000 «<HOBAHTA»

NOJKHOCTHASI HHCTPYKIUS
CTAPILIMU BAPUCTA

1. OO01ue moJIoKeHus

1.1 Hacrosmas JAOJDKHOCTHAA MHCTPYKIOUA OIPCACIIACT Q)YHKI_II/IOHHJIBHBIC 06H3aHHOCTI/I, nmpaBa "

OTBETCTBEHHOCTH cTapiiero 6apucta OO0 «HOBAHTA».
1.2. Crapmmii 6aprcTa OTHOCUTCS K KaTeTOPUU O0OCITY>KMBAIOIIIETO TIepCcoHAalIa
1.3. Crapmuii Oapucta Ha3HadaeTCs Ha JODKHOCTh U OCBOOOXKAAETCS OT JODKHOCTH B

YCTAaHOBJICHHOM HeﬁCTBYIOIHHM TPYAOBBIM 3aKOHOAATCIBCTBOM HNOPAAKEC MNPUKA30M I'CHCPAJIBHOI'O

TUPEKTOpA MPEANPHUSATHS.
1.4. Crapmmii 6apucrta HermocpeACTBEHHO nmoaunnsercss CrtapiieMy MEHEDKEPY U YIIPABIISIOIIEMY.

1.5. Crapmmii 6apucra JOJKEeH 3HATh:

2.1.

MIpaBUJIa U METOIbI OPraHU3aluU OOCTYKHUBAHUSI TOCTEH;

npoaykiuto Kommanum, acCOPTUMEHT U IICHBI, BUJIBI OKa3bIBAEMBIX YCITYT;

MpaBWjia BHYTPEHHETO TPYIOBOTO pACHOPSAIKa, HOPMBI KOPHOPATUBHOW KYIBTYpbl H
npaBuiia oOIIeHHs ¢ paOOTHUKAMH U KITMEHTaMU KOMIIaHHH;

MpaBujia yuera paboyero BpeMeH! U HOPMBI TPYAa;

nporpaMMHoOe o0ecrieueHne KOMITAaHUH, a TAKKe MPOTPaMMHBIN TTakeT «1ikoy

npaBuiia paboTHI C IEHE)KHBIMU CPEACTBAMH, TUTACTUKOBBIMU KapTaMH U OTYETHOCTHIO;
crangaptel U nojoxenus OOO «HOBAHTA», B TomM umMcie Kacaromiuecs YCIOBHM
XpaHEHUsI, TEMITIePaTyPHBIX PEKUMOB U IIPUTOTOBJICHHSI TPOIYKIIHH;

MpaBWJia BBIMOJHEHUS KACCOBBIX OMNEpaluid: MpaBUJia TpHUeMa, BBIJAYM, XPAHCHUS
JICHEKHBIX CPEICTB; MPaBUIIa IKCILTyaTaIlUH KOHTPOJIbHO-KACCOBON TEXHUKU;

MpaBujIa MOXKapHOM 0€30MaCHOCTH, TEXHUKU O€30MaCHOCTH, CAHUTAPUH U IMYHOW TUTHUEHBI.
TEXHOJIOTHIO paboThl Kode-MallMHBI W JIpyroro oOOpydOBaHHS M BO3MOXHOCTH HX
HaCTPOWKHU;

TEXHOJIOTHIO M PEIETITYPhI IPUTOTOBJICHHSI HAITUTKOB;

[IOCTAaHOBJICHUS, PACIOPSDKEHUS, MPHUKa3bl, JIpPyrHe METOAMYECKHEe U HOpPMaTHUBHbIE
JIOKYMEHTHI, Kacarouiiecs: pabotsl Kommanuu;

CTPYKTYpY yOpaBiCHHs, MpaBa U OOS3aHHOCTH pAOOTHUKOB CBOETO CTPYKTYPHOTO
noapasaeneaus Kodelinu u pexxum ux padoTsr;

2. JIOJIZKHOCTHBIE 00SI3aHHOCTH

Crapmmit  G6apucra crnocoocTByer ycnemHoMmy Om3zHecy OOO «HOBAHTA» mnyrtem

NPE0CTaBICHUS KaueCTBEHHOTO 00CITYKMBAaHHsI BCEM KIIMEHTaM.
2.2. OCHOBHBIE JOJKHOCTHBIE O0SI3aHHOCTH U ()YHKLIUH BKJIIOYAIOT, HO HE OTPAHUYMBAIOTCS:
2.2.1. [Ipuxonut Ha paboTy 6e3 OMO3aHUi 1 B COOTBETCTBUU C I'paKOM pabOTHI.



2.2.2. B 1HHU, yCTaHOBJIEHHbIE KaK BBIXOJIHbIE 10 TpaduKy, IPUCYTCTBHE COTPYAHUKA Ha paboyem
MECTE 3anpeLICHO.

2.2.3. Ilepen HauasoM pabOTHI BCeT/ia y3HaeT 000 BCeX MEPOIPUATHUSAX U aKIUIX Ha ITOT JCHb Y
CTapIIEro MEHEKEpa, YIPABISAIOLIET0, TEPPUTOPHAIBHOTO YIIPABIISIONIET0 WK U3 BHYTPEHHUX
UH(POPMAITMOHHBIX KaHAJIOB CBSI3H.

2.2.4. CobmiomaeT HOPMBI TI0 TEXHUKE O€30MTaCHOCTH M OXpaHe TpyJa Ha pabodyeM MecTe.

2.2.5. CobnronaeT npaBuia KOHTPOJIbHO-KACCOBBIX ONepaluii 1 Mep NpeaoCTOPOKHOCTH.

2.2.6. OcyniecTBisIET TPUEM, YUET B KACCOBOM CUCTEME M BbIJauy 3aKa30B Ha MPOIYKIIHUIO,
noctynuBiux yepe3 caut “Kpanuu dpum” u cepuc «Anaexc Enay.

2.2.7. He nomyckaet CTON-MO3UIHI B aCCOPTUMEHTE (IIOHYUKOB U HAITUTKOB)

2.2.8. Bo BpeMs paboThl AOJKEH OBITh B Kypce HETOCTAIONIMX MO3ULIUH U3 aCCOPTUMEHTA.
2.2.9. TOTOBUT Kau€CTBEHHbIE HAIIUTKU U MUILEBbIE MPOAYKTHI 1JIs1 KJIMEHTOB B COOTBETCTBHUHU C
penentamMu U ctangapramu Kommanuu, cobionasi CaHUTapHbIE HOPMBI i TPEOOBaHUSI.

2.2.10. CBOEBpEMEHHO MPOBEPSIET CPOKH FOAHOCTHU MPOIYKIUHU U 00eCIeunBacT €€
Ha/JIeXKAIyI0 MApKUPOBKY.

2.2.11. BemonHseT 00s3aHHOCTH MO MOAAEPKAHUIO YUCTOTHI B 3ajie KoeitHu, TyaneTax, 3a
OapHOM CTOMKOM, a TAaK)KE B MTOJICOOHBIX TTOMEIIICHUSX.

2.2.12. Cobnromaet ctanaapThl yHuPOpMBI U BHemHero Buaa, npunsteie B OO0 « HOBAHTAY.
2.2.13. OcymectBisieT NpopecCUOHATBLHOE Pa3BUTHE: YYaCTBYET B 00yUarOIIUX MEPONPUATHIX
U TOCemIaeT oommue coopaHus COTPYIHUKOB KOPEHHU.

2.2.14. IlpoxonuT B 00s13aTeIHOM MOPSJIKE arTecTanuio 3Hanui ot Lled-6apucra u
PyxoBoaurens ornena o0ydyeHus.

2.2.15. TlpoxoauT m1aHOBbIE IPOBEPKU (TECTUPOBAHHUE) HA 3HAHUE ACCOPTUMEHTA, PELENTyp U
XapaKTEepPUCTHUK HAIUTKOB, peaIn3yeMbIX B Ko(elHe.

2.2.16. Cob6monaet ctanaapThl KoMmanuu 1o o0CayKHUBaHHUIO KIIMEHTOB: BCETIIAa UCIIOJIb3YyEeT
NpaBUIIO «7 CTyNeHeH 00CIyKUBaHUS.

2.2.17. Coxpansier camoo01ajaHie B KOHQIUKTHBIX CUTyallUsX, pearupyer Ha Bce IpoOiIeMsl
pogeCcCHOHANBHO.

2.2.18. Ilpy BO3HUKHOBEHHH JTIOOBIX KOH(MIUKTHBIX CUTYallUl CTABUT B U3BECTHOCTH CTAPILIETO
MEHEKEPA, YIPABIISIIOIIET0 WIK TEPPUTOPHAIBHOTO YIIPABIISAIOLIETO.

2.2.19. BeInonHsEeT yCTHBIE M MTUCBMEHHBIE PACTIOPSKEHUS YIPABIIAIONIETO U TEPPUTOPHATHLHOTO
ynpasisioniero kogpeitHu u Boiecrosiero PykoBoactsa Komnanuu, eciay oHu He
MPOTUBOPEYAT JAHHOW JOJKHOCTHOM MHCTPYKIIMH.

2.2.20. Coobmate 0 (akTax XHIIEHUS TEHEKHBIX CPEACTB, MPOAYKINH TeppUTOPHAITBHOMY
yIpaBIISAIOLIEMY.

2.2.21. HezameyurenbHO HHGOPMHUPOBATh TeppUTOPHATIEHOTO YIIPABIISIOIIETO O BISBICHHBIX
COMHUTEINBHBIX 3allpOCax Ha NEPEBOJ JEHEKHBIX CPEJCTB.

2.2.22. 1o npou3BOACTBEHHON HEOOXOUMOCTH MEPEMEIIATHCS TSI BHITIOIHEHUS TPYIOBBIX
(byHKIUH MEeXAY KODEHHIMU.



3. IIpaBa

3.1. IlpuHumaer y4acTue B OOCY)XIEHMHM BOINPOCOB, BXOMSIIUX B €ro (PyHKIMOHAJIbHBIC
00SI3aHHOCTH.

3.2. BHOCHT mpennioKeHusl U 3aME€YaHus 110 BOIPOCAM YIIyUIIeHHS IEATEIbHOCTA Ha TIOPYYEHHOM
y4acTke padoThI.

4. OTBEeTCTBEHHOCTH

4.1. Crapmuit HeceT OTBETCTBEHHOCTb:

4.1.1. 3a HeHaAIeKaIIee UCITOTHEHNE HIIM HEUCIIOTHEHHE CBOMX TOKHOCTHBIX 00sI3aHHOCTEH,
MIPEAYCMOTPEHHBIX HACTOALLEH JOKHOCTHOW HHCTPYKLUEH - B IIPENEIax, OMPENeIECHHbIX
JEUCTBYIOIIUM TPYAOBBIM 3aKOHOJATENbCTBOM Poccuiickoit denepanuu.

4.1.2. 3a npaBoHapylIEHUs, COBEPLIEHHBIE B IIPOLIECCE OCYIIECTBICHUS CBOEH AESATEIBHOCTH - B
npeesnax, OnpeAesIeHHbIX IeHCTBYIOIUM aIMUHUCTPATUBHBIM, YTOJIOBHBIM U FPAKIAHCKUM
3aKoHozarenbcTBoM Poccuiickon denepanuu.

4.1.3. HepocroBepHyio HWH(GOPMAIMIO O COCTOSHHM BBIIOJIHEHUS TOJYYCHHBIX 3aJaHU U
MOpPYUYEHUH, PEI0CTABICHHYIO HETOCPEICTBEHHOMY PYKOBOAMTENIO WIIM PyKOBOACTBY Kommnanuu.
4.1.4. CyimecTBeHHOE HAPYIICHHE CPOKOB MCTIOJTHEHUS MOIYYCHHBIX 33/JaHUN U TTOPYUICHHI.

4.1.5. HeBpInoaHeHNE NIPUKA30B, PACTIOPSKEHNN U TOPYYEHU HEMOCPEACTBEHHOTO PYKOBOUTENS
nim pykoBoacTBa Kommanum.

4.1.6. Hapymienue I[IpaBun BHyTpEHHETO TPYJOBOTO PAaCHOps/iKa U UHBIX JIOKAJIbHBIX HOPMAaTUBHBIX
paBoOBbIX akTOB KoMmanuu, 00s3aTeIbHBIX MPaBUJI OXpaHbl U 0€30MaCHOCTH TPY/A.

4.1.7. HapyuieHrue HOpM KOPIIOPATUBHOM KYJIBTYPBI, IPAaBUI OOIICHUS ¢ paOOTHUKAMHU U
knueHTamMu Kommnanwm, mpaBuil peanusanuu Ou3Hec — rnpoueccoB B Kommnanum.

4.1.8. 3a mpuurHEeHUE MaTepuabHOTO yiiep6a Komnanun pabOTHHK HECET MOIHYI0 MaTepHAIbHYIO
OTBETCTBEHHOCTh Ha OCHOBAHUH 3aKJIFOYEHHOI'O I0rOBOpPa O MaTepuaibHOW OTBETCTBEHHOCTH.

5. YcaoBusi padoThl

5.1. Pexxum pabotel Crapiiero 6apucta onpesensercss B cCooTBeTcTBuM ¢ I[IpaBunamu BHyTpeHHETO
Tpyznosoro pacnopsaka OOO «<HOBAHTA»

C I0oMmKHOCTHOM MHCTPYKIIMEH O3HAKOMJICH(a)

2-1i 9K3. Ha pyKHU NOJTy4YeH







