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L. O6mue cBeeHHs

YnpapneHre IEpCOHATOM OpraHW3aHA 07.003 _ l

(HaMMeHOBaHWe BHA MPOQECCHOHATLHOM HeATENLHOCTH) Kon
QOcHoBHaA HeJIb BAa IpoEeCCHORANBLHOMN NesTeIFHOCTH:

O6ecnieuenne 3deKTHBHOro GyHKIMOHMPOBAHHS CHCTEME] YIPABJICHHS EPCOHATOM JUIS JOCTIKEHHS
uenel oprann3anun

['pynna 3aHATHI: )

1232 PyxoBomurenn noapasneneuuii (ciryx6) 2412 CrenuaimcTs! o KajpaM H
yIIpaBlIeHAS KaJIpaMA U TPYAOBEIMH npo¢hOopHEeHTAIIAR
OTHOIICHUSIMH .

3423 CrenpanrcTs! KaAPOBLIX CIIYX0 1 - -

YYpEXKACHAH 3aHATOCTH )
(xon OK3") (HaUMEHOBaHHE) (xox OK3) (HaUuMEHOBaHHe)

OTHeceHHE K BHIAM SKOHOMHYECKOM JeITeILHOCTH:
i78‘:30 |IIexTenLﬂocTL 110 TOA6OpPY HepcoHana mpoias i
(xox OKB:-)J:[Z) (HaMMeHOBaHNe BUJA S9KOHOMIYECKO# JeATeIbHOCTH)




IL. Onucanne Tpynosbix GyHKnuiH, BXOASINUX B HpodgeccHOHAILHBIH cTaHxapT
(bynxnHoHaJbLHAA KapTa BHAa NPodecCHOHAIBHOI AesITEJTbHOCTH)

O6061meHHsIe TPYIOBbIE HYHKIMH Tpynossie pyaKIHA
ypoBeHb
Koz HaHMEHOBaHHE yp(&)BeHb HaHMEHOBaHHE Kot | (momypoBeHB)
KBaJH(HKALHA
A JokyMeHTanHOHHOE obecredcHne 5 BeneHue opranu3alOHHON U pacIOPSUTENEHOR A/01.5 5
PaboThI ¢ IEPCOHAIOM JIOKYMEHTAINH [0 IEPCOHATY
Benenue foxyMEHTAINH 11O YUETy H ABHXKCHHIO KaZIpOB A/02.5 5
AAMHHWUCTPHPOBaHHE IIPOLECCOB B JOKYMEHT0000pOTa 10 A/03.5 5
YUETY H ABHXKEHHIO KaJpOB, IPECTABICHHIO JOKYMEHTOB IO
TICPCOHAITY B FOCYAAPCTBEHHBIE OPraHbl
B JleATenbHOCTH 0 06ecIeUeHIIO 6 Co6op nradopmalmn 0 TOTPeGHOCTIX OpPraHH3aHEH B B/01.6 6
HIEPCOHAIOM TepcoHaiie
Iouck, mpuenedenue, mopdop # orb6op nepcoHana B/02.6 6
AMHHHCTPHPOBaHHUE MPONECCOB ¥ IOKYMEHTO000poTa B/03.6 6
obecedeH s IEPCOHAIOM
C JleATenbHOCTD IO OLIEHKE U aITECTAINI 6 Opranu3amys ¥ IpOoBeJEHNE OLICHKH NIEPCOHANA C/01.6 6
nepcoHana Oprarn3anus u IPoBeieHHE aTTECTAHUH [IEPCOHAIA C/02.6 6
AIMUHUCTpHpOBaHHE IIpoLieccoB i JokyMeHTooOopoTa npu | C/03.6 6
OpOBeICHHH OLICHKH M aTTECTALMH ICPCOHANA
D JeqTeIsHOCTD 110 PasBUTHUIO HEPCOHANA 6 Opranu3anys 1 IpoBeJCHHE MEPONIPUATHH IO Pa3BUTHIO U D/01.6 6
TIOCTPOEHHUIO IIpothecCHOHANBHOM Kapbephl lepcoHaa
Opranu3arus o6ydeHus nepcoHana D/02.6 6
OpraHu3anms agauTalyy i CTRXKUPOBKH ITEpCOHANa D/03.6 6
AIMAHECTPUPOBaHKE IPOLECCOB X JOKYMEHT0060pOTa 110 D/04.6 6
Pa3BUTHIO B IIpodeccHOHANLHOR Kapbepe, 00yIeHHIOo,
aJlalTaliy i CTaXUPOBKE HEpCOHANA
E JleATebHOCTD 10 OpraHu3alyy TPYAa U 6 Opranwuzamus Tpya nepcoHana E/01.6 6
OIJIaTHI IEPCOHANA Oprauu3aiys OIIaTH TpyJa IepcoHaia E/02.6 6
AMVHHECTPHpPOBaHHE IIPOLECCOB M JOKYMEHTO060poTa 110 E/03.6 6

BOIIpocaM OpraHu3al¥My Tpyaa U OILIaThl NEPCOHAIa




JeqTenbHOCTE 10 OpraHu3ayy Pazpa6oTka KOpIIOpaTHBHON COMUATLHOM MOUTUKA F/01.6 6
KOPIOPATMBHOM CONHANBHOM MOIHTHKA Peanu3aimsi KOPIOPATHBHOM COLUAIBHON NOIATAKA F/02.6 6
AJIMVHHECTPUPOBAHHUE IPOLECCOB U JOKYMEHTO000POTa 110 F/03.6 6
BOIIPOCAM KOPIOPATHBHON COIMAIBHOMN MONUTHKH
OnepanuoHHOE yIpaBlIeHUE IEPCOHAIOM Pa3paGoTKa CHCTEMBI OIEPAIOHHOTO YIPABICHMAS G/01.7 7
¥ NOJpa3/ielIeHUEeM OpraHu3aiiy TIEPCOHANIOM H pabOTHI CTPYKTYPHOT'O IOpa3feNicHus
Peanuzanusg onepanoHHOTO YIPaBICHHUS IEPCOHATIOM | G/02.7 7
PaboTHI CTPYKTYPHOI'O INOJPA3AeICHAS
AMUHHMCTPHPOBaHHE IIPOLECCOB H JOKYMEHT0000pOTa IO G/03.7 7
oIepalliOHHOMY YIPABIICHHUIO IIEPCOHATIOM U paboTe
CTPYKTYPHOTO HOJpasJeIeHHs
CrparerugecKkoe ynpaBleHHE Pa3paboTKa cCHCTEMBI CTPaTerHIeCKOro ypasieHUuI H/01.7 7
[ePCOHATIOM OpraHU3aIUN HEepCOHAJIOM OpTaHU3alid
Peaym3anus CHCTEMBI CTPATETHYECKOrO YIPaBICHHS H/02.7 7
TIEPCOHANIOM OpPraHU3aIHi
AMEBMCTPHpPOBaHHE IIPOLECCOB M JOKYMEHTO000pOTa IO H/03.7 7

CTpaTErH4eCKOMY YIIPaBISHHIO IEPCOHAIOM OPraHH3alliuK




III. XapakrepucTuka 0000MIEHHBIX TPYAOBBIX GYHKIHI

3.1. O6o6mennas TpyaoBasg QyHKIAA

OKyMEHTanHoHHOe obeciedenne paboTsl
Haumenosamue JoxymenTa P Kon| A |YPoBeHe 5
C IEPCOHATIOM KBaTH(pUKaIIH
Tporcxoxnernue 3auMCTBOBAHO H3
o606menHo#l TpynoBOi Opururan X
OpHTHHANA

byHKIHM

Kon opurvmana  PermcrpamponHbIif HoMep

TIpo¢eCCHOHATLHOTO
CTaHZapTa

Bo3MmoxHBIE Crenuaict o KaIpoBOMY I€NOIPOU3BOICTBY
HaHMCHOBAHHA CoenuamucT mo JOKYMCHTAIITUOHHOMY 00ecIIe9eHHIO pa6om C HEPCOHAJIOM

IOJDKHOCTEH, mpodeccHii

CnenmamicT o AOKyMEHTAIIHOHHOMY 00eCIIeYeHHIO IIepCoHala
Crenpayict 1o nepcosany

TpeboBanus k
00pazoBaHUIO U
o6Gy1eHu0

Cpennee npodeccroaIbHOE 06pa3oBaHue — IporpamMma IOATOTOBKH
CIEIHATHUCTOB CPENHETO 3BEHA

JonomHuTeNsHOE IIPodecCHOHATBHOE 06Pa3OBAHME — IPOTPAMMEI
npodecCHOHANBHOM ePEOAroTOBKH, IPOrPAMMbI IIOBBILICHAL
KBy HKaIIIH

TpeboBaHuS K OIBITY
IpaKTHIeCKOi paboTh

OcoGkble yCIOBUS
JOIycKa K paborte

Hpyrne
XapaxKTCPUCTUKHU

JIONOTHUTENbHBIE XapaKTEPACTAKA

HammenoBanue 6a30B0if IpyIIIIBL, JOIDKHOCTH
HaumeHnoBanne noxyMeHTa Kox
(mpodeccny) WM CIENHAAIBHOCTH

OK3 2412 CrenpanucTsl DO KaapaM 1 npodhopHeHTaNl

3423 CrernuanucTsl KaIpoBhIX CIYX0 H yIpesKIeHui 3aHATOCTH
EKC® - Crenganuct 1o KagpaMm

- Wucnexrop no kagpam
OKIIATP* 27755 | DOKOHOMHCT II0 TpyAY

22956 | iHcmexTOp 1o Kajipam

3.1.1. TpynoBas dpysxnus

Benenue opraHu3anuoHHOM 1 Vpoeens
HauMeHoBaHHe | PACIOPAAUTENHHOM JOKYMEHTAIUH 110 Kox| A/01.5 | (monyposeHs) 5
nepCoOHALY KBaTUUKALEA
Hponcxoumeﬂne Opurmman X 3auMCTBOBAHO U3
TpyHoBOH yHKIME OpHTHHAIA
Kon opurunana PerucTpariuoHHsI# HoMep

podheCCHOHATBHOTO CTAHAAapTa




Tpynmossie meiicTBus

O6paboTka B aHATH3 NOCTYHAIONIEH TOKYMEHTAIMH 110 IIEPCOHATY

Pazpaborka u otopmieHHE IOKYMEHTALMHd IO NEPCOHANY (ICpPBHIHOM,
Y9IeTHOH, NIaHOBOH, HO CONMATBHOMY OOECIEUCHHIO, OpraHH3aHOHHOM,
pacnopSauTENbHOM)

Permctpamus, y4er © TeKymee XpaHeHHe OpraHW3alMOHHOH H
PacopATATENBHON JOKYMEHTAIMHY 10 IEPCOHALY

HeobxomuMsie yMeHHs

PaspabaTeBaTh  IPOEKTH  OPraHMW3AUMOHHEIX W  PaclopsAHMTENBHBIX
JOKYMEHTOB IO IepcOHaTy

OdopMIATE TOKYMEHTH B COOTBEICTBAM C TPeGOBAHWMAMH IPakOaHCKOLO,
TPYAOBOrO 3aKOHOAATENsCTBA Poccuiickoit ®exepammu W JIOKATEHBEIMH
HOPMAaTHBHBIMH aKTaMH OpraHH3alNK

Becr yueT u perucTpanuio JOKyMEHTOB B HHGOPMAIMOHHLIX CHCTEMAX H Ha
MaTepHANTbHBIX HOCHTEIIX

OpraHu30BHIBATE XpaHEHHE NOKYMEHTOB B COOTBETCTBHH C TpeGOBaHHUAMH
TPYJOBOTO, apXMBHOIO 3aKOHOJATelbcTBa Poccuiickolt Oenepamum u
JIOKJIbHEIMH HOPMAaTHBHBIMH aKTaMH OpraHHu3aIiu

AHaNU3APOBaTh JOKYMEHTH H HEPEHOCHTH MH(GOPMANMIO B 6ashl JaHHBIX H
OTYETH

BeBIATE OmMOKH, HETOYHOCTH, HCHOpPAaBIEHHS ¥ HEZOCTOBEPHYIO |.
HHMOPMALIIIO B IOKYMEHTAX, ONPEEIIITh JIETHTEMHOCTS JOKYMEHTOB

PaboTaTs ¢ MHGOPMAIMOHHBIMK CHCTEMaMH ¥ Ga3aM¥ JaHHBIX 110 BEACHMIO
y4era, JBHKCHHIO HepCoHaIa

Co6mofaTs HOPMBI 3THKH JISJIOBOr0 OOMIECHHS

HeobxonuMele 3HaHAS

Topsnok ohopMieHNs, BEACHHAS W XPaHEHHS JOKYMEHTOB IO IIEPCOHATY

Tlopsamok ydera JBHKEHHS KaJpOoB H COCTaBJICHHS YCTAHOBICHHOM
OTYETHOCTH

OcHOBEI IOKyMeHTO060POTA B IOKYMEHTAIHOHHOTO obecreueHus

TexHonoray, METOAbl U METONVKA NPOBEACHAA aHANW3a H CHCTEMATH3AllUK
JOKYMEHTOB H HHbOpMauy

Ilopsamok pacdera cTaxka, JIBrOT, KOMICHCAMM, OQOPMIIEHHS MNEHCHH
paboTHHEKAM

CTpyKTypa OpraHd3anpf

TpynoBoe 3akOHOAATENECTBO M MHbBIE aKTHI, COAECPXalIHe HOPMBI TPYAOBOTO
npasa

OCHOBHl apXMBHOTO 3aKOHOIATENBCTBA H HOPMATHBHEIC IIPABOBBIE AKTEHI
Poccuiickoii @enepamun, B YacTH BeEHHS JOKYMEHTAIMH 1O IEPCOHATY

3axoHoparenseTBO Poccuiickoii denepaliii 0 NEPCOHANBHBIX JAHHBIX

JloxanbEEle HOpMATHBHBIC aKTHl OPTaHH3AlMM, PEryIHpPYIOMHE NOPSIOK
ohOpMIICHHS PacCHOPANMTENbHBIX H OPTaHH3ANMOHHEIX JOKYMEHTOB MO

TIepCOHAITY

HopMsl 3TiKH B fienoBoro obimeHns

BazoBrie OCHOBEI HH(OPMAaTHKH, CTPYKTYpHOE TOCTpOeHHUE
uH(GOPMAIMOHHEIX CHCTEM U OCOOCHHOCTH paGOoTHI ¢ HUMH

YIHE XapaKTepHCTUKH




3.1.2. TpynoBas ¢pynxmusa

Benenue foxyMeHTalliy 0o y4ety 1 VposeHs
HauMeHOBaHHe | npprycenmio KazpoB Kon | A/02.5 | (nomypobeHs) 5
xBanupukamn

ITpouncxoxnenue TpyHoBoit
bysxkmam

3aMMCTBOBaHO H3
OpHTMHAIa

Oparunan X

Kon Peructpammonnsiii HomMep
OpHTHHaJIa IPO(ECCHOHANBLHOTO CTaHAApTa

Tpynoesie peticTBus

HOII]‘OTOBK& TPOCKTOB  JOKYMCHTOB MO MNpoUECAypaM  YHPaBICHHA
TIEPCOHAJIOM, YYCTY H ABH)KCHHIO IEPCOHAJIA

OpraHuzanys CHCTEMBI IBIKEHHS IOKYMEHTOB 110 NIEPCOHATTY

C6op 1 mpoBepKa JINYHBIX JOKYMEHTOB PAOOTHHKOB

TlogroroBka U odopMieHHE IO 3aIpoCy PaGOTHHKOB H JO/DKHOCTHBIX JIHI[
Komuii, BEIMHCOK M3 KaJPOBHIX JOKYMEHTOB, CIIPABOK, HHPOPMAIUH O CTaXe,
JLroTax, rapaHTHAX, KOMIICHCAIUSX W MHBIX CBEACHMH 0 pabOTHHKAX

Brijiaua paboTHHKY Ka/IpOBBIX JIOKYMEHTOB O €T0 TPYAOBO#H JeATEIHHOCTH

I[OBCACHHC J0 CBCICHHA IEPCOHANA OPraHU3allHOHHBIX, PACTIOPIIATCIIBHBIX
M KaIpOBBIX TOKYMCHTOB OpraHHU3alHi

Benerue yuera paGogero BpeMeHn paGOTHHKOB

PermcTpaiius, yuer, olepaTHBHOe XpaHEHHe IOKYMEHTOB IO IIEPCOHAINY,
MOATOTOBKA K CZIaYe MX B apXHB

| HeobxoauMble yMeHus

PazpabateiBaTh IPOEKTH KaJAPOBBIX JOKYMEHTOB

OdopMasiTh KafipoBble IOKYMEHTH B COOTBEICTBHH C TpebOBaHMSIMA
TPYHZOBOIO 3aKOHOZATeNbCTBA Poccuiickoii Penepanum W JIOKATEHEIMHA
HOpPMAaTHBHEIMH aKTaMH OpraHA3aIH

Bectd yd4er H pErucTpamMio KajgpoBbIX AOKYMEHTOB B HHGDOPMaLHOHHBIX
CHCTEMax H Ha MaTEpHATHGHBIX HOCHTEIIX

OpraHu3OBEIBATG XPaHEHHE KAJPOBEIX JOKYMEHTOB B COOTBETCTBHH C
TpeGOBaHHAMM TpPYAOBOTO, APXMBHOTO 3AKOHOAATENLCTBA PoccHiickoi
(I)e,uepamm H JOKaAJIbHEIMH HOPMaTHBHBIMH aKTaMH OpraHmu3anyu

ABamm3EpoBaTh KaJpOBHIC JOKYMEHTH H IEPEHOCHTh HH(popMaiuio B 6a3bl
JIAHHBIX M OTYETHl

PaGorate co chemHaNM3HPOBAHHHIMH HH(POPMANMOHABIMH CHCTEMaMu H
0azaMu JaHABIX 1O BSJICHMIO YUETa H JIBIKCHHIO IiepcoHania

Pa3pabarTsIBaTh ITaH KOPPEKTHPOBOK YCTAHOBJICHHOTO MOPSAKA OGOpMICHIS
JIOKYMEHTOB IO IIEPCOHAITY M PEAH30BbIBATh NPHHATHIE H3MEHEHUS.

KonTtponmpoBaTs npuCyTCcTBHE pabOTHHKOB Ha pabodeM MecTe

Co6monars HOPMBI 3THKH AENOBOr0 O0ImeHHs

HeobxoaumMEle 3HAHAS

Topsimok oopMIIeHHsI, BEACHHS B XpaHEHHUs TOKYMEHTOB II0 IEPCOHANY

IMopsmox ydera JBWKCHWS KafApoB M COCTABJICHWA YCTAHOBICHHOM
OTYETHOCTH

Ilopsmok pacdera craxka, JBroT, KoMIeHcauuii, odopMiIeHHA MNeHCHH
paboTHIKaM

CtpykTypa opranu3amys

] prnOBOC 3aKOHOIATENBCTBO U HHBIC AKTHI, COACPKAIIHC HOPMEBI TPYAOBOI'O

npasa

OCHOBH apXHBHOTO 3aKOHOJATENBCTBA H HOPMAaTHBHHIE INPABOBEIE aKTHI
Poccuiickoit ®enepaipin, B 4YaCTH BeACHAS JOKYMEHTAIVH HO HEPCOHANY

3akonozarenscTso Poccuiickoi denepanyu o nepcoHAIBHBIX JAHHBIX




TexHOMOTHMY, METOABI M METOIUKY IPOBENCHUS aHANA3A M CHCTEMAaTH3AIMU
JIOKYMEHTOB U HH(pOpManuu

JloxanpHEIE HOPMATHBHBIE aKTHI OpraHW3allfH, PETrYIHPYIOIHE IOPSNOK
0(OPMIICHHS IOKYMEHTOB IO IEPCOHATY

OCHOBHI IOKYMEHTO060pOTa B JOKYMEHTAIMOHHOTO 00eCTIe e s

HopMEI 5THKH IeJI0BOr0 OOLIeHHS

BasoBsie OCHOBBI HHOPMATHKH, CTPYKTYPHOE HOCTPOEHUE
nH(bOPMAIMOHHBIX CHCTEM U 0COOEHHOCTH paboTh ¢ HUMU

Jlpyrue xapakTepuCTUKH

3.1.3. TpynoBas ¢pyHKOuUS

Anmnncmnponwne TIIPOIIECCOB H v
POBEHB

HauMeHORaHHe JOKYMEHTO060pOTA IO Y4ETY H JBHKEHHIO Kon | A/03.5 | (momyposerm) 5

KaapoB, NPEACTABICHHIO JOKYMCHTOB IO KBAITH(HKALIAK

TIEPCOHAIY B rOCYIapCTBEHHBIE OpraHbl
TIpoucxoxneHue TpynoBoi 3alMCTBOBAHO M3
byHKIHH Opuruzan X OpMTHHAJIA

Kon PeructpanuoHHbIi HOMEp

OpHIMHANA NpodecCHOBANTLHOIO CTaHAapTa

TpynoBrie meiicTBus

Opra=usarys JOKyMeHT0060pOoTa IO YUETy H ABIKSHHIO KaJ[poB
Opragmsanms  AOKYMEHTOOGOpOTa IO IPEJCTaBIECHHIO JOKYMEHTOB IO
TIEpCOHATY B rOCYJapCTBEHHbIE OpPraHbl

ITocTaHOBKa Ha y4eT OpraHM3aliy B FOCYIapCTBEHHBIX OpraHax

ITonroToBka IO 3ampocy rocyIZApCTBEHHBIX OPraHOB, NPodeCCHOHAIHEHBIX
COI030B M JPYIHX MHpeICTABHTEIBHEIX OPraHOB pabOTHUKOB OPHTHHAJIOB,
BEBIIHCOK, KOIUH IOKYMEHTOB

IToaroroBka yBemOMICHWI, OTYETHOM H CTATHCTHYECKON HHpOpMAanud mHO
HepcoHaIy

IToaroroBka WHGOpPMamWA O 3aKMIOYCHHU TPYAOBOTO MIH TPaKAAHCKO-
HpaBOBOTO JIOTOBOpa Ha BHIIONHEHWE paloT (OKa3aHHe YCIyr) c
TPOXJAHHHOM,  3aMeINaBIIHM  JO/DKHOCTH  TFOCYJapCTBEHHOH WM
MyHHIUIANEHOH  cHyxkOBl, IepedeHb  KOTOPHIX  YCTaHABIHBAETCH
HOpPMaTHBHBIME IIpaBoBEIME akTaMi Poccuiickoii ®enepaunn

Heo6xonuMere ymeH#S

OdopMiaTh ydJeTHBIe JOKYMEHTBI, NpeNOCTaBIIEMEIE B IOCyJapCTBEHHBIE
opraHsl, npo¢ecCHOHANBHBIE COIO3bI H IPYTHE NPENCTaBHTENbHBIC OpPraHBI
pabOTHHKOB

OpraHu30BHIBaTh XpaHEHHAEC NOKYMEHTOB B COOTBETCTBHH C TpeGOBaHMAMH
TPYZIOBOTO 3aKoHOIarenscTBa Poccmiickoit demepanud H JOKATBHEIMHA
HOPMAaTHBHBIMH aKTaMH OpraHH3aliH

PaGorats ¢ mHGOpMAIMOHHEIMA CHCTeMaMH H (6a3aMM JAHHBIX IO BEJIEHHIO
ydeTa M ABIDKCHHIO IIepCoHaIa

Pa6orars ¢ nHGOPMAIMOHHEIME CHCTEMaMH H 6a3aMHM JaHHBIX IO BEACHUIO
CTaTHCTHYECKOH U oT9eTHON HHGOPMAIMH 1O IIepCOHATY

AHamu3upoBaTh NpaBia, OPOLEAYPHl M NMOPSNOK, PeryiHMpyoliie Npasa u
00S3aHHOCTH TOCY[apCTBEHHBIX OpPraHOB H OpPTaHH3AalWH IO BONPOCAM
obMeHa JoKyMeHTanuel 1o epcoHary

BecTn 1en0BYIO HEpENHCKY

Colmoaars HOPMBI 3THKH JEIOBOro OOmeHus

HeobxoauMele 3HaHUS

TexHonorny, METOABN H METONMKM IPOBEACHMS aHaNHM3a M CHCTEMaTH3auH
JOKYMEHTOB M HH(pOpMAIUA




OcHOBHI ,uoxymemooﬁopora U JOKYMEHTalfHOHHOIro obecuedenus

CTpyxTypa opraHu3anuu

HopMatuBHEIe paBoBEIe akTHI Poccmiickoii Defepatini, peryHpyIomue
npaBa H 00A3aHHOCTH TIOCYJZApCTBEHHBIX OpPraHOB, IPOQecCHOHATBHEBIX
COI030B M JPYTHX NpEACTABHTENHHEIX OPraHoR paGOTHHKOB IO
OPEROCTABICHHUIO YIeTHON JOKyMEHTAalUA

TpymoBoe 3aKOHONATEIBCTBO U HHBIE AKTHL, COREPXKAIIHE HOPME! TPYIOBOTO
IpaBa

OCHOBBEI apXHBHOTO 3aKOHOMATENbCTBA M HOPMATHBHBIE MpABOBEIE AKTHI
Poccuiickoit Penepanui, B JacTH BeIcHHI JOKYMEHTAIMH IT0 TISPCOHANY

3axoRonaTenseTBO Poccuiickoii @enepaiiny 0 NEpCOHATBHBIX JAHHBIX

JlokansHEIe HOPMATHBHBIC aKTHl OPTaHW3AIMH, PErylHpYONde NOPAIOK
BEICHHS JOKYMEHTAIIMH ITO Y4Y€Ty H JABIKCHHIO IIepCOHANa

HopMBI 5THKH ZIEIOBOTr0 O6MIEHUS

Ba3zoBrie 0cHOBEI HHGOPMATHKH, MOCTpOeHUsS HAGOPMANHMOHHEIX CHCTEM H
0COGEHHOCTH PabOTHI C HUMH

JIpyrue XapakTepHCTHKH

3.2. O6o6mennas TpynoBas pynxuns

JlesirensHOCTS IO 00ecneueHHI0 Vposens
HaumenoBanne Kon| B 6
HOEPCOHANIOM KBATHHKAIH
IpoucxoxneHne
0606IEHHOM TPYAOBOH Opururan X SanMCTBOBAKO 13
OpHrHHANA
byHKImn.
: Kon Perucrpaimosnr1i HoMep
OpHIHHaNa IpodecCHOHATBPHOTO

CTaHgapTa

Bo3MoXHBIe HANMEHOBAHHUS
JOJDKHOCTeH, mpodeccrit

Crenmanuct no noabopy nepcoHana
CrenmaicT 1o nepcoHaly

MeHepKep 1o IepcoHaTy
TpeboBanus x Bricmee o6pa3oBaHue — 6akanaBpuat
006pa3oBaHMIO B JononauTensHoe NpodeccHoHambHOe 06pa3oBaHKe — MPOTrPaMMBI
00ydeHunIo TIOBBINIEHH KBaNH(pUKaNuy; mporpaMMEI IpodeccHOHATBHOH
TIepenoAroTOBKY B 00JIACTH MOKCKa U IOA00pa epcoHasa
TpeGoBanus K ouBITy | -
IpaKTAIecKOi paboTs
Oco6rie ycrnoBas -
Jlomycka K pabore
Hpyrue -
XapaKTepHCTHKH

JlononHATeIbHEBIE XapaKTEPACTAKA

Haumenoranme 6a30B0# IPyMIIEL, JODKHOCTH

HanmenoBanne JoKyMeHTa Kon (opodbeccHH) KIH CICHEANLHOCTH
OK3 2412 | CoenmanmcTsl 10 XaapaM ¥ IpoopHEHTaiI
3423 CrennanvcTsl KaApoBBIX CIYX0 M YIPEeKICHHH 3aHITOCTH

EKC

Cnernuammct 1o Kazpam

MeHeDKep 10 IIepcoHay




OKIIATP

27755 | DKOHOMMCT IO TPYLY

22956 | MHcnekTop 1o Kajpam

3.2.1. TpynoBas dyHknust

C6op nadopmannm o HoTpeGHOCTIX Vposens
Haumenopanue OPraHH3ALHH B [IEPCOHAIE Kox | B/01.6 | (momyposers) 6
KBaNTM(HKALUA
ITponcxoxaeHHe TPYI0BOH Opuraman X 3aUMCTBOBAHO 13
yHKIHM OpHTHHAJIA
Koz PerucTpannoHHbIi HOMep
OpHTUHAIa npodecCHOHANTBHOTO
CTaHjapTa
Tpynossie nefictBus AHanm3 aHoB, CTPATerHy U CTPYKTYPHI OpraHu3aliy

Anam3 ocobeEHOCTEl oOpraHu3auy paboThl K NPOU3BOJCTBA HA KOHKPETHBIX
paboumx MecTax

AHamu3 peIHKAa TpyAa IO OpraHW3amid paGoTel HA aHATOTHYHOM
IIPOM3BOCTBE U pabodmx MecTax

QopmupoBanne TpeboBaHMET K BakaHTHOH IOJDKHOCTH (mpodeccum,
CIeNHATFHOCTH) X MX KOPPEeKIHs

AHanmu3 peIHKA TpyZa M IEPCOHANA OpraHM3alliM IO NMPOoGIIO BaKaHTHOM
JIOJDKHOCTH (podheccHn, CIIeMHaTbHOCTH)

VBdopMupoBanie M KOHCYIBTHPOBAHWE PYKOBOAHTENEH MOApasHeineHUi u
OpraHH3alliy OO BOIIPOCaM PHIEKA TPYAA B 9acTH obecmeyeH s NepCOHANIoM

HeobxonvuMete yMeHASA

CobupaTh, aHaIM3HPOBATh H CTPYKTYPHPOBaTh HHpOpMammio 06
0coOEHHOCTAX OpraHA3aUA paboT Ha Pa3IHMYHBIX Y9ACTKAX MPOM3BOACTBA H
Ha KOHKPETHBIX pabouMx MecTax C YdYeToM IeNieH, 3aiad, IUIAHOB H
CTPYKTYPHI OpraHH3aIHH

Cobupars, aHaNM3HPOBaTH H  CIPYKTypHpoBars wuHpopMammo 06
0COOCHHOCTAX M BO3MOXKHOCTSX KaJIPOBOrO IOTCHIAAA OPraHA3aIHI

Cobmpats, aHaNM3HpOBaTh W CIPYKTypHpoBaTh uHQOpMammo 06
0COGEHHOCTAX PHIHKA TPYAd, BKIOYAd NPEUIOKEHHS OT IPOBaMfIEpOB YCIyT
IO IIOHCKY, PHBJICYEHHIO, TOA0OpY ¥ 0TO0py IepcoHaia

@opmupoBaTh TpeOOBaHHA K BakadTHOH Ao/KHOCTH (mpodeccuw,
CICNHUAIFHOCTH) ¥ OPENEISITh KPHTEPHH MoA00pa IepcoHana

BHOCHTE KOpPEKTHPYIOIIME CBEleHHS B TpeOOBaHHMA K KaHAHJATaM Ha
BaKaHTHBIE JO/DKHOCTH (1ipodeccru, CHENUAIBHOCTH)

Ilonp30BaThCA MOMCKOBHIMA CHCTEMaMH M HH(GOpPMAIMOHHBIME pecypcaMH
JUIi  MOHHTODMHIa pBIHKa TpyZJa, TIPaXJaHCKOTO H  TpPYAOBOTO
sakoHOzRarenbcTa Poccuiickoit ®eneparun

KoHcynsTHpOBaTE 1O BOIpOCaM pHHKA TpyAa B dacTH obecnedeBus
TIEPCOHANIOM

CobmonaTh HOPMEI 9THKH JIeJIOBOT0 O0MEHHS

HeobxoauMble 3HAHASL

TexXHONOrHY, METOIEl H METONWKH IPOBEICHUS aHAIA3a W CACTEMATH3AIHA
JIOKYMEHTOB H HH(OpMaimu

CtpyxTypa oOpraHM3allii H BaKaHTHBIE JOJDKHOCTH (mpodeccud,
CIEIMATHLHOCTH) ‘

Tlopsyiox onpenecHAs NEPCIEKTABHOM U TeKyIel HOTpeOHOCTH B Kafpax

Hcrounmku obecnieucHAs OpraHA3ayy KaIpaMu

Opranmsanus paGoT Ha Pa3NHYHBIX YJacTKaX HPOM3BOACTBA, OpTaHH3aINH,
OTpacim
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OGmpe TeHICHIOMH HA PHIHKE Tpya H B OTHENBHOM OTpacid, KOHKPETHOM
npodeccHu (ZOJDKHOCTH, CIIEIHANBHOCTH)

OCHOBBI ICHXOJIOTHH ¥ COIIHOJIOTHH TPyJa

OCHOBHI 5KOHOMHKH, OpraHKW3alKH TPYJa U YIPaBIeHHS

TpynoBoe 3akOHONATENECTBO M HHBIE aKThI, COACPKAIIANE HOPMBI TPYZIOBOTO
mpaBa

OCHOBHI apXMBHOTO 3aKOHOJATENbCTBA H HOPMATHBHBIE IIPABOBHIE AKTHI
Poccniickoii @epepanym, B yacTH BeACHAS JOKYMEHTAUHH 110 HEPCOHATY

3axoHonarenscTBo Poccmiickoit denepanim o NepCOHATBHBIX JaHHBIX

JloxanbHble HOPMATHBHEIE aKTH OPraHM3alMH, PEryJHpPYIOMHE HOPSIOK
noadopa nepcoHana

HopMsl 3THKH A€T0oBOr0 o0meHus

BazoBrie OCHOBEI uEbOpMaTHKH, CTPYKTYpHOE TIOCTPOCHHE
HHGOPMAIIOHHBIX CHCTEM H OCOGEHHOCTH paGoTEI C HUMH

Jlpyrue xapakTepuCTHKH

3.2.2. Tpynoras dynxuus

Tlouck, npuenegenne, noaGop u oT6OP ' | YposeHnb
HaumeHoBaHHe Kox | B/02.6 | (nomypoBens) 6
mepcoHaa Kpanmprkamn
gponcxomneﬂne TpyROBOK Opurunan X 3aMMCTBOBaHO M3 OpHTHHAJIA
YHKIAH
Kon Perucrpanpontmiii HomMep
OpHrHHaJIA NpoeCCHOHANBHOrO

CTaHZapTa

Tpynossie neficTBus

ITonck BO BHYTPEHHHWX U BHEIIHAX MCTOYHUKAX MH(OPMAIMH O KaHAMAATAX,
COOTBETCTBYIOIcH TpeGoBaHMAM BakaHTHOH JoikHocTH (mpodeccHH,
CHEeHANBHOCTH)

Pasmemenne cBeseHMM O  BakaHTHOHM  JoibkHOCTH  (mpodeccud,
CIIEIMAJIBHOCTH) B CPEACTBaX MaccoBoi HHopMaunn

Bri6op cnoco60B H MeTOHNOB NpPHBIEYEHHS NEPCOHANA B COOTBETCTBHH C
YTBEPKACHHBIMH [LIAHAMH

Ilposepka maGoOpMamMM O KaHAMZATaX HAa BaKaHTHBE JODKHOCTH
(mpodeccuu, CrreMuaILHOCTH)

IpoBeneHne cobecemoBaHMii M BCTpeY C KaHAUAATAMH Ha BaKAHTHBIC
JIOJDKHOCTH (Tpodeccuy, CENHaIbHOCTH) ¢ o0ecneucHHeM 00paTHOl CBS3H

OrneHKa COOTBETCTBHS KaHIWAATOB TPeGOBaHMAM BaKAHTHOM JOJKHOCTH
(npodeccun, CHEMHATBHOCTH)

ITonroroeka npemnoxeHuit mo ¢GopMHpOBaHMIO OOIKeTa HA IOHCK,
npHBJIedeHAE, ToA00p H 0TOOP mepcoHana

HudopmupoBanne A KOHCYIBTHPOBAaHHE PYKOBOAHTENEH MonpasieineHuil u
OpraHH3aIliH II0 BOIPOCaM NPHBIIEUCHNS NePCOHAIA C OLEHKOH 3aTpaT

HeobxomiMEle yMeHES

OmnpenensaTs KpATEpHH IONCKa, NIPHBIEUYeHHS, noabopa # 0T6opa nepcorana

Cobuparp, aHATH3HPOBATh M CTPYKTYPHPOBATH HHPOPMAIIUIO O KaHAUAATAX H
IPEUIOKEHHAX Ha PHHKE TPyAa

Ionb30BaThCSA MOMCKOBEIMH CHCTEMaMH M HHGOPMAIMOHHEIMA pecypcamu B
obnacTu obecrnedeHHs IePCOHAIOM

IlpaMensaTr TEXHOIOTMM W METONWKU IIOHCKA, IpHBJIEYEeHHs, moabopa u
orbopa KaHIMIATOB Ha BAKAaHTHEIE JOJDKHOCTH (IPOdecCHH, CeNHaIbHOCTH)
B COOTBETCTBHE C HX crenuduKoi
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Hcnosp3oBath CpencTBa obeceuenus MIEPCOHATIOM, BKJIIOYAS
COIIPOBOXKZCHHE

KoHCyI5THpOBATE 110 BOIPOCaM IPHBJIEYEHNS IEPCOHANA

CocTaBmsaTe W KOHTPONMPOBATh CTATBM pPAacXoOB Ha oObecmedeHde
MIEPCOHANIOM [IjIs1 MIAHMPOBAHMS OI0/DKETOB

CobroiaTh HOPMBI STHKH JEJIOBOTO O0IIEHHS

Heo6xoauMeble 3HAHUS

HcTounuky obecrieueHuss OpraHu3aniy KafipaMu

TexHonorun W METOAWKM IIOWCKa, NpHBIEYeHHA, moaGopa u orbopa
nepcoHaza

CucreMEI, MeTogbl H (GOPMBI MarepHalbHOTO ¥  HEMAaTePHATBHOTO
CTHMYJIMPOBAHMS TPYJa IEpCOHANA

TexHonorun u MeToIb1 GOPMUPOBAHKS H KOHTPOJIA GIOMKETOB

TexHONOrHH, METONBl M METONMKH HPOBEHCHHS aHAIN3a, CHCTEMATH3aIUH
JOKYMEHTOB H HHpOpMalHH

CTpykTypa OpraEW3allii ¥ BaKaHTHEE JO/DKHOCTH (mpodeccru,
CIEIHATIBHOCTH)

O6ne TeHOCHIWM HAa PHIHKE TPyJa W B OTACNbHBIX OTPAciHAX H BHAAX
npoeCCHOHATBHOM AEATENLHOCTH

OCHOBBI IICHXOJIOTHH ¥ COLIHOJIOTHH Tpyna

OCHOBBI 5KOHOMHKH, OpraHH3alliH TPYJa U YIPaBICHHS IEPCOHAIIOM

TpynoBoe 3aKOHOZATENECTBO M HHBEIC aKTHl, COJACPXKAIME HOPMEI TPYZOBOTO
npasa

OCHOBBl apXHBHOTO 3aKOHOJATENBCTBA U HOPMATHBHBIC NPABOBHIE AKTHI
Poccuiickoii Qenepamyn, B 9aCTH BeACHHA JOKYMEHTALMH M0 IEPCOHATY

OcHOBEI HAJIOroBOro 3aKkoHOAaTeNbCTBa Poccuiickoil Pepepanun

3akoHonaTenscTBO Poccuiickoii denepanyy 0 nepcoHaNbHBIX JAHHBIX

JlokaybHbIE aKTBI OpraHM3alldM, pEryIHpYIOIlHe NOPAIoK obecrnedeHHs
TIEPCOHATIOM

HOPMLI OTHKH JCTIOBOTr'0 o6memm

BazoBble ocHOBBI MHGDOPMATUKH, NOCTPOEHHS MHGOPMANFOHHBIX CHCTEM H
0COGEHHOCTH PaGOTHI ¢ HAMA

Tpyrue
XapaKTEPHUCTHKH

3.2.3. Tpyaoas pyHKIMS

AIMUHHECTPHPOBaHHE IPOLECCOB K Vpoens
Haumenosarme | TOKyMeHT0060poTa 0becneueHus Kon | B/03.6 | (momyposens) 6
IePCOHAIOM KBaHuKaLIT
Ipoucxoxnenme 3aMMCTBOBAHO U3
TPYHOBOM byHKIMH Opurmaan X OpWrHHAJa
Kon PeructpannosHslit HoMep
opurunana npogdecCHOHATLHOTO CTAHAAPTA
TpynoBsle JeHCTBHA | AHAIHM3 IPOLECCOB JOKYMEHTOOGOPOTA, IOKATBHBIX JJOKYMEHTOB IIO BOIIPOCAM

obecreueHns IICPCOHAJIOM

Benenue wmHbOpManmmm O  BaKaHTHBIX  JOJDKHOCTAX  (HpodeccHsx,
CTIeIHATLHOCTSX) H KaHMUIaTax

JIOKyMeHTallMOHHOE CONPOBOXKIEHHE KAaHIWAATOB Ha JTamax IIOMCKa,
OpHBIedeHns, noxbopa # orbopa DepcoHala Ha BaKaHTHBIC IOJDKHOCTH
(mpodeccun, cnenmarsHOCTH), HEGOPMHPOBaHAE KaHIUAATOB O Pe3yibTaTax
ot6opa
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IloaroToBka 3ampocoB O KaHAMAATaX B FOCYAApCTBECHHBIC OPraHEI, B CIydasx
NIPeTyCMOTPEHHEIX  JeHCTBYIOIIMM  3aKOHOIATEICTBOM H  00paboTka
TIPEROCTABIECHHRIX CBEACHHMI

TlogroroBka ¥ 06paboTka yBEOOMJIEHHWI B TIOCYAAapCTBEHHBIE OpraHbI,
npodecCHOHATBEHBIC COIO3BI M JPYTHE IPEICTaBUTENLHEIE OpraHbl pabOTHHKOB
IO BOIIpocaM HOMCKa, IpHBIedeHNs, ToAbopa u oThopa nepcoHaia

ConpoBOXI€HHE JOTOBOPOB IO OOGECHEYCHHIO OpraHW3allMd IEPCOHATIOM,
BKJIIOYAs IPEIBAPUTEIHHEIE MPOIEAYPEI IT0 MX 3aKIOYCHHIIO

Heobxoaymere yMeHUS

ObecneunBaTh JOKYMEHTAIMOHHOE CONPOBOXICHHWE BHIXOJA KaHIMAATa Ha
paboTy H HepeMelIeHns IepcoHaa

OdopMiIaTh JOKYMEHTH IO BOIIpOcaM 00ecTiedeHHs KaJpOBBIMH PECYPCaMH,
HeoOXomuMble IS IPENOCTABICHHS B  IOCYAApCTBEHHBIE  OpPTaHEL,
npoheCCHOHAIBHBIE COIO3BI H APYTHE IPEACTaBUTEIbHEIE Oprankl pabOTHHUKOB

OpraHn30BHIBATE XpaHEHHE NOKYMEHTOB B COOTBETCTBHH C TpeOOBaHMAMU
TPYOOBOTO, apXWBHOTO 3aKOHOZaTenbcTBa Poccmiickoit @epepaiuu
JIOKaJbHBIMH aKTAMH OpraHH3alMu

AHaTM3APOBATH NOKYMEHTHI U NEPEeHOCHTh HHGOpMaITHio B HHYOPMAITHOHHBIE
CHCTEMBI ¥ 0a35I JaHHBIX 0 KaHAHIaTax

Paborars ¢ uHGOPMANMOHHEIME CHCTeMaMH H 6a3aMM JaHHEIX [0 BOIIPOCaM
obecreyeHns IEPCOHANOM, BEJSHMIO IIOMCKA M ydyeTa KaHIMAAaTOB Ha
BaKaHTHBIE JIOJDKHOCTH (IpodeccHH, CIeNHanbHOCTH)

IlpousBopuTh NpejBapHTENbHbIE 3aKyNOYHBIE MPOLEXYPH H 0GOpMIATH
COIYTCTBYIOIIYIO JOKYMEHTALMIO 10 3aKIIOYEHHIO JOTOBOPOB

OpraHuz0BBIBATE H IPOBOOWTH KOHKYPCH, OGOPMIATh H AHAIH3UPOBATH
KOHKYPCHYIO JOKYMEHTAIAIO

BecTtH 1e/10BYIO HEPENHCKY

CobmonaTs HOPMBI 3THKH JIeJIOBOTO OGIIEHMs

Heo6xonuMble 3HaHAs

Iopsamox o¢opMicHHS, BEeOCHAS H XPAHCHHAS JOKYMEHTAIWH, CBS3aHHON C
TOMCKOM, IpHBIEYeHHEM, ImoabopoM B oT6OpOM HEepcoHalla HA BAKAHTHBIC
JIOIDKHOCTH

Iopsamox ¢opmupoBaHuU, BefeHws GaHKA HAaHHEIX O MEPCOHANEC OpraHW3aIAy
H IPEOCTABICHHS OTIETHOCTH

OCHOBHI ,I[OKYMCHTOO60POT& U JOKYMCHTAIHOHHOI'O obecnieucHus

TexHONMOTHHA, METOABI M METONMKH NPOBENCHHS aHAIA3A M CHCTEMATH3ALAH
JIOKYMEHTOB H HH(popManuu

INopsox opoBeeHHs KOHKYPCOB H 0GOpPMIICHHS KOHKYPCHO#M IOKyMEHTAuMH

Iopsimok mpoBedeHNS 3aKyMOYHBIX NPOLERyp H oGopMICHHS COMYTCTBYIOmE
JIOKYMEHTAIAH

CrpyxTypa oOprasu3alldid M  BaKaHATHbIE JOJDKHOCTH  (mpodeccHH,
CHENHAAILHOCTH)

TpyZoBOE 3aKOHONATENBCTBO U WHLIC AKTHL, COACPKAIIME HOPMEI TPYAOBOIO
npasa

OCHOBEl apXWBHOIO 3aKOHOAATEBCTBA M HODMATHBHBIE IIPABOBEIE AKTHI
Poccriickoil ®enepanuu, B 9acT BeeHNs JOKYMEHTAIIHH MO NIEPCOHATY

OCHOBHI HAIOTOBOTO 3aKOHOJaTenbeTBa Poccmiickoit Penepanun

3axononarenscTBo Poccuiickoii ®enepanuy 0 nepcoHANBHBIX JAHHBIX

JlokamsHBIe aKTHI OpraHU3AlMY, PEryIUPYIOIpE NOPSAOK NoaA6opa HepcoHana

Tlopsinok 3aKmOdeHns JOTOBOPOB (KOHTPAKTOB)

HopMsI 5THKH fe10BOT0 06MIeHNs

Ba3oBbie OCHOBEI HHGOPMATHKH, MOCTPOEHUsS HHQOPMALMOHHBIX CHCTEM H
ocoberHoCTH paboThi ¢ HUMH
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Tipyrae

XapakKTCPHUCTHUKH

3.3. O6o6mennas TpyxoBas GyHKIMS

HarMOHOBAHHG JleATeNBHOCTE IO OLIEHKE H aTTECTAIlHH Kox|  C Vposens 6
HepcoHaNa KXBannQHKaHH
IpoucxoxacHue
00061meHHOM TPy I0BOK Oparuran X 3:%:”0 w
dyBKIH
Kon PerucTpainioHHb1# HOMEP
OpHrHHaNa npodecCHOHANTEHOTO
cTaHzapra
BozmoxabIe CoenuaiicT N0 OeHKe H aTTeCTAIHH IIepCOHaa
HauMEHOBaHUSA CroenuanucT Mo NepcoHay
JIOIDKHOCTEH, MenemKep 10 HNEPCOHATY
npodeccuit

TpebGoBarus
06pa3oBaHMIO U
00yJEeHHUIO

Bricmee o6pa3oBanne — GakanaBpuar

JononHuTtenbHOe npodeccHoHaNbHOe 00pa3oBaHue — IPOTPAMMEL
TIOBHINCHAS KBATH(HKAIAH; IPOrPaMMEL IPO(eCCHOHAIBHOM
NIEPENOATOTOBKH B 001aCTH IPOBECHHS OIEHKH IepCOoHANa

TpeGoBaHU K OIEITY
IIpaKTHYecKo# paboTe

Ocobrle yenoBus
JIoIycKka X pabote

Hpyrue
XapaKTepPHUCTHKA

JIOTIONHHTE bHEIE XAPAKTEPACTAKHA

HanmeHopanwe 6a30B0i TPYIIIEL, JOJDKHOCTH
HammMeHnoBanme foKymMeHTa Kon
‘ (mpodeccrn) WK CIIEIHATEHOCTH

OK3 2412 | CoenuanucTsl IO KajpaM ¥ npodopreHTauH

3423 | CoenuaimucTh KaJipOBEIX CIYXO0 B YIpexXIeHHHM 3aHSTOCTH
EKC - Menemxep no nepconary
OKIIATP 27755 | OKOHOMHCT 11O TPYAY

22956 | Mucnexrop 1o kKaapaM

3.3.1. TpynaoBan pynxmus

Oprann3anys 1 IpoBeAeHHE OLCHKH Vposenp
HawnmeHoBaHue nepcoHaia Kon C/01.6 (nomypoBeHB) 6
KBTHpUKALHY
IIponcxoxaeHue TpynoBoki op ar X 3auMCTBOBAHO H3
$yrxnER OpUTHHAIA
Kon PernctpaloHHbIN HOMEp
OpHUrHHAJIa NPO(ECCHOHATHHOTO CTAaHAAPTa
Tpyznoseie neiicteus Apanu3 CTpYKTypHl, IUIAHOB H BaKaHTHBIX JOJDKHOcTed (mpodeccwit,

crenuaNibHOCTEH) OpraHW3amud, OCOOEHHOCTeH opraHHM3aluH paboTH Ha
Pa3NHYHBIX YJACTKaX IPOM3BOJICTBA M KOHKPETHBIX paGouHX MecTax
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PaspaboTka ImaHa OIEHKH IEpCOHAA B COOTBEICTBHM C EJSAMH
OpraHm3alun

OneHKa AMHAMUKY TPOH3BOAUTENBHOCTH, MHTEHCHBHOCTH U 3 deKTUBHOCTH
TpyJa Ha pabodIHx MecTax

Omnpenenenne pecypcoB, BEIOOP CPeACTB H METONOB NPOBEACHHS OLCHKH
nepcoHasa

HpOBCI[eHHC OIICHKH IIEpCOHAIa B COOTBETCTBHH C IINITAHAMH OpraHu3anun

Conposoquerme JAOroBOPOB ¢ OpraHuM3alsiIMH —  HCHOJHHUTCILIME
Meponpmlmﬁ II0O ONEHKE IICpCOHAA, BKIIOYad IPEABApHUTCIHHEIC
ITPOLICOYPEI IO UX 3aKJIOUCHHUIO

KoncynsTHpoBaHHe NepcoHala IO BOIPOCAaM OHEHKH, BKIHOYAs OLEHKY
3atpar

AHaMM3 pe3yNBTAaTOB OLEHKH IIepcOoHana, HOATOTOBKA ~pPEKOMEHAIlHit
PYKOBOJICTBY ¥ IIEPCOHATY

ITozroToBka mpenmoxerHit o GopMUpoBanio GIOIKETa [0 OPraHU3ALMHE 1
TIPOBEIEHHIO OLICHKH EPCOHAIIA

Heob6xonumeie yMeHHS

Omnpenenars napaMeTphl B KPUTEPUH OLICHKH [epcoHaia

Onpenenars ¥ IPHMEHSTH CPeNCTBA H METONBl HPOBENEHHSI OLEHKH
mepcoHaa

BrIenaTs (OHpeeNaTs) rPYIkl HepcoHalla I MPOBSICHAS OUEHKH

OmnpezenaTs UHTEHCHBHOCTH TPYHA U 30HBI IOBBIICHHA P(HEKTHBHOCTH
HepcoHana

Omnpezemniars MOTHBAIHOHHEIE (aKTOPEI IPOBEAEHUA OLEHKH NEPCOHATA

CocraBisrh ¥ KOHTPOJIHPOBATh CTATHH PACXONOB Ha OLEHKY IepcoHaia Il
IUTaHAPOBaHHS OI0KETOB

OGecneunBath OPraHu3allOHHOC COIIPOBOXICHHAC ONCHKHA IEpPCOHAA

O6ecneunBaTh COXPAaHHOCTH KOHGWIEHIAANBHON HHpOpMamue 1npu
IPOBEIEHHH OLEHKH IIepcoHana,

OpraHH30BEBaTh XpaHEHHE TOKYMEHTOB B COOTBETCTBHH C TpeGOBaHHAMH
TPYZOBOTO, APXMBHOTO 3aKOHOJaTenscTBa Poccmiickod @enepauud H
TOKANBHEIMU HOPMATHBHEIMHI aKTaMH OpTraHu3aIuy

CobupaTh, aHaIM3MPOBATh H  CTPYKTYPUPOBaTh MHGOpMAUHIO O
OpEAIOKEHHIAX 10 OHEHKe IIEpCoHana Ha PEIHKe TPYAA

IlponsBoauTe IpEABApHTENLHBIE 3aKyIOYHEE HPOUENYPH # ObOPMILTH
COIIYTCTBYIOIYIO JOKYMEHTAIHIO II0 3aKJIIOYEHHMIO JIOTOBOPOB

OHpeJZlCJIﬂTB yCiroBHsA U1 3aKJXOYECHHsI [OOTOBOPOB Ha YCIYyIH II0
IIPOBCACHUIO OLICHKH IICpCcOoHAIa

CucreMaTu3upoBaTh, 0000IIaTh M aHATH3HPOBATH pPe3YNBTATHL OLEHKH
HepcoHaa

O6ecneunBaTs OGPaTHYIO CBS3h IO PE3YNBTATAM IPOBENECHHOM OLECHKM C
TIEPCOHATIOM U PYKOBOJCTBOM

ITonp30BaThCs MOMCKOBBIME CHUCTEMaMH, I/IH(l)OpMauI/IOHHHMPI pecypcaMu u
Gazamu JaHHBIX TI0 HPOBEICHUIO OLCHKHU IIEpCOHAlIa

Pa3pabarhiBaTh peKOMEHMAIMH [0 DAasBHTHIO II€pcOHala HA OCHOBE
TIPOBEACHHOH OLICHKH

Co0InonaTh HOPMEI 9THKH JIEJIOBOrO OOIIEHHs

Heo6xoauMmsble 3HaHMS

TexHONOrHM B METOIb! ONPEAETCHNS PodecCHOHANBHBIX 3HAHMMN, YMEHHAN H
KOMIIETeHIHI

TexHONOTHY ¥ METOBI OIEHKH JIMIHOCTHEIX KAUYeCTB H XapakTEPUCTUK

CucreMbl, Metoms! H GOPMBEI MaTepHATBGHOTO W HEMATEPHATHLHOTO
CTHMYJIIPOBAHUSA TPy/Ia IIePCOHATA

Texuonoruu u MeToAs! GOPMHPOBAHHS U KOHTPOIS GI0KETOB
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TexHONIOrUY, METOIBI ¥ METOJMKY IIPOBEICHWS aHAIW3a ¥ CHCTEeMAaTH3AlMH
JOKYMEHTOB H MH(opManyu

OcHOBHI 00MIeif M COLHAIBHOM IMCHXOJOTHH, COLHOJOTHH H IICHXOJIOIHU
Tpyza

OcHOBH l'IpOI/I3BOIlCTBCHHOﬁ ACIATCIIBHOCTHA OpraHu3auu

Ilopsoox  mpoBemeHHS  3aKyHMOYHBIX  HpomeAyp H  odopMIeHMs
COILYTCTBYIONIEH JIOKYMEHTAUU

CIpykTypa oOpraHm3aliii ¥ BakaHTHEIE JODKHOCTH (upodeccum,
CHEHATHHOCTH)

TpynoBoe 3aKOHOZATENECTBO ¥ WHBIE aKTHI, COJAEPKAIIHE HOPMEI TPYIOBOTO
npaBa

OCHOBBI apXHBHOTO 3aKOHOJATEILECTBA M HOPMATHBHEIE IIPABOBEIE AaKTHI
Poccuiickoii ®efepaiyy, B 9acTH BeJSHHUS JOKYMEHTAIMH IO EPCOHATY

3axoHoAaTeMbCTBO Poccmiickoit Menepanny 0 NEPCOHANIBHEIX AAHHBIX

JloxanbHBIE HOpMATHBHEIE aKTHI OpraHH3alMH, PETYIHPYIOMHE MOPALOK
OIIEHKH IIepPCOoHAA

ITopsoK 3aKIIOYEHNS IOTOBOPOB (KOHTPAKTOB)

HopMBI 5STHKHU [eI0BOT0 00IIeHHS

BasoBrre OCHOBHI “H(OpPMATHKH, CTPYKTypHOE HOCTPOEHUE
HHGOPMALMIOHHBIX CHCTEM M OCOOEHHOCTH PaboTHL ¢ HUMH

Jpyrue XxapaKTepHCTHKH | -

3.3.2. TpynoBas pyHKIEsa

Opranuzanys 1 DpoBeCHHE aTTeCTAMH Yposenp
HawnmenoBakme IepcoHaa Kon | C/02.6 | (nomyposeHs) 6
KBanH}puKam
TTponcxoxaeHue TPYAOBOM Opurwuman X 3aMMCTBOBAHO U3
[13%:0 i OpHIHHaIa
Kox PerucrpauuosHbIi HOMep
OpHMIHHAIA npodeCCHOHANBHOTO

CTaHZapTa

TpynmoBbie nelicTBuA AHanu3 CTPYKTyphl, IUIAHOB H BakaHTHHIX JODKHOCTEH (mpodeccHii,

cHENHaNbHOCTEH) OpraHm3anuy, OcoOeHHOCTeH opramuzanuu paGoTH Ha
Pa3IHYHBIX y9acTKaX POH3BOACTBA M KOHKPETHRIX pabodmx MecTax
Paspaborka IpPOEKTOR JOKYMEHTOB, ONpPENE/LIONEX HOPANOK aTTECTAIHH
TEpCoHala, ¢ OLCHKOM 3aTpar

ComnpoBoxJIcHHeE IIponecca aTTeCTAMA | PaboTH aATTECTAMOHHOM KOMHCCHH
IMToaroroeka npemnoxennii mo GopmupoBanmio OrO/pKeTa HA OPTAaHU3ALHUIO K
NIPOBEJICHHE aTTECTAINH EepCoHaNa

IMonroToBka npenNoXeHHH O COOTBETCTBHM pPaGOTHHKA HOIDKHOCTH
(mpodeccny, cienuanbHOCTH) IO Pe3yJbTaTaM aTTeCTallMh B COOTBETCTBHH €
3aKoHoxaTenscTBoM Poccuiickoli @eneparyu

Heobxomumere ymenns | OnpeneniaTs napaMeTphl B KPUTEPHH aTTeCTalMy [IEPCOHANA

Onpenenars U OPUMEHATh CPEICTBA M METOABI ATTECTALHH
Br1enaTs rpynnsl nepcoHana IIs OPOBEACHHS aTTECTALIAN
ObGecneanBars JOKYMEHTAMOHHOE CONPOBOX/ICHHE aTTECTAIAM [IEPCOHANA

CocTaBaaTe ¥ KOHTPOJIMPOBATh CTaThH PACXOJ0B HA ATTECTALUIO MEPCOHANA
JUIS IUNTAHAPOBAHMS OIODKETOB
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Tone3oBaTbcss MHGOPMAIMOHHBIME pecypcaMH M 0a3saMM JaHHBIX IO
[POBEICHUIO ATTECTAIUH

Bectu y4eT # perHCTpaliio JOKYMEHTOB B HHGOPMAIMOHHEIX CHCTEMaX U Ha
MaTepHAATBHBIX HOCHTEISIX

OpraHu30BBIBaTh XPAaHEHHE JOKYMEHTOB B COOTBETCTBHM ¢ TpeGOBaHHIME
TPyZOBOTO, apXMBHOIO 3aKOHOJaTelbcTBA Poccmiickod ®Penepamum u
JIOKANIbHBIMM JOKYMCHTAMM OpTraHH3alHH

ITpou3BOMUTE IIpe/BapHTENbHBIC 3aKYMOYHEIE NpPONEAYPH M 0(OpMIATH
CONYTCTBYIOMIYIO AOKYMEHTAIHIO 110 3aKIOYEHHIO JOTOBOPOB

Co6rofaTh HOPMEI 9THKH JEJIOBOTO OOIEHHS

Heo6xomuMele 3HaRNS

HOpHJ.IOK H TEXHOJIOTHSA Hposenem'anecmunu

TexHONOTHH ¥ METOIBI ONpeeCHHE] U OLEHKH NPOdEeCCHOHANBHBIX 3HAHUM,
YMEHMI1 H KOMIIETCHIMI

CucreMbl, MeTONM M (OPMBI MAaTEpPHAIFHOTO M  HEMAaTEpHAIBLHOTO
CTHMYJIMPOBAHHS TPYJa NIEpCOHANA

Texronoruu n MeTos GOPMHUPOBAHAS M KOHTPOJIS GIOKETOB

TexHONOTHH, METOABI H METOAHKH IPOBCACHHUS aHAJM3a H CHCTCMATHU3AIMHA
JAOKYMEHTOB H HHQOpMaHHH

OcHOBHB HpOI/BBOI[CTBeHHOﬁ ACATCIHPHOCTH Opranv3auH

OCHOBBI . O0LIel. ¥ CONHANBHON IICHXOJOTMH, COMMOJIOTHH M IICHXOJOTHH
Tpyda

Ilopanox  mpoBemeHms  3aKymo4HBIX mpomeXyp H  odopMIeHHA
COIYTCTBYIONIEH JOKYMEHTALHH

CTpykTypa opraHmsallMH M BakaHTHEIE JOIDKHOCTH (mpodeccud,
CHEIUaNnbHOCTH)

TpymoBoe 3aKOHONATENBCTBO M HHBIC AKTHI, COACPIKALIAE HOPMEI TPYHAOBOTO
npaea

OCHOBBI apXHMBHOTO 3aKOHOJATENbCTBA H HOPMATHBHHIC HPABOBEIE AKTHI
Poccuiickoit ®eneparyn, B 9acTi BeJ€HHA JOKYMEHTANHH 110 NEPCOHAILY

3akoHozaTenscTBO Poccuiickoit Penepanuy 0 mepCOHATHHBIX JaHHBIX

JloxansHBIE HOPMATHBHEIC aKTHl OPTaHW3alliH, PETYIHPYIOIHUE NOPSIOK
OIIEHKH [IepcoHana

Tlopsinox 3aKirtoueHns JOrOBOPOB (KOHTPAKTOB)

HopMBI 5THKH Je10BOro o0IeHus B
Bazossie OCHOBEI HHPOPMATHKH, CTPYKTYpHOE TIOCTPOEHWE
HE(OPMAIIHOHHBIX CHCTEM M 0COOEHHOCTH paGOTHI C HUMH

Hpyrue

XapakKTCPUCTUKHA

3.3.3. Tpynosas dpyHKkumAs

AIMMHACTPHPOBaHME NIPO{ECCOB 1 Vpoeens
HanMenoranne | JOKYMEHTOO0O0POTA IPH IPOBEICHAH Kon; C/03.6 | (moxypoeHs) 6

OLICHKH H aTTECTallK epCcoHalIa KBATHGHKATIMH
IponcxoxacHAe TPy AOBOH op X 3aHMCTBOBaHO H3
bynxpan opHTHEHANa

Kon Perucrpamuonnsiii HoMep
OpMIEHaNa Npo(heCCHOHAILHOIO CTaHAapTa

Tpynosrie neficTBrs AHanu3 IpomeccoB JOKyMEHT0060pOTa, IOKANBHEIX JJOKYMEHTOB I10 OIEHKE H

aTTecTalliH NIepcoHaia
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OpraHu3aloHHOE CONPOBOX/CHHE MEPONPHATHI O OMEHKE IIEPCOHATIA B €TO
arTecTalyy

Odopmierre mporecca i pe3y/bTaToR aTTecTalliy IEPCOHANA

HndopMupoBanre IepcoHala 0 pe3yIbTarax ONEHKH U aTTECTAIlHN

IToaroroBka npemm)l(eﬂnii IO Pa3BATHIO IEPCOHANA ITI0 pEe3YJIbTaTaM OLCHKH

ConpoBoXKACHAEC [OrOBOPOB IO  OKA3aHWIO KOHCYJIGTAIMOHHBIX M
HHGOPMAIMOHHEIX YCIYT IO OLEHKE M aTTECTALMH IEPCOHANA

Heo6xomumbie yMeHHS

ObecnieunBaTh JOKYMEHTAIHOHHOE CONPOBOXIEHWE ONEHKH M aTTECTalldH
nepcoHaa

OdopMnATh JOKyMEHTH IO BONPOCAM ONCHKH M aTTECTANWH NEepCOHAIA,
NPEIOCTaBIAEMEIE B TOCYAAPCTBEHHEIE OPTaHE], Npo¢ecCHOHATBHBIE COIO3H U
JpyTHe NpeACTABMTENBHBIE OpraHsl pabOTHHKOB

ABamM3NpoBaTh INpaBHia, IPONEAYPH! H NOPSNKH LPOBENCHHS OLCHKH H
aTTeCTallMH epcoHaIa

Bectr yueT B perHCTpanuIio JOKyMEHTOB B HHGOPMALMOHHBIX CHCTEMAX H Ha
MaTepHANBHEIX HOCHTENSAX

OpraHu30BHIBATE XpaHEHAE NOKYMEHTOB B COOTBETCTBHH C TpeGOBaHHIMH
TPYAOBOTO 3aKOHOAaTenbcTBa Poccriickoii denepalyu u TOKAILHEIMA aKTaMH
OpraHu3alHK

BecTr J1e/0BYIO nIepemicKy

Pa6orats ¢ HHpOPMANMOHHEIMA CHCTeMaMH W (a3aMu A2HHBIX 10 BOIPOCAM
MpOBE/ICHH: ONCHKA M aTTECTALMH NEPCOHANA, BEOECHHIO YUeTa KaHAMAATOB Ha
BaKaHTHBIE JIOJDKHOCTH (Ipo¢deCCHH, CIIENHATBHOCTH)

AHaM3UPOBAaTh NOKYMEHTHI H IEPCHOCUTH HHGOpManuio B HHGOPMAUHOHHEIE
CHCTEMEI ¥ 0a3Bl JaHHBIX

CobmrogaTh HOPMEI STHKH JIEJIOBOTO O6IIEHHS

HeoGxoauMmele 3HAHUS

Topsamox odopMmileHus, BENEHHS M XpaHeHWA NOKYMCHTAl(MHd, CBA3aHHOM C
TIPOBEIEHNEM OIIEHKH M aTTeCTalUy IIEPCOHAIA

Tlopsnox popMupoBanus, BecHus GaHKa JAHHBIX O HEPCOHANE OpraBmM3aAUMK
U IPEJOCTaBICHHUS OTYETHOCTH

TNopsnok npoBeReHHS 3aKYIIOTHEIX HPOLEXYP H ODOPMIIEHHUS COMYTCTBYIOMEH
JOKyMEHTAIuH

Topsinox odopMreHus TOKYMEHTOB, LPEJOCTABIAEMBIX B IOCYAApCTBEHHbIE
oprabl, IPoQecCHOHANBHEIE COIO3El W NPYTHE NPENCTABHATENBHEIE OPraHBI
paGOTHHEKOB

OcHOBHI JOKYMEHTO000POTA ¥ JOKYMEHTAIIHOHHOTO 00€eCIICUeHus

Crpyxkrypa OpraHM3allid H BakaHTHBIE JO/DKHOCTH  (IpodeccHH,
CIENUAIBHOCTH)

TpynoBoe 3aKOHOAATENBCTBO M HMHBIE akThI, COAEpXKanife HOPMEI TPYAOBOTO
mpaBa

OCHOBBl apXHBHOTO 3aKOHOJATENECTBA M HOPMATHBHEIE IIPABOBBIE AKTHI
Poccmiickoit @efiepaiiy, B YacTH BeAeHH JOKYMEHTAUMH 10 MEPCOHALY

3akoHozaTenscTBO Poccuifckoil Oeepaniy 0 IEPCOHATBHBIX JAHHBIX

TeXHONOTHM, METOIBI M METOMHUKH NPOBEICHHUS aHANH3a M CHCTEMATH3aLuH
JOKYMEHTOB ¥ MHbOpMALHK

JlokanbHble HOPMAaTHBHBIC aKTHl OpraHHU3ALHH, pPETYAHPYIONHAE TMOPAIOK
OIIEHKH W aTTECTal[Uy IIepcoHana

Tops ok 3aKO9eHNs] ZOTOBOPOB (KOHTPAaKTOB)

Hopme! 3Trk# nenoBoro obmenus

Ba3oBbic 0CHOBEI HHPOPMATHKA, CTPYKTYPHOE HOCTPOeHHE HHPOPMAIIHOBHEIX
CHCTEM H 0COGEHHOCTH paGoTH ¢ HUMM
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Hpyrue
XapaKTEePUCTHKH

3.4. OGo0menHast TpynoBasi QyHKIHSA

Hamvenopanue | AEATEIPHOCTD [I0 Pa3BATHIO MEPCOHANA Kox D VposeHb 6
KBaNH(UKaIMK
I;Ig:é[ ngﬁ;m‘le 0BOii Opurunan X SamvcTBOBAHO W3
- TPYA OpUrvuHajla
GyBKIHH
: Kox PeructpaloHHEI# HOMEP
OpHTHMHajla nipohecCHOHATBHOrO
crangapra
Bo3moxuEIe Crenuanuct 1o pa3BUTHIO B 06yUeHHIO IepcoHana
HauMEHOBaHUS CrennanucT o pa3sBUTHIO KapbepPH IIEPCOHANA
JIOJDKHOCTEH, CrenuaiicT 0o NepcoHary
npodeccuit MeHemxep o nepcoHaTy

TpeboBarus k

Bsicmee o6pasoBanue

IPaKTHIeCKOM paboTHI

00pazoBaHMIO K JlonoHUTEMBHOE NMPOdecCHOHATEHOE 00pa30BaHMe — IPOrPAMMBL

o0ydeHuI0 TIOBBIIICHHUS KBaTH(UKAIINY; IPOrPaAMMEI IPO(eCCHOHATBHOM
TIEPENIOATOTOBKH B 06]IACTH OPraHU3aIHOHHOI0 ¥ IPOGEeCCHOHATBHOTO
Pa3BHTHIA IE€pCOHATA

TpeboBaHMA K OIBITY | -

Oco6kIe ycIIoBHA
JomycKa K pabore

Hpyrue
XapaKTePHUCTHKH

JlonoTHHTEeNbHEIE XapaKTePHCTHKH

HamMenoBaze HokyMenTa Kon Hammenosaaue 6a30Boii IpyInsl, JOJDKHOCTH
(upodreccuu) MM CHEMHAIBHOCTH
OK3 2412 | CoenmaimwcTsl IO KafpaM # npodopHeHTanny
3423 CroenpammcTl KapoBEIX CIY)KO M yupexxaeHuH 3aHATOCTH
EKC - MenemKep o mepcoraATy
OKIIATP 27755 | DOKOHOMMCT 1O TPYAY
22956 | incnekTop 1o KajpaMm
3.4.1. Tpynosas dpyHKIHs
OpraHu3aiid ¥ NpOBeIeHAS MEPONPHATHH Vposenn
HaumeHoBanue | IO PasBHTHIO H IOCTPOSHHIO Kox | D/01.6 | (nonyposens) 6
npodecCHOHATHHOM Kapbephl IepcoHana KBy HKAHY
gponcx;menne TPyROBOH Opurmman X | 3aMMCTBOBAHO W3 ODHIHHANA
Kon PerucTpaMOHHbBIH HOMED
OpHryHana TIpod)eCCHOHAITEHOTO
CTaHZapTa

| Tpynosste neiicteusa

| AHaNM3 CTPYKTYPHL, ILIAHOB H BakKaHCHI{ OpraHH3aIHA
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Anamus ocoGeHHOCTelf paboOTHI Ha pa3sNMYHEIX Y9acTKaX MPOH3BOJCTBA H
KOHKPETHBIX pafodmx MecTax

TogroroBka MHPOEKTOR JOKYMEHTOB, OIPEIEISIONIAX [OPINOK DasBUTHS
IepcoHalia H IOCTPOEHHS IpOodecCHOBAIBLHOM Kapbephl C OEHKOM 3aTpaTt

PazpaboTka I1aHOB Ipod)ecCHOHATEHON Kapbepsl paGOTHHKOB

@DopMupoBaHHE KaJPOBOTO pe3epBa

Opranusanus  MeponpuaTHH 10 pasBUTHIO H  IOCTPOEHHIO
npodeccHoHaTbHOM Kapbepkl mepcoHaia

TToaroToBka mpeanoxennif o GopMHEPoBaHUIO GIOIKETa Ha OPTaHU3AIMIO H
TIPOBEEHHE MEPONTPHATHIA ITO PA3BUTHIO B IIOCTPOSHHUIO MpodeccHoHaIbHOM
Kaphephl epCoHaNa

Aramms 3¢)GeKTHBHOCTH MEPONPHATHIA IO Pa3BHTHIO NEPCOHANA, IIONTOTOBKA
IpeUIOKEHHI 110 PAa3BUTHIO

Heo6xonumeie ymeHuS

AHamW3HpoBaTh YpPOBeHb OOMEro pasBETHA U HPodeCCHOHATBHON
KBaTHUKANHK TEPCOHANA

Onpeneniars KpaTKOCPOYHBIE H JONTOCPOUHBIE HOTPeOHOCTH pa3BHTHA
IEPCOHANIAa H HOCTPOCHHS €ro NpodeCcCHOHANBHOM Kapbephl

Onpenenars kputepnd $OpMHEPOBAHHS KAPOBOrO Pe3epBa OpraHu3aun

CocraBnsrs HHIMBUAYATHHEIE IUIAHE] KAPEPHOTO PAa3sBUTHA IIEpCOHANA

IIpuMEHATS TEXHOJOIMH M METOABI Pa3BHTHS NEPCOHANA H IIOCTPOESHHS
npodecCHOHANBHOM KapbepEl

CocTaBATE HPEMIOKEHHS H KOHTPONHPOBAaTh CTAaTBH pacxOfOB Ha
OPOTpaMMEI ¥ MEPONPHATHA N0 DasBHTHIO MEPCOHANA H IOCTPOSHYIO
IpoheCCHOHANBHOM Kapbephl IUIs INIAHAPOBAHKS GIOKETOB

Omnpenenste 3bdeKTHBHOCT MEPONPHATHI 0O pasBHTHIO HEpPCOHAIa H
TIOCTPOEHHUIO TPOECCHOHATBHOMN Kaphephl

Pa6oTats ¢ uHGOPMAMOHHEIMA CHCTEMaMH H 6a3aMM JaHHEIX [0 TepCoHary

CobmnrofaTs HOPMEI STHKH JEJI0BOTO O0MEHHs

Heo6xonuMele 3HaHAS

CucreMa, cioco0bl, METOEI, HHCTPYMEHTHI OCTPOSHHS NPodecCHOBATBHON
Kapbepsl

Meronpl onpeneneHMs H ONCHKH JIAYHOCTHEIX H NPOQeCCHOHATBHBIX
KOMIIETEHIMH

Cucremsl, Meronbl ¥ (GOpMBI MATEPHAIBHOIO M  HEMAaTEePHATBHOIO
CTHMY/IMpOBaHHS TPYAa HePCOHAa

Texnonoruy, MeToAB! GOPMHUPOBAHHS H KOHTPOIIA GIOKETOB

TexHOMOIMY, METOOBI B METOAUKH IPOBEICHUS aHAM3a U CHCTEMAaTH3alUH
JOKYMEHTOB U HHOpMaImu

OcHOBHL IpodecCHOHATIFHOM OpHEeHTALHN

OCHOBEI JOKYMEHT0000POTa M JOKYMEHTAIIMOHHOTO 00ecTieueHus

OCHOBHI HpOI/ISBO,HCTBeHHOﬁ JOCATCIIBHOCTH OpraHu3allui

OCHOBEBI oneI‘fx " COI.IKaJIBHOﬁ TICUXOJIOTHH, COIIHOJIOTHH M IICHXOJIOTHH
Tpy”na

CrpykTypa oOpraHu3ag¥d ¥ BakaHTHBIE JOJDKHOCTH  (mpodeccun,
CIEeLNaTbHOCTH)

TpynoBoe 3aKOHOAATENHCTBO B HHEBIE aKTHI, COOEPXKALIAEe HOPMBI TPYZOBOIO
nupaBa

‘1 3akonozmarenscTBO Poceuiickoit denepariyv 0 NepPCOHATBHEIX TAaHHBIX

JloxanbHble HOpPMAaTHBHEIE aKThHI OPraHHM3alUy, DPETYIHPYIOUHE NOPSAOK
PasBUTHSA H DOCTPOSHUS TPOQECCHOHAIBHOM Kaphephl IIEpcoHalia

Topanok 3aKkMO9eHAs JOrOBOPOB (KOHTPAKTOB)

HopMEI 3THKH JenoBoro oOmeHus
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BazoBsie OCHOBEI uH}pOpMaTHKH, CTPYKTypHOE TIOCTPOEHHE
MH(OPMAIMOHHEIX CHCTEM B 0COOEHHOCTH paboThl ¢ HUMH

Jpyrue xapakTepucTHKH | -

3.4.2. TpynoBas ¢pyHKOAA

Hanveroparye | OPTAHU3aIHAA 0GydeHHs EpCoHaa Kon|D/02.6 | PoBeHb (nomyposeHs) 6

KBANHGUKAIIH

IIpoucxoxaeHue TpyaoBOH
(yHxumn

Opurunan X 3aUMCTBOBAHO ¥3 OPHTHHATA

Kox PervcrpannoHHbIi HOMEp
OpHTHHANA HpodeccHOHATLHOTO
CTaH/apTa

TpynoBsie neiicTBas

Anamm3 peiHKa 00pa3oBaTeNBHBIX YCIYT M HMOTpeOHOCTEl OpraHu3amyu B
00YyUIeHHNH IepcoHaIa

PaspaGOTKa IUTaHOB, METOAHWYECKHX MaTepHaloB, y‘IeGHBIX IUTAaHOB H
oporpamMM, IIPOCKTOB JIOKAJIBHBIX AaxkTOB IIO OGWGHHIO U PasBUTHIO
NICpcoHaJIa, BKIIO4Yas OLCHKY 3aTpaT

Oprasm3alis MEpONPHUATHIL 10 0GYISHHIO IIEPCOHANA

TloaroTroBka mpemmoxeru#t mo GopMHpPOBaHMIO OIOMKETAa Ha OpraHH3aLHI0
0o0yueHuns nepcoHaia

Ananmns 3¢ GeXTHBHOCTH MepONpHATHIL 0 00YJESHHIO NepCOHAIA

HeobxoxuMmele yMeHAS | AHANTH3UPOBATh M ONMPEAENIATh HOTPeGHOCTH B OGYYEHHH IPYIN HepcoHania B
COOTBETCTBHH C LEIIMH OpraHA3alliy
Pa3paGaTsBaTh IUIAHEI IIOATOTOBKH, NEPENOATOTOBKH M  MOBBIIIEHHA
KBaJIM(UKAIMK KapoB, yieOHbIE IUIaHbI H IPOrpaMMBI
AHaNHM3HPOBaTh PHIHOK OOPa30BAaTENBHBIX YCIYT M TOTOBHTH IPEIOXKEHHA
1O IIOCTABIIHKAM YCIIyT
Oprann3oBHBaTh 00yJalompe MEPOLPHATHS
CocCTaBJATh M KOHTPOJHPOBAaTH CTATHH PacXoONOB Ha oOydeHHe mepcoHaia
JUIS JJAHAPOBAHHUS GI0DKETOB
Pa3pabaTriBaTh H KOMILIEKTOBATE YUeOHO-METOAHNIECKAE JOKYMEHTHI
ITpom3BomuTs o1eHKY 3 eKTHBHOCTH 00YUeHHA ITepcoHaa
Ipon3BomuTs NpeABapHTENBHBIE 3aKYMOYHBIE HpOUEXYpH M odopMieHHe
COIYTCTBYIOIICH JJOKYMEHTANHH 10 3aKIIOYEHHI0 JOTOBOPOB
Paborats ¢ mHEPOPMAMOHHEIME CHCTEMAaMH U Ga3aMu JAHHBIX 110 HEPCOHATY
Pa3pabarsiBaTe B OGOPMISTE JNOKYMEHTH IO HPOIECCaM OpraHH3alEH
0o0ydeHEs EPCOHANA H HX pe3ynbTaTaM
Co0moaars HOPMEI 3THKHA JEIOBOr0 O0MIEHHS

Heo6xomuMsle 3HaHAS | MeTONEI, HECTPYMEHTEI HCCIIEIOBaHHS MOTPEOHOCTH B OOYYEHHH IEPCOHATIA

Mertononorus o0ydIeHns

TexHoMOrHHE, METOABl H METOMKY MPOBENECHHSA aHANH3A H CHCTEMATH3ALMH
JOKYMEHTOB ¥ HH(OpMaLHH

INopszox pa3paboTku IUIaHOB NMOATOTOBKH, IEPENOATOTOBKH H HOBHILICHHA
KBaM(HKaWK KaJpoB, YIeOHBIX IUTAHOB H MPOTpaMM

Cucrembl, MeTonpl M (OpMBI MaTepHATFHOTO H  HEMAaTEpPHAIBHOTO
CTHMYJIMPOBaHUA TPya NepcoHana

TexHONMOrHA ¥ METOAB HOPMHPOBAHHA H KOHTPOJISA GIOIKETOB

Tlopsimox BemeHHs ydeTa H OTYETHOCTH IO HOITOTOBKE H IOBBIMICHHIO
KBanm(HEKayH HepcoHala

OCHOBEI IOKyMEHT00GOPOTA H IOKYMEHTAIIMOHHOTO 06ecTeyenus
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VOCHOBI:I TCXHOJIOTHHA MPOH3BOJACTBA U NCATCIBHOCTH Opranvsalii

OcHoBEI 00ImIelf B CONUATLHOH IICHXONOTHH, COIMONOTMA H NCHXOIOTHH
Tpyna

Ilopsmox  mpoBemeHHMs  3aKymo9HBIX  mpolienyp ¥ odopMieHHS
COIYTCTBYIOIIEH HOKYMEHTAIUH

CTpyKTypa opranm3aiyuy

TpynoBoe 3aKOHOJATENECTBO M WHEIE aKTHI, COACKANIHE HOPMBI TPYAOBOTO
mpaBsa

OCHOBEI ApXUBHOI'0 3aKOHOAATEIILCTBA U HOPMATHBHBIC IIPABOBBIC AKThI
Poccuiickolt ®enepanym, B 9aCTH BeICHNA JOKYMEHTAITHHN IO IEPCOHAILY

OcHOBHI HAJIOTOBOTO 3aKOHOMATENbCTBa Poccriickoit ®exepayn

OcHoBEI 3aK0HOZaTENBCTBA 00 00pasoBanmu Poccwiickoii ®enepanmm

3axoHozaTenbeTBO Poccuiickoit Oenepaimn 0 NEPCOBAIBHBIX JAHHEIX

JlokanbHele HOpPMATHBHBIE aKThl OpraHHM3alHH, PEryIHpPYIOIHe o0ydeHHe
nepcoHana

Tlopsyox 3aKIOueHNAS JOTOBOPOB (KOHTPAKTOR)

HopMEI 3THKH 1€/10BOr0 O0IIeHHS

Bazosrie OCHOBSBI HMH}OPMATHKHY, CTPYKTypHOE TIOCTPOCHHE
HB(GOPMAIHOHHBIX CACTEM H 0COOEHHOCTH pabOTEI ¢ HUMU

Jpyrae XapakTepAUCTHKH

3.4.3. TpynoBas ¢pynxuus

Oprasuzanys afanTalii ¥ CTAXHPOBKH Vposenn
HammeHoBanue IepcoHana Kon | D/03.6 l(:;mc:g:;n 6
TIponcxoxaeHwe Tpya0BOH
Opururan X 3aUMCTBOBAHO U3 OPHIHHANA
byHKIUH
Kox Perucrpaimonssiii HoMep
opuruHaa npodeccHOHaNBLHOTO

CTaHIapTa

Tpynossie neiicteus

AHaIN3 YCIENTHBIX KOPHOPATHBHEIX IPAKTHK 10 OPraHH3alMH aJalTaluy i
CTaXUPOBKE ITEpcoHaIa

PaspaboTka mnanoB aganTaniy, CTAKMPOBKY MEPCOHANIA C OIIEHKOM 3aTpar

Oprasu3anysi MEpOIPHSTHIA [0 aJIaIITAIMH, CTAXKUPOBKE NEPCOHATA

IlogroroBska HpeI[JIO)I(CHPIﬁ II0 COBE€PHICHCTBOBAHHUIO CHCTCMBI aJallTallHH,
CT&XHUPOBKH IICPCOHAIIA

ITonroroeka mpexnmoxeHni Mo GOPMHPOBAHUIO GIOKETa HA OPraHHU3ALMIO
aJjanTaliy H CTaKUPOBKH IIEpCOHANA

Anamus >thQeKTHBHOCTH MEpOIPHMATHH 110 aJalTalid M CTaXKHPOBKE
IIepcoHaIa

Heobxomumele yMeHUS

OmnpesienaTs IPyIIE DEpPCOHANA VIS CTAXAPOBKH U aflalTallun

Omnpenenars paGoume MecTa JUIf IPOBEACHHS CTAKUPOBKM M afalTALAH
nepcoHana

CornacoBeIBaTh MEPONPHATHS a/[aNTallii U CTAKHUPOBKH C BO3MOXKHOCTAMH
IPOM3BOCTBA

IIpomsBoauTs aHAIM3 M OLEHKY Pe3yIbTaTOB aNaNTalldM H CTAXHUPOBOK
HEepCoHana

CocTapimare IHpeIIOKEHHS M KOHTPOJNHPOBAaTh CTaTbM pPAcXOA0B Ha
IpOrpaMMbl U MEPONPHATHA [0 afaNTaldd M CTaXHUPOBKE IEepCOHANA IUIA
IJTaHUPOBaHHSA OIO/DKETOB
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ITpomsBoauth oneHKY 3GGEKTHBHOCTH MEpOIPHATHH @0 aJanTaldd H
CT2KHPOBKE IIEPCOHANA

BuenpsaTh cucTeMbl BOBICYEHHS PabOTHAKOB B KOPIIOPAaTHBHYIO KYIBTYPY
Hcnonp3oBarh HH(OPMAIMOHHBIC CHCTEMEI M §a3bl JAHHBIX [0 HEPCOHALY

Cobmonarhb HOPMEI 3THKH ICJIOBOT'O o0meHus

Heo6xonuMEle 3HAHHAS

Mertoab! afanTanuy u CTAXHAPOBOK

TexHonorun, METOABI H METONUKH NPOBENCHUS aHANM3a M CHCTEMATH3ALAH
JOKYMEHTOB H MHGOpMAITHH

TTopsimox pa3spaboTKM IIAHOB agalTaldyl IepcOHAla Ha HOBHIX pabodmx
MecTaX, MOATOTOBKM, NEPENOArOTOBKA M IOBBINECHHS KBaNH(HKAIMHA
TIepCcoHasla M OpraHHu3alyy CTRKHPOBOK

TTopsiok cOCTaBIEHHUs CMET 3aTpaT Ha aJANTalHIO H CTAKHPOBKY MEPCOHAIA

Tlopsmox BemeHWsA ydeTa M OTYETHOCTH IO aNaNTallAd H CTAXHPOBKE
TepcoHaIa ,

Cucrembl, Meronsl # (GOpPMBEI MaTepHambHOTO M HEMAaTepPUAILHOIO
CTHMYJIHpPOBaHHUS TPyZAa HepcoHana

Texnonoruu u MeToas! HOPMHPOBAHHUS ¥ KOHTPOJIS OIOKETOB

OCHOBHI TEXHOJIOTHH IPOHU3BOJICTBA H JIATEILHOCTH OPraHU3a K]

OcCHOBEI 00mielf W CONMANBHOM IICHXOJOIMHM, COIMOJIOTHM M ICHXOJIOTHH
Tpyna

Crpykrypa OpraHM3allid H  BakaHTHble JODKHOCTH  (mpodeccun,
CHENHUAIFHOCTH)

TpynoBoe 3aKOHOAATENLCTBO M MHBIE aKThl, COAEpXKAIlHe HOPMEI TPYAOBOTO
npaBa

OcHOBBI HAIOTOBOTO 3aKoHoaTenbcTBa Poccuiickoii Penepannu

3axoHonarenbcTBO Poccuiickoi Denepaliuy 0 IepCOHATBHBIX JAHHBIX

JloxaneHbBIe HOPMAaTHBHEIE aKTHI OPraHA3aWM, PETrYIHPYIOMIAE aIalTaI(|io i
CTKHPOBKY TEpcoHaNa E

OCHOBBI JOKYMEHTO000pOTa H JOKYMEHTAIHOHHOTO 00ecieYeH s

Topsanox 3aKoYeHHs JOTOBOPOB (KOHTPAKTOR)

HOpMLI ITHKA OCTIOBOI'0 06HICHHSI

BazoBsie OCHOBBI uEpOPMATHKH, CTPYKTypHOE MOCTPOCHHE
HH(POPMALHOHHEIX CHCTEM M 0COOEHHOCTH paboThH C HUMH

Jpyrue xapakTepucTHKH| -

3.4.4. Tpynoras pynxkums

HamMenoBanne

AIMHHHUCTPHPOBAHHE IIPONECCOB K
JOKyMEHT0060pOTa 10 PasBHTHIO H
mpodecCHOHANBHOM Kaphepe, 00ydeHHIO,
aJalTaldd H CTAKHPOBKE NICpCoHANa

Vposenn
Kox | D/04.6 | (momyposens) 6
KBaTH(pHKALMH

IIponcxoxaeHue TpynoBOM
bymrum

Opurusan X 3auMCTBOBaHO U3 OpPATHHANA

Kon PeructpalmoHHEI# HoMep
OpHI'HHaNa NPOQeCCHOHANTLHOrO CTaHAApTa

TpynoBrie geiicTeus

AHanu3 IpOLECCOB, NPABHI H TOPSAKOB OPraHA3alMH TNPH IPOBEJICHHH
MEpOIpHATHH @O PpasBHTHIO H Npo)eCCHOHAIBHOM Kapbepe, OGYUEHMIO,
aJlalTANMH ¥ CTAKUPOBKE IEPCOHANA

JokxyMeHTamoHHOE O(GOpMIICHHE Pe3yNETATOB MEPOIPHUATHH IO Pa3BHTHIO U
IpogeCCHOHANBHOMR Kapbepe, 00y3IeHIIO, afanTaui H CTAKUPOBKE IIEPCOHANIA




IloaroroBka HMHOWBHAYANIBHEIX NPEUIOKEHHH Ha OCHOBE pe3yJIBTaTOB
NPOBEICHHS MEPONpPHATHH II0 PasBHTHIO M HpOodecCHOHATBHOH Kaphbepe,
00ydeHnIo, afanTaluy H CTRKHPOBKE IepcoHana

IoarotoBka mNpemIoKEHHH 0O COBEPIICHCTBOBAaHHIO CHCTEM o0OydeHHS,
ajanTallui ¥ CT@XKHPOBKH, DasBHTHA H IOCTPOSHHS IpOodeccCHoHANBHON
Kapbephl epcoHaia )

CompoBokJicHAE  JOTOBOPOB [0  OKA3aHHI0  KOHCYIGTANAOHHBIX,
HHQOPMALHOHHBIX ~ YCIYT, HEOOXOAMMEIX JUid [OpOBEJCHUS OOy4eHHS,
amalTalgd ¥ CTAXHUPOBOK, Pa3BHTAS M MOCTPOCHHS HPOheCcCHOHATLHOMN
Kaphephl MepcoHaia, BKMOYas MNpeABapATENbHbIE INPOHEAYPHl IO HX
3aKIMOYEHHIO

Bpmonnenne TpeGoBaHmii IO XpaHeHHI0O HHOOpDMaEM O pe3ynbTaTax
obydeHHs, ajanTalMH H  CTaXHPOBKH, pasBHTHA H®  IIOCTPOEHHs
nmpoheCCHOHANBHOM KapbepHl HEPCOHAA

Heo6xomuMmele
YMEHHS

O¢dopMIISTE HOKYMEHTHI IO BOHPOCAaM MNPOBEACHMS OOy4eHHS, afauTalud H
CTKUPOBKH, Pa3BHTHA U HOCTPOSHMS IPOPECCHOHANBHON KapBepPEI EPCOHANA,
OPEXOCTaBJIAEMbIE B FOCYJapCTBEHHBIE OPraHbl, NPOGecCHOHAIBHEIE COIO3BI U
JPYTHE IpeACTaBUTENbHBIE Opransl pabOTHHKOB

OGecreanBaTh JOKYMEHTAMOHHOE CONPOBOXACHHE OGYdeHHs, afalTaluu H
CTaXHPOBOK, Pa3BUTHS H IOCTPOCHHS NPodeCcCHOHANBHOM Kapbephl MEPCOHANTA

AHam3upoBaTh IpaBHia, IPONEAYPHl M IOPAAKH MNpOBENEHHS OOYYCHHS,
afaliTalid ¥ CT@XMPOBKH, PAa3BHTHA H IOCTPOEHHSA NPOQEeCCHOHATBHOH
Kapbepsl IepcoHaNa

OpraHu3OBBIBATE XPAHEHHE IOKYMEHTOB B COOTBETCTBHH C TpPeOOBARHMAMH
3aKOHOJaTenbCTBa Poccwmiickoli Denepamus H  JIOKAIBHBIMA ~ aKTaMH
Opragu3ayy

ABam3upoBaTh JOKYMEHTH M IIEpeHOCHTH HHpOpMarmo B HHPOPMAIHOHHEIE
CHCTEMBI ¥ 6a3bl JAHHBIX

BecTn y4er u perHCTpaumiio JOKYMEHTOB B HHEQOPMANMOHHBIX CHCTEMaX H Ha
MaTepHaIBHEIX HOCHTENIX

Pabotate ¢ mHGOPMAIMOHHBIMH CHCTeMaMH H 0a3aMH JaHHBIX [0 BOMPOCAM
o0ydJeHus, amanTanud M  CTAXKHAPOBKH, Pa3BUTHA M  IOCTPOCHHSA
npodeccHoHanbHOM Kapeepel IlepcOHANA, BENCHHMS YydeTa KaHIUIATOB Ha
BaKaHTHEIE TOJDKHOCTH (mpodeccHyt, CHEIUAIBHOCTH)

Bectn nenoByIo mepenscky

CobironaTh HOPMBI STHKH JIETIOBOT0 OOIICHAS

Heo6xonumeie 3Hanus

Hopsanox odopMieHHs, BeOeHWS W XpaHEHWS JOKYMEHTAalldH, CBSA3aHHOH c
cucTeMoi OOydYeHHs, ajalTallid W CTAKAPOBKH, Pa3sBHTAA M TOCTPOCHHI
opodecCHOHAIBHOM Kapbephl IIEPCOHANA

HOpSI,I[OK (bOpMI/IPOBaHI/ISI, BeleHUA 6aHKa JaHHBIX O NIEPCOHANIC Oprauu3aluy 1
IIPEOOCTABICHHAA OTYCTHOCTH

HopMaruBHEIE TNIpaBOBBIE aKTHI, peryJHpyiOMHe mpaBa ¥ 00S3aHHOCTH
TOCYJApCTBEHHBIX OPraHOB H OPraHM3aOUH MO MPEAOCTABICHHIO YYESTHOU
JOKyMEHTaIi|

Iopsinox oopmienus JIOKYMEHTOB, NMPEJOCTABIAEMEIX B TOCYHNapCTBEHHEIE
OpraHbl M HHBIC OPraHA3aIH

OQCHOBHI JOKYMEHTOO00POTA H JJOKYMEHTAMOHHOTO 00eceYeHus

Tlopsamox npoBeAeHAS 3aKYIOYHBIX IPONERYp H OhOPMIEHHS COMYTCTBYIOMIEH
JOKYMEHTALHH

CrpykTypa OpraHM3addd H  BakaHTHBIC JOJDKHOCTH  (mpodeccum,
CHEHATHHOCTH)




TpynoBoe 3aKOHONATENHLCTBO M HHBIE AKTHL, CONEPKAIME HOPMBI TPYAOBOTO
mpaBa

OCHOBBI apXHBHOTO 3aKOHOZJATENBCTBA ¥ HOPDMATHBHBIE HPABOBEIE AKTHI
Poccniickoii Qenepanym, B 9acTH BeICHHS JOKYMEHTAUMH 110 NEPCOHALY

OCHOBBI HAUIOTOBOIO 3aKOHOAATeNHCTBA Poccmitckoit ®enepanyu

3akoHoAaTeNECTBO Poccuiickoit Pepepaliiy 0 NepCOHATBHBIX JAHHEIX

Texnonornu, METOXBI H METOIWKH NPOBENCHHS AHAIW3Aa H CHCTEMATH3ALMH
JIOKYMEHTOB A HH(pOpMAaIHi

JloxanbHble HOPMATHBHEIE AaKTHI OPraHH3alu¥, PETyJHPYIONIHE MOPAIOK
Pa3sBUTHS H HOCTPOeHHUs NpodecCHOHaNBHOM Kapbephl, 00yIeHus, afanTanyul i
CTaXHPOBKH [EPCOHANA

TTopsapok 3aKTI09€HHAS TOTOBOPOB (KOHTPAKTOB)

HopMs! 3THKH 1€10BOr0 00meHH

basoBeie 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE HOCTPOEHHE MH(OPMAIMOHHEIX
CHCTEM M 0COOCHHOCTH paboThI C HUIMH

Hpyrue
XapaKTePACTHKH

3.5. O6o6mennas TpynoBast pyHKuus

HanMeHopanHe JlesTemHOCTE MO OpraHu3alyy TpyAa H Kén E |Yposem 6
OILIATHI IEpCOHANIA KBanHGHKaLHMH
IpoucxoxneHue
0600 meHHO# TPyAOBOMH Opurmsan X 3aMCTBOBAHO H3 OPHIHHAIA
dyHKIHY
Koxn PerucrpanuonHIi Homep
OpHMTHHaNa pod)eCCHOHANBHOTO
CTaHgapTa
Bo3smoxxHsIe CrennamicT o HOPMHPOBAHHUIO H OILIATE TpyAa
Ha¥MEHOBaHUA CrienHauCT 0 OpraHU3alliy ¥ OIIaTe TpyZa
JOIDKHOCTEH, CrnenuaimicT no KOMIIEHCALHSAM H JIbFOTaM
npodeccuit CrenuanmcT 1o mepcoHary
MeHemKep o NepcoHany
TpeGoBanus x Bricmee o6pasoBanue

obpa3opaHHIO ¥
oby4eHno

JlonomuTesHOe NpodhecCHOHANBHOE 06pPa30BaHAE — IIPOrPAMMEL
npodecCROHATEHOM EPENOAroTOBKH B 06JIACTH SKOHOMHKH, HOPMHPOBaHHS
H OIUIATHl TPYZA, IPOIrPaMMBI MOBHIIIEHU KBaJM(HKAIMA

TpeGoBaHHS K OIBITY
npakTHIeckod paGoThI

Ocob6bIe ycnoBas
JIOIycKa K pabore

HApyrue
XapaKTepPUCTUKH

I[OIIOJIHHTCJILHLIC XapaKTCPACTHKH

HaMeHOBaHHe I0KyMeHTa Kox Hanmenosanue 6a3oBoii rpynmsl, JOIDKHOCTH
(mpodeccun) MM cCHENHATILHOCTH
OK3 2412 | CienmayMcTH IO KaapaM H npo¢opHeHTALHH
3423 CrienuaicTH KaJpOBBIX CIYX0 B yIpexIeHHH 3aHITOCTH
EKC - HrxeHep 10 HOPMHAPOBAHHIO TPyJa




- Texnuk o Tpyny

- DKOHOMHCT IO TPYAY

- MeHemkep 0 HEpCOHANLY
OKIIATP 27755 | DKOHOMHCT IO TPYAY

22956 | HcmexTop 1O KafpaM
3.5.1. TpynoBas pynxnus

TaHU3aIEd TPYAa EpcoHaIa Vposens
Haumenosanue Op P P Kon | E/02.6 | (momyposers) 6
KBATA(HKAMH
gsgucxoxmenne TpyZoBO# Opuraran X 3aUMCTBOBaHO M3 OpHTHHANA
Kon PeructpausoHHsI# HoMep
OpHrHHANA npodecCHOHAEHOTO
cTannapra

Tpynosrie neiicteus

AHamM3  yCOEMIHEIX  KOPHOPAaTHBHBIX INPakTHK MO  OPraHA3alHH
HOPMHpOBaHHA TPYZa 11 PasNYHBIX KaTeropuii mepcoHala, ocobeHHOCTEH
IIPOU3BOJCTBA B JAEATEIHHOCTH OpraHu3allN

Pa3paboTka CHCTeMBI oOpraHM3aqmd TpyJa NepcoHala H TopsaKa
HOPMHPOBaHHsA TPYAA Ha paGourX MECTaX ¢ OLUCHKOM 3aTpaT Ha IePCOHAl

BHenpenme cHCTEMBl OpraHM3alME TPyAa IEpcOHajla W KOHTPONA Hax
HOPMHPOBAaHHEM C  ONpedelieHHeM  TPYyNOSMKOCTH,  HOPMATHBHOM
9YHCIIEHHOCTH, rPpadMKOB paboT M yCIOBHH OIUIATH TPYAA EPCOHAIA

Brigsienne PE3EPBOB IIOBHINICHHUA ITPOU3BOAUTEIIBHOCTH TPYAa M KavecTBa
HOPMHEPOBaHHUA TPya, IOATOTOBKA NPEMIOKEHUHA 10 A3MEHEHASM YCIOBHH U
OILIATEI TPYyJa IepcoHalla

IToaroroBka mpemtoxeHuit Mo GOPMHPOBAHHMIO OHOPKETAa HA OPraHH3AIHIo
TpYyZa Iepcotana

Ompenenenue 3¢phekTHBHOCTH pabOTH CHCTEMBI OpraHM3allddl TpyAa H
HOPMMpPOBaHHUs TPyJa Ha pabounx MecTax

Heob6xoaumeie yMmeHuS

BHEIPATs METOEI palliOHATLHOM OpraHN3ally TPy

Pa3paGaTrIBaTh IUIaHBI OPraHU3ANMOHHLIX ¥ TEXHUYECKHX MEPOLPHATHE IO
TOBBIIICHHIO IIPOM3BOIMTENBHOCTH TPYAA

AHaTM3UpOBaTh COCTOSHHE HOPMHPOBAaHHA TpyAa, KadecTBO HODM,
TIOKa3aTeneit o Tpyay

AnanusupoBath 5pdEKTHBHOCTE pabOTHI CHCTEMBI OpraHW3alldd Tpyda
HepcoHalla i HOpMHPOBaHHS TpyZa Ha pabounx MecTax

CocTaBIATE 1 KOHTPOIHPOBATH CTAaThi PACXOJIOB HA OILIATy Tpy/a MepCoHAna
JJIsL IIaHAPOBaHMS 610/DKeTOR

Pabotate ¢ wuHPOPMAUMOHHEIMEH CHCTeMaMH © 0a3aMd [AaHHBIX 110
HOPMHPOBaHHUIO H OILIATe TPyJa IIePcoHaa

PazpaGaTeBarth 0 0HOPMIATH JOKYMEHTEI 110 HAPABIEHHIO AeSTENBHOCTH

Cobmonars HOPMBI STHKH JENIOBOTO OOILEHHS

HeobxoauMEle 3HaHUS

MeTonsl ydeTa ¥ aHaIM3a HOKa3aTelleH 110 Tpyy H oIuIaTe Tpyaa

MeTtonst ONpPECHACICHAA, OLCHKA H  CpaBHCHHA IIpOH3B0,I[CTBCHHOﬁ
HHTCHCUBHOCTH U HAIIPSOKCHHOCTH Tpyda

Meroapl HOPMHPOBAaHHAS TPYAA

MesxoTpacnieBble H OTpaciIeBIe HOPMATHBbI TPYJOBLIX 3aTpar

CoBpemennble (GOPMEI, CHCTEMBI OMIATBI M Yy9eTa MPOM3BOXUTEIHHOCTH
TpyJla IepcoHaIa
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CucreMsl, Meromsl ¥ (OpPMEI MAaTepHAIBHOTO H HEMaTepHAIBHOTO
CTHMYJTAPOBaHAS TPYA2 IEPCOHANA

TexHonornd H MeTo B GOPMUpPOBaHHs. H KOHTPOJIS GIO/DKETOB

Texuonorud, METONBI H MCTONMKHA [IPOBEICHHAS aHANM3a H CHCTEMAaTH3AllHH
JOKyMEHTOB ¥ HE(OpMarun

OcHOBH I(OKyMCHTOO60pOTa H JOKYMCHTAallTHOHHOT'O obecneyeHU

Tlopsanox Tapmbmkammu paboTr W pabo9MX, YCTaHOBJIEHHSA NODKHOCTHBIX
OKJIaJIOB, JOILIAT, HanbaBoK H K03 ¢uIuenToB K 3apaboTHO#H Mmiare, pacieTa
CTHMYJIMPYIOIMX BHILIAT

TaputHO-KBaMHPAKAIHOHHARIE CIiPaBOTHHKH PaboT H mpodeccuii pabounx u
KBaA(HKAIHOHHEIC XapaKTEPHCTHAKA NOJDKHOCTEH CITyKaIuX

OCHOBHBI TEXHOJIOTHH OPOM3BOJACTBA H JCATCIHBHOCTH OpraHu3allin

CTpykTypa oOpraEW3amMM W  BakaHTHBIE JOJDKHOCTH  (npodeccum,
CIENHATLHOCTH )

Kanposasd NoJMTHKA M CTpaTerns Oprafsn3aliii

OKOHOMHKA Tpyaa

OcHOBEI 00mEell H CONHANbHOM IICHXOJIOTHH, COLMOJOTHH H ICHXOJIOTHH
TpyJa

TpynoBoe 3akOHOIATENBCTBO H HHEBIE aKThl, COIEPXKAIIHE HOPMEI TPYAOBOTO
npasa

OCHOBEL apXHBHOTO 3aKOHOJATENHCTBA H HOPMATHBHEIC NPABOBEIE AKTHI
Poccniickoii ®enepanyn, B 9aCTH BeeHA NOKYMEHTALIHH JI0 IEPCOHAITY

OcHoOBHI HatoroBoro 3axoHoxarenscTa Poccuiickoit ®enepamum

3axonozparenscTBo Poccuiickoit dezepaliiiy 0 NePCOHANBHBIX JAHHBIX

JlokansHEle HOPMATHBHBIE aKThl OPTaHM3AINH, PEryIHPYIOIHE IOPAIOK
OpraHm3aly| TPyAa i HOPMHPOBAHHUS IEPCOHANA

Topsaox 3aKIFOYEHAS ZOrOBOPOB (KOHTPAKTOB)

Hopwmb1 3THKH NienoBoro o0menus

Bazoprie OCHOBHI HHOPMATHKH, CTPYKTypHOE MOCTPOEHHE
H(POPMANHOHHBIX CHCTEM H 0COOEHHOCTH paboTH! ¢ HIMH

| Jpyrue xapakTepHCTHKH

3.5.2. TpynaoBas pyHxmus

Hammenosanue

Opranusanys olaTsl TpyAa NEPCOHANa | gor | F/01.6 | 5 POPCER (monyposexs) 6

KBATHGUKALIAK

IlpoucxoxaeHue TpyAOBOK
bynKUIHER

Opwurusan X 3aUMCTBOBAHO M3 OPUIHHANA

Kon PernctpaionHIi HoMep
OpHIMHANA npodecCHOHANBHOTO
CTaHzapTa

TpynoBeie elicTBus

AHanu3 yCHEIHBIX KOPIOPAaTHBHLIX NPAaKTHK [0 OPraHW3alWy CHCTEMBI
OILIaTH TPYAa epcoHaIa

Pa3paboTKa CHCTEMBI OILIaThl TPYAa IepcoHana

@opMEpPOBaHHE IIAHOBOTO OIOMKeTa (POHMA OILIATEI TPYZa, CTHMYIHPYIOIHIX
M KOMIIEHCAIMOHHBIX BBILIAT

Brenpenue cucTeMBI OILIATH TPYAa epcoHana

[loaroroska upezmo;xennﬁ 10 COBEPHICHCTBOBAHHUIO CHCTEMBI OIUIATBI TPyLa
nepcoHana

HeobxomuMeie yMeHHS

CocTaB/sTh ¥ KOHTPOJIMPOBATh CTATHH PACXOJIOB Ha OIUIATy TPy[a HEpCOHAa
JUIA [TaHAPOBaHMs GI0/KETOB U (HOHI0B
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IIpuMeHATs TEXHONOTMH MATEPHAIBHON MOTHBaMH B  YIPABICHHH
TIEPCOHAIOM

P: a3pa6aTLmaTL KOHICNIHAIO NOCTPOCHHA  MOTHBAMOHHBIX IIporpaMm
paﬁo’mmcon B COOTBETCTBHH € LCIIAMH OpraHH3anviv

AHaM3APOBaTH  COBPEMEHHBIC CHCTEMBI OIUIATHI KM MaTepHAILHOM
(MoHeTapHOIt) MOTHBaLlHHA TPY/A JUIA ieNeii opraHu3aluu

AHQJIH3MPOBAaTh YPOBEHb OIUIATHL TpYyAA MEPCOHANA IO COOTBETCTBYIOIIMM
npodecCHOHANBHBIM KBAH(pHKAMAIM

IIpoBoAUTs MOHATOPHHT 3apaGOTHOM ILIATH! HA PHIHKE TPYAa

AHanu3upoBaTh (OPMBI MaTEPHAIBHOTO CTHMYJHPOBAHMS, KOMICHCANWH H
TBIOT B OIUIaTe TPy/a NepcoHana

PaGotars ¢ HHGOpMAIMOHHEIMHA CHCTEMaMH H 6a3a1vm JAHHBIX 110 OIUIaTe
TpyIa nepcoHaIa

CocTapnaTh NPOrHO3H Pa3BATHEA OIUIATH TPYAa HePCOHAIA

Co6moaaTs HOPMEI ITHKH JICIIOBOTO O0MIEHHS

Heo6xoauMble 3HaHHS

DopMEI H CHCTEMBI 3apabOTHO# ILTAaThl, HOPAIOK COCTaBIICHH GIOKETOB

Cucremsl, MeToasl ® (QOPMBI MAaTE€pHAIBPHOrO H  HEMAaTepPHATIBLHOTO
CTHUMYJIMpPOBAHMS TPY/a IlepcoHala

TexHoNMOrHH ¥ METONE! HOPMUPOBAHUA U KOHTPOIIS OI0IKETOB U POHIOB

Ilopsnox Tapupmkamuu paboT u pabodMX, YCTAHOBIEHHA HODKHOCTHBIX
OKJIaJIOB, JOILIAT, HanbaBok M Ko3pdHUIHEHTOB K 3apaboTHOM mnaTte, pacuera
CTUMYJIHPYIOIMX BHILIAT

Merozst OIIPEOCIICHUS YUCIICHHOCTH pa6on-xmcon

TapudHO-KBaNHpUKAHOHEEIE CIPaBOYHUKA paboT W mpodeccuii pabounx u
KBalTH(HKaNMOHHEIE XapaKTEPHCTHKH JODKHOCTEH CIIy>Xalux

Meronge! ydera u ananm3a nokasarenel 1o TpyAy u 3apaGoTHO# miaTe

TexHomOrEyN, METONB! M METOIWKH [IPOBEACHHS aHANH3a M CHCTEMATH3ALUK
JOKYMEHTOB ¥ HH{popManuu

KanpoBast HONHTHKA M CTpaTerHs OpraHH3alyi

CrpykTypa OpraHW3alMW ¥  BakaHTHEIE JjokuHoct:  (mpodeccud,
CIIEIUATEHOCTH)

TpynoBoe 3aKOHONATENBCTBO U MHEBIE aKTEHI, COJAEpIKalpe HOPMbI TPYZOBOTO
pasa

OcHOBEI HAJIOrOBOTO 3aKOHOAaTeNnbcTBa Poccuiickoil enepanuu

3axononarenscTBo Poccuiickoit @enepanyu 0 epcoOHaNBHBIX JAHHBIX

JlokanpHbIe HOPMATHBHEIE aKThl OPraHU3AIMY, PETYIHPYIOMIHE OIIaTy TpyAa

OCHOBBI TEXHOJIOTHH IIPOM3BOACTBA K JCATCIEHOCTH OpraHv3aliii

OCHOBBL ZlOKyMCHTOOﬁOpOTa H JOKYMCHTALHOHHOTO obecnieueHnA

Tlopsimok 3axmI09eHHs JOTOBOPOB (KOHTPAKTOB)

OcHOBEI 06111e}t B CONMaNbHOM ICAXONIOTUH, COIMOJIOTHM M IICHXOJIOTHH TpyAa

HopMEI 3THKH [eT0BOro obmEeHus

BazoBble 0CHOBEI HHPOPMATHKH, CIPYKTYPHOE HOCTpOeHHe HH(OPMAIHOHHBIX
CHCTEM M 0COOEHHOCTH paboTEI ¢ HUMH

Apyrue
XapaKTEPACTHKH

3.5.3. TpynoBas ¢pyHKIUA

AIMHUEACTPHPOBAaHNE IPOIECCOB U VposeHs

HanveHoBanme | JOKYMEHTOOGOPOTA ITO BOIIPOCAM Kon | E/03.6 | (momyposens) 6

OpraHu3alyy TpyAa 4 OILIaThl IepcoHaa KBaHQUKaIHH




IpoucxoxaeHHe TPYAOBOH
ysKIIH

Opurunan X 3aMMCTBOBAHO M3 OPHTHHANA

Kon PerucTpaunoHHBI# HOMEp
OpHrHHama npodecCHOHANLHOrO CTaHAApTa

TpynoBeie neficTBrA

AHanu3 IpoOIECCOB  JOKYMEHTOOOOPOTa, JNOKANbHBIX HOKYMEHTOB IO
BOIIPOCAM OpraHM3alMH OILIATH H TPyAa NepcoHaia

OdopMierne JOKYMEHTOB 110 BONPOCAM OILIATH M TPY/Ja NIEpcoHaia

TToaroroBka MPEeIIOKEHUHN 10 BONPOCaM OILIATHI B TpyAa nepcoHaia

ToaroroBka NpPeIUIOXKEHWA II0 COBEPIICHCTBOBAHHIO CHCTEMBI OMNATHL H
Opragu3aliy TPyJa mepcoHala

JlOKyMeHTaMOHHOE W OPraHM3alMOHHOE COHNPOBOXKAECHHE  CHCTEMBEI
OpraHM3AIMY H OIUIATHL TPY/Ja MepCcoOHaIa

IoaroroBka B 00paboTka 3ampOCOB M YBEAOMIICHHH O pabOTHHKaX B
rOCyZJapCTBEHHEIE OpraHsl, HPO)eCCHOHANLHEIE COIO3Bl W JpYrHe
TPENCTAaBATENLHBIE Opragkl  pabOTHHKOB, MO CHCTEMaM OIUIaThl M
OpraHM3allHA TPyAa NepcoHala

CompoBoXZeHHE  JOTOBOPOB [0  OKa3aHMIO  KOHCYJbTAIMOHHBIX,
MHGOPMAlHOHHEIX YCIYT HO CHCTéMaM OIUIaThl W OpraHusalM TpyAa
IepcoHaIa, BKIOYas IpeBapHTENbHEIE IPOUEAYPHI 10 HX 3AKIIOYEHHIO

Heob6xomuMere yMeHUS

ObecneanBaTh JOKYMEHTAIHOHHOE COPOBOXKACHAE MEPOLIPHUATHIA 110 OIUIaTe
¥ OpraHu3anyd TPyZa nepcoHana

OdopMIITh AOKYMEHTH IO BONPOCAM OIUIATRI ¥ OpTaHM3alMM TpyIa
mepcoHana, MPEAOCTaBIAEMEIE B TOCyJapCTBEHHEIE OpraHsl,
npodeccrOHANbHBIC COFO3EI B APYTHE IPeACTABUTENHHEIE OPrankl paGOTHHKOB

AHanu3upoBaTh HOPMATHBHBIC W METONMYECKHE NOKYMEHTH IO BOMPOCAM
OILIATHl ¥ OPraHM3allHH TpyZa MepcoHaIa

OpraHuzoBBIBaTh XpaHEHHWE NOKYMEHTOB B COOTBETCTBHH C TpeOOBaHHAMH
3aKoHomarenscrBa  Poccmiickoit Penmeparum M NOKANBHBIMA  aKTamMy
OpraHu3aIHa

Bectn yuer u perucTpanuio JOKyMEHTOB B HHGOPMAIMOHHEIX CACTEMAaX ¥ Ha
MaTepHAITLHBIX HOCHTEIIIX

PaGorats ¢ mEGOPMaMOHHBIMA CHCTeMaMH K Ga3aMH JaHHBIX IO CHCTEMaM
OILIATHI ¥ OPTaHM3ALHH TPyZa MepcoHaIa

IIponsBoxuTs NpPEABapUTENBLHEIC 3aKYNOYHBIE NPONEAYPH H O(GOPMIATH
CONyTCTBYIOINYIO JOKYMEHTALHIO IO 3aK/IFOYEHHIO JOTOBOPOB

Bectu menoByro nepenucky

Cob6mogaTs HOPMBI 3THKH AEJIOBOr0 OOIIeHNs

Heo6xomumele 3HAHKSA

IMopsanox odopMmieHns, BeAeHHS H XpaHCHHA NOKYMCHTAIHH IO CHCTEMaM
OIUTATEI U OPTaHM3AlMH TPYAA HepcoHaia

HopmatuBHbIE IpaBOBHIE aKTHI, DPETyIUpPYIOIMe IpaBa H 00A3aHHOCTH
TOCYHapCTBEHHBIX OPraHOB H OpTaHM3alUH N0 NPENOCTABICHHIO YYETHOM
JIOKYMEHTAIHH

TexHoMmOrMu, METOMBI B METONMKH NpPOBECHHSA AHAIH3a H CHCTEMAaTH3allA
JOKYMEHTOB 1 HHGOpPMalun

JlokanbHele HOPMATHBHBIE AKTHI OpraHH3aUMH, pEryJHMpyIOIIHE HOPAIOK
OIIaTE], OpraHu3aliy 0 HOPMAPOBAHHS TPyAa

OcHOBHI [OKYyMeHT0060pOTa H JOKYMEHTAIIMOHHOro obecneyenus

Tlopsanox ¢dopmupoBasuss, BemeHMs OaHKa JAHHBIX H IPENOCTABICHHA
OTYETHOCTH IO CHCTEMaM OILIaThl H OPraHW3aIliy TPYJa IepcoHaia

TpynoBoe 3akOHOAATENBCTBO M MHEIE aKTHI, COAEPXKaNlde HOPMBI TPYZOBOTO
TpaBa
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OCHOBBI apXHBHOIO 3aKOHOJIATENBCTBA ¥ HOPMATHBHBIE IIPABOBHIE AKTHL
Poccuiickoii ®Pepepanuy, B 9acTH BEACHHUA JOKYMEHTAHH 110 IIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKoHOAaTeNbeTBa Poccuiickoil Oenepanuu

3axoHozmaTenbcTBO Poccmiickolt Penepaiim 0 mepcOHANBHBIX JAHHBIX

Topsimox 3aKkiFO9eHUs JOroBopoB (KOHTPAKTOB)

Iopamox  mpoBedeHMS  3aKYNOYHBIX  Ipouedyp H®  odopMieHus

COIIYTCTBYIOMIEeH TOKYMEHTAAH :

HopwMsl 31HKE AenoBoro 00meHus

Ba3oBhie 0CHOBEI HHPOPMATHKH, CTPYKTYPHOE NOCTPOEHHE HH(OPMAITHOHHEIX
CHCTEM U 0COOCHHOCTH pabOTHI ¢ HUMH

Tipyrse
XapaKTCPUCTHUKH

3.6. OGo6mennan TpynoBasi pyHKIHA

Hauverosanme }Iesrrensnocn; TIO OpraHu3alluy Kox| F | Vposens 6
KOPIOPATHBHOM COLMAILHON MONUTHKI | kBN UKALTN
Ipoucxoxrenue
0606 meHHo TpyAOBOI Opurasan X 3auMCTBOBAaHO M3 OPUIHHAIA
PynKy
Kon PerucTpanuoHHELH HOMEp
opurusana npodeCCHOHANEHOTO
CTaHAapTa
BosmoxuHbIe CrelnuamcT 10 COMMANEHEIM IIPOrpaMMaM
HalIMEHOBaHUS CremuamcTt 1o paboTe ¢ IpeACTABUTENLHEIMA OpraHaMH paGOTHHKOB
JIOJDKHOCTEH, CrenranmmcT Mo KOPIIOPaTHBHOM COUATBHOM MONMTHKE
npodeccnit CrengaincT 00 IepCOHANY
MeHemkep no nepcoHaNy
TpeboBanns x Bericmee o6pazoBanue
o6pa3oBaHHIO H JonomwtensHoe nmpodeccHOHANBEHOE 00pa3oBaHHE — IPOTPAMMEI
o6yaeHHIO TIpoeCCHOHANBHOM NEPENOArOTOBKH H IPOrpaMME] IIOBBIIICHHS

KBaH(UKAIMH B 001aCTH COUHATBHBIX IPOrpaMM

TpeGoBaHus K OIBITY
IpaKTHYeCKOH paboTs!

Oco0brIe ycmoBus
JIOIIycKa K pabote

Hpyrue

XapaKTEePUCTUKA

JlononHuTENbHEE XapaKTEPACTHKA

HanmvenoBarue 6a30Boif rpyIIibl, JO/DKHOCTH
HaummeroBanne JoxymeHTa Kon
(mpodeccru) i coenuaIBEHOCTH

OK3 2412 CrennaiiCTHI 0 KajpaM H NpogopHeHTaln

3423 CrenuamicThl KaJJpOBEIX CIYXO0 B ydpex/ICHHUH 3aHATOCTH
EKC - Crenuanuct o Kagpam

- Menemxep o nepcoHary
OKIIATP 27755 | OxoHOMHCT IO TPYAY
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22956 | Macnexrop o KagpaMm

OKCO

3.6.1. TpynoBas dysxnus

HamMenosanne MOJIVTHKH

ITpoucxosxaeHre TpyHIOBOH
Pynrun

PaspaboTka koprnopaTHBHO# comuanbHOM Yposers
Kon | F/01.6 | (momyporens) 6
KBanupUKaIK
Opurunan X 3aMMCTBOBAHO U3 OpUTHHANA
Kon PerucrpannoHHbIit Bomep
OpHruHala npod)eCCHOHATBHOTO
CTaHgapTa

Tpynossie pelicTus

AHanu3 yCHEMHEX KOPHOPATHBHEIX HPAKTHK IO OPraHW3alMH COMHUATBLHOTO
[IapTHEPCTBA, COLMAILHON OTBETCTBEHHOCTH ¥ COIMAIBHEBIX IIPOrpaMM

PazpaboTka KOPIIOpaTHBHEIX COLMATBHBIX IPOrpaMM

Pa3pa60TKa CHCTCMBEI BEIILIAT pa60THHKaM CONUANIBHBIX JIBI'OT

Opranmsamus IEperoBOpoB ¢ IpodecCHOHANLHBIME COIO3aMH H IPYTHMH
MPEACTABUTEIEHEIMI opraHamu paGOTHUKOB, o6IIecTBeHHBIMK
OpTaHH3AIMsAMHE, B3aMMO/CHCTBHE C TOCYIAPCTBECHHBIMH OpraHaMU

[NomroroBka mnpeanoxeHud mo ¢opmupoBaHmo OoKeTa B 9acTd
obecnieueHI KOPIOPaTHBHON COIMANBHOM JIOTHTHKH

HeobxomaMele yMeHAS

Ompenmenate  memeBble  TPYINBI  HEpCOHana A pa3paGoTKH
CHEIMATH3APOBAHHEIX COIUATBHBIX IIPOrpamMM

JoBomute HMHGOPMAIMIO O COLNMANBHBIX HporpaMMax OO0 IENeBBIX TPyl
NEPCOHAJIA C UCHOIb30BAHAEM HHCTPYMEHTOB BHYTPEHHIX KOMMYHHKaIAH

Onpenensats KPUTEPHH B YPOBHH YIOBIETBOPEHHOCTH TIEPCOHANA

Hcrons3oBaTte MaTepuaibHEIE W HEMAaTepHANbHBIE CHCTEMBI, METONBl M
(OpMBI MOTHBAIIAY B YIPABICHAH IEPCOHATIOM

Onpenensars OOBEMBI CPEACTB [UIA peaTH3ANMH COLMANBHBIX TIapaHTHH,
KOPHOPaTHBHBIX JIbTOT H HHBIX 9JE€MEHTOB KOPHOPATHBHBIX COLHATBHBIX
TporpamMm Juid (popMupoBaHHS GIOKETOB

CocCTaBnATs ¥ KOHTPOIMPOBATH CTATHH PACXOJIOB Ha COIMANLHbIE IPOTrPAMMEI
JIUIsl IUTaHUPOBanus GIO/DKETOB

ITponsBomuTs IpeABapHTENbHBIE 3aKYyHOYHbIE HPOUEAYPH H odopMmieHHe
CONYTCTBYIOMEH JOKyMEHTAIMH 10 3aKI0YESHHAIO JOTOBOPOB

Co06moaaTh HOPMBI STHKH JEJIOBOro 00IIeHH

Heobxonumele 3HaHUA

Iopsmox u MeTompl pa3pabOTKU IUIAHOB U IPOrpaMM COIHANBHOTO Pa3BHTH
oprasg3anuy

Merozpl aHanM3a BBIIOJIHEHMS CONMANBHBIX IPOTPaMM M ONpPENENeHHS HX
SKOHOMHYeEcKOi 3¢ dexTHBHOCTH

Cucremsl, MeTomsl ¥ (OPMBI MaTepHaTbHOIO H  HEMATEPHAIBHOIO
CTHMYJIMPOBAaHMS TPy/a IepcoHaIa

Texromoruu u MeToIbI GOPMUPOBaHNS ¥ KOHTPOIS OI0IKETOB

Metonsl  OpOBEAEHHS - CONMONOTHYECKMX  HCCHEOBAHME,  H3ydeHHs
00IIECTBEHHOr0 MHEHAS

TexHONOrAN, METOMBI U METOAUKM NPOBENCHHS aHAIM3a H CHCTEMAaTH3AlUM
JOKYMEHTOB M MH}popManuu

Iopsmox  mpoBemeHHs ~ 3aKyNOYHBIX  npoueayp M odopmierus
CONYTCTBYIOIICH NOKYMCHTANNN
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OCHOBBI IPOA3BOACTBEHHOM JAESTENHHOCTH OPraHU3aIlHI

OcHoBEI 00mIelf ¥ CONHANBLHON TICHXONOIMM, COIMOJNIOTMHM M IICHXOJOIMH
Tpyna

CTpyXTypa, IielH, CTpaTerys | KaJpoBas IOJIATHKA OPTaHU3aluY

TpyzoBoe 3aKOHONATENECTBO U MHBIE aKTHL, COAEPIKALHE HOPMBI TPYAOBOTO
npaBa

OCHOBEI HATOTOBOTO 3aKOHOAATENsCTBA Poccuiickoit Oenepanuu

HopmaTuBHBIE NpaBOBbIE aKThl, PEryIHpYIONME Mpasa W OOA3aHHOCTH
TOCYJapCTBeHHBIX OPraHOB, IpPOGECCHMOHAIBHEIX COIO30B H  JPYIHX
[PEeCTABUTENLHEIX OPTaHOB PaGOTHHKOB

3akoHO#aTensCcTBO Poceniickoil Demepanuy o HepCOHANBHAIX JAHHEIX

JloxanbHble HOPMATHBHBIE AaKTHI OPTaHW3aIUH, pETYIHPYIOIME MTOPATOK
(GOpPMHIpPOBaHYS COLAANBHON HOIUTHKH

OcHOBEI mpaBOBOrO perynupoBanusa Poccmiickoit ®enepanum mnopsiaxa
3aKIIOYCHUHM JOTOBOPOB (KOHTPAaKTOB)

HopMms!1 3THKH ne10Boro o0meHus

Ba3oBbie OCHOBHI HH(OPMATHKH, CTPYKTYPHOE TOCTPOSHHE HHPOPMALIMOHHBIX
cHucTeM 1 0co0eHHOCTH paboThl ¢ HUMHU

Apyrze
XapaKTepIdCTI/IKI/I

3.6.2. TpyxoBas pyHxnus

Peanuzanus KopoopaTHBHO# colmansHOM Vposers
Hawumenosanue | 11 myrrucu Kon | F/02.6 (nouyg)onem) 6
KB AKAIHA
gggﬁﬁ;mneme TpyaoBol Opurunan X 3auMCTBOBAHO M3 OpPUTMHANA
Kon PeructpaimoHHbI# HOMEp
opuruHana npodeccHOHANBHOro
cTaHaapTa

TpymoBsle neHcTBHA

BHenpenre KOpIOpaTHBHHIX CONMANBHBIX NPOrpaMM, B TOM YHCIE IIO
CONMANBHOH IOJUIEP)KKE OTAEIBHEIX [Pyl pabOTHHKOB

Peanusamus cHCTEMBI CONMAIBHBIX JIBIOT, BEOUIAT paGOTHHKAM C yYeTOM
TpeboBaHMi 3akoHOAaTeNIBCTBA Poccriickoit Penepaunu

OneHKa YHOBICTBOPEHHOCTH NEPCOHANA KOPIOPATHBHON CONMAIBHOM
TIOJIMTHKOH

Onenka 3(¢EKTHBHOCTH MEpOUPHSTHH = KOPIOPATUBHOM  COMMAIBLHOM
TIOJIATHKHA

TlogroToBka IpEeNOXKEHHH 0O COBEPIIEHCTBOBAHMIO  MEPONPHATHIH
KOPIOPaTHBHOM COMHANBHOM ITOJIMTAKA

ToarotoBka mpemnoxeHuii Mo (GOPMUPOBAHHIO GIOMKETA HA PEATH3AMHIO
KOPIOPAaTHBHOM COIHANLHOM MOMMTHKA B COMMATLHBIX IIPOrpaMm

Heobxonumeie ymenus

PaccuauThiBaTh 3aTparhl Ha MPOBCACHUE CHEMHATH3MPOBAHHBIX COLHATBHEIX
nporpamm

IIpoBOAMTE MOHHTOPMHI YCHEMHKX KOPIOPATHBHBIX COIMAJIBHBIX
Iporpamm

ITIpoBOAMTE MEpONPUATHA B COOTBETCTBHH C KOPIIOPATHBHOHN COLHAIBHON
HOJINTHKOH

Onpexnenars HeNeBble Tpynnsl  mepcoHala A CO3TaHuA
CTICNHATH3HPOBAHHBIX COMUAIBHEIX HPOrpaMM
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Onpenemm, KpHUTEPUU U YPOBHHU YOOBJICTBOPCHHOCTH IIEPCOHAIA

Onpenenars 30(eKTHBEOCTS MEpOIPHATHH peann3yeMoil KOPIOPAaTUBHOM
COLMANBHOM MOIUTHKA

OpraHu3oBBIBATE  B3aUMOAEHCTBHE C FOCYNAPCTBEHHBIMH OpraHaMH,
IpoheCCHOHANBHBIMY COIO3AMH U JPYTHME IPEICTABUTENFHBIMH OpTaHaMH
pabOTHHKOB, OOIIECCTBCHHBIMH M HHGIMHA OPraHH3alMIME IO BOIPOCAM
peann3alii KOPIOPAaTABHON CONMAIGHON ITOMATHKHI

AHaNM3UPOBATh PEIHOK YCIYT IO CONUAIBHEIM H CIENHAIM3HPOBAHHBEIM
IporpamMMaM COIMATBHON MOANEPKKH WIEHOB LENEBEIX TPYII W TOTOBHTH
MIPEIUTOKEHHS IO HX NOCTABIIMKAM

INpom3BoauTh NpeABapHTENBHEIE 3aKyMOYHbIE HPOUEAYPH H OQOPMIISTH
COMYTCTBYIOMIYIO JOKYMEHTAIHIO HO 3aKFOYSHUIO JOTOBOPOB ;

Co6mofaTh HOPMEI STHKH JEJI0BOr0 OOIIEHHUS

Heo6xoauMeie 3HAHUA

BOIIpOCBI YIpaBJa€HUS COUAIEHBIM PA3BUTUEM OpraHM3aliii

Metozp! aHamH3a BBHIIONHEHHS KOPIOPAaTHBHBIX COLMAIBHBIX IPOrpPaMM H |
OTIPENENEHNS UX SKOHOMHYECKOH 3G (EeKTHBHOCTH

CucreMsl, Meromsl, GOpMBI MATEPHAIBHOIO ¥  HEMATEPHAIHLHOTO
CTAMYJIHPOBAHMS TPYJA IIEPCOHANA

MeTonsl IPOBENCHUS  COLHMOJIOIMYECKMX  MCCICHOBAHHM, H3ydeHMs
00IMIECTBEHHOIO MHEHHS

Texnonoruu, METONBI H METOJUKH IPOBENCHU aHANN3a U CHCTEMATH3ALNA
JOKYMEHTOB ¥ HH(OpManua

HopmaTuBHBEIC IpPAaBOBBIE aKTHI, PeryIHpYIOMPE npasa H OBGA3aHHOCTH
TOCyNapCTBEHHBIX  OPIraHOB, INPOQECCHOHANBHEIX COHO30B M  JIPYTHX
IPEACTABUTENHHEIX OPraHOB PabOTHUKOB II0 MPENOCTABICHHIO YYETHOH
JIOKYMEHTAIU!

Ilopsnok  mpoBeneHHs — 3aKyNOYHBIX — Opomeayp ©  odopMieHHs

CONYTCTBYIOIIEH JOKYMEHTAIMH i
CtpykTypa, e, CTpaTerus 1 KaapoBsas IOJHTHKA OPTraHu3aIuH 5

OCHOBEI IIPOM3BO/ICTBEHHOMN JIEATEILHOCTH OpTraHH3alMK |

OCHOBH 06m;eﬁ H COHHaIILHOﬁ IICHXOJIOTHH, COLHOJIOTHMH H HCPIXOJIOI‘PIPIE
Tpyza

TpynoBoe 3akOHOATENBCTBO M HHEIE aKTHI, COIEPXKAle HOPMBI TPYJOBOTO
npasa

OCHOBEI apXHBHOIO 3aKOHOJATENILCTBA M HOPMATHBHEIE [IPABOBBIE AKTHI
Poccuiickoit ®eneparyu, B 4acTy BeCHNUS JOKYMEHTAIMHE 110 TIEPCOHAITY

OcHOBEI HAIOTOBOro 3aKoHOMaTenscTBa Poccuiickoit Peaeparmu

3akononatenscTBo Poccuiickoit Denepaliii 0 NEPCOHANBHBIX JAHHBIX

JloxkanpHble aKTHI OPraHH3allUH, PpETYIHPYIOIIME IOPSIOK BHEIPEHHS
COIHANLHOM ITOIMTHKH

IMopsaok 3aKIIIOUeHNs JOr0BOPOB (KOHTPAKTOB)

HopMEI 3THKM Aes10BOro o0ImeHust

bazosrie OCHOBBI HHGOPMAaTHKH, CTPYKTYpHOE HOCTPOCHUE
HHEQOPMALMOHHEIX CHCTEM M 0COOEHHOCTH PaGOThI ¢ HUMHA

Jpyrue xapakTepHCTHKH
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3.6.3. TpynoBas pyBxnms
AIMMHHCTPHPOBaHHE IIPOLECCOB H Vposers

HammenoBanme | JOKyMEHTOOOOPOTA ITO BOLIPOCAM Kon | F/03.6 | (momyposeHs) 6
KOPIOpaTHBHOH COLHAIEHOM IIOJIMTHKH KBaIH(HKALMH

IIponcxoxneHHe TPy HOBOL
byHximm

Opurnran X 3aMMCTBOBaHO U3 OPATHHANA

Kon PerucrpanonHbIi HOMEp
opuruHaNa npod)ecCHOHAILHOrO CTAaHAApPTa

Tpyznoseie aelicTBrs

AHanmu3 1mpoueccoB  JAOKYMEHTOO00pOTa, JOKAIBHBIX JOKYMEHTOB IIO
BOHPOCAaM KOPIOPATHBHON CONHAIBHOHN MONATAKA

JoxyMeHTaloHEOE 0QOpPMIICHHE PE3YIBTATOB KOPHOPATHBHOH cConUambHOMN
TIOJIUTHKY

IloAroToBKa NpPEANOXEHHN IO pasBHTHIO KOPNOPATHBHONW CONHAILHOM
MOJIMTHKH '

IToaroToBka pe3ynsTaTOB aHAMH3a COOTBETCTBHA KOPIOPATHBHOM COHANBLHOK
MoMUTHKH TpeOoBaHWAM 3aKoHOJarelbcTBa Poccuiickoii ®Pepepammu H
YCTIOBHUSM PBIHKA TPYZAA

JIOKyMEHTalHOHHOE H OpraHM3alWOHHOE COLPOBOXIAECHHE MEpONpPHUATHIA
KOpPHOpPaTHBHOMN COLMANLHON NOMMTHKH

IonroToBka M 00paboTka 3ampocOB W yBeHOMJIEHMH O paGoTHHKAax B
TOCYNapCTBEHHEIC  OpraHbl, IPOQECCHOHANLHBIE COIO3bI M APYTHE

TIPEeACTaBUTENbHBIE OPraHEl paGOTHAKOB IO BOIPOCAM COIMATBHOM IOMHTHKY

B OTHOHICHWH JIEpPCOHAIa

CompoBoxkzaeHHE [JOTOBOPOB IO OKAa3aHWIO KOHCYJSTAMOHHEIX H
HMHPOPMAIMOHHBIX YCIYr HO MEPONPHATHSM KOPIOPATABHOM COLMAILHON
MOJIMTHKY, BKIIOYas HPeBApHUTEIbHEIE IPOLEAYPHI [0 UX 3aKIFOYCHHIO

Heobxomumele ymennsa | OQopMiIATE JOKYMEHTHI IO BOIPOCAM KODPIOPATHBHOH COLHANLHOM
TOJUTHKH, IIpelOCTaBIgeMbIE . B TOCYJapCTBCHHEIE OpraHsl,
JIPEICTaBUTEILHbIE OPraHbl pabOTHHKOB
AHanm3upoBaTh NpaBUa, IOPSAKH, IPOLEAYPhl KOPIIOPATHBHOM COMUAIBHON
TIONMHTHKY
ObecneynBars JOKyMEHTAIHOHHOE COMPOBOXACHHE COLKAILHON OMUTHKA B
OTHOIIECHHH IIepcoHaNa
OpraHM30BEIBaTh XpaHeHHe TOKYMEHTOB B COOTBETCTBHH ¢ TpeGOBAHMAMH
apXHBHOTO 3aKOHOAaTenbcTBa Poccuiickoit dDemepallii u JOKAIBHBEIMH
aKTaMy OpraHu3alyiy
IlpoussomuTe NpeABapUTENBHBIE 3aKyNOYHBIE IPOLENYPHL B OGOPMIATE
COIYTCTBYIONIYIO JOKYMEHTAIHIO IO 3aKIFOYEHHIO JOTOBOPOB
Pa6otats ¢ uHGOPMAIMOHHEIMU cUCTEMaMy M 6a3aMH JaHHEIX IO BOIPOCaM
CONMAILHON HOJIMTUKY B OTHOIICHNH IIepPCOHANA
BecTn yuer u peracTpanuio JOKyMEHTOB B HH(GOPMAIHOHHEIX CHCTEMAX H Ha
MaTePHAITBHBIX HOCHTEIIIX
Bectr #enoByI0 HepenucKy
CobmoaTh HOPMBI STHKH JIGTIOBOTO OOIIEeHHs

Heobxomumere 3aanus | ITopsmok obopMiieHus, BeleHIS H XpaHEeHAs JOKYMEHTAIWH 110 COUHMAIBHOR

HOJIMTUKE B OTHOLICHUH ICpCOHATIA

Tlopsanox ¢opMHpoBaHni, BeficHHA OaHka JAaHHBIX M IIPEOCTABIICHHS
OTY4ETHOCTH 110 BOIIPOCAM COIMAANIFHOMN HOJATHKY B OTHOIICHHH IIEPCOHANA
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TexHONOrHM, METONB M METOAMKHU IIPOBEJECHMS aHAIN3a H CHACTEMATH3alUH
JIOKYMEHTOB ¥ WH(pOpMAIUR

OCHOBHI AOKYMeHT0000pOTA H TOKYMEHTAIMOHHOr0 obectiedenus

Tlopsmox  nmpoBemeHMS  3aKYNOYHBIX  mponexyp ©  odopmireHus
CONYTCTBYIOMEH TOKYMEHTAILIUN

Crpykrypa opraHm3allid ® BaKaHTHHIE [JOJDKHOCTH  (Ipodeccuu,
CIEUHANTLHOCTH)

TpynoBoe 3aKOHOMATENBCTBO M MHEIE aKTHI, COACPKAIINEe HOPMEI TPYIOBOTO
mpaBa

OCHOBBI apXWBHOTO 3aKOHOJATENbCTBA H HOPMATHBHEIE IIPaBOBBIE aKTHI
Poccutickoit Oefiepanss, B 4aCTH BeACHHUS JOKYMEHTALHH 10 MEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOJATeNbCTBA Poccuiickoi CDe,T.(epauHH

HopMmaTuBHEIC NIpaBOBHIE aKTHI, pETYNHPYIONEE IpaBa M OOA3aHHOCTH
TOCYIapCTBEHHBIX OpraHOB, NpodeCCHOHANBPHBIX COIO30B H  OPYIHX
IpeJICTABATENFHEIX OpraHOB PaGOTHHMKOB IO HPENOCTABICHMIO YUETHOMH
JIOKYMEHTALUH

3axonomarenscTBO Poccuiickoit (De,uepaunn 0 NCPCOHAJIBHBIX JaHHBIX

JlokansHbIE HOPMATHMBHBIE aKTBl OpTaHWM3alliH, PEryJHpyIoue IOPSIOK
BHE/IpeHHs KOPIOPAaTHBHOM colManbHON IONATHKYA B COMUATBHEIX IPOrpaMM

TopsI0K 3aKIE0YEHMS JOTOBOPOB (KOHTPAKTOB)

HopMEI 5THKY [€7I0BOr0 OOIIEeHNT

ba3oBrie OCHOBBI HHYOPMATHKH, CTPYKTYPHOE NOCTPOSHNE HHPOPMAITMOHHBIX
CHCTEM M OCOOEHHOCTH pabOTHL C HUMH

Apyrue
XapaKTEPUCTHKA

3.7. O60o6mennan TpyaAoBas GyHKOHA

HameHoBasme OnepanoHHOE YIIpaBlI€HNE IEPCOHATOM H Kox| G |Yposem 7
TOApAa3/ICIICHHEM OpraHH3allHy kpanupuKanH

IIporcxoxaeHne .

0600nIeHHOH TPYAOBOI Opurunan X 3aUMCTBOBAHO M3 OPHIHHANA

yrcuy

Kon PervcTpanonHbIH HOMEp
OpHrHHaNa NMpo¢)eCCHOHANBHOTO CTaHApTa

Bo3sMmoxxHEIE PyxoBozwTens CTPyKTYpHOTO HOAPa3ACICHASL

HAUMEHOBaHHSA HagansHHK CTPyKTYpHOTO HOJpa3AeneHus

JOJDKHOCTEH,

npodeccuit

TpeboBanna K Bricmee o6pasoBaHie — CIICHAATHTET, MATHCTPaTypa

06pasoBaHuIO B JonomanTenbHoe npodeccHoBaIEHOE 00pa3soBaHue — NPOrPaMMEL

obydeHnro mpo¢decCHOHATBHON NEPENIOATOTOBKH B 00JIaCTH yIIpaBJICHHSA IIEPCOHAJIOM,
ONIEpaITHOHHOTO U TAKTHIECKOTrO YIpaBIECHAS; IPOrPaMMBI ITOBHIIICHHS
kBanubHKaluy B 06/1aCTH YIPaBJICHAS IEPCOHANOM, ONEPATHOHHOI0 B
TaKTHIECKOTO yNpaBleHAs

TpeGosanms k onbiry | He MeHee IATH JIeT B 06/1aCTH yIIpaBIeHHSA IIEPCOHAIOM

TIpaKTHYIeCKOH paGoTHI

Oco6rre ycnoBus -

JIOIycKa K pabote

Hpyrue -
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[ xapaxTepucTHKH }

I[OHOJ'IHI/ITCJ'ILHLIC XapaKTCPUCTUKH

HaumenoBanue 6a30B0i# rpynmsl, JODKHOCTH

HanmenoBanne moxymeHTa Ko,
X A (ipodeccuy) WK CIENUATLHOCTH

OK3 1232 | PyxoBomuTenu mofapasxeneHuii (ciryx0) ynpasnenns
KaJipaMH H TPYAOBBIMH OTHONICHHSMHU

EKC - HavamsHUK OTJIeNa KaJpoB

- HavarsHuK oTIEA OpraHu3anud U OIUIATEI TPyOa

- HavancHuk OTA€Ia NOArOTOBKH KaapoB

- HavansHuK 0TIea COMATIBHOrO PasBATHA

3aBenyromuii (Ha9aJbHHUK) OTAEIOM KaJpoB

OKIIATP 24063 | MeHemxep 110 IepCoHAIY

3.7.1. Tpynosas dpynxuus

PaspaboTka CHCTEMEI OLIEPALHOHHOTO Vporers
HameHosanue | yIIPaBICHHSA IEPCOHATIOM H pabOTHI Kom| G/01.7 | (momypopens) 7
CTPYKTYPHOTO IIO/Ipa3eIeHus KBaTH(URAIDH
IIpoucxoxaeHne TpyROBOH
ysa Opurunan X 3aMMCTBOBAHO M3 OPUTHHANA
Kon PerucTpaloHHBIi HOMED
OpHIHHANA MPO(ECCHOHAILHOrO CTaHAapTa
Tpynoesie peiicteus AHaJm3 yCIeIIHBIX KOPIOPATHBHBIX MPAKTHK IO BOIPOCAM CTPATErHYECKOTO

H OIICPATHBHOI'O YOPaBJICHH DCPCOHAJIOM OprasH3anuA

TTocTaHOBKA ONEpaTHBHLIX Iielieil 0 BONPOCaM yIIPaBICHHS IEPCOHAIIOM

Pa3paboTka miaHOB, OpOrpaMM M HPOLEAYD B YIPABJICHAN NEPCOHATIOM

PazpaboTka mpemtoxenuii Mo CTPYKType HOApas3lCICHHS W NOTPeOHOCTH B
nepconane

Paspabotka mpemnoxenuii mo obecredeHHI0 HEPCOHANIOM, (POPMHPOBAHHIO
CHCTEM OICHKH, Pa3BHTHA, OIUIATH TPyJa, KOPIOPATHBHHIM COLHATBHEIM
TporpaMMaM ¥ COMAANGHON ONATHKE

Pazpabotka mnpemnoxeHuii 0 3aTpaTax M (POPMHPOBAHMIO OIOKETa Ha
HepcoHa

PazpaboTka HpemTOXeHHH HO 3aKIIOYCHHIO JOTOBOPOB IO YIPABICHHIO
HOEPCOHAJIOM C HOCTaBOIMKAMH YCIYyT W HIPOBEACHHE HpPCIBapATENHHEIX
OPONEAYp N0 HX 3aKII0YCHHAIO

Heobxomumele ymenrst | OpraHu30BBIBATE pabOTY NEPCOHANA CTPYKTYPHOTO HOAPA3EICHHS

Onpenendars 3afads NEPCOHANA CTPYKTYPHOrO IOJPA3ACICHHS, HCXOAL M3
IIEJICH M CTPaTETHH OpraHu3alyd

Co3maBaTh H OIMCHIBATh OPraHM3AHOHHYIO CTPYKTYDY, HeENH, 3ajiadd,
(YHKIHM CTPYKTYPHOTO NOAPA3JICICHAS

IlpaMeHSTP METOABI YNUPABICHHS MEXIIMYHOCTHBIMM  OTHOINCHHSIMH,
dopMupoBanMs KOMaHH, pa3BHTHS JHACPCTBA H  HACHONHUTEILHOCTH,
BBHIABJICHHSA TAJIAHTOB, ONPE/ICIICHAS YAOBIETBOPEHHOCTH paboToi

Onpenensts, aHATA3APOBATh, MONETUPOBATH H BHICTPAHBATh BHYTPCHHHE
KOMMYHHFKAITHHA TePCOHANA

PaspabarsBaTe HpoeKTHBIE MPEUIOXKEHUA H MepONpHATHS I0 3¢dekTHBHOM
pabote nepconana
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BHeApATE CTPATErHIO O YIIPAB/ICHAIO IEPCOHATIOM

CocraBinars, PacCYWTHIBATh, KOPPEKTHPOBAaTh H KOHTPOJIMPOBATH CTATHH
pacxonoB Ha TIEPCOHAN, paspabaTHIBaTh HPEIIOKEHHS IO 3aTparaM Ha
nepcoHan s GopMupoBanus Grompkera

TIpencTaBnaTh WHTEPECHl OpraHM3allMBl ¥ BECTH IEPErOBOPHL . C
npohecCHOHATFHEIMH COI03aMH M IPYTHMH IPEACTABHTENLHBIMH OpraHaMu
paGOTHHKOB, B3aMMOIEHCTBOBATE C TOCYAAPCTBEHHEIMY OpraHH3aHIMH

AnanusmpoBath HHQOPMALMIO 0O IIOCTABIIUKAM YCOyr B obiacta
YIpaBJIeHHS HEPCOHAIOM H II0 YCIOBHSM 3aK/II09AEMBIX JOTOBOPOB

IlpousBo/NTE IIpeqBapuTENBHEIE 3aKYIIOYHBIE IPOIENYPEl M OGOPMIATH
COITYTCTBYIOIIYIO TOKYMEHTAIHIO II0 3aKJII0UEHHIO JOTOBOPOB

PaGotars ¢ uEGOPMANMOHHEIME CHCTeMaM¥ U Oa3aMy JaHHBIX IO BOIPOCAM
YIIpaBIeHHUS IEPCOHANOM

OpI‘ aHN30BBIBATH U IIPOBOJHTHE KOPIIOPATHBHEIE MEPONIPHATHS C IICPCOHAJIOM

CobiroaTh HOPMBI STHKY AEJIOBOT0 OOMICHAS

Heob6xoauMele 3HaHUA

Merozpl, cioco6s! 1 HHCTPYMEHTHI YIIPaBJIeHHs IEPCOHAIOM

Ilemu, crpaterus passuTus ¥ OH3HEC-IUIAH OPraHU3AIMY

TlonuTuKa yIpaBlIeRHsI TepCOHAIOM OpPraHW3aIlui

Mertopp! anami3a KOMUIECTBEHHOTO M KA4eCTBEHHOI'O COCTaBa HnepcoHaia

CucteMsI cTaHIapTOB IO GM3HEc-TpolieccaM, NpodeccusaM, HopMaM TpyZa

Cucrembl, Merofbl ¥ (GOpPMEI MaTepHaIbHOTO M HEMATEPHAILHOTO
CTUMYJIMpPOBaHKs TpyJa IepcoHaua

TexHonornu 1 MeToxs! GOPMHAPOBAHUA B KOHTPOIIS GIOKETOB

Ilopsmok  npoBemeHHs — 3aKymOYHBIX  Opomexyp u  odopmieHus
CONYTCTBYIOIIEH JOKYMEHTAIMH

OCHOBEI HpOHBBOIlCTBeHHOﬁ JEATCIBHOCTH OpPraHv3aluu

OcHOBEL O0mIEH K COLMAILHOH MCHXONOTHH, COIHONOTHH M IICHXOJIOTHM
TpyZa, SXOHOMHKH Tpy/a, 6e30MacHbIX YCIOBHHA Tpyaa

CrpyKTypa OpraHu3aiun

TpyaoBoe 3aKOHOAATENECTBO M MHEIE AKTHI, COAEPKAIUAE HOPME! TPYAOBOTO
npasa

OCHOBBI apXHBHOTO 3aKOHOJATCIHLCTBA M HOPMATHBHBIE PABOBHIE AKTHI
Poccuiickoii Qeflepalli, B 9aCTH BEACHAA JOKYMEHTALHH [0 IEPCOHATTY

OCHOBHI HaJIOTOBOr0 3aKOHOAATENbCTBA Poccuiickoit denepanun

OCHOBBI MHIpallMOHHOTO 3aKoHOAarenbcTBa Poccmiickodi Penepanun, B
9YaCcTH NPHBIECYEHHS H TPYAOYCTPOHCTBa MHOCTPAHHBIX I'pakJaH H Jul 6e3
TpaXIaHCTBA

OcHOBH AIMHHHCTPATHBHOrO 3aKOHOHATCIBCTBA B obnactu YIIpaBJICHUA
NECPCOHAIOM # OTBETCTBCHHOCTH JOJDKHOCTHBIX JIMIY

3akoHomarenscTBo Poccuiickoii demeparmu 1o 3amUTe IEPCOHATBHBIX
JAHHBIX

JloxaneHble HOPMAaTUBHEIE AaKTHl OpraHW3amuW B OONACTH yHmpaBleHHS
MEPCOHAIOM

Topsok 3aKO9EHNs JOTOBOPOB (KOHTPAKTOB)

HopMBI 3THKH J€T0BOr0 OOLICHHMS

basoBrie OCHOBBI nadopMaTHKH, CTPYKTYpHOE TOCTPOESHHE
uH(pOPMANMOHHBIX CHCTEM H 0COOEHHOCTH PaGoTHI ¢ HUMH

Jpyrue xapakTepuCTHKH
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3.7.2. TpynoBas byHxumus
Peanuzanus onepaliHOHHOTO yHpaBlICHUA Vposens

HamveRoBaHue | TIEPCOHAIOM M pabOTHI CTPYKTYPHOIO Kon | G/02.7 | (monyposens) 7
Tofipas/ielieHAs KpaHQHKAHH

TIporcxoxerme Tpy o8O Opurmnan X 3aUMCTBOBAHO H3 OPHTHHATA

yBExumHI

Kojx PerucTpanmonnsIli HoMep
OpHruHana npo(l)eccnouam,noro CTaHaapTa
Tpynossie aeiicTBas [TnaaupoBanye AeATEIHHOCTH HOAPa3CeHASL i IEPCOHANA

OnepamBHoe YIPAaBJICHHC LICPCOHANIOM IoApAa3ACICHHUS Oprann3aluy

Pacuer 3arpaT mo mOApa3mENEHMI0 H MOATOTOBKA IPEUIOKEHMM IS
tdopmupoBanus GIOKETA

PaspaGoTka CTaH#apToB IEATENBHOCTH MOApa3ficiieHHs W yHAdUKanus
IPOIIECCOB

TpoBenenue MHCTPYKTaXa IO OXpaHe Tpyaa

HocTanoBka 3a/1a4 paGOTHHKAaM CTPYKTYPHOTO IOAPa3AeIeHUs, ONpeaeIeHHE
PECYPCOB JUIS HX BHHIONHEHHS, KOHTPOJE HCIIOIHEHHUA

AHaiM3 IIAHOB M OTYETHOCTH NOJYHHEHHBIX PaGOTHHKOB, pa3paGoTKa
NpeUIoKEH I 110 YITYWIeHAI0 NoKasaTellel AesTe/IbHOCTH IIOApasIeIICH s

dopMHpoOBaHEE 0TIETOB O PaboTe CTPYKTYPHOrO MOAPa3AEIeHAL

Heobxoxumeie ymeHas

Onpeneniars 30HBI OTBETCTBCHHOCTH H 3(@deKTHBHOCTH paboTHl mepcoHalla
CTPYKTYpPHOTO IOZApas[eleHHs, pacHpemesiaTh 3ajadd Hu obecneunBarh
MaTepHaIbHO-TEXHHISCKAE PECYPCHI UL HX HCIIONTHCHAS

TIpnMeHS TS METOARI OIICPATHBHOTO YIPABJICHHS NEPCOHANIOM OpraHU3alyH

KoHTponmMpoBaTts UCIIONHEHNE OPYYESHUH | 3a/1a4, BHOCHTh CBOCBPEMEHHEIE
KOPPEKIHY B IIAHE ¥ 384a9H

Onpezneniars nokasaremt 3¢ (eKTHBHOCTH paboTHI IEPCOHANA OAPa3AeICHHA

YHpaBJISITL MOTHBaueH IICpCOHa/Ia, €r0 BOBJICYCHHOCTBIO H JUCHUTLTAHON
Tpyna

CocTaBnaTh  INaHEl  JEATENBHOCTH  CTPYKTYPHOTO  HOZpa3feneHHs
OpraHM3anuu

CocTaBnaTh, pacCUHUTHIBATH, KOPPEKTHPOBATH M KOHTPOJIMPOBATh CTAThH
PacXOJOB CTPYKTYPHOIO NOAPa3fieeHus it GOpMUpOBaH¥si OI0IKETOB

ITpou3BOANTS aHAIM3 TEKyIIel AesTeNBHOCTH CTPYKTYPHOTO HOXpasieNeHus
M BHEAPATH HPOLEAYPEI IO €€ ONTHMH3AHH

IlpepcrapniaTh WMHTEPECH OPTaHM3AllMM M BECTH  [EPETOBOPHL ¢
FOCYJapCTBEHHEIMU OpraHamd, MpodecCHOHANBHEIME COXO3aMH H JPYTHMH
TpeJCTABUTENLHBIME OpraHaMy paGOTHUKOB II0 BOIIPOCaM IEPCOHANA

Bect meperoBOpEl ¢ IOCTABIIMKAME YCIYr IO YCJIOBHSM 3aKIIO9AEMBIX
ZIOTOBOPOB

IIpon3BoaWTE NpedBApUTENBHEIE 38KYNOYHBIE HPOLEAYPH M OQOPMIATH
CONYTCTBYIONIVIO JOKYMCHTALMIO IO 3aKIOYUESHHKIO JOTOBOPOB

TIpoBOUTE AYIUT PE3YALTATOB PaGOTHI C IEPCOHATIOM

PaGorats ¢ HHGOPMANEOHHEIMY CHCTEMaMK B 0a3aMH NaHHBIX IO BOIPOCAM
YTpaBIIeHHs IEPCOHATIOM

Co6imronaTh HOPMEI STHKH JISJIOBOTO O0IIEHHS

HeoGxoaumeie suanns

Teopuu ypaBlIeHHs DEPCOHATIOM U €70 MOTHBAIMHA

Meroxel aHanm3a BBIIONHEHWS I[UIAHOB M 3ajad¥, OIpPENEICHHS MX
SKOHOMMYECKOH 3 dheKkTHBHOCTH

@OopMEI ¥ METOJIEI OIIEHKH IIEPCOHAJA ¥ PE3Y/IBTATOB MX TPYAa
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TeXHOJIOrMY OIIEPAaTHBHOTO YIIPABICHHUS IIEPCOHAIOM OpraHu3aIlil
Cucrembl, MeToOBI ¥ (OpMBI MaTepHATEHOTO ¥  HEMaTepPHANBHOTO
CTHMYIMPOBAHHS TPYA4 MICPCOHANA

TexHonOrHM ¥ MeTOIBI GOPMHUPOBAHKL M KOHTPOJIA GI0/KETOB
Teopun u MeTOIEI yIpaBIICHHS Pa3BUTHEM IIEPCOHANIA

OKOHOMIKA TPYAa

OpraHu3aEOHO-IITATHAA CTPYKTYPA OpraHu3aliH

TosuTrKa ynpasieHHs IEPCOHAIOM M CONHAIbHAA MOMUTHKA OPraHU3aHH

Ilenn, cTpaTerus pasBUTHS U GH3HEC-IUIAH OPraHM3aluH

Meronuku INIAHUPOBAHWSL ¥ IDOTHO3HMPOBAHHUA IIO'I])C6HOCTM B II€pCcoHAIC

TlopsmoK ypery/iMpoBaHus TPYAOBHIX CIIOPOB

TpeGoBarms 1 NpaBwIa MPOBEAECHH ayJUTa PAOOTHI C EPCOHATIOM

®dopMEI COLHEATLHOrO nmaprHepcTBa " B3aUMOeHCTBHA c
mpodecCHOHANBHBIMYA COI03aMH M APYTUMH NpeACTaBHTENBHBEIMH OpraHaMH
pPabOTHHKOB, ¥ MHGIMH OpraHH3alMIMA

Topanox obopMITeHAs KaAPOBEIX JOKYMEHTOB W MPHAAHUA UM IOPHIMIECKOM
CHUIEL

Tlopsgok  DpoBemeHHs  3aKyNOYHRIX  NpoleAyp M odopmienns
CONYTCTBYIOMIEH JOKYMEHTALHK

TpynoBoe 3aKOHOZATENECTBO H MHBIE aKThI, COACPIKAIIHE HOPMBI TPYZIOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOAATENLCTBA H HOPMATHBHBIC IIPABOBBIE AaKThl
Poccuiickoit Peziepani, B 9aCTH BeICHHA JOKYMEHTAHH [0 NIEPCOHATY

OCHOBEI HAJIOTOBOT'O 3aKOHOAATENECTBA Poccuiickoit Pepepaunn

OCHOBBI MHTPAIlMOHHOTO 3aKOHOZaTenbcTBa Poccuiickot dexpepanmm, B
JacTH IPHUBIEYEHUS U TPYAOYCTPOHCTBA MHOCTPAHHBIX IpaxJaH ¥ JHL Ge3
IpaKIaHCTBa

OCHOBHI aIMHHHECTPATHBHOTO 3aKOHOJATeNbCTBA B OONACTH yUpaBIeHUA
HEPCOHANIOM H OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHI

3akononarenscTBO Poccuiickoit demepaniuy o nepcOHANBHEIX JAHHBIX

JlokanpHBle HOpMATMBHBIE aKThl OpraHW3alM¥ B YacTH YIPABICHHA
NIEPCOHATIOM

OCHOBEI TNpaBOBOTO perynupoBanus Poccmiickoit @epmepandm  mopsaka
3aKII0YCHHA IPAKAAHCKO-IIPABOBEIX IOTOBOPOB

HopMsI 3THKH IeT0BOro o6menus

Bazossie OCHOBEI nHGOPMATHKH, CTPYKTYpHOE HOCTPOCHHE
HHGOPMAMOHHEIX CHCTEM U OCOOEHHOCTH paboTHI ¢ HUMH

JIpyrHe XapaKTepHCTHKH

3.7.3. Tpynosas ¢pynxmus

AMAHHCTpUpPOBaHKE MPOLECCOB H v
POBEHB
0 arH

HanveHosasme JOKyMEHTO060pOTa IO OLePAHOHHOMY Kon| G/03.7 | (nonyposens) 7

YIIpaBJICHHIO IEPCOHANOM H pabote A A—

CTPYKTYPHOTO OAPa3ICICHHAS
TIpoxcxoxaeHNe TPYAOBOI
dyn Opurmaan X 3amMCTBOBAHO H3 OpHTHHANA

Kon PerncrpanuonHsIi HoMep

OpHrEHana MPodecCHOHANEHOrO CTAHAApTA
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TpyzoBsle aeficTBus

AHalmM3 TNpOIECCOB NOKYMEHTOOGOPOTa, JIOKANBHBIX JOKYMEHTOB IO
BOIPOCAM ONEPANHOHHOTO YIPABJIEHUA IEPCOHANIOM H PaGOTHE CTPYKTYPHOIO
nofpasjieNleHus, OH3HEC-NPOLECCOB  OPraHW3alliH, YAOBJIETBOPEHHOCTH
mepcoHana

JlokymeHTauoHHOe 0OpMIIEHNE PE3yNETATOB ONEPALMOHHOrO YNpPaBICHHS
HEePCOHAIOM H paGoTHI CTPYKTYPHOTO HOApa3fCicHUs, Pe3yJAbTaToB ayauTa
paGOTHI ¢ IEPCOHATIOM

IlogroToBka mpemIOXeHU# 1O . Pa3sBHTHIO CHCTEM ONEPAHOHHOTO
yIpaBleHHS NEPCOHANOM H paGoTsl CTPYKTYPHOTO HOApasfeNeHud, mo
Heo0XO0/MMBIM KOPPEKTHPYIOIIUM U IPEBEHTUBHEIM MepaM

Pa3paboTka cHCTeMH! aHaIi3a ¥ KOHTPOJI paboThl iepcoHaia

KonTtpomp, CpaBHeHHE W aHAIM3 IPOLECCOB B OONACTH OMEPATHBHOIO
YIpaBJlicHHs IIEPCOHANIOM, peE3yJIbTaTOB YNPaBICHIECKUX MEpOIPHATHH,
ompezieneEHe  (aKTOPOB, BHIBEIBAIOMIMX OTKJIOHEHHE OT  IUIAHOBBHIX
noka3zareJjei

IloaroroBka H 06paGoTKa 3ampocoB, yBeXOMICHHI, CBeAeHM i 0 pabOTHHKAX B
TOCYHapCTBEHHBIE OpTraHBl, NpodecCHOHANBHBIE COMO3bl, OOMECTBEHHEIE
OpraHm3alyn

ConpoBoXneHHe JOrOBOPOB OKa3aHHWA YCIYT IO BOIPOCAM OIEPATHBHOIO
yIpaBJICHAS HEPCOHATIOM H paboTe CTPYKTYpPHOTO NoApasfelicHus, BKIIFOYAd
TpeiBapHTEIBLHbIE IPOEAYPHI II0 AX 3aKIIOYEHHIO

IMoxgroroBka mnpennoxennit mo GopMupoBanmio OlomKeTa Ha HEpCOHAN
OpraHH3alyd

Bomonmenre TpeOoBaHHH [0 XpaHeHHIO HHPOPMAIWH O pe3yiabTaTax
ZNCHCTBHA CHCTEM OIEPAllHOHHOTO YNpPaBNeHWs I[EepPCOHATOM H PpaboThi
CTPYKTYPHOIO HOApa3/eNieHus

HeobxomuMbie yMeHuS

KoHTpomspoBaTe mpONECCH YNpaBICHHS NEPCOHAIOM IOApasJeNeHHHH,
ONpeNemsITh X Pe3yNbTaTHBHOCTH M BEIBIATH (JaKTOPHl OTKIOHEHMI OT
IUTAHOBHIX IapaMeTPOB .

PaspabareiBaTh HpOrpaMMBI JOCTH)KCHHS NeNicli M ONEPaTHBHOTO PENICHASL
337134 MOJpasACIeHuH

AHanu3HpoBaTh, pa3pabaThiBaTh U OQOPMIATH JOKYMEHTH IO ONEPATHBHEIM
OpoIleccaM M MX Pe3yiibTaTaM

ITpoBoAuTE ayIuUT KaJpPOBHIX MPOLECCOB, mponeayp, OGOPMIICHHA KaZpOBBIX
JIOKYMEHTOB H JIOKYMEHTOB II0 YIIPABJICHAIO NEPCOHATIOM

KonTponupopars pacxofoBanue GIOHKETOB Ha MEPCOHAI

OdopMaaTh TOKYMEHTH IO ONEPAlIOHHOMY YIPABIE€HUIO HEPCOHAJIOM H
paboTe CTPYKTYPHOTO NOAPA3AeIeHHs, IPEROCTABIAEMBIE B TOCY IAPCTBEHHEIE
OpraHBbl, IPEJICTABATENbHbIC OPraHbl pA0OTHAKOB

ObecneynBaTh  JIOKyMEHTAIIHOHHOE  COHOPOBOXIECHHE IO  CHCTEMaM
ONEPaHOHHOTO  YOPAaBICHH IEePCOHAIOM H paboTe CTIPYKTYpPHOro
nofipa3ieJieHus

OpraHu3oBBIBaTh XpaHeHHe JOKYMEHTOB B COOTBETCTBHH C TpeGOBaHMSMHA
TPYyJOBOrO0 H apXMBHOTO 3aKoHoIaTenbcTBa Poccmiickoit ®enepanum w
JIOKaNIbHbIME aKTAMH OPraHu3alun

KoHTponapoBars HCHONHEHHE NOTOBOPOB IOCTABMIMKOB YCIYT IO BOIPOCaM
NepCoHaNIA

IlponsBomure 3aKkymouHble IpoHeAyphl, OGOPMIATP U aHAJH3HPOBATH
3aKYIIO9HYIO JJOKYMEHTALHIO

IIpoBozuTh NEperoBophl M MPEACTaBNATH HHTEPECH OpraHH3aUd B
TOCYNapCTBEeHHEIX OpraHax, Npo}eCCHOHANBHBIX COI03aX H  JPYTHX
MpEeNCTABATENLHBIX OpraHaX paGOTHHKOB MO BONPOCaM MepcoHaa
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BecTu aenoByio nepenucky

Bectn Y4€T U pETUCTPALUIO IOKYMCHTOB B I/IH(l)OpMaJ.II/IOHHLIX CHCTEMaxX M Ha
MaTCPUAIBHBIX HOCUTCILIX

Pa6orats ¢ mHGOPMAIMOHHEIMY cHCTeMaMy ¥ Ga3aMy JAHHBIX IO IEPCOHATY
H CHCTeMaM OIEpalMOHHOrO YIpPaBICHHS IIEPCOHAIOM H  pabote
CTPYKTYPHOTO IIOpa3AesIeHus

CobroaTh HOPMEI STHKH JIEIOBOTO OOIIEHUS

HeobxoauMele 3HaAHUST

Merons! ynpaBneHus pasBATHEM H 3Q(EKTHBHOCTBIO OPraHH3aHMM, METOXEI
aHaIM3a BHIIONHEHUS IUIAHOB U IPOTpaMM, ONpeAeNieHHsS HX 3KOHOMHIECKOM
addexTHBHOCTH

Mertozpi oneHKH paboTHI CTPYKTYPHBIX MOAPA3ICIeHHM, Pe3yNbTaToOR TPyaa
nepcoHana

Mero/p! IpoBeNCHAS ayAUTa H KOHTPOJUIMHTA OEPATHBHEIX YIIPABIEHIECKHAX
TIPOLIECCOB

@OpMBL B CHCTEMBI MaTEPHAILHOTO W HEMAaTepHalbHOTO CTHMYIHPOBAHMA
TpyZa lepcoHana

OcHOBEI AOKYMCHTAHOHHOI'O obecnedenus

Iopsnok opopmieHns, BEIEHHS W XPaHCHWS NOKYMEHTAMH [0 CHCTEMAaM
OLEPALMOHHOI0  YIIPaBICHHS IEePCOHANOM opraHmsanuu Hu paborte
CTPYKTYPHOTO IOMpa3AelICHus

Ilopsagmox ¢opmupoBanus, BeldeHHs OaHka MAHHBIX H HPEHOCTABICHHS
OTYETHOCTH IO CHCTEMAaM OIIEPAIIMOHHOTO YIIPaBICHH MEPCOHANIOM U paboTe
CTPYKTYPHOTO [TOApa3eneHusL

HopMaruBHEIE IIpaBOBBIC aKTHI, PETYNHPYIOI(ME Npara H OOA3aHHOCTH
TOCYNapCTBEHHBIX OPraHOB H OPraHW3allUM N0 IPEHOCTABICHHIO YIETHOH

JOKYMCHTaAITH

Iopsmox  mpoBedmeHHMs  3aKyNOYHBIX  mpouexyp H  odopmieHus
COITYTCTBYIOMIEH TOKYMEHTAIMH

Tlonmutrka YIPaBJICHUs IEPCOHATIOM M COLAAIbHAs IOJUTUKA OPraHu3auun

OpraHp3aiyoHHO-IITaTHAs CTPYKTYPa OpPraHN3ayn

HCJ'II/I U CTPATETUA PA3BUTHA OpraHu3aliuu

Buznec-man u Gu3HEC-IPOIECCH OpraHU3aliK

TpynoBoe 3aKOHONATENBCTBO U HHBIE aKTHI, COJACPXKAlIMe HOPMBI TPYZOBOTO
mpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATENbCTBA M HOPMATHBHEIE HPABOBHIE AaKTHI
Poccuiickoit @enepaliun, B 9aCTH BeIEHAS TOKYMEHTAIAH 10 IEPCOHALY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENbCTBA Poccuiickoit ®enepanumn

OcHOBBI MHTPallIOHHOT'O 3aKOHOMaTenbcTBa Poccuiickoit denepanun, B gactu
OpHBICYEHHS M TPYAOYCTPOHCTBA MHOCTPAHHBIX TIDAXAaH H JHI 6e3
IPaXIaHCTBa

OcHOBEI aIMHHHUCTPATHBHOI'O 3aKOHOIATEILCTBA B obnmactu yHnpasJICHHA
IIEPCOHAJIOM U OTBCTCTBEHHOCTH JTOJDKHOCTHBIX JIMIL

3akoHOnaTeNbECTBO Poccuiickoit @eepalin 0 nepcOHATBHBIX JaHHBIX

JlokanbHBIE HOPMATHBHEIC NOKYMEHTH OPraHM3allWH B OOJIACTH YIIpaBIICHUS
TIEPCOHATIOM

Tlopsox 3axiroueHns JOroBOpoB (KOHTPAKTOB)

Hopms! 9THKH e0BOro 00MIeHHs

BazoBsle 0CHOBB HHOOPMATHKH, CTPYKTYPHOE OCTPOCHHE HH(OPMAIOHHEIX
CHCTEM M 0COOEHHOCTH PabOTHI ¢ HUMH )

Hpyrue
XapaKTCPUCTUKH
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3.8. O606mennas TpyaA0Basn HyHKIHA

HamMeropante Crparera4eckoe ynpaBleHAe Kox | H VposeHs 7
IIepCOHATIOM OpTaHH3alHH - KBATHQHKAITHH
IIpoucxoxneHIe
0606meHHo# TPYAOBOM Opurasan X 3arMCTBOBaHO U3 OpPUrHHANA !
(yBxumm i
Kon PerucTpanyioHHEL HOMEP
OpHWIHHAIA MPO(EeCCHOHANLHOrO CTaHAapTa
BosmoxHbie Brune-npe3naeHT 10 yIpaBIeHHIO IEPCOHAIOM
HalMEHOBaHHS JIUpeKTOp IO IEPCOHAILY
JOJDKHOCTEH, JIupexTop MO YIpaBJICHHIO IEPCOHATOM
npodeccuit 3amecTHTE b reHEPATLHOTO JUPEKTOpA IO YIIPABIECHUIO IIEPCOHAIOM

TpeboBanus x
00pa3oBaBKIO U

Bricmiee o6pazoBanue ~ ClIeLUaIUTET, MATHCTPATypa
JonoisurensHoe npodeccroHanbroe 06pasoBaHie — MPOTPaMMBEI

o0ydeHun:o npodecCHOHATBHOM epeNoATrOTORKH B 00JIaCTH yIPaBJICHHS [IEPCOHATOM,
CTPATErM4eCKOTO ¥ OLEPAIlOHHOTO YIPABICHHS, SKOHOMHKH OpTaHH3alHiH;
TIPOrpaMMBI HOBHIIIEHNA KBaTH(HKAIME B 06J1aCTH YTIPABNCHHS IEPCOHATIOM,
CTPaTeTHYECKOTO U OIEPANOHHOTO YIPaBIeHUS

TpeboBanns k onsITy | He MeHee maTH et B 061aCTH ynpaBieHHs NEPCOHATIOM Ha PYKOBOIAMINX

IIPaKTHYeCcKOoi paGoTH | JOIDKHOCTIX

Oco6sle ycnoBus -

JoIyckKa K pabote -

Hpyrue -

XapaKTCPUCTHKH

HOHOJIHKT&JIBHBIC XapaKTCPHCTHKH

Hamvernosanue 6a30B0i rpynITs:, JOIDKHOCTH
HanmeroBaHMe TOKyMEHTa Kon
(nmpodeccun) WK CHEIUAIEHOCTH
OK3 1232 | PykoBoauteinu mojpasaeneHuii (ciyx6) ynpasaeHus
KaJIpaMH U TPYIOBHIMH OTHOMICHISMH
EKC - 3aMecTHTENb AUPEKTOpa 10 YIPaBACHUIO IEPCOHATIOM
OKIIOTP 24063 | Meremxep 1o mepcoHany
3.8.1. Tpynosas byHkuus
Hauesosasse PazpaboTka CHCTEMEI CTpaTernIecKoro Koz | H/O1.7 VpoBeHs (IIOXYPOBEHB) 7
YIIpaBIIEHHS IIEPCOHATOM OPraHH3aluH KBaTH(UKALKHA
Tlpoucxoxerne Tpyn0BoH Opurunan X 3aMMCTBOBAHO M3 OpPUTHHATA
ysKIpH
Kon PeructpanmonHsii HomMep
opuruHaia npodecciHoHaIbHOrO CTaHAapTa

TpymoBEIe AeHCTBHS AHamu3  YCICNMIHEIX  KOPHOPATHBHEIX  [PakTHK 1O  OpTaHH3aIlHH

CTPaTerndeckKoro yIpapieHHs NEePCOHATOM OPraHU3alHi, OpPraHU3alMOHHOTO
IPOEKTAPOBAHYS U B3aMMOIeCTBIS TIOApasAeeHni

IMocTanoBKa CTpaTerHIeCcKuX IieNiell B YIPaBIICHHH HEPCOHATIOM

PaspaGotka KOpHOpaTHBHOM NONWTHKH, IUIAHOB, IPOTpaMM, IpOIENyp H
TEXHOJIOTHH 10 YIPaBICHHAIO IEPCOHATIOM




42

PaspaGoTka KOpIIOpaTHBHOM KyNbTYPHI M CONMAIBHON NONHTHKH, CHCTEM
MOTHBanwH, 5p(EeKTHBHOCTH, OIICHKH H Pa3BHTH NEPCOHAIA

dopMHpOBaHHE CHCTEMBI OILIATH ¥ OPTaHU3AHY TPyAa

Pa3zpaGoTka OpraHM3alMOHHON CTPYKTYpHI, IUIAHAPOBAHWE MOTPEGHOCTH B
HepcoHasle OpraHA3alHe

PaspaGoTka nporpaMM, [pPHHIWIOB CTaHAAPTU3ALHH, YHU(UKALWH,
aBTOMATH3allW{ IPOIECCOB YOPABICHUS NEPCOHANOM ¥ 0e30MacHBIX yCHOBHM
Tpysna

®opmupoBanHe OlomKeTa Ha IEPCOHAN, TEXHONOTHH ayauTa paGoTel ¢
IePCOHANIOM ¥ KOHTPOJUIHHTa

Heobxomumbie yMeHHAS

PaspabatbiBaTh CTpaTerny ¥ NOMWTAKH B YIPABJICHHA IEPCOHATIOM

Co3gaBaTh M ONHKCHIBATH OpPTaHH3AUMOHHYIO CTPYKTYpY, LEH, 3aadd,
$YHKIMY CTPYKTYPHBIX OApPAsACNICHHN ¥ JOJDKHOCTHBIX JIHL

IlpnMeHATE METOHBI YNpPaBICHHAS MEXIMIHOCTHHIMH  OTHOIICHWAMH,
¢dopMUpOBaHHA KOMaHA, pa3BUTHS JIHAEPCTBA M  UCHOIHHTENHHOCTH,
BBUIBJICHNS TATAHTOB, ONPE/Ie/ICHA YOBICTBOPEHHOCTH PaboTOMH

Onpeneniars M aHAIH3UPOBATH BHYTPEHHHE KOMMYHHKAIHH, MONECIHPOBATDH
HOBEZIcHHE EPCOHANA

IIpencraBnaTe HHTEpECH OpraHW3alldd B TOCYyJapCTBEHHBIX OpraHaX, BO
B3aMMOJIEHCTBIM ¢ MPOdCOIO3aMH, WHBIMH HPEJCTABUTENBHEIMH OpTaHAMHE
PpabOTHHKOB 10 BOIIPOCaM MepcoHana

CocTaBnaTs, pPacCUHTHIBATH, KOPPEKTHPOBaTH H KOHTPOJIHPOBATH CTAaTHH
pacxonoB OIOMKETOB X (OHAOB HAa MNPOTPaMMBI H MEPONpPHATHA IO
YOPaBIeHHIO NIEPCOHATIOM OPraHu3aluH

IIpoBOAMTE AYAAT W KOHTPOJUIMHT B 00JIACTH YIPaBNEHHUS EPCOHATIOM

PaspabaThBaTh KOPIOPATHBHbIE CONMANBHEIE IPOrPAMMBL

BecTH meperoBOpPEl IO  BOHNPOCAM  COLHMANBHOIO  IIApTHEPCTBA  C
OpeACTABATENBHBIME OpraHaMi paOOTHHKOB

PaGorars ¢ uHbOPMANMOHEEIMY CHCTEMaMH M (azaMy JaHHBIX 1O BOIIPOCaM
YIIpaBJIeHHSs IEPCOHAIOM

OpraHu30BEBATE MEPOIPUATHI 10 OGECIICUCHUIO BHIONHEHWS TpeGOBaHMIA
OXpaHHl Tpyda B COOTBETCTBHH C JEHCTBYIOLIMM 3aKOHOIATEeTBCTBOM
Poccuifckoit Penepanuu 1 TOKaTBHLIME aKTaMH OPTaHH3AIAK

OpraHu30BHBaTh X IIPOBOAUTH MEPONPHATHA C MEPCOHATIOM B COOTBETCTBHE
¢ KOpIOPaTUBHOMN COIMANBHOM MOJUTHUKOM

CobmonaTh HOPMBI STHKH IEI0BOTO OOMICHHS

Heob6xomumere 3HaHMA

MeTtozs! ynpaBleHHs, pasBUTHEM ¥ 3D (EKTHBHOCTBIO OPraHH3alliH, aHaIH3a
BHIIOJNHCHHMY IIaHOB M IPOTPaMM, OMpENENeHHs HX 3KOHOMHYECKOH
s dexTHBHOCTH

MeTofBI OIEHKM paGOTHEL CTPYKTYPHBIX MOApa3NeieHnii, pe3yIbTaToB Tpyia
nepcoHaia

MeTtoas: IIPOBEACHMS ayIUTOB, KOHTPOJUIMHIA YIIPABJICHICCKHX IIPOLECCOB

Metoar! aganM3a KOJIMIECTBEHHOTO H Ka9eCTBEHHOTO COCTaBa nepcoHala

CucteMbI CTaHIapTOB 1O GH3HEC-TIpoIieccaM, mpodeccusM, HOPMEI TPYAa

CHCTeMEI, MeTomsl H (OPMEI MATEPHATLHOTO M  HEMAaTEPHATHHOTO
CTHMYJIPOBAHHS TpyJa ICpcoHana

MertosI aHANH3a COMMATBHEIX IPOrPaMM U ONpPEAENICHUS HX 3KOHOMHYECKOi
3hPEeKTHBHOCTH

TexHonoruu 1 MeToms! GOpMUPOBAHHA B KOHTPOJIL GIODKETOB Ha NEPCOHAI

Tpebopanus oxpaHbI ¥ 6€30MaCHEIX YCIOBHH Tpyna

I_ICJIH, CTpaTerus ¥ Kagposas HOJUTHKA OpraHU3alun
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OCHOBEBI TEXHOJIOTHH TIPOU3BOACTBA H ACATCJIBHOCTHA OPraHU3anun
OCHOBEI COIIMOJIOTHH, IICUXOJIOTHH 1 OKOHOMHKHA Tpyaa

OCHOBEI YIpaBJICHUA CONUATILHBIM Pa3BUTHCM OpraHu3allii

MeTomsl  TpOBENEHHS  COILMOJIOTMYECKMX  HCCICJOBAaHHMM, H3YYECHHA
06IIeCTBEHHOr0 MHEHHS

CTpyKTypa OpraHu3aiuy

TpyROBOE 3aKOHONATENHLCTBO M MHEIE aKTEHI, COAEp Kallliie HOPMEI TPYLOBOTO
paBa

OCHOBBI apXHBHOTO 33aKOHOJATEIHCTBA M HOPMATHBHHIC MPaBOBHIE AKTHI
Poccuiickoit ®enepanuy, B 9acTH BeAeHHUA JOKYMEHTAIHH 110 IEPCOHATY

OcHOBEI HAJIOrOBOT0 3aKoHOAaTeNnbcTRa Poccmiickoit dexepanyu

OCHOBBI MUTPallMOHHOTO 3aKOHOAATENbCTBA Poccmiickodt MDexmepanuu, B
9acTH IOPHBNEYEHHS H TPYXOYCTpOHCTBAa MHOCTPAHHBIX IpaxKhaH W Jmr 6e3
TpaXJaHCTBa

OcHOBEBL AOIMHAHUCTPATHBHOIO 3aKOHOHATCIECTBA B obnact yupaBiI€HHAS
IEPCOHAIOM ¥ OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHIT '

3akoHozaTeNnscTBO Poccuiickoit Memepali 0 NEPCOHANBHBIX JaHHBIX

JloxanbHblE HOpPMATHBHBIE aKTHI OpTraHM3al@M B OONACTH yIpaBleHHS
IIEPCOHAJIOM

ITopsimoK 3aKII09eHns OrOBOPOB (KOHTPAKTOB)

Hopwme! 3Tuxu genoBoro obmeHns

OcHoBEI HHGOPMATHKY, CTPYKTYPHOE OCTPOSHHE HHGOPMALMOHHBIX CHCTEM
1 0COOEHHOCTH PaGOTEL C HUIMH

JIpyrue xapaKTepHCTHKH

3.8.2. prnonan dbysxnnsa

Pearm3anusa cHCTEMEI CTPaTeraIecKoro YposeHs
HavuMeHoBaHME YIpaBIeHNS IEPCOHATOM OPTaHH3AIAE Koz | H/02.7 | (noxyposens) 7
KBaJTHHKAIMM
Tlponcxoxnere Tpy oo Opurunan X 3auUMCTBOBAHO H3 OPHTHHANA
bymanm
Kon PerucrpanpoHHbIH HOMEP
opurmHaia npogecCHOHAIBHOTO CTAHAapTa
Tpynoesie aeiicTBas IInanupoBanne AesTENFHOCTH M pa3paboTKa MEPONPHUATHI IO YIpaBIICHHIO

TNICPCOHAJIOM JUJIA peaTn3alii CTPATCTHYCCKAX nenei OpraHusamnyya

BreapeHHe NONHTHK, IUIAHOB, MPOrPaMM, NPOIEAYP H TEXHOJIOIHHM 1O
YIIPaBJICHHIO IEPCOHAIOM

ITocTpoenue opraEu3anEOHHON CTPYKTYPHI ¢ YIETOM IUIAHOBO# moTpeSHOCTH
B [IepCOHANE H B3aHMMOJCHCTBHS CTPYKTYPHBIX HOpa3fie/ICHANH Opranm3anyiy

Buenpenne u nojmepkanHwe KOPHOPATHBHOM KyNbTYPH W CONMANBHOM
NONMTHKH, CHCTeM MOTHBAUEH, 5(GEKTHBHOCTH, ONEHKH H pa3sBHTHA
nepcoHaa

BHempeHune H WOMNEPKAHHE CHCTEMBI OPTaHM3AaUMM TPyAa ¥ OILIATHI
nepcoHaia

ViopaBneHHe BHEOPEHUEM NPOrpaMM ¥ NPHHOMIOB CTaHAAPTH3ALNH,
yHEQVKALMH, ABTOMATH3alMH [POLECCOB YIPaBICHHS IIEPCOHANIOM M
6€e30MacHBIX YCIOBHI TpyZia

Opral-maamm NpoBeACHUsI ayAuTa H KOHTPOJUIMHIa B YIPaBICHWH
NECPCOHAJIOM
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TlocTanoBKka 3aja’  pPYKOBOAWTENSIM  CIPYKTYPHBIX  IOAPAa3[ClCHUI,
olpefelieHre MaTepHaIbHO-TEXHIHIECKUX PECYPCOB ISl X BHIIOIHEHNS

AHaju3 OTYETHOCTH 110 YIPABJICHHIO IEPCOHANOM H BBISBIECHHE PECYPCOB IO
VIYYLICHHIO JESTEIBHOCTH OpraHA3anuy

CornacoBaHHe YCIOBHI 3aKITIOYaEMBIX JOTOBOPOB HO BOIIPOCAM YIIPABICHHS
TIEPCOHAIOM

OpraHusagps OpOBeJIeHAs 3aKYNOYHEX IPONEAYD N0 BONpOCaM YIIPaBICHHUS
TIEPCOHATIOM H 0()OPMIICHHS CONYTCTBYIOMIEH JOKYMEHTAIIMH 1O HUM

®opmupoBanne OomkeTa Ha MEPCOHAN, TEXHOJOTHH aymura paboTHl C
NEPCOHATIOM A KOHTPOJUIMHTA

TIpumenenne K paGoTHAKAaM Mep MOOMPEHNS H JUCHHIUIHHAPHOTO B3EICKAHUS

| Heobxonumsie ymeHus

Ilpowseomute aHAMW3 JEATENBHOCTH IO YIOPAaBICHHIO [EPCOHANOM,
paspabarsmars nokasarein 3GHeKTHBHOCTH PaGOThI

(DopanonaTL IUIAHBI ¥ MECPONIPHATHSA IO YIIPABICHHUIO IICPCOHAIIOM

PaccuuThiBaTh OIOJDKET B 00JIaCTH yIpaBJIeHMSA MEPCOHAIOM

OmnpenenaTs 30HB OTBETCTBEHHOCTH Pa0OTHHKOB M NOAPA3JENeHH, CTABATE
3ala9l PYKOBOJHTENIM IOApA3fieNieHui U oGeclednBaTh PeCypCHl U UX
HCIONTHEHNS

KOHTPOJ'IHpOBaTB H KOPPEKTUPOBATh MCIIOJITHCHUC nopyqemm H 331a4

Vipaenats 3¢ eKTHBHOCTHIO B BOBJICUEHHOCTBIO NEPCOHANA, TACIUITHHON
TpyZa U cobmonenreM 6e30macHbIX YCIOBHH Tpyda

BecTH IeperoBopEI 10 BONPOCaM COIHAIBHOrO MAPTHEPCTBA U IPENCTABIITE
HHTEPECE OPraHH3allH B IOCYNAPCTBEHHBIX OpraHax, MpOdeCCHOHATBHBIX
COI03aX H JPYTHX IPeCTaBHTEIBHEIX OPraHax paGOTHHKOB, H OpPraHH3aluIX
0 BOIIPOCAM IIepcoHana

Paborarh ¢ HHPOPMANMOHEEIMA CHCTEMAMH M Ga3aMy JAHHEIX IO BOIPOCAM
yIpaBiIeHus HePCOHAIOM

IIpoBoMTS ayaUT ¥ KOHTPOJUIHHT B OGJIACTH YIIPaBJICHHS EPCOHATIOM

®QopMHpOBaTE H IPOBOAHTh COLHMANbHYIO HONHTHKY H COLMAILHEIE
IPOrpaMMEI '

BecTH IEperoBOpHl ¢ IOCTABINMKAMH YCIYT [O YCHOBHAM 3aKITHOYaEMEBIX
JIOTOBOPOB

IlpomsBomUTE 3aKyMOYHEIE MPOUERYPH, OQGOPMISATE H AHAIM3HPOBATH
3aKyIOYHYIO JOKYMEHTALHMIO

CobmonaTtkr HOPMBI STHKH JIJIOBOTO OOIEHHS

Heobxonumele 3HaHUS

MeTtons! ynpaBicHHS pa3BHTHEM H 3G (EKTHBHOCTBIO OpranM3aiui, MEeTOIbI
aHaMM3a BHOIOJHEHHS JUIAHOB H IPOTPaMM, ONPEAeNICHAA HX SKOHOMHYECKOM
3t deKkTuBHOCTA

OpraHuzanus ynpaBJeHHs Pa3BHTAEM OpraHH3alUH

Teopru ympaenenus opraHW3amlHeif, NOJWIUKA W CTPATErdsl YIPABICHHUA
TEPCOHAJIOM

Meronsl  apanm3a BHIIONHEHWs. IUIAHOB W 3a4ad, ONPENCIICHHA HX
3KOHOMHAYECKO# 3 PeKTHBHOCTH

MeToIBI OEHKH, pPe3yIbTaTOB B 3¢ (PeKTHBHOCTH TpyAa

MeTtoBI BHEAPCHHAS CHCTEMBI YIIPaBICHAS IEPCOHAIOM

OcHOBHI paboTHI 10 IpodopHeHTAIAN

Meronukn IIAHMPOBAHHS ¥ TPOrHO3HPOBAHKSA NOTPEGHOCTH B IepcoHaie

Iemn, cTparerus pasBrTHs B 6H3HEC-IIIAH OPTaHM3AINH

Teopun u MeTopI GopMHUPOBaHHIO GPEeHA OpraHA3aluK

TpeboBanus oxpaHb! ¥ 6€30IaCHBIX YCOBHH TPYAa

Meromuku pa3paboTKH M BHEAPEHNUS JTOKANBHEIX HOPMATHBHEIX AKTOB
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TTopsimox 3aKiEOYEHHS TPYHOBHIX JOTOBOPOB, PETYIHPOBAHHSA TPYAOBHIX
CIIOPOB

OCHOBEI COLIHOJIOTHH, IICHXOJIOIHMH, 3KOHOMHKHM TpyJAa H YHOpPaBICHHS
COIMAJIbHBIM Pa3sBUTHCM OpraHM3alu

MeTons! HpOBEJEHMS  COLMONOTHYECKHX  HCCICAOBAHMH, M3y9EHHS
00I0ECTBEHHOTO MHEHHMS

Texnonornz npoBemeHWs ayauTa U KOHTPOJUIMHTa B  yOpaBICHHH
TIEPCOHATIOM

Tlopsmox  mpoBeneHHs  3aKkyNOYHBIX  Ipomeayp H  obopMieHns
COIYTCTBYIOLIEH TOKYMEHTAIHH

Texnonornu, craHaapTH3anusd, YHH(HKAIHsd, aBTOMAaTH3aIs IPOLECCOB
yTpaBleHus IepCOHATIOM

CIpyKTypa opranu3amuu

TpynoBoe 3aKOHOJATENBCTBO M HHEIE aKTHI, COAEPKAIHE HOPMEI TPYHOBOIO
IpaBa

OCHOBEI apXMBHOTO 3aKOHOZATENBCTBA M HOPMATHBHLIE IIPABOBBIE A4KTHI
Poccutickoli @enepanyu, B 4acTy BeICHHA JOKYMEHTAHH 10 HEPCOHATY

OCHOBEI HAJIOrOBOTO 3aKoHOaTeNnbcTBa Poccuiickoii Peziepaimn

OCHOBBI MHTPAllHOHHOTO 3aKOHOAaTeNbcTBa Pocchiickodt Dexmepauum, B
9acTH HPHBICUEHHS H TPYAOYCTpOHcTBa MHOCTPAHHHIX IpaxKhaH M JHl Oe3
IPaKJAHCTBA

OCHOBBI aIMHHHCTPATHBHOrO 3aKOHOIATENBCTBA B OOJIACTH YIpaBICHHA
TIEpCOHATIOM U OTBETCTBEHHOCTH AOJDKHOCTHBIX JIHIL

3akoHomarenscTBO Poccuiickoil deepauy O MePCOHAIBHBIX JAHHBIX

‘TlopsoK 3aKTIOYeHHS IOTOBOPOB (KOHTPAKTOB)

JloxansHEIe HOPMAaTHBHEIE aKTHI B O0JIACTH yIIpaBJeHHUS HEPCOHAIIOM

HopMEI 5THKE J€JIOBOr0 00ILIEeHAS

BazoBsle OCHOBBI uHpopMaTHKH, CTPYKTYpHOE NOCTPOCHHE
HHGOPMaIMOHHbIX CHCTEM M 0cOOEHHOCTH paboThI ¢ HIMH

l Jpyrue XapakTepucTuKu

3.8.3. TpynoBas dpynxuus

AIIMAHACTPHPOBAHHAE IIPOIIECCOB H Ypoeens
HauMeHOBaRHEe | TOKYMEHTO000POTA IO CTPATErHYECKOMY Kon | H/03.7 | (moxyposenn) 7
YIPABJIEHUIO MEPCOHANIOM OpraHU3alHK KBanHpHKALHN
Tponcxoxcerme TpynosoH Opurmsan X 3aMMCTBOBaHO U3 OPUTHHANIA
byHKIEE
Kox Perucrpanmonusiit HoMep
opuruHana npo)ecCHOHANBHOIO CTaHAapTa
TpynoBrie peiicTeus AHamM3 OpOIECCOB JOKYMEHTOOOOpPOTa, JNOKAIBHBIX HOKYMEHTOB IIO

BOIIPOCaM ~ yNpaBlIeHHA [EPCOHANOM, OH3HEC-IPOLECCOB OpraHH3alHH,
yJIOBIICTBOPEHHOCTH NIEPCOHANA

HoxyMenTauponnoe oopMiIeHe Pe3yIbTaToB YHPABICHNUA NEPCOHANIOM, €T0
aymaTa, paboTH CTPYKTYPHBIX MOApPas e/ ICHHH

JIOKyMEHTaMOHHOE M OpraHW3alMOHHOE COMPOBOXACHHE CTPATErHIECKOTO
yTipaBJIeHHs IEPCOHAJIOM H pabOTHI CTPYKTYPHBIX HOAPA3AeNICHUH

ToaroroBka MpeaoXKeHHH MO PA3BUTHIO CHCTEM YIPABICHHA HEPCOHAJIOM,
1m0 HEOOXOZMMEIM KOPPEKTHPYIOIMM ¥ IpPEBeHTHBHHIM MepaM H 10
MOBENHEHUIO 3¢ eKTHBHOCTH PaGOTHI CTPYKTYPHEIX OApa3eeHuit
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Konrpoms mpomeccoB B o6JacTH ympaBiieHMs HepCOHAJ oM H PpaboTHI
CTPYKTYPHBIX HOZpa3ficlieHuil, CpaBHEHHE H aHAIH3 MPOIECCOB, PE3yNBTATOB
yIOpaBleHYECKHX MEPOIPHATHH, ompefeneHEHe (GakTOpPOB, BHBBIBAIOMINX
OTKJIOHEHHE OT IIAHOBBIX NOKa3aTeNCH

CornacoBaHue H KOHTpPOJIb IOTOBOpPOB @O BONpOcaM M  CHCTEMaM
CTPAaTETHIECKOr0  YNpaBJIEHHS IEepCOHANOM M paloTe CTPYKTYPHBIX
noJipasieNicHUli, OpraHu3alys NPoLeayp M0 MX 3aKIIOUYCHHIO

TogroToBka pe3yNETaTOB aHANH3a COOTBETCTBHS OpPTaHH3allMM M OILIATHI
TPYJa IIEpCOHANA YCIEMHBIM KOPHOPATHBHEIM MPaKTHKaM

Brmomnenne TpeboBaHmiT mo Xpanenmo uHGOpPMAamME O pe3yIbTAaTax
JEeHCTBHA CHCTEM CTpAaTETHYECKOro YIpaBICHHS MEPCOHATOM H paGoThI
CTPYKTYPHBIX OJpa3ACICHAN

Heo6xonumele yMeHHES

AHam3HpoBaTh, pa3pabaTeBaTh U 0DOPMIATH JOKYMEHTHI IO IPOMECCaM H
pe3ynbTaTaM  YOpaBICHAA IMEpCOHANOM W paboTe  CTPYKTYpHBIX
NoJApasAcICHHIH

IIpuMenaTs METOIE aHANIA3a OH3HEC-IIPOIECCOB OPTraHH3aIHA

Onpenensdrs OporpaMMBI  JIOCTHDKGHHS Lieledl M pelneHus 3anad
nojipasfieieHuit

ITpoBOJHTE ayAUT CHCTEMEI YIpaBICHHAS IIEPCOHATIOM

TTpOBOXHTH KOHTPOJUIMET CHCTEMEI YIIPABJICHHS [IEPCOHATIOM

KonTtpommpoBats 610pKeT Ha IepcOHAl M YNpaBICHHE pacxoiaMd Ha
TiepcoHan

Opl"aHH?.OBI:IBaTB CONIPOBOXACHHUE [JOrOBOPOB IO BOIpOCaM YyIIpaBJICHUA
IICPCOHAIIOM, BKJOYas IPCABAPATEIILHBIC IPOLCAYPHI IO HX 3aKIIOYCHUIO

OprasHu30BEIBaTh 3aKyIOYHBEIE NPOLEAYPE, OGOPMIATH H aHAIM3HPOBATH
3aKYIIOYHYIO IOKYMEHTAIHIO

KonTpommpoBaTe M aHANIH3UPOBAaTH BOOPOCH COLHANBHOTO IIapTHEPCTEA,
JOTOBOPEI IIOCTABIIMKOB YCIYT

IIpoBoMTh, mEpEroBOpsl M NOPEACTABIATH MHTEpPECH OpraHM3anWH B
rOCYIApCTBEHHBIX OpraHaX, HNpPoQeCCHOHANBHBIX COI03aX M JAPYTHX
OpEeNCTaBHTENPHBIX OpraHaX paOOTHHKOB' H OpraHH3amMsiX II0 BOIPOCaM
nepcoHaa

Bectu enoByro nepenmucky

Pa6orate ¢ HEGpOPMALTIOHHEIMH CHCTEMaMH U $a3aMM JaHHEIX 110 IIEPCOHAIY,
CHCTEMaM YNpPaBJICHHA IIEPCOHAJIOM W OpraHW3alMM  AEATeIbHOCTH
CTPYKTYPHBIX OAPA3ACICHIH

ObecneunBaTh  KaZipoBO€ - JEJIOMPOM3BOACTBO W JOKYMEHTAITMOHHOE
COIPOBOXKACHHE IPOLECCOB IO YNpaBICHWIO IEPCOHAIOM H  paborte

CTPYKTYPHBIX OJpa3Je/ICHui

Opraam30BEBaTh XpaHeHHE AOKYMEHTOB B COOTBETCTBHH C TpeOOBaHHAMH
TPYOBOTO H apXHBHOTO 3aKOHOJaTenbCTBa Poccmiickoli Pemepamuu u
JIOKATHHBIMH aKTaMH OpraHu3anui

Cobmonats HOpMBI 3THKH JIETIOBOr0 O0IIECHHS

HeobxomaMele 3HaHHS

KopnopatueHas KyneTypa, cOmHalbHas NOJMTAKA, CHCTEMBI MOTHBAllAM M
9¢beKTHBHOCTH yIpaBJIeHUs IEPCOHATIOM

Merozs1 ynpaBineHHS pa3BATHEM H 3()(EKTHBHOCTBIO OpraHW3allHH, METOJBI
aHa/m3a BHIIOJHEHH IUIAHOB M MPOrPaMM, ONpedeTeHrs] HX SKOHOMAIECKOH
3¢ heKTHBHOCTH

Meronsr mpoBeNeHHS ay[uTa, KOHTPOJS ONEPATHBHEIX YIIPABICHIECKUX
TIPOIIECCOB, COLUOJIOTHYECKUX HCCIIEAOBAHMI

busnec-mian u 6H3HCC-HPOI.IGCCBI OpraHv3alny

BromxerHoe nnpoekTHpOBaHHE
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Oprasn3anMoOHHOE MPOSKTHPOBAHHE

@DopMEI, METONEI M CHCTEMBI MATCPHAIBHOTO K  HEMATEPHAILHOTO
CTHMYJIMPOBaHAS TPYA2 IepcoHaIa

Cucremst CTaHJapTOB o Gu3Hec-IpolieccaM, npodeccuam
(cnenyanbHOCTSIM), HOPMBI TPYAA

MerTozp! ananu3a KOJHIECTBEHHOTO H KaYeCTBEHHOIO COCTaBa IIepCoHAIa

Kazxpoxsaa INOJIMTUKA OpraHu3alii

Tlopsimox ¢dopMupoBaHus, BedeHHs OaHKAa IAHHBIX M IIPEJOCTABICHHS
OTYETHOCTH II0 CHCTEMaM YIpPaBIEHHS HEPCOHATOM H paboTe CTPYKTYPHBIX
oApase/ieHui

OCHOBEl  [JOKYMEHTaIlMOHHOTO  oOeciledeHHs, UOpPANOK  odopMicHus
IOOKYMEHTOB,  IIPeOCTABIIIEMBIX B TOCYNapCTBEHHbIE  OpTaHHl,
npodeccroHaNbHbIE COIO3BI, 0OIECTBEHHBIE OPraHu3aliu

Ilenu u cTpaTerus pa3spUTHS OpraHU3aIIy

Ilopsamox  mpoBeleHHs  3aKymOYHBIX  mpoumexyp #  odopmieHns
COIYTCTBYIOIIEH NOKYMEHTAIUH

HopmaTuBHEIE IpaBOBBIE AaKTHI, PEryIHPYIONME NOpaBa M OGS3aHHOCTH
TOCYIapCTBEHHBIX OPraHOB M OpPraHM3allid IO IPEHOCTABIEHUIO YIETHOM |
JOKYMEHTAUA

CIpyxTypa oOpraHM3aldM W BakaHTHBIC JODKHOCTH  (mpodeccHd,
CICIHAIBHOCTH)

TpynoBoe 3aKOHONATENBCTBO M MHBIE aKTHI, COIEPXKAIMME HOPMEI TPYIOBOTO
npasa

OCHOBHI apXWBHOTO 3aKOHOJATENHCTBA M HOPMATHBHEICE IPABOBHIE aKTHI
Poccuiickoit Qepepaiyn, B YaCTH BEASHHS JOKYMEHTALUH [0 IEPCOHATY

OcHOBEI HaJIOroBOT'0 3aKxoHOAarenscTBa Poccniickoit Pepepalmd

OCHOBEI MHIPallHOHHOTO 3aKoHoZaTenscTBa Poccuiickoit Penepanwm, B
9aCTH NPHBICYCHUS KU TPYAOYCTpPOHCTBA MHOCTPAaHHEIX rpaXiaH H Jmi Ge3
rpaxJaHCTBa

OCHOBBI aIMHHHCTPaTHBHOI'O 3aKOHOJATENLCTBA B 00NAacTH yNpaBieHHA
TEePCOHANIOM H OTBETCTBEHHOCTH JIOJDKHOCTHBIX JIMIY

3axoHoAaTenscTBO Poccuiickoii Demepaliiuy 0 mepCOHANBHBIX JAHHBIX

JlokanbHBIE HOPMATHBHBIC aKThl OpraHM3amMH B OONacTH ynpasieHHs
TIepPCOHAIOM

TTopsioK 3aKI0UeHHs JOTOBOPOB (KOHTPAKTOB)

Hopwms! 5THKHM feoBOr0 00meHNs

Bazossie OCHOBBI HHbOPMATHK, CTPYKTYpHOE TIOCTPOEHHE
rH(OPMAHOHHEIX CHCTEM M OCOOEHHOCTH paboThl ¢ HUMHA

Hpyrue xapam‘epub’mxn

IV. CBenenns 06 oprann3anusx — paspaéoT4nKax NpogecCHOHAIBLHOTO CTAHAAPTA

4.1, OTBercTBEHHAS OPraHU3ANUS-PA3PaA6OTIHK

O6mepoccuiickoe o6benunenne paboronareneit «Poccuiickuii COX03 NPOMBIIUIEHHUKOB H
IIpeIIPUHAMATENEH», Topox Mocksa

WcnoymuTensHbli Bure-npesugedT Kyssmun Qvutpuit BraguMuposud

4.2. HauMeHOBaHHA 0praHu3anuii-pa3paéoTanKos

1 | AHO «HanmoHansHOe areHTCTBO pa3BHTHA KBanH$puKanwii», ropox Mocksa
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Accommarms (Coro3) «Acconuanus KOHCYJIBTaHTOB IT0 MOAGOPY HepcoHaay, ropoa Mocksa

I'pynna HeadHunter, ropog Mocksa

3A0 «KPOK MHKOPITOPEMTE], ropox Mockea

MI"O «OIIOPA POCCHM», ropox MockBa

MesxyHapoZHas acCOLMaIs JeN0BOro COTpyaHAYecTsa, ropox Mocksa

2
3
4
5 | Madopmanmonno-ananuTHdeckuii nenrp «Kanpossiit Jozop», ropox Mocksa
6
7
8

HOYY IO «MHCTATYT mpodeccHOHAIBHOTO KafpOBHKay, ropoa Mocksa

9 | HIT «Acconuanus EBponefickoro 6usnecay, ropox Mocksa

10 | HIT «BKK — HannoHaIBHEIH COX03 KaApOBUKOBY, ropoa Mocksa

11 | HII «MexnyHapoausii ambsiac «Tpynosas Murpanmsy, ropos Mocksa

12 | HII «HauuonansHas acconuariys 0QUCHHIX CIIEUAIMCTOB H aIMAHACTPATABHBIX PabOTHHKOBY,
ropog Mocksa

13 | HIT MHO «Acconuanns MerexepoB Poccrny, ropoa Mocksa

14 | HII CYPO «HanuonansHas koHbenepanus «Pa3BUTHE 4eN0BEdeCKOr0 KallHTAIAY, TOPOX
Mocksa

15 | OAO «BAHX» (TAO BBII), ropox Mocksa

16 | OAO «I"asnpom HedTe-HoBocubupcky», ropoa HoBocubupex

17 | OAO «O6beuHeHHas CYIOCTPOHTENbHAA KOPIopalusm», Topox Mocksa

18 | OAO «PX]I», ropor Mocksa

19 | OAO «Caxamun Ouepmxu Unsectment KoMmanny, ropo,u IO>xm0-CaxamHck

20 | OAQ «Tarnedtr» mmenn B.JI. Illanmna, ropox Kaszans

21 | OAO «HayuaHo-mpousBoacTBeHHOe 00peauHenne «Haykay, ropox Mocksa

22 | 000 «LG Electronics Rus», ropoxg Mocksa

23 | 000 «buznec Icuxonoru SHL Russia & CIS HII», ropog Mocksa

24 | 000 «UT-CK», ropon Mockea

25 | 000 «Jlyxotin-Wmxunupusry, ropos Mocksa

26 | OO0 «OKB 3enwnt», ropog Mocksa

27 | 000 «Ilerpomuym Tpeliaunry, ropog Mocksa

28 | 000 «Ilomurpag-3amuray, ropog Mocksa

29 | OO0 «llenTp KafpoBEIX TexHOMOTHH — OOydenue. CtaxupoBkh. TpynoycTpoHCTBO», TOPOX
Mocksa

30 | Poccuiickoe npexncrasutenscTBo «Coleman Services UK» («KoymMas CepBHCH3Y), TOpO
Mockga

31 | Toproeo-npomsinuteHnas najgara Poccuiickoit ®@enepanun, ropon Mocksa

32 | ®I'BOY BIIO «MockoBckuii rocyfapcTBeHHBIH yHHBepcnTeT MMeHH M. B. JloMonocosa»,
Illxona mupexTopa o IepcoHaTy, ropox Mockea

33 | ®I'BOY BIIO MCY, ropox Mocksa

34 | ®I'bOY BIIO MOCH, ropox Mockea

35 | ®I'BOY BIIO Cubupckuii rocynapc’rsemmﬁ ynuBepcuter myteii coobmenns (CI'VIIC), ropoxn
HoBocubupck

36 | ®I'BY «Hay4HO-HCCIICOBATENECKHNA HHCTATYT TPYAA H CONHAIBHOTO CTPAXOBAHM»
MunucrepcTBa TpyJa ¥ conuaibHO#M 3ammThl Poccriickoii ®enepauun, ropos Mocksa

37 | ®I'VII «Ilogra Poccuuy», ropox Mocksa

38 | ®K «VYpancuby, ropor Mocksa

! Ofmepoccutickuit KITACCHMUKATOD 3AHSTHIA,

2 O6mepoccuitckuit KIacCH(bUKATOP BUIOB SKOHOMAYECKOH AeATeAbHOCTH.

3 E mumbiif KBATH(UKALMONHBIY CIPABOYHHK JOJDKHOCTEH PYKOBOMTENEH, CIIENUATHCTOR H APYTHX CITyKallHX.
4 O6mepoccmitcxuit KaccHprKaTOp MpodeccHit pabouuX, AOTKHOCTEH CITYXAIAX H TApUHBIX PA3PAIOB.
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