HOJIOKEHHUE
0 On0JMoTEeKe T'YMAHUTAPHOIO KoJuieka umMm. M. ZKymadaeBa

1. OBLIME IMTOJIOKEHUSA

1.1. bubGnmoreka sABIsETCS OAHUM M3 BEAYLIIMM CTPYKTYPHBIM MOJpa3feieHUEM TyMaHHTapHOTO
koiemka uM. M. XKymabaeBa, obecrieunBaroMM yueOHOM, HaAyYHOH, CIIPAaBOYHOM, XYI0KECTBEHHOMH
JUTEPATYpOi, MEPUOJMYECKUMH U3AaHUSIMH W WH(QOPMAIMOHHBIMH MaTepuajamu (maiee -
JOKYMEHTaMH) Yy4eOHO-BOCHHUTATENbHBIM IpOIecC, a TakXKe LEHTPOM paclpoCTpaHEHHs 3HAHUH,
JTYXOBHOTO Y MHTEIUIEKTYaJIbHOTO OOIIEHNUS, KYJIBTYPHI.

1.2. B cBoeli nestenpHOCTH OMOnMoTeKa pykoBoacTtByeTcst Koncrutynueit PecnyOnukm Kaszaxcraw,
3akonom PecnyOmukm Kazaxcran «OO0 oOpazoBaHMH», AOKYMEHTaAaMH 10 OHOJMOTEYHOMY ACIYy H
APYTUMH HOPMAaTHBHBIMH akTaMu MuHHCTepcTBa 0Opa3zoBaHus W Hayku PecmyOnmuku Kazaxcraw,
y4eOHBIMH IJTAHAMH U TPOTPaMMaMy OpPTaHU3alUKH 00pa30BaHUS U HACTOSIINM ITOJIOKCHUEM.

1.3. Opranmzanust (UHAHCHUPYET AEATEIBHOCTh OMOTMOTEKN U OCYIIECTBIISIET KOHTPOJIb 3a ee paboTon
B COOTBETCTBHH C JICHCTBYIOIINM 3aKOHOIATEIbCTBOM.

1.4. Tlopsimok noctyma K (OHIAM, TEepeueHb OCHOBHBIX YCIYT W YCIOBHS HUX IPEIOCTABICHUS
OIPEIEIISIFOTCS PaBUIIAMU TI0JIb30BaHUS OMOIHOTEKOM.

2. OCHOBHBIE 3AJAYHN

2.1. TlomHOEe W omepaTHBHOE OMONMHOTEYHOE M HH(OPMAIMOHHO-ONOIHOrpaduIeckoe 00CITyKHBAaHUE
CTY/IEHTOB, TIpernojaBareiei, COTPYIHUKOB W JPYI'MX KaTeropui uutareneu 6ubnuoTeKH,
YCTAaHOBJICHHBIX B IPaBWJaX II0JIb30BaHUA OUOIMOTEKON KOJJIE[’)Ka, B COOTBETCTBUU C
MH(GOPMALMOHHBIMU TOTPEOHOCTAMH YUTATENEH.

2.2. ®opmupoBanue OubmmoreyHoro (oHIA B COOTBETCTBHM C HOpOQHIEM  KOJUIEIKa,
00pa3oBaTeNbHBIMU POGECCUOHATBLHBIMU IPOrpaMMaMUd M MH(POPMALMOHHBIMU TMOTPEOHOCTIMU
YUTATENIEH.

2.3. Opranuzanys U BeJICHHE CIIPaBOYHO-OMOIMOrpauyeckoro ammapara B aBTOMAaTU3MPOBAHHOM U
TPaJULIMOHHOM pEXUMaX.

2.4. YuacThue B BOCIUTATEIbHOH M T'YMaHMTApPHO-TNIPOCBETHTEIBCKOW JEATENBHOCTH  KOJUIEIKa,
(¢bopMHpoBaHHE y O0YYarOIIMXCS COLIMAIbHO HEOOXOIUMBIX 3HAHUN M HABBIKOB, MPOQECCHOHATbHBIX
MHTEPECOB, NPONaraiaa KyJabTypHOTO HACIEIus.

2.5. ®opmupoBaHue OMOTMOTEUHO-WHPOPMAIIMOHHON KYJIBTYpHI, 00OYY€HHE YUTATEIe COBPEMEHHBIM
METO/aM MoUCcKa U 0TOopa HeoOxoauMoi nHpopmaruu. [TpuBUTHE HABBIKOB MOJI30BaHUS KHUTOMH.

2.6. CoBepiieHCTBOBaHHE pabOTHl OMOJMOTEKHM HAa OCHOBE BHEIPEHUS COBPEMEHHBIX TEXHOJOTHHA H
KOMIIbIOTEPHU3AMH OMOIMOTEYHO-MH(POPMALIMOHHBIX POLIECCOB.

2.7. ®opMUpOBaHHE UYUTATEIHCKOTO aKTHBAa W3 4YHCIa HamOoJiee akTHBHBIX uynTarenei. CosmaHue
HEOOXOJUMBIX YCIOBMH AJISi OpraHM3allUil MEXJIMYHOCTHOTO U KYJIbTYPHOTO OOIIEHUs 00y4aeMbIX.
[IpoBeneHne TeMaTUYECKUX BEUYEPOB, YCTHBIX )KYPHAJIOB U IPYTHX MEPOIPUITHIA.

3. OCHOBHBIE ®YHKIIUN

3.1 bubimoTeka rymaHuTapHOro koiuiemka mMm. M. JXKymabaeBa opranmzyer AudQepeHIIMPOBAHHOES
oOCITy>)KMUBaHHE 4YMTaTeNell B YWTAJIBHOM 3aj€ M Ha a0OHEMEHTE [0 YCTaHOBJEHHBIM IpaBUIIaM
MOJIb30BaHUA OHMOJIMOTEKON KoJuleIka, NPUMEHSS METOJAbl WHAMBHAYAJbHOTO U TPYNIOBOTO
o0CITyKHBaHUSI.

3.2 becrutatHo o0OecrieynBaeT YATaTeNIeii OCHOBHBIMU OMOIMOTEYHBIMH YCITyTaMH:

- MPeloCTaBIsIeT MOJHYI0 MH(OpMaIMo 0 cocTaBe OUOIMOTeYHOro (POHJA Yepe3 CUCTEMY KaTalloroB,
KapTOTEK U C UCTIOJIb30BaHUEM JIpYTUX (popm OMOIMOTEYHOr0 HHPOPMHUPOBAHMUS;

- OKa3bIBaeT KOHCYJBTAaTHUBHYIO TIOMOIIb B IOMCKE U BEIOOpE JTUTEPATypHI;

- BBIJACT BO BPEMEHHOE IOJb30BaHHUE ME€YaTHbIE W3JIaHUS U ApPyrue JOKYMEHThl U3 OUOIMOTEYHOTO
¢boHna;

- IOJIy4aeT U3 ApYrux OUOIMOTEK U3/IaHUsl, OTCYTCTBYIOIINE B (DOHE;

- BBINOJHSET TEeMaTU4YeCcKHe, ajJpecHble M JApyrue Oubiauorpaduueckue CHpaBKH, COCTAaBISET IO
3armpocaM CHUCKU JINTEPATypbl, MPOBOIUT Oubinorpapuyeckue 0030pbl, OPraHU3yeT KHUKHbIE
BBICTABKH.



3.3. Pacimmpsier acCOpTUMEHT OMOIMOTEHYHBIX YCIIYT, MOBBIIIAET UX KA4eCTBO HA OCHOBE TEXHUUYECKOTO
OCHaIIeHHs] OMOTMOTEKH, KOMIIBIOTEpHU3aIK WH()OPMAIMOHHBIX TMpolieccoB. [IpencTarisier untarensim
JIOTIOJIHUTENbHBIE TUIaTHBIE YCIYTH, KOTOpPbIE MOKET OKa3blBaTh Oe3 yiiepOa IJid CBOEM OCHOBHOM
nesaTenbHOCTH. [IpeliCKypaHT TIaTHBIX YCIYT JOJDKEH OBITh YTBEPXKICH TUPEKTOPOM OpPTraHU3aIUH.

3.4. OGecneynBaeT KOMIUIEKTOBaHUE (POHIIA B COOTBETCTBHHM C IpodriieM opraHu3aluH, Y4COHBIMH
IUIaHaMu ¥ o0pa3oBaTeNbHBIMU TMporpammamu. [IpuoOperaer yueOHyr0, Hay4HYIO, TEPHOIUYECKYIO,
CIPAaBOYHYIO, XYAO0XKECTBEHHYIO JIUTEPATypy U Apyrue BUAbl u3gaHuil. CaMOCTOSTENBHO OIpenesseT
MCTOYHHUKH KOMIUIEKTOBaHUS (DOH/IOB.

3.5. UM3ywaer creneHb YAOBIETBOPEHUS YMUTATEIbCKOTO CIpoca C LEJIbl0 KOPPEKTUPOBKHU
KOMIUICKTOBAHMSI U MPUBUJEHUS COCTaBa U TeMaTHKU (OHAA B COOTBETCTBHH € MH(GOPMAIMOHHBIMU
noTpeOHOCTAMHU uYuTaTeNed. AHamu3upyeT 00eCHeueHHOCTh CTYAEHTOB Yy4YeOHHKaMU U Y4EOHBIMHU
OCOOUSIMHU.

3.6. OcyriecTBiseT y4eT, pa3MelleHne U MpoBepKy (oHIa, 00eCreYnBacT ero COXPAaHHOCTh U PEKUM
XpaHEHHUsI.

3.7. Uckitoyaet nutepaTypy u3 (poHma B COOTBETCTBUU C HOPMATUBHBIMU akTamu. [IpomsBoaut otdop
HenpOo(UIBHBIX U TyOIEeTHBIX U3/IaHUN, OPTaHU3YeT UX MPOJAKy B YCTAHOBIEHHOM IOPSIJIKE.

3.8. Bener cucremy OMOJIMOTEYHBIX KAaTAJIOrOB M KapTOTEK HA TPAIMIMOHHBIX M MAITUHOYHTAEMBIX
HOCHUTETISIX C IEJIbI0 MHOTOACIEKTHOTO OUOIorpadudeckoro pacKpbiTus (OHI0B.

3.9. YuacTByeT B CO34aHWUU CBOJHBIX KaTaJIOTOB PETMOHA, B TOM YHCJIE JIEKTPOHHBIX , TTO3BOJISFOIINX
OTEepPaTUBHO MPEAOCTABIATH YUTATEISIM Pa3INYHbIEC YCIYTH B aBTOMATU3UPOBAHHOM PEKUME.

3.10. IIpuHMMaeT y4acTue B peaM3alliil MPOrpaMMbl BOCIIUTATEIFHONW pabOThI KOJIIe KA, UCTIONb3Ys
pasnudHbie GOPMBI U METOIbI MHANBUAYAILHON 1 MacCOBOM pabOTHI.

3.11. OpranusyeT AJis CTYACHTOB (y4alIuXxcs) 3aHATHS 110 OCHOBaM OMOIMOTEYHO-OMOIUOTrpadIecKux
3HaHui. [IpuBHBaeT HaBBIKK MOKMCKa MHPOPMAIINH U €€ IPUMEHEHUs B y4eOHOM TpoIiecce.

3.12. Baenpsier nepeioBy0 OMOIMOTEYHYIO TEXHOIOTHIO, TPOBOIUT COIIMOIOTUIECKHUE UCCIIETOBAHMS C
[EJTbIO TIOBBIIICHUS KaueCTBa pabOThl OMOIMOTEKH U U3yYEHUS YUTATEIbCKIUX HHTEPECOB.

3.13. [IpyHMMaeT yJacTHe B CUCTEME IMOBBIICHHUS KBATU(PUKAIIMHA OHOIHOTEYHBIX PAOOTHHUKOB.

3.14. KoopauHupyeT paboTy € NPEIMETHBIMU KOMHCCHUSMH W OOIIECTBEHHBIMH OpPTaHHU3aIlUsIMU
koJutemka. [IpuHMaeT yqactiue B paboTe METOAMYECKUX OOBEIMHEHUN peruoHa. BianmmonencTByeT ¢
O6UOIMOTEKaMHU PErMOHA U YUPEXKJIEHUSIMH POJCTBEHHOTO MPOQUIIS.

4. YITPABJIEHUE U OPTAHU3AIUA JEATEJIBHOCTHU

4.1. PykoBOJCTBO OMOJIMOTEKOM OCYILIECTBISET 3aBEAYIOIINI, KOTOPBIA MOAUYMHAETCS PYKOBOAUTEIIO U
OpPraHMU3alK U MOXKET SABIATHCS YIEHOM IEAArornyeckoro COBeTa KoJIeIKa.

3aBenyIOUIUil HECET OTBETCTBEHHOCTH 32 BHIIIOJHEHHE BO3JIOKEHHBIX Ha OMOIMOTEKY 3a1a4 U (PYHKIIHH,
OIpEeJIJIEHHBIX JTOJUKHOCTHOM MHCTpPYKIMEH, 3a COCTOSIHME TEXHUKU O€30IacHOCTH, OXpaHy Tpyla H
MIPOM3BOJICTBEHHOW CaHUTApUU; JTAeT PACHOpsSKEHHE M YKa3aHMs, 0O0sI3aTEeNIbHbIE NIJISi COTPYJHUKOB
OUOINOTEKH, M OCYIIECTBIISIET IPOBEPKY UX HCIIOIHEHHS.

4.2. PaboTHUKY OMOTMOTEKN Ha3HAYAIOTCS HA IOJDKHOCTb, IEPEBOIATCS U

O0CBOOOXKJAIOTCS OT JODKHOCTH PYKOBOJIMTENIEM  OpraHM3alMy 10 MPEJCTABICHUIO 3aBEAYIOIIEro
OUOINOTEKOM.

4.3. PexxuM paboThl OMOMMOTEKM YCTAHABIMBAETCS JAMPEKTOPOM OpraHU3alMM B COOTBETCTBHM C
TPYJIOBBIM 3aKOHO/IATEILCTBOM U MIPABUJIaMU BHYTPEHHETO pacropsiKa.

OnuH pa3 B Mecs1 6MOIMoTeKa MPOBOIUT CaHUTApHYIO 00paboTKy nmomenieHui U pouna. B 3ToT neHp
O6ubaroTeKa yuTaresaeil He 00CITyKUBAET.

4.4. Pacxonpl Ha cojepXaHue OUOIMOTEKHM TMpeaycMaTpUBalOTCA B OOIIeH CcMeTe pacxoJloB
npennpusaTus. PykoBoacTBo oOecreyrBaeT rapaHTHpPOBaHHOE (MHAHCHUPOBAHUE KOMIUIEKTOBAHUS,
npuoOpeTeHuss 00OPYAOBaHMS  IJIEKTPOHHO-BBIUUCIUTENFHOW M KOMUPOBAJIbHO-MHOXKHUTEIHHON
TEXHUKHU; obecrieyuBaeT OMOIMOTEKY HEOOXOAMMBIMU IOMEIIEHUSIMH B  COOTBETCTBUU C
JENCTBYIOIMMU HOPMaTUBaMH.

4.5. bubnnoTeka BeeT JOKYMEHTAIMIO U yYeT CBOel paboThl, IPEACTAaBIISIET OTUYETHI U IIJIaHbl padOTHI B
YCTaHOBJIEHHOM IOPSJKE.

4.6. 3a akTHBHYIO pabOTy COTPYJHHKH OHMOJIMOTEKH MOTYT TMPEAOCTaBIATHCA K Harpajgam, 3HaKaMm
OTJIMYUS, IPETYCMOTPEHHBIX JJIs1 pAOOTHUKOB 00pa30BaHMS U KYJIbTYPbI



