I[OJI}KHOCTHEIH HHCTPYRKIHA

OubJHoTeKaps

1. Ob6mue monoxKeHN .

1.1 Hacrosiuas 10/DKHOCTHAS HHCTPYKIMS pa3paboTana Ha OCHOBE Tapu(HO- KBalTH(pu-
KallHOHHBIX XapaKTEePHUCTUK, COINIaCOBaHHBIX IMocTaHoBIeHHeM MunucTepersa Tpyna Poc-
cutickoit @enepanuu ot 1 despans 1995 r.N 8 u HanpapIeHHBIX 1l PyKOBOJACTRA B paboTe
nrceMOM MununcTeperpa oopazosanusa Poceuiickoit @enepanuu ot 4 asrycra 1995 r.N 58-
M.

1.2. bubnuoTekaps HazHa4YaeTCsi U OCBOOOMIAETCS OT JI0JDKHOCTH JJUPEKTOPOM LIKOJIbL,
IOMYMHAETCS HEIIOCPE/ICTBEHHO 3aBeiytolieMy OubIHoTeKoi.

1.3. BubnuoTexaps N10KeH UMeTh (KaKk MUHHMYM) BEICIIIEE WK CpeaHee podecCHOHATb-
Hoe obpasoBaHue 6e3 npeapaBieHus TpeOoBaHUHA K CTaXy paboThl HiaH obliee cpeHee
oOpaszoBaHKe, KypCOBYIO IIOATOTOBKY. '

1.4. B cpoeil nestensHocTr 6ubIHOTEKAPE PYKOBOACTRYETCS 3aKOHOAATENLCTBOM Poccuii-
ckoii Denmepaunu o KyneType, 00pa3opaHuy 1 OUOIHOTEUHOM [ielle; MOCTAHOBIEHHAMH
IlpasurenscrBa Poccuiickoit @enepauud, ONPeaCAOIIAME PasBUTHE KYJILTYPEL; PYKOBO-
JAIMMH JOKYMEHTaMH BBIIIECTOSIIMAX OPraHOB 10 BOIpocaM OubmmoTeuHol paboTet;
IIpaBHIaMH OpraHHu3allud OubIMOTEedHOro Tpy/a, YueTa, HHBeHTAPH3AIINH; IPAaBHIIaMH [10
OXpaHe Tpy/a, TeXHUKE Oe30MaCHOCTH U NPOTHRONOKAPHON 3aIIHTE, a Tak)ke YCTaBOM |
IIpaBuiaMu BHYTPEHHEIO TPYAOBOTO PacIopsika MKojbl, [TonoxkenneM o GubmHoTEKE
00meo6pa3oBaTebHOTO YUPEKACHAS U HacTosied MHCTpyKInei.

2. (OyHKUHH.

2.1. Copeiicteue opraausauny paboTel OHOIMOTEKH KaK 00pa30BaTeNsHOTO, HH(OPMAIH-
OHHOTO H KYIBTYPHOI'O YUpEKICHHS;

2.2. Tlomomrs 3aBeayromemMy 6ubnuOTEKOH B 00eceyeH# y4eGHO-BOCINTATEILHOTO PO~
necca u camoo0pa3oBaHus cpefcTBaMy GHOTHOTEYHOro U HH(POPMALIHOHHO-
Gubnmorpaduaeckoro 06CITy)KHBAHUSA YJaIINXCsl, IENAroroB | APYTHX KaTeropuit aurate-
nefi.

2.3. CopeilicTBre (JOPMHPOBAHHIO Y UHTATE/EH HABBIKOB HE3aBHCUMOTO OHOIMOTEUHOTO
TIONE30BATEIs: 00y9IEHHNE TIONB30BAHMIO KHUTOM ¥ APYTUME HOCHTEISAMA HHPOPMALIUY.
2.4. YyacTye B COBEPLICHCTBOBAHHH TPAAHIMOHHEIX M 0CBOEHHE HOBBIX GHOIMOTEUHBIX
TEXHOJIOTHH.

3. JoKkHOCTHBIE 00513AHHOCTH,

bubnuoTexaph BHITONHIET CACAYIOMHE ODKHOCTHBIE 00A3aHHOCTH:

3.1 BezmeT yueT npogenanuoit paboTs;

3.2 COBMECTHO C 3aBE/IyIOIHM OHOIHOTEKOM BEJET U HECET OTBETCTBEHHOCTD 32 JOCTOBEPHOCTD
OnOnmoTeuHOH NOKYMEHTAIIAM!

® TETPany 3aMEHbBI YTEPSHHBIX UATATEISMH U NPUHATEIX B3aMeH, UHTATENLCKHX HOpMYJis-
POB, aKTOB Ha CIIHCAHHE W3/IAHUI;



3.3 Ha ocHOBE W3yYeHHS COCTOAHMS (OHNA M TUTATEIBCKOTO Cripoca CoOmeHCTBYeT (hopMUpPOBa-
HHIO OH6IHOTEYHOro OHIA B COOTBETCTBHE C 00pazoBaTeTbHBIMH IIPOrpaMMaMy obureo6paso-
BaTCIBHOTO YUpeKOeHHA:

® IOJACT NPEIIOKEHHUS O MPHOOPETEHHH HAYIHO-TI03HABATETEHEIX 1 XYIOKECTBEHHBIX J10-
KYMEHTOB;

¢ YHaCTBYCT B 3aKase y4COHBIX H METOIHIECKHX 0KYMEHTOB (ygactByeT B obopMaeHHH 3a-
Ka3a Ha y4eOHUKH C IOMITHCAMHE yIUTeIeH U 3aM. JUPEKTOpa 110 y4ebHOo-
BOCIIUTATEIBHOM paboTe, comeHCTBYeT IOMOMHEHUIO (onna HenocTatouno KoMMUECT-
BEHHO YKOMIUTCKTOBAHHBIX CTapbIX Y4e6HAKOB U Ip.;

¢ [P HATMIIH CPE/ICTB YYaCTBYeT B IIONONHERNH (hoH1a ay/TMOBU3YATLHLIMH JOKYMEHTa-
mu (ABJT) (noxymentamu, CONEpXKAIMMH U300PasHTENBHYIO H/HITH 3BYKOBYIO M TEKCTO-
BYIO HH(OpMAaNuio, BOCIIPOM3BOIHMYIO € IOMOIILID TEXHUYECKHX CpeJICTB),

3.5 yaactByer B opraumsanun 6ubnmmoredtoro (honpa:
¢ OCYHICCTBIIET TEXHHYECKYIO 06paboTKy, MOy yeHHEIX JIOKYMEHTOB;

e ofecrieunBaer CHCTEMATHKO-aJIQaBUTHYO PACCTAHOBKY IOKYMEHTOB B COUETAHHEL ¢ opra-
HU3aUUEH s YYalTuXCs TEMATHIeCKuX | XKaHPOBBIX BBHICTABOK;

* obecrieunBaeT Ha/UTeXAaMIHii KOHTPOITE 33 BHIHOCOM BBLIAHHBIX YHTATEIISIM IOKYMEHTOB:
TIOJUIEPIKHBACT TIPEYCMOTPEHHEIE MEPEL 110 COXPAHHOCTH BHBIHOTETHONO doHza npH
OTKPBITOM NOCTYTIE: IPOBOJUT MPOGHIaKTHYECKHE Gece bl ¢ YUTATENAMH, 3aT0TaBIIHBA-
CT 3aKJIa/IKH-HANOMHHAHHS 0 GEPe/KHOM OTHOINEHHE K KHHTE, IPHHHMAET MEPEI 15
CBOCBPEMEHHOT'0 BO3BPaTa JOKYMEHTOB H T.11.;

¢ YHACTBYET B OPTaHH3AIHEH YOHNA 0CO60 LEHHBIX JOKYMEHTOB:

® B HaChI VIS BHYTPEHHEH PabOTHI H B CAaHUTAPHbIE AHH IIPOBEPSACT NPABUIIBHOCTE PaccTa-
HOBKH (OHZA, OCYIIECTBIAET IPOCMOTp AOKYMEHTOB 1151 BbIABJICHHS YCTaPEBIIHX, YTpa-
THBILIHAX HAYTHO-II03HABATEILHYIO ICHHOCT  HE HCIIONB3YeMbIX UHTATe/IMH KHUT, a
TAIOKE BETXHX U HYJIAIONIMXCS B PEMOHTE M PECTaBPaLyH;

® COJICHCTBYET MPOBEIEHHEO e PHOANIECKITX NPOBEPOK (POH 12, COLIACHO MPHKA3Y, MOIH-
CaHHOMY NHPEKTOPOM YUPEKTCHHUS

* obecreunBaeT TpeGyeMbIi peKmM XPaHEHUs U PU3UIECKOH COXPAHHOCTH BHONHOTEYHOro
(horma, npuHEMaeT Mepkr [IPOTHBOIIOKAPHO#H Be3omacHocTy;

3.6 yuactsyer B auddepenumposannom bubnuoreurnoM u HEGOPMAIHOHHO- 6ubmmorpaduue-
CKOM O0CITyKHBaHHH B Kaccax, B Y4eOHbIX KabHHeTaX 00me06pa3oBaTeIbHOro YUPEXKIEHHNS,

3.7 cnocoberByet nomyspuzarum Y4IIHX 00PasoB NOKYMEHTOB ¢ IOMOIIBIO HH/IUBUTY&TTb-
HEIX, [PYIIOBEIX B MACCOBEIX (opM paboTeL: Gece, BEICTABOK, bubsmorpaduuecknx 0630pos,
O0CYIKIeHHI KHUT, YHTATENBCKIX KOH(epeHIHit, TepaTypHbIX BEYECPOB, BUKTOPHH H JD.;

3.8 obecneunBaer 3HAKOMCTBO yuarmxes ¢ MHHIMYMOM OHONIHOTEUHO-GHOIHOrpadmueckux
3HaHWH: 3HAKOMCTBO C PABHIIAMH MO/IH30BAHHS OubmmoTekoi, paccTanoskoH dbonna, cnpasoy-
HO-OH6mHOrpaduueckum anmnapaTom, 3HAKOMHT Co CIIHCKaMH PEKOMEHJTYEMBIX TOKYMEHTOR 110
Y9eOHBIM mpeaMeTam;

3.9 comeiictByer opranuzarn COBPEMEHHOTO HHTEPLEPA, BEITONHSET OTACbHEIE XYIOIKECT-
BEHHO-0()OpPMHUTENBCKIE PABOTEL, Co3naeT OnaronpusTHeIe yeIoBHS IS 00CIy)XUBaHHS YyuTaTE-
ne;

3.10 opu mamumHn KOMIIBIOTEPA CONGHCTBYET BHEIPEHUIO HOBBIX HHOOPMAIHOHHEIX TEXHOJIO-
THH;

3.11 mognepxuBaetT B GuGTHOTEKE COOTBETCTBYIOIIHH CAHUTAPHO-I'HTHEHHYECKI PEIKHM;

3.12 yuactByer B (opmupoBannu GuGIHOTEYHOrO AKTHBA, [IPUBJIEKACT YUAIMUXCA Ul YyUaCTHSs



B paboTe COBEINATENEHOTO OpraHa - GUBTHOTETHONO COBETA H aKTHBA YHTATENEH,
3.13 BHITIONHAET OTAENBHEIE JONOMHUTE ILHLIE IIOPYYEHHS NPpodeccHOHaTEHOrO XapakTepa.

4, Ilpasa.

bubnnorexaps umeer npago:

4.1 yqacTBoBarh B IIIaHMpOBaHKH pabots OuGIHOTEKH, HCXOIT U3 06MEro miana paboThI
IIIKOJIBI;

4.2 npunuMats ygactue B pabote CEMUHAPOB 1 COBEINAHHH, HEIOCPENCTBEHHO CBA3aHHbBIX CO
CISLHU(HKOH ero AeTeNBHOCTH;,

4.3 Ha MEPHOAMYECKOE TTOBHILECHHE KBamuukarmy;

4.4 aTTeCTOBATHCS HA NOBGPOBOILHOM OCHOBE HA COOTBETCTBYIOLIYHO KBATH(DUKALMOHHYIO KaTe-
TOPHIO H IIOJy9UTh €€ B CIy4ae yCHENIHOro IPOXOK/IEHHUS arTecTalHH;

4.5 Ha 3aMUTy NPODECCHOHATLHON YecTH 1 JOCTOMHCTRA;

4.6 naBath 06A3aTeTBHBIC JUIS HCIIOTHEHHS yKasanusa o0y4arormmumces u pabOTHHKAM [IKOIB! TI0
BOLIpOCaM, KacaromEMes COOMOMEHHS IPABIIT O30 BAHUS OubmioTexoit;

4.7 3HAKOMHTBCS ¢ KaT06aMu U APYTUMH TOKYMEHTaMH, COAEPIKAIINMHU OLEHKY ero paGoThl,
AaBaThb 110 HUM OOBICHEHHUS;

4.8 3HAKOMHTBCA ¢ HIMEHEHHAMH, BHOCHMBIMHU B €TI0 JODKHOCTHYIO HHCTPYKITHIO, # pearupo-
BaTh Ha HHUX.

S. OTBeTCTBEHHOCTD.

5.1. 3a HemcnonHenue uK HenaTeKamee HCHonHenue 6e3 yBaXUTeNbHBIX MPHYAH YcTara 1
IIpaBun BHyTpPeHHETO TPYROBOTO PAacopsijika MIKOJIbL, 3aKOHHBIX PaCIIOPSIKEeHHI IMpeKTopa
IIKOJIBI X HHBIX JIOKAIBHBIX HOPMATHBHEIX 8KTOB, 10DKHOCTHELX 00s3aHHOCTeH, YCTAHOBIEHHBIX
HacroAmen MucTpykumeit, B ToM wnce 38 e HCTIOB30BaHUE IPEAOCTABICHHBIX 11paB, Gubimo-
TEKappb HECET NUCUHIITHHAPHYIO OTBETCTBEHHOCTD B IIOPANIKE, OTIPEAENEHHOM TPY,I0BBIM 3aKO0-
HOJATENIBCTBOM.

5.2. 3a BUHOBHOE MPHYHHEHHE IIKONIE WIH yHdacTHHKaM 00pasoBaTebHOTO mporecca yuiepOa B
CBASH H HCTIONHECHHEM (HEHCIIOIHEHHUEM) CBOMX OJKHOCTHEIX obs3aHHOCTEH Gubmotexaps
HECCT HYacTUIHYIO MATEPHATBHYIO OTBETCTBEHHOCTE B [IOPAOKE U B IIpeJieNax, yCTaHOBIEHHBIX
TPYZAOBBIM ¥ (MIIH) IPaKIaHCKHM 3aKOHOAATEIbCTEOM.,

6. B3aumooTnomenns. CBA3H 10 T0JIKHOCTH.

Bubnuorexaps:

6.1 pa6otaer 1o rpabuky, COCTaBICHHOMY MCXOZA 13 40-9acoBoii paboueit negem u yIBep-
HKOCHHOMY NUPEKTOPOM ILKOJIBL.

6.2 moryyaer 0T 3aBeYIOmero 6EGIHOTEKON HHbOPMANHIO HOPMaTHBHO-IIPaBOBOTO U OPraHy-
34llIOHHO-METOIHYECKOr0 XapaKTepa, 3HAKOMHTCS MO PacIuCKy ¢ COOTBETCTRYIOMMMH JOKY-
MEHTaMH;

6.3 pabotaer B TeCHOM KOHTaKTe ¢ YAUTCIAME, POLUTE/ISIME 00YAIOINIXCA (JIMIIAMH, UX 3aMe-
HAIOIIAMH);

CHCTeMaTHYeCKH 0OMeHUBACTCS HH(OPMALIEH 110 BONIPOCaM, BXOISIIMM B €70 KOMIIETEHIIUIO, ¢
a/MHHHCTPALMEH H TI€arOrHIeCKUMY PaboTHHKAMH IIKOJTHI;

6.4 OTUUTEIBACTCS O CBOGH pabote nepex 3aBemyrommM 6HOTHOTEKOMH B YCTHOH HIIH THCHMEH-
HOH dopme.

C nuCcTpyKumeit o3HakoMuen




