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kancelariis personalis samuSaoTa aRweriloba 
 

 

Kkancelariis ufrosis moadgile:  
 

 kancelariis ufrosis aryofnis SemTxvevaSi (Svebuleba, mivlineba, 
avadmyofoba) asrulebs kancelariis ufrosis movaleobas. 

 asrulebs kancelariaSi dokumentbrunvis uzrunvelyofisa da 
dokumentebze muSaobis kontrolis jgufis xelmZRvanelis 
movaleobas (SemdgomSi jgufis xelmZRvaneli). 

 organizebas uwevs Tsu-s saqmiswarmoebis nomenklaturis Sedgenas. 

 axorcielebs Tsu-s struqturul erTeulebSi saqmiswarmoebis 
sakiTxebis monitorings, saqarTvelos prezidentis `saqmiswarmoebis 
erTiani wesebis" damtkicebisa da amoqmedebis Sesaxeb~ # 414 
brZanebulebis Sesabamisad. 

 axorcielebs monitorings Tsu-s struqturul erTeulebSi 
saqmiswarmoebiT dasrulebuli saqmeebis gaformebisa da arqivSi 
gadacemis organizebas, saqarTvelos iusticiis ministris brZaneba # 
174 `dawesebulebaTa arqivebis muSaobis wesebis Sesaxeb~, `erovnuli 
saarqivo fondisa da erovnuli arqivis Sesaxeb~ saqarTvelos kanonis 
Sesabamisad. 

 Tsu-s struqturul erTeulebSi saqmeTa formirebisa da 
saqmeebisaTvis dokumentebis sworad mikuTvnebis monitorings. 

 axdens dokumentebis kompiuteruli informaciuli bazis formirebasa 
da administrirebis monitorings. 

 axorcielebs Semosuli da gasuli korespondenciis damuSavebis 
monitorings. 

 awarmoebs sainformacio momsaxurebas dokumentebis moZraobasa da 
Sesrulebis Sesaxeb. 

 axorcielebs sakontrolo werilebisa da davalebebis aRricxvis, 
Sesrulebis kontrolisa da analizis monitorings. 

 pasuxismgebelia saqmiswarmoebis seqtorSi TanamSromelTa 
saSemsruleblo disciplinisa da TanamSromelTa samuSao pirobebis 
dacvaze. 

 asrulebs kancelariis xelmZRvanelis sxva davalebebs. 
 
 
mTavari specialisti: (1) 
 

 mTavari specialisti asrulebs kancelariaSi reqtorisa da 
administraciis xelmZRvanelis brZanebebsa da Tsu-s 
xelSekrulebebze momuSave jgufis xelmZRvanelis movaleobas 
(SemdgomSi jgufis xelmZRvaneli). 

  ukeTebs organizebas: 
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 reqtorisa da administraciis xelmZRvanelis brZanebebsa brZanebebis 
proeqtebis informaciul damuSavebas. 

 xelSekrulebebis, memorandumebis registracias da informaciul 
damuSavebas. 

 brZanebebiT gansazRvruli sakontrolo davalebebis aRricxvasa da 
Sesrulebis  kontrols. 

 axdens reestris Sesabamisad brZanebebis dagzavnis organizebas. 

 xelSekrulebebisa da brZanebebis Sesaxeb sainformacio bazis 
formirebis monitornigi. 

 Tavisi kompetenciis farglebSi, gascems informaciis brZanebebisa da 
Sesabamisi davalebebis Sesrulebis Sesaxeb. 

 pasuxismgebelia jgufSi samuSao gegmebis, operatiuli da erTjeradi 
davalebebis Sesrulebaze. 

 organizebas ukeTebs dadgenili wesiT brZanebebis daxarisxebisa da 
aRricxva-registracias wlebis da Tematikis mixedviT. 

 amzadebs saqmiswarmoebiT dasrulebul saqmeebs arqivisaTvis 
gadasacemad. 

 pasuxismgebelia reqtorisa da administraciis xelmZRvanelis 
brZanebebsa da Tsu-s xelSekrulebaze momuSave jgufSi 
TanamSromelTa saSemsruleblo disciplinisa da TanamSromelTa 
samuSao pirobebis dacvaze. 

 asrulebs kancelariis xelmZRvanelis sxva davalebebs. 
 
 

 
mTavari specialisti (arqivi) (1) 
 

   mTavari specialisti warmarTavs arqivis saqmianobas. 

 arqivis fondebis dakompleqtebas Tsu-s nomenklaturiT 
gansazRvruli saqmeebiT. 

 Tavisi kompetenciis farglebSi monawileobs  Tsu-s nomenklaturis 
SedgenaSi. 

   universitetis struqturul qvedanayofebSi saqmeebis formirebis 
monitoringis organizeba, damtkicebuli saqmeTa nomenklaturis 
mixedviT. 

 universitetis struqturul erTeulebSi  arsebuli saqmiswarmoebiT 
dasrulebuli saqmeebis arqivSi gadacemis vadebis dacvis 
monitoringi. 

 arqivSi arsebuli dokumentebis mecnierul-praqtikuli 
Rirebulebebis eqspertizis organizeba. 

 saxelmwifo dacvaze gadasacemi dokumentebis samecniero-sacnobaro 
aparatis (aRwerebi, istoriuli cnobebi, mimoxilvebi da a.S.) Seqmna 
da Sevseba. 

 sacnobaro dokumentebis gamoyenebis organizeba, dadgenili 
wesisamebr cnobebis, amonawerebis momzadeba fizikur da iuridiul 
pirebze gadasacemad. 

 sainformacio da saarqivo momsaxurebis organizeba. 

 yovelTviurad arqivSi dokumentbrunvis statistikuri analizis 
momzadeba. 

 pasuxismgebelia arqivSi TanamSromelTa saSemsruleblo     
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      disciplinisa da TanamSromelTa samuSao pirobebis dacvaze. 

  asrulebs kancelariis xelmZRvanelis sxva davalebebs. 
 
 

 
ufrosi specialisti (1) 
 

 eleqtronuli saqmiswarmoebis programuli uzrunvelyofa. 

 Tsu-s kancelariis eneqtronuli saqmiswarmoebis teqnikuri 
uzrunvelyofa da monitoringi. 

 fakultetebze eleqtronuli saqmiswarmoebis organizeba. 

 xelSekrulebebis registracia da Sesabamisi sainformacio bazis 
formireba. 

 gasuli korespodenciis registracia da Sesabamisi sainformacio 
bazis formireba. 

 saqmiswarmoebiT dasrulebuli saqmeebis (xelSekrulebebi, gasuli 
korespodencia) daarqiveba. 

 dokumentbrunvis Sesaxeb yovelkvireuli statistikuri informaciis 
momzadeba. 

 Tavisi kompetenciis farglebSi, sainformacio momsaxureba. 

 samsaxureobrivi dokumentebis beWdva, aslTa gamravleba, skanireba. 

 asrulebs kancelariis ufrosis da reqtorisa da administraciis 
xelmZRvanelis brZanebebsa da Tsu-s xelSekrulebebze momuSave 
jgufis xelmZRvanelis sxvadasxva davalebebs. 

 
 
ufrosi specialisti (1) 
 

 Semosuli korespondenciis registracia da  informaciuli damuSaveba.  

 zogadi administraciuli kodeqsis moTxovnaTa Sesabamisad, moqalaqeTa 
mier wardgenili gancxadebebis gaformebis wesebis dacvis monitornigi. 

 saqmiswamroebis kompiuterul bazaSi Semosuli korespondenciis Sesaxeb 
informaciis Setana. 

 korespondenciis eqspediciuri damuSaveba. 

 korespondenciis adresatebisaTvis (korespondenciis miRebaze 
pasuxismgebel pirze) gadacemis organizeba. 

 kompentenciis farglebSi sainformacio momsaxureba dokumentebis 
warmoebisa da moZraobis Sesaxeb. 

 Semosuli korespondenciis Sesaxeb yovelkvireuli statistikuri 
informaciis  momzadeba. 

 samsaxureobrivi dokumentebis beWdva, aslTa gamravleba, skanireba. 

 asrulebs kancelariis ufrosisa da dokumentbrunvis uzrunvelyofis da 
dokumetebze muSaobis jgufis xelmZRvanelis sxvadasxva davalebebs.  

 
 

 

ufrosi specialisti (1) 
 

 rezoluciis Semdgom Semosuli korespondenciis eqspediciuri 
damuSaveba, adresatebisaTvis gadacemis organizeba, Sesabamisi 
informaciis kompiterul bazaSi Setana da kartoTekis warmoeba. 
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 sakontrolo werilebisa da davalebebis aRricxva da Sesrulebis 
kontroli. 

 saqmiswarmoebis kompiuterul bazaSi informaciis Setana sakontrolo 
davalebebis, maTi Sesrulebisa da warmoebiT dasrulebuli saqmis 
Sesaxeb. 

 saqmiswarmoebiT dasrulebuli saqmeebis gaformeba. 

 saqmiswarmoebiT dasrulebuli saqmeebis (Semosuli da gasuli 
korespondencia) daxarisxebisa da aRricxva/registraciis organizeba 
wlebis da Tematikis mixedviT. 

 dokumentbrunvis Sesaxeb yovelkvireuli statistikuri informaciis 
momzadeba da analizi. 

 Tavisi kompetenciis farglebSi dokumentebis moZraobasa da 
Sesrulebis Sesaxeb sainformacio momsaxureba. 

 materialurad pasuxismgebeli piris funqciebis Sesruleba. 

 samsaxureobrivi dokumentebis beWdva, aslTa gamravleba, skanireba. 

 asrulebs kancelariis ufrosisa da dokumentbrunvis uzrunvelyofis 
da dokumetebze muSaobis jgufis xelmZRvanelis sxvadasxva 
davalebebs.  

 
 
 
specialisti (1) 
 

 personalis marTvis departamentis mier momzadebuli brZanebebis 
proeqtebis registracia, informaciuli damuSaveba da kompiuterul 
bazaSi fiqsacia. 

 brZanebebis teqnikuri momzadebis uzrunvelyofa (brZanebis blankebze 
informaciis datana). 

 brZanebebis Sesaxeb Tsu-s saqmiswarmoebis kompiuterul bazaSi 
Sesabamisi informaciis Setana. 

 kontrolidan moxsnili dokumentebis Sesaxeb sainformacio bazaSi 
informaciis Setana. 

 mivlinebis furclebis gacemis organizeba. 

 dokumentebis aslTa gamravleba, skanireba, beWdva. 

 asrulebs kancelariis ufrosis da reqtorisa da administraciis 
xelmZRvanelis brZanebebsa da Tsu-s xelSekrulebebze momuSave 
jgufis xelmZRvanelis sxvadasxva davalebebs. 

 
 
specialisti (1) 
 

 administraciis xelmZRvanelTan miRebaze mosuli moqalaqeebis da 
stumrebis Sexvedris organizeba. 

 moqalaqeTa informaciuli momsaxureba.  

 Tsu-s kancelariidan Semosuli administraciis xelmZRvanelis da 
administraciis xelmZRvanelis moadgilesaTvis gankuTvnili 
korespodenciis dokumentbrunvis organizeba, kontrolze ayvanili 
werilebis aRricxva da Sesrulebis Sesaxeb informaciis gacema. 

 samsaxureobrivi dokumentebis beWdva, aslTa gamravleba, skanireba. 

 asrulebs kancelariis ufrosis sxvadasxva davalebebs. 



 5 

 
 
specialisti (1) 
 

 arqivSi Semosuli gancxadebebis ganxilva, damuSaveba, saarqivo 
cnobebis, amonawerebis momzadeba. 

  moTxovnebis Sesabamisad, atestatebis da diplomebis gacemis  
    uzrunvelyofa. 

 arqivis sacavSi arsebuli mudmivad da xangrZlivad Sesanaxi 
saswavlo da samecniero xasiaTis dokumentaciis damuSaveba 

 mudmivad Sesanaxi dokumentaciis saxelmwifo dacvaze gadasacemad 
momzadeba. saarqivo dokumentebis eqspediciuri damuSaveba da 
momsaxureba - arqivsa da kancelarias Soris dokumentbrunvis 
uzrunvelyofa. 

 Tsu-s fakultetebidan miRebuli dokumentebis damuSaveba. 

 samsaxurebrivi dokumentebis beWdva, skanireba, aslTa gamravleba. 

 asrulebs kancelariis ufrosisa da arqivis gamgis sxvadasxva 
davalebebs. 

 

 
 
 
 


