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[Ipunoxenue
K npuka3zy Munucrepcrsa
3IpaBOOXPaHEHHUs U COLUAIBHOIO
pasButus Poccuiickoii ®enepanmu

ot « » GLAEpF 20121‘-N9§_i&/

Enunblii KBaanpuKanHOHHbIH CIPAaBOYHHK
JMOJI?KHOCTEH PyKOBOAMTe IeH, ClIeHAJHCTOB H CJIYKalIHX

Paznen «KBanindukannoHHbIE XapaKTePUCTHKH J10/LKHOCTEl paGoTHHKOB
rocyAapcTBeHHBIX apXHBOB, IECHTPOB XpPaHEeHHs JOKYMEHTAIHH,
ApXMBOB MyHHIIHNIAJbHBIX 00pa3oBaHHii, BEAOMCTB, OpraHH3alHi,
JlabopaTropuit o0ecnevyenHsi COXpPAaHHOCTH AaPXHBHBIX JOKYMEHTOB)

I. O6Gmue mojokeHus

1. Pasmen «KBammbukallmOHHBIE  XapaKTEpUCTUKH  JOJDKHOCTEH
pabOTHUKOB TOCYAapCTBEHHBIX apXHBOB, LIEHTPOB XpaHEHHUsS JIOKYMEHTAIIWH,
apXMBOB MYHHULMITAIBHBIX 06pa3oBaHMi, BEJOMCTB, OpraHH3alHi, 1a00paToOpHi
obecriedeHus COXPaHHOCTH apXHUBHBIX JOKyMEHTOBY Enunoro
KBaIM(PUKAIIMIOHHOT'O CIIpaBOYHHKA JIOJDKHOCTEHN PYKOBOAMTEJIEH,
CIIEI[HAIICTOB M ciyxaumuX (nanee — paszaen EKC) npeanasHadeH s peleHus
BONPOCOB,  CBSI3aHHBIX €  pErylHpPOBaHHMEM  TPYIOBBIX  OTHOLICHHMH,
obecreuenneM  3(PQEKTHBHOH  CHCTEMBl  YIpaBieHHs  paOOTHHKaMHU
rOCyIapCTBEHHBIX AapXHBOB, LEHTPOB XPaHEHHSA [JOKYMEHTAallMH, apXWUBOB
MyHHLMIIATBHBIX ~ 00pa30oBaHMii, BEeIOMCTB, OpraHuzauuid, naGopaTopui

obecrieyeHnss COXPaHHOCTH AapXUBHBIX JOKYMEHTOB (Jajlee — apXuBBhl,
naboparopum).

2. Paszgen EKC cocroutr m3 Tpex pazgenoB: I — «O6miue nonoxeHus»,
II - «KpamudukallOHHBIE XapaKTEPUCTUKH JOJDKHOCTEH pabOTHHKOB
rOCyJapCTBEHHBIX apXWBOB, ILIEHTPOB XpaHEHHs JIOKYMEHTAIlUd, AapXWBOB
MyHULIMNATBHBIX o0Opa3oBaHMii, BEJOMCTB, OpraHu3anuny,
I - «KBamndukauvoHHbE XapaKTEPUCTUKU JAOJDKHOCTEH pabOTHUKOB

nabopaTopuii o6ecrieueHusI COXpaHHOCTH apXUBHBIX JOKYMEHTOBY.

3. KpanuukanyoHHBIE XapaKTEpUCTHUKH, COAEpXKAIUKMECs B HACTOALIEM
pasnene EKC, MoryT npuMeHSThCS B Ka4eCTBE HOPMATHUBHBIX JTOKYMEHTOB MU
CIIy’)KUTh OCHOBOH Ul pa3pabOTKU JOJDKHOCTHBIX HMHCTPYKLIMM, COAEpXKaliuX
KOHKpPETHBIH NepedeHb MOJDKHOCTHBIX O00S3aHHOCTEH pabOTHHKOB, C y4eTOM
ocobeHHOCTE! OpraHuM3anuu TpyJa U YIpaBleHHSd, a Takxke Ipas,
OTBETCTBEHHOCTH M KOMIIETEHTHOCTH paboTHuKoB. [Ipu HeobGxomumocTu
JNIOJDKHOCTHBIE ~ O0SI3aHHOCTH,  BKJIIOYEHHBlE B  KBaJIH(HUKALUOHHYIO
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XapaKTEPUCTUKY OIpe/ICIEHHOM JODKHOCTH, MOTYT OBITh paclpeeleHbl Mex Iy
HECKOJIBKMMU UCIIOJIHATEISAMH.

4. KpanudukaumoHHass XapakTepPHCTHKA KaXIOH MOIDKHOCTH HUMEET TpH
paspena: «/lokHOCTHEIE o6a3aHHOCTHY, «J{omkeH 3Hate» M «TpeboBanus K
KBaTU(HKAIIMH.

B pasnene «JIOWKHOCTHBlE OOS3aHHOCTH» COHEPXKATCS OCHOBHEIE
TPYLOBbIE (DYHKIHH, KOTOPBIE MOTYT OBITh IOPYYEHBI MOJHOCTBIO HIIH
YaCTHYHO pabOTHMKY, 3aHHUMAIOLIEMYy HaHHYIO [OJDKHOCTB C y4eToM
TEXHOJIOTUYECKOH OJHOPOAHOCTH H B3aHMOCBSI3aHHOCTH paGoT, MO3BOJSIOMIMX
00ecneYnTh ONTUMANBHYIO CTIELHATH3ALHMIO 10 JOHKHOCTIM pabOTHHKOB.

B pasnene «JloikeH 3HATE» COMEPKATCS OCHOBHEBIE TpeboBaHus,
NpeAbsABIAEMble K PaOOTHHKY B OTHOIUGHHWM CIIEUMATBHBIX 3HAHHH, 4 TakKe
3HaHUH 3aKOHOJATENIbHBIX ¥ HHBIX HOPMATHBHEIX [IPaBOBHIX aKTOB, TOJIOXKEHHIA,
MHCTPYKIMH M IPYTrHX JOKYMEHTOB, METONOB M CPENCTB, KOTODbIE paboTHHK
AO/DKEH YMETh IIPUMEHATE IIPH BBHITIOTHEHHUH JOJDKHOCTHBIX O0S3aHHOCTeEiH.

B pasgene «TpeboBaus Kk  KBamHbUKaLAN» YCTaHaBIMBAIOTCA
HEOOXOAUMBIE IS BBIMIOJHEHHUS NPEeIYCMOTPEHHBIX  JOKHOCTHBIX
00s13aHHOCTEH  ypOBeHb  MpPO(ECCHOHANBHOM  ITOJTOTOBKH paboTHHKa,
YROCTOBEPSEMBIH JOKYMEHTaMH 00 0Gpa3oBaHHHM, M TpeGOBaHHS K CTaxy
paboTsI.

5. B pasnen EKC He BKIIOYeHB! KBaTH(HKALHOHHEIE XapaKTEePUCTHKH
AOKHOCTEH 3aMecTUTeNell IupeKkTOopa apxXuBa, nUpeKTopa (HavYajbHHKa,
3aBEYIOLIETO) 1ab0paTOpHH ¥ HAYaIbHUKOB OT/EJIOB (3aBenyrommx otaenamu)
apxuBa, Jjabopatopud. JIOMKHOCTHBIE OGS3aHHOCTH OTHX paboOTHHKOB,
TpeGOBaHUS K HMX 3HAHWAM M KBATHObHKALUU OIPENENSIIOTC  TUPEKTOPOM
apXuBa, OUPEKTOPOM (HAYalbHHKOM, 3aBelyIONIHM) 1ab0opaTOpuM Ha OCHOBE
KBATU()UKALIMOHHEIX ~ XapaKTEPUCTHK COOTBETCTBYIOLINX  JIOJDKHOCTEIH
pykoBonuTeneil. TpeboBaHus K cTaxy paGOTHI YCTaHABIMBAIOTCS Ha 1 rox
HIKE, YE€M I10 COOTBETCTBYIOIIUM JOJDKHOCTAM PyKOBOLHTENEL.

Pacnpenenenue MOMKHOCTHEIX 06s3aHHOCTEH YKa3aHHBIX pabOTHHKOB
yCTaHaBJIUBAETCS BHYTPEHHUMH OpraHH3allHOHHO-PaCIOPAAUTENBHEIMHI
AOKYMEHTaMH apXuBa, J1abopaTopuu.

6. B coOTBeTCTBHH C KBaNMMUKALHOHHBIMH XapaKTepUCTHKAMH
AOIDKHOCTEH «TJIaBHBIA apXHBHCT», «BEAYIIMH apXUBHCT» H «apXUBHCT»
YCTaHABIIMBAIOTCS NOJDKHOCTHBIE OOA3aHHOCTH, TpeGOBaHMS K 3HAHUSM M
KBaJIM(DUKAUMK JIOJDKHOCTEH «T7aBHBIM  CIIEIHATHCT apXuBay», «BeXyIHi
CHCLHANNCT ~ apXUBa» M  «CNEUHMAIHCT apXMBa» COOTBETCTBEHHO, He
BKIIFOYEHHBIX B HacTosiwuii pasnen EKC.

7. B KBaNIMQHKAIMOHHBIX XapaKTEPHCTHKAX AOIKHOCTEH «apXHUBHUCTY,
«apxeorpad», «maneorpady, «MeTOxHCTY, «XyNOXKHHUK-PECTaBPATOP apXHBHBIX
MOKyMEHTOB» IIPElyCMaTpUBAETCS BHYTPHAOIKHOCTHOE KBaIMHKALIHOHHOE
KaTeropupoBaHUe B MpezesiaX OAHON U TOM jke MOIDKHOCTH 6e3 H3MEHEeHMs ee
HaHMEeHOBaHWs. KBalIM(UKAIHOHHEIE KATETOPHH O 3THM  JOIDKHOCTSM
YCTaHABIIMBAIOTCST pPYKOBOJUTEIIEM apXHBa, 1a6OPAaTOPHHI C Y4ETOM CI0KHOCTH
BBIIIONHAEMON paboTel MIM  HpodeccHOHAILHOTO MacTepCTBa, CTENEHHU
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CaMOCTOSATEIBHOCTA M OTBETCTBEHHOCTH pabOTHHKA IIpH  BBITOJHEHUH
JOJKHOCTHBIX 00s13aHHOCTEH.

8. B UmemIx CcoOBepUICHCTBOBaHHWS OpraHU3allUd W  IOBBIIICHHSA
3¢()eKTHBHOCTH TpyAa pabOTHUKOB apXUBOB, JiabopaTopuii BO3MOXKHO
paciuupeHre Kpyra HUX OO0f3aHHOCTEH II0 CpPaBHEHHIO C YCTaHOBIIEHHBIMH
COOTBETCTBYIOILIEH KBaTHU(pHKALIMOHHON XapaKTepPUCTHKOM. B 3THX ciiydasx 6Ges
U3MEHEHHUS JODKHOCTHOIO HAaMMEHOBAaHHSA pabOTHUKY MOXET OBITh MOPYYEHO
BBIIIONIHEHHE  0OA3aHHOCTEH, IPEeJyCMOTPEHHBIX  KBaTH()PUKALHOHHBIMH
XapakTepUCTUKaMH JpPYyruX IOJDKHOCTeH, ONM3KHMX IO colepaHWio pabor,
PaBHBIX [0 CIOXXHOCTH, BHIIOJJHEHHE KOTOPhIX He TpeOyeT Apyroi
CIIELAIBHOCTH U KBAIH(UKALIUH.

9. CootrBercTBHe (aKTHYECKH BHIIIOJNHAEMEIX OOS3aHHOCTEH W
KBaIMpUKaMH  paGOTHHKOB  apxuWBOB, JjiaGoparopuii  TpeGoBaHHAM
KBAIM(UKALMOHHBIX  XapaKTEPHCTHK  ONpEAeNsercs  aTTeCTAalHUOHHOM
KOMHUCCHEH apxuBa, JlabopaTopuu.

10. PaGoTHHMKM, He HMeEIOIMe CIENHATLHOM IOArOTOBKM MM CTaxa
paboThl, yCTAHOBIIEHHBIX TPeOOBaHWAMH K KBIMGHKALMH, HO OOJIaaiolue
JNOCTaTOYHBIM IIPAKTUYECKHUM OIIBITOM U BBHIMTOJHSAIOMIME KAYECTBEHHO M B
OJJHOM OOBEME BO3JIOKEHHBlE HAa HHMX JOJDKHOCTHBIE OOS3aHHOCTH, IIO
peKOMeHIaluK ATTECTAllMOHHOH KOMUCCHUH apXHBa, JIaG0paTOpUH HA3HAYAIOTCH
Ha COOTBETCTBYIOLIME AOJDKHOCTH TakK JKe, KaK M JIMIa, UMEIOLHe CIEeHUAILHYIO
HOATOTOBKY U CTaXX pabOTEHIL.



I1. KBanungukanuoHHble XapaKTepUCTHKH J0JLKHOCTEH pa0OTHHKOB
rocyAapcTBeHHbIX apDXHBOB, LIECHTPOB XPaHEeHHS NOKYMEHTALHH,
ApXHBOB MYHHIHIIAJIbHBIX 00pa3oBaHHUil, BEAOMCTB, OPraHH3anMii

Jo12KHOCTH pyKoBoAHTE/IeH
JIupeKTOp apXHBa, HEeHTPAa XPaHEHHH JOKYMEHTaluH

J{o/KHOCTHbIE 00SI3aHHOCTH. PyKOBOIUT [€SITENBHOCTBIO apXHBa,
IeHTpa XpaHeHus [OKyMeHTauuu (namee — apxuB). OpraHuzyeT u
KOOpPAMHHPYET paloTy CTPYKTYPHBIX MOApa3leleHHii W MpPOU3BOACTBEHHBIX
TpyHI apxXuBa C LEJNbI0 co3faHus Haubojee ONaronpusTHRIX YCIOBHE
XpaHeHHus, ydeTa W MCIOJB30BaHUS [OKYMEHTOB. PyKoBOOMT pa3paboTKoii
IIporpaMM pa3BUTHUS U IUIaHOB pabOTEl apXHBa, OPraHU3YeT U KOHTPOJIHUPYET HX
BBHIIIOTHEHHE, OpraHU3yeT MOJATOTOBKY U IpeJCTaBlIeHHE IUIaHOBO-OTUYETHOM
JOKyMeHTalluu.  PacrnopshxaeTcss  (MHAHCOBBIMH  pecypcaMH  apXHuBa,
obecrniedyrBas SKOHOMHUIO B PacXOJIOBaHUHU CPEACTB, 3G (DEeKTUBHOE H LIEIEBOE MX
ucrnionb3oBaHue. lIpencraBnser uHTEpecH apxWBa BO B3aWMOOTHOLIEHHSIX C
POCCUHCKMMH H HMHOCTPaHHBIMH IOPUANYECKMMH W (QU3UYECKUMH JHILAMH,
3aKJIH0YaeT JOroBOPBI U IOCYNapCTBEHHbIE KOHTPAKThl. OpraHu3yeT BHEApPEHHE
B paboTy apXMBa aBTOMATU3HPOBAHHBIX apPXUBHBIX TeXHOJIOTHE. OCylecTBIseT
MeponpusaTUs 1O 3(P(PEKTUBHOMY HCHONB30BAHHIO YCTAHOBJIEHHBIX CHCTEM
oIjiaTel Tpyja, PAalHMOHAIBHOMY pacXolOBaHMIO (QoHIa 3apaboTHOM IJIaTel H
CBOEBPEMEHHBIM pacyeTaM ¢ paGoTHHKaMM apxuBa. [IpuHHMaeT Mephel IO
obecrieueHnI0 apxuBa KBAIMQHLUUPOBAHHBIMM KaJpaMH, palHdOHAILHOMY
UCIIONB30BAaHUIO M Pa3BHTHIO HX NpodecCHOHANBHBIX 3HAHUH W OIBITA,
CHCTEMATUYECKOMY IIOBBIIICHHIO KBaIM(PUKAIUKA pabOTHUKOB, CO3JaHHIO
OnarompuATHBIX YCIOBUH TpyAa, coOmMOIeHWI0 TpeGoBaHUN TpPYdOBOIO
3aKOHOJATENIbCTBA, IPOU3BOJICTBEHHON M TPYAOBOH AUCUMILIUHEL. OpraHusyer
B YCTaHOBJIEHHOM IIOPsiiKE€ aTTeCTalu0 pabOTHMUKOB, NPOU3BOAUT Ha3HAUEHHE,
paccTaHOBKY KaapoB. PyKoBoauT paboTol 1O COBEPUIEHCTBOBAHUIO CTPYKTYPHI
apXdBa ¥ OpraHM3alMy TpyAa paboTHUKOB. [IpuHUMaeT Mepbl 0 BHEAPEHHUIO B
IPaKTHKY PalMOHAILHBEIX ()OPM U METONOB pabOThI, Pa3BUTHIO MaTePUAIbHO-
TeXHUYeCKON 6asel apxuBa. ObecneyBaeT HaLIeKALIYI0 TEXHUYECKYIO
3KCIUTyaTalHIO 3[aHUH W MOMEINEHUH apXuBa, COOIONEHHE PeXHUMa OXpaHbl
apxuBa, IPaBUJI II0 OXpaHe Tpyda M noxapHoi 6e3omacHoctu. OpraHusyer
MOOMJIM3allMOHHYIO IIOATOTOBKY apXuBa, paspaGoTKy M OCYIIECTBICHHE
MEpONPUITANA IO YKDPBITUIO M 3BaKyallMd IOKYMEHTOB B OCOOBIM mepuon,
CIIACeHHIO MOKYMEHTOB B YpE3BRIYalHBIX CUTyalUsX. Y4acTByeT B pabore
3KCIIEPTHOM (IKCTIEPTHO-TIPOBEPOYHOM, IKCIEPTHO-METOANYECKON) KOMHUCCHH,
BO3[VIaBJIIET HAay4YHBIA (HAay4YHO-TEXHHYECKHI) COBET, OUPEKLUHUIO M JAPyrHe
KOJUIeTHaNIbHBIC OpraHbl apXHBa.
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JoyxkeH 3HATbh: 3aKOHBI W UWHble HOPMATHBHBIE IIPAaBOBBIE AKTEHI
Poccuiickoit @enepanuu, periaMeHTUPYIOIIME OTHOLIEHUS B cdepe apXHUBHOIO
7ies1a; HOpPMaTUBHBIE U METOAMYECKHe JOKYMEHTHI, Kacarouquecs AeITeIbHOCTH
apXHBa; COCTaB U COZIEpXKaHUe KOMIUIeKca JOKYMEHTOB, XPaHAIINXCSA B apXUBE;
CHCTEMbl XpaHEHMs M KJIacCH(HUKAIM{d apXUBHBIX JOKYMEHTOB; HOPMAaTHUBEI
YCIOBHM W PEXUMOB XPaHCHHUS NOKyMEHTOB; BHIbI CIIPaBOYHO-IIOHCKOBBIX
CPENCTB apXHBa, OCHOBBI YIIPABICHMS 3KOHOMHKON M (PUHAHCAMH; MOPSIOK
3aKIIOYE€HHsS M HCIOJHEHMsS JOTOBOPOB U TOCYNApCTBEHHBIX KOHTPAKTOB;
OCHOBBI TPYAOBOI'O 3aKOHOJATEIbCTBA; CHCTEMBl OIUIAThl TpyAa H (POPMEI
MaTepHAIbHOIO CTHMYJIMPOBaHUs; OCHOBBI OPraHU3allii TpyJa U YIpaBlIeHU,
TIOPSITOK  COCTABJIEHHS IIJIAHOBO-OTYETHOH [OKYMEHTAllUH; TEPCIEKTHBEI
pPasBUTHS apXWBHOHN OTPAcCild; OTEYECTBEHHBIN U 3apyOeXKHEIH OMBIT B 00J1aCTH
apXWBHOTO Jejia, OCHOBEI JIOKYMEHTAIlMOHHOTO OOECleyYeHHs YNpaBlIeHHS;
COBpeMEHHBIE  MH(OPMALHOHHBIE TEXHOJNOTMH; NpaBWia BHYTPEHHEIO
TPYAOBOIO paclopsKa; IpaBHila II0 OXpaHe TpyJa 1 MoXXapHOi 6€3011acHOCTH.

TpeGosanns k kBadudukanun. Beiciiee npodeccHoHaNBHOE
00pa3oBaHME II0 HANpPaBJEHHIO IOATOTOBKH (ClENHANBHOCTH) «HICTOPHKO-
apXuBOBelCHHUE», «JIOKyMEHTOBelleHHUe H IOOKYMEHTAllHOHHOE O0ecleueHHe
ynpaeieHus», «JloKymMeHTOBeleHHe W apxuBoBeleHHe», «lcropus» M cTax
paboTsl Ha PYyKOBOASILMX HOIDKHOCTSX IO HAIPABJIEHUIO MPOGeCCHOHATBHOM
AEATENBHOCTH NPH KBAIUQUKALUK (CTENEHU) «MaruCTpP» H «CHELMATIUCT» — He
MeHee 5 JIeT, P KBaIU(HKaMy (CTeNeHH) «OaKanaBpy» — He MeHee 6 JIeT, IpU
HIUYHMH yYE€HOH CTENEeHH — He MeHee 3 jer Jubo BEIcIee MPo(eCCHOHANBHOE
obpa3oBaHHe, JIONOJNHUTENbHOE MNpPOQECCHOHANBLHOE  O0Opa3oBaHHE IO
HalpaBIEeHUI0 [TOArOTOBKM (crenuanbHOCTH) «VICTOpHUKO-apXMBOBENECHHUEY,
«/lokyMeHTOBeleHHE M JOKyMEHTallHOHHOE OOecCleueHne YIPaBIEeHH,
«JloxyMeHTOBeleHHEe W apxuBoBeleHHe», «lcropus» u cTax paboTHl Ha
PYKOBOASIUX  JO/DKHOCTAX  I10  HAaNpaBIeHUIO  POodeCCHOHANBHOMR
AeATebHOCTH MPH KBaaM(UKaIUK (CTEIIeHH) «MaruCTp» M «CIELMAIHCT» — He
MeHee 6 JIeT, IpY KBalupHUKanuy (cTeneHn) «bakanaBpy» — He MeHee 7 JIeT.

I'1aBHb1i XpanuTens GpoHAOB apxuBa

AoskHOCTHBIE 00513aHHOCTH. PYKOBOIUT NEATEIBHOCTBIO CTPYKTYpPHEIX
Nofipa3/ieNleHud apXuBa MO OOECNEYEHHI0 COXPAHHOCTH M TOCYAapCTBEHHOMY
y4€Ty HOKYMEHTOB, aHaJH3HUPyeT COCTOsHME UX paborel. [0oTOBUT
IPEIUTOXKEHMS K MPOEKTaM NPOrpaMM Pa3BHMTHA U IJIAHOB paboThl apXuBa I10
00EeCIeUeHHI0  COXPaHHOCTM M TOCYJaPCTBEHHOMY y4YeTy JOKYMEHTOB.
OpranusyeT CBOEBPeMEHHOE COCTAaBIEHHE M MpPEACTABIEHHE OTYETOB O
npojenaHHoO# pabore. I'OTOBUT mHpeIoxkeHUs: 110 ONTUMM3ALMH CTPYKTYPEL,
IITATHOM YHMCIIEHHOCTH ¥ JOJDKHOCTHOTO COCTaBa CTPYKTYPHBIX MOZpasielcHuil
apxuBa IO HANpPaBICHHIO OOECIEYeHUs] COXPaHHOCTH M TOCYIapCTBEHHOIO
yuera JOKyMeHTOB. KOHTponupyeT NpaBHIBHOCT BeNEHHs JOKYMEHTOB
LEHTPATM30BaHHOI'0 rOCYAapCTBEHHOrO yueTa. KoopanHupyeT u KoHTpoaupyeT
AEATEIBHOCTh  CTPYKTYPHBIX IOJpasfeNieHWH apxXxwBa II0 CO3JAaHHI0O U
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COOIOIEHUIO HOPMATHUBHEIX YCIOBUH M PEXHMOB XpaHEHHS JIOKyMEHTOB,
HNOAJIeP)KaHUIO apXHUBHBIX (DOHIOB B JOKHOM (DH3HYECKOM COCTOSHHH MpPH
apXMBHOM XpaHEHUM M CHelHaibHOH 00paboTke, COONIONECHUIO MPaBHII
MoXapHOli 0Ge30NacHOCTH M peXHMa OXpaHbl B apXHBOXPAaHWIMIIAX.
Oprarusyer paboTy Mo nepefade JOKYMEHTOB Ha OTBETCTBEHHOE XpaHEHHE.
PykoBoguT pa3paGoTKO#i Hay4HO-HUCCIEIOBATENBCKHX TEM M METONMUYECKHX
JIOKyMEHTOB 110 OOECIEYEeHHIO COXPAHHOCTH H TOCYAapCTBEHHOMY Y4YeTy
nokymeHToB. OOecnednBaeT BHeApeHHE HauOoliee PallMOHAIBHEIX CHCTEM H
METOJOB XpaHEHHUS, pEeCTaBpallid, KOHCEpBallUH, KONHMPOBAaHUS H OXpPaHBI
JIOKyMEHTOB. YYacTByeT B IOATOTOBKE MAaTepHANOB Ui pPAcCEeKpeYHBAHHSA
apXMBHBIX JOKYMeHTOB. C(rocoGCcTByeT BHeApPEHHIO B paboTy apxHBa
aBTOMaTH3HPOBAHHBIX apXMBHBIX TEXHOJIOTHH, HCIIONB30BaHHIO B pabote
HayYHBIX M METOJHYECKHX pa3padOTOK, JOCTHXKEHHIl OTEYECTBEHHOr0 H
3apy0eKHOr0 OIbITa MO OOECIIEYEHHIO COXPAaHHOCTH M TOCYAapPCTBEHHOMY
ydety JaoKkymeHTOB. KOHCyIbTHpyeT 1O BONpOcaM, BXOOILIUM B €ro
KOMIIETEHIHIO. Y4acTByeT B OpraHW3ald¥ MOGHIM3aLMOHHON IOATOTOBKH
apXuBa, pa3pabOTKe U OCYIIECTBICHHH MEPOIIPUSATHI 110 YKPBITHIO M 3BaKyallHH
AOKYMEHTOB B OCOOBINi IEPHOJ, CIACEHHIO IOKYMEHTOB B 4Ype3BhIYAifHBIX
CHTyallisX. Y4acTByeT B paloTe OSKCIIepTHOH, MeTOAMYecKodl (3KCIepTHO-
NPOBEPOYHOM, IKCIEPTHO-METOJAMYECKOH) KOMHCCHH, IHUPEKIMH, HAy4HOTO
(HayYHO-TEXHUIECKOr0) COBETAa U APYTHX KOUIETHATBHBIX OPraHOB apXHBa.

Ho/okeH 3HaTb: 3aKOHBI M HWHBIE HOPMATHBHBIE IIPABOBBIE aKTEHI
Poccuiickoii Oefepannn, permaMeHTHPYIOIHE OTHOIIEHHUS B cepe apXUBHOTO
Aena; HOPMAaTHUBHBIE U METOAMYECKHE OKYMEHTEI, KaCaloIlMecs AeATeNbHOCTH
apXHBa; COCTaB U COZEpXKaHUe KOMILIEKCA JOKYMEHTOB, XPAHSIIHXCS B apXHBE;
CHCTEMBl XPaHCHHSd M KiIacCMQHKalMH apXMBHBIX JOKYMEHTOB; HOPMATHBEI
YCIIOBUH M PeXKUMOB XpaHEHHs TOKYMEHTOB U MHKPO(OPM CTpaxoBoro GoHAaE;
BUJBI  CIPABOYHO-IIOUCKOBBIX  CPEACTB  apXWBa; OCHOBEl  TPYJOBOTO
3aKOHOIATENILCTBA; OCHOBB! OpraHM3alMd TpyAa M YIIPaBICHHS, I[OPSIOK
COCTaBJIEHHS  IUIAHOBO-OTYETHOM  JOKYMEHTAI[dH; OTEYEeCTBEHHBIH W
3apyOGexKHbIN ONBIT B 0611aCTH 06ecIIeyeHHs] COXPaHHOCTH H y4eTa JOKyMEHTOB;
OCHOBBI JOKYMEHTAIlHUOHHOTO 00ECIEYeH s YIPaBIeHUs; OCHOBEl NPUMEHEHHUS
KOMIIBIOTEPHOH TEXHMKH; IpaBuiia BHYTPEHHETO TpPYLIOBOIO pPacIOpsIKa;
NpaBUIIa IO OXpaHe TPyAa U MOXKapHO# 6€30MacHOCTH.

TpeboBannss k kBaaudukanmu. Bricliee npodeccroHanpHOE
00pa3oBaHHe IO HAlpPaBIEHUIO MOATOTOBKM (creuuansHocTH) «MCTopHKo-
apXuBOBeZeHHE», «JlOKyMEHTOBEeNeHHEe H JIOKYMEHTALMOHHOE obecreyeHne
ynpaBlieHus», «JlOKyMeHTOBeleHHe M apXuBoBexeHHe», «MCTOpUS» M cTax
paboTel Ha PYKOBOASINMX MOJDKHOCTSAX 110 HAMPAaBIEHHIO MpohecCHOHATIBHOMN
AESATeNBbHOCTH NPU KBATHQUKAIUK (CTENIEHH) «MAarucTp» U «CIELHATUCT» — He
MeHee 4 JIeT, Ip1 KBaMduKauy (CTeneHn) «6akanasp» — He MeHee 5 JIeT, pH
HaIM49UH YYCHOH CTEelleHU — He MeHee 2 JieT TG0 BhicLIee MPodecCHOHATEHOE
o0pa3oBaHHe,  [OTOJHHTENFHOE MPO(ECCHOHATBbHOE  O6pa3OBaHME IO
HalpaBICHUIO IIOArOTOBKH (CHENMantbHOCTH) «VCTOPHUKO-apXHBOBENEHUE,
«JlokyMeHTOBeIeHHE W JIOKYMEHTalHOHHOE OOecIedeHNe yIpaBlIeHHs,
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«JlokymeHTOBEleHEe W apXHBOBeAeHue», «lMctopus» u craxk paboTBl Ha
DYKOBOASIIMX  JOJDKHOCTAX [0  HAOpaBlIeHHIO  Npo¢eCCHOHAIBHOR
JEeATEIbHOCTH NMPH KBATH(HUKAIIAN (CTETICHH) «MArucTp» U «CHeLUaInCT» — He
MeHee 5 jet, npu KBanudukaimu (cTeneHn) «6akagaBp» — He MeHee 6 JieT.

HavajabHuK oTJea (3aBeAYIOLIHIi 0TACJI0M) apXHBa

JO/LKHOCTHBIE  00I3aHHOCTH. PYKOBOOWT INPOW3BOJACTBEHHOH U
aIMUHUCTPATHUBHO-XO35HCTBEHHOH IeSTeEHOCTEIO oTaena. Hecer
OTBETCTBEHHOCTh 32 HaJJieXkalllee BBITOJIHEHHE 3amad U GYHKIIMIA,
OTIpeZieNIeHHBIX IOoJIO)KeHneM 00 oTaene. AHAU3UPYET COCTOsIHHE paboTel U
TOTOBUT IPEIJIONKEHHS K IPOEKTaM IIporpamMM pa3BUTHS U IUIaHOB pabGoTEHI
apXHBa [0 HANPaBICHUIO AEATENHLHOCTH OTAena. PazpabaTriBaeT U y4acTBYET B
BBIIIOJIHEHMM  IIEPCHEKTHBHBIX M TeKymMX IUJIaHOB paboTel  oTHena.
YcraHaBnMBaeT IJIaHOBBIE  3afJaHds  pabOTHHUKAM, KOHTPOJHPYET HX
BeINOJIHEHWe. OpraHu3yeT CBOEBPEMEHHOE COCTAaBJIEHHE M TPEICTABICHHE
OT4eTOB O paboTe oTaena. ['OTOBHT NpPOEKTHI HOPMATHBHBIX JOKYMEHTOB,
pErnaMeHTUPYIOLINX  IeATeIbHOCTh OTHeNla W OTHOCAUIUXCS K  ero
KOMIIeTeHIIMM.  PykoBoauT ¥ opraHusyeT  pa3paboTKy  Hay4HO-
UCCIIEJIOBATENBECKUX TEM M METOIUYECKHX JIOKYMEHTOB II0 HAIIPaBICHHUIO
JeATeNBHOCTH  OTAena, obecrneduBaeTr uX BHenpenue. (ObecrneuuBaer
COXPaHHOCTh APXUBHBIX M YYETHBIX JOKYMEHTOB, apXHMBHEIX CIPaBOYHHKOB,
XpaHAIIUXCS B OTAENEe MM HaxoJdIUXcs B Ipouecce paboTel. OpraHusyer
BHEJPEHHE AaBTOMATHU3HPOBAHHBIX AapPXWBHBIX TEXHOJIOTHI, MCIIOIb30BaHHE
Hay4YHbIX M METOJMYECKUX pa3paboTOK, MOCTHMIKEHHH OTE€YECTBEHHOIO M
3apyOeXHOro OmelTa B O0NacTH apXHMBHOrO Jeja [0 HaIpaBIeHHIO
AesATeIbHOCTH OTAENa, BHEAPEHHE MPOrPEeCCHBHBIX (OPM OpraHU3allud TPYAa.
KoHCyneTupyeT 1o BompocaMm, OTHOCSALIMMCS K J€ATENbHOCTH OTHAeNa.
OpranusyeT B3aMMOIEHCTBHE OTHENAa C APYTHMH NOApA3[elieHHSIMH apXHBa.
OcyiecTisier noaGOp U pPacCTaHOBKY KaApOB OTHeja, TOTOBUT HPENTOKEHHU
N0 Ha3HAYEHHIO, MEPEMEILEHHIO, OCBOOOKAEHUIO OT IODKHOCTH pPabOTHHKOB
OTHeNIa, MOOIIPEHHUIO U HAIOXKEHHUIO Ha HUX B3bICKaHUH. OpraHusyer paGoTy 1o
MOBBIIICHUIO KBalTU(pUKALUK pabOTHUKOB OTAeNa. Y4YacTBYET B OpraHH3alluy
MOOMIIM3allUOHHON IIOATOTOBKH apxuBa, pa3paboTKe M  OCYIUECTBICHHH
MEpONPHATUH IO YKPBITHIO U 3BaKyallMM JOKyMEHTOB B OCOOBIN MeEpHUO.,
CIIaCeHHI0 JOKYMEHTOB B UpPE€3BBIYAHHBIX CHUTyalHUsIX. YdacTByeT B pabore
3KCIIEPTHOH, METOINYECKOH (3KCnepTHO-IIPOBEPOYHOIA, 9KCIIEPTHO-
METO/MYEeCKON) KOMHUCCHH, JUPEKIHH, HAyYHOro (HAyYHO-TEXHHYECKOTO)
COBETa U IPyruX KOJUIErHalbHBIX OpraHoB apxuBa. KoHTponupyer cobionenue
paboTHUKaMu oTAena npaBui paGoOThl ¢ AOKyMEHTaMH, MPOM3BOACTBEHHON U
TPYJAOBOH NUCLUIUIMHEL, IIPaBUI IO OXpaHe TPyJa W IOXApHOH 6e30MacHOCTH,
peXruMa OXpaHbl apXUBa.

JlonKeH 3HATBL: 3aKOHBl U HHblE HOPMATHBHBIE TIPABOBEIE aKTHI
Poccuiickoit Denepannu, periaMeHTHPYOLHE OTHOLIEHHS B chepe apXHBHOTO
Jena; HOPMaTHUBHBIE U METOAMYECKHE TOKYMEHTHI, KaCaloLUecs AesSTeIbHOCTH
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apxHBa; COCTaB H COJEP)KAHUE KOMILIEKCA JOKYMEHTOB, XpaHAIINXCS B apXUBe;
CHCTEMBl XpaHEHMs M KiIacCU(QHUKAIM¥ apXUBHBIX IOKYMEHTOB; HOPMATHBEI
YCJIIOBHM M PEXHMOB XpaHEHHS AOKYMEHTOB; BHIbLI CIIPaBOYHO-IIOMCKOBEIX
CPEICTB apXwBa; OCHOBEI TPYIOBOI'O 3aKOHONATEJIbCTBA; OCHOBEI OpraHHU3aLUU
Tpyoda W YNOPaBieHMs;  IOPSAOK  COCTaBJIE€HHWS  ILUIAHOBO-OTYETHOM
AOKYMEHTAIIMH; OTEYECTBEHHBIH M 3apyOeXHBIH ONBIT B 00JIACTH apXHBHOTO
Aena; OCHOBBl JOKYMEHTAIlHOHHOIO o0OecneueHUs YIpaBlIeHHs; OCHOBEI
NPUMEHEHUS KOMIIBIOTEPHON TEXHHKM; IIpaBHJIa BHYTPEHHErO TpPYIOBOrO
pacnopsiaka; rpasuia 1o oXpaHe TpyJa U MOXapHOH 6e301MacHOCTH.

TpeboBanua k xBadnduxauun. Briciiee npodeccHoHaNBHOE
o0pasoBaHHe I10 HANpaBIEHHIO INOATOTOBKH (crmenmansHoctH) «McTopHKo-
apXuBOBeleHHE», «J[OKyMEHTOBeneHHe W JOKYMEHTAlMOHHOE obecreueHue
ynpaBieHus», «JlOKyMeHTOBeNeHHE M apXuUBOBeAeHue», «McTopua» U cTax
pabOTEl 10  HAaNpPaBNEHHIO  NPO(PECCHOHANBHOH  NEATENHHOCTH  IIpH
KBaTH(GUKALUK (CTEHEHH) «MArkcTp» M «CIELUHATHCT» — He MeHee 3 Jer, Ipu
KBaluKaluy (cTeneny) «bakanaspy — He MeHee 4 JieT, P HATHYHH YYeHOM
CTeNEHH — He MeHee 3 jer nubo BeiclIee NPO(eECcCCHOHATBHOE 06pa3OBaHHE,
NOTIOJIHUTENIBHOE  NPOQECCHOHaNbHOe  00pa3soBaHMe 10  HANpAaBIEHMIO
MOATOTOBKH (cnenuanbHOCTH) «HcTopuKo-apXHBOBEICHUE,
«JlokyMeHTOBe/leHHe W JOKYMEHTALMOHHOe OGecrieueHye YIpaBIeHHUs,
«JlokyMeHTOBeleHHe M apXuBOBeleHHe», «McTopus» M CTax paGoTH Mo
HAalpaBIeHHIO  NPO(ECCHOHANLHOW  JEATENBHOCTH TpH  KBaJHGbHKAIHH
(CTeleHH) «MarkcTp» U «CHELHMANHCT» — He MeHee 4 JeT, pH KBATUMHKALUH
(cTenenu) «GakanaBp» — He MeHee 5 JerT.

3aBenyomuii apXHBOXPaHUJIHIEM

HAo/kHOCTHBIE 00s13aHHOCTH. PyKkoBonuT paGoToi apXHBOXpaHUIIHIIA.
Hecer oTBeTCTBEHHOCTH 3a COXPaHHOCTH JOKYMEHTOB M Hajexaliee
BBINIOJIHEHNE  3a1a4 M  (QyHKUWiA, YCTAHOBJIEHHBIX IIOJIOXKEHHEM 00
apxMBoxpaHwiuuie.  PaspabGaTeiBaeT M y4acTByeT B BBHITOJHEHHH
IICPCHCKTUBHBIX ~ M TEKYIMUX IUIAHOB  paboThl  apXHWBOXPaHWIHIIA.
YcraHapnuBaeT IJIaHOBBIE  3aiaHHWs  pabOTHHKAM, KOHTPOJIUpYEeT HX
BEIIIONTHEHHE. OpraHu3yeT CBOEBPEMEHHOE Mpe[CTABIEHUE OTYETOB O pabote
apxMBoxpaHuiuila. Opranusyer paboTy MO CO3JaHHUIO U COGNIONEHHMIO B
ApXUBOXpaHUJIMIIE HOPMATHBHBIX YCIOBUA M PEXHMMOB XpaHEHHs JOKYMEHTOB,
UX TpHEMYy Ha IIOCTOSHHOE H BpPEMEHHOE XpaHEHHE H BhIJaYe U3
dpXHBOXpaHWJIMINA B  COOTBETCTBUM C YCTAaHOBJICHHBIMH IIPaBHJIaMH.
PaspaGatbiBaeT  CcXeMBI  palMOHANBHOrO  pa3MeleHHs JIOKYMEHTOB
apXMBOXpaHMIHINA. B ycraHoBneHHOM NOpsaKe NpUHHMMAaeT XOKYMEHTHI Ha
TIOCTOSHHOE M BpEMEHHOE XpaHeHue. Bezmer paGoTy mo meneBoil skcrepTuse
[ICHHOCTH, y4€Ty W PO3BICKY HeOOHapyXeHHBIX Hel, OpOpPMIIET pe3yNbTaThl
3THX paboT. Y4acTByeT B MOATOTOBKE MATEPHAIOB IS pacceKkpeurBaHus
APXUBHBIX JIOKYMEHTOB. BBIABIA€T yHMKaNbHEIE B 0CO60 LEHHBIE JOKYMEHTEL.
Opranusyer y4eT HOKYMEHTOB apXMBOXPaHHIHIIA. PykoBomur paGotoii mno



9

NpoBepKe HamW4uMsl M (PU3MKO-XMMHYECKOTO COCTOSHHS  JOKYMEHTOB,
IOATOTOBKE M Iepejade [JOKYMEHTOB Ha pecTaBpalyio, Ode3UH(EKIIHIO,
Ie3UHCEKIMIO, CTpaxoBoe KonupoBaHue u neperuer. (OOGecneduBaer
COOMIOIcHNEe HOPMAaTHBHBIX YCIOBHII M PEXUMOB XpaHEHHS JIOKYMEHTOB,
IIpaBHJ IOXApHOH 0€30IacHOCTH M peXXuMa OXpaHbl B apXHBOXPAHUIIHIIIE.
VYyacTByeT B pa3pabOTKe HayYHO-HCCIEINOBAaTENBCKAX TEM M METOMHYECKHX
JOKYMEHTOB IO paboTe apxuBOXpaHWIWma. [IpuHHMaeT ydacTHe B
OpraHusanyyd  paboThl 1O MOBBHILUCHHIO KBaIH(GUKAMM PabOTHHKOB
ApXUBOXPAHUIHINA. ['OTOBUT IpEIOKEHUS 10 Ha3HAUEHHIO, MEepeMEIlEHHIO,
OCBOOOXIEHHUIO OT JO/KHOCTH pabOTHHKOB apXUBOXPaHWIMILG, IOOIIPEHHIO 1
HaJlOKCHHI0 Ha  HUX  B3bickaHud. KoHTponupyer coOmojeHHe B
ApXHBOXPAHUIIKIIE INpaBUI paboOThl C JOKYMEHTaMH, IPOHU3BOACTBEHHOH U
TPYIAOBOH MUCLUUIUIMHEI, IPABUI 0 OXpaHe TpyJa H MOXKapHOM Ge30IacHOCTH.
Y4acTByeT BO BHEIpeHHH B pabOTy apXuBa aBTOMAaTH3HPOBAHHBIX apPXHBHBIX
TEXHOJOTHH. Y4YacTByeT B  MOOMIIM3AalMOHHOM IMOArOTOBKE  apXMBa,
OCYIIECTBIIEHHM MEPONPUATUH MO YKPBITHIO MU 3BaKyalMHd JOKYMEHTIOB B
OCOOBIA IIEPHUOM, CIACEHHI0 HOKYMEHTOB B YPE3BLIYAMHEIX CHTYalMAX.
Y4actByeT B paboTe OSKCHEpTHOM, METONHYECKOH (IKCIIEPTHO-IPOBEPOYHOH,
9KCIIEPTHO-METOMYECKOH) KOMHCCHM, JAHPEKLHH, HaydHOro (HaydHo-
TEXHUIECKOT0) COBETA M APYTHX KOJUIEIHAIbHEIX OPraHOB apXHBa.

Ho/keH 3HATB: 3aKOHBI M HHBIE HOPMATHUBHEIE IIPaBOBBIE AKThI
Poccuiickoit @enepaluy, periaMEHTHPYIOLIHE OTHOLIEHHS B cdepe apXHBHOTO
Aena; HOPMAaTHBHBIE U METOJUYECKHE NOKYMEHTEHI, KacalolHUecs AesITebHOCTH
apxMBa; COCTaB U COJepXKaHHe KOMILIEKCA JOKYMEHTOB, XPaHSILIMXCA B apXUBE;
CHUCTEMBI XPaHEHUs M KIAaCCH(HMKAllMH apXHUBHBIX JOKYMEHTOB; HOPMATHBEI
YCTIOBHH M PEXXHMOB XPaHEHHA JOKyMEHTOB U MHKPOGOPM CTPaxoBoro GpoH/a;
BH/Bl  CNPABOYHO-TIOUCKOBBIX  CPEICTB  apXWBa; OCHOBBI  TPYJAOBOTO
3aKOHOJATEIbCTBA; OCHOBBI OpraHM3alliM TpyAda M YNPaBICHHS, IOPANOK
COCTaBJICHHS  IUJIAHOBO-OTYETHOH  JOKYMEHTAIlMH;,  OTEYECTBEHHBIH W
3apyOeKHbIH ONBIT B 0611aCTH 06eCeYeHNs] COXPAHHOCTH U TOCYIapCTBEHHOTO
y4eTa JNOKyMEHTOB; OCHOBBHI JOKyMEHTALlMOHHOIO OOeCIleYeHHs YIpaBIeHHS;
OCHOBBI ~IPMMEHEHUS KOMIBIOTEPHOM TEXHHKM; [IpaBWa BHYTPEHHETO
TPYJOBOTO pacriopsika; mpaBuja 10 OXpaHe TpyAa U MOXXapHOM 6e3011aCHOCTH.

TpeGoBannsi k kBaaudukaumn. Briciee npodeccHoHaTEHOE
o0pa3oBaHMe [0 HANpABJEHHIO IOArOTOBKM (cneumanbHocTd) «McTopHKo-
apxuBoBeleHHe», «JIOKyMEHTOBeleHHE M JIOKyMEHTalHOHHOe obecHedeHue
YIpaBIeHU», «JlOKyMeHTOBeNeHHe M apXHUBOBeleHHe», «MICTOpHS» M CTax
paboTel MO  HaNpaBIeHHI0  NPOQECCHOHANBHOH  IeSTEeNbHOCTH npu
KBaTM(UKALINN (CTENEHH) «MaruCTp» U (CIELUATUCT» — HE MeHee 3 JIeT, IpH
KBaIMuKanuu (cTeneHy) «bakanaBp» — He MeHee 4 neT ubGO BhICIIee
IpoQeccHoHanbHOe  00pa3’oBaHHe,  JONOIHHUTENBHOE  INPOBECCHOHATEHOE
o0pa3oBaHWe TO HANpABIEHHIO NOATOTOBKH (CIHENMAEHOCTH) «HcTopuko-
apXuBOBeleHUe», «J/lOKyMEeHTOBeIeHHe M HOKYMEHTAIlMOHHOE OOecIeueHHe
ynupasineHus», «JlOKyMeHTOBeNeHHe M apXuBOBe#eHHe», «ICTOpHS» H cTax
paboTel 0  HampaBIeHHI0 NpodecCHOHANBHOM  MeSTeNbHOCTH npu
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KBanuGbHKaMU (CTEIIeHN) «MarucTp» U «CHELHATUCT» — He MeHee 4 JIeT, Npu
KBanupuUKanuy (CTeneHu) «baKanaBp» — He MeHee S JieT.

3aBeayouiHii ceKTOpoM (Ha4aJIbHHK CEKTOPA) apXHBa

HossxkHOCTHBIE 00s3anHOoCcTH. OpraHusyeT paboTy ceKTopa. Y4acTByeT B
pa3paboTKe IpeJIoKEHUN K IIPOeKTaM NpOorpaMM pa3BUTHSA apXHBa U IJIaHaM
paboTel apxuBa MO HANPABICHUIO JESATENIBHOCTH CEKTOpa, Y4acTBYeT B HUX
peanu3amuy. CocTaBiseT IIaHBl pabOTBl CEKTOpa M OTYETHl O NPOJAENaHHOH
pabote. YcTaHaBnIMBaeT IUIaHOBBIE  3aJaHUs  pabOTHUKAM  CEKTOpa,
KOHTPONHPYET UX BBINOJHEHHE. YUYacTByeT B IOATOTOBKE IIPOEKTOB
HOPMAaTUBHBIX JOKYMEHTOB, PEriIaMEHTHPYIOIWIMX JEeATENbHOCTh CEKTOopa.
Y4yacTByeT B [IpOBEJEHHUM HAYYHBIX UCCIENOBaHUH U METOAMYECKHX
pa3paboTOK MO HampaBIEHHIO [eATeNBHOCTH CeKTopa, ofecrnedyuBaeT HX
BHeApeHHe. KOHCYNBTHpPYeT IO BOIpPOCaM, OTHOCSIIMMCS K JeATeIbHOCTH
CEeKTOpa. Y4acTBYeT B OpraHu3aluu paboThl MO OOECIEYEHHUI0 COXPaHHOCTH
OOKYMEHTOB H HMX palHOHAIBHOMY pa3MEIIEHHI0 B apXUBOXpPaHUIUIIAX.
OpraHusyeT IpoBeJeHUE IEEBOH 3KCIIEPTU3bl LIEHHOCTH JOKYMEHTOB. BemeT
OCHOBHBIE YYETHBIE JOKYMEHTHL. IIpOBOIUT NpueM TOKYMEHTOB Ha IIOCTOSIHHOE
H BpeMeHHoe XxpaHeHwe. OpraHuszyer paboTy MO MpPOBEpKE HAIWYHA H
(u3pyuecKoro. COCTOSHHS JOKYMEHTOB, OTOOpPY UX JUIL pecTaBpallvy,
Ne3uH(EKIHH, Te3UHCEKIHH, CTPaX0BOro KOMMMPOBaHMS U HepeILIETHRIX pabor,
KOHTPOJUPYET KadecTBO WX nposBefeHus. OCyHIECTBISET KOHTPOJb
COONMIOACHNS] HOPMATHBHBIX YCIOBHH M pEXHMOB XpaHEHHSA JIOKYMEHTOB.
CocTaBnfer CIUCKH IOPHUOMYECKAX M (U3MUECKHX JIML, SBJISIOIIAXCS
HCTOYHUKAMU KOMILIEKTOBaHMA  apxuBa. Bemer  meperoBopel ¢
HErOCYy[lapCTBEHHBIMH  OpraHu3alusMd W (QU3MYECKUMH  JIMIAMH & —
NOTEHIHAJIbHBIMA MCTOYHHUKAMU KOMIIIEKTOBaHUSA. OKa3bIBaeT METOJUYECKYHO
H NIPaKTHYECKYIO [TOMOIIb CIELMATNCTaM apXUBOB U CIIY>KO IeJONpOH3BOACTBA
OpraHu3alii — MCTOYHHUKOB KOMIUIEKTOBaHHs. Y4acTByeT B OTOOpe U nepenaye
JOKYMEHTOB Ha IIOCTOSSHHOE  XpaHEHHe. OpraHuzyer  BeJeHHE
roCylapCTBEHHOTO  y4YeTa JOKYMEHTOB MNpOQHJIA apXuBa, BpeMEHHO
XpaHSIUXCA B OPraHM3alUsAX — HCTOYHHKAX KOMIUIEKTOBAaHHS. YUacTBYeT B
pabore Mo macrnopTU3anUy apXUBOB OpraHU3aluil. YUacTBYeT B 3aKJIIOUEHHH H
BBINIOJIHEHHH JIOIOBOPOB C OpPraHu3alMsiMU 00 YMOPSIOYEHHHM OKYMEHTOB U
OKa3aHW¥ MM JpYyrux ycayr. IIpoBomut pabGoTy MO BBIIBIEHHIO HOKYMEHTOB
POCCHHCKOrO NPOUCXOXACHHSI M IO HUCTOpUH Poccuu, HaxXoAgmuxcs 3a
pybexom. Bener Hay4HOe ONHKCaHHUE JOKYMEHTOB apxuBa,
YCOBEPIICHCTBOBaHME U NepepaboTky onuceil. [IpoBoaut paboTy no cosmaHuro
M BEIEHUIO KaTajloroB M 0a3 JaHHBIX IO JOKyMeHTaM apxuBa. OCyIIecTBIsSeT
TEMaTU4ECKyI0 pa3paGoTKy ¢oHmoB apxuBa. OCYIUECTBISET IOATOTOBKY
CHPaBOYHO-HH()OPMALIMOHHBIX M3JaHUH O COCTaBe M COAEPKAHHH JOKyMEHTOB
apxuBa. YYacTByeT B IIOArOTOBKE MaTepHAIIOB JUIS PaCCEKPEYUBAHHUS APXHUBHEIX
OoKymeHTOB.  OpraHusyer  paloTy 10  BHEOPEHHIO B  apXuBe
aBTOMAaTH3WPOBAHHBIX apXUBHBIX TexHoJoruil. OcyInecTBiseT aHalU3, y4er
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cocTossHUA ¥ 3G (HEKTUBHOCTh HMCIIOJIB30BAHUA CIIPABOYHO-IOMCKOBBIX CPEICTB
apxuBa. Opranusyer obecrieueHne [IOCTyna mnoTpeduTeNnell TOKyMEHTHOM
HHQOpPMAIM K CIpPaBOYHO-TIOMCKOBEIM cpelacTBaM apxuBa. IIpoBoaut
OKCKYPCHM [0 apXWBY. YYacTByeT B OpraHH3allid BBICTABOK JOKYMEHTOB,
MOJArOTOBKE MAaTepHUalioB I NEepHOAWYECKHMX H3JaHMI U CpPeACTB MacCOBOI
uHopmanun. Bener paboTy nmo u3gaHui0 apXUBHBIX CIPaBOYHUKOB. ['0TOBHUT
IUIs TOCYIapCTBEHHBIX M HEroCyJapCTBEHHBIX OpraHu3auuil HHQOpMalVOHHBIE
IHMChbMa, COIEpKallie CBeACHHS 00 HMEIOIMXCS B apXUBe JOKYMEHTaxX IIO
ompeneneHHoii Tematuke. OpraHuzyeT MW y4acTBYeT B  HCHOJIHEHHH
MIOCTYNAIOIIUX B apXUB Hauboliee CIIOXKHBIX 3allpOCOB Pa3lIMYHOIO XapakKTepa.
YuacTByeT B OpraHusanuu paboThl YUTANBHOrO 3ayia apxusa. OCYIIECTBISET
(GYHKIMM OTBETCTBEHHOIO COCTaBUTENS JOKYMEHTAJIBHBIX NyOJIHKaLMii,
y4acTByeT B MOJrOTOBKE K H3JaHUIO JOKyMEHTOB. [IpOBOAUT BBISIBIIEHHE W
oTOOp IHOKYMEHTOB i IyOnmkanuii, apxeorpaduieckoe odOpMIEHHE,
KOMMEHTHpOBaHue NOKYMeHTOB. COCTaBiIsfeT Hay4YHO-CIIPAaBOYHBIA ammapaTr K
JOKYMEHTAIBHBIM ITyOnukauusM. OcCyecTBIseT Hay4yHOE peaaKTHPOBaHHE
ny6nukanui. OcCylecTBISe€T YTEHHe, NATHPOBKY U OIKHCaHWE apXMBHBIX
JNOKYMEHTOB. Y4YacTByeT B IOATOTOBKE K H3JAaHUIO APEBHHUX JOKYMEHTOB.
WzyuaerT BHeIIHHE INPU3HAKH JOKYMEHTOB, YCTAHABIMBAET HX IMOMJIHHHOCTS,
ompezieliieT UX mnaneorpa@uueckue, S3bIKOBBIE U JIPYTHe OCOGEHHOCTH.
Y4acTByeT B OCYIIECTBICHHM MEPONPHATHH MO YKPHITHIO H 3BaKyalluu
JTOKYMEHTOB B OCOOBIM IIEpUOJ, CIIACEHHIO JOKYMEHTOB B Ype3BhIYANHBIX
cutyauusx. ObGecneduBaeT paboTy SKCIEpTHOH, METOAMYECKOM (IKCIEPTHO-
IPOBEPOYHOH, 3KCIIEPTHO-METOAUYECKOH)  KOMHCCHIA, KOHTPONUpYyeT
BBIIIOJTHEHHE HX peLIeHUH.

HoJizkeH 3HATB: 3aKOHBI UM MHBlE HODMATHBHBIE IPaBOBBIE aKTEHI
Poccuiickoii ®eepanyu, periaMeHTHPYIOLIHE OTHOLIEHUS B chepe apXMBHOIO
JieJla; HOPMATHBHBIE H METOANYECKHE NOKYMEHTHI, Kacaroluecs AeITeIbHOCTH
apX#Ba; BCIIOMOraTeJIbHbIE NCTOPUYECKUE NUCLHUILUIMHEL, TEKCTOJOTHIO, COCTAB
H ColepXKaHWe KOMILJIEKCAa NOKyMEHTOB, XPaHSIUXCS B apXHBE, CHCTEMBI
XpaHeHHs M KJIacCH(DMKaMH apXUBHBIX JOKYMEHTOB; HOPMAaTHUBBI YCIOBHH U
PeXHUMOB JTOKYMEHTOB; BHIBI CIIPAaBOYHO-TIOMCKOBBIX CPEJICTB apXHBa; OCHOBEL
OpTaHM3allMM TPyJa W yIpaBleHus; NOPANOK COCTaBJEHUS ILIAHOBO-OTYETHOM
JOKyMEHTAll{; OTE€YECTBEHHBIM H  3apyOeXHBIH oOmeiT B  06JacTH
apXWBOBEICHMS W  JOKYMEHTOBEACHHS; OCHOBBI  JOKYMEHTAIMOHHOI'O
obecrieueHusl YNpPAaBIEHHS; OCHOBBI NPUMEHEHHsS KOMITBIOTEPHOH TEXHHKH;
NpaBWia BHYTPEHHErO TPYAOBOIO pacropsiKa; NpaBHia IO OXpaHe TpyAa M
NOXapHO# 6€e30macHOCTH.

TpeGopanuss k kBaaudukanuu. Briciiee mnpodeccuoHanbHOE
o0pasoBaHME IO HANpPaBICHHIO ITOATOTOBKH (creumansHoct) «Mcropuko-
apxXuBoBeJieHHE», «JlOKyMEHTOBEJEHHE U [OKYMEHTAI[HOHHOE oOecredyeHue
ynpasieHus», «JloKyMeHTOBeneHHEe U apXUBOBeleHUe», «McTopusa» U cTax
paboThl 1O  HAMpaBIEHMIO  NPOGECCHOHAILHONW  HEATENBHOCTH  IPU
KBaIM(QUKAUMK (CTENIEHH) «MaruCTp» U «CHELHAaMCT» — He MeHee 2 JIeT, TIpH
KkBanuQukanuu (CTeneHH) «OakajgaBp» — He MeHee 3 JeT nubo BhiclIee
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npodeccuoHanpHOe  0o0pa3oBaHHE, JOMOJHUTENBHOE  IPO(decCHOHAIBHOE
o0pa3zoBaHHMe IO HANPAaBJIEHUIO MOATOTOBKH (crneuuansHocTH) «Hcroprko-
apxuBOBelleHUE», «JloKyMeHTOBeleHHE H JOKyMEHTAaIlMOHHOe oOecrieyeHue
yupaBieHusn», «JlokyMeHTOBeleHHe U apxuBoBeaeHHe», «lcropusa» u crax
paGoTel 1O  HampaBIE€HHIO  TNPOQEeCCHOHANBHOM  AEATENIBHOCTH  IIpH
KBaTUQUKALUK (CTENEHH) «MarucTp» U «CHEHUaNiCT» — He MeHee 3 JieT, IpH
kBanudukanuy (creneHy) «dbaxkanaBp» — He MeHee 4 JIeT.

3aBenyommuii apxuBom (Ha4aJIbHHK aPXHBHOrO OT€/12)
MYHHIHIAJIbHOro 06pa3oBaHus, BeIOMCTBA, OPraHHu3aluMH

HMoJyizkHOCTHBIE 00si3aHHOCTH. PykoBoauT paboroii apxuBa (apXHBHOrO
OTAeNa) MyHHIMIAIBHOro o6pa3oBaHMs, BEeJIOMCTBA, OpraHu3aluM (namee —
apxuB). PaspabGaTeiBaeT mnporpamMMel pasBHTHS M IUIaHBI paGOTHl apxHBa.
PyxoBogut IIOATOTOBKOM IIPOEKTOB HOPMAaTHBHBIX JIOKYMEHTOB,
pernaMeHTUpYIOIUX  NesTeNbHOCTh  apxuBa. OpraHusyer  pa3paboTKy
METOAUYECKUX JOKYMEHTOB C LEJIBbI0 COBEPLICHCTBOBaHHUS paloOThl apXHBa,
KOHTPOIMPYET HX BHeIpPEeHWe B IIPaKTUKy. BeoeT OCHOBHBIE y4YeTHEIE
AOKYMEHTHI apxuBa. OpraHusyer W KOOPIUHHPYET paboTy CHEHAIUCTOB MO
00eCreYeHNI0 COXPAaHHOCTH JOKYMEHTOB apXWBa H MX palHOHATEHOMY
pasMmertienno. OCYIIECTBIIAET KOHTPONIb COOIIOAEHHT HOPMATUBHBIX YCJIOBHI U
PEXUMOB XpaHEeHHUsI NTOKyMeHTOB. IIpoBoauT paboTy mo MpoBepKe HAIMYUA U
()HU3AIECKOTO  COCTOSHHA JOKYMEHTOB, OTGOpPY HX MJ pecTaBpaluu,
Je3nH(EKUNH, Ne3UHCEKIUH, CTPaXOBOrO KOIMPOBAHKS ¥ MEPEILIETHEIX pabor,
KOHTPOJIMPYET KaieCTBO HX mpoBedeHHs. OCyIecTBIAET yd4eT U pO3BICK
HeoOHapyXeHHbIX JIel apXHBA, BEIBIEHHE U YUET 0COBO IIEHHBIX JOKYMEHTOB.
CocTaBisier CHMCKM IOPMAMYECKUX W (DU3UYECKHX JIMIL, SBJISIOLIMAXCS
HCTOYHUKaMH KOMILIEKTOBaHUs  apxuBa.  Bexer  meperoeopsl ¢
HETOCYNApCTBEHHBIMH  OpraHM3alMsMM W GQU3HYECKHMHM  JIMIAMH = —
MOTEHIHATIbHEIMA HCTOYHUKAMH KOMIUTEKTOBaHUsA. OKa3bIBaeT METOAMYECKYIO
¥ IPaKTHYECKYIO TIOMOLLB B IEJIONPOU3BOJICTBE CTPYKTYPHBIM MOAPA3AeIeHUIM
aIMHHUCTPAMH MYHMIMNIAIBHOrO 00pa3oBaHus, BEJOMCTBa, OPraHU3aLUN HIN
OpraHM3alMsM — HCTOYHHKAaM KOMIUIEKTOBaHHA apxuBa. IIpoBomut mpuem
JAOKYMEHTOB Ha TIOCTOSHHOE, BpPEMEHHOE H JEMO3UTApHOEe XpaHEHHE.
Oprannsyet paboty skcmeptHOM komuccuu. OpraHusyer ot6op H nepegavy
AOKYMEHTOB Ha IIOCTOSIHHOE XpaHeHHe. Beler ydeT NOKyMEHTOB, BPEMEHHO
XpaHAIIMXCA B OpraHM3allUIX — MCTOYHMKAX KOMIUICKTOBAHHS apXMBa.
OcyluecTeiseT KOHTPONb 32 JOKYMEHTaMM, XPaHSIIUMUCS B CTPYKTYPHBIX
nojpasfeneHnusaX aIMHUHHUCTPAlMd MYHHUIIMIIAIBHOro oOpa3oBaHus, BEIOMCTBA,
OpraHU3allM{. Y4YacTByeT B 3aKIIOYEHHM M BBIIOJHEHHM JOTOBOPOB C
OpraHM3alMsAMH OO YIOpPANOYEHMM MOKYMEHTOB W OKa3aHHH MM JPYTHX
MIATHBIX YCIYr. YYacTBYeT B IIOATOTOBKE JOTOBOPOB O COTPYIHHYECTBE U
KOOpIMHALMYA A€ATETPHOCTH afMUHUCTPALMHY MYHUIUIIAIBHOTO 00pa3oBaHus U
YHOJTHOMOYEHHOI'O OpraHa HCIOJHMTENBHOM BlacTH cyOwmekTa Poccuiickoit
®Genepanuy B 061acTH apxuBHOro Aena. OGeceunBaeT 3aKII0UeHIE JIOTOBOPOB
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O COTpPYJHHYECTBE aJMHUHUCTPAllMd MYHHUIMOAIBHOTO OOpa3oBaHHA C
OpraHu3allusIMH  (enepanbHOi COGCTBEHHOCTH, COOCTBEHHOCTH CyObeKTa
Poccuiickoii ®enepanuny U 4acTHOW COOCTBEHHOCTH B BOIIPOCAX, OTHOCSIIMXCS
K KoMmneTeHUuM apxuBa. OpraHusyeT u INpOBOJUT paboTy IO HaydHOMY
OIMCAHMIO JTOKYMEHTOB apXHBa, YCOBEPLICHCTBOBAHHIO U ITepepabOTKe OMHUCEH,
CO3/IaHHUIO ¥ BEJEHHUIO KaTajoros ¥ 6a3 AaHHBIX. OCYIIECTBIAET TEMAaTHIECKYIO
pa3spaboTKy [OKyMeHTOB (oHIOB apxuBa. OpraHusyeT M OCYIIECTBISET
IOATOTOBKY CIIPaBOYHO-HHGOPMAIIMOHHBIX M3aHUH O COCTaBe M CONEPKAHHU
OOKyMeHTOB apxuBa. C(nocobcTByeT BHEIpEeHHIO B paboTy apxuBa
aBTOMATH3UPOBAHHBIX APXHMBHEIX TeXHOMOrMH. OCyLIecTBISET aHalu3, y4eT
COCTOSHUS U 3((EeKTHBHOCTE HCIIONB30BAaHUS CIIPAaBOYHO-ITOUCKOBEIX CPEICTB
apxuBa. ObecrnieunBaeT JOCTYN MOTpeOuTENeil OKyMEHTHOW HHGOPMAIMH K
CIPaBOYHO-TIOMCKOBEIM CpeficTBaM apxuBa. OOecnedywBaeT HCIONB30BaHUE
JOKyMEHTOB apXuBa, B TOM YHCIIE HCIIOIHAET [TOCTYIAIOUIHe B apXHB 3allPOCHI
pasnuyHOro xapakrepa. OpraHusyeT BBICTABKH JOKYMEHTOB. I OTOBUT
MaTepHajbl IJIS COCTaBJIEHHS COOPHUKOB JOKYMEHTOB, MCIIOJIB30BAHHUS WX B
NEePUOANYECKUX H3JaHHUSX U CPEACTBaX MaccoBod HMH(popMmauuu. OpraHusyer
paboTy uMTanbHOrOo 3aja  apxuBa. B3aumogedcTByeT ¢ My3esMH
MyHHIUNIAJIBHOTO  paioHa  (FOpOJICKOrO  OKpyra) B  IIPOBEAEHUH
MH(OPMALMOHHBIX MEPONpPHATHH KpaeBeI4ecKOro XapakTepa. YUYacTBYeT B
MOOMIIM3aLIAOHHON IIOJITOTOBKE apXWBa, OCYLIECTBIECHHH MEPONPHATHH IO
YKPBITHIO U 3BaKyallll TOKYMEHTOB B OCOOBIH MEPHOJ, CIIACEHUIO JOKYMEHTOB
B Ype3Bbl4aiiHbIX cuTyauusX. Crioco6CcTByeT BHEAPEHUIO B MPAaKTHKY paGOTEI
COBPEMEHHBIX HAYYHBIX H METONMYECKUX pa3paboToK.

HMonken 3HATL: 3aKOHBI W WHBIE HOPMATHMBHBIE IIPABOBBIE AKTHI
Poccuiickoii ®enepanun, periaMeHTHPYIOLIHE OTHOLIEHHS B cdepe apXHBHOIO
Aea; HOpMAaTHBHBIE U METOAMYECKHE NOKYMEHTHI, KaCalolMecs AesITEIbHOCTH
apXMBa; COCTaB U COAEpKaHHE KOMILIEKCA JOKYMEHTOB, XPAHALIMXCS B apXHBE;
HOpPMATHBBI YCJIOBHH W DEXHUMOB XpPaHEHHs JOKYMEHTOB; BHIBI CHPABOYHO-
TIOUCKOBBIX CPEACTB apXHBa; OCHOBHI TPYAOBOI'O 3aKOHOIATENIHLCTBA, OCHOBBI
OpraHu3allMi TPyZJa H YNPAaBIIECHUSA; NOPSIIOK COCTaBIEHHS IJIAHOBO-OTYETHO
JAOKyMEHTAllMH; OTE€YECTBEHHBIM M  3apyOeXHBIi OHmBEIT B  oONacTH
apXMBOBEICHMSI M  JOKYMEHTOBEIEHHS; OCHOBBl  JIOKYMEHTAI[MOHHOTO
o0ecre4eHUsl YIPaBIEHUS; OCHOBHI IPHMEHEHHsS KOMITBIOTEPHOH TEXHHKH;
IpaBujia BHYTPEHHEIO TPYAOBOIO DAaclopsika; NpaBHJia MO OXpaHe Tpyla M
0XapHO# 6€30MacCHOCTH.

TpeGoBannst k kBanimdpukaumu. Beicuiee npodeccHoHaNBHOE
o0pasoBaHHe IO HANpaBIEHHIO I[OITOTOBKH (CHEHaJbHOCTH) «Hctopuxo-
apxvBOBeleHHE», «JlOKyMEHTOBelleHHe M JOKYMEHTALMOHHOEe obecHedyeHue
YIpaBIeHUs», «J[OKyMeHTOBeneHHe U apXuUBOBeleHHE», «MICTOpHA» M CTax
pabOTEl 10  HaNpaBEHHIO NPO(PECCHOHANBHON  JeSTeNHHOCTH  IpH
KBaIU(UKALMK (CTETNICHH) KMArHCTP» M «CIEMUATHCT» — He MeHee 2 JIeT, IpH
KBalMQUKamuu (CTenmeHH) «OakanaBp» — He MeHee 3 JjeT JjubO BEICIIEE
npodeccHoHanbHOe  00pasoBaHHe,  MONOJHHTENbHOE  IPO(ECCHOHAIBHOE
o0pasoBaHHe MO HANpaBJEHHIO IOATOTOBKU (cremmansaocTH) «HcTopuKo-
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apxuBoBereHHe», «JloKyMeHTOBeldeHHe M IOKYMEHTAIl[HOHHOe obecredeHue
ynpaBieHus», «JoKyMeHTOBeIeHue U apXuBoBeAeHue», «Mcropusa» um crax
paboTEl O  HANpaBIEHHIO MPO(ECCHOHANBHOW  AEATENBHOCTH  IIpU
KkBanudukauuy (CTEreHH) «MarucTp» U «CIEeNUaINCT» — He MeHee 3 JieT, IIpH
KkBaduKanuu (crenenn) «bakaiaBp» — He MeHee 4 JieT.

JoNKHOCTH CHeHATHCTOB
I'1aBHBIH apXHBHCT

JoJoKHOCTHBIE 00SI3aHHOCTH. YYacTBYeT B pa3paboTKe MpeJioxKeHHH K
[IPOEKTaM MpPOrpaMM pasBUTHUA U IIaHaM paboTHI apXHUBa U COOTBETCTBYIOILIETO
CTPYKTYPHOIO IIOJApa3JeleHusi apxyWBa, Yy4YacTBYeT B HUX pead3aluH.
CocraBnger OT4YeTHl O IpojeNaHHONW paboTe. Y4acTByeT B IIOArOTOBKE
IIPOEKTOB HOPMATUBHBIX JOKYMEHTOB, DEIIAMEHTHUPYIOUIUX JAeATeNHOCTH
CTPYKTYPHOTO ITOApAa3JieJIeHHs apXMBa. Y4YacTBYeT B INPOBEICHHHM HAyYHBIX
HCCIEIOBAaHUN M METOAMYECKMX pa3paboTOK IO HaNpaBIIEHHIO AeATEIBLHOCTH
CTPYKTYpHOI'O IIOApa3feNIeHHs] apxuBa, CIIOCOOCTBYeT WX BHEIPEHHIO B
NpakTHKy paboTel. KoHCynbpTHpyeT MO BoOIpocaMm, OTHOCSIIUMMCS K €ro
KoMneTeHIuH. Bener paboty ro obecrneueHUI0 COXpaHHOCTH JOKYMEHTOB M HX
palMOHAIBHOMY pasMEIUCHHI0 B apXWBoXpaHwiumax. [IpoBomgut wneneByro
IKCIEPTHU3Y LHEHHOCTH JOKYMEHTOB, BBISABICHUE U OTOOpD YHHKAJIBHBIX M 0C000
[eHHBIX JOKyMEHTOB. Bemer paboTy mo npoBepke Hamu4uusd ¥ (DH3UYECKOTO
COCTOSHMS [JOKYMEHTOB, OTOOpY HX M pecTaBpaluH, Ae3uH(eKUuH,
HE3WHCEKLIMH, IMEPEIIETHRIX paboT, KOHTPOJIHUPYET KadecTBO MX IPOBENCHMSI.
BhIABJISIET MTOKYMEHTBI C YracarOIlUMH TEKCTaMH Ul CO3/IaHMs CTPaXOBOTO
porna. OcymecTBngeT y4eT U po3bICK HeoOHapyXEeHHBIX Jel. Bener ocHOBHBIE
y4eTHble AOKyMeHThL. OCYIIEeCTBISAET KOHTPOIb COOIIONEHHS HOPMATHBHBIX
YCIIOBHH U PEXXKUMOB XpaHeHHs NOKyMeHTOB. COCTaBIIsIET CIIUCKH IOPUANYECKHX
M (U3NYECKHX JIHL, ABIAOIIMXCA HCTOYHHKAMHM KOMIDIEKTOBAHMS apXMBA.
IIpoBoOMT MpreM NOKyMEHTOB Ha IOCTOSHHOE M BPEMEHHOe XpaHeHHe. Bener
IIEpErOBOPEl C HETOCYAAPCTBEHHBEIMU OPraHM3alUsaMU U QUIHYECKUMH JIMI[AMH
—  NOTEeHUHAIBHBIMHU UCTOYHUKAMH KOMILIEKTOBaHHS. Oxa3biBaer
METOAHWYECKYIO M IPAKTHYECKYHO IOMOIIb CIELHAIUCTaM apXHUBOB U CIykKO
AeNOoNpOU3BOJCTBA OpraHM3allMii — HCTOYHMKOB KOMIIIEKTOBAaHMUS. DBener
rOCyapCTBEHHBIN y4eT NOKYMEHTOB MPOGHIA apxXHBa, BPEMEHHO XPaHSAIMXCS
B OpraHm3alldiX — HMCTOYHHKAX KOMILJIEKTOBAHHSA. Y4YacTByeT B paboTe IO
NacnopTU3allMd apXHBOB OpraHU3allddi — HCTOYHHKOB KOMIUIEKTOBaHUA.
Y4acTByeT B 3aK/IIOYEHHMM H BBINOJIHEHHH IOTOBOPOB C OPraHM3alHsIMH 06
YIOPAMOYEHUH JNOKYMEHTOB W OKa3aHWW UM JApYrux yciyr. [IpoBoaut paGoty
N0 BBISBICHHIO JOKYMEHTOB POCCHMCKOrO MPOUCXOXIEHHS M IO HCTOPUH
Poccun, naxozmsmmxcs 3a pyGexom. Bemer HaydyHOe ommcaHue HOKYMEHTOB
apxrBa, YCOBEPIICHCTBOBaHUE M MepepaboTKy onmceil. IIpoBomut paboty mo
CO3[aHMI0 M BEJICHUIO KaTaIOroB M 0a3 JaHHBIX IO JOKYMEHTaM apXHBa.
OcyliecTBisieT TeMaTHUeCKylo paspabGoTKy (GOHIOB apxmpa. OCYLIECTBISET
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IOATOTOBKY CIPaBOYHO-MH(OPMALMOHHBIX U3JAaHUH O COCTaBe U COAEPKAHUH
JOKYMEHTOB  apXHWBa. Y4acTByeT B [IOAIOTOBKE  MAaTrepUaJioB  JUIA
pacceKpeurBaHUs apXMBHBIX JOKYMEHTOB. Y4YacTByeT BO BHEJPEHHH B paGoTy
apXUBa ABTOMATH3UPOBAHHBIX apXUBHBIX TEXHOJOTHH. OCYIIECTBIIET aHAIU3,
y4eT COCTOSHUSA H 3P(PEeKTHMBHOCTh HCIONB30BAHHA CIPABOYHO-ITOMCKOBBIX
cpencts  apxuBa. OGecneyuBaeT JOCTyNl INOTpeOuTeNel HAOKYMEHTHOM
MHGOPMALUHU K CIIPABOYHO-TIOMCKOBBIM CPEJICTBAM apXMBa. Y4acTBYeT B paboTe
10 TPOBEJEHHUIO WCCIENOBaHMII B O00JaCTH HCIOJIB30BaHUS aApXUBHBIX
JIOKyMEHTOB, W3y4YE€HHIO WHTEHCHBHOCTH M SGQEKTHBHOCTH HCIOIb30BAHUA
JOKYMEHTOB apxXuBa. IIpOBONHT OSKCKYpCHM MO apXuBy. Y4YacCTBYeT B
OpraHM3allid  BBICTABOK  JOKYMEHTOB, IIOATOTOBKE  MAaTepHaiioB  JJif
NEPHOJMYECKUX M3JaHui U CpeICTB MaccoBoil HHQopMaiyu. Bener pabory mo
H3/IaHMI0O ApPXHBHBIX CIPABOYHUKOB. ['OTOBHT [N TOCYJapCTBEHHBIX H
HEroCyAapCTBEHHBIX OpraHM3alliii WH(QOPMAaLMOHHBIE IIMCBEMA, COAEpXKallye
cBelleHNd 00 MMEIOIIMXCA B apXHUBE JOKYMEHTax IO ONpeesIEHHOM TeMaTHKe.
VicrionHseT mocTymnaroliie B apXuB HauOoiee CIOXHBIE 3alpoChl PasAMYHOIO
XapakTepa. Y4YacTByeT B OpraHu3aluyd paboThl HYHUTANBHOIO 3ajla apXxuBa.
OcyuiecTBisieT (QYHKUMM OTBETCTBEHHOTO COCTAaBUTENS JOKyMEHTAIBHBIX
nyOauKalnMii, ydJacTByeT B IIOJrOTOBKE K M3IaHHIO JOKYMEHTOB. Bener
BbIABIIEHHE X OTOOp MOOKYMEHTOB s myOnuKaiuii, apxeorpagpuyeckoe
odhopMileHHe, KOMMEHTHUpPOBaHHE JOKYMEHTOB. Belmer cocraBicHue Hay4dHO-
CIPaBOYHOrO amnmapara K JOKYMeHTAJIbHBIM myOnukanusM. OcylnecTBiseT
Hay4YHOe peNaKkTHpoBaHUe IMyOmmkanuii. OCyIecTBIsIET YTEHHE, NaTUPOBKY H
ONMHCaHWe apXHUBHBIX JOKYMEHTOB. V3yuaeT BHEUIHHE MPU3HAKH HOKYMEHTOB,
yCTaHaBJIMBAeT UX IOJUIMHHOCTB, ONpelesieT uX najneorpadpuieckue, S36IKOBbIE
M Apyrue OCOOEHHOCTH. Y4YacTByeT B IOAIOTOBKE K H3JAHUIO JpPEeBHHX
NOKYMEHTOB. Y4YacCTBYeT B OpraHM3allUd H KOOpAMHAIMH METOIUYECKOMH
paboThl B apxuBe. Y4acTByeT B pa3paboTKe METOAUYECKHUX IJOKYMEHTOB H
KOHTpoJIe UX BHeapeHHs. OKa3blBaeT METOJMYECKYIO IMOMOIIL CTPYKTYPHEIM
NOApa3/ieJISHUs M apXHBa B BBINOJHEHUWU IUIAHOBBIX 3aJaHUi H IIpOrpamM.
CnocobcTByeT BHEAPEHUIO B MPAKTUKY pabOThI apXUBa COBPEMEHHEIX HaYYHBIX
1 METOAMYECKHX pa3paboTok. [[0TOBUT mpeioskeHUs 110 COBEPIIEHCTBOBAHUIO
METOANYECKOro  obecmeueHuss JeATeNbHOCTH  apxXuBa. Y4YacTByeT B
OCYILECTBJIEHUH MEPOIPUATHI [0 YKPHITHIO H 3BaKyallMid JIOKYMEHTOB B
O0CcOOBIi NEpHOM, CIIACEHUIO [JOKYMEHTOB B UpE3BbIYAHHBIX CHTYaIHsX.
ObecneunBaeT paboTy 3KCIIEPTHOH, METOAMYECKOH (IKCIEPTHO-IIPOBEPOYHOH,
3KCHEPTHO-METONUYECKOH) KOMHMCCHUH, KOHTPOJIUPYET BHINOJHEHHE  HX
pELIeHn .

JoJykeH 3HATb: 3aKOHBl M HHBIE HOPMATUBHBIE MIPABOBHIE aKThI
Poccuiickoit Oenepanuny, pernaMeHTUPYIOLINE OTHOLIEHUS B chepe apXHUBHOrO
JieNia; HOpPMaTHBHBIE U METOANYECKUE NOKYMEHTHI, Kacalolluecs AesTeTbHOCTH
apx¥Ba; BCIIOMOTaTeJIbHbIE UCTOPUYECKHE AUCLUIUIMHBI, TEKCTOJOTHIO; COCTAB
U CoIepXaHHE KOMIUIEKCa OOKyMEHTOB, XPaHAIIUXCS B apXWBe; CHCTEMBI
XpaHeHHs M KJIacCH(UKAIUN apXUBHBIX NOKYMEHTOB; HOPMATHBBI YCIOBHM H
PEXHMOB XpaHEHHUs MJOKYMEHTOB; BHJBl CIIPABOYHO-IIOMCKOBBIX CpEINCTB
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apx¥Ba; OCHOBBI OpraHW3allUd TPyAa W YNPaBIEHHUS; MOPANOK COCTaBICHUS
IUIAHOBO-OTYETHON JOKYMEHTAllMH; OTEYECTBEHHBIM W 3apyOeXHBI ONBIT B
0071acTH apXHBOBENEHHS U TOKYMEHTOBENEHHS; OCHOBHI JOKYMEHTALHOHHOTO
obecrie4eHMsi yNpPaBIEHMS; OCHOBBI TPHUMEHEHHS KOMIILIOTEPHOM TEXHUKH;
NpaBujla BHYTPEHHErO TPYIOBOTO paclopslKa; MpaBWila 10 OXpaHe Tpyda U
noxapHoi 6e30I1acHOCTH.

TpeGoBanusi x kBasMpukauun. Bricinee mnpodeccHoHATbHOE
o0pa3oBaHHe 10 HampaBJeHHIO IIOATOTOBKH (creunansHocTH) «VcTopuKo-
apXuBOBeleHHE», «J[OKyMEHTOBeeHHE U [HIOKYMEHTAI[HOHHOE obecledeHue
ynpaBieHusn», «JlOKyMeHTOBeleHHe M apXHBOBeleHHe», «VICTOpHS» U CTax
paboTel [0  HANpaBleHHWIO NPOGECCHOHAILHONW  JAEATENBHOCTH  MIpH
KBaIM(UKAUWK (CTENEHN) KMAarkcIpy H «CIELHAMCTY — HE MeHee 2 JIeT, IpH
kBanmuduKanuu (cremeHu) «GakamaBp» — He MeHee 3 JieT NGO BEICHIee
npodeccuoHanbHOe  00pa3soBaHHe, JONOJHHUTENBHOE  MPOdecCHOHATLHOE
ofpasoBaHHe IO HaNpaBIEHHIO MOATOTOBKH (creumansHocTH) «McTopHKo-
apXuBOBeJIeHHE», «JlOKyMEHTOBeleHHe M JIOKYMEHTALMOHHOE obecrnedeHue
yOpaBJIeHUsD», «JlOKyMeHTOBenieHHe W apXHBOBeneHHe», «MIcTopusa» H cTax
paboThl [0  HANpPaBIEHHIO  NPOPECCHOHATBHOW  JAESTENBHOCTH  IpH
KBaIM(HUKALKMH (CTENEHH) «MAruCTP» U «CHNELHAINCT» — He MeHee 3 JIeT, IpH
kBanHuHKaLuy (CTeneHn) «0aKanasp» — He MeHee 4 JeT.

I'naBHbIii apxeorpad

HonkHoCcTHBIE 00513aHHOCTH. Y4acTByeT B pa3spaboTKe IpeUIoKeHHIH K
IPOEKTaM NMPOTrpaMM pa3BUTHS U IUIaHaM paboThI apXHUBa U COOTBETCTBYIOIIETO
CTPYKTYpHOTO IIOApAa3fieNIeHUs] apXHBa, Yy4YacTBYeT B HX pealM3allHH.
CoctaBnser OT4e€TBI O mpofenaHHOM paboTe. Y4acTByeT B IIOATOTOBKE
NPOEKTOB HOPMAaTHBHBIX JIOKyMEHTOB, pPErJaMEHTHUPYIOIUX AeATeIbHOCTh
CTPYKTYPHOIO NOZpa3sZieNeHHs apXuBa. Y4YacTBYeT B NPOBEJEHHM HAYYHBIX
HCCIIENOBaHUA M METOIUYECKHX pa3pabOTOK II0 HANpPAaBIEHHIO AESITEIBHOCTH
CTPYKTYPHOTO MOJpa3[ieNICHUs apxuBa, CIOCOOCTBYeT WX BHEIOPEHHIO B
NpakTUKy pabotel. KoHCynbTHpyeT mo BOmpocaM, OTHOCSIIMMCSH K €ro
KoMnereHUuH. OCYIIECTBIAET (YHKUUM OTBETCTBEHHOIO COCTABUTEINA
JAOKyMEHTAJIbHBIX ~MyOJMKalMf, Y4acTByeT B IOATOTOBKE K H3IAHHIO
NOKyMeHTOB. Bezer BbisBieHHe u 0TGOp [OKYMEHTOB MANs NyGIMKalHi,
apxeorpaduyeckoe oQopMiIeHHe, KOMMEHTHPOBaHME JOKYMEHTOB. Bemer
COCTaBJI€HHE  HAyYHO-CIPaBOYHOrO  ammapara K  JOKYMEHTalIbHBIM
ny6nukamuaM. OcylnecTBiIseT Hay4HOe peakTHPOBAHHUE MyGIHKALHiA.

Jo/keH 3HATb: 3aKOHBl M HHBle HOPMATMBHEIE IIPaBOBBIE aKTHI
Poccuiickoit Oenepauuu, pernaMeHTHpYIOUIHE OTHOLIEHHS B cepe apXHBHOTO
Acna; HOPMAaTUBHBIC U METOAMYECKHE JOKYMEHTEI, Kacarolquecs NesTeIbHOCTH
apXHBa; BCIIOMOTAaTeIbHbIE HCTOPUYECKHE NUCLMUIIMHEL, COCTaB M COLEPKAHHE
KOMIIIEKCa IOKYMEHTOB, XpPaHSAIIMXCA B apXHuBe; CHCTEMBI XPaHEHUS H
KJIaCCH(QUKALMK apXUBHBIX JIOKYMEHTOB, HOPMATHBBI YCIOBHH H PEXUMOB
XpaHEHHsT NOKYMEHTOB; BUIBI CIIPABOYHO-TIOMNCKOBBIX CPEACTB apXHBAa; OCHOBEI
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OpraHM3alii TpyJa U yIpaBlIeHHUS; MOPSAOK COCTABICHUS ILIAaHOBO-OTYETHOMH
OOKyMEHTAllUW; OTEYeCTBEHHBIH W 3apyOexxHplli omeliT B obmacth
apXUBOBENEHUS U  [OKYMEHTOBEOEHMS; OCHOBBI  JOKYMEHTAalHOHHOIO
obecriedeHus] yNpaBiI€HUS; OCHOBBI IPUMEHEHHS KOMITBIOTEPHOH TEXHUKH;
IpaBUiia BHYTPEHHErO TPYAOBOIO paclopsika; NpaBWja MO OXpaHe TpyZa H
IOKapHOH 6€30MaCHOCTH.

TpeGoBauns k kBaaupukauun. Bricee mpodeccroHaNBHOE
o0pa3oBaHHE II0 HAIPaBJIEHUIO MOATOTOBKM (crenuanbHOCcTH) «HIcTOpHKO-
apxuBoBeJeHUeY», «JlOKyMEHTOBEIeHHE U [OKyMEHTaLMOHHOe ofecmeueHue
ynpaBjieHus», «J/lokyMeHTOBeneHUe U apxuBoBeneHHe», «HcTopusa» u crax
paboTEl 10  HaNpaBICHHIO NPOGECCHOHANBHOM  JEATeNBHOCTH  IIpH
KBaM(UKanuy (CTEMEHH) «MarkuCTp» U (CIELHATUCT» — He MeHee 2 JIeT, IIpH
kBamMduKanuy (cTerneHu) «OakalaBpy — HEe MeHee 3 JjieT JuGO BBICIIEE
npodeccuoHaqbHOe  00pa3oBaHHE, JONONHHUTENBHOE IPO(PECCHOHAIBHOE
o0pa3soBaHHME IO HaIpaBICHHIO MOATOTOBKH (creruaibHocTH) «HcToprko-
apXMBOBeJcHHEY», «JlokyMeHTOBeleHHE U HOKYMEHTAlHOHHOE obecredyenue
ynpasieHus», «JloKyMeHTOBeJeHHEe K apxuBoBeleHue», «Mcropus» ¥ crax
paboTEl 1O  HampaBIeHHI0  TNPOGECCHOHANBHON  HEATENBHOCTH  IIPH
KBaTH(uKauy (CTEIIEHH) «MarucTp» U «CIELHAINCT» — He MeHee 3 JieT, IpU
xBannGUKaUKH (CTeNeHn) «0akaiaBp» — He MeHee 4 JIeT.

I'1aBHbIi najeorpadg

HomkHOCTHEBIC 00A3aHHOCTH. Y4YacTByeT B pa3paboTKe IpeIoKeHHH K
IPOEKTaM MPOrpaMM Pa3sBHTHUA H IJIaHaM paboThl apXUBa U COOTBETCTBYIOLIETO
CIPDyKTYPHOTO MOApasfeleHus apXHuBa, y4acTByeT B HX pealH3allMy.
CocraBiser oT4YeTBl O mNpoAeNaHHOHW paGore. VY4acTByeT B IOATOTOBKE
IIPOEKTOB HOPMAaTHBHBEIX [JOKYMEHTOB, DErIaMeHTHUPYIOIIMX [IesATENbHOCTD
CTPYKTYpHOI'0 MOJpa3/iesieHus apXuBa. Y4YacTByeT B IIPOBEICHHH HAyYHBIX
UCCIEIOBaHUN M METOAMYECKHX DPa3pabOTOK 10 HANpPaBIEHHIO ACATEILHOCTH
CTPYKTypHOT'O IOIpa3[elieHus apxHuBa, CIOCOOCTBYeT HX BHEIAPEHHIO B
NpakTHKy pabotel. KoHCynsTHpyeT mo BompocaM, OTHOCAIIMMCA K €ro
komrieTeHIMH. [IpOBOAWT BhIABIEHHE, OKCHEPTH3y LEHHOCTH H  OTOOp
YHUKQJIBHBIX M 0CO00 LEHHBIX [OKYMEHTOB. BBISBISET HOKYMEHTHI C
yracalolliMHM TEeKCTaMH JUIA CO3JaHMs cTpaxoBoro ¢onnma. OcyiiecTsiser
YTeHHE, JAaTUPOBKY W OIHMCaHHWE apXMBHBIX JOKYMEHTOB. V3ydaeT BHelIHME
NPU3HAKH JOKYMEHTOB, YCTaHABIMBAaeT HX IOMJIUHHOCTB, OIpEINeNseT HX
naneorpaguyeckue, SA3bIKOBEIE M JPyrde OCOOEHHOCTH. YYacTBYeT B
TIOArOTOBKE K H3JAHUIO IPEBHMX OOKyMeHTOB. Oka3piBaeT METOIHYECKYIO
MOMOLIb CIIELMAIUCTAM apXHBa IpH paboTe ¢ APEeBHUMH JOKYMEHTAMH.

HoJukeH 3HATBL: 3aKOHBl KM MHBIE HOPMATHUBHBIE IPABOBbIE AKTHI
Poccuiickoii Qenepanuy, peraaMeHTHPYIOLINE OTHOLIEHHUS B cdepe apXHBHOTO
AieJla; HOPMATUBHBIC U METOAWYECKHE JOKYMEHTHI, KacaroIHecs AEATEILHOCTH
apxXuBa; BCIIOMOTIaTeJIbHbIE MCTOPUYECKHE MUCIHUILIMHEI, TEKCTONOTHIO; COCTaB
H COAEp’KaHHWE KOMIUIEKCA IOKYMEHTOB, XPaHSAILUMUXCS B apXWBE;, CHUCTEMBI
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XpaHeHus U KiacCU(UKAUUN apXMBHBIX JTOKYMEHTOB; HOPMATHBBHI YCIOBHH U
PeXXMMOB XpaHEHHMs OOKYMEHTOB; BHABI CIIPaBOYHO-TIOUCKOBBIX CPEACTB
apX¥Ba; OCHOBEI OpraHW3alMKi TpPyAa U YNPaBICHMS; IOPAHNOK COCTaBICHMS
IUIaHOBO-OTYETHOM MOKYMEHTALMH; OTEYECTBEHHBIH W 3apyOekHBI ONBIT B
o0J1acT¥ apXHWBOBEINEHUS W JOKYMEHTOBEIEHMS; OCHOBBI JOKYMEHTallMOHHOTO
obecrieueHUsT YIPABIEHUS,; OCHOBBI NPUMEHEHHS KOMIIBIOTEpHOM TEXHUKH,
IpaBUiia BHYTPEHHEr0 TPYAOBOrO paclopsiKa; MpaBHia IO OXpaHe Tpyda U
noxapHoi 6e3011acHOCTH.

TpeGoBanuss Kk kBaaupukanun. Bricuiee npodeccruoHanbHOE
o0pa3oBaHHMe I[10 HalpaBlIeHWIO MOJArOTOBKU (cmenmansHocTH) «McTopuKo-
apXuBOBelIeHUe», «JloKyMeHToBeleHHE M JOKYMEHTAlMOHHOe obecreyeHue
ylpaBieHUs», «/JoKymMmeHTOBeAeHHE U apXuBOBeldeHHUe», «lcTopus» u crax
paboTel [0  HampaBI€HWIO  NPOGECCHOHANBHOH  NeATeNbHOCTH  IIpH
KBIM(QUKALMK (CTETIEHH) «MarkcTp» U «CIIEHHATUCT» — He MeHee 2 JieT, pH
kBannpuKkanMu (cremeHu) «OakanaBpy — He MeHee 3 jer JubO BhICIIEe
npodeccHoHalbHOE  00pa3oBaHWe, JONONHHUTENBHOE  IPO(ECCHOHANBHOE
oOpasoBaHMe [10 HaIpaBIEHHIO MOATOTOBKH (cneuuanbHocTH) «McToprko-
apXUBOBeJEeHHE», «JlOKYMEHTOBeJeHHE M [OKYMEHTAI[HOHHOE obecrneyeHue
ynpaBieHusa», «JloKyMeHTOBeleHHe U apXuBoBeneHHe», «HcTopus» M cTax
paboTel 10  HampaBAe€HHIO INPOQECCHOHATBHON  JEeATENBHOCTH  IIpH
KBIMGUKAIMH (CTETIEHH) «MArucIp» U «CIeHHUAINCT» — He MeHee 3 NeT, MpH
kBanduKayu (CTeneHn) «6akaiaBp» — He MeHee 4 JIeT.

I'naBHBIN MeTOgHCT

Jo/okHOCTHBIE 00513aHHOCTH. Y4acTByeT B pa3pabOTKe MporpaMm
Pa3BUTHs. U IUIAHOB PabOTHl apxMBa W €ro CTPYKTYPHBIX MOApa3lelieHHi,
ydacTByeT B HMX peanuszauud. CocTaBisdeT OTYETHI O MpOAeNaHHON paborTe,
y4acTByeT B MOATOTOBKE U NPEICTABICHHUY IIAHOBO-OTYETHON JTOKYMEHTAIHH.
Y4acTByeT: B INOATOTOBKE  IPOEKTOB  HOPMATHBHBIX  JOKYMEHTOB,
PerIaMeHTHPYIOIUX  [NEeATeNBHOCTh  apXMBa U €ro  CTPYKTYPHBIX
noApasieleHuii; B pa3paboTKe MNporpaMM HAyYHO-MCCJIENOBATENBCKHX H
METOIUYECKHX PalOT apXHBa, X peann3ally; B OPraHU3alUy U KOOPAHHAI[HH
METOANYECKOH paboThl B apXuBe; B pa3paboTke METOAMYECKHMX JOKYMEHTOB U
KOHTpone MX BHeApeHHs. OkasplBaeT METOIMYECKYIO ITOMOIIb CTPYKTYPHBIM
NOJpa3feNeH!s M apxXuBa B BHINOJHEHHH IUIAHOBBIX 3afaHUH M TIPOrpaMM.
CrniocoGeTBYeT BHEAPEHHUIO B IPaKTHKY pabOThl apXMBa COBPEMEHHBIX HAYYHBIX
1 METOIHYeCKUX pa3paboToK. I'0TOBHUT MpeIsioKeHus 110 COBEPIIEHCTBOBAHHUIO
METOANYECKOro obecreYeHns MNeiTeNbHOCTH apxuBa. KOHCYJIBETHpyeT IO
BOIIpOcaM, OTHOCSIIMMCS K ero kxommereHmuH. OGecreunBaer paGoTy
METOIMYECKOH  (IKCIIEPTHO-METOIMYECKOH)  KOMHCCHH,  KOHTDOJHpPYET
BEITIOJIHEHHUE €€ PEelIeHHIH.

HoskeH 3HATB: 3aKOHBl M WHBIE HOPMATUBHEIE IIPAaBOBBIE AKTHI
Poccuiickoiit Qenepanuy, periaMeHTHpPYOIHE OTHOIIEHHUS B cepe apXHBHOTO
Ziena; HOpPMaTUBHbIE H METONUYECKHE JOKYMEHTHI, Kacarolmecs AeITeIbHOCTH
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apXxuBa; COCTaB U COJepKaHUE KOMILIEKca JOKyMEHTOB, XpaHSIIUXCS B apXHBe;
CHUCTEMBl XpaHEHUs M KIaCCU(PHUKAIMH apXUBHBIX JOKYMEHTOB; HOPMATHUBHI
YCIOBHH W PEXHUMOB XpaHEHHS INOKYMEHTOB; BHABI CIPaBOYHO-INIOMCKOBBIX
CPeACTB apX¥Ba; OCHOBHI OpraHU3allii TpyJa U YIPaBICHHUS; MOPAIOK
COCTaBJIeHMS  IUIaHOBO-OTYETHOW  JOKYMEHTAllMH;  OTEYEeCTBEHHBIH U
3apyOeXxHBI ONBIT B 00JaCTH apXWBOBEIEHHUS U JOKYMEHTOBEICHWS, OCHOBBHI
OOKyMEHTallUOHHOro  obecrieyeHHss YIpaBJIEHHS; OCHOBBHI MpPUMEHEHHS
KOMIBIOTEPHOH TEXHWKH; IpaBUia BHYTPEHHEro TPYAOBOIO paCIOpPSIKa;
IpaBUIa [I0 OXpaHe TpyAa U HoXapHOoH 6e30MacHOCTH.

TpeGopanua k kBaaunduxkanuu. Briciiee mnpodeccHOHATBHOE
oOpa3zoBaHME II0 HAIpPaBIEHUIO INOATOTOBKH (crennanbHocTH) «HcTopHKo-
apxuBoBezieHHe», «JlOKyMEHTOBeNeHHEe M [IOKYMEHTalHOHHOEe oO0ecrevyeHue
yupasienus», «JlokyMeHTOBefeHHe W apxuBoBeneHue», «Mcropus» u crax
paboTel MO  HampaBieHMIO  NPOGEeCCHOHATBHOM  AEATENBHOCTH  IpH
KBUTHGHUKALUK (CTETIEHH) «MAarHCTP» M «CIELHAINCT» — HE MeHee 2 JIET, MpH
kBanuQUKaluy (cTeneHn) «OakanaBp» — He MeHee 3 JeT Jubo BhIcIIee
npodeccHOHaNbHOE  O0pa3oBaHMe, JOMOJHHUTENBHOE  MpPOGECCHOHATBHOE
00pa3oBaHHE MO HANpPaBICHHIO IIOATOTOBKU (CreluanbHOcTH) «McTopHKo-
apXuBOBeJeHHE», «JIOKyMEHTOBeJeHHe H [OKYMEHTALIMOHHOE obecreueHue
ynpaBneHus», «IlOKyMEHTOBENEHHE M apXHBOBeldeHHe», «ICTOpHa» M cTax
paboTEl [0  HAaMpaBIEHHMIO  MPOGECCHOHANBHOW  JEATENBHOCTH  IpH
KBaIMUKALMKA (CTENEHH) «MaruCTp» M «CHELHAINCT» — He MeHee 3 JieT, IpH
KBaIU(UKauK (CTerneHn) «bakanasp» — He MeHee 4 JIeT.

Beaymuii apxusBucr

Ho/zxHOCTHBIE 00513aHHOCTH, Y4YacTBYeT B [TOATOTOBKE MPEIOKEHHUH K
MpoeKTaM IUIaHOB paboTEl CTPYKTYpPHOTO MOApAa3feNieHUs apXhBa, B HX
peanuzauuu. CocTaBiseT OT4eTHl O NpoAelaHHOM paGore. YuacTByer B
IIPOBEICHUH Hay9IHBIX HCCIIENOBAHHUH ¥ MOATOTOBKE METONUYECKHUX Pa3paGoTOK
M0 HANpaB/ICHUIO JEATENbHOCTH CTPYKTYpHOTO I[IOApa3felieHUus] apXHBa.
KoHCyIbTHpYeT 1Mo BONIpOCaM, BXOMSIIMM B €ro KOMIETEHIHIO. YYacTBYeT B
BBISBIICHUH, SKCIIEPTH3€ LEHHOCTH U OTOOpE YHHKAIBHBIX M 0CO00 IEHHBIX
JOKYMEHTOB. Y4acTByeT B paoTe IO IpoBepKe HaWuuMsi M (PU3MYECKOTO
COCTOSIHMS ~AOKYMEHTOB, OTOOpY HMX M pecTaBpauuH, Ie3uH(EeKIMH,
AC3UHCEKLUY, IepPeIUIETHBIX paboT, a Takke JOKyMEHTOB C YracCalollUMHU
TEKCTaMU [JI1 CO3JaHHs CTPaxoBoro (oHAa. Y4acTByeT B y4eTe€ U DPO3LICKE
HEOOHApYXKEHHBIX [e]l. YYacTBYeT B BEACHUH OCHOBHBIX YYETHHIX JOKYMEHTOB
apxuBa. BEIONHAET pabOTEI 110 KOHTPOIIO COOMIOAEHNST HOPMATHBHEIX YCIIOBHi
U DPEXUMOB XpaHEHHs HOOKYMEHTOB. YYaCTBYeT B COCTaBJIEHHH CIIHCKOB
OpraHM3alMi ¥ QU3HYECKHX JIHL, SBISAIOMIMXCS HCTOYHUKAMH KOMILTEKTOBAHUS
apxuBa. Y4acTByeT B paboTax IO MpHeMy JIOKYMEHTOB Ha IIOCTOSHHOE U
BDEMEHHOE  XpaHeHHe. Bener meperoBopsl ¢  HErocyaapcTBEHHBIMH
OpraHu3alUsAMM U (PU3NYECKUMH JIMUIAMH — IOTEHIHAJIBHBIMU HCTOYHHKAMH
KOMIUICKTOBaHUA. OKa3bBaeT METONMYECKYH) M MPAKTHYECKYIO IOMOILb



20

CIeHAMCTaM apXMBOB M CHOyX0 [eNONpOM3BOACTBA  OpraHM3aluid —
HUCTOYHHKOB KOMIUIEKTOBaHMs. Y4acTBYeT B BEJJIeHUU IOCYIapCTBEHHOIO y4yera
JOKYMEHTOB Mpoduis apxuBa, BPEMEHHO XpPaHAIIMXCS B OpraHu3alugax —
HUCTOYHMKAX KOMIUIEKTOBaHUsA, B IepeAade IJOKYMEHTOB Ha IIOCTOSIHHOE
XpaHeHHe, B paboTe IO NaclnopTH3alMK apXHUBOB OPraHU3alMi — MCTOYHHUKOB
KOMILIEKTOBaHMs. BeneT paboTy Mo ymopsimodeHu0 JOKyMEHTOB OpraHu3amuit
M OKa3aHWIO WM JpPYyTHX YCIyr. YdacTByeT: B BBISBICHUM JIOKYMEHTOB
POCCHIICKOTO IPOUCXOXKJIEHUS U [0 HcTopuH Poccuu, HaxoaslUXcs 3a
pybexoM; B paboTe IO HayYyHOMY OIHCAaHUIO JOKyYMEHTOB apXHBa,
YCOBEPIIEHCTBOBAHUIO U IepepaboTke omuceil; B paboTe MO CO3NAaHHUIO U
BEICHUIO KaTajoroB M 0a3 JaHHBIX [0 JOKYMEHTaM apXHuBa; B TeMaTUYECKOH
pa3paboTke (DOHIOB, ITOATOTOBKE CIIPABOYHO-MH(POPMAIIMOHHBIX H3IaHHH O
COCTaBe U COJEPKaHMM JOKYMEHTOB apXHBa; B IOATOTOBKE MAaTE€pPUANOB I
paccexpeyMBaHUsl apXUBHBIX JOKYMEHTOB; BO BHEApPEHUWU B paboTy apxuBa
AaBTOMAaTH3UPOBAaHHBIX apXMBHEIX TEXHOJOTHH; B paboTe 10 aHAIH3Y U y4YeTy
COCTOSIHMSA CIIPaBOYHO-IIOMCKOBBIX CPEICTB apXuBa; B paboTe 0 MPOBENECHHUIO
MCCIIEJOBaHUH B 00aCTH HCIONB30BaHHUS APXWBHBIX JTOKYMEHTOB, H3YYEHHIO
HHTEHCUBHOCTH M 3(Q(EKTUBHOCTH HCIIONB30BaHMs JOKYMEHTOB apXuBa; B
OpTaHM3alli¥  BBICTABOK  JOKYMEHTOB, IOJArOTOBKE MATEPHAIOB IS
HEPUOJUYECKHUX HU3JIaHUM U CpeACTB MaccoBOH HH(OpManuu. 'OTOBUT B LeIAX
HHULIUATHUBHOTO HH(QOPMHPOBAaHHS IMMCbMa 00 HMEIOUIMXCS B apXMBe
AOKYMEHTaX I10 OIpeJeNIeHHON TeMaTHKe. VICIIONHAeT NOoCTynaouye B apXuB
3aIpOChl pa3nMYHOro xapakrepa. ObecrneunBaeT oOCTy)KHBaHHE ITOJIL30BaTENEH
B YMTAJBHOM 3aJleé apXMBa, OCYILECTBISET KOMUPOBAaHHE JOKYMEHTOB IO HX
sanpocaM.  OcynecTBinser BhIABIEHME W OTOOp  JOKYMEHTOB  AJIA
OOKyMEHTAJIBHBIX ~ NyOnMKamui,  apxeorpadudueckoe  oQOpMIIEHHE |
KOMMEHTHPOBaHHe TOKYMEHTOB. COCTaBIsS€T HAayYHO-CIIPaBOYHBIN ammapar K
AOKYMeHTaJIbHBIM ~ nyOnukamuaM. OcylecTBAseT YTeHHe, IOaTHPOBKY M
ONMCaHUE apXUBHBIX NOKYMEHTOB. M3ydaeT BHelIHHe MpPU3HAKK JOKYMEHTOB,
YCTaHaBJIMBAET UX IIOIMHHOCTB, ONpeeIsSeT UX najseorpapuiecKue, s36IKOBbIE
U Jpyrue OCOGEHHOCTH. Y4YacTByeT B IOArOTOBKE K H3JAHHIO APEBHUX
JAOKYMEHTOB, B pa3paboTKe METOJMYECKHX IOKYMEHTOB H KOHTpOJE MX
BHEJpeHHUS. Oxka3biBaeT METOIUYECKYIO IIOMOIIIb CTPYKTYPHBIM
NOApa3JeNIeHNsIM apXvWBa B BBINOJIHEHHH IUIAHOBBIX 3aJaHUH U NPOrpamm, B
NOArOTOBKE  INPEMJIOKEHUH II0  COBEpPLIEHCTBOBAHHIO  METOAMYECKOTO
obecrievyenus JeATeNnbHOCTH apxuBa. ObecrieunBaer paGOTHMKOB apXmBa
Hay4YHO-TEXHMYECKOH  uHpopManued. YyacTByeT B  OCYLIECTBICHHH
MEPONPUATHH I10 YKPBITHIO W 3BaKyallMH JOKYMEHTOB B OCOOBIH IepHOZ,
CIIaCeHUIO TOKYMEHTOB B Ype3BBIYalHEIX CHUTyalMAX; B obecredeHHH paboThI
3KCIIEPTHOMH, METOAUYECKOM (3KCMEPTHO-IIPOBEPOYHOIH, JKCIIEpTHO-
METOAUYECKOH) KOMHCCHH, KOHTPOJIE BBIIOJHEHHUS UX PELIEHHUH.

JloskeH  3HATB: 3aKOHBI U HHblE HOPMATHBHBIE IIPABOBBIE AKThI
Poccuiickoit @enepanuy, pernaMeHTHpPYIOLIME OTHOIIEHHS B chepe apXHBHOTO
Aena; HOpMaTUBHEIE U METOAUYECKUE NOKYMEHTHI, KaCaroIHecs JCATENIHOCTH
apxuBa; COCTAaB H COAEpPXXaHME KOMIUIEKCa [JTOKYMEHTOB apXHBa, CHCTEMBI
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XpaHeHus U Kilaccu(UKALUKU apXUBHBIX JTOKYMEHTOB, XPaHSIIHUXCS B apXHUBE;
HOPMATHUBBI YCIIOBHH M PEXUMOB XpaHEHUS HOKYMEHTOB; BHJBI CIIPaBOYHO-
MOMCKOBEIX CpPEACTB apXWBa; OCHOBBl OpraHu3allid TpyHAa; [OPSHOK
COCTaBJIeHHS  IUIAHOBO-OTHETHOH  JOKyMEHTAalMH,;  OTEYECTBEHHBIH U
3apyOeXXHBIH OIBIT B OONAcCTH apXUBOBEIEHUS, NOKYMEHTOBEINEHHS; OCHOBBI
NOKYMEHTALlHOHHOTO  OOeCIleYeHHs] yIpaBJIEHUS; OCHOBBI IpUMEHEHHS
KOMITBIOTEPHOIl TEXHUKM; IIpaBWJIa BHYTPEHHEro TpPYIOBOTO paclopslKa;
NpaBuja [0 OXpaHe TpyAa U MoxapHoH 6e30IacHOCTH.

TpeooBanns K kBaaubukanuu. Bricimee mnpodeccHoHANBHOE
o0pa3zoBaHHe II0 HAlpaBIeHHIO IMOATOTOBKU (crneunansHocTH) «HcToprko-
apxXUBOBelleHUe», «JlokyMeHTOBeleHHEe H [OOKYMEHTAI[MOHHOE obecredyeHne
ylpaBJleHUs», «JloKyMeHTOBeneHHE K apXHBOBeAeHUe», «VcTopusa» U cTax
paboTel 1O  HaMpaBICHUIO  MPOPECCHOHATHHOM  IESTENbHOCTH  IIPH
KBaTHGHKALK (CTETICHH) «MarucTp» H «CIEIHUATUCT» — He MeHee 1 roaa, npu
kBanuukary (cremeHu) «OakalaBp» — He MeHee 2 JeT JaubGO BeICIIee
npodeccroHanpHOe  00pa3oBaHMe, [JOMOJHHUTENBHOE  MPOGECCHOHAIBHOE
o0pa3oBaHHe I10 HaIpaBIEeHHIO NOATOTOBKU (crmenuanbHocTH) «HcTopHKko-
apXuBOBeJEHUE», «J/JOKyMeHTOBeAeHHEe M [OKyMEHTAllHOHHOe o0ecleuyeHue
ynpasiieHus», «JloKyMeHTOBeleHHe U apXHBOBeleHHe», «Mcropus» M crak
paboTEl MO  HAampaBlIeHHIO  NPOGECCHOHANLHON  HEATENBHOCTH  INpH
KBaTUQuKAUK (CTENIEHH) «MAaruCTp» M «CHELHANNCT» — He MeHee 2 JIeT, IpH
KBaNnH(QHKaLMHU (CTeneHn) «bakanaBp» — HE MeHee 3 JIeT.

Beaymuii apxeorpad

JoaKHOCTHBIE 005I3aHHOCTH. YYacTBYeT B MOJATOTOBKE IIPEIIOKEHMIH K
MPOEKTaM ILIaHOB paboTbl CTPYKTYpHOTO TMOApasdelieHUs apxWBa, B HX
peamu3zanmu. CocTaBisieT OTYeTHl O IpojeNaHHOH paGore. YdyacTByer B
NPOBEJICHUH HAYYHBIX MCCJIEIOBAaHUM M IOArOTOBKE METOAUYECKUX Pa3paboToK
II0 HAalpaBJICHUIO [EATEIBHOCTH CTPYKTYPHOIO IIOApa3/ieieHus apXuBa.
Koncynstupyer mo BompocaMm, BXOASIIMM B €r0 KOMIIETEHIMIO. YYacTBYET B
NIOATOTOBKE K H3JaHMIO JOKYMEHTOB. OcCyIllecTBIsSeT BBIABIEHHE U OTOOp
JOKYMEHTOB  JIIi  JOKYMEHTAJIBHBIX  IyOnmkanuif, apxeorpadudeckoe
opopmieHME ¥ KOMMEHTHpOBaHHE HOKyMeHTOB. COCTaBisieT HaydHO-
CIPaBOYHAIH anmnapar K JOKYMEHTAJIbHBIM Iy OJIUKaLHAM.

HomkeH 3HATbL: 3aKOHBI M UHHBIE HOPMATHBHBIE IPaBOBLIE aKTHI
Poccuiickoit Qenepaiuy, pernaMeHTUPYIOIHE OTHOLIEHHS B Chepe apXUBHOIO
Jiena, HOpMaTHBHEIE H METOAUYECKUE JOKYMEHTHI, Kacalomuecs NesITelbHOCTH
apXuBa; COCTaB U COJCpPXKaHHE KOMILIEKCAa JOKYMEHTOB, XPaHAIIUXCS B apXHBE;
CUCTEMBl XPaHEHHSA M KJIACCM(UKAIMKM apXUBHBIX JOKYMEHTOB; HOPMATHUBEI
YCIOBHA H PEXHUMOB XpPaHEHHS JOKYMEHTOB; BHIbl CIPaBOYHO-TIOMCKOBBIX
CPEACTB apXHBa; OCHOBBI OpPraHU3alMY TPY/Ja; MOPAJOK COCTABJICHHUS IJIAHOBO-
OTYETHOM JIOKYMEHTAllMH; OTEYECTBEHHBIH U 3apyGexHBI ONBIT B 06nacTu
apXHWBOBEICHUS, JNOKYMEHTOBEJICHIS, OCHOBEBI JIOKYMEHTAIHOHHOTO
obecrnieyeHus: yNpaBleHHs; OCHOBBI IIPUMEHEHHS KOMIBIOTEPHOH TEXHHKH;
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IpaBUjia BHYTPEHHEro TPYHOBOIO pacropsAika; MpaBWia [0 OXpaHe Tpyha U
MI0KapHOU 06€30MacHOCTH.

TpeGoBanua K ksajupukauun. Bricimee npodeccroHaIBHOE
o0pa3zoBaHHe IO HaNpaBlIEeHUIO NOATOTOBKU (crenuansHocTH) «HcTopuko-
apxuBOBegeHHe», «JloKyMeHTOBeleHHEe M JOKYMEHTAallMOHHOe obecredeHne
yIpaBieHus », «JloKyMeHTOBeleHHE U apXuBOBeldeHUe», «Mcropus» U crax
paboThl 1O  HampaBleHUIO  NPOo(QecCHOHAIBHOM  NEeATeTBHOCTH  MpH
KBaTA(UKaLHK (CTENEHH) «MarucTp» U «CIEHUAIUCT» — He MeHee 1 rona, mpu
KBanupuKanuu (cTemneHu) «OakanmaBpy — He MeHee 2 Jier JUOO BEHICIIEE
npodeccuoHanTpHOEe  00pa3oBaHMe, JIOMOJHMTENbHOE NPO(EeCCHOHATBHOE
oOpa3oBaHHE IO HAaIpaBIEeHWIO NOATOTOBKH (crmeuuanbHOCTH) «HCcTOopuko-
apxMBoBeJieHHe», «JloOKyMeHTOBeleHHE U [OKyMEHTAallMOHHOe obecreueHue
yInpaBiieHus», «JloKyMeHTOBelIeHHe W apxuBOBeaeHHe», «Mcropus» u crax
paboTEl MO  HamnpapleHHMI0  INPOGECCHOHAIBHOW  JEeATeNbHOCTH  MpH
KBaTM(UKALMK (CTENEHH) «MarkCTp» U «CIENUAINACT» — He MeHee 2 JIET, IIpH
KBanupuKanuu (cTeneHun) «bakanasp» — He MeHee 3 JIeT.

Benymmuii naneorpadg

HonkHOCTHEIE 00513aHHOCTH. YYacTBYeT B MOATOTOBKE MPEIOKEHUH K
NPOEKTaM IUIaHOB pPabOTEl CTPYKTYpHOTO HOApa3felieHHs apXdBa, B HX
peanusauuu. CocTaBiseT OTYETH O IpojenaHHON paGore. YuacTByeT B
NPOBEICHUN HaYYHBIX UCCIIEIOBAaHUH ¥ MOJrOTOBKE METONUYECKHX pa3paboTok
0 HAaMpaBJeHHIO JAESTENbHOCTH CTPYKTypHOIO TIOApa3fieleHHs apXuBa.
KoHCynbTHpYeT 1O BONpOCaM, BXOJAIIMM B €r0 KOMIIETEHIHIO. YJYacTByeT B
BBISIBJICHUH, 3KCIIEPTHU3€ LIEHHOCTH M OTOOpE YHHUKAJIBHEIX M 0C000 IIEHHBIX
JOKYMEHTOB, a TakKXe JIOKYMEHTOB C YracCalOlIMMH TEKCTaMH [UIS CO3IaHUs
crpaxoBoro ¢onaa. OcymecTBisieT 4YTeHHE, OATHPOBKY M  OIHCAHHE
JOKyMeHTOB. VI3yyaeT BHeIIHME NpHU3HAKM JOKYMEHTOB, yCTaHABIMBAaeT HX
MOAJIMHHOCTD, OINpeNeNIeT WX NajeorpaQuyeckue, S3BIKOBBIE W APYIHe
0COGEHHOCTH. Y4acTByeT B MOAIOTOBKE K HM3LAHHMIO IPEBHHX NOKYMEHTOB.
OxaspiBaeT METOAMYECKYIO ITIOMOLIp CIHELHAIHCTaM apXuBa Ipu paboTe c
JIPEBHUMHU JOKYMEHTaMHU.

HoJkeH 3HATBL: 3aKOHBI M MWHBIE HOPMATHBHBIE IIPaBOBHIE AaKTHI
Poccuiickoit Denepauny, pernaMeHTHPYIOIKE OTHOLIEHHS B chepe apXHBHOTO
Jena; HOpMAaTUBHBIE U METOJAMYECKHE NOKYMEHTHI, Kacalolluecs AeITeIbHOCTU
apxXuBa; BCIIOMOTaTeIbHbIC UCTOPHYECKUE AUCLUILIIMHBI, TEKCTOJOTHIO, COCTaB
H COIEpXaHHE KOMIUICKCA NOKYMEHTOB, XPAHAIIUXCS B apXHBE;, CHCTEMBI
XpaHeHUs M KIACCHU(PHUKALMK apXHBHBIX JOKYMEHTOB; HOPMATHMBBI YCIOBHH H
PEXHMMOB XPaHEHHUS JOKYMEHTOB; BHIBI CIIPAaBOYHO-IIOUCKOBEIX CpEJICTB
apXMBa; OCHOBBI OpPraHH3allMy TPyAa; NOPAAOK COCTaBJIeHHA IIAHOBO-OTYETHOMH
JAOKYMEHTAllUM;  OTE€YECTBEHHBIA W  3apyOekHelif OMmBIT B  00JacTH
ApXNBOBENEHHA U JIOKYMEHTOBEIEHHs; OCHOBBl  JOKYMEHTAI[HOHHOI'O
obecrieueHHs yNpaBIeHHS; OCHOBbl NPUMEHEHHS KOMITBIOTEPHOM TEXHHUKH,
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NpaBUiia BHYTPEHHEro TPYAOBOTO pPAacIHOpsfKa, MpaBHia IO OXpaHe Tpyda H
NoXKapHO# 6€301acHOCTH.

TpeGoBanuss Kk kBagudukanun. Briciiee mnpodeccnoHansHOE
o0pasoBaHHMe [0 HalpaBleHHIO NOATOTOBKHM (cneuuanbHocTH) «Hcropuko-
apxuBoBelieHHE», «JlOKyMeHTOBeJeHHe M AOKyMEHTAlMOHHOe olecleueHue
ymnpaBieHus», «JlokymMeHToBeJeHUe U apXxuBoBeldeHHE», «VIcTopus» M Crax
paboTel 10  HAMpaBIeHUI0 MpO(GEeCCHOHANIBHOM  OEATENbHOCTH  IIpH
KBTH(UKANY (CTEIEHH) «MarucTp» U «CrenuaiucT» — He MeHee 1 roxa, rpu
kBanmuoukaruu (cremeHu) «OakanaBpy — He MeHee 2 JeT JMOO BBICIIEe
npodeccHOHATEHOE  00pa3oBaHMe, JONMOJHUTENBHOE  IpOodecCHOHAIBHOE
o0pa3oBaHME [0 HaNpaBIIEeHHUIO MOATOTOBKH (crenuanbHOcTH) «HcTopuko-
apXuBOBeleHUEe», «JIOKYMeHTOBeIeHHEe M IOKYMEHTAllMOHHOE obecrnedeHue
ynpaBieHus», «JlokymMeHTOBeneHue H apxuBoBeaeHue», «Vcropus» u crax
paboThl 110  HamNpaBICHHIO  MPOMECCHOHANBHOW  JEATENBbHOCTH  IIPH
KBATA(UKALIMK (CTENCHH) «MarucTp» M «CHEelHalIuCT» — He MeHee 2 JIeT, IpH
kBanuuKanuy (cTeneHn) «6akajiaBpy — He MeHee 3 JIET.

Beaywmii meToauct

Jo/2KHOCTHBIE 00513aHHOCTH. YJacTByeT B [TOATOTOBKE MPEIIOKEHUH K
IPOEeKTaM MpOrpamMM pa3sBUTHs M IUIaHOB pabOThl apxXxuBa H CTPYKTYPHEIX
noApasfelieHH! apXxuBa, y4acTBYeT B HX peanu3anud. CoCTaBise€T OTYETHI O
npozenaHHOM paboTe. YdacTByeT B NPOBENEHHH HAYYHBIX HCCIEIOBAHUN H
NOATOTOBKE METONUYECKUX pa3paboTOK M0 HaIpaBlIeHUIO AeITeILHOCTH
CTPYKTYpPHOro TmozpasfeneHus apxuBa. KoOHCynsTHpyeT 10 Bompocawm,
BXOJSIIMM B €ro KOMIIETEHLIHMIO. Y4YacTBYeT BO BHEApPEHHH B paboTy apxuBa
aBTOMATH3UPOBAHHBIX apXMBHBIX TEXHOJOrHMH. YyacTByeT B pa3paboTke
METOAUYECKHX JOKYMEHTOB M KOHTpoie uX BHeapeHus. OKassIBaeT
METOIMYECKYIO IIOMOIIEL CTPYKTYPHBIM MOAPa3IeJIeHUsIM apXHUBa B BHITIOJTHEHHH
IUIAHOBBIX 3aJaHHUH M MPOrpaMM. Y4acTBYET B IMOJATOTOBKE IPEIOXKEHHH IT0
COBEPILEHCTBOBAHMIO METONHYECKOro oOecreuyeHus [eaTeNbHOCTH apXuBa.
ObecnevynBaer paGOTHHKOB apXWBa Hay4YHO-TEXHHYECKOH HHQOpMaIHei.
YuacTByeT B obecrneuyeHnH paboThl METOAUYECKOH (IKCIIEPTHO-METOIHYECKO)
KOMMCCHH, KOHTPOJIE BBIIIOJIHEHUS €€ pelleHU.

HoJizkeH 3HaTh: 3aKOHBI M MHbIE HOPMATHBHEBIE [IPABOBBIE AKTHI
Poccuiickoit @enepanun, perlaMeHTHPYIOIIE OTHOLIEHHUS B cepe apXHBHOIO
Jella;, HOPMaTUBHEIE U METOAMYECKHE AOKYMEHTBI, KacarollHecs NeSTeIEHOCTH
apXuBa; COCTaB U COJEPIKAHHE KOMIUIEKCA JOKYMEHTOB, XPaHSIIIUXCS B apXHBE;
CHCTEMBl XPAHEHHS U KIaCCU(HUKALUUA apXUBHBIX JOKYMEHTOB; HOPMATUBBI
YCIOBHMM U DPEXHMOB XPaHEHHS [JOKYMEHTOB; BHIbI CIIPABOYHO-IIOMCKOBBIX
CPEACTB apXHUBa; OCHOBBI OpPTraHU3ALMH TPYAQ; MOPSIAOK COCTABIECHUS IUIAHOBO-
OTYETHOM JTOKyMEHTallUH; OTEYECTBEHHBIH H 3apyOeXXHEBIH OMBIT B 00IacTH
apXMBOBEICHUS W  JOKYMEHTOBEIEHHS; OCHOBBI JOKYMEHTALMOHHOIO
obecrieyeHus] yNpaBlIeHUS; OCHOBBI MPHUMEHEHHS KOMIIBIOTEPHOH TEXHMKH;
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IpaBujia BHYTPEHHEIO TPYAOBOr0 paclopsiika; IpaBWia MO OXpaHe TpyJa M
HOXKapHOH 6€30MMacHOCTH.

TpeGoBannss Kk kBanupukanuu. Breiciiee mnpodeccrHoOHaNbHOE
o0pa3zoBaHMe II0 HANpaBIE€HHIO NOATOTOBKU (crenmanbHocTH) «Hcropuko-
apxuBoBeJieHre», «JloxymeHToBeneHHe M [OKyMEHTAlHOHHOe obecredyeHue
yIpaBjieHus», «JlokyMeHTOBeneHHe U apxuBoBeaeHHe», «Mcropus» u cTax
paboTel MO  HAampaBIeHHIO  NPO(ECCHOHANBHOM  HESTENBHOCTH  MpH
KBaIM(UKALUK (CTENEHH) «MarkCTp» M «CIELUATHUCT» — He MeHee | rona, mpu
KBanuGHKalIMK (cTeneHH) «OakanaBp» — He MeHee 2 JieT Jub0 BEICIIee
npodeccHoHanbHOE  00pa3oBaHMe, JOMOJNHHUTENBHOE  MpOohecCHOHATbHOE
o0pa3zoBaHHe 10 HaNpaBIEHHIO NOATOTOBKM (creuuansHocTH) «McTopHko-
apxuBoOBejeHHe», «JlOKyMeHTOBeneHHe ¥ JOKYMEHTalHOHHOEe obecleueHue
ynpasieHus», «JlOKyMeHTOBeeHHe U apXHUBoBeAeHue», «Mcropus» M crax
paboTBl 1O  HAmpaBlEHUIO  NPODECCHOHAIBLHON  AEATENHLHOCTH  HpH
KBAIHQUKAUNY (CTENEHH) «MATUCTP» M «CIELHANNCT» — He MeHee 2 JIeT, IPH
kpaynQuKanuy (creneHn) «6akanaspy» — He MeHee 3 JIeT.

ApxuBHCT

J0JKHOCTHbIE 00513aHHOCTH. Y4acTBYeT B MOArOTOBKE MPEIOKEHHH K
IPOEKTaM IUIaHOB pabOTEl CTPYKTYPHOTO IIOJpa3lelieHHuss apxXuBa M HX
peanusanmu. CoCTaBisI€T OT4eTHl O MpOAENaHHOM pabore. OcylnecTBIseT
paboThl 110 MpPOBEpKE HANMYMS M COCTOSHHSA JOKYMEHTOB, OTOOpY HX A
pecraBpaiu¥, Ae3MHQEKUUH, Je3UHCEKIMH, CTPaxOBOrO0 KONMPOBAaHHA |
TepervieTHbIX paboT, roTOBUT JOKYMEHTHI K Iepenade B JaGopaTtopuio. Beger
paboTy o TonorpagupoBaHHIO JOKYMEHTOB. Y4acTByeT B paGoTe 0 BEACHHIO
OCHOBHBIX M BCIIOMOTATENbHEIX YYETHBIX OKyMEHTOB, B POBEAECHHHU LIeJeBO
3KCMEPTU3bl LIEHHOCTH JOKYMEHTOB, IpHEMe NOKYMEHTOB Ha MOCTOSHHOE H
BpeMeHHOe  XpaHeHWe.  OcymlecTBiseT  BBIAAYy  JOKYMEHTOB W3
apXUBOXPaHHU/IMING, UX NIPHEM U pasMellleHHe Ha MeCTax XpaHeHHs. Y4YacTByeT
B OCYIIECTBJICHUU KOHTPOJIs COONIOAEHHS] HOPMAaTHBHEBIX YCJIOBHH M PEXMMOB
XpaHeHHs JIOKyMEHTOB. BexeT BcrnomorarenbHble Yy4eTHBIE JOKYMEHTEL
IIpoBonut obecnbinuBanye, mMHQPOBKY ¥ NepelHdPOBKY fesl, HyMepalHio
JTUCTOB, 0OPMIIEHHE SPIIBIKOB, 0GJI0KEK JIe], KAPTOHUPOBAHUE, ONCYATHIBAHHE
KOpPOOOK C NOKYMEHTaMH, Ha KOTOphle CO3JaH CTpaxoBoi (oHm HIH (OHL
MONB30BaHMS, a TaKke KOpPOOOK C MaJOHCIIONb3yeMEIMH IOKYMEHTAMH,
NpOINCAMKMMH IPOBEPKY HAlIWYUd M COCTOSIHUS. Y4YacTByeT B BeIeHUH
HalIMO/IaTeNbHBIX JIeT apXUBOB Opranu3auuii. [IpuHIMaeT y4acTie B OKa3aHHU
METONMIECKOH M MPaKTUIECKOH MOMOIIM CIIELHAINCTaAM apXHUBOB U CIYX6
ACJIOTIPOU3BOACTBA OpraHU3alyi — HCTOYHUKOB KOMILIEKTOBAaHHS. Y4acTByeT B
paboTe 1O ynmopsaO4YeHHIO JOKYMEHTOB OpPraHM3allMil U OKA3aHHIO UM IApyrux
yCIyr. YdactByeT B paGoTe MO Hay4HOMY OIMCAHHIO [OKYMEHTOB apXuBa,
YCOBEpPLIEHCTBOBAHMIO M IepepaboTke onMcedl. BrinonHser paGotel MO
BE[ICHUIO KaTaJloroB U 6a3 JaHHBIX, IOATOTOBKE CIIPABOYHO-UH(MOPMAIIHOHHBIX
M3aHUH O COCTaBe M CONEPKAHHM [OKYMEHTOB apxuBa. Y4YacTBYeT BO
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BHEApPEHUH B paboTy apXyuBa aBTOMAaTHU3WPOBAHHBIX apXUBHBIX TEXHOJOTHH, B
OpraHuM3allid  BBICTABOK  JOKYMEHTOB, IIOJTOTOBKE MAaTEpHAIOB A
NepHoOAUYecKUX H3NaHUM U CpeAcTB MaccoBoit mHpopmauuu. [IpuHMMaet
ydJacTHe B THOIFOTOBKE [UIi TOCYJapCTBEHHBIX M HErOCYNapCTBEHHBIX
opranu3anmuii MHQOPMAlMOHHBIX IHCEM, CONEPXKAIUX CBEAEHHI 00
HUMEIOIIMXCS B apXyBe JOKYMEHTax MO OmnpeleleHHON Tematuke. MicnoaHsiet
3aIIpoChl pasnu4Horo xapakrepa. OcymiecTBisieT paGoThl MO OGCITYXHBaHHIO
TI0JIb30BaTENEH B YMTAJIBHOM 3ajle apX¥Ba, KONMHPOBaHHE JOKYMEHTOB IO MX
3arnpocaM. Y4acTBYeT B paboTe 1O BBIIBIEHHIO M OTOOPY JOKYMEHTOB IUIS
NOKYMEHTAllbHEIX  HyOnukanui, B  apxeorpaduyeckoM 0oQOpMIEHUH,
KOMMEHTHPOBAaHHM [OKYMEHTOB, COCTaBJICHHH Hay4HO-CIIPaBOYHOTO allapara
K HOOKyMEHTaNbHBIM my6nukamusM. OCyIIECTBISET CBEPKY TeKCTa C
opuruHamoMm. IlpuHMMaer ydacTHe B 4YTEeHMM, HOATUPOBKE W ONHUCAHUHU
DOKyMeHTOB. M3yuaeT BHeIlHME IpU3HAKH JOKYMEHTOB, YCTAaHABJIMBAeT HX
IOJUIMHHOCTh, ONpeleNseT HuX Inaneorpa@uueckde, S3bIKOBBIE U APYIHE
ocobennoctu. [IpoBoaMT onmcanune TmeuaTed, ApPYIrMX OCOGEHHOCTE,
UMEIOIMXCS Ha JOKYMEHTaX. Y4acTByeT B pa3pabOTKe METOIHUYECKHUX
JNOKYMEHTOB U HMX BHEIAPEHHH. Y4acTByeT B IOATOTOBKE MPEIOXKEHUH IO
COBEpLICHCTBOBAHHUIO METOAMYECKOro oOecleueHHsl IesTeNbHOCTH apXHBa.
ObecrieunBaeT CHENMATUCTOB apxXWBa HAYYHO-TEXHHYECKOH MHpOpMaImeii.
Y4acTByeT B OCYIIECTBIECHHH MEPOIPUATHH [0 YKPHITHIO W 3BaKyallHH
JAOKYMEHTOB B OCOOBIA IEpHOA, CIAaceHHUI0 IOKYMEHTOB B YpPEe3BBIYAIHBIX
CHTyaLlsiX, B obecriedeHuM paboThl METOAUYECKOH (IKCIEPTHO-METONMIECKOT)
KOMHCCHH.

Jo/oken 3HATB: 3aKOHBI M WHBIE HOPMATHBHBIE IIPaBOBBIE AKTHI
Poccutickolt ®enepanuy, periaMeHTHpPYIOIKE OTHOUIEHHS B chepe apXUBHOTO
Jiena; HOpMaTUBHBIE M METOAUYECKHUE JOKYMEHTHI, KacarolIMecs AesTeNbHOCTH
apxuBa; BCIIOMOraTelIbHbIE MCTOPUYECKHE NUCIUILIHHEI, TEKCTOJIOTHIO, COCTAaB
H COJEpXXaHHe KOMIUIEKCA JOKYMEHTOB, XPaHSINUXCS B apXHBE, CHCTEMBI
XpaHeHUs U KIacCHQUKalHK apXHBHBIX TOKYMEHTOB; HOPMATHBEI yCIOBHIH H
PEXMMOB XPaHEHHUS [OKYMEHTOB; BHMIbI CIIPABOYHO-IIOUCKOBBEIX CPEJCTB
apX#Ba; OCHOBBI OPTaHM3alUU TPYZa; MOPAAOK COCTABIEHHS IIJJAHOBO-OTYETHOI
JOKYMEHTAllUH; OTEYECTBEHHBIH U 3apy0exHbIi OmelT B  00JacTH
apxX¥MBOBENCHUS M  JOKYMEHTOBEJEHHS; OCHOBBI  JJOKYMEHTALlHOHHOI'O
obecrieveHusl YNpaBleHUs; OCHOBBl NPUMEHEHHS KOMIIBIOTEDHOM TEXHHUKH,
NpaBulla BHYTPEHHEro TPYJOBOTO pacmlopsjaka; IpaBuia IO OXpaHe TpyAa H
NoXKapHoH 6€e301acHOCTH.

TpeGosanus k kBaaupUKANHH.

ApXUBHCT | KaTeropuu — BBICIIeE NPOGECCHOHATBLHOE 06pa3oBaHKe IO
HalpaBJICHUIO [IOJTOTOBKH (CrenuansHOCTH) «MICTOpHKO-apXMBOBENEHHEY,
«/JOKyMeHTOBe/leHHe H JIOKyMEHTAlMOHHOe o6ecriedeHye yIpaBIeHH,
«lokyMeHTOBe/leHHe W apXuBoBeleHue», «Vcropus» 6e3 mnpexbIBICHUA
TpeGoBaHul K cTaxy pabGoTsl 6o BhICLIee NMPOQECCHOHATEHOE 06pa30BaHHuE,
JONONHUTENIBHOE  NPOQECCHOHANBHOE O00pa3oBaHWE [0  HaNpaBICHHIO
IIOATOTOBKH (cneunanbHOCTH) «HcTopuko-apXuBOBeIcHHEY,



26

«JlokyMeHTOBeleHHe U [IOKYMEHTallMOHHOe o0ecledeHue YIpaBieHUs,
«JlokymeHTOBenieHue u apxuBoBelieHHe», «VcTopus» 6e3 mnpexbsIBICHHS
TpeboBaHMH K cTaxky paboTsl, 160 cpenHee nmpodeccHOHalbHOEe 06pa3oBaHKe
Mo CHeUHaabHOCTH «JloKyMmeHTalMOHHOe ofecnedeHHe YIOpaBleHUS U
apXHBOBEICHHUE» M CTaX paboThl IO HalpaBIeHUIO NPOdHECCHOHATBHOM
IeATeIbHOCTU He MeHee 2 JIeT.

ApXHMBHCT 2 KaTeropus — cpefHee npodecCHOHAIBHOE 06pa3oBaHUe IO
CHeNHATBHOCTH  «[lOKyMEHTanHMOHHOe  ofecre4eHHe  yOpaBleHHd U
apXMBOBEJICHHE» M CTaX paboThl MO HampaBieHWo NpodecCHOHANBHOM
JeATeJIbHOCTH He MeHee | ropa.

ApxuBHCT —  cpemHee  ImpodeccCHOHaNTbHOEe — 00pa3oBaHHE IO
CHeUHanbHOCTH  «J[OKyMEHTalHOHHOe  obecredYeHHe  yNpaBlIeHHS W
apXuBOBeJeHHe» 0e3 NpeabsABIIeHHs TPeGOBaHHM K CTaxXy paGoThL.

Apxeorpad

MO/KHOCTHDbIE 00SI3aHHOCTH. Y4acTBYeT B IIOATOTOBKE MPEUIOKEHHH K
NPOeKTaM TIUIAHOB CTPYKTYPHOTO MOApPa3jeeHHs apXyBa M HX pealH3allM.
CocraBnster oT4eTBl O mpofenaHHOH paboTe. Y4UacTByeT B MOATOTOBKE K
NyONMKaUNK apXUBHBIX NOKYMEHTOB. Y4acTByeT B paGoTe 1O BBIABJICHHIO H
0T60pY IOKyMEHTOB I AOKYMEHTANbHBIX ITyOIHKALM, B apxeorpaduiecKkoM
OQOpMIICHHH, KOMMEHTHPOBAaHHH  JIOKYMEHTOB, COCTABJICHHH Hay4HO-
CIpaBOYHOTO anmapara K myOnukamusaMm. OcyliecTBiseT CBEpPKY TeKCTa C
OpPHTHHAJIOM.

[lo/keH 3HATb: 3aKOHBl M HHblE HODMATHBHEIE [IPAaBOBbIE AKTHI
Poccuiickoii ®enepanun, pernaMeHTHpYOIHE OTHOLIEHHS B cdepe apXHBHOIO
Aejla; HOPMaTUBHBEIE U METONHYECKHE JOKYMEHTHI, KACAIOIUeEcs NesSTeIbHOCTH
apXHBa; COCTAB U COAEPKAHME KOMILIEKCA JOKYMEHTOB, XPaHALIAXCS B apXHUBE;
CHCTEMBI XpaHEHHMsS M KIACCH(HUKALWM AapXMBHBIX IOKYMEHTOB, HOPMATHBEI
YCTOBMH M DPEXHMMOB XPaHEHHs JOKYMEHTOB; BHJIBI CIIPAaBOYHO-IIOMCKOBBIX
CPCACTB apxXuBa, OCHOBBI OpraHH3allMM Tpy/a; MOPSAAOK COCTABIEHHUS IIAHOBO-
OTYETHOH JOKYMEHTAaLVH; OTEYeCTBEHHBI M 3apyOexHbI OmBIT B 00JacTH
APXUBOBEICHUS W JOKYMCHTOBEJEHHS; OCHOBBI  HOKYMEHTAILIMOHHOI'O
obecrieveHns YNpPaBIeHUS; OCHOBBI MPHMEHEHHS KOMIILIOTEPHON TEXHHKH;
TpaBua BHYTPEHHETO TPYAOBOTO PAaclOpsKa; NpaBUiIa 110 OXpaHe TpyAa H
MoXxapHo# 6e301acHOCTH.

TpeGoBanns k xBamupukanum.

Apxeorpad 1 kareropun — BeicLIEe IPODECCHOHAILHOE obpazoBaHue 10
HalpaB/ICHAUIO MOATOTOBKH (crenuansHocTH) «KICTOpUKO-apXMBOBegeHHEY,
«JIoKyMeHTOBe/IeHHe M JOKyMEHTAalHOHHOE oObecleyueHue YIPaBIEeHUS,
«JlokyMeHTOBeleHHE W apXUBOBEIEHHEY, «Hcropus» 6e3 npexpaBIeHUs
TpeGoBaHuit K cTaxy paboTel 1THGO BEICLIEE npodeccHOHaNbHOe 06pa3oBaHue,
HOIOIHATENIBHOE  NMPOpECCHOHANEHOE  00pa3sOBaHHE 10  HAMpaBIEHHIO
IIOArOTOBKH (cIIenHuaNsHOCTH) «HcTopuko-apxuBoBeicHnEY,
«JlokyMeHTOBeleHHE M JOKYMEHTALMOHHOE ObecIeueHue yHpaBIeHHU,
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«JokyMeHTOBeleHe U apxuBoBeleHHe», «Vcropus» 06e3 mnpeabABICHHT
TpeGoBaHUN K cTaxy paboThl, ub0 cpegHee mpodeccrHoHalbHOEe 06pa3oBaHue
0 CHeNHaNbHOCTIM «JloKyMeHTauuoHHOe ofecrHevueHHe YINpaBieHus Mo
apXHUBOBEJICHUE» W CTaX paboTel MO HampaBleHUIO NpodecCHoHaIBHOM
JESITENLHOCTU He MeHee 2 JIeT.

Apxeorpad 2 xaTteropuu — cpennee npodeccHoHalbHOe 00pa3oBaHHue Mo
cienMansHOCTH  «JloKymeHTalHoHHOe — obecriedyeHHe — yNpaBI€HHS |
apXUBOBENEHUE» M CTaX paboTBl 10 HaNpaBIEHHIO NPO(eCcCHOHANBHOM
JIeATeJIbHOCTH He MeHee | rofa.

Apxeorpap — cpegHee npodeccHOHANBHOE 06pa3oBaHWE IO
CllelHabHOCTH  «J[OKyMeHTalMoHHOe  ofecriedeHWe  ynpaBieHMs U
apxXxuBOBeJIeHKE» 6€3 IIpeAbABIeHHs TPeOOBaHUIt K CTaXy paGOTHL.

ITaneorpad

HoxHOCTHBIE 06513aHHOCTH. YUaCTBYET B IIOArOTOBKE IPEUIONKEHHH K
MPOEKTaM IUIAHOB CTPYKTYPHOIO HOApa3[eleHHs apXWBa M HMX pPealn3alhi.
CocraBnsetT OT4eTHI O mponenaHHOH pabote. [IpuHMMaeT yyacTe B YTeHHH,
NaTHpOBKE M ONHCAHUU JOKYMEHTOB. M3yuaeT BHEIIHNE IPH3HAKH JOKYMEHTOB,
yCTaHaBIMBAET UX MOJJIMHHOCTE, ONpeeleT UX NateorpaguuecKye, I3LIKOBEIE
¥ Apyrue ocobeHHOCTH. TIpoBoaHT onucaHue meyateil, Apyrux ocoGeHHOCTE:,
MMEIOIHUXCA Ha JOKYMEHTax. Y4YacTBYeT B CO3JaHHH Hay4HO-CIIPABOYHOTO
anmapara K JOKyMEHTaIbHEIM I1y6IHKalysIM.

Ho/keH 3HATB: 3aKOHEI M HHBIE HODMATUBHBEIE IIPaBOBBIE aKTEI
Poccuiickoit ®enepaumnu, permaMeHTHpYOLIME OTHOMEHHS B cepe apXUBHOTO
Aena; HOpMaTHBHbBIE U METOIUYECKHE TOKYMEHTHI, Kacaloluecs AeITeIbHOCTH
apXuBa; BCIIOMOTATeJIbHBIE HCTOPUYECKHE NUCLHILINHEL; TEKCTOJIOTHIO, COCTaB
M CONEpXXaHHWE KOMIUIEKCA JOKYMEHTOB, XPAHSAIIUXCA B apXWBE;, CHCTEMEI
XpaHEHHA M KIaCCU(GHMKALUKM apXUBHBIX JOKYMEHTOB; HOPMATHBHI YCJIOBHH H
PeXKMMOB  XpaHEHHsA JOKYMEHTOB; BHIBI CIIPABOYHO-TIOHCKOBBIX CPEJCTB
apXuBa; OCHOBBI OpraHU3alMY TPy/a; MOPSAAOK COCTABIEHUS IIJIaHOBO-OTYETHOM
JAOKYMEHTallUH; OTE€YECTBEHHBIH M  3apyOeXHBIH ONBIT B  06JACTH
ApXMBOBEJCHUS M  JOKYMEHTOBEJEHMS; OCHOBBI  JOKYMEHTAILlMOHHOI'O
00ecrieyeHus yNpaBieHUsS; OCHOBbl IPUMEHEHHS KOMIIBIOTEPHOM TeXHUKH;
MpaBuiia BHYTPEHHETO TPYJOBOIO PAaCTOpsaKa; MpaBWila [0 OXpaHe TpyJa W
TI0XapHOH 6€3011acCHOCTH.

TpeGoBanus k KBaanpuKaLHH.

Ilaneorpad 1 xareropuu — BrIciIee npodeccHOHANEHOE 06pa30BaHKe 10
HalpaBIeHUIO IOATOTOBKH (CreHHanbHOCTH) «lICTOpHKO-apXHMBOBELCHHEN,
«JlokyMeHTOBeleHHe M JOKYMEHTALHOHHOE OOeCTeueHHe YIpaBIeHHs,
«[lokymeHTOBe/ieHHe M apXuBoBefeHHe», «McTopus» 6e3 NpebBIEHHS
TpeGoBaHui K CTaxy paGoTsl GO BhICIIEE MPOQECCHOHANBHOE obpa3oBaHue,
AOIIONHUTEIBHOE  NMPO(ECCHOHANEHOE — 00pa3oBaHHE 1O  HANPABICHHIO
IIOATOTOBKH (crennansHOCTH) «HcTopuko-apXuBoseieHue»,
«JlokyMeHTOBeZleHHEe M JIOKYMEHTAlMOHHOE oGecleyeHne yIpaBieHHsy,
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«lokymeHTOBeeHNe U apxuBoBeneHue», «lcropusa» 06e3 mNpeabABICHUS
Tpeb6oBaHUH K cTaxxy paboThl, M0 cpenHee NpodeccHoHaNIbHOe 06pa3oBaHue
N0 CHeNHaTsHOCTAM «JloKyMeHTalmoHHOe ofecrieyeHHe YIpaBieHHs U
apXHBOBEJEHHE» M CTaX paboTHl IO HaNpaBleHHIO IMPO(ECCHOHATBHOM
JeSITeILHOCTH He MeHee 2 JIET.

ITanieorpa¢) 2 xareropum — cpefHee npodeccHoHantbHOe 06pa3oBaHUe MO
crenuanbHOCTH  «/loKyMeHTalMOHHOe — obecrieueHWe  yImpaBleHHS U
apxMBOBEICHHE» M CTaX pabOTEl IO HampaBlIeHHIO MPOGECCHOHANBHOMN
IIeATENBHOCTH He MeHee | ropa.

Ilaneorpa¢p - cpemnee npodeccHoHansHOE  00pa3oBaHHE 110
CnenuanbHOCTH  «JloKymeHTalMOHHOe  ofeclieyeHHe  yNpaBleHHS |
apXHBOBeJeHHe)» 0e3 NpeabABIeHN TPeGOBaHUi K CTaxy pabOTHI.

Mertoaucr

HOJIKHOCTHBIE 0013aHHOCTH. YUYacTByeT B MOATrOTOBKE NpeIIOXKeHUH K
NpOEKTaM IUIZHOB apxWBa W CTPYKTYPHBIX MOZpa3felieHHi Mojapa3ieleHus
apXuBa, y4acTByeT B WX peanusanuM. COCTaBIIIET OTYETHl O IPOJENAHHOM
pabote. Y4acTByeT B pa3paboTKe METOAMIECKUX JOKYMEHTOB H X BHEIPEHHH,
B TIOArOTOBKE [MIPEIUIOXKEHHHA IO COBEPIICHCTBOBAHHMIO METOIHYECKOrO
obecrieyeHHs JeATENBHOCTH apxuBa. OOecreduBaeT CIENMaIHCTOB apxuBa
HAy4YHO-TEXHMYECKOH MHQOpMaleH. Y4YacTByeT BO BHEJPEHMHM B paGoTy
apXHBa aBTOMaTH3MPOBAHHBIX apPXMBHBIX TEXHOJOTHI, B obecneueHny paGoTHI
METOANUYECKOM (IKCIIEPTHO-METOAUYECKOH) KOMUCCHH.

JlofKeH 3HATb: 3aKOHEl M HHble HOPMATHBHBIE IIPABOBbIE AKThI
Poccuiickoii ®enepanuu, periaMeHTHPYIOIME OTHOMIEHHS B Chepe apXUBHOTO
Aena; HOPMaTHUBHBIE U METOAMYECKHE OKYMEHTHI, KACAIOIIMECS AeATelbHOCTH
apXMBa; COCTAB U COAEPKAHUE KOMILIEKCA JOKYMEHTOB, XPaHSIUHUXCA B apXUBE;
CHCTEMBI XPAHEHUA M KJIACCH(QUKALUMM apXMBHBIX JOKYMEHTOB; HOPMATHBBI
YCIOBUH M DPEXHMMOB XpaHEHHS NOKYMEHTOB; BHIBI CIPaBOYHO-IOHCKOBBIX
CPCACTB apXuBa; OCHOBBI OPraHU3allMi TPyZa; MOPSAIOK COCTaBIEHHS ILIAHOBO-
OTYETHOH JIOKYMEHTALlMM; OTEYECTBEHHBIH M 3apyGeXHBI OMBIT IO
METOIUIECKOMY obecrnieyeHnro AESTeTbHOCTH apXuBa; OCHOBBI
MOKyMEHTALMOHHOTO ~ OOECIieYeHHs  yNpaBIeHWsS; OCHOBBI  IPHMEHEHHS
KOMIIBIOTEPHOH ~TeXHHKH; IIPaBHNAa BHYTPEHHErO TDPYIOBOTO pacIOpsKa;
NpaBUiia IO OXpaHe TPyJAa M MOXKapHOM 6€30MaCHOCTH.

TpeGoBanns k kBagupHKANNH.

Mertonuct 1 kateropuu — Briciee npodeccHoHansHOe 0GpasoBaHue 10
HalpaBICHUIO MOArOTOBKM (cmeuuanbHocTH) «McToprko-apXuBoBeneHHE,
«JlokyMeHTOBeleHHe M  JOKYMEHTAal[MOHHOe obecreueHe yTIpaBlIeHHUS»,
«JlokyMeHTOBeleHHe M apXuBOBefeHHe», «Mcropusy Ges NpenbIBIECHUA
TPeOOBaHUA K CTaxy paboThl JuGO BEICIIee MPODECCHOHATBHOE obpasoBaHue,
AOTIONHUTENBHOE  MPO(ECCHOHANEHOE — O0pa3oBaHHWe II0  HAIPABIECHHIO
HOATOTOBKH (crieruanbpHOCTH) «HcToprko-apxuBoBeieH1EY,
«JloOKyMEHTOBEleHHE W JOKyMEHTALMOHHOE O06ecIeueHe yTIpaBIICHUS»,
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«JlokymMeHTOBeZleHHe W apxuBoBeldeHue», «lcropus» 6e3 IpeABABICHUS
TpeGoBaHuii K cTaxy paboTsl, 1nbo cpenHee nMpodeccHoHaIbHOE 00pa3oBaHHE
IO CHeNMATBHOCTAM «J[OKyMeHTalMoOHHOe ofecreyeHne YIpaBlIeHUs H
apXMBOBEJEHHE» M CTaX paboThl MO HAampaBlIeHUIO INpPOheCcCHOHATBHOM
JesTeNbHOCTH He MeHee 2 JIeT.

Mertonuct 2 KaTeropud — cpenHee npogeccHoHalbHOEe 00pa3oBaHUeE IO
CIELUAIBHOCTH  «J[OKyMeHTalMOHHOEe  oOeclie4eHHe  YIpPaBICHHA U
apxXMBOBENEHHEe» W CTaX paboTBl IO HAaNpaBleHUIO IPOGECCHOHAIBHOM
IesTebHOCTH He MeHee | roza.

Mertoguct —  cpemHee — npodecCHOHATBHOE  OOpa3oBaHHE IO
CIELHATBHOCTH  «JloOKyMeHTallMOHHOe  oOeclieueHHe  YIpaBlIeHUd U
apxuBOBeIeHHe» 0e3 npenbsaBlieHus TpeGoBaHUH K CTaxy paboOTHI.

Xpanuteab GpoHAOB

JomkHocTHBIe 0013aHHOCTH. Y4YacTBYeT B OATOTOBKE MPEIONKEHHHR K
[IPOEKTaM IUIAHOB CTPYKTYPHOI'O HOJpa3AelieHUs apXuBa U HMX pealn3aLliu.
CocraBnser OT4YeTHl O TMpojelaHHON pabore. IIpuHHMaeT IOKyMEHTHI Ha
IIOCTOSSHHOE€ M BpPEMEHHOE XpaHEHHe, oOecreumBaeT WX COXPAHHOCTh H
paloHallbHOE pa3MelleHue B apxuBoxpaHuiuine. OcyinecTBiseT paGOTHI IO
NpoBepKe Halnu4usg U (U3UYECKOT0 COCTOSHUSA JOKYMEHTOB, BbIIady
JOKYMEHTOB M3 apXWBOXPAaHMIHINA, UX MPHUEM U pa3MelleHHe Ha MecTax
xpaHeHns. Benetr paboTy mo ydery ABMXKeHHS (OHAOB apXHBOXPaHHIHINA,
IIOATOTOBKE JIOKYMEHTOB K pecTaBpalud, JAe3WH(EKIHH, Oe3UHCEKIIHNH,
CTpaxOBOMY KONMpOBaHUIO U meperuery. [IpoBoautr mmdpoBKy H
nepeinppoBKy eIUHHI XpaHEHHs, HyMEPAIHIO JIUCTOB, OQOPMIIEHHE APIIEIKOB,
00moXeK JeN, olevyaTsIBaHHe KOpOOOK C JOKyMEHTaMH, Ha KOTOPHIE CO3JaH
cTpaxoBol ¢oHA wIH (QOHA MONB30BaHHSA, a TaKKe KOpPOGOK ¢
MAaJIONCIIONB3YEMBIMHA TOKYMEHTaMH, IPOILUEAIIMMU MpPOBEPKY HAIWYUSA H
cocrosaus. CocraBiager  Tomorpaduueckue — ykazarenu Ha  (hOHIEI
apxuBOXpaHWIHINa. KOHTpONHMpYeT TeMIepaTypHO-BIaXXHOCTHBIH  pPeXXHM
XpaHeHHd  JOKYMEHTOB, II0OXapHyl0 0e30macHOCTh  apXWBOXPaHHIHINA.
Yy4yacTByeT B OCYLIECTBICHHM MEPONPHUATHH II0 YKPBITHIO M 3BaKyaLlud
JOKYMEHTOB B OCOOBIH Nepuoj, CIAaceHHI0 JOKYMEHTOB B Ype3BBIYalHBIX
CHTyallMsX. YYaCTBYET BO BHEAPEHHH B pabOTy apXuBa aBTOMAaTH3UPOBAHHBIX
apPXMBHBIX TEXHOJIOTHIA.

JomxeH 3HATB: 3aKOHBI M MHBIE HOPMATHBHBIE IIPABOBBIE aKTHI
Poccutickoit ®enepany, pernaMeHTHPYIOIIHe OTHOLIEHHS B chepe apXHBHOIO
Jena; HOpMaTHUBHBEIE H METOAMYECKUE JOKYMEHTBI, Kacaroliuecs AesTeIbLHOCTH
apXHBa; COCTaB U COAep)KaHNWe KOMILIEKCa JOKYMEHTOB, XpPaHSILUXCS B apXUBE,;
CHCTEMBI XpaHEHHs H KIacCH(QHKAIMKM apXUBHBIX JOKYMEHTOB, HOPMATHBEI
YCIOBUH M DPEXHUMOB XpaHEHHs IOKYMEHTOB; BHIBI CIIPABOYHO-ITOUCKOBHIX
CPEeACTB apXHBa; OCHOBBI OpraHHM3alliy TPYyAa; NOPSAOK COCTABIICHHUS IIJIAHOBO-
OTYETHOM JOKYMEHTALlMM; OTEYeCTBEHHBIH W 3apyOexXHBIM OIBIT B 06IacTd
00ecreyeHns COXPaHHOCTU H y4eTa JOKYMEHTOB; OCHOBEI JOKYMEHTAIIMOHHOTO
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obecrnieyeHus yIpaBJI€HHA; OCHOBBI IIPUMCHCHUSA KOMHBIOTCPHOf;I TCXHHUKU,
IIpaBUjia BHYTPEHHEIO TPYAOBOr'O pacliopAiKa; IpaBujia IIO OXpaHE Tpyda H

TIOXKapHOU 6e30I1acHOCTH.
TpeGoBanuss k kBaaudukauun. Beicmee mnpodeccHoHaNbHOe

o6pa3oBaHye II0 HAlpaBIeHUIO NOATOTOBKM (cmenmaneHoctH) «Hcropuxko-
apxuBoBelieHue», «JlOKyMeHTOBeIeHHe W JOKyMEHTAllMOHHOE ofecneueHue
yrnpasieHus», «JlOKyMeHTOBeneHHe U apxuBoBeneHue», «Vcropus» 6e3
npexbsBIeHns TpeOOBaHuii K cTaxy paboTel uGOo BeIicIee NPOGECCHOHAIBHOE
o6pazoBanue, [IONOJHHUTEIBHOE MpodecCHOHAIbHOE  O0pa3oBaHUE 11O
HanpaBIEHUIO TOArOTOBKH (cremuansHOcTH) «VcTOpHKO-apXUBOBEJEHUEY,
«JlokyMeHTOBeleHHe ¢ JOKYMEHTAallHOHHOe ofecriedyeHne YNpaBiIeHHI»,
«JokymeHTOBeleHHe W apxuBoBeneHuey, «HMcropusa» 06e3 npenpsIBIeHUA
TpeboBaHHi K cTaxy paboThl, THOO cpegHee mpodeccHoHaIbsHOe 00pa3oBaHKe
IO CIeNUATbHOCTH «JlOKyMeHTalmoHHOe olecrieueHHe YIpaBieHHS H
apXUBOBEJEHHE» K CTax paboTel MO HampaBleHHIO TNPOdeCCHOHANBHOM
NEATENHOCTH He MeHee 2 JIeT.

III. KBasnguKauHOHHbIE XapaKTEPUCTHKH J0/I9KHOCTEli paGOTHHKOB
Jaboparopuii o6ecrieyeHHs1 COXPAHHOCTH APXHBHbIX J0OKYMEHTOB

JozKHOCTH pyKOBOAHTe el

JAupexkTop (HayaabHHK, 3aBeAYIOLIHii)
JjabopaTopuH obGecrie4eHHs COXPAHHOCTH AapXHBHBIX JOKYMEHTOB

HO/UKHOCTHBIE  O0SI3aHHOCTH. PyKOBOIUT IPOM3BOJICTBEHHOM H
aIMHHUCTPATHBHO-XO35MCTBEHHON AEATENBHOCTRIO JJabopaTopuu o0ecrieyeHus
COXpPaHHOCTH apXMBHEIX JOKYMEHTOB (fanee — nabGopatopus). OpraHusyer
paboTy 1O IIAHMPOBAaHMIO IEATENBHOCTH JabopaTopud, Yy4eTy u
CBOEBPEMEHHOMY MPEJCTABICHHUIO YCTAaHOBJICHHOH OTYETHOCTH, BHEIPEHHIO
IPOrPeCCUBHBIX ()OPM OpraHU3alliK TpyHda. Y CTAaHABIMBAET IIIaHOBLIE 3aJaHUS
paboTHMKaM 1abOpaTopuM M KOHTPOJIMPYET HX BBINOJNHEHHE. Pacropsxaercs
(uHAaHCOBEIMM  pecypcamu Jnaboparopud, obecrneunmBas 3KOHOMHIO B
pacxomoBaHMM CPEACTB, 3(P(EeKTHBHOE M I€IeBOE HX HCIIOJb30BaHMUE.
OGecrnieunBaeT COXpaHHOCTh NPUHATHIX AJIs paboTHI B J1aGOpaTOPHIO apXHUBHBIX
IOKyMeHTOB. [IpoBepsieT npaBUIBHOCTE 0QOPMIIEHHS 3aKa30B HA BHINIOIHAEMBIE
pabotel. Omnpenenser mnotpebHOCTs naGoparopud B 06GOpYAOBaHMH U
Marepuajax, OpraHu3yeT HX IpHOOpeTeHHe B YCTaHOBJICHHOM IOPSJIKE.
IIpoBoauT paboTy HoO NpoBEpKE TEXHHYECKOTO COCTOSHHS U HPABHIBHOCTH
3KCIUTyaTalldd OOOpyNOBaHHS U allapaTyphbl, HAXONAIIUXCS B BeJCHUH
naboparopun. Pa3pabaTbiBaeT HHCTPYKUMH, NPaBHU/Ia, TEXHHIECKHE YCJIOBHSA M
JApyrue HOpPMAaTHUBHBIE [OKYMEHTHl, obecneuuBaromue d3GGheKTHBHOE H
Ka4eCTBEHHOEe MpOBeAeHUE paboT ¢ ToKyMeHTaMu B jaGopatopuu. OpraHusyer
paboTy 10 KOHTPOJIIO M OLEHKe KauecTBa paboT, BEINIOJIHAEMEIX 1abopaTopHeil.
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Beger KOHCYNbTalMM MO BOMpOCaM, OTHOCAIIMMCS K JI€ATENbHOCTH
nabopatopuu. IlpuHUMaeT Mepbl IO BHEAPEHHIO B IPAKTHKY pallHOHAIBHBIX
dopM ® MeTOmOB pabOThl, pAa3sBUTHIO MaTEPHUABHO-TEXHUYECKOH Gasbl
nagoparopur. OOecreynBaeT HaAMJIEXKAIIYI0 TEXHUYECKYIO OKCILIyaTallHIO
NoMelleHuH, cobmoeHre paboTHUKaMU 1abopaTopHH IIpaBUIl 110 OXpaHe TpyAa
U MOXapHOH 6€301acHOCTH.

JoskeH 3HATB: 3aKOHBI W WHBIE HOPMAaTUBHBIE IPAaBOBHIE AaKThI
Poccuiickoii Penepanny, permaMeHTHPYIOLIEe OTHOILIEHUA B chepe apXUBHOTO
Jeia; HOPMAaTHBHBIE U METOAMYECKHe NOKYMEHTHI, Kacaloliecs AesTebHOCTH
nabopaTopur; OTeUeCTBEHHBIN 1 3apy0e)XHbIH ONBIT B 001aCTH apXUBHOIO Jea;
NOPSAOK COCTaBJIEHUS IUIAHOBO-OTYETHON TOKyMEHTALMU; CUCTEMBI XpaHEHUS U
KJIaccu(pUKamyuy apXUBHBIX [JOKYMEHTOB; HOPMATHUBEl YCIIOBUH K PEXUMOB
XpaHeHHs JOKYMEHTOB; AJis jJabopaTopuu, BXOAsLIeH B COCTaB apXuBa — COCTaB
U cojiepxaHHE KOMIUIEKca J[JAOKYMEHTOB, XpaHAIIUXCS B apXuBe, BHUIEBI
CIIPaBOYHO-IIOUCKOBBIX CPEACTB apXHBa, OCHOBHI NPUMEHEHHS KOMITBIOTEPHOI
TEXHUKH; METOJABI, CPEICTBAa M TEXHOJIOTHI0 palboT, BBINOIHAEMEIX B
nabopaTopun; TnpaBuiia OKCIUTyaTalldd UCIOJNB3YeMBIX OO0OpYIOBaHUA U
anmaparypsl, HX TEXHUYECKHE XapaKTePUCTHKHU; NOPSI0K 0hOpMIIEHHUS 3aKa30B
Ha BBIIOJHAEMblE pabOTHl; OCHOBBI JKOHOMHKH, OpraHM3aldd TpyZa H
yTIpaBJIeHHs; OCHOBBI JIOKYMEHTALIHOHHOTO OOeclIeueHHs yIpaBlIECHUS; OCHOBEI
TPYJOBOrO 3aKOHOJATENhCTBA; IPaBUIa BHYTPEHHETO TPYAOBOIO PAaCIOPSIKa;
IIpaBUiIa 110 OXpaHe TpyAa U MoXapHO# 6e30MacHOCTH.

Tpebosanng k kBaaupukaunu. Bricmee mnpodeccuoHaBEHOE
obpaszoBaHUE MO HaIPaBJIEHUIO MTOJrOTOBKH (CrienuansHocTH) «PectaBpanus» u
cTaxk pabOThI 110 HAIPABIEHUIO MPO(ECCHOHANBHON AEATENLHOCTH HE MeHee 4
ner gubo BeICHIEE NpodecCHOHaNbHOe 00pa30BaHHE, OMOJIHUTENIBLHOE
npodeccruoHanbHOe oOpa3oBaHue 1o HaIpaBJICHHUIO MIOATOTOBKH
(cnenuansHOCTH) «PectaBpaumust» U crax paboThl 1O  HAIpaBIEHUIO
npogeccHOHaNBLHON AesTeIBHOCTH HE MEHee 5 JIET.

HauanbHuK oTe1a (3aBeAyOLIHIE 0TE/I0M)
J1abopaTopuH obecrneyeHnsi COXPAHHOCTH APXHBHBIX A0OKYMEHTOB

JOMKHOCTHBIE 00s3aHHOCTH. PyKOBOIUT [eATENBHOCTBIO OTHENA
nabopatopun 0OecedeHHs] COXPAaHHOCTH apXHBHBIX JOKYMEHTOB (Jajee —
oraen naboparopuu). PaspabareiBaeT W y4acTByer B BBIIOJHEHHH
NEePCIeKTUBHBIX W TEKYIIMX IUIaHOB paboTel OTAena 1abopaTOpHH,
yCTaHaBIIMBAeT ILUIAHOBBIE 3aJaHUs paboOTHHKAaM otThena JiaGopaTopuH,
KOHTPOJIUPYET MX BBIMOJIHEHHE, OPraHU3YeT CBOEBPEMEHHOE INpeICTaBIeHHE
oTyeTHOCTH. OpraHusyeT NpodHUIaKTHIECKUl OCMOTP W PEMOHT MMEIOLIErocs B
otnene nabopatopur obopynoBaHus. OpraHusyeT W NPOBOAUT paGoTy 0
COBEPUICHCTBOBAHUIO OpraHM3allMM TpPyAa C LEJbI0 IIOBBIIIEHMS KayecTBa
pabot. CocraBnser MeTOAUKH NpoBeaeHus pabot. OGecrneunBaeT COXpaHHOCTD
NPUHATBHIX [UIs pabOThl B 71abOpaTOpUIO apXUBHBIX JOKyMeHTOB. Ornpenesnser
noTpeGHOCTH OTAena Jjabopatropud B OGOpPYJOBaHMM M  MaTepuanax.
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OcymiecTiaser MOAOOp M pPAcCTaHOBKY KaOpoB oOTAeda J1abopaTOpHH.
Opranusyer paboTy ITO MOBBIIICHHIO KBajJuUKanUMu pabOTHUKOB OTAesa
naboparopuu. [OTOBHUT Tmpe[IOKEHHS MO HA3HAYEHUIO, NEPEMELICHUIO,
OCBOOOXAEHUIO OT JOJDKHOCTH pabOTHHKOB OTHENa JabopaTOpHH, MOOILPEHHIO
U HAJIOXKEHWIO Ha HUX B3bickaHuii. KoHTponupyer cobmoneHue pabOTHUKAMH
orjena J1abopaTopuy TEXHOJOTHYECKOH H IPOHU3BOACTBEHHOM MUCLMILIMHEL
IIpaBHJI 110 OXpaHe TpyZAa 1 MOXXapHOH 0e3011acHOCTH.

JloJkeH 3HATh: 3aKOHBl U HHble HOPMATHBHBIE IPaBOBBIE AKTEI
Poccuiickoii Denepanny, periaMeHTHPYIOMKME OTHOMIEHHS B chepe apXUBHOI'O
Jiena; HOpMaTUBHBIE U METOAUYECKUE JOKYMEHTHI, KacarolIuecs AesATEIbHOCTH
nabopaTopuy; HOPMAaTHBBl YCIOBHH K pEXHMOB XpaHEHUSA [IOKYMEHTOB;
IIOPAJIOK COCTAaBJIEHUS IUIAHOBO-OTYETHOM [TOKYMEHTAIlMH; OTECYECTBEHHEBIM H
3apyOeXHBI OmBIT B 00JacTH apXUBHOTO Jejla; OCHOBBI IPUMEHEHHS
KOMIIBIOTEPHOW  TEXHHMKH; METOIBI, CpeACTBAa M TEXHOJIOTHIO pabor,
BBINOJIHAEMEIX OTAEIOM J1abopaTopuy; MpaBUila SKCILIyaTallud HCIIOIb3yEMEIX
000pyI0BaHHS U anmnapaTypbl, HX TeXHHYECKHE XapaKTEPHCTUKM; MOPSIOK
odopMIeHHs 3aKa30B Ha BBIIONHSAEMBIE paGOTBI; OCHOBBI SKOHOMHKH,
OpraHd3alli¥l TpyJa U YNpaBI€HMs; OCHOBBl TPYJIOBOTO 3aKOHOIATENbCTBA;
NpaBUJIa BHYTPEHHETO TPYAOBOTO DAacNOpsfKa; MpaBUiIa MO OXpaHe TpyAa M
110’)xapHOi 6e30macHOCTH.

TpeGoBanuss Kk kBagudukanun. Beiciiee mnpodeccHonanbHOE
o6pa3oBaHKe 110 HAIPaBJIECHHUIO NOATOTOBKH (CHeUHatsHOCTH) «PecTaBpanus» u
CTax paboTHI 110 HANPaBICHHIO NMPOGECCHOHANBHOM [eITENbHOCTH He MeHee 3
ner ub0 BhICHIeE HpodecCHOHABHOE 06pa3oBaHHe, JOIOJHHTEILHOE
npodeccuoHaIbHOE obpasoBaHue o HaIpaBJIEHUIO IIOATOTOBKH
(crenuansHocTH) «PecTaBpalMs» M CTaX paGoTEl MO  HANPaBICHUIO
NpoQecCHOHATIFHON IeATeIbHOCTH He MeHee 4 Jer.

HOJDKHOCTH CIICHAJINCTOB

I'naBHBIH cieUaJIHCT
JiabopaTopuu obecniedeHnsl COXPAHHOCTH apXHBHbIX JOKYMEHTOB

HoakHOCTHBIE 00513aHHOCTH. YJacTByeT B [IOArOTOBKE MIPeIOKEHMH K
NpoeKTaM IUIAHOB paboTel J1abopaTopuu W B uX peanusanuu. CocTaBiuseT
OTYETBI O MpoJeNaHHONW paboTe. VYdacTByeT B pa3pabOTKe MPOEKTOB
METOAUYECKHX JOKYMEHTOB, PErJIaAMEHTHPYIOIHX AESTeNbHOCTH J1aGopaTopuH.
OcyIecTsiser B yCTaHOBIEHHOM IOPS/KE [IPHEM, Y4eT IPHHATHIX JOKYMEHTOB
¥ uX Bo3BpaT. OcymiecTBiseT paGoOTEl IO pecTaBpalyH, KOHCEpPBAIHH,
neperuieTy, Ae3MH(EKIUH, Ne3MHCEKUMH JOKYMEHTOB, II0 CO3/AHHIO
cTpaxoBoro ¢onxa. IIpou3BOIMT CBeMKy MOKYMEHTOB Ha MHKPOQHIIA.
OdopmiseT akTBl TEXHHYECKOTO COCTOSHHS MHKpoGuII. BeeT yueT oTcHATBIX
KOITMH JOKyMEHTOB Ha MMKpOOQMINaxX X Iepelayy MHKPO(HII 3aKa3qHKaM.
KoHTpoimpyer HeraTuBsl MHKpOQHII IOCTE XMMHKO-(OTOrpadudecKoi
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obpaboTtku. Benet xypHan ydeta Opaka u opopMiisieT BEIOMOCTh ydeTa Opaka
3a OTYETHBIA IIEPHUOL.

JloaskeHn 3HATh: 3aKOHBI M UWHBIE HOpPMATHBHEBIE ITPaBOBHIE AKTHI
Poccuiickoii ®ezepaliuy, perjaMeHTHPYIOIEe OTHOLIEHUS B cepe apXHUBHOIO
JieNla; HOPMATHBHBIE M METOAMYECKHE JTOKYMEHTBI, Kacaroluecs AesTelbHOCTH
nabopaTopur; HOPMATHBBEI YCIOBHUM H PEXHMOB XpaHEHHs JOKYMEHTOB;
OTEYeCTBEHHBI M 3apyOeXXHBI OMBIT B 00JIaCTH apXWUBHOIO [€N1a; OCHOBBI
IIpUMEHEHHS KOMITBIOTEPHOU TeXHUKH; METObI, CPEACTBA U TEXHOJIOIHIO paboT,
BHITIOJHAEMBIX B JIa0OpaToOpud; MpaBWiIa IKCILUTyaTalUH HCIOIL3YEMOTO
o0opynOBaHHUS M anmaparypbl, UX TEXHUYECKHUE XapaKTePUCTUKH; IOPAIOK
oQOpMIIEHHS 3aKa30B Ha BBIOJIHAEMBlE pabOThI; MOPAOOK COCTaBICHUS
IJIaHOBO-OTYETHOM JOKYyMEHTAllMU; OCHOBBI 3KOHOMHKH, OpPraHHW3allMU TpYIa;
OCHOBBI TPYAOBOIO 3aKOHOJATENbCTBA; IIpaBHJIa BHYTPEHHEro TPYLOBOIO
pacnopsizika; IpaBuiia [0 OXpaHe TpyZAa U NOXKapHOU 6€30IIacHOCTH.

TpeboBanusi Kk kBanuuxkanmn. Briciiee npodeccroHanbHOE
o0Opa3oBaHue 110 HaIPaBIICHHUIO ITOArOTOBKY (crnieruansHocTH) «PecTaBpanusy u
CTaXX pabOThl O HaIpaBIEHUIO NMPO(ECCHOHAIIEHON NeATEIFHOCTH He MeHee 2
ner subo Beicmiee npodecCHOHANBFHOE O00pa3oBaHHe, IOMOJTHHUTENBHOE
npodeccroHaIBHOE obpazoBaHue o HaIpaBl€HHUIO [IOJTOTOBKU
(cmemmansHocTH) «PecraBpamusi» ©W  cTaX paGOTEl IO  HaNpaBIECHHIO
npodecCHOHANBEHON EeATEILHOCTH He MeHee 3 JIeT.

Beaywmuii cnennanucr
JabopaTopuu obecrnevyeHHs! COXPAHHOCTH APXHBHBIX J0KYMEHTOB

HO/ZKHOCTHBIE 00513aHHOCTH. YYacTBYeT B IIOATOTOBKE NMPEIIOKEHHH K
IPOEKTaM IIJIaHOB paGoThel jabopaTopud U B HUX peanuzauuu. CocTasiser
OTYETHI O NpoJe/IaHHOH paboTe. BrimonHseT paGoThl M0 CO3aHHIO CTPAXOBOro
¢onna moxymeHnToB. OCyILECTBISIET B YCTAQHOBIEHHOM IOPSIKE NPHUEM, YYET
IPHHATEIX JOKYMEHTOB M MX BO3BPaT, Cb€MKY JOKYMEHTOB Ha MHUKpPO(QHIIH.
Bener yuer OTCHATEIX KOMMH [JOKYMEHTOB Ha MHKpOGQHIIaX M Mepenady
MUKpOQHII 3aKa3yruKkaM. KOHTponupyeT Ka4eCcTBO HEraTMBOB MHUKPOQHII TIOCIE
XUMUKO-(oTorpaduueckoii 06paboTkH, IpU HEOGXOTUMOCTH HCIPABIAET Gpak.
Benmer XypHal TeXHHYECKOTO KOHTPONSL C y4eToM Opaka MHKpPOQHILMOB
(Muxpodum). Odopmiaser akTl TEXHHYECKOIO COCTOSHHMS  OTCHSATBIX
mMukpodui. OCyILECTBIIeT MapKUPOBKY M YNAKOBKY CO3J@HHOTO CTPaxOBOI'O
¢onna. OcymecTBnser paboThl MO pecTaBpallUd, KOHCEPBALMH, MEPEILIETY,
Je3UHPEKIH, TE3UHCEKIIMH JOKYMEHTOB.

JlojiskeH 3HATb: 3aKOHBI M HHBIE HOPMATHBHBIE MPABOBLIE aKTHI
Poccuiickoit ®enepanyy, perinaMeHTHPYIOIINE OTHOIIEHUS B chepe apXUBHOIO
Jlena; HOpMaTHBHEIE U METOAUYECKHE NOKYMEHTHI, Kacalolluecs AesTeIbHOCTH
71a0opaTopuM; HOPMATHBBI YCIOBHA M pPEXHUMOB XpaHEHHUs IOKYMEHTOB;
OTEYECTBEHHBIH H 3apyOeXHBIH OMBIT B OONACTH apXHUBHOrO J[€ja; OCHOBBI
IIPUMEHEHHs] KOMITBIOTEPHOM TEXHHUKH; METOJIbI, CPEACTBA M TEXHOJIOTHIO paboT,
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BBIMIOJIHAEMEBIX  J1abopaTopueii; mpaBuia SKCIUIyaTalli¥l  MCIOJIB3YyEMBIX
o0Opy0BaHHSA W ammapatypbl, WX TEXHHYECKHE XapaKTEPUCTHUKHM; IOPAIOK
oQOpMIEHH 3aKa30B Ha BBIIOJHAEMBIE pPabOTH; MOPSAMOK COCTABICHUS
IUIAHOBO-OTUETHOM JOKyMEHTAIFH; OCHOBBl 3KOHOMWKH, OpraHu3alMd TPyHa,
OCHOBBI TPYAOBOIO 3aKOHOZATENbCTBA; IIPaBHJIa BHYTPEHHETO TPYXOBOTO
pacropsKa; IpaBuiia 1o OXpaHe Tpya U NoXapHoi 6e30MacHOCTH.

TpeGosanuss Kk kBaaupukanuu. Bricmee MpodecCHOHANBHOE
o0pa3oBasye 10 HampaBIeHHUIO MOATOTOBKY (crenuanbHoCTH) «PecTtaBpanus» u
CTaxk paboTHI 10 HaIpaBJIEHUIO NMPOGECCHOHANBHON AEATEIBHOCTH HE MEHEe
1 roma mmubo BEICIIee TpodeccHOHANIbHOE 00pa3oBaHWE, [ONOJIHHTEIBLHOE
rpodecCHOHAIIPHOE obpazoBaHue o HaIlpaBJICHUIO MOATOTOBKHU
(cmeumanpHocTH) «PecTaBpanus» W cTaxX paboTel [0 HalpPaBICHUIO
Ipo¢eCCHOHATIHON AesSTeNbHOCTU He MeHee 2 JIET.

quomnnk-pec'ra BpPpaTOp apXHuBHBLIX JOKYMCHTOB

HoJzkHOCTHBIe 00si3aHHOCTH. BrImosnHseT ocobo cioxHble, Haubolee
CJIOXHBIE, CPEIHEH CJI0XKHOCTH pECTaBpPallMOHHBIE U KOHCEepBallMOHHBIE PabOTEI
YHUKQJIBHBIX B 0C000 LIEHHBIX apXHUBHBIX JOKYMEHTOB, a TaKXe IPOU3BeIeHMIA
BBICOKOM XYJOXXECTBEHHOM M HCTOPUYECKOH LeHHOCTH. [Ipou3BoauT ocMOTp U
ONHCaHHE  COCTOSIHUS  pecTaBpupyeMoro  oOBeKTa, BBUICHAET  €ro
[IEPBOHAYAIBHEIA BHJI, OIpPEACNICT HCTOPUIO H3MEHEHHS. Y CTaHaBIHUBAaET
IPUYMHEl U XapakTep paspylleHHil pecTaBpupyeMoro o0beKTa Ha OCHOBAHHH
pe3yJpTaToB XHMHMYECKHX, (HU3NYEeCKMX MU OHMOJOTrHYeCKHX HCCIIeOBaHHNA.
PaspabaTeiBaeT METOAMKY IIpOBEJEHHS pECTaBpallMOHHBIX paboT, moxbupaer
Marepuaisl s HX BeAeHHMA. OCyIIecTBISET JOKYMEHTHPOBaHHE Xoja
pecTaBpallHOHHBIX paboT. CocTaBiseT OMUCH NOBPEXIACHUH 00bEKTa, ONMUCAaHHE
pe3ynpTaToOB MCCIENOBAaHUN OO0BEKTa, NPUMEHEHHBIX METOJOB M MAaTEepHAJIOB.
IIpoBomur ¢otorpaduposanue g0 Havana pabor, B mpolecce U IMOCHE
OKOHYaHHusA pecTraBpauuu. MHcTpykTHpyeT QoTtorpadoB mo XOKyMeHTabHOR
GoropuKkcauuy OTHENBHBIX IIPOLECCOB peCcTaBpalMOHHBEIX pabor. Ilpu
pecTaBpalii IIPOU3BENCHHUH JKUBOIUCH U I'padUKU OCYIIECTBISAET YKpEIUICHHE
OCHOBBI, I'pYHTa M KpacCOYHOIO CJIOs, a TakKXKe YyJaJleHue II03JTHEeHIIX
HaClIOEHWH, CKPBIBAIOIIMX MIIM HCKaXalOIKUX aBTOpPCKylo paboty. IlpoBomut
obcnenoBaHHe  (QU3MYECKOTO M TEXHUYECKOTO  COCTOSHHS — ApXHUBHBIX
JOKyMEHTOB. Bener KOHCyinpTamMM IO BONPOCAaM, BXOAAIIUM B €ro
KOMIIETEHIIHUIO.

JdonkeH 3HaTh: 3aKOHBl ¥ HHbIE HOPDMAaTHUBHBIE [IPABOBBIE aAKTHI
Poccuiickoit dexeparyu, peraaMeHTUPYIOLINE OTHOLIEHHUs B cdepe apXMBHOIO
Jena; HOpPMAaTHUBHBIE M METOAWYECKHUE JTOKYMEHTHI, KacaloUIkecs NesTeIbHOCTH
nabopatopuy; TEXHMKY, TEXHOJOIHMIO, OCHOBHBIE METO/ABl peCTaBPalluH
apXHBHBEIX JOKYMEHTOB M CIIOCOOBI MX NpPUMEHEHHs, HOPMAaTHBBI YCJIOBHH U
PEXUMOB XpaHEHMSA JOKYMEHTOB, TEXHHKY M TEXHOJOTHMIO H3TOTOBJICHHS
OCHOBBI  JIOKYMEHTOB; CTHJIHCTHYECKHE OCOOEHHOCTH JOKYMEHTAJIBHBIX
NaMATHUKOB; BHIBl MAaTepUaJIOB M CHOCOOBI MX NPHUMEHEHHS I BeACHH
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pecTaBpallMOHHBIX PaboT c ydeToM ocoOeHHOCTEH apXWBHBIX JI0KYMEHTOB;
OCHOBHBIE METOLBI PpECTaBpalliil AapXUBHBIX JOKyMEHTOB, B TOM YMCIIE
BBITIOJHEHHBIX C 3JIEMEHTaMH JKUBONHKCH, TpaQUKH, NMPUKIAIHOTO HCKYCCTBa,
NPHHLUNE TaTAPOBKA W aTpuOyuum; QusndecKkHe U XHUMHYECKHE CBOKCTBa
MaTepHAIOB M CITOCOOBI MX TPHMEHEHUS; Pe3yJIbTAaThl CTapeHHs MaTepHalIOB,
OpUMEHSIEeMBIX B pecTaBpallid; MpUYUHBI, BBI3BIBAIONIME paspylICHHE
JOKYMEHTOB; OCHOBHEIE BH/IBI JJAGOPATOPHEIX HCCIIEIOBAaHUH IIPH ONpeNeIeHUN
INpUYMHEL W XapaKTepa pa3pylleHHss JOKyMEHTOB; OTEYECTBEHHBIH H
3apyOexHbIM ONBIT B OOJIACTH pecTaBpallid ApXHBHBIX JOKYMEHTOB; IIpaBHia
BHYTPEHHET0 TPYZOBOI'O PacIopsKa; MpaBuia [0 OXpaHe Tpyla M IOXapHOM
0e30macHOCTH.

TpeGoBanus kK kBaJdHpHKaANHH.

XyIoOXXKHUK-PECTaBpaTOpP apXUBHBIX JOKYMEHTOB BBICIIEH KaTerOpuU —
BeICIIEE TPOdecCHOHANTbHOe 00pa3oBaHHE II0 HalpaBICHHIO IOATOTOBKH
(cmermanipHOCTH) «PecTaBpamusi» U cTaxk paboThl B JOKHOCTH XyHOXHHKa-
pecTaBpaTtopa apXUBHBIX JOKYMEHTOB | KaTeropus He MeHee 3 ner JH6o
BBICIIIEE npogeccHoHaIBHOE obpa3oBaHue, JIOTIOJIHHUTENbHAS
npodeccHoHaIbHAA MOrOTOBKA o HaIIPaBJICHUIO MIOATOTOBKH
(cmemuanmsHOCTH) «PecTaBpauusy U crax paboTHl B JOKHOCTH XYHOXHHUKa-
pecTaBpaTopa apXHBHBIX NOKYMEHTOB | kareropuu He MeHee 3 jeT, aubo
cpenHee npodeccuoHanbHOe 00pa3oBaHue MO CIIEHUATIBLHOCTH «PecTaBpaiusa» u
cTaxk paboTHl B HODKHOCTH XYHOXXHHKa-pecTaBpaTopa apXHBHBIX JOKYMEHTOB
1 xareropuu He MeHee S JIeT.

XyIOXHHUK-PECTaBPATOpP apXHMBHBIX JOKYMEHTOB | KaTeropHu — BhICLIEE
npodeccuoHaATBHOE oOpa3oBaHue o HaIpaBJICHUIO IOJTOTOBKH
(cmenmansHOCTH) «PecTaBpanua» M cTax paboTel B JOMKHOCTH XyJIO’KHHKa-
pecTtaBparopa apXWBHBIX IOKYMEHTOB 2 KaTeropuu He MeHee 3 neT nubo
BBICIIIEE npogeccuoHalbHOE obpazoBanue, JIOTIONIHUTENIbHAS
npodeccuoHalbHas NOJrOTOBKA o HaIIpaBJICHUIO IOATOTOBKH
(cnenuanpHOCcTH) «PecraBpauus» U cTaxX paGOTHl B JOMKHOCTH XyAOXKHHKa-
pecTaBpaTopa apxXWBHBIX NOKYMEHTOB 2 KaTeropuu He MeHee 3 jetT, JUOO
cpenHee NpodeccHoHaNbHOE 00pa3oBaHie M0 ClieUaNbHOCTH «PecTaBpanus» u
CTaX paboThl B NOIDKHOCTH XYJOKHHKa-pECTaBpaTopa apXWBHEBIX JOKYMEHTOB
2 xaTeropuu He MeHee 3 JeT.

XY IO’)KHUK-PECTaBparop apXMBHBIX JOKYMENTOB 2 KaTErOpHUH — BhHICIIEE
npodeccuoHabHOE obpasoBaHue IO HaIpaBJIeHUIO NOATOTOBKH
(crrennaneHOCTH) «PectaBpanusa» U cTaxk paboThl B JODKHOCTH XYyAOXXHUKa-
pecraBpaTopa AapXUBHBIX JOKYMEHTOB He MeHee 2 Jer Jubo BBICIIee
npodeccuoHanpHOoe  OOpa3soBaHHe, JOMONHUTENbHas  NpodecCHOHANbHas
IIOATOTOBKA 10 HAIIPaBJIEHUIO MOJATOTOBKH (CIelHaIbHOCTH) «PecTaBpanus» u
CTaX paboTBI B JIOJDKHOCTH XYJIOXKHHKa-pecTaBpaTopa apXUBHBIX JTOKYMEHTOB
He MeHee 2 jer, 1ubo cpexHee mnpodeccHOHAbHOE O0pa3oBaHuE 10
cnenuanbHOCTH «PecraBpanus» M cTax paboThl B JOJDKHOCTH XYHOXKHHMKa-
pecTaBpaTopa apXUBHBIX JOKYMEHTOB HE MeHee 3 JIET.
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XyIOXHHK-PECTaBpaTOp  apXWBHBEIX  JOKYMEHTOB  —  BEBICIIEE
npodeccHOHaILHOe obpa3oBaHue o HampaBlIEHUIO IIOJATOTOBKHU
(cnenuansHocTH) «PectaBpauusa» U cTax paboTHl B 00JAaCTH pecTaBpallid He
MeHee 1 roga nu6o BEICIIee npodeccHOHATbHOE 00pa3oBaHue, JOINOIHUTENbHASL
npodeccuoHaIbHAs MOArOTOBKA o HarpaBJIeHUIO ITOJITOTOBKH
(cenmansHOCTH) «PecTaBpauusa» U cTax paboTbl B 00JIACTH pECTaBpalluM He
meHee 1 roma, mmbGo cpeaHee mpodeccHoHaNBHOE OOpa3sOBaHHE IO
crnenuanbHocTH «PectaBpamus» M CTax paboTel B o0nacTU pecraBpalMi He
MeHee 2 JIeT.



