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aIMUHHCTPATOpAa caira

1. O6mue moJroskenust

1.1. Hacrosimast nomxHOCTHAS HHCTpYKIus (nanee — JI) npeanaznayena jJuisi pabOTHUKOB,
3aHUMAIOIIHUX JIOJDKHOCTE « AJIMUHHUCTPATOp caiTay (Hajiee — pabOTHUK).

1.2. I pa3paboTana Ha ocHOBe nprka3a MuHTpyaa Poccun ot 19.07.2022 Ne 4201 «O6
YTBEPKIAECHUU PO eCCHOHAILHOTO cTaHapTa « CenuaiicT mo nH(GopManuoHHbIM
pecypcamy», mrTaTHOro pacnucanus u ctpykrypsl MbOVY «IIpumopckas COILLD.

1.3. PaGOTHHK TTOTIMHSIETCS] PYKOBOIUTEIIO CTPYKTYPHOTO TIOAPA3/ICIICHISI, B KOTOPOM
paboraert, u qupektopy MbOY «Ilpumopckas COILD».

1.4. IIpaBa u oOmue o0s13aHHOCTH pabOTHHKA ONPEACIIAIOTCs T pyoBbM KojgekcoMm PO u
MHBIMU HOPMATHBHBIMHU IIPABOBBIMH akTaMu B cepe TPyAOBBIX oTHOICHUH, [IpaBmiamu
BHYTPEHHETr0 TPYAO0BOTO PACIOPsAKA, HHBIME JOKaTBbHBIMA HOpMATUBHBIMU akTamu MBOY
«IIpumopcxast COILI».

1.5. PaGoTHUK, B COOTBETCTBUH € 3aKOHOAATEIHLCTBOM P®, MOXeT OBITH TOABEPTHY T
JUCIUIUIMHAPHOM, MaTEPHAIBHON, aIMUHUCTPATUBHOM, ITPaKTAHCKO-IIPABOBOX U YTOJIOBHOMI

OTBETCTBCHHOCTH.

1.6. JIN sBiseTcs IpUIOXKEHUEM K TPYZOBOMY JIOTOBOPY € paOOTHUKOM IIPH YCIOBUH, YTO B
TPYJOBOM JIOT'OBOPE IIPSIMO Ha 3TO YKa3aHo.

2. TpedoBaHus K KBaIupuKammu
2.1. Ha no/mxHOCTh aIMIHICTPATOpPa CailTa IPUHUMAETCS JIMI0, UMEIOIIEE CPEJIHEE
npodecCHOHaNbHOE 00Pa30BAHUE - IPOTPAMMBI [OATOTOBKA KBAIX(DUIMPOBAHHEIX pabodumx

(comy>xammx).

2.2. TpeboBaHus K OIIBITY PAKTHYCCKOU pabOTHI OTCYTCTBYIOT.



2.3. PaboOTHHK JIOJDKEH 3HATh:

2.4.

TeXHUYECKHEe cpeacTBa cOopa, 00pabOTKU U XpaHEHHUs TeKCTOBOM MH(OpMAIIHHU;
CTAH/IAPTHI PACIPOCTPAHEHHBIX (OPMATOB TEKCTOBBIX U TaOJIMIHBIX TaHHBIX;
npasuiia HOpMATHPOBAHUS HJICKTPOHHBIX JIOKYMCHTOB;

OCHOBHbIC XapPaKTEPHCTHKH, IPHHIEIIEI PAOOTHL X BO3MOXKHOCTH Pa3IMIHBIX TAIIOB
CKaHEPOB;

OCHOBBI KOMIIBIOTEPHOU TpapuKy, METOIBI IPEICTABICHUS 1 00paboTKu
rpadguyeckoil HHPOpPMAIMK B KOMIBIOTEPE;

XapaKTEPUCTUKH U PACIPOCTPAHEHHBIE HOPMAThI IPadUICCKHX daitnos;
TpeGOBaHMs K XapaKTePUCTHKAM M300paXCHUI IPU Pa3sMEIIECHAN Ha BeO-caiiTax;
3aKoHOIATENHCTBO Poccuiickoit denepayu B 001aCTH HHTEIIEKTY albHOM
COOCTBEHHOCTH, IIPaBUIIA UCIIOIH30BaHMS HHPOPMAMOHHBIX MAaTepHaIOB B
1H(OPMALOHHO-TEICKOMMYHUKAITMOHHOM ceTn «HTepHeT;

IPUHIUIEI OPraHu3aIi HHPOPMAITHOHHEIX 6a3 TaHHBIX;

OCHOBEI 3aKoHOaTenbcTBa Poceniickoit deneparun B 001aCTi XpaHESHUs 1
pacipoCTpaHeHus IePCOHAIBHBIX JaHHBIX;

obIiee IpeicTaBIeHHE O CTPYKTYPE, KOXMPOBKE M A3BIKAX PA3METKU BEO-CTPAHHUIL
(6a30Bble Term s3pika runeprekcroBoi pasmerkn (HTML), dpeiMsr, ciiou, KyKu-
daitbn);

00IIME TIPUHIIUIIB OTOOPAKEHUS CTATUUSCKUX U JTUHAMUYECKHMX BEO-CTpaHMULL,
KITIOUEBBIE BEO-TEXHOJIOTHH, HCIIOIb3yeMble Ha BeO-caiTax;

TpeGOBaHMs K Pa3TMIHBIM THIAM HHQOPMAIMOHHEIX PECYpPCoB (TEKCT, rpaduka,
MyJIBTUME/HA) JUTS IPEJICTaBICHUs Ha BeO-caTe;

06IIIHe IPUHIAIIEI pa3rPaHUYCHHS IIPaB JOCTyIa K HH(OpMAaIMu B
mH(OPMAIMOHHO-TEIEKOMMY HUKAIIMOHHOM ceTd «HTepHeT», 00eCeYeHU
uH(GOpPMAIMOHHON 6€30I1aCHOCTH.

PaGoTHHK HOJDKEH YMETh:

HCIIOTB30BaTh KOMIIBIOTEPHYIO TEXHHMKY M YCTPOMCTBA IS IOy YeH s IEPPOBBIX
JTAHHBIX;

BBOJMTE ¥ 00pabarhIBaTh JAHHBIE B TEKCTOBOM PEAKTOPE;

paboTaTh ¢ JOKYMCHTAMH, CTHIIAMH, TaOIUIaMHK, CIIMCKAMH, 3ar0JI0BKAMH 1
JPYTUMHE 3JIeMEHTaMH (hOPMaTUPOBAHUS;

paboTaTh ¢ 060pyOBaHIEM JUIS OIA(POBHIBAHMS H300PAKEHUM: CKAHEPOM,
MHOTO(QYHKIIMOHAIBHBIM YCTPOUCTBOM, (POTOKaMEPOIi;

paboTarh CO CIENMAIN3UPOBAHHBIM IIPOrPAMMHBIM 00€CIICUEHUEM, HACTPABATh
napaMeTpbl CKAaHUPOBAHUS;

paboTarh B rpaguecKuX pelakTopax ¥ 00pabaThIBaTh PACTPOBBIE U BEKTOPHBIC
U300paXKEeHUS: MacIITaOupoBaTh, KaJpHpOBaTh, M3MEHSITH Pa3peIIeHUe 1 ATHTPY,
KOMITOHOBATh M300paKeHNUS;

UCIIOJIB30BaTh COBPEMEHHBIC HHCTPYMEHTBI M METO B pabOThI ¢ opMamH,
SIEKTPOHHBIME TaOJIMI[AMH, TEKCTOBBIMH JIOKYMEHTAMH JIJIs BBOJIa HH(OpMaIMH B
0a3ax JaHHBIX ¥ €e OOHOBJICHUS;

UCIIOJIE30BaTh Pa3IMYHbIC METOJIBI IIOMCKA, COPTUPOBKU U 00pabOTKH B
HH(POPMAIMOHHBIX 0a3ax JaHHBIX;

3aI0JIHATE BeO-(hOpMBI, paboTaTh ¢ OJHUM MIIM HECKOJIBKUME Opay3epaMu Ha
Pa3IMYHBIX IIATHOpPMaXx;

paboTarhk B TEKCTOBBIX M IpaMueCKUX PeAaKTOpax;



e HCIIOJB30BATH TEXHOJIOIHMH Pa3MEINCHUs U Iepeladn HHpopMaluu B
HH(OPMAIMOHHO-TEIEKOMMY HUKAIHOHHOM ceTH «HTepHeT», CeTSX HHTPAaHET;
e pa3Memarh MyJbTUMe/UIHBIE 00BEKTHI Ha BeO-CTpaHUIax.

3. JI0JLKHOCTHBIE 00SI3aHHOCTH

3.1. PaGOTHMK BBIIOJHSET JICACTBAS B paMKax TPy I0BoH QyHKIME 110 BBOLY ¥ 00paboTKH
TEKCTOBBIX JJAHHBIX JIJIS CAUTOB:

o HaOWpaeT U pelaKTUPYET TEKCT;

e CKaHHPYET U PACIIO3HAET TEKCT;

e IIPOBOJUT pa3MeTKy U (OpMATHPOBAHUE JTOKYMEHTOB;

e COXpaHAET, KOIUPYET U Pe3epBUPYET TOKYMEHTHI;

e OCYIIECTBIIIET IIpe0Opa3oOBaHNE U IEPEKOMIIOHOBKY JIAHHBIX, CBSI3aHHBIX C
U3MEHEHUSIMU CTPYKTYPBI IOKYMEHTOB, (hOpM U TpeOOBaHU K 0(OPMIICHHIO;
COXpaHsAeT JOKYMEHTHI B pa3IMYHbIX KOMIIBIOTEPHBIX (popMmaTax.

3.2. PaOOTHUK BBIIOJTHSET IEHCTBUS B paMKax TPYIOBOU (DYHKITHU 110 CKAHUPOBAHUIO U
o0paboTke rpadudeckoit HHPOPMAITHH:

e HacTpauBaeT 000pPyIOBaHUE U IPOIPAMMHOE 00CCIICUCHHE ISl CKAHHUPOBAHHUS;

e II0JIrOTAaBJIMBACT MATEPUAIBI JUISI CKAHHPOBAHUSI;

e OIpeeIsIeT IIapaMeTphl CKAHUPOBAHUS,

e CKaHUpPYyeT JOKYMEHTEI, COXpaHseT UX, IEPEeMEIaeT U OCYIIECTBISET PE3EPBHOE
KOIIMpOBaHKE (aiiIoB ¢ M300paKECHHUSIMI;

e oOpabaTbIBaeT n300pakeHus (MacmTabUpyeT, KaJpUpyeT, U3MEHSIET pa3pelleHus 1
MaJTUTPHI);

e COXpaHSCT U300PKEHUS B PA3IIMYHBIX (popMaTax ¥ ONTUMH3HPYET UX JJLI
IIyOIUKaAy B HH(POPMAIOHHO-TEICKOMMY HIKAITHOHHOM ceTu « HTepHeT».

3.3. PaGOTHUK BBIIOIHSCT JICHCTBUS B paMKax TPYI0BOH (QYHKIIUH 110 BEJICHHUIO
HH()OPMAITMOHHBIX 0a3 JTaHHBIX:

e BBOJUT HH(pOpPMAIUIO 00 00BEeKTaxX (ToBapax, yciIyrax, IepCoHaINsIX) B 0azy
JTAaHHBIX;

e CBEpsCT CBEACHUS B 0a3ze JTaHHBIX C PeaIbHOM CUTyalluei B OpraHu3aluu 1 C
TEKyIIUMHU JIOKyMEHTaMU (TIpaic-TUCTaMu, KaTaJloTaMu U T.)1.);

e (hopMuUpYET 3aIPOCHI IS MOy ISHUS HEJOCTAIONIEH HHPOPMAIIHHT;

e PEryJSIpHO OOHOBIIET (aKTyIM3UPYeET) HHPOpMAaIHIO B 0a3aX JaHHBIX;

e OCYILIECTBIIACT 3aLUTY IIEPCOHAIBHBIX JAaHHBIX, COJAEPKAIIMUXCS B 0a3axX JaHHBIX,
coriacHo TpeboBaHUAM 3aKoHOAaTenscTBa Poccuiickoit ®eneparmy.

3.4. PaGOTHMK BBIIOJIHACT JCHCTBUS B paMKax TPY/I0BOM (yHKIUK 110 Pa3MEIIEHHIIO
uHpOpMaIMH Ha caifTe:

e IyOmHMKyeT Ha caiiTe ¥ OOHOBILIET HHPOPMAIIMOHHbIE MATEPHAIIBI YEPE3 CHCTEMBI
yIIpaBICHUSI KOHTEHTOM;

e (opmarupyer (BU3yasbHO - BHOCHT HEOOXOUMYIO U y €T JIAIITHIOIO
MH(OPMAITHIO) ¥ HACTPAUBACT OTOOpaKEHE BEO-CTPAHUIL;



e BHOCHT cIyKeGHYI0 HH(GOpMAIIO (Ha3BaHUs B MACHTH(UKATOPEI CTPAHHIL,

KJIIOYEBBIE CTIOBA, METa-TETH U T.J1L.);
e HACTpaMBACT BHYTPEHHHE CBS3H MEXIY HH(HOPMAIMOHHBIMH Os10Kamu/ CTpaHUIIAMHI

B CHCTEME yIpPaBJIEHUS KOHTCHTOM;
o yCTAHABIMBAET IpaBa AOCTYIa BeO-CTPAHKL, HH(YOPMAITMOHHBIX PECYPCOB UL

[IPOCMOTpA U CKauUBaHUS;
e IpOBEpSET MPABIILHOCTh OTOOPaKEHNs BeO-CTPAaHHIl B Opay3epax Ha yCTPOUCTBAx

C pa3sInIHbIM pa3speuICHUEM.

C IOKHOCTHOM MHCTPYKIMEH 03HAKOMIIEH(a)

Ha pyxu BTOpO# 5K3eMILLSp JIODKHOCTHOM HHCTPYKIMH MOy 91I(a)

AJZMUHHCTpATOp caiTa

06.09.2024
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