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J0NKHOCTHA HHCTPYKIIUS

agmuHucTparopa caiitta MBOY «Cuagoposckas COIID»

1. O0uue nmoJiokeHus

1.1. Hactosimast nomxHOCTHAst HHCTpyKuus (nanee — i) npennasznadena i paOOTHUKOB,
3aHUMAIOIIUX TOJKHOCTh « AMUHHUCTPATOP caiiTay (lajnee — pabOTHUK).

1.2. 1N pa3zpaborana Ha ocHOBe npuka3za Muntpyna Poccun ot 19.07.2022 Ne 4201 «O6
YTBEPXKACHUU NMpodecchoHanbHoro craniapra «Crenuanict mo HH(GOPMalHOHHBIM pecypcam»,
mraTHOro pacnucanus u crpyktypsl MbOY «Cunoposckast COLLD».

1.3. PaGOTHUK MOAYMHSAETCS PyKOBOIUTEIIO CTPYKTYPHOI'O IOJpa3iesieHus], B KOTOPOM paboTaeT, U
nupektopy MBOY «Cunoposckas COLLy.

1.4. IIpaBa u obuue 00s3aHHOCTH paboTHHKA onpenenstoTcs TpyaoBbM kojekcoM PO 1 uHpIMU

HOPMAaTHBHBIMU IIPAaBOBBIMH aKTaMHU B cpepe TpyI0BbIX OTHOIIEHUH, [IpaBuIaMu BHYTpEHHET 0
TPYAOBOTO pacropsiaKa, HHBIMU JIOKaJbHBIMU HopMaTUBHBIMU akTaMu MBOY «Cunoposckas COILDy.

1.5. PaGoTHUK, B COOTBETCTBUU C 3aKOHOAATENHCTBOM P®D, MOXeT ObITh MOABEPrHYT
JTUCUUILTMHAPHOW, MATEpUATIbHOM, a AIMUHUCTPATUBHOM, TPasKJaHCKO-TIPABOBOM M YT OJIOBHOM
OTBETCTBEHHOCTH.

2. TpeGoBanus Kk kKBaTupuKauuu

2.1. Ha nomKHOCTh aAMUHUCTpATOpa caliTa MPUHUMAETCS JIULIO0, UMEIOIIEE CPEHEE
npodeccuoHabHOe 00pa30BaHKE - TPOTrPAaMMBI MMOATOTOBKH KBATU(UIIUPOBAHHBIX pa00UNX

(cimyxammx).
2.2. TpeGoBaHus K OMBITY IPaKTHUECKON pabOThl OTCYTCTBYIOT.

2.3. PaOOTHUK JOJDKEH 3HATH:



2.4.

TEXHUYECKHE CpecTBa cOopa, 00pabOTKH U XpaHEHUS TEKCTOBON MH(pOpMaLUu;
CTaHJapThl PaCIPOCTPAHEHHBIX (OPMATOB TEKCTOBBIX M TaOJIMYHBIX IaHHBIX;

npaBuia GopMaTUPOBAHUS ITEKTPOHHBIX JIOKYMEHTOB;

OCHOBHBIE XapaKTEPUCTUKH, IPUHLIUIIBI pAOOTHI ¥ BO3MOKHOCTH Pa3IMUYHbIX THIIOB
CKaHEPOB;

OCHOBBI KOMIIBIOTEPHOM TpauKu, METO bl TpeicTaBIeHHs U 00paboTKU rpaduyeckoit
nH(pOpMaIUU B KOMITBIOTEPE;

XapaKTEepUCTUKU U paclpocTpaHeHHbIE popMaThl Tpadudeckux (aiinos;

TpeOOBaHUS K XapaKTepuCTUKaM H300paskeHH pU pa3MelleHnH Ha Bel -caiiTax;
3aKoHo/aTeNbCTBO Poccuiickoit denepanyu B 00J1aCTH HHTEUIEKTYaJIbHOM COOCTBEHHOCTH,
MpaBUJIa UCTIONB30BAHUS NH(OPMAIIMOHHBIX MaTEPHAIOB B MHPOPMALIMOHHO -
TEJIEKOMMYHUKAIIMOHHOM ceTu «IHTepHeT;

NPUHLHUIIBI OpraHU3aluu HHPOPMALMOHHBIX 0a3 JaHHBIX;

OCHOBBI 3aKoHozaTenbcTBa Poccuiickoit @enepannu B 001acT XpaHEeHUs U
pacrpocTpaHeHUsI 1EPCOHAIbHBIX TaHHBIX;

oO11ee MpeacTaBlIeHue O CTPYKTYpPE, KOJUPOBKE U A3bIKaX pa3MEeTKH BeO-cTpaHull (6a30BbIe
TEru s3bIKa runeprexcroBoit pasmerku (HTML), dpeiimel, cioun, kyku-gaiiis);

o011 e MPUHLUITBI 0TOOPaXKEHUsI CTATUYECKUX U AMHAMUYECKUX Be0 -CTPaHUIL, KITIOYEBbIe
BEO-TEXHOJIOI'MH, UCII0JIb3yeMble Ha BeO-caliTax;

TpeOOBaHUS K pa3Iu4HbIM TUIIAM HH(POPMALIMOHHBIX PECYpCOB (TEKCT, rpaduka,
MyJbTUMEANA) AJIs IPECTaBIeHNs Ha BeO-caiiTe;

o0111Me TPUHIIMIIBI pa3rpaHUYEHUs MpaB J0CTyMNa K HH(popManuy B ”HHOPMALIMOHHO -
TEJIEKOMMYHUKAIIMOHHOM cetu «IHTepHEeT», obecnedenus: HHPpOopMallMOHHOM
6e30macHOCTH.

PaGoTHUK TOKEH yMETh:

UCIIOJIH30BaTh KOMITBIOTEPHYIO TEXHUKY U YCTPOWCTBA JJISl TIOTYYSHHS U (PPOBBIX TaHHBIX;
BBOJAHTH U 00pabaThiBaTh JaHHBIE B TEKCTOBOM PEAAKTOPE;

paboTaTh ¢ JOKYMEHTaMH, CTHUJISIMH, TaOJIUIIAMH, CIUCKaMH, 3ar0JIOBKaMH U IPYTUMHU
areMeHTaMH popMaTHPOBAHUS;

paboTtathk ¢ 000pyI0BaHUEM 11 OIU(DPOBBIBAHUS U300 paKEHUI: CKAaHEPOM,
MHOTO()YHKIIMOHAJIBHBIM YCTPOWCTBOM, (hOTOKaMEpOii;

paboTath CO CrenuaIu3upOBaHHBIM IIPOTPAMMHBIM 00€cCIiedeHUEM, HACTParBATh MapaMeTphbl
CKaHUPOBAHUS,

paboTath B rpaduueckux pegakTopax u o0padaThIBaTh pacTpOBbIe U BEKTOPHBIE
U300pakeHus: MaclITabupoBaTh, KaAPUPOBATh, H3MEHAThH pa3pelieHue U HaIuTpy,
KOMITOHOBATh U300 paskeHUs;

HCIOJIb30BaTh COBPEMEHHbIE HHCTPYMEHTBI U METO/IbI paboThl ¢ (hopMaMu, 3JIEKTPOHHBIMU
TabaUIIaMH, TEKCTOBBIMU JJOKYMEHTaMU J1J1s BBOJ1a MH(opManuu B 6a3ax JaHHBIX U €€
OOHOBJICHMUS,

UCIOJIb30BaTh Pa3IMYHBIE METO/BI IOMCKA, COPTUPOBKU U 00pabOTKU B HH(POPMAIIMOHHBIX
0a3ax JaHHBIX;

3anoaHATh BeO-(hopMbl, paboTaTh C OJJHUM HJIM HECKOJIBKUMHU Opay3epaMu Ha pa3InIHbIX
miatdopmax;

paboTaTh B TEKCTOBBIX U IpapUueCKUX PeJaKTOpax;

HCIOJIb30BaTh TEXHOJIOTUHU Pa3MeIleHus U Neperayu MHpopMalu B HHGOPMAIIMOHHO -
TEJIEKOMMYHUKAIIMOHHOM ceTh «VITHTEpHET», CETAX UHTPAHET;

pa3MemaTh MyIbTUMEINIHbIE 00bEKTHl Ha BEO-CTpaHHIIaAX.



3. J10JIZKHOCTHBIE 00513aHHOCTH

3.1. PaGOTHUK BBIMOIHACT ICHCTBUS B paMKaX TPYJI0BOM (DYHKIIUHU 110 BBOAY U 00paOOTKHU TEKCTOBBIX
NAHHEIX JUIS CAliTOB:

HaOMpaeT U peJaKTUPYET TEKCT;

CKaHUPYET U PACIIO3HAET TEKCT;

IPOBOAMT Pa3METKy U (opMaTHpPOBAHUE JOKYMEHTOB;

COXpaHSET, KOMUPYET U pe3epBUPYET TOKYMEHTHI;

OCYIIECTBJISIET MpeoOpa3oBaHNe U EPEKOMITOHOBKY JaHHBIX, CBA3aHHBIX C H3MEHEHUIMU
CTPYKTYPBI JOKYMEHTOB, pOpM U TpeOoBaHHI K 0(hOpMIICHHIO;

COXpaHSET TOKYMEHTHI B Pa3JINYHBIX KOMIIBIOTEPHBIX (hopMaTax.

3.2. PaOOTHUK BBINOJIHSET JEHCTBUS B paMKax TPYAOBOH (DyHKIIMHU O CKaH MPOBAHUIO 1 00paboTKe
rpaduueckoil nHGpopMaIuH:

HacTpauBaeT 000pyJ0BaHUE U IIPOrpaMMHOE oOecriedeHre il CKAHUPOBaHUS;
MOJTrOTaBJIMBAET MaTepUalIbl AJIs1 CKAHUPOBAHMUS,

oIpenenseT napameTpbl CKAHUPOBAHMS,

CKaHUPYET JOKYMEHTbI, COXpaHSIEeT UX, IEPEMEIIAET U OCYILECTBIISIET Pe3EPBHOE
KOoMupoBaHue (HanoB ¢ M300paK eHUSAMU,

o0pabaThiBaeT u300pakeHust (MacITaOUpyeT, KaIpupyeT, U3MEHSET pa3pelieHHs U
MaJUTPHI);

COXpaHseT n300pakeHus B Pa3IMYHBIX (opMaTax U ONTUMHUBUPYET UX JUIsl yOIUKAUU B
WH()OPMAITMOHHO-TEICKOMM YHUKAIIMOHHOM ceTn « IHTepHeT».

3.3. PaGoTHUK BBITOMHSAET IEHCTBUS B paMKaX TPYAOBOI (YHKIIMU MO BeIEHUIO HH()OPMALIMOHHBIX
0a3 JaHHBIX:

BBOAMT UH(popManuio 00 00beKTax (ToBapax, ycliyrax, nepcoHajnsx) B 0a3y JaHHBIX;
CBEpAET CBEACHUS B Oa3e JaHHBIX C peajJbHON CUTyallMeil B OpraHu3aliy U ¢ TEeKYIUMH
JIOKyMeHTaMH (IIpaiic-IMCTaMM, KaTajJoraMu U T.1.);

(bopMupyeT 3ampockl I OTYYeHUs HeJocTalomel HH(pOopMaIumy;

peryJisipHO OOHOBJISIET (aKTyalIu3upyeT) HHPOopMaILio B 0a3axX JaHHbIX;

OCYILECTBIISET 3aIUTY [IEPCOHAIBHBIX JAHHBIX, COJIEPIKAIINXCS B 6a3aX IaHHBIX, COIVIACHO
TpeOOBaHMAM 3aKoHOAaTeNbCTBa Poccuiickoit denepanun.

3.4. PaGOTHUK BBIIOMHSET €U CTBUS B paMKaxX TPYAOBOM (PYHKIMH 10 pa3MELeHUI0 HHPOpMaLuu Ha

caire:

yOJMKYeT Ha caiiTe 1 OOHOBJIIET HH(POPMALMOHHbBIE MaTEPUAIIbI YEPE3 CUCTEMBI
yIpaBJI€HUsS] KOHTEHTOM;

dhopmatupyeT (BU3yaabHO - BHOCUT HEOOXOAUMYIO M YIAJSIET JIITHIOK HH(OPMAITNIO) U
HACTpamuBaeT 0TOOpaKkeHHe BeO-CTpaHUII;

BHOCHT CITY>kKe€OHYI0 HH(pOpMaIHiO (Ha3BaHUS M UJICH TU(DUKATOPHI CTPAHMII, KIIFOUCBBIC
CJIOBa, META-TETH U T.1.);

HACTpauBaeT BHYTPEHHHE CBA3H MEXAy UH()OPMallMOHHBIMU OJI0KaMU/ CTpaHULIAMU B
CHCTEME yNpaBICHHUSI KOHTEHTOM;

yCTaHaBIIMBAET MpaBa J0CTyIa BeO-CTpaHUL], HH)OPMAIIMOHHBIX PECYPCOB JIJIsl IPOCMOTpPa U
CKaYMBaHMUS;



e TIPOBEPSIET MPABWILHOCTh OTOOPakeHMs B€O-CTpaHuI] B Opay3epax Ha yCTPOHUCTBAX C
pPa3IUYHBIM pa3pelIeHUEM.

C n0JKHOCTHOM MHCTPYKIMEH 03HAKOMJIEH(a)

Ha pyku BTOpO#i 3K3eMILIAp TOJDKHOCTHOM MHCTPYKIIMU MOJTydn(a)

AnmuHucTpaTOop caiita benocnyruesa JI.B.



