3SATBEPO)KEHO

Haka3s ynpasniHHs (LieHTpy)

HajaHHA  aAMIHICTPaTUBHUX  MOCAYr
MoainbcbKoi paioHHOT B MicTi Kuesi
[ep>KaBHOT afMiHiCTpauii

22.05.2019 N 28

YMOBWU

MpoBefeHHA KOHKYPCY Ha 3aMHATTA BaKaHTHOT NOCaAW AepXXaBHOT Cy»X6u
KaTeropii «B» - agMiHicTparTopa Big4iny npuinomy Ta nepefadi LOKYMEHTIB
ynpasfiHHA (LleHTpy) HagaHHA agMIiHICTPaTUBHUX MOCNYT
MopinbCbKol paioHHOT B MicTi KMeEBI fep)aBHOT agMiHicTpauii

MocanoBi 060B’A3KM

YMoBM onnaTh npaui

IH(popmaLis npo
CTPOKOBICTb UK
6e3CTPOKOBICTb
NMpU3HAYeHHA Ha
nocasy

Mepenik LOKYMEHTIB,
HeobXigHUX s
y4yacTi B KOHKYypCi Ta
CTPOK 1X NoJaHHA

3arasibHi ymoBu
1)Hagae cy6’ekTam 3BepHeHb BWYEPNHY IH(opMaLito Ta
KOHCyNbTauii  WOA0 BUMOr Ta  MOPAAKY  HafaHHA
agMIHICTPaTUBHUX MOCAYT;
2)Mpuiimae Bif Cy6’eKTiB 3BEpHEHb [OKYMEHTU, HeobXifHi
09 HaflaHHA  agMIHICTPAaTUBHMX MOCNYT, 34INCHI0E TX
peecTpauito Ta nojae AOKYMEHTW BIiANOBIAHWM CYy6’eKTam
HaflaHHA agMIHICTPATUBHMX MOCAYT He Mi3HilWe HaCTYMHOro
pPo6040ro AHA Micns iX OTPUMaHHS;
MocafoBWiA OKNag 3rifHo i3 WTAaTHUM PO3NMCOM, HafbaBKa
3a BUCNYTY POKIB (3a HAABHOCTI CTaXKy [Aep>XaBHOT Cnyxou),
HafbaBKa 3a paHr epXaBHOro cny>60Bus
bescTpokoBo
BignosigHO A0 YaCTMHM ApPYrol Ta TPeTboi cTaTTi 35 3aK0Hy
YKpaiHn «[1po gepxxaBHy Cny>6y» npu nNpusHavyeHHi ocoou
Ha [nocagy AepXXaBHOT Cny)X6u Breplle BCTaHOB/IEHHS
BUNPOOYyBaHHA € 060B’A3K0BUM. BunpobysaHHA npu
MPU3HAYeHHI Ha nocagy [lep>kaBHOT CnyXom
BCTaHOBJ/IOETLCA CTPOKOM [0 LLECTWN MiCALiIB
Ocoba. Aka BumaBmna GaxkaHHs B3ATW Yy4yacTb Yy KOHKYPCI,
Nofa€e KOHKYPCHi KOMICIT TaKi JOKYMEHTW:
1) Konito nacrnoprta rpoMagaHHa YKpainu,
2) NUCbMOBY 3adBY MPO Y4acTb Y KOHKYPCi i3 3a3Ha4YeHHAM
OCHOBHMX MOTMBIB LWOAO 3alHATTA Mocagu AepXKaBHOT
CNy>06K, A0 AKOT A0AAETHCA pe3toMe Y A0BINIbHIN hopMmi;
3) nucbMoBY 3asBy. B Kiil noBigoMnse, WO 40 Hel He
3aCTOCOBYHOTLCA 3a00POHW, BU3HAYEHI YaCTMHOK TPETLOHD
Ta 4yeTBepTol0 CcTarTi 1 3akoHy YKpaiHu «[1po o4ynieHHS
Bfagu» Ta Hafae 3rogy Ha NPOXOLKEHHSA MepeBipKy Ta Ha
OMPUNOLHEHHS BifOMOCTEA CTOCOBHO Hei BiAMOBIAHO [0
3a3Ha4YeHOro 3aKoHy;
4) Konito (Komil) LOKYMeHTa (LOKYMEHTIB) MPO OCBITY;



[aTa, yac i micue
MPOBeLEHHSA
KOHKypCy
Mpi3BuLLe, iM’a Ta
no 6aTbKOBI, HOMEP
TenegoHy Ta agpeca
€/1eKTPOHHOI NOLTH,
fIKa Hafae [04aTKOBY
IHpopmauito 3
MUTaHb NPOBEAEHHS
KOHKypCYy

OcBiTa

[ocsig po6oTu
BonogiHHA
[iepP>XaBHOK MOBOH
Bumora

YMIiHHSA npaytoBaTn 3
KOMMN’IOTEPOM

HeobxigHi 4inosi
AKOCTI

HeobXigHi
OCOOUCTICHI AKOCTI
Bumora

3HaHHSA
3aKOHOAAaBCTBa

3HaHHA
cneuiansHOro

5) 3anoBHeHY 0CO60BY KapTKy BCTaHOB/EHOMO 3pasKa;

6) nocBigyeHHs artecTauil WOAO BIILHOIO BOJIOAIHHSA
[lep>kKaBHOK MOBOIO;

7) [eknapauito 0cobu, YMNOBHOB@XEHOI Ha BMKOHAHHSA
(YHKUIA gepxaBu abo MicLeBOro camMoBpsfyBaHHSA, 3a
MUHYNWA  piK  (HadaeTbca Yy BUINSA4I  PO3LPYKOBaHOro
NMpUMipHMKa Ha ogiiintHomy canTi HA3K).

CTpoK nogaHHA foKyMeHTIB g0 16-45 rog. 07.06.2019 poky

TectyBaHHA - 9-30 rog. 11.06. 2019 poky
M. Kuis, Byn. KocTaHTUHIBCbKE, 9/6, kab. 205.

Hontok CtaHicnas KOpinosuy
(044)4250552
+380674016768
cloryilpoclilLlukr.net

KBanigikauiiHi BUMOru
[MpMUCBOEHO CTyMiHb BULLOI OCBITM He HUX4Ye 6akanaspa,
MOsioALoro 6akanaspa
He notpebye

BinbHe BONMOAIHHA Aep>XXaBHO MOBOK

Bumorn o KoMneTeHTHOCTI
KOMMOHEHTHI BUMOrHK
BonogiHHa  KOMM’lOTEPOM -  piBEHb  AOCBIAYEHOrO
KopucTyBaya; poboTta 3 oghicHuM naketom Microsoft Office
(Word Excel Outlook Express)
OMepaTMBHICTb;
aHaniTUYHI 34i6HOCTI;
BMIHHS npaytoBaTy B KOMaH[i;
CTPECOCTINKICTb
BiANOBIAA/IbHICT;
ANCUMNNIHOBAHICTb;
OpieHTAL i Ha pesynbTarT;
KOHTPO/Ib eMoLiit

MpodecivHi 3HaHHS

KOMMNOHEHTHI BUMOrK
3HaHHA:
KoHcTuTyLiT YKpaiHuy,
3aKoHY YKpaiHu «[po gep>kaBHY CNnyxXoy»;
3aKoHY YKpaiHu «[1po 3anobiraHHA Kopynuii»
3HaHHS:
3akoH YKpaiHu «[po agMiHICTpaTUBHI NOCNYTrn»;



3aKOHO/aBCTBa, WO  3aKOH YKpaiHu «[1po 3BepHEHHS FpoMagsiH»;

noB’da3aHe i3 3aKoH YKpaiHu «[Mpo goctyn go ny6niyHol iHhopmaLliT»;
3aBAaHHAMN Ta 3aKOoH YKpaiHn «[1po 3axXnCT NnepcoHaIbHUX JaHUX»;
3MICTOM po60oTH €amHnx sumor (CtaHgapTiB) A0 SIKOCTI 06CNYroByBaHHS
[leP>XaBHOro BifBifyBayiB LEHTPIB HafaHHA agMiHICTPaTUBHUX MOCNYT;
Cny>x60BL#

BI4NOBIAHO A0
NnocafoBOT IHCTPYKLiT
(MonoXeHHs npo
CTPYKTYPHWIA

nigposain)



3SATBEPOX>XEHO

Hakas ynpasniHHA (LleHTpy)
HaflaHHA agMIHICTPaTUBHUX NOCNYT
MoAinbCbKOT paloHHOT B MicTi Kuesi
[epXXaBHOT agMiHICcTpayil
22.05.2019 No28

YMOBWU

MpoBeAeHHA KOHKYPCY Ha 3aHATTA BaKaHTHOI nocaau AepXXaBHOT CnyXou
Kateropii «B» - agmiHicTpaTopa Biaginy 3abesneyeHHs gianbHocTti LLHAT
ynpasniHHA (LLeHTpy) HafaHHS agMiHICTPaTUBHUX MOCNYT
MofinbCbKOT pailoHHOT B MiCTi KKEBI AepXXaBHOT agMiHicTpauii

MocanoBi 060B’A3KM

YMOBU onniaty npaui

IH(hopmauis npo
CTPOKOBICTb UM
6e3CTPOKOBICTb
MPU3HaYeHHs Ha
nocasy

Mepenik LOKYMEHTIB,
HeobXiAHUX Ans
y4yacTi B KOHKypCi Ta
CTPOK TX MoJaHHA

3arasibHi ymoBU
1) 3abe3neyeHHsA iH(OPMYyBaHHA CYy6’EKTIB 3BEpHeEHb MpPo
BUMOIU Ta NOPAAOK HafaHHA aAMIHICTPaTUBHUX NOCAYT, L0
HafalTbCa Yepe3 agMiHicTpaTopa 0CobMUCTO, 3a JOMOMOroH
3ac006iB 3B’A3KY Ta Mmepexi ILLeLuel;
2) HajaHHA  JOMOMOrM  LWOA0  (POPMYBaHHA  Makety
LOKYMEHTIB Ta 3anoBHEHHA 6/1aHKiB 3adB 419 MOJaHHSA
afMiHiCcTpaTopy 419 OTPUMAHHA aAMIHICTPATUBHUX MOCAYT;
3) Bupava abo 3abesneyvyeHHs HafcWIaHHA 4Yepe3 3acobu
MOLUTOBOrO 3B’A3KY CYO’€KTaM 3BEpPHEHb pe3ynbTaTiB
HafaHHA aAMIHICTPaTUBHUX MOCAYT;
4) 30INCHEHHA KOHTPO/IO 3a TepMiHAMW  HafaHHSA
agMIHICTpPaTUBHUX MOCNYT;
5) po3MilWeHHA aKTyanbHOT iH(opMaLii WoA0 HajaHHA
aAMIHICTPaTUBHUX MOCNyr Ta poboTn ynpasniHHA (LieHTpy)
Ha iH(hopMaLiiHMX cTeHaax Ta oiuinHux \¥EB-caiTax;
6) 30iICHEHHS eIEKTPOHHOI0 AOKYMEHTO006iry, AinoBoAcTBa
Ta KOHTPO/IHO BUKOHAHHA MOTOYHOI AOKYMeHTaUl.
MocafoBuid OKNag 3rifHo i3 WTATHUM PO3NMCOM, HajbaBKa
3a BMCNYTY POKIB (3a HAABHOCTI CTaXy LepPXXaBHOT Cyxou),
Haf6aBKa 3a paHr 4ep>XaBHOro C/y>060BLf
be3cTpokoBo
BignosigHO [0 YaCTMHW APYroi Ta TPeTbol cTaTTi 35 3aKoHY
YKpaiHn «[1po gep>xasHy CyXoy» npu npusHavyeHHi ocoou
Ha nocajy [Aep>aBHOT CnyX6w Brepwe BCTAHOB/IEHHSA
BUNPOOGYBaHHA € 000B’A3KOBMM. BunpobyBaHHA npwu
NMPU3HAYeHHI Ha nocagy Llep>KaBHOT CNyXom
BCTAHOB/IKOETHCHA CTPOKOM [0 LLIECTM MiCALLIB
Ocoba. fAka BuABWMIa OGaXKaHHA B3ATM Y4acCTb Y KOHKYPCI,
NMoAae KOHKYPCHIA KOMICIT TaKi JOKYMEHTU:
1) konito nacnopTa rpoMagaHHa YKpaiHu,
2) NMUCbMOBY 3aABY MPO Y4acCTb Y KOHKYPCi i3 3a3Ha4YeHHAM
OCHOBHMX MOTMBIB 040 3alNHATTA MOCagu [LepXXaBHOT



[Jata, yac i micue
NpoBeAeHHs
KOHKYpCY
Mpi3BuLLe, iM’a Ta
no 6aTbKoBI, HOMEp
TeneoHy Ta agpeca
e/1IeKTPOHHOT NOoLWTH,
fKa Haflae [04aTKOBY
IHpopMmaLito 3
NUTaHb NPOBEAEHHS
KOHKYpCY

OcsiTa

[ocsig po6oTu
BonogiHHA
[1eP>KaBHOIO MOBOHO

Bumora

YMIHHA npayuoBaTtu 3
KOMMN’IOTEPOM

Heo6xigHi ginosi
AKOCTI

HeobxigHi
OCOOUCTICHI AKOCTI

CNy>6u, A0 AKOT A0AAETLCA pPe3toMe Y A0BINbHIN hopMmi;

3) nucbMoBY 3asBy. B AKili noBigoMnse, WO [0 Hel He
3aCTOCOBYIOTHCA 3a00POHU, BU3HAYEHI YACTMHOK TPETLOHD
Ta 4yeTBepTol cTatTi 1 3akoHy YKpaiHu «[1po o4yneHHSA
Bagu» Ta Hajae 3rogy Ha NPOXOLXEHHS NepeBipKM Ta Ha
OMPUKOAHEHHS BiOMOCTE CTOCOBHO Hel BIAMOBIAHO [0
3a3HAYEHOr0 3aKOHY;

4) konito (KoniT) JOKyMeHTa (4OKYMEHTIB) Npo OCBITY;

5) 3anoBHeHY 0CO60BY KapTKy BCTAHOB/IEHOI0O 3paska;

6) noceigyeHHA artecTauii WOAO BIIBHOIO BOJIOAIHHSA
[ep>XaBHOK MOBOIO;

7) [eknapauito 0cobu, YNOBHOBaXXEHOT Ha BWKOHaHHSA
(YHKUIA gepXaBu abo MicLEBOro caMoBpPA4YBaHHS, 3a
MUHYNUIA  pik (HagaeTbca Yy BUINSiAI  PO3APYKOBAaHOro
NpUMipHKKa Ha ogiyiriHomy cainti HA3K).

CTpOK NofaHHA JOKYMeHTIB A0 16-45 rog. 07.06.2019 poky

TecTyBaHHA - 9-30 rog. 11.06. 2019 poky
M. KuiB, Byn. KocTaHTMHIBCbKA, 9/6, Kab. 205.

[ontok CtaHicnas HOpiriosuy
(044)4250252
+380674016768
éorylpo&LLunkr.ne!

KBanigikauiiiHi Bumoru
[MPMCBOEHO CTYNiHb BULLOT OCBITU He HWK4e 6Gakanaspa,
MOJIOALLIOro 6akanaspa
He notpebye

BinbHe BOMOAIHHA AepXXaBHO MOBOK

Bumorn 1o KOMMNEeTEHTHOCTI
KOMMNOHEHTHI BUMOru
BonogiHHA  KOMM’lOTEPOM -  piBeHb  [0CBIJYEHOr0
KopucTyBaya; poboTa 3 ogicHMM naketom Microsoft Office
(Word Excel Outlook Express)
ornepaTuBHICTb;
aHaniTUYHI 30i6HOCTI;
BMIHHA NpauoBaTh B KOMaHAi;
CTPECOCTINKICTb
BI4NOBIAANbHICTb;
ANCLMMNIHOBAHICTb;
OpieHTALiA Ha pe3ynbTar;
KOHTPO/Ib eMOLLiiA



Bumora

3HaHHSA
3aK0HO/aBCTBa

3HaHHA
cneyiasbHOro
3aKOHO[aBCTBa, LU0
nos’a3aHe i3
3aBflaHHAMM Ta
3MICTOM po6oTH
[epXXaBHOro
Cny>60BUs
BI4NOBIAHO [0
nocagoBOT IHCTPYKUT
(MoMoXeHHs npo
CTPYKTYPHWNIA

nigposain)

HayanbHUK ynpaBniHHS

MpodeciiiHi 3HaHHS
KOMMNOHeHTHI BUMOTY
3HaHHA:
KoHcTuTyuii YKpainu;
3aKoHY YKpaiHu «[1po aepxxaBHY CNyxoy»;
3aKoHY YKpaiHu «[1po 3anobiraHHA Kopymnuii»

3HaHHS:

3aKoH YKpaiHu «[1po afgMiHICTpaTUBHI NOCNYrn»;

3aKoH YKpaiHn «[1po 3BEPHEHHA TPOMALAH»;

3aKoH YkpaiHu «[po gocTtyn fo ny6niyHOT iHpopmawii»;
3aKoH YKpalHu «[1po 3aXUCT NepCoHaIbHUX JaHUX»;
€anHunx sumor (CTaHAapTiB) A0 AKOCTI 06C/yroByBaHHSA
BiABiAYyBaYiB LEHTPIB HaAaHHA agMiHICTPAaTUBHMX NOCAYT;



3ATBEPOAXXEHO

Haka3 ynpasniHHa (LieHTpy)
HaflaHHA afiMiHICTPaTUBHNX MOCAyrT
MopiNbCbKOT paioHHOT B MicTi KueBi
[epXXaBHOT agMiHicTpayii
22.05.2019 No28

YMOBWU

MpoBefeHHA KOHKYPCY Ha 3aiHATTSA BaKaHTHOT Nocaau Aep>KaBHOI Cy»XX6u
Kateropii «B» - agmiHicTpartopa Biaginy 3abesneveHHs gisgnbHocTti LIHATM
(Ha nepiopg BigNYCTKN OCHOBHOIO MpayiBHUKA 418 OrNa4Y 3a AUTUHOK
[0 LOCATHEHHSA Helo TpMpivHOro Biky A0 27.06.2020 poky)
ynpasfiHHA (LleHTpy) HagaHHA agMIHICTPaTUBHUX MOCNYT
MoAainbCbKOT pailoHHOT B MicTi KMEBI AepXXaBHOT aAMiHicTpauit

MocanoBi 060B’A3KM

YMoBM onnaTh npaui

IH(popmauis npo
CTPOKOBICTb UK
6e3CTPOKOBICTb
NMPU3HAYeHHA Ha

nocazy

Mepenik LOKYMEHTIB,
HeobXigHWX ans
y4yacTi B KOHKYpCi Ta
CTPOK TX NojaHHA

3arasibHi ym0BMU
1) 3abe3neyeHHs IH(pOPMyBaHHA CYyO6’eKTIB 3BepHEHb Npo
BUMOTM Ta NOPAAOK HafAHHA afMIHICTPaTUBHUX NOCAYT, WO
HafalTbCA Yepe3 agMiHicTpaTopa 0cobmUCTo, 3a JOMOMOroK
3ac00iB 3B’A3KY Ta Mepexi MeTerT;
2) HajaHHA  gonoMory  WoAo  (hOpMyBaHHA  NaKeTy
[OKYMEHTIB Ta 3anoBHEHHA 6n1aHKiB 3adB 4714 MO4aHHSA
afMiHiCcTpaTopy 419 OTPUMaHHA aAMIHICTPATUBHUX MOCAYT;
3) Buaaya abo 3abesneyvyeHHA HafCWUIaHHA 4depe3 3acobu
MOLUTOBOrO 3B’A3KY CyG’eKTaM 3BEpPHEHb pe3ynbTaTiB
HafaHHA aAMiHICTPATUBHUX MOCAYT;
4) 30IACHEHHA KOHTPONK 3a TepMiHaMM  HafaHHS
aAMIHICTPaTUBHMX MOCANYT;
5) po3MileHHA aKTyanbHOT IH(opmaLii WoA0 HajaHHA
aAMIHICTpaTUBHMX Mocnyr Ta poboTn ynpasniHHA (LieHTpy)
Ha iHhopMaLiiHMX cTeHAax Ta oilinHnX \¥EB-caiTax;
6) 30iICHEHHS eNEKTPOHHOIO0 AOKYMEHTO06iry, AinoBoAcTea
Ta KOHTPO/IK0 BUKOHAHHA MOTOYHOI AOKYMEHTaLT.
MocafoBnin oKnag 3rifHo i3 WTaTHUM PO3NUCOM, HafbaBKa
3a BUCNYTY POKIB (32 HAABHOCTI CTaXy Aep>KaBHOT Cly>Kbn),
Haf6aBKa 3a paHr 4ep>XaBHOro C/y>K060BLf

3a CTPOKOBMM TPYLOBMM [OroBOpoM (Ha mepiof BiAMyCTKM
OCHOBHOrO npauiBHMKa fAns [JOrnagy 3a AWTMHOK [0
[OOCATHEHHA Heto TpUpIiYHOro BikKy Ao 27.06.2020 poky).

Ocoba. Aka BusBMIA GaKaHHA B3ATU Y4acCTb Y KOHKYpCI,
Nnoaae KOHKYPCHI KOMICIT TaKi JOKYMEHTU:
1) konito nacrnoprta rpoMagaHHa YKpaiHu,
2) NUCbMOBY 3asBY MPO Y4YacCTb Y KOHKYPCI i3 3a3Ha4YeHHAM
OCHOBHMX MOTMBIB LOLO 3alHATTA Mocagu [AepXXaBHOT



[aTa, yac i micue
NpoBeAeHHS
KOHKYypCYy
Mpi3BuLLe, iM’a Ta
no 6aTbKoBi, HOMEp
TenedoHy Ta agpeca
e/IeKTPOHHOI MOoLUTH,
fIKa Hafjae f04aTKOBY
IH(popMmaLito 3
NTaHb NPOBELEHHSA
KOHKYpCY

OcBiTa

[ocsig po6oTu
BonogiHHA
[IEPXKaBHOK MOBOH)

Bumora

YMIiHHA npaytoBaTn 3
KOMMN’IOTEPOM

HeobxigHi ginosi
AKOCTI

HeobXigHi
OCOOUCTICHI AKOCTI

CNYXX6U, [0 AKOT fOLAETHCA pe3toMe Y [0BiNIbHIN opmi;

3) nucbMoBY 3adBy. B akili nosigomnse, WO A0 Hel He
3aCTOCOBYHOTHCA 3a00POHM, BM3HAYEHI YACTUHOK TPETLHOKO
Ta 4yeTBepTor0 cTarTi 1 3akoHy YKpaiHu «[1po OunLEeHHS
BMafu» Ta Hajae 3rofy Ha MPOXOMKEHHS MepeBipKW Ta Ha
OMPUIOLHEHHA BiOMOCTE CTOCOBHO Hei BiAMOBIAHO [0
3a3HA4YeHOro 3aKOHY;

4) konito (KoniT) JOKyMeHTa (4OKYMEHTIB) Npo OCBITY;

5) 3anoBHEHY 0CO60BY KapTKy BCTaHOB/IEHOI0 3paska;

6) nocBidYeHHA aTecTauii WOA0 BIILHOTO BOJMIOAIHHSA
[lep>KaBHOK MOBOIO;

7) [exknapauito  0cobw, YMNOBHOBAXEHOT Ha BMKOHAHHA
(bYHKUIA fOep)aBu abo MICLEBOro CcaMOBpsyBaHHS, 3a
MUHYNNIA  piK (HagaeTbCAa Yy BUINSAI  PO34pPYKOBaHOro
NpUMipHMKa Ha ogitinHomy cainTi HA3K).

CTpok nogaHHa aoKyMeHTiB A0 16-45 rog. 07.06.2019 poky

TecTtyBaHHA - 9-30 rog. 11.06. 2019 poky
M. Kui, Byn. KocTaHTUHIBCbKE, 9/6, kab. 205.

[ontok CtaHicnas HOpiriosuy
(044)4250252
+380674016768
cloryilpoclilLiykr.nei

KBanidikayinHi Bumoru
[MPMUCBOEHO CTYMiHb BWULLOI OCBITM He HMX4Ye 6akanaspa,
MOMOALIOro 6akanaspa
He notpebye

BinbHe BOMOAIHHA Aep>XaBHO MOBOK

Bumorn o KOMNEeTeHTHOCTI
KOMMNOHEHTHI BMMOTY
BonogiHHA ~ KOMN’lOTepoM - piBEHb  AOCBIAYEHOro
KopucTyBaya; poboTta 3 ogicHMM naketom Microsoft Office
(Word Excel Outlook Express)
OMepaTMBHICTb;
aHanTUYHI 34i16HOCTI;
BMIHHA NnpaytoBaTi B KOMaHAI;
CTPECOCTINKICTb
BI4NOBIAANbHICTb;
ANCUMN/IHOBAHICTb;
opieHTaLia Ha pe3y/fbTar;
KOHTPO/Ib eMOLLiiA



Bumora

3HaHHSA
3aKOHOAAaBCTBA

3HaHHSA
cneyiasbHOro
3aKOHO/aBCTBa, LU0
NnoB’A3aHe I3
3aBJaHHAMU Ta
3MICTOM po60TH
Lep>kaBHOro
Cny>x60BL#
BIANOBIAHO A0
nocagoBoT IHCTPYKUIT
(MONOXKEHHS Npo
CTPYKTYPHWUI

nigposain)

HauanbHWK ynpaBniHHA

MpodeciiHi 3HaHHSA
KOMMOHEHTHI BUMOrHK
3HaHHSA:
KoHcTuTyUiT YKpaiHu;
3aKoHY YKpaiHu «[1po gep>kaBHY CnyXoy»;
3aKoHY YKpaiHu «[1po 3anobiraHHA Kopymnuii»

3HaHHS:

3aKoH YKpaiHu «[1po agMiHICTPaTMBHI MOCNYTrn»;

3aKoH YKpalHu «[1po 3BEPHEHHS TPOMaAsaH»;

3aKoH YKpaiHu «[Mpo gocTtyn Ao ny6naivHOT iHpopmaLii»;
3aKOH YKpalHu «[1po 3axXncT nepcoHanbHUX AaHUX»;
€anHnx sumor (CTaHAapTiB) A0 AKOCTI 06CNYroByBaHHS
BifBiAyBayiB LEHTPIB HafaHHA afMIHICTPATUBHUX NOCAYT;

NaHHa LWWEPBAHb



3SATBEPOXXEHO

Haka3 ynpasniHHa (LleHTpy)
HaflaHHA afMIHICTPaTUBHUX MOCAyr
MoAinbCbKOT panoHHOT B MicTi KueBi
Aep>XXaBHOT aAMiHICTpayii
22.05.2019 No28

YMOBWU

MpoBefeHHA KOHKYPCY Ha 3alHATTA BaKaHTHOT Nocaaun AepXXaBHOi Cy>o6u
Kateropii «B» - agmiHicTparTopa Bigginy 3abesnedeHHs gianbHocTti LIHATM
ynpasfiHHa (LleHTpy) HagaHHA agMiHICTPaTUBHUX MOCAYT
MoAainbCbKOT panoHHOT B MicTi KMEBI AepXXaBHOT aagMiHicTpaLit

MocanoBi 060B’A3KM

YMoBM onnaTh npaui

IH(popmaLis npo
CTPOKOBICTb UM
6e3CTPOKOBICTb
MPU3HaYeHHA Ha
nocasy

[Mepenik JOKYMEHTIB,
HeobXigHWX ans
y4yacTi B KOHKYpCI Ta
CTPOK TX NojaHHA

3arasibHi ymoBU
1) 3abe3neyeHHs IH(OPMYBaHHA CYy6’€KTIB 3BEPHEHb MPO
BUMOIU Ta NOPAAOK HafaHHA aAMIHICTPaTUBHUX NOCAYT, L0
HafalTbCa Yepe3 agMiHicTpaTopa 0cobmucTo, 3a 4OMOMOror
3aco0iB 3B’A3Ky Ta Mepexi ILLleTer:;
2) HajaHHA  JonoMory  WoAo  (hOpMyBaHHA  MakeTy
OOKYMEHTIB Ta 3anoBHEHHA 6naHKiB 3adaB 414 MOJaHHSA
afMiHICTpaTopy AN15 OTPUMaHHA aAMIHICTPaTUBHUX MOCAYT;
3) Bupgava abo 3abesneyvyeHHA HafCWIaHHA 4yepe3 3acobu
MOLUTOBOrO 3B’A3KY CY0’eKTaM 3BEpPHEHb pe3ynbTaTiB
HaflaHHA afMiHICTPaTUBHUX MOCAYT;
4) 3[IACHEHHA KOHTPO/NKD 3a TepMmiHaMW  HafaHHA
aAMIHICTpPaTUBHUX MOCNYT;
5) po3milleHHs aKTyanbHOT iH(opMmauii WoAo HajaHHSA
aAMIHICTPaTUBHUX MOCAYT Ta poboTn ynpasniHHA (LeHTpy)
Ha iHhopMaLiiHMX cTeHaax Ta oilinHuX \¥EB-cainTax;
6) 34iMCHEHHS eTEKTPOHHOI0 AOKYMEHTO006iry, 4inoBoAcTBa
Ta KOHTPO/IO BUKOHAHHA MOTOYHOT LOKYMeHTaLiT.
MocafoBWin OKNag 3rifHo i3 WTaTHUM PO3NUCOM, HafbaBka
3a BMCNYTY POKIB (32 HAABHOCTI CTaXky [AepXXaBHOI Cyxou),
Haf6aBKa 3a paHr 4ep>XaBHOro C/y>K060BL4
bescTpokoBo
BignosigHO 40 YacTMHW ApPYroi Ta TPeTbol CcTaTTi 35 3aKoHy
YKpainu «[po fep>kaBHy CyXoy» npu npusHayeHHi 0cobu
Ha nocagy [AepXXaBHOT Cny6bu Breplle BCTaHOB/IEHHS
BUNPO6GYBaHHA € 060B’A3KOBMM. BunpobyBaHHA npwu
MPU3HaYeHHI Ha nocagy [lep>KaBHOT Cy>6u
BCTAHOBJ/IOETLCA CTPOKOM [0 LUEeCTN MicALiB
Ocoba. Aka BusABWMIa GaKaHHA B3ATM Y4acCTb Y KOHKYpCI,
noAae KOHKYPCHIl KOMICIT TaKi JOKYMEHTW:
1) konito nacrnopTa rpoMagAaHnHa Y KpaiHu,;
2) NUCbMOBY 3asBY MPO Y4YacCTb Y KOHKYPCI i3 3a3Ha4YeHHAM
OCHOBHMX MOTMBIB LO40 3alHATTA Mocagu [Aep>KaBHOT



[aTa, yac i micue
NnpoBeAeHHS
KOHKYypCYy
MpisBuLe, iM’a Ta
no 6aTbKOBI, HOMEpP
TenedoHy Ta agpeca
e/IeKTPOHHOT MOLUTH,
fIKa Hafjae [0AaTKOBY
IHopmauito 3
NUTaHb NPOBEAEHHS
KOHKYypCy

OcBiTa

[ocsig poboTu
BonogiHHsA
[lep>KaBHOK MOBOHO

Bumora

YMIiHHSA npaytoBaTn 3
KOMN’IOTepoM

HeobxigHi finosi
AKOCTI

HeobxigHi
OCOOUCTICHI SKOCTI

CNy>6K, A0 AKOT A0AAETHCA pe3toMe Y A0BINIbHIN hopMi;

3) nucbmoBy 3asBy. B AKili MOBIAOMASE, WO A0 Hel He
3aCTOCOBYHOTHCA 3a60POHM, BU3HAYEHI YAaCTMHOK TPETLOHD
Ta 4yeTBepTO CTaTTi 1 3aKOoHY YKpaiHn «[1po ounLLeHHS
BMagu» Ta Hajae 3rogy Ha NPOXOLXXEHHHA NepeBipKM Ta Ha
OMPUIOLHEHHA BiOMOCTE CTOCOBHO Hei BiAMOBIAHO [0
3a3HaYeHOro 3aKOHy;

4) konito (koniT) LOKyMeHTa (4OKYMEHTIB) MPO OCBITY;

5) 3anoBHEHY 0C060BY KapTKy BCTAHOBJ/IEHOr O 3pas3ka;

6) nocBigYeHHsA artecTauii LWOAO BIILHOIO BOJIOAIHHSA
[lep>KaBHOK MOBOIO;

7) [eknapauito 0cobu, YNOBHOBaXXEHOT Ha BUKOHaHHSA
(bYHKUiA fgepxaBu abo MicLEBOro camoBpsdyBaHHA, 3a
MUHYNMA  pik  (Hafjaetbca y BUTNSAAI  PO3LPYKOBaHOrO
npuMipHMKa Ha ogiliiHomy cainti HA3K).

CTpoK nogaHHA foKyMeHTIB g0 16-45 rog. 07.06.2019 poky

TectyBaHHA - 9-30 rog. 11.06. 2019 poky
M. KuiB, Byn. KocTaHTUHIBCbKa, 9/6, Kab. 205.

[ontok CtaHicnas HOpiiosuy
(044)4250252
+380674016768
Cl02Y11p0CH1(M),ukr.ME

KBanigikauiiiHi Bumoru
MMpUCBOEHO CTyNiHb BULLOT OCBITU He HMKYe 6akanaspa,
mMosoALoro 6akanaspa
He noTpebye

BinbHe BONOAIHHA Aep>XKaBHO MOBOK

Bumorn o KOMNeTeHTHOCTI
KOMMOHEHTHI BUMOIK
BonofiHHA  KOMM’lOTEpOM -  piBEHb  [OCBIAYEHOrO
KopucTyBaya; pobota 3 ogpicHMm naketom Microsoft Office
(Word Excel Outlook Express)
OMepaTMBHICTb;
aHanITUYHI 34i6HOCTI;
BMIHHS npautoBaT B KOMaHA;
CTPECOCTINKICTb
BiANOBIJa/IbHICTb;
AUCUUNNIHOBAHICTb;
OpieHTaL s Ha pe3y/bTar;
KOHTPO/Ib eMOLLiiA



Bumora

3HaHHSA
3aKOHO/JaBCTBa

3HaHHS
cneyianbHOro
3aKOHOAaBCTBa, L0
noB’A3aHe i3
3aBfaHHAMM Ta
3MICTOM po6oTH
[lepP>KaBHOIro
Cny>X60BL#A
BIAMOBIAHO A0
nocafoBoi IHCTPYKUIT
(MoNoXKeHHs npo
CTPYKTYPHWNIA

nigposain)

HauyanbHWK ynpaBniHHS

MpodeciiiHi 3HaHHS
KOMMOHEHTHI BUMOIK
3HaHHS:
KoHCcTUTyUiT YKpaiHu,;
3aKoHY YKpaiHu «[1po fgep>kaBHY CyX0y»;
3akoHy YKpaiHu «[1po 3anobiraHHA Kopynyii»

3HaHHA:

3aKOH YKpaiHu «[1po afgMIHICTPaTUBHI NOCIYrn»;

3aKOoH YKpaiHu «[1po 3BepHEHHA rpoMagaH»;

3aKoH YKpaiHu «[Mpo gocTtyn 4o ny6nivHOT iHpopmaw,ii»;
3aKOH YKpalHu «[1po 3axXncT NnepcoHanbHNX AaHUX»;
€anHunx sumor (CTaHAapTiB) A0 AKOCTI 06CNyroByBaHHA
BiABiAYyBayiB LEHTPIB HafaHHA agMIHICTPaTUBHUX MOCNYT;

MaHHa LWEPBAHb



3ATBEPO)XEHO

Haka3 ynpasniHHa (LleHTpy)

HafaHHA  afAMIHICTpPaTUBHUX  MNOCNYT
MofinbCbKoi paloHHOT B MiIcTi Kuesi
[ep>XXaBHOT agMiHicTpayii

22.05.2019 Ne28

YMOBWU

MpoBefieHHA KOHKYPCY Ha 3aHATTS BaKaHTHOT Nocaan AepyXaBHOT CyXom
KaTeropii «B» - agMiHicTparTopa Bigainy npuinomy Ta nepefadi JOKYMEHTIB
ynpasniHHA (LleHTpy) HagaHHA agMIiHICTPaTUBHUX MOCNYT
MoainbCcbKOT paioHHOT B MicTi KneBi fepykaBHOT aaMiHicTpauil

[MocagoBi 060B’A3KK

YMoBW onnaTtu npadi

IH(popmauis npo
CTPOKOBICTb UM
6e3CTPOKOBICTb
MPU3HaYeHHA Ha
nocagy

Mepenik LOKYMEHTIB,
HeobXigHWX ans
y4yacTi B KOHKYypCi Ta
CTPOK TX NoJaHHA

3arasibHi ymoBu
1)Hagae cy6’ekTam 3BepHEHb BWYEpPMHY IH(opMauilo Ta
KOHCY/bTauii  WoAO BWMOr Ta  MOPALKY  HafaHHA
aAMIHICTPaTUBHUX MOCNYT;
2)Mpuiimae Bif Cy6’eKTiB 3BEPHEHb [OKYMEHTWU, HEOOXiAHi
019 HaflaHHA  aAMIHICTPaTUBHUX MOCAYT, 34IANCHI0E  iX
peecTpauito Ta nogae LOKYMEHTWU BignNoBiAHWM CYy6’eKTam
HafaHHA agMIHICTPATUBHMX MOCAYT He Mi3Hile HaCTynHoro
pPo60YOro AHA NicAs X OTPUMaHHS;
MocafoBWiA OKNag 3rifHo i3 WTaTHUM PO3NMCcoM, HafbaBKa
3a BUCNYTY POKIB (32 HAfABHOCTI CTaXy [ep>KaBHOT CnyXXon),
HaflbaBKa 3a paHr 4ep>KaBHOro C/y><060BLS
be3cTpokoBo
BignosigHO [0 YacTWHKM ApYroi Ta TpeTbol cTatTi 35 3aKoHy
YKpaiHn «[po fepXaBHy Cny>K6y» npu npusHavyeHHi ocoou
Ha nocafy [ep>aBHOT CnyXo6w Brepwe BCTAHOB/IEHHSA
BUNPOOYyBaHHA € 0600B’A3K0OBUM. BunpobysaHHAa npu
NPU3HAYeHHI Ha nocagy [lep>KaBHoT CyXou
BCTAHOB/IOETHCHA CTPOKOM [0 LUECTN MICALIB
Ocoba. Aka BumaBuna GakaHHs B3ATW yyacTb Y KOHKYPCI,
Mofae KOHKYPCHi KOMICIT TakKi JOKYMEHTU:
1) konito nacrnoprta rpoMagaHMHa YKpaiHu,;
2) NMUCbMOBY 3aABY MPO Y4acTb Y KOHKYPCI i3 3a3Ha4YeHHAM
OCHOBHMX MOTMBIB L0400 3alNHATTA MOcCagu [epXXaBHOT
CNy>K6u, [0 AKOT LOAAETHCA pe3toMe Y AO0BiIbHIN (opmi;
3) nucbmoBy 3asBY. B AKilA nNoBigOMASE, WO [0 Hel He
3aCTOCOBYHOTHCSA 3a60POHW, BU3HAYEHI YAaCTUHOK TPETLOHD
Ta 4yeTBepTOK CTaTTi 1 3aKOHY YKpaiHn «[1p0o ounLLeHHS
BfafM» Ta Hajae 3rogy Ha NPOXOLXXEHHHA MepeBipKM Ta Ha
OMPWUIOLHEHHA BIZLOMOCTE CTOCOBHO Hei BiAMOBIAHO A0
3a3Ha4YeHOro 3aKoHy;
4) konito (koniT) LJoKyMeHTa (4OKYMEHTIB) Npo OCBITY;



[ata, yac i micue
NpoBeAeHHs
KOHKYypCYy
Mpi3BULLe, iM’a Ta
no 6aTbKOBI, HOMEP
TenedoHy Ta agpeca
€NEKTPOHHOI MoLwTH,
fKa Hafiae [04aTKOBY
IHpopmaLito 3
NUTaHb NMPOBEAEHHS
KOHKYypCYy

OcBiTa

[ocsig poboTu
BonogiHHA
[eP>XaBHO MOBOK
Bumora

YMIHHA npayoBaTtm 3
KOMN’IOTepOM

HeobxiaHi 4inosi
AKOCTI

HeobxigHi
0COOUCTICHI AKOCTI
Bumora

3HaHHSA
3aKOHO/AaBCTBa

3HaHHA
cneyianbHOro

5) 3anoBHeHY 0CO60BY KapTKy BCTaHOB/IEHOI 0O 3paska;

6) noceigyeHHs arecTauii LWOAO BIILHOTO BOJIOAIHHS
[ep>kaBHOK MOBOIO;

7) [deknapauito ocobu, YMOBHOBaXEHOI Ha BWMKOHaHHA
(yHKUIA fepxaBu abo MicLeBOro camMoBpsfyBaHHA, 3a
MUHYMIA  pik  (HagjaeTbCA Yy BUTNA4I  PO3LPYKOBaHOrO
MpUMipHMKa Ha ogigiinHomy canti HA3K).

CTpoK nofaHHA fOKYMeHTIB fo 16-45 roa. 07.06.2019 poky

TectyBaHHA - 9-30 rog. 11.06. 2019 poky
M. Kuis, Byn. KocTaHTUHIBCbKA, 9/6, Kab. 205.

[ontok CTaHicnas KOpinosuy
(044)4250252
+380674016768
cloryilpoclilLlukr.net

KBanigikauiiHi Bumoru
[MPMCBOEHO CTYyNiHb BULLOI OCBITU He HMKYe OGakanaspa,
MO04LLIOro 6akanaspa
He notpebye

BinbHe BONOAIHHA Aep>XXaBHO MOBOH

Bumorn o KoMneTeHTHOCTI
KOMMOHEHTHI BUMOIHU
BonogiHHA  KOMN’lOTepoM - piBeHb  [AOCBIAYeHOro
KopucTyBaya; pobota 3 ogicHMM naketom Microsoft Office
(Word Excel Outlook Express)
OMepaTuBHICTb;
aHaniTUYHI 34i6HOCTI;
BMIHHA npawuoBaTy B KOMaHAI;
CTPECOCTINKICTb
BIANOBIAANbHICTb;
ANCUMNNIHOBAHICTb;
OpiEHTAL A Ha pPe3ynbTarT;
KOHTPO/Ib eMOLiid

MpodeciiiHi 3HaHHS

KOMMOHEHTHI BUMOIH
3HaHHS:
KoHCTUTYLIT YKpaiHu;
3aKoHY YKpaiHu «[1po gep>kaBHY Cnyxoy»;
3aKoHY YKpaiHu «[I1po 3anobiraHHa Kopynuii»
3HaHHA:
3aKkoH YkpaiHu «[po agMiHICTpaTUBHI NOCNYrun»;



3aKOHO/ZaBCTBa, Lo 3aKOH YKpaiHWn «[1po 3BepHEHHA rpoMagaH»;

noB’A3aHe i3 3aKoH YKpaiHu «I1po gocTtyn Ao ny6nivHoT iHhopmaLii»;
3aBAaHHAMN Ta 3aKOH YKpalHu «[1po 3aXnct nepcoHasbHUX AaHUX»;
3mMicToM poboTu €anHux sumor (CtaHfapTiB) 40 AKOCTI 06C/YyroByBaHHA
[lep>XXaBHOro BifBifyBaYiB LEHTPIB HafaHHSA agMiHICTPaTUBHUX MOCNYT;
Cny>x60BLA

BIAMOBIAHO A0
nocagoBoT IHCTPYKLUIT
(MonoXKeHHs npo
CTPYKTYPHWUIA

nigposain)

HauyanbHWK ynpaBniHHA



3ATBEPOXXEHO

Haka3 ynpasniHHa (LleHTpy)
HafaHHA aAMiHICTPATUBHUX MOCAYT
MoAinbCbKOT paioHHOT B MicTi Kuesi
[epXXaBHOT agMiHicTpayii
22.05.2019 Ne 28

YMOBWU

MpoBefeHHA KOHKYPCY Ha 3aMHATTA BaKaHTHOT NMocaAun Aep>XaBHOI Cy>6u
Kateropii «B» - agmiHicTparTopa Bigginy 3abesneyeHHs gianobHocTti LIHATM
ynpasniHHa (LeHTpy) HagaHHA agMIHICTPaTUBHUX MOCNYT
MofainbCbKol panoHHOT B MicTi KMEBI AepXXaBHOT aAMiHicTpaLit

MocaaoBi 060B’A3KN

YMOBU onniatuy npaci

IHpopmauis npo
CTPOKOBICTb Uu
6e3CTPOKOBICTb
MPU3HaYeHHA Ha

nocagy

Mepenik LOKYMEHTIB,
HeobXigHMX ans
yyacTi B KOHKYpCIi Ta
CTPOK TX NofaHHA

3arasibHi ymoBU
1) 3abe3neyeHHs iH(POPMYyBaHHA CYO’eKTIB 3BEPHEHb MPO
BUMOTM Ta NOPALOK HaflaHHA afAMIHICTPaTUBHMUX NOCAYT, L0
HafalTbCa Yepe3 agMmiHicTpaTopa 0cobucTo, 3a AOMOMOror
3ac06iB 3B’A3KYy Ta Mepexi ILLeTel:;
2) HajaHHa  jomnomMory  Wopo  (hOpMyBaHHA  MakeTty
AOKYMEHTIB Ta 3anoBHEHHA 6naHKiB 3asaB 414 MOJaHHSA
afMiHICTpaTopy 418 OTPUMAHHA aAMIHICTPATUBHUX MOCAYT;
3) Buaaya abo 3abe3neyvyeHHs HafcWUIaHHA 4Yepe3 3acobu
MOLUTOBOrO 3B’A3KY CYO’€KTaM 3BEpPHEHb pe3y/nbTaTiB
HaflaHHA afMIHICTPaTUBHUX NOCAYT;
4) 30IACHEHHA KOHTPOMKD 3a TepMiHaMM  HafaHHSA
aAMIHICTPaTUBHMX MOCYT;
5) po3MileHHA aKTyanbHOT iH(opMaLil WoA0 HajaHHA
agMIHICTpaTUBHMX NMocnyr Ta poboTn ynpasniHHA (LieHTpy)
Ha iHopMmaLinHMX cTeHgax Ta ogiyinHux \MEB-caiTax;
6) 34iICHEHHS eNleKTPOHHOIO AOKYMEHTOOOLIry, AinoBOACTBa
Ta KOHTPO/II0 BUKOHAHHA MOTOYHOI AOKYMeHTau,il.
MocafoBWiA OKnag 3rifHo i3 WTATHUM PO3nNMCcoM, HafbaBKa
3a BMCNYTy POKiB (3a HAABHOCTI CTaXy LepXXaBHOT Cnyxou),
Haf6aBKa 3a paHr 4ep>XaBHOro C/y><060BLS
Be3cTpokoBo
BignosigHO [0 YaCTMHW ApYroi Ta TpeTbol cTatTi 35 3aKoHy
YKpaiHun «1po gep>xasHy CyXoy» npu npusHaveHHi ocoou
Ha nocafly [epXXaBHOI Cny>X6wu Bneplle BCTAHOB/IEHHSA
BUNPOOyBaHHA € 000B’A3KOBMM. BunpobyBaHHA npwu
MPU3HAYEHHI Ha nocagy [lep>KaBHoT CyXo6m
BCTAHOB/TOETHCA CTPOKOM [0 LUECTU MiCALIB
Ocoba. Aka BuABMNA OGaKaHHA B3ATU Y4acCTb Y KOHKYPCI,
Mofae KOHKYPCHi KOMICIT TaKi JOKYMEHTW:
1) konito nacnoprta rpoMagaHnHa YKpaiHu;
2) MUCbMOBY 3adaBY MPO Y4acTb Y KOHKYPCI i3 3a3HAYeHHAM
OCHOBHMX MOTMBIB LO40 3alHATTA Mocagn [Aep>XaBHOI



[ata, yac i micue
NPOBeAEeHHS
KOHKYypCY
Mpi3BuiLe, iM’a Ta
Nno 6aTbKOBI, HOMep
TeneoHy Ta agpeca
€/IeKTPOHHOT NoLwTH,
fIKa Haflae [04aTKOBY
IH(hopmauito 3
NUTaHb NPOBEAEHHS
KOHKypCy

OcsiTa

[ocsig poboTu
BonoaiHHsA
[iep>KaBHOK MOBOHO

Bumora

YMIHHA npayoBaTu 3
KOMM’IOTepoM

HeobxigHi ginosi
AKOCTI

HeobxiaHi
OCOOUCTICHI AKOCTI

CNY>X6W, [0 AKOT LOAAETLCS pe3toMe Yy AOBINbHIW (opmi;

3) nucbMoBY 3asBy. B Akiil nosigomnse, Wo A0 Hel He
3aCTOCOBYIOTHCA 3a00POHU, BM3HAYEHI YACTUHOK TPETLOHD
Ta YeTBepTor0 CcTarTi 1 3akoHy YKpaiHu «[1po OUMLLEHHS
BfagM» Ta Hafae 3rody Ha MpPOXO)KeHHS MepeBipKM Ta Ha
OMPUIOLHEHHA BifOMOCTEN CTOCOBHO Hei BiAMOBIAHO A0
3a3HA4YeHOro 3aKOoHY;

4) Konito (komil) LOKyMeHTa (LOKYMEHTIB) MPO OCBITY;

5) 3an0BHEHY 0COO0BY KapTKy BCTaHOB/IEHOI 0 3pas3ka;

6) nocBigyeHHs artecTauii WOAO BIILHOTO BOJIOAIHHSA
[lep>KaBHOK MOBOIO;

7) [eknapauito  0cobu, YMNOBHOBAXEHOT Ha BWKOHAHHA
(hYHKUIA fOep)aBu abo MiCLLEBOro CcamoBpsyBaHHS, 3a
MUHYNUIA  piKk (HagaeTbca Yy BUINSiAI  PO3APYKOBAaHOro
npumipHKKa Ha ogiyiiHomy cainti HA3K).

CTpOK NofaHHA JOKYMeHTIB Ao 16-45 rog. 07.06.2019 poky

TectyBaHHA - 9-30 rog. 11.06. 2019 poky
M. KuiB, Byn. KoCTAHTMHIBCbKA, 9/6, Kab. 205.

[ontok CtaHicnas KOpinosuy
(044)4250252
+380674016768

cioryiipociii i@ukr.net

KBanigikauiiHi Bumoru
MMpUCBOEHO CTyNiHb BULLOT OCBITU He HMKYe 6akanaspa,
mMosnoALoro 6akanaspa
He noTpebye

BinbHe BONMOAIHHA fep>XaBHO MOBOK

Bumorn o KOMMNeTeHTHOCTI
KOMMOHEHTHI BUMOru
BonogiHHa  kKomn’loTepoM - piBEHb  AOCBIAYEHOro
KopucTyBaya; poboTta 3 oicHuM naketom Microsoft Office
(Word Excel Outlook Express)
OMnepaTUBHICTb;
aHaniTU4HI 3016HOCTI;
BMIHHA NnpautoBaT B KOMaHAi;
CTPECOCTINKICTb
BiANOBIAa/IbHICTb;
ANCLMMNIHOBAHICTb;
OpieHTaLis Ha pe3ynbTarT;
KOHTPONb EMOLLiN


mailto:i@ukr.net

Bumora

3HaHHSA
3aKOHOAAaBCTBa

3HaHHSA
cneyianbHOro
3aKOHOaBCTBa, LU0
nos’asaHe i3
3aBflaHHAMM Ta
3MicTOM poboTw
[epXXaBHOro
cnyx6oBus
BI4NOBIAHO [0
nocafoBoi IHCTPYKUIT
(MoNoOXKeHHs npo
CTPYKTYPHWNIA

nigposain)

HauyanbHWK ynpaBniHHS

MpodeciiiHi 3HaHHS
KOMMOHEHTHI BUMOIHU
3HaHHA:
KoHcTuTyuil YKpaiHu;
3aKoHY YKpaiHu «[1po gep>kaBHy Cnyxoy»;
3aKoHY YKpaiHu «I1po 3anobiraHHA Kopynyii»

3HaHHS:

3aKoH YKpaiHu «[1po aAMiHICTpaTUBHI NOCYTrn»;

3aKOH YKpaiHn «I1po 3BEPHEHHSA TPOMaAAH»;

3akoH YkpaiHu «[po goctyn Ao ny6niyHoT iHpopmawii»;
3aKOH YKpaiHn «[1po 3aXUCT NePCOHaIbHUX AaHUX»;
€anHux sumor (CtaHapTis) [0 AKOCTi 06C/YyroByBaHHA
BifBiAyBayiB LEHTPIB HafaHHA afMIHICTPATUBHUX NOCNYT;

NaHHa WWEPBAHb



3ATBEPAXXEHO

Haka3 ynpasniHHa (LleHTpy)
HaflaHHA aAMIHICTPaTUBHUX MOCAyT
MoAinbCbKOi paloHHOT B MicTi KueBi
[ep>KaBHOT aAMiHIiCTpauii
22.05.2019 N 28

YMOBWU

MpoBeAeHHA KOHKYPCY Ha 3aiHATTA BaKaHTHOT NOCaAu Aep>KaBHOI Cy»X6u
Kateropii «B» - agmiHicTparopa Bigainy HafgaHHSA agMiHICTPaTUBHUX MOCYr
ynpasfiHHA (LleHTpy) HafaHHA aaMIHICTPaTUBHUX MOCNYT
MoAinbCbKOT panoHHOT B MIiCTi KMeBi fepykaBHOT agMiHicTpaLit

MocanoBi 060B’A3KM

YMOBU onsiatv npawi

IH(popmauis npo
CTPOKOBICTb UM
6e3CTPOKOBICTb
MPU3HaYeHHA Ha
nocasy

[Mepenik OKYMEHTIB,
HeobXigHWX ans
y4yacTi B KOHKypCi Ta
CTPOK TX NoJaHHA

3arasibHi ymoBu
1) HagaHHA cy6’eKTaM 3BEpPHEeHb BUYEPMNHOT iHpopmauii i
KOHCY/bTalil  WOA0 BMMOr Ta MNOPAAKY  HafaHHA
aAMIHICTPaTUBHUX MOCNYT;
2) MNPUAHATTS  Bif CYO’eKTiB  3BEPHEHb  [JOKYMEHTIB,
HeOOXIgHMX ANA  HafaHHSA  agMIHICTPATUBHUX  MOCAYT,
30INCHEHHA TX peecTpaLii Ta nofaHHA JOKYMeHTIB (X KOnii)
BIANOBIAHMM Cy6’eKTaM HafaHHA agMiHICTPATUBHUX MOCNYT
He Mi3HiWe HAaCTYMHOro poboy4oro AHA Nicaa X OTPUMAHHS 3
JOTPUMaHHAM  BUMOr  3akoHy YkKpaiHu «[Ipo 3axuct
NMepcoHaNIbHNX JaHUX»;
3) 30iAICHEHHA KOHTPONK 3a AO0AepPXaHHSM Ccy6’eKTamu
HaflaHHA agMiHICTPaTUBHMX MOCNYT CTPOKY PO3rnsgy crnpas
Ta NPUIAHATTA piLLEHb;
4) HafaHHS aAMIHICTPAaTMBHMUX MOCAYr Yy BuMNafkax,
nepenbayeHnx 3aKOHOM;

MocafoBWin OKnag 3rifHo i3 WTaTHUM PO3NUCOM, HafbaBka
3a BMCNYTY POKIB (32 HAABHOCTI CTaXy [AepXaBHOI Cyxou),
HaZ0aBKa 3a paHr [ep>aBHOro C/1y>060BLSA

be3cTpokoBo

BignosigHO [0 YacTUHWM ApYroi Ta TpeTboi cTaTTi 35 3aKoHy
YKpaiHu «[po gep>xaBHy ciy>0y» npu npu3HavyeHHi ocoou
Ha [nocagy [AepXXaBHOT CNy6u Bneplle BCTaHOB/IEHHS
BUNPoOyBaHHA € 000B’A3K0BMM. BwunpobysaHHAa npwu
NPU3HaYeHHi Ha nocagy [lep>KaBHOT CNy>X6m
BCTAHOB/IHOETHCA CTPOKOM [0 LLECTN MiCALLIB

Ocoba. fAka BusBMNA GaXKaHHA B3ATW yyacTb Y KOHKYPCI,
Nofae KOHKYPCHI KOMICIT Taki JOKYMEHTMW:

1) konito nacnopTa rpomMagsaHnHa YKpaiHu;

2) MUCbMOBY 3adaBY MPO Y4acTb Y KOHKYPCI i3 3a3HAYeHHAM
OCHOBHMX MOTMBIB LWOAO 3aNHATTA NOCagu [AepXKaBHOT
CNy>X6K, A0 AKOT A0AAETHCS Pe3tOMe Y A0BINbHIN hopMi;



[aTta, vac i micue
NpoBeLeHHA
KOHKypCYy
Mpi3Buwe, iM’a Ta
no 6aTbKOBI, HOMEP
TeneoHy Ta agpeca
€/IeKTPOHHOI NoLwTH,
fIKa Hafiae f04aTKOBY
IHhopmauito 3
NUTaHb NPOBELEHHS
KOHKypCYy

OcsiTa

[ocsig poboTu
BonogiHHA
[epP>XaBHOK MOBOH

Bumora

YMIiHHSA npaytoBaTu 3
KOMN’IOTEPOM

HeoOxigHI 4inosi
AKOCTI

HeobxigHi
0COOUCTICHI 9KOCTI

3) nucbMoBY 3asBYy. B AKill noBifomnse, WO A0 Hel He
3aCTOCOBYHOTbCA 3a00POHK, BM3HAYeHI 4YaCTMHOK TPETLOH
Ta 4yeTBepTol0 cTarTi 1 3akoHy YKpaiHu «[1po ounLLeHHS
BMagn» Ta Hajae 3rody Ha MpPOXOL)KeHHS NepeBipkM Ta Ha
ONPW/OAHEHHS BiIOMOCTE CTOCOBHO HET BiANOBIAHO A0
3a3HAYEHOro 3aKOHYy;

4) konito (koniT) LOKyMeHTa (4OKYMEHTIB) MPO OCBITY;

5) 3arnoBHeHY 0CO60BY KapTKy BCTaHOB/IEHOI 0O 3pas3ka;

6) nocBigyeHHs aTecTauii LWOAO BIJILHOrO BOJIOAIHHSA
[lep>KaBHOK MOBOIO;

7) [eknapauito  0cobu, YMNOBHOBAXEHOT HAa BUMKOHAHHSA
(hYHKUiA OepXaBu abo MICLEBOro CcaMoBpAdyBaHHSA, 3a
MUHYNUA  piK (HaZaeTbCa Yy BUIMNALI  PO34PYKOBAHOr0O
NpUMipHUKa Ha ogiliiHomy canTi HA3K).

CTpOK nofaHHA JOKYMeHTIB Ao 16-45 rog. 07.06.2019 poky

TecTtyBaHHA - 9-30 rog. 11.06. 2019 poky
M. KuiB, Byn. KocTaHTUHIBCbKa, 9/6, Kab. 205.

Hontok CtaHicnas HOpiiosuy
(044)4250252
+380674016768

cioryi lpocii (Slukr.net

KBanitikaliHi Bumoru
MPUCBOEHO CTYMiHb BWULLOT OCBITM He HMX4Ye 6Gakanaspa,
MonoaLworo 6akanaspa
He notpebye

BinbHe BONMOAIHHA Aep>XXaBHO MOBOK

Bumorn o KoMNeTeHTHOCTI
KOMMOHEHTHI BUMOI#U
BonogiHHA  KOMMN’lOTepoM - piBeHb  AOCBIAYeHOro
KopucTyBaya; poboTta 3 ogpicHMM naketom Microsoft Office
(Word Excel Outlook Express)
ornepaTMBHICTb;
aHaniTU4HI 3416HOCTI;
BMIHHA npawuoBaTu B KOMaHAi;
CTPECOCTINKICTb

BiAMNOBIAa/IbHICTb;
ANCUMN/IHOBaHICTb;
opieHTaLia Ha pe3ynbTarT;
KOHTPO/Ib eMOLil
MpodeciiiHi 3HaHHS



Bumora

3HaHHSA
3aKOHOAAaBCTBa

3HaHHA
cneyianbHOro
3aKOHOAABCTBa, L0
nos’asaHe i3
3aBAaHHAMM Ta
3MICTOM po6oTH
[ep>KaBHOI0
cny>x60BL#
BIANOBIAHO A0
nocagoBoT IHCTPYKLUIT
(MonoXeHHs npo
CTPYKTYPHWUIA

nigposain)

HauyanbHVK ynpaBniHHA

KOMMOHEHTHI BUMOrHU

3HaHHS:

KoHCcTUTyUiT YKpaiHu,;

3aKoHY YKpaiHu «[1po aep>kaBHY CyX0y»;
3aKoHY YKpaiHu «I1po 3anobiraHHa Kopynuii»

3HaHHSA:

3aKoH YKpaiHu «[po agMiHICTpaTUBHI NOCNyrun»;

3aKoH YKpaiHu «[1po 3BepHEHHS rpoMaasaH»;

3aKoH YKpaiHu «[po goctyn fo ny6nivyHoT iHpopmau,ii»;
3aKOH YKpaiHn «[1po 3axXncT NnepcoHasbHUX AaHUX»;
€anHux sumor (CtaHapTiB) 4O AKOCTI 06CNYyroByBaHHA
BifBiAyBayiB LEHTPIB HafaHHA aAMIHICTPATUBHUX NOCAYT;

NaHHa LWWEPBAHb



