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The article deals with common errorsin the documents,
providing recruitment process forcivil service, suggestions solution proper
documentation personnel services.

KnrouoBi cioBa — pepxkaBHa ciyx0a, migdip KajpiB, JOKYMEHTYBaHHs, IIAOIOH
JIOKYMCHTIB.

HdepxaBHa ciyxba YKpalHM € cHUCTEMOIO, IIo 3a0e3redye peajizaimilo Ta
OXOpOHY MpaB TPOMAJISIH Y JIepKaBi, peai3allito Jep>KaBHOI COIiaIbHOT MOTITHKY.
BusnauaneauM  ¢axkrtopoM, mo 3abesnedye e(eKTHBHY iSUIBHICTH OpraHiB
BUKOHABYal BJIaJM € SIKiCHE KaJpoBe 3a0e3IIeUeHHs OpraHiB BUKOHABYOI BIaJM Ta
MICLIEBOTO CaMOBPSIIyBaHHS.

[IpauiBHUKH, SKi 3afMarOTh MTOCAIH B JEpXKaBHUX OpraHax Ta iX amaparTi IIomo
MPAKTUIHOTO BUKOHAHHS 3aBAaHb 1 (QYHKILINA Aep)kaBH, OAEPKYIOTh 3apOOiTHY
IUIaTy 3a PaXyHOK JIEPKAaBHUX KOIITIB € IePKaBHUMH CITyKOO0BIIMH [1] Ta MarOTh
BIINOBIMHI  CITy)kKOOBI  MOBHOBaXkeHHsA. KOXXHUE  Jep)kaBHUN  CiTy:KOOBEIb
MPOXOJMTH CBil CIY)XOOBUH HIISIX, IIO MOYMHAETHCS 13 MPOLECY NMPUUHATTS Ha
ciyx0y. JlokymeHTalliiiHe 3a0e3MeYeHHs I[bOro Mpoliecy nepeadayae oGopMIICHHS
HU3KH JOKYMEHTIB, IO MAalOThb CBOi 0coOJNMBOCTI. J[IOBOACTBO y oOpraHax
Jiep>KaBHOI BJIaJ i TIOBMHHO OYTH 3pa3KOBUM, BiJIIOBiIaTH BUMOTaM HOPMAaTHBHUX
JTOKYMCHTIB.

[MuranHs KOKyMeHTamiiHOTO 3a0e3NedeHHs Mpolecy NPUIHATTS Ha JEpXKaBHY
CIy»0y ChOTOIHI HE JOCTATHHO PO3MIIHYTI HAyKOBISIMH. [IpakTrdHi nmpobiemu, 3
SIKUMH 3yCTPIida€ThCsl KOXKEH MpAIiBHUK KaIpoBOI CIy’)KOM Yy TIporeci CBOET
IiSUTBHOCTi, TOTPEeOYIOTH BHUPIMICHHA. THIIOBIMH TOMHJIKAMH Y JOTPHUMAaHHI
BuMor [lopsnky npoBeneHHS KOHKYpCY HAa 3aMillleHHS BaKaHTHHX I10Ca]
JCp)KaBHUX CIyKOOBIiB [2] € He BH3HAYCHHS YMOB TPOBCICHHS KOHKYPCY B
OKpEMOMY JIep)KaBHOMY OpraHi. B oOrojomeHHi NIpo TNpOBEAEHHS KOHKYpCY
BKazyeTbcs oOMexxeHHs1 y Bili 30-45 pokiB, ofiHaK, rpaHUYHUHN BiK nepeOyBaHHS
Ha JepKaBHIN CiIy>k01 cTaHOBUTH 55 pokiB st )KiHOK Ta 60 pOKIB ISl YOJIOBIKIB.
OrosionIieHHsT MpPO IPOBEJICHHS KOHKYpPCY HE IYOJIKYeThCs B IIpeci Ta He
TIOLIMPIOETHCS Yepe3 1HMI 3aco0n MacoBoi iHdopMarii, a JIuie po3MilLyeTbest Ha
odimiitHOMy Beb-caiiTi oprany. B yMoBax KOHKYpCY 3a3HAYa€ThCA TEPMiH TTOAAHHS
IOKYMEHTIB OAMH Micsip, a He 30 KaJeHIapHUX JHIB, HE 3a3HAYAETHCSA MOBHA
Ha3Ba BaKaHTHOI IIOCAJH, a TAKOXK BKa3yHOThCS BUMOTH ILOAO MICIS IPOXXUBAHHS.
KagpoBa ciyx0a nepkaBHOTO OpraHy He IepeBipse€ TOIaHi JOKyMEHTH Ha
BiNIOBiTHICTP iX BCTAHOBIICHNM BHMOTAaM OO IPUIHATTS Ha JIEPKABHY CIIyKOY,
nependadeHnM I KaHAWIATIB Ha TMocamy AepykaBHOro ciyxOoBis. Koukypc
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MPOBOAUTHCS JI0 3aKiHUEHHS TePMiHy mojaHHs JokyMeHTiB (30 KajieHaapHuX JHIB
3 JAHS OrOJOUICHHS NP0 MPOBEIACHHS KOHKYpCY). Y J[epiKaBHHX OpraHax
cmiBOecima, SK eTam KOHKYpCy, HE IPOBOAWTHECS, ab0 TPOBOAUTHCSA, ONHAK Y
MIPOTOKOJII 3aCiTaHHs KOHKYPCHOI KOMICii HE 3a3Ha4aeThCs MpO ii IpOBEeIeHHS. Y
MPOTOKOJIAX 3acifaHb KOHKYPCHOi KOMICII HE 3a3HAa4aroThCs pPe3yIbTaTH
MHUCBMOBOTO ICIIMTY Ta CMiBOECIAN 3 KAaHAUIATAMH.

[ToMunkn TpU  BeAEHHI JOKYMEHTAlil 3yMOBJICHI HEBUKOHAHHSM BHMOT
HOPMaTHBHO-TIPaBOBUX JOKYMEHTIB Ta BiJCYTHICTIO C(OPMOBAHOrO IIaKeTy
CTaHAAPTHUX, NPABIIBLHO O(OPMIIEHHX JOKYMEHTIB, 1[0 CYIPOBOJUKYIOTH IIPOLEC
NPUHHATTS Ha JepKaBHY CIIy>KOY Y KOHKPETHOMY OpTaHi Jiep>KaBHOT BIIa Iy,

Jns  BupimenHs mpoOneM Yy JTOKyMEHTYBaHHI Hpolecy mindopy KalpiB
NPONOHYEThCA  PO3POOMTH  MMIAONOHM Ui KOXKHOTO  JOKYMEHTY,  WIO
BUKOPHCTOBYETHCS TIPAIliBHUKAMH KaJpoBOi ciyxOm. Jlo Habopy peKBi3uTIiB
BKITFOYHTH iH(OpMAIIifo, 0 3a3BUYall MPOMYCKAETHCS, a00 BKA3y€THCS YaCTKOBO
(moBHA Ha3Ba BAaKaHTHOI IIOCAIM, YiTKE BH3HAYEHHs I0CaJOBUX OO0OB's3KiB), a
TAaKO’X BHIIPaBUTH iH(OpMAIi0, [0 BHECEHa 3 MOPYLICHHSM HOPMAaTHBHO-
MpaBOBUX JIOKYMEHTIB. BukopucTaHHS I11a0JNOHIB JOKYMEHTIB 3a0e3neuuTh
NpaBUJIBHY OpraHizalliio npouecy Bigdopy KaapiB, JO3BOJIUTh BiAiOpaTH HAHOUIbII
KOMITETEHTHOTO TIpalliBHUKA Ha OCHOBI JIOCTOBIPHOI Ta MOBHOI iH(opMallii.
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