KOIEKC 3A A/IMUHUCTPATUBHUTE CJOYXBEHUIU
BPABOTEHMU BO OIIIITUHA MAKEJOHCKMU BPO/]

Hpeamer
Uiten 1

Co OBOj KOACKC CC€ IIpoIMiryBaaT €TUYKHUTC CTaHAAapJW W IIpaBHJIaTa Ha OJHCCYBAmkbC HaA
AAMUHUCTPATUBHUTC CHy)K6eHI/ILII/I.

en
Yieu 2

Ilenta Ha OBOj KOAEKC € MOTTUKHYBamkE HAa JOOPOTO IOCTAIyBambe W OJIHECYBAIbE Ha
aJIMMHHUCTPATUBHUTE CIY>KOCHHIIM U 3ajaKHyBame Ha JoBepOaTa Ha rpafaHute Bo paborara Ha
Onmrruna Makenoncku bpog.

IIpumena
Yien 3

Ernukure CTaHJapanu U IpaBuJiaTa HA OAHECYBAKLC aIMUHUCTPATUBHUOT CJ'Iy>K6eHI/IK '
INpUMEHYBa BO OJHOCHUTC CO KOJICTUTEC, CO IMPETIHOCTABCHUTC M CO CTPAHKHUTC, HAa HCTOBOTO
pa6OTHOTO MCCTO, HO 1 BO IPUBATHHUOT KUBOT U jaBHOCTa.

HenounryBame
Usnen 4

3a HEMOYUTyBamke Ha OApPENOUTE Ha OBOj KOJEKC, aJIMUHHCTPATUBHHOT CITYXKOCHHUK
OJIrOBapa JIUCHUIUIMHCKH, COTTIAaCHO 3aKOHOT 32 aJIMUHUCTPATUBHU CIYKOCHHUIIH.

3aKOHUTOCT
Yien 5

AJMUHUCTPAaTUBHUOT CIY)KOCHUK T'M NOYUTYBA 3aKOHCKUTE MPONMHMCH W HUKOTall He
paboTH Ha HAYMH 32 KOj 3Hae WJIN CE COMHEBA JIeKa € He3aKOHCKH, HEITPONKICEH MIIM HEMOpaJieH.
Toj He nojulerHyBa Ha MPUTUCOLIUTE 3a U3BPIIYBAKE HA MPOTUBYCTABHU U HE3aKOHCKHU pabOTHU
3a/1a4u OJ1 IIPETIIOCTABEHUTE.

IIpopecnonannocr
Unen 6

AJMUHUCTPATUBHUOT CIYKOCHHUK I'M U3BPLIYBa padOTUTE MOCBETEHO U NMPOPECHUOHAIHO,
Bp3 OCHOBA Ha CBOMTE PaOOTHU KOMIIETEHIIMH U Ha MpaBUJiaTa U MpOoILEeIypHuTe Ha CiIyx0ara.

AJMUHUCTPAaTUBHUOT CIY>KOEHUK ja HM3BplLIyBa paboTaTa camMOCTOJHO M HaBPEMEHO,
MIOCBETYBajKH BHUMAaHHE U MIOYUTYBAJKH ' IPHOPUTETUTE U PEIOCTIEIOT Ha 3a/1a4HTe.



AJIMUHUCTPATUBHUOT CIY’)KOCHUK C€ OJHECYBa OATOBOPHO M pa0OTH Ha Tpajiemhe H
OJIP)KYBamke Ha OMIITOTO JOOPO, PACTOT M OIIITECTBEHUTE BPEAHOCTH, CO3aBajKH YCIOBH 32
OJIP>KITUB YOBEUYKH U COIMjaJICH Pa3Boj.

AJZIMUHUCTPATHBHHUOT CIY)KOEHUK pabOTH HA CBOE MOCTOjaHO CTPYYHO YCOBPIIYBAHE M
3ajakHyBamkbe Ha PaOOTHUTE KOMIIETCHIIMM ¥ BJIOXYBa BO CBOETO OOpa30BaHUE U JIMYHA
Haarpaaba. Toj TO KOPUCTH HAaydeHOTO 3a MOJ00pyBame Ha cBojaTa paboTa W pa3BOjOT Ha
WHCTUTYIMjaTa W TPUAOHECYBA BO TPAACHETO U OAPKYBAKHETO HA HMHCTUTYIIMOHAIHATA
MeMopHja.

HenpucrpacHoct
Unen 7

AJIMUHUCTPAaTHBHHOT CIY)KOCHHK BO pabOTeHmETO W OJHECYBABETO IIOCTAIlyBa
HEenmpucTpacHo, 6e3 npeapacyau u 06e3 HaMepa 3a OCTBapyBambe Ha JIMYHA KOPUCT WU aMOuIyja.

JeMOKPaTCKH BPEIHOCTH U COLUjaJHH PaBa
Yien 8

AJIMUHUCTPAaTUBHUOT CIYKOEHHK BO CBOETO pabOTEHE U OJHECYBame€ I'M IPOMOBHpA
JI€MOKPATCKUTE BPEAHOCTH U BIIAZICEHETO Ha IIPABOTO U CE 3ajara 3a BKIIy4yBambe Ha rpafaHuTe
1 3aCErHaTUTE CTPAHU BO MIPOLIECOT HAa KPEUPAHE Ha MOJTUTUKUTE.

AJZIMUHUCTPAaTUBHUOT CIY)XKOCHHMK BO pPa0OTEHETO M OJHECYBalke I IOYUTYBa
MPUHIUIHATE Ha XYMaHOCT, €IHAaKBOCT U COIIMjaJIHA MTPaB/a.

HenuckpumuHamnuja
Yieu 9

AJMUHUCTPATUBHUOT CIY>)KOEHHMK BO pa0OTeHETO W OJHECYBAHETO OBO3MOXKYBa
OCTBapyBame HAa YCTAaBHO 3arapaHTHPAHUTE MpaBa HA €IHAKBOCT W HETUCKPUMHUHAIIH]A, MPEKY
CO3/1aBalkb€ Ha MOXKHOCTH M TOYMTYBAaWk€ HAa PA3NMYHOCTUTE, KaKO M 3aIITUTa Off HEMpaBJa,
3JI0ynoTpeda v TUCKpUMHUHAIM]a, IO OUJI0 KO OCHOB.

AJMUHUCTPATUBHUOT CIYXKOCHUK 00e30e1yBa eIHAKBU CTaHIapAU MIPH UCTIOPAYyBAHETO
Ha yCIyTHTe, IPEeKy (ep U MpaBUICH OTHOC.

IHomuTHYKa HEYTPATHOCT
Uinen 10

AJIMUHUCTPATUBHUOT CITYKOCHUK T U3BPIITYyBa paOOTHTE MOJUTUYKU HEYTPaIHO, 03 1a
HaBHeFYBa BO Bpe)lHOCHO HpeI/ICHI/ITYBaI-Be Ha YTBp)IeHI/ITC IIOJINTHUKU.

AJIMUHUCTPAaTUBHUOT CIY)KOCHHK HE TO 3acTalmyBa M H3pa3yBa CBOETO IMOJIHUTHYKO
YBEpPYBamkE BO BPIICHETO HA CIY)KOCHHWTE 3a/ladydl W HE BPIIU TOJUTHYKHA AKTUBHOCTH, IITO
MOJKaT Jia ja MOTKoMaar JAoBepbara Ha rpalfaHUTe BO aJMHUHHUCTpAIjaTa U BO HHCTUTYIIHHUTE O]l
JaBHHOT CEKTOp.

ATMUHUCTPATUBHUOT CIYKOCHUK HE ja UCTAaKHYBa, HUTY ja HAMETHYBA Ha JIPYTU CBOjaTa
MTOJIUTHYKA OTpeenoa.



JIu4eH UHTerpuTeT
Unen 11

AJIMUHHCTPAaTUBHHUOT CITY>KOCHHK CO CBOJOT JIMUEH MPUMEpP TM MPOMOBUPA BPEIHOCTHTE
KaKO BUCTUHHUTOCT, YECHOCT W IIPAaBUYHOCT U TI'M IOTTUKHYBA JPYrUTE aIMUHUCTPATUBHU
ciryOeHHIU J1a TOCTaIlyBaaT COIIACHO OBUE BPETHOCTH.

3acrtanyBame Ha jaABHUOT HHTEpec
Unen 12

AJZIMUHHCTPAaTHBHHUOT CITy)KOGHHK HE CE JI0BEyBa BO COCTOj0a Ha CyIUp HA JMYHHOT CO
JABHHOT MHTEPEC U CE CIIPOTUBCTABYBA HA CEKOE HEUYECHO, HECOBECHO U HEIOJINYHO OJHECYBAHE
BO clyk0aTa.

Bo cBoeTo paboTreme, aIMHHUCTPATUBHUOT CIYXOEHUK T'O 3aCTallyBa jaBHUOT WHTEPEC,
npaBaTa M MHTEPECHTE Ha CHTE rpalaHUTE M JPYTUTe CYOjeKTH BO 3ae[HMIATA, UMAjKH THU
MIPEBU/I PA3BOJHUTE LIEJIM HA OMILITECTBOTO.

3s0ynoTpeda Ha CTATYyCOT HA A/IMUHUCTPATHBEH
CIAyKOCHHUK
Unen 13

AJZIMAHUCTPATHBHHUOT CITy)KOCHUK TIpPU BpIICHE HAa MPHUBATHU PaOOTH HE TH KOPUCTH
MPEJHOCTUTE KO MPOU3JIETyBaaT O/ HErOBUOT CTAaTyC Ha a]MUHUCTPATUBEH CIYXOECHUK 3apajiu
OCTBapyBam€ Ha HETOBA JIMYHA KOPHCT.

AJIMUHUCTPAaTUBHUOT CIYXKO€HUK HE HYAM, HUTY o0e30enyBa OWJIO KAaKBU IMPETHOCTH
KOM 10 OWIo KOj OCHOB OM Ouje NOBp3aHM CO HErOBHOT CTaTyC Ha aJMHUHUCTPATHBEH
CIIy’)kKO€HUK.

IHocranyBame co unopmanuure
Unen 14

AJMUHUCTPAaTUBHUOT CIIy>)KOEHUK UM 00e30e/1yBa BUCTUHUTH, COOJBETHHU, HABPEMEHU U
LEJIOCHH HMHPOpPMallMM Ha TrpafaHuTe M jaBHOCTA, IPHUTOA IOYUTYBAjKMU IO NPAaBOTO Ha
MPUBATHOCT U 3alITUTaTa Ha JIUYHUTE MOJATOLH.

AJIMUHHUCTPAaTUBHHOT CIYKOEHUK IO OJIECHYBAa HPUCTANOT 10 MOJATOLHUTE CO KOU
pacrioyiara BO CBOETO pabOTeme U KOM ce€ NMOTPEOHNU 3a OCTBApYBame Ha IpaBaTa U MHTEPECUTE
Ha rpafaHuTe U JPyruTe Cy0jeKTH BO 3aeIHUIATA.

AJMUHUCTPATUBHUOT CIY>KOCHHK T'M TpeThpa MH(POpMalUUTE JO KOM jJoara BO CBOETO
paboTeme MOYNUTYBajKH r'0 CUCTEMOT Ha CTENEHYBamhe Ha KIacu(pUIMpaHu HH(OPMAIIHH.

AJIMUHUCTPATUBHUOT CIIY’)KO€HUK HUKOTall HE TW 3j70ynorpedyBa HH(OpMaLUHUTE 10
KOH JIOILLIOJ MPH BpIIEH-E Ha paboTaTa, Co 1iel HallpelyBambe, 3aciyra Uil OCTBapyBambe Ha APYT
JIUYEH UHTEpEC.



OnHecyBame Ha pA0OTHOTO MeCTO, IPUBATHUOT
’KMBOT U jaBHOCTA
Unen 15

AJIMUHUCTPAaTUBHUOT CIyXOE€HUK Tro pa3zdupa U J0XKHBYBa pPabOTEHETO BO
aJIMUHHUCTpaIMjaTa Kako 0JrOBOpHa, YIiieJHa U MounTyBaHa npodecuja. bes 1a ce oHeBO3ZMOXHU
OCTBapyBam€ Ha NPABOTO HA IPajJielk€ Ha COINCTBEH CTAaB U JaBHO HM3Pa3yBame Ha MUCICHE,
aJIMUHUCTPATUBHUOT CIIY’)KOCHHK C€ BO3JIP)KyBa OJ1 JaBame Ha IITETHHU M3jaBH 3a CIIyKOara.

AJIMUHUCTPAaTUBHUOT CIIyKOEHUK BO CiIy>k0aTa, BO IPUBATHUOT HUBOT U BO jJaBHOCTA C€
OJlHECyBa JOCTOMHCTBEHO W HE IOCTallyBa Ha HAYMH CO KOj OM ce HapyIIMJ HErOBHOT JIMYEH
yIJie]], yriaeaoT Ha UHCTUTYLIMjaTa U Ha aIMUHHUCTpaLKjaTa BO LIEJIHHA.

Bo cBoeTo omHecyBame M JIejCTBYBambe HaJIBOp O paboTara, BO MPETCTAaBYBAETO HA
JaBHHM HACTaHUW, Ha COLIMjaTHUTE MPEXHU WIM BO KAaKOB OWJIO Jpyr OONMK Ha KOMYHHUKAIIHja,
aJIMUHUCTPATUBHUOT CIIy)KOCHUK TMPETCTaByBa NpPHUMEP 3a COOJBETHO M JIOCTOMHCTBEHO
oJiHecyBame. Boiu KpaTku U KOHLM3HU CIIy)OeHU TeaepOHCKU pa3roBOpH, J10/1eKa IPUBAaTHUTE
Tene(OHCKH pPa3roBOpPUM HE T'M BOJM BO NMPHCYCTBO HA CTPAaHKU WM KOTa CTPAHKHTE YeKaatr
OJIrOBOpP MJIM KOT'a MMaaT Hamepa Jia IOCTaBar Mpalliame.

AJZIMUHUCTPAaTHBHHOT CIy)KOGHMK BO JaBHHTE HAcTalM BO KOM ja TIPETCTaByBa
MHCTUTYLIMjaTa U3HECYBa UCKIYYMBO O(UILIMjaIHN CTABOBU HAa MHCTUTYLIHjaTa BO COIJIACHOCT CO
MPONKMCUTE W JOOMEHHUTE OBJIACTYBalka M OBOj KOJEKC. Bo jaBHHMTE HacTamu BO KOWM HeE ja
[IpEeTCTaByBa WHCTUTyLIMjaTa HE U3HECyBa IMOJATOLM OJl [JEJIOKpyror Ha paboTra Ha
WHCTUTYIIMjaTa U 0J1 padOTHOTO MECTO, CO KOM OH Ce HApyIIWJI YIJIeIOT Ha MHCTUTYLUjaTa U Ou
ce MoTKoIana goBepbara Ha rpalaHuTe BO aIMUHHUCTpalMjaTa.

IMocranyBame co npeaMeTH U JOKYMEHTH
Ynen 16

AJMUHUCTPAaTUBHUOT CIY>KOCHUK ce TPHKU 3a 0e30e1HOCTa Ha JOBEPEHUTE MPEIMETH U
JOKYMEHTH.

OanecyBame O CTPAHKH
Yien 17

AJMUHUCTPATUBHUOT CIYKOCHHK OCTBapyBa OTBOPEHAa W PEIOBHA KOMYHHUKAIHja CO
rparaHiTe U MIPAaBHUTE JIMIIA, KOPUCTEJKH Pa3INuHU CPEICTBA M HAYMHU 32 Ja TH HHPOpMEpa 32
HOBUHUTE OJ1 JISJIOKPYTOT HA pabOTEHe Ha HHCTUTYIIH]aTa.

AJIMUHUCTPAaTUBHUOT CIYKOCHUK KOH CTpaHKHTE CE€ OJHECyBa JbyO€3HO, YYTHBO, CO
jacHO 00jacHyBam€ WIJIM COBETYBAaWmE J1aJIEHO CO CMUPEH TOH, JOJDKHA TMOYUT U BOJACHE CMETKA
JieKa UCTHUTE ce o0pakaar 3apajyl OCTBapyBamke Ha HUBHUTE MIpaBa, 0OBPCKHU U UHTEPECH.

AJMUHUCTPATUBHUOT CIYKOCHHK Ha TMpenao3uTe JI0OMEeHU OJf CTPAaHKUTE UM
MPHUCTaNlyBa OTBOPEHO U CEPHO3HO W TMOCTOjaHO pabOTH HA MOJUTHYBaHkE HAa KBAJIUTETOT Ha
JaBHUTE YCIYyTd W Ha OIIITECTBEHOTO >XHBeewme. CHuTe 3a0eNemKku, KPUTHKA W TpoOiemMu
MMOCOYECHH O]l CTpaHa Ha CTPAHKHUTE TH COCIYIIyBa cO TPIEHHE M 0e3 Mpeapacyau, a CeKorarl



KOra CTpPaHKUTE C€ HE3aJOBOJIHH OJ OATOBOPOT Oapa apOuTpupame OJ HEMOCPEIHO
MPETIIOCTABEHUOT aJIMUHUCTPATUBEH CIY)KOCHHK WJIM IOpaKaTa ja MpeHecyBa W yIaTyBa 0
HETO.
OnHecyBame €O KOJIETHTe U MPETNOCTABEHHUTE
Ynen 18

AJIMHHHCTPAaTUBHHUOT CIIY’)KOCHHK BO OJTHOCOT CO KOJIETHTE IO HEeTyBa JyXOT M Hauenara
Ha THMCKa paboTa, B3a€MHO IOYMTYBAamke, YBAXYBambe HA PA3IMYHOCTHUTE, COJIUIAPHOCT M
copaboTka. Bo KomyHHKammjata co KOJETHTE HE IO IOBHINYBa TOHOT, HE HaBpenyBa, TH
n30erHyBa KOH(IMKTHUTE CUTyallMd W TOKa)XyBa HHHIMjaTHBa 3a HUBHO CIpedyBame. Ja
MOYMTYBa MPHUBATHOCTA M JUCKpENHjaTa HAa KOJETUTE M COPaOOTHUIUTE, OJ0CTHYBAjKU
HenpoeCHOHAICH U CYOjEKTUBEH MPUCTAIL.

AJZIMAHUCTPAaTHBHHOT CIY)XKOCHHK TIPEeKy OTBOpEHa M HCKpeHa copaboTka Trpaiu
MeryceOHa JoBepOa M ja yHampelyBa OpraHu3allcKa KyiTypa, co Ien o0e3denyBame Ha
epUKacCHOCT M e()EeKTUBHOCT BO PabOTEHETO M BHCOKOKBAIMTETHH YCIYyrH 3a crpankure. Ce
3ajara 3a BpEIHYBamke Ha 3aCIyrUTe W KOMIIETCHTHOCTa M HE MOAIPXKYBa HECOBECEH U
HETNpUMEpEeH MOJIENI Ha OJHecyBame. [IpoMoBupa rpmwka 3a KoJeruTe U paboTH HA 3aIITHTA U
yHamnpenyBamke Ha OCTBAPYBAKETO HAa HUBHHTE NpaBa U OOBpCKH. [0 MOTTHKHYBa
po(eCHOHATHUOT Pa3BOj HAa KOJETUTE M COPAOOTHUIIMTE MPEKY CIIOEITYBakhe HA HCKYCTBOTO H
3HACHETO.

AJIMAHUCTPAaTHBHHUOT CIY)XO€HHK BO OJHOCOT CO TMPETIOCTaBEHUTE, IO TOYHTYBa
HUBHHAOT aBTOPUTET W TIOJNOXKOA, TMOKaXyBajKH pa3Oupame 3a BOBEAYBamkE Ha TEXHUYKH,
OpTaHU3aIMCKH U APYT BH] HA TPOMEHH.

IIpucrojno odexyBame
Unen 19

AJZIMUHUCTPAaTUBHUOT CIYXOEHUK IOCBETyBa BHHUMAaHHWE Ha M3IJIEAOT M HAYMHOT Ha
o0JeKyBame, 3a J]a He MpeIn3BUKa BIIEYaTOK HA HEMPUCTOJHOCT U HapyIllyBame Ha YIJIEJOT Ha
anMuHUcTpanujata. GopMalHMOT HAauMH Ha OOJIEKyBame ja M3pa3yBa HeroBaTa IMOYUT KOH
ciyx0arta, HO M KOH KOJIETUTE, COPA0OTHUIIUTE U CTPAHKHUTE.

Kopucreme Ha pecypcure
Ynen 20

AJIMUHUCTPAaTUBHUOT CIIy’KOCHUK KOH PECypCHUTE HITO MY C€ JaJeHH Ha KOPHCTEHE,
Kako M BO BpIICHETO Ha paboTara ce OJHECyBa €KOHOMHUYHO U €(pUKACHO, KOPUCTEJKU THU
MCKJIY4HBO 3a CIyXOeHU MoTpedu.

IMornumyBame Ha U3jaBa
Uien 21

AJMUHUCTPATUBHUOT CIIy>KO€HUK IpU BpaOOTyBameTO BO ciykbaTta nornuirysa M3jasa
3a npudakame Ha JleknapaiyjaTa 3a 3aeJHIYKaTa MUCHja Ha BpaOOTEHUTE BO JaBHUOT CEKTOP.



O0jaByBame
Unen 22

OBoj kozekc ce o0jaByBa Ha BeO cTpanunara Ha OnmtuHa Makenoncku bpon o
HEroBOTO BJIETYBambE BO CUJIA.

BaeryBame Bo cuia
Ynen 23

OBOj KOJIEKC BJEryBa BO CHJIa HApeIHUOT JIeH Of JAE€HOT Ha o0jaByBame BO ,,CiryxOeH
riacHuK Ha OnmrtuHa MakenoHcku bpon®, a ce mpuMeHyBa cO JIEHOT Ha OTIOYHYBAHETO HA
IIpUMEeHaTa Ha 3aKOHOT 3a aAMHUHUCTPATHBHU ciyxOeHuu (,,Ciyx0OeH BecHUK Ha PenmyOinka
Maxkenonuja“ op. 27/14).
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