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I[O.]'DKHOCTH&H HHCTPYKIUA aIMUHUCTPAaTOpPAa caiira

I'bBOY «COIINe17 c.n.Bepxuue Ayanyxku»

1. O01ue moJ10KeHu s

1.1. Hacrosimast joymkHOCTHAS MHCTpYKus (nanee — JIW) npennaznauena aisi pabOTHHKOB,
3aHMMAFOLIHX JI0JDKHOCTh «AIMUHHCTPATOp caiitay (nanee — pabOTHUK).

1.2. 1N pazpaborana Ha ocHOBe npukaza Muntpyaa Poccuu ot 19.07.2022 Ne 4201 «O06
YTBEP)KICHUU POHECCHOHATIBHOIO cTanaapTa «CrenuaiucTt no HHGOpPMauOHHBIM
pecypcamy, ITaTHOro pacnucanus v crpykrypbl MBOYVY Llentp o6pasoBanust Ne 1.

1.3. PabOTHHK MOAYMHSCTCS PYKOBOIUTEIIO CTPYKTYPHOTO MTOAPA3/ICIICHUS, B KOTOPOM
pabotaert, u gupexkropy MBOYVY Llentp o6pazoBanms Ne 1.

1.4. IIpaBa u obuue 00s3aHHOCTH paboTHUKA onpeaenstorcs TpyaoBbiM kogekcoMm PO u
WHBIMH HOPMATHBHBIMH IPABOBBIMU aKTaMU B cepe TPYIOBBIX OTHOIICHUH, [IpaBumamu
BHYTPEHHET0 TPYAO0BOTO PaCIOpsAIKa, MHBIMU JOKAbHBIMA HOPMaTUBHBIMH akTamMu MBOY
Lentp obpazoBanms Ne 1.

1.5. PaGoTHUK, B COOTBETCTBHHM € 3aKOHOAATENbCTBOM P®D, MOKeT OBITh OJBEPTHYT
JUCLUIIIIMHAPHOW, MaTepUalbHOM, aIMUHUCTPATUBHOM, TPAXIAHCKO-TIPABOBOU M YTOJIOBHOU

OTBCTCTBCHHOCTH.

1.6. 1N sBnsieTcs NpHIIO’KEHUEM K TPYAOBOMY JIOTOBOPY C paOOTHHUKOM NPH YCIIOBHH, YTO B
TPYAOBOM JIOTOBOPE MPSIMO HA 3TO YKA3aHO.

2. TpeGoBanus K KBaJdupuKanun
2.1. Ha 1o/mKHOCTh aIMUHUCTPATOpPA caiiTa MpUHUMAETCS JIUI0, UMEIOLIee CpeHee
npodeccuoHanbHOe 00pa3oBaHUeE - MPOTrPaMMbI ITOJTOTOBKY KBaJTU(UIIUPOBAHHBIX pab0ounx
(cmyxammux).

2.2. TpeboBaHMs K OIBITY IPAKTUYECKOI pabOTHl OTCYTCTBYIOT.

2.3. PaboTHHUK MOJKEH 3HATE.



e TEXHHMYECKHE CpeJCcTBa cOOpa, 00pabOTKU M XpaHEHHs TEKCTOBOM HH(OpMaIuy;

e CTaHJAPTHI PACIPOCTPAHEHHBIX (POPMATOB TEKCTOBBIX U TAOJUYHBIX JaHHBIX;

e TmpaBwia GOPMATUPOBAHHS FIEKTPOHHBIX TOKYMEHTOB,

e OCHOBHbBIE XapaKTEPUCTUKH, IPUHIUIBI PAOOTHI M BO3MOXXHOCTH PA3IUYHBIX TUIIOB
CKaHEpOB;

e OCHOBBI KOMIIBIOTEPHOU IpadrKH, METOIbI MPEACTABICHUSI 1 00pabOTKH
rpadudeckoil nHHopMaIK B KOMIIBIOTEPE;

e XapaKTEPHUCTUKH U pacrpocTpaHeHHbIE GopMaThl rpaduyeckux ¢ailyios,;

e TpeOOBaHMUS K XapaKTEPUCTUKAM U300payKeHHIA ITPU pa3MELIeHUH Ha BeO-caiiTax;

e 3aKOHOJATEILCTBO Poccuiickoit Deaepannu B 00aCTH HHTEIUICKTYaIbHON
COOCTBEHHOCTH, MPaBUJIA HCIIOJIb30BAaHMS HH()OPMAIIMOHHBIX MAaTEPHAIIOB B
H(}OPMaLMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTn «IHTepHeTY;

e TPHUHLHUIIBI OPraHU3aUN UH(OPMAIIMOHHBIX 0a3 TaHHBIX;

e OCHOBBI 3aKOHO/MaTeNbCcTBA Poccuiickoit deneparuu B 00J1acTi XpaHSHUS U
pacrpoCcTpaHeHHs IEPCOHATBHBIX JaHHBIX;

e oO0IIee mpeCcTaBICHUE O CTPYKTYpPE, KOJUPOBKE U S3bIKAX PA3METKH BEO-CTPaHUIL
(6a3oBbIe Teru sA3bIKa TUNICpTEKCTOBOM pasmerku (HTML), dbpelimbl, ciou, KyKu-
daiinsr);

e 00mIME MPUHIUIIBI OTOOPAKEHHS CTATHYECKUX M TUHAMUYECKHX BeO-CTpaHHIL,
KITFOUYEBBIE BEO-TEXHOJIOTHH, UCTIONIb3yeMbIe Ha BeO-caiiTax;

e TpeOOBaHMUS K Pa3IMYHBIM THIIAM WHPOPMAIIMOHHBIX pecypcoB (TeKcT, rpaduka,
MYJIbTUME/INA) TS TIPEICTABICHUS Ha BeO-caiTe;

e 00IIME MPUHLIUIIBI PA3TPAHUICHUS TPaAB JOCTYNA K HH(POPMAINN B
H(}OPMaILMOHHO-TEIIEKOMM YHUKAIIMOHHOM ceTu «HTepHeT», oOecrneueHus
WH(OPMAITMOHHON OE30MMaCHOCTH.

2.4. PaOOTHHK JTOJKEH YMETh!

e HCIOJB30BaTh KOMIBIOTEPHYIO TEXHUKY U YCTPOMCTBA /ISl MOJIy4eHUs LIU(POBBIX
JTAHHBIX,

e BBOJMTbH U 00pabaThIBaTh JaHHBIE B TEKCTOBOM PEJAKTOPE;

e paboTaTh C TOKyMEHTaMHM, CTHIISIMH, TaOJIMIIaMH, CIIUCKAMH, 3ar0JIOBKaMU U
JPYTUMH 3JeMeHTaMH (hOpMaTHPOBAHUS,

e pabotaTk ¢ 000pyIOBaHUEM ]ISl OLM(POBBIBAHUS N300paXKEHHI: CKAHEPOM,
MHOT'O()YHKIIMOHAJIBHBIM YCTPOICTBOM, (hOTOKaMepoii;

e paboTaTh CO CHEUAIU3UPOBAHHBIM IPOrPAMMHBIM 00€CTIeYeHUEM, HaCTpauBaTh
napamMeTpbl CKaHUPOBAHHUS;

e paboraTh B rpaduyecKux peaakTopax u oOpadaTeIBaTh pacTpOBbIE U BEKTOPHbIE
n300pakeHHsI: MacIITabUPOBaTh, KaIPpUPOBATh, U3MEHATH pa3pellieHHe U MaIuTpy,
KOMIIOHOBATh U300paKeHMUs;

e HCIIOJIB30BaTh COBPEMEHHbIE HHCTPYMEHTBI M METO/IbI Pa0OTHI ¢ popMamuy,
AJIEKTPOHHBIMU TaOJIUIIAMH, TEKCTOBBIMU JJOKYMEHTAaMU JJIsl BBOIa HH(OpMaLUY B
0a3ax JaHHBIX U €€ OOHOBJICHUS,

e HCIOJb30BaTh PA3IMYHbIE METOBI IOUCKA, COPTUPOBKHU M 00pabOTKH B
UH(OPMAIIMOHHBIX 0a3ax NaHHBIX;

e 3aMOJIHATH BeO-(POpMBI, paboTaTh C OJJHUM HJIM HECKOJILKUMH Opay3epamu Ha
pa3NIUYHbIX IIaThopMax;

e paboTaTh B TEKCTOBBIX U rpapUuECKUX peJaKkTopax;

e HCIIOJB30BaTh TEXHOJOTHH pa3MeIleH s U Tiepeadn nH(pOopMaIiy B
MH(}OPMaLMOHHO-TEJIEKOMM YHUKAIIMOHHOM ceTu «IHTepHeT», CeTIX UHTpaHET;



e pa3MemaTh MyJIbTUMEIUNHBIC 0OBEKTHI Ha BEO-CTpaHUI[AX.
3. 10/I2KHOCTHBIE 00S13aHHOCTH

3.1. PaGOTHHK BBHITIOJIHSET JIEHCTBHS B paMKax TPYAOBOW (DYHKIIMHU IO BBOY M 00pabOTKH
TEKCTOBBIX JIAHHBIX IS CATOB:

e HaOHpaeT U peAaKTUPYET TEKCT,

e CKaHUPYET U PACIIO3HACT TEKCT;

e TPOBOIMT Pa3METKy U (OPMaTHPOBAHHE JTOKYMECHTOB;

e COXpaHsEeT, KOUPYET U Pe3ePBUPYET JOKYMEHTHI;

e OCYIICCTBIISCT MPeoOpa3oBaHKe U NEPEKOMIIOHOBKY JTAHHBIX, CBSI3aHHBIX C
W3MEHCHUSIMU CTPYKTYPbI IOKyMEHTOB, (hOpM 1 TpeOOBaHH K 0POPMIICHUIO;
COXpaHsET JOKYMEHTHI B Pa3JIMYHBIX KOMITBIOTEPHBIX (pOpMaTax.

3.2. PaOOTHHK BBIMOHSET JCHCTBHS B paMKax TPYIOBOW (PYHKIIMH MO CKAHUPOBAHUIO U
00paboTke rpaduueckor HHPOPMaIIUHU:

e HacTpamBaeT 00OpyIOBaHHE U MPOTPAMMHOE 00ECTICYeHUE ISl CKAHUPOBAHMUS,

e TOJTrOTaBJIMBAECT MaTEPUAIbI Ui CKAHUPOBAHHS,

e OIpENENseT NapaMeTpbl CKAHUPOBAHUS,

e CKaHUPYET IOKYMEHTHI, COXPaHsET UX, MepEMEIIaeT U OCYILECTBISET pe3epPBHOE
KOIMUpOBaHuE (HaiyIoB ¢ N300pAKEHUSIMH,

e 00pabateiBacT U300pakeHus (MacITabUpyeT, KaApUpyeT, U3MEHSET pa3peleHus 1
HaJTUTPHI);

e COXpaHsAET U300pakeHUsI B pa3INYHbIX (hopMaTax U ONTUMH3UPYET UX IS
nyonuKauu B nHOOPMAIMOHHO-TEIEKOMMYHUKAITMOHHON ceTu « HTepHETY.

3.3. PabGoTHHK BBIIOJHSIET ACHCTBHS B paMKax TPYI0BON (QYHKIIMH 110 BEIECHUIO
nH(OPMALIMOHHBIX 0a3 TaHHBIX:

e BBOJWT HH(OpMaIHio 00 00beKTax (ToBapax, yciyrax, IepCOHANNAX) B 0a3y
JIaHHBIX,

e CBepseT CBeJeHMs B 0a3e JaHHBIX C peaIbHOM CUTyallle B OpraHu3aluu U C
TEKYIIUMH JOKYMEHTaMu ([paic-TuCTaMu, KaTaloraMu | T.J1.);

e (opMHUpPYET 3aMpOoCH JJIs OJIYISHHS HEAO0CTAIOIIeH HHPOPMAIINH;

e PEryJsIpHO OOHOBJISIET (aKTyanu3upyer) HHPOPMAIHIO B 0a3axX JaHHBIX;

e OCYIIECTBIISIET 3alIUTY MEPCOHATBHBIX JIAHHBIX, COACPIKAITUXCS B 0a3ax JaHHBIX,
COTJIaCHO TpeOOBaHUAM 3aKOHOJATeNbCTBA Poccuiickoit denepariui.

3.4. PaGOTHMK BBINIOJHSIET ASHCTBHS B paMKaxX TPY10BOH (YHKIIMH 110 pa3MEIIEHUIO
nH(popMaluy Ha calTe:

e MyOJMKYeT Ha caiiTe M OOHOBIIIET HHPOPMAIIMOHHbBIE MaTEPHAJIbI YEPE3 CUCTEMBbI
yIpaBIEHUS KOHTEHTOM,;

e (opmarupyet (BU3yaJbHO - BHOCUT HEOOXOIUMYIO H yJIAJSeT JIUIIHIOK
UH(OpPMAIIHIO) U HACTPAHBAET OTOOpaKEHNE BEO-CTPaHHIL,

e BHOCHT CITy’keOHYI0 nH(popMarmio (Ha3BaHWsI U UICHTU(PHUKATOPHI CTPAHMUII,
KJIFOUEBBIE CIIOBA, META-TETH U T.J.);



e HACTpaWBacT BHYTPCHHUE CBS3U MEXIy WHPOPMAIIMOHHBIMU OoKamu/ CTpaHUIIAMU
B CUCTEME YIPaBJIEHUSI KOHTEHTOM;

e YCTaHABJIMBACT IIpaBa JOCTYIA BEO-CTpaHHUII, HHOOPMAIIMOHHBIX PECYPCOB IS
IPOCMOTpA U CKauUMBaHUSA;

e TIPOBEPSIET MPABIIBHOCTh OTOOpaKeHUs BeO-cTpaHUI] B Opay3epax Ha yCTPOUCTBAX
C pPa3IMYHBIM Pa3pELICHUEM.

C OJDKHOCTHOM MHCTPYKIIUEH 03HAKOMJICH(a)

Ha pyku BTOpO#i 3K3eMIUISp T0DKHOCTHOM HHCTPYKIIMU TTOTy4ni(a)
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