JonxHocTHas WHCTPYKUUSA aAMUHUCTPAaTUBHOro MeHeaXxepa
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JonxHocTHas UHCTPYKUWS afMUHUCTPATUBHOIro MeHeaXepa

OnucaHue NONXHOCTHU:

ALMUHUCTPATUBHLIA MeHeaXep:

lnaHupyer, ynpasnseTt unu KoopAnHUpyeT NoLaepxusatnoume cnyx6bi opraHn3aumm, Takve
Kak BefleHWe yyeTa, f[ocTaBka noyThl, paboTta onepatopoB Unu cekpertapeit u apyrve. Moxer
CNnefnTb 3a NnaHnpoBaHMem CpeacTB Ha 06opyAoBaHNE 1 Apyre Hy X Abl oduca.

3apayn

ALMVHUCTPATUBHBIA MEHEOXEep:

* AHannampyeT BHYTPEHHME NPOLECCh U MNaHUPYeT U OCYLECTBNSET U3MEHeHUe NOoNNTHK
nnn Npoueayp ans yBenmveHns aeKkTUBHOCTU O4eATENbHOCTH.

* OpraHuayeT 3aHaTus ons oby4eHus nepcoHana npoueaypam.

* KoopaunHupyeTt nesatenbHocTb aAMUHUCTPATUBHOMO NepcoHana B opraHmaaumi.

» CocTaBnser oTyeTbl 0 NOTPAYeHHbIX CPeACTBaX.

* HaHnmaet v yBonbHSAeT agMUHUCTPATUBHBINA NEPCOHA.

* ['0TOBUT U NpoBepsieT onepaunoHHbIE 0TYETbl U pacnucaHus ons obecneyeHns TOYHOCTM 1
PP EKTUBHOCTMW.

* lMpepnnaraet 3arparocbeperaiowme MeTobl, TAKME KaKk N3MEHEHME B CTPYKTYpe NOCTaBOK W
CucTeme OTHETHOCTM ANs yBenn4eHns atpPeKTUBHOCTL aenapTameHTa.

OCHOBHbIE (hyHKLN

ALOMWHNCTPATUBHBIA MEHEAXEP:

* Cnenut 3a cobnofeHuem 6esonacHbix npoleayp

* AHanuaupyeT TexHu4Yeckme npobnembl

* AHanunaupyet onepauunoHHbie UK yrnpasneH4Yeckmne oTHeTbl

* AHanunsupyet onepauunoHHble npoLeaypbl

* AHanM3mpyeT TexHU4ecKyto MHPOPMALMIO, MPOEKTbl UV TEXHUYECKME 3a0aHus
* Mopyyaert paboty cnyxatmm




HonxHocTHas WHCTPYKLUSI a AMUHUCTPaTUBHOI O MeHegXepa

» OpraHusyeTt coBelaHus ¢ nepcoHanom

* KoHCy b TUpyeTCs ¢ ynpaBneH4eckiM nnm BbiecT osumm nepcoHanom

* Llenervpyer cooTtseTcTBylOWME AAMUHNCTPATHUBHBIE 3a0a4N

« MpoexTupyeT cncTembl B Koonepauum ¢ Konneramu

* Onpenensiet cBs3aHHbIE C aAMUHUCTPATUBHBIMI (OYHKLIMSAMM NONNTUKW, CTaHOaPThI UK
CPeACTBa TEXHUYECKOro 06CNYXMBAHMS

* PaspabartbiBaet rpadouk Tekyuwero pemoHTa

* PykoBoauT n koopanHupyeT nesitenbHocTbio nepcoHana

* KoHTponb AoKyMEHTO060poTa aAMUHUCT PATUBHBIX cnyx6

* Mpon3BoaMT OLEHKY ONepaUnoHHOR AesITeNbHOCTU othuca

* lNpuHnmaeT peuweHus o Haitme, pasrpyake, nepemeLeHn nnm NpoaBuxer’ v paboTHUKOB
* OcyuiecTBNS€T MHCNEKTUPOBaHNE COBCTBEHHOCTH C LIENbIO CTPONTENbCTBA, NPOBEPKY
COCTOSIHUS MW NPOEKTUPOBAHNS AU3aiiHa

* MNpoBoanT MHTEPBLIO C KAHAVMAATaMK

* CneamT 3a COXpPaHHOCTbIO 0CHUCHOrO 060PYLOBAHUA 1 MEGE M

* CneauT 3a CBOEBPEMEHHOCTbIO NOArOTOBKN OTYETHOCTY 1 BEAEHMS yyeta

* Ynpasnsert npoektamu 06Cny XnBaHus 34aHns manage contracts

* Ynpasnser KoHTpakTamm

* Ynpasnset matepuanbHbIMM 3anacamv M nocTaskamu

* Moancpuumpyet pa6ouve npoueaypsl Mnn npoueces ans OCyWecTBNEHNS paboTbl B CPOK
* 3ak/o4aeT noroBopPbl apeHAbl MU NPOAAXM HEeABUXKUMOCTY

* llenaet 3akasel Ha nocTaeky marepuanos unv 06opyLoBaHms

* [0TOBUT hrHaHCOBbIE OTUETHI

* PagpabatbiBaeT [OroBOp apeHabl MM NuanHra agreement

* 3akynaeT odncHyto Mebenb 1 060pynoBaHue

* BHoCWT npennoxenns no peweHnio aAMUHUCT PATUBHBIX npobnem

- Pacnpenenset paboyee Bpems nepcorana

* B cBoeit paboTe pykoBOACTBYETCH afMUHUCTPATUBHBIM 3aKoHOAATENbCTBOM

* Vicnonbayet texHonoruu ynpasneHus MHPACTPYKTYPOIiA opraHnaaLmm

* Vicnonbsyet TeXHUKM MeX IMYHOCTHOrO 06LeHNs

* Vicnonbayet TexHnku BeLeHvsi neperosopos
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