JIo/I5KHOCTHAS HHCTPY KM
aIMHHHCTPATOPA M0 BEIEHHIO 3JIeKTPOHHOIO Ky pHAJIA
MBOY «COIIl c. I'exu-Yy»

1. O6mue MOJIOKEHHS

1.1. HacTosmas IODKHOCTHAS MHCTPYKIMS pa3paboTaHa B COOTBETCTBUH
¢ TpynoBbiM KoziekcoM P® u ApyruMy HOPMATHBHBIMHA aKTaMH, PETy/TUPYIOLMH
TPyJOBbIE OTHOILICHHS MEXIy PabOTHMKOM H pa6otomareineM, Ycrasom MBOY
«COIII ¢c. Texu-Yy», ITonoxeHneM 00 2JIEKTPOHHOM JKypHAIIE MBOYVY «COIlI c.
Iexu-Yy».

1.2. O6S3aHHOCTH aAMUHHCTPATOpPa IO BEIEHHUIO 3JIEKTPOHHOIO XypHalad
(mamee — AJMHHHCTPATOp) BO3NATAIOTCH JlupekTopoM  00pa30BaTeNIbHOM
opranusaipu. Ha mepuwon oOTIycka U BPEMEHHOW HETPYI0CIOCOOHOCTH
AMHHACTPATOPA €ro OOS3aHHOCTM MOTYT OBITH BO3JIOXKEHBI Ha 3aMECTUTEILI
JMpeKTopa WM yduTeNeH W3 uucia Oonee OIMBITHBIX IEaroros. Bpemennoe
JCIIONTHEHNE OO0sM3aHHOCTE! B 3THUX CIlydasxX OCYIISCTBIAETCA Ha OCHOBaHHH
npukasa JlupeKTopa, H3IaHHOTO C COOMI0IeHHEM TpeOOBaHWEM 3aKOHOIATEeIBCTBA
0 TpyZIe.

1.3. AIMHHHCTPATOP J0JIKEH 3HATh!

- TIOCTAHOBIICHHA, PACIIOPSDKEHNUS, IPUKA3bl, PYKOBOAANINE U HOPMATHBHBIC
NOKyMEHTBI BBINIECTOSIIIEX M [IPYTHX OPTaHOB, KaCAOIMXCA 3allONHCHWA H
BeJIeHUs SJIEKTPOHHOI0 JKypHAaIIa;

- IpaBuUJIa BHYTPEHHETO TPYIOBOI'O PaCTIOps/Ka;

_ 3aKOHOJATENIHCTBO O TpyZe U oxpaHe Tpyna PO, 0 IepCOHATBHBIX NaHHbIX,
06 rHpopManyy, HHOOPMAIIMOHHBIX TEXHOJIOTHIAX ¥ O 3aIUTe uHGbOpMAaLUH;

- mpaBuna M HOPMBI  OXpaHBl ~ TpyJla, TEXHHKH 0€e30MacHOCTH,
IIPOM3BOJICTBEHHON CAaHUTAPHU.

2. JIoJIZKHOCTHBIE 00sI3aHHOCTH

2. AMuHHCTpaTOp NpH paboTe C 3JIEKTPOHHBIM JKypPHATIOM BBINOIHACT
CIIeIyIOIIMe JIOJDKHOCTHBIE 00sI3aHHOCTH:!

2.1. AnMuHHCTpaTOp OTBEYaeT H obecrieunBaeT BBOJ HHDOpMAIUKA B
CUCTEMY .

2.2. BemeT CIHCKH COTPYIHHMKOB, YYAIUUXCs MIKOJBI, POACTBCHHHKOB H
TIO/ICPKUBAET MX B aKTyallbHOM COCTOSHHMM HAa OCHOBAHHMH IIPHKA3OB.

2.3.CocTaBiser oOlee paclucaHMe YpPOKOB Kjacca Ha y4eOHBIA IIEpUOA
(6e3 yuera 3aMeH y4HTENeH 10 00JIe3HHN).

2.4.Co3jaeT OTYeT IO AKTMBHOCTH IOJNB3OBATENCH TIPH pabote ¢
5JIEKTPOHHBIM JKyPHAIIOM OIIMH pa3 B MECAL.

2.5.B mauaje Kaxnoro ydeOHOro mepuona, COBMECTHO C aJIMAHHCTpaLAEH
IIPOBOJIUT pa3fieNieHre Kiiacca Ha MOArPYIIIIEL.

2.6.0cymIecTBIseT 3aKPBITHE y4eOHOTO rojia, Hatallo HOBOTO y4eOHOro roga
¥ DICKTPOHHBIN [IEPEBOJI yUAIUXCs U3 Kylacca B KIace IT0 MprKasy JlupexTopa.
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2.7.0cymecTBnseT uHGOPMUPOBAHKE yduTenei, oOyueHHe IO pabore ¢
cucTeMOl, a TakXkKe OKas3blBaeT KOHCYJNbTATHBHYIO IIOMOIIL B  Clydae
BO3HUKHOBEHUS HEIOJIAJOK B paboTe 3JIEKTPOHHOTO JXypHaa.

2.8. OcyIIecTBIsAET pe3epBHOE KOMUPOBaHUe 0a3bl JJICKTPOHHOIO XypHala
Ha BHEIIHKE HOCUTENU UH(POpMaLKy He pexe 1 pasa B iBe HECTIH.

2.9.IIpu BO3HWKHOBEHWH HENONANOK B paboTe cepsepa aIMUHHUCTPATOP
OIIepaTHBHO CBS3BIBACTCS C aJMUHUCTPATOPOM CalTa Il PEIICHIS BOSHUKAIOIIHMX
poOJIEM.

JIOTIOTHUTENBHO:

COBMECTHO ¢ pa3pabOTUMKaMU JJIEKTPOHHOI'O JKypHalla U aJIMAHUCTpALIAEH
[1IxoJisl 0OecIeunBaeT BHIIOTHEHHE TPEeOOBAHMH:
- 10 3aIIUTe HHPOPMAIIUH OT HECAHKIIHOHUPOBAHHOTO TOCTYIIA;
- [I0 COXPaHHOCTU HH()OPMAIIHH;
- 10 uHGOPMAIIMOHHOMY OOMEHY.

3. AAMHHHCTPATOP HMEET NMPaBo

3.1. AIMHHHCTPATOP 3JIEKTPOHHOIO KypHAaJa HMEET JOCTyll KO BCEM
CTpaHHUIAM 3JEKTPOHHOIO JKypHala HCXOJA W3 CIeMyIOMMX (GYHKIIMOHAJILHBIX
BO3MOXKHOCTEH:

a) Hecer oTBeTCTBEHHOCTh 32 (YHKIMOHHPOBAHHE MHGbOPMAIMOHHOM
CHCTEMBI 10 BeISHHIO 3JIEKTPOHHBIX JKYPHAIIOB, & TaK XK€ pe3€pBHOE KOIIMPOBAHUEC
JAHHBIX ¥ WX BOCCTAQHOBIEHHE B [TOCTOBEPHOM COCTOSHUM B  CIyTac
HEOOXOIUMOCTH:

o HACTPAUBAET CHCTEMHBIE IAPaMETPhI IEKTPOHHOT0 JXypHAIa,

o BBOIUT (CO3/AET U PeIAKTUPYET) YUECTHBIC 3aIUCH I10JTE30BaTEIIEH;

o pemaKTHpyeT IPOdHIK HONB30BaTeNeH MpH HEOOXOIUMOCTH,

o HacTpauBaeT IIpaBa JOCTyIa y PasHbIX I10JTE30BaTeINeH;

o eXEHeNeNbHO  OCYLIECTBIIET  pE3epBHOE  KONMpOBaHWE  JIAHHBIX
3JIEKTPOHHOTO JKypHaNa Ha [BYX BHEILIHHX HOCHTEJAX U BOCCTAHABIMBACT
ux (Ipu HeOOXOIUMOCTH);

o EKEMECSYHO AapXWBHpyeT MaHHBIE OSJIEKTPOHHOIO »JKypHajia Ha JBYyX
BHEIITHUX HOCUTEIIX,

e OCYIIECTBJISET HMIIOPT U SKCIIOPT JaHHBIX MEXY SJICKTPOHHBIM JKypHAIOM
51 BHEIITHEH UHGOPMAITMOHHOM CHUCTEMOH, HCIIOJIB3YyEeMOH B
00pa3oBaTelbHOM OpraHu3allky,

o QopMmpyeT HeOOXOMUMbIE OTIETHI B 3JICKTPOHHOM XypHAIE U BRIBOIUT HX
B 9IIEKTPOHHOM U TIEYaTHOM BHJIE TIO IIPOCHOE IT0JTb30BATENEH.

6) OpraHm3yeT IOCTOSHHO NEHCTBYIOIIMH IMyHKT I o0yueHus pabore C
3IEKTPOHHBIM JKyPHAJIOM YYHTENeH, KIIaCCHBIX pyKOBOIMTENEH U POINUTENCH B
COOTBETCTBHH ¢ TPadHKOM, 10 Mepe HEOOXOIUMOCTH.

) OCyIIecTBISIET 3aKphITHE Y4eOHOro To/la, Hauano HOBOIO y4eOHOoro roja
¥ 5JIeKTPOHHBIH TEpeBOT yJALINXCs U3 KIacca B KIIace I10 MPUKasy JIMpeKTopa.

r) OcyliecTBIseT 3aKpbITHE JOCTyma K TpeIMETHBIM CTpaHHLIAM
3IEKTPOHHOI0 XXypHaa.



- IIPOM3BOIHUT HACTPOUKY CHCTEMHbIX IIaPaMETPOB JIEKTPOHHOTO JKypHAIIA,
B TOM HHCIIE TMOAKIIOYECHHUE MM MMIOPT BHEIIHUX MaCCHBOB JAHHEIX, SKCIOPT
BHYTPEHHMX — MaCCHBOB  JaHHBIX  (CIMCOYHBIE  COCTAaBBl  IONB30BATElNEl,
IeIArOTHYECKUX PabOTHUKOB, 00YYarOIIUXCsA, IIPEIMETOB 1 T.1.);

- BeZleT (CO3/1aeT U peNakTUPyeT) YUeTHbIE 3allUCH II0JIb30BAaTEIEH;

- PEIaKTUPYET NPOMUIH IT0JIb30BATENEl;

- OCYHICCTBIACT aIMUHUCTPUPOBAHHE CHCTEMBI B YaCTH (a30BBIX HACTPOEK
OCHOBHBIX Pa3felloB, XapaKTePHU3YIOIIUX 06pa3oBaTebHEIH mporecc.

4. OTBETCTBEHHOCTD

4.1. AJIMUHHECTpATOD HECET OTBETCTBEHHOCTb:
- 3@ HCHCIIONHCHHE WM HEHaJJeXalllee WCIONHEHHEe CBOMX OOA3aHHOCTEH,
IPEAyCMOTPEHHBIX ~ HACTOAWICH JOJDKHOCTHOH HMHCTpYKIMe#, B mpexenax,
YCTaHOBJIEHHBIX [NEHCTBYIOIIMM TPYIOBBIM 3aKOHOMATENHCTBOM POCCHItCKO
Qeneparuu;
- 32 TIpaBOHApYIICHHs, COBEPUICHHBIC B IIPOLECCE CBOEH MEATENLHOCTH, B
lIpefieNax, yCTaHOBJIEHHBIX AEHCTBYIOIIMM aJMHHHUCTPATHBHBIM, YTOJIOBHBIM W
TPOXAAHCKAM 3aKOHOIATeNbCTBOM Poccuiickoit @eneparuu.



