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MWHUCTEPCTBO TPYOA U COLIMATIbHOW 3ALUUT bl POCCUUCKOU ®EOEPALINA
NMPUKA3

oT 6 okTAGps 2015 rona N 691H

006 yTBepxxaeHnU npocpeccnoHanbHoOro craHgapta "CneunanucT no ynpaBneHuo nepcoHanom"

B cootBercTBUM ¢ nyHKkTOM 16 NpaBun paspaboTkv, yTBEPXKAEHNS N NPUMEHEHMSA NPOdECCUOHANbHBIX CTaHAAPTOB,
yTBEPXKOEHHbIX NocTaHoBreHnem [paButensctea Poccuiickon ®epepauum ot 22 aHeaps 2013 roga N 23 (CobpaHue
3akoHogatenbcTBa Poccuinckon ®enepauun, 2013, N 4, ¢1.293; 2014, N 39, ¢1.5266),

npyvKasbIBato:
YTBEpAnTbL Npunaraemblii® npodeccroHanbHbI cTaHaapT "CneumnanuncT no yrnpasreHnio nepcoHanom”.

* Mpunoxenune B dopmate PDF cMm. no ccbinke. - MNMpumeyaHne n3rotoButens 6asbl 4aHHbIX.
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NMPO®ECCUOHAIBbHbLIA CTAHOAPT

CMEUMANNCT MO YNPABJIEHUIO MEPCOHAJIOM

559
PernctpaumnoHHbIi
Homep
l. O6wme cBepeHus
YnpasneHne nepcoHanom opraHnsauum 07.003
(HanmeHoBaHUe BMaa NPodeCCMoHanNbHOM OEATENBHOCTH) Koa

OcHoBHas uernb Buaa npodgeccunoHanbHOM AesATeNbHOCTU:

OGecneyeHne  adbpekTMBHOrO  QYHKLUMOHMPOBAHUS  CUCTEMbl  ynpaBneHust
nepcoHanoM Ansg AOCTWKEHUS Lieren opraHusaumm
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'pynna 3aHaTui:

1232 Pykosoautenu 2412 CreuuvanucTbl Mo Kagpam 1
nogpasgeneHuin (cnyxo) npodopueHTaLmm
ynpasreHusa kagpamm un
TPYOOBbIMWN OTHOLLEHWAMM

3423 CneumanncTbl KagpoBbIX - -
CNyx0 n yupexaeHun
3aHATOCTYU
(kog OK3 (HaumeHoBaHMe) (kog OK3) (HaumeHoBaHMWe)
<1>)

OTtHeceHue K BWOAM 3KOHOMUYECKOWN OeATEeNbHOCTU:

78.30 HesatenbHocTb Mo nogbopy nepcoHana npo4yas
(kog (HaumeHoBaHMe BMOa SKOHOMUYECKOW OEeATENbHOCTN)
OKB3[
<2>)

Il. Onncanme TpynoBbIX hyHKLMN, BXOAALWMX B NpodeccuoHarnbHbI cTaHaapT (pyHKUMOHanbLHasn
KapTa Buaa npoceccmoHanbHoOn AesATeNIbHOCTH)

O606LLeHHbIe TPyAOBblE (OYHKLNM Tpynosble dyHKUUN
Kog HanveHoBaHue YPOBEHb HaumeHoBaHve Kog YypOBEHb
KBanudmkaLmm (nogypoBeHb)
KBanudmkaumm
A [ okyMeHTaunoHHoe 5 BegeHuve opraHnsaLoHHOM 1 A01.5 5
obecneyeHue paboTbl ¢ pacnopsanTensHOM oKy MEHTaLMK No
nepcoHanom nepcoHany
BegeHune gokymeHTaumm no yyeTy u A02.5 5
OBWKEHMIO KaapoB
AOMUHUCTpUpPOBaHME NPOLLECCOB U A/03.5 5
O0KyMeHTo0o60pOoTa No y4eTy u
OBWKEHWIO KagpoB, NpeacTaBneHUo
JOKyMEHTOB MO NepcoHarny B
rocyfapCTBEHHbIE OpraHbl
B [eatenbHOCTbL NO 6 C6op mHopmaLumm 0 NOTPeBHOCTSX B/01.6 6
obecneyeHuno opraHusauum B nepcoHane
nepcoHarnom
Mownck, npuenedexne, nogdop 1 oToop B/02.6 6
nepcoHana
AOMUHUCTpUpPOBaHME NPOLIECCOB U B/03.6 6
OOKyMeHToobopoTa obecnedeHnst
nepcoHarniom
C [esaTenbHOCTb No 6 OpraHusauusi 1 NpoBefeHNEe OLLEHKN C/01.6 6
OLEHKe N aTTecTaumm nepcoHana
nepcoHana
OpraHusauusi 1 NpoBefeHne aTTecTauunm C/02.6 6
nepcoHana
AOMVHUCTpUPOBaHME NPOLECCOB U C/03.6 6
O0OKyMeHTooBopOoTa Npy NpoBeaeHNM
OLIEHKM 1 aTTecTalumn nepcoHana
D |OesartenbHocTb no 6 Opranusaunsa n nposegeHue D/01.6 6
pa3BMTUIO NepcoHana MEPONPUSATIUIA NO Pa3BUTMIO U
NOCTPOEHUIO NPOdeCcCMOHaNbHON
Kapbepbl NepcoHana
Opranuzauunsa obyyeHust nepcoHana D/02.6 6

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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CipaHuua 3

OpraHusauust agantaummn N CTaXnpoBKU D/03.6 6
nepcoHana
AOQMUHUCTpUpPOBaHME NPOLECCOB U D/04.6 6
[OKyMeHTOOobopoTa Mo pa3suTmIo 1
npodpeccuoHarnbHom kapbepe, 00y4eHuto,
aganTtauumn 1 CTaxnpoBKe nepcoHana
E [edarenbHoCTb MO 6 OpraHusauus Tpyaa nepcoHana E/01.6 6
opraHusauuun Tpyga u
onnartbl nepcoHana
OpraHusauust onnartbl TpyAa nepcoHana E/02.6 6
AOMVHUCTpUPOBaHME NPOLECCOB U E/03.6 6
[OKyMeHToobopoTa no Bornpocam
opraHv3auum Tpyda v onnatbl nepcoHana
F [eaTenbHOCTbL NO 6 PaspaboTka kopnopatmeHon couunaneHon | F/01.6 6
opraHusaumu NOMUTUKK
KoprnopaTUBHON
coumarnbHON NOMUTUKK
Peanusauus kopnopatueHon coumansHon | F/02.6 6
NONMUTUKU
AAMUHUCTpUpOBaHME NPOLLECCOB U F/03.6 6
JOKyMeHTOOoBopOoTa Mo Bonpocam
KOpnopaTUBHOW COLMansHON NONMUTUKA
G OnepauvoHHoe 7 PaspaboTka cuctembl onepaumoHHOro G/01.7 7
ynpasneHue yrnpaBrieHnst NEPCOHaNom u paboTbl
nepcoHanom u CTPYKTYPHOro nogpasgernenns
nogpasgeneHuem
opraHusaumu
Peanusauuns onepauvoHHoro ynpasnexusi | G/02.7 7
nepcoHanoM u paboTkbl CTPYKTYPHOro
nogpasgenexHus
AOMUHUCTpUPOBaHME NPOLECCOB U G/03.7 7
OOKyMeHToobopoTa No onepaunuoHHOMY
ynpaBneHuo nepcoHarnom u padorte
CTPYKTYPHOro nogpasgerneHus
H Crtparernyeckoe 7 PaspaboTka cucTembl cTpaTermieckoro H/01.7 7
ynpaeneHve ynpaBneHus NepcoHanom opraHu3awmm
nepcoHanom
opraHusaumu
Peanusauus cuctembl CTpaTernyeckoro H/02.7 7
ynpaBneHus nNepcoHanom opraHusaLmm
AOMUHUCTpPUPOBaHME NPOLLECCOB U H/03.7 7
[OKyMeHTOObopoTa No cTpaTterniyeckomy
ynpaBneHuo NepcoHanomM opraHnsauum

lll. XapakTepuctuka o0606LWeHHbIX TPYAOBbIX (PYHKLUN

3.1. O6obLeHHas TpygoBasa yHKUMA

HavmeHoBaHwme | [JokyMeHTaunoHHoe Ko, A YpoBeHb 5
obecne4veHune paboTbl ¢ KBanudukaumm
nepcoHarnom

MpoucxoxaeHvne OpvrvHan | X | 3aumcTBOBaHO

00600LLEeHHoM 13 opurnHana

TPYO0BOWN (DYHKLMN

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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CipaHuua 4

Kon PervcTpaunoHHbI
opurnHana Homep
npodpeccroHansHoro
CTaHgapTa

Bo3moxHble
HanMeHoOBaHUs
JOMmKHOCTEN,
npodeccui

CneumanucT no kagpoBOMY OEeNonpon3BoacTBY
CreumanucT no AoKyMeHTaLMOHHOMY obecneveHnto
paboTkbl C NepcoHanom

CreumanucT no AOKyMeHTaLMOHHOMY obecneveHnto
nepcoHana

CneumanucT no nepcoHany

TpeboBaHus K
06pasoBaHuio 1
0By4yeHnto

CpenHee npodeccuoHansHoe obpasoBaHue - nporpamma
NOArOTOBKM CNELNanucToB cpeaHero 3BeHa
[lononHuTenbHoe npodeccmnoHanbHoe obpasoBaHme -
nporpaMmbl NpocheccroHanbHOM NepenoaroToBKy,
nporpamMmbl MOBLILLEHNS KBanudmkalmm

NpaKTU4eCcKon
paboThl

TpeboBaHus K onbITy

Ocobble ycnosus
ponycka k pabote

Opyrue
XapaKTEepUCTUKN

[ononHutensHble XapaKTepUCTUKN

HanmeHoBaHue Kon HavmeHoBaHvne 6a30BoN rpynnbl, OIMKHOCTU
OOKyMeHTa (npodpeccumn) unm cneumansHOCTH

OK3 2412 CneumanncTbl No kagpam u NpodopueHTaLmm

3423 CreumanucTbl KagpoBbIX CNYX0 1 yUpexaeHui
3aHATOCTU

EKC <3> - CreuvanncT no kagpam
- MHcnekTop no Kagpam

OKNATP <4> 27755 OKOHOMUCT Mo Tpyay
22956 WHcnekTop no kagpam

3.1.1. Tpygosasa cyHKUMA

HavnmeHoBaHue | BeaeHve opraHnsaLloHHOM 1 Kog | A/01.5 |YpoBeHb
pacnopsaanTensHON (nogypoBeHb)
OOKyMEeHTaL MM No nepcoHany KBanudmkaumm
MpoucxoxaeHvne OpvrvHan | X | 3aumcTBOBaHO
TPy4oBOW Oy HKLMM 13 opurnHana
Kopg, PerncTpaumnoHHblii
opuruHana HoMep
npodeccroHanbHOro
cTaHgapTa
TpyooBble O6paboTka M aHanu3 mnocTynawwen [OKyMeHTauum Mo
nencreua nepcoHany
Paspabotka n odopmrieHne [OKyMEHTaUuM MO nepcoHany
(nepBuyHON, YYETHON, nnaHoOBOW, no  couunanbHoOMy
obecneyeHnto, opraH1M3aLMOHHOW, pacnopsauTeNbHOWN)
Pernctpauus, yder u Tekyliee XpaHeHWe OpraHv3auvoHHON U
pacnopsaanTernbHON OKYMEeHTaLuM No nepcoHarny
Heobxogumble PaspabaTtbiBaTh NPOEKTbI OpraHun3aunoHHbIX "
yMEHMS pacnopsaanTerbHbIX 4OKYMEHTOB MO NepcoHany

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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CipaHuua 5

OdopMnaTb  OOKYMEHTbI B COOTBETCTBUM C TpeboBaHMAMMU
rpaxgaHcKkoro, TPyOOBOro 3akoHogaTenbcTBa Poccwuiickon
depepaumm M NOKanNbHbIMM  HOPMATUBHBIMW  aKTaMu
opraHusauum

BecTu yuyer n peructpaumio SOKYMEHTOB B MHGOPMaLMOHHBIX
cYCTEMaX U Ha MaTepuanbHbIX HOCUTEMNSIX

OpraHu3oBblBaTb XpaHeHWe [OOKYMEHTOB B COOTBETCTBUM C
TpeGoBaHUAMM  TPYOOBOrO, apXMBHOTO  3aKoHoAATenbCTBa
Poccuiickoin ®enepauiyn 1 nokanbHbIMU HOPMaTUBHBIMU akTamu
opraHvzaLum

AHaJ'II/ISI/IpOBaTb OOKYMEHTbl U MNepeHOCUTb I/IH(bOpMaLI,I/IlO B
0a3bl JaHHbLIX N OTYEThI

BbisBnate  owwimbKu, HETOYHOCTH, “cnpasneHus "
HEQOCTOBEPHYHD MHMPOPMaLMI0 B AOKYMEHTaX, OnpeaensTb
NErMTUMHOCTb [JOKYMEHTOB

Pabotatb ¢ MHGOPMALMOHHBIMKM cucTeMamm 1 6asamm gaHHbIX
Mo BEAEHMI0 yYeTa, OBWKEHWNIO NEepcoHana

Cobnoaath HOPpMbl 3TVKK AeM0BOoro obLLEeHNs

Heobxoaumble MopsinoKk OdpopMIieHNsi, BEAEHUS U XpaHEHUS1 JOKYMEHTOB MO
3HaHUs nepcoHany
Mopsagok  yyeTa  OBWKEHWS  KagpoB WM COCTaBlEeHuWs
YCTaHOBIEHHO OTYETHOCTH
OcHoBbl OoKyMeHToobopoTa 7 OOKy MEHTaLMOHHOIO
obecneveHus
TexHonormm, MeTOAgbl M METOOMKM NPOBEAEHUS] aHanm3a u
cucTeMaTtmsaummn JOKYMEHTOB 1 MHGOpMaLIMm
Mopsgok pacyera cTaxa, fbroT, KOMMEHcauun, odopmneHus
neHcuin paboTHUKaMm
CTpyKTypa opranusauum
TpyOoBoe 3akoHOOATENbCTBO M MHble aKTbl, CoOpepXaliue
HOPMbI TPY4OBOro npasa
OcCHOBbI  apXMBHOFO  3aKoHoAdaTeflbCTBa W HOPMAaTUBHbIE
npaBoBble akTbl Poccuiickon degepauun, B 4YacTM BeLeHUs
AOKYMEHTaL MM No nepcoHany
3akoHogaTtenbcTBO Poccunckon denepauum 0 NepcoHarbHbIX
AaHHbIX
JlokanbHble HOpMaTMBHLIE aKTbl OpraHuM3auun, perynupytolime
nopsiAok opopMIEeHNsT pacnopsaUTENbHBIX U OpraHN3aLMOHHbIX
OOKYMEHTOB MO NMepcoHany
Hopmbl 3TukM 1 genosoro obLeHus
basoBble OCHOBbI MHGOPMaTWKN, CTPYKTYPHOE MOCTPOEHUE
MHPOPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PaboTbl C HAMMK
Opyrve -
XapaKTepUCTUKN

3.1.2. Tpyposasa cyHKUMA

TPYO0BOWN (DYHKLMN

HanmeHoBaHue | BeaeHve gokymMeHTauum no Kog | A/02.5 |YpoBeHb
yYeTy 1 OBWKEHNIO KaapoB (nogypoBeHb)
KBanudgmkawum
MpoucxoxaeHune OpvrvHan | X | 3aumcTBOBaHO

U3 opurmHana
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CipaHuua 6

Kon PervcTpaunoHHbI
opurnHana Homep
npodpeccroHansHoro
CTaHgapTa

TpyaoBble oencTeuns

MogrotoBka MPOEKTOB [OKYMEHTOB MO  Mpouedypam
ynpaBneHusi NepcoHarnoM, y4eTy 1 ABWKEHUIO NnepcoHana

OpraHusaums  CUCTEMbl [OBWKEHUS  [OKYMEHTOB MO
nepcoHany

C6op v npoBepka NMNYHbIX AOKYMEHTOB pabOTHUKOB

MogrotoBka M odopmiieHne Mo 3anpocy pPaboTHMKOB W
OOIMKHOCTHBLIX  JIUL,  KOMWW, BBLIMMCOK W3  KagpoBbIX
OOKYMEHTOB, CMpaBOK, MHGOPMaUMM O CTaxe, Nbrovax,
rapaHTusIX, KOMMEHCaLMAX N UHbIX CBEAEHNI O paboTHMKaxX

Bblgaya paboTHUKY KagpoBbIX JOKYMEHTOB O €ro Tpy4oBOW
[AeATenbHOCTH

[oBegeHne OO cBefeHVs MnepcoHana OpraHM3auUOHHBIX,
pacnopaaunTenbHbIX N KaapoBbIX AOKYMEHTOB OopraHu3auunm

BeneHve yyeTta paboyero BpeMeHn paboTHUKOB

Peructpauums, yder, onepatnBHoOe XpaHeHune [OKYMEHTOB
no nepcoHarsny, noArotToBka K caadye nx B apxmse

Heobxogumble ymeHus

PaspabaTbiBaTb NPOEKTbl KaAPOBbIX JOKYMEHTOB

OcbopMnsATb  KagpoBble [OOKYMEHTbl B COOTBETCTBMU C
TpeGoBaHMAMM TPYLOBOrO 3akoHogaTenbcTBa Poccuiickon
degepauum M NOKanNbHbIMM  HOPMAaTUBHBLIMW  aKTamu
opraHu3aLum

Bectn yyer u peructpaumio KagpoBblX [AOKYMEHTOB B
MHPOPMALIMOHHBIX ~ CUCTEMaxX W Ha  MaTepuanbHbIX
HoCcUTEnsxX

OpraHu3oBbiBaTb  XpaHEHWE KadpoBbIX [OKYMEHTOB B
COOTBETCTBUM C TpebOBaHUSMM TpPygOBOrO, apPXMBHOMO
3akoHopatenbcTBa Poccuickon deaepaumm u nokanbHbIMU
HOpPMaTMBHbLIMW aKTaMn opraHu3aLmm

AHanuMaupoBaTb KagpoBble [AOKYMEHTbl W MEPEHOCUTb
nHcopmMaLmio B 6a3bl aHHbIX U OTYETDI

PaboTtatb cO cneumnannanpoBaHHbIMM MH(OPMALIMOHHBIMA
cuctemamm M Gasamm LaHHbIX MO BEAEHUO y4deTa U
OBWKEHMIO nepcoHana

PaspabatbiBaTeb nnaH KOPPEKTUPOBOK YCTaHOBIIEHHOMO
nopsigka odopMIieHNst [OOKYMEHTOB MO MepcoHany W
peanu3oBbIBaTb NPUHATbIE U3MEHEHMS

KoHTponvpoBate npucyTcTBME paboTHMKOB Ha paboyem
mMecTe

CobntogaTtb HOpMbl 3TUKK 4ENOBOro 06LLEHNS

Heobxoaunmble 3HaHWS

MopsiaoK OGOPMIIEHUS, BEAEHUS U XPaHEHWUs [OOKYMEHTOB
rno nepcoHany

Mopsgok y4yeTa [OBWKEHUSS KaApoB WM COCTaBEHUs
YCTaHOBMNEHHON OTYETHOCTH

Mopsigok  pacyera  cTaxa, JbrOT,  KOMMEHcaLui,
odbopMIieHNst NeHCUI paboTHUKaM

CTpykTypa opraHunsauum

TpyaoBoe 3aKoHOAATENbLCTBO U MHbIE aKThbl, codepxallive
HOPMbI TPYZOBOro Npasa

OcHOBbI apXMBHOMO 3akoHOAaTenbCTBa W HOpMaTMBHLIE
npaBoBble akTbl Poccuiickon ®epepaumm, B HacTn Be4eHNS
OOKyMeHTauum no nepcoHany
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3akoHoOaTenNbLCTBO Poccuiickon depepauum o]
nepcoHarnbHbIX AaHHbIX

TexHonoruv, MeToAbl U METOOUKA MPOBEOEHNs aHanuMsa u
cucTeMaTm3auum JOKYMEHTOB 1 MHApopMaLmm

JlokanbHble HOpMaTMBHbIE aKThbl opraHusaumu,
perynupytowme nopsigok odiopMreHnst OOKYMEHTOB MO
nepcoHany
OcHoBbl ~ AOKymMeHTOOBOpOTa M AOKYMEHTaLMOHHOMo
obecneyeHus

Hopmbl 3TUkn genoBoro obLLeHns
Bba3soBble OCHOBbLI MHGOPMATWKK, CTPYKTYpPHOE NMOCTPOEHMe
NHMOPMALMOHHBLIX CUCTEM U OCOBEHHOCTM PaboThbl C HAMM

Opyrve -
XapaKTepUCTUKN

3.1.3. TpyaoBas dyHKUMsI

HanmeHoBaHwue | AoMuHUcTpupoBaHue npoueccoB | Kog | A/03.5 |YpoBeHb 5
1 JOKYMEHTOO0OpOoTa Mo yYeTy 1 (nogypoBeHb)
OBWKEHMIO KaapoB., KBanvdukalmm

NpeacTaBrneHuo JOKYMEHTOB Mo
nepcoHany B rocyAapCTBEHHbIe
opraHbl

MpoucxoxaeHne OpvrmHan | X |3anmcTBOBaHO

TPy4oBOWN Oy HKLMN 13 opurmHana
Kop, PerncTpaunoHHblii
opuruHana HoMep
npodeccrnoHanbHOro
cTaHgapTa

TpyaoBble gencteust | OpraHmsaums OOKYMEHTOObopoTa Mo YYeTy U OBWKEHUHO
KagpoB

OpraHmsauma OoKymeHToobopoTa MO MpeacTaBieHuto
[OKYMEHTOB MO NepcoHarny B rocyAapCTBEHHbIE OpraHbl
lMocTaHOBKa Ha y4eT opraHu3aummM B roCyOapCTBEHHbIX
opraHax

MogrotoBka MO 3anpocy rocygapCTBEHHbIX OpraHos,
npodpeccunoHarnbHbIX COH30B U ApYTMX NpeacTaBUTENbHBLIX
OopraHoB  pabOTHWKOB  OPWUIMHaNoOB, BLIMUCOK,  KOMWUW
[OKYMEHTOB

MogroToBka yBEOOMSEHWUA, OTYETHOM W CTATUCTUYECKOMN
nHdOpMaLMn No nepcoHany

MogrotoBka WHGOPMaALMM O 3AKMHOYEHUN TPYOOBOrO WU
rpa)xgaHCKO-NpaBOBOrO [0roBopa Ha BbIMOMHEHWE paboT
(okasaHme ycnyr) C  rpaxgaHvVHOM,  3aMeLlaBLUUM
OOIMKHOCTU  TOCYAApCTBEHHOW  MNXM  MyHULMManbHON

CIyX0bl, nepe4eHb KOTOPbIX yCTaHaBnMBaeTCcs
HOpMaTUBHbLIMU npaBoOBbIMU akTamm Poccurickon
denepauymu

Heobxogumele ymenus | OcopMnaTe YYETHbIE AOKYMEHTbI, MPedoCTaBrsieMble B
rocyqapCTBEHHbIE OpraHbl, NpodecCUoHarnbHbIE COH3bl U
Opyrve npeacTaBuTeNbHbIE OpraHbl paboTHMKOB
OpraHn3oBbiBaTb XpaHEHWE JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHNsIMM TPYAOBOro 3akoHodaTtenbcTeBa Poccuickon
degepaumm 1 NOKaNbHbIMA  HOPMATMBHBIMU  aKTaMK
opraHusauum

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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PabotaTb C WH(OPMALMOHHLIMM cUCcTeMamMuM U Gaszamu
[AaHHbIX N0 BEAEHWIO y4eTa 1 ABWKEHUIO NepcoHana

Pabotatb ¢ wWHJOPMALMOHHBIMKM cucTemMamMn un BGazamum
JaHHbIX NO BEOEHU CTAaTUCTUYECKOM W  OTYETHOM
WHcbopmMaL MM nNo nepcoHany

AHanuaupoBaTb MpaBwuna, npouegypbl W MNOPSIAOK,
perynupytowme npasa M 00A3aHHOCTWU rOCY4apCTBEHHbIX
OpraHoB W  opraHusaumMum Mo  Borpocam  oOMeHa
OOKyMeHTaLmen no nepcoHany

BecTtu genoyto nepenmcky

Cobntogatb HOpMbI 3TUKM AEN0BOro obueHnst
Heobxogumelie 3HaHusa | TexHonorum, MeTogbl M METOOVKN MPOBEOEHMS aHanmsa u
cuctemaTtumsaummn OKyMEHTOB 1 MHdopMaLum

OcHoBbI JOKYMEHTOOG0OpOTa M LOKYMEHTaLMOHHOIO
obecneyeHus

CTpyKTypa opraHunsauum

HopmatuvBHble npaBoBble akTbl Poccuiickon ®enepaunm,
perynupytoLuve npaea n obs13aHHOCTU rocyAapCTBEHHbIX
OpraHoB, NpogheCCnOHarnbHbIX COH30B U APYTnX
npeacTaBUTENbHbBIX OpraHoB paboTHUKOB MO
NpegoCTaBNEHUIO YYETHON JOKYMEHTaLMA

TpyAoBoe 3aKOHO4ATENBCTBO M MHbIE aKThl, CogepXalume
HOPMbI TPYJOBOrO npasa

OcHOoBbI apXMBHOr0 3aKoHoAaTeNnbLCTBa U HOPMaTUBHbIE
npaBoBble akTbl Poccuickon ®enepauum, B YacTu BEAEHNSA
OOKyMeHTaLuM no nepcoHany

3akoHopatenbcTBo Poccuickon deaepaumm o
nepcoHanbHbIX JaHHbIX

JlokanbHble HOpPMaTMBHBIE aKTbl OpPraHN3aLui,
perynupytoLlme nopsaaok Be4eHns JOKYMEHTauUum no yyeTty
N OBWXXEHMIO NepcoHana

Hopmbl 3TUkM genoBoro obLLeHns

BasoBble 0OCHOBbI MHCpOPMATUKN, MOCTPOEHUSI
NHOPMALMOHHBLIX CUCTEM U OCOBEHHOCTM paboTbl C HAMM

Opyrve -
XapaKTepUCTUKN

3.2. O6obLeHHas TpyaoBas yHKL NS

HanmeHoBaHue | leaTenbHocTb Mo obecneveHnio | Kopg B YpoBeHb 6
nepcoHarnom kBanudukaLlmm

MponcxoxaeHne OpurvHan | X |3aumcTBOoBaHO
00600LLEeHHoM 13 opurnHana

TPy4o0BOW Oy HKLMM

Kop, PernctpaumnoHHbIi
opuryuHana HomMep
npodeccrnoHanbHOro
cTaHgapTa

Bo3amMoxHble HaumeHoBaHus | CneumanucT no nogbopy nepcoHana
JorkHocTen, npodeccunt | CneumanucT no nepcoHany
MeHeaxep no nepcoHany

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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TpeboBaHus K Beicliee obpasoBaHue - Gakanaspuar
obpa3oBaHnto K [ononHutenbHoe npodeccunoHanbHoe obpasoBaHue -
0By4yeHuto nporpamMmbl NOBbLILLEHNSA KBanudmKaLlmm; NporpamMvbi

npodeccunoHanbLHoM NepenoaroToBkk B 0brnacTtu noncka u
nonbopa nepcoHana

TpeboBaHus K onbITy
NpaKTU4eCcKon paboTbl
Ocobble ycnosus
aonycka k pabote

Opyrve -
XapaKTepUCTUKN

[ononHuTenbHbIe XapaKTepUCTUKK

HanmeHoBaHnve gokymeHTta | Kog HavmeHoBaHne 6a30BoN rpynmbl, JOSMKHOCTH
(npodbeccum) nnm cneumansHOCTH

OK3 2412 | CneumanucTbl No kagpam 1 npodopueHTaumm

3423 | CneumanncTbl KagpoBbIX CIYX0 U yuYpexaeHni
3aHATOCTU

EKC - CreuvanncT no kagpam
- MeHexep no nepcoHany

oKrngTP 27755 | 3koHOMMCT Mo Tpyay
22956 |WHcnekTop no kagpam

3.2.1. TpypoBas cyHkumns

HanmeHosaHue | C6op uHdopmMaLumm o Kog | B/01.6 |YpoBeHb 6
NOTPeBHOCTSAX OpraHn3aunm B (nogypoBeHb)
nepcoHare KBanugukawum

MpovicxoxaeHne OpurvHan | X |3amMmcTBOBaHO

TPy4oBOW Oy HKLMK 13 opurmHana
Kop, PernctpaunoHHbIi
opuruHana HoMep
npodeccrnoHanbHOro
cTaHgapTa

TpyaoBble oencTeus | AHanu3 nnaHoB, CTpaTerMn U CTPYKTYpPbl OpraHu3aLum

AHanua  ocobeHHoCTel  opraHusaumm  paboTbl U
NPOn3BOACTBA Ha KOHKPETHBIX pabo4ymx MmecTax

AHanuM3 pblHKa Tpyga Mo opraHu3auum paboTbl Ha
aHanormyHoOM Npov3BOACTBE M pabounx MecTax
dopmupoBaHne TpebOBaHUN K BaKaHTHOW  [AOMKHOCTM
(Mpocbeccum, cneumansHOCTM) U NX KOPPEKL S

AHanu3 pblHKa Tpyda WM MepcoHana opraHv3auum Mo
npodpunto BakaHTHON OOIMKHOCTU (npodcheccum,
cneumanbHOCTK)

WHopMMpOBaHME U KOHCYIbTMPOBAHUE pPYKOBOAMTENEN
nogpasfeneHnin n opraHM3aumm no Bonpocam pbiHka Tpyaa
B YacTu obecneyeHnss NepCoHaniom

Heobxogumele ymenus | Cobupartb, aHanu3nposaTtb " CTPYKTYypupoBaTb
nHgopmaumio 06 O0COBEHHOCTSX OpraHu3aumMn paboT Ha
pa3nnYHbIX Yy4YacTKax MPOM3BOACTBA M HA KOHKPETHbIX
paboynMx MecTax C Y4YeToM LUenewn, 3agad, MnaHoB W
CTPYKTYpbl OpraHusauum

Cobupartb, aHanusmpoBaTb n CTPYKTYpUpoBaThb
uHpopmaLmio 06  OCOBEHHOCTAX UM BO3MOXHOCTSAX
KagpoBOro noTeHumana opraHu3aumm

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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Cobuparb, aHanM3npoBaTb " CTPYKTYpUpOBaThb
nHdopmaumio 06 ocobeHHOCTAX pblHKa Tpyda, BKO4Yas
npegnioxeHus OT MNpOBanMgepoB  YCINyr MO MOWUCKY,
npueneyeHnto, nogbopy m otbopy nepcoHana

dopmmpoBate TpeboBaHMA K BakaHTHOW  OOSMKHOCTW
(npodbeccumn, cneumanbHOCTM) U ONpedensaTb KpUTepum
noabopa nepcoHana

BHocutb KOppekTupytowme cBefeHuss B TpeboBaHus K
KaHOugataM Ha BaKaHTHble [OOfKHOCTM  (npodheccun,
cneumanbHOCTK)

Monb3oBaTtbcs MOVCKOBbIMU cuctemamm "
MHGOPMALMOHHBIMM pecypcamMmM AN MOHUTOPWMHIa pbliHKa
Tpyda, rpaxgaHCKoro W TPyAOBOrO 3aKkoHoAaTenbCcTBa
Poccuinckon ®egepaunm

KoHcynbTvMpoBaTe MO BOMpocam pbiHKa Tpyda B 4acTu
obecnevyeHnss nepcoHanom

Cobntogatb HOPpMbI 3TUKM AEN0BOro obLeHnst

Heobxoanmble 3HaHUSA

TexHonorn, MeToAdbl U METOAUKU npoeeneHna aHanmsa u
cucremMmatmn3almm OKyMeHTOB U VIH(bOpMaLIMVI

CTpykTypa oOpraHu3auum W BakaHTHble  [OIMKHOCTU
(mpodbeccuu, cneumanbHOCTH)

Mopsimok  onpeperneHVs MepcnekTMBHOM U TeKyLuen
noTpebHOCTH B Kagpax

McTouHUkM obecneyeHus opraHmn3auun Kagpamum

Opl’aHVI3aLI,VIFI pa60T Ha pa3nmn4HbIX ydacTkax
npon3soacTBa, opraHn3auum, oTpacru

Obwue TeHOeHUMM Ha pblHKE Tpyga WM B OTAENbHON
oTpacnu, KOHKPETHOMN npodeccum (oomkHoCTN,
cneumnanbHOCTH)

OCHOBbI NCKXONOrMKN 1 COLMONOTUN TpyAa

OCHOBbI 3KOHOMUKM, opraHu3auun Tpyaa u ynpaslieHUsA

TpynoBoe 3aKOHOOAATENbLCTBO U WHbIE aKThbl, codepallive
HOPMbI TPYZOBOIO MNpasa

OcHOBbI apXVBHOTO 3akoHoAaTenbCTBa W HOPMaTMBHbIE
npaBoBble akTbl Poccuiickoit Pegepauum, B YacTu BegeHUs
AOKyMeHTaL MW No nepcoHany

3akoHoaaTenbCTBO Poccwuiickon depepaunn o)
nepcoHarnbHbIX aHHbIX
JlokanbHble HOpMaTMBHbLIE aKThbl opraHuMsauuu,

perynvpytoLue nopsaaok nogbopa nepcoHana

HopMbl 3TUkM genoBoro obLeHus

BasoBble OCHOBbI MHGOPMATWKK, CTPYKTYPHOE NOCTPOEHME
NHJOPMALMOHHBIX CUCTEM M OCOBEHHOCTM PaboTbl C HUMK

Opyrve
XapaKTepUCTUKN

3.2.2. Tpygosasa cyHKUMA

HanmeHoBaHue | MNouck, npuBnevenune, nogbop nu | Kog | B/02.6 |YpoBeHb
oT6op nepcoHana (nogypoBeHb)

KBanudmkaumum

TPYLOBOW (hyHKL MK

MpoucxoxaoeHvne OpvrvHan | X | 3aumcTBOBaHO

13 opurnHana

Kop, PerncTpaunoHHblii
opvruHana HoOMep
npodeccroHansHoro
CTaHgapTa

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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Tpyaosble gencteust | [NouMck BO BHYTPEHHMX M BHELLHNX UCTOYHMKAX MHGOpMaLIMK
0 KaHgupaTax, COOTBETCTBYOLLEN TPeOOBaHMAM BakaHTHOM
OOMKHOCTY (Npodpeccum, cneumanbHOCTH)

Pasmellenne cBegeHMin O BakKaHTHOWM  OOIKHOCTU
(npodbeccumn, cneumanbHOCTM) B CPeACcTBax MacCOBOW
NHdopmMaLmm

Bbibop cnocoboB u MeEToAoB NPMBIIEYEHUS NepcoHana B
COOTBETCTBUM C YTBEPXKAEHHLIMA MlaHaMm

MpoBepka WHGOpPMaLMM O KaHAMAATaxX Ha BaKaHTHble
OOIMKHOCTY (Npodpeccun, cneumanbHOCTH)

MpoBeaoeHne cobeceqoBaHUn U BCTPEY C KaHOMOATaMu Ha
BakaHTHble [OMKHOCTU (npodpeccumn, cneumanbHOCTU) C
obecneveHnem obpaTHoOW CBS3M

OueHka COOTBETCTBUA KaHguaaToB TpeboBaHUsAM
BaKaHTHOW JOIMKHOCTM (npodieccum, cneumnanbHOCTN)
MogroToBka NpeanoXxeHnin No opmmMpoBaHnio Broaxera Ha
nouck, npuereveHre, nogdop 1 oToop nepcoHana
WHdopMnpoBaHMe 1 KOHCYSbTUPOBaHWE PYKOBOAMTENEN
noapasaeneHni n opraHmsalmm no Bonpocam npuBneyeHus
nepcoHana ¢ OLUeHKoMn 3aTpat

Heobxogumble ymeHus | Onpegensatb KpUtepun Moucka, npusriedeHus, nogdopa u
oTbopa nepcoHana

Cobupartb, aHanu3npoBaTb n CTPYKTYpUpOBaTb
MHCpopMaLMI0O O KaHAuMgaTax U MPenriokKeHUsIX Ha pblHKe
Tpyaa

Monb3oBaTbcs MOWCKOBBIMM cucTemamm n
MHGOPMAaLMOHHBIMK  pecypcamm B obnactn obecneveHus
nepcoHanomM

MpYMEHATL TEXHONMOTMN U METOAMKW MOWCKA, NMPUBIIEYEHNS,
nogbopa n otbopa kaHAMOATOB Ha BaKaHTHbIE OOIMKHOCTU
(npocbeccumn, cneumanbHOCTM) B COOTBETCTBME C  UX
cneumdukon

Mcrnonb3oBate cpefctBa OGecrneveHust  MepcoHarnom,
BKIOYAs COMPOBOXAEHNE

KoHcynbTpoBaTb MO BONpocam NpUBIEYEHNs nepcoHana
CocTaBnsATb M KOHTPONMPOBaTb CTaTbM pacxXodoB Ha
obecneveHne nepcoHanom Ans NnaHMpoBaHns GOKETOB
Cobntogatb HOpMbI 3TUKK 4ENOBOro 06LLEHNS
Heobxogumelie 3HaHua |CTOYHMKM 0becnedeHnst opraHnsauum kagpamm
TexHonormmM 1 METOAMKN MOWUCKa, NpUBIedYeHuss, nogdopa m
oTbopa nepcoHana

Cuctembl, mMeTogbl UK  GOpPMbl  MaTepuanbHOro U
HemaTepuanbHOro CTUMYNMPOBaHNS TpyAa rnepcoHana
TexHorormm wn  Metogbl  (QOPMMPOBAHMS U KOHTPOIS
orooxeToB

TexHonornm, MeTodbl U METOAMKU MPOBEAEHUS aHanusa,
cucTemaTtmsaumm JOKYMEHTOB 1 MHdopMaLMm

CTpykTypa oOpraHuM3aumm W  BakaHTHble  [AOMKHOCTM
(mpocbeccum, cneumanbHOCTK)

Obwue TeHOeHUMM Ha pblHKE Tpyda W B OTAENbHbIX
oTpacnax u Buaax npodeccnoHansHom gesTensHOCTH
OcHOBbI NCUXONOTMK 1 coumonorim Tpyaa

OCHOBbI 3KOHOMMKKM, OpraHv3auuMn Tpyga W ynpaBneHus
nepcoHarnom

TpynoBoe 3akoHOAATENbLCTBO U MHbIE aKTbl, coAepalive
HOPMbI TPYZOBOrO NpaBa

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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OcCHOBbI apXVMBHOMO 3aKoOHOZaTenbLCTBA W HOpPMaTMBHbLIE
npaeoBble akTbl Poccuickon ®egepaumn, B 4acTn BeAEHUS
OOKyMEeHTaLMM Nno nepcoHany

OcHoBblI HanoroBoro 3akoHogaTtenbcTBa Poccurickon
denepaumu

3akoHoaaTenbLCTBO Poccuiickon depepauum o]
nepcoHanbHbIX AaHHbIX

JlokanbHble aKTbl OpraHuM3auuM, perynvpylowme nopsaok
obecnevyeHns nepcoHarnom

HopMbl 9TUKK AenoBoro o6LeHns

bazoBble OCHOBBI NHGOPMAaTUKK, NoCTpPOEeHs
NHMOPMALMOHHBLIX CUCTEM U OCOBEHHOCTM PaboTbl C HAMM

Opyrve
XapaKTepUCTUKN

3.2.3. TpyaoBas dyHKUMsI

HavnmeHoBaHue | AomuHucTpmpoBaHme npouecco | Kog | B/03.6 |YpoBeHb
1 JOKyMeHToobopoTa (nogypoBeHb)
obecneyeHnss nepcoHanomM KBanvdukalmm

TPY[0BOWN (DYHKLMN

MpovcxoxaeHne OpurvHan | X |3aumcTBOBaHO

13 opurnHana

Kop, PervcTpaunoHHbIn
opurmHana HomMep
npodpeccroHansHoro
cTaHagapTa

TpyooBble oencTeuns

AHanuM3  npoueccoB  AOKYMeHToobopoTa,  JoKarbHbIX
[OKYMEHTOB MO BonpocamM obGecneyeHnsl NepcoHanom

BepeHve uvHdoOpMauMM O BaKaHTHbIX  OOIMKHOCTSIX
(Mpocbeccusx, cneumanbHOCTSX) U KaHauaaTax

[1OKYMEHTaLMOHHOE  COMPOBOXAEHVWE  KaHAMAATOB  Ha
3Tanax nMowucka, npuBnedeHus, nogbopa wun ortbopa
nepcoHamna Ha BakaHTHble [OMKHOCTU  (npodheccun,
crneuuanbHoCcTM),  MHOPMMpPOBaHWE  KaHOWOATOB O
pesynbTarax otbopa

MogroToBka 3ampocoB O kaHaugaTax B rocyaapCTBEHHble
opraHbl, B CIny4asix, NPeayCMOTPEHHbIX OENCTBYOLLMM
3aKkoHoOaTenbCcTBOM, UM 06paboTka NpenocTaBreHHbIX
cBedeHun

MogroToBka " obpaboTka yBeAOMITEHNI B
rocyaapCcTBEHHbIE OpraHbl, NpodeccroHanbHble CO3bl U
apyrve npegctaBuTeNbHble  OpraHbl  paboTHUKOB MO
BOMpocaM TMoucka, npuBriedeHus, nogbopa wn otbopa
nepcoHana

ConpoBoXx/aeH1e AOroBOPOB Mo 06ecnedeHno opraHm3aumm
MepcoHarioM, BKIOYasi npegBapuTenbHbie npoueaypbl no
UX 3aKMHOYEHWIO

Heobxoanmble ymeHus

OGecne4mBaTb OOKyMEHTaLMOHHOE CONpoBOXOEHNE
BbIXO4a KaHaMOaTa Ha paboTy U NepeMeLLeHVsl NepcoHana

OdopmnsiTb  JOKYMEHTbI MO BonpocaMm  obecnedeHust
KagpoBbIMU pecypcamu, HeobxoguMble ans
npegocTaBneHns B rocygapCTBEHHbIE OpraHbl,
npodpeccuoHarnbHble COoH3bl U Apyrve nNpeacTaBUTeNbHbIe
opraHbl paboTHMKOB

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”

MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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OpraHv3oBbIBaTb XpaHeHe [OKYMEHTOB B COOTBETCTBUM C
TpeGoBaHUAMM TPYAOBOro, apXMBHOMO 3aKOHOOATENbCTBA
Poccuitckoi  depnepaumm M foKanbHbIMKM - akTaMu
opraHusauum

AHanmManpoBaTb OOKYMEHTbI U NEPEHOCUTb MHOPMaLVO B
WHCpOPMAaLMOHHBLIE CUCTEMBI M 6a3bl faHHbIX O KaHaAMaaTax
Pabotatb € WHOPMAUMOHHBIMM cucTemMamm K Gaszamu
JaHHbIX Mo Borpocam obecnedeHnss NepcoHarioM, BEAEHNO
nmoucka M ydeta kaHOWOATOB HA BakaHTHblE [OOMXKHOCTU
(npodbeccum, cneymanbHOCTK)

MponsBoanTb NpeaBapuTernbHble 3aKymnodHble npouenypbl
N odopMnATL  COMYTCTBYIOLLYIO  [OOKYMEHTauuo Mo
3aKIMYEHNIO JOTOBOPOB

OpraHusoBbiBaTb M MPOBOAUTbL KOHKYPCbl, 0GOpPMIATb U
aHanM3npoBaTb KOHKYPCHYH LOKYMEHTaLUO

BecTtu genoyto nepenmcky

Cobntogatb HOpMbI 3TUKM 4ENMOBOMO O6LLEHNS
Heobxogumble 3HaHus | Nopsaok odpopmMreHus, BeAEeHuA " XpaHeHus
OOKyMEHTaLMKN, CBSI3AHHOW C MOMCKOM, MPUBIEYEHUEM,
nogbopom wun oTOOpPOM MepcoHana Ha BaKaHTHble
OOIMKHOCTHU

Mopsigok  dopMupoBaHusi, BedeHust GaHka [daHHbIX O
nepcoHarie opraHM3auum 1 NPegoCTaBEHNS OTYETHOCTHU
OcHoBbl  AOKymMeHTOODOpOTa M AOKYMEHTaLMOHHOMo
obecneyveHus

TexHonornm, MetTogbl U METOAUKM MPOBEAEHWUS aHanusa u
cucTemaTtmsaumm JOKYMEHTOB 1 MHGOpMaLMm

Mopsimok  MpoBedeHust  KOHKYpCOB M ochopMIieHus
KOHKYPCHOW JOKYMeHTaLnm

Mopsgok  npoBegeHust  3akymoudHbIX — Mpouedyp WU
0chopMITEHNS CONYTCTBYOLLEN OOKYMEHTaLMN

CTpykTypa oOpraHuM3aummM W  BaKaHTHblE  AOMKHOCTM
(mpocbeccum, cneumansHOCTK)

TpynoBoe 3akoHOOATENbCTBO W MHblEe akTbl, coAepxalliue
HOpMbI TPYJOBOrO Nnpaea

OcCHOBbI apXVMBHOMO 3aKOHOZATENbLCTBA W HOpPMaTMBHbLIE
npaeoBble akTbl Poccuickon ®egepaumn, B 4acTn BeAEHWS
OOKyMEeHTaLMM Nno nepcoHany

OcHoBbI  HamoroBoro 3akoHofdaTtenbcTBa Poccuiickoi
denepauymu

3akoHoaaTenbCTBO Poccwuiickon depepaunn o)
nepcoHarnbHbIX aHHbIX

JlokanbHble akTbl OpraHusauuv, perynupytowme nopsigok
noabopa nepcoHana

[Mopsigok 3akoYeHns JOroBopoB (KOHTPaKTOB)

HopMbl 3TukM genoBoro ooLeHus

BbasoBble OCHOBbI NHAOPMAaTUKMK, NOCTPOEHMS
NHJOPMALMOHHBIX CUCTEM U 0COBEHHOCTM PaboTbl C HUMK

Opyrve -
XapaKTepUCTUKN

3.3. O6obLeHHasn TpyaoBas yHKLMS

HanmeHoBaHue | [leAaTenbHOCTb NO OLEHKE U Kon C YpoBeHb 6
aTTecTauum nepcoHana kBanudukaLmm

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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MpoucxoxaeHvne OpvrvHan | X | 3aumcTBOBaHO
0600LLLeHHON 13 opurmHana

TPyO0BOWN (OYHKLMN

Ko, PerncTpaunoHHbIii
opuruHana HoMep
npodeccroHanbHOro
cTaHgapTa
Bo3moxHLIe CneumanucT no oueHke 1 aTTecTaummn nepcoHana
HanMeHOBaHMs! CneuvanucTt no nepcoHany
OOIMKHOCTEN, MeHepxkep no nepcoHany
npodeccui
TpeboBaHus Kk Bbicliee obpasoBaHue - GakanaBpuart
0bpasoBaHuio n HononHutenbHoe npodeccroHanbHoe obpaszoBaHue -
0By4yeHnto NporpamMmbl NOBbLILLEHNSA KBanuduKaLmm; NporpamMb

npodpeccroHarnbLHol NepenoaroToBki B 06nacTu
NpoBeaEeHNs OLIeHKM NepcoHana

TpeboBaHus K onbITy
npakTu4eckomn paboThbl
Ocobble ycrnoBus
Jonycka k pabore

Opyrve -
XapaKTepUCTUKK

[ononHutenbHble XapakTepUCTUKN

HanmeHoBaHue Kopg HanmeHoBaHve 6a30B0OW rpynnbl, AOMKHOCTH
OOKyMeHTa (mpocheccum) nnu cnewlmanbHOCTH

OK3 2412 CneunanucTtbl No Kagpam 1 npodgopueHTauum

3423 CreumanucTbl KagpoBbiX CIYyX0 n
YyUpEXKOEHUN 3aHATOCTH

EKC - MeHepxkep no nepcoHany

OoKrngTP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.3.1. Tpygosasa cyHKUuMA

HaunmeHoBaHue | OpraHmsaumsa u npoBegeHne Kog | C/01.6 |YpoBeHb 6
OLEeHKM rnepcoHarna (nogypoBeHb)
KBanudgmkaumum

MponcxoxaeHne OpurvHan | X |3aumcTBOBaHO

TPy[0BOWN (OyHKLMN 13 opurMHana
Kon PervcTpaunoHHbI
opuvrvHana Homep
npodeccroHansHoro
cTaHgaprta

TpynooBble OeicTBUst  |AHanu3 CTPYKTYpbl, MMAHOB W BaKaHTHbIX OOSHKHOCTEN
(npodbeccui, cneymanbHoCTEN) opraHusauum,
ocobeHHOCTEN opraHm3aumm paboTbl Ha  pasnUYHbIX
yyacTkax MPOU3BOACTBA N KOHKPETHbIX paboymnx mectax
Pa3paboTka nnaHa OLeHKU nepcoHana B COOTBETCTBUW C
LensmMm opraHnsauum

OueHka AMHaMVKM MPOV3BOAUTENBHOCTU, MHTEHCMBHOCTU U
3¢hheKTMBHOCTU TpyAa Ha paboumx MecTax

OnpeneneHne pecypcoB, BblOOp CpeacTB U METOOoB
NPOBELEHNS OLLEHKM NMepcoHana

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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MpoBeaeHWe OUEHKM MepcoHana B COOTBETCTBUM C
nnaHamy opraHnsauum

ConpoBoxgeHne  OOroBOPOB C  OpraHusauusvm -
UCMONMHUTENSAMM  MEPONPUATUIA MO  OLEHKE MepcoHana,
BKIlOYasi  MpedBapuTenbHble  npouegypbl N0 UX
3aKIMYEHNIO

KoHcynbTMpoBaHMe MepcoHana Mo BOMPOCaM  OLIEHKW,
BKITHOYas OLeHKy 3aTtpat

AHanmM3 pe3ynbLTaToB OLEHKA MNepcoHana, MnoaroToBka
pekoMeHaaL A pyKOBOACTBY WM NepcoHany

MoaroToBka NpeanoXxeHun No OpMUPOBaHMIO BroXKeTa Mo
opraHusauum 1 NPOBELEHMIO OLLEHKM NepcoHana
Heobxogumble ymeHus | Onpegensatb napameTpbl U KpUTEPUM OLLEHKW NepcoHana
OnpemensTe M MpUMEHATb  cpeacTBa W MeToabl
NpPOBELEHNS OLLEHKM NMepcoHana

Bbigenatb  (onpegenAtb)  rpynnbl  nepcoHana  Ans
NpoBeAEHNS OLLEHKN

Onpenensitb UHTEHCMBHOCTb TPy4a W 30HbI MOBbILLEHUS]
3dpeKTMBHOCTU NepcoHana

Onpenenste  MOTMBaUMOHHblE  (DaKTOpbl  MPOBEAEHUsI
OLIEHKM NepcoHana

CocTaBnsATb M KOHTPONMPOBaTb CTaTbWM pacxodoB Ha
OLIEeHKy MepcoHana gns niaHMpoBaHust OrogxeToB
OGecneymBaTb OpPraHM3aLMOHHOE COMPOBOXOEHME OLEHKU
nepcoHana

ObecnedynBaTtb COXpPaHHOCTb KOHdpMAaEeHUManbHom
MHGOpMaLMN NpU NPOBEOEHNUN OLLEHKM NepcoHana
OpraHn3oBbiBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C
TpeboBaHUsIMN TPYAOBOrO, apXMBHOIMO 3akoHOAATENbCTBA
Poccuickonn ®epepauum M nokanbHbIMA  HOPMaTUBHBIMM
aKTamMn opraHu3aumm

Cobupatsb, aHanusunpoBarb " CTPYKTYpUpOBaTh
MHGOPMAaLMIO O MPEANOXEHNSX MO OLEHKEe MepcoHana Ha
pbIHKE TpyAa

MpousBoanTb NpedBapuTesbHblE 3akynodHble Mpoueaypbl
N ocdopMnaTb  COMYTCTBYIOLIYI  OOKYMEHTaUWMO MO
3aKIMYEHNIO [OTOBOPOB

Onpenensitb  ycnoeus Ons 3akrnO4YeHus LOTOBOPOB Ha
YCNyrv No NpoBeAeHWIO OLLEHKN NMepcoHana
CuctematmaupoBatb, o0600Warb W  aHanM3npoBaTb
pe3ynbTaTbl OLeHK/ nepcoHana

ObGecneumBatb 0OpaTHyl0 CBA3b MO  pesynbraram
NpPOBELEHHON OLLEHKM C NEPCOHaNoM U pyKOBOACTBOM
Monb3oBaTtbes MOWCKOBbIMM cuctemamu,
MHAOPMALMOHHBIMK - pecypcamm M BaszamMu  [aHHbIX MO
NPOBELEHNIO OLEHKN NepcoHarna

PaspabaTtbiBaTb pekomeHdauuvM no pasBUMTUIO MepcoHarna
Ha OCHOBE NPOBEeEHHON OLLEHKN

Cobntogatb HOPMbI 3TUKM AEN0BOro obueHnst
Heobxogumele 3HaHmsa | TexHonormm n Metogbl onpeneneHns npodecCnoHarnbHbIX
3HaHWUA, YMEHWUA N KOMMETEHL I

TexHonormm n Metodbl OLEHKM JIMYHOCTHBIX KayecTB W
XapaKTepUCTUK

Cuctembl, metogbl w  OpPMbl  MaTepUanbHOrO W
HemaTepuarbHOro CTUMYMPOBaHWA Tpyaa nepcoHana

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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TexHornormm u  Metodbl (POPMMPOBAHMS U KOHTPOSS
orooxeToB

TexHonoruM, MeTodbl U METOAWUKU MPOBEAEHUS aHanu3a u
cucTemaTtmsaumm JOKYMEHTOB 1 MHopMaLMm

OcHoBbI 00LEelr 1 couuranbHOW NCUXONOrnn, COLMOMNOrnm v
ncuxonorun Tpyaa

OcHOBbI NPON3BOACTBEHHOW AEATENBHOCTM OpraHM3aLnm
Mopsgok  npoBegeHust  3akymnoudHbIX — Mpouedyp WU
0ochopMIIEHNST CONYTCTBYOLLEN AOKYMEHTaLMN

CTpykTypa oOpraHuM3aummM W BakaHTHble  [AOMKHOCTM
(mpocbeccum, cneumansHOCTK)

TpynoBoe 3akoHOOATENbLCTBO U MHble akTbl, coAepxallue
HOpMbI TPYJOBOrO Nnpaea

OcHOBbI apXVMBHOrO 3akoHoZaTenbCcTBa W HOpMaTMBHbLIE
npaeoBble akTbl Poccuickon ®enepaumm, B 4acTn BeAEHMs
[OKyMeHTaLMM No nepcoHany

3akoHoaaTenbCTBO Poccwuiickon depepaunm o]
nepcoHanbHbIX AHHbIX
JlokanbHble HOpMaTMBHbIE aKThbl opraHmsauuu,

perynvpyoLLme nopsiaok OLeHKM nepcoHana

Mopsgok 3akoyeHs oroBopoB (KOHTPaKToB)

Hopmbl 3Tukn enoBoro odLeHus

BasoBble OCHOBbI MHGOPMATUKK, CTPYKTYPHOE MOCTPOEHNE
NHGOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PpaboTbl C HUMK

Apyrve -
XapaKTepUCTUKK

3.3.2. Tpygosasa cyHKUMA

HaunmeHoBaHue | OpraHusaumsa u npoBegeHne Kog | C/02.6 |YpoBeHb 6
aTTecTauum nepcoHana (nogypoBeHb)
KBanudgmkauum

MponcxoxaeHne OpurvHan | X |3aumcTBOBaHO

TPYLOBOW (hyHKL MU 13 opuruHana
Kon PervcTpaunoHHbI
opurnHana Homep
npodpeccroHansHoro
CTaHgapTa

TpyooBble gencteust  |AHanu3 CTPYKTYpbl, MNMNAHOB W BaKaHTHbIX AOMKHOCTEN
(mpodbeccuin, cneumnanbHOCTEN) OpraHn3auum, 0CobeHHOCTEN
opraHu3auum paboTbl Ha pa3nMYHbIX yYacTkax Npou3BoaCTBa
N KOHKPETHbIX paboumnx mecTax

Pa3paboTka NpoeKToB 4OKYMEHTOB, ONpedenstoLmnx nopsgok
aTTecTauum nepcoHana, ¢ OLUeHKon 3arpart

ConpoBoxgeHne npouecca arrectaumm 1 paboTbl
aTTecTaLNOHHON KOMUCCUM

MogroTtoBka NpensfioKeHUn no chopMupoBaHuio Brogxera Ha
OpraHM3auuio 1 NpoBeaeHne aTTecTalmm nepcoHana
MoaroTtoBka npeasioKeHNUA O COOTBETCTBUM pPaboTHMKA
OOMmKHoCcTK (Npodoeccumn, crneumanbHoOCTK) No pesynbraram
atTecTauum B COOTBETCTBUM C  3aKOHOL4ATENbLCTBOM
Poccuinckon ®epepaunm

Heobxogumble ymeHus | Onpenensatb napamMerpbl M KpUTEpUM aTTecTauum nepcoHana
OnpegensaTtb U NPUMEHATbL CpeacTBa U MeTOAbl aTTecTauum
BblaensaTb rpynnsl nepcoHarna ans npoBedeHus atrectaumm

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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OGecne4mBaTb O0OKyMeHTaluOHHOe conpoBsoXxageHune
artrTecTauunm nepcoHana

CocTaBnsATb M KOHTPONUpOBaTb CTaTbW pPacxXodoB Ha
aTTecTaluio NepcoHana ans nnaHupoBaHUs BroaXeToB

Monb3oBaTbCA MHOPMaLMOHHBIMM pecypcamm 1 Hasamm
OaHHbIX MO NPOBEAEHNIO aTTecTaLMm

BecTu yyert v pernctpaumio 4OKyMEHTOB B MHEOPMALMOHHBIX
cvcTeMax U Ha MaTtepuanbHbIX HOCUTENsIX

OpraHu3oBbiBaTb XpaHeHWe [OKYMEHTOB B COOTBETCTBUM C
TpeboBaHNsIMM TPYAOBOrO, apXMBHOIO 3aKOHOAATENbLCTBA
Poccunckonn degepauum 1 nokanbHbIMU - LOKYMEHTaMU
opraHusauum

Mpoun3BoanTb NpefBapuTerbHble 3aKynovHble Npoueaypbl 1
0ghopmMnIsTL COMyTCTBYIOLLYO [OKyMEHTaLUIo no
3aKIMOYEHNI0 JOrOBOPOB

CobntogaTtb HOpMbl 3TUKK 4EeNOBOro 06LLEHNS

Heobxoanmble 3HaHUA

[Mopsigok n TexHonornst NpoBeAeHNsa atTecTalmu

TexHornormm 1 MeToAdbl  OMNpederneHvss U OLEHKU
npodeccroHanbHbIX 3HAHWUN, YMEHWUIA 1 KOMMETEHLLUA

Cuctembl, Metogbl ¥ POPMbl  MaTepuanbHOro  ”
HemaTepuanbHOro CTUMYNMPOBaHWs TpyAa nepcoHana

TexHornorm ©n  Metodbl  (POPMUPOBAHUS U KOHTPONS
olooKeToB

TexHonornM, MeTodbl U METOAUKU npoeeneHna aHanusa u
cucrtemMartumsalm JOKyMEHTOB U MH(i)OpMaLIMVI

OcHoBbI NPON3BOACTBEHHOM AEATENBHOCTM OpraHM3aumm

OcHoBbI 00LLEe U couuanbHOW MCUXOSOrMK, COLMONorMmn U
ncuxonormv Tpyaa

Mopsizok NpoBeaeHNs 3aKymnoYHbIX Npoueanyp v odopmieHus
COMyTCTBYIOLLEN AOKYMEHTaLum

CTpykTypa oOpraHM3aumum U  BakaHTHble  [OMKHOCTU
(mpodbeccum, cneumanbHOCTH)

TpynoBoe 3aKkoHOAATENbLCTBO M WHble aKkTbl, codepxallive
HOPMbI TPYZO0BOIO Npasa

OcCHOBbLI  apxMBHOro 3akoHogaTenbCTBa W  HOPMAaTMBHbIE
npaBoBble akTbl Poccuiickon depepauun, B 4acTu BeoeHUd
OOKyMeHTaLuM no nepcoHany

3akoHoaaTenbCTBO Poccwuiickon depepaunn o
nepcoHarnbHbIX aHHbIX
JlokanbHble HOpMaTMBHbLIE aKThbl opraHuMsauun,

perynvpyoLme nopsiiok OLEeHK/ nepcoHana

Mopsgok 3aknoyeHns oroBopoB (KOHTPaKTOB)

HopMbl 3TUKM genoBoro obLeHus

BbasoBble OCHOBbI WMHAOPMATMKM, CTPYKTYPHOE MOCTPOEHUE
NHGOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PaboTbl C HUMK

Opyrve
XapaKTepUCTUKN

3.3.3. TpygoBasa cyHKUuMA

HanmeroBaHwue | AopMmuHucTpupoBanue npoueccoB | Kog | C/03.6 |YpoBeHb 6
1 JOKyMeHToobopoTa npu (nogypoBeHb)
NpPOBEAEHNN OLIEHKN U KBanudukaumm
aTTecTayum nepcoHana

TPYO0BOWN (DYHKLMN

MpovcxoxaeHne OpurvHan | X |3aumcTBOBaHO

U3 opurmHana

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”

MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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Kon PervcTpaunoHHbI
opurnHana Homep
npodpeccroHansHoro
CTaHgapTa

TpygoBble gencteus | AHanus npoueccoB  OOKyMeHToobopoTa, noKanbHbIX
[OKYMEHTOB MO OLeHKe 1 aTTecTalun nepcoHana
OpraHnsauoHHOe COMPOBOXAEHME MEPOMPUSITUIA MO OLEHKE
nepcoHana v ero atTectauum

OdopmrieHne npouecca u  pesynbTaToB  arTectaumu
nepcoHana

WHopmmpoBaHe nepcoHana o pesyrnbratax OUeHKM W
aTTecTauum

MoarotoBka MpednioXeHUA MO pas3BUTUIO MepcoHana no
pe3ynbTaram OLEeHKU

ConposoxgeHue [OroBOpoB no oKasaHuio
KOHCYJIbTALMOHHBIX U MHGOPMALMOHHBIX YCIYT MO OLIEHKE U
aTTecTauum nepcoHana

Heobxoaumeie ymerust | ObecnednBatb [OKYMEHTALMOHHOE COMPOBOXOAEHWE OLEeHKU
M atTecTaumm nepcoHana

OdhopmnsiTb JOKYMEHTBI MO BOMPOCaM OLIEHKM U aTTecTauum
nepcoHana, NpefocTaBnsieMble B rOCY4apCTBEHHbIE OpraHsbl,
npod)eccuroHanbHble CO3bl U Apyrne npeactaBUTENbHbIE
opraHbl paboTHMKOB

AHanusmpoBaTb  npaBuna, npoueaypbl W NOPSLKK
NPOBELEHNS OLLEHKM M aTTeCTaLum nepcoHana

BecTtun y4yer n pernctpaumio JOKyMEHTOB B MHCGPOPMALMOHHbIX
cucTemax 1 Ha MatepuarnbHbIX HOCUTENSX

OpraHu3oBbiBaTb XpaHEHWe [OKYMEHTOB B COOTBETCTBUM C
TpeboBaHNsIMM TpyOoOBOro 3akoHodartenbcTBa Poccuickon
depnepaumm 1 nokanbHbIMM akTamy OpraHu3auum

BecTtu genosyto nepenvcky

Pabotatb C WHOPMAUMOHHBIMM cUCTEMaMM WU Basamu
JaHHbIX MO BOMpPOCaM MPOBEAEHMSI OLEHKM K aTTecTaumu
nepcoHana, BEeAEHWIO Y4yeTa KaHOMOaTOB Ha BakaHTHble
OOImKHOCTY (Npodpeccum, cneumanbHOCTH)

AHanmManpoBaTb AOKYMEHTblI M MEPEHOCUTL MHApOPMaLuo B
NMHOPMALMOHHBbIE CUCTEMBI U 6a3bl AaHHbIX

Cobntogatb HOpMbI 3TUKM AEN0BOro obLeHnst

Heobxogumele 3HaHus | Mopsagok oopMneHns, BeOeHUS 1 XpaHeHNs JOKYMEHTaLMK,
CBSI3aHHOW C NPOBEAEHNEM OLIEHKWN N aTTecTauMmn nepcoHana
Mopsimok  chopMupoBaHusi, BegeHus GaHka daHHbIX O
nepcoHare opraH13auum 1 NPegocTaBNeHNs OTYETHOCTU
Mopsigok NpoBegeHUst 3aKynoudHbIX npoueayp v odhopMieHnst
COMyTCTBYIOLLIEN JOKYMEHTaLUN

Mopsimok odhopMIieHNst OOKYMEHTOB, MNpedoCTaBrnseMblX B
rocyaapCcTBeHHbIE OpraHbl, MPOdECCUOHarNbHbIE COH3bl U
Opyrve npeacTaBuUTenbHble OpraHbl paboTHUKOB

OcHoBb! [OKyMeHToobopoTa N OOKyMEHTaLMOHHOro
obecneyeHus

CTpykTypa oOpraHusaumm U1  BakaHTHble  [OJHKHOCTU
(npodbeccum, cneumanbHOCTK)

TpyaoBOe 3akoHOO4ATENbCTBO W MHble aKTbl, cogepxaluue
HOpMbI TPYJOBOrO NMpaea

OCHOBbI apXMBHOr0  3aKOHOOATENbCTBA W HOPMATUBHbIE
npaeoBble akTbl Poccuiickon ®epepauun, B 4acTu BeAeHUs
OOKYMEeHTaLMM No nepcoHany

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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3akoHoOaTeNnbLCTBO Poccuiickon depepauum o]
nepcoHarnbHbIX AaHHbIX

TexHonornm, MeTodbl U METOAUKU npoeegeHna aHanumsa "
cucremMmartmndaumm JOKyMeHTOB U I/IH(*)OpMaLI,I/IM

JlokanbHble HOpMaTUBHbIE aKThbl opraHvsauum,
perynvpyoLLme nopsigok OLEeHKA U aTTecTaumm nepcoHana

Mopsgok 3aknoyeHrs JoroBopoB (KOHTPaKTOB)

HopMbl 9TUkM genoBoro obLeHus

BbasoBble OCHOBbI WMHAOPMATMKM, CTPYKTYPHOE MOCTPOEHUE
NHJOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PaboTbl C HUMK

Opyrve
XapaKTepUCTUKN

3.4. O6obLeHHas Tpygosasa yHKUMA

HanmeHoBaHue | [1eAaTenbHOCTb Mo pa3BUTUIO
nepcoHana KBanudumkawmm

Kon D YpoBeHb 6

006061 EHHOM
TPy4oBOW Oy HKLMK

MponcxoxaeHne OpvrvHan | X | 3aumcTBOBaHO

U3 opurmHana

Kop, PervcTpaunoHHbli
opvruHana HoMep
npodeccroHansHoro
CTaHgapTa

Bo3moxHble
HanMeHoBaHUs
JOMKHOCTEN,
npodeccui

Cneuvanuct no pa3suTuio 1 oby4YeHno nepcoHarna
Creumanuct no pasBuTUIO Kapbepbl NepcoHarna
Cneumanuct no nepcoHany

MeHepxkep no nepcoHany

TpeboBaHus K
06pasoBaHnio 1
0ByyeHno

Bbicliee obpa3oBaHme

HononHutensHoe npodeccrmoHanbHoe obpas3oBaHme -
nporpaMMbl NOBbLILLEHWS KBanvdrKkaLmm; nporpammb!
npod)ecCUoHanbHOM NepenoaroToBku B obnacTtu
OpraH13aLnoHHOro U NPodeCcCUOHarNbLHOro pasBUTHs
nepcoHana

TpeboBaHus K onbITy
npakTu4eckon paboTbl

Ocobble ycnosus
aonycka k pabote

Apyrve
XapaKTepUCTUKK

[ononHuTenbHbIe XapaKTePUCTUKK

HanmeHoBaHue Kop, HavmeHoBaHvne 6a3oBoN rpynmnbl, JOIMKHOCTU
OOKyMeHTa (npodheccum) nnm cneumanbHOCTH

OK3 2412  |CneumanucTbl N0 Kagpam v npochopreHTaumnm

3423 | CneumanncTbl KagpoBbIX CIYX0 U yuYpexaeHni
3aHATOCTYU

EKC - MeHeoyxkep no nepcoHany

oKrngTP 27755 | 3koHOMMCT Mo TpyAay
22956 |WHcnekTop no kagpam

3.4.1. TpypoBas dyHkumns

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”

MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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HanmeHoBaHve | OpraHmnsaums n nposegeHue Kog | D/01.6 |YpoBeHb 6
MEPONpPUATUIA NO Pa3BUTUIO U (nogypoBeHb)
NOCTPOEHMIO NPOodeCCMOoHaNbHON KBanugukawum

Kapbepbl nepcoHana

MponcxoxaeHne OpurvHan | X |3aumcTBOBaHO

TPYLOBOW (hyHKL MK 13 opurMHana
Kon PervcTpaunoHHbI
opurnHana Homep
npodeccnoHanbHOro
CTaHgapTa

TpyaoBble gencteust | AHanua CTPYKTYpbl, MIaHOB U BakaHCWI opraHu3aLmu
AHanm3 ocobeHHocTel paboTbl Ha pPasNUYHbIX yyacTKax
NPOM3BOACTBA M KOHKPETHbIX pabovmx MecTax

lMogrotoBka NPOEKTOB  OOKYMEHTOB,  OnpenensitoLnx
nopsigoK pa3BuUTHA nepcoHana n NMOCTPOEHMS
npodpeccroHanbHoM Kapbepbl C OLEHKOM 3aTpaT
PaspaboTka nnaHoB  npodpeccuoHanbHOM  Kapbepbl
paboTHMKOB

dopmMmnpoBaHue KagpoBOro pesepsa

Opranmsaumsa mMeponpuaTuii No PasBUTUIO U MOCTPOEHUIO
npodeccroHaneHoM Kapbepbl nepcoHana

MoaroToBka NpeasokeHnn No GOpMUPOBaHUIO GroaXKeTa Ha
OpraHM3auunlo U NpoBeeHNE MEPOMNPUATUI MO Pa3BUTUIO U
NOCTPOEHMIO NPOtheCCUOHANbLHOW Kapbepbl NepcoHana
AHanu3 3ddEKTMBHOCTM MEPOMNPUATUA N0 PasBUTULO
nepcoHana, NoAroToBka NpeasIokKeHn No pa3BUTUO
Heobxogumele ymeHus | AHanManpoBaTb YPOBEHb obLero pa3BUTKS 7
npodeccunoHanbHou kBanudukaumm nepcoHana
OnpepgensTb KpaTKOCPOYHbIe n OONrocpoyHble
NoTpebHOCTN pasBUTUS MepcoHana W MOCTPOEHMS €ero
npodeccunoHanbHoOM kapbepbl

OnpegensaTb Kputepum OpMUPOBaHNS KaapoBOro pesepsa
opraHusauum

CocTaBnATb  vHOVBMAyamnbHble  MfaHbl  KapbepHOro
pa3BuUTKA NepcoHana

MpUMEHATb TEXHONOMMN U METOAbI PasBUTUA MepcoHana v
NOCTPOoeHUs NpPodeCCUoHanbHOM Kapbepbl

CocTaBnATb NpeasioKeHUss U KOHTPONMpoBaTb CTaTby
pacxogoB Ha MporpaMMbl M MEpONpusATUS MO Pa3BUTUIO
nepcoHana M MOCTPOEHMIO Npod)eCCUOHarbHOM Kapbepbl
458 NNaHMpoBaHust BooKeToB

Onpegensatb 3¢dEeKTMBHOCTL MEPOMNPUATUA NO Pas3BUTUIO
nepcoHana v NoCcTPOeHNo NPOdECCHMOHANbHON Kapbepbl
Pabotatb ¢ wHdOPMaLMOHHBIMKM cucTemMamn un BGazamum
OaHHbIX MO nepcoHany

Cobntogatb HOpMbI 3TUKM AENOBOro obLeHnst
Heobxogumelie 3HaHna |Cuctema, cnocobbl, METOAbl, MHCTPYMEHTbI MOCTPOEHUS
npodgeccunoHanbHOM kapbepbl

Metogbl onpegeneHnss W OUEHKM  JFIMYHOCTHBLIX WU
npodeccrnoHanbHbIX KOMAETEHLMN

Cuctembl, MeTogbl UM OPMbl  MaTepuanbHOro U
HemaTepuanbHOro CTUMYyNUPOBaHWUS Tpyaa nepcoHana
TexHonormv,  metogbl  POPMMPOBAHMA U KOHTPOSS
BroaxeToB

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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TexHonoruv, MeToAbl U METOOUKA MPOBEeOEHNs aHanusa u
cucTeMaTm3auum JOKYMEHTOB 1 MHApopMaLmm

OcHoBbl NpodhecCcrnoHanbHOM OpneHTaLUN

OcHoBbl  AOKymMeHTOOBOpOTa M AOKYMEHTaLMOHHOro
obecneyeHus

OcHoBbI NPOM3BOACTBEHHON AEATENBHOCTM OpraHn3aLmm
OcHoBbI 00LEel 1 couunanbHOW NCUXONOornn, CoLMONornm v
ncuxonorym Tpyaa

CTpykTypa oOpraHMzauuMmM W BakaHTHble  [AOSIKHOCTM
(npodbeccum, cneymanbHOCTK)

TpynoBoe 3akoHOOATENbCTBO U MHble akTbl, coAepXallue
HOPMbI TPYAOBOrO NpaBa

3akoHoaaTenbCTBO Poccwuiickon depepaunm o)
nepcoHarnbHbIX aHHbIX
JlokanbHble HOpMaTMBHbLIE akThbl opraHusauun,

perynupylowme nopsigok  pa3Butus U MOCTPOEHUSI
npodecCUoHanbHOM kapbepbl NepcoHana

MopsiooK 3aknNoYeHNs 40roBopoB (KOHTPaKTOB)

Hopmbl 3TUkn enoBoro odLweHus

BasoBble OCHOBbI MHGOPMATUKW, CTPYKTYpPHOE MOCTPOEHNE
NHGOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PaboTbl C HUMK

Opyrve -
XapaKTepUCTUKK

3.4.2. Tpygosasa cyHKUMA

HanmeHoBaHue | Opranmnsauns obyyeHus Kog | D/02.6 |YpoBeHb 6
nepcoHana (nogypoBeHb)
KBanudgmkauum

MpovcxoxaeHne OpurvHan | X |3aumcTBOBaHO

TPy[0BOWN (OYHKLMN 13 opurMHana
Kon PervcTpaunoHHbIn
opurvHana Homep
npodeccroHansHoro
cTaHgapta

Tpyoosble gencteus  |AHanu3 pbiHka obpasoBaTenbHbIX YCryr n notpebHocTen
opraHu3auum B 0bydeHun nepcoHana

PaspaboTka nnaHoB, METOAMYECKMX MaTepuanos, y4eOHbIX
nNnaHoB W MporpamMM, MPOEKTOB JIOKasnbHbIX aKkToB MO
obyyeHuto 1 pa3BUTUIO MepcoHana, BKMYas OUEHKY
3artpar

OpraHusauust MeponpusaTuin no obyyeHuto nepcoHana
MoaroToBka NpeanoXxeHun no opMUPOBaHMIO OoaKeTa Ha
opraHusauuo obydeHns nepcoHana

AHanm3 3dEeKTMBHOCTM MeEpPONpUSATMA Mo obBy4veHuto
nepcoHana

Heobxogumele ymeHus | AHanManpoBaTb M onpeaensatb nNoTpebHocTu B obyyeHuu
rpynmn nepcoHana B COOTBETCTBUM C LeNsiMN opraHnsasmm
PaspabaTbiBaTb MNnaHbl MOArOTOBKW, MEPEnoaroToBKU W
MOBbILLEHMSA KBanudpukaumm kagpos, ydeOHble MnaHbl U
nporpamvb!

AHanusmpoBaTb pblHOK 0Opas3oBaTefbHbIX  yCcryr u
rOTOBUTb NPESSIOKEHUS MO NOCTaBLLMKaM yCnyr
OpraHu3oBbiBaTb 00y4atoLmne MeponpusaTms

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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CocTaBnsATb M KOHTPONMUPOBAaTb CTaTbM pPacxodoB Ha
oby4deHne nepcoHana Ans nnaHMpoBaHust BIooKeToB

PaspabaTtbiBaTb M KOMMNNEKToBaTb Y4eOHO-METOaMYeCcKMe
OOKYMEHTbI
MpoussoanTb OLLEHKY adpeKkTMBHOCTH 0oByuyeHus
nepcoHana

MponsBoanTb NpenBapuTEnbHbIE 3aKyMoYHble npolenypbl
N odopMrieHMe COMYyTCTBYIOLLEN OOKyMEeHTauuu Mo
3aKIIOYEHNIO JOrOBOPOB

Pabotatb € WHOPMAUMOHHBIMM cucTeMamm K Gaszamu
[OaHHbIX MO nepcoHany

PazpabaTbiBaTb U 0POPMNATL AOKYMEHTbl MO MpoLeccam
opraHu3aLum oby4eHusi nepcoHarna u ux pesynbtartam

Cobntogatb HOPMbI 3TUKM AEN0BOro obLeHnst

Heobxogumele 3Hanna |Metogbl, WHCTPYMEHTbI WCCMEdoBaHUs MoTpebHOCTM B
obyyeHun nepcoHana

MeTtogonorusi obydeHust

TexHonornmM, MeTodbl U METOAUKN MPOBEAEHUS aHanusa u
cucTemaTtmsaumm JOKYMEHTOB 1 MHGOpMaLMm

Mopsimok pa3paboTky NIIaHOB MOLTOTOBKM, NMEPENOLrOTOBKM
N NOBbILWEHNA KBanudmkauum kagpoB, y4eOHbIX MIaHoB U
nporpamm

Cuctembl, metogbl ¥ OpPMbI  MaTepuanbHOrO W
HemaTepuarnbHOro CTUMYMPOBaHWA Tpyaa nepcoHana
TexHonormm un  Metogbl  (QOPMMPOBAHMS U KOHTPOIS
OtookeToB

MopsimoK BegeHust ydera U OTYETHOCTM MO MOAFOTOBKE W
MOBbILLEHMIO KBanudukaLum nepcoHana

OcHoBbl  AOKyMeHTOOOOpOTa M JOKYMEHTAaLMOHHOrO
obecneveHus

OcCHOBbI  TEXHOMOMMM MPOU3BOACTBA W AEATENbHOCTU
opraHusauum

OcHoBbl 00LLEen 1 coLmnanbHON MCUXOSOrnm, COLMONOrun n
ncmxonormv Tpyga

Mopsimok  mpoBedeHMs  3aKymMoYHbIX — Mpouedyp W
ocbopMIeHMs COMyTCTBYHOLLEN AOKYMEHTALMN

CTpyKTypa opraHusauum

TpynoBoe 3akoHOOATENbCTBO W MHble akTbl, coAepxaliue
HOpMbI TPYJOBOrO Nnpaea

OcCHOBbI apXVMBHOMO 3aKoHOZAaTenbLCTBA W HOpPMaTMBHbLIE
npaeoBble akTbl Poccuickon ®egepaumn, B 4acTn BeAeHWs
OOKYMEeHTaLMM Nno nepcoHany

OcHoBbI  HamoroBoro 3akoHogaTtenbcTBa Poccuiickoi

denepaumm

OcHoBbl 3akoHogaTenbcTBa 06 obpasoBaHuM Poccuickon
denepauymu

3akoHoaaTenNbLCTBO Poccuiickon depepaunm o]
nepcoHanbHbIX AaHHbIX

JlokanbHbie HOPMaTUBHbIE aKThbl opraHusaumu,

perynupytoLmne oby4eHne nepcoHana

Mopsigok 3aknoyeHrs 4oroBopoB (KOHTPaKTOoB)

Hopmbl 3TUkK genoBoro obLLeHns

Bba3zoBble OCHOBbI MHGOPMATWKK, CTPYKTYpPHOE NMOCTpPOeHMe
NHGOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PpaboTbl C HUMK

Opyrve -
XapaKTepUCTUKM

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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3.4.3. Tpygosasa cyHKUMA

HanmeHoBaHue | OpraHusaumsa agantaumm u Kog | D/03.6 |YpoBeHb 6
CTaXXMpOBKM NepcoHana (nogypoBeHb)
KBanugmkaumum

MponcxoxaeHne OpurvHan | X |3aumcTBOBaHO

TPYLOBOW (hyHKL MK 13 opurHana
Kon PervcTpaunoHHbI
opurnHana Homep
npodeccnoHanbHOro
CTaHgapTa

TpyooBble gencteust  [AHanu3  yCMELWHbIX  KOPMOPaTUBHbIX — MPaKTUK MO
opraHu3auum agantaumn n CTaxnpoBKe nepcoHana
PaspaboTka nnaHoB agantauumn, CTXKUMPOBKM NepcoHana ¢
OLleHKoW 3aTpaTt

OpraHmsaums MeponpuaTMin No  agantauun, CTaXUMpOBKE
nepcoHana

MogrotoBka NpegsfioKeHWn MO  COBEepLUEHCTBOBAHUIO
CUCTEMbI aganTaumn, CTaXUPOBKM NepcoHana

MoagroToBka npeanoxeHun No hopMmpoBaHnio Brogxera Ha
opraHv3auuio aganTtauum U CTaXMPOBKU NepcoHarna
AHanu3 3dEeKTUBHOCTN MEPONPUATUA NO aganTtauun wu
CTaXMPOBKe NepcoHana

Heobxogumele ymenust | Onpegenate  rpynnbl  NepcoHana [fAnsi CTaKUPOBKA U
aganTtauuu

Onpenensitb paboune mecTa Anst NPOBEAEHUS CTKUPOBKM
1 aganTaumm nepcoHana

CornacoBbiBaTb MeponpuaTUst agantauyn N CTAXUPOBKM C
BO3MOXHOCTSIMW MPOM3BOACTBA

Mpon3BoanTb aHanu3 u oLUeHKy pesynbTaToB agantauum u
CTaXMPOBOK NepcoHana

CocTaBnATb NpensioKeHUss U KOHTPONMpoBaTb CTaTby
pacxogoB Ha MporpaMMbl U MeponpuaATUS No aganTtauum m
CTaXMpOBKe NepcoHana ans ninaHMpoBaHns GHooKeTOB
MponsBoanTb oOueHKYy 3dEKTUBHOCTU MEPONPUATUI MO
ajanTtaummn n CTaxmpoBKe nepcoHana

BHegopaTb  cucTemMbl  BOBIEYEeHMss  paboOTHMKOB B
KOPMOpPaTUBHYO KyIbTypy

VMcnonb3oBaTtb MHOPMaLMOHHBLIE CUCTEMBI 1 6a3bl AaHHbIX
no nepcoHany

Cobntogatb HOpMbI 3TUKX 4ENOBOMO OBLLEHNSA
Heobxogumble 3HaHus | MeTogbl agantaumnm 1 CTaXUPOBOK

TexHonorvm, MeTodbl U METOAMKN MPOBEAEHUS aHanm3a v
cucTemaTtmsaumm JOKYMEHTOB 1 MHdopMaLmm

Mopsigok pa3paboTkM MnaHoB ajantauum nepcoHana Ha
HOBbIX paboymx MecTax, MOArOoTOBKW, MEpPernoaroToBKU W
NOBbIWEHUA KBanuukauum nepcoHana W opraHusauum
CTaXXMPOBOK

MopsimoK cocTaBneHus CMET 3aTtpaT Ha agantaumio v
CTaXWPOBKY nepcoHana

MopsimoK BedeHus yyeta M OTYETHOCTM MO aganTtauuv u
CTaXMPOBKE NepcoHana

Cuctembl, metogbl ¥ OPMbl  MaTepUanbHOrO W
HemaTepuanbHOro CTUMYyNUPOBaHWUS Tpyaa nepcoHana

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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TexHorormm ©n  Metogbl  (QOPMMPOBAHMS U KOHTPOIS
oooxeToB

OcHoBbI  TEexHOMOrMM NpPou3BOACTBA U [OEATENbHOCTU
opraHusauum

OcHoBbl 00LLEen U coLmnanbHON MCUXONOrnn, COLMOMOrUN 1
ncuxonoruv Tpyaa

CTpykTypa oOpraHuM3aummM W BaKaHTHble  [AOMKHOCTM
(mpocbeccum, cneumansHOCTM)

TpyooBoe 3akoHOOATENbCTBO M MHblE akTbl, copepKallve
HOPMbI TPY0BOrO NpaBa

OcHoBblI  HanoroBoro 3akoHogaTtenbcTBa  Poccuiickoi

denepauymm

3akoHoaaTenbCTBO Poccwuiickon depepaunm o)
nepcoHarnbHbIX OaHHbIX

JlokanbHeble HOpMaTMBHbLIE aKThbl opraHusauuu,

perynvpyoLvie agantauuio 1 CTaXUpoBKy nepcoHana

OcHoBbl  AOKymMeHTOODOpOTa M AOKYMEHTaLMOHHOMO
obecneveHus

Mopsgok 3akoyYeHs oroBopoB (KOHTPaKToB)

Hopmbl 3Tukn enoBoro odLweHus

BaszoBble OCHOBbI MHGOPMATUKW, CTPYKTYPHOE MOCTPOEHNE
NHGPOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PpaboTbl C HUMK

Opyrve -
XapaKTepUCTUKK

3.4.4. Tpyposasa cyHKUMA

HaunmeHoBaHue | AomuHucTpupoBaHme npoueccoB | Kog | D/04.6 |YpoBeHb 6
1 JOKyMeHToobopoTa no (nogypoBeHb)
pa3BUTUHIO 1 NpodhecCroHanbHom KBanudgmkauum

kapbepe, 0by4YeHuto, aganTaumm
1 CTaXKMPOBKE NepcoHana

MpovcxoxaeHne OpurvHan | X |3aumcTBOBaHO

TPYLOBOW (hyHKL MU 13 opuruHana
Kon PervcTpaunoHHbI
opurnHana Homep
npodpeccroHansHoro
CTaHgapTa

TpynooBble oencTBust | AHanu3 NpoLeccoB, NpaBuin U MNOPSAKOB OpraHu3auum npu
npoBefeHnm MepOonpUATUI no pa3BUTUIO "
npodpeccuoHaneHo Kapbepe, 00yyeHuto, aganTtauum wu
CTakMpOBKe nepcoHana

[ okymMeHTaLmoHHoe odpopmrieHne pesynsTaToB
MEpONPUSTUI MO PasBUTUIO N NPOeCCMOHarNbHON Kapbepe,
obyyeHunto, aganTauum n CTaXKMpOBKE NepcoHana
MogroTtoBka WHAOUBMAOYAmNbHbLIX MPEANOXEHNA Ha OCHOBE
pe3ynbTaToB NPOBEOEHUs MEeponpuAaTUA NO PasBUTUIO U
npodpeccuoHanbHoOM kapbepe, obyyeHuto, agantauumn u
CTaXMpOBKe NepcoHana

[MogroToBka nNpeafioXeHVA MO  COBEPLUEHCTBOBAHMIO
cucTeM obydveHusi, aganTauum U CTaXWUPOBKM, Pa3BUTUSA U
NOCTPOEHUsA NpoeccnoHarbHOM Kapbepbl NepcoHana

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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ConpoBoxaeHue [IOrOBOPOB no oKasaHuio
KOHCY INbTaLMOHHbIX, NHAPOPMAaLLMOHHBIX yCIyT,
HeoGXoAMMBIX ANA MpoBedeHUs obydeHus, aganTtauum u
CTaXXWPOBOK, PasBUTUSA U MOCTPOEHUs NPodecCUoHanbHoM
Kapbepbl  MepcoHana, BKMYas  npenBapuTenbHbIe
npoueaypbl Mo MX 3aKMOYEHUIO

BbinonHeHve TpeboBaHU MO XpaHEHUO WHGOPMaLMN O
pesynbtatax obydvyeHus, agantauMum U CTaKUPOBKW,
pasBUTMS M MOCTPOEHUst MpPodeCcCHoHarnbHON Kapbepbl
nepcoHana

Heobxogumbie ymenus | OcbopMnaTe  OOKYMEHTBI MO BOMpocaMm  MpoBeAeHus
obydeHusi, aganTauum W CTaXMPOBKM, pPasBUTMA MU
NOCTpoeHMs1 NpPoddeCCUOHANbLHOM Kapbepbl MepcoHana,
npeaocTaBnsieMble B rocyaapCTBEHHbIE opraHbl,
npodpeccunoHanbHble COH3bl U Apyrve NpeacTaBUTeNbHbIE
opraHbl paboTHMKOB

Obecne4mBaTtb [OKYMEHTaLNOHHOE cornpoBoXaeHne
obydeHusi, aganTauum U CTaXMPOBOK, pPas3BUTMA MU
NOCTPOEHMS NPOdIECCHOHANbHOM Kapbepbl NepcoHana
AHanusupoBaTb npaeuna, npoueaypbl W nopsgku
npoBegeHns obyyeHus, ajanTauum U CTaKUPOBKY,
pasBuUTMA W MNOCTPOEHMST MPOeCCMOoHanbHON Kapbepbl
nepcoHana

OpraHnsoBbiBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C
TpeboBaHusiMK 3akoHodaTenbcTBa Poccuiickon denepaumm
N NOKanbHbIMW aKTaMn opraHu3aLmm

AHanManpoBaTb OOKYMEHTbI U NEPEHOCUTb MHOPMALMIO B
NHGOPMALMOHHbIE CUCTEMBI U 6a3bl AaHHbIX

BecTtun yJder " perncTpauuio OOKYMEHTOB B
MH(OPMALMOHHBIX ~ CUCTEMAxX W Ha  MarepuarnbHbIX
HocuUTensax

Pabotatb ¢ WHdOPMAaLMOHHBIMKM cucTemMamn un Baszamu
OaHHbIX MO BOMpocaM 0by4eHus, aganTaunm U CTaXKUPOBKM,
pasBuUTMA M MNOCTPOEHMST MpPOeCcCMOoHanbHON  Kapbepbl
nepcoHana, BeOeHVsl Yy4yeTa KaHOMOATOB Ha BaKaHTHbIE
OOMmKHOCTY (Npodpeccun, cneumanbHOCTH)

BecTtu genoyto nepenmcky

Cobntogatb HOPMbI 3TUKM AEN0BOro obLeHnst
Heobxoaumble 3HaHus | lMNopsgok odopMIIEHUs, BeaeHus " XpaHeHust
OOKYMeHTauuM, CBSI3aHHOM C  cucTemon  oby4eHus,
aganTauum W CTaXWUPOBKW, pPasBUTUS U MOCTPOEHUSI
npodpeccroHarnbHol Kapbepbl NepcoHana

Mopsimok  doopmuypoBaHMs, BedeHus 0OaHka [aHHbIX O
nepcoHare opraHvM3aumu U NpeaocTaBNeHnsi OTYETHOCTU
HopmaTuBHbIE MpaBOBbLIE aKTbl, PErynupylolmne npasa u
00513aHHOCTM rocyAapCTBEHHbIX OPraHoB U OpraHv3auum no
NpegoCTaBNEHUIO YYETHON JOKYMEHTaLMN

Mopsimok odhopMneHns JOKYMEHTOB, NMPEAOCTaBIISIEMbIX B
rocyapCTBEHHbIE OpraHbl U MHblEe OpraHu3aLum

OcHoBbl ~ OOKyMeHTOODOpOTa M OOKYMEHTaLMOHHOro
obecneyeHus

Mopsimok  mpoBedeHMa  3aKkymnoyHbIX — Mpouedyp W
ochopMITIEHNST CONYTCTBYOLLEN JOKYMEHTaLun

CTpykTypa oOpraHuM3aumm W BaKaHTHble  [AOMKHOCTM
(mpodbeccun, cneumanbHOCTH)

TpyaoBOe 3aKOHOAATENbLCTBO W MHbIE aKThbl, COAepXalime
HOpPMbI TPYJOBOrO npasa

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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OcCHOBbI apXVMBHOMO 3aKoOHOZaTenbLCTBA W HOpPMaTMBHbLIE
npaeoBble akTbl Poccuickon ®egepaumn, B 4acTn BeAEHUS
OOKyMeHTaLM1 Nno nepcoHany

OcHoBbI  Hamnoroeoro 3akoHogaTenbcTBa Poccuiickon
denepaumm

3akoHoaaTenbCTBO Poccwuiickon depepaunn o)
nepcoHarnbHbIX aHHbIX

TexHonornm, mMetogbl U METOAMKM MPOBEAEHWUS aHanusa u
cucTemaTtmsaumm JOKYMEHTOB 1 MHdopMaLMm

JlokanbHble HOpMaTMBHbLIE aKThbl opraHuMsauun,
perynvpytowme nopsSgok  pasBuUTUS U MOCTPOEHUS
npodpeccuoHarnbHo Kapbepbl, 00y4YeHus, agantauum wu
CTaXWPOBKM NepcoHana

Mopsigok 3aknoyeHns JOroBopoB (KOHTPaKTOB)

HopMmbl 3TukM genoBoro ooLeHus

BasoBble OCHOBbI MHGOPMATWKK, CTPYKTYPHOE MOCTPOEHME
MHOPMALMOHHBIX CUCTEM M OCOBEHHOCTU PaboThbl C HUMM

Opyrve -
XapaKTEepUCTUKN

3.5. O6obLeHHas TpyaoBas yHKLMS

HavmeHoBaHwue | leaTenbHOCTb Mo opraHu3aumm | Kopg E YpoBeHb 6
TpyAa u onnarkl nepcoHana KBanvdukaumm

MpovcxoxaeHne OpurvHan | X |3aumcTBOBaHO
0606LLeHHON u3 opurmHana

TPy4oBOW Oy HKLMK

Kop, PernctpaunoHHblii
opuruHana Homep
npodeccrnoHanbHOro
cTaHgaprta
BosmoxHble CneumanuncT no HOpMMPOBAHUIO 1 onnaTte Tpyaa
HanMeHOBaHMsI Creumanuct no opraHu3aumu n onnate Tpyaa
OOIMKHOCTEN, CneumanucT no KoOMMeHcauusiM 1 Nibrotam
npodpeccui CneumanucT no nepcoHany
MeHeaxep no nepcoHany
TpeboBaHus k Beicliee obpasoBaHue
obpa3oBaHnto K [ononHutenbHoe npodeccunoHanbHoe obpasoBaHue -
0by4eHumio nporpammbl NpPod)ecCUoHanbLHoOM NepenoaroToBK/ B

0bnacTu 3KOHOMMKKM, HOPMUPOBaHWSA 1 onnaTbl Tpyaa,
nporpaMmbl NOBbILLEHUS KBanvduKaLmum

TpeboBaHus K onbITy
NpaKTU4eCcKon paboTbl
Ocobblie ycnosus
aonycka k pabote

Opyrve -
XapaKTepUCTUKN

[ononHuTenbHbIe XapaKTepUCTUKU

HaumeHoBaHve Koa HanmeHoBaHve 6a3oBon rpynmbl, JOMKHOCTH
OOKyMeHTa (npodbeccum) nnm cneumanbHOCTH
OK3 2412 | CneuwanucTbl No Kagpam 1 npodopreHTaumnm
3423 CneunanncTbl KagpoBbIX CNYX0 1 y4pexaeHui
3aHATOCTU
EKC - WHxeHep no HopMmpoBaHUo Tpyaa

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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- TexHvK no Tpyay

- OKOHOMUCT No Tpyay

- MeHeoxep no nepcoHarny
oKnaTP 27755 | 3KoHOMMCT Mo Tpyay
22956 |WHcnekTop no kagpam

3.5.1. Tpygosasa cyHKUMA

HanmeHoBaHwue | OpraHusauums Tpyga nepcoHana | Kog | E/02.6 |YpoeeHb 6
(nogypoBeHb)
KBanudukalmm

MpovcxoxaeHue OpurvHan | X |3aMmcTBOBaHO

TPyAOBON OyHKUUM 13 opurnHana
Kopg, PernctpaumnoHHbIii
opuruHana HoMep
npocpeccmnoHansHoro
cTaHgapTa

TpynoBble OencTBust | AHanu3 ycneLlHbIX KOpnopaTyBHbIX MPaKTUK NO OpraHu3auum
HOPMMPOBaHWA Tpyda 4118 pasfnyHbIX KaTEropun nepcoHana,
ocobeHHOCTEN NPOM3BOACTBA M AeSATENBbHOCTM OpraHn3aLunm
PaspaboTka cucTembl opraHuMsauuvM Tpyda nepcoHana wu
nopsigka HOPMMPOBaHMSA Tpyda Ha pabounMx Mectax C
OLIEHKOW 3aTpaT Ha nepcoHarn

BHegpeHne cucTembl opraHusauuM Tpyga nepcoHana u
KOHTpONS  Hag4  HOPMWMPOBAaHWEM C  OMpPederieHueM
TPYOAOEMKOCTWN, HOPMATUBHOW YMCIIEHHOCTH, rpacmkoB paboT
N yCroBWI onnaTbl Tpyga nepcoHana

BbisiBrieHne pe3epBOB MOBLILLEHUS MPOM3BOAUTENBHOCTU
Tpyda W KayecTBa HOPMUPOBAHUS Tpyda, MNOAroToBKa
NPessioKEeHUA MO M3MEHEHMAM YCMOBUA W onnartbl Tpyda
nepcoHana

MoaroToBka nNpeanoxeHun nNo hopmMMpoBaHUIo BrogkeTa Ha
opraHusauuo Tpyaa nepcoHana

Onpepnenenne 3PEKTUBHOCTH paboThl CUCTEMbI
opraHusauuM Tpyda M HOPMMPOBaHMS Tpyda Ha paboumx
mMecTax

Heobxoammble yMeHus | BHeopsATb MeToabl pauMoHanbHON opraHusaummn Tpyaa
PaspabaTbiBaTb MNnaHbl OPraHM3aLMOHHBIX U TEXHUYECKMX
MEepOMNPUATUIA MO NOBbLILLIEHUIO NMPOU3BOAUTENBHOCTM TPYAa
AHanuanpoBaTb COCTOSIH/E HOPMMUPOBAHWS Tpyaa, KauecTBo
HOpM, MokasaTernen no Tpyay

AHanusupoBatb 3hPEKTUBHOCTb paboTbl CUCTEMBI
opraHusauuv Tpyada nepcoHana u HOpMUPOBaHUS Tpyda Ha
paboyunx MmecTax

CocTaBnATb M KOHTPONMPOBaTb CTaTbW PacxodoB Ha onnaty
Tpyaa nepcoHarna Aansi nnaHMpoBaHus 6oaxeToB

Pabotatb ¢ WHQOPMAUMOHHBIMM cucTeMaMu K 6Gasamu
AaHHbIX MO HOPMMPOBAHMIO U Onnare Tpyaa nepcoHana

PaspabatbiBaTb U 0GOpMIIATL AOKYMEHTbI N0 HanpaBneHuo
[AeATenbHOCTH

Cobntogatb HOPMbI 3TUKM AEN0BOro obLeHnst

Heobxogumble 3HaHua | Metogbl yyeTa 1 aHanvsa nokasaTenen no Tpydy v onnarte
TpyAa

MeTtoab! onpegeneHus, OLLeHKM n CpaBHeHus
NPOM3BOACTBEHHON MHTEHCUBHOCTU M HaNPs>KEHHOCTU Tpyada

MeToab! HopMUpoBaHUS Tpyaa

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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CipaHuua 28

MexoTpacneBble W OTpacneBble HOPMAaTVBbLI  TPYOOBbIX
sarpar

CoBpemeHHble  OpMbl, CUCTEMbI onnatbl M yyeTa
Npov3BOAUTENBHOCTU TPyAa nepcoHana

Cuctembl, MeToobl UM (OpMbl  MaTepuanbHoro U
HemaTepuarnbHOro CTUMYIIMPOBaHWS Tpyda nepcoHana

TexHonorm w1 Metoabl  POPMUPOBAHMSA U KOHTPONA
OrooxeToB

TexHonoruv, MeTodbl U METOOMKU MPOBEdEHVs aHanusa u
cucTeMaTm3aLum JOKYMEHTOB 1 MHApopMaLmm

OcHoBblI [OKyMeHToobopoTa " [OOKYMEHTaLMOHHOIO
obecnevyeHus

Mopsigok Tapudmkauum paboT n paboynmx, yCTaHOBMEHMS
OOMKHOCTHbBIX 0Knagos, gonnar, Hap6aBok n
KoadhdmUmMeHToB K  3apaboTHon nnare, pacyeta
CTUMYJTIMPYHOLLUX BbInnat

TapudHo-KBanMMKaLMOHHbIE  CMPaBOMHUKM  paboT
npodpeccuii paboumx 1 KBanuUKaLMOHHbIE XapaKTepuCTUKN
OOIMKHOCTEN Cry>KalLlmx

OcHoOBbI ~ TEXHOMNOMMK npousBoacTBa WU OeATENbHOCTU
opraHu3auuun

CTpykTypa oOpraHvM3auuMmM W  BaKkaHTHble  [JOMKHOCTMU
(npocbeccum, cneumanbHOCTK)

Ka,u,posaﬂ NoNnnTUKa KU cTpaterna opraHmsalunm

3KoHOMVKa Tpyaa

OcHoBbI 00LWENn 1 coumnanbHOM MCUXOMNOMM, COLIMOMNOrnM 1
ncuxonorum Tpyaa

TpynooBoe 3aKOHOAATENbCTBO W WHble akTbl, coaepxalliue
HOPMbI TPY0OBOrO NpaBa

OCHOBbI apXMBHOr0  3aKOHOZATENbCTBA W HOPMATUBHbIE
npaeoBble akTbl Poccuiickon ®epepauun, B 4acTu BeAeHUS
OOKYMeHTaLMM Nno nepcoHany

OcHoBbI ~ HamoroBoro  3akoHogaTenbCcTBa  Poccuiickon
denepauymu

3akoHoaaTenbCTBO Poccwuiickon depepaunn o)
nepcoHarnbHbIX aHHbIX
JlokanbHble HOpMaTMBHbLIE aKThbl opraHuMsauuu,

perynvipylowime  rnopsigok  opraHvMsauumM  Tpyga M
HOPMMPOBaHUS NepcoHana

Mopsigok 3akoyeHrs JOroBopoB (KOHTPaKTOoB)

HopMbl 9TUKK AenoBoro o6LeHns

basoBble OCHOBbI WMHAOPMATKKM, CTPYKTYPHOE MOCTPOEHUE
NHOPMALMOHHBLIX CUCTEM U OCOBEHHOCTM PaboTbl C HAMM

Opyrve
XapaKTepUCTUKN

3.5.2. Tpyposasa cyHKUMA

TPYO0BOWN (DYHKLMN

HanmeHoBaHwme | OpraHusaums onnaTtbl Tpyaa Kog | E/01.6 |YpoBeHb 6
nepcoHana (nogypoBeHb)
KBanudgmkawum
MpovcxoxaeHve OpuruHan | X |3aumcTBOBaHO

U3 opurmHana

Ko PervcTpaunoHHbIi
opurmHana HomMep
npodpeccroHansHoro
cTaHagapTa

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”

MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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TpyooBble gencteust  [AHanu3  yCMNELLHbIX  KOPMOPaTUBHbIX  MPaKTUK MO
opraHusauuM cucTembl onnaTthl Tpyaa nepcoHana
PaspaboTka cucTembl onnaTtbl Tpyaa nepcoHana
dopmmpoBaHve nnaHoBoro OGkogxera dpoHoa onnarbl
Tpy4a, CTUMYNUPYOLLMX M KOMMEHCALMOHHBIX BbinnaT
BHegpeHune cucTtembl onnatbl Tpyda nepcoHana
MogrotoBka NpegfiokKeHWn MO COBEPLUEHCTBOBAHUIO
cucTeMbl onnaThl TpyAa nepcoHana

Heobxogumble ymeHus | CocTaBnaTb UM KOHTPONMPOBAaTb CTaTbM pacxogoB  Ha
onnary Tpyda nepcoHana gnsi nnaHupoBaHusi BI04KETOB m
doHaoB

MpuMeHsATbL  TexHonorMm MaTepuanbHOW MOTMBaUUM B
ynpaBneHum nepcoHasnom

PaspabaTtbiBaTe KOHLUEMUMIO MOCTPOEHUST MOTMBALMOHHBLIX
nporpaMm pabOTHWMKOB B COOTBETCTBMM C  LIENsiMU
opraHusauum

AHanmManpoBaTb COBPEMEHHbIE CUCTEMbI onfiatbl W
MaTepuarnbHon (MOHETAPHOM) MOTUBaLMK TpyAa AN uenen
opraHusauum

AHanusmpoBaTb ypOBeHb OMnaTbl Tpyda MepcoHana no
COOTBETCTBYOLUM NPoeCCHoHarbHbIM KBanudmkaumsam
MpoBOAMTE MOHWUTOPUHI 3apaboTHOW NNaTbl Ha pPbIHKE
TpyAa

AHanmaupoBaTb )OpMbl MaTepuanibHOro CTUMYIMPOBaHWS,
KOMMeHcaumMin 1 NbroT B onnarte Tpyda nepcoHana
PaGotatb ¢ WHGOPMALMOHHBIMM cucTemMamm u 6Gazamu
AaHHbIX NO onnaTte TpyAa nepcoHana

CocTaBnsiTb NPOrHO3bl Pa3BUTUS ONnartbl TpyAa nepcoHana
CobntogaTtb HOpMbI 3TUKM 4ENMOBOMO 06LLEHNS
Heobxogumblie 3HaHna |®opmMbl M CUCTEMbI  3apaboTHOW  Mnatbl, MNOPSIAOK
COCTaBIieHUs1 OIoaKeToB

Cuctembl, mMeTogbl UK  GOpPMbl  MaTepuanbHOro U
HemaTepuarbHOro CTUMyNMPOBaHWA Tpyaa nepcoHana
TexHorormm 1 Metogbl  (QOPMMPOBAHMS U KOHTPOIS
OtooxeToB U hoHOoB

Mopsigok Tapudmkaumm pabotT n paboumnx, yCTaHOBIEHUSA
OOIMKHOCTHBLIX  OKINagoB., gonnar, Han6aBoK n
koacbdmumeHToB K 3apaboTHoOM  nnate,  pacyera
CTUMYTIMPYHOLLMX BbINnat

MeToabl onpegeneHnst YCNeHHOCTN paboTHNKOB
TapudHo-KBanMukaLMOHHblE  CMPaBOYHMKM  paboT U
npodeccuii paboumx 1 kBanmnukaLuMoHHbIE XapakTepPUCTUKN
OOIMKHOCTEN ChyXaLLlmx

MeTtogbl yveTra M aHanusa nokasatenen no Tpygy wu
3apaboTHon nnate

TexHonormm, MeTodbl U METOAMKN MPOBEAEHUS aHanm3a v
cucTemaTtmsaumm JOKYMEHTOB 1 MHdopMaLmm

KapgpoBasi nonutuka n ctpaTerms opraHmsaumm

CTpykTypa oOpraHuMsaumMm W  BakaHTHble  [JOMKHOCTU
(mpocbeccum, cneumanbHOCTK)

TpyaoBoe 3aKOHOAATENbLCTBO U MHbIE aKThbl, CoAepXalime
HOpPMbI TPYJOBOrO npasa

OcHoBbl  HanoroBoro 3akoHogartenbctBa Poccuiickon
depnepaumm

3akoHogaTenbCcTBo Poccuiickon denepauum o}
nepcoHanbHbIX JaHHbIX

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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JlokanbHble HOpMaTMUBHbIE aKTbl opraHusauum,
perynupyoLue onnary Tpyaa

OcHOBbI  TexHOMorMM Npou3BOACTBA U [OEATENbHOCTU
opraHusauum

OcHoBbl ~ AOKymMeHTOOBOpOTa M AOKYyMEHTaLMOHHOro
obecneyeHus

Mopsigok 3akoyeHrs 4OroBopoB (KOHTPaKTOoB)

OcHoBbI 00Ul 1 couunanbHOW NCUXONOorn, CoLMONornm v
ncuxonorum Tpyaa

HopMbl 9TUkM genoBoro ooLeHus

BasoBble OCHOBbI MHGOPMATVKW, CTPYKTYPHOE NMOCTPOEHME
NHGOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PaboTbl C HUMUK

Opyrve -
XapaKTepUCTUKN

3.5.3. TpygoBasa cyHKUuA

HanmeHoBaHuve | AoMuHncTpuposanue npoueccos | Koa | E/03.6 |YposeHb 6
1 [OKy MeHToo6opoTa Nno (nogypoBeHb)
BOMpOCam opraHu3auum Tpyaa u KBanudukawmm
onnartkl nepcoHana

MpovcxoxaeHne OpurvHan | X |3aumcTBOBaHO

TPYO0BOWN (DYHKLMN 13 opurMHana
Kop, PervcTpaunoHHbIn
opurvHana Homep
npodpeccroHansHoro
cTaHgapta

TpyooBble oecTBust  |AHanu3  MPOLLECCOB  [OKYMEHTOOOOpOTa,  JoKarbHbIX
OOKYMEHTOB MO BOMPOCaM OpraHv3auum onnatbl U Tpyaa
nepcoHana

OdbopmneHne OKyMEHTOB MO BonpocaMm onnatbl U Tpyaa
nepcoHana

MogroToBka MpensiIoKEHUM Mo BOMpocaM onnartbl U Tpy4a
nepcoHana

MogrotoBka NpeanioXeHWn MO  COBEpPLUEHCTBOBAHUIO
CUCTeMbl onnarbl U opraHu3aumm Tpyaa nepcoHana

[ OKyMEHTaLMOHHOE U OpraHu3auMoHHOE COMPOBOXAEHME
CVUCTEMbI OpraHu3auum 1 onnarbl Tpyda nepcoHana
MogrotoBka M o06paboTka 3anpocoB M yBeAOMIEHUA O
paboTHMKax B rocygapCTBEHHbIE OpraHbl,
npodeccuoHanbHbIE CO3bl U Opyrve NpeacTaBUTENbHbIE
opraHbl paboTHMKOB, MO CMCTEMaM onnaTbl U opraHu3aLmm
TpyAa nepcoHana

ConpoBsoxaeHue [10roBOpOB rno oKasaHuio
KOHCYJbTaLMOHHBIX, MHGOPMALMOHHbIX YCIYT M0 CUCTEMaM
onnaTtbl W OpraHuM3auMn Tpyda nepcoHana, BKoYast
npegBapuTenbHble Npoueaypbl Mo MX 3aKNioYeHNto
Heobxogumeie ymeHus | ObecnednBaTtb [OOKYMEHTaLNOHHOEe COMpoBOXAEeHME
MepONpUSTUIA NO onnaTe U opraHnsauum Tpyaa nepcoHana
OdopmnsiTb AOKYMEHTbI MO BOMpocaMm  onnaTtbl U
opraHuM3auum Tpyga nepcoHana, npenocTaBnsieMble B
rocygapCTBEHHbIE OpraHbl, NPogeCCUOHanbHbIE COHO3bl U
Apyrve npeacTaBuUTenbHble OpraHbl paboTHUKOB
AHanuanpoBaTb HOPMaTUBHbIE U METOAMNYECKNE AOKYMEHThI
Mo BOMpoCcam onriathl M OpraHM3auum Tpyda nepcoHana

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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OpraHn3oBbiBaTbL XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C
TpeboBaHusiMM 3akoHogaTenbcTBa Poccurckon deaepauymm
N NoKanbHbIMM aKTaMn opraHu3aLmm

Bectn  yuer " perucTpaumio  OOKYMEHTOB B
MHCPOPMALIMOHHBIX ~ CUCTEMax W Ha  MaTepuanbHbIX
HocuUTensax

PaGoTtatb ¢ WHGOPMAaLMOHHBIMM cucTeMammM U Baszamu
OaHHbIX MO CWUCTeMam onnaTtbl WM opraHusaumMn Tpyaa
nepcoHana

Mpou3BoanTb NpeaBapuTerbHblE 3aKynodHble npouenypbl
N ocdopMnATbL  COMYyTCTBYIOLLYIO  [AOKYMEHTauuw Mo
3aKIMYEHNIO OrOBOPOB

BecTn genosyto nepenucky

CobntogaTtb HOpMbI 3TUKK 4ENOBOro 06LLEHNS

Heobxoaumble 3HaHus |Mopsigok — odoopMIieHus, BEAEHMS U XpaHeHus

OOKyMeHTauum no cuctemam onnartbl M OpraHusaumu Tpyaa
nepcoHana

HopmaTuBHble MpaBOBblE aKTbl, Perynupytolime npaesa wu
006513aHHOCTM rOCyAapCTBEHHbIX OPraHoOB U OpraHv3auum no
NpefoCTaBNeHNO YYETHOM JOKYMEHTaLum

TexHonornm, mMetTogbl U METOOAMKM MPOBEAEHWUS aHanusa u
cucTemaTtmsaumm JOKYMEHTOB 1 MHGOpMaLMm

JlokanbHble HOpMaTVBHbIE aKThbl opraHuMsauun,
perynvpylowme nopsaok  onnatbl, OpraHusauum U
HOPMMPOBaHKA Tpyaa

OcHoBbl  AOKymMeHTOODOpOTa M OOKYMEHTaLMOHHOMo
obecneyveHus

Mopsimok  doopmupoBaHMsl, BegeHus 6aHka [daHHbIX U
NpegocTaBneHns OTYETHOCTM MO CUCTeMaM omnnatbl U
opraHusauum Tpyga nepcoHana

TpynoBoe 3akoHOOATENbCTBO W MHblE akTbl, coAepxaliue
HOpMbI TPYJOBOrO Nnpaea

OcCHOBbI apXVMBHOMO 3aKOHOZATENbLCTBA W HOpPMaTMBHbLIE
npaeoBble akTbl Poccuickon ®enepaumn, B 4acTn BeAEHUs
OOKYMEHTaLMM Nno nepcoHany

OcHoBbI  HamoroBoro 3akoHodaTtenbcTBa Poccuiickom
denepauymm

3akoHoaaTenbLCTBO Poccwuiickon depepaunn o)
nepcoHarnbHbIX aHHbIX

Mopsigok 3akoyeHrs JOroBopoB (KOHTPaKTOoB)

Mopsgok  mpoBedeHust  3akymodHbIX — npouedyp U
0hOpMIIEHNSI COMYTCTBYIOLLEN AOKYMEHTaLMK

HopMbl 3TUkM genoBoro obLeHus

BasoBble OCHOBbI MHGOPMATUKK, CTPYKTYPHOE NOCTPOEHME
NHGOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PaboTbl C HUMK

Opyrve
XapaKTepUCTUKN

3.6. O6obLeHHas TpygoBasa yHKUMA

HanmeHoBaHue | JeatenbHOCTb No opraHm3aumm | Kop F YpoBeHb 6
KOpnopaTUBHOW CoLnanbHON KBanudgmkawum
MOMNTUKM

MpoucxoxaeHvne OpuruHan | X |3aumcTBOBaHO

00600LLEeHHoM 13 opurnHana

TPYO0BOW (OYHKLMN

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”

MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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Kon PervcTpaunoHHbI
opurnHana Homep
npodpeccroHansHoro
CTaHgapTa
Bo3moxHble CneunanucT no couunanbHbIM NporpaMmmam
HanMMeHOBaHUSA CneumanucT no paboTe ¢ NpeacTaBUTENbHLIMM OpraHaMu
JOMmKHOCTEN, paboTHNKOB
npodpeccuii CneumanucT no KopnopaTMBHOWM COLManbHON NONUTUKE
CneumanucT no nepcoHany
MeHepkep No nepcoHany
TpeboBaHus k Bbicluee obpasoBaHue
0bpa3oBaHnto K [ononHutenbHoe npodeccuoHanbHoe obpasoBaHue -
0ByyeHuto nporpammbl NpoeccroHanbHoM NepenoaroTOBKM U
nporpamMmbl MOBbILLEHNS kKBanudukaumm B obnacTtum
coumanbHbIX Nporpamm
TpeboBaHus K onbITy |-
npakTuyeckon paboTbl
OcobBble ycnosus -
Jonycka k pabote
Opyrue -
XapaKTEepUCTUKN

[JononHuTenbHble XapaKTepUCTHKM

HaumeHoBaHve nokymeHta| Kopg | HavmeHoBaHwe 6a3oBon rpynnbl, 4OMKHOCTU
(npodpeccumn) nnm cneumansHOCTH

OK3 2412 | CneumanucTbl No Kagpam v npodopreHTaumum

3423 Creumanuctbl KagpoBbIiX CIYX0 n
yUpEeXOEHUN 3aHATOCTU

EKC - CneumanucT no kagpam
- MeHeaxep no nepcoHany
OoKrnaTP 27755 | 3koHOMMCT No Tpyay

22956 |WHcnekTop no kagpam
OKCO - -

3.6.1. Tpygosasa cyHKUMA

HanmeHoBaHwue | PazpaboTka kopnopaTuBHOW Kog | F/01.6 |YpoBeHb 6
coumanbHON NONMUTUKK (nogypoBeHb)
KBanuduvkalmm

MpovicxoxaeHne OpurvHan | X |3auMmcTBOBaHO

TPYAOBON cOyHKUMM 13 opurnHana
Kopg, PernctpaumnoHHbIi
opurmHana HomMep
npodeccroHanbHOro
cTaHgapTa

TpynooBble oencteua | AHanms ycnelHbIX KopriopaTMBHBIX MPaKTUK MO OpraHM3aLmm
coLManbHOro NapTHEPCTBa, CoLManbHOM OTBETCTBEHHOCTU 1
coumanbHbIX Nporpamm

PaspaGoTka KoprnopaTMBHbIX CoLManbHbIX NporpaMm
PaspaGoTka cucTeMbl BbINnaT paboTHWKAM couManbHbIX
nbrot

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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OpraHuzauus neperoBopos C  npodeccuoHasbHbIMU
coo3amMnm U OPYrMMU  MpeacTaBUTENbHbIMM - OpraHamm
paboTHMKOB, 06LLECTBEHHBLIMA opraHusaumsamu,
B3anMoOencTBMe C rocyapCTBEHHbLIMN OpraHamm

MoaroToBka npednoxeHnin no OpMMPOBaHMIO OloaXKeTa B
yacTu obecrneyeHnst KOpnopaTUBHOW COLNArbLHOM NOMUTUKM
Heobxogumeie ymeHust | Onpegenatb LeneBble rpynnbl NepcoHana ans paspaboTku
cneumnannampoBaHHbIX COLManbHbIX MPorpamm

[oBoonTb wuHGOpPMaUMIO O couManbHbIX MporpaMMax no
uenesblXx  rpynn nepcoHana ¢ NCNorb30BaHNEM
WMHCTPYMEHTOB BHYTPEHHNX KOMMY HUKALL WA

Onpenensitb  KpUTEpUM U YPOBHM  YA,OBIETBOPEHHOCTU
nepcoHana

Wcnonb3oBaTtb  MaTepuanbHble U HemaTepuarbHble
cucTemMbl, MeTogbl M popMbl MOTMBAUMM B yMNpaBreHWu
nepcoHanom

Onpepensitb o6bembl  cpeAcTB  AnNs  peanvsauuu
coumarnbHbIX FapaHTWW, KOPMOPAaTMBHBLIX JILIOT W UHbIX
3M1IEMEHTOB  KOPMOPaTUBHBLIX COUManbHbIX MporpaMm  Ans
dopmmpoBaHns BroaxeToB

CocTaBnATb M KOHTPONMPOBaTb CTaTbW pacxodoB Ha
coumanbHble NporpamMmMbl 4NS NiaHMpoBaHUs Bro4KeToB
MpousBoanTb NpeaBapuTeNbHbIE 3aKyMoYHblE MpoLeaypbl 1
ocpopmrieHne COMyTCTBYHOLLEN OOKyMeHTaumnm no
3aKIMHYEHNIO 4OTOBOPOB

CobntogaTtb HOpMbI 3TUKM AENOBOro 06LLEHNS

Heobxogumble 3HaHus |lMopsigok M Metodbl pas3paboTkM NMaHoB M Mporpamm
coLManbHOro pas3BUTUSE OpraHM3aLnm

Metogbl aHanm3a BbIMNOMHEHUS COLMAsnbHbLIX MPOrpamMMm U
onpeaeneHns X 3KOHOMUYECKON 3PdEKTUBHOCTH

Cuctembl, metogbl M OpMbl  MaTepuanbHOrO U
HemaTepuanbHOro CTUMYJIMPOBaHNS TpyAa nepcoHana

TexHorormm M MeTogbl  QOPMMPOBAHUS U KOHTpONS
orooxeToB

MeTtoObl NpoOBeAeHVsI  COLMOMOTMYECKUX MCCNeaoBaHui,
N3y4YeHns 0OLLECTBEHHOTO MHEHUS]

TexHonoruv, MeTofbl U METOOMKU MPOBEdEHVs aHanv3a U
cucTeMaTm3auum JOKYMEHTOB 1 MHApopMaLmm

Mopsigok npoBeaeH st 3aKyNOYHbIX Npoleayp U odopmrieHus
COMYTCTBYIOLLEN AOKYMeHTaLum

OcHOBbI NPOM3BOACTBEHHOW AEATENBHOCTM OpraHn3aLmum

OcHoBbI 00LLEeN M couuanbHOW MCUXONOrMK, COLMONOrMmM U
ncuxonorym Tpyaa

CTpykTypa, uenu, cTpaTeryss W KaapoBas MONMTMKA
opraHusaLum

TpynoBoe 3aKoHOAATENbLCTBO M WHble aKkTbl, copepxallive
HOPMbI TPY/ZI0BOrO MNpasa

OcHoBbl  HamoroBoro 3akoHogatenbcTBa  Poccurickon

denepaumu
HopmaTuBHble NpaBOBble akTbl, perynvpylowune npaea u
0bsi3aHHOCTY rocygapCTBEHHbIX OpraHoB,

npodecCcuoHanbHbIX COK30B U APYrMX npeacTaBUTENbHbIX
OpraHoB paboTHUKOB

3akoHogaTenbCcTBo Poccuiickon denepauum o}
nepcoHanbHbIX SaHHbIX

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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JlokanbHble HOpMaTUBHbIE aKThbl opraHusauum,
perynvipylowme nopsigok  hopMMpoBaHUst  coulmasribHoM
NONUTUKA

OcHoBbl NpaBoBOro perynupoBaHust Poccuiickon denepauum
nopsiaka 3aknoyYeHUn JOroBOpoB (KOHTPAKTOB)

HopMbl 3TUkM genoBoro obLeHus

basoBble OCHOBbI WMHAOPMATKKM, CTPYKTYPHOE MOCTPOEHUE
NHJOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PaboTbl C HUMK

Opyrve -
XapaKTepUCTUKN

3.6.2. Tpygosasa cyHKUMA

HanmeHoBaHwue | Peanunsauns kopnopaTmMBHON Kog | F/02.6 |YpoBeHb 6
coumanbHON NOUTMKK (nogypoBeHb)
KBanudukauum

MpovcxoxaeHve OpvrvHan | X | 3aumcTBOBaHO

TPYLOBOW (hyHKL MK 13 opurmHana
Kop, PervcTpaunoHHblii
opvruHana HOMeEp
npodpeccroHansHoro
CTaHgapTa

TpyQoBble gencteust | BHegpeHue KopnopaTuBHLIX COLManbHbIX MNPOrpamMM, B TOM
yucre no couumanbHOW nogdepXke OTAerNbHbIX  rpynn
paboTHMKOB

Peanusauma cucTembl  coumanbHbIX — fbrOT,  BbiNnart
paboTHMKam C y4derom TpeboBaHU 3aKkOHOLATENbCTBA
Poccuiickonn ®epepavmm

OueHka yOoBMETBOPEHHOCTU MepcoHana KoprnopaTUBHOM
couunanbHOW NONUTUKON

OueHka 3(PEKTMBHOCTM  MEPOMNPUATUA  KOPRopaTUBHOWN
counanbHOW NOMNUTUKN

MogrotoBka  MPEOANnoOXeHWA MO  COBEPLUEHCTBOBAHMWIO
MEPONPUATUIA KOPNOPaTUBHOW COLManbHOM MOMAUTUKM
MoaroToBka npeanoxeHun no opMmMpoBaHMIO BrogkeTa Ha
peanusaumio  KOpropaTUBHOWM  COUMaribHOA  MOMUTUKN U
coumarnbHbIX MporpamMm

Heobxogumele ymeHus | PaccunteiBaThb 3arpatbl Ha npoBegeHne
cneLumanmn3MpoBaHHbIX CoLManbHbIX NPorpamMm

MpoBOOUTE ~ MOHUTOPUHI  YCMELIHbIX  KOPMopaTMBHLIX
coumarnbHbIX MporpamMm

[MpoBoOaUTE MeponpUATUSt B COOTBETCTBUM C KOPNOpaTUBHON
couunanbHOW NONMMUTUKON

OnpepnensTb UeneBble pynnbl NepcoHana Afs co3gaHusi
cneumanmn3MpoBaHHbIX COLManbHbIX NPOrpamMm

Onpenensitb  KpUTEPUU M YPOBHU  YOOBIETBOPEHHOCTU
nepcoHana

Onpenenste 3¢hekTMBHOCTE MeEpPONpUATUIA  peanmnsyemon
KopropaTUBHOM COLMaribHON NOSTIUTUKN

OpraHnsoBbiBaTb B3aMMOOENCTBME C  TOCY4apPCTBEHHBIMU
opraHamu, npod)ecCUoHanbHbIMU  Cco3aMn U Apyrumu
npegcTaBUTENbHbIMA opraHamm paboTHWKOB,
OOLLECTBEHHBIMA U WHBIMW OpraHM3aumMsamMM Mo BOMpPoCcam
peanunsaunm KoprnopaTMBHOM CoLManbHOM MOMUTUKA

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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Cipanuua 35

AHanuavpoBaTb  PbIHOK  yCNyr Mo  couuanbHbiM U
crneLumnanus3MpoBaHHbIM NporpaMmaM CoLvanbHOM NoaaepKKu
YreHOB LEMNeBbIX rPYMnn W rOTOBUTb MNPEANIOKEHUs MO WX
nocTaBLUUKaM

MpounsBoanTs NpenBapuTeribHbie 3aKynovHble Npoueaypbl 1
0gopMnIsAThL COMyTCTBYIOLLYHO [OKyMeHTaLuIo no
3aKIN0YEHUIO JOrOBOPOB

CobntogaTtb HOpMbI 3TUKK 4ENOBOro 06LLEHNS

Heobxoaunmble 3HaHWS

BOﬂpOCbI ynpasneHuna counarnbHbIM pa3BuTnemM opraHmsauunm

Metoabl aHanu3a BbIMOMHEHWS KOpnopaTuBHbIX CcoLMalnbHbIX

nporpamm n onpeaeneHvs nx 3KOHOMUYECKON
ahdPeKTMBHOCTHU
Cuctembl, MeToapbl, dopMbl MaTepuarnbHoro n

HemaTeprarnbHOro CTUMYIIMPOBaHVS Tpyda nepcoHana

MeTtoobl NpOBEeAeHVsI  COLMONMOTMYECKUX MCCIenoBaHui,
N3y4eHus1 06LLECTBEHHOIO MHEHUS]

TexHonoruv, MeTodbl M METOOMKM NPOBEAEHUst aHanusa wu
cvcTemMaTm3almm 4OKYMEHTOB U MHdopMaLmumn

HopmMaTvBHblE MpaBoOBble aKTbl, Perynupyrolue npasa U
006513aHHOCTH rocyapCTBeHHbIX OpraHos,
npodeccroHanbHbIX COH30B M OPYrUX MpeacTaBUTENbHbIX
opraHoB  pabOTHMKOB MO  MPeAOCTaBMEHMID  YYETHOM
JOKyMeHTaL UK

Mopsizok NpoBeOeHNs 3aKynoYHbIX Npouenyp v oopmieHus
CONyTCTBYOLLEN [LOKYMEHTALUN

CTpykTypa, uUenu, cTpaTerMss W KagpoBasl MNOnuUTMKa
opraHusaLum

OcHoBblI I'IpOVI3BO,D,CTB€HHOI7I OEATENIbHOCTU OpraHm3alunm

OcHoBbI 00LENn 1 coumanbHOM MCUXOMNOrM, COLIMOMNOrnM 1
ncuxonorum Tpyna

TpynooBoe 3aKOHOAATENbCTBO W WHble akTbl, coaepxalliue
HOPMbI TPYOBOrO NpaBa

OCHOBbI apXMBHOr0  3aKOHOZATENbCTBA W HOPMATUBHbIE
npaeoBble akTbl Poccuiickon ®epepauun, B YacTu BeAeHUs
OOKYMeHTaLM1 Nno nepcoHany

OcHoBbI  HamoroBoro  3akoHogaTenbCcTBa  Poccuiickon
denepauymm

3akoHoaaTenbLCTBO Poccwuiickon depepaunn o)
nepcoHarnbHbIX aHHbIX

JlokanbHble akTbl OpraHusauuu, perynvpyolme nopsaok
BHEZPEHUsI coLManbHOM NOMNMUTUKA

Mopsgok 3aknoyeHrs oroBopoB (KOHTPaKTOB)

HopMbl 3TUkM genoBoro obLeHus

basoBble OCHOBbI WMHAOPMATUKKM, CTPYKTYPHOE MOCTPOEHUE
NHJOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PaboTbl C HUMK

Opyrve
XapaKTepUCTUKN

3.6.3. Tpygosasa cyHKUMA

HanmeroBaHwme | AoMuHucTpupoBanue npoueccoB | Kog | F/03.6 |YpoBeHb 6
1 JOKyMeHTooGopoTa no (nogypoBeHb)
BOMpOCam KoprnopaT1BHOW KBanudukaumm
coumarnbHON NOIUTMKK

TPYO0BOWN (OYHKLMN

MpovcxoxaeHne OpurmHan | X |3aumcTBOBaHO

U3 opurmHana

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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Kon PervcTpaunoHHbI
opurnHana Homep
npodpeccroHansHoro
CTaHgapTa

TpyooBble genctemnss  [AHanu3  NpoLEecCoB  OOKYMEHTOObopoTa,  MnoKanbHbIX
JOKYMEHTOB MO BOMpOCaM KOpropaTUBHOW CoLunanbHOM
NONMUTUKN

[ oKy MeHTaLumMoHHoe odbopmIieHne pe3ynsTaToB
KOpnopaTUBHOW COLManbHON NOMUTUKK

MogroToBka NpensioKeHUn Mo PasBUTUIO KOPMOpPaTUBHOM
coumaribHOM NOSINTUKA

MogrotoBka  pe3ynbTaTOB  aHanuM3a  COOTBETCTBMSA
KoprnopaTuMBHOM  couManbHOM  MONMUTUKA  TpeboBaHUsM
3akoHogatenbcTBa Poccunickon depepaumm u ycrioBusm
pbiHKa Tpyaa

[ oKyMeHTaLuMoHHOEe U OpraHu3auMoHHOE COMPOBOXAEHWE
MepOonpUSATUI KOPNopaTUBHON COLMANbHON NOMUTUKA
MogrotoBka n ob6paboTka 3anpocoB M yBEAOMIEHWA O
paboTHMKax B rocygapCTBEHHble opraHbl,
npodpeccuoHarnbHble COH3bl U ApyrMe NpeacTaBUTENbHbIE
opraHbl pabOTHMKOB MO BONPOCaM COLMArbHOM MOMUTMKN B
OTHOLLEHUM NepcoHana

ConpoBoxgeHue [0roBopoB no OKa3aHuto
KOHCYNbTAUUOHHBIX U MH(OPMAUMOHHBLIX  YCIyr o
MEPONPUATMSIM  KOPMOPaTUBHOM  COLMANbHOM  MOSUTUKN,
BKIlOYasi  npedBapuTenbHble  npouegypbl N0 KX

3AKIIOYEHNIO
Heobxogumble ymeHust | OchopMnsATb  AOKYMEHTbI MO  BOMpocaM  KopriopaTUBHON
couuansHom NOSINTUKN, npeaocTaessieMble B
rocydapCTBEHHbIE OpraHbl, NpeAcTaBUTENbHbIE OpraHbl
paboTHWKOB
AHanuanpoBaTb npaeuna, nopsiaKu, npoueaypbl

KOpnopaTUBHOW COLMansHON NONMUTUKK

OGecneumBaTb OOKYMEHTaLMOHHOE COMpOBOXAEHME
coumarnbHON NOMUTUKN B OTHOLLEHWUW NepcoHana
OpraHn3oBbiBaTb XpaHEHWE JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHNSIMU apXMBHOTO 3akoHoZaTenbCcTBa Poccuiickon
denepaumm 1 nokanbHbIMM akTamy OpraHmnsauum
Mpon3BoanTb nNpeaBapuTEnbHbIE 3aKyMnoOYHblE Npouenypsbl
N ocdopMnaTb  COMYTCTBYIOLYIO  OOKYMEHTAUMO MO
3aKrMYEeHNo0 JOroBOpoOB

Pabotatb € WHOPMAUMOHHBIMM cucTemMamm K Gaszamu
JaHHbIX MO BOMpPOCaM CouManbHON MONIUTUKA B OTHOLLIEHUN
nepcoHana

Bectm yyer wn  perMcTtpauuio  LOKYMEHTOB B
MHGOPMALMOHHBIX ~ CUCTEMaxX W Ha  MaTtepuarnbHbIX
HOCUTENSIX

BecTtu genoyto nepenvcky

Cobntogatb HOPMbI 3TUKM AEN0BOro obueHnst

Heobxoanmble 3HaHus | lMNopsigok odopMITEHUS, BeaeHusa 7] XpaHeHus
OOKYMEHTaUMM Mo couManbHOM MNONMUTUKE B OTHOLLIEHUM
nepcoHana

Mopsimok  doopmypoBaHMs, BegeHus 6aHka [daHHbIX W
npegocTaBneHns OTYETHOCTM MO BOMpocaMm CoumaribHOM
NOMNUTUKN B OTHOLLEHUM NepcoHana

TexHonornv, MeToaibl U METOAMKU MPOBEAEHUs aHanmsa u
cucTemaTumsaumm JOKYMEHTOB U MHdopMaLmm

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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OcHoBbl  OOKyMeHTOODOpPOTa M OOKYMEHTaLMOHHOMo
obecneyeHus

Mopsigok  npoBegeHust  3akymnoudHbIX — Mpouedyp WU
0ochopMIIEHNS CONYTCTBYOLLEN JOKYMEHTaLMN

CTpykTypa oOpraHuM3aumm W BaKaHTHblE  [AOMKHOCTM
(npocbeccum, cneumansHOCTK)

TpynoBoe 3akoHOOATENbCTBO W MHblEe akTbl, coAepxaliune
HOpMbI TPYJOBOrO Nnpaea

OcHOBbI apXVMBHOrO 3aKoHOZaTenbLCTBa W HOpPMaTMBHLIE
npaeoBble akTbl Poccuickon ®egepaumm, B 4acTn BEAEHUS
[OKyMeHTaLMM Nno nepcoHany

OcHoBblI  HamnoroeBoro 3akoHogaTenbcTBa Poccuiickon

denepaumm
HopMaTuBHble MpaBoOBbIE aKTbl, Perynupytowme npaea wu
0053aHHOCTHU rocy4apCTBEHHbIX OpraHoB,

NpodeCCUOHarbHbIX CO30B U APYIUX NPeAcTaBUTENbHbIX
OpraHoB  pabOTHWKOB MO  MPEAOCTaBMEHWO  YYETHOM

[OKyMeHTaLmm
3akoHogaTenbCcTBo Poccuiickon denepauum o}
NepCcoHanbHbIX AaHHbIX

JokanbHble HOpMaTMBHbIE aKTbl opraHusauum,

perynupylowme nopsigok  BHEOPEHUST  KOPNopaTMBHOW
coumanbHON MONUTUKN U COoLManbHbIX NporpaMm

Mopsgok 3akoyeHs oroBopoB (KOHTPaKToB)

Hopmbl 3Tukn enoBoro odLeHus

BasoBble OCHOBbI MHGOPMATUKW, CTPYKTYPHOE MOCTPOEHNE
NHGPOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PaboTbl C HUMK

Apyrve -
XapaKTepUCTUKK

3.7. O6obLweHHasa TpyaoBas yHKLMs

HanmeHoBaHwue | OnepayunoHHoe ynpasneHve Kon G YpoBeHb 7
nepcoHarnom u KBanudukalmm
noapasaeneHnemM opraHMsaumm

MponcxoxaeHne OpurvHan | X |3aumcTBOBaHO
00600LLEeHHoM 13 opurnHana

TPy4o0BOW Oy HKLMK

Kopg, PerncTpaunoHHbIii
opvruHana HoMep
npodeccroHanbHOro
CcTaHgapTa
Bo3moxHLIe PykoBogutenb CTpYKTYypHOro nogpasgernenums
HaMMeHOBaHWA HavyanbHUK CTPYKTYpHOro nogpasgeneHns
JOMmKHOCTEN,
npodpeccui
TpeboBaHus kK Bbicwee obpasoBaHue - cneumanuteT, MarucTpartypa
obpasoBaHuio n HononHutensHoe npodeccroHanbHoe obpas3oBaHme -
0By4yeHnto nporpammbl NpodeccroHanbHoOM NepenoaroTOBKM B

obnacTun ynpaBreHusi nepcoHanom, onepauyoHHOro 1
TaKTMYECKOTO YNPaBEHNS; NPOrpamMmMbl NMOBbILLEHNS
kBanudwmkauum B 06racTuy ynpaBneHvsi nepcoHarnom,
OMepPaLIMOHHOTO 1 TaKTUYECKOrO YNpaBrieHus
TpeboBaHus k onbITy | He MeHee nsiT neT B 06nacTu ynpaerneHusi iepcoHarnom
npakTu4eckon paboThbl

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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Ocobble ycrnoBus -
Jonycka kK paéorte

Apyrve -
XapaKTepUCTUKK

[ononHuTenbHbIe XapaKTePUCTUKK

HanmeHoBaHve gokymeHTta | Kopg HavmeHoBaHve 6a30BON rpynmbl, JOSMKHOCTH
(npodheccum) nnu cnewmanbHOCTH

OK3 1232  |PykoBoaguTtenu nogpasgeneHuin (cnyxo)
ynpaBreHusi Kagpamu 1 TpyAOBbIMU
OTHOLLEHUSIMU

EKC - HauyanbHuk oTaena kagpos

- HavanbHuk oTaena opraHvMsaumu v onnarsl
TpyAa

- HavanbHuk oTaena nogroToBkM KagpoBs

- HavanbHuk oTAena coumnanbHOro passutus
- 3aBegyowuii (Ha4anbHUK) OTAENOM Kagpos
oKNAaTP 24063 |MeHemxep no nepcoHany

3.7.1. TpypoBas cyHkumns

HanmeHoBaHve | PaspaboTtka cuctembl Koag | G/01.7 |YpoBeHb 7
ornepaLMOoHHOro ynpaBneHus (nopypoBeHb)
nepcoHanoM n paboTsl kBanmdumkay um
CTPYKTYPHOro nogpasaerneHvs

MpovcxoxaeHne OpurvHan | X |3aumcTBOBaHO

TPYO0BOWN (OYHKLMN 13 opurmHana
Kop, PervcTpaunoHHbIn
opurvHana Homep
npodpeccroHansHoro
cTaHgapta

TpynoBble oencTBust | AHanmu3 ycnellHbIX KOpropaTUBHbLIX MPaKTUK NO Bompocam
CTpaTern4eckoro 1 onepaTMBHOIO ynpaeieHns NepcoHanom
opraHusauum

MocTaHOBKa  OMeEpaTMBHLIX  LENerd Nno  BOMpocam
ynpaBneHusi NepcoHasnom

PaspaboTka nnaHoB, nporpaMm v NpoLeayp B ynpaBrneHu1
nepcoHasriom

PaspaboTka npegnoxeHun no CTPyKType nogpasgeneHus u
noTpebHOCTM B NepcoHarne

Pa3paboTka npegnoxeHnn no obecrneveHnio nepcoHanom,
hOpPMUPOBAHUIO CUCTEM OLIEHKM, pa3BUTUSI, onnatbl Tpyaa,
KOPMOpaTUBHBLIM COoLMarnbHbLIM NporpaMmMamM 1 coumanbHowM
nonuTuke

Pa3paboTka npeanoxeHun o 3atparax n opmMmpoBaHuUto
OloaxeTa Ha nepcoHarn

PaspaboTka npegnoXeHWn Mo 3akroyYeHnto LOroBOPOB MO
yrNpaBfeHUo MepcoHanomM C MOCTaBLUMKaMU YCnyr u
npoBefdeHve  npedBapuTENbHbIX — Npouedyp Mo ux

3aKIIOYEHNIO
Heobxogumble ymeHus | OpraHu3oBbiBaTb  paboTy  nepcoHana  CTPYKTYPHOro

noapasfeneHvs

OnpegensTb 3agaum nepcoHana CTPYKTYpPHOro

nogpasgerneHns, uUcxogsa U3 uened  u  cTparerum

opraHusauum

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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CozfgaBatb M ONUCbIBaTb OPraHW3aLMOHHY CTPYKTYpPY,
uenwu, 3agadu, yHKLUM CTPYKTYPHOTO NoApasaeneHus

MpyMeHATb  MeTodbl  YMpPaBMEHUs  MEXIMYHOCTHBIMU
OTHOWEHUAMY,  POPMMPOBAHMA  KOMaHg,  pas3BuTusA
nuaoepcTBa U UCMOMHUTENBHOCTH, BbISIBIEHUS TanaHTOB,
onpegeneHus yaoBneTBOPEHHOCTH paboTon

OnpepensTb, aHanuManpoBaTb, MOZEenNupoBaThb "
BblCTpaMBaTb BHYTPEHHME KOMMYHUKaLMN NepcoHana
Pa3pabaTbiBaTb NPOEKTHbIE NPeasIoKEeHUS U MEpPONPUATMS
no addpekTrBHOM paboTe nepcoHana

BHegpATb cTpaTernio no ynpasfieHnio NepCoOHaniom
CoctaBnsTb, paccuyunTbIBaTh, KOPpPEKTMpOBaTh "
KOHTpONMMpoOBaTb  CTaTbW  pacxo4oB  Ha  MepcoHan,
pa3pabaTbiBaTe NPEANIOKEHMS MO 3aTpatamM Ha MepcoHar
ansa dopmmpoBaHma OrogkeTa

MpeactaBnATb  MHTEpPECbl  OpraHMsauMum U BECTU
neperoBopbl ¢ NpodeccroHanbHbIMU COO3aMM 1 APY MU
npegcTaBUTENbHbLIMU opraHamu pabOTHMKOB,
B3aMMOeNCTBOBATb C rOCYy4apCTBEHHbIMU OpraHn3aunsamm
AHanusupoBaTtb WHGOpPMaUMIO MO MOocTaBLUUKaM YCIyr B
obnacTn ynpaeneHuMss MEepcoHarnoM W Mo  YCMOBUSAM
3aKryaembIX JOroBOPOB

MpousBoanTb NpeaBapuTesibHble 3akynodHble npouenypbl
M odopMnaTb  COMyTCTBYIOWYH  OOKYMEHTauuo  no
3aKITHYEHNIO JOrOBOPOB

Pabotatb ¢ WHGOPMaLMOHHBIMM cucTemamm u 6Gaszamu
JaHHbIX MO Bonpocam ynpasneHns NepcoHanom
OpraHnsoBbiBaTb " NpoBOAMWTb KOprnopaTuBHbIE
MepONpUSATUS: C NepCoHanom

CobntogaTtb HOpMbI 3TUKM 4ENOBOrO O6LLEHNS
Heobxogumble 3HaHns |Metogbl, cnocobbl U MHCTPYMEHTbl  ynpaBneHus
nepcoHanom

Llenwn, cTpaTterus passutmsa u BusHec-nnaH opraHM3aumm
MonuTuka ynpaBneHns nepcoHarioM opraHnsawmnm

Merogbl aHanmM3a KONMUYECTBEHHOr0O W KayeCTBEHHOro
cocTaBa nepcoHana

Cuctembl CTaHOapToB no OGunsHec-npoueccam,
npodpeccusm, HopMam Tpyaa

Cuctembl, mMeTogbl U GOpPMbl  MaTepuanbHOro U
HemaTepuanbHOro CTUMYNMPOBaHNS TpyAa nepcoHana
TexHorormm wn  Metogbl  (QOPMMPOBAHMS U KOHTPOIS
orooxeToB

Mopsigok  npoBegeHust  3akymnoudHbIX — Mpouedyp U
0chopMIIEHNST CONYTCTBYOLLEN OOKYMEHTaLMK

OcHoBbI NPon3BOACTBEHHOW AEATENBHOCTM OpraHmM3aunm
OcHoBbI 00LEelr 1 couuranbHOW NCUXONOorn, CoLMOoNornm v
ncuxonorvm  Tpyda, SKOHOMMKM Tpyda, ©esonacHbix
yCnoBuin Tpyaa

CTpyKTypa opraHunsauum

TpyaoBoe 3aKOHOAATENLCTBO U MHble aKThbl, CoaepXalime
HOpMbI TPYAOBOrO NMpaea

OcCHOBbI apXVMBHOMO 3aKOHOO4ATENbLCTBA W HOPMAaTMBHbIE
npaeoBble akTbl Poccuiickon ®egepaumn, B 4acTn BeAEHUS
OOKYMEeHTaLMM Nno nepcoHany

OcHoBbI  HamoroBoro 3akoHogartenbcTBa Poccuiickomn
denepaumu

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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OcHOBbI MWUrpaLMOHHOIO 3akoHodaTenbcTBa Poccuiickomn
depepaunm, B 4acTu MpuBIEYEHUs U TPYAOYCTpOMCTBa
WMHOCTPaHHbIX rpaxkgaH v nu, 6e3 rpaxgaHcTea

OcHoBb! aAMUHNCTPAaTUBHOIO 3aKkoHoA4aTeNbCTBa B
oGnacTtu ynpaBieHna nepcoHaroM W1 OTBETCTBEHHOCTU
AOIMKHOCTHbIX Ny,

3akoHopatenbcTBo Poccuickon degepauum no 3awmre
nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHusauuyM B obnactu
ynpaBrieHusi NepcoHanom

Mopsiaok 3aknoyeHrs JOroBopoB (KOHTPaKTOoB)

Hopmbl 3TUkn genoBoro obLLeHns

BbasoBble OCHOBbLI MHGOPMATWKK, CTPYKTYpPHOE NMOCTpOeHWe
NHMOPMALMOHHBLIX CUCTEM U OCOBEHHOCTM paboTbl C HAMM

Opyrve -
XapaKTepUCTUKN

3.7.2. TpyaoBas dyHKUMsI

HavnmeHoBaHue | Peanusaumsa onepauyoHHOro Kog | G/02.7 |YpoBeHb 7
ynpaBneHus nepcoHarnom u (nogypoBeHb)
paboTbl CTPYKTYPHOrO KBanudukaumm
nogpasgenexus

MpovicxoxaeHne OpuvrvHan | X |3amMmcTBOBaHO

TPy4oBOW Oy HKLMK 13 opurmHana
Kop, PerncTpaunoHHbI
opvruHana HoMep
npodeccrnoHanbHOro
cTaHgapTa

Tpygosble gencteust | naHupoBaHne  OEATENbHOCTU nogpasgenexHns "
nepcoHana

OnepaTvBHOE ynpasneHve nepcoHanom nogpasgeneHus
opraHusauum

Pacuyer 3atpaT no nogpasgeneHuo U NoaroToBKa
npeanoXxeHun ona dopmmpoBaHua brogxeTa

Pa3paboTka cTaHOapToB OEATENbHOCTU NoapasaerneHns u
YHUdMKaLMA NpoLeccoB

MpoBeaeHne MHCTpyKTaxKa No oxpaHe Tpyaa

MocTaHoBKa 3agay paboTHMKam CTPYKTYPHOro
nogpasfgenenHns, OnpedeneHne pecypcoB  And  ux
BbINOSTHEHWS!, KOHTPOITb UCTMOSTHEHNS

AHanu3 nnaHoB M OTYETHOCTU MOAYMHEHHbIX PabOTHMKOB,
pa3paboTka NPeanoXeHWn NOo YNyylleHWo MokasaTenen
OeATenbHOCTW nogpasaeneHns

dopmmpoBaHMe OT4ETOB O paboTe  CTPYKTYpHOro
nogpasgeneHus

Heobxogumble ymenus | Onpegensate 30HbI OTBETCTBEHHOCTU M 3WAEKTUBHOCTU
paboTbl  nepcoHana  CTPYKTYpHOro  nogapasfeneHus,
pacnpenenaTtb 3agadm m obecnedmBatb MaTepuaribHo-
TeXHUYECKNE pecypchbl A58 UX UCNOSNHEHNS

MpumeHsTb MeToabl onepaTmBHOro ynpasneHus
nepcoHanoM opraHusaumm

KoHTpornvpoBatb  MCMOMHEHWE MOpyYeHuin U 3ajad,
BHOCUTb CBOEBPEMEHHbIE KOpPEKLMM B NiaHbl 1 3agavu
Onpepenste  nokasatenu  3ddeKTUBHOCTN  paboThbl
nepcoHana nogpasaerneHms

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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YnpaBnaTb MOTMBaUMEN NepcoHana, ero BOBIEYEHHOCTbIO
W OMCuUMNNuHOM Tpyaa

CocTaBnsiTb  NfaHbl  OEATENbHOCTU  CTPYKTYPHOrO
noapasaeneHys opraHusaLm

CocTaenaTb, paccuuTbIBaTh, KOppeKTUpoBaTb n
KOHTPO/MPOBaTb  CTaTbM  PacXodoB  CTPYKTYPHOro
noapasaeneHvs aAns popM1MpoBaHns Go1KeToB
MpoussoanTb aHanus TekyLlen NesATENbHOCTH
CTPYKTYPHOroO nogpasfeneHusi U BHeAPSTb npoueaypbl no
ee onTuMM3aLLmMm

MpencTaBnAaATb  WMHTEpechbl  opraHuM3auMM W BEcTU

neperosopbl ¢ rocyaapCcTBEeHHbIMM opraHamu,
npodeccroHanbHbIMKU coto3amu 7 apyrmmm
npeacTaBUTENbHbIMKM OpraHamMn paboTHMKOB MO BoOMpocam
nepcoHana

BecTun neperoBopbl ¢ nNocTaBLUKaMu YCryr no ycrioBusiM
3aKrno4aembix JOroBopoB

MpousBoauTb NpeaBapUTeNbHble 3aKynodHble MpoLeaypbl
M odopMNnATb  COMYTCTBYIOLWYIO  AOKYMEHTauuio Mo
3aKIMOYEHUI0 JOrOBOPOB

MpoBoAWTb ayauT pe3yrbTaToB paboThl C MEPCOHANoM

Pabotatb ¢ wHdOPMaUMOHHBIMM cucTeMamn un 6Gazamum
OaHHbIX MO BONPOCAaM YNpaBrieHWs NepcoHanom

CobniogaTtb HOPMb! 3TUKM AeroBoro obLLeHNs
Heobxoaumble 3HaHus | Teopuy ynpaBneHust NepcoHanoM v ero MoTvBaLumn

Metoobl aHanu3a BbINOSIHEHWA MAaHOB WM 3ajad,
onpeaeneHns X 3KOHOMUYECKON 3hdEKTUBHOCTH

dopMbl M MeToAbl OLIEHKU MepcoHana U pesynbTaToB WX
TpyAa

TexHonormm onepaTtMBHOIO  YNpaBfeHUst  MepcoHanom
opraHmsaLum

Cuctembl, Metoabl W OpPMbl  MaTepuanbHOro U
HemaTepuranbHOro CTUMyNMPOBaHWS Tpyda nepcoHana

TexHonorm 1 Metoabl QOPMMPOBAHUS U KOHTPONS
OrooxkeToB

Teopun n MeToabl yNpaBneHus pa3BUTUEM nepcoHana
3KoHOMUKa Tpyaa
OpraHu3aunoHHo-LITaTHas CTPYKTypa opraHu3auum

MNonuturka ynpaslieHna nepcoHasriom U“  couuarnbHaa
NoNnUTUKa opraHmsauunm

Llenwn, cTpaTterus passutmsa u GusHec-nnaH opraHM3aumm

MeToaukv NnaHMpoBaHUS U NMPOrHO3MPOBaHKS NOTPEGHOCTU
B nepcoHare

MopsiAoK yperynupoBaHnus TPYA0BbIX CNOPOB
TpeGoBaHvs 1 nNpaBuna nNpoBefdeHUs ayauTa paboTbl C

nepcoHanom
dopmbl coumanbHOro napTHepcTBa UM B3auUMOAENCTBUA C
npodeccroHanbHbIMKU coto3amu 7 apyrmmm
npeacTaBuUTENbHbIMA - OpraHamy  paboTHUKOB, W WMHbIMU
opraHusauusimm

Mopsgok ocopmneHns kagpoBbiX AOKYMEHTOB M NpyaaHus
UM topnanyeckon cusbl

Mopsimok  mpoBedeHMs  3akyMoOYHbIX — Mpouedyp W
ochopMIIEHNST CONYTCTBYOLLEN JOKYMEHTaLun

TpynooBoe 3aKkoHO4ATENbCTBO U WHbIE aKTbl, CopepXaline
HOPMbI TPYJOBOro npasa

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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OcCHOBbI apXVMBHOMO 3aKoOHOZaTenbLCTBA W HOpPMaTMBHbLIE
npaeoBble akTbl Poccuickon ®egepaumn, B 4acTn BeAEHUS
OOKyMeHTaLM1 Nno nepcoHany

OcHoBbI  Hamnoroeoro 3akoHogaTenbcTBa Poccuiickon
denepaumm

OcHoOBbLI MUrpaLMOHHOrO 3akoHodaTenbcTBa Poccuickon
denepaumm, B 4YacTuM MNpUBIEYEHMS N TPyOoOyCTPOUCTBaA
WMHOCTpPaHHbIX rpaxkaaH u nuu, 6e3 rpaxxgaHcTea

OCHOBbI  aOMWMHUCTPATUBHOIO  3aKoHoAdAaTeNnbCTBa B
obnactv ynpaBneHusl MNepcoHarioM W OTBETCTBEHHOCTWU
[JOIMKHOCTHbIX NnL,

3akoHogaTenbCTBO Poccwuiickon depepaunm o)
nepcoHarnbHbIX aHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHM3auMu B 4acTu
ynpaBneHusi NepCcoHasnIom

OcHosBbl npaBoBOro perynvpoBaHust Poccunckon
denepaumm nopsiaka 3akniyeHUs rpaxgaHCcKo-npaBoBbIX
[0roBopoB

Hopmbl 3TUkn JenoBoro obLLeHns

BasoBble OCHOBbI MH(POPMATUKN, CTPYKTYPHOE MOCTPOEHUE
NHGOPMALMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMUK

Opyrue -
XapaKTepUCTUKN

3.7.3. Tpynosas cyHKUMA

HanmeHoBaHwme | AoMuHucTpupoBaHue npoueccoB | Kog | G/03.7 |YpoBeHb 7
1 ookymMeHToobopoTa no (nogypoBeHb)
onepaunoHHOMY YNpaBreHnio KBanudumkalmm

nepcoHarnom u pabote
CTPYKTYpPHOro noapasaeneHus

MpovicxoxaeHne OpuvrvHan | X |3amMmcTBOBaHO

TPy4oBOW Oy HKLMK 13 opurMHana
Kopg, PernctpaunoHHbIi
opuruHana HoMep
npodeccrnoHanbHOro
cTaHgapTa

TpyQoBble genctBust  [AHanu3  NpoLEecCoB  JOKYMEHTOODOpOoTa,  NoKanbHbIX
OOKYMEHTOB MO BOMPOCaM OrnepauyoHHOrO  yrnpaBrieHns
nepcoHarnioM W paboTbl CTPYKTYPHOro noapasaeneHns,
OM3HeC-NPOLIECCOB  OpraHuM3auuy,  YOOBIETBOPEHHOCTU
nepcoHana

[ oKy MeHTaunoHHoe ochopmneHne pe3ynbTaToB
OMEPAaLMOHHOrO  yMnpaBrfieHMs NepcoHanom u  paboThbl
CTPYKTYpPHOrO  nogpasgerneHns, pesynbraTtoB ayauta
paboTbl C NepcoHanom

MooroToBka  MPEanOXeHWA NO  PasBUTUIO  CUCTEM
OMEpPaLMOHHOro  yMnpaBrieHMs nepcoHanom u  paboThbl
CTPYKTYpPHOro nogpasgenexHus, no  HeobxoaMMbIM
KOPPEKTMPYHOLLMM U MPEBEHTMBHBIM Mepam

PaspaboTka cucTeMbl aHanu3a W KOHTponsi paboTbl
nepcoHana

KoHTpomnb, cpaBHeHVWe W aHanu3 npoueccoB B obnacTu
OMepaTMBHOIO YMNpaBIieHUs MEepCcoHanoM, pe3ynbTaToB
yNpaBneH4YeckMx MeponpusaTui, onpepeneHne ¢akTopos,
BbI3bIBaAOLLIMX OTKITOHEHWE OT MiaHOBbIX NokasaTenem

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
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MogrotoBka 1 obpaboTka 3anpocoB, yBEOOMIIEHWN,
cBedeHui O paboTHMKaX B TroCyAapCTBEHHbIE OpraHbl,
npodpeccuoHarnbHble COK3bl, 00LLECTBEHHbIE OpraHn3auum

ConpoBoxgeHne 0OrOBOPOB OKasaHWsi yCNyr no Bonpocam
onepaTVMBHOTO  ynpaBneHus nepcoHanoM U pabote
CTPYKTYPHOro nogpasgeneHus, BKMo4vasi
npegBapuTenbHble Npoueaypbl Mo MX 3aKNoYeHNO
MogroToBka NpeanoXeHnin No opmmMpoBaHnio Broaxera Ha
nepcoHan opraHnsaumm

BbinonHeHne TpeboBaHWMIA MO XpaHEHU MHdopMauun o
pesynbTrarax AencTBus cucTem onepaLoHHOro
ynpaBneHus nepcoHarnioM 1 paboTbl  CTPYKTYPHOro
noapasgeneHus

Heobxogumbie ymeHust | KoHTponupoBaTb MpoLEeCcChbl  yMpaBIieHWst  MepcoHanom
NnoApasfernennn, onpenensTb WX pe3ynbTaTUBHOCTE W
BbISIBNIATL hakTOpbl OTKMOHEHWIA OT M1aHOBbIX NapamMeTpoB
PaspabaTtbiBaTb nNporpaMmbl  AOCTWKEHWUS Uenern Wu
oMnepaTVBHOIO peLLEeHNs 3ada4 nogpasgerneHnn
AHanuaupoBaTb, paspabaTtbiBaTb U 0popMIIATb JOKYMEHTbI
no onepaTMBHbLIM NpoLeccaM U Ux pesynbTatam

MpoBoauTe ayaouT KagpoBbIX MpoLeccos, npoueayp,
ochopMIieHnst KagpoBbIX AOKYMEHTOB W [JOKYMEHTOB MO
ynpaBneHuo nepcoHanom

KoHTponupoBaTb pacxogoBaHue GoQKeTOB Ha NepcoHan
OdhopMnsATb AOKYMEHTbLI MO OnepaLyoHHOMY YrNpaBieHuo
nepcoHarioM un paboTe CTPYKTYpHOro nogpasaeneHus,
npeaocTaBnsieMble B rocygapCTBEHHbIE opraHsbl,
npegcTaBUTENbHbIE OpraHbl PaboTHUKOB

OGecneymBaTb [OOKYMEHTALMOHHOE COMPOBOXAEHWE MO
cucTemMaMm OnepaumoHHOrO ynpaBneHus MepcoHarioMm WU
paboTe CTPYKTYPHOro nogpasaeneHus

OpraHn3oBbiBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C
TpeboBaHUMU TPYOOBOIO U apXMBHOIO 3akoHOo4aTeNbCTBa
Poccuickonn  dPemepaumm M foKanbHbIMKM - aKTaMK
opraHusauum

KoHTponupoBaTb MWCMNOSIHEHME [OroBOPOB MOCTAaBLLNKOB
yCnyr no Bonpocam nepcoHana

Mpon3BoanTbL 3aKynouvHble Mpoueaypbl, OQOPMAATL U
aHanu3npoBaTb 3aKyMO4YHY JOKYMEHTaLNI0

MpoBoanTb NeperoBopbl W MNPEOCTaBNATb MHTEPECHI
opraHusauum B rocygapCTBEHHbIX opraHax,
npodpeccunoHanbeHbIX COH3ax U APYIMX NpeacTaBUTENbHbIX
opraHax paboTHWKOB MO BOMpocam nepcoHana

BecTtu genosyto nepenvcky

Bectn  yuer " perucTpaumnio  JOKYMEHTOB B
MHOOPMALMOHHLIX  CUCTEMax W Ha  MaTepuarnbHbIX
HoCUTENSsIX

Pabotatb ¢ wHdOPMaLMOHHBIMKM cucTemMamn un BGazamum
OaHHbIX MO MepcoHany W cuctemMam OonepaunoHHOrO
ynpaeneHus nepcoHanom u paboTe  CTPYyKTypHOro
noapasaenexuns

Cobntogatb HOPMbI 3TUKM AEN0BOro obLeHnst
Heobxogumelie 3HaHna |Metogbl ynpaBneHns pasButneM u  3dEeKTUBHOCTbIO
opraHusauun, MeToAdbl aHanusa BbINOMHEHUS MIaHOB W
nporpamm, onpegeneHns nx 3KOHOMMYECKON
adheKTMBHOCTH

Metogbl oueHkM paboTbl CTPYKTYPHbLIX MogpasaeneHui,
pe3ynbTaTtoB TpyAa nepcoHana
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Mertoabl npoeseneHunsa ayauta n KOHTPOMJINHra
onepaTtuBHbIX ynpaBlieH4YeCKUX npoLeccoB

®opMbl M CUCTEMBbI MaTepuanbHOrO M HemaTepuanbHOro
CTUMYNMPOBaHUS TpyAda nepcoHana

OcCHOBbI OKYMEHTAaLMOHHOTO obecnedeHnst

Mopsigok odopMIIEHUS, BeAeHus " XpaHeHus
OOKYMeHTaUMM Nno CUCTEMaM OrepaLlyoHHOro yrnpaBreHns
nepcoHarioM opraHuM3aumm u paboTte  CTPYKTYpHOro
nogpasgeneHns

Mopsigok  hopMmMpoBaHWs, BeaeHust 6aHka [daHHbIX U
npeaocTaBrneHns OTYETHOCTM MO CUCTEMaM OMepaLOHHOIO
ynpaBneHuss nepcoHanoM U  paboTe  CTPYKTYpPHOro
noapasfeneHs

HopmaTtvBHblE MpaBOBble akTbl, Perynvpylowmue npasa u
06513aHHOCTU roCy4apCTBEHHbLIX OPraHoB U opraHu3aummn no
npegocTaBreHNo YYEeTHON OOKyMeHTauum

Mopaook  MpoBedeHUs  3aKymodHbIX — npoueayp U
0OpPMITEHNS COMYTCTBYIOLLEN AOKYMEHTaLUK

Monuturka ynpasneHna nepcoHasroMm U couwnanbHaa
NoJINTUKa opraHn3auunm

OpraHu3aumoHHo-LITaTHas CTPYKTypa opraHu3auum

Llenu u cTpaTerust passuTusi opraHusaumm

BusHec-nnaH n GusHec-NpoLiecchbl opraHMsalumn

TpyooBoe 3akoHOOAaTENbCTBO U WHbIE aKTbl, copepxalliune
HOPMbI TPYA0BOIoO npasa

OcHoBbil adpXMBHOIro 3akoHoaaTtenbCTtBa WM HOPMaTuUBHbIE
npaBOBbIE€ aKTbl Poccwuiickon CDe,u,epau,VlM, B 4aCTun BeleHNd
OOKyMeHTauun no nepcoHany

OcHoBbl HanoroBoro 3akoHogartenbcTBa Poccurickon
depnepaymm

OcHOBbI MUrpaLUMOHHOIO 3akoHodaTenbcTBa Poccuiickomn
degepaumm, B YacTu MNpuUBMEYEHUS N TPyaoyCTpOMCTBa
WHOCTPaHHbIX rpaxkgaH v nu, 6e3 rpakgaHcTea

OcHoBbI aAMUHNCTPAaTUBHOIO 3aKkoHoA4aTeENnbCTBa B
oGnacTtu ynpaeneHna nepcoHarioM un OTBETCTBEHHOCTU
OOIMKHOCTHbIX NnLy

3akoHoaaTenbLCTBO Poccuiickon depepauum o]
nepcoHarnbHbIX AaHHbIX

JlokanbHbie HOpMaTuMBHbIE OOKYMEeHTbl OpraHusauum B
obnacTu ynpasrieHna nepcoHarom

Mopsigok 3akoyeHrs JOroBopoB (KOHTPaKToB)

HopMbl 9TUKK AenoBoro o6LeHns

basoBble OCHOBbLI MHGOPMATWKK, CTPYKTYpPHOE MOCTPOEHME
NHAOPMALMOHHBLIX CUCTEM U OCOBEHHOCTM PaboTbl C HAMM

Opyrve
XapaKTepUCTUKN

3.8. O60bLweHHasa TpyaoBas yHKLMS

HanmeHoBaHwme | CTpaTernyeckoe ynpasreHue Kopg H YpoBeHb
nepcoHarniom opraHnsauum KBanudmkalmm

MpovcxoxaeHve OpvirvHan | X | 3aumcTBOBaHO

00600LLEeHHoM 13 opurnHana

TPYO0BOWN (DYHKLMN
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Kopg
opurnHana

PervcTpaunoHHbIv
HOMeEp
npodpeccroHansHoro
CTaHgapTa

Bo3moxHble
HaMMeHOBaHUs
[JOIMKHOCTEN,
npogeccui

Buue-npe3naeHT no ynpaeneHnio nepcoHarnom

OuvpexTop no nepcoHany
[vpekTop No ynpaBneHntio nepcoHanom

3amecTuTennb reHeparibHoro Anpekropa no ynpasiieHno

nepcoHarnom

TpeboBaHus Kk
0o6pasoBaHuio 1
0ByyeHnto

Bbicwee obpasoBaHue - cneumanuteT, MarucTpartypa
HononHutensHoe npodeccroHanbHoe obpas3oBaHme -
nporpaMmbl NpodeccuoHanbHOM NepenoaroToBKU B

obnacTu ynpaeneHus NnepcoHanom, CTpaTermiyeckoro u
onepauunoHHOro ynpasrieHnAa, 3KOHOMUKUA OpraHu3aLuun;
nporpaMmbl NOBbILLEHUS! KBanWdmKaLmm B o6nacTtu
yrpaBrieHus nNepcoHarioMm, CTpaTrern4eckoro u
orepaLynoHHOro ynpaBreHus

TpeboBaHus k onbITY | He MeHee nsiTK fneT B obnacTu ynpaBneHns NepcoHanom
npakTn4eckon paboTbl |Ha PyKOBOAALLMX AOMMKHOCTAX

Ocobbie ycnosus -
fonycka k pabote

Opyrue -
XapaKTepUCTUKN

[ononHutensHble XapaKTEepUCTUKN

HaumeHoBaHve nokymeHta| Kog | HavmeHoBanwe 6a3oBor rpynnbl, 4OMKHOCTU
(npodpeccumn) nnm cneumansHOCTH

OK3 1232 | PykoBogutenu nogpasgeneHui (cnyxo)
ynpaBrieHus Kagpamu 1 TpyaoBbIMMI
OTHOLLEHUSIMU

EKC - 3amecTuTenb ANpeKkTopa no ynpasneHuo
nepcoHarnomM

oKnaTP 24063 |MeHemxep no nepcoHany

3.8.1. Tpygosasa cyHKUMA

HanmeHoBaHuve | PaspaboTtka cuctembl Kog | H/01.7 |YpoBeHb 7
CTpaTernyeckoro ynpasneHus (nogypoBeHb)
nepcoHaroM opraHusawum kBanmdumkal um

MpovcxoxaeHve OpuruHan | X |3aumcTBOBaHO

TPYyAOBON (DyHKUUU u3 opvrmHana

Ko, PernctpaunoHHbIi
opuvrnHana Homep
npodeccrnoHanbHOro
cTaHgaprta

TpyooBble OecTBUSE  |AHanM3  yCrelwHblX — KOProOpaTMBHbIX — MPakTUK Mo

opraHusauumM CTpaTerMyeckoro ynpasreHus nepcoHaroM
opraHusauuM,  OpraHuM3alMOHHOTO  MPOEKTUPOoBaHUs U
B3anMMOAENCTBUSA nogpasaesnieHun

[MocTaHoBKa cCTpaTerMyeckMx LUenerl B  ynpaBreHun
nepcoHanom

Pa3paboTka kopnopaTuBHOW MONWUTUKW, NIaHOB, Nporpamm,
npoLeayp 1 TEXHOMNOIIA No yNpaBeHnto NepcoHanom

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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Pa3paboTka KOpnoOpaTMBHOW KynbTypbl W  COLManbHON
NONUTUKKN, CUCTEM MOTUBALMMK, 3CPDEKTUBHOCTMH, OLIEHKN U
pa3BUTKSA NepcoHana

dopmmpoBaHMe CMCTEMbI ONMaThl M OpraHM3auum Tpyaa
PaspaboTka opraHu3auMoHHOW CTPYKTYphbl, NiaHupoBaHue
noTpebHOCTM B NepcoHarne opraH1M3anmm

PaspaboTtka nporpamMMm, MpUHUMNOB CcTaHAapTu3auuu,
yHudmKaLumy, aBTOMaTM3auumM MpoOLIEeCCOB  YMpaBrieHns
nepcoHanom 1 6e3onacHbIX yCnosun Tpyaa

dopmmpoBaHne OrogkeTa Ha NepcoHasn, TexHONorum
ayauTta paboTbl C NEPCOHArIoM M KOHTPOJIIMHIA
Heobxogumele ymeHus | PaspabatbiBaTb CcTpaterMm M MOMUTUKA B yMpaBIieHuu
nepcoHariom

CospaBatb M ONMCbIBaTb OPraHM3auMOHHYI0 CTPYKTYPY,
uenun, 3agadun, YyHKUUM CTPYKTYPHbIX MogpasfeneHvn u
[JOIMKHOCTHbIX N,

MpumeHsaTb  MeTodbl  YNpPaBnEeHUS  MEXITMYHOCTHbIMM
OTHOLLEHUAMM, dopMmpoBaHMS KomaHa, pa3BuUTUS
nvgepcTBa U UCMOMHUTENBHOCTW, BbISBNEHUS TanaHToB,
onpegeneHus yaoBneTBopeHHOCTH paboTon

OnpenenaTtb 1 aHanu3npoBaTb BHYTPEHHUE KOMMYHUMKALLUW,
MOZEeNnMpoBaTh NOBEAEHNE NepcoHana

MpencTaBnsTb UHTEPECHI OPraHN3auunM B rocygapCTBEHHbIX
opraHax, BO B3aMMOLENCTBMM C npodbcoro3amn, WHbIMU
NpeacTaBUTENbHBIMM OpraHaMn paboTHMKOB MO BOMpOCam
nepcoHana

CocTtaBnarsb, paccunTbiBaTb, KOppeKTUpoBaTb "
KOHTPONMPOBAaTb CTaTbn pacxogoB 6raXeToB M GOHAOB Ha
nporpamMmbl U MEpPONPUATUS MO YNPaBNeHWo NepcoHanom
opraHusauum

MpoBOAUTL ayauT M KOHTPOSMMHI B obnacTu ynpaBneHus
nepcoHarom

PaspabaTbiBaTb KopropaTuBHbIE coLMarnbHble NporpaMmbl
Bectn  neperoBopbl no BOMpocaMm  couMarnbHOro
NnapTHepPCTBa C NPeAcTaBUTENbHLIMU OpraHaMy paboTHUKOB
Pabotatb ¢ wWHdOPMALMOHHBIMM cucTeMaMn un BGazamum
OaHHbIX MO Bonpocam ynpasneHns NepcoHanom
OpraHunsoBbiBaTb MeponpuATUS no obecnedeHnto
BbINOMHeHMs1 TpeboBaHUA oxpaHbl Tpyda B COOTBETCTBUMN C
OencTByoL MM 3aKOHOAATENbCTBOM Poccwurickon
depnepaummn 1 nokanbHbIMM akTamy OpraHn3auum
OpraHmsoBbiBaTb W MNPOBOOMTL  MEPONPUATUSE  C
nepcoHaroMm B  COOTBETCTBME C  KOProOpaTUBHOW
couunanbHOW NONMUTUKON

CobntogaTtb HOpMbl 3TUKK 4ENOBOro 06LLEHNS
Heobxogumelie 3HaHns |Metogbl ynpaBreHuss pasButneM U 3deKTUBHOCTLIO
opraHusauun, aHanmsa BbIMOMHEHMS MITAHOB UM MpPOrpamMm,
onpeaeneHns X 3KOHOMUYECKON 3pdEKTUBHOCTHU

Metogbl oueHkn paboTbl CTPYKTYPHbIX MogpasaeneHui,
pe3ynbTaTtoB TpyAa nepcoHana

Metoabl npoBeaeHs aygouTos, KOHTPONJIMHra
ynpaBfeH4YeCcKnx NpoL,eccoB

Mertoabl aHanu3a KOMMYECTBEHHOTO W KayeCcTBEHHOro
cocTaBsa nepcoHana

Cuctembl CcTaHOapToB no GusHec-npoueccawm,
npodeccusim, HopMbl Tpyaa

Cuctembl, MeTogbl U GOpPMbl  MaTepuanbHOro U
HemaTepuanbHOro CTMMYNMPOBaHMA TpyAa nepcoHana

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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MeTtogbl aHanu3a couumarnbHbIX NPorpaMM U onpeaeneHns
NX 3KOHOMUYECKOWN 3(PdEKTUBHOCTH

TexHonormm 1 Metoabl QOPMMPOBAHWS U KOHTPONS
OloaKeTOB Ha nepcoHan

TpeboBaHusa oxpaHbl 1 6e30NacHbIX yCNoBMA Tpyaa

Llenu, cTpaTtervsi n kagpoBasi NONUTUKA OpraHM3aLum

OcHoBbI TexHOMorMM npou3BoAcTBa WU OEATENbHOCTU
opraHmsaLum

OcHoBbI couuornorum, Nncuxonornm n SKOHOMMKK Tpyaa

OcHosb! ynpaBneHus coumarnbHbIM pa3BUTUEM
opraHusauum

MeTtoObl nNpoBedeHUss COLMONMOTMYECKUX WUCCreaoBaHui,
N3y4YeHns 0BLLECTBEHHOrO MHEHUS

CTpyKTypa opraHusauum

TpynoBoe 3aKkOHOAATENbCTBO M WMHbIE aKThbl, copepxallve
HOPMbI TPYZAOBOrO rnpasa

OcCHOBbI apXVMBHOMO 3aKOHOOATENbLCTBA W HOPMAaTMBHbIE
npaeoBble akTbl Poccuickon ®enepaumn, B 4acTn BeAeHUs
OOKYMEHTaLMM No nepcoHany

OcHoBblI  HamoroBoro 3akoHogaTtenbctBa Poccuiickon
denepaumu

OcCHOBbI MUrpauMoOHHOIO 3akoHodaTenbcTBa Poccuimckon
degepaumm, B 4YacTu MNpUBIEYEHMS U TPyOoOyCTPOMCTBA
WMHOCTpPaHHbIX rpaxkaaH 1 nuy, 6e3 rpaxxgaHcTea

OcHOBbl  @AMMHUCTPATMBHOINO  3aKoHodaTenbcTBa B
obnacTu ynpaBrneHusi MepcoHanoM W OTBETCTBEHHOCTU
[JOMKHOCTHBIX NNL,

3akoHoaaTenbLCTBO Poccwuiickon depepaunmn o
nepcoHanbHbIX aHHbIX

JlokanbHble HOpMaTMBHblE aKTbl OpraHvM3auuM B 06nacTu
ynpaBreHusi nepcoHanomM

Mopsaok 3aknoyYeHrs oroBopoB (KOHTPaKToB)

HopMbl 3TUkM genoBoro obLeHus

OcHoBbil MHpOpMATMKK, CTPYKTYpHOE NocTpoeHne
NHGOPMALMOHHBIX CUCTEM M OCOBEHHOCTM PaboTbl C HUMK

Opyrve
XapaKTepUCTUKN

3.8.2. Tpygosasa cyHKUMA

TPy40BOWN Oy HKLMK

HanmeHoBanue | Peanusauunsa cuctembl Kog | H/02.7 |YpoBeHb
CTpaTernyeckoro ynpaeneHus (nogypoBeHb)
nepcoHarnomM opraHusauum kBanudukaLmm

MponcxoxaeHne OpurmHan | X |3aumcTBOBaHO

13 opuriHana

Kon PervcTpaunoHHbI
opurnHana Homep
npodeccnoHanbHOro
CTaHgapTa

TpyQoBble oencTeuns

lMnaHnpoBaHve OeATEeNbHOCTM U pas3paboTka MeponpuaTui
No  ynpaBfeHWio  MepcoHanoM  Ansg  peanu3auuu
CcTpaTerndeckmx Lienemn opraHmsaumm

BHeopeHne nonutuK, nNnaHoB, nporpaMM, npoueayp Wu
TEXHOIOrMI Mo yNpaBfeHno NepcoHanom

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”

MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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lMocTpoeHne OpraHM3auMoOHHOW CTPYKTYpPbl C  YYETOM
NnnaHoBOW MOTpebHOCTM B MepcoHane n B3anmMoaencTBUst
CTPYKTYPHbIX NOApa3aeneHuin opraHnsaumnm

BHegpeHve n nopaepxaHve KOPNOPaTUBHOWM KynbTypbl U
coumanbHOn MONUTUKK, cuctem MOTUBaLUK,
3hPEKTUBHOCTHU, OLIEHKN N pa3BUTUS NepcoHana
BHenpeHve v nogaepxaHve cucTemMbl opraHusaumm Tpyaa
1 onnatbl NepcoHana

YnpaBneHve BHegpeHveMm nporpaMM M NPUHLUMNOB
cTaHgapTm3aumm, yHudmkauum, asToMmaTmusawmm npoLeccoB
ynpaBsrieHusi nepcoHanomM n 6esonacHbIX yCroBui Tpyaa
OpraHusaumns npoBegeHVs ayguta W KOHTPOMfWHra B
ynpasneHun nepcoHanom

MocTaHoBka  3apay pPyKOBOOUTENAM  CTPYKTYPHbIX
nogpasgerneHuin, onpegeneHne MatepuanbHO-TEXHUYECKNX
pecypcoB A519 UX BbIMNOSTHEHNS

AHanus OTYETHOCTW MO YNPaBMEeHWIO NepcoHanoMm U
BblABNIEHWE PECYPCOB MO YNYYLIEHNo [AeAaTeflbHOCTU
opraHusauum

CornacoBaHve ycnosui 3akiodYaembiX [OroBOPOB MO
BONpocam ynpasreHus nepcoHanom

OpraHusaumss npoBedeHuss 3akynoudHbIX npouegyp no
BOMpocaMm yrpaBfeHnss nepcoHanoM wu  odopmneHus
CONyTCTBYIOLLEN JOKYMEHTaLUM No HAM

dopmmpoBaHve OlogKera Ha nepcoHan, TexXHOMorun
ayguta paboTbl C MEePCOHAanom 1 KOHTPOMfMHra
MpumeHeHne K  paboTHWMKAM  Mep  MOOLWIpEeHUs U
ANCUUMIIMHAPHOIO B3bICKaHUS

Heobxogumble ymeHus |Npou3BoguTe aHanus AeAaTenbHOCTW MO yNpaBreHuio
nepcoHariomM, paspabaTbiBaTb nokasatenu 3dpeKTUBHOCTM

paboThl

dopmupoBaTb NNaHbl U MEPONPUSITMA MO  YNpPaBEHUO
nepcoHarom

PaccuutbiBaTe  OlogpkeT B obrnactm  ynpaBreHus
nepcoHariom

Onpegensitb 30HbI  OTBETCTBEHHOCTM  PabOTHUKOB  ”
nogpasgerneHun,  CTaBuTb  3adadn  pPyKoOBOAUTENAM
nogpasgeneHun un obecneumBaTtb pecypcbl  Ans KX
NCMNONHEeHVA

KoHTponuposaTb n KOppeKkTupoBaTb UCMNOnHeHve
nopyyeHun n 3agad

Ynpaenate  9(PdEKTUBHOCTLIO U BOBMEYEHHOCTbLIO
nepcoHana, AuCuUMNAMHOM Tpyda W cobnogeHvem
©e3onacHbIX yCcnoBsun Tpyga

Bectv neperoBopbl Mo  BOMpocaMm  CouMaribHOro
napTHepcTBa M MNPeACTaBnATb WHTEpPEeChbl opraHusauun B
rocygapCTBEHHbIX OpraHax, npogecCuoHanbHbIX COr3ax U
APpYrMX MpeacTaBUTENbHbLIX  OpraHax paboTHUKOB, U
opraHu3auusix No Bonpocam rnepcoHana

Pabotatb C WHOPMaUMOHHLIMM cuUcTemMamm K Baszamu
AaHHbIX N0 BONpOCaM ynpaBSieHWs NepcoHanom

MMpoBOAMTE ayauT M KOHTPOMMMHI B obnacTtu ynpaBneHus
nepcoHanom

dopmmpoBaTb W MPOBOAUTL COLMAmNbHYIO MONUTUKY W
couwmarbHble nporpamvbl

BecTtu neperosopbl ¢ nocTtasBLiMKamMy YCIyr Mo yCrioBUAM
3aKrTyaembIX [JOroBOpoB

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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Mpon3BoanNTbL 3aKynouvHble Mpoueaypbl, OQOPMAATL U
aHanNM3MpoBaTh 3aKyMO4YHYH [OKYMEHTaLM0

Cobntogatb HOpMbI 3TUKM AEN0BOro obLeHnst
Heobxogumblie 3HaHna |Metogbl ynpasneHus pasButneM u  3(deKTUBHOCTbIO
opraHv3auuM, MeToAdbl aHanusa BhINOMHEHMS MNIAaHOB U
nporpamm, onpeaeneHus nx 3KOHOMMYECKOM
ahPeKTUBHOCTHU

OpraHusauus yrnpaereHvsi pasBuTMeM opraHusaumm

Teopun ynpaBreHns opraHusaLueis, NonuTuKa U cTpartervs
yMpaBfieH1si NepcoHanom

Metogbl aHanmM3a  BLINOMHEHMS MNINaHOB M 3ajad,
onpeaeneHnst X 3KOHOMUYEeCKon 3pdEKTUBHOCTH

MeToabl oueHkn, pe3ynbTaToB 1 3¢hdeKTUBHOCTM Tpyaa
MeToabl BHEOPEHWSI CUCTEMbI YNPaBEHNS NEPCOHANOM
OcHoBbl paboThl MO NpodopreHTaLMK

Metogukm nnaHnpoBaHUA M NMNPOrHo3nMpoBaHUA I'IOTpe6HOCTVI
B nepcoHane

Llenu, ctpaterus pa3suTust U GusHec-nnaH opraHnsauum
Teopun 1 MeToabl OpMMPOBaHMIO BpeHda opraHM3aumm
TpeboBaHus oxpaHbl M 6e3onacHbIX YCroBWiA Tpyaa
Merogukm  pa3paboTkM UM BHEAPEHMs1  JNoKanbHbIX
HOpPMAaTMBHbIX aKTOB

Mopsimok 3aKrnoYveHns TPY4OBbIX [0roBOpPOB,
perynupoBaHns TpyAoBbIX COPOB

OcHOBbI COUMONOrUK, MCUXONOMMK, SKOHOMUKW Tpyga W
ynpaBneHus couunanbHbiM pa3BUTUEM OpraHM3aumnm
Metogbl NPOBEAEHUS] COLMOMONMYECKUX UCCIIeq0BaHuN,
N3y4eHns1 00LLEeCTBEHHOIO MHEHUS]

TexHonorMm npoBedeHNs ayauta W KOHTPOSnuvHra B
ynpaBneHum nepcoHanom

Mopsimok  MpoBedeHMsA  3aKymMoYHbIX — Mpouedyp W
ochopMIieHns conyTCTBYOLLEN AOKYMEHTaLMK

TexHonorun, CTangapTm3aums, yHudmKaLms,
aBTOMaTM3auusa NPOLIECCOB YNpaBIieHNs1 NepcoHanoM
CTpyKTypa opraHunsauum

TpyaoBOe 3aKOHOAATENLCTBO U MHblE aKThbl, COAepXalime
HOpMbI TPYJOBOrO npasa

OcCHOBbLI apxMBHOro 3akoHogaTenbCTBa M HOPMATUBHbIE
npaeoBble akTbl Poccuickon ®epepaumn, B 4acTn BeAeHUs
OOKyMeHTaLMM No nepcoHany

OcHoBbl HanoroBoro 3akoHogaTtenbcTBa Poccurickon
denepaumu

OcHoBbI MUrpaLUMOHHOIO 3akoHodaTenbcTBa Poccuiickoi
dengepaumm, B 4YacTuM MNpUBIEYEHMS N TPyOoOyCTPOMCTBA
WMHOCTpPaHHbIX rpaxxgaH u nuy, 6e3 rpaxxgaHcTea

OcHOBbI  aAMWMHUCTPaATMBHOINO  3aKoHoAaTenbcTBa B
obnactu ynpaBneHuMs MNepcoHarioM W OTBETCTBEHHOCTWU
OOSMKHOCTHBIX NL,

3akoHoaaTenbCTBO Poccwuiickon depepaunm o
nepcoHanbHbIX AaHHbIX

Mopsigok 3aknoyeHns JOroBopoB (KOHTPaKTOB)

JlokanbHble HOpPMAaTUBHbIE aKTbl B 00nacTy ynpaereHus
nepcoHariom

Hopmbl 3Tukn genoBoro obLLeHns

BasoBble OCHOBbI MHGOPMATUKK, CTPYKTYPHOE NOCTPOEHWe
NH(OPMALMOHHBIX CUCTEM U OCOBEHHOCTM paboTbl C HUMK

BHumanwue! JokymeHT otmeHsieTcs! CM. sipnbik "OnepatveHasi uHdopmaums”
MC «TexakcnepT: 6 nokoneHve» VHTpaHeT
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Opyrve -
XapaKTepUCTUKN

3.8.3. Tpygosasa cyHKUuMA

HanmeHoBaHue | AomuHucTpupoBaHme npoueccoB | Kog | H/03.7 |YpoBeHb 7
1 JOKyMeHTooGopoTa no (nogypoBeHb)
cTpaTernyeckomy ynpaBreHuio KBanvdukalmm
nepcoHarnoM opraHusawum

MpovcxoxaeHne OpurvHan | X |3auMmcTBOBaHO

TPYyAOBON OyHKUUM 13 opurnHana
Kopg, PernctpaumnoHHbIii
opuruHana HoMep
npodeccrnoHanbHOro
CcTaHgapTa

TpynooBble oencteus  |AHanu3 — MNPOLIECCOB  [OKYMEHTOO60poTa,  MoKanbHbIX
[OKYMEHTOB MO BOMPOCaM YMpaBfeHWsi MepCOHanoM,
GU3HEC-NpOLIECCOB  OpraHu3auuy,  yAOBNETBOPEHHOCTH
nepcoHana

[ 0Ky MeHTau oHHoe odopmrieHne pesynsTaToB
ynpaBfieHuss  nepcoHanom, ero  ayauTta,  paboTbl
CTPYKTYPHBIX NoApasaeneHui

[lOKyMEHTaLUMOHHOE U OpraHM3aLMOHHOE COMPOBOXOEHWE
CTpaTerMyeckoro YynpaBneHuss nepcoHanoM W paboTbl
CTPYKTYPHBIX NoApasaeneHuni

MogrotoBka  MNpegnoOXeHWin MO pasBUTUID  CUCTEM
ynpasneHus nepcoHarnom, no HeoOxoAMMbIM
KOPPEKTMPYIOLUM W MPEBEHTMBHbIM MepaM U MO
MOBLILEHWNIO  3C(PPEKTUBHOCTU  pabOTbl  CTPYKTYPHbIX
noapasaeneHni

KoHTponb npoueccoB B 0GrnacTu ynpaBrneHnsi nepcoHanomM
N paboTbl CTPYKTYPHbLIX MNOAPA3LENeHWin, CpaBHEHVE W
aHanuM3  MpoLeccoB,  pe3ynbTaToB  YMpaBrieHYECKUX
MeponpusaTUA, onpegerneHve ¢akTopoB,  BbI3bIBAOLLMX
OTKIOHEHWE OT NJTAHOBLIX NMOKa3aTenen

CornacoBaHve M KOHTpONb [OrOBOPOB MO BOMpocam U
CUCTEMaM CTpaTErMyeckoro ynpaBfieHWUs nepcoHanom wu
paboTe CTPYKTYpHbIX MOgpasdeneHun,  opraHusauus
npouenyp no nx 3akNYeHUo

MogrotoBka  pesynbTaTOB  aHanuM3a  COOTBETCTBMSA
opraHuM3auum u onnatbl Tpyga nepcoHana ycnewHbIM
KOPMopaTUBHLIM MPaKTUKam

BbinonHeHne TpeboBaHWUIA MO XpaHEHU MHdopMauun o
pesyneratax  OencTBus cucTtem cTpaTerndeckoro
ynpaBneHuss MepcoHarioMm U paboTbl  CTPYKTYPHbIX
noapasaenenui

Heobxogumele ymeHust | AHanM3upoBaTb, pa3pabaTtbiBaTb U ohopMIsTb OOKYMEHTbI
no npoueccam u pesynbratamM ynpaBfeHns NepcoHanom u
paboTe CTPYKTYPHLIX NogpasaeneHmn

MpumeHsTb MeToabl aHanusa OGn3Hec-npoLieccoB
opraHusauum

Onpepnensatb nporpaMmbl OOCTWKEHUS] LeNern U peLleHns
3agav nogpasgeneHui

[MpoBoANTb ayauT CUCTEMbI YNpaBreHust NepcoHanom

MpoBoanTh KOHTPOMMIMHI  CUCTEMBb! ynpaBreHus
rnepcoHarom
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KoHTponupoBaTth GlogKeT Ha nepcoHan W ynpaeneHue
pacxofaMu Ha nepcoHarn

OpraHun3oBbiBaTb COMNPOBOXAEHME LOTOBOPOB MO BOMpocam
ynpaBneHus nepcoHanom, BKoYas npegBaputenbHble
npoLeaypbl N0 UX 3aKMHOYEHUIO

OpraHu3oBbiBaTh 3aKynoyHble Mnpoueaypbl, odopMnsATb U
aHanM3npoBaTb 3aKyMoYHY JOKYMEHTaLU0
KoHTponvpoBaTtb 1M aHanvM3npoBaTb BOMPOCHI COLMANbHOro
napTHEPCTBa, AOrOBOPbl NOCTABLLMKOB YCyT

MpoBOAMTL NeperoBopbl W MNPEACTaBNSATb  WHTEPECHI
opraHusauum B rocyapCTBEHHbIX opraHax,
npodeccuoHanbHbIX Co3ax U APYrUX NpeacTaBUTENbHBLIX
opraHax pabOTHMKOB W OpraHuMsauusix Mo BOMpocam
nepcoHana

BecTtu genoyto nepenmcky

Pabotatb € WH(OPMALUMOHHBIMM cucTeMamm K Gaszamu
OaHHbIX MO nepcoHany, CcucTemMaMm  ynpaBrieHus
nepcoHarioM M OpraHvM3auum OeATerbHOCTU CTPYKTYPHbIX
noapasaenenui

Ob6ecneumBaTb KagpoBoe OEnonpon3BoACTBO n
OOKYMEHTAUMOHHOE  COMPOBOXAEHME  MPOLLECCOB MO
yrnpaBreHuo  NepcoHanoMm K paboTe  CTPYKTYpPHbIX
noapasaeneHni

OpraHnsoBbiBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C
TpeboBaHUsIMN TPYOOBOrO M apXMBHOMO 3aKoHOAATENbCTBA
Poccuiickon ~ ®epepaumm M nokanbHbIMKW - akTamu
opraHusauum

Cobntogatb HOpMbI 3TUKK 4ENOBOro 06LLEHNS
Heobxogumble 3HaHus |KoprnopaTuBHas  KynbTypa,  couuanbHasi — MOSIUTMKA,
CUCTEMbl MOTMBaUMM U 3PEKTUBHOCTU  ynpaBreHus
nepcoHasniom

Metogbl ynpaBneHuss pasBuTMEM W 3PPEKTUBHOCTHIO
opraHu3auun, MeToAdbl aHanmusa BhINOMHEHMS MIAHOB U

nporpamm, onpegeneHvs nx 9KOHOMUYECKON
3hPEeKTMBHOCTHU
Mertoabl npoBefeHVA ayauTa, KOHTPOMsS onepaTuMBHbIX
ynpaBneH4YeCcKnx npoLeccos, COLMONOrNYECKMX
nccnenoBaHuin

BusHec-nnaH n GusHec-NpoLecchl OpraHn3aum
BrogxkeTHOEe NpoeKkTupoBaHne

OpraHu13aunoHHoe NpoeKTUpoBaHMe

dopmbl, MeToAbl WM CUCTEMbI  MaTepuanbHOro W
HemaTepuarnbHOro CTUMyMPOBaHWS TpyAa nepcoHana
Cuctembl cTaHOapToB No 6GmusHec-npoueccam, npodgeccmam
(cneumanbHOCTSAM), HOPMbI TpyAa

Metogbl aHanmMsa KONMUYECTBEHHOrO W Ka4yeCTBEHHOro
cocTaBa nepcoHana

KappoBasi nonutrka opraHusauum

Mopsgok dopmupoBaHMs, BedeHust ©OaHka [OaHHbIX W
npegocTaBneHnss OTYETHOCTM MO CUCTEMaM YrMpaBrieHus
nepcoHasrioM u paboTe CTPYKTYPHbIX Nogpa3aeneHnii
OcHOBbI  JOKYMEHTALMOHHOIO  obecneveHns, MopsigoK
ocpopMneHuns JOKYMEHTOB, npegocTaBnseMbIxX B
rocy0apCTBEHHbIE OpraHbl, NPod)ecCUOHanbHbIE COH3b,
obLLecTBeHHbIE OpraHu3auum

Llenu n ctparterns passutus opraHmsaumnm
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Mopsimok  MpoBedeHMs  3aKymMoYHbIX — Mpouedyp W
ocbopMIeHNs ConyTCTBYHOLLEN AOKYMEHTaLMN
HopmMaTuBHble MpaBOBble aKTbl, Perynupytowme npaea wu
00513aHHOCTM roCyAapCTBEHHbIX OPraHoB U OpraHv3auum no
NpeaoCTaBMEHNIO YYETHOM LOKYMEHTaLUM

CTpykTypa oOpraHuMzaummM W  BaKaHTHblE  [AOMKHOCTM
(npocbeccum, cneumansHOCTK)

TpynoBoe 3akoHOOATENbLCTBO W MHble akTbl, coAepxaline
HOpMbI TPYJOBOrO Nnpaea

OcHOBbI apXMBHOrO 3akoHOZaTenbCTBa W HOpMaTMBHLIE
npaeoBble akTbl Poccuickon ®egepaumm, B 4acTn BeAEHWS
[OKyMeHTaLMM No nepcoHany

OcHoBblI  HanoroeBoro 3akoHogaTenbcTBa Poccuiickon
denepaumm

OcHoOBbLI MUrpaLMOHHOIO 3akoHogaTenbcTBa Poccuickon
dengepaumm, B 4YacTu MNpUBIEYEHMS N TpyOoyCTPOMCTBaA
WMHOCTPaHHbIX rpaxkaaH u nuuy, 6e3 rpaxkgaHcTea

OcCHOBbI  aOMUMHUCTPATUBHOIO  3aKOHOAATeNbCTBa B
obnactv ynpaBneHusl MNepcoHarioM W OTBETCTBEHHOCTWU
[JOMKHOCTHbIX ML

3akoHogaTenbCcTBo Poccuiickon denepauum o}
nepcoHarnbHbIX aHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHusauuMn B obnacTu
ynpaBneHusi NepCcoHasnIom

Mopsgok 3akoYeHrs JOroBOpoB (KOHTPaKTOB)

Hopmbl 3TUkn JenoBoro obLLeHns

BasoBble OCHOBbLI MHGOPMATWKW, CTPYKTYPHOE MOCTPOEHME
NHGOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PpaboTbl C HUMUK

Opyrue -
XapaKTepUCTUKN

IV. CBeaeHusa 06 opraHnsaumax - paspabotumkax npoceccmoHanbLHOro ctaHaapTta

4.1. OTBeTCTBEHHasA opraHu3aLms-pas3paboTymnk

Ob6wepoccuickoe obbeanHeHe pabotogartenen "Poccuiickuin cotos
NPOMBILLIIEHHMKOB 1 NpednpuvHumarenen”, ropog Mockea

VicnonHutenbHbIv BUuLe-npe3ngeHT KyabmuH OmuTpuin Bnagummposuy

4.2. HanmeHoBaHusi opraHmM3aumnin-pa3paboTymkoB

—_

AHO "HaumoHanbHoe areHTCTBO pa3BuTUA kBanudukaummn”, ropog Mocksa

Accoumnaumsa (Coro3) "Accoumaums KOHCYNbTaHTOB Mo nogbopy nepcoHana”,
ropog Mocksa

'pynna HeadHunter, ropog Mocksa

3A0 "KPOK MHKOPIOPEWMTEL, ropoa Mocksa
WHdopmMaLmoHHo-aHanuTudeckuin LieHTp "Kagposbiin [1osop", ropon Mocksa
MIrO "OlNOPA POCCUWN", ropog Mockea

MexagyHapogHasi accouunaumsa genoBoro coTpyaHnyecTBa, ropogd Mocksa
HOYY O6O "MHcTutyT npodeccuroHanbHoro kagpoeuka”, ropog Mockea

9| HIN "Accouuvauuns EBponenckoro 6usHeca", ropoa Mocksa

10 [HIM "BKK - HauunoHankeHbIN coto3 kagpoBukos", ropod Mockea

11 [HIM "MexayHapogHbin anbsaHe "Tpyaosasa murpaums”, ropog Mocksa

12 | HIM "HauuwoHanbHaga accouunaumnsa oomnCHbIX CNeLnanmncTos u
agMUHMCTpPATMBHBIX paboTHMkoB", ropog Mocksa

13| HMN MHO "Accouwnaumnsa meHemxkepoB Poccun', ropog Mocksa

N

(N[O~ |W
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14| HIMN CYP3 "HaumoHanbHas koHdeaepauusi "Pa3Butne 4ernoBe4eckoro
kanutana", ropog Mocksa

15| OAO "BOHX" (FAO BBLl), ropog Mockea

16| OAO "Ta3npom HedpTb-HoBOCKHBMPCK", ropoa HoBocnbumpck

17| OAO "ObbeguHeHHas cygocTponTenbHasa kopriopaums”, ropog Mocksa
18| OAO "PXL", ropog Mocksa

19| OAO "CaxanuH OHepoxun MHueecTmeHT Komnanu", ropog KoxkHo-CaxanuHck
20| OAO "TatHedTb" MMenn B.[1. WawwuHa, ropog KasaHb

21| OAO "Hay4Ho-nponsBoacTBeHHoe 06beamHeHne "Hayka", ropog Mocksa
22| 000 "LG Electronics Rus", ropog Mocksa

23| 000 "BbusHec lMNMenxonorn SHL Russia & CIS HIM", ropog Mockea
241000 "UT-CK", ropoa Mockea

25| 000 "Jlykonn-UrxuHmpmHr”, ropog Mockea

26| 000 "OKB 3enut", ropog Mocksa

27000 "MeTtponnym TpenaunHr", ropog Mockea

28| 000 "Monurpad-3awmrta”, ropog Mocksa

29000 "UeHTp kagpoBbix TexHonoru - ObyyeHne. CTaxMpoBKu.
TpypoycTponcteo", ropoa Mockea

30| Poccuiickoe npeactasutensctso "Coleman Services UK" ("KoynmaH
Cepsucus"), ropog Mocksa

31| Toproso-npomblwwineHHas nanata Poccunckon ®egepauum, ropog Mocksa

32| dIr'bOY BIMO "MockoBckuin rocy4apCTBEHHbIN yHMBEpPCUTET umeHn M.B.
JlomoHocoBa", Lkona gupekropa no nepcoHany, ropog Mocksa

33| ®IrbOY BINO MCY, ropog Mocksa
34| ®IrbOY BINO M3CU, ropoa Mocksa

35(PI'bOY BINO CubupcKuMii rocyAapCTBEHHbIA YHUBEPCUTET MyTEN COOOLLEHNS
(CI'YTIC), ropog HoBocmbupck

36| dI'BY "HayuHo-nccnegoBaTenbCKMii MHCTUTYT TpyAa M COLMAribHOro
cTpaxoBaHus" MuHucTepcTBa Tpyaa v coumansHoOn 3awmntel Poccuinckon
depepaumn, ropog Mocksa

37| Py "Moura Poccun”, ropog Mockea

38| PK "Ypancub", ropog Mockea

<1> O6LLEPOCCUNCKNIA KracCUdmKaTop 3aHATUN.
<2> O6LEPOCCUNCKNIA KIacCndmKaTop BUOOB SKOHOMMYECKOWN AEATENbHOCTH.
<3> EauHbIN KBanumKauMoHHbIA CNPaBOYHUK OOMKHOCTEN PYKOBOOUTENEN, CNELNAnUCTOB U OPYrMX CIyKaLlmX.

<4> ObLepoccumncknii knaccugmkaTop npodeccuin paboumx, JOSMKHOCTEN CryKalux U TapudHbIX pa3psigoB.

ONEKTPOHHBIN TEKCT AOKYMEHTA
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