[Mpuka3s MuHucTepcTBa Tpyada u couymnansHon 3awmnTbl PO oT 6 oktsabpa 2015 r. N 691H
"O6 yTBEPXKOEHMN NPOdEeCCMOHanNbLHOro ctaHgapTa "CneumanucTt no yrnpaBeHunto
nepcoHanom"

B cooTtBeTcTBMM C nyHKTOM 16 lNpaBun pa3paboTkun, YTBEPXKAEHUA U NPUMEHEHNS
npodyeccuoHanbHbIX CTaH4ApTOB, YTBEPXAEHHbIX MocTaHoBneHnem [lpaBuTenbcTea
Poccuinckon ®epepaumm ot 22 aHeapsa 2013 r. N 23 (CobpaHue 3akoHogaTenbcTBa
Poccunckon epepaumn, 2013, N 4, cT. 293; 2014, N 39, cT. 5266), nprkasbiBalo:

YTBEpAuTbL npunaraemblin  npodeccuoHarnbHein - ctaHgapT  “"Cneuymanuct  no
yrnpaBneHuto nepcoHanom".

MwuHuncTp M.A. TonunuH

3apernctpupoBaHo B MuHiocte PP 19 oktabps 2015 .
PernctpaunoHHbin N 39362

MpodeccuoHanbHbLIN CTaHZapPT
CneumanucT no ynpasrieHU0 NnepcoHanom
(yTB. npukazom MuHuctepcTBa Tpyaa u coumanbHomn 3awmnTbl PO oT 6 okTaA6pAa
2015r. N 691H)

559

PeI‘MCTpaLLMOHHbIIZ HOMeEP

. O6wme cBeaeHus

YnpapJieHME [IepPCOHAJIOM OpITaHM3aluu 07.003

(HaMMeHOBaHUEe BUIa NPOodeCCUOHAaJIbHOM HOesaTeJIbHOCTH) Konm

OcHoBHas Lenb BMaa NpodeccroHanbHon AeaTenbHOCTU:

ObecneyveHne ahHekTUBHOrO PYHKLMOHNPOBAHNSA CUCTEMBI YNpaBieHus
NepcoHanoMm Ans JOCTMKEHUS Luenen opraHmsaumm

pynna 3aHaTUIA:

1232 PykoBoauntenu nogpasgeneHumn 2412 CneunanucTtbl No Kagpam
(cnyx6) ynpaBneHus kagpamu u N npodopueHTaumm

TPYAOBbIMU OTHOLLUEHUSMMU
3423 CneumanncTtbl KaApPOBbIX CIY>X0 1 - -
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| ydpexaeHui 3aHAToCTH

(kog
OK3*(1))

(HanmeHoBaHue)

(kog
OK3)

(HaMmeHoBaHue)

OTHeceHMe K BuaamMm 3KOHOMUYECKOWN OeATENbHOCTH:

| 78.30 | [lesTenbHOCTb Mo Nog6opy nepcoHana npoyas
(kop (HanmeHoBaHWe BUAA 9KOHOMUYECKON OeATEeNbHOCTH)
OKB3[*(2))

Il. OnncaHue TpyaoBbIX (pyHKUUN, BXOAALWMX B NpodecCUOHaNbHbIN CTaHAapT
(dbyHKUMOHaNbHaA kapTa Buaa npocgeccuoHanbHON AeATeNbHOCTH)

dyHKUMN

O606wWeHHbIE TPyaOBbIE

TpynoBble PyHKLUMMK

Kog,

HanveHoBaHU
e

YPOBEH
b
KBanm

domkay,
nm

HanMveHoBaHune

Koq

YPOBEHb
(noaypoBeH
b)
KBanugukaw
nm

[okymeHTaumo
HHOEe
obecneyeHve
paboTbl C
nepcoHarnom

5

Benenne
opraHn3auuoHHOW 1
pacnopsanTensHomn
AOKYMeHTaunn no
nepcoHany

A/01.5

5

BeneHne fokymeHTauum
MO yYeTy U OABMXKEHUIO
KagpoB

A/02.5

AOMUHUCTPUpPOBAHUE
NPOLIECCOB U
AOKyMeHToobopoTa no
yyeTy U OBUXKEHUIO
KagpoB, NpeacTaBneHunto
AOKYMEHTOB No
nepcoHarny B
rocygapCTBEHHbIE OpraHbl

A/03.5

[lesaTenbHOCTb
no
obecneyenunto
nepcoHanom

C6op nHdopmaumm o
noTpebHoCTAX
opraHusauum B
nepcoHane

B/01.6

Mowuck, npuBneYvexHue,
noanbop n otoop
nepcoHana

B/02.6

AIMUHUCTPUPOBaHME
MPOLIECCOB U

B/03.6
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AoKymMeHToobopoTa
obecneyeHus
nepcoHanom

[leaTenbHOCTb
Nno oLueHKe n
aTtTecTauum
nepcoHana

Opranumsaumsa n
npoBeaeHNE OLEHKN
nepcoHana

C/01.6

Opranumsaumsa n
npoBegeHne aTTecTayum
nepcoHana

C/02.6

AOMUHUCTpUpoBaHmne
npoLeccoB u
AOKyMeHToobopoTa npu
NpoBeAEHNN OLEHKN N
aTTecTaumm nepcoHana

C/03.6

[leaTenbHOCTb
no pasBuUTULO
nepcoHana

Opranmsaumsa n
npoBeaeHue
MEPONPUATUN MO
pa3BUTMIO N MOCTPOEHUIO
npodeccuoHanbHom
Kapbepbl NnepcoHana

D/01.6

OpraHusaumsa obyyeHus
nepcoHana

D/02.6

OpraHusaums agantaumm
N CTaXXMPOBKW NnepcoHana

D/03.6

AOMVHUCTPUpOBaHMNe
NPOLIECCOB U
AOKyMeHToobopoTa no
pasBUTHIO U
npodeccnoHanbHom
Kapbepe, 06y4eHuto,
agjanTtaumm N CTaXXMpoBKe
nepcoHana

D/04.6

[leaTenbHOCTb
no
opraHusaumm
TpyAa u
onnartbl
nepcoHana

OpraHusauusa Tpyaa
nepcoHana

E/01.6

OpraHusaumsa onnatbl
Tpyaa nepcoHana

E/02.6

AOMUHUCTPUpPOBaHME
NPOLEeCCOB U
AOKyMeHTOOB6opoTa no
BOMpocam opraHM3aumm
Tpyda u onnatbl
nepcoHana

E/03.6

[lesaTenbHOCTb
no
opraHusaumm
KoprnopaTuBHO

PaspaboTtka
KopnopaTuUBHOWM
couunanbHOW NOSIUTUKN

F/01.6

Peanusauusa

F/02.6




1 coumanbHomn
NONMUTUKK

KoprnopaTuBHOW
coumanbHOW NOMUTUKU

AOMUHUCTPUpPOBaHME
npoLeccoB u
AOKymeHTOoOB60opoTa no
BOMpocam
KoprnopaTuBHOW
coumanbHOW NOMUTUKU

F/03.6

OnepaunoHHo
e ynpaBrneHue
nepcoHarnom u
nogpasgeneHun
emM
opraHusaumm

PaspaboTka cncremsl
onepaunoHHOro
yrnpaBneHus nepcoHanom
N paboTbl CTPYKTYPHOTO
nogpasgeneHuns

G/01.7

Peanusauusa
onepaumoHHOro
ynpaBfeHnsa nepcoHanom
N paboTbl CTPYKTYPHOIO
nogpasgeneHus

G/02.7

AOMVHUCTPUpOBaHune
NPOLECCOB U
AOKyMeHToobopoTa no
onepawmoHHOMY
yrnpaBneHnto nepcoHanom
N paboTe CTPYKTYPHOrO
nogpasgeneHus

G/03.7

CtpaTternyeck
oe
ynpaBneHune
nepcoHanom
opraHusauum

PaspaboTtka cucrtemol
cTpaTern4eckoro
ynpaBreHnsa nepcoHanom
opraHumsauumu

H/01.7

Peanusauua cuctemsl
cTpaTermyeckoro
ynpasfieHnst nepcoHanom
opraHusayum

H/02.7

AOMUHUCTPUpPOBaHME
NPOLLEeCCOB U
AOoKyMmeHToobopoTa no
cTpaTernyeckomy
ynpaBneHno nepcoHarnom
opraHmsaummu

H/03.7

lll. XapakTepuctuka o6006LWeHHbIX TPYAOBbIX (hyHKLUN

3.1. O6ob6LweHHasa Tpygosas yHKLMS

Hanmeros | [lokymeHTaumoHHoe obecnedenne | Kop YpoBeHb




aHne | paboThl C NepcoHanom | [ | «xearmcmkaumm [ ]

MpoucxoxaeHne OpuruHan X 3anmcTBOBaHO
06006LEeHHOM n3 opuruHana
TPyLooOBOM (PyHKLUMN
Kopa PerncrpauyunoHH
opurmHan bl HOMEP
a npodeccuoHan
bHOrO
cTaHgapTa
BoamoxHble CneuwmanucT no KagpoBOMY AeNONPON3BOACTBY
HanMeHOBaHUS Cneumanuct No 4oOKyMeHTaunoHHoMy obecneveHnto paboTbl C
JOJMKHOCTEWN, nepcoHanom
npodeccun Cneumanuct no AoKyMeHTaumoHHoMy obecrneyeHnto nepcoHana
Cneumanuct no nepcoHany
TpeboBaHua K CpeaHee npodeccunoHanbHoe obpasoBaHue - nporpamma
06pa3oBaHUIO U NOAroTOBKM CMELNanmcToB CpeagHero 3BeHa
00y4eHunto HononHntenbHoe npodeccunoHanbHoe obpasoBaHue -

nporpamMmmbl I'IpOC*)eCCVIOHaJ'IbHOIZ nepenoaroToBkuy, rnporpamMmmbl
NnoBbILLEHUA KBaJ'IVICbVIKaLI,VIVI

TpeboBaHus K -
onbITy
NpakTNU4ecKomn
paboThl

Ocobble ycnosus -
gonycka K pabote

Opyrue -
XapakTepUCTUKK

[lononHuTenbHblE XapakTePUCTUKN

HanmeHoBaHune Kon HanmeHoBaHne 6a30BoM rpynmnbl, 4OSMKHOCTH
AOKYMEHTa (npodheccun) nnm cneumanbHOCTH
OK3 2412 CneumanucTbl N0 Kagpam 1 npoopueHTaumnm
3423 CneumanucTtbl KagpoBbIX Cryx6 n
yuYpexgeHnn 3aHATOCTH
EKC*(3) - Cneuuanuct no Kagpam
- MHcnekTop no kagpam
OKMATP*(4) 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.1.1. Tpynosas yHKUMS
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HanmeHoB | BegeHne opraHnsaymMoHHOW U Kog | A/01.5 | YpoBeHb 5

aHve pacrnopsanuTenbHON JOKYMeHTauum (noaypoBeHb)
no nepcoHany KBanmgukaumnm

MpoucxoxaeHne
TPpyaoBOW

yHKLMN

OpurnHan X | 3aumcTBoBa
HO 13
opuruHana

Kon PernctpaumoHHbIn
opurnHan HOMep
a npogeccnoHanbHoro
cTaHgapTa

Tpynosble
JencTBus

O6paboTka 1 aHanuM3 nocTynarLwen JoOKyMeHTaunm no
nepcoHany

PaspaboTka n ogpopmneHne JOKyMeHTauum no nepcoHany
(nepBnYHON, Y4E€THOWN, NSIAHOBOW, NO COLNanbHOMY
obecneyeHunto, opraHM3aunoHHON, pacnopsanTENbHON)

PerI/ICTpaLl,I/IFI, yyeT U Tekyllee XpaHeHune OpFaHI/I3aLI,I/IOHHOIZ n
pacnopﬂnMTeanon AJOKYMEeHTaUun 1no nepcoHasy

Heobxoanmbie
yMeHUs

PaspabaTtbiBaTb NPOEKTbI OpraHN3aLnoHHbIX U
pacnopsianTenbHbIX JOKYMEHTOB N0 NepcoHany

OdopmnATb AOKYMEHTbI B COOTBETCTBMM C TpeboBaHUAMU
rpaxgaHckoro, TpyL4OBOro 3akoHodaTenscTea Poccumckon
denepaumn 1 nokanbHLIMU HOPMATUBHbLIMU aKTaMu
opraHusayum

Bectu yyeT 1 perncrpaumio JOKYMEHTOB B MUHOPMaLMOHHbIX
cucTeMax M Ha MatepuarnbHbIX HOCUTENSAX

OpraHun3oBblBaTb XpaHeHNe JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMAMU TPYLOBOro, apXMBHOINO 3akoHO4ATENbLCTBA
Poccunckon degepaummn 1 nokanbHbLIMWU HOPMATUBHbLIMU
aKkTaMm opraHmsauum

AHanuanpoBaTtb JOKYMEHTbI 1 NEPEHOCUTbL MHCPOPMaLMIO B
6a3bl JaHHbIX M OTYETHl

BbIABNATL OLUMOKKU, HETOYHOCTU, UCTIPaBIEHNS U
HEeIOCTOBEPHYIO MHbOPMaLINIO B JOKYMEHTaXx, onpeaensTtb
NEerMTUMHOCTb JOKYMEHTOB

PaboTaTb ¢ MHPOPMAaLMOHHLIMM cUCTEMaMK U 6azamMu JaHHbIX
Mo BEJEHUIO y4eTa, ABMKEHUIO NepcoHana

Cobnogatb HOPMbI 3TUKN AENOBOro O6LLEHUS

Heobxoanmbie
3HaHuA

Mopsaok ohopMreHusi, BeAeHUs 1 XpaHeHUs OKYMEHTOB Mo
nepcoHany

nOpﬂ,D,OK yyeTa ABMXKeHNA KaapoB 1M COCTaB1EHNA
yCTaHOBﬂeHHOIZ OTYETHOCTU

OcCHOBbI JOKYMEHTOOBOpOTAa U JOKYMEHTALMOHHOIO
obecneyeHus
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TexHonormmn, MeTogbl U METOAMKN NPOBEAEHUS aHaNu3a u
cucTemMaTn3aumm JOKYMEHTOB U MHpopMaLmm

Mopsagok pacdeTa cTaxa, Nbrot, KoMneHcaummn, opopmMmIieHNs
neHcum paboTHUKaM

CTpyKTypa opraHmsayum

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, cogepkallime
HOPMbI TPYAOBOro Npasa

OCHOBbI apX1BHOro 3aKoHO4AaTESbCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccurckon ®egepauunm, B HacTn BeAEHUS
AOKYMEHTaUMn no nepcoHany

3akoHogaTtenscTBo Poccunckon ®epepaumm o nepcoHasibHbIX
AaHHbIX

NokanbHble HOpMaTMBHLIE aKTbl OpraHM3auun, perynmpytoLimne
nopsiAok opopMMeHUst pacnopsANTENbHbLIX U OpraHN3aLMOHHbIX
[AOKYMEHTOB Mo nepcoHany

HopMbl 3TVKK 1 0enoBoro obuieHus

ba3oBble OCHOBbI VIHCbOpMaTVIKI/I, CTPYKTYpPHOE MNMOCTpoeHune
I/IH(bOpMaLl,I/IOHHbIX cucTem n ocobeHHOCTHU pa6OTbI C HAMU

Opyrve
XapaKTepPUCTUKN

3.1.2. TpynoBasa pyHKUMSA

HavmeHo | BegeHue gokymeHTaumm no yyety | Kog | A/02.5 | YpoBeHb 5
BaHue N OBUXEHWNIO KAapoB (noaypoBEHb)
KBanuukaumm
MpoucxoxaeHue OpurnHan X 3anmMcTBOBaHO 13
TPy4oBOW opuruHana
yHKLMN
Kon PerncrpaynoHH
opurnHan bl HOMEP
a npodeccmoHanb
HOro ctaHgapTa
Tpyoosble MoaroToBka NPOEKTOB JOKYMEHTOB MO npoueaypam
AenCTBUSA yrnpaBneHnsa NepcoHanoM, y4eTy 1 ABMXKEHUIO NepcoHana

OpraHmsau,vm CUCTEMbI ABNXEHNA OJOKYMEHTOB MO NepcoHay

C6op 1 npoBepka NNYHbIX AOKYMEHTOB pabOTHUKOB

MoaroToBka M odpopMneHne no 3anpocy paboTHUKOB U
AOJTHKHOCTHbBIX AL, KOMWK, BbINUCOK U3 KaapOBbIX JOKYMEHTOB,
CcnpaBoOK, MHpopMaL MK O CTaxe, Nbrotax, rapaHTusXx,
KOMMNeHcaumsiX U MHbIX CBeAEHUN 0 paboTHMKax

Bblgaya paboTHMKY KaapoBbIX AOKYMEHTOB O ero Tpy4oBOM
AeaTenbHOCTH
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[loBeaeHne 00 CBeAEHUs nepcoHarna opraHu3aumoHHbIX,
pacnopsanTenbHbIX 1 KaApOBbIX JOKYMEHTOB OpraHusauunm

BeneHwne yyeta paboyero BpemeHn paboTHMKOB

PeFI/ICTan,I/IFI, y4yeT, onepartnBHoe XpaHeHne JOKYMEHTOB MO
nepcoHany, noaroToBKka K caa4ve nx B apXxvmB

Heobxoanmbie
yMeHUs

Pa3pabatbiBaTb NPOEKTbl KAAPOBbIX JOKYMEHTOB

OdopMnATb KagpoBble LOKYMEHTbI B COOTBETCTBUN C
TpeboBaHMAMN TPYOOBOro 3akoHogaTenscTea Poccumckom
degepaunn n nokanbHbIMM HOPMATUBHBLIMU aKTaMu
opraHusaumm

Bectu yyeT n perncrtpaumio KagpoBbix 4OKYMEHTOB B
MHAOPMALIMOHHbBIX CUCTEMAX U Ha MaTepuarnbHbIX HOCUTENSIX

OpraHn3oBbIBaTb XpaHEHNE KagpoBbIX JOKYMEHTOB B
COOTBETCTBMM C TPEOOBAHUAMU TPYAOBOr0, apXMBHOMO
3akoHopaTtenscTBa Poccuiickon Pegepaumm 1 nokanbHbIMU
HOPMAaTMBHbLIMW aKTaMy OpraHu3auum

AHanuanpoBaTtb KagpoBble JOKYMEHTbI 1 MEPEHOCUTL
MHpopmMaumio B 6a3bl AaHHbIX U OTYETHI

PaboTaTb co cneunannampoBaHHbIMU MHPOPMaLMOHHbLIMK
cuctemamu n 6azamMu faHHbIX N0 BEAEHWUIO yyeTa 1 ABUKEHMUIO
nepcoHana

PaspabaTtbiBaTb NnaH KOPPEKTMPOBOK YCTAHOBEHHOIO Nopsiaka
ochopMneHns AOKYMEHTOB MO NepcoHany u peanv3oBbiBaTb
MPUHSATbIE N3MEHEHWS

KoHTponupoBaTb npucyTcTBne paboTHMKOB HA pabovemM mecTe

Cobntogatb HOPMbl 3TUKN OENOBOro O6LLEHUS

Heobxoanmbie
3HaHUSA

Mopsnok opopMNeHUsl, BEOAEHUS U XpaHEeHNsI JOKYMEHTOB Mo
nepcoHany

Mopsiaok ydeTa OBMXKEHMS KagpOB M COCTaBMNEHMS
YyCTaHOBMEHHON OTYETHOCTU

Mopsagok pacyeTa cTaxa, NbroT, KoMneHcauum, oopMIeHns
NeHcu paboTHMKaMm

CTpyKkTypa opraHusaumm

TpyAaoBoe 3akoHOA4ATENBCTBO U MHbIE aKTbl, coaepKalyme
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apXMBHOro 3aKoHOAAaTENbLCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccurckon ®egepauunm, B HacTn Be4EHUS
AOKYMEHTaLNN no nepcoHany

3akoHogaTtenscTBo Poccumnckon deaeparnmm 0 nepcoHasnbHbIX
AaHHbIX

TexHonormm, MmetToabl U METOAUKN npoBeageHnd aHanmsa u
cucreMmatTmn3aumn JOKyMEHTOB U I/IH(bOpMaLlI/II/I

NokanbHble HOPMaTMBHLIE aKTbl OpraHM3aLUun, perynupyroLume
nopsiaok opopMneHnst AOKYMEHTOB MO nNepcoHany

OcCHOBBbI D,OKyMeHT0060pOTa M AOKYyMEHTALUMOHHOIo



http://ivo.garant.ru/document?id=12025268&sub=5
http://ivo.garant.ru/document?id=12025268&sub=5
http://ivo.garant.ru/document?id=12037300&sub=400
http://ivo.garant.ru/document?id=12037300&sub=400
http://ivo.garant.ru/document?id=12025268&sub=5
http://ivo.garant.ru/document?id=12037300&sub=2
http://ivo.garant.ru/document?id=12048567&sub=4

obecneyeHuns

Hopmbl 3TKKM 4enoBoro obLeHus

Ba3oBble OCHOBbI MIHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
MHAOPMAaLMOHHBIX CUCTEM N OCOBEHHOCTU PaboThl C HUMK

Apyrve
XapakTepUCTUKN

3.1.3. Tpynoosasi yHKUMS

HanmeHo | AOMMHUCTpUpOBaHME NPoLIECCOB U Koa | A/03.5 | YpoBeHb 5
BaHWe AOKyMeHToobopoTa no y4eTy U (nopypose
ABWKEHMIO KagpoB, NpeacTaBneHunto Hb)
AOKYMEHTOB NO nepcoHany B KBanuduk
rocyaapCTBEHHbIE OpraHbl aumm
MpoucxoxageHne | OpurmHan X 3anmMcTBOBaHO 13
TPy4oBOW opuruHana
dYHKLUK
Kon PerncrpauynoHHsbI
opuruHan N HOMep
a npodgeccroHarnb

HOro ctaHgapTa

TpynoBsble
JencTBus

OpraHu3aunsi OKyMeHToo60opoTa No y4eTy U OBMKEHUIO
KafpoB

OpraHusaums 4okymeHToobopoTa no npeacTaBneHunto
AOKYMEHTOB NO NepcoHarny B rocyJapCTBEHHbIE OpraHbl

lNocTaHoBKa Ha ydqeT opraHn3aunn B rocygapCTrBEHHbLIX OpraHax

MoaroToBka No 3anpocy rocygapCTBEHHbLIX OpraHoB,
npodheccnoHanbHbIX CO30B M APYrMX NPeACcTaBUTENbHbIX
opraHoB pabOTHMKOB OPUTMHANOB, BbIMUCOK, KOMWUIA [OKYMEHTOB

MogroToBka yBeAOMMNEHNN, OTYETHOM N CTAaTUCTUYECKON
MHd OpMaLUKM No nepcoHany

MoaroToBka MHGOPMAaLMK O 3aKITHYEHUN TPYAOBOro Unn
rpaxgaHCcKo-NpaBoOBOro AOroBopa Ha BbINOfHeHe paboT
(okazaHue ycnyr) ¢ rpaxgaHuHOM, 3aMeLLaBLUIMM OOSHKHOCTHU
rocyaapCTBEHHOWN UM MyHMUMNANbHOM CyX0bbl, NepeYveHb
KOTOpPbIX yCTaHaBMMBaeTCa HOPMaTUBHBIMU NPABOBLIMU aKTaMu
Poccuiickon egepaunm

Heobxoanmbie
yMEHUSA

OdopMnsTb y4eTHbIE JOKYMEHTbI, MpeaocTaBnsiemMble B
rocygapCTBEHHbIe OpraHbl, NPOdeCccMoHarbHbIe CO3bl U
Apyrve npeacraBuTenbHble opraHbl PabOTHUKOB

OpraHun3oBblBaTb XpaHeHNe JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMAMK TPYOBOro 3akoHogaTenbcTBa Poccumckom
depepaummn 1 nokanbHbLIMWU HOPMATUBHbLIMU aKTaMun
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opraHu3aumm

PaboTaTtb ¢ MHOPMALMOHHLIMU cUcTEMaMu U 6aszaMu AaHHbIX
Mo BEAEHUI0 y4YeTa 1 ABUXKEHUIO nepcoHana

PaboTaTb C MIHPOPMALMOHHBIMM CUCTEMaMU U Ba3zaMn JaHHbIX
NO BEOEHMIO CTaTUCTUYECKON N OTYETHOM MHpopMaLumm no
nepcoHany

AHanuaupoBaTb npasuna, npoueaypbl U NOPSAOK,
perynvpytoLine npasa n 0653aHHOCTM rocy4apCTBEHHbIX
OpraHoB M opraHu3auuM no Bonpocam obmMeHa OOoKyMeHTaumen
Mo nepcoHany

BecTtu genosyo nepenncky

CobniogaTb HOPMbI 3TUKK Oen0BOro obLeHns

Heobxoanmbie
3HaHuA

TexHonormm, MetToabl U METOANKMN npoBeaeHnd aHanmaa "
cucremMatn3aumn JOKYMEHTOB U I/IHd)OpMaLI,I/II/I

OCHOBbI JOKYMEHTOOB0pOTa M AOKYMEHTALMOHHOIO
obecneyvyeHuns

CTpyKTypa opraHusauum

HopmaTuBHble npaBoBble akTbl Poccuiickon Pepgepaumm,
perynupyoLime npaea 1 0653aHHOCTU rocyaapCTBEHHbIX
opraHoB, NPodeccnoHanbHbIX COH30B U APYrnX
npeacTaBUTENbHbIX OpraHoB paboTHMKOB MO NPeAOCTaBNEHNIO
y4EeTHOW AOKYMeHTauun

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, coaepkallme
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apXMBHOMO 3akoHO4aTeNbLCTBa U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon ®egepauunm, B HacTn BeAeHUS
AOKYMEHTaUnn no nepcoHany

3akoHopaTenscTBo Poccurckon ®egepanmnm o0 nepcoHanbHbIX
JaHHbIX

NokanbHble HOpMaTMBHbIE aKTbl OpraHM3auun, perynupytoLmne
nopsaoK BeAEHUS AOKYMEHTALMM MO yYeTY U ABUXKEHMUIO
nepcoHana

HopMbl 9TUKK AenoBoro obuieHus

basoBble 0CHOBbI UHPOPMATUKKU, MOCTPOEHUS
NHAPOPMALMOHHBIX CUCTEM M OCOBEHHOCTM paboThbl C HUMM

Apyrve
XapaKTepUCTUKM

3.2. O6obLweHHasa Tpygosas PyHKUMS

HanmeHo | [lesaTenbHOCTb Mo obecneyeHunto Kog| B |YpoBeHb 6
BaHWe nepcoHanom kBanMdUKaLy

n
MpoucxoxaeHune | OpurvHan X | 3aumcTBoBaHO U3 |
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06006LeHHON opuruHana
TPpyaoBOW
YHKLMN
Kon PernctpaunoHHbl
opurnHa N HoOMep
na npodeccuoHarb
HOro ctaHgapTa
Bo3moxHble Cneumanuct no nogbopy nepcoHana
HanMeHOBaHUS Cneumanuct no nepcoHany
OOIMKHOCTEWN, MeHepxep no nepcoHany
npodgreccunim
TpeboBaHu4 K Boicluee obpasoBaHue - 6akanaspuat
obpasoBaHuIo K [lononHuTenbHoe npodeccmoHanbHoe obpa3oBaHme -
oBy4yeHunto NporpaMmmbl NOBbILLEHUS KBanudukaumm; nporpaMmmbl

npodeccrnoHanbHON NepenoaroToBKN B 06nactu noncka u
nogbopa nepcoHana

TpeboBaHu4 K -
onbITY
npakTu4eCcKomn
paboTbl

Ocobble ycnosus -
aonycka kK paborte

Apyrve -
XapaKTepUCTUKM

[lononHuTenbHble XapaKTepUuCTmkKun

HanmeHoBaHue Kog HanmeHoBaHne 6a3oBow rpynmnbl, 4OSMKHOCTH
OOKYMEHTa (npodheccumn) nnm cneumnanbHOCTH
OK3 2412 CneumanucTtbl N0 Kagpam u
npodopueHTaumm
3423 CneumanucTtbl KaapoBbIX CIYX0 n
YYPEXKOAEHNIN 3aHATOCTU
EKC - Cneuunanuct no Kkagpam
- MeHexep no nepcoHany
OKMATP 27755 OKOHOMWUCT Mo TpyAay
22956 MHcnekTop no kagpam

3.2.1. TpynoBas yHKUMS

HaumeHo | C6op nHgopmauum o

BaHue NoTpPebHOCTAX opraHM3aunn B (noaypoBeHb

nepcoHane

Kog | B/01.6 | YpoBeHb 6

)
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KBanudukal
nn

lNpouncxoxaeHune
TPpyaoBOW
QYHKLMN

OpuruHan X 3anmcTBOBaHO U3

opurMHana

Kopa PerncrpauyunoHH
opurnHan bl HOMEpP
a npodeccuoHan
bHOIO
cTaHgapTa

Tpynosble
JencTBus

AHanu3 nnaHoB, CTpaTErMM U CTPYKTYPbl OpraHn3aumm

AHanm3 ocobeHHoCTen opraHnsaumm paboTsl U NPON3BOACTBA
Ha KOHKPETHbIX paboymx mectax

AHanus pblHKa Tpyga no opraHm3aumm paboTbl Ha aHanorM4yHOM
NPOn3BOACTBE M paboymx MecTax

dopmumnpoBaHne TpeboBaHMn K BaKaHTHOW LOMKHOCTM
(npodheccuun, cneumanbHOCTU) U NX KOPPEKLUNS

AHanuna pblHKa Tpyaa v nepcoHana opraHusauum no npodunto
BaKaHTHOW JOMKHOCTM (Npodyeccun, crneynanbHOCTH)

NHdopmMrpoBaHME 1 KOHCYIbTUPOBaHE pyKoBoAUTENEN
noapasgeneHnin n opraHnsauumn no Bonpocam pbiHka Tpyaa B
YacTu obecneyeHms NepcoHanom

Heobxoanmbie
yMeHUs

CobupaTtb, aHanM3npoBaTb N CTPYKTYpMUpoBaTb MHPOpMaLMIO
06 0coBeHHOCTSAX opraHmnsaumm paboT Ha pasnnyHbIX y4acTKax
NPOM3BOACTBA N Ha KOHKPETHLIX paboymx MecTax c y4eToMm
Lenen, 3agad, NiaHoB M CTPYKTYPbl OpraHn3aumnm

CobupaTtb, aHanM3npoBaTb N CTPYKTYpUpoBaTb MHPOpMaLMIO
06 0COBEHHOCTAX U BO3MOXHOCTAX KaApOBOro noteHumana
opraHusauum

CobupaTtb, aHanM3npoBaTb N CTPYKTYpMpoBaTb MHPOpMaLMIO
06 0COBEHHOCTSAX pblHKA TPyAa, BKOYasa NpeanoxeHms ot
NpoBanaepoB ycnyr No Noucky, NpMBeYeHunto, nogbopy u
oTOOpy nepcoHana

dopmmpoBaTtb TpeboBaHMS K BaKaHTHOM OOMKHOCTH
(npodheccuu, cneumanbHOCTU) U oNpeaensaTb Kputepum
nogbopa nepcoHana

BHocuTb KOppekTupytowmne ceegeHms B TpeboBaHus K
KaHOuAaTamM Ha BakaHTHble OOMKHOCTU (Npodeccun,
cneunanbHOCTK)

Monb3oBaTbCs MOMCKOBbLIMU CUCTEMaMMN N MHADOPMAaLIMOHHBIMU
pecypcamu Ans MOHUTOPUHra pblHKa Tpyaa, rpakaaHCcKoro u
TPpyaoBoro 3akoHodartensctea Poccuiickon ®enepauum

KoHcynbTupoBaTb N0 BONpocam pbiHKa Tpyaa B YacTu
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obecneyvyeHns nepcoHanom

Cobnogatb HOpMbI 3TUKN 4ENOBOro 06LEeHNs

Heobxoanmbie
3HaHUS

TexHonornn, MeToabl U METOAUKN NPOBEAEHUSA aHanm3a u
cucTemaTmnsaumm AOKYMEHTOB U MHdopMauun

CTpyKTypa opraHmsaumm n BakaHTHble OOMKHOCTU (Npodheccun,
cneunanbHOCTK)

Mopsgok onpeneneHna NepcnekTMBHON U TEKYLLLEN
noTpebHOCTN B Kagpax

McToYHNKM 0BecneyeHnss opraHnsaunm kagpamm

OpraHunsaumsi paboT Ha pa3nMYHbIX y4acTKax NpoM3BOACTBA,
opraHusaLmm, oTpacnm

O6wWue TeHAEHUMM Ha pPbIHKE TPyAa U B OTAENbHOW OTpacnw,
KOHKPETHOWN npodeccunn (JOMKHOCTWN, cneunanbHOCTK)

OCHOBbI NCMXONIOTMUM U COLIMOSIOTNK TpyAa

OCHOBbI 3KOHOMMKW, OpraHu3auun Tpyaa v ynpasneHusi

TpynoBoe 3akoHOAATENBLCTBO U UHbIE aKTbl, cogepkallime
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apXMBHOMO 3akoHo4aTeNbCTBa U HOPMATUBHbIE
npaBoBble akTbl Poccuinckon ®epgepauunm, B HacTn Be4EHUS
AOKYMEHTaLUMn no nepcoHany

3akoHopaTenscTBo Poccumnckon ®egepaumnm o0 nepcoHanbHbIX
OaHHbIX

NokanbHble HopMaTUBHbIE aKTbl OpraHu3aLUnn, perynupyoLime
nopsaok nogbopa nepcoHana

HopMbl 3TVKK 0enoBoro obueHus

ba3soBble 0CHOBbI MIHGOPMATUKK, CTPYKTYPHOE MNOCTPOEHNE
NHAPOPMALMOHHbBIX CUCTEM U OCOBEHHOCTM paboThbl C HUMM

Opyrue
XapaKTepPUCTUKN

3.2.2. TpynoBas yHKUMS

HaumeHo | MNowuck, npuBnevenune, nogdop u Kog | B/02.6 | YpoBeHb 6
BaHue oTbop nepcoHana (noaypoBeHb)
KBanmgukaumnm
MpoucxoxapeHue OpurmHan X | 3anmMmcTBoBaHoO 13
TpyooBow opurnHana
YyHKLMN
Kog  PernctpaumoHHbIn
OPUrHH HOMep
ana  npodeccuoHanbHo
ro cTaHgapTa
| TpynoBble | Mowck BO BHYTPEHHWX U BHELLHWUX UCTOYHUKAX MHOpMaLmm O
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JencTBus

KaHOuaaTax, CoOOTBETCTBYHOLLEN TpeboBaHNAM BakaHTHOWM
OO0JHKHOCTU (Mpodpeccuun, cneumanbHOCTH)

PasmelleHne cBefeHN 0 BaKaHTHOM JOMMKHOCTM (Mpodheccuu,
cneunanbHOCTK) B cpeacTBax MaccoBon MHdopmaunm

Bbibop cnocoboB 1 MeTO4OB NPUBNEYEHMS NepcoHana B
COOTBETCTBMU C YTBEPXKAEHHBIMU NNaHaMu

[NpoBepka nHopmaumm o KaHangaTax Ha BakaHTHblE
AO0JHKHOCTU (Mpodpeccuun, cneumansHOCTH)

MpoBeneHne cobecenoBaHNn U BCTPEY C KaHaMAaTammn Ha
BakKaHTHblE JOIMKHOCTK (Npodheccuu, crneunanbHOCTH) C
obecneyeHnem obpaTHON CBA3U

OueHka cooTBETCTBMS kKaHaMAAToB TpeboBaHMsIM BakaHTHOM
AO0IKHOCTU (Npodheccuu, cneumanbHOCTH)

MogroToBka nNpeanoXxeHun no hopmMmpoBaHuio droaxeTa Ha
NOUCK, npuenedyeHne, nogbop n otbop nepcoHana

NHdopmMrpoBaHMeE 1 KOHCYIbTUPOBaHWE pyKoBoaUTENEN
nogpasgeneHuni n opraHmsauunmn no Bonpocam rnpuBrieyYeHus
nepcoHara c oueHKon 3aTpaT

Heobxoanmbie
yMeHUs

OnpenensaTtb KpUTEPUN NOUCKA, NPUBMEYEeHUs, nogdopa u
oTbopa nepcoHana

CobupaTb, aHanManpoBaTb U CTPYKTYpMpoBaTb MHAOPMALIMIO O
KaHgngaTax v NpeanoXeHusix Ha pbiHke Tpyaa

Nonb3oBaTbLCA NONCKOBLIMU CUCTEMAMU U VIHC*)OpMaLI,VIOHHbIMI/I
pecypcamMin B obnactu obecneyeHns nepcoHasjiom

MpUMEHATb TEXHONOMMU U METOANKN NOUCKA, MPUBNEYEHUS,
nogdopa n otbopa KaHAMOATOB Ha BakaHTHbIE JOMMKHOCTH
(npodheccuun, cneymanbHOCTU) B COOTBETCTBUE C UX
cneundunkon

Ncnonb3oBaTtb cpeacTea obecneyeHuss nepcoHarnom, Bkoyas
COMpPOBOXAEHWE

KoHcynbTupoBaTb NO BoNpocam NpuBreYeHnsi nepcoHana

CocTaBnsTb M KOHTPONMPOBaTbL CTaTbM PAcX04o0B Ha
obecneyeHve NnepcoHanoM 45 NIaHNpoBaHNs GraXeTOB

Cobnogatb HOPMbl 3TUKN ENOBOro O6LLEHNS

Heobxoanmbie
3HaAHUA

NcTouHMKkM obecnevyeHns opraHMsauumn kagpamm

TexHonornm n MeToauK1 Noucka, NpMBrneYeHust, nogoopa u
oTbopa nepcoHana

Cuctembl, MeTOabl U POPMbI MaTEpPUArbHOIo U
HemaTepuarnbHOro CTUMynMpoBaHUg Tpyaa nepcoHana

TexHonormn n metoabl GOPMUPOBAHNS U KOHTPONS BLOAKETOB

TexHonormm, MmetToabl U METOAUKN npoBeageHnd aHanmaa,
cucreMmatTmn3aumn JOKyMEHTOB U I/IH(bOpMaLI,I/II/I

CTpyKTypa opraHmsaumm n BakaHTHble OOIMKHOCTU (Nnpodheccun,
cneumanbHOCTN)

Ob6wure TeHaeHUMn Ha PblHKE TpyAda N B OTAEJIbHbIX OTPpacC/IAX U




Buagax npodeccrnoHanbHON OeATENbHOCTH

OCHOBbI NCMXONIOTMNUM U COLIMOSIOTNK Tpyoa

OCHOBbI 3KOHOMUKM, OpraHu3auuy Tpyaa v ynpasneHus
nepcoHanom

TpynoBoe 3akoHOAAaTENLCTBO U UHbIE aKTbl, coaepkallme
HOPMbI TPYAOBOro Npasa

OCHOBbI apXMBHOro 3aKOHOAATENLCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccurckon ®egepauunm, B HacTn BeAEHUS
AOKYMEHTaLUMN no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckom
depepaummn

3akoHogaTtenscTBo Poccunckon depepaumm o nepcoHasibHbIX
AaHHbIX

JlokanbHble akTbl OpraHM3aummn, perynmpyoLimne nopsgok
obecneyeHns nepcoHanom

HopMbl 3TVKK 0enoBoro obueHus

ba3oBble OCHOBbI VIHCbOpMaTVIKI/I, NOCTPOEHNA
I/IH(bOpMaLl,I/IOHHbIX cucTem n ocobeHHOCTn pa6OTbI C HAMU

Opyrve
XapaKTepPUCTUKN

3.2.3. TpynoBasa pyHKUMSA

HanmeHo | AoMuHucTpuposaHue npoueccoB 1 | Kog | B/03.6 | YpoBeHb 6
BaHue AokymeHToob6opoTa obecneyeHns (noaypoBeHb)
nepcoHanom KBanuukaum
n

MpoucxoxaeHne | OpurmnHan X 3anmMcTBOBaHO

TpyooBoOW
dYyHKLMN

N3 opurMHana

Kon PernctpaumoHH
opurmHana bIl HOMEp
npodreccnoHan
bHOIo
cTaHgapTa

TpynoBble encTBus

AHanu3 npoueccoB AOKYMEHTOOOO0pOTa, NTOKanbHbIX
AOKYMEHTOB NO BonpocamM obecnevyeHnsa nepcoHanom

BeneHne nHdopmaunm o BakaHTHbIX JOMKHOCTAX
(npodheccusax, cneynanbHOCTAX) N KaHAngaTax

[loKyMeHTaLUMOHHOE CONPOBOXAEHME KaHAMAATOB Ha 3Tanax
nowucka, npmeneyeHus, nogdbopa n otbopa nepcoHana Ha
BaKaHTHbIe JOIMKHOCTK (Npodheccuu, cneumnanbHOCTH),
NH(OPMMPOBaHWE KaHOMAATOB O pe3ynbTaTax oTbopa
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[MogroToBKa 3anpoCoB O kKaHAMAaTax B rocy4apCTBEHHbIE
OopraHbl, B criydasix NnpeayCMOTPEHHbIX 4ENCTBYHOLLNM
3aKkoHo4aTenbCTBOM 1 06paboTka NpeaoCTaBNEeHHbIX
cBegeHun

MogrotoBka 1 06paboTka yBe4OMMNEHNIN B rocyaapCTBEHHbIE
opraHbl, NpodeccruoHanbHble COK3bl U Apyrue
npeacTaBuTENbHbIE OpraHbl paboOTHMKOB MO BONPOCam Noucka,
npueneveHns, nogbopa n otbopa nepcoHana

ConpoBoxaeHne 4oroBopos No obecneyeHnto opraHn3aumm
nepcoHarnom, Bkno4yas npeasapuTenbHble NpoLeaypbl No ux
3aKMYEHMIO

Heobxoanmbie
yMeHUs

O6GecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHNE BbiXxoaa
kaHgugaTa Ha paboTy 1M nepeMeLleHnst nepcoHana

OdbopmnaTb 4OKYMEHTLI N0 BonpocamMm obecneveHuns
KagpoBbIMKU pecypcamMn, Heobxoanmble 49 NPeaoCTaBeHns B
rocyaapCTBEHHble OopraHbl, MPOdEeCCMoHanbHblE COK3bI U
Apyrve npegcraBuTeNbHble opraHbl paboTHUKOB

OpraHunsoBblBaTb XpaHeHWe JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMN TPYAOBOro, apXMBHOIO 3aKOHOAATENbCTBA
Poccuinckon ®egepaumm v nokanbHbIMW akTamu opraHmsaumm

AH8]'II/I3I/|pOBaTb OOKYMEHTbI U NMepeHOCUTb I/IHCbOpMaLI,I/II-O B
I/IHd)OpMaLI,I/IOHHbIe cucTtembl 1 Basbl JaHHbIX O KaHAWAAaTax

PaboTtaTtb ¢ MHpOPMALMOHHBIMK cUCTEMaMM U Basammn LaHHbIX
no Bonpocam obecneyeHnsi NnepcoHanom, Be4eHU0 nomcka u
yyeTa KaHOMAATOB Ha BakaHTHble JOMKHOCTU (Mpodheccuu,
crneumnanbHOCTK)

Mpon3BoauTb NpeaBapuTenbHbIe 3aKyNoYHble NPoLeaypbl 1
0hOpPMIIATbL CONYTCTBYIOLLYIO OKYMEHTALMIO MO 3aKMTHOYEHMIO
[OrOBOPOB

OpraHun3oBbIBaTb M NPOBOAUTL KOHKYPCbl, 0DOPMIIATL U
aHanM3npoBaTb KOHKYPCHYHO AOKYMEHTaLMIO

BecTtn genoByto nepenncky

Cobntogatb HOPMbI ATUKM AENOBOro 06LEeHUs

Heobxoanmbie
3HaHuA

Mopsaok odbopMeHnst, BEAEHUS U XpaHEHUS1 JOKyMeHTauuu,
CBSI3aHHOW C MOWUCKOM, NpuBreYyeHnem, nogdbopom n otbopom
nepcoHarna Ha BakaHTHble JOJTKHOCTU

Mopsaok dopMupoBaHns, BeaeHUs 6aHka JaHHbIX O
nepcoHarne opraHusauumn 1 NpeaocTaBneHnst OTYETHOCTU

OcHoBbI JOKYMEHTOOOOPOTA U AOKYMEHTALMOHHOTO
obecneyvyeHuns

TexHonornm, MeToabl 1 METOAMKMN NPOBEAEHUS aHanu3a u
cucTemaTmMsaummn JOKYMEHTOB U MHbopMaLmm

nOpﬂ,D,OK nposeneHnda KOHKypcoB U O(bOpMJ'IeHI/Iﬂ KOHKprHOIZ
AOOKYyMeHTaunn

MNMopsiAoK NpoBeAeHMs 3aKyNnoYHbIX Npoueayp U odopMIieHNs
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CONyTCTBYKOLEN AOKYMEHTaLMN

CTpyKTypa opraHusaumm n BakaHTHblE JOJDKHOCTU (npodheccun,
creunanbHOCTH)

TpynoBoe 3aKoHOAATENBCTBO M UHbIE aKTbl, coagepKallne
HOPMbI TPYAOBOro npasa

OcCHOBbI apXMBHOro 3akoHOA4ATENBLCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccuinckon ®egepaunn, B Hactu BeaeHmA
AOKYMEHTaLUMKN No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTBa Poccumnckon
depnepayumn

3akoHogaTtenscTeo Poccunckon degepaumm o nepcoHasibHbIX
OAHHbIX

NokanbHble akTbl OpraHn3aLun, perynupytoLine nopsigok
nogbopa nepcoHana

MopsiAoK 3aKn4YeHUst A0roBopoB (KOHTPAKTOB)

HopMbl 3TKKK AenoBoro o6LweHns

ba3oBble OCHOBBbI I/IH(*)OpMaTI/IKVI, NOCTpOEHNA
I/IHd)OpMaLI,I/IOHHbIX cUcTeM n oCobeHHOCTU pa6OTI:>I C HAMU

Opyrve
XapaKTepPUCTUKN

3.3. O606LweHHan TpyaoBas QyHKUMS

HanmeHo | [leaTenbHOCTb NO OLEHKE U Kog| C |YpoBeHb 6
BaHuNe aTTecTaumm nepcoHana KBanuduka

Lmn
[MpoucxoxaeHve OpwurmHan X | 3aMMcTBOBaHO U3

0600 eHHOon

TPyOoBOW PYHKLUMN

opurnHana

Ko PerncrtpaumoHHbIn
OPVIIMH HOMeEp
ana npodeccuoHarnbHo
ro cTaHgapTa

Bo3MoXxHble
HanMeHoOBaHMUA
JOJMKHOCTEWN,
npodeccnu

CneumanucT No oueHKe 1 aTTecTauumn nepcoHana
Cneumanuct no nepcoHany
MeHepxep no nepcoHany

TpeboBaHus K
obpasoBaHUIo K
o0y4eHunto

Bobicwee obpasoBaHue - 6akanaspmat

HononHuTtensHoe npodeccnoHanbHoe obpasoBaHue -
nporpamMMbl NOBbILLEHUST KBanuduKauun; nporpaMmmbi
npodeccrnoHanbHON NepenoaroToBkN B obnactn nposeneHns
OLEHKM nepcoHana
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TpeboBaHusa Kk -
onbITy
NpaKkTU4eCcKom
paboTbl

Ocobble ycnosusa | -
gonycka kK paborte

Opyrve -
XapaKTePUCTUKM

[lononHuTenbHble XapakTepUCTUKA

HanmeHoBaHune Kon HanmeHoBaHne 6a3oBow rpynnbl, AOSHKHOCTH
OOKYMEHTa (npodheccun) nnm cneumnanbHOCTH
OK3 2412 CneuymanucTbl N0 Kagpam n npodopueHTaumm
3423 CneumanucTtbl KaapoBbIX CITYX0 n

yupexgeHnn 3aHATOCTH

EKC MeHexep no nepcoHany

oKngrTpP 27755 OKOHOMWUCT Mo TpyAy

22956 MHcnekTop no kagpam

3.3.1. Tpyoosas dyHKUMS

HaumeHo | OpraHusauus n nposegeHue Kog | C/01.6 | YpoBeHb 6
BaHue OLIEHKM NepcoHana (noaypoBeHb

)

KBanugukaw,

71

MpovcxoxaeHne | OpurnmHan X | 3aMMCTBOBaHO U3

TpyooBoW opuruHana
dYyHKLMN
Kon PerncrtpaumoHHbIn
OpPUrNH HOMep
ana npodeccuoHanbLHoro
CcTaHgapTa

TpyaoBble gencTBusa | AHanM3 CTPyKTypbl, NSIAHOB U BaKaHTHbLIX JODKHOCTEN
(npodhbeccun, cneymanbHOCTEN) OpraHn3aumm, ocobeHHoOCTEN
opraHmsaumm paboTbl Ha pasfnMYHbIX y4acTKax NPOM3BOACTBA U
KOHKPETHbIX pabounx mecrax

PaspaboTka nnaHa oLeHKN nepcoHana B COOTBETCTBUM C
LiensMy opraHmsanunm

OueHka gMHaMMKN Npon3BoANTENBHOCTU, MHTEHCUBHOCTU U
appeKkTUBHOCTM TpyAa Ha pabounx mecrax

OnpepneneHne pecypcos, BbIGOP CPeacTB M METOA0B
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npoeegeHnAa oueHKn nepcoHalia

MNpoBeneHne oLEeHKM NepcoHana B COOTBETCTBUM C NnaHamm
opraHusauum

ConpoBoxaeHne 4OroBOPOB C OpraHmn3aLmsimm -
NCMNOMHUTENSMU MEPONPUATUIA MO OLLEHKE NepcoHana, BKoYas
npeaBapuTenbHble NpoLeaypbl NO NX 3aKHYEHU0

KoHcynbTupoBaHue nepcoHana no Bonpocam OLEeHKM, BKNoYas
OLEHKY 3aTpaT

AHanus pe3ynbTaToB OLIEHKM NepcoHana, noarotoeka
pekomMeHZaumni pyKoBoACTBY M MepcoHany

MoaroTtoBka npeanoXeHnn Nno opmMmMpoBaHuUio BrogxeTa no
opraHmsaumm n NpoBeLeHno OLIEHKN NepcoHana

Heobxoanmbie
yMeHus

OnpegensTb NnapamMeTpbl M KPUTEPUN OLIEHKM NepcoHana

Oﬂpeﬂ,eﬂﬂTb n NpUMEeHATb cpeacTtea N MeTobl NMnpoBeaeHnNA
OUEeHKN nepcoHalsia

Bblioenatb (onpeaensitb) rpynnbl nepcoHana Ans NpoBeaeHuns
OLIEHKM

Onpependatb MHTEHCMBHOCTbL TpyAda M 30HbI NOBbILLEHUS
apPEKTUBHOCTU NepcoHana

Oﬂpeﬂ,eﬂﬂTb MOTUBaALUWNOHHbIE CbaKTOpr npoeegeHnAa OUueHKN
nepcoHalsia

CocTaBnsATb Y KOHTPONMPOBATb CTaTbM PACXOO0B HA OLIEHKY
nepcoHana ansi nnaHMpoBaHusl BroKeToB

ObecnevmBaTtb OpraHM3aUMOHHOE COMNPOBOXAEHNE OLEHKMN
nepcoHana

ObecneumBaTb COXPaHHOCTb KOHMAEHUNANbHON
MHdopMaL MM Npu NPOBEAEHNN OLIEHKN NepcoHana

OpraHusoBblBaTb XpaHEHNE LJOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMK TPYAOBOro, apXMBHOIO 3aKoHOA4aTENbCTBA
Poccuinckon degepaummn 1 nokanbHbLIMU HOPMATUBHbLIMU
aKkTaMm opraHmsauum

CobupaTb, aHanuanpoBaTb U CTPYKTYpUpPOBaTb UHOPMaLNIO O
NpeanoXeHNsax No OLeHKe NnepcoHana Ha pbliHke Tpyaa

Mpon3BoanTb NpeaBapuTeNbHble 3aKyNnoYHble NpoLeaypbl 1
0hOpMAISiTb COMYTCTBYIOLLYIO OKYMEHTALMIO NO 3aKN0YEeHNIO
[10roBOpPOB

OI'Ipe,El,eJ'IHTb yCcnoBusa ans 3aknto4eHnda oroBopoB Ha yCryru
no npoeegeHnto oLleHKN nepcoHana

CuctematmsnpoBaTb, 0606LWaTb U aHanNn3nMpoBaTh pe3yrnbTaThl
OLIEHKM NepcoHana

Ob6ecneynBaTtb 06paTHYIO CBA3b MO pe3ynbTaTtam NpoBeAEeHHON
OLEHKM C NEPCOHANIOM M PyKOBOACTBOM

Monb3oBaTbCA MOUCKOBBLIMU CUCTEMAMMW, MHAPOPMALIMOHHBIMY
pecypcamu 1 6aszamu JaHHbIX MO NPOBEAEHUIO OLIEHKM
nepcoHana
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PaspabaTtbiBaTh pekomeHaaumMm no pa3BuTUO NepcoHana Ha
OCHOBE NpoBeAEHHOWN OLIEHKM

Cobntogatb HOPMbI 3TUKM AENOBOro 06LEeHns

Heobxoanmbie
3HaHuA

TexHonorum n meToabl onpeageneHnsa npogeccrnoHanbHbIX
3HAHUW, YMEHUN N KOMMNETEHLMIN

TexHonornm n MetToabl OLEHKN NMUYHOCTHBIX KAa4YeCTB U
XapaKkTepucTuk

Cuctembl, MmeToabl N POPMbI MaTepmasibHOro u
HemMaTepunanbHOro CTUMYNMpOBaHUS TpyAda nepcoHana

TexHonornm n metoabl GOPMUPOBAHUS U KOHTPONSI OIOAXKETOB

TexHonorum, Metoabl U METOANKN npoBegeHna aHannsa n
cucremMmatTmn3aumn JOKYMEeHTOB U VIHC*)OpMaLI,I/II/I

OcHoBbl 006LLIEN 1 COLMarbHOW MCUXONOrMK, COLIMONIOTUnN U
ncmxonornm Tpyaa

OcCHOBbI NPOM3BOACTBEHHON AEATENBHOCTN OpraHM3auum

MNMopsiAok NpoBeAeHMs 3aKyNOYHbIX Npoueayp U 0hopMIIeHNS
CONyTCTBYOLEN AOKYMEHTaLNUN

CTpyKTypa opraHusauum n BakaHTHble JOIMKHOCTM (Npodeccun,
crneunanbHOCTK)

pr,EI,OBOe 3aKOHOOAaTESNIbCTBO U NHbIE aKTbl, codepXaLlune
HOPMbI TPyAOBOIO npaea

OCHOBbI apXMBHOIO 3aKOHOAATENLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuickon denepauun, B YacTn BeAeHUS
[OKYMEeHTaLuMuM Nno nepcoHany

3akoHopaTtenscTBo Poccuinckon ®egepaumm o nepcoHasrbHbIX
JAaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHM3aLumn, perynupyoLime
NopsA0K OLEHKN NepcoHana

[MopsgokK 3aknovyeHnsa 4oroBopoB (KOHTPAKTOB)

HopMbl 9T1KK AenoBoro o6LeHns

BasoBble OCHOBbI MIHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
MHAOPMALMOHHBIX CUCTEM U OCOBEHHOCTU paboTbl C HUMM

Apyrve
XapaKTepUCTHKU

3.3.2. Tpynoosas pyHKUMS

HaumeHo | OpraHusauma n npoBegeHue Kog | C/02.6 | YpoBeHb 6
BaHue aTTecTaumm nepcoHana (nogypoBeHb

)

KBanugukaw

num
Mpoucxoxpenne | OpurmHan X | 3aMmMCcTBOBaHO U3

TPpyooBOW

opurnHana
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byHKLMM | | |

Kon PernctpaumoHHsbl
opurnHan N HOMep
a npodeccmnoHarnbH

Ooro ctaHgapTa

TpynoBble genctensa | AHanu3 CTPYKTYypbl, MaHOB N BakKaHTHbLIX JOIMKHOCTEN
(npodreccun, cneumnanbHOCTEN) opraHn3aunmn, ocobeHHoCTEN
opraHu3aumm paboTbl Ha pasnM4HbIX y4acTkax Npon3BoACTBa U
KOHKPETHbIX paboymx mectax

PaspaboTka NpOeKTOB LOKYMEHTOB, Onpeaenstowmx nopsaok
aTTecTaumv nepcoHana, ¢ oLeHKon 3aTpaTt

ConpoBoxgeHune npouecca atrectaummn n paboTol
aTTecTaLlMOHHON KOMUCCUUN

[MogroToBka NpeasnioXeHnn no opM1MpoBaHno DrogkeTa Ha
OpraHu3aumio 1 NpoBedeHne aTTectaumm nepcoHana
MogroToBKka NpeanoXeHnn o COOTBETCTBUN paboTHMKA
OO0JDKHOCTY (npodbeccun, cneynansHOCTU) No pesyrbTaTtam
aTTecTauMm B COOTBETCTBUN C 3aKOHOL4ATENLCTBOM
Poccuinckon degepaumm

Heobxoanmble Onpepensatb NapameTpbl U KpUTEPUM aTTECTauum NnepcoHana
yMeHUS Onpepenatb 1 NPUMEHATL CPEACTBa MU METOAbI aTTecTauum
Bblgenatb rpynnsl NnepcoHana ansa NpoBeAeHns atTectauum
Ob6ecneymBaTtb AOKYMEHTALMOHHOE CONPOBOXAEHNE
aTTecTauum nepcoHana

CocTtaBnsaTb U KOHTPONMPOBaTb CTaTbM PAcXxogoB Ha
aTTecTauuto nepcoHana ans nnaHnpoBaHus OaXeToB
Monb3oBaTbCcs MHPOPMALNOHHLIMK pecypcamu n 6aszamu
AaHHbIX MO NPOBEAEHUIO aTTECTaLMN

Bectn yyeT 1 pernctpayunio JOKyMEHTOB B MHOOPMAaLMOHHbIX
cucTeMax M Ha MaTepuarnbHbIX HOCUTENSAX

OpraHusoBblBaTb XpaHEHNE LJOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMU TPYOOBOro, apXMBHOIO 3aKoHOAaTENbCTBA
Poccurickon degepaumm n nokanbHbIMU JOKYMEHTaMU
opraHusaumm

MponsBoauTb NpeaBapuTerbHble 3aKynoyHble Npoueaypbl 1
0POPMASATE CONYTCTBYIOLLYKO AOKYMEHTALMIO NO 3aKMHOYEHNIO

OOroBOpoOB

CobntogaTtb HOPMbI 3TUKK AeN0BOro obLeHns
Heobxoanmbie [MopsaaoK U TEXHONOrNA NPOBeAEHNs aTTecTalmm
3HaHUsA TexHonorum n Metoabl onpeaeneHnsa n oLEeHKN

npodeccuoHasibHbiX 3HaHUU, YMEHUN U KOMMETEHL N
Cuctembl, MeToabl U PopMbl MaTepUanbHOro u
HemarepuarnbHOro CTUMYJNIMpPOBaHWA Tpyaa nepcoHana
TexHonornm n MetTogbl OPMUPOBAHMS N KOHTPONs B04KeToB
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TexHonornm, MeToabl 1 METOAMKN NPOBEAEHUS aHaNn3a u
cucTemaTMsauumn JOKYMEHTOB M MHbopMaLmm

OcHoBbI I'IpOI/I3BO,EI,CTBeHHOI7I OEeATENbHOCTU OpraHn3aynmn

OcHoBbl 006LLIEN 1 COLMArIbHON NMCUXOSIOrMN, COLIMONOrn n
ncuxonornm Tpyga

Mopsgok NpoBedeHNs 3aKynoYHbIX npoueayp 1 0dopMnieHus
CONYTCTBYHOLLEN JOKYMEHTaLun

CTpyKTypa opraHusaumm n BakaHTHblE JOJDKHOCTU (npodheccun,
creunanbHOCTH)

TpynoBoe 3aKoHOAATENBCTBO M UHbIE aKTbl, coagepKallne
HOPMbI TPYAOBOro npasa

OcHOBbI apxXMBHOrro 3akoHo4aTeNbCTBa N HOPMATUBHbIE
npaBoBble akTbl Poccuickon denepaumm, B HacTn BeeHUs
AOKYMEHTaUMKN No nepcoHany

3akoHogaTtenscTeo Poccunckon degepaumm o nepcoHasbHbIX
AaHHbIX

JNokanbHble HOPMaTMBHbIE aKTbl OpraHU3aUun, perynupyroLume
NopsAO0K OLIEHKM NepcoHana

[MopsaoK 3akn4YeHnsa 4OroBOpoB (KOHTPAKTOB)

HopMbl 9TUKK genoBoro obuweHns

Ba3zoBble 0CHOBLI MIHGOPMATUKK, CTPYKTYPHOE NOCTPOEHNE
MHAOPMALMOHHbBIX CUCTEM U OCOBEHHOCTN PaboTbl C HUMM

Apyrve
XapaKTepUCTUKM

3.3.3. Tpynoasi yHKUMS

HanmeHo | AOMUHUCTpUpPOBaHWE NPOLIECCOB U Kog | C/03.6 | YpoBeHb 6
BaHWe AOKyMeHToOob6opoTa npu (noaypoBeHb)
NPOBEAEHNN OLEHKN N aTTecTaumm KBanudukaum
nepcoHana n
MpoucxoxaeHue | OpurnHan X | 3aMmMcTBOBaHO U3
TpyooBou opuruHana
YHKLMN
Koa PernctpaumoHHbl
opuruHan N HoOMep
a npodeccunoHarsbH
oro ctaHgapTa
TpynoBsble AHanua npoueccoB JOKYMEHTOO60pOTa, NIOKaNbHbIX AOKYMEHTOB
AencTeus MO OLIEHKe 1 aTTecTauum nepcoHana

OpraHI/I3aLI,I/IOHHOG conposoXxaeHne MepOI'IpI/IFITI/IVI Nno oueHkKke
nepcoHasna n ero atrecrauunm

Od)OpMJ'IeHVIe npouecca n pedyfibTaTtoB atTrectaunn nepcoHasna
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NHdopmumpoBaHMe nepcoHana o pesyrbTaTax OLEHKN U
atrectaumm

[MogroToBka NpeasioXKeHU no pasBUTUIO NepcoHana no
pesynbTaTamM OLEHKM

ConpoBoXxaeHve 4OroBOpPOB MO OKa3aHMK0 KOHCYNbTaLUNOHHbIX U
MHGOPMALIMOHHBIX YCIYr MO OLIEHKe M aTTecTauumn nepcoHana

Heobxoanmbie
yMEHUSA

OGecneynBaTb AOKYMEHTALMOHHOE COMPOBOXAEHNE OLIEHKMN U
aTTecTaumm nepcoHana

OdhopMnsiTb AOKYMEHTbI MO BONPOCaM OLeHKM M aTTecTauum
nepcoHana, npeaocTaBnsieMble B rocyjapCTBEHHbIE OpraHbl,
npodpeccnoHanbHble Co3bl U Apyrne npeacTaBUTeNbHbIe
opraHbl paboTHUKOB

AHanuanpoBaTtb npaBwua, Npoueaypbl U NOpsAKM NPoBeaeHS
OLIEHKW M1 aTTecTaumm nepcoHana

Bectn yyeT un permctpaumio JOKYMEHTOB B VIHCbOpMaLl,I/IOHHbIX
CucrtemMax n Ha MmatepunasibHbIX HOCUTENAX

OpraHun3oBblBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHUAMKU TPYAOBOro 3akoHoAaTenscTea Poccuimnckon
degepaunn n NokanbHbIMM akTamMu OpraHn3aumnm

BecTtu genosyo nepenncky

PaboTaTtb ¢ MH(pOpMaLUNOHHBIMK cUCTEMaMKU 1 BazamMn JaHHbIX
Mo BOMpocam NpoBeAEHUs1 OLLEHKN N aTTecTaumMm nepcoHana,
BEOEHMWIO yYeTa KaHAN4ATOB Ha BaKaHTHbIE LOMKHOCTU
(mnpodpeccuu, cneumanbHOCTH)

AHanuanpoBaTtb JOKYMEHTbI Y NEPEHOCUTbL MHCPOPMAaLMIO B
MHGOPMALIMOHHbIE CUCTEMbI 1 6a3bl AaHHbIX

CobniogaTtb HOPMbI 3TUKK AenoBOro obLeHns

Heobxoanmbie
3HaHUSA

Mopsiaok obopMIeHUs, BEAEHUS U XPaHEHUS OKYMEHTaLuMM,
CBSI3aHHOW C NPOBeAEeHNEM OLIEHKM M aTTecTauumn nepcoHana

Mopsiaok hopMrpoBaHust, BeaeHus 6aHka AaHHbIX O NepcoHane
opraHusaumm n NpegocTaBneHNst OTYETHOCTU

MopsiAok NpoBeAeHMS 3aKyNoYHbIX Npoueayp 1 0opMIeHNs
conyTCTBYOLWEN AOKYMEHTaLUN

Mopsiaok odbopMieHnsi AOKYMEHTOB, NPeAoCTaBMNsSEMbIX B
rocyqapCTBEHHbIe OpraHbl, NPOdeCccMoHarbHbIe COK3bl U
Apyrve npeactaBuTenbHble opraHbl paGoTHUKOB

OcHOBbI AOKYMEHTOO60pOTa U OKYMEHTALMOHHOIO
obecneyvyeHuns

CTpyKTypa opraHmsaumm n BakaHTHble SOMKHOCTU (Npodheccun,
cneunanbHOCTK)

TpyAaoBoe 3akoHO4ATENBCTBO U MHbIE aKTbl, coaepKalyme
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apXMBHOro 3aKoHOAATENIbLCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccuickon ®egepauunm, B HacTn BeAEHUS
AOKYMEHTaUMn No nepcoHany
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3akoHopgaTenbcTBO Poccurickon ®epepaumnm 0 nepcoHanbHbIX
AaHHbIX

TexHonornn, MeToabl U METOAMKM NPOBEAEHUS aHanu3a u
cucTemaTmnsaumm AOKYMEHTOB U MHdbopMaumnm

NokanbHble HOpMaTMBHbIE aKTbl OpraHM3auun, perynupytoLne
NOPSAOK OLIEHKM N aTTecTaumy nepcoHana

[MopsagoK 3aknYEHNA OroBOPOB (KOHTPAKTOB)

Hopmbl 3TKKM AenoBoro obLeHus

Ba3oBble OCHOBbI MIHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
MHAOPMAaLMOHHbBIX CUCTEM 1 OCOBEHHOCTN PaboTbl C HAMM

Opyrue
XapaKTeEPUCTUKHN

3.4. O6obLweHHasa Tpygosas PyHKUMS

HaumeHo | [leatenbHOCTb NO pasBUTULO Kog D YpoBeHb 6
BaHue nepcoHana KBanudukaum
n

MpoucxoxaeHne OpurnHan X | 3aMmcTBOBaHO U3
0600 eHHOoN opuruHana
TPy4oBOW
dYyHKLMN

Kon PerncrpaumoHHbIN

OPUIUH HOMep
ana npodgreccnoHasnbHor
O CTaHgapTa

BoaMoxHble Cneumanuct no pas3suTuo 1 0by4eHno nepcoHana
HanMeHOBaHUS CneumanucTt nNo pa3BUTUO Kapbepbl NepcoHana
AOJDKHOCTEN, Cneumanuct no nepcoHany
npodgreccunu MeHepxep no nepcoHany

TpeboBaHu4 K
obpasoBaHuio 1
o0y4eHunto

Bbicliee obpasoBaHue

HononHuTtensHoe npodeccnoHanbHoe obpasoBaHue -
nporpamMmbl NOBbILLIEHUST KBanudukauum; nporpaMmmb
npodeccnoHanbHOM NnepenoaroToBku B obnactu
OpraHn3aunoHHOro N NPoeCcCMOHaNbHOIro pasBUTUS NepcoHana

TpeboBaHus K
onbITy
NpaKkTU4eCcKom
paboThl

Ocobble ycnosus
gonycka K pabote

Opyrue
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| XapaKTepucT1km

|

[lononHuTenbHblE XapakTepUCTUKN

HanveHoBaHue Kon HanmeHoBaHne 6a3oBow rpynmnbl, 4OSMKHOCTH
OOKYyMeHTa (npocpeccun) nnu cneumanbHOCTH
OK3 2412 CneunanucTtbl No Kagpam u
npodopmeHTaumm
3423 CneumanucTtbl KagpoBbIX Cryx06 n
yypexgeHnn 3aHATOCTH
EKC - MeHemkep no nepcoHany
oKngrTpP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.4.1. TpynoBasa pyHKUMSA

HanmeHo | OpraHusaumsa n nposeneHune Kog | D/01.6 | YpoBeHb 6
BaHue MEepOonNpUATUIA NO Pa3BUTUIO U (nogypoBeHb
NOCTPOEHNIO NMPOdPeCCNOHANBbHON )
Kapbepbl nepcoHana KBanudukaw,
nm
MpowncxoxaeHune OpurmHan X | 3aMmMcTBOBaHO 13

TPyOoBOW PYHKLUMN

opurinHana

Kon PernctpaumoHH

OPUrNH bl HOMEP
ana npodeccuoHarnb
HOro ctaHgapTa

TpynoBble oencTBUA

AHanus CTPYKTYpPbI, NJ1aHOB A BakaHCUN opraHn3auunm

AHann3 ocobeHHocTen paboTbl Ha PasnMYHbIX y4acTKax
NMPOM3BOACTBA N KOHKPETHbIX paboynx mectax

MogroToBka NPOEKTOB AOKYMEHTOB, Onpeaensowmnx nopagok
pa3BUTUA NepcoHarna n NoOCTPoeHns NPodeCccMoHanbHON
Kapbepbl C OLIEHKOW 3aTpaTr

PaspaboTka nnaHoB npogeccnoHanbHoOm Kapbepbl pabOTHUKOB

dopmMmunpoBaHue KagpoBOro pesepsa

OpraHusaums MeponpuaTUn No PasBUTUIO U MOCTPOEHNIO
npodeccrmoHanbHoM Kapbepbl NepcoHana

MoaroToBka NpeanoXeHUn no opMmpoBaHuIo BrogkeTa Ha
opraHuMsauuio n nposeneHne MeponpuaTUA No pasBUTUIO U
MOCTPOEHUIO NPOdIECCUOHANBLHOW Kapbepbl NepcoHana

AHanus adppeKTUBHOCTU MEPONPUATUIN NO Pa3BUTUIO
nepcoHana, NnoAroToeka NpPeanoXeHnn No pasBUTUIO

Heobxoanmbie

AHanmsunpoBatb YPOBEHb obuiero pa3BUTnA N
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yMeHMs

npodeccnoHanbHoOM KBanndukaunm nepcoHana

OnpenensaTtb KPaTKOCPOUYHbIE U AONTOCPOYHbIE NOTPEOHOCTM
pa3BUTUA NepcoHarna n NOCTPOeHUs ero NpodeccruoHannbHoOn
Kapbepbl

OnpepnensaTtb kKpuTepun opMUPOBaHUS KaapoBOro pesepsa
opraHusauumu

CocTaBnaTh UHANBUAYamNbHbIE MMaHbl KAPLEPHOro Pa3BUTUS
nepcoHana

MpUMeHATb TEXHONMOMMKM 1 METOAbl Ppa3BUTUSA NepcoHana u
NOCTPOEHUA NPOdECCUOHANLHON Kapbepbl

CocTtaBnaTb NpeanoXXeHUs N KOHTPONIMpOBaThb CTaTby
pacxofoB Ha NporpaMmbl U MEPOMPUATUSA NO Pa3BUTUIO
nepcoHana u NOCTPoeHMo NPodeCccnoHanbHON Kapbepbl A5
nnaHMpoBaHNA BIOOXKETOB

Onpenensatb ahHeKTUBHOCTbL MEPOMNPUATUIN NO PasBUTUIO
nepcoHana n NOCTPOEeHN0 NPOdPeCCnNoHanNbHON Kapbepbl

PaboTaTb ¢ MHpOPMaLMOHHLIMK cucTEMamMmn 1 6azamm gaHHbIX
Mo nepcoHany

Cobntogatb HOPMbl 3TUKN OENOBOro O6LLEHUS

Heobxoanmbie
3HaHuA

CucTtema, cnocobbl, MeToabl, UHCTPYMEHTbI NOCTPOEHUS
npodeccroHanbHOWM Kapbepbl

MeToabl onpegeneHnsi U OLEeHKU NINYHOCTHBIX U
npodeccnoHarsnbHbIX KOMNETEHUUN

CucTteMbl, MeToabl U opMbl MaTepUanbHOro u
HeMaTepuanbHOro CTUMYNMPOBaHMS Tpyada nepcoHana

TexHonornn, MmetToabl opMMPOBaHUS 1 KOHTPONS BoaXeToB

TexHonornn, MeToabl U METOAMKN NPOBEAEHUS aHanu3a u
cucTemMaTM3aummn JOKYMEHTOB M MHpopMaLmm

OcHOBbI NpodeccroHanbHOM oprueHTaLum

OCHOBbI OKYMEHTOOO60pOTa M AOKYMEHTALMOHHOIO
obecneyeHuns

OcHoBBbI I'IpOVI3BO,EI,CTBeHHOIZ OeAaATes1IbHOCTU OopraHmn3auunmn

OcHoBbI 06LLEN N coLmanbHOM NMCMXOMNOrMn, COLMONOrun mn
ncuxonornm Tpyaa

CTpyKTypa opraHmsaumm n BakaHTHble SOSMKHOCTU (Npodheccun,
cneunanbHOCTK)

TpyAoBoe 3aKOHOAATENBCTBO U MHbIE aKTbl, coaepKaLyme
HOPMbI TPYAOBOrO Nnpasa

3akoHogaTtenscTBo Poccunckon depepaumm 0 nepcoHasbHbIX
AaHHbIX

INokanbHble HOpMaTUBHbIE aKTbl OpraHn3aLmun, perynupyoLime
NopAAOK Pa3BUTUS U MOCTPOEHUS NPOdeCcCMoHarnbHON Kapbepsbl
nepcoHana

[Mopsagok 3akn4YeHns JOroBOpoB (KOHTPAKTOB)

Hopmbl 3TVKK AENOBOro 0bLWeHns
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Ba3oBble OCHOBbI MIHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
NHPOPMALMOHHBLIX CUCTEM U OCOBEHHOCTU paboTbl C HAMM

Opyrue

XapakTepUCTUKN

3.4.2. Tpynosasi yHKUMS

HavmeHo | OpraHmnsauns obyyeHus Kog | D/02.6 | YpoBeHb(noayp 6

BaHWe rnepcoHana OBEHb)
KkBanudounkauunm

MpoucxoxaeHne OpurmHan X | 3anmcTBoBaHoO 13

TPy4oBOW opuruHana

QYyHKLMN

Kog PernctpaumoHHbIn
OPUIUH HOoMeEp
ana npodgeccuoHasibHo
ro craHgapra

TpynoBble oencTBuA

AHanus pblHka obpasoBaTenbHbIX YCNyr n NOTpebHOoCTEN
opraHu3aumm B 00y4yeHum nepcoHana

PaspaboTka nnaHoB, METOANYECKMX MaTeEPUAnNoB, y4ebHbIX
NaHoOB U NpOrpamMm, NPOEKTOB FIOKasbHbIX aKTOB MO 00yYEeHUIo
M pa3BUTUIO NepcoHana, BKNYas OUeHKy 3aTpat

OpraHusauns MeponpuaTuii No oby4yeHno nepcoHana

MogroToBka NpeanoXxeHnn no dopmMmpoBaHnio BrogxeTa Ha
opraHusaumio obydeHusa nepcoHana

AHanms aeKTUBHOCTM MePONPUATUIA NO OOYHEHNIO
nepcoHana

Heobxoanmbie

YMEHWS

AHaJ'II/|3I/IDOBaTb n ornpenenatb I'IOTpe6HOCTI/I B O6y‘-IeHI/II/| rpynn
nepcoHalsia B COOTBETCTBUUN C LleJTAMU OpraHn3auunn

PaspabaTtbiBaTb NnaHbl NOArOTOBKM, NEPENOATOTOBKM U
NOBbILIEHMS KBanndmkaumm kagpos, y4eOHble nnaHbl 1
nporpaMmbi

AHanuanpoBaTb pbIHOK 06pa3oBaTebHbIX YCNYr U FOTOBUTb
npeanoXeHnst No NocTaBLUMKaM ycnyr

OpraHu13oBbIBaTb 00yYatoLe MeponpusaTms

CocTaBnsATb 1 KOHTPONMPOBATb CTaTbM PacxofoB Ha oby4deHue
nepcoHana ansi nnaHMpoBaHusl BrooKeToB

PaspabaTtbiBaTb 1 KOMMIEKToBaTb y4ebHO-MeToaNYeCKNe
LOKYMEHTb!

[Mpon3BoaMTb OLIEHKY 3PEKTUBHOCTN OBYYEHNSA NepcoHana

Mpon3BoanTb NpeaBapuUTenbHbIE 3aKyrnoYHble npoueaypbl 1
odhopmMIieHne conyTCTBYHOLLEN JOKYMEHTALUN MO 3aKMHYEHUI0
[10rOBOpPOB




PaboTtaTb ¢ MHpOPMALMOHHBIMK cUCTEMaMM U BGasammn LaHHbIX
no nepcoHany

PaspabaTtbiBaTtb 1 0popMnNATb AOKYMEHTbI MO Npoueccam
opraHmsaumm oby4yeHna nepcoHana n nx pesynbraram

Cobntogatb HOpMbI 3TUKM AENOBOro 06LEeHUs

Heobxoanmbie
3HaHUS

MeToabl, UHCTPYMEHTbI UCCeaoBaHMsA NOTPeOHOCTM B
oby4eHunn nepcoHana

MeTogonorus obyvyeHus

TexHonormm, meToabl U METOAUKN NPOBEAEHUS aHanu3a u
cucTeMaTmsaumm JOKYMEHTOB U nHdopmMaumm

Mopsgok pa3paboTku NnaHOB NOArOTOBKM, MEPENOAroTOBKM U
NOBbILIEHNS KBanuukaumm kagpos, y4ebHbIX NnaHoB K
nporpamm

Cucrtembl, MmeToabl U Ct)OprI MaTtepunaribHoOro n
HeMaTepualrnibHOro CTuMyJinpoBaHuAa Tpyga nepcoHalna

TexHonornm n metogbl GOPMUPOBAHNS U KOHTPONS OLO4KETOB

nOpﬂ,D,OK BeJeHNA ydyeTa n OTHETHOCTU NO NoAroToBke U
NnoBbILLEHUIO KBaJ'II/IC*)I/IKaLl,I/II/I nepcoHalsia

OcHoBbI JOKYMEHTOOOOPOTA U AOKYMEHTALMOHHOTO
obecneyeHus

OcHOBbI TEXHOMOMMN NPOU3BOACTBA U AeATENbHOCTH
opraHusaummu

OcHoBbI 00LLEeN 1 couuranbHOM MCUXOMNMOrMn, COLMONOrMn u
ncuxonornun Tpyaa

MNMopsiAok NpoBeAeHMs 3aKynoYHbIX npoueayp U ohopMIeHNs
CONyTCTBYOLEN AOKYMEHTaLUN

CTpyKkTypa opraHusauum

TpynooBoe 3aKoHOOATENBCTBO U UHbIE aKTbl, coaepKallne
HOpPMbI TPYAOBOrO Npasa

OcHOBbI apxXMBHOrro 3akoHoAaTeNbCTBa N HOPMATUBHbIE
npaBoBble akTbl Poccuinckon denepaumm, B HacTn BeeHUs
OOKYMEHTaLMn No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckomn
depepaummn

OcHoBbl 3akoHogaTtenscTBa 06 obpasoBaHum Poccuimnckom
depepaumn

3akoHogaTenscTBo Poccurckon ®egepaumnm 0 nepcoHanbHbIX
JAaHHbIX

JlokanbHble HOpMaTUBHLIE aKTbl OpraHU3aLumm, perynupytowime
oby4yeHune nepcoHana

[MopsaokK 3aknvyeHnsa 4oroBopoB (KOHTPAKTOB)

HopMbl 9T1KK AenoBoro o6LeHns

basoBble OCHOBbI MHPOPMATUKN, CTPYKTYPHOE NOCTPOEHME
MHOPMALMOHHBIX CUCTEM U OCOBEHHOCTN paboTbl C HUMM

Opyrve
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| XapaKTepucT1km

3.4.3. Tpynosasi yHKUMS

HanmeHo | OpraHusaumsa agantaumm u Kog | D/03.6 | YpoBeHb 6
BaHWe CTaXXMPOBKM rnepcoHana (noaypoBeHb
)
KBanudgwukaw,
nmn
MpoucxoxaeHve OpuvrnHan X | 3aMmcTBOBaHO U3
TpyooBou opurnHana
YHKLMN
Kon PerncrpaynoHH
opurmHana bIl HOMEpP
npodeccuoHarn
bHOIO
cTaHgapTa
TpynoBsble AHanus ycnewHbIX KOpnopaTuBHbLIX NPaKTUK MO opraHn3aumm
AencTeng agantauum N CTaXXMpoBKe nepcoHarna
PaspaboTka nnaHoB agantauum, CTaXKMPOBKKU nepcoHarna c
OLIeHKOM 3aTpar
OpraHusaums MeponpuaTnin No agantaumm, CTaknposke
nepcoHana
MogroToBka NpeanoXeHun No coBepLUEHCTBOBAHUIO CUCTEMDI
agantauuu, CTaXMpPOBKMN NepcoHana
MogroToBka NpeasioXXeHu no hopmMmpoBaHnio BrogxeTa Ha
opraHvMsauuio aganTtaunm U CTaXXMPOBKM NepcoHana
AHanun3 appeKTUBHOCTM MepPONpPUATUA MO aganTtaunm u
CTaXXMPOBKE nepcoHana
Heobxogumeble OnpegenaTtb rpynnbl NnepcoHana ans CTaxXupoBK/ N agantauuu
yMeHUs Onpepgenatb pabovne mecta Ansi NnpoBeaeHUs1 CTaXXUPOBKU U

agantaunn nepcoHarna

CornacoBblBaTb mMeponpuaTna agantaumn 1 CTaxXnpoBkn C
BO3MOXHOCTAMU NPON3BOACTBA

ﬂpomsaop,mb aHalin3 1N OUEHKY pe3yrnbTaToB adantaunn 1
CTaXMPOBOK NnepcoHasa

CocTtaBnaTtb npeanoxeHna N KOHTpOJiMpoBaTb CTaTb pacxooB
Ha nporpamMmmbl 1 MepPOnpuATnA nNno agantaunn n CtTaxXMpoBke
nepcoHana gnd niaHnpoBaHUA 6lO,EI,)KeTOB

Mpon3BoanTb OLEHKY aPPEKTUBHOCTN MEPOMNPUATUI MO
agjanTtauum N CTaXXMpoBKe nepcoHana

BHeapsTb cucTeMbl BOBMEYEHUS pabOTHMKOB B KOPNopaTUBHYIO
KynbTypy




Mcnonb3oBaTb MHpOPMALMOHHBLIE CUCTEMBI M 6a3bl AaHHbIX MO
nepcoHany

Cobntogatb HOPMbI 3TUKN OENOBOro 06LEeHns

Heobxoanmbie
3HaHuA

MeToabl aganTauum U CTaKUPOBOK

TexHonornn, MeToabl U METOAMKM NPOBEAEHUS aHanu3a u
cucTemMaTmsaumm AOKYMEHTOB M MHdopmMaumm

Mopsaok pa3paboTku NNaHoB aganTauum NnepcoHana Ha HoBbIX
pabo4ynx MmecTax, NoAroTOBKW, NEPENOArOTOBKM M NOBbILLEHNS
KBanudukaumMm nepcoHana u opraHnsaumm cTaknpoBoK

Mopsaok cocTaBneHns CMeT 3aTpaT Ha aganTaumio 1
CTaXXMPOBKY NepcoHana

Mopsnok BeAeHUs ydeta 1 OTYETHOCTU MO aganTaumm u
CTa)XXMPOBKE NepcoHana

Cuctembl, MmeToabl U (*)OprI MaTepuarnbHOro n
HemMaTepualribHOro CTuMyJinpoBaHuAa Tpyga nepcoHala

TexHonornn n metogbl GOPMUPOBAHNSI U KOHTPONS BLOAKETOB

OCHOBbI TEXHOMOrMM NPOU3BOACTBA M AEeATENBHOCTU
opraHu3aLmm

OcHoBbI 06LLIEN U COLMAribHOM NMCUXOSOrMn, COLIMOIIOrUn 1
ncuxonornm Tpyaa

CTpyKTypa opraHm3aumm 1 BakaHTHble JOMMKHOCTU (Mpodheccum,
cneunanbHOCTK)

TpyaoBoe 3akoHOAATENBCTBO U MHbIE aKTbl, coaepKallme
HOPMbI TPYAOBOrO Npasa

OcHoBBbI HanoroeBoro 3akoHogaTtenscTea Poccurckon
depepaummn

3akoHogaTtenscTBo Poccunckon ®epepanmm 0 nepcoHasibHbIX
OaHHbIX

JlokanbHble HOPMaTUBHbIE aKTbl OpraHun3auun, perynmpyrwimne
aganTaunio N CTaXKMpPOBKY NnepcoHasa

OcHOBbI JOKYMEHTOOBOpOTa N JOKYMEHTALMOHHOIO
obecneyeHus

[MopsagokK 3aKnYEHN OroBOPOB (KOHTPAKTOB)

HopMbl 3TUKM 4eNoBOro obLeHns

ba3soBble OCHOBBI I/IHd)OpMaTI/IKI/I, CTPYKTYpPHOE MNMoCTpoeHune
I/IHCbOpMaLl,I/IOHHbIX cucTem n ocobeHHoCTn pa6OTbI C HAMU

Opyrue
XapaKTeEPUCTUKU

3.4.4. Tpynosasi yHKUMS

HaumeHo | AOMUHUCTpUpOBaAHUE NPoLLECCOB Kog | D/04.6 | YpoBeHb 6
BaHue N [okyMmeHToobopoTa no (nopypoBeHb
pasBuUTUIO 1 NpodeccuoHarbHOM )
Kapbepe, 00y4yeHu1Io, agantauuu u KBanudukaw
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| cTaxmpoBke nepcoHana | [ wm ]

MpoucxoxaeHne OpuruHan X 3anmcTBOBaHO U3
TPy4oBOU (PYHKLNK opurnHana
Kon PernctpaumnoH
opuUrnHa HbIA HOMEP
na npodeccunoHa
NbHOro
cTaHgapTa
TpynoBble AHanuna npoueccos, NpaBusl N NOPSAKOB OpraHM3aumn npu
AencTBus NpoBeAeHNN MEPONPUATUIA NO PasBUTUIO U NPOdeCcCnoHanbHON

Kapbepe, 00y4yeHu o, agantauumn 1 CTaXnpoBKe nepcoHana
[lokyMeHTaunoHHOe oopMIieHne pesynbTaToB MEPONPUATUN
Mo pas3BUTUIO N NPOdreCCMOHaNbLHON Kapbepe, 0byyYeHuto,
agjanTtaumm N CTaXXMpoBKe nepcoHana

lMoaroToBka MHAMBUAYANbHbIX NPEANOXEeHNUN Ha OCHOBE
pe3ynbTaToB NpoBeLeHNA MEPONPUATUIM MO Pa3BUTUIO U
npodeccuoHanbHoOn Kapbepe, 0byyeHuto, agantauum m
CTaXMpoOBKe nepcoHana

MogroToBka NpeasioXXeHU No CoBepLIEHCTBOBAHNIO CUCTEM
o0y4eHuns, agantaumm n CTaXXMpOBKKU, PasBUTUA U NOCTPOEHUS
npodeccnoHanbHOM Kapbepbl NepcoHana

ConpoBoxaeHne A0roBopoB MO OKa3aHWIO KOHCYNbTaUNOHHbIX,
NHOPMALMOHHBIX YCryr, HeOO6XOANUMBIX ANA NPoBeLeHNS
oby4yeHus, agantaumm n CTaXXMpPOBOK, Pa3BUTUSA N MOCTPOEHUS
npodgreccnoHarnbHOM Kapbepbl NepcoHana, BKkyas
npegBapuTenbHble Npoueaypbl N0 UX 3aKNKYEHUHO
BbinonHeHne TpeboBaHUM No XxpaHeHMo NHGOpMaLmn O
pesynbTaTax 0by4eHuns, agantauum n CTaXXUpoBKX, PasBUTUS U
NOCTPOEHNSA NPOdIECCMOHANbLHOW Kapbepbl NepcoHana

Heobxogumeble OdopmMnATb AOKYMEHTLI NO BONpocamM NpoBeaeHnsa oby4veHuns,
yMEHUS agantauum N CTaXXMpOBKKU, PasBUTUSA N NOCTPOEHUS
npodeccnoHanbHOM Kapbepbl NepcoHana, NpeaocTaBnsieMble B
rocygapCTBEHHbIe opraHbl, NpodeccuoHarnbHble CO3bl U
apyrue npeacraBuTenbHble OpraHbl paboTHMKOB
Ob6ecneymBaTb AOKYMEHTALMOHHOE COMPOBOXAEHNE 0DYyYeHUs,
aganTauum 1 CTakMpoBOK, PasBUTUS U NMOCTPOEHUS
npodeccnoHanbHOM Kapbepbl NepcoHana

AHanuaunpoBaTtb npasuna, npoueaypbl U NOpPSLKN NPOBEAEHUS
oby4yeHuns, agantaumm n CTaXXMPOBKKN, Pa3BUTUSA N MOCTPOEHUS
npodeccnoHanbHOM Kapbepbl NepcoHana

OpraHun3oBblBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHuAMK 3akoHoaaTenscTBa Poccunckon deagepaunm m
noKanbHbIMW akTamMu OpraHn3aumm

AHanmanpoBaTb JOKYMEHTbI 1 NIEPEHOCUTb MHPOPMALMIO B
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NHOPMAaLIMOHHbIE CUCTEMbI U 6a3bl AaHHbIX

Bectu yyeT u perncrpaumio JOKYMEHTOB B MUHDOPMaLMOHHbIX
cucTeMax M Ha MatepuanbHbIX HOCUTENSAX

PaboTaTb C MIHPOPMALMOHHBIMM CUCTEMaMU U Ba3zaMn JaHHbIX
no Bonpocam oby4yeHus, agantaunm n CTaXXMPOBKU, Pa3BUTUA U
NOCTPOEHNA NPOodPECCMOHaNbLHOW Kapbepbl NepcoHana, BegeHns
yyeTa KaHOMAAaTOB Ha BakaHTHble JOMMKHOCTUM (Mpodheccuu,
cneumanbHOCTN)

BecTtu genosyo nepenncky

CobniogaTb HOPMbI 3TUKK AEN0oBOro obLeHns

Heobxoanmbie
3HaHUA

Mopsagok oopMneHuns, Be4eHNA N XpaHeHUs JOKYyMeHTauumu,
CBSI3aHHOW C CUCTEMOW 0By4YeHns, agantauum n CTaxXnpoBKK,
pasBUTUA U MNOCTPOEHUS NPoddecCnoHarbHOM Kapbepbl
nepcoHana

Mopsaok dhopMmpoBaHus, BegeHus 6aHka AaHHbIX O NepcoHane
opraHu3aumm 1 npeagocTaBneHns 0TYETHOCTU

HopmaTnBHble NpaBoBbIE aKTbl, PEryNupyoLLMe npaea u
00513aHHOCTM rocyAapCTBEHHbLIX OPraHOB M OpraHM3auun no
NpegoCTaBMNEHNI0 YYETHOW AOKYMEHTaunm

Mopsiaok ocbopMneHns AOKYMEHTOB, NPeAOCTaBNsSEMbIX B
rocyaapCTBEHHbIE OpraHbl M UHbIe OpraHn3aunm

OcCHOBbI JOKYMEHTOOBOPOTa N LOKYMEHTALMOHHOIO
obecneyeHus

MopsiAoK NpoBeAeHMs 3aKyNOYHbIX Npoueayp U ohopmMIeHNs
ConyTCTBYKOLWEN AOKYMEHTaUNN

CTpyKkTypa opraHusaumm n BakaHTHbIE AOJMKHOCTM (Npodheccun,
cneunanbHOCTH)

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, coaepkallme
HOPMbI TPYAOBOrO npasa

OCHOBbI apX1BHOro 3aKoHOAAaTESNbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccurckon ®epgepauunm, B HacTn Be4EHUS
AOKYMEHTaUMn No nepcoHany

OcHoBbI HanNoroBoro 3akoHogaTtenbcTea Poccumnckom
depepaummn

3akoHopaTenscTBo Poccurckon ®egepaumnm o nepcoHanbHbIX
JaHHbIX

TexHonormmn, MeToabl U METOAMKN NPOBEAEHUS aHanu3a u
cucTemaTn3aumm JOKYMEHTOB M MHpopMaLmm

NokanbHble HOpPMaTMBHbIE aKTbl OpraHU3aUun, perynupytoLlmne
NopsAAOoK pasBUTUSA N NOCTPOEHUS NpodecCnoHanbHoON Kapbepsl,
obyYeHus, aganTauumn U CTaXXMPOBKM NepcoHana

[MopsagokK 3aKNYEHN JOroBOPOB (KOHTPAKTOB)

HopMbl 9TUKK AenoBoro obuieHus

basoBble OCHOBbI MHPOPMATUKN, CTPYKTYPHOE MNOCTPOEHME
NHPOPMALMOHHbBIX CUCTEM M OCOBEHHOCTM paboThbl C HUMM
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Opyrve
XapakKTePUCTUKM

3.5. O606LweHHasn TpygoBas yHKUMS

HaumeHo | [leaTenbHOCTb NO OpraHM3auum Kon E | YpoBeHb 6
BaHue Tpyda v onsiatbl nepcoHana KBanudukaumm
MpoucxoxaeHve OpurnHan X 3anMCcTBOBaHO 13
06006LeHHOM opuruHana
TPYyLooOBOM (PyHKLUMN
Kon PernctpaumnoH
opuruHa HbIN HOMEp
na npodgeccnoHa
NBHOIO
cTaHgapTa

BoamoxHble
HaMMeHOoBaHUA
JOJKHOCTEWN,
npodgreccunim

Cneuumanuct No HOPMMPOBaHUIO K onrate Tpyaa
CneumanucTt No opraHM3auumn u onnate Tpyaa
CneumanucTt no KoOMNeHcaumnsiMm 1 nbrotam
Cneumanuct no nepcoHany

MeHexep no nepcoHany

TpeboBaHu4 K
obpasoBaHuIo K
00y4eHunto

Boeicwee obpasoBaHue

[ononHuTenbHoe npodeccnoHanbHoe obpasoBaHue -
nporpaMmmbl NPodeccnoHarnbHOM NepPenoaroToBKM B 06r1actu
9KOHOMWKM, HOPMUPOBaHUSA U onnaTbl TpyAa, NporpamMmmbl
NOBbILLIEHNA KBanudukaumm

TpeboBaHu4 K
onbITY
NpakTNU4ecKomn
paboThbl

Ocobble ycnosus
gonycka K pabote

Apyrve
XapaKTepUCTUKU

[lononHuTenbHble XapaKTepUuCTunKun

HanveHoBaHue Kop HanmeHoBaHne 6a30Bow rpynmnbl, 4OSMKHOCTH
AOKYMeHTa (mnpodheccun) nnm cneumnanbHOCTH
OK3 2412 CneunanucTtbl No Kagpam 1
npodopueHTaumm
3423 CneumanucTtbl KaapoBbIX CIYX0 n
YYPEXOEHNN 3aHATOCTU
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EKC

- H)XeHep no HOpMUPOBaHUIO Tpyaa
- TexHuK no Tpyay

- OKOHOMUCT Mo Tpyay

MeHexep no nepcoHany

OoKnAaTpP

27755 OKOHOMMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.5.1. Tpynosasi pyHKUMS

HanmeHo | OpraHusaumsa Tpyaa nepcoHana Kog E/02.6 | YpoBeHb 6
BaHWe (nooypoBeHb)

KBanmgukaumnm
MpoucxoxaeHne OpuruHan X 3anmcTBOBaHO U3

TPy4oBOW (OYyHKLNN

opvrMHana

Kon PerncrpauynoHHsbI
OpUruH N HOMep
ana npodeccunoHarsb
HOro ctaHgapTa

Tpynosble
JencTBus

AHann3 ycneLuHbIX KOpropaTUBHBIX MPaKTUK N0 opraH13aumm
HOPMWPOBaHUS Tpyaa ANs PasfYHbIX KaTeropuin nepcoHarna,
0coBEeHHOCTEN NPOU3BOACTBA U AEATENBHOCTU OpraHn3aLmm

Pa3spaboTka cucteMbl opraHvsaumm Tpyaa nepcoHana u
nopsiaka HOPMUPOBaHNS TpyAa Ha pabounx MecTax C OLLEHKOM
3aTpaT Ha nepcoHan

BHeapeHue cucTeMbl opraHusaumm Tpyaa nepcoHana u
KOHTPONS Ha4 HOPMMPOBAHUEM C onpeaerieHnem
TPYOOEMKOCTM, HOPMATUBHOW YNCNIEHHOCTM, rPadduKoOB paboT u
yCnoBui onnaTbl TpyAa nepcoHana

BbisiBNeHne pe3epBOB NOBbILIEHMSI MPOU3BOAMTENBHOCTU Tpyaa
N Ka4yecTBa HOPMUPOBAHWNS TPyAa, NOArOTOBKA NPeaIoXKeHWUA Mo
N3MEHEHNsIM YCNOBMI U onnaThl TPyAa nepcoHana

lMoaroToBka NpeanoXeHUn no opMmpoBaHuIo BrogkeTa Ha
opraHusauuio Tpyga nepcoHana

OnpeaeneHne addeKTUBHOCTU paboTbl CUCTEMbI OpraHmn3aumm
Tpyaa N HOPMUPOBaAHUS TpyAa Ha paboymx Mectax

Heobxoanmbie
YMEHUS

BHeapaTb MeToabl paumoHanibHOM OpraHu3aumm Tpyaa

Pa3pa6aTblBaTb nraHbl OpraHnN3aumMOHHbIX N TEXHUYECKUX
MepOI'IpVIFlTVIVI NoO NOBbILLEHNIO MPON3BOOUNTESIbBHOCTU Tpyada

AHanuanpoBaTb COCTOSIHUE HOPMUPOBaHUSA TpyAa, Ka4ecTBO
HOpM, NnokasaTtenen no Tpyay

AHanuaunposaTb 3aPEKTUBHOCTb paboTbl CUCTEMBI
opraHusauum Tpyda nepcoHara v HopMMpoBaHUSA Tpyaa Ha
paboynx mecrtax
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CocTaBnsTb 1 KOHTPONMPOBaTb CTaTbM PAcXo4oB Ha onnaty
Tpyaa nepcoHana ans nnaHnpoBaHusi 6roKeToB

PaboTtaTb ¢ MHPOPMALMOHHLIMU cUCTEMaMUK M BasamMu AaHHbIX
Mo HOPMMPOBAHMIO U onnaTe Tpyda nepcoHana

PaspabaTtbiBaTb 1 0QOPMISATb AOKYMEHTbI MO HanpaBrieHuto
AeaTenbHOCTH

CobniogaTb HOPMbI 3TUKK AENoBOro obLeHns

Heobxoanmbie
3HaHUSA

MeToabl y4eTa 1 aHanua3a nokasartesnen no Tpyay v onnare
TpyAa

MeToabl onpeaeneHusi, OLEHKN U CpaBHEHUS
NPON3BOACTBEHHON MHTEHCUBHOCTUN 1 HANPsHPKEHHOCTU Tpyaa

MeToabl HOPMUPOBaAHUS Tpyaa

MexoTpacneBble 1 OTpacneBble HOPMaTMBbI TPYAOBbLIX 3aTpaT

CoBpeMeHHble (POPMbl, CUCTEMbI ONNaThl U y4eTa
NPON3BOAUTENBHOCTM TPyAa NepcoHana

CucTteMmbl, MeToabl U hopMbl MaTepuanbHoOro u
HeMaTepuanbHOro CTUMyNMpPOBaHMSA Tpyada nepcoHana

TexHonormm n metogbl GOPMUPOBAHNS U KOHTPONS BLOAKETOB

TexHonorum, MetToabl U METOANKMN npoBegeHnd aHanmaa u
cucremMmatn3aumn JOKYMEHTOB U I/IHd)OpMaLI,I/II/I

OcCHOBbI JOKYMEHTOOBOPOTA N LOKYMEHTALMOHHOIO
obecneyeHus

Mopsiaok Tapudukaumm paboT n pabounx, ycTaHOBNEHUS
AOMKHOCTHbIX OKIagoB., gonnat, HagbaBok U KO3MULMEHTOB K
3apaboTHoW nnaTe, pacyeTa CTUMYNMPYOLWMX BbinnaTt

TapudHo-kBannMukauMOHHbIE CNPaBOYHUKM PaboT n
npogeccuit pabounx n KBanNnUPUKaLMOHHbIE XapaKTEPUCTUKN
OOIMKHOCTEN CRy>KaLLnx

OCHOBbI TEXHOMOrMM NPOU3BOACTBA M AEeATENBHOCTU
opraHu3aLmm

CTpyKkTypa opraHusaumm n BakaHTHblE OOMKHOCTK (Npodheccun,
cneunanbHOCTH)

Ka,D,pOBaFI NOJINTUKA N CTpaTerna opraHn3aumnm

OKOHOMUKa Tpyaa

OcHoBbI 06LLEN N coLmanbHOM NCUXONOrMn, CoOLUONOrun n
ncuxonornnm Tpyaa

TpyAoBoe 3aKkoHOA4ATENBCTBO U MHbIE aKTbl, coaepKalyme
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apXMBHOro 3aKoHOAATENbLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccurckon ®egepauunm, B HacTn Be4EHUS
AOKYMEHTauMn nNo nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckom
depepaumm

3akoHogaTenbcTBO Poccurickon ®egepaumnm o nepcoHanbHbIX
JAaHHbIX
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NokanbHble HOpMaTUBHbIE aKTbl OpraHM3aLUuKn, perynmpyoLuime
NopsiAOK OpraHn3aumm Tpyaa U HOpMMPOBaHUS NepcoHana

[MopsiAoK 3aKnoyYeHns 4oroBopos (KOHTPaKTOB)

Hopmbl 3TMKK fenoBoro obLeHns

bas3oBble OCHOBbLI MHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
MHAOPMAaLMOHHbBIX CUCTEM 1 OCOBEHHOCTN PaboTbl C HAMM

Opyrve
XapaKTepPUCTUKN

3.5.2. TpynoBasa pyHKUMSA

HanmeHo | OpraHusauus onnatbl Tpyada Koa E/01.6 | YpoBeHb(nogyp 6
BaHue nepcoHana OBEHb)

KBanudgukaumm
MpoucxoxaeHue OpurnHan X | 3aMMCTBOBaHO 13

TPYyOoBOW OyHKLMM

opurnHalsia

Kog PernctpaumoHHbl
OPUINH N HOMmep
ana npodeccuoHarsbH
oro ctaHgapTa

TpynoBble oencTBuA

AHanu3 ycnewHbIX KOpnopaTUBHbLIX MPaKTUK MO OpraHn3aumm
CUCTEeMbI onnaTbl Tpy4a NepcoHana

Pa3paboTka cucTembl onnaTthl Tpyaa nepcoHana

dopmmpoBaHme nnaHoBoro 6roaxketa poHaga onnaTbl TPyAa,
CTUMYNUPYIOLMX N KOMNEHCAUNOHHbIX BblnnaT

BHegpeHve cucTteMbl onnaThl TpyAa NnepcoHana

MogrotoBka npe,u,no>|<eHV||7| no coeepLieHCTBOBAHNO CUCTEMbI
onnarbl Tpyda nepcoHana

Heobxoanmbie
yMeHUs

CocTaBnsATb 1 KOHTPONMPOBATbL CTaTbM PACXOA4OB Ha onnarty
Tpyga nepcoHana ans niaHnpoBaHus 610aKeToB 1 OHO0B

MpYMEHSATb TEXHONOMMN MaTepuanbHONn MOTUBaLUA B
ynpaBneHMn nepcoHanom

Pa3pabaTbiBaTb KOHLIEMNLMIO NOCTPOEHNS MOTUBALIMOHHbIX
nporpaMmm paboTHMKOB B COOTBETCTBMM C LIENAMWN OpraHm3aLnmm

AHannanpoBaTb COBPEMEHHbIE CUCTEMbI ONSaThl U
MaTepuarnbHOM (MOHeTapHOW) MOTMBaUUK Tpyaa Ansa ueneu
opraHusaumm

AHanusnpoBaTb ypOBeHb OnnaTbl Tpyaa nepcoHana no
COOTBETCTBYIOLIUM NpodreCcCrOoHarnbHbIM KBanngukaumsam

rlpOBOD,I/ITb MOHUTOPUHT 3ap860THOIZ nnaTbl Ha pbIHKE TpyAa

AHanuanpoBaTtb hopMbl MaTepuanbHOro CTUMYNMPOBaHNS,
KOMMNeHcauui 1 NbroT B onsiaTe TpyAda nepcoHana

PaboTaTb C MHOPMaLMOHHBIMW CUCTEMaMN U 0a3zaMun gaHHbIX




no onnaTe Tpyaa nepcoHana

CocTtaBnsATb NPOrHO3bl Pa3BnUTMSA onnaThl TPyAa NepcoHana

Cobntogatb HOPMbI 3TUKK AEN0BOro 0bLeHns

Heobxoanmbie
3HaHuA

dopMbl 1 cucTeMbl 3apaboTHOM NnaThbl, NOPSA0K COCTaBMNEHNS
oooxeToB

CucTembl, MmeToabl 1 OpMbI MaTepuanbHOro u
HemaTepuanbHOro CTUMYNMPOBaHUSA Tpyaa NnepcoHana

TexHonorm n metoabl GOPMUPOBAHMSA N KOHTPONsS 6oaXeToB
n OOHO0B

Mopsagok Tapudumkayum paboT 1 pabounx, yctaHoOBEHNS
OOJDKHOCTHbIX OKagoBs, gonnaTt, HaabaBok U KO3 PULMEHTOB
K 3apaboTHOM NnaTe, pacyeTa CTUMYNMPYOLWMX Bbinnat

MeToabl onpeaeneHns YUCNEeHHOCTU paboTHMKOB

TapudHo-kBanMukaymoHHbIe CNPaBoOYHUKN PaboT u
npodpeccui pabounx n KBanMPrKaunMoHHbIE XapakTEePUCTUKN
OOIMKHOCTEN Chny)XaLlnx

MeToabl ydeTa n aHanu3a nokasatenen no Tpyay v
3apaboTHOM Nnarte

TexHonornm, MetToabl U METOANKU nposegeHnA aHannsa n
cuncrematmn3aumn JOKyMeHTOB U MHCbOpMaLlMM

Kap,poaa;l NOJINTUKA N cTpaTernda opraHn3auumm

CTpyKTypa opraHusaumm n BakaHTHbIE AOJKHOCTM (Npodheccun,
crneunanbHOCTK)

TpynooBoe 3aKoHOOATENBCTBO U UHbIE aKTbl, coaepKallne
HOPMbI TPYAOBOro npasa

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckomn
depepaumn

3akoHogaTtenscTBo Poccuinckon ®egepaumm o nepcoHasrbHbIX
JAaHHbIX

JNokanbHble HOpMaTMBHbIE aKTbl OpraHu3aLun, perynupyoLume
onnarty Tpyaa

OCHOBbI TEXHOIOMMM NPOU3BOACTBA U AEATENBHOCTU
opraHusaumm

OcHoBbI JOKYMEHTOOOOPOTA U AOKYMEHTALMOHHOTO
obecneyvyeHuns

[MopsgokK 3aknYeHnsa 4oroBopoB (KOHTPAKTOB)

OcHoBbI 00LLIEN U COLMaribHOM NMCUXONIOrMK, COLIMONOrn 1
ncuxosiormm Tpyaa

HopMbl 9TMKK AenoBoro o6LweHns

basoBble OCHOBbI MHPOPMATUKN, CTPYKTYPHOE MNOCTPOEHME
MHGOPMALMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMU

Apyrve
XapaKTepUCTUKU

3.5.3. TpynoBasa pyHKUMSA
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HaunmeHo
BaHue

MpoucxoxaeHne OpuruHan X 3anmcTBOBaHO
TPyLoOBOM (PyHKLUMN 13 opuruHana

AOMUHUCTPUPOBaHME Kog | E/03.6 | YpoBeHb 6
npoLeccoB 1 (nooypoBeHb)
AOKyMeHTOoobopoTa no KBanudukaum
BOMpocam opraHu3aumv Tpyga u n

onnaTtbl NepcoHana

Kon PerncrpaymoHHbIn
opurnHana HOMep
npodeccuoHarsnbH
oro cTaHgapTa

Tpynosble
JencTBus

AHanus npoueccoB AOKYMeHTO0bopoTa, NoKanbHbIX
AOKYMEHTOB NO BOMpOCaM opraHu3aunmn onnatbl 1 Tpyaa
nepcoHana

OdbopmneHne JOKYMEHTOB No Bonpocam onnaTtbl U Tpyaa
nepcoHana

MogroToBka npegnoXeHun No Bornpocam onsiatel U Tpyaa
nepcoHana

MogroToBka NpeasioXKeHU nNo CoBepLIEHCTBOBAHUIO CUCTEMBI
onfiaTbl U OpraHu3aumm Tpyga nepcoHana

[oKyMeHTauMoOHHOE N OpraHn3aunoHHOe CONpPOBOXAEHNE
CUCTEMbI OpraHMsauum 1 onnatbl Tpyga nepcoHana
MogrotoBka 1 ob6paboTka 3anpocoB 1 YyBEAOMIEHUIN O
paboTHMKax B rocyaapCcTBEHHbIE OpraHbl, NpodeccnoHarnbHble
CO03bl U Apyrve npeacraBuTesibHble opraHbl paboTHUKOB, MO
cycTemMam onnaTbl U opraHu3aumm Tpyga nepcoHana
ConpoBoxaeHne JOroBopoB MO OKa3aHUI KOHCYIbTaLMOHHbIX,
NHPOPMALMOHHBIX YCIyr N0 cCUcTemam onnaTtbl U opraHM3auunm
TpyAa nepcoHana, BkrYas npegsapuTtenbHble npoueaypbl No
NX 3aKNHYEHNIO

Heobxogumble Ob6ecneunBaTb AOKYMEeHTalMOHHOE COonpoBOXaeHne

YMEeHWs

MEepPONPUATUM MO onslaTe U opraHnsaunmn Tpyga nepcoHana
OdhopmMnsaTb 4OKYMEHTLI MO BONpOCcaMm onnaTbl 1 OpraHn3auunm
Tpyda nepcoHarna, npegocTaBndemMble B rocygapCTBEHHbIe
opraHsbl, NpogeccmnoHanbHble CoK3bl U Apyrne
npeacTaBuUTENbHbIE OpraHbl PabOTHUKOB

AHanuanpoBaTb HOpMaTUBHbIE N METOANYECKNE OOKYMEHTbI NO
BOMNpocaMm onnaTbl 1 opraHn3aunu Tpyda nepcoHana
OpraHun3oBblBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHuAMKU 3akoHogaTenscTea Poccunckon deagepaunm m
nokanbHbIMW akTaMn opraHu3ayum

BecTtu yyeT 1 perncrpaymnto JOKYMEHTOB B UHOOPMALMOHHbIX
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cnuctemMax " Ha MmatepumaribHbIX HOCUTEIAX

PaboTaTb ¢ MHpOPMaLMOHHLIMU cucTeEMaMmn U 6azamMm gaHHbIX
Mo cMcTemMam onnatbl U opraHusauumn Tpyaa nepcoHana

Mpoun3BoanTb NpeaBapuUTeNbHblIe 3aKynoYHble NpoLeaypbl U
0hopMINATL COMYTCTBYIOLLYIO JOKYMEHTALNIO MO 3aKNHYEHUIO
[0roBOpOB

BecTtu genosyo nepenncky

Cobnogatb HOPMbl 3TUKN ENOBOro 06LEeHNs

Heobxoanmbie
3HaHUS

Mopsigok odbopMeHns, BEAEHUSA U XpaHEHUS1 AOKYyMeHTauumn no
cucTeMam onnatbl M opraHusaumm Tpyaa nepcoHana

HopmaTnBHble NpaBoBbIE aKTbl, perynupytoLLme npaea u
00513aHHOCTM rocyAapCTBEHHbLIX OPraHoOB M OpraHM3auun no
NpeaoCTaBNEHUIO Y4ETHOW AOKYMEHTaUUN

TexHonorum, Mmetoabl U METOAUKN npoeeneHnA aHann3a u
cucreMmatTmn3aumn JOKYMEHTOB U I/IHd)OpMaLI,I/II/I

NokanbHble HOPMaTMBHLIE aKTbl OpraHM3auun, perynmpytoLimne
NopsiAOK onathl, OpraHn3auumn 1 HOpMUPOBaHNS Tpyaa

OCHOBbI OKYMEHTOOO0pOTa M AOKYMEHTALMOHHOIO
obecneyvyeHuns

Mopsigok dopmmnpoBaHus, BegeHus baHka gaHHbIX U
npeaocTaBfieHNst OTYETHOCTU MO cMCTeMamM onnatbl U
opraHmsauum Tpyga nepcoHana

TpyaoBoe 3akoHOAATENBCTBO U MHbIE aKTbl, coaepKallme
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apXMBHOMO 3akoHo4aTeNbCTBa U HOPMATUBHbIE
npaBoBble akTbl Poccurckon ®egepauunm, B HacTn Be4EHUS
AOKYMEHTaUnn no nepcoHany

OcHoBBbI HanoroBoro 3akoHogaTtenscTea Poccurckomn
depepauymm

3akoHogaTtenscTBo Poccunckon depepanmm 0 nepcoHasbHbIX
OaHHbIX

[MopsagoK 3aknYEHNS OroBOPOB (KOHTPAKTOB)

Mopsagok npoBedeHUs 3aKynoYHbIX nNpoueayp n odopmnieHuns
CONYTCTBYHOLLEN OOKYMEHTALMN

HopMbl 3TUKM 4eNoBOro obLeHus

basoBble 0CHOBbI MIHOPMATUKK, CTPYKTYPHOE MNOCTPOEHNE
NHPOPMALMOHHBLIX CUCTEM N OCOBEHHOCTU paboTbl C HUMM

Apyrve
XapaKTepUCTUKM

3.6. O606LweHHasa Tpygosas PyHKLMS

HaumeHo | [lesaTenbHOCTL NO opraHmnsaumm Kon F | YpoBeHb 6
BaHue KopnopaTUBHOW coumarbHOM KBanudukaum
NONUTUKN n
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MpoucxoxaeHne
00600LLEeHHOM

TPy4oBOU (PYHKLNK

OpurnHan X 3anMCcTBOBaHO 13
opurnHana
Kon Pernctpauyuo
OpurMHasm HHbIA HOMep
a npodgeccunoH
arnbHOro
cTaHgapTa

Bo3MoXHble
HanMeHoBaHMUA
JOIMKHOCTEWN,
npodgreccunn

Cneuwmanuct no coyunarnbHbIM NporpaMmmam

Cneuunanuct no paboTe ¢ npeacTaBUTENbHLIMU OpraHamu
paboTHMKOB

CneumanucTt No KopnopaTMBHOM coumnarnbHOM NONUTUKE
Cneumanuct no nepcoHany

MeHexep no nepcoHany

TpeboBaHu4 K
obpasoBaHuIo K
00y4eHunto

Bbicwee obpasoBaHue

[lononHuTenbHoe npodeccmoHanbHoe obpa3oBaHme -
nporpammbl NpodeccuoHanbHON NepenoaroToBkKM 1 NporpamMmmbi
NOBbILUEHNSA KBanudukaumm B 0bnacty coumnarnbHbIX NporpaMmm

TpeboBaHu4 K
onbITY
npaKkTu4eCcKom
paboThbl

Ocobble ycnosus
aonycka kK paborte

Apyrve

XapaKTeEPUCTUKU

[lononHuTenbHble XapaKTepUuCTmkKun

HanmeHoBaHue Kog HanmeHoBaHne 6a3oBow rpynnbl, AOSHKHOCTH
AOKYMEHTa (mpocheccun) nnm cneumanbHOCTH
OK3 2412 CneumanucTtbl N0 Kagpam 1 npoopueHTaumnm
3423 CneumanucTtbl KagpoBbIX Cryx6 n
yYpEeXOEHNN 3aHATOCTH
EKC - Cneumanunct no kagpam
- MeHepkep no nepcoHany
oKngTpP 27755 OKOHOMUCT Mo Tpyay
22956 WHcnekTop no kagpam
OKCO - -

3.6.1. Tpynoosas oyHKUMS
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HaumeHo | Pa3paboTka kopnopaTuBHON Kog | F/01.6 | YpoBeHb 6

BaHue couunanbHOW NOSIUTUKN (noaypoBeHb

)

KBanudukal
nmn

lNpouncxoxaeHune
TPyLoOBOM (PyHKLUMN

OpuruHan X 3anmcTBOBaHO U3
opurnHana

Kon Pernctpauyuo
OpUrMHaN  HHbIA HOMEP
a npodgeccuoH
anbHoOro
cTaHgapTa

Tpynosble
JencTBus

AHanu3 ycnewHblX KOPNopaTUBHbLIX NPaKTUK MO OpraHn3aumm
coumnanbHoro napTHEpPCTBa, coumarnbHOM OTBETCTBEHHOCTYU U
coumanbHbIX Nporpamm

PaspaboTka kopnopaTUBHbIX coLnanbHbIX NporpaMm

Paspa60TKa CUCTEMBbI Bbll1aT pa6OTHI/IKaM counarnbHbIX JIbIOT

OpraHusaunsi NneperoBopoB ¢ NPodeccMoHarnbHbIMI COr3aMu U1
APYrMMW NpeacTaBUTENbHBIMU OpraHaMy paboTHUKOB,
00LLEeCTBEHHbIMW OpraH13auusMn, B3aumMoaencTeme ¢
rocy4apCTBEHHbIMWU OpraHamm

MoaroToBka NpeanoXxeHuin no dopMmMpoBaHnio Broa)keTa B YacTu
obecneyeHns KopnopaTUBHOM COLIMaNbHON NONMUTUKM

Heobxoanmbie
yMeHuUs

OnpepgenaTb Lenesble rpynnbl NnepcoHana Ans paspaboTku
cneumnannsMpoBaHHbIX coLmarbHbIX Nporpamm

[oBoantb MHdOpMaLMIO O coLmanbHbIX NporpammMax 4o
LleneBbIX rpynn nepcoHana ¢ UCcrnonb30BaHNEM MHCTPYMEHTOB
BHYTPEHHMX KOMMYHMKaLMIA

Onpenensitb KpUTEPUU N YPOBHU YOOBNETBOPEHHOCTU
nepcoHana

Mcnonb3oBaTtb MaTepunaribHble U HeMaTepualribHble CUCTEMBbI,
MeToabl U (bOprI MOTMBaUuKn B ynpasiieHUn nepcoHalioM

Onpenenatb 00bEMBI CPEeACTB AN peanuM3aunn coumanbHbIX
rapaHTU, KOPNOPaTMBHbLIX NbrOT U MHbIX 3NIEMEHTOB
KOprNopaTMBHbIX coLnarnbHbIX NporpaMmm Ans dopMUpoBaHns
olooxeToB

CocTaBnsTtb u KOHTPOINMpoBaTb CTaTb pacxogoB Ha
couunalnbHblie nporpamMmmbl oA niiaHMpoBaHUA OromKeToB

Mpon3BoanTb NpeaBapUTeNbHbIE 3aKyNOYHble NpoLeaypbl U
ochopMneHne conyTCTBYHOLEN AOKYMEHTALMM NO 3aKHYEHNIO
[10roBOpPOB

CobniogaTb HOPMbI 3TUKU AenoBOro obLeHns

Heobxoanmbie

Mopsaok 1 MeToabl paspaboTky NNaHoB 1 NporpamMm




3HaHUA

counaribHoOro pa3sntnd opraHm3aulunm

MeTozabl aHanu3a BbIMOMHEHUS CcouManbHbIX NPorpamMm u
onpeaesieHna nx IKOHOMNYeCcKon aPEPEKTUBHOCTH

Cuctembl, MeToabl U OPMbI MaTepuanbHOro u
HeMaTepuanbHOro CTUMYMPOBaHMS Tpyada nepcoHana

TexHonornm n metToabl GOPMUPOBAHNS U KOHTPONS OOaXeToB

MeToabl npoBegeHNs1 COLMONOrMYECKMX NCCreaoBaHUN,
N3yyeHust 0bLLECTBEHHOTO MHEHNS

TexHonornm, meToabl U METOAUKN NPOBEAEHUSA aHanm3a u
cucTemaTmnsaumm AOKYMEHTOB U MHdopMauum

MopsiAok NpoBeAeHMs 3aKyNoYHbIX npoueayp 1 odopmIeHns
conyTCTBYOLWEN AOKYMeHTaLnn

OCHOBbI NPON3BOACTBEHHOW AEATENBHOCTM OpraHn3aunm

OcHOBBbI 06LLEeN 1 coLuanbHOM NCUXOSTOTMKU, COLMONOTUU U
ncuxonorumn Tpyaa

CTpykTypa, Lenu, cTpaTterns n kagposasi MofiMTUKa opraHmsaumm

TpynooBoe 3aKkoHOAATeNbCTBO U UHbIE aKTbl, CoAepXKallme HOPMbl
TPYAOBOro npasa

OcHoBbI Haroroeoro 3akoHogaTtenscrea Poccunckon degepaymnm

HopmaTnBHble NpaBoBbIE aKTbl, pErynupytoLLme npaea u
0053aHHOCTM rocyAapCTBEHHbLIX OPraHoB, NPOdeCcCUOoHanNbHbIX
COH30B U APYrnx NpefcTaBuUTENbHbLIX OpraHoB PabOTHUKOB

3akoHogaTtenscTBo Poccunckon depepanmm 0 nepcoHasibHbIX
OaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHM3aLUuKn, perynmpyouime
NopsiAoK OpMMUPOBaAHMS coLManbHOM NONUTUKK

OcHoBbI NpaBoOBOro perynupoBaHus Poccuinckon degepaymm
nopsigka 3aknio4YeHNU 4OroBopoB (KOHTPaKTOB)

HopMbl 9TUKK AenoBoro obuieHus

ba3oBble OCHOBbLI MHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
NHAPOPMALMOHHBIX CUCTEM U OCOBEHHOCTU paboThbl C HUMM

Apyrve
XapaKTepUCTUKM

3.6.2. Tpynoosas yHKUMS

HanmeHo | Peanunsauus koprnopaTnBHOW Koao | F/02.6 | YpoBeHb 6
BaHue couunanbHOM NOSIUTUKN (noaypoBeHb)
KBanudukaum
n
MpoucxoxaeHue OpurnHan X 3anmMcTBOBaHO 13

TPyOooOBOM (PyHKLUMN

opvrvHana

Kopa Perncrtpauuo
OpuUrMHan HHbIN HOMEP
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a npodeccnoH
anbHOro
cTaHgapTa

TpynoBble encTBusS

BHeapeHne kopnopaTuBHbLIX couManbHbIX NPOrpamMmm, B TOM
yucne No counanbHOM NoAAEPXKKE OTAENbHbLIX rPynn
pabOTHMKOB

Peanunsaums cuctembl coumanbHbIX NbroT, BoinnaT paboTHUKam
C y4yeToM TpeboBaHuin 3akoHoaaTenbcTBa Poccuiickom
depepaymn

OueHkKa yaoBneTBOPEHHOCTM NepcoHarna KopnopaTuBHON
coumanbHOW NONUTUKOWN

OueHka a(ppeKTUBHOCTN MEPONPUATUIN KOPNOPATUBHOWN
coumanbHOW NOMUTUKU

lMogroToBka NpeasioXKeHu no coBepLIeHCTBOBAHUIO
MEPONPUATUN KOPNOPATUBHOM COLIMANbHOM NOSTUTUKK

MogroToBka NpeanioXxeHun no popmmpoBaHuto GrogxeTa Ha
peanusauuio KopnopaTUBHOW COLManNbHOW MNOMNTUKN U
coumnarnbHbIX Nporpamm

Heobxoanmbie
yMeHUs

PaccuunTtbiBaTb 3aTpaTthbl Ha nNpoBegeHne cneumnanm3npoBaHHbIX
couunasibHbIX nporpamMm

MpoBOANTL MOHUTOPWHT YCNELUHbIX KOPNOPaTUBHbIX
coumanbHbIX Nporpamm

[NpoBoanTL MEPONPUATNA B COOTBETCTBUN C KOPNOPATUBHOM
coumanbHOW NONUTUKOWU

OnpepenaTb Lenesble rpynnbl NepcoHana ans co3fgaHus
cneumnannsMpoBaHHbIX coLmarbHbIX Nporpamm

Onpenensitb KpUTEPUU N YPOBHU YAOBNETBOPEHHOCTU
nepcoHana

Onpenenatb ahPEKTUBHOCTbL MEPOMNPUATUI peanmsayemMon
KoprnopaTnuBHOW coumaribHOW NOSINTUKN

OpraHun3oBbIBaTb B3aUMOAENCTBUE C rOCy4apCTBEHHbBIMU
opraHamu, npoeccrnoHanbHbIMU COK3aMU U ApYrMMu
npeacraBuTeNbHbIMU opraHamm paboTHMKOB, OBLLLECTBEHHBIMU
N UHBIMW OpraHM3aunsaMm No Bonpocam peanusauum
KOprnopaTUBHOW coLMasibHOM MOSIUTUKM

AHaJ'II/I3I/IpOBaTb PbIHOK YCInyr no counalibHbIM U
cneunann3npoBaHHbIM NporpamMmmMmam counanbHom noaaepPXKn
YrneHoB uUeneBbIX rpynn n rotToBUTb NpeanoXeHunsd no nx
NnocTaBLMNKaM

Mpon3BoanTb NpeaBapUTeNbHbIE 3aKyNoYHble NpoLeaypbl U
ochopMnATL CONYTCTBYIOLLYIO AOKYMEHTALMIO NO 3aKNHYEeHUI0
[10roBOpPOB

CobniogaTtb HOPMbI 3TUKU AEenoBOro obLeHns

Heobxoanmbie

BOI'IpOCbI yrnpaBJiEHNA counalibHbIM pa3BUTUEM OpraHn3alnmn




3HaHUA

MeToabl aHanu3a BbINOIHEHNSA KOPMOPaTUBHbIX CoLnaribHbIX
nporpaMmm 1 onpegeneHns nx 9KOHOMMUYECKON a(PPeKTUBHOCTHU

Cuctembl, MeTOAbl, (POPMbI MaTEPUANbBHOIO U
HemaTepuanbHOro CTUMynMpoBaHUg Tpyaa nepcoHana

MeToabl NpoBeAEHUST COLMONONMYECKNUX UccrnegoBaHun,
n3yyeHust 06LEeCTBEHHOTO MHEHNS

TexHonormmn, MeTogbl U METOAMKN NPOBEAEHUS aHaNu3a u
cucTemMaTn3aumm JOKYMEHTOB M MHpopMaLmm

HopmaTuBHbIe NpaBoBbIE aKTbl, PEryNUpYoLLne npasa u
0653aHHOCTM rOCy4apCTBEHHbIX OpraHoB, NPodeccnoHanbHbIX
COM30B U ApYrnx NpeactaBUTENbHbIX OpraHoB paGOTHUKOB Mo
NnpeaocTaBNeHNI0 Y4ETHOM AOKYMeHTaUum

MopsiAok NpoBeAeHMS 3aKyNOYHbIX Npoueayp 1 0oopMIeHNs
conyTCTBYKOLWEN AOKYMEHTaLNN

CTpykTypa, Lenu, ctpaterus n kagposast nonuTuka
opraHusaumm

OCHOBbI NPON3BOACTBEHHOW AeATENBHOCTM OpraHn3aunm

OcHOBBbI 06LLEeN 1 coLuanbHOM NCUXOSTOrMKU, COLMONOTUU U
ncuxonorumn Tpyaa

TpyAaoBoe 3akoHO4ATENBCTBO U MHbIE aKTbl, coaepKalime
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apXMBHOMO 3akoHo4aTeNbCTBa U HOPMATUBHbIE
npaBoBble akTbl Poccurckon ®epgepauunm, B HacTn Be4EHUS
AOKYMEHTaUnn no nepcoHany

OcHoBBbI HanoroeBoro 3akoHogaTtenscTea Poccurckon
depepauymm

3akoHogaTtenscTBo Poccunckon depepanmm 0 nepcoHasibHbIX
OaHHbIX

NokanbHble akTbl OpraHn3auuun, perynmpytoLimne nopsaok
BHEAPEHMs coLmanbHOM NONUTUKK

[MopsgoK 3aKNYEHNA 4OroBOPOB (KOHTPAKTOB)

HopMbl 3TUKK 0enoBoro obuieHus

basoBble 0CHOBbI MIHOPMATUKK, CTPYKTYPHOE MNOCTPOEHNE
NHPOPMALMOHHBLIX CUCTEM N OCOBEHHOCTU paboTbl C HUMM

Opyrue
XapaKTePUCTUKA

3.6.3. TpynooBasi yHKUMS

HanmeHo | AOMUHUCTpUpOBaHue Kog | F/03.6 | YpoBeHb 6
BaHue NnpoLieccoB 1 (nopypoBeHb)
AOKyMmeHToobopoTa no KBanudukaumm

BOMpocaM KoprnopaTUBHOW
coumanbHOW NOMUTUKU
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lNpouncxoxaeHune
TPYyLooOBOM (PyHKLUMN

OpuruHan X 3anmcTBOBaHO
N3 opurnHana

Kon PerncrtpaumoHHbin
opurnHan HOMep
a npodeccuoHanbH

Ooro ctaHgapTa

Tpynosble
OENCTBUS

AHanms npoueccoB AOKYMEHTO0O0pOTa, NoKanbHbIX
AOKYMEHTOB MO BOMpPOCaM KOprnopaTMBHOM CoLMarnbHON
NONUTUKM

[lokyMmeHTaunoHHOe ohopMIieHne pesynbTaToB KOprnopaTUBHON
coumanbHOW NMONUTUKMN

MogroToBka nNpennoXeHun No passBUTUO KOpPNopaTUBHON
coumanbHOW NOMUTUKU

MogroToBka pes3ynbTaToB aHanM3a CoOTBETCTBUSA
KOpnopaTUBHOM coLmanbHOM NONNTUKK TpeboBaHUAM
3akoHogaTtenbcTBa Poccuinckon degepaumm v ycnoBmsiM pbiHKa

TpyAa

[OKyMeHTaUMOHHOE 1 OpraHn3aUnMoOHHOE CONPOBOXAEHME
MEPONPUATUN KOPNOPATUBHOM COLIMANbHOM NOJSTUTUKK

MogrotoBka 1 o6paboTka 3anpocoB N yBeAOMIEHUN O
paboTHMKaxX B rocygapCTBEHHbIE OpraHbl, NpodeccnoHanbHble
COM03bl M Apyrue npeacraBuUTeNbHbIE OpraHbl paboTHMKOB MO
BOMpOCaM CoLManbHOW NONIUTUKN B OTHOLLEHUM NepcoHana

ConpoBoXxaeHne JOroBOpOB MO OKa3aHWK KOHCYbTaLNOHHbIX U
MH(OPMALIMOHHBIX YCITYT N0 MEPONPUSTUSM KOPNOpaTUBHOMN
coumnanbHON NONUTUKK, BKIOYasi NpeaBapuTenbHble npoueaypbl
MO UX 3aKMOYEHUIO

Heobxoanmbie
yMeHUs

OdopmnATb AOKYMEHTLI NO BONpOCaM KOpropaTUBHOM
coumanbHOW NONUTUKN, NpeaocTaBnsieMble B roCyAapCTBEHHbIE
opraHbl, NpeacTaBUTeNbHbIE OpraHbl paboTHUKOB

AHanuanposaTb Npasuna, nopsaky, npoueaypbl KOpnopaTMBHON
coumanbHOW NOMUTUKU

Ob6ecneymBaTb AOKYMEHTALMOHHOE COMNPOBOXAEHNE
couunanbHOWM NONUTUKN B OTHOLLEHWM NepcoHana

OpraHn3oBbIBaTb XPaHEHNE AOKYMEHTOB B COOTBETCTBUN C
TpeboBaHMAMU apXMBHOMO 3akoHoaaTenbcTBa Poccuiickon
depnepauunmn 1 nokanbHbIMM akTamn opraHmu3aLmm

MponsBoanTb NpeaBapuTenbHble 3aKynoYHble npoLeaypbl
0POPMISATL CONYTCTBYHOLLYIO JOKYMEHTALMIO MO 3aKIHOYEHMIO
[0roBOpPOB

PaboTtaTb ¢ MHOPMALMOHHBLIMIU cucTeMaMu 1 6azaMu AaHHbIX
Mo BoMpocam coLmanbHOW NOMUTUKN B OTHOLLEHWUM NepcoHana

Bectun yyeT un permcrtpaumio JOKYMEHTOB B MHCbOpMaLl,I/IOHHbIX
CUCTEMaAax N Ha MatTepunalsibHbIX HOCUTENAX
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BecTtu genosyo nepenncky

Cobnogatb HOpMbI 3TUKN 4ENOBOro 06LEeHNs

Heobxoanmbie
3HaHUS

Mopsigok odbopMeHnsi, BEAEHUSA U XpaHEHUS1 JOKYyMeHTauumn no
coumanbHOWM NONUTMKE B OTHOLLIEHWM NepcoHana

Mopsgok dopmupoBaHusa, BeaeHs 6aHka gaHHbIX U
npegocTaBfeHnsa OTYETHOCTM NO BONPOCcaM CoLmanbHON
NONIUTMKM B OTHOLLEHUKN NepcoHana

TexHonormn, MeToabl U METOAMKN NPOBEAEHUS aHanu3a u
cucTemaTn3aLmm JOKYMEHTOB M MHpopMaLmm

OcCHOBbI JOKYMEHTOOBOpOTa N JOKYMEHTALMOHHOIO
obecnevyeHuns

MopsiAok NpoBeAeHMs 3aKyNOYHbIX npoueayp 1 ohopmMIeHNs
conyTCTBYKOLWEN AOKYMEHTaLNM

CTpyKTypa opraHusaumm n BakaHTHblE OSHKHOCTU (npodheccun,
cneunanbHOCTK)

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, cogepkallime
HOPMbI TPYAOBOrO npasa

OCHOBbI apX1BHOro 3aKoHOA4AaTESbLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccurnckon ®epgepauunm, B HacTn Be4eEHUS
AOKYMEHTaLUMn no nepcoHany

OcHoBbI HanNoroBoro 3akoHogaTtenbcTesa Poccumnckomn
depepaumm

HopmaTuBHble NpaBoBbIE aKTbl, pErynupyoLLme npaea u
00513aHHOCTM rocyAapCTBEHHbIX OpraHoB, NPOdecCcnoHanbHbIX
COH30B U ApYrnx NpeacTaBUTENbHbLIX OpraHOB PabOTHUKOB MO
NpegoCTaBEHNI0 YYETHOWM AOKYMEeHTaunm

3akoHogaTtenscTBo Poccunckon depepanmm 0 nepcoHasibHbIX
OaHHbIX

NokanbHble HOpMaTMBHLIE aKTbl OpraHM3auun, perynmpytoLimne
NopsSiAOK BHEAPEHUSI KOPMNOPaTMBHOWM CoLMarnbHOM NOMUTUKA U
coumanbHbIX Nporpamm

[MopsagoK 3aKknYEHNA OroBOPOB (KOHTPAKTOB)

HopMbl 9TUKK AenoBoro obuieHus

BasoBble 0CHOBbI MHPOPMATUKKN, CTPYKTYPHOE NOCTPOEHME
NHPOPMALMOHHBLIX CUCTEM N OCOBEHHOCTU paboTbl C HUMM

Apyrve
XapaKTepUCTUKU

3.7. O6obLweHHasa Tpygosas PyHKLUMS

HaumeHoB | OnepaumoHHOe ynpasreHue Koa G | YpoBeHb 7
aHue nepcoHanom u nogpasgeneHnem KBanuukaw,
opraHusauyum nmn

lNpouncxoxaeHne

| OpurvHan X | 3auMcTBOBaHO M3 |
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06006LeHHON opuruHana
TPYyLooOBOM (PyHKLUMN
Kon Pernctpauyuo
OpUrMHaN  HHbIA HOMEP
a npodeccnoH
anbHoOro
cTaHgapTa
BoaMoxHble PykoBoanTenb CTPYKTYPHOro nogpasgeneHus
HanMeHOBaHUS HayanbHWK CTPYKTYPHOro nogpasgeneHuns
JOJMKHOCTEWN,
npodgreccunim

TpeboBaHu4 K
obpasoBaHuIo K
o0y4eHunto

Bbicwee obpasoBaHue - cneynanuTeT, Maructpartypa
[lononHuTenbHoe npodeccmoHanbHoe obpa3oBaHme -
nporpaMmmbl NpodeccnoHanbHOM NepenoaroToBkM B ob6nacTtu
ynpaBreHnsa nepcoHarnom, onepaunoHHOro N TaKTU4eCcKoro
ynpaBneHns; NporpamMmmbl NOBbILLEHMS KBanudukauum B
obnacTtu ynpasneHusi nepcoHanom, onepaumoHHOro m
TaKTU4ECKOro yrnpaBIieHus

TpeboBaHu4 K
onbITy
npaKkTu4eCcKom
paboThl

He meHee nATv neT B 06n1acTu ynpaBneHunsi NnepcoHanom

Ocobble ycnosus
gonycka K pabote

Opyrue
XapaKTepPUCTUKN

[lononHuTenbHblE XapakTePUCTUKN

HanmeHoBaHue
AOKYMEHTa

Kog HanmeHoBaHne 6a30BoW rpynnbl, OMKHOCTU
(npodheccun) nnm cneumnanbHOCTH

OK3

1232 Pykosoautenu nogpasgeneHunn (cnyxo)
ynpaBneHnsi Kagpamun n TpyaoBbIMN
OTHOLUEHNAMM

EKC

- HavanbHWK oTAena kagpos

- HavanbHUK oTAaena opraHm3aunn n onnaTtbl
TpyAa

- HavyanbHUK oTaena noaroToBKn KagpoB

- HavyanbHuWK oToena coymanbHOro pa3BUTUA

3aBeayloLmnm (HavanbHKK) OTAEeN0oM KagpoB

oKnartP

24063 MeHexep no nepcoHany

3.7.1. Tpynosasi yHKUMS
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HanmeHo | PaspaboTka cuctembl Kog | G/01.7 | YpoBeHb 7

BaHue onepaumnoHHOro ynpaeneHns (nogypoBeHb
nepcoHanom n paboTbl )
CTPYKTYPHOro nogpasgaenenus kBanudukaw

nn

MpoucxoxaeHne
TPyLoOBOM (PyHKLUMN

OpurnHan X 3anmMcTBOBaHO
N3 opurmHana

Kon PerncrpauyunoHH
opurmHan bl HOMEP
a npodeccuoHan
bHOIO
cTaHgapTa

Tpynosble
JencTBus

AHanu3 ycneLHblX KOpnopaTUBHbLIX NPaKTUK MO Bonpocam
CTpaTerM4eckoro 1 onepaTUBHOIO ynpaBrieHnsi NepcoHanom
opraHusaumm

MocTaHoBKa onepaTMBHbIX LiENel Nno Bonpocam yrnpasneHus
NepcoHanom

PaspaboTka nnaHoB, NporpaMm 1 npoueayp B ynpasrieHun
nepcoHanom

PaspaboTka npeanoXxeHnn no CTpykType noapasneneHus m
noTpebHOCTN B NepcoHarne

Pa3spaboTka npeanoXxeHuin no o6ecrneyeHno nepcoHanom,
hOpMMPOBaAHUIO CUCTEM OLIEHKW, Pa3BUTKS, onnaTbl TPYAa,
KOprNopaTUBHbLIM COLMarnbHbIM NPorpaMMam 1 coumarbHOM
NoNUTUKE

PaspaboTka npeanoxeHuin o 3atpatax u opmMmpoBaHnio
OrooKeTa Ha nepcoHan

Pa3spaboTka npeanoXXeHnn no 3akrnoyeHnio 4oroBopoB no
yrnpaBfieHnio NepcoHanom ¢ NnocTaBLLMKaMKn yCryr U NpoBeaeHne
npegBapuTeNbHbIX Npoueayp No UX 3aKNYeHUo

Heobxoanmbie
yMeHus

OpraHusoBbiBaTb paboTy nepcoHarna CTPYKTypHOro
nogpasgerneHuvs

OnpenensTb 3agayv nepcoHana CTPYyKTYpHOro noapasaeneHus,
NCXOAs U3 Lienei u cTpaternm opraHusaumnm

Co3pgaBaTb 1 ONMUCbIBaTb OPraHM3aUMOHHYH0 CTPYKTYPY, LIenu,
3aga4u, PYHKLMKN CTPYKTYPHOrO nogpasgeneHus

MpUMeHATbL MeToabl YNPaBneH s MeXMUYHOCTHLIMU
OTHOLUEHUAMK, DOPMUPOBAHUSA KOMaHA, pasBUTUSA NOEpPCTBa U
NCMONMHUTENBHOCTU, BbISIBNEHUS TanaHToB, onpeaeneHus
yOOBNETBOPEHHOCTN paboToi

Orlpe,u,enmb, aHanm3npoBaTb, MoaesinposaTb 1 BbICTpanBaTb

BHYTPEHHME KOMMYHMUKaLUN nepcoHana




Pa3pabaTbiBaTbh NPOEKTHbIE NPeanoXeHNUs1 U MeponpuUsaTUs No
addpekTnBHOM paboTe nepcoHana

BHeapATb cTpaTeruio no ynpasrneHnio NepcoHanom

CocTaBnsATb, paccynTbiBaTh, KOPPEKTUPOBATL U KOHTPONMPOBATL
cTaTbW pacxoaoB Ha NepcoHarn, paspabaTtbiBaTb NPeanoXeHNs
Mo 3aTpaTam Ha nepcoHan Ans opMnpoBaHnsa GoapKeTa

MpencTaBnaTb MHTEPECHI OpraHM3aUmnn U BECTU NeperoBopsbl ¢
npodeccroHanbHbIMM COK3aMN U APYrMMU
npeacTaBUTENbHLIMU OpraHammn paboTHUKOB,
B3aMMOAENCTBOBATb C rocyJapCTBEHHLIMW OpraHn3aunsMm

AHanusnposaTb MHGOPMALMIO NO NOCTaBLLMKAM YCnyr B
obnacTtu ynpasneHus nepcoHanom 1 rno ycnoBusm
3aknyaemMblxX JOroBOpOB

Mpoun3BoanTb NpeaBapuUTENbHbIE 3aKynoYHbIe NpoLeaypbl U
ohbopMnATb CONYTCTBYHOLLYIO AOKYMEHTALMIO NO 3aKNHYeHUo
[A0roBOpoB

PaboTaTb ¢ MHpOPMaLMOHHLIMK cucTEMaMKN U 6azamMm gaHHbIX
Mo BOMpocam ynpaBfieHNsi NepcoHanom

OpraHun3oBbIBaTb M NPOBOAUTL KOPNOPaTMBHLIE MEPONPUATUS C
nepcoHanom

CobniogaTtb HOPMbI 3TUKK Oen0BOro obweHns

Heobxoanmbie
3HaHUSA

MeToabl, cnocobbl 1 MHCTPYMEHTbI YNpaBieHUsl NepCoHanom

Llenu, ctpaterusi pa3sutus n 6usHec-nnaH opraHn3aumm

lNonutuka yrnpaBJieHnd nepcoHasrioMm opraHm3aumnm

MeToapbl aHanmnsa KonM4ecTBEHHOro U KAa4eCTBEHHOro CocTaBa
nepcoHana

CucTembl cTaHAAPTOB MO GU3HEC-NpoLieccam, Npodeccusim,
HopMaMm Tpyada

Cuctembl, MeToabl U CbOprI MaTepuarnbHOro n
HemMaTepualribHOro CTuMyJinpoBaHua Tpyga nepcoHalna

TexHonormm n metoabl GOPMUPOBAHNS U KOHTPONS BoaXeToB

MopsiAoK NpoBeAeHMs 3aKyNOYHbIX npoueayp 1 ohopmMIeHNs
conyTCTBYOLWEN AOKYMEHTaLUN

OcHOBBbI I'IpOVISBO,EI,CTBeHHOVI OeATeNnbHOCTU OpraHn3aunmn

OcHoBbI 06LLEN 1 coLmanbHOM NMCUXONOrMn, COLUONOrun n
NCUxXonornm Tpyaa, 3KOHOMUKK Tpyaa, 6e3onacHbIX yCrnoBui

TpyAa

CTpyKTypa opraHusaumu

TpynoBoe 3akoHOAATENBCTBO U MHbIE aKTbl, coaepKallme
HOPMbI TPYZAOBOrO NMpaBsa

OCHOBBI apXMBHOMO 3aKOHO4ATENBLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon denepaunmn, B 4acTn BeAeHus
AOKYMEHTaLMM No nepcoHany

OcHoBbI HaNoOroBoro 3akoHogaTtenbcTea Poccumnckomn
depepaumn
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OcHOBbI MUTpaLMOHHOIO 3akoHoadaTenbcTBa Poccuinckom
degepaunn, B HacTu NpuBNEYEHUs N TPyAOyCTPoOMUCTBa
MHOCTPaHHbIX rpaxkgaH n nuy 6e3 rpaxgaHcTea

OcHoBbil AOMUWHUCTPATUBHOIO 3akKkoHoOOaTenbCTBa B obnactu
yrnpaBJiEHN4A nepcoHanomM N OTBETCTBEHHOCTU AOJNKHOCTHbIX ML,

3akoHopaTenscTBo Poccunckon ®egepauunm no 3awmre
nepcoHanbHbIX AAaHHbIX

NokanbHble HopMaTKBHbIE aKTbl OpraHM3auMm B o6nactm
ynpaeneHusl nepcoHanom

[MopsagoK 3aknYEHNA OroBOPOB (KOHTPAKTOB)

Hopmbl 3TKKM 4enoBoro obLeHus

ba3soBble 0CHOBbI MIHGOPMATUKK, CTPYKTYPHOE MNOCTPOEHNE
NHAPOPMALMOHHBIX CUCTEM U OCOBEHHOCTM paboThbl C HUMMN

Apyrve
XapaKTepPUCTUKM

3.7.2. Tpyoosas dyHKUMS

HaumeHo | Peanusauns onepaumoHHOro Ko G/02.7 | YpoBeHb 7

BaHMNe yrnpasfieHnsi nepcoHanom u (noaypoBeHb)
paboTbl CTPYKTYPHOIO KBanuukaum
nogpasgeneHns "

MpoucxoxaeHne OpuruHan X 3anmcTBOBaHO 13

TPy4oBOW (OYyHKLNN

opvrvHana

Kon Peructpauu
opurnHana OHHbIN
HOMep
npodgeccnoH
anbHOro
cTaHgapTa

TpynoBble oencTBUA

|_|J'IaHI/IpOBaHI/Ie AeATEJIbHOCTU nogpa3geneHnd n rnepcoHana

OnepaTtrBHOE ynpaBrieHne nepcoHanomM noapasneneHus
opraHusaunm

Pac4yeT 3aTpaTt no noapasgeneHunio 1 NoaroToBka
npeanoXxeHnn aAns popMmpoBaHus broaxeTa

PaspaboTka cTaH4apTOB AeATENbHOCTU NogpasaeneHns n
YHUMKaLMA NpoLieccoB

MNpoBeaeHne MHCTPYKTaXa Nno oxpaHe Tpyaa

MocTaHoBKa 3a4ay paboTHMKaM CTPYKTYpPHOro noapasaeneHus,
onpeneneHne pecypcoB AN UX BbINONHEHUS, KOHTPOIb
NCMONHEHUS

AHann3 nnaHoB N OTYETHOCTN NOAYNHEHHbIX pa6OTHI/IKOB,
pa3pa60T|<a npep,no>|<eHm7| Nno ynyyweHuo nokasartenemu
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OEeATENbHOCTU NnoapasaeneHuns

dopmupoBaHMe oT4ETOB O paboTe CTPYKTYPHOro
nogpasaeneHus

Heobxoanmbie
yMEHUSA

OnpeaensTb 30HbI OTBETCTBEHHOCTU N 3PEKTUBHOCTM
paboTbl NepcoHana CTPYKTYPHOro noapasaeneHns,
pacnpenensaTb 3aaayn n obecnevmsaTb
mMaTepuanbHO-TEXHUYECKME PECYPCHI ANS UX UCMONTHEHMS

MNpUMeEHATL MeToAbl ONepaTUBHOIO yNpaBneHUs NepcoHanom
opraHusauum

KoHTponnpoBaTb MCMOMHEHWE NOPYYeHUIA U 3a4a4, BHOCUTb
CBOEBPEMEHHbIE KOPPEKLUN B NIaHbl U 3a4a4u

Onpepenatb nokasatenu adekTMBHOCTU paboTbl NepcoHana
nogpasgeneHus

YnpaBnsaTb MOTUBaLIMEN NepcoHana, ero BOBMeYeHHOCTbIO U
AVCUMNNIMHONW TpyAa

CocTtaBnATb NnaHbl AesTENbHOCTU CTPYKTYPHOIO
nogpasgenexHns opraHmsaumm

CocTaBnsiTb, paccynTbiBaTh, KOPPEKTUPOBATL U
KOHTPONMPOBATb CTaTbM PACXOAOB CTPYKTYPHOTO
nogpasgeneHus ans opmMmpoBaHns GO4KETOB

Mpon3BoanTb aHanM3 TeKyLen AesTeNbHOCTU CTPYKTYPHOTO
noapasaeneHnsi U BHeAPSTb NpoLeaypbl N0 ee onTuMmusaunm

MpeacTaBnaTb MHTEPECHI OpraHn3aL M n BeCTU NeperoBopbl C
rocyapCTBeHHbIMM opraHamu, NpodeCCUOHanbHbIMK CO3aMM
M ApYrMMuK npeacTaBUTeENbHbIMU OpraHaMy paboTHMKOB MO
BOMNpocam nepcoHana

Bectu neperosopbl C NocCtaBLnMKamM ycnyr no ycrnosudam
3aKJ1lo4aeMbIX OroBopoB

Mpov3BoauTb NpeaBapuTenbHbIe 3aKyNoYHble NpoLeaypbl U
ochbopMNATL CONYTCTBYHOLLYIO OKYMEHTALMIO MO 3aKMHOYEHNIO
LLOrOBOPOB

MpoBoauTb ayauT pe3yrbTaToB paboTbl C NEPCOoHANoMm

PaboTaTb C I/IHC*)OpMaLI,VIOHHbIMI/I cuctemamm n 6asamm AaHHbIX
Nno BOMpoOcCam ynpasiieHnda nepcoHajiomMm

Cobntogatb HOPMbI 3TUKK AENOBOro 06LEeHUS

Heobxoanmbie
3HaHuA

Teopvm ynpaBJjieHna nepcoHasioMm n ero MmoTnesauunm

MeTobl aHanu3a BbIMOMHEHWS NaHOB U 3aad, onpeneneHus
NX 3KOHOMUYECKON 3PFEKTUBHOCTU

CDOprI n MeTodbl OLUEeHKN nNepcoHasla U pe3yJyibTatoB UX Tpyada

TexHonornm onepaTyMBHOIO ynpaBreHNsi NepcoHanom
opraHusaummu

CucteMbl, MeToabl U pOpMbl MaTepUansHOro u
HeMaTepuanbHOro CTMMYNMPOBaHMSA Tpyda nepcoHana

TexHonornm n metoabl GOPMUPOBAHNS U KOHTPONS OLO4KEeTOB

Teopun n metToabl ynpasJjieHnd pa3BUTUEM NnNepcoHasa




OKOHOMMKaA Tpyaa

OpraHu3auUMoHHO-LLITaTHasA CTPYKTypa opraHv3aLumm

MonuTuka ynpaBneHus NepcoHanom n couumanbHas nonmMtuka
opraHusaumm

Llenn, ctpaTterus passutusa n 6usHec-nnaH opraHnsaumm

MeToauKku NnaHNMpoBaHUS 1 NPOrHO3NPOBaHUSA NOTPeBHOCTM B
nepcoHane

MNMopsiAoK yperynupoBaHnst TPYAOBbIX COPOB

TpeboBaHna 1 npaBuna nposegeHnsa ayanta paboTbl C
nepcoHanom

dopmbl coumanbHOro napTHeEpCTBa U B3aMOLENCTBUSA C
npodyeccruoHanbHbIMK COKO3aMKU 1 APYrMMm
npeacraBuTeNbHbIMU OpraHamMmu paboTHUKOB, N UHBIMU
opraHusaumsamm

Mopsaok oopMneHns KagpoBblX JOKYMEHTOB M NpUAaHUSA UM
HOPUONYECKON CUNbI

MopsiAok NpoBeAeHMs 3aKynoYHbIX npoueayp U ohopMIIeHNs
COMNyTCTBYOLWEN AOKYMEHTaLNN

TpynooBoe 3aKoHOOATENBCTBO U UHbIE aKTbl, coaepKallne
HOPMbI TPYAOBOro npasa

OcHOBbI apxX1MBHOIro 3akoHOA4aTeNbCTBA N HOPMATUBHbIE
npaBoBble akTbl Poccuiickon ®enepauymm, B HacTn BeeHUs
OOKYMEeHTaLMn No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckomn
degepaummn

OcHoBbI MUIpaLMOHHOIO 3akoHoadaTenbCcTBa Poccmnnckom
denepaummn, B HacTu NpUBNEYEHUs U TPYAOYCTPONCTBA
WMHOCTPAaHHbIX rpaXkaaH u nuy 6e3 rpaxgaHcTea

OCHOBbI aAMUHUCTPATUBHOIO 3aKoHOAaTeNnbLCTBa B 0bnacTu
ynpaBreHnsi NepcoHarioMm U OTBETCTBEHHOCTU AOIMKHOCTHbIX
nuy,

3akoHogaTtenscTBo Poccuinckon ®egepaumm o nepcoHasrbHbIX
JAaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHM3aLun B YacTu
ynpaBneHusi NnepcoHanom

OcHoBbI NpaBoBOro perynupoBaHus Poccuiickoinn Penepaumm
nopsiaka 3akno4YeHUs rpaXkaaHCKo-NpaBOBbIX JOrOBOPOB

HopMbl 3TUKM 4ENOBOro 06LeHns

Ba3zoBblie 0CHOBbLI MIHOPMATUKK, CTPYKTYPHOE NOCTPOEHNE
NHPOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU paboTbl C HAMMU

Opyrue
XapaKTeEPUCTUKA

3.7.3. Tpynosasi yHKUMS
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HaumeHo | AomuHucTtpupoBaHue npouecco | Kog | G/03.7 YpoBEHb 7
BaHue n JOKyMeHToobopoTa no (noaypoBeHb
ornepaunoHHOMY yrnpaBrieHUIo )
nepcoHasnom u pabote KBanudukaw,
CTPYKTYPHOro nogpasgeneHuns nmn
MpoucxoxaeHne OpurunHan X 3anmcTBOBaHO U3
TPyLoOBOM (PyHKLUMN opuruHana
Koa Pernctpauu
opurmHan OHHBbIN
a HOMeEp
npodgeccuno
HanbHOro
cTaHgapTa

TpynoBble gencTeuns

AHanus npoueccoB AOKYMeHToobopoTa, fokanbHbIX
[I0KYMEHTOB M0 BONpOcaM OnepaLMoHHOro ynpasneHns
nepcoHanom un paboTbl CTPYKTYPHOIo noapasaeneHus,
BusHec-NpoLeccoB opraHn3aumm, ya4oBNeTBOPEHHOCTU
nepcoHana

[ oKkymMeHTaunmoHHOe odopMIeHne pesynbTaToB
ornepaunoHHOro ynpasneHnsa nepcoHanom u paboTsl
CTPYKTYPHOro nogpasgeneHuns, pesynbtaToB ayauta paboTbl C
nepcoHanom

MoaroToBka NPeAnoXeHun no pa3BUTUIO CUCTEM
onepauroHHOro yrnpaBreHunsi NepcoHanomM n padoThl
CTPYKTYPHOro nogpasaeneHus, no HeobxoanmbiM
KOPPEKTUPYIOLLIMM M NPEBEHTMBHLIM Mepam

Paspa60TKa CUCTEeMbl aHarnn3a N KOHTPOJA pa60TbI nepcoHarna

KoHTpornb, cpaBHEHMEe 1 aHanun3 npoueccoB B o6racTu
onepaTMBHOrO yNpaBrieHns epcoHanom, pesynbTaToB
ynpaBreHYeCcKnUx MeponpuaTUin, onpeaeneHne pakTopos,
BbI3blBalOLLMX OTKIOHEHNE OT NJIAaHOBbLIX NOKa3aTenem

MoaroTtoBka n 06paboTka 3anpocoB, yBEAOMIEHUI, CBEAEHUI
0 paboTHMKax B rocyaapCTBEHHbIE OpraHbl,
npodeccrmoHanbHble COK3bl, 00LECTBEHHbLIE OpraHn3aumm

ConpoBOXAeHNe [OroBOPOB OKa3aHus yCryr no Bonpocam
onepaTMBHOIO yrpaBrieHns nepcoHanom n pabote
CTPYKTYPHOro nogpasfieneHus, Bknovas npegsaputenbHble
npoueaypbl N0 UX 3aKMHYEHMIO

MogroToBka NpeasnioXeHnn no opmMmpoBaHnio BrogkeTa Ha
nepcoHan opraHusaummu

BbinonHeHne TpeboBaHUn No XpaHeHM0 NHGOpPMaLmn O
pesynbTaTax 4enCcTBUSA CUCTEM ONepaLmMoOHHOro ynpaseHns
nepcoHanom n paboTbl CTPYKTYPHOro nogpasgeneHuns

Heobxoanmbie

KoHTponunpoBaTtb npouecchl ynpaBneHnsi NnepcoHanom




yMeHMs

noapasaeneHnii, onpeaenaTb X pe3ynbTaTUBHOCTb U
BbISIBNATb PaKTOPbl OTKIOHEHWI OT NNaHOBbLIX NApaMeTPOB

PaspabaTtbiBaTb NporpaMmbl JOCTUMXKEHUS LEenen u
onepaTUBHOIO peLleHns 3agay noapasgeneHunn

AHanuanposaTtb, paspabaTtbiBaTb 1 0POPMNSATb AOKYMEHTbI MO
onepaTUBHbLIM NpoueccaM 1 Ux pesynbtaTam

MpoBoauTb ayauT KaapoBbiX NPOLIECCOB, NpoLeayp,
odhopMIIEHUS KaAPOBbLIX JOKYMEHTOB M IOKYMEHTOB MO
yrnpaBneHunio NnepcoHanom

KoHTponupoBaTtb pacxofoBaHue GH)KeToB Ha nepcoHan

OdopMnsiTb AOKYMEHTbI MO onepauvoHHOMY yrpaBrieHuto
nepcoHanom un paboTte CTPYKTYpPHOro noapasgeneHus,
npegocTaBnsieMble B rOCy4apCTBEHHbIE OpraHbl,
npeacTaBuUTENbHbIE OpraHbl paboTHMKOB

O6ecneymBaTb 4OKYMEHTALMOHHOE COMNPOBOXAEHNE NO
cMcTemMaM onepaunoHHOro yrnpaeneHusi nepcoHanom n paborte
CTPYKTYPHOro nogpasgeneHuns

OpraHu3oBblBaTb XpaHeHWe JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHNAMN TPYOOBOIO U apXMBHOIO 3aKOHOL4ATENLCTBA
Poccuinckon degepaumm v nokanbHbLIMU akTamMu OpraHn3aumnm

KoHTponupoBaTtb UCMONHEHNE 4OrOBOPOB MNOCTABLLMKOB YCIyr
Mo BonpocaM nepcoHana

Mpoun3BoauTb 3aKyno4Hble npoueaypbl, 0OpMNATb U
aHanM3npoBaTb 3aKyNO4YHYH AOKYMEHTaLUMIO

MpoBoanTbL NEperoBopbl U NPEACTaBNSATb MHTEPECHI
opraHunsauun B rocyapCTBEHHbIX OpraHax,
npodeccuoHarnbHbIX COK3ax U APYrnX NpeacTaBUTENbHbIX
opraHax paboTHMKOB Mo BonpocaM nepcoHana

BecTtn genoByto nepenncky

Bectu ydeT n permctpauunio JOKYMEHTOB B MH(pOpMaLlI/IOHHbIX
cnucremax n Ha MmatepumalibHbIX HOCUTENAX

PaboTaTb ¢ MHpOPMaLMOHHLIMU cucTeMammn U 6azamMm gaHHbIX
Mo NepcoHany u cuctemMaM onepaumoHHOro ynpaBneHus
nepcoHanom un paboTte CTPYKTYPHOro nogpasgeneHust

Cobntogatb HOPMbI 3TUKK AENOBOro 06LEeHUS

Heobxoanmbie
3HaHuA

MeTonbl ynpasreHnsa pa3sutmem n appekTMBHOCTbIO
opraHmsauuu, MeToabl aHanmsa BbINOSIHEHNA NNaHOB U
nporpamMmm, onpegeneHns nx 3KOHOMUYeckon 3PPEKTUBHOCTH

MeToabl OLUEeHKM paboTbl CTPYKTYPHbIX NoapasaeneHuni,
pe3ynbTaToB TpyAa NepcoHana

MeToabl NpoBeaeHUs ayamTa U KOHTPOSMHIa onepaTyBHbIX
ynpaBneH4Yecknx npoLeccoB

®opMbl U CUCTEMBI MaTepUanbHOro U HemaTepuarnbHOro
CTUMYNMPOBaHUA Tpyada nepcoHana

OcHoBbI AJOKYMEHTaLUMOHHOIO obecnevyeHuns
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Mopsinok obopMeHUs, BEAEHUS U XpaHEHUS OKYMeHTauum
No cucTeMam onepaLMoHHOro ynpaBreHns NepcoHanom
opraHusauum n paboTte CTPYKTYPHOro nogpasaeneHus

Mopsook dhopmmpoBaHnsa, BeaeHust 6aHka gaHHbIX U
npegocTaBfieHNs OTYETHOCTUM MO CUCTEMaM OnepaunoHHOro
ynpaBneHus nepcoHanom n paboTte CTPYKTYPHOro
nogpasgeneHuns

HopmaTuBHbIe NpaBoOBbIE aKThl, PperynupyoLLme npasa u
00513aHHOCTN rocy4apCTBEHHbLIX OPraHOB 1 OpraHM3auun no
NpeaocTaBNeHUI0 Y4eTHOW AOKYMEeHTaLUn

Mopsgok NpoBeAeHUs 3aKynoYvHbIX npoueayp 1 0dopMnieHus
COMNyTCTBYOLEN AOKYMEHTaLNN

Monutrka ynpaeneHunsi NepcoHanoM 1 coumanbHas nonMTuka
opraHusaummu

OpraH M3aUNOHHO-WITAaTHAaA CTPYKTypa opraHn3auumm

Llenu n ctpaterns passutusi opraHusaumum

BusHec-nnaH n bu3Hec-NpoLecchbl OpraHn3auum

TpyaoBoe 3aKoHOAaTENBCTBO U UHbIE aKTbl, COAepKaLlme
HOpPMbI TPYAOBOrO Npasa

OCHOBbI apXMBHOIO 3aKOHOAATENLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuickon denepaunn, B YacTn BeAeHUs
OOKYMEHTaUMM No nepcoHany

OcHoBBbI HanoroeBoro 3akoHogaTtenscTea Poccurckon
depepaumn

OcHoBbI MUrpaLMOHHOrO 3akoHoAaTenbcTBa Poccuinckon
depepaumn, B YaCcTu NpUBIIEYEHUS N TPYOOYCTPOMUCTBA
MHOCTPAaHHbIX rpaXkgaH u nuy 6es rpaxxgaHcTea

OCHOBbI aIMVHUCTPATMBHOIO 3aKoHoJaTernbLCTBa B obnacTtu
yrnpaBneHns nepcoHanoM 1 0TBETCTBEHHOCTM AOMKHOCTHbIX
nmy,

3akoHogaTtenscTBo Poccumnckon ®egepaumm o nepcoHanbHbIX
AaHHbIX

NokanbHble HOpMaTUBHbIE JOKYMEHTbI OpraHv3aumm B obnactm
ynpaBneHusl nepcoHanom

[MopsaokK 3akYeHna 4oroBopoB (KOHTPAKTOB)

HopMbl 9T1KKM AenoBoro o6LeHns

basoBble OCHOBbI MHPOPMATUKN, CTPYKTYPHOE MNOCTPOEHME
MHPOPMALMOHHBIX CUCTEM U OCOBEHHOCTU PaboTbl C HAMM

Ipyrve :
XapPaKTeEPUCTUKA

3.8. O6obLweHHasa Tpygosas PyHKLUMS

HaumeHo | CtpaTernyeckoe ynpasreHue Kog| H |YpoBeHb 7
BaHue NepcoHanom opraHmsauum KBanudukaumm
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MpoucxoxaeHne OpuruHan X 3anmcTBOBaHO U3
0600LeHHON opurMHana
TPy4oBOU (PYHKLNK

Kon Pernctpauuno
OpUrMHan HHbIA HOMEP
a npodeccnoH
anbHOro
cTaHpapTa
Bo3mMoxHble Buue-npe3ngeHT no ynpaesneHuio nepcoHanom
HanMeHoBaHUS [dnpekTop no nepcoHany
AOJTKHOCTEN, [AnpeKkTop No ynpaBneHuo nepcoHanom
npodgreccunn 3amecTuTenb reHepanbHOro AMpekTopa no ynpaBneHumto
nepcoHanom
TpeboBaHu4 K Bbicluee obpasoBaHue - cneumanuTeT, marucTpatypa
obpasoBaHuIo K [lononHuTenbHoe npodeccmoHanbHoe obpasoBaHue -
oBy4yeHunto nporpamMmmbl NpodeccnoHanbHON NnepenoaroToBkm B o6nactu

ynpaBfeHusl nepcoHariom, CTpaTernyeckoro u onepaumoHHoOro
ynpaBrieHusl, 3KOHOMUKM OpraHM3aunm; NporpaMMbl NOBbILLEHMS
kBanudukaumm B 06nacTu ynpasneHus nepcoHarnom,
CTpaTErM4eckoro 1 onepaumoHHOro ynpaeneHus

TpeboBaHu4 K He meHee naTtn net B ob6nactu ynpasneHnsa nepcoHanom Ha
onbITY PYKOBOAALLNX OOSTHKHOCTSAX

NpakTU4ecKomn

paboThl

Ocobble ycnosus -
gonycka K pabote

Opyrue -
XapaKTepPUCTUKM

[lononHuTenbHblE XapakTePUCTUKN

HanmeHoBaHue Kop HanmeHoBaHne 6a3oBow rpynnbl, AOSHKHOCTH
OOKYyMeHTa (npodpeccun) nnm cneumanbHOCTH

OK3 1232 Pykosoautenu nogpasgeneHunn (crnyxo)
ynpaBneHust kagpamun u TpygoBbIMA
OTHOLUEHUAMM

EKC - 3amecTuTenb gupekTopa no ynpasneHuto
nepcoHasiom

OKMNATP 24063 MeHexep no nepcoHany

3.8.1. Tpyoosas yHKUMS

HaumeHo | PaspaboTka cucTeMmbl | Kom | H/01.7 | YpoBeHb(noayp
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BaHue cTpaTern4yeckoro ynpasreHus OBEHb)
NepcoHanom opraHnsaumm KBanudukawumm

lNpouncxoxaeHune

TPyLooOBOM (PyHKLUMN

OpurunHan X 3anmcTBOBaHO U3

opuruHana
Kon PerncrtpauymnoH
opurmHan HbI HOMEP
a npodeccnoHa
NbHOro
cTaHgapTa

TpynoBble gencTeuns

AHanus ycnewwHblX KopnopaTuBHbIX NPaKTUK NO OpraHn3aumm
cTpaTern4eckoro ynpasfieHUsi NepcoHanomMm opraHusauuu,
OpraHM3auMOHHOIO NPOEKTUPOBaHNA U B3aUMOLENCTBUSA
nogpasgesieHumn

[MocTaHoBKa CTpaTernyecknx uenen B yrnpasrieHnm
nepcoHasnom

PaspaboTka koprnopaTUBHOWN NOMWUTUKK, NNAHOB, NPOrpamm,
npoueayp U TEXHOMOMN MO YyNpaBleHNo NepcoHanom

PaspaboTka KopnopaTMBHOW KyrnbTypbl U cOLManbHOM
NOSIUTUKN, CUCTEM MOTMBALUKN, SPPEKTUBHOCTN, OLLEHKU U
pa3BUTUS NepcoHana

dopmmpoBaHMe CUCTEMbI OniaThl M OpraHM3aunm Tpyaa

PaspaboTka opraHn3auUMoHHON CTPYKTYpbI, NNaHnpoBaHme
noTPebHOCTM B NepcoHane opraHusauum

PaspaboTka nporpaMm, NPMHLUMMNOB CTaHAapTMU3aLuK,
yHUbUKaLUUKN, aBToMaTM3aumm NpoLeccoB ynpaBrneHus
nepcoHanom 1 6esonacHblX ycrnosui Tpyaa

dopmumpoBaHue GrogkeTa Ha NnepcoHar, TEXHOMNOornMm aygmrta
paboTbl C NepcoHanoM 1 KOHTPOJSIIINHIa

Heobxoanmbie
yMeHUs

PaspabaTbiBaTb cTpaTern U NOMUTUKN B yripaBreHun
nepcoHanom

CospgaBaTb 1 ONUCbIBaTb OPraHM3aLUMOHHYI CTPYKTYpPY, Lenu,
3aga4un, PyHKUUN CTPYKTYPHbIX NoApasaeneHuii n
LOOMKHOCTHbIX 1L

MpuMeHATb MeToAbl YNpaBNeHUs MEXITMYHOCTHLIMU
OTHOLLUEHNAMU, POPMUPOBAHUS KOMaHA, Pa3BUTUSA NOEpPCTBa
N UCMOSNTHUTENBLHOCTHU, BbISIBIIEHUS TanaHToOB, onpeaeneHus
yAOBNETBOPEHHOCTN paboTon

Orlpep,enmb N aHalim3anpoBaTb BHYTPEHHNE KOMMYHUKaL NN,
MogennMpoBaThb NoBeAEHNE NepcoHana

MpencTaBnsaTe UHTEPECH! OpraHn3aLnn B rocy4apCTBEHHbIX
opraHax, BO B3aMMOJeNCTBUM ¢ Npoddcoto3amm, NHbIMM
npeacTaBuTENbHBIMU OpraHamy paboTHUKOB MO BOMpocam
nepcoHana




CocTtaBnsTb, paccynTbiBaTb, KOPPEKTUPOBATb U
KOHTPONMpOBaTb CTaTbM pacxogoB OaxeToB 1 POHAOB Ha
nporpaMmmbl 1 MEPONPUATUSA NO YNPaBNEHMO NepcoHanom
opraHunsauum

MpoBoAUTb ayauT U KOHTPOMMMHI B 00NacTh ynpaBneHus
nepcoHanom

Pa3pabatbiBaTb KoprnopaTuBHbIE colarbHble NPorpamMmmbl

BecTu neperosopbl N0 BONpocam couunanbHoro napTHepPCTBa C
npeacTaBUTENbHLIMU OpraHammn paboTHUKOB

PaboTaTb ¢ MHpOpMaLUMOHHbIMUK cucTeMammn 1 6aszamm
OAaHHbIX MO BONpOCaM ynpaBneHusi nepcoHanom

OpraHunsoBbiBaTb MeponpusTua no obecneyeHmnto BbINoNHEHNS
TpeboBaHUM OXpaHbl Tpyaa B COOTBETCTBUN C AENCTBYHOLLNM
3akoHogaTenscTsoM Poccuinckon degepaumm v nokanbHbIMA
aKTamu opraHmsaumm

OpraHusoBbiBaTh M NPOBOAUTL MEPOMPUATUS C NEPCOHANOM B
COOTBETCTBME C KOPNOPATUBHOM COLIMANbHOW MOSIUTUKOW

CobntogaTtb HOPMbI 3TUKK 4eN0BOro obLweHns

Heobxoanmbie
3HaHUS

MeToabl ynpaBneHus passutnemMm n apPeKTMBHOCTbLIO
opraHu3auumu, aHanunaa BbINOMAHEHNS MAAaHOB U MPOrpamm,
onpegeneHnsa nx 3KoHoMnYyeckon adPEKTUBHOCTH

MeToabl OLeHKM paboTbl CTPYKTYPHbIX NMOApa3aeneHni,
pe3ynbTaToB Tpyda NnepcoHana

MeToabl NpoBeaeHNst ayauToB, KOHTPOSIMHIA
ynpaBfeH4YeCcknX NpoLeccoB

MeToabl aHann3a Kofmm4eCTBEHHOIO U Ka4eCTBEHHOIO CocTaBa
nepcoHalsia

Cuctembl cTaHgapToB no 6usHec-npoueccam, Nnpodeccusam,
HOpPMbI TpyAa

CucteMbl, MeToabl U popMbl MaTepUanbHOro u
HeMaTepuasnbHOro CTUMYNMPOBaHMsA Tpyaa nepcoHana

MeToabl aHanu3a coumanbHbIX MporpamMm 1 onpegeneHns nx
9KOHOMUYECcKon 3P PEKTUBHOCTH

TexHonornn n metoabl GOPMUPOBAHNS U KOHTPONS OLO4KETOB
Ha nepcoHarn

TpeboBaHUs oxpaHbl 1 6e3onacHbIX YCoBUn Tpyaa

Llenu, ctpaterus n kagposas NONUTNKa opraHn3aumm

OCHOBbI TEXHOOMMM NPOU3BOACTBA U AEATENBHOCTHU
opraHusaumm

OCHOBbI COLMONIONMM, NCUXONOrMN N SKOHOMUKMN Tpyaa

OcHoBbI yrnpaBJiEHNA counalibHbIM pa3BUTUEM OpraHM3aLnn

MeToabl npoeegeHmnAa counonorm4ecknx nccnenoBaHun,
n3y4yeHunA O6I.Ll,eCTBeHHOFO MHEeHUA

CTpyKTypa opraHmsaumm

prﬂ,OBOG 3adKOHOOATEJIbCTBO U NHbIE aKTbl, cogepXallune
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HOPMbI TPYAOBOro npasa

OcHOBbI apxXMBHOrro 3akoHoA4aTeNbCTBa N HOPMATUBHbIE
npaBoBble akTbl Poccuiickon ®egepauymm, B HacTn Be4eHust
OOKYMEHTaLuMn No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTBa Poccumnckon
depepaumn

OcHoBbI MUTPaLIMOHHOIO 3akoHoaaTenbcTBa Poccunckom
depnepaummn, B HacTu NpUBNEYEHUs U Tpy4oyCcTponucTea
MHOCTPaHHbIX rpaxgaH u nuy 6e3 rpaxgaHcTea

OCHOBbI aJMUHUCTPATUBHOIO 3akoHO4aTeNnbLCTBa B 0bnacTu
yrnpaBneHnsi NepcoHanoM 1 OTBETCTBEHHOCTM AOMKHOCTHbIX
nmy,

3akoHogaTtenscTeo Poccumnckon ®egepaumnm 0 nepcoHanbHbIX
OaHHbIX

JNokanbHble HOpMaTMBHbIE aKTbl OpraHn3auumn B obrnacTtu
ynpaBfeHnsi NnepcoHasniom

[MopsaaokK 3akn4YeHnsa 4OroBOpoB (KOHTPAKTOB)

HopMmbl 9TUKK genoBoro obuweHns

OcHoBbl UHOPMATUKK, CTPYKTYPHOE NOCTPOEHME
NMHOPMALIMOHHBIX CUCTEM N 0COBEHHOCTU paboTbl C HUMM

Apyrve
XapaKTepUCTUKM

3.8.2. Tpyoosas dyHKUMS

HanmeHo | Peanusauusi cuctemol Kog | H/02.7 | YpoBeHb 7
BaHWe cTpaTernyeckoro ynpasneHus (noaypoBeHb)
NepCcoHanomMm opraHn3auunm KBanugukaumnm
MpoucxoxaeHne OpuruHan X 3anMmcTBOBaHO n3
TPy4oBOW (OYyHKLNK opuriuHana
Kon Peructpauu
opurnHan OHHbIN
a HOMep
npodpeccno
HanbHOro
cTaHgapTa

TpynoBble oencTBUA

[MnaHupoBaHne OesaTenbHOCTM 1 pa3paboTka MeponpuaTUr no
yrnpaBneHno NepcoHanom ns peannsauumn ctpatermyeckmx
Lenen opraHmsaumm

BHeapeHune nonuTuk, NnaHoB, NporpaMm, npoueayp v
TEXHONOTMI N0 YNPaBNEHWIO NepCoHaNoMm

[MocTpoeHne opraHM3aunMoHHOM CTPYKTYpPbl C Y4€TOM MNI1aHOBOW
noTpebHOCTM B NnepcoHane n B3anMoLencTBuSA CTPYKTYPHbIX
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nogpasfesfieHnn opraHmsauum

BHeapeHne 1 nogaepaHme KoprnopaTUBHOW KyNbTypbl U
coumanbHOM NOANTUKK, CUCTEM MOTMBALMN, SPIDEKTUBHOCTH,
OLIEHKM 1 Pa3BUTUSA NepcoHana

BHeapeHve 1 nogaepxaHne cucteMbl opraHusaumm Tpyaa u
onnaTbl nepcoHana

YnpaBneHne BHeAPEHNEM NPOrpaMm 1 NPUHLMNOB
cTaHgapTusauun, yHudukauum, aBTomaTmaalmm npoLeccoB
yrnpaBneHns nepcoHanomM 1 6e3onacHbIX YCnoBui Tpyaa

OpraHu3auusi NpoBeaeHUs: ayanTa U KOHTPOIIMHra B
ynpaBneHMn NepcoHanom

MocTaHoBKa 3ag4ay pyKoBOAMTENSM CTPYKTYPHbIX
nogpasaeneHui, onpegeneHne matepnanbHO-TEXHUYECKNX
pecypcoB A5 UX BbINOSIHEHUS]

AHanu3 oTYETHOCTU MO YNpaBfeHU0 NepcoHanom u
BbISIBITIEHNE PECYPCOB MO YyYLIEHWIO OEATENbHOCTY
opraHusaumm

CornacoBaHue yCrnoBuii 3akrnto4aemblX JOrOBOPOB MO
BOMpoOcaMm yrnpaerieHnsi NnepcoHanom

OpraHu3auns npoBeAeHNst 3aKynoYHbIX NpoLleayp no
BOMpOcaM yrnpaBneHusi nepcoHanom n opbopmnieHuns
CONyTCTBYHOLWEN AOKYMEHTAUUN MO HAM

dopmumpoBaHue GrogkeTa Ha NnepcoHar, TEXHONOorMm aygmrta
paboTbl C NepcoHanoM 1 KOHTPOJSIINHIa

MNpumeHeHne k paboTHMKaM Mep NOOLLPEHUS U
AVCLUMNIIMHAPHOMO B3bICKaHUS

Heobxoanmbie
yMeHuUs

[MponsBoanTb aHaNM3 AeATENbHOCTU NO YNpPaBreHNIo
nepcoHanom, paspabatbiBaTb nokasaTenu adeKTMBHOCTH
paboThbl

(DOpMI/IpOBaTb nnaHbl U MeponpuAaTnd no ynpasreHnto
nepcoHasjiom

PaccunTbiBaTh GHOOKET B 061aCTV ynpaBneH1st NepcoHanom

Onpenenatb 30HbI OTBETCTBEHHOCTM PabOTHNKOB U
nogpasneneHnin, CTaBuTb 3agayvm pykoBoanTenam
nogpasgeneHnn n obecneynsaTb pecypchbl A8 UX UCNOSTHEHUS

KoHTponupoBaTb 1 KOPPEKTUPOBATL UCMOMNHEHNE NOPYYEHUIA U
3agav

Ynpaensatb 3 (eKTUBHOCTLIO U BOBIIEYEHHOCTLIO NepcoHana,
AncunniMHon Tpyaa u cobnogeHnem 6esonacHblX yCrnoBumn

TpyAa

BecTu neperosopsl N0 BONpocam coLuanbHOro napTHepCcTea u
npencTaBnsATb UHTEPECHI OpraHM3aLnn B rocyJapCTBEHHbIX
opraHax, npodeccuoHarnbHbIX Col3ax U ApYrnx
npeacTaBUTENbHbLIX OpraHax paboTHMKOB, U OpraHn3aLmsax no
BOMpocaMm nepcoHarna




PaboTaTb ¢ MHpOpMaLUMOHHbIMUK cucTeMammn n 6aszamm
OAaHHbIX MO BONpOCcaM ynpaBneHusi nepcoHanom

MpoBoAUTb ayauUT U KOHTPOMMHI B 00NacTy ynpaBneHus
nepcoHanom

®opmnpoBaTh ¥ NPOBOAUTL COLIMANbHY MONUTUKY U
coumnanbHble NporpaMmbl

Bectu neperosopbl C nNoctaBwnMkamMmn ycnyr rno ycrioBuAam
3aKn4aeMbiX JOroBOpoOB

[MponsBoanTb 3aKyno4vHble npoueaypbl, 0popMNATL U
aHanM3MpoBaTb 3aKYMNOYHYI JOKYMEHTALMIO

Cobntogatb HOpMbI 3TUKM AENOBOro 0bLEeHUs

Heobxoanmbie
3HaHUS

MeToabl ynpaBrneHusi pasButmemM n adekTUBHOCTbLHO
opraHu3aumm, MeTobl aHanu3a BbIMOSIHEHWS NIaHOB U
nporpamm, onpegeneHns X 3KOHoMU4Yeckom 3dPEKTUBHOCTH

OpFaHI/I3aLI,I/I‘/'-I yrnpaslieHnd pa3BuThem opraHn3aumnnm

Teopun ynpaBneHus opraHusaumen, nonmTmka u ctpateris
ynpaBfeHnsi NnepcoHaniom

MeTobl aHanu3a BbIMOSHEHWS NAaHOB U 3ag4ad, onpeneneHus
NX 9KOHOMMNYECKON 9PFEKTUBHOCTH

MeToabl OUEHKM, pe3ynbTaToB U 3peKTUBHOCTM Tpyaa

MeToabl BHEOPEHNA CUCTEMbI yrnpaslieHUA nepcoHaJioM

OcHoBbl paboTbl N0 NPodopUEHTAL UM

MeToankn NNnaHMpoBaHKs 1 NPOrHO3MPOBaHMSA NOTPeGHOCTY B
nepcoHane

Lienu, ctpaterns pa3sutus 1 OM3Hec-NnaH opraHn3aumm

Teopun n metoabl opMUPOBaHNIO BpeHaa opraHn3aumm

TpeboBaHnsa oxpaHbl U 6e30nacHbIX YCNoBUi Tpyaa

MeToankn pa3paboTkm U BHeOPEHUs NToKarbHbIX HOPMaTUBHbIX
aKToB

MopsiAoK 3aKnYeHUs TPYAOBbIX 4OrOBOPOB, PEryNMpoBaHUs
TPYAOBbIX CMOPOB

OcHoBbI counonornn, NCUXonornm, AKOHOMUKN Tpyaa un
ynpaBJieHnA counarnbHbIM pa3BUTUEM OpraHmn3aLmnmn

MeToabl NpoBeLEHNS COLMONOMMYECKNX NCCeLoBaHUN,
n3yyeHmst obLEeCTBEHHOrO MHEHUS

TexHonorun npoBeAeHnst ayamTa U KOHTPOSUHra B
ynpaBneHMn nepcoHanom

[Mopsagok NnpoBeAeHUs 3aKynoYHbIX npoueayp 1 odopMIieHns
CONYTCTBYHOLLEN AOKYMEHTALMN

TexHonornn, cTaHaapTM3aums, yHudukaums, aBTomaTnsaums
NPOLECCOB yrnpaBneHnsi NepcoHanom

CTpyKTypa opraHmsaumm

TpynoBoe 3aKoHOAATENBCTBO M UHbIE aKTbl, coaepKallne
HOPMbI TPYAOBOro npasa

OcHoBbI dpPXMBHOIo 3aKkoHoaaTesibCTBa U HOPMAaTUBHbIE
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npaBoBble akTbl Poccuinckon ®egepaunn, B Hactu BeaeHmA
AOKYMEHTaLUMKN No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckon
depnepayumn

OcHoBbI MUIPaLMOHHOIO 3akoHoadaTenbCcTBa Poccmnmnckom
depnepaummn, B HacTu NpUBNEYEHUs U Tpy4oyCTPoONUCTBa
WHOCTPAaHHbIX rpaxkaaH u nuy 6e3 rpaxxgaHcTea

OcCHOBbI aAMMHUCTPATMBHOIO 3aKoHo4aTeNbLCTBa B 06nacTu
ynpaBreHusi NIePCOHaNoM 1 OTBETCTBEHHOCTM OOSMKHOCTHbIX
nvy

3akoHogaTtenscTeo Poccunckon denepaumm o nepcoHarnbHbIX
AaHHbIX

[Mops oK 3akn4YeHnsa 4OroBOpoB (KOHTPAKTOB)

JlokanbHble HOpMaTUBHbIE aKTbl B 06nacTu yrnpasneHus
nepcoHanom

HopMbl 3TUKM 4eNOBOro 06LeHns

BasoBble 0CHOBbI MHPOPMATUKKN, CTPYKTYPHOE MNOCTPOEHNE
MHGOPMALMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMU

Opyrve

XapaKTeEPUCTUKU

3.8.3. TpynoBasa pyHKUMSA

HanmeHo | AOMWHUCTpUpOBaHME MPOLIECCOB U Kog | H/03.7 | YpoBeHb 7
BaHue AOKyMeHToobopoTa no (noaypoBeEHb)
cTpaTernyeckoMy yrnpasrieHuIo KBanudukaum
NepcoHanoM opraHMsauum n
MpoucxoxaeHue OpurnHan X 3anmMcTBOBaHO 13
TPy4oBOU (PYyHKLNK opurnmHana
Kon Peructpauyuo
OpuUrMHana HHbIN HOMeEp
npodgpeccnoH
anbHOro
cTaHpapTa
TpynoBsble AHanus npoueccoB AOKYMeHTO0DO0poTa, NoKanbHbIX
AencTBnd AOKYMEHTOB MO BOMpOCaM yrpaBreHus NepcoHarnom,

Oun3Hec-nNpoLEeCcCOB OpraHM3aunmn, yaoBneTBOPEHHOCTH
nepcoHana

[lokyMeHTaunoHHOe oopMIieHne pe3ynbTaToB yrnpaBneHns
nepcoHanom, ero ayaura, paboTbl CTPYKTYPHbIX
nogpasneneHumn

[loKyMeHTaUnoHHOE U OpraHn3aLmMoHHOE CONPOBOXAEHNE
CcTpaTermyeckoro ynpasfeHus nepcoHanom un paboTsl
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CTPYKTYPHbIX NogpasaeneHni

MoaroToBka NpeAnoXeHun No pa3BUTUIO CUCTEM YrpaBreHus
nepcoHanom, No HeoBXoaAMMbIM KOPPEKTUPYOLLUM U
NPEBEHTUBHBLIM MepPaM 1 Mo NOBbILEHNIO 3 (PEKTUBHOCTH
paboTbl CTPYKTYPHbIX NogpasaeneHui

KoHTponb npoueccoB B 06nacTn ynpaBneHusi nepcoHanom m
paboTbl CTPYKTYPHbIX NOApa3aenieHnin, CpaBHEHNE U aHanu3
NPOLIECCOB, PE3YNbTATOB YrNpaBEHYECKUX MEPONPUATUN,
onpegeneHne akTopos, Bbi3blBAOLLMX OTKIIOHEHME OT
NiaHOBbIX NOKa3aTeneun

CornacoBaHue 1 KOHTPOb JOrOBOPOB MO BOMpPOcCaM U
cucTemMam cTpaTerMyeckoro ynpasrneHust nepcoHanom n padote
CTPYKTYPHbIX NoapasaeneHnii, opraHmsauns npoueayp no nx
3aKMYEHMIO

MoaroToBka pe3ynbTaToB aHanm3a COOTBETCTBUSI opraHM3aunm
M onnaTtbl TpyAa nepcoHana ycnewHbIM KopnopaTUBHbIM
NpaKkTMKam

BbinonHeHne TpeboBaHMI N0 XpaHEHUO MHopMaLmumn o
pesynbTaTtax 4eNUCTBUS CUCTEM CTPATErMYECKOro ynpasneHus
NnepcoHanom 1 paboTbl CTPYKTYPHbLIX NOApa3geneHni

Heobxoanmbie
yMeHUs

AHanuanpoBaTb, pa3pabaTtbiBaTb 1 0OPMNSATb AOKYMEHTbI MO
npoueccam 1 pesynbTaTam yrnpaBrneHusi nepcoHanom n pabore
CTPYKTYPHbIX NogpasaeneHuni

MprUMeHATbL MeToabl aHanm3a GU3Hec-NpPoLIECCOB OpraHu3aLum

OnpenensTtb NporpamMmbl AOCTUXKEHUS LIENEN U pelleHna 3agad
nogpasaeneHnm

ﬂposoqmb aygnTt CUCTEeMbI yrpaBlieHUd nepcoHasiom

ﬂposoqmb KOHTPOJUIUHI CUCTEMbI yrnpaBJieHNA nNepcoHaJ1oM

KoHTponupoBaTth GogKeT Ha nepcoHan u ynpaeneHne
pacxogamu Ha NepcoHarn

OpraHu13oBbIBaTb CONPOBOXAEHNE A0rOBOPOB MO BONpocam
ynpaBrieHusl nepcoHariom, BKnoyas npeasapuTenbHble
npoueaypbl Mo UX 3aKMHYEHUIO

OpraHI/I3OBbIBaTb 3aKyno4yHble npouenypsl, OCbOpMﬂFlTb n
aHalin3npoBaTb 3aKyrnoO4HyH JOKYMEHTALNIO

KOHTpOﬂI/IpOBaTb N aHanm3npoBaTb BOMPOCHLI coLunalsibHOro
napTHepcTBa, AOroBopbl MNOCTaABLUMKOB YCIyr

MpoBoaNTb NEPEroBopbl U NPEACTaBNSATb MHTEPECH
opraHu3aumm B rocyapCTBEHHbIX opraHax,
npodeccroHanbHbIX COK3ax 1 APYrnx NpeacTaBUTENbHbIX
opraHax paboTHMKOB U opraHun3aumsix no Bonpocam nepcoHana

BecTtu genosyo nepenncky

PaboTaTb ¢ MHpOPMaLMOHHLIMU cUcTEMaMU U 6azamMu OaHHbIX
Mo nepcoHarny, cucteMaM ynpasrieHusi IepcoHarnom u
opraHusaumm gesTenbHOCTU CTPYKTYPHbIX nogpasaeneHui




Ob6ecneunBaTb kKagpoBOe AENONPOM3BOACTBO U
AOKYMEHTaLUMOHHOE CONPOBOXAEHME NPOLECCOB Mo
yrnpaBneHno NepcoHanom n paboTe CTPYKTYPHbIX
nogpasgeneHumn

OpraHun3oBblBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHMAMN TPYOOBOrO N apXMBHOIO 3aKoHOAATENbLCTBA
Poccuinckon ®egepaummn n nokanbHbIMU akTaMn opraHmsaumnm

Cobnogatb HOpMbl 3TUKN ENOBOro O6LLEHMS

Heobxoanmbie
3HaHUS

KopnopaTtumBHas KynbTypa, counanbHas nonnTuka, cucTembl
MOTMBaLMM U 3PEKTUBHOCTU yNpaBNeHNsi NEPCOHANOM

MeToabl ynpasneHnsa pa3sutmem n appekTUBHOCTbIO
opraHusauum, MeToAbl aHanmsa BbINOSIHEHUA NIaHOB U
nporpamMm, onpeaesieHns nx 9KOHOMMYeckon aPEKTUBHOCTHU

MeToabl NpoBeaeHNs ayauTa, KOHTPOMsi onepaTUBHbIX
yrnpaBneH4YeCcKMX NPOLIECCOB, COLMONOrMYECKUX UCCNeaoBaHNi

BusHec-nnaH n 6usHec-NpoLecchbl opraHn3aumm

BrogkeTHoe NpoekTpoBaHmne

OpraHu13auUnoHHOE NPOEKTUPOBaHNE

(DOprI, mMeTodbl U CUCTEMbLI MaTepunaribHoro 1
HeMaTepunarsibHOro CTUMyJnimpoBaHuUA Tpyaa nepcoHarna

Cuctembl cTaHaapToB no 6usHec-npoueccam, npodeccnsam
(cneumanbHOCTAM), HOPMbI TpyAa

MeToabl aHann3a KonmyeCTBEHHOIO M Ka4eCTBEHHOIo cocTaBa
nepcoHarna

KagpoBasi nonutuka opraHnsaumm

Mopsiaok opMrpoBaHusi, BeaeHust 6aHka gaHHbIX U
NpeaocTaBneHnst OTYETHOCTU MO CMCTEMaM ynpaBneHus
nepcoHanom 1 paboTte CTPYKTYPHbIX NogpasaeneHuni

OCHOBbI JOKYMEHTaLMOHHOIO obecneveHusi, NopsiaoK
ochbopMneHnst AOKYMEHTOB, NPeAOCTaBNSEMbIX B
rocyaapCTBEHHbIE OpraHbl, NPodeccrMoHarnbHble COK3bl,
06LLIECTBEHHbIE OpraHn3aLmm

LleJ'II/I N cTparterna pa3BntnAa opraHn3aunnm

Mopsgok npoBeaeHNs 3akynoyHbIX npoueayp n ooopMneHns
CONYTCTBYHOLLEN OOKYMEHTALMN

HopmaTuBHbIe NpaBoBbie akTbl, PerynupytoLlme npasa u
00513aHHOCTM rOCY1apCTBEHHbIX OPraHOB M OpraHM3aLun no
NpeaoCTaBMNEHUI0 YY4ETHOW IOKYMEHTaLUN

CTpyKTypa opraHmsaumm n BakaHTHble SOMKHOCTU (Npodheccun,
cneumanbHOCTN)

TpyAaoBoe 3akoHOA4ATENBCTBO U MHbIE aKTbl, coaepKaLyme
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apX1BHOro 3aKoHO4ATESbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccurckon ®egepauunm, B HacTn BeAEHUS
AOKYMEHTaUMn No nepcoHany
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OcHoBbI HanoroBoro 3akoHogaTtenbcTesa Poccumnckom
depepaummn

OcHOBbI MUTpaLMOHHOIO 3akoHogaTenbCcTBa Poccminckom
denepaumn, B YaCTu NpUBIIEYEHUS N TPYOOYCTPOMUCTBA
MHOCTPaHHbIX rpaxgaH n nuy 6e3 rpaxgaHcTea

OCHOBbI aAMUHNCTPATMBHOIO 3aKkoHo4aTebCcTBa B obnactu
ynpasfieHNss NePCOHANIOM N OTBETCTBEHHOCTW LOSMKHOCTHbIX
nmy,

3akoHogaTtenscTBo Poccunckon ®epepaumm o nepcoHasibHbIX
AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHM3aumm B obnactu
ynpaBfeHns NepcoHanom

[MopsagoK 3aKNYEHNA JOroBOPOB (KOHTPAKTOB)

HopMbl 9TUKM AenoBoro obueHuns

basoBble 0CHOBbI MIHOPMATUKK, CTPYKTYPHOE MNOCTPOEHNE
NHAPOPMALMOHHbBIX CUCTEM M OCOBEHHOCTM paboThbl C HUMM

Ipyrue :
XapaKTeEPUCTUKHN

IV. CBegeHusa o6 opraHusauusx - paspaborumkax npodgeccmoHanbLHOro craHgapTa

4.1. OTBETCTBEHHAsA opraHmnsaumns-pas3paboTyunk

Ob6uwepoccuickoe obbeanHeHne pabotogarenen "Poccuinckuim cors
NPOMBILLITIEHHUKOB 1 npeanpuHumMmaTenen”, ropog Mockea

McnonHuteneHbin Buue-npesnaeHT KysbMuH Omutpun Brnagummposuy

4.2. HanmeHoBaHUs opraHunsaumimn-pa3paboTymkos

=

AHO "HaumnoHanbHoe areHTCcTBO pa3sButua Keanudukaummn®, ropoq Mocksa

N

Accoumnauus (Cotros) "Accoumaums KOHCYNbTaHTOB Mo noabopy nepcoHana",
ropog Mocksa

'pynna HeadHunter, ropog Mockea

3A0 "KPOK MHKOPMOPEWTEQ", ropoa Mocksa

NHdpopmaumnoHHo-aHanuTtrnyeckmnin ueHTp "Kagposbin Josop", ropog Mocksa

MIO "OINOPA POCCUWN", ropog MockBa

MexayHapoaHas accoumalus 1enoBoro coTpyaHu4ecTsa, ropoa Mockea

HOYY OMNO "MHcTuTyT NnpodeccrnoHanbHoro kagposuka", ropogq Mockea

MI1 "Accoumnauma Esponenckoro 6usHeca", ropog Mocksa

0 HI1 "BKK - HaunoHanbHbIN co03 Kagposukos", ropog Mocksa

RRPRONOOOHA~W

1 HIM "MexayHapogHbin anbadc "Tpygosas murpaums”, ropog Mocksa

12 HIM "HaunoHanbHasa accoumauma omCHbIX cnewmanmncToB n
agMWHUCTPaTMBHbIX paboTHMKOB", ropog MockBa

13 HIMT MHO "Accoumnauma meHemxkepoB Poccun”, ropog Mockea
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14 HIM CYP3 "HaumoHnanbHas koHpeaepauns "Pa3Butme 4enoBeyeckoro
kanutana", ropog Mocksa

15 OAOQ "BAHX" (TAO BBL), ropog Mocksa

16 OAOQ "lNasnpom HedbTb-HoBOCKMOUPCK", ropog HoBocnbumpck

17 OAOQO "Ob6beanHeHHas cygocTpouTenbHas kopnopauus”, ropog Mocksa

18 OAOQ "PX[", ropoa Mocksa

19 OAOQ "Caxanun QHepokun MusectmeHT Komnann", ropog KOxHo-CaxanuHck
20 OAOQ "TaTtHedT1b" nmenun B.[]. WawmnHa, ropog KasaHb

21 OAOQO "Hay4Ho-nponsBogcTBeHHoe 06beamHeHne "Hayka", ropog MockBa

22 00O "LG Electronics Rus", ropog Mocksa

23 00O "busHec lNcnxonorn SHL Russia & CIS HIT", ropog Mocksa
24 000 "UT-CK", ropog Mocksa

25 OO0 "Nlykonn-NHxunHupuHr", ropog Mocksa

26 OO0 "OKBE 3enut", ropog Mockea

27 OO0 "MMeTtponuym Tpengunr", ropog Mocksa

28 00O "Monurpag-3awmrta”, ropog Mocksa

29 OO0 "UeHTp kagpoBbIx TexHosnorn - ObyyeHne. CTaXMpoBKM.
TpypoycTtponcteo”, ropog Mocksa

30 Poccuinckoe npegcrasutenscteo "Coleman Services UK" ("KoynmaH
Cepsucus"), ropog Mocksa

31 Toproso-npomeblweHHas nanara Poccuinckon ®egepauymm, ropog Mocksa

32 ®IreOY BIMO "MockoBCKkun rocygapCTBEHHbIN YHUBEPCUTET UMEHM

M.B. JlomoHocoBa", LLIkona gupektopa no nepcoHany, ropog Mocksa
33 OIr6OY BIMO MCY, ropog MockBa
34 OOy BINO M3CU, ropog Mocksa

35 ®IreQY BIMO Cubupckuii rocyaapCTBEHHbIN YHUBEPCUTET NYTEN COOOLLEHUS
(CI'YNCQC), ropog HoBocmnbupck
36 ®I'bY "Hay4yHo-uccnegoBaTenbCKUN MHCTUTYT TpyAa U coumanbHOro

cTpaxoBaHua" MuHucTepcTBa Tpyaa u coumanbHON 3alnTbl Poccuimnckom
depepaumn, ropog Mocksa

37 Oyl "Moyrta Poccnn”, ropog Mocksa

38 @K "Ypancub", ropog Mocksa

*(1) ObLepoccuicknin krnaccumnkaTop 3aHATUN.

*(2) OBbLepoccnnckmnin knaccudmkaTop BUAOB 9KOHOMUYECKON OeATENbHOCTH.

*(3) EOuHbIN  KBAnNUMUKaUMOHHBLIA CrpaBOYHMK LOOSMKHOCTENW PYKOBOAUTENEN,
crneunanncToB 1 ApYrnx cnyxawmx.

*(4) Obwepoccuncknin  knaccudukatop npodgpeccun paboumx, OOSMKHOCTEN
crny>aLmx n TapuHbIX pa3psgos.
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