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JokHoCTHAS BHCTPYKLHA Oubmorexaps

1. O6mue nonoxennas
1.1, Hacrosmas no:pkaocTHas HHCTPYKOMS paspadorasa HA OCHOBe TapUPHO-KBATHPHKALHOHHBIX
XapaKTepHCTHK 3aBefYIOMero OHOTHOTEKOH H OubimHoTeKaps, cornacoBaHHbIX NOCTaHOBIIEHHEM
Musucrepersa tpysa Poceuiickoit Qenepaunn or 1 pespans 1995 r. Ne § » HalIPABICHHBIX 1S
PYKOBO/CTBA B paboTe THCHMOM Munncrepersa o6pazopanns Pocemiickoii ®enepanmn ot 4 aBrycra
1995 r. Ne 58-M.
1.2, Ha nomxHOCTE Oubmmotexaps npuHEMacTes IO, HMCIOMICC BBICIICE WHIH CpeiHee
npodeccuonansaoe  oGpasosanne He3 TIPENLABNEHHS TpeboBanuit K cTaxy paGoTel WiH obiee
CpeiHee  00pa3oBaHHE, KYPCOBYIO LIOArOTOBKY M Crax paGoThl B AO/DKHOCTH Gubnmnorexaps
(bubamorpada) me Memee 3 er.
1.3.  Bubnuorexapp upuuuMaercs u OCBOOOMKIACTCS  OT  JOJDKHOCTH PYKOBOAMTEIIEM
00pa3oBaTeNLHOrO YUPEKICHHS (mazee — OY).
1.4. B cBoeii gestensuoctu OubmHoTeKApD PYKOBOACTBYETCA AOKYMEHTAMH BBIIECTOALINX OpraHoB
lio Bonpocam OuGimoreunoii pabors; npasunamu Oprasu3anuu OuONHOTEYHOro Tpyma, yuera,
HHBEHTAPH3ALMN; IPABHIAMH TT0 OXPaHe TPYa, TEXHUKe 6e30IacHOCTH 1 NPOTHBOMOKAPHOH 3aIHTE,
a Taike Yerasom u Ilpasuwnamu BHYTpeHHero TPYAOBOIO paciiopsiika IUKONBI M HACTOSLIEH
Huctpykimeii.
1.5. OCHOBHBIMH HATIPABIEHHAMH AeSTENLHOCTH Oubnuorexaps sBisOTCS:
— Hudopmanmonnoe obecneucnue y4e0HO-BOCITHTATEIIBHOrO IIPOLECcca B IKOJIC.
— Ilponaranya urenns xax popmur KYJIBTYPHOTO JIOCYTa.
1.6. bubnuorekaps noxyuaer or AHPCKTOPA LIKOIBI M €TI0 3amMecTHTeNel HrRbOpMarmo HOPMAaTHBHO-
NPaBOBOTO H  OPraHH3alHOHHO-METOIHYECKOrO XapakTepa, 3HaKOMHTCA TOA pacmucKy c
COOTBETCTBYHOIUHMH JOKYMEHTAMH.
1.7. bubamotekapp paGoTaeT B TecHOM KOHTAaKTC ¢ YYHTC/IAMH, POTHTSISIME O0YUatOHXCs (sraramu,
H3 3aMEHAIOIIHMH), CHCTEMATHYECKH OOMEeHHBaeTCs uH(OpMAIHEH 10 BOTPOCAM, BXOAAIAM B €ro
KOMOCTCHUHIO, C amm&uc*rpauueﬁ U neaarorH4ecKumMu paGO'l“HI{KaMH LIKOJBL,

2. looxnocrable o6s3anuocTy
2.1. BrGmnoTexaps BeITOMHSAET CACAYIOMIHE JIOJDKHOCTHRIE 00A3aHHOCTH:
— Oprauusyer pabory 6uGnHoTeKH WIKOJTBI, (POPMHpOBaHHe, obpaboTky u CHCTEMAaTH3HPOBAHHOE XpaHeHHe
6ubaHoTeunoro ¢donza.
— Cocrabiser karanory, KAPTOTEKH, YKA3ATEIH, TEMATHHECKHE CIIMCKH | 0630phI JIHTEPATYPbI.
— OO6cayxusaer ofyuaromuxcs u paboTHHKOB mKONEl B GHOHOTEKE IIKOMBI, OPraHu3yeT H MPOBOAHT
CBASAHHYIO ¢ 3THM HH(OPMALHOHHYIO paGoTy (BBICTARKH, BHTPHHBI M JpYrHe MepONnpHATHA 10 Mpomaraie
KHHTH); ocyuiecTsaseT nonbop JIMTEpaTypbl MO 3asBKaM 00y arOIHXCA H PaGOTHHKOB.
— Beger yuer pabots! Gubnuorexu u TNPeACTaBIfeT YCTAHOBICHHYIO OTHETHOCTE.
— Ilpunumaer xumxubIC doHIbl Ha OTBETCTREHHOE Xpamenue 1o AKTY U pasoBBIM JOKYMEHTAM M BeaeT
COOTBETCTBYIOLUMH YHET, YUACTBYET B HHBEHTAPH3ALMH KHIDKHBIX (hoH10B, criMcanum ycTapeswel U BeTXOMH
AUTCPATYPBE 110 YCTAHORJICHHBIM TIPABMIIAM M HOPMAM.



— TlpuHUMAET B YCTAHOBJICHHOM TMOPAAKE MEPbl K BOIMEIEHHIO Yilepha, NPHYMHEHHOIO KHIWKHOMY H MHbIM
dornam GubnoTexn 1o BUHE uuTaTenel (NONB30BATENEH) M B CBA3M C HENOCTAYEH, YTPATOH WM NOPYEH KHHT.
— VeTaHABIMBAeT H NOANEPIKMBAET CBA3M C APYrHMH GUOIHOTEKAMH; OPraHU3yeT MexKOHOAMOTeUHbIH 00MEH.
o ()(bOpM."!ﬂE’I‘ NOATHCKY MIKOJIBE HE NEPUONMHYECKHE H3AaHKA, KOHTPOAUPYET UX JOCTABKY.

[punuMaet Mepbl kK oGecnieuennio 6HOMHOTEKH HEOOXOMUMBIM 06OpYAOBaHHEM.

OpraHusyeT YUTATEIbCKAE KOHPEPEHLIU, TUTCPATYPHBIC BEYCPA M APYTHE MACCOBBIC MEPONPHSITHSA.

|

obaacty GuOMHOTEUHO-HHPOPMAITHOHHON  NeATeNbHOCTHY

Cobmoaaer npaBuaa Mo oxpaHe TpyJa, TeXHHKe Ge30MacHOCTH M NPOTHBONOXKAPHOH 3allMTe; CIeauT 3a
HAJUTEXKAIINM CAHHTAPHBIM COCTOSHHEM TIOMeIeHuH U GoHnoB OHOIHOTEKH.

— CobmoaeT >THYECKHE HOPMBI TIOBEICHHS B YUPEKICHHH, B OBITY, B OOIIECTBEHHEIX MECTax
COOTBETCTBYIOHIHE
YVUPEKACHHA.

- BrinonnseT ApanHia fmo oXpane Tpyaa ’ moXapHoi 6e30MacHOCTH.

2.2. Onucanne TpyaoBsiX (QyHKiwiH, Bxomimux B npodeccHoHaibibii crapmapr «Cnenuanucr B

TpeoBankaM POPECCHOHANLHON OTHKH  PabOTHHKOB

00pa3oBaTebHOIO

(0GoOmé&nnas TpynoBas (DyHKnmMA:

«Cranuonapuoe OGCIYKMBAHUE [0Jb30BaTelell NEYATHRIMM H JJIEKTPOHHBIMH JOKYMEHTAMHY,
HAMMEHORAHHE JIOIKHOCTH: « bUOIHOTEKaph»):

Ne

Tpynonas
hyHKIHA

Tpynossie fecTaus

CranpoHapHoe
00CITy)KUBAHHE
nons3oBareiei
[EYATHBIMU ¥
DTeKTPOHHBIMH
JOKYMEHTAMM

OcyiecTsasTh IPHEM 3AIPOCOB 1H0/b30BaTellel Ha JOKYMEHTh M MHGOpMAaIHIo

[lpencTaRnaTh MOKYMEHTHI H JOCTYI K DSIEKTPOHHBIM TOTHOTCKCTOBBIM
HH(OPMAIIHOHHEIM pecypcam

Koncy:pTuposars nojs3oBaresieil 1o [IpaBHiaM COCTABJIGHHsS 3alpoCOB H
METOJIMKE TIOMCKA WH(OPMAaUH O JOKYMEHTaxX (B TOM YMCI€ B PEXHME OH-
Naiiy)

Wadopmuposate mnoms3oBatenieli © OuOmmoTedHoM (POHMAE, JIOKANBHBIX H
CETEBBIX PpECYpCdX, YCIyrax, NpaBHiaX M TEXHOJNOTHAX OOCHYyKHBaHHs B
oub;HoTEKE

OpranuzopbiBath  AuddepennupopanHoe  GubnmuoTeynoe  obcmyxuBanmne
pasMuHBIX [PYIIN [I0Ib30BATENCH: JeTel, MONOAEKH, JHI ¢ OFPaHHYCHHBIMH
BO3MOXKHOCTAMH 37I0POBBS H JP.

Co3/1aBaTh KHUHBIC BLICTABKH H DKCIO3HLHUM Pa3lIMYHOIO TEMATHYECKOIo
HANpaBJIeHMS C LETBIO PAcKpBITHA cocTaBa OHOMMOTEYHOro (oHxa H
MPOABHIKEHHS HHBIX HHPOPMALHOHHEIX PECYPCOB (BKIIOUAs JIEKTPOHHBIE)

OCylecTBIATh MHAMBUAYAIBHYIO U IPYINOBYIO paboTy ¢ IONb30BATEC/ISMH [0
TIPOJIBHIKEIHIO KHHTH M YTeHHA, (POPMUPOBAHHIO YHTATENLCKOH KYTBTYPhI

OGecneunsars HHPOPMANHOHHO KOMDOPTHBIE YCIOBHS MOHCKA JIOKYMEHTOB B
OTKpHITOM OHOIHOTEYHOM (poH/IE ,

OgopmisTs  BbLAAYY AOKYMEHTOB B  COOTBETCTBHM €  YCTAHOBJICHHBIMH
npaBHIaMH

OcymecTBnaTh  yu€T  BLIXAHHBIX
VCTAHOBJICHHBIMEA IPABHIIAMH

JOKYMEHTOB B COOTBETCTBHH c

b2

Hecrawponapy
oe
obcyxuBaHue
ToNb30BaTeACH
NEYaTHBEIMH H
IEKTPOHHBIMH
JOKYMEHTAMH

OcyiecTBisTh NpUEM 3aIIpOCOB ojip3oBareneii HecTanuonapHoi Gub.IHOTEKH
Ha TOKYMEHTHI ¥ CpaBouno-Oubnuorpahuyeckyio HHpOPMALHIO

IpejcTaBisTs AOKYMEHTBL i JOCTYII K 3JICKTPOHHOMH U cereBoil nHpopMaLuy 110
3anmpocaM MoNb30BaTeNeH

KoucysmTHpoBaTh NONL30BaTeed MPH COCTABICHHH 3alpoca HA JOKYMEHT H
CIpaBOYHO-OHOIHOrpadUYeCKyI0 HHPOPMALIHIO

HUndopmuposath noNk30BaTeAeH HECTAIHOHAPHOH OuOIHOTEKH 0
Oubimorednom  (onge, pecypeax, yolyrax, IpaBUiaX M TEXHOJIOTHAX
obenyxuBanis B 6a30B0ii (cTanMoRapHO#) GHOHOTEKE

OpranusoBsisats  mubdepenippoBannoe  OubnmoTeunoe  o0CiyXKHBaHHE
pasIHYHBIX TPYIN TOJb30BATCIICH: ACTCH, MOIOACHKH, UL ¢ OFpaHHYCHHBIMH
BO3MOMKHOCTHMH 340POBBIA K JIP.

OcyInecTBisTh HHIMBMAYAIBHYIO H IPYIIOBYIO padoTy C IOJb30OBATCIAMU 110
IPOABMIKEHHIO KHHIH 1 YTeHHS, GOPMUPOBAHHIO YHTATSNHCKOH KyTBTYPHI




Oprasu30BbIBATL IPYHIIOBBIC HHTECIUICKTYAIbHO-A0CYIOBBIC MEPONPHATHA H
aKIHH

OO6yvary nonp3osarenell HecrauuonapHoit Oubimorexn HHGOPMAUUOHHBIM
TEXHOJIOTHIM ¥ paboTe B ceTH MHTepHeT

OdopmnsaTs BbINaYy JOKYMEHTOB B COOTBETCTBHM C YCTAHOBJIEHHBIMH
IpABHIIAMU

OcymecTBnaTh  y9&T  BeIAAHHBIX  JOKYMEHTOB B  COOTBETCTBHH ¢
VCTAHOBICHHBIME NIPABHIAMHI

3 | Opranuszanus Beimonsste (Ha 0CHOBE COOCTBEHHBIX ¥ CETEBBIX PecypcoB) HHGOPMAIMOHHBIC
obcnyKxuBaHHS 3aIIPOCH], NOCTYNHBIIHE B YAANEHHOM PEKHUME
110J1b30BaTe el OcymecTBiaTh IIOMCK PENEBAHTHBIX PECYPCOB IO 3alPOCy IOJb30BATENS B
B PCOKUME YIANEHHOM pPeXKMMeE, B T.4. Ha 0a3se pecypcoB HAIHOHAILHOH 37€KTPOHHOM
YIANEHHOTO Subauorexu
Jocryna Opranu3ospiBars YAIEHHBIH HOCTYII K 3JICKTPOHHOMY KaTajlory H JAPYI'HM

reHepHpyeMbIM OHG:THOTEKOMH 6a3 MaHHBIX
HudopmupoBare noap3osareneil Ha cadre OuOnmorexw (W/wnm apyrux
HHOOPMANHOHHBIX TLIOMAJIKAX, B T.4. CETEBBIX) O pecypcax, yciayrax
yCI0BUAX 00CTyKHBaHHA B OHONHOTEKES
Oprann3oBbiBaTh OOpPATHYIO CBS3b C IONb30BaTeIAMH (V48T ®W  aHAIH3
noTpebHOCTel NoNB30BaTeNeH, HX YAORIETROPEHHOCTH 06CTYKUBAHUEM )
IposonuTte npod)ecCHOHATBHEIC KOHCYNBTALUHA B PCAHMME OH-JIalH
Henons3oBark KOMMYHHKATHBHBIE CPEACTBA COLHANBHBIX ceTel u wiki-
TEXHONOTHH

3. Iipasa

3.1. bubnuoTexaps HMEST NpPaBo:
— Y4acTBOBAThH B ynpasienad OV, 3amumaTs cBoio npodecCHOHATLHYIO YeCTh H JOCTOHHCTBO;
— HOpelcTaBiATh Ha paccMOTpeHHe pykosomutens OV mpelioxkeHHs IO BOIPOCAM  CBOCIH

JEATCIBHOCTH,

— nmoay4are 0T pykoBoamtened u cnenmamucrop OV  mHbopManuio, HEOOXOIUMYR JUis
OCYUIECTRICHHA CBOCH JICATETPHOCTH;
— TpeboBars 0T pykoBojacrea OV okazaHus COHEHCTBHS B MCIIONHEHHH CBOHX JO/DKHOCTHBIX

00s3aHHOCTEIH;

- [aBaTh OOS3aTeNnbHBIe /U HCIOTHEHHS YKazaHus obyvalommmca M pabOTHMKAM IIKOIBI [0
BOIPOCAM, KACAIOIMMCSE COOJIOACHUS [IPABIII NOIB30BaHUS GubnoTeunsivMu Gouamu;

~ TIOBBIIIATE CBOIO MPO(HECCHOHANBHYIO KBATH()HKAIHIO.
3.2. bubnioTexaps TakKe WMeeT NpaBo Ha pabouee MecTo, COOTBETCTBYIOLIEE TPeOOBAHUAM OXpPaHbI
TPY/a, ¥ MONydeHHE 0T paboronarens ROCTOBepHOH HHpopManmu o0 YCIOBHAX W OXpaHe TpyAa Ha

paﬁoqu MECTE.

4. OrBercrBeHHOCTD

BH(SIH’IOTEKapL HECET OTBETCTBECHHOCTD.
— 34 HCHCHOJIHCHHC HIIH HCHaICHKANCeC HCHOJHCHHUEC CBOMX OGH:}&HHOC’I‘Bﬁ, npeayCMOTPCHHDBIX

HACTOSAIIEH JOMKHOCTHOH HWHCTPYKIHEH, — B COOTBETCTBHH C JICHCTBYVIOIIHM TPYIOBBIM
3aKOHOJATEIbCTBOM;

— 3a TIPABOHAPYIICHHA, COBEPIICHHBIE B MEPHOA OCYIIECTBICHHSA CBOEH NEATEIBHOCTH, — B
COOTBETCTBHM €  JCHCTBYIOLIUM  TIPLKIAHCKHM,  AOMHHHUCTPATUBHBIM M YIOJOBHBIM
3aKOHOIaTCIbCTBOM, :

= 3a TIPDHYHHEHHE MATEPHAIbHOIO ymepﬁa - B COOTBETCTBHH C HCﬁCTBy’IOHIHM
JAKOHOOaTC/IbCTBOM,

C uHCTpyKITHEH 03HAKOMIIEH:



