.2 .OppeneHue 3a ofj1yuyBame M0 >kaja0y ¥ NPUTOBOPU HA [P>KABHUTE CIY>KOEHULIU

Pepnen 6poj 12

[Mncdpa YI1P01016504000

Huso b4

3Bame PakoBojuTeN HA OfifIe/IeHIE

Ha3us Ha paboTHO MecTO

PakoBoguren Ha OpgeneHue 3a OMIyYyBake [0 JKaabU u
MIPUTOBOPH Ha AP KABHUTE CJIYKOEHUITU

bpoj Ha u3BpmuTenn

1

Oxnrosapa npej

PakoBoguresoT Ha CeKTop 3a MpaBHM PaboTH

Buj Ha obpa3oBanue

[TpaBHU HAYKU

JIlpyru moce6uu yciaosu

[I03HABAK€ Ha OIIIITH IPOIMKUCH Off aAMUHUCTPATUBHATA 00JIaCT U
JPYTH MPONKCH Off PAOOTHO 3aKOHOAABCTBO

Pabornu nenu

-00e30emyBambe edUKAaCHO COpPOBeyBake Ha  3aKOHCKUTE
HAJJIe)KHOCTH Ha Komucujata 3a OAJyuyBame IO >Kaibu u
MPUTOBOPH HA /IMUHUCTPATUBHUTE CNY>KOEHUIU BO BTOP CTEIeH

PaboTHu 3agauym 1 06BpCKU

-pakoBogu co Opgenennero (ja opraHM3upa, HacoyyBa WU
Koop/iuHWpa paboTaTa, BPIY HEMOCPejHA KOHTPOJIAa U HAZ30P Haj,
U3BPITYBAK-ETO HA pabOTUTE, TH pacropeiyBa paboTUTe U 3a/lauuTe
Ha BpaboreHute Bo OpjeneHUeTO, ce TPWXKU 3a CTPYYHOTO
yCOBpPINYBat-e M paboTHATA [UCIUIIIMHA HaA BPabOTeHUTE BO
OpneneHVeTo ¥ IaBa CTPYYHA MOMOII, COBETH M BPIIA MEHTOPCTBO
Ha aJMMHUCTPATUBHU CyKOeHUIM o AreHiujara);

-yuecTByBa BO paboTaTa Ha KOMHCUM U JIpyrM pabOTHU Teja,
chopmupanu co penieHue HA TUPEKTOPOT HA ATeHIIUjaTa;
-n3paboTyBa MpeJio3u Ha: CTPaTelIKy IUIaH, porpaMa 3a pabora,
6yiier, u3BemTaj 3a pabora, (yHKIMOHANHA aHaiaW3a, aKTU 3a
BHATpeIIHA OpraHu3alnmja ¥ CUcTeMaTu3aiidja Ha paboTHUTE MecTa
¥ IulaH 3a 00yku Ha Bpaborerure Bo OmgeIeHMETO, KAaKO H
MeCEeYHH, KBapPTAJIHU, TIOJYTOJUITHU W TONUINHU W3BENITAU Off
acrekT Ha JIeJIOKpyroT Ha pabora Ha OgpaeneHueTo;

-T'M MpejJiara u CrpoBejyBa MpoueAypuTe oj] IeJOoKpyr Ha pabora
Ha Oppenenvero Bo pamku Ha (CucTeMOT 3a MeHaAlIMeHT CO
KBaJIUTET corjacHo 6apamara Ha Ctrangapzaot ISO 9001:2008;
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-I'v olleHyBa BpaborenuTe Bo O/[€JIEHUETO U MOJXKE []a YYeCTBYBa
BO OII€HYBak-€ HA a/IMUHUCTPATUBHU CTy>KOEHUIU BO ATeHIUjaTa 1
Ha a[MUHUCTPATUBHU CTY>KOEHUIIN BO IPYTH UHCTUTYIIUU;
-copaboTyBa CO aJIMMHUCTPATUBHU CJy)KOeHuiu oj; AreHiujaTa u
0]l MHCTUTYIIUUTE OJ] jaBHUOT CEKTOP, 3a Mpalllamka off IeJIOKPYT Ha
paborta Ha O ieNIeHUeTO;

-TM CJIe[id, MPOy4YyBa M TW [PUMEHYBa OIIITUTE MPOIUCH Of
aZMUHKMCTPAaTUBHATa O06JACT M Jpyrd TMPONMUCH off paboTHO
3aKOHOJIABCTBO M [JlaBa VIATCTBA 33 HUBHA TIPUMEHA TMpH
O/Iy4yBalbeTO MO0 JKajibM M NPUrOBOPU HA  JIPIKABHUTE
Ccny)XKOeHUIU; U

-n3paboTyBa aHaJIM3U, IPEerJiefid U U3BeLITau BO BPCKA CO ajbute
Y IPUTOBOPUTE HA IP)KABHUTE CIY)KOEHUIH.

1. CexTop 3a npaBHu paboTu

1.2. OppeneHue 3a oJJ1ydyBame M0 >Kaja0y ¥ NPUTOBOPU HA [P>KABHUTE CIY>KOEHULIH

Pegen 6poj 13

[Iudpa YIIP0101B01000
Huso B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO

OJIJTYUyBa-€ 110 YKaJa0u ¥ NPUTOBOPY Ha P)KaBHU CJY)KOeHUIIH

bpoj Ha u3BpmuTenn

3

OpnroBapa npej

PakoBogurtenor Ha OpnjeneHue 3a OIJIyYyBame IO >KaJOW U
MPUTOBOPY HA JIPYKABHU CY KO HUTTU

Buj Ha obpa3oBanue

[IpaBHU HAYKHU

Ilpyru moce6uu yciaosu

MO3HABAHEe HA OIIITH MPOIKUCHA Off aJIMUHUCTPATUBHATA 00JIaCT U
JIPYTU TIPONUCH 0J] PaO0THO 3aKOHOIABCTBO

Pabotnu nenu

-00e30enyBambe 3alllITUTA Ha IIpaBaTa Ha OP)KaBHUTE CY)KOeHULIM
BO BTOD CTeMeH

PaborHu 3agaun u 06BpCKu

-T¥ (JIE[IV M IPUMEHYBA OMIITUTE TPOTUCY 0] a[[MUHUCTPATUBHATA
00J1aCcT ¥ ApyTrH IIPOMMUCH Off pabOTHO 3aKOHO1aBCTBO;

-pasriegyBa M o0paboTyBa >KajibM M MPUTOBOPU Ha IpPIKaBHUTE
CAyKOeHUIH;

-yTBpAyBa MOTpeba U U3TOTBYBA JIMCTA O] JOTIOJHUTETHN THCMEHY
JIOKa3M, BPIIK CTPY4YHa 00paboOTKa M aHAIM3a HA [IPeIMETUTE U '
obpa3nio)KyBa mnpeaMeTuTe Ha cefHuila Ha Komwucujata 3a
O[JIyUyBame MO0 >KaIOM U TIPUTOBOPU HA AaJMUHUCTPATUBHUTE
CITy»KOEHUIIU BO BTOP CTEIIEH,;

-u3paboTyBa OIUIYKH, PelIeHUja WU 3aKJIyUOlM KOU T'M JIOHEeCyBa
Komucujara 3a ofjaydyBare IO JKajibM ¥ T[PUTOBOPH Ha
aMUHUCTPATUBHUTE CJTY>KOEHUITU BO BTOP CTEMNEH;

-yuecTBYBa BO paborara Ha KOMUCUM W Apyrd pabOTHU Teja,
(hopmupanu co pelieHne Ha AMPEKTOPOT HA AreHIujarTa;

-laBa CTpy4YyHa TMOMOII, COBeTM M BpIIM MEHTOPCTBO Ha
AIMUHUCTPATUBHUTE CIYKOSHUIIM Off TOHUCKUTE HUBOA;
-yUeCTBYBA BO OLIEHYBAWeTO HA a[MUHUCTPATUHUTE CIAYKOSHUIU
BO ATeHIIMjaTa ¥ BO [IPYTY UHCTUTYIINY;
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-copaboTyBa CO JpyrUTe aZMWHUCTPATHBHUA  CJIy)KOEHUIU Off
AreHnujara.

1. Cextop 3a npaBHu paboTu

1.2.0p1e51eHMe 32 OITYYyBaK-€ 110 JKaJ0u U IPUTOBOPY Ha AP>KaBHUTE CIy>KOeHUIIU

Pegen 6poj 14

IIucdpa YI1P0101B03000

Hugo B3

3Bame CopaboTHUK

Ha3us Ha paborno mecto CopaborHuk - M3paboryBame Ha HAIPT OJIYKU, PEIleHUja |
3aKJIYI0I

bpoj Ha usBpmuTeH 1

OproBapa npej

PakoBogurenor Ha OpjeneHue 3a OJJIydyBame IO >KajdOW u
MPUTOBOPY HA JIPYKABHU CIY KO HUTTU

Buj Ha obpa3oBanue

[TpaBHU HAYKKU

I pyru mocebuu yciosu

PaborHu jenn

-e(heKTURHO, e(hUKACHO U KBAJIMTETHO CIIPOBE/IyBaH-€ Ha O/jpefieHu
dbyaxuu on penoxpyr Ha Oppjesnenviero u M3paboTKa Ha HALPT
OILIVKH, pellieHHja U 3aKIyuoIriu Ha Komucujara 3a ofjyuyBambe o
»Kanbu v MPUTOBOPY HA aAMUHUCTPATUBHUTE CJY)KOEHULIM BO BTOP
CTereH.

PaboTHu 3agauym 1 06BpCKU

-I'¥l CJIe[I ¥ IPYMEHYBA OIMIITUTE POIUCH 0]] a[MUHUCTPAaTUBHATA
00J1aCT ¥ APYTU MPOMUCH Off PAOOTHO 3aKOHOIABCTBO;

-yTBP/lyBa MOTPebda U U3roTBYBA JIUCTA O JOTIOJTHUTEIHU TUCMEHU
[0Ka3u 3apajyd MPaBUJIHO OMJIyUyyBame MO IMOoJIHeceHaTa >kanba
WJTU TIPUTOBOP;

-u3paboTyBa HAIPT OJJIYKHU, pelieHuja U  3aKJAydolu KOu
npousieryBaar o paborata Ha Komucujata 3a OmiydyBarbe II0
»Kanbu v MPUTOBOPH HA AfMUHUCTPATUBHUTE CY)KOEHULIM BO BTOP
CTeNeH M0 OJIHOC Ha [I0CTaBeHU KaJbu U MPUTOBOPU HA JIP)KAaBHU
CYXKOEHUIIH;

-yuecTBYBa BO paborara HAa KOMUCHM U Apyru pabOTHU Teja,
thopMupaHu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-laBa CTPy4YHA IIOMOII, COBETM M BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CJIY)KOEHUIIM Off TOHUCKUTE HUBOA;
-yueCcTBYBa BO OLIEHYBaW-eTO HAa aIMMHMCTPATUHUTE CIIYKOSHUIU
BO ATreHIIMjaTa U BO JPYTU UHCTUTYIIUY;

-copaboTyBa €O [JPyTUTE QFMUHUCTPATUBHU  CIY>KOEHUITU Of
AreHumjara.

1. Cexrop 3a mpaBHu paboTu

1.2 .Oppenenue 3a ojj1yayBame 10 >Kaja0y ¥ IPUTOBOPU HA [PYKABHUTE CJIYIKOEHULIM

Pegen 6poj 15

[Mudpa YITP0101B04000
Hupo B4

3Bame IMomutaz copaboTHUK

Ha3sus nHa paborHo mecto

pasmienyBamke M 00paboTKka Ha »KajOM W MPUTOBOPU Ha JIPKaBHU
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CAy)KOeHUIH

bpoj Ha usspmuTenn

2

Oprosapa npej

PakoBogurenor Ha OpjeneHue 3a OJJIydyBame IO >KajOW U
MPUTOBOPY HA JIPYXKAaBHU CJIY KO HUTTU

Bup Ha obpa3oBanue

[TpaBHU HayKu

Ilpyru nmocebuu yciosu

Mo3HaBam-€ Ha ONINTU MPOIINCH 0 aAMUHUCTPATUBHATA obyact u
APYru Nponucu oj pa60THO 3dKOHOJaBCTBO

Paborau menun

-00e3beiyBarbe  Ha 3almITUTA HA OpaBara Ha  [J[PYKaBHUTE
CJTY)KOEHUIIM BO BTOP CTEleH

PaboTHu 3a1aumn 1 06BpCKU

-I'¥ CJIeIV ¥ IPYMEHYBa OIMIITUTE MPOIUCY 0] aiMUHUCTpAaTUBHATA
ob6J1acT ¥ gpyru MIPOMKUCH 0f PAaOOTHO 3aKOHOIaBCTBO;

-pasrienyea U o6paboTyBa >kajibM U TIPUTOBOPU Ha APYKaBHUTE
Cy)KOEeHUIY;

-yuecTBYBa BO paborara HA KOMUCUM W Jpyru paboTHU Teja,
thopmupanu co pelieHre Ha AMPEKTOPOT Ha AreHIujaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CITYKOEHUIU
BO AreHIMjaTa u BO JPYTd UHCTUTYITUY;

-copaboTyBa €O [pyTuTe AAMUHUCTPATUBHU CIY)KOEHUIIM Of
Arennmjara.

1. Cextop 3a npaBHu paboTu

1.2. OppiesieHue 3a OJJIyYyBamhe M0 YKaja0W U NPUTOBOPHU HA APIKABHUTE CAYIKOeHUIIM

Pegen 6poj 15-a

IMndpa YIIP0101I'01000
Hugo I'

3Bame CamocTtoeH pedepeHT

Ha3us Ha paboTHO MecTo

aJIMUHMCTpATUBHA NOAAPIIKA

bpoj Ha u3BpmuTeN

1

Oxnrosapa mpej

PakoBogurenor Ha OppgeneHue 3a OMIyUyBame I10 JKAJIOH U
MPUTOBOPY Ha AP)KABHU CAY>KOeHUIIU

Buj Ha obpa3oBanue

Bumo / CpegHo obpa3oBaHue

JIlpyru moce6uu yciaosu

MO3HAdBdH:€ Ha OIINTH MPOIINCKU O aIMUHUCTPATUBHATA objact u
MPOITUCUTE 3a KaHIEeJAPUCKO U aPXUBCKO pa60Te1-be

Pabornu nenu

-00e3benyBame Ha eduKacHa agMUHMCTpAaTHMBHA IOAAPIIKA Ha
thyuakuuuTe Ha OleIeHMeTo BO BpcKa co paborara Ha KoMucujara
3@ OJTyUyBahe Mo »<aj0u U MPUTOBOPU HA afIMUHUCTPATUBHUTE
cny>kGeHUIIM BO BTOp CTeMeH, Moj HajA30p M KOHTpoja Ha
paxoBoauTenoT Ha OfijeIeHueTo.

PaborHu 3agaun u 00BpCKu

-u3paboTrysa mpepior 3a pabora Ha cefHUIla Ha Komucujata 3a
OJIIyYyBak-€ M0 JKaJI0W UM IPUTOBOPU HA aJMUHUCTPATUBHUTE
CIYKOEHUIU BO BTOP CTETIEH;

-u3paboTyBa U JOCTaByBa U3BecTyBame [n0 [IpeTcemarenor u
yjeHoBUTe Ha KomucujaTa 3a ojijiydyBame 1o »Kajibu v NpuroBopu
Ha aJMUHUCTPATUBHUTE CJIYKOEHUITU BO BTOP CTEMEH 33 BPEMETO
Y MECTOTO Ha O/Ip)KYBaH-€ Ha CeJTHUIIATA;

-BOJM 3alMCHUK 3a ojp)kaHa cegHuua Ha Komucujata 3a
OJTYyUYBak-e€ MO JKajbW U TIPUTOBOPU HA AJMUHUCTPATUBHUTE
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C1y>k6eHUIY BO BTOP CTEIeH;

-TY IOJTOTBYBA NPONpaTHUTE NMCMa 3a I0CTaByBame Ha OJIYKUTE,
pelleHWjaTa Wiau 3akiayvyonuTe Ha KoMmucujara 3a ofaydyyBame Mo
>KaJsi0M ¥ IIPUTOBOPH HA aJ[MUHUCTPATUBHUTE CITy>KOEHULU BO BTOP
CTeleH A0 NPBOCTENEeHUO0T OpTaH;

-TU apxuBHUpa 3aBplIeHUTe IpejMeTH Ha Komucujata 3a
OJJIyJyBame IO >KaIbM U IIPUTOBOPU HA ASMUHHCTPATUBHHUTE
CITyKOEHUIY BO BTOP CTETIEH;

-BOJIM €BUJIEHIIMja Ha JJOHECEHUTE OJJIYKU, PellieHnja U 3aKIyIOLHU
Ha Komwmcujata 3a opjydyBame 1O JKaJiOM ¥ NPUTOBOPU HA
aJMUHUCTPAaTUBHUTE CJAY>XOEHWIIM BO BTOP CTelmeH [0
MPBOCTEINEHUOT OPraH;

-y4ecTBYBa BO OLleHYBAaK-ETO Ha aJMUHUCTPATUBHUTE CJIY>KOeHUIN
BO ATeHIIMjaTa U BO JPyTU UHCTUTYIIUH;

-copaboTyBa €O JIpyTUTe AAMWHUCTPATUBHU  CJIY)KOEHUIU Off
AreHnmjara.

1. CexTop 3a npaBHu paboTu

1.2. OppeneHue 3a oJJ1ydyBame M0 >Kaja0y ¥ NPUTOBOPU HA [P>KABHUTE CIY>KOEHULIH

Pegen 6poj 16

Iucdpa YITP0101I'04000

Huso I'4

3Bame IMomnag pecdepeHT

Ha3us Ha paboTHO MecTO aJMUHUCTpaTUBHA MO pIIKa
bpoj Ha usspmuTenn 1

Oxnrosapa npej

PakoBogurenor Ha OppgeneHue 3a OMIyUyBame II0 JKAJIOH H
MPUTOBOPY Ha AP)KABHU CAY>KOeHUIIU

Bup Ha obpa3oBaHue

CpenHo oOpa3oBaHue

I pyru mocebuu yciosu

Mmo3HaBalm-€ Ha OIINTHU MPOIIMCHU O aJMUWHUCTpaTHUBHATA obnact u
IMPONMUCHUTE 3a KaHIHEJAPUCKO U aPXUBCKO paGOTEHDe

PaborHu renun

-00e30enyBamke Ha e(pUKACHA AAMUHKMCTPATUMBHA IIOAAPIIKA Ha
dyuuunTe Ha OapmeneHrueTo Bo Bpcka co paborara Ha Komucujata
3a OMJIyUyBame I0 »KaJ0yu W MPUrOBOPY Ha afMUHUCTPATUBHUTE
cny>kGeHUIM BO BTOp CTeMeH, Moji Ha/j30p M KOHTpoja Ha
pakoBoauTenoT Ha OfpaeeHUeTo.

PaboTHu 3agauym 1 06BpCKU

-u3paboTyBa mpepjor 3a pabora Ha cegHuila Ha Komucujata 3a
OJITyUyBam-e€ MO JKaJIOM U MPUTOBOPU HA aJMUHUCTPATUBHUTE
C1y>KOEHUIN BO BTOP CTEIEH;

-u3paboTyBa W JIOCTaBYBa HU3BECTYBame g0 [IpeTcefaTenor u
yIeHOBUTE Ha KoMucHjaTa 3a 0/ITyuyBat-e o >Kajabu U MPUTOBOPU
HA aJMUHUCTPATUBHUTE CIIY)KOEHUITM BO BTOP CTEIEeH 38 BPEMETO
Y MECTOTO Ha O/IPKYBak-e Ha CeJIHUIIATa;

-BOAM 3aMUCHWK 3a Ofp)KaHa ceAHuila Ha Komwucujata 3a
OIJIyUYBaE MO >KaIOM U TIPUTOBOPH HAa AagMHUHUCTPATUBHUTE
CTy>KOEHUIIN BO BTOP CTETEH;

-TY MTOZITOTBYBA MPOTPATHUTE MUCMA 3a IOCTaBYBahe Ha OJJIYKUTE,
pelnienmjatTa WM 3akiydonute Ha Komucujata 3a opyyuyBame 1mo
»Kanbu ¥ MPUTOBOPH HA afMUHUCTPATUBHUTE CY)KOEHUIIM BO BTOP
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CTeleH J,0 IPBOCTENeHNOT OPraH;
-TU apxuBHUpa 3aBplIeHUTe IpejMeTH Ha Komucujata 3a
OJITyuyBame MO0 >KajbW ¥ TPUTOBOPM HA afMUHHCTPATUBHHUTE
C1y>k6eHUIY BO BTOP CTEIeH;

-BOJIY €BU/IEHIIMjA HA JJOHECEHUTe OJJIyKY, pellieHrja U 3aKIyIOou
Ha Komucujata 3a opjnyuysame 1O KajJOM U NPUTOBOPU Ha
AIMUHUCTPATUBHUTE  CIAY)KOEHWLIM BO BTOpP CTeNeH [0
MPBOCTENEHUOT OPraH;

-y4ecTBYBa BO OLleHYBAaKH-ETO Ha aJMUHUCTPATUBHUTE C1Y>KOEeHUIIH
BO AreHnMjaTa ¥ BO IPYTU UHCTUTYIIVH;

-copaboTyBa €O JpyruTe aAMMUHUCTPATUBHU  Cy)KOeHUIM Of
Arernujara.

1. CexTop 3a mpaBHU paboTu

1.3. OpjiesieHure 3a OJTyUyBaAH>€ 10 YKa/i0U U IPUTOBOPU Ha jABHUTE CIYKOEHUIU

Pegen 6poj 17

IMudpa VIT1P01016504000

Hugo b4

3Bame PaKoBOAMTEI Ha OfifleJIeHre

Ha3us Ha paboTHO MecTO

PakoBoguten Ha OpjaeneHue 3a OMJIyYyBamke [0 JKaJOU W
MIPUTOBOPH HA jaBHUTE CIY)KOEHUIIU

bpoj Ha usspmuTenun

1

Oxnrosapa npej

PakoBoguTeoT Ha CekTop 3a IpaBHy paboTH

Bup Ha obpa3oBanue

[TpaBHU HayKU

Ilpyru moce6uu yciaosu

MMO3HABAHE HA OIMUITY MTPONMCU 0] aJMUHUCTPATUBHATA 06/1acT U
apyTu npormMcH of paboTHOTO 3aKOHOJABCTBO, a KOU
IIPOM3JIETyBaaT OJi ONKCOT Ha PabOTHUTE 3a/lauk U 0OBPCKU

PaborHu renun

-00e30eayBame eUMKaCHO CHPOBeAyBalke€ HAa  3aKOHCKUTE
Ha/JIe>KHOCTH Ha KoMmwucujaTa 3a ojjydyBame II0 JKaJOU M
TIPUTOBOPH HAa aIMUHUCTPATUBHUTE CTYKOEHUIU BO BTOP CTEIeH

PaboTHu 3agaym 1 06BpCKU

-pakoBogu co Opgenennero (ja opraHM3upa, HacoyyBa WU
Koop/iuHWpa paboTaTa, BPIY HEMOCPejHA KOHTPOJIAa U HAZ30P HaJ
M3BPIIYBAHETO Ha pabOTUTE, TH pacnopeayBa paboTUTe U 3aJaunTe
Ha BpaboreHute Bo OpjeneHueTo, ce TPWKU 3a CTPYYHOTO
yCOBpPINYBat-e M paboTHATA [UCIUIIMHA HA BPabOTeHUTE BO
OpneneHueTo U JaBa CTPyYHA MOMOI, COBETU U BPIIKU MEHTOPCTBO
Ha a/[IMUHUCTPATUBHU CYKOEHUIU o7 ATeHIrjaTa);

-yuecTBYBa BO paboTaTa Ha KOMUCHU W Apyru paboTHU Tena,
chopmupanu co penreHue HA JUPEKTOPOT HA ATeHLIMjaTa;
-n3paboTyBa NpeJyIo3M Ha: CTPATeNIKy TUIaH, TporpaMa 3a pabora,
6yiier, u3BemTaj 3a pabora, (yHKIMOHANHA aHaiaW3a, aKTU 3a
BHATpeIIHa OpraHu3anmja ¥ CUcTeMaTH3aluja Ha pabOTHUTE MecTa
¥ nnaH 3a obyku Ha Bpaborenure Bo OppmeneHweTo, Kako u
MeCeUYHM, KBapTaJiHU, TMOJYTOAUIIHW W TOAWIIHU HW3BENITau O]
acIiekT Ha JIeJIOKpyroT Ha pabora Ha OgaeneHuero;

-TM MpejJiara U CIpoBe/lyBa MpolleiypuTe o] IeJIOKPYT Ha pabota
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na Oppenennero BO paMKM Ha CHCTEeMOT 3a MeHalIMEHT CO
KBaJIMTET COTJIacHO bapamwata Ha CtangapaoT ISO 9001:2008;

-TW OlleHyBa BpaboreHuTe BO OffieIeHUETO U MOJKe Jla YUeCTBYBa
BO OLIEHYBaK-€ Ha aJIMUHUCTPATUBHU CJIY)KOEHUIIU BO ATeHIMjaTa u
Ha aJ]MUHUCTPATUBHU CYKOEHUIIM BO APYTU UHCTUTYIUU;
-copaboTyBa CO afIMUHUCTPATUBHY CAY>KOeHUIM o] AreHIMjaTa U
OJl UHCTUTYLIUMTE Off jaBHUOT CEKTOP, 3a Mpaliama o] JeJIOKPYT Ha
pabora Ha OpneneHUeTO;

-TM CJlefjd, TIpOy4YyyBa M TU TpPUMEHYBa OIIITUTEe MPONUCH Of
agMUHUCTpPATUBHATA 00JIACT U [Pyrd M[pPonucd off paboTHO
3aKOHO/IaBCTBO M [laBa VYIATCTBA 3a HUBHA IIpUMEHa IIpH
O/IJIY4yBak-ETO 110 YKaJIOU ¥ IPUTOBOPU HA jaBHUTE CIIY KOeHUIY;
-n3paboTyBa aHaIM3K, TIperjie/iv U U3BeITan BO BPCKa CO »KajbuTte
¥ TIPUTOBOPUTE HA jaBHUTE CIY)KOEHUT[H.

1. CexTop 3a mpaBHU paboTu

1.3 .0peneHue 3a ofIyuyBame 1o )Kaa0u U MPUTOBOPHU Ha jaBHUTE CIY)KOeHULIU

Pegen 6poj 18

[Iudpa YIIP0101B01000
HmnBo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTo

OJIITyYyBam-€ 110 ’KaJ01 U NPUrOBOPY HA jaBHU CITY>KOeHUIIU

bpoj Ha u3BpmuTenn

2

Oxnrosapa nipej

PakoBogurenor Ha OpjeseHue 3a OIJIYUyBame 10 >KAJOU U
MPUTOBOPY Ha jaBHUTE CIIY>KOEHUIU

Buj Ha obpa3oBanue

[IpaBHU HAYKHU

Ilpyru moce6uu yciaosu

MO3HaBAH@ Ha OMIITU MPOMUCH Of afiIMUHUCTPATUBHATA 00/1acT U
Ipyrd TIPOMKCH Off pabOTHO 3aKOHO/IABCTBO, & KOW MTPOU3JIEryBaaT
O]l ONKCOT Ha PAaOOTHUTE 3alau U 0OBPCKH

PaborHu renun

-06e30efiyBam-€ Ha 3alITUTA HA MpPaBaTa HAa jaBHUTE CIYKOEHUIU
BO BTOp CTeIeH

PaboTHu 3agauym 1 06BpCKU

-I'¥ CJIeIU M IPUMEHYBa OIMIITUTE IPOIUCH 0f] afiMUHUCTPAaTUBHATA
00J1acT ¥ ApyTrH IIPOMMUCH Off paOOTHO 3aKOHO1aBCTBO;

-pasriaenyea ¥ 00paboTyBa Kanbu M IIPUrOBOPU HA jaBHUTE
CIy)KOEeHUIIH;

-yTBP/lyBa MOTPebHa U U3rOTBYBA JIUCTA Off OTIOJTHUTEIHA TUCMEHU
JIOKa3M, BPIIK CTPY4YHa 00paboOTKa M aHAIM3a HA [IPeIMETUTE U '
obpasynokyBa mpegMeTuTe Ha cegHuIla Ha Komucujata 3a
OJITyUyBam-€ MO JKaJOM U MPUTOBOPU HA aJMUHUCTPATUBHUTE
CITy»KOEHUIU BO BTOP CTEIIEH;

-u3paboTyBa OIJIYKM, PeIIeHM]a WM 3aK/IydYollM KOU I'M JOHeCcyBa
KoMucujata 3a ofJydyBame MO >KAJ0W U TMPUTOBOPU Ha
aIMUHUCTPATUBHUTE CJTY>KOEHUITU BO BTOP CTEIIEH;

-y4ecTBYyBa BO paboraTa Ha KOMHUCHM W OPYyrd paboTHU Tea,

dropMupaHu Co pernieHre Ha IUPEKTOPOT Ha ATeHIINjaTa;

-laBa CTPyYHa IIOMOII, COBETH U BPIIM MEHTOPCTBO Ha
AIMUHUCTPATUBHUTE CJIYKOEHUTTU Off TOHUCKUTE HUBOA;
-yY4eCTBYBA BO OI€HYBAK-ETO HA a/IMUHUCTPATUBHUTE CJTY>KOEHUIIN
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BO AreHUIMjaTa ¥ BO IPYTY UHCTUTYIUY;
-copaboTyBa €O [JpyruTe afMUHUCTPATUBHU  CJIY>KOEHWIM Of
AreHnujara.

1. CexTop 3a mpaBHU paboTu

1.2.0p111e51€H1E 32 OJJTYUYBaAHK>€ 110 )KaJIOU 1 PUTOBOPH Ha jaBHUTE CIY)KOEHUIU

Pegen 6poj 19

Mudpa YITP0101B02000
Huso B2

3Bame Bur copaboTHUK

Ha3uB Ha paboTHO MecTO

n3paboTKa Ha HALPT OJJIYKH, PellieHuja U 3aKIyI0I1

bpoj Ha usspmuTenn

1

Onrosapa npep

PakoBogutenor Ha OpmjeseHue 3a OIJIYUyBame 10 >KAJOU U
MPUTOBOPY HA jaBHU CITY)KOEHUITU

Buj Ha obpa3oBanue

[TpaBHU HAYKH

Ilpyru moce6uu yciaosu

Mo3HaBam€ Ha OIINTU MPOIINCH 0 aJMUHUCTPATUBHATA obact u
APYyru MIponucu o pa6OTHO 3daKOHOJaBCTBO

Pabotnu nenu

-CripoBe/lyBal€é  Ha oapefeHU GYHKUMM Of  AeJOKPyr Ha
Oppenenvero W u3paboTKa HA HAUPT OIJIYKU, peIleHuja |
3akIyvony Ha KomucujaTa 3a o[iJTyqyBambe 110 >KajaOu U MPUroBOpU
Ha aZIMUHUCTPATUBHUTE CJIYKOEHUIU BO BTOP CTEMEH.

PaborHu 3agaumn u 06BpcKu

-I'¥ (JIe[IA ¥ IPUMEHYBA OMIITUTE TPOIUCY O] /[MUHUCTPATUBHATA
00J1aCT ¥ ApyTU MPOMKCU Of pabOTHO 3aKOHOAABCTRO;

-yTBP/lyBa MOTPeba U U3rOTBYBA JIUCTA O JOTIOJIHUTE/IHU TUCMEHU
[0Ka3u 3apajyd NPaBUIHO OJIyUyBame IO IMoJiHeceHaTa jkanba
WJTU IPUTOBOD;

-u3paboTyBa HANPT OJJIYKHU, pelieHuja U 3aKJAy4dolu KOu
npousieryBaar o paborata Ha Komucujata 3a OmJIydyBarbe II0
>Kanbu ¥ MPUTOBOPU HA afMUHUCTPATUBHUTE CJY>KOEHULIM BO BTOD
CTeneH MO O/IHOC Ha [J0CTAaBeHW >Kajdu M MPUTOBOPY HA jaBHU
CYXKOEHUIIH;

-y4eCTBYBa BO paboTaTa Ha KOMHUCHM W [OPYrd pabOTHU Teja,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-laBa CTPy4YHA IIOMOII, COBETM M BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHUTE CJIY)KOEHUIIM Off TOHUCKUTE HUBOA;
-yueCcTBYBa BO OLIEHYBaW-eTO HAa aIMMHMCTPATUHUTE CIIYKOSHUIU
BO ATeHIIMjaTa U BO JPYTU UHCTUTYITUY;

-copaboTyBa €O [JPyTUTE QJMUHUCTPATUBHU  CAYXKOEHUITU Off
AreHnmjara.

1. Cexrop 3a mpaBHu paboTu

1.3. OpjiesieHue 3a OJIyYyBaH,>€ 110 YKaJ10U U IPUTOBOPU HA jaBHUTE CIIY)KOEHUIU

Pegen 6poj 20
Iudpa VIIP0101B03000
Hupo B3
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3Bame

CopaboTHUK

Ha3us Ha paborHo mecto

AHAJIMTUYKO-CTYJUCKU PabOTH

bpoj Ha u3BpmuTen

1

Oprosapa npej

PakoBopurenot Ha OjfiesieHre 3a OJIy4yBakbe 1o JKanou u
MPUTrOBOPY Ha jaBHU CIIYIKOEHUTTU

Buj Ha obpa3oBanue

[TpaBHM HayKku

I pyru moce6uun yciaosu

Mo3HaBame Ha OIINTU MPOIINCH 0 aJMUHUCTPAaTUBHATA objact u
APYyru Nponuvcu o pa6OTHO 3dKOHOJaBCTBO

PaboTHu menu

-aHAJIMTUYKO-CTYIUCKA TojApmKa mpu obe3benyBameTo Ha
3alITUTaTa Ha IMpaBaTa Ha jaBHUTe  CJIY)KOEHUIM  BO
BTOpOCTeNeHaTa mocramnka

PaboTHu 3aiauym 1 06BpCKHU

-I'¥ CJIeIA U IPUMEHYBA OIILITUTE MPOIUCK Off afMIHUCTPaTUBHATA
06J1aCT ¥ Apyru MIPOMKUCH 0ff PAOOTHO 3aKOHO/IaBCTBO;

-pubdUpa IOLATOLIM U YIECTBYBa BO U3paboTKara Ha aHAJUTUYKU
MaTepHjajid BO IMOCTAIKKUTEe II0 >KaJIbW W MPUrOBOPU Ha jaBHUTE
CAYKOeHUIH;

-BpIIM IIOATOTBUTEIHU pPabOTH BO BpCKa CO OPraHU3UPAETO U
CTIPOBE/IYBAaM-€TO Ha CeiHUIMTe Ha KoMucHjaTa 3a OfJIyuyBake 1Mo
)KaJI0M U IIPUTOBOPH Ha AJMUHUCTPATUBHUTE CAY)KOEHUIA BO BTOP
CTeIeH;

-ce TPWIKM 3a @KypHOCTAa Ha IMOCTAlKara 3a OJIydyBame II0
MOJIHECEHUTE YKaJIOU U PUTOBOPH Ha jaABHUTE CITY KOSHUTIN;
-yyecTByBa BO paborara Ha KOMHCHMM W Opyrd pabOTHU Teia,
thopmupanu co peleHre Ha AUPEKTOPOT Ha ATeHITUjaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CITYKOEHUIU
BO AreHlIMjaTa U BO JPYTY UHCTUTYIIUN;

-copaboTyBa CO [IPpyTUTe aJMWHUCTPATUBHYM CIYKOEHUIM Off
AreHumjara.

1. CexTop 3a npaBHU paboTu

1.3. OgmesneHue 3a OfJIyYyBame M0 YKajJ10u U NPUTOBOPH Ha jaBHU CJIY>KOeHUIIN

Pegen 6poj 21

IMucdpa YITP0101B04000
Huso B4

3Bame IMomtag copabOTHUK

Ha3us Ha paboTHo mecto

pasmieiyBarme 1 00paboTKa Ha JOCTaBeHU »KaJ0u ¥ MPUTOBOPU Ha
jaBHU CIy>KOeHUIIN

bpoj Ha u3BpmuTenu

2

Oxrosapa npep

PakoBogurenor Ha OppeneHue 3a OIJIydyBame II0 JKAJIOH H
TIPUTOBOPU Ha jaBHU CAY>KOEHUITU

Bup Ha obpa3oBaHue

[TpaBHU HAayKH

I pyru mocebuu yciosu

MO3HABAKE HA OMIITU HPOIKCH Of aJMUHUCTPATHMBHATA 00JIacT U
JIPYTU TIPOMUCH 0J] paO0THO 3aKOHOIABCTBO

PaborHu rienun

-0b6e3befiyBam-e€ Ha 3alITUTA Ha MpaBaTa Ha jaBHUTE CIYKOEHUIU
BO BTOp CTeMeH
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Paborau 3agaun u 06BpcKu

-TU CJIeUW U IPUMEeHYBa OIIUTUTE MPOIKUCH 0f, aMUHUCTPAaTUBHATA
00J1aCT ¥ ApYTU TIPONKCHU Off pabOTHO 3aKOHOAABCTBO;

-pasriefiyBa u ob6paboTryBa »Kajbu M TPUTOBOPU HA jaBHUTE
CAy)KOEeHUIIH;

-yuecTByBa BO paborara Ha KOMHUCHM W Jpyru paboTHU Teia,
tdopmupanu co penieHue Ha JUPEKTOPOT HA ATeHIIMjaTa;
-yueCcTBYBA BO OLIEHYBAH-€TO HA 8/[IMUHUCTPATUBHUTE CITYKOEHUIU
BO ATeHIIMjaTa U BO PYyTY UHCTUTYIIUH;

-copaboTyBa CO [JpyruTe AajAMUHUCTPATUBHU CHAY)KOeHUIIM Of
AreHnujara.

2. CeKTOp 3a CejleKIMja Ha KAHOUIATY 3a BPaOOTyBame

Pegen 6poj 22

[Mudpa YIIP0101502000

Huso b2

3Bame PakoBOUTE/1 HA CEKTOP

Ha3us Ha paboTHO MecTO

PakoBopuren Ha CekTop 3a cesieKIMja Ha KaHAMATH 3a
BpabOoTyBaHe

bpoj Ha usspmuTenn

1

OpnroBapa npej

['eHepamHUOT cekpeTap

Bup Ha obpa3oBanue

[TpaBHU HayKu

I pyru mocebuu yciosu

Mno3HaBal-€ Ha OMNIITU MPOIIUCH O aAMUHUCTPATUBHATa obnact u
APYyru Iponucu oj pa6OTHO 3aKOHOJaBCTBO

PaborHu menun

-TIPOMOBHpPamE U PA3B0j HAa CUCTEM 3a CeJieKIrja Ha
AIMHUHUCTPATUBEH CJIY}I(6EHI/II(, 3dCHOBAH BP3 KOMIIeTEHITUU;
-0CTBapyBamhe copaboTKa CoO HHCTUTYLMUTE BO jABHUOT CEKTOP
3apajii CpoBejyBam-e Ha MOCTAINKU 3a CceJieKiiuja BO jaABHUOT
CeKTop;

-0pyKyBame U YHaIlpeyBawme Ha CUCTEeMOT Ha 3allTHUTa Ha
kiacucpurpanu vHdopmanuu Bo AreHnujaTa.

PaboTHu 3agauym 1 06BpCKU

-paxoBogu co CexTopoT (ja opraHu3Mpa, HACOYyBa M KOOPAMHUPA
paborara, BpIIM HEMOCpe/HA KOHTPOJA W HAN30p HAJ
M3BpLIYBalkeTO Ha paboTuTe, T'M paclopegyBa pabOTUTe U
3a/laundTe Ha paKoBOJUTeNIUTe Ha opjpjeseHujata Bo CeKTOPOT, ce
TPYOKM 33 paboTHATA JUCIUIUIMHA HA BpaboTeHuTe Bo CEeKTOPOT U
JaBa CTpy4YHa IIOMOLI, COBETM M BpLIM MEHTOPCTBO Ha
aIMUHUCTPATUBHY CNY)KOeHUIIY of AreHIujaTa);

-yuecTBYBa BO paborara Ha KOMUCUM U Jpyru pabOTHU Teja,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa MpeJio3n Ha: CTPATeIlKH IJIaH, mporpaMa 3a pabora,
Oyiet, u3BenTaj 3a pabora, yHKIMOHaNHA aHAIM3a, akTH 3a
BHATpeIlIHa OpraHM3aljdja M CcuUcTeMaTM3aldja Ha paboTHUTE
MecTa, TuiaH 3a 0byku Ha BpaboreHuTe BO CEeKTOPOT, Kako U
MeCeUHM, KBApTaJHU, MOJYTOAUITHA W TOJUIIHU M3BelITau O/
acrneKT Ha J1eJIoKpyroT Ha pabora Ha CekTopoT;

-T'¥l TIpeJiyiara U CIpoBeiyBa TIPOIeiYPUTE O] IeJIOKPYT Ha paboTa
Ha CekTopoT Bo paMKku Ha CHCTeMOT 3a MeHalIMeHT CO KBaJIUTET
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coracHo 6apamara Ha Crangapgor ISO 9001:2008;

-TM OIIeHYBAa PAaKOBOOHUTE ANMUHUCTPATUBHU CIY)KOEHHIIM BO
CekTopor, o motpeba u apyru BpaboTeru on CeKTOPOT U MOXKe [1a
yUeCTBYBA BO OLEHYBAH-€ HA aJMUHUCTPATUBHU CIY>KOEHUIU BO
AreHlldjaTa ¥ Ha aJMUHUCTPATUBHU CAY)KOEHUIM BO [JPYrU
WHCTUTYIIUH;

-copaboTyBa €O a/MUHUCTPATUBHU CJY)KOeHUITU off ATeHuujaTa u
OJT UHCTUTYLIMUTE 0/] jaBHUOT CKTOP, 3a Mpalilama off JeJOKPYyT Ha
pabota Ha CeKTOpoT;

-yuecTBYBa Kako IpeTcefiaTesl WM 3aMeHWK, Bo paborata Ha
Komucuute 3a cejiekiuja 3a BpaboTyBame I10 jaBeH orJjac;

-Cé TPUIKU 3a Op)KyBarbe M YHAIpelyBame Ha CHCTEMOT Ha
3amruTa Ha Kiacuduimpanu nagopmaiuu Bo AreHiujara.

2. CeKTOp 3a CesIeKIMja Ha KaHOUIATH 33 BPaOOTyBame

Pegen 6poj 23

[Mndpa YI1P01016503000

Hugo b3

3Bame [ToMOITHUK paKOBOJIUTEN HA CEKTOP

Ha3us Ha paboTHO MecTO

[MomomHuK pakoBopuTest Ha CeKTOp 3a CeNeKIja Ha KaH Ut
3a BpaboTyBame

bpoj Ha u3BpmuTenn

1

OpnroBapa npej

PakoBopurenoT Ha CeKTop 3a cesieKiidja Ha KaHAUIATY 38
BpaboTyBaHe

Buj Ha obpa3oBanue

[IpaBHUM HAYKK, JaBHA yIIpaBa U aMUHUCTpAIUja WK
O6pasoBaHue

I pyru mocebuu yciosu

MO3HAaBae Ha OMILNTH IPOIIMCH O] aAMUHUCTPATUBHATA 00J1aCT U
JIPYTU TIPONUCH 0J] PAOOTHO 3aKOHO/IABCTBO

Paborau renun

-IIPOMOBHpPaH-€ U pa3BOj Ha CUCTEM 3a CesleKIivja Ha
aJMUHUCTPATUBEH CJy>KOEHUK, 3aCHOBAH BP3 KOMIETEHIUY;
-0CTBapyBame COpaboTKa CO UHCTUTYLIMUTE BO jaBHUOT CEKTOPD
3apajiy CIpoBeflyBam-e Ha IIOCTANKU 3a CeeKIiija BO jaBHUOT
CeKTop

PaborHu 3agaun u 06BpcKu

-[oMara BO U3BPIIyBakeTO Ha paboTu off AeoKpyT Ha CeKTOPOT U
BO C/Iyyaj HA OTCYCTBO WJIM CIPEUYEHOCT Ha PaKOBOAUTENOT Ha
CeKTOpOT TO 3aMeHyYBa MCTHOT, BP3 OCHOBA HAa OBJACTYBaHE Of
reHepaJHUOT CeKpeTap / AMPeKTOPOT Ha AreHIujara;

-y4ecTBYyBa BO paboraTa Ha KOMHUCHM W OPYyrd paboTHU Tea,
thopmupaHnu co penieHue Ha AUPEKTOPOT Ha ATeHIIUjaTa;
-u3paboTyBa HAIPT Ha: CTpaTeNIKW TJIaH, TporpaMa 3a pabora,
Oyier, u3Bemtaj 3a pabora, (GpyHKUMOHaJIHA aHAAM3a, aKTH 3a
BHaTpelNIHa oOpraHu3aryja v CcucTeMaTU3alnmja Ha paboTHUTE
MeCTa, MJIaH 3a 00yKU Ha ATeHIUjaTa, KaKo U MeCeYHU, KBAapTaJHH,
MOJIYTOJUIIHN Y TOJUINHU U3BEIITau Off acleKT Ha AeJOKPYroT Ha
pabota Ha CeKTOpOT;

-u3paboTyBa mporeaypu of Aenokpyr Ha pabora Ha CeKTOpOT BO
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pamku Ha CHCTEMOT 3a MeEHaIMeHT CO KBaJUTeT COrJacHO
bapamata Ha Ctangapaot ISO 9001:2008;

-y4eCTBYBa BO OlLlEHYBale Ha aIMUHUCTPATUBHU CIYKOEHUITU BO
AreHujata ¥ Ha aJMUHUCTPATUBHU CIAY)KOEHUIM BO [Jpyru
WHCTUTYITUM;

-y4ecTBYBa KaKo IpeTcefaTesl WM 3aMeHUK, Bo paborata Ha
Komucuunre 3a cenexuuja 3a BpaboTyBambe 110 jaBeH OrJjac;
-copaboTyBa CO aAMUHUCTPATUBHU CIY)KOeHUIIM o7 ATeHIIUjaTa u
OJl UHCTUTYIMUTE O] jaBHUOT CEKTOP, 3a Mpamniama off IeJOKPYT Ha
pabora Ha CeKTOPOT.

2. CeKTOp 3a Ce/eKIMja Ha KAHOUIATH 3a BPaOOTyBame

2.1. OppeseHye 3a jaBeH orjiac v aJIMUHUCTPATUBHA CeeKInja

Pegen 6poj 24

Iucdpa YIT1P0101604000

Hugo b4

3Bame PakoBofuTesN HA OfiflesIeHHe

Ha3us Ha paboTHO MecTo

Pakosoguren Ha OpflesieHre 3a jaBeH Orjac U aJ[MMHMCTPATVBHA
ceneKuuja

bpoj Ha u3BpmuTenn

1

Oxnrosapa npej

PakoBopurenot Ha CekTOp 3a CeseKiuja Ha KaHAUAATY 38
BpaboTyBaHe

Buj Ha obpa3oBanue

OnmrrecTBeHU HaYKH

Ilpyru moce6uu yciaosu

MO3HaBAH:E HA OMIITH MPOTIUCH Off a/[MUHMCTPATUBHATA 00J1aCT U
JIPYTU TIponucH oj paboTHO 3aKOHOABCTBO

PaborHu renun

-TIPOMOBHMpPame U Pa3B0j Ha CUCTEM 3a CeJieKIrja Ha
AIMUHUCTPATUBEH C/Y)KOEHUK, 3aCHOBAH BP3 KOMIIETEHIINM;
-0CTBapyBamhe copaboTKa CoO HHCTUTYLMUTE BO jABHUOT CEKTOP
3apajii CpoBeyBam-e Ha MOCTANKU 3a ceieKiiuja BO jaABHUOT
CeKTop

PaborHu 3agaun u 06BpcKu

-pakoBogu co Oppenenuero (ja opraHu3uMpa, HacouyBa WU
KOOpJIUHUPA paboTaTa, BPIIM HETIOCPeTHA KOHTPOJIA U HAZI30P Haf
W3BpLIYBalkeTO Ha paboTuUTe, T'M pacropegyBa paboOTUTe H
3a/lauuTe Ha BpaboTenuTe Bo Ofjle/IeHUETO, Ce TPUKU 3a
CTPYYHOTO YCOBpIIyBate W paboTHaTa [UCHUIJIMHA HA
Bpaborenute Bo Opfjie/IeHHETO W laBa CTPYYHA [TOMOII, COBETH U
BPIIM MEHTOPCTBO HA AJMUHUCTPATUBHU CIYKOEHUIUM O
Arennujara);

-y4ecTBYyBa BO paboraTa Ha KOMHUCHM W HOPYrd paboTHMU Tea,
thopmupaHnu co penieHue Ha AUPEKTOPOT Ha ATeHIIUjaTa;
-u3paboTyBa Mpeao3u Ha: CTPATEIIKH IIJIaH, IporpaMa 3a pabora,
Oyier, u3Bemtaj 3a pabora, (GpyHKUMOHaJIHA aHAAM3a, aKTH 3a
BHATpelIHa opraHu3alivja u cucteMatu3saliija Ha paboTHUTe MecTa
W IJlaH 3a 00yku Ha BpaborenuTe BO OpjeIeHUETO, KAKO H
MEeCeYHHU, KBapTaJHU, MOJYTOAMIIHM M TOJUITHU M3BEIITau Of
aCTeKxT Ha JIeJIOKPYroT Ha pabora Ha OfifieIeHUeTO;
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-TM TIpeJiara u CIpoBejlyBa IIpoLeypuTe OF AeJIOKpyr Ha paboTa
Ha OpneneHvero BO pamMku Ha CHCTeMOT 3a MeHAIMEHT CO
KBaJIUTET COrjlacHo bapamwarta Ha Ctangapgot SO 9001:2008;

-I'" oLjeHyBa BpaboreHnTe Bo Ofi/jeJIeHUEeTO U MOJKe Jia YYeCTBYBa
BO OIl€HYBar-e Ha aJIMUHUCTPATUBHU CAYKOEHUIIM BO ATeHIUjaTa
Y Ha affMUHUCTPATUBHU CIY>KOEHUIU BO IPYT UHCTUTYIUY;
-copaboTyBa CO a[MUHUCTPATUBHU CJY)KOeHUITU off ATeHuujaTa u
OJ] MHCTUTYIIUUTE 0J] jaBHUOT CEKTOP, 3a Mpallama off feJOKPyT Ha
pabora Ha OpjienieHneTO;

-yuecTByBa KaKo IpeTcefaTes WM 3aMeHUK, BO paborara Ha
Komucuwnte 3a ceneknuja 3a BpaboTyBame 110 jaBeH Oriac;

-T0 OpraHM3Wpa U KOOPJUHUPA KPeupameTo U 00jaByBameTo Ha
jaBHUOT OrjIac ¥ Ha afMUHUCTPATUBHATA CEeJIEKIIH]ja;

-BPIIM NPOBEPKA Ha O/IYKMTE 3a U360 MpeJ] HUBHOTO 0bjaByBame.

2. CekTop 3a cejleKnyja Ha KAHOUAATHU 33 BpabOTyBame

2.1. OnmeneHue 3a jaBeH orjlac ¥ aAMUHUCTPATUBHA ceJleKIja

Pegen 6poj 25

Iucdpa YI1P0101B01000

Hugo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTo 0bpaboTKa U MpoBepKa Ha Hapame 3a jaBeH orjac
bpoj na usBpmuTenun 2

Oxnrosapa nipej

Pakosoguresnor Ha OfeneHue 3a jaBeH oriac ¥ a/[MUHNCTPATHBHA
ceneKuuja

Buj Ha obpa3oBanue

[lpaBuu HaykW, JaBHa ymopaBa M aJMUHMCTpandja WU

Ob6pasoBanue

I pyru mocebuu yciosu

MO3HaBaH-e Ha MPOITUCUTE 32 CeJIeKIUja U BpaboTyBamhe BO jaBHUOT
CEeKTOp

Pabornu nenu

-echukacHa U KBaJUTeTHa 00paboTKa Ha OapamaTa 3a 0OjaByBaibe
Ha jaBeH orJjiac;

-epyKacHa M  KBaJMTETHA MpPenucKka CO WHCTUTYIUUTE
MOAHOCKTEIM Ha Oapame 3a 00jaByBambe jaBeH orjac.

PaboTHu 3agaym 1 06BpCKU

-BpIIM TIPOBEpKA Ha OapameTo 3a objaByBaH-e€ HA jaBeH Orjiac v Ha
MPUJIO3UTE KOH OapameTo;

-u3paboTyBa JOMUCU 0 UHCTUTYIIMUTE KOU JIocTaBujie baparme 3a
objaByBam-e Ha jaBeH Orjac JAOKOJIKY IPU NPOBEpPKaTa YTBPAU JeKa
“Ma HeJ0CTaTOoIy;

-u3paboTyBa peiunenuja 3a opMmupame Ha KoMmucuja 3a cemekuuja
3a BpaboTyBaH-€ 110 jaBeH OrJiac;

-u3paboryea ojroBopu Ha Oapawa, /A00MeHM o0J] CcTpaHa Ha
Komucujara 3a ojjyuyyBame 10 O>Kaji0M W MPUTOBOPU HAa
aIMUHUCTPATUBHUTE CJTYKOEHUTTU BO BTOP CTENEH;

-t objaByBa ojnaykuTe 3a wu3bop Ha Beb cTpaHuUIlaTa Ha
AreHumjara;

-y4ecTBYBa BO paboTaTa Ha KOMUCUM W JPYrd PabOTHU Tena,
dropMupaHu Co penieHne Ha IUPEKTOPOT Ha ATeHIINjaTa;
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-laBa CTPyYHa [OMOII, COBeTU U BpPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHY CJTY>KOEHUIIM 0T TOHUCKO HUBO;

-y4eCcTBYBa BO  OIleHYBake€TO Ha  aJiMUHUCTPATUBHUTE
cyK6eHuIM Bo AreHIujaTa v BO [[pyrd MUHCTUTYITUY;

-no 1oTpeba, y4ecTByBa Kako MpeTcejaTes WM 3aMeHUK, BO
paborara Ha Komucuure 3a cejexnuja 3a BpaboTyBame IO jaBeH
orjac;

-copaboTyBa CO JpyruTe AaAMUHUCTPATUBHU CIY>KOEHUIU Of
AreHnujara.

2. CekTop 3a cejleknyja Ha KAHOUAATH 33 BpaboTyBame

2.1.OppeseHye 3a jaBeH orjiac v aJIMUHMCTPAaTUBHA CeeKInja

Pegen 6poj 26

[udpa YIIP0101B01000

Huso B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO aIMUHUCTPATUBHA CeJIeKInja
bpoj Ha u3Bpmmrenn 3

Oxnrosapa nipej

Pakosoguresnor Ha OffeneHue 3a jaBeH oriac ¥ a/[MUHUCTPATHBHA
ceneKuuja

Bup Ha obpa3oBanue

[Monutuuku Hayku, OOpa3oBaHue UM JaBHa yhpaBa u
aAMUHUCTpanyja

IIpyru moce6uu yciaosu

MO3HABaH-€ HA MPOITUCUTE 3a CesleKInja ¥ BpaboTyBae BO jaBHUOT
CeKTop

Pabotnu nenu

-e(hbMKacHO ¥ HaBpPeMEHO CIpPOBeAyBale€ Ha agMMHUCTpPaTHBHATA
ceJyeKnyja

PaborHu 3agaun u 06BpcKu

-BpPIIM TIpOBepKa HAa BHECEHUTEe TIOAATOIIM BO TIpUjaBaTa 3a
BpaboTyBamke CO YCJOBUTE YTBPJIEHM BO jaBHMOT OrJac,
MPWIOKEHUTE JI0Ka3K KOH IpUjaBaTa U HUBHO OOJUpame 3a CeKoj
KaHIUAaT II0CeOHO;

-Th  u3paboTyBa M3BECTyBawaTa [0 CEKPeTapoT, OJIHOCHO
PaKoBOJHOTO JIMLe Ha MHCTUTYIIUjaTa U WieHOBUTe Ha Komucujata
33 /IEHOT U 4YacoT Ha CIpOBeJlyBake Ha aAMMUHUCTpATHBHATA
CeJeKInja;

-u3paboTyBa 3anvCHUK 33 CIpPOBe/leHa  aJMUHMCTPATUBHA
CeJleKInja;

-ja mperysiepyBa u ja objasysa lllanrajckaTta JucTa Ha YHUBEP3UTETH
Ha MHTEpHEeT JIOKallvja Ha ATeHIIN]ja;

-ofiroBapa Ha TMpalllaka TOBP3aHUM €O  MPOIeCOT  Ha
aJMUHMCTPATUBHATA CeJieKI[Uja ofi KOHTAKT hopMa HA UHTEPHET
JioKaljaTa Ha ATeHIIMjaTa;

-laBa CTPyYyHa TOMOI, COBETM U BpUIM MEHTOPCTBO Ha
aIMUHUACTPATUBHU CJY>KOSHULIM Off TOHUCKO HUBO;

-y4ecTBYyBa BO paboTaTa Ha KOMUCHM W IOPYrd paboOTHHU Teja,
dropMupaHu Co penieHue Ha IUPEKTOPOT Ha ATeHIInjaTa;
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-ydecTBYBa BO  OIIeHYBameTO Ha  aZMUHUCTPATUBHUTE
cyKOeHUIM Bo AreHIvjaTa v BO [PYTU UHCTUTYIINY;

-no 1oTpeba, y4ecTByBa Kako MpeTcefaTes]l WM 3aMeHMK, BO
paborara Ha Komucuute 3a cejexiiyja 3a BpabOTyBawe IO jaBeH
ornac

-copaboTyBa CO [JpyruTe AaAMUHUCTPATUBHU CHY>KOeHUIIM ofF
Arennujara.

2. CeKTOp 3a Ce/eKIMja Ha KAHOUIATH 3a BPaOOTyBame

2.1. OppeseHye 3a jaBeH orjiac v aJIMUHUCTPATUBHA CeeKInja

Penen 6poj 27

[Mudpa YITP0101B02000
Huso B2

3Bame Bur copaboTHUK

Ha3us Ha paboTHO MecTO

Kpeupame Ha jaBeH orjac

bpoj Ha usspmuTenn

2

OpnroBapa npej

PakoBopuTtenotr Ha OffiesieHue 3a jaBeH orJjiac M aJ]MMHUCTPaTUBHA
ceJyieKnuja

Bup Ha obpa3oBanue

OmmrecTBeHU HAYKH

Ilpyru moce6uu yciaosu

MO3HaBAH:Ee Ha MPOIUCUTE 3a CeJIeKIIUja U BpabOTyBaHe BO jABHUOT
CEeXTOp

PaboTHu menu

- e(hMKACHO, KBAJMUTETHO ¥ HABPEMEHO KperpaH-e jaBeH OrJIac;
-o0jaByBame Ha jaBHMOT Orjac 3a BpabOTyBame BO 3aKOHCKU
MPeJBUIIEHUOT POK.

PaboTHu 3agaym 1 06BpCKU

-BpIIM Kpeupame Ha jaBeH orjlac ¥ MpoBepKa Ha TOYHOCTa Ha
MOJAaTOLUTe BO KPEeUWpaHUOT jaBeH Orjac, BO COTJIaCHOCT CO
nojiaToIuTe Bo DapameTo 3a 00jaByBaH-e Ha jaBeH Orjiac JJ0CTaBeHO
O UHCTUTYLIMjaTa BO jaBHUOT CEKTOP;

-00e30enyBa objaByBame Ha IPEBEeJEHMOT jaBeH Orjac BO TPU
JIHEeBHU BECHUITU U Ha Beb cTpaHaTa Ha ATeHIInjarTa;

-BpIIY MPOBepKa Ha HaBPeMEHOTO 0bjaByBalbe Ha jaBHUOT OrJjiac BO
JTHEBHUTE BECHUIIN;

-ofiroBapa Ha mpamniamkata oJi KOHTAaKT (opmMa Ha WHTEpHET
CTpaHUILlaTa Ha AreHIldjaTa KOU ce IMOBP3aHU CO MpPOLEcOT Ha
objaBa Ha orjacy;

-yuecTBYBa BO paborara Ha KOMUCHM U Apyru pabOTHU Teja,
(hopMupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-aBa CTPyYHA TIOMOII, COBETM U BPIIA MEHTOPCTBO Ha
aIMUHUACTPATUBHU CJY>KOSHULIM Off TOHUCKO HUBO;

-ydecTBYBa BO  OIIeHYBameTO Ha  aZMUHHCTPATUBHHUTE
CyKOeHUIU BO ATeHITWjaTa U BO IPYTY UHCTUTYIINY;

-no 1orpeba, ydyecTByBa Kako IMpeTceiaTesl WKW 3aMEHMK, BO
paborara Ha Komucuure 3a cejeknuja 3a BpaboTyBame 10 jaBeH
orJiac;

-copaboTyBa €O JpYyruTe AaJAMUHUCTPATUBHU CIY)KOEHULIU Of
AreHumjara.
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2. CekTop 3a cejleKnyja Ha KAHOUAATHU 33 BpaboTyBame

2.1. OppeneHue 3a jaBeH orjac ¥ aJIMUHUCTPAaTUBHA CeJIeKlnja

Pegen 6poj 28

[Iudpa YIT1P0101B03000

HuBo B3

3Bame CopaboTHuK

Ha3uB Ha paboTHO MecTO aJMUHUCTPATUBHA CeJIeKIHja
bpoj Ha usBpmuTen 1

Oxrosapa npej

PakoBogutenor Ha OffieieHue 3a jaBeH OTJIaC M a[MUHUCTPATUBHA
ceJyleKkumja

Buj Ha obpa3oBanue

OnmrrecTBeHU HaYKH

Ilpyru moce6uu yciaosu

MO3HABaH-e HA MPOITUCUTE 3a CesleKInja ¥ BpaboTyBae BO jaBHUOT
CEeKTOop

PaborHu enun

-e(bMKACHO M HABPEMEHO CIIPOBEAYBaH-€ Ha aJMUHMCTPATUBHATA
ceJyeknuja

PaboTHu 3aggauym 1 06BpCKU

-BpIIM TIpOBEpPKAa Ha BHECEHWTe IIOJATOLM BO TMpHjaBaTa 3a
BpaboTyBamke CO YCJOBUTE YTBPJEHM BO jaBHMOT OrJac,
MPWIOKEHWTE JIOKAa3U KOH IpUjaBaTa U HUBHO OOJupame 3a CeKoj
KaHIUAaT II0CeOHO;

-n3paboTyBa HaUPT: 3aMUCHUK 3a CIPOBE/[eHa aJMUHUCTPATUBHA
ceyeKLuja;

-yuecTBYBa BO paborara Ha KOMUCHM U Apyru paboOTHU Tejia,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHITUjaTa;

-laBa CTPy4YHA IIOMOII, COBETM M BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHU C/TY>KOEHUIIM Off TOHUCKO HUBO,

-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CTYKOEHUIU
BO AreHIIMjaTa U BO JPYTU UHCTUTYITUY;

-mo TmoTpeba, yyecTByBa Kako MpeTcefiaTesl WM 3aMEHWK, BO
paborara Ha Komucuure 3a cejeknuja 3a BpaboTyBame IO jaBeH
ornac;

-copaboTyBa CO [JpYyruTe aJAMUHUCTPATUBHU CHAY)KOEHUIIU Off
AreHuujara.

2. CekTop 3a cenekiuja Ha KaHAUAATU 33 BpaboTyBame

2.1.OppneieHue 3a jaBeH orJjac v aJJMUHUCTPAaTUBHA ceJeKInja

Pegen 6poj 29

[Mudpa YITP0101B04000

Huso B4

3Bame IMommaz copaboTHUK

Ha3us na paborno mecto NpeBoJ| HA jaBeH OrJiac Off MAKeAOHCKW HA ayjbaHCKM ja3suK U
obpartHo

bpoj Ha usspmuTenu 1

Oxnrosapa mpej

Pakosogutenor Ha OffiesieHNe 3a jaBeH OTJIaC U 8IMUHUCTPAaTUBHA
ceJleKuuja
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Bup Ha obpa3oBanue

Hayka 3a ja3uxoT-TipeBejiyBate Ha ajidaHCKU ja3uk

I pyru mocebnu yciosu

MO3HABaH-e Ha MPOIUCUTE 3a cesleKInja 1 BpaboTyBate BO jaBHUOT
CEeKTop

Paborau menun

-KBQJINTETEH M HaBpeMeH TIIpeBOJ, HA jaBHUTE Orjacu of
MaKeJIOHCKU Ha ajbaHCKY ja3uK ¥ 00paTHO;

-KBQJINTETEH U HABPEMEH IIPeBOJ| 0/ MAaKeJOHCKW Ha ajbaHCKu
ja3sMK HA MHTEePHET CTPaHUIlaTa Ha AreHIjaTa.

PaboTHu 3a1aum 1 06BpCKU

-BpIIM IPeBOJ Ha KpeupaHWUTEe jaBHU OTJIacy Off MaKeJOHCKM Ha
anbaHCcKy ja3uMK UM 00paTHO 3apagyu HUBHO 00jaByBarke M BPIIU
MpOBepKa Ha TOYHOCTA Ha IIPeBeIeHUTE jaBHY OTJIacH;

-BpIIY YCMEH U IIMCMeH MpeBoj o] anbaHCKU Ha MaKeJOHCKHU ja3uk
u 0bpaTHO 3a norpebuTe Ha AreHIujaTa;

-yyecTByBa BO paboTaTa Ha KOMUCUU W OPYyrM pabOTHU Tea,
(hopMupaHu co pelieHUe Ha AUPEKTOPOT Ha ATeHIIjaTa;
-yueCTBYBA BO OIEHYBAH-€TO HA a/[IMUHUCTPATUBHUTE CITYKOEHUIU
BO AreHIjaTa U BO JPYTU MHCTUTYLIUY;

-mo mortpeba, ydecTByBa Kako IpeTcemaTes]l WIKM 3aMeHMK, BO
paborara Ha KomucuuTe 3a cejexiidja 3a BpabOTyBam-e 10 jaBeH
ornac;

-copaboTyBa CO [PyTUTe aJMUHUCTPATUBHYU CIYKOEHUIM Off
AreHnmjara.

2. CeKTOp 3a Ce/IeKIMja Ha KaHOUIATH 33 BPaOOTyBame

2.1. OnmeneHue 3a jaBeH orjlac ¥ aAMUHUCTPATUBHA CeJleKInja

Pegen 6poj 30

Iucdpa YITP0101B04000
Huso B4

3Bame IMomiaj copabOTHUK

Ha3us Ha paboTHO MecTO

aJIMUHUCTPATUBHA CeJieKIHja

bpoj Ha u3BpmuTeN

3

OpnroBapa npej

PaxoBoputenotr Ha OpfiesieHue 3a jaBeH orjiac ¥ aJJMMHUCTPaTUBHA
ceJieKImja

Bup Ha obpa3oBanue

OnirrecTBeHu HayKu

Ilpyru moce6un yciaoBu

MO3HaBaH:e Ha MPOIMUCUTE 3a CeJIeKIUja U BpaboTyBahe BO jaBHUOT
CEeKTOp

Pabornu nenu

-echbMKacHO M HAaBPEMEHO CIPOBeAyBal€ Ha agMUHUCTpaTUBHATA
ceJyieKIuja

PaborHu 3agaun u 00BpCKu

-CIIpOBeAyBa HajeIHOCTaBHHU, PYTHHCKH, CTPYYHO-
aIMUHUCTPATUBHY PabOTH IIPH IIPOBEPKA HA BHECEHUTE IOJATOLIN
BO IpHjaBaTa 3a BpabOTyBam-e CO YCJIOBUTE YTBPEHU BO jABHHOT
OrJIac, IPUJIOYKEHUTE [TOKA3!U KOH [IPUjaBaTa U HUBHO 0oupame 3a
CeKOj KaHAMIAT IT0CeOHO;

-u3paboTyBa HAILPT-U3BECTYBaW-a [0 CEKPeTapoT, OJHOCHO
PaKOBO/IHOTO JIMIle Ha MHCTUTYIHjaTa U WIEHOBUTEe Ha KoMucujara
3a [OEeHOT M 4YacoT Ha CIPOBeNyBame Ha agMHUHUCTPaTUBHATA
ceJleKIInja;
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-u3paboTyBa HAIPT: 3aNUCHUK 3@ CIIPOBE/leHa aJIMUHUCTPATUBHA
ceyeKiiuja;

-y4ecTBYBa BO paboTaTa Ha KOMUCHUM U JPYrd pPabOTHU Teja,
topmupanu co peneHue Ha AUPEKTOPOT HA ATeHIIMjaTa;
-yuecTBYBa BO OIleHYBAaH-€TO Ha a/[MUHVCTPATUBHUTE CITYKOEHUIU
BO ATeHIIMjaTa U BO JPYTY UHCTUTYIIUN;

-no 1orpeba, ydyecTByBa Kako IMpeTcefiaTesl WM 3aMEeHWK, BO
paborara Ha Komucuure 3a cejeknuja 3a BpaboTyBame 10 jaBeH
orjac;

-copaboTyBa CO [pyruTe AajMUHUCTPATUBHU CJHAYXKOeHUIIM Of
AreHnujara.

2. CekTop 3a cejleKnyja Ha KAHOUAATHU 33 BpaboTyBame

2.1. OnmeneHue 3a jaBeH orjlac ¥ aAMUHUCTPATUBHA ceJleKIja

Pegen 6poj 31

Mudpa YIIP0101I'01000
Hugo I'

3Bame CamocTtoeH pedepeHT

Ha3us Ha paboTHO MecTo

AIMWHUCTpAaTHBHA NOAApIIKa

bpoj Ha u3BpmuTenn

2

Oxnrosapa npej

PakoBogutenior Ha OfifieieHNe 3a jaBeH OTJIAaC M a[MUHUCTPATUBHA
ceJyieKnuja

Buj Ha obpa3oBanue

Cpepno obpa3oBaHMe

Ilpyru moce6uun yciaosu

Pabornu nenu

-ebMKacHO UM HaBpeMeHO CIPOBeAyBake Ha IoCTamKaTa 3a
ceJyieknyja

PaboTHu 3agauym 1 06BpCKU

-I'¥ IPUMEHYBA MMPOMKMCUTE U OMIITUTE aKTU 32 KAHIeJIapPUCKOTO U
apXUBCKOTO PaboTeme;

-BOIU eBUeHIHMja: 3a Oapam-aTa 3a 0OjaByBam-€ Ha jaBeH OrJac,
objaBeHUTe OIJIaCHM U BECHHUIUTE BO KOM MCTUTE ce oOjaBeHH, 3a
JaTyMOT Ha 3aBplllyBal-e Ha cekoja hasa of mocramkara 3a
cefiekiija ¥ 3a uJeHOBUTE BO KomucuuTe 3a cenekiuja 3a
BpaboTyBame, HOMUHUPAHU OJ] ATeHIIjaTa;

-BpIM 00paboTKa, KOMIJIETUPamhe U YyBamke Ha MPejMeTHUTe BO
MOCTANKUTE 3a CeJIeKIINja;

-ce TPWKM 3a 3aliTUTa Ha JIMUHWUTE MOJATOIM COJIPYKaHU BO
npeiMeTUTe BO TIOCTANKUTE 33 CeJIeKITuja;

-y4ecTBYyBa BO paboTaTa Ha KOMUCHM W OPYrd paboOTHHU Teja,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-y4ecTByBa  BO  OIEHYBAeTO  HA  aJMUHUCTPATHBHUTE
c1yK6eHuIM Bo AreHIyjaTa v BO [pyrd MHCTUTYIIUY;

-copabotyBa €O [pyruTe AAMUHUCTPATHBHU CJIY>XXOEHUIM BO
Arennujara.
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2. CeKTOp 3a Ce/eKIMja Ha KAHOUIATH 3a BPaOOTyBame

2.2. Oppenenue 3a CIpOBeiyBak€e Ha UCIIUTU, UHTEPBjY U TECT Ha IMIHOCT

Pegen 6poj 33

[Mudpa YITP0101504000

Huso b4

3Bame PakoBojuTeN HA Ofiie/IeHHe

Ha3us Ha paborno mecto

PakoBoguren Ha OpgneneHue 3a CHPOBeAyBambe Ha WCHUTH U
WHTEPBjy

bpoj Ha u3BpmuTen

1

Oxrosapa npej

PaxkoBomutenor Ha CekTop 3a cejieKnuja Ha KaHAUJATUA 3a
BpaboTyBame

Buj Ha obpa3oBanue

OnmrrecTBeHU HaYKH

Ipyru moce6Hm yciaoBu

IMo3HaBam-€ Ha OMNIITU MIPOIIUCU O aAMUHUCTPATUBHATA obsmact u
APYyru Iponucu oj pa6OTHO 3aKOHOJaBCTBO

PaborHu enun

-TIPOMOBHpPamE U PAa3B0j Ha CUCTEM 3a CeJieKIrja Ha
AIMHUHUCTPATUBEH CJIY}I(6EHI/IK, 3dCHOBAH BP3 KOMIIeTEHIITNU;
-0CTBapyBamkhe copaboTKa CO MHCTUTYILUUTE BO jABHUOT CEKTOP
3apajy CIpoBeJyBame Ha MOCTAINKU 3a CeJieKiiuja BO jaABHUOT
CeKTop

PaborHu 3agaumn u 06BpcKu

-pakoBogn co Ogppgenenmero (ja opraHuM3upa, HacouyBa W
KOOpZMHUPa paboTaTa, BPIIM HEIIOCPeiHA KOHTPOJIA U Ha/[30p HaJ,
U3BpIIYBakeTO Ha pabotuTe, ru pacrnopegyBa paboTtute u
3ajaunTe Ha BpaboreHuTe Bo OpjesneHUETO, Ce TPHKU 3a
CTPYYHOTO YCOBpIIyBate W paboTHaTa [UCHUIUIMHA HA
Bpaborenute Bo OpnpeneHneTo U JaBa CTPy4YHA MOMOI, COBETH U
BPIIM MEHTOPCTBO HAa AJMUHUCTPATUBHU CIYKOEHUIU  Of
Arennujara);

-y4eCTBYBa BO paboTaTa Ha KOMUCHM W HOPYrd pabOTHU Tea,
thopmupanu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa MpeJio3y Ha: CTPATeIlKH IjlaH, MporpaMa 3a pabora,
OylieT, u3BelTaj 3a pabora, (yHKIMOHaJIHA aHaAAW3a, akTH 3a
BHATpelIHa opraHu3aliyja u cucteMaru3sariija Ha paboTHUTe MecTa
M IJlaH 3a 00yku Ha BpaborenuTe BO OpjeeHUETO, KAaKO H
MeCeuyHU, KBapTaJiH{, TOJYTOAMIIHW U TOJUIIHM W3BELITau O]
acmekT Ha /1eJIOKPyroT Ha pabora Ha QpfeneHueTo;

-I'¥l TIpeJijiara U CIPOBe/IyBa IIPOLeAypPUTe 0f] JeJIOKPYT Ha paboTa
Ha OpgeneHuero Bo paMKku Ha CHCTEMOT 3a MeHAIIMEHT CO
KBaJIUTET COrjacHo bapamara Ha Crangapgot ISO 9001:2008;

-r¥ otleHyBa Bpaborenute Bo O/i/leJIeHUETO U MOYKE Jla yYeCTBYBa
BO OIleHYBak-€ Ha a/IMMHUCTPATUBHU CAYKOEHUIN BO ATreHIujaTa
Y Ha afMUHUCTPATUBHU CAY>KOEHUIU BO IPYTY UHCTUTYITUY;
-copaboTyBa €O a/MUHUCTPATUBHU CJY)KOeHUIIU off ATeHuujaTa u
OJT UHCTUTYI[MUTE 0/] jaBHUOT CEKTOP, 3a Mpalilama off JeJOKPYT Ha
pabora Ha OpjieieHUeTO;

-y4ecTBYyBa BO paboTaTa Ha KOMUCHM W OPYrd paboOTHHU Teja,
dopMupaHny co pelnieHre Ha JUPEKTOPOT Ha ATeHIIMjaTa;
-copaboTyBa CO [JPYTUTe AJAMUHUCTPATUBHU CHAY)KOEHUIM Off
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Arennujata, ocobeHO BO BpCKa CO TOCTANKUTe 3a CeJieKijydja Ha
aIMUHUCTPATUBHU CJTY)KOeHUTIN;

-y4ecTBYBa KaKo IIpeTcefaTesl WM 3aMeHUK, BO paborata Ha
Komucuunre 3a cenexuuja 3a BpaboTyBambe 110 jaBeH OrJjIac;
-OpraHuM3vpa " KOOpJAVHHpA CIpOBeAyBalkbe HA MCIOUT 3a
QIMUHUCTPATUBEH CAY)KOEHUK, WCIUT 3a aJMUHUCTPATUBHO
yIIpaByBame, IPOBEPKA HA BEPOJOCTOJHOCT HA AOKA3M U UHTEPBjy.

2. CeKTOp 3a Ce/eKIMja Ha KAHOUIATH 3a BPaOOTyBame

2.2. Oppenenue 3a CIpOBeiyBake Ha UCIIUTH, UHTEPBjY U TECT Ha IUIHOCT

Penen 6poj 34

[Mudpa YIIP0101B01000

Huso Bl

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO MpOBEpPKA Ha BEPOIOCTOJHOCT HA OKA3WTE U CIIPOBE/yBarkbe Ha
WHTEPBjY

bpoj na usBpmuTenun 3

Oxnrosapa nipej

Pakosogurenor Ha OpjeneHue 3a CIPOBe/lyBame HA WCIIUTU U
WHTEPBjy

Buj Ha obpa3oBanue

OnmrrecTBeHU HaYKH

Ilpyru moce6uu yciaosu

MO3HABaH-e HA MPOITUCUTE 3a CesleKInja ¥ BpaboTyBae BO jaBHUOT
CEeKTOop

PaborHu enun

-BEPO/IOCTOjHA TPOBEPKA HA [[OKA3UTE;
-e(huKaCHO U 00jeKTUBHO CIIPOBE/IEHO UHTEPRB]Y

PaboTHu 3agaym 1 06BpCKU

-yuecTBYBa KaKo IpeTcefiaTe]l WM 3aMeHUK, BO paboTraTa Ha
KoMucuuTe 3a cenekiuja 3a BpabOTYBaH-€ MO jaBeH Orjac;

-BOAV TpUBpeMeHa eBH/IeHIMja Ha KaHAMAATU 32 KOU I10CTOU
COMHEBAHe JleKa JOCTaBWJIE JIA)XHU JIOKA3d M 3a KCTOTO BO
3aKOHCKU OMpPejie/IeHHOT POK I'M U3BECTYBA HAJIJIe)KHUTE OpraHu,
-00e36enyBa opMysapu M YCIOBM 3a HEIpeuyeHO M HaBPEeMEHO
CTIPOBeIyBak-e Ha UHTEPB]Y;

-u3paboryBa: 3amMCHUK 3a CIOPOBEJeHO WHTepBjy, Jlucra Ha
KaHZUAATH CO KOU e CIIPOBe/IeHO UHTEePBjy u KoHeuHa paHr - ucTa
CO UAEHTU(MUKAIUCKY KOJJOBU HA KAHIUIATHU CO OCBOEHU 00/I0BU
ofi cuTe (ha3u HA CeJIeKITH]a;

-y4eCTBYBa BO paboTaTa Ha KOMHUCHM W [OPYrd pabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHITUjaTa;

-laBa CTPy4YHA IIOMOII, COBETM M BPIIM MEHTOPCTBO Ha
aJMUHUCTPATUBHU CJIY>KOCHULIM Of] TOHUCKO HUBO;

-yueCTBYBA BO OIEHYBAH-€TO Ha a/[]MUHUCTPATUBHUTE CTYIKOEHUIU
BO AreHuMjaTa u BO [pyTd UHCTUTYIIUY;

-copaboTyBa €O JpYyruTe AaJAMUHUCTPATUBHU CIY)KOEHULIU Of
Arennujara.

2. CekTop 3a cesieknyja Ha KAHIUATH 3a BpaboTyBame
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2.2.OpeneHue 3a CIPOBeAYBAK-E HA UCIIMTH, MUHTEPBjY ¥ TECT HA IMYHOCT

Pegen 6poj 35

[Mucpa VITP0101B01000
HmBo B1

3Bame CoBeTHUK

Ha3uB Ha paboTHO MecTO

[IpOBepKa Ha BEepPOJOCTOJHOCT Ha JOKas3uTe, CHPOBeJyBawe Ha
WHTEPBjy U IIPEeBOJ,

bpoj Ha u3BpmuTenn

1

Oprosapa npej

PakoBogutenor Ha OppfeneHre 3a CHOpPOBeAyBawe Ha WCIUATU U
WHTEPBjy

Bup Ha obpa3oBanue

Hayxka 3a jasuk - mpeBefyBame win O6pasoBanue

I pyru moce6uun yciaosu

MO3HABAaHE Ha MPOITUCUTE 3a CeJIeKIUja U BpaboTyBamhe BO jaBHUOT
CEeKTOp;
M03HaBaHe Ha aHTJIUCKU j3UK

PaborHu menun

-BepOJIOCTOjHA TIPOBEPKA HA [[OKA3HTE;

-e(hMKaCHO U 00jeKTUBHO CIIPOBE/IEHO UHTEPBR]Y;

-00e3beyBam-e MPEBOJ Off MaKeJOHCKM HAa AHTWICKU ja3sMK U
obparHo, 3a moTpebuTte Ha AreHiujara

PaboTHu 3aggauym 1 06BpCKU

-yuecTBYBa Kako TpeTcefiaTe]l WM 3aMeHUK, BO paboraTa Ha
KoMmucuure 3a ceneknuja 3a BpaboTyBamwe 110 jaBeH OrJIac;

-BOJIM TPWBPEMEHa eBUJEHIWja HAa KAHIUIATH 33 KOU IOCTOH
COMHEBale JieKa [OoCTaBuUJie JIa)KHM JI0Ka3u M 3a UCTOTO BO
3aKOHCKH OMpPe/IeIEHNOT POK I'M U3BECTYBA HAJIJIE)KHUTE OPTaHHU,
-o6e3benyBa opMysapu M YCJIOBU 33 HElpeYeHO UM HaBpeMeHO
CIIpOBelyBak-e Ha UHTEPE}Y;

-u3paboTyBa: 3anuCHUK 3a CIpPOBeJleHO WHTepBjy, Jlucra Ha
KaHAUAATH CO KOU e CIIPOBe/IeHO UHTEePBjy u KoHeuHa paHr - ucTa
€O UAEHTU(MUKAIUMCKYA KOJOBU HA KAHIUAATU CO OCBOEHU OO[I0BU
oj cute hazu Ha CeIeKIn]ja;

-y4eCTBYBa BO paboTaTa Ha KOMHUCHM W [OPYrd pabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;

-BPIIU MPEBOJ|, O] MaKeJJOHCKM Ha aHTJUCKY ja3uk U 06paTHo, 3a
noTpebuTe Ha AreHIujaTa;

-aBa CTPyYHA TIOMOII, COBETM U BPIIA MEHTOPCTBO Ha
aIMUHUCTPATUBHU C/Y)KOEHUIIM Off TOHUCKO HURBO;

-yuecTBYBA BO OLIEHYBaH-€TO HAa a/[IMUHUCTPATUBHUTE CIIYKOSHUIU
BO ATeHIIMjaTa v BO IPYTY UHCTUTYITUM;

-copaboTyBa CO [JpYyruTe aJAMUHUCTPATUBHU CHAY)KOEHUIIU Off
AreHumjara.

2. CeKkTOp 3a cejleKIMja Ha KAHOUIATH 3a BPaOOTyBame

2.2. OpmeneHue 3a CIpoBelyBam-€ Ha UCIIMTH, UHTEPBjY U TeCT Ha TUIHOCT

Pegen 6poj 36
Iudpa VIIP0101B03000
Hupo B3
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3Bame

CopaboTHUK

Ha3us Ha paborno mecto

CIIPOBEAYBAKEe Ha UCIIUTHU

bpoj Ha u3BpmuTen

1

Oxrosapa npej

Pakosogurenor Ha OppeneHvie 3a CIpPOBe[yBame HAa WCIIUTU U
WHTEPBjy

Buj Ha obpa3oBanue

OnmrrecTBeHU HaYKH

I pyru moce6uun yciaosu

MO03HABaH-€ Ha POMUCUTE 33 cejieKliMja M BpaboTyBamwe BO jaBHUOT
CEeKTOp

Paborau menun

-ehMKaCHO M HABPEMEHO OPraHU3Mpame U CIIPOBeyBathe Ha
UCIIUTUTE

PaboTHu 3aiauym 1 06BpCKHU

-0 YTBPAYBa UACHTUTETOT HAa KaHIUAATUTE KO MoJlaraaT UCIUTH
W TU 3aT103HABa KaHUJATUTE CO TeKOT M MPaBUJIaTa Ha T0JIarame
Ha UCIIUTUTE, OJHOCHO TECTOT 3a JINYHOCT;

-uzpaborysa Jlucra co UAeHTUUKAIUCKM  KOJIOBU  Ha
KaHAUAATUTE KOU 'V UCIOJIHYBAAT 3aKOHCKUTE YCJIOBU 33 UCIIUTOT
3@ aJIMUHUCTPATUBHO YIIpaByBake U ja 0b0jaByBa HA BeO cTpaHaTa
Ha AreHIujaTa;

-u3paboTyBa U3BECTYBaE 10 MUHUCTEPCTBOTO 3a MH(DOPMATUUKO
OMIITECTBO W AaJMUHUCTpPAIMja 3a KaHJUJATUTE KOHU TOJIOXKUIIE
WCIUT 33 alMUHUCTPATUBHO YIIPaBYBaHE;

-u3paboTyBa: 3anNMCHUK 3a CIIPOBeeH UChuT; JIucTa Ha KaHJuaTh
KOW TO ToJiaraje UCIUTOT, PaHr - jgucra co ujgeHTU(UKALUCKU
KOZOBM Ha KaHJUJATU KOW TPOZAOJDKYBaaT BO Tperara ¢ha3a Ha
cenexumja, Jlucra co ugeHTU(MUKAMCKU KOAOBM HA KaHAUAATH
KOM He TMpojoJDKyBaaT BO Tperata ¢a3a Ha cesekluja,
uH(popMaIyja 3a AeHOT U YacOT Ha OfIP)KYBak-€ Ha TperaTa dasa
Ha CeJIeKIuja.

-y4eCTBYBa BO paboTaTa Ha KOMUCHM W IOPYrd pPabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHITUjaTa;
-yueCTBYBA BO OIEHYBAWeTO Ha a/[]MUHUCTPATUBHUTE CITY)KOEHUIH
BO AreHIIMjaTa U BO JPYTU UHCTUTYITUY;

-mo TmoTpeba, ydecTByBa Kako MpeTcefiaTesl WM 3aMEHWK, BO
paborata Ha Komucuute 3a cejieknuja 3a BpaboTyBame Mo jaBeH
ornac;

-copaboTyBa CO [JpYyruTe aJAMUHUCTPATUBHU CHAY)KOEHUIIU Off
AreHnmjara.

2. CexTop 3a cenexIivja Ha KaHAUIATH 3a BpaboTyBame

2.2.0pneneHue 3a CNpoBe/lyBaH-€ HAa UCTIUTH, UHTEPB]jY U T€CT HA TUYHOCT

Pegen 6poj 37
[Mudpa YIIP0101B01000
Hugo B1
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3Bame

CoBeTHUK

Ha3us Ha paboTHO MecTO

[peBop o7y MakeIOHCKY ja3uK Ha albAHCKY ja3UK U 0OPATHO

bBpoj Ha usspmuTenn

Oxrosapa npej

Pakosogurenor Ha OppeneHvie 3a CIpPOBe[yBame HAa WCIIUTU U
WHTEPBjy

Bup Ha obpa3oBanue

XyMaHUCTUYKY HAYKU U YMETHOCTHU - ja3ULl4 U JIUTepaTypa

I pyru moce6uun yciaosu

PaboTHu nenu

- KBUIMTETEH U HaBpPEMEH TIPeBOJl OJ] MaKeJOHCKU Ha ajJbaHCKU
jasMk u 06paTHO, 3a moTpebure Ha CeKTOPOT 3a CeJieKIHja Ha
KaHOugaTH 3a BpaboTyBamke Kako M 3a J[Apyrd MnoTpebu Ha
AreHuujara;

-KBAJIMTETeH M HaBPeMEH IIPeBOJ Ol MaKeJOHCKMA Ha ajbaHCcKu
ja3sMK Ha UHTEPHET CTpaHMIIaTa Ha ATeHIUjaTa.

PaborHu 3agaumn u 06BpcKu

-BPIIM IIPEBOJ OJf MAKeLOHCKMA Ha aJ0aHCKU jasMK M 0OpaTHO, 3a
notpebute Ha CeKTOPOT 3a ceJleKnWja Ha KaHAWAATH 3a
BpaboTyBabe;

-BPIITM YCMEH U MUCMEH TIPEBOJ 0/ a10aHCKU Ha MaKe[OHCKH ja3ukK
¥ 06paTHO 3a moTpebuTe Ha ATeHIUjaTa;

-yuecTBYBa BO paborara Ha KOMUCHM U Apyru pabOTHU Tejia,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHITUjaTa;
-y4eCcTBYBA BO OIIeHYBAK-ETO Ha aIMUHUCTPATUBHUTE CJTY>KOEHUITH
BO ATeHIIMjaTa ¥ BO [PYTU UHCTUTYIINN;

-BpiIu 06paboTKa Ha bapake 3a 00jaByBalbe Ha jaBeH OrJIac;

-mo morpeba, ydyecTByBa KaKko MpeTcefiaTesl WM 3aMeHUK, BO
paborata Ha Komucuute 3a cejieknuja 3a BpaboTyBame Mo jaBeH
orac;

-copaboTyBa €O [pyruTe AAMUHUCTPATUBHU CIYKOEHUIM Of

Arennmjara.

2. CeKkTOp 3a cesieKIiMja Ha KAHOUIATH 3a BPaOOTyBamke

2.2. OpienieHue 3a CTPOBEIYBak-€ HA UCITUTH, UHTEPBjY U TECT Ha IMYHOCT

Pegen 6poj 38

[udpa YIT1P0101B04000
Hugo B4

3Bame IMomag copaboTHHK

Ha3zus nHa paborHo mecto

u3paboTKa HaA 3aMUCHULU Of] CIIPOBE/ICHUTE WUCIUTHU, UHTEPBjya U
npeBog

bpoj na nu3BpmmuTenn

1

OxroBapa npef

PakoBogurtenor Ha OppeneHre 3a CHOPOBeAyBame HA WCIUTH U
WHTEPBjY
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Bup Ha obpa3oBanue

OmmrecTBeHM HAYKU

I pyru mocebnu yciosu

MO3HaBaH-e Ha MPOIUCHTE 3a CesleKkInja 1 BpaboTyBame BO jaBHUOT
CEeKTOp;
MO3HABaH-e HA aHTJIMCKH ja3UK

PaboTHu njenau

-e(pMKACHO CIIPOBeyBam-e Ha UCITUTUTE 1 MHTePBjyaTa
-00e3benyBame MHPeBONI Of MAaKeJIOHCKM HAa AaHIJINCKUA jasuK U
00parHo, 3a TOTpebuTe Ha AreHIujaTa

PaboTHu 3a1aum 1 06BpCKU

-TYl CJlefii U TIpPUMeHYBa IMPOMNYCUTe 3a cejieKlija U BpaboTyBame
BO JaBHUOT CEKTOP;

-u3paboTyBa HALPT-3aMMCHULIM 3a CIPOBEJIeHU WCIUTH U
WHTEpPBjya;

-yuecTBYBa BO paborara Ha KOMUCHMM W Apyru paboTHU Teia,
thopmupaHnu co pelieHre Ha JUPEKTOPOT Ha ATEHIUjaTa;

-BPIIM MIPEBOJ, Ofi MaKeIOHCKU Ha aynbaHCKM ja3uk ¥ oOpaTHO, 3a
norpebute Ha AreHIujaTa;

-yueCcTBYBa BO OLIeHYBaH-€TO Ha a/[IMUHVCTPATUBHUTE CIIYKOSHUIU
BO ATeHIIMjaTa U BO JPYTU UHCTUTYIIUY;

-mo morpeba, ydyecTByBa Kako TpeTcefiaTesl WIM 3aMEHUK, BO
paborata Ha Komucuure 3a cejeknuja 3a BpaboTyBame IO jaBeH
ormac;

-copaboTyBa CO [JpYyruTe AaJAMUHUCTPATUBHU CIAY)KOEHUIIU Of
AreHuujara.

2. CekTop 3a cejleKnyja Ha KAHOUAATHU 33 BpabOTyBame

2.2. 0apenenvie 3a CIpoOBelyBak-€ HA UCIIUTY, UHTEPBjY U TECT HA JIMYHOCT

Pegen 6poj 39

Mudpa YITP0101I'04000
Huso I'4

3Bame [Momnaz pechepeHT

Ha3us Ha paboTHO MecTo

aIMUHMCTpAaTUBHA NOAAPIIKA

bpoj Ha u3BpmuTenu

1

Oxnrosapa npej

Pakosogurenor Ha OpjieneHvie 3a CIpPOBe/lyBaW-€ HA WCIIUTU U
WHTEPBjY

Buj Ha obpa3oBanue

Cpepnto obpa3oBaHue

JIlpyru moce6Hu yciaosu

Pabornu nenu

-ebuKacHO ¥ HaBpeMEeHO CIPOBeAyBamke Ha IocTamKaTa 3a
ceJyieKIuja

PaborHu 3agaun u 00BpCKu

- MPUMEHYBA MPOMKUCUTE U OMIITUTE aKTH 338 KaHIIeJTapUCKOTO U
ApXMBCKOTO PAabOTEHHE;

-BOZIM €BU/IEHITHja 3a: CIPOBE/IeHN UCITUTH U UHTEPB]ya;

-TM W3BECTYBAa KaHJUIATHUTE 3a CIIPOBE/IYBAH-€TO HA UCOUTH U
VHTEPBjya;

-yuecTBYBa BO paboTara Ha KOMUCHM U Jpyru pabOTHU Teja,
thopMupaHnu co penieHue Ha AUPEKTOPOT HA ATeHITUjaTa;
-y4eCTBYBA BO OLIEHYBaH-eTO HA a/[IMUHUCTPATUBHUTE CITY)KOEHUIU
BO ATeHIIMjaTa U BO [PYTU UHCTUTYITUY;

39



-copaboTyBa €O ApPYruTe AJMUHUCTPATUBHU CIY)KOEHUIM BO
AreHuujara.

3. CeKTOp 3a CTPYYHO — AAMUHUCTPATUBHY PAOOTH U jaBHU HAOABKU

Pegen 6poj 40

Mudpa YIIP0101502000

Huso b2

3Bame PakoBozuTes Ha CEKTOP

Ha3us Ha paboTHO MecTO PakoBoguTen Ha CeKTop 3a CTPYYHO — a[MMHUCTPATUBHU PaboTH
¥ jaBHU HAOABKU

bpoj Ha usspmuTenn 1

Oprosapa mpej, ['eHepaHUOT cekpeTap

Buj Ha obpa3oBaHue [TpaBHU HAYKH

Ilpyru mocebuu yciosu MO3HABAHE Ha OMIITU MPOMUCH Of afIMUHUCTPATUBHATA 00J1acT U
JIPYTH TIPONUCH off HajpieskHOCT Ha CeKTopoT

PaboTHu jem -MOAJpIIKA HA KaHLEeJapuCKOTO U apXUBCKO paboTeme,

MH(POPMATUUKUOT CUCTEM M IPYTU CTPYUHU pabOTH Bo AreHIujaTa;
-CIIPOBE/lyBaH-€ Ha jaBHUTE HAOABKYU BO ATeHIIMjaTa;
-0be3benyBame MaTepujaHO-TEXHUYKU YCJIOBM 3a pabora Ha
BpaboTeHuTe BO AreHiujaTa.

PaboTHu 3aj1aun u 06BpCKU -pakoBoau co CexTopor (ja opraHu3upa, HacOUyBa W KOOPAUHUDA
paborara, BpIIM HeMoCcpeJHa KOHTpPoOJda ¥ HAA30p HAaj
U3BPIIYBakeTO Ha pabotuTe, rM pacropesyBa paborture u
3aJlaunTe Ha PakOBOJUTESUTE HA ojfeseHujaTa Bo CeKTOpOT, ce
IpU>KU 3a paboTHATa AUCLUIUIMHA Ha BpaboTeHUTe BO CEKTOPOT U
JlaBa CTpyYHa TIOMOI, COBETM U BPIOIM MEHTOPCTBO Ha
aJMUHUCTPATUBHY CITY)KOeHUIM off ATeHIrjaTa);

-y4eCTBYBa BO paboTaTa Ha KOMUCHM W HOPYrd pabOTHU Tea,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa NMpeJio3n Ha: CTPATeIlKH IJlaH, MporpaMa 3a pabora,
OylieT, u3BelTaj 3a pabora, (yHKIMOHaJIHA aHaAAM3a, akTH 3a
BHaTpelIHa OpraHu3aryja u cucTemMaTu3anmja Ha paboTHUTE
MecTa, iaH 3a 00yku Ha BpaboreHuTe BO CeKTOPOT, Kako U
MeCeuyHU, KBapTaJiH{, TOJYTOAMIIHW U TOJUIIHM W3BELITau O]
acnekT Ha /1eJIOKPyroT Ha pabora Ha CeKTopoT;

-I'¥l TIpejijiara U CIPOBeyBa IPOIeAypPUTe 0f JeJI0OKpYT Ha paboTa
Ha CexTopoT Bo paMku Ha CHMCTEeMOT 3a MeHalIMeHT CO KBaJUTET
corsacHo bapamara Ha Crangapgor ISO 9001:2008;

-TM OIIeHYBAa PAKOBOOHUTE AaZMUHUCTPATUBHU CIY)KOEHMIM BO
CekTopor, o otpeba u fpyry Bpaborenu of CeKTOPOT U MOXKe fa
YUeCTBYBA BO OI[€HYBaH-€ HA aJJMUHUCTPATUBHU CIYKOEHUIU BO
AreHuujata M Ha aJMUHUCTPATUBHU CIOY)KOEHUIM BO [Jpyru
WHCTUTYIUY,

-copaboTyBa CO a/MUHUCTPATUBHU CIY>KOeHUITU off ATeHIUjaTa U
O]l MHCTUTYL[MUTE 0]] jABHUOT CEKTOP, 32 Mpallamma off JeJIOKpYT Ha
pabora Ha CexToporT;

-mpe3eMa aKTUBHOCTM 3a TIpaBWIHA MNpPUMeHa Ha 3aKOHOT 3a
apXuBCKU MaTtepujan u YpenbaTa 3a KaHIENIapUCKO UM apXUBCKO
paboTeme;
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-ro 01006pyBa JOHECYBAKETO U ja cyieiM peanu3anujata Ha [LtaHor
3a jaBHU HaOaBKU BO ATeHIIN]aTa;

-TH KOOPAWHUPA aKTUBHOCTUTE 3a copaboTKa Ha AreHIujaTa co
MelyHapOJHU UHCTUTYLUU U OPraHy;

-yyeCcTBYBa BO MOATOTBYBakeTO HAa IpeAJjio3n 3a pa3Boj Ha
nHGOpMaTHIKaTa TEXHOJOTHja U UHGOPMATUUKOTO paboTeme Ha
Arennujata Bo copaborka co pakoBoputesnoT Ha OjijieJIeHUeTo 3a
nHGOpPMaTHIKA TEXHOJIOTHja U TTOAAPIITKA.

3. CeKkTOp 3a CTPYYHO — AIMUHUCTPATUBHY PabOTU U jaBHU HAOABKU

Pegen 6poj 41

[ucdpa YI1P01016503000

Huso b3

3Bame [ToMOMTHUK paKOBOJIUTEN HA CEKTOP

Ha3us Ha paboTHO MecTO [lomomHUK  pakoBojuTes Ha  CekTop 3a  CTPyYHO  —
aJIMUHUCTPATUBHU pabOTH U jaBHU HaOaBKU

bpoj na usBpmuTenun 1

OnroBapa nipej PakoBoguTesor Ha CEeKTOP 3a CTPYYHO - aJIMUHUCTPATUBHYU PaboTu
1 jaBHU HabaBKHU

Buj Ha obpa3oBanue [TpaBaM Hayku, VIHXeHepPCTBO U TEXHOJIOTHja-UH(MOPMATUKA WU

JaBHa ynpaBa ¥ aiMUHUCTPAIHja

I pyru mocebuu yciosu -03HAaBaK-€ Ha OMIITUTE MPOIUCH Of, aAIMUHUCTPAaTUBHATA 00J1acT
W IPYTHU NPOITKUCH Off Hajiie)xHocTa Ha CeKkTopoT
PaboTHu jem -MOAJpIIKA HA KaHLEeJapuCKOTO U apXUBCKO paboTeme,

WHODOPMATHUKUOT CUCTEM U JPYTU CTPYUYHU paboTH BO AreHnujara;
-CIIPOBE/lyBAH-€ Ha jaBHUTE HAOABKM BO ATeHITUjaTa;
-00e30enyBamke MaTepujaHO-TEXHUYKM YCJIOBM 3a paboTa Ha
BpaboTeHUTe BO AreHumjaTa

PaboTHu 3aj1aun u 00BpPCKU -moMara BO U3BPINYBaHk-eTO Ha paboTu off AeoKpyr Ha CeKTOpPOT U
BO CJIy4aj HA OTCYCTBO WJIM CIPEYEHOCT HAa PaKOBOJUTEJIOT Ha
CeKkTOpOT ro 3aMeHyBa MCTHMOT, BP3 OCHOBA Ha OBJIACTYBakke Of
reHepajHUOT ceKpeTap / IMPEKTOPOT Ha ATeHIIMjaTa;

-y4eCTBYBa BO paboTaTa Ha KOMUCHM W HOPYrd pabOTHU Tea,
thopmupaHu co penreHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa HaNPT HA: CTpATelIKV MJIaH, mporpama 3a pabora,
OylieT, u3BelTaj 3a pabora, (pyHKIMOHaJIHA aHaAAW3a, akTH 3a
BHaTpelIHa OpraHu3aryja u cucTemMaTu3anmja Ha paboTHUTE
MecTa, IJ1aH 3a 00yKu Ha AreHI[ujaTa, Kako ¥ MeCeYHU, KBapTaJHu,
MOJIYTOJUINHU U TOOUIIHYA U3BEIITAN Off aCIIeKT Ha JIeJIOKPYroT Ha
pabota Ha CeKTOpOT;

-u3paboTyBa MporeAypu ofi Ae/OKPyT Ha pabora Ha CeKTOpOT BO
pamku Ha CUCTEMOT 3a MEHALIMEeHT CO KBaJUTeT COrJIaCHO
bapamata Ha Ctangapaot ISO 9001:2008;

-yueCTBYBA BO OlleHYBae Ha afIMUHUCTPATUBHU CIY)KOEHUIIM BO
AreHuujata M Ha aJMUHUCTPATUBHU CIOY)KOEHUIM BO [Jpyru
WHCTUTYIUY;

-copaboTyBa €O a[IMUHKUCTPATUBHU CJIY)KOeHUIM of] AreHuujaTta u
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Ol MHCTUTYLMUTE O] jABHUOT CEKTOP, 3a Mpallarma Of JeJ0KPyr Ha
pabota Ha CeKTOpOT;

-npe3eMa aKTUBHOCTHU MOBP3aHU CO KOPUCTEH-e U OJP)KyBaibe Ha
BO3HUOT IMapK, OJ0OpyBame Ha peBepcH 3a KOPUCTEHETO Ha
MaTepHjaIHO-TeXHUYKUTEe  CpefcTBa  Ha  AreHiujata U
u3paboTyBame Ha Iperjeau 3a eBueHIujaTa Ha pabOTHOTO Bpeme
Ha BpaboreHure Bo CeKTOpOT;

-Bo copaboTka co pakoBoauTenor Ha CekTopoT, u3paboTyBa

npegior-I1naH 3a jaBuu HabaBKY BO AreHuujara.

3. CexTOp 3a CTPYYHO — AAMUHUCTPATUBHY PAOOTH 1 jaBHM HAOaBKHU

3.1. OgmeneHue 3a CTPyYHM PAOOTH M APXMBCKO M KAHIIETAaPUCKO PAb0TemHe

Pegen 6poj 42

[Mudpa YITP0101504000

Hugo b4

3Bame PakoBofuTesN HA OfiflesIeHHe

Ha3us Ha paboTHO MecCTO PakoBoguren wa OffeseHve 3a CTPYYHM pabOTM M apXUBCKO U
KaHIleJIapuCcKo paboTeme

bpoj na usBpmuTenun 1

Oprosapa mpej, PakoBogurenot Ha CeKTop 3a CTPYYHO - afIMUHUCTPATUBHU paboTu
¥ jaBHU HAOABKU

Bup Ha obpa3oBaHue O6bpasoBanue, IlpaBHM HayKM WJAM JaBHa yopaBa W

aAMUHUCTpanuja

Ilpyru moce6un yciaoBu

PaboTHu 1enu -echbukacHa CTpy4yHa MOAPIIKA HA OPTaHU3AIMCKUTE eAMHUIIA Ha
AreHilujaTa BO KaHIIEIAPUCKOTO U aAPXUBCKOTO paboTeme u
JIPYTUTE CTPYYHU U JIMUHHUCTPTUBHO TEXHUYKHU paboTn

PaboTHu 3ajaun u 06Bpcku -paxosBogu co Oppenenvero (ja opraHusupa, HacodysBa W
KOOpZuHUpa paboraTa, BPIIY HEIocpeiHa KOHTPOJIa U HaJ[30p Haj,
U3BpHIYBAakeTO Ha paboTuTe, THU pacrmopeayBa paboTute WU
3ajaunTe Ha BpaboreHute Bo OpjeneHueTo, ce TPWKHU 3a
paboTHATa JUCIUTIIMHA Ha BpaboTeHuTe Bo OfijlesieHUETO U JlaBa
CTpyuyHa  [OMOINI, COBeTM U  BPHIM  MEHTOPCTBO  Ha
aIMMHUCTPATUBHU CNY)KOEHUIM off AreHIujara);

-yuecTBYBa BO paborara Ha KOMUCUM U Apyru pabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHIIUjaTa;
-u3paboTyBa Mpe/Jio3n Ha: CTPATeIlKH IjlaH, Mporpama 3a pabora,
Oy1ieT, M3BemTaj 3a padoTa, DYHKIMOHAIHA aHAJIW3a, aKTU 3a
BHATpelIHa opraHu3alivja u cucteMatu3saliija Ha paboTHUTe MecTa
M IJlaH 3a 00yku Ha BpaborenuTe BO OpjeIeHUETO, KAKO H
MEeCeuHU, KBapTaJH{, TOJAYTOAMIIHU M TOJUIIHM U3BENITau O/
acneKT Ha J1eJIoKpyroT Ha pabora Ha OfeneHueTo;

-I'¥l [Ipejijiara u CIpoBeiyBa IIpoLeypuTe of JejIoOKpyr Ha pabora
Ha OppmeneHueTo BO paMku Ha CHCTEMOT 3a MEHAIIMEHT CO
KBaJINTET COrjlacHo bapamarta Ha Crangapgot ISO 9001:2008;

-y otleHyBa BpaborenuTe Bo Of/leJIeHUETO U MOYKE Jla YYecTBYBa
BO OTleHYBaK-€ Ha a/IMUHUCTPATUBHU CIY>KOEHUIN BO AreHIujaTa
Y HA af]MUHUCTPATUBHU CIY>KOEHUIM BO JPYT MHCTUTYIIUY;
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-copaboTyBa €O a/MUHUCTPATUBHU CJIY)KOeHUITU 0ff ATeHlujaTa U
Ol MHCTUTYLUUTE OJ] jaBHUOT CEKTOP, 3a Mpallaka of, LeJ0KPyr Ha
pabora Ha OppienieHneTo;

-BpIIM KOHTPOJIA HA apXUBCKOTO U KAHLEJIAapPUCKOTO paboTerme Ha
AreHuujara;

-TM KOOpPAWHMpA AaKTUBHOCTUTE KOM TMpOMU3JeryBaaT oOff
OduilaTepasiHaTa U MyJITWIaTepajgHaTa copabOTKA U yIeCcTBOTO Ha
Arennyjata Bo paboTHY Tesa ¥ TPy BO paMKHU Ha MefyHapoHaTa
copaboTKa;

-BO copaboTKa €O MOMOIIHUKOT pakoBogurtesn Ha CekTop ro
OpraHM3upa, CIOpOBeJyBa U KOHTPOJMpa W3BPIIYBAKETO Ha
aKTUBHOCTUTE 3a MPEBO3 U OAP)KYyBake Ha BO3HUOT TapK Ha
AreHuujara.

3. CexTOp 3a CTPYYHO - 3/[IMUHUCTPATUBHU pabOTH U jaBHU HabaBKU

3.1. OpienieHue 3a CTPYYHU pabOTH M apXUBCKO U KaHIeJIapUCKO paboTemhe

Pegen 6poj 43

Iucdpa YI1P0101B01000

Hugo Bl

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO CTPYYHA MOJPIITKA ¥ MefyHapoHa copaboTka

bpoj Ha usBpmuTenn 1

Oprosapa npep PakoBogurenot Ha OfaeneHue 3a CTPYYHH pabOTU U apXUBCKO U
KaHI[eJIapUCKO paboTeme

Buj Ha obpa3oBaHue [TpaBHu Haykw, [lomuTruku Hayku wiu Corrosioruja

Ipyru mocebHu yciosu

PaboTHu 1jem -CTPYYHO U e(UKACHO CIPOBE[YBak€ HA MPOIMUCUTE 3a jaBHU
HabaBKy;

-poMolija Ha AreHIMjaTa Ha MefyHapoeH IJIaH;

PaboTHu 3agauym 1 06BpCKU -u3paboTyBa Oapaiba 3a jaBHM HabOaBKU, TEXHUYKH cHeIl[M(UKAIIUH
1 U3BEIlTau;

-u3paboTyBa MoTpebHA JOKYMeHTaluuja 3a HAaOaBKM HA CTOKU H
yCIyTH;

-u3paboTyBa MEMOpaHAyMU U JOTOBOpPM 3a copaboTka co
MeryHapOHA MHCTUTYIIUY U PYTH OPraHu3alui U TU KOOPIMHUPA
aKTMBHOCTUTE MMOBP3aHU CO M3TOTBYBak-€ HA HAILPT-IOTOBOPH 3a
copaboTKa co Mel'yHapOIHU UHCTUTYITUU U OPTaHu;

-ja xoopAWHUpa buiaTepasHaTa U MyJATHUIaTepasHaTa copaboTKa
€O MefyHAapOAHWTE UWHCTHTYLIMU, [PEKy BOCIIOCTAByBambe Ha
MUPEKTHU U PEIOBHU KOHTAKTY CO HaJlJIE)KHUTE [P>KABHU OpPraHu
U TOHATOPUTE;

-M3TOTBYBA IIJIAHOBU M MpOrpamMa 3a MeryHapojgHa copaboTka Ha
AreHilujaTa, OpraHW3WMpa CTYJUCKU TIOCETM Ha  CPOJHU
WHCTHUTYILIHH, CO T1eJT YHATIPeJyBakhe Ha KBAJIUTETOT Ha paboTemeTo
Ha AreHIujaTa;

-TM opraHusupa ciay)xkbeHuTe mnaTyBatba Ha BPabOTEHUTE BO
AreHnmjaTa Bo 3eMjaTa M BO CTPaHCTBO;

43



-yuecTBYBa BO paborara Ha KOMUCHMM W Apyru paboTHU Teia,
thopmupanu co pelieHre Ha AUPEKTOPOT HA ATeHIUjaTa;

-IaBa CTPy4YHa TMOMOII, COBeTM ¥ BPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHU CJIY)KOEHULIM Off TOHUCKO HUBO;

-yyecTByBa  BO  OIleHYBamkeTO  HA  aJMUHUCTPATUBHUTE
CoTy>K6eHUIY BO AreHIiijaTta v BO Ipyry UHCTUTYIUY;

-copaboTyBa CO [JpYyruTe AaJAMUHUCTPATUBHU CIY)KOEHUIU Of
AreHnujara.

3. CeKTOp 3a CTPYYHO — [MUHUCTPATUBHU PabOTH U jaBHU HabaBKU

3.1. OpfrenieHue 3a CTPYYHU pabOTH M apXMBCKO U KaHIeJIApUCKO PaboTemke

Pegen 6poj 44

Ilucpa YITP0101B01000
Hugo B1

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO

KaHIleJaprCcKo U apXUBCKO paboTere W OJTHOCH CO jaBHOCTA

bpoj Ha u3BpmuTenn

1

OpnroBapa npej

Pakosoguresor Ha Offenenue 3a CTPYYHM pabOTU U apXUBCKO U
KaHIleJaprucKo paboTeme

Bup Ha obpa3oBanue

Conuosnoruja, Obpa3oBaHue Uin JaBHA yIIpaBa 1 aAMUHUCTPALH]a

I pyru mocebuu yciosu

Mo3HaBawke Ha MPONUCHTe of oblacTa Ha apXUBCKOTO W
KaHIleJIaprucKoTo paboTermhe

PaborHu enun

-3aKOHMTO apXUBCKO U KaHIIeJIaPUCKOo paboTerme Ha AreHIujaTa;
-TpaHcnapeHTHO paboTewe Ha ATeHIUjaTa, TPeKy BOCIIOCTaBYBakbe
Ha KOMYHUKAI[{ja CO CpeICTBATA 33 jaBHO UH(OpMUPake

PaborHu 3agaumn u 06BpcKu

-yuecTBYBa BO paborara Ha Komucujata 3a uspaboryBame Ha
MJaHOT Ha AapXMBCKUTE 3HAIM CO JIMCTaTa HA AapXUBCKU U
IOKYMeHTapeH MaTepujat;

-yueCTBYBA BO O/[0UPaHmeTO Ha apXUBCKUOT Off NOKYMEHTapPHUOT
MaTepujajl, eBULeHTUparme (OMUC U IIOHKC) Ha apXUBCKUOT
MaTepujasi, KaTeropusaiidja u MONUIyBamke HA JTOKYMEHTapHUOT
MaTepujal Co U3MUHAT POK 3a UyBakhe;

-TM CIpOBeAyBa MpOMMCUTE 3a yHoTpeba Ha mevyaTuTe U
1mTeMoOuIuTe Ha AreHInujaTa, HUBHO 4yBak-€, CTaBake BO yroTpeba,
npejfiaBal-e Ha OBJACTEHO JIMIe, 3allITUTA Off HEOBJIACTEHO
KOPHCTEH:€e U CTaBakkhe BOH yIoTpeda 1 HUBHO HULITEHhE;

-BOJIV TPUXKA 3@ UyBatbe, CTPYYHO OZIPIKYBam-e U 0b6e30eyBathe Ha
MOKYMEHTAapHUOT MaTepujaji ojf OINTeTYBaH-e, YHUIITYBaHe U
HCYe3HYBaH-E;

-opraHu3upa KoHepeHIMY 3a TedYar, 3a Pajiuo U 3a TeJeBu3nja,
6puduMH3M U KOMYHUKAIMja CO HOBUHAPU, UHTEPEBjya, MOJIrOTBYBa
COOMLITEHHW]ja 3a jaBHOCTA U T'M JOCTABYBA [0 MEIUYMUTE W BPIIU
JPYrM aKTHBHOCTHM TOBP3aHM CO KOMYHUKalujaTa Ha AreHIiujata
CO jaBHOCTA;

-copaboTtyBa co nuIaTa 3a ogHocu co jaBuocra ofi CobpaHueTo Ha
Penyonuka Maxkenonuja, Bnagata Ha Pemybnuka MakeoHuja,
MMHMCTEPCTBATA U JPYTU UHCTUTYLIVM O]] jABHUOT CEKTOP;
-y4ecTByBa BO paboTaTa Ha KOMWUCHM U APYyTH paboTHU Tea,
dopMupaHy co penieHue Ha IMPEKTOPOT HAa ATeHIIUjaTa;
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-laBa CTpPyYHa M[OMOIU, COBeTM U BpPIIM MEHTOPCTBO Ha
aIMUHUCTPATUBHY CJTY>KOEHUIIM 0T TOHUCKO HUBO;

-y4eCcTBYBa BO  OIleHYBake€TO Ha  aJiMUHUCTPATUBHUTE
cyK6eHuIM Bo AreHIujaTa v BO [[pyrd MUHCTUTYITUY;

-copaboTyBa CO [JpyruTe AaAMUHUCTPATUBHU CIY>KOEHUIU Of
AreHnujara.

3. CeKkTOp 3a CTPYYHO — a[]MUHUCTPATUBHU PabOTHU U jaBHU HabaBKU

3.1. OgmesneHue 3a CTPYYHM PAOOTH M APXMBCKO M KAHIIEJTaPUCKO Pab0Te ke

Pegen 6poj 45

[Mudpa YI1P0101B01000

Huso Bl

3Bame CoBeTHUK

Ha3us Ha paboTHO MecTO KOOPZIMHAIIMja U CTPYYHA MOJI/IPIIKA Ha paboTaTa Ha IMPEKTOPOT

bpoj na usBpmuTenn 1

Oprosapa mpej, PakoBogurenor Ha OffeneHue 3a CTPyYHH pabOTU U apXUBCKO U
KaHI[eJIapUCKO paboTeme

Buj Ha obpa3oBanue CoumjasiHa paboTa u conuyjasHa IOJUTHUKA

I pyru mocebuu yciosu

PaboTHu 1jem -KOOp/IMHANja U MOAJPIIKA BO CIPOBE/IYBAHKETO HA (hYHKIUUTE

of menokpyr Ha paborara Ha [JUPEKTOPOT, MPEKy CaMOCTOjHO
BpLIEH:€ CI0)KeHW aIMUHUCTPATUBHO CTPYYHM U TeXHUYKU
3ajaun

PaboThu 3a71a4u 1 06BpPCKH -BPIIU MPeTJiefyBae U Pacrope/lyBame Ha MPe/IMETUTE U IPYTUTE
IOKYMEeHTH TI0 OpraHu3anucku eavHuny cropen [lnaHor 3a
apXUBCKUTE 3HAIIY, IPUEM U CPEJIYBAH-€ HA MPEeJIMETUTE U JIPYTUTE
MIOKYMEHTH Ha JAUPEKTOPOT, KaK0 U UyBal-€ Ha MaTepujajuTe 3a
MoTpebuTe Ha JUPEKTOPOT;

-BPIIM  CPeJlyBak-e¢ Ha TMpefAMeTUTe U [JPYrUTe [JOKYMEHTH,
JIOCTAaBeHU Ha TOTIUC U YBUJ, Kaj JUPEKTOPOT U BOAM eBUJIeHIIMja
33 UCTUTE;

-BOJJM TOTCETHWK 3@ COCTAHOIM Ha JUPEKTOPOT, BpIIU
KOOpAUWHAIlja MpU TOArOTOBYBAaHK€TO HAa COCTAHOLIUTE Ha
IUPEKTOPOT M BOAU CJY)KOeHUM OeJIelKU Off pa3roBOPUTE, KAKo U
MO/ITOTOBYBAkhe, U3BECTYBAWe 33 JHEBHUOT PeJl M TEPMUHOT 3a
OJIpKyBamke U Clefiele Ha peajau3alidjaTa Ha 3aKIydoluTe Of
CTpy4YHHUOT KOJIeTUYM Ha ATeHIIujaTa;

-TO KOOpJMHUWpa W aJMUHUCTpUpA cucteMoT E-Bnaga 3a
HaBPeMEHO MPOCie[lyBaHe Ha MaTepujajuTe [0 BpaboOTeHUTe;
-BPITM TIPUEM U YIIATyBaH-€ Ha CTPAHKUTE Kaj UPEKTOPOT, KaKo U
BOCTIOCTABYBal-e BHATPEINHW U HAJIBOPENTHU TeleOHCKU W
€JIEKTPOHCKH BPCKH 32 NOTpebuTe Ha JIUPEKTOPOT;

-y4eCcTBYBa BO TOATOTBYBAHKETO W  OPTAaHU3UPAWHETO Ha
cyKOeHUTe NMaTyBama Ha JUPEKTOPOT BO 3eMjaTa U CTPaHCTBO;
-y4ecTBYyBa BO paboTaTa Ha KOMUCHM W OPYrd paboOTHHU Teja,
dropMupaHu Co pernieHre Ha TUPEKTOPOT Ha ATeHIINjaTa;

-laBa CTpy4YyHa TMOMOII, COBeTM M BpIIM MEHTOPCTBO Ha
aIMUHUACTPATUBHU CJY>KOSHULIM Off TOHUCKO HUBO;

-yu4eCcTBYBA  BO  OIEHYBAakeTO0 Ha  a/[]MUHUCTPATUBHUTE
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cyK6eHuIM Bo AreHIujaTa v BO [[pyrd MUHCTUTYITUY;
-copaboTyBa CO [JpyruTe AaAMUHUCTPATUBHU CIY>KOEHUIU Of
AreHnujara.

3. CexTOp 3a CTPYYHO — aJIMMHUCTPATUBHM PabOTH U jaBHU HAbaBKH

3.1. Oppesrenue 3a CTPyYHM pabOTH M aPXMBCKO M KAHI[€JIAPUCKO paboTemne

Pegen 6poj 46

[Mucdpa YI1P0101B04000
Huso B4

3Bame Iomaj copabOTHUK

Ha3us Ha paborHo mecTo

CTpPy4HO - aAMUHUCTPATURBHHU PaboTH

bpoj Ha u3BpmuTenn

1

OproBapa npej

Pakosoguresor Ha OffeneHue 3a CTPYYHM paboOTH U apXUBCKO U
KaHIleJaprucKo paboTeme

Buj Ha obpa3oBaHue

OnmirecTBeHU HaYKH

I pyru mocebuu yciosu

PaborHu jenn

-epMKacHO UM KBaIUTETHO  U3BPIIyBae HA  CTPYYHO-
a/IMUHUCTPATUBHUTE PabOTH BO AreHiiujaTta

PaboTHu 3aggauym 1 06BpCKU

-CIipoBe/lyBa HajeJHOCTABHY, DPYTUHCKHY, CTPYYHO-
aJMUHUCTPATUBHM pabOTH MOBP3aHM CO KAHI[EJAPUCKO U
apxuBCKO paboTemne;

-u3paboTyBa HAUPT-CTAHAAPAU3VPAHU TIPOLEIYPU 32 apXUBCKO U
KaHIIeJIApUCKO paboTeme, 32 KOPUCTEHe HAa OCHOBHHUTE CPeJCTBA
3a paboTa, UHBEHTAPOT, KAHIIEJAPUCKUOT U JIPYTHOT IMOTPOIIEH
marepujal;

-yueCTBYBa BO O/[0UPAHmeTO Ha apXUBCKUOT Off NOKYMEHTAapPHUOT
Marepujas, eBUEHTUDaH-€ (OMUC M TIOMKWC) Ha APXUBCKUOT
MaTepujall, KaTeropusaluja v MONWIIYBake HA JOKYMEHTApPHUOT
MaTepHujaJl Co U3MHUHAT POK 33 UYBAK-E;

-yuecTBYBa BO IIPE[JaBaH-€TO Ha apXUBCKUOT MaTepujaj Ha TpajHO
yyBam-€ BO JIpKaBHUOT apxuB Ha Penybiinka MakemoHuja;
-yuecTBYBa BO pabotaTa Ha KomucujaTa 3a MOMKUC U YHUIITYBAhE
Ha JOKYMEeHTapHUOT MaTepujasi cCo U3SMUHAT POK 33 UYBAHE;
-y4eCTBYBa BO paboTaTa Ha KOMUCHM W IOPYrd pPabOTHU Teja,
thopmupaHnu co penieHue Ha AUPEKTOPOT HA ATeHITUjaTa;
-yuecTBYBA BO OLIEHYBaH-€TO HAa a/[IMUHUCTPATUBHUTE CIIYKOSHUIU
BO AreHIMjaTa U BO JpYTU UHCTUTYIIVIY;

-copaboTyBa CO [JpYyruTe aJAMUHUCTPATUBHU CHAY)KOEHUIIU Off
AreHumjara.

3. CeKTOp 3a CTPYYHO — aJIMMHUCTPATUBHM PabOTU U jaBHU HAOABKU

3.1. OpjiesieHue 3a CTPYYHU pabOTH M apXUBCKO M KAHIeJIaPUCKO paboTerhe

Pepnen 6poj 48

IMucdpa VITP0101I01000
HuBo

3Bame

Ha3us Ha paboTHO MecTO K

bBpoj Ha usspmuTenn 2
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