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N3NCKBAHMUS 3A SAEMAHE HA JJIBXKHOCTTA

Munumajnu:

1. Cerinacuo wi. 340a, ajn. 1 ot 3akona 3a chieOHaTa BJIACT 3a ChACOEH CITYXKUTEN ¢ Ha3HA4aBa
JIUIIE, KOETO:

e Jla e Opirapcku rpaxJaHdH, TpaXJaHWH Ha Jpyra JbpXaBa — 4Yj€HKa Ha EBpomelckus
CBl03, Ha Jpyra IbpkaBa — cTpaHa no CnopazymeHHETO 3a EBpOneHCKOTO HKOHOMHYECKO
npocTpaHcTBO, Wik Ha Kondenepanus 1seiinapus;

e Jla e HaBBPIIIIT ITBJIHOJIETHE;

o Jla He e oCTaBeH 10/ 3aPELICHHE;

e Jla He e OCHXKIAH Ha JHIIABaHe 0T cBO6O/a 32 YMUIIUICHO IIPECTHILIEHHE OT 0011 XapaKTep;
e Jla He e JIUIIEH MO CHOTBETCH PEI OT MTPABOTO Jia 3a€Ma olpeiesieHa JUIbXHOCT;

e Jla oTroBaps Ha MUHHMAJTHHTE U3MCKBAHHA 3a CTEIICH HA 3aBbPIICHO 00pa3OBaHKE U paHr
wii npodeCHoHaJICH OIUT, KAaKTo H Ha choenuGuYHUTE W3HUCKBAHUS, TPEJBUACHU B
HOPMAaTHBHHUTE aKTOBE 3a 3aCMaHC Ha ChOTBETHATA JUTBXHOCT.

2. Covrinacuo wi. 340a, an. 2 or 3akona 3a cpicOHaTa BJIACT 3a ChACOCH CIyXXUTEN ce Ha3HauaBa
JIUILE, KOETO:
.¢ He Mmoxxe 1a 6be Ha3HAUYEHO 3a ChACOCH CIYKUTEI JIUIE, KOETO:

e He e B Hiepapxuuecka Bpb3Ka Ha PHEKOBOJACTBO U KOHTPOJ ChC CBIIPYT WIH CBIPYTa, ¢ JHIE,
C KOETO € BbB (DaKTHUCCKO CHXKUTENCTBO, ¢ POJHHHA [0 IpaBa JNUHUS O€3 OrpaHHUYEHMS, MO
cbpedpeHa JIMHUS 10 YETBBPTA CTEIEeH BKIIOYUTEIHO WM IO CBATOBCTBO JI0 YETBBPTA CTENEH
BKJIIOUHTEIHO;

e He e enHonuyeH Thprosell, HEOrpaHUYEHO OTTOBOPEH CHAPYKHHUK B THPrOBCKO APYXKECTBO,
YIpaBUTE], THPIOBCKH NBIHOMOIIHUK, THPrOBCKH IPEACTABHUTEN, MPOKYPUCT, THPrOBCKU




NOCPEAHUK, JIMKBUIATOD WM CHHIWK, WIEH Ha OpraH Ha YINpaBJIEHWE WM KOHTPON Ha
THPrOBCKO APY>KECTBO MJIM KOOIEepaLus;

e He e ¢chbBETHUK B OOMIMHCKHU CHBET;

o He 3aemMa pBKOBOJIHA WM KOHTPOJIHA JUTBKHOCT B IOJIUTHYECKA [1aPTHA;

e He pabotu mo TpyaoBO MPaBOOTHOUIEHHE TIPH APYT paboToaaTes, OCBSH KaTO MIPENoaaBaTel
BBHB BHUCILE YYIIUIIE,

Cneuudpuyunu:

e OTiMYHO BaleeHE HAa JECETONPLCTHA CHCTEMA 3a NHCaHE HA KMPWIIHMLA C KiaBHaTypHa
nonpenda no bJIC 1 koMIOIOTHPHA IPaMOTHOCT.

¢ OmMIMYHM TO3HAHUS 1O CTHIMCTHKA, NPABONMC, I'PamMaTHKa M IyHKTyallds, [0 OOLIM
AETOBOJTHH TEXHUKH, CbBPEMEHHH 0 HC mpoleaypH;

* VYMeHus 3a paboTa che CTaHAAPTHO odHC 060pyABaHE;

* VYMenusd 3a paboTa ¢ TPaXKIaHH U B €KUIL,

o OT/MYHM NIO3HAHUS U YMEHHS 3a TeKCTooOpaboTka ¢ MS Word;

e Opranu3allHOHHY U KOMYHHKATUBHY YMECHUS;

* OTIMyHO 103HAaBaHE Ha CBHACOHHTE JOKYMEHTH M 3HAYEHMETO UM 3a ChAeOHATa CHCTEMa,
KaKTo U [103HAHUS [10 NpHEMaNe, NIpelaBaHe U CbXpaHsBaHe Ha ChleOHa JOKYMEHTAIIMS;

* JIM4HM JeNOBM KauyecTBa - OTTOBOPHOCT, JIOSUIHOCT, MHHIMATHBHOCT, OPTaHM3AlMOHHH
YMEHH, CMOCOOHOCT 3a paboTa IOJ HAlpeKeHWe, yMEHHs 3a HAMHMpaHe Ha pelleHHE Ha
HECTAaHJ[APTHH MPOOIEMH U CUTYallMH, YMEHHS 3a U3pa3sBaHe Ha WHQOpPMALMs - IMUCMEHO U
YCTHO, YMEHHS 332 KOHTAKT C IPaXJaHH U 3a paboTa B €KHII;

e MoruBauus 3a pabora B chaeOHaTa CHCTEMA;

* [losnmanns oTHOCHO HopMaruBHaTa ypeaba Ha ChbaeOHaTa BiacT — 3aKOH 3a ChjieOHATA
BiacT, [lpaBmuHMK 3a agMUHHCTpanMsTa B CHAMNMINATA, ETHYEH KomeKc Ha chaeOHHTE
CILY>)KUTEJIN.

Onucanye HA JUIBL)KHOCTTA:

CbaeOHUAT ceKpeTap: ChCTaBs MPOTOKONH 33 OTKPUTHUTE ChAEOHH 3aceJaHUs NOJ JMKTOBKATA
Ha npencefarens Ha CbhCTaBa, KOMTO Ca Ha PaslIOOKEHHE HAa CTPAHUTE B TPHIHEBEH CPOK OT
CBACOHOTO 3aceaHue;

- U3roTBs CIHCBIM 3a peJia M YacOBETE Ha pasriexjaHe Ha jesaTta rno obpasell, u I IOCTaBS
npen CbAeOHUTE 3UTH 1 uHpOpMaLMoOHHKTE Tabma;

- MOJIpeXK/J1a ¥ HOMEPHpA N0 peJia Ha MOCThIIBAHETO HAa KHUYKATA OT 3aceJaHusITa;

- M3IIBJIHSIBA PA3IOPEXKTaHUATA HA ChAA, IOCTAHOBEHU B OTKPUTHUTE 3acCCAaHUS;

- BIIUCBA B KHUTATa 3a OTKPUTH ChIe0HU 3aceJlaHMs 1ejIaTa Ha ChCTaBa;

- CbCTaBs JOKYMCHTH 3a M3IUTAlllaHe Ha ONPEJEIICHUTE CYMH 3a Bb3HArPaXJACHHSI U Pa3HOCKH Ha
CKCEpTH, CBUAETENH, ChAeOHH 3acefaTeNl H APYTH 10 ONpeAesIeHH 00pasiiy;

- CbCTaBsl CIIMCBHIIM Ha JIUIATA 3a [IPU30BABAHE B ChJA Clie)l TPBOTO II0 AEIOTO 3aceJaHHe 110
obpasell, Ha KOHTO OTOENs3Ba KOra M KbJE Ca H3NPATEHH IPU30BKUTE U CHOOIICHUATA, HIIH
0Tpa3siBa HAYMHA HA YBEJOMSIBAHETO UM;

- Haii-Masiko 10 AHWM npean 3acelaHMETO MpPOBEPSBA BPBIIAHETO HA NPU3OBKUTE H APYrUTE
- KHIDKA I10 IEI0TO U JOKJIABa pe3yJitaTa Ha ChIUATa-A0KIa YUK,

- M3TOTBsI IPU30BKHUTE MO OTJIOKEHUTE JE€Na U OTpas3siBa pe3ysTaTa B KHHUrara 3a OTKPHTHTE
3aceJlaHus B TPHIHEBEH CPOK OT ChACOHOTO 3aceaHHuE;

- B CpOKa 3a M3rOTBSHE Ha IIPOTOKOJA IpejaBa OOSBCHUTE 3a peluaBaHe Jlella Ha ChAUsATa-
JAOKJIaJYHK, a OTIOKCHUTE, IPEKPATEHUTE U ¢ U3TOTBCHU aKTOBE JIe]a — B IEJIOBOJCTBOTO;

- aHOHHMMH3Hpa NPOTOKOIUTE OT ChACOHU 3acenaHus ¥ ChAcOHUTE aKTOBE W T'M MOATOTBI 3a
1ny0/IMKyBaHEe Ha CTPAHMLIATA HA ChJIa B MHTEPHET B MPEBHIECHUTE OT 3aKOHA CITYUaH;




- BIIUCBA B KHUT'aTa 3a 3aKpHUTH H pasllOPEaANTCIIHA 3aceJaHuA pa3snopexIaHHusTa Ha chlaa,
- U3BBpIIBA U APYTH JIEMHOCTH, YKa3zaHH B HpaBI/IHHI/IKa 3a aAMUHHCTpALMATA B ChAWININATa 1
BB3JIOXKEHH MY OT AIMUHUCTPATUBHUA PBKOBOJHUTCII HA CbhbJa HJIH OT aIMHHUCTPATHBHHIA

cekpeTap.

OCHOBHU 3ANBLJOKEHWS:

e (CpbcTaBst NPOTOKONIM 3@ OTKPUTHTE ChJECOHM 3aCelaHys MOJ JIMKTOBKATa Ha IPEICENATeNs
Ha CbhCTaBa, KOMTO Ca HAa pa3llOio’KEHHE Ha CTPAHHUTE B TPUAHEBEH CPOK OT ChAEOHOTO
3ace/laHue;

e I3roTa chHMCBHUM 3a peAa W yacoBeTe Ha pasriiexJaHe Ha Jenara no olpasen —
npunoxenue Ne 2, ¥ TH OCTaBs IIPpej ChIeOHUTE 3aTH U UHGOPMAI[HOHHUTE Taba;

e [lompexnaa u HOMepUpa NO peja Ha IIOCTHIIBAHETO HA KHMXKATA OT 3aCCIaHMATa,

e II3nbiHsABa pasnoOpeXXJaHMsITa Ha CbOa, IOCTAHOBEHHW B OTKPUTHTE, 3aKPUTHTE
U pasNopeUTETHUTE 3aceJaHus;

e DBnucsa B KHUrara 3a OTKpUTH CbACOHU 3ace/laHUs [eilaTa Ha ChCTaBa,

e DBnucma B cpoyHuTe KHMI'H ¥ B aBTOMaTH3upaHata JjenaoBoaHa nporpama CAC”CrpaedHO
JIEJIOBOACTBO NAaHHM HO IIpoBeleHUTe ChAeOHM 3aceJaHusi /ChCTaB Ha CbJAA, JOKIAIYHK,
IPOKYpOp, IPUYMHA U JIaTa 3a OTJIaraHe pasriexIaHeTo Ha JeJ0To/, CbXpaHABa KHUTUTE B TOBA
YUCJIO U KHUIA 3@ 3aKPUTH U PA3TNOPEUTENHH 3aCeJaHHs B CIIELMAJIHO IIPUIOTBEHU 3a TOBA
MecTa,

e Jla BuBexxma u npucwkeruHsea B EMCC BcuukM akTOBe, IIOCTAHOBEHH B 3aKPUTH
pa3NoOpeUTENHHA 3aCeiaHus, B T. Y. U PE3OJIOLMUTE 0 NOJAJCHH MOJIOW M JAPYTH KHHXKA 110
Iena Ha Paiioned cpa — HYupnas,

e (CbcTaBsi JOKYMEHTH 3a M3IJIAll[aHe Ha ONpEEICHUTE CYMH 3a Bh3HATPAXKJICHUS U Pa3HOCKH
Ha €KCIIEPTH, CBUIETENH, ChIcOHU 3ace/IaTeN U JIPYTH 110 ONPENe/ICHH 00pa3Ly,

e CnbcraBs CHUCHIM Ha JIMLATA 33 IPHU30BABaHE B ChJA CJIEJ IBPBOTO IO JIENIOTO 3aceaHue
no obpasern — npusioxkeHue Ne 3, Ha KOMTO OTOENA3Ba KOTa U KbJIE Ca U3NPATCHH PU30OBKHUTE U
CHOOIIEHHATA, UITH OTPa3sBa HAUUHA HA YBEIOMSIBAHETO UM,

e Haii-manko 10 nuu npeau 3aceaHUETO IPOBEPSBA BPBILAHETO HA IPH3OBKUTE U JPYTHTE
KHHDKA 10 JIEJIOTO U JIOKJIa/1Ba pe3yJiTaTa Ha ChANATA-I0KIa (MK

e 3roTBs mpU30BKUTE IO OTIOXKEHUTE JieJla K OTPa3siBa Pe3yNraTa B KHHIATA 32 OTKPUTHTE
3aceJlaHHs B TPHIHEBEH CPOK OT ChAEOHOTO 3acejaHue;

e B cpoxa 3a M3roTBsSHE Ha IPOTOKOJIA NpeaaBa OOSIBEHUTE 3a pellaBaHe JENa Ha ChAusATa-
JOKJIa4UK, a OTJIOKEHUTE, IPEKPATEHUTE U C U3TOTBEHH aKTOBE Jejla — B IEIOBOACTRBOTO;

e AHOHUMH3MpA IPOTOKOJIUTE OT CHACOHU 3acelaHUs U ChACOHHTE aKTOBE U I'M MMOATOTBSA 32
nyOnuKyBaHe Ha CTPaHULATA Ha ChJa B UHTEPHET B IIPEBUICHHUTE OT 3aKOHA CIIy4aH,

Bnucsa B kHUraTa 3a 3aKpUTH U pa3opeUTEIHN 3acelaHusl Pa3lopeKAaHUATa Ha CHa,
[Toanbpixka Kajenaap 3a HACPOUCHHUTE JICIa;

[IpaBu KOIUs U U3BJCUCHHUS OT ChAeOHUTE KHUXKA, Bb3 OCHOBA HAa MUCMEHHA M0JIOa.
Opranusupa v nojxspxa rnoapendara Ha aenara coriacHo [TAC;

[Ipu oTcheTBHE Ha APYT ChiacOeH CeKpeTap ro 3aMecTBa B U3IIBJIHEHUE Ha CTy)KEOHUTE My
3bbIKEHHS,;

e I3mbiHsBa ciayxeOHUTE CH 3aQbDKEHHS IPU CTporo cnassaHe Ha KoncTuryuwmsara Ha
PBwbirapus, ycTaHOBeHUTE BHTPEIIHATE IpaBuia B ChieOHaTa aIMUHHCTPALIUSA U BCUYKH IPYTH
3aKOHOBH U MO/I38KOHOBH HOPMATHBHH aKTOBE, KOMTO PErJIaMEHTHpAT AefHOCTTa Ha ChAcOHUA
CILy)KUTEJT;

e Jla cnazpa pasnopendure Ha ETHuHUs KOJEKC Ha ChAEOHMS CIy)KHTEN W Ja ro npuiara B
eKeIHeBHATA CU JIEWHOCT, KaKTo U B 06uiecTBoTO. Konue oT chllus 1a MoJy4u Cpely oK.
e Jla ma3u Karo ciyxeOHa TaliHAa CBEJCHUATA, KOUTO Ca CTaHAJHM HM3BSCTHH B Kpbhra Ha




cyx0ara H 3acAraT MHTEpECHTE Ha FPaKAAHH, IOPHANYECKH JIMLA H Ibp)KaBaTa;

o [lpu u3nbIHEHHE Ha CIyXeOHHTE CH 3aiBDKEHHS M B OOLIECTBEHHs >KMBOT Ja HMa
IIOBEJCHHE,KOETO HE YPOHBA IIPECTHXKA Ha ChlicOHAaTa BJacT;

e Jla Obae MOMHUTHYECKH HEYTpPAJeH U He JONMycKa B cBosTa padora Ja Obje MOBIUSABAH OT
CBOH MJIH YY>KJH TOJIUTUYECKU IIPUCTPACTHUS;

e Jla u3bArsa cuTyanuum Ipd KOHTO C JEHCTBHATA CH H3MOJ3Ba IPOGECHOHATHHTE CH
[IPAaBOMOLIMA U CTATYT B JINUEH UHTEPEC MK B HHTEpeC Ha CBbP3aHH JIMLIA;

* llpu BB3naraHero My Ha ciyxeOHa 3a7a4a,YMeTO M3MBIHEHHE MOXKE Ja JIOBEIE J0
KOHQJIMKT MeXNy ClyXeOHHTe MY 3aXbJDKCHHS W HEIOBUTE YaCTHH HHTEPECH, € JUIBXKCH
CBOCBPEMEHHO Jia YBeIOMH CBOsI pbkoBoauten / 3[TPKI/;

e Jla cnasBa cmyxeGHaTa iepapXHs M CTPHKTHO [a Cra3Ba 3amoBEUTE Ha IOpPECTOSIIIUTE
C/TY’)KHTENU Ha PHKOBOAHM JUTHKHOCTH B aAIMUHHCTPALHATA,

* /[la mposiBsBa yBakeHHE, KOPEKTHOCT M KONETHATHOCT KbM KOJICTHTE CH, KATO He JOIyCcKa
IIOBEJICHHE, KOETO HAKBbPHSIBA JOCTORHCTBOTO HA OTAENHATA TUYHOCT;

¢ Jla masu aBTOpHTETa Ha MATMCTPAaTHTE U CHAWHTE M HE KOMEHTHPa TEXHUTE mpodecu-
OHAJHHU M JINYHH Ka4eCTBA;

* [lanposiBsBa MHAITHATHBHOCT M TBOPYECTBO B PaGOTATA CH B EKHII,

* Jla UMa €THYHO NOBEACHHE C BCHYKH PAXIAHH,C KOUTO BIH3a B KOHTAKT IpH U 10 MTOBOJ
M3NIBIHCHUE HA CJ1Y)XeOHHMTE CU 3a1b/DKeHMs. Jla HACOUM 33 CIIPAaBKa, KOSTO TOM CaM He MOe
/Aa HalpaeH, KBM ITO-KOMIIETEHTHO OT HEro JIHIE, Taka, 4e rpakiaHHHa 1a Obje oOCTyKeH
33AbJDKATENHO U Ka4eCTBEHO;

* [llonyyasa cpemury nommuc oT aAMUHUCTPATHBHUS CEeKpeTap Ha CbJa, 3aYUCICHOTO JBHKUMO
UMYLIECTBO, COGCTBEHOCT Ha Ch/IA, 3@ KOETO OTTOBaps Ipe3 paGoTHOTO BpEME, OIpENEICHO 3a
cbia.llpesaBa cpIIOTO cpeliy MoAMKE, NPH HANyCKAHe HIIX IIPEMECTBAHE HA paboTHOTO MSCTO.
Ionyuasa, cbXpaHsBa 1 NpenaBa 3a4uClIEHUTE MIEYaTH;

* Bsema ywactue npu koopauHupane Ha chaeGHaTa paboTa, NPsIKO CBbp3aHa ¢ JieffHOCTTa My,
3a€[IHO ¢ OCTAHAIHA IIEPCOHAN Ha Cha;

* YyacTsa B 00y4eHHETO Ha HOBHU CIIY’KHTENH, CBbLP3aHO ¢ H3MBIHEHUETO Ha Clly)KeOHUTE My
3abIDKEHHS;

* Ilo pasnopexnane na [Ipeacenarens U agMUHUCTPATHBHHS CeKpeTap M3IIBIHSABA U APYIH
BB3JIOXKEHH 3a1auu.

HEOBXOJAUMMH KAYECTBA 1 OTTOBOPHOCTH:

* OmIHYHM NO3HAHMA 1O OOWM MAENOBOJHHU TEXHHKH, pabora cbc CTaHAAPTHO OQHuC

00opy/aBane, OTTHYHU HO3HAHUS 11O CTHIIHCTHKA, IIPaBOMUC, 'PaMaTUKa U MYHKTYaLHs.

* MHoro n06pu ymeHus 3a paboTa ¢ rpaXKIany U B €KHII.

e Hocu otroBopHOCT 3a COGCTBEHHTE CH pe3yNTaTH, KAKTO ¥ HAa TE3H OT JeHHOCTTa Ha

ChOTBETHATA Ci1yx0ba.

* Hocu oTroBOpHOCT 3a NONMyYeHaTa U IpeHacsHaTa JOKYMEHTAITHS.

* Hocu otroBopHocT 32 06y4eHHETO Ha HOBOIOCTEINIH ChaeGHH CILY>KUTEJIH.

* Hocu otroBopHOCT 3a omassame Ha TonydeHATa OpeHacsiHa JOKYMEHTAllUs, KakTo U 3a

CrasBaie Ha ETHYHHS KOJEKC M BBTPELIHWTE NPABHMIIA, YTBBLPACHH OT aJIMMHUCTPATHBHHS
" PBKOBOJHTEL.

* Hocm otropoprocT 3a  agMuHHCIpaTHBHM OpONYyCKH M HapylIeHMs, Ch3AaBallu

[PCANOCTABKH 38 KOPYIIIHs, U3MaMH U HEPETHOCTH.

* Hocu orrosopuocr 3a crassane npasuiara 3a aBapuiHa M NPOTHBOINOXKAPHA 0GE30M1aCHOCT,

CaHMTAPHO-XUTMCHHUTEC HOPMHM H IPABWJIA,MHCTPYKIUHTE [0 3JPABOCIOBHH H O€30Ma3HHU

YCJIOBHS Ha TPYII.




OPITAHM3AIIMOHHU BPBH3KU:

JITBXKHOCTTA “chaeben cexperap® e u3mbiHuTescKa IIpsko noa4nHeH ¢ Ha a AIMUHUCTPATHBHUA
PBKOBOJUTEN, CHAUA-AOKIANIMK U aAMHHHCTPATUBHHS CEKpeTap. HMMma HernocpeaCTBEHH
B3aHMOOTHOIIEHHSI CbC CBHACOHUTE CHIY)KHTENM H ChauuTe. VMa BBTPEIIHH W BbHIIHH
npo(eCHOHANTHM KOHTAKTH C OpraHM W OpraHW3allid B Kpbra Ha M3NBIHABAHUIC

(l)yHKIII/IOHaJIHI/I 3a0bJDKCHHS.

3amecTBane /NPH OTCHCTBHE [UTLXKHOCTTA e H3NBJAHABA OT/:
e Jlpyr cpaedeH cexperap.

3abenexcka: JJUbKHOCTHATA XapAaKTEPUCTHKA c€ aKTyaJlu3upa B cilydall HA HOpPMATHBHA
IIPOMsIHA Ha MU3MCKBAaHUATA KbM M3BbpUIBaHaTa paboTa, YTBBbpPACHA OT MPEACCAaTe)Id Ha Chla.




