@sbstoo 2
©IB3069829¢705 B9H2H0b 2019 fierol 25 ghdd®mob 03/105 8605698000

agdls
»0v9 06009MH6g00965¢ “46039MLOMO, B0y

3539005 ®-39d603M0 LsALIbYMOUL
IO

dsmvdo
2019



399be00 1. DI OIOMIEIGIGBO.....cuevirieriiriniiriiieiiiteietc e 3
399be0o 2. LSABIHYYOHOL BMBJBOGDO ..vvviiiiiiiictiiec s 3
399be00 3. BLSABIBNYYOOL BEHONMIBDIOO .....eveviiiiiiiiieicce s 4
39be00 4. BLSABIBNYOOL MBEOMWO .......cuiiiieiiitiiitccie s 5
399be00 5. BLSABIHNYOOL B3GBOIEIOUBI0.....evivciiiiiiiiiitiiei s 5
399be00 6. BLSABIDNOOL BAIGOMMIO ...t 5
39be0o 7. TG SIOBMBIGIO .....cvviiiiiiiii s 5
31beo 8. 13IZB000 IIMIEIGIGDO. ... ecvivieiriieiiitiiei s 6
QOSDSIOIO ...ttt 7

LsLsbuMHOL MBROMLOL 1533500B0 3530 FMMbM3BYd0 s BsTMBsc SOPIMOEIMDS ... 7
QOSDSIOIO 2.ttt 9

LsALsbuyMOl b3gE0sEoLEOL 1533500803530 JMmmbM369d0 s BsdMTsm sEHgMOEMds ............ 9



dmbero 1. Drgso gdmgdgdo

. 9L ©gdgds 9bLaBE3MagL 3L L0919 0bmgMbgodgbser Mbogg®lomo, d50930“-ls
(09900mddo - Lobfogwm MbBogzgdlo@gBo) 5BIM0sWM-E9gdbo3MMo LsdlobrmMols
(0909330 - LLodLobm®Oo®)  L5gd0sbMdOL  LETIOPEGOMOZ  LoBwAZEgdL,
MO9B0Bsgom  LGHOMIGHMOU, 1bJ309dL, 35LboLIRYOMOOLS Qo
562560083593 gd0L 1S30MbYDL.

. 1OALObYMO OOl Bobifogerm MbogzgMLOEGEHYGHOL 5ET0bOLEHMI300L MGMYSBOBIFOMEN-
LAHOMYIGHNOMo  9OHMOYMEo,  OMIEOL  1JB0bMdOL  JoBsbos  Labfogarm

M6039MOLOGIGHOL  MOYIBOBIFOMW-LEHOMIBHMOMWO  JOMNIMIOOL  Loddosbmdols
05905 )-Hgdbo3 Mo HbONbIIwymgs.

. bodbobMo  Lodd0sbMdSL  SBMOE30ggdL  Loomzgerml  3mbLEOGHY300U,
LogMMSTMMOLM  9dBHJool,  LoJommzgml 396MmbIYdEMdOL,  Labffogarm

MB6039MLoGIGHOL FalEgdols s IdIEgdoL, LsALILOOL IO gdols s bbgs

405 bmM35EH0o 59390l LogydzgeBy.
. LOALObYMO  Boddosbmdol  AbbMME30gwgdolsl  bgerddwgsbgermdl  Labffsgarm

»60390L0GYGHOL Fsermn3z0l 99990 3G063039d00:

5) 93500930EI0 gAMbl s BEGWYBEHIOOL 53500)F0MO MO30BWIRWIYDS;

0) 3m0@031M0 630¢Ow0HTo s LoEGY30L MH30LREINd;

3) LYFIOMOIBMBS S PIBILFIOMD;

©) ©0L3MH0d0bs300L IYFZ390EMBS s MBILHMOO F3YH MBS, obMEBRI3Ws© 30MOol
MoLols, 3960l ggmol, Ugglbol, Fo®dmTmdolL, gmbozmeo  33mmgbogdols, 9bol,
69w0go0l, 3MmoG03mo 6 Lbgs dgbgmwgdol, Lmaoswm@mo Jmmgbowgdol,
Jb906030 56 HgdM030 AyMTsMgmdoL, Losbm3zmdgmo 50Ol 56 bbgs 6odbols
2o0m;

9) 0b6x83mEOIs300L  LoxsOMMds s bgerdobshzmdmds, 39Mbmbocrme  dImbszgdms
©5330b JbONDIgLYmRBo;

3) 395050943930 gdoms  80Mgdol  3OMmEgldo 93500980960  39MLMbsEIols o

LGM9DEGHOOL BIOIOIMYMD;
D) 306390l gdOLs O 5MBI36930L Lok sMMMBY, 350 FF0MZMdDS S LOTIMMOBMDS.

dmbemo 2. Lsdlssbmeols 3mbdogdo

1. Lsdbobmeol MRE9d59mBoEgdsls 3969379336905 390090 5316g30900L

3o6bmO 309 gds:

5)  Labfogam  mboggMlodgdol  BOmWMblgwymas Lsgddosbmdols Fgmngmbgdes
396bMM 309 gdoLsMZ0L BoFOMHM FoBYMH0SWME-E9]bo3MEm0 dsDom;

0) Lobfogwm 1b6039MLoG Ol  35@IM0sIM-39dbo3zmEmo d5Bols Tmzws-dgbobgs,

©O(33S O PobsbEgdY;



3) LOKOBIBLM LHALIBNOE MBFIGOMAMIOT ymzgefcron®o 0b396@sM0BsE00L
BoGoM90s 5 dolo 8909a900L Lys®OEbZM dMbo3)09d™E TgM9ds;

©) Labfogarm  96039MboGHgBHOL  996mdsdo  sMLYdIMwo  FMFYMmdoEMdIOOLS
3099603530900 2535600 3w96430mboMgdol »BOHMbggwymas;

9)  PsboBHIMgdgo  LoMgdmbdm  Lodmdomgdol  sfigMs, dolo  MmMPBOBYdS
b9©s3bgggwmdY;

3) babfogwm 96039MGLoGHYGHOL  93GHMBGMBL3MOGHM  1bsdMOEdJdOL  2535MI0 0
ddomdob M HMMB3gwymays;

D) bsbdoMbfobssdgam s LoboEsMmME-308096mM0 Bm®MIGOOL ©(339;

®) babogarm 9b039MLoGHIBHOL  GHIO0GHMM0sDg Habmogol 335 WS MLOFOMb®
39099mL BOHMb39wgMe3s;

0) 89L58530L0o LsFoMHMYBOL IJmbg 306HJIOLEMZOL 53EHOMOMEO Qo0gdml 89ddbs s
39099x MdgL9ds;

3 3M03939b3ool  BoMaergddo  Lsbfiagerm  MbogzgMbo@g@ol  3ob30m6mgdol
LEHOSBHIF0ME0 S Bodmddgm 4gadol 999995390580 IMbsfogmds;

) 300393H9bzool B3GR gdTdo Lobffoganm =603960LOEYEHOL
53690035305/533MM0DsE00L 3GIM39LA0 BsOMMEMDd;

d) Lodbobm®olb doge  JgueOeEgdmeo  bsdmdsml  Jgbobgd  ym3z9wligdgbEHwIero
562960030l IMIBsYds;

B) Ubgo Mx3egds0mliogdol  4sbbmMEogagds, GMmIgeog  39m39¢obfiobgdmeos
Lolfogerm Mbog9OLOEHIEBHOL Fos bMMIsE0o 9JEJd0m 96/ #odmIobsmgmdl
L5ALIBYYHOL oJd0bMBdOL FoHBBYdOB.

dmbemo 3. LsdlsbmEol BEGKIEBHMOS

. LOALIBMOOL  MORBOBIFOMIO  BLEHOWIEHIOS TJAds  LEdLsbmMol oM 39e0
MmO296mbs @@ 139305e0olEOLYSD.  Bodlobm®l  sliggg Tgbodwgdgeros  3goggl
LEos1060.

. LYALIBMOOL AFSMIMNZGeP MEORABML ForMOEYIBL LHALELEMOL MBGMLO.

. 1BAALObYIMOL B3YEOIWOLEMS S BEOFOMMIDS CroMPYBMS 2360LBP3MYds Bolifogwrm
1B6039MLoGYEHOL LBod@oEHM FobMHOYO.

. LabHogem Mb03gmLoEgEOL LoFoMMGOGOOEB FodMmIObIMY, ILZ39305 sTbTsMY
396bMmborols dmfjz93s.

. LBOALObYMO  MIMPWMmE  99390YPIMGOS @S doLo  BoddosbMdOL  3MMOHObS3OL
MBOHNB39gmRl Lolifogwm MboggMbodgEHol sdobolEMmozool bgwddmzsbgwo.

. LOALObYMO  5bROM0TZ5GOIM0s  5ET0boLEBHMOEO0L  bgeddmgzsbgols s
699dBHMMoL Jodscro.



dmbero 4. bsdlsbwyMol MBGMLO

. 1LOALOILYMOL Logd0SBMBIL MFsEMm© bgeddM3569WMBL @S FoMToM Mgl LHALEBHYGOL
MROMBo, OHMIGLs3 9650 YdMIsHY 60dbsgl @s  Hm930LBEgAL  Lsbfogerm
1B6039MOLOGYGHOL M9gdEHmOo.

. bOdLObMOL  MROMBO 96035 Mos  Lalfogerm  mboggdLodg@ol
5003060LEHM300L bgddw3sbgeol Jodstro.

. LOALObMOL  MRGMLOL  Jog  LHALEBYYOFPIMOZ30  TMZogMdoL TGO gdOL
©OMYO0m0 F99dwgdemdol  d90mbgzg3580, MBOMLOL FMZogMdL  SLEMEgdL
508060LE® 5300l byerddm3zs6gwo 56 dols JogH AoblsbL3Oo bbgs 3o6o.

. LOALObMOL  MAIOMLOL B3390z 3530m  Jmmbmgbydo s gwbjgogdo
396LsBEZOME0s  LHALEBNOOL  MBOMLOL  Loddom  s0fgOowmdom, MMIgEos
$0b59q056M9 g0 gdL IGMHMZOL BIMMO 1-0l Lsboo.

dmbero 5. Lsdlsbmmol B3gE0sEolEo

. LOALOIbYMOL BMBJ3090L LHALIHBKYOOL MROMLOL by ddw356gEXMdO” SHMMEF0YIIL
LodBobwOOL b3gEoswobEB 0, HMIgELE 056590YdMdsBY 608653l s sM830LvTEINdL
LaLfogerm MbogzgdloEg@ob MgdEHm®o.

. BodbabMHobL 139305 OBEO 9bYIM0TZ5¢YOM s LHALIbMEOL MBOMBOL J0dsEI0).

. BodbabMol  b3gE0swobGOL 1533500803530  dmmbmgbgdo s  gMbdi0900
39bLBOZOME0s LodbobMol B3E0sOLEOL bodwdsm sOfgMOWMdOm, MMIYwOo3
$0b59q05M9 90X GdL IGMHMZOL IBIMMO 2-0L Lsboo.

dmbero 6. LsdsbMEOL BEGHsgoMMO

. 1BAALOLYIMOL LB O70MMO YBEOMB39EYML LsALIBLOOL L3gEosEoLEHOL doge dobmazol
IIR0MGIM0 M3 gdsdML0Egdol gobbmMmEogegdsls.

. BA90mOOL 05650©gdMdoL  ©5353900L glo o 3O0EIM0Tgd0  oboLIBLIMNDS
Lobfogarm MBog3gMLoEgGOL ,953056v9M0 HYLOLYOOL FoMHMNZ0L 3MEOEH0IOM .

. LOALSBMOOL  BGogoMmMO  9bgM0T35(gdMos  Lodlobymol  M@d™MLols s
139(305¢0LEHOL B0T>O.

dmbero 7. sdbdsmyg 3gmlmbsgro

. LodbobMol  Bogh  dobomzol  F03Mmm3bgdMo  BMBdEogdol  x9gOM™M3bs
396bmO 309 gdolsmM3z0L,  5E0boLEHMIE00L  bgwddw3sbgwols  dmsdaMmdmdom,
515339005 LG 39MLMbscrol dmfj393s.

. odb3s6Mg 39OLMbsEMb FMEOIEYdS IMABbMEMgdol bgerdn3Mmegds, BHMIWomSE3
3960LsDP3MdS 396OLbmbools doge  JgLliB¥Egdgo LodmTom Qo
3sbolidggd Mmool bygzombo.



3. ©sdbdstg 396OLMBs ™6 bg8936H9e9gd0ol 3983M©I00b 05Md5%bDY

395(930H0wgdol  0gdL @ bydyztrergdsdo  Lsbfagre  1boggOLoGIGL
Po608mo9bl Mgd@meo.

dmbeo 8. sli3z60m0 YdMEgdYdO

. §obsdgdstg  ©gdmwgdsdo  (33e0gdgdol  9b/@s  ©odsEHgdgooL  F9g@oebs, doLo
3ooO39MRMEo©  dodMm3bogds  9b/s  sbowo  Mgsdaool  sdBH30(3gdo
bm® 3090905 MgdEH™OoL d0dsbgd0l bog3mdzganby.

.90 ©©90g00m 45BLIBOZOMEO BM®MIGO0 96 3039 50b0TBEO YOI gdOL
©59(%303905909 HoMIMTMdO LLHTSOMWIOMOZ MONOIOHNMDIIDY.



@sbstoo 1

b5sbYOOL MBROMBOL 1533500035300 3MmmbM3BYdO s LsdMBsc sSEFIMOEMdS

35Bg05¢0M-39d60 3900 LodlobeyMols MeGHmo

5030bolEGHMs300L bgarddmgzsbgels

13930500LG0, BEAIOMOMO S sTHA>MY 3gMOLMbsEO
(sbgools 5OLYdMOOL F9dmnbzg3500)

dooo: 90500390 MMQ56Mgd0,
Logobdsbsmegdarm ghmgmero,
530bolBHMs30s s baMolbols
BHMb39ygmzol LodbabmEo

3969 Lobgedfogm memysbmgdo, 39Hdm
L53oOHPNEOL 0VIMOOYYICO O G000
306900

OO

530bolEGHMo300L bgaerddmzsbgero 56 dols Jog
396LsBEOZOMO bbgs 3060

gnbdgogdo

L5ALIBYYHOL bgErddM3569MdS S Logd0bMdOL FoMDsMN3s;

LSALIBMBOL VBEGISTMBOEYdST0 F9F535¢0 BB (30900L ABbMEM(30909ds;

LSABSLMOOL oMoy gbermds  Lobfogerm  MboggMlodg@ol  LEHOIEHMOHE
9ODJMEg0Mb s gL 30690 MO0 JMHNMdSA0;

©5939900905690530 dYymxy 0sbsddIMMIgdL dmEOOL 73630900l obsfoergds o
d9L50530L0 B0MOMYOJOOL 45(3999;

©593990905609d5d0 IYMBo  MobsFIOMIGdOL  Logddosbmdol  bgsdbgzgarmds,
930D05 5 T953519d;

30039396300l BoMegddo, Lolifogwwrm  MbogzgdbodgdHol  doBbybmhyzgBmdol
MBONb3gmYmes,  LoFoMmMgdgdol  33wg35 s dgLsdsdolo  ©93mIgbo30900L
09099353900;

300339396300l BsMRAgddo, Lolfsgwm 1bogzgMlodg@ol bm®mdsEomwmo sddgdol
9909935390530 dmbsoforgmdols dowgdos;

Lolfogam MbogzgMlodgEol bb3s LEGHMWIGHMOIEo JMMNIMEIdOL 3MBLYIEEHOMGdS
Q5 obTs0900L 5IMBIbY;

LoOALObMMOL  Foge  FobbMO30gGdIMo  1JB0sbMdOL  Tglobgd  SbyIMOTgdOL
9350905 s dobo Fglsds3olo LEBHOMJEIOIWO 9OMDIMEGOOLIMZ0L HoMagbs.




15335¢00%3035300 dmmbmzbgdo

39650 gdol LggHem Lemgosen®o 3g3bogydgdo/d0bbyls
5003060L3H0MYDS/9306m8035/530656gdo/Bgdbo3m®o 6
bgs dmbsoglisgg cstigo

3350080353006 mbY: 050¢9150/36MB0Y0/ 55850
36OH®39507m0 gOFMEEOMYdS Lg3gHM IgLsliGwegdgeo bsdmdsml ogbEm®o 56
dbgoglo

3960m©o | 80603ma 2 figamo
"3be 969%0L 3mwbs 965/mbg | J9601e00/Ase005b 3oy

965/c0mbg | 0bgeolvmo/do6030 B2
303309E96Mvemo 3OmyMsdgdo 1 Microsoft Office

Lsdw8omls Gga3sLgdol 3HoEIMoagdo

LodMToml FgxzoLgdoL  3M0GHIM09dgd0 s Fgbo AoBLEBOZOWWOs Labioagarm  »boggdLoEgEGHOL
5530569960 MHglmELGOOL J>OMZ0L 3MWoEH030m




@sbstoo 2

b5sbYEOL b3YE0EOLEOL L3Z50503530M BMMBM36900 s LsdwMTsm smfigHoEMds

13930ogroliGo

L5ALObMEBOL YBREOMULL

L3o70MO0 (S1gmOL sOLYOdMdOL F9dmb393580)

dooo: Logobdsbosmegdanm ghmgwmero,
530bolEBHMs305 s batolbol
B6Hb39wygmgzol bodbobmEmo

3569 Lobgdfogm memysbmgdo, 39Hdm
L5BoOHPNEOL 0IMHOOYICO O B0DBO MO0
306900

L6 o/dmgbowo

LodBObwOOL MBOMBO 56 dob Jog obLsbL3MXYo Lbgs
3060

g0bdgogdo

Lobifogarm mbogg®Lo@gBol Jmbgdol s0MoEbgs, (339, IMZWs-35GHMmMbMdS ©o
2960bg0;

2 [ bsFgMEbgm BYLMOLYOOL FoM93gdol T35, o0 FJLYoE3d S MOYSBOBI0ME
U3 EHOMEO JOHMYYGOIOL FMTSMOYOS;

3 | 996md5-bBoggdmdols dodobotg s  3s30@owmEmo  MHgdmbEol 939,
3°6bMM (30995 S BYHTHYO3ILMBY;

4 | bsbFogarm Mbog9gMLoEGYEHOL F9bmdsdo sOLYdEo FmymdoEMdgdoL 39MHO0MO IO
39903905 5 35000 45850 8v)dsmdol BEOWB3gmyYmMes;

5 [ bobdo®lofobssmdogam 06396@sM0bs @ 3H9dbogm®o Lsdmsmgdqgdol 39Mom@YIEo
399mfj09ds o gobobangds;

6 | LoygmBOELM3ZMIOM-LsdgMOBgm  Bs®BYbIBOL OMMEEO  FoBobs s Bobo@strmen-
3090969960 bm®39d0L 335D BYTHYP3GMBY;

7 [ babfogamm Mboggmlo@g@ol GHgMoGHMOm05Bg ool ©s330Ls s MLIROMbM
39099mb BOHMB39wYMa3d;

8 [ 99Lsdsdobo  LoFoMmmgdol  dJmbg  3oMoLsmzol  Lobfisgwm  »MboggMbodg@ol
A9IO0GHMOH05D7 2500500 g0580 IHAMYOS;

9 | bsbFogarm Mb039MLoGHYGHOL Tgbmdsdo gugd@®m, {gowlisgsbscobsgom s Lbgs
Lob#gdgdol J9ngMbgdgmo ddsmdol MHEOMB3gwymas;

10 [ babhogarm  MBogzgdloGgBHoL  Lo®ygdwmdsdo  sMOLYIMEO  93EGHMLIEGHEMBLIMOEM

153590900 39960 39M0 255D MEMIOL Y BOHB3gEYMa3s;




11 [ 3m33939b300L  Bobyegddo,  LsdLobwEOl  MBGMLOL  JoPOMYOJOOLy o

005350290900l JglOIE9dY;

12 [ bbgs 53996430900l gobbm®E0gwgds, MmAgeog LsdbobwyOOL bogdosbmdol doBbowId

39908006569, 993935 353HJH05IM-397603M0 LHALIbMEOL 3339396 305d0.

15335¢10%303530M 3mmbm3b9d0

Leagosgrm®o dg3bogHgdgd0/d0BbYL
5003060L3H0oMYDS/9306mB035/530656gd0/Bgdbo3mMo 6
bgs dmbsoglisgg cstigo

350 glo/36HMmBgL0wE0/l558wgsem

bLBIOM 9gLsLGMEgdgEro bsdmdsml 0gbEm®o b6
dbgsglio

39®omo | 1 Fawo (LsbrHggeos)

965/mbg | J9601e00/Ase00sb 3o

965/c0mbg | 0bgaemolm®o gbs/B2 omby (LolwyMzgwos)

1

Microsoft Office (Lsb®ggeos)

L3 Bomb Fggsligdol 3MoEIM0MBgd0

L5MToml FgxzolgdoL  3M0GHIM0dgd0 s Fgbo AoBLEBOIOWWOs Labifagarm  »bogg®dloEgEHob

5005805660 MHYLELYIOOL oMMZ0L 3MWOEH0I0m

10




	მუხლი 1. ზოგადი დებულებები
	მუხლი 2. სამსახურის ფუნქციები
	მუხლი 3. სამსახურის სტრუქტურა
	მუხლი 4. სამსახურის უფროსი
	მუხლი 5. სამსახურის სპეციალისტი
	მუხლი 6. სამსახურის სტაჟიორი
	მუხლი 7. დამხმარე პერსონალი
	მუხლი 8.  დასკვნითი დებულებები
	დანართი 1
	სამსახურის უფროსის საკვალიფიკაციო მოთხოვნები და სამუშაო აღწერილობა

	დანართი 2
	სამსახურის სპეციალისტის საკვალიფიკაციო მოთხოვნები და სამუშაო აღწერილობა


