IMocanoBa iHCTpPYKUIA
3aCTYNHHMKA HAYAJIbLHUKA YIPABJIIHHS — HAYaJIbHHKA BT
3 MATAHb CJIYKO0M B OpraHax MiclieBoro caMoBpsilyBaHHs
ynpaBJ/iiHHS 3 TUTaHb MepcoHaay KuiBebkoi MichKol paau
cekpetapiaty KuiBcbkoi MicbKoi paau

1. 3arajibHi MOJIOKEHHS

1.1. 3acTynmHUK Ha4ajbHMKA YMPABIIHHSA — HayalbHUK BiAILLY 3 MHTaHb
ClIy’)k0M B OpraHax MiCIIEBOTO CaMOBPSIIyBaHHs YNpPaBIiHHA 3 NUTAHb MEPCOHAIY
KuiBcekoi Michkoi pamu cexkperapiaty KuiBchkoi Micbkoi paau (naii — 3aCTyIHHK
HauaJbHUKA YIIPaBliHHA — HAYaJbHUK BiUIUly) HAEeXUTb 10 V KaTeropii rnocaj
OCaI0BUX OCI0 MiCIIEBOIO CaMOBPSILyBaHHs.

1.2. 3acTyNHMK HaYaJlbHMKA YNPABIIHHS — Ha4aJbHUK BIIOLTY NPU3HAYAETHCS
Ha 1TOCaIy 1 3BIIBHAETHCS 3 IOCAAH B yCTAHOBIEHOMY ITOPSJIKY .

1.3. 3acTynHMK HaualbHWKa YIPaBIiHHSI — HA4albHHUK Bilaily Oe3rmocepenHbo
MiIMOpsIKOBAHNY HAYAIBHUKY YIIPABIIHHS 3 MATaHb NepcoHany KuiBChkoi MiChKOI
panu cekperapiary KuiBcbkol MicbKOT pam (Jajl — ynpasiiHHS).

1.4. 3acTynmHMK HayaJlbHHKA YIPABIiHHS — HAYaJlbHMK BIAAULy B CBOIH
JisnpHOCTI Kepyerhess KoHcTuTymiero Ykpainu, KopexcoMm 3akoHiB Mpo TPaLio
Ykpainu, 3akonom Ykpainu «IIpo cimy0y B opraHax MiCLIEBOrO CamMOBPSIIYBaHH:»
Ta IHIIMMH 3aKoHAMH YKpailHu, moctaHoBamu BepxoBHol Panu YkpaiHu, yKazamu
I[Ipesunenta YkpaiHu, TOCTaHOBaMH Ta posmnopsypkeHHAMH Kabinery MinicTpis
VkpaiHH, iHIIMMH HOPMAaTUBHUMM aKTaMH YKpaiHu, pimeHHsMu KuiBCbKOi MiChKOI
panu, Pernmamentom KuiBchkoi Mickkoi paau, posnopsmkeHHamu KuiBebkoro
MiCBKOTO TOJIOBM Ta 3acCTYIHMKAa MiCBKOTO ToJoBH — cekpeTaps KuiBChKOI MiCBKOI
panu, MOJOXKEeHHSIM TIpo cekpertapiar KuiBcbkoi MICBKOI pajiv, TOJOXEHHSIM IMpO
yIpaB/liHHA 3 MUTaHb HepcoHany KuiBcekol micbkoi panm cexperapiaty KHIBCBKOI
MiCBKOI pajid, MOJIOKEHHSIM PO BT 3 NUTaHb CIy:KOM B OpraHax MICLIEBOTO
caMOBpsAIyBaHHsl yNpaBliHHS 3 mUTaHb mepcoHany KuiBchbkoi Micbkoi paau
cekpeTtapiaty KuiBchKkoi MiChKOI pajiy Ta Ii€r0 MOCcaJ0BOI0 IHCTPYKLIEH.

2. 3aBaaHHs TA 000B’A3KH

2.1. 3acTyNHUK HayalbHUKA YIIPABIiHHS — HA9albHUK BiIIIITY:

2.1.1. 3ailicHIOE KePIBHUITBO isTILHICTIO BIJUIIJIOM 3 MUTAHB CITy’>kOu B opraHax
MiCIIeBOTO CAMOBpSIlyBaHHs YNPABIiHHS 3 MUTaHb MepcoHamy KHiBChKoi MiChKOI
panu cekpetapiaTy KuiBcbkoi MichKkoi paad (Haimi — Biain), posnominsie 000B si3KH
MiX TIpalliBHUKaMU, KOHTPOJIIOE X poOoTy.




2.1.2. bepe y4acTh y peanizalli 1epKaBHOI NOJITUKU Y cepl cirykOu B opranax
MICLEBOIO0 CaMOBPSAYBaHHS pa3oM 3 BiJIIOBITHUMH CTPYKTYPHHMH IIiIpPO3A1IaMHU
cexperapiaTy KuiBcbkoi MiChKOI paau, y3arajdbHeHHS MPaKTUKU pOOOTH 3 KaIpaMu,
BHECEHHS MTPOTO3HIIiil 010 11 BIOCKOHAJIEHHS.

2.1.3. Bezxe BcTaHOBIEHY 3BITHO-OOJIKOBY JIOKyMEHTalll, 3AIHCHIOE
MiATOTOBKY CTATUCTHYHOI 3BITHOCTI 3 KaJ[pOBUX MHTaHb, aHAJI3 KUIBKICHOTO Ta
SKICHOTO CKJaJly II0CaJIoBUX OCi0 MiCLIeBOrO CaMOBpsIyBaHHSI —ceKperapiaTy
KuiBchKOT MICBKOT paju.

2.1.4. BuB4ae pa3oM 3 IHIIMMH CTPYKTYPHHUMH MiJpO3/iTaMu ceKkpeTapiaTy
KuiBcbkol MicbKOT paau ocobucTi nmpodeciiini, IinoBi SKOCTi 0ci0, sKI MPeTeHYIOTh
Ha 3alHATTA mocal B cekperapiati KHiBCbKOI MICBKOI paju, IMOINEPEIKYye IX Ipo
BCTAHOBJIEHI 3aKOHOJIaBCTBOM OOMEKEHHS, MMOB’A3aHi 3 NMPHUUHATTAM Ha CIyXkOy Ta
IIPOXOJKEHHSAM CJIy:KOU B OpraHax MiCLIeBOIO CaMOBPSIly BaHHSI.

2.1.5. IlpoBoUTE pO3IJIsAM BIAMOBIIHUX HOKYMEHTIB KaHIMIATIB HA 3aMilllEHHS
BAKAHTHHUX [10CaJ MOCAJOBUX OCIO OpraHiB MiCIIEBOIO CaMOBPSIAYyBaHHS Ta MOJA€ 1X
Ha pOo3IIIsA] KOHKYPCHOT KoMicii cekpeTapiaTy KUiBcbKOT MiChbKOT pajiH.

2.1.6. 3pnilicHioe opraHizaiiiiHe 3a0e3neueHHs POOOTH KOHKYPCHOI KoMicii
cekpeTapiaTy KHIBCbKOT MICBKOI pajay Juis NpOBeJEHHs BiIOOpY KaHIWAATIB Ha
3aMillleHHs BaKaHTHUX I10call, O(pOPMITIOE IIPOTOKOIH 11 3aciaHb.

2.1.7. T'orye BIANOBIAHI JOKYMEHTH MPO MpPU3HAYEHHS (MIPUHHATTS) HA MOCAAX
Ta 3BIJIBHEHHS 3 MOcaj MpaliBHUKIB cekperapiaty KuiBcbkol MicbKoT paai.

2.1.8. T'orye BiAMOBIAHI NOKYMEHTH WLIOAO IPUCBOEHHS PaHIiB I10CAJ0BUM
0ocobaM MiCLIeBOIO CaMOBPSITy BAaHHS.

2.1.9. 3nilicHIOE OpraHi3allil0 CTaKyBaHHs B cekperapiaTi KuiBcbkoi MichKOI
panu, Ta KOHTPOJIIO 3a HOro MpoBeICHHSIM.

2.1.10. 3piiicHioe opraHi3amiiHO-METOJMYHE KEpIBHHUIITBO (OPMYBaHHSIM
KaJIpoBOro pe3epBy B cekpeTapiaTi KHiBChKOi MichKOT paid.

2.1.11. KoHTpomtoe oprasizaiito MpoBe/IeHHs IIOPiYHOI OLIHKA BHKOHAHHSA
MocaZoBUMH 0co0aMU MICLIEBOTO CaMOBPSIAYBaHHS MOKJIaJCHUX HA HUX 3aB/aHb Ta
000B’SI3KIB.

2.1.12. 3pilicHroe opraizariiine 3abesnedeHHs poboTu aTecTaliifHoi KoMicii
cekperapiaTy KwuiBcbkoi Micbkoi pamu, OQOpPMIIEHHS MPOTOKOJIIB 3acilaHHs
aTecTalliHOI KOMicii.

2.1.13. KonTtpoutoe oprauizaiiito poOOTH 100 MiATOTOBKH, IEPEriAroTOBKH Ta
HiABUILEHHS KBasiikalil mocagoBux 0cib MICIIEBOTO caMOBpsIyBaHHS ceKpeTapiaTy
KwuiBcbkoi MichKOI paam.

2.1.14. KoHutpoistoe oprasizaiiro poOOTH MO0 TMPOXOKEHHS IPAKTUKH
(cTasxyBaHHsI) 3100yBayiB BUIIOI OCBITH.

2.1.15. 3niiicHIOE OOYMCIEHHS 3arajlbHOrO CTaXy pPoOOTH Ta CTaxy CIyXkOHu B
OpraHax MICIIEBOTO CaMOBpPSIyBaHHS, KOHTPOJIIOE BCTAaHOBIEHHS HaJI0aBOK 3a
BUCJIYTY POKIB.

2.1.16. T'oTye mNpoOeKTH pO3MOPSAMHKEHb 3aCTYNHUKA MICBKOTO TOJOBH —
cekperapss KuiBcbkoi MichKoi paaw, a B pasi Horo BiAcyTHOcTI — KuiBCbKOro
MiCBKOTO T'OJIOBH, 3 [TUTaHb, 110 BiIHOCATHCS JI0 KOMIIETEHIIIT BiJIiTy, YITPABIIHHS.



2.1.17. Y Mexax KOMIETEHLIl KOHTPOJIOE IiArOTOBKY MOKYMCHTIB PO
BIJIPsIIDKSHHS MTPaIliBHUKIB ceKkpeTapiaTy KHiBCbKOI MiCBKOI pajiH.

2.1.18. Kontpomoe poboTy uiogo 31iliCHEHHs KaJpoBOro 3alde3ledeHHs
MOMIYHUKIB-KOHCYJIbTAHTIB ~HAapOJHUX JeNyTaTiB YKpaiHH Ta IOMIYHMKIB-
KOHCYJIBTAHTIB AenyTaTiB KHuiBChbKOi MiChbKOI pau.

2.1.19. Kontpostoe poboty 111010 BHaui Ta 00NIKy MOCBIAYEHb IpalliBHAKaM
cekperapiaty KHiBCbKOI MiCBKOI paiu Ta NOMIYHHKAM-KOHCYJIBTAHTAM JeIyTaTiB
KuiBCchKOT MICBKOT pajy.

2.1.20. Konrponioe pobory mono odopMIeHHs Ta BHAadl AOBIIOK 3 Micld
poOOTH MOMiYHHKAM-KOHCYJIbTaHTaM JienytariB KuiBcbKkoi MicbKOI pajiu.

2.1.21. Koutpomoe poboty 1omo peectpauii posnopsiixkeds KuiBcekoro
MiCBKOI'O T'OJIOBH Ta 3aCTyITHHKA MiCBKOrO TojioBH — cekpeTapss KuiBCcbKOi MiCBKOI
pami B iH(OpMalifiHO-TeNeKOMYHIKAIIHIA cucTeMi «EmuHMi  1HGOpMaLiAHIHA
NpoCTip TepuTopiasibHOI rpoMamud micta Kuea» Ha 0a3l cuCTeMH €JIEKTPOHHOIO
nokymeHToo6iry « ACKO/I» Ta TX BIAITOBIIHOT PO3CUIIKH.

2.1.22. Konutpomroe pobOTYy wIOA0 TiJArOTOBKA Ta OQOPMJIEHHS KOIIiM
posnopsipkeHb KUIBCBKOro MiChbKOro TOJOBM Ta 3acTylIHMKAa MICBKOTO TOJIOBH —
cexpetapsi KuiBcbkoi MicBKOT paii Ta TOKYMEHTIB 3 KaJIpOBUX IUTAHb.

2.1.23. Po3rnsinae 3BepHEeHHs TPOMaJIsiH, MMiANPUEMCTB, YCTAHOB Ta OpraHi3allii,
MOCaI0BUX OCi0, 3alMUTiB Ta 3BEpHEHb HAPOJHUX MICMyTaTiB YKpaiHHU, NeMmyTarTiB
KuiBCcBKOT MiChKOT pajii 3 MUTaHb, 110 BiJIHOCSTHCS 10 KOMIETeHIIT BIAALTY.

2.1.24. 3piiicHI0E BeleHHS OIIOBOACTBA B iH(OpPMALiHHO-TEIEKOMYHIKAIiiTHIH
cucteMi «EauHUH iHpopMauiitHui TpocTip TepuTopianbHOi rpoManu micta Kuesa»
Ha 0a3i cUCTeMH eJIeKTPOHHOTO ToKyMeHToo0Iry « ACKO/I».

2.1.25. KonTpomntoe 31ificHEHHS 3aX0/IiB 11010 3a0e3reueHHs 1HPOopMaLiiHOro
HallOBHEeHHs y Mepeki InTepHer BeOcaifTy KuiBcbkoi MichbKOI paju y Mexkax
KOMIETeHUIT yIpaBIiHHs Ta BIILTY.

2.1.26. 3pilicHrOe BeleHHS KaIpoBOro OOJIKY B KOMIUIEKCHIN iH(oOpMaLiiHo-
aHATITUYHIHM cUCTeMi yrpaBiHHsS (iHAHCOBO-TOCTIONAPCHKOIO AisbHICTIO B M. Knesi
(KTAC YOI ).

2.1.27. Po3pobisie Ta Oepe ydacThb y pO3poOJieHHI IMPOEKTIB HOPMATHUBHO-
MPaBOBUX aKTiB, 110 BiAHOCATECS JI0 KOMITETEHII1 BiALTY Ta YIIpaBIiHHS.

2.1.28. Hajnae KOHCYJNbTAaTUBHY [JOMOMOIY 3 [UTaHb YIPaBIJIIHHS [1€PCOHAIIOM,
3aKOHOJ[aBCTBA PO MPaLIO Ta CIY)KOU B OpraHax MiCLIeBOI0 CaMOBpPSI Ly BaHH.

2.1.29. BukoHye 000B’s3KM HayalbHHUKA YIPaBJIiHHS Ha Yac Horo BiJCYTHOCTI
Ta BIJICYTHOCTI 3acTylIHMKa HauajbHHUKa YIpaBlIiHHSA (xBopoOa, BIJIIYCTKA,
BIAPSIKEHHS TOLIO) 3@ PO3MOPS/UKEHHSIM 3aCTYITHHKA MiCBKOTO TOJIOBU — CeKpeTaps
KuiBcbkoi Michbkoi paau, a B pa3i iforo BiacyTHOCTI — KUTBCHKOIO MICBKOTO IOJIOBH.

2.1.30. JloTpuMy€ThCs BAMOT aHTHKOPYIIIIHOIO 3aKOHO1aBCTBA.

2.1.31. KoHTpomtoe cTal TpynoBOi Ta BUKOHABCHKOIT AUCUHMILIIHU Y BIAJALIL.

2.1.32. Tlomae HaYalbHHKY YIpPaBIiHHS TIPOMO3UIII LI0J0 3a0XOYEHHS
MpaliBHUKIB BIIJIUTY UM HaKJIaJlaHHs Ha HUX AUCIUIIIHAPHOTO CTSTHEHHS.

2.1.33. TlpoBoauTs iHIy poOOTYy, MOB’s3aHy 13 3aCTOCYBaHHAM 3aKOHOJABCTBA
PO TIPALFO Ta ClIy»k0y B OpraHax MiCLEBOI0 caMOBPSIyBaHHS.
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3. IlpaBa

3.1. 3acTymHUK HAYAILHUKA YIIPABIIHHS — HAYATBHUK RiIUIITY Mae TPARO’

3.1.1. 3a nmopyueHHsIM HayaJbHUKA YIPABIiHHA MPEACTABIATH BIIILT Ta
YNPaBliHHS B IHIIMX OpraHax BHKOHABYOI BIAIH, MICIIEBOrO CAMOBPSIYBaHHS,
yCTaHOBAX, OpraHizalisix Ta MiANPUEMCTBAX 3 IHTaHb, IO CTOCYOTHCS MOro
KOMIIETEeHII1.

3.1.2. ToryBatu 3amuTv Ha OTPUMaHHs BIAMOBiAHOI iHMoOpMaLii Ta IHIIMX
JaHMX BIJ CTPYKTYpHHX MiApo3ainiB cekperapiary KuiBcpkoi Michkoi pamn Ta
BUKOHaB4Yoro oprany KwuiBcbkoi Mickkoi panu (KuiBcbkoi MichKOT mepykaBHOL
aZMIHICTpalii), YCTaHOB Ta OpraHizailiii, HeOOXiJHHUX Ui BHKOHAHHS TTOCAJOBHX
000B’SI3KIB.

3.1.3. bpatu y4acTb y cemiHapax, HapaJax MpH pPO3rJsii MUTaHb Ta MPUHAHSTTI
pillieHb y MeyaX CBO€i KOMITeTEHIIiT.

3.1.4. HapaBatu po3’scHeHHs, peKOMeH[allil 3 MUTaHb, [0 HAJEXaTh J0
KOMIIeTeHIIIT BIIIiTY, YIIpaBIIiHHS.

3.1.5. BHOCUTH Ha4albHUKY YNPaBIiHHS MPOMO3MIII OO0 BIOCKOHAJIEHHS
poboTH Biainy, ynpaBniHHs Ta cekperapiaty KuiBcbkoi MicbKol pau.

4. BianoBigaJbHICTH

4.1. 3acTymHMK Ha4aJbHUKA YIpPaBIiHHS — HavYaJlbHUK BiIIily Hece
BIJTIOBIIATBHICTH 34:

4.1.1. HeBUKOHaHHs, HEHAJEXHe 1 HECBOEYaCHE BHKOHAHHS I10CAIOBHX
000B’3KIB, 110 epeI0aYeHO i€ M0CAT0BO IHCTPYKILE.

4.1.2. HenocToBIpHICTh BiJoMOCTel Ta iH(GOpMALIT 3 MUTaHb, 0 HAJEKATh 0
KOMITIeTeHIIIT BIAILITY.

4.1.3. TlopylieHHsl MpaBUlT BHYTPIMIHBOTO TPYJAOBOIO PO3MOPS/IKY, MPABKII
€THYHOI IOBEIIHKM, TPaBMJ 3 OXOPOHM Mpali Ta TEXHIKH Oe3MeKH, iHCTPYKIIil
IIPOTHUIIOKEKHOI Oe3mekH, HIMHUX 000B’A3KiB BIAMNOBIIHO IO BUMOL Ii€l [10CagoBOL
THCTPYKIIi.

4.1.4. PosronomenHs kxoHOimeHIi#HO! Ta iHmoi iH(opMalii 3 o0MeXeHUM
JIOCTYIIOM, IO CTajJa HOMY BiZIOMOIO Y 3B’S3Ky 3 BHKOHAHHSIM CBOIX IOCaJOBHX
000B’5I3KiB, KpPIM BHIIAJIKiB, BCTAHOBJIEHHX 3aKOHOM.

5. IloBuHeH 3HATH

5.1. 3acTyNnHUK HayaJIbHUKA YIPABIIHHS — HAUaJIbHUK BiJI1JTy TOBUHEH 3HATH:

5.1.1. Koncrurynito Ykpainu, 3akoHu Ykpainu, ykasu [lpesumenta Ykpaiuu,
nocraHoBM BepxosHoi Pagu Vkpainu, nocraHoBu Ta posnopsmkenHs KaGinety
MinictpiB YkpaiHu, Ta iHIII HOPMATHBHI AKTH, 110 CTOCYOTHCS MUTAHb YIIPABIIHHS
IICPCOHAIOM Ta CIY)XOM B OpraHax MiCIEBOTO CaMOBPSAYBaHHS, MPaKTHKY
3aCTOCYBaHHs 3aKOHOAABCTBA 3 IHTaHb, L0 HaleXaTh J0 KOMIETEHINT BiAIiny;
npaByjla BHYTPIIIHBOIO TPYJOBOTO PO3MOPSIKY; IHCTPYKINi 3 JIiJIOBOACTBAa B
KuiBchkiil MichKill pani; mpaBwia JiJIOBOr0 €THKETY; NMPaBWIa Ta HOPMH OXOPOHH
npali Ta IPOTHIIOKEKHOIT Oe3MeKH; OCHOBHI MPUHLIUIN poOOTH Ha KOMII IOTEPI.



6. KBanigikauiiini Bumorn

6.1. Ha mocany 3acTymHWKa HayaibHHKA YIPABIIiHHA — HaualbHUKA BLAILTY
IIPU3HAYAETHCS 0Cc00a 3 BHIOI OCBITOIO HE HIDKUE CTyIIeHsl Marictpa, CreliaicTa,
sIKa  BOJIOJIi€,, IEPIKABHOIO™ MOBOIO BI/MOBIJIHO 10O PpiBHS, BH3HAYEHOTO 3aKOHOM
Yxpaiuu «IIpo 3abesneueHts GyHKIIOHYBaHHS YKpalHChKOI MOBH fK AEpP)KaBHOD» i
cTaxkeM poboTH Ha ciIyx0Gi B opraHax MiCLEBOro CaMOBpSALYBAaHH:S, Ha [10CaIax
AepxaBHOi cnyx0u abo mocBimomM pobGoTH Ha Mocajax MiANPUEMCTB, YCTaHOB,
Oprauizaliil He3aNexHo Bix GOpM BIACHOCTI He MEHIIe JBOX POKIE.

O3HalioMIIEHUH;
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