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HomxHocTHas HHCTpYKIuA Ne 85

aJMHHHCTpATOpa cCaMTa

1. O01mue moJI0KeHUs

1.1. HacTosimas ToyDKHOCTHAsS HHCTpyKuus (nanee — JIN) npensasnadeHa 11t pabOTHHKOB,
3aHHMAIOIMMX JAOJDKHOCTE « AJIMHHHCTpATOp caiiTa» (Hajiee — pabOTHHK).

1.2. TN pa3paboTana Ha ocHOBe nmpuka3a MunTpyaa Poccuu ot 19.07.2022 Ne 4201 «O6
YTBEPXXJICHUH PO eCCHOHATBLHOr0 cTanaapra « CnenuaymcT no HHGOpManuOHHBIM
pecypcam», IITaTHOro pacnucaHus U CTpyKTypsl MbBOY «Uunapckas COIL Ne 1»

1.3. PaGoTHUK NOJUMHSIETCS PyKOBOOUTEIIO CTPYKTYPHOIO IIOAPa3AECICHUs, B KOTOPOM
pabotaeT, u nupexkropy MBOY «Hunapckas COILI Ne 1»

1.4. ITpaBa u oO1mue 06s13aHHOCTH paboTHUKA olpeAesroTes Tpy1oBEIM koaekcoM PO u
HMHBIMH HOPMaTHBHBIMH IIPaBOBHIMU aKTaMHM B chepe TpyZIOBBIX OTHOIIEHUH, [IpaBunamu
BHYTPEHHEro TPYJOBOI'O pacnopsaKa, HHEIMH JIOKAIbHBIMA HOPMaTUBHEIMHM akTaMH MBOY
«Yunapckas COILL Ne 1». ‘
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1.5. PaGoTHUK, B COOTBETCTBHH C 3aKOHOAATEIHCTBOM P®, MOXET OBITH MOABEPTHYT
OUCITUIIMHAPHON, MaTepHalbHON, aIMIHUCTPATUBHOM, IPaXX1aHCKO-IIPaBOBOM H YIOJIOBHO#
OTBETCTBEHHOCTH.

1.6. JTN siBnsieTcs NpHIOKEHUEM K TPYAOBOMY JOTOBOPY C paOOTHMKOM IIPH YCJIOBHH, YTO B
TPYAOBOM JOTOBOPE IPSIMO HA 3TO YKa3aHO.

2. TpeboBanus k kBajupUKaAHU

2.1. Ha 1omxHOCTh aIMUHUCTPATOpA CaliTa IpUHUMAETCS JIMI0, UMEIOINEE CpEAHES
npodeccuoHaTbHOE 00pa30BaHHUE - TPOrPaMMBI IIOATOTOBKY KBAIM(HUIIMPOBAHHBIX pabouux

(cmyxarmux).
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2.2. TpeGoBanus K ONBITY NPaKTHYECKOH pabOThI OTCYTCTBYIOT.

2.3. PaOOTHMK QOJKEH 3HATD:

2.4.

TEXHHYECKHE CpefcTBa cOopa, 00paboTKHM H XpaHEHHS TEKCTOBOH HHPOPMALIHH;

CTAHIaPThl PaCIPOCTPAHEHHBIX (OPMATOB TEKCTOBBIX H TAOMHYHBIX IAHHBIX;
npasuia GOpMaTHPOBAHKS SNEKTPOHHBIX JOKYMEHTOB;

OCHOBHBIE XapaKTePHCTUKH, IPHHIMIB! pabOoThl K BO3MOXHOCTH Pa3IHYHBIX THIIOB
CKaHepoB;

OCHOBbI KOMNBIOTEPHOM rpaMKH, METObI IIPeACTaBNeH s U 06paboTKH
rpaduyeckoit HHPOpMALIMK B KOMIBIOTEPE;

XapaKTePUCTHKH ¥ pacmpocTpaHeHnsie Gopmarhl rpapudeckux ¢aitnos;
Tpe6OBaHHUs K XapaKTEPHCTHKAM M300pakeHHit pH pa3MEINEeHHH Ha BeO-caiiTax;
3aKOHOAaTe bCTBO Poccuiickoit Peneparuu B 0671aCTH MHTEILIEKTYAIbHOM
cOOCTBEHHOCTH, IPaBHJIA HCIIOJIB30BAHUA MHGOPMALIMOHHEIX MATEPHAIIOB B
MH(OPMAIHOHHO-TENEKOMMYHHKAIHOHHOM ceTH «MHTepHET;

NPUHLMIBI OpraHM3aliy HHPOPMALMOHHEIX 6a3 JaHHBIX;

OCHOBEI 3aKOHOZaTeNsCTBA Poccuitckoit Pepepauuu B 061acTd XpaHeHHs U
PacrpoCTpaHEHHUs NEPCOHANBHBIX JAHHBIX;

obIee npeacTaBieHye O CTPYKTYPe, KOAMPOBKE H A3BIKAX PA3METKH BEO-CTPAHHMIY
(6a3oBrIe Terd A3p1Ka runepTexcroBoii pasmerkn (HTML), gppefimMel, ciioH, KyKu-
(aitis);

o61ye IPUHIKIE! 0TOOpaXKEHHS CTATHYECKUX M JUHAMUYECKUX BeO-CTpaHHIl,
KJIIOYEBBIE BEO-TEXHOJIOTHH, HCIIOIB3YEMbIE Ha BeO-caiiTax;

TpeOOBAHKS K Pa3IM4YHBIM THIaM HH(POPMAIMOHHBIX PECYPCOB (TEKCT, Ipaduka,
MYJIbTHMEHA) IJIA IPeACTaBICHUS Ha BeO-caiiTe;

obmIie MPUHIUIEI pa3rpaHUYEHHS IPaB JOCTyNa K MHQOpMalUK B
HH(OPMAIHOHHO-TEIEKOMMYHHKAIIMOHHOH ceTH «/IHTepHeT», obecnedenus
HHGOPMALIHOHHOM 6e30IaCHOCTH.

PabOTHHK JOJDKEH YMETb:

HCIIO0JIb30BaTh KOMIBIOTEPHYIO TEXHHMKY M YCTPOKCTBA IS IOy YEHHS LM(POBBIX
JIAHHBIX;

BBOZIMTH U 00pabaThIBaTh JaHHbIE B TEKCTOBOM PEAAKTOPE;
paboTaTh ¢ JOKYMEHTaMH, CTHJIAMH, TabJIMLAMH, CIIHCKAMH, 3aroJI0BKaMH 1
ApYTHUMH 3JIEMEHTaMU (OpMaTHPOBAHMS,
paboTathb ¢ 060pynoBaHHEM 111 O POBEIBAHKS H300PAKEHHMIA: CKAHEPOM,
MHOIOQ YHKI[MOHAJILHEIM YCTPOHCTBOM, (POTOKAMEPOI;
paboTaTs Co CrenUATM3UPOBAHHBIM IPOrPAMMHBIM 00eCIIEYeHHEM, HACTPaHBaTh
IlapaMeTphl CKAHUPOBAHHUS,
pabotars B rpaduyeckux pefakTapax u 06pabaThiBaTh pacTPOBEIE U BEKTOPHBIE
M306paxkeHus: MacIITabUpOBaTh, KaIpHPOBATh, H3MEHATH Pa3pelICHUE U HAUTpYy,
KOMIIOHOBAaTh M300paXKCHHUS;

HCITIOJE30BaTh COBPEMEHHBIE HECTPYMEHTH! M METOMBI PabOTH! ¢ opMamy,
3NIEKTPOHHEIMH TaO/IMIIAMH, TEKCTOBEIME TOKYMEHTAMH /Ui BBOZa MH(OpMaIyK B
0a3ax JaHHBIX U e¢ 0OHOBJICHHS;

HCIIONB30BaTh Pa3/IMYHbIE METOJIEI TOUCKA, COPTHPOBKH ¥ 00paboTky B
HH(GOpPMaNHOHHEIX 6a3ax JaHHEIX;



* 3anoNHATHL BeG-popMbl, paboTaTh C OHHM MM HECKOJILKHMH Opay3epaMH Ha
pa3IMYHBIX muaTgopMax;

o paboTaThb B TEKCTOBLIX H rpaMUECKHX pelaKkTopax;

* HCMOJb30BaTL TEXHOJIOTHH pa3MeLECHHS H Nepeaayy HH(OpMalHH B
HH(POPMALHOHHO-TENEKOMMYHHKALIMOHHOM ceTH « UHTepHEeT», CeTAX HHTPAHET;

e pa3MelaTh MyJbTHMENHHHEIE 00BEKTHI Ha BeO-CTpaHHIIax.

3. 10/KHOCTHBIE 0013aHHOCTH

3.1. PaGOTHMK BBIIOJIHSAET NEHCTBUA B paMKaX TPYIOBOM (pyHKIHH IO BBOXY H 06paboTku
TE€KCTOBBIX JAHHBIX JUIA CAWTOB:

o HabMpaeT U pelaKTHPYET TEKCT;

e CKaHHUpYET H PacllO3HAET TEKCT;

o IIPOBOJUT Pa3METKy H GopMaTHpOBaHHE JOKYMEHTOB;

e COXpaHseT, KOIIMPYET U pe3epBUPYET NOKYMEHTEI;

e OCYMHIECTBISET Ipeobpa3oBaHue U MEPEKOMIIOHOBKY JAHHBIX, CBSA3aHHBIX C
U3MEHEHHAMHU CTPYKTYpPBI JOKyMEHTOB, (GopM U TpebGoBaHUH K 0(POPMIIEHHIO;
COXpaHseT JOKYMEHTHI B Pa3JIM4YHbIX KOMITBIOTEPHBIX HopMaTax.

3.2. PaO0oTHHK BBHINONHAET AEHCTBHUS B paMKaX TPYAOBOH QYHKIIUH 1O CKAHUPOBAHHUIO H
o6paboTke rpadpuyeckoi HHGopManuu:

e HacTpauBaeT 060pyAOBaHHE U pOrpaMMHOE obecrieYeHue JUid CKAaHUPOBaHUS,

e IIOArOTABJIMBAET MAaTEPHAIIBI VI CKAHUPOBAHUS;

e OIpeAeNAeT NapaMeTpsl CKAHUPOBAHUS;

e CKaHHUPYET JOKYMEHTBI, COXPAHSET HX, IEPEMELLAET U OCYIIECTBIIIET PE3CPBHOE
KOIHpOBaHHe (PaityioB ¢, H300paXKEHUIMH;

e oOpabartbiBaeT H300paxkeHus (Macmrabupyer, KaipupyeT, U3MEHSET pa3pelleHus U
HaJIUTPHI);

e COXpaHsAeT U300paXkeHUs B pa3IMYHBIX popMaTax U ONTUMHU3UPYET UX IS
ny6aukanuu B ”HGOpMaLHOHHO-TEIEKOMMYHUKALIMOHHOM ceTu «AHTepHeT”.

3.3. PaGOTHHUK BHIIONMHAET AEHCTBUS B paMKaX TPYAOBO# QyHKIIMH 11O BEACHHUIO
MH(POPMAIMOHHEIX 6a3 JaHHBIX:

o BBOAMT HH(pOpMaLHIO 06 06BeKTax (ToBapax, yciyrax, NepcoHaINIX) B 6a3y
JaHHBIX;

e CBEpSET CBeicHUs B 0a3ze JaHHBIX C peaJIbHOM CHTyalueil B OpraHu3aliy 1 ¢
TEKYIIMMH JOKYMEHTaMH (Tpaic-IMCTaMH, KaTaJloraMH H T.11.);

e (QopMupyer 3anpocs! IjId MOJIyYEHUS HEJOCTAIoMmelH HH(pOopMallUy;

e DpEryisipHO OOHOBIIAET (aKTyaM3HpyeT) HHpopMaluio B 6a3ax JaHHBIX;

e OCYIIECTBJISET 3alIUTY MEPCOHABHBIX JAHHBIX, COAEPXKAIMUXCS B 6a3ax JaHHBIX,
COITacHO TpeboBaHUAM 3aKoHOoAaTeNlbcTBa Poccuiickoit Peaepanud.

3.4. PaOOTHUK BBHIIOJHAET JEHCTBHA B paMKaX TPYAOBOM (QYHKIIMH 1O pa3sMEINEHHUIO
uHGOpMaLlMU Ha caifTe:

e nyONMMKYET Ha caiiTe ¥ 0OHOBIIAET HHPOPMAIIHOHHEIE MaTEPHAJIBI YEPE3 CUCTEMBI
YIIPaBJICHUS KOHTEHTOM;




¢opmaTupyeT (BU3yanbHO'- BHOCHT HEOGXOAMMYIO M yAAIAET JHLIHIOK
MHGOpMaIMIO) ¥ HacTpauBaeT 0TOOpakeHHe BeO-CTpaHHLI;

* BHOCHT CiIy)xe0HY10 HHpopManuio (Ha3BaHUA U HACHTHOHKATOPH! CTPAHHII,
KJIIOYEBEIE CJI0BA, METa-TErH U T.10.);

e HacTpauMBaeT BHyTPEHHHE CBA3H MEXIY HHOPMALMOHHBIMH 6JI0KaMK/ CTPAHHIAMH
B CUCTEME YIpaBJieHUs KOHTEHTOM;

¢ yCTaHABJIMBAET paBa I0CTyNa BeO-CTpaHUL, HHYOPMALHOHHBIX PECYPCOB I
IIPOCMOTPA U CKauMBaHHS;

 IpOBEPSET MPABUIBHOCTL 0TOOpaXKEHHS BeO-CTpaHHUI B Opay3epax Ha yCTPOMCTBaxX
C pa3IMYHBIM pa3pelIeHHEM.

C I0JDKHOCTHOM MHCTPYKIMEH o3HakoMIIeH(a)

Ha pyku BTOpOIf 3k3eMILIAP AOJDKHOCTHOM HHCTPYKIUH NOTy4n(a)
AIMUHUCTpATOp caiiTa / / T.I'. A1060B
2024r.




