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materialuri resursebis marTvis departamentis personalis samuSaoTa 

aRweriloba

     departamentis ufrosis moadgile:

departamentis ufrosTan SeTanxmebiT, anawilebs davalebebs

departamentis TanamSromlebs Soris, administraciis xelmZRvanelis mier 

damtkicebuli samuSaoTa aRwerilobebis (Tanamdebobrivi instruqcas)

Sesabamisad, aZlevs maT miTiTebebsa da davalebebs;

ganixilavs departamentis mier Sesrulebul samuSaoebs da 

gadawyvetilebis misaRebad warudgens departamentis xelmZRvanels;

Tavisi kompetenciis farglebSi ganixilavs da koordinacias uwevs 

fakultetebze resursebis marTvis samsaxurebis muSaobas da maTi 

movaleobebis Sesrulebis mimdinareobas.

ganixilavs da Tavisi kompetenciis farglebSi axdens universitetis 

administraciuli aqtebis, xelSekrulebebisa da sxva dokumentebis 

proeqtebis vizirebas;   

uzrunvelyofs departamentis saqmianobaSi kanonierebisa da   

konfidencialurobis dacvas kanoniT gaTvaliswinebul SemTxvevaSi;

pasuxismgebelia departamentis TanamSromlebis mier Sromis

disciplinis dacvaze;

axorcielebs departamentis TanamSromelTa  saqmianobis kordinacias

da kontrols;

pasuxismgebelia yvela ganyofilebis gamarTul muSaobaze.
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asrulebs universitetis administraciul-samarTlebrvi aqtebiTa da 

saqarTvelos kanonmdeblobiT gansazRvrul sxva funqciebsa da davalebebs 

Tavisi kompetenciis farglebSi. 

asrulebs departamentis xelmZRvanelis movaleobas misi aryofnis 

SemTxvevaSi;

sameurneo ganyofilebis ufrosi

unawilebs movaleobebs  TanamSromlebs da aZlevs maT miTiTebebs, 

departamentis ufrosis mier miRebuli davalebebis Sesabamisad.

departamentis xelmZRvanelobas gansaxilvelad warudgens   

winadadebebs

personalTan SromiTi urTierTobis  Sewyvetis, waxalisebis da 

disciplinuri pasuxismgeblobis dakisrebis Sesaxeb. 

uzrunvelyofs ganyofilebis saqmianobaSi kanonierebisa da   

konfidencialurobis dacvas kanoniT gaTvaliswinebul SemTxvevaSi.

pasuxismgebelia ganyofilebis TanamSromlebis mier Sromis

disciplinis dacvaze, ZiriTadi funqciebis, valdebulebebisa da 

departamentis xelmZRvanelis mier miRebuli davalebebis Sesrulebaze. 

  pasuxismgebelia departamentis xelmZRvanelobis davalebis Sesrulebaze.

ufrosi specialisti:

Tsu-s sameurneo ganyofilebis personalis (korpusis administratorebi, 

damlageblebi, muSebi da durglebi) yoveldRiuri ganawileba samuSaos 

mixedviT, aseve maTi saqmianobis gakontroleba mTeli samuSao dRis 

ganmavlobaSi. 

saswavlo korpusebSi sanitarul-higienuri mdgomareobis kontroli; 

higienuri saSualebebis ganawileba-aRricxva departamentis materialurad 

pasuxismgebel pirebze moTxovnis mixedviT teqnikisa materialuri

faseulobebis gamowera da ganawileba TanamSromlebze articxva-

angariSgebis ganyofilebasTan kordinaciiT.

miReba-Cabareba, Camoweris uzrunvelyofa da sxvadasxva miRebuli                 

dokumentebis swor moZraobaze
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  pasuxismgebelia departamentis ufrosisa da ganyofilebis ufrosis 

davalebis Sesrulebaze.

specialisti:

aris  departamentis saqmis mwarmoebeli da pasuxismgebeli TiTeoul 

Semosul da gasul korespodenciaze. Ddepartamentis saqmis warmoebaze 

sakuTari bazis Seqmna kompiuterSi. Kkancelariidan yoveldRiurad 

Semosuli korespondeciebis, brZanebebis gadacema departamentis 

ufrosisaTvis. Mmisi rezoluciis Semdeg, adresatamde gadagzavna 

specialur JurnalSi gatarebiT da xelis moweriT, maT mimdinareobaze 

kontroli. dokumentebis (werilebis) Sesrulebis vadebSi kancelariisaTvis 

Cabareba misi Sesrulebis mdgomareobiT. departamentSi Seqmnili werilebis, 

gancxadebebis, samsaxureobrivi baraTebis, moxsenebiTi baraTebis, 

wardginebebis da moTxovnebis momzadeba, dabeWvda, adresatamde miwodeba da 

maTze kontroli. sxvadasxva departamentebsa da samsaxurebs Soris 

erToblivi pasuxebis momzadeba dokumentebze. 

momaragebis ganyofilebis ufrosi

anawilebs  TanamSromlebis movaleobebs da aZlevs maT miTiTebebs, 

departamentis ufrosis mier miRebuli davalebebis Sesabamisad.

departamentis xelmZRvanelobas gansaxilvelad warudgens   

winadadebebs

personalTan SromiTi urTierTobis  Sewyvetis, waxalisebis da 

disciplinuri pasuxismgeblobis dakisrebis Sesaxeb.

uzrunvelyofs ganyofilebis saqmianobaSi kanonierebisa da   

konfidencialurobis dacvas kanoniT gaTvaliswinebul SemTxvevaSi.

pasuxismgebelia ganyofilebis TanamSromlebis mier Sromis

disciplinis dacvaze, ZiriTadi funqciebisa, movaleobebisa da 

departamentis xelmZRvanelis mier miRebuli davalebebis Sesrulebaze.

  pasuxismgebelia departamentis xelmZRvanelobis davalebis Sesrulebaze.

ufrosi specialisti:

Rebulobs davalebebs departamentis xelmZRvanelebisgan da 

ganyofilebis ufrosisgan.
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Tsu-s wliuri biujetis damtkicebamde fakultetebisa da sxva    

struqturuli  erTeulebisagan  warmodgenili gancxadebebis safuZvelze 

SesaZeni saqonlis nusxis Sedgena.

fakultetebidan, departamentebidan da ganyofilebebidan sakancelario 

nivTebze da inventarze moTxovnebis Segroveba da maTi SeZenis 

uzrunvelyofa. 

saswavlo procesis normaluri uzrunvelyofisaTvis sxvadasxva   

blankebis,   diplomebis,   diplomos  ydebis dasabeWdad SekveTebis micema 

stambaSi da beWdvis drouli uzrunvelyofa. 

kartrijebis SeZenis da datvirTvis drouli uzrunvelyofa. 

xelSekrulebebis gaformeba sxvadasxva organizaciebTan da momarageba 

SeZenili nivTebiT.

specialisti:

Rebulobs davalebebs departamentis xelmZRvanelebisgan da 

ganyofilebis ufrosisgan.

kontroli sasawyobe meurneobaSi Semotanil saqonlze. (erTiani 

monacemTa bazis Seqmna)

kontroli Semotanili masalebis, sasaqonle zednadebsa da 

angariSfaqturebze, aRricxvianobis sruli dacviT.

sasawyobe meurneobis zedamxedveloba ganawilebuli masalebis miReba,

T.s.u.s saaRricxvo Srif-kodis dasmiT.

gacemul saqonelsa da teqnikaze kontroli bazaSi SetaniT.

sasawyobo meurneobis uzrunvelyofa sawoni, sazomi da SesafuTi 

masalebiT, raTa ar moxdes masalebis normis danakargi.

kontroli sasawyobo meurneobaSi arsebul uvargisi dazianebuli 

saqonlis Camoweraze, dokumentaciis zusti CvenebiT.

eqspluataciis ganyofilebis ufrosi

unawilebs movaleobebs  TanamSromlebs da aZlevs maT miTiTebebs, 

departamentis ufrosis mier miRebuli davalebebis Sesabamisad,

departamentis xelmZRvanelobas gansaxilvelad warudgens   

winadadebebs
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personalTan SromiTi urTierTobis  Sewyvetis, waxalisebis da 

disciplinuri pasuxismgeblobis dakisrebis Sesaxeb

pasuxismgebelia ganyofilebis TanamSromlebis mier Sromis

disciplinis dacvaze, ZiriTadi funqciebisa, movaleobebisa da 

departamentis xelmZRvanelis mier miRebuli davalebebis Sesrulebaze

  pasuxismgebelia departamentis xelmZRvanelobis davalebis Sesrulebaze.

avtofarexi

ganyofilebis ufrosi:

unawilebs movaleobebs  TanamSromlebs da aZlevs maT miTiTebebs, 

departamentis ufrosis mier miRebuli davalebebis Sesabamisad.

departamentis xelmZRvanelobas gansaxilvelad warudgens   

winadadebebs

personalTan SromiTi urTierTobis  Sewyvetis, waxalisebis da 

disciplinuri pasuxismgeblobis dakisrebis Sesaxeb  pasuxismgebelia 

ganyofilebis TanamSromlebis mier SromiTi disciplinis dacvaze, ZiriTadi 

funqciebisa, movaleobebisa da departamentis xelmZRvanelis mier miRebuli 

davalebebis Sesrulebaze.

  pasuxismgebelia departamentis xelmZRvanelobis davalebis Sesrulebaze.

bagebis studqalaqi 

studqalaqis mmarTveli:

unawilebs movaleobebs  TanamSromlebs, aZlevs maT miTiTebebsa da 

davalebebs, administraciis xelmZRvanelis mier damtkicebuli 

Tanamdebobrivi instruqciisa da departamentis ufrosis mier miRebuli 

davalebebis Sesabamisad.

departamentis xelmZRvanelobas gansaxilvelad warudgens   

winadadebebs studqalaqis struqturis, Statebis, studqalaqis  

personalTan SromiTi urTierTobis  Sewyvetis, waxalisebis da 

disciplinuri pasuxismgeblobis dakisrebis Sesaxeb.

pasuxismgebelia studqalaqis TanamSromlebis mier SromiTi 

disciplinis dacvaze, ZiriTadi funqciebisa, movaleobebisa da 

departamentis xelmZRvanelis mier miRebuli davalebebis Sesrulebaze.
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  pasuxismgebelia departamentis xelmZRvanelobis davalebis Sesrulebaze.

studqalaqis mmarTvelis moadgile:

unawilebs movaleobebs  TanamSromlebs, aZlevs maT miTiTebebsa da 

davalebebs, administraciis xelmZRvanelis mier damtkicebuli 

Tanamdebobrivi instruqciisa da departamentis ufrosis mier miRebuli 

davalebebis Sesabamisad. 

pasuxismgebelia studqalaqis TanamSromlebis mier SromiTi 

disciplinis dacvaze, ZiriTadi funqciebisa, movaleobebisa da 

departamentis xelmZRvanelis mier miRebuli davalebebis Sesrulebaze.

asrulebs departamentis ufrosis, moadgilis da mmarTvelis

davalebebs.

specialisti:

studqalaqis saerTo sacxovrebelSi Casaxlebul studentTa, 

TanamSromelTa da universitetis kontigentis sxva macxovrebelTa 

sakiTxebze muSaoba. maTTan, qiravnobis xelSekrulebis gaformeba, 

sabuTebis mowesrigeba da qiris gadaxdis kontroli. maTi erTiani 

monacemTa bazis Seqmna. Semosuli da gasuli korespodenciis registracia-

kontroli.

macxovrebelTaTvis pirobebis gacnoba, sacxovrebeli oTaxebis 

ganawileba, saWiro dokumentaciis mogroveba, xelSekrulebis gaformeba, 

gadasaxadis aRricxva-kontroli, yovelTviuri finansuri angariSis Cabareba 

buRalteriis winaSe, saSvis gamowera-kontroli, macxovrebelTa piradi 

saqmis gaxsna-warmoeba, saerTo statistikis warmoeba. Semosuli da gasuli 

korespodenciis registracia-kontroli, werilebis pasuxis proeqtebis 

momzadeba. 

pasuximgebelia departamentis ufrosis, studqalaqis mmarTvelis da

moadgilis winaSe.


