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I. O0mmue cBeaenust

YnpasiieHue NepcoHaIOM OpraHu3alun 07.003

(HauMeHOBaHME BHa MPO(ECCHOHAILHOHN JIESITEINEHOCTH) Kon
OcHoBHas 11e7b BUJ1a TPO(PECCHOHAIBHON IeATEIbHOCTH:

Ob6ecneuenne 3pHeKTUBHOTO (PYHKIIMOHUPOBAHUS CUCTEMBI YIIPABICHUS MIEPCOHATIOM JIJIsl IOCTUIKECHUS
1eJiel opraHu3anuu

I'pynna 3aHaTwii:

1232 PykoBoauTenu moapazaeneHuii (ciyx0) 2412 CnenuanucTsl 1o Kaapam 1
YIIPaBJICHUS KaJpaMH U TPYIOBBIMU npodopreHTauu
OTHOIIICHUSMHA

3423 CrienanicThbl KaJIpoBBIX CIYXO U - -

YUPEKACHUN 3aHITOCTH
(kox OK31) (HaMEHOBaHUE) (xkox OK3) (HaMeHOBaHUE)

OrHeceHue K BuaamMm 3KOHOMHUYECKOM ACATCIIBHOCTH:

78.30 ‘ﬂeHTeHBHOCTB 0 MOI00pY MepcoHaa mpovas

(xom OKB9I[2) (HauMEHOBaHME BUIa SKOHOMHUYECKOU JIEATEIILHOCTH)
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I11. XapakTepucTuka 00001IEHHBIX TPYAOBBIX pyHKIMIT

3.1. O6061menHast Tpya0Bas (PyHKIMsI

HanmenoBanue

JIoKyMEeHTAIlMOHHOE 00eCTIeUeHHE padoThI
C MEePCOHATIOM

YpoBeHb 5

Ko
A A KBaTH(DUKAITIHT

IIpoucxoxnenue
00001IeHHON TPYIOBOI

¢GbyHKIHN

Opwurunan X

3auMCTBOBAHO U3
OopUTHUHaNa

Kon opurnnana  PeructpaiiioHHbIA HOMED
npodeccHoHATLHOTO
CTaHIapTa

Bo3moxxHbIe
HANUMCHOBAHUS
TOJDKHOCTEH, mpodeccuii

Crieruaict 1o KaJpoBOMY JEJIOTIPOU3BOJICTBY

Crienuanuct 1o T0KyMEHTAllHOHHOMY 00eCTeueHUI0 PaboThI C IIEPCOHATIOM
Crienuanmict mo JOKYMEHTaIlMOHHOMY 00€CIIeUeHHI0 TIepcoHaa
Crenuanuct 1no nepcoHany

TpeboBanus k
00pa3oBaHUIO U
00y4EeHHIO

Cpennee npoeccrnoHarbHOE 00pa30BaHUE — MPOrpaMMa MO OTOBKH
CMELHUATNCTOB CPETHETO 3BEHA

JonomuauTtensHOE MpodeccrnoHaabHOe 00pa30BaHNEe — MPOTPAMMBI
po(hecCHOHANLHOM MEePEeTOrOTOBKH, IPOTPAMMBI TIOBBITIICHHUS

KBaTH(UKAITIH

TpeboBaHMs K OIBITY
MPaKTHYECKOU pabOoThI

Oco0bble ycrnoBus
JormycKa K pabote

HApyrue
XapaKTCPUCTHUKHU

JIONOTHUTENBHBIE XapAKTEPUCTUKH

HaunmenoBanue 6a30B0ii rpynbl, JOHKHOCTH
HanmeHnoBanue qokyMeHTa Kon
(mpodeccun) Uau CHEIUATHHOCTH

OK3 2412 CrienuaymucThl 0 KaapaM U MpoGOpUCHTALINH

3423 CrienanicThbl KaJIpoBBIX CIYXKO U YUpEKICHUM 3aHATOCTH
EKC’ - Cnenuanuct no kajapam

- NHcniekTop 1o kagpam
OKIIATP? 27755 | DKOHOMHUCT TIO TPYIY

22956 | Mncnektop no Kajapam

3.1.1. TpynoBasi pyHk1usA

Benenue opranuzanmoHHON U VpoBeHb
HaumenoBanue | pacropsiAMTENILHON JOKYMEHTAIUU 110 Kon | A/01.5 | (momyposers) 5
IIepCcCoOHaITy KBaJTU(pUKAIH
[IpoucxoxaeHu aMMCTBOBAHO M
POHCXOXKICHHUE Opuruman X 3aMMCTBOBAHO U3

TPYZIOBOH (QyHKIUH

OopurnHaja

Kon opurunana PerucrpanuonHslit Homep
MpodeCCHOHANBHOTO CTaHIapTa




TpynoBsie neicTBUs

O6paboTKa U aHATU3 MMOCTYMAIOIIEH JOKYMEHTAINH TI0 IEPCOHATY

Pa3pabotka u odopmieHHEe MOKYMEHTAlMH [0 TepcoHay (TepBUYHOM,
YYETHOU, IUTAHOBOM, IO COIIMATBHOMY OOECIEUEHHI0, OpraHW3aIllMOHHOM,
pacnopsIIUTENHLHON)

Perucrpanusi, ydyer U  TeKymiee XpaHEHUE  OPraHU3alUOHHOM U
pacnopsAMTEIbHON JOKYMEHTALMU 110 IEPCOHAITY

Heo6xomumbie ymeHust

Pa3pabarbiBaTh  NPOEKTHl  OPraHU3alMOHHBIX U PaCHOPAIUTEIbHBIX
JJOKYMEHTOB I10 IEPCOHAITY

OdopMIsaTh AOKYMEHTBI B COOTBETCTBHHM C TPEOOBAaHUSMHU TPaxITaHCKOTO,
TPYAOBOTO 3aKoHojarenbcTBa Poccuiickon Penepauuu HU - JOKAIbHBIMHU
HOPMAaTUBHBIMU aKTaMH OpraHU3aluu

Bectu yuer u perucrpanuio JOKyMEHTOB B HH(POPMALIMOHHBIX CUCTEMaxX U Ha
MaTepUaIbHBIX HOCUTEIISIX

Oprann30BbIBaTh XpaHEHHWE JTOKYMEHTOB B COOTBETCTBHUU C TPEeOOBAaHUSIMHU
TPYAOBOTO, AapXMBHOTO 3akoHojarenbcTBa Poccuiickoit @Penepauun U
JIOKAJIbHBIMU HOPMATHUBHBIMU aKTaMU OpraHU3aIluu

AHaNM3UpOBaTh JOKYMEHTHI U NEPEHOCUTh MHPOPMALUIO B 0a3bl JaHHBIX U
OTYETHI

BeisBisATE  OMMOKM, HETOYHOCTH, WCHPABICHUS ©  HEJOCTOBEPHYIO
WH(pOpPMAIUIO B TOKYMEHTAX, OMPEIEIIATh JISTUTUMHOCTD JJOKYMEHTOB

Paborars ¢ nHpOpMAIIMOHHBIMU CHCTEMaMH M 0a3aMu JaHHBIX MO BEICHHUIO
y4eTa, IBI)KEHHIO IIepcoHaia

Cobmo1aTh HOPMBI ATHKH JIETTOBOTO OOIIEHUS

Heo0OxoaumMble 3HAHUS

[Topsimok opopmieHus, BeIeHUS U XpaHEHUS JOKYMEHTOB I10 IIEPCOHAITY

[lopsimox ydera JABMKEHHMS KaJIpOB W COCTaBJICHUSI YCTaHOBJICHHOMU
OTYETHOCTHU

OCHOBBI IOKYMEHTO000POTA M IOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

TexHosornu, METOABI U METOAUKH IIPOBEACHUS aHAIM3a U CUCTEMaTU3aLUU
JOKYMEHTOB U WH(OpMaLuu

[Topsimox pacyera cTaxka, IJIbrOT, KOMICHCAUW, OMOPMIICHUS TEHCUN
pabOTHHKaM

CTpykTypa opranuszanuu

TpymoBoe 3aKOHOJATEIBCTBO M WHBIE aKThI, COJIEPXKAIINE HOPMBI TPYAOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOJATEJIbCTBA M HOPMATHBHBIE IPABOBBIE AKTHI
Poccuiickoit deneparuu, B 4aCTU BEACHUS TOKYMEHTALMH 10 IEPCOHAILY

3akoHo1atenbcTBO Poccuiickort denepannivi 0 MePCOHATBHBIX JAHHBIX

JlokanbHBIE HOpPMAaTHBHBIE aKThl OPraHU3allUd, PErYIMPYIOUIME TMOPSI0K
oopmIIeHHs PpaACHOPSAUTENbHBIX W OPraHU3allMOHHBIX JIOKYMEHTOB I10
IIEPCOHAILY

HopMbI 5THKH 1 AeTOBOTO O0IIEHUS

bazoBrle OCHOBEI MH()OPMATHKH, CTPYKTYpHOE HIOCTPOCHHE
MH(OPMAIIMOHHBIX CUCTEM H OCOOCHHOCTH pabOThl C HUMHU

Hpyrue xapakTepuCTUKU




3.1.2. TpynoBasi pyHKIUSA

Benenne moKyMeHTAIMHK 10 YYETY H Vposenb
Haumenosanue JIBIKCHUIO KaZPOB Kox | A/02.5 (oTypOBEHB) 5
KBaJTU(pUKAIH

IIpoucxoxaenue Tpy10Bou
¢GbyHKIAN

3anMCTBOBAHO U3

Opurunan X
OpHMIUHaNa

Kon Perucrpannonusiit Homep
opurHHAN  MPO(ECCHOHATIHHOTO CTaHAapTa
a

TpynoBsie neicTBUs

[lonrotroBka MPOEKTOB  JOKYMEHTOB IO  MpoOLEAypaM  YIOpaBlIEHUs
IIEPCOHAJIOM, YUETY M IBUKEHUIO IIEpCOHAIIA

Opranu3zaiys CUCTEMbI ABHKEHHUS JOKYMEHTOB I10 IIEPCOHAITY

COop 1 mpoBepKa JTNIHBIX TOKYMEHTOB paOOTHUKOB

[TonroroBka u odopmieHHe MO 3arpocy pabOTHUKOB U JOJKHOCTHBIX JIHIL
KOIUH, BRITUCOK U3 KaJIPOBBIX JOKYMEHTOB, CIPAaBOK, HHPOPMAIIUHN O CTaxe,
JIBrOTaX, FapaHTUSAX, KOMIEHCAIUIX U MHBIX CBEIEHUN 0 pabOTHHKAX

Brigaua paGoTHHKY KaJpOBBIX JOKYMEHTOB O €r0 TPYI0BOM IESTEIbHOCTH

JloBeeHue 10 CBENEHHUS IEPCOHANA OpPraHU3alMOHHBIX, PACIOPAIUTEIBHBIX
U KaIpOBBIX JOKYMEHTOB OpraHM3aluu

Benenue ydyera pabodero BpeMeHU paOOTHHKOB

Peructpanus, yuer, omnepaTMBHOE XpaHEHHWE ITOKYMEHTOB IO IEpCOHANYy,
MOATOTOBKA K CJIa4€ UX B apXUB

Heo6xomumbie ymeHust

Pa3pabatbiBaTh IPOEKTHI KaIPOBBIX TOKYMEHTOB

OdopMIsaTh KagpoBbIE TOKYMEHTHI B COOTBETCTBHH C TpeOOBaHUSMU
TPYAOBOTO 3aKoHOAaTenbcTBa Poccuiickoi Penepanuu U JTOKAJIbHBIMHU
HOpMaTI/IBHBIMI/I aKTaMH OpI‘aHI/IBaI_[I/II/I

Bectu yder u perucrpanuio KaJIpoBbIX JTOKYMEHTOB B HH(pOPMAIIMOHHBIX
CUCTEMaxX M Ha MaTepUATIbHBIX HOCUTEISAX

OpFaHI/I3OBBIBaTB XPAaHCHUC KaJApOBLIX HTOKYMCHTOB B COOTBCTCTBUH C
TpeOOBaHUSIMU TPYJOBOTO, AapXWUBHOTO 3aKOHOJATEIhCTBA Poccuiickoi
CDez[epaum/I " JIOKAJIbHBIMU HOPMATUBHBIMH aKTaMH OPraHU3aluu

AHanu3upoBaTh KaJpOBbIE TOKYMEHTHl M MEPEHOCUTHh MH(OpMALIHUIO B 0a3bl
TAHHBIX W OTYETHI

PaGorate co cnenuanu3upoBaHHBIMU HMH(DOPMALIMOHHBIMU CHCTEMaMU U
0a3amMu TaHHBIX TIO0 BEJICHUIO yYeTa U JBHKCHHIO TIEPCOHATIA

Pa3pabarbiBaTh Mmi1aH KOPPEKTUPOBOK YCTAHOBJIEHHOT'O MOPsiiKa 0popMIIeHUs
JOKYMEHTOB 110 MEPCOHAITY U PEAIM30BbIBATH MPUHSITHIC U3MEHEHUS

KonTtpommposaTs nmpucyTcTBrE paOOTHUKOB Ha pabodyeM MecTe

Cobmo1aTh HOPMBI ATHKH JETOBOTO OOIIECHUS

Heo0OxoaumMsble 3HAHUS

[Topsimok opopmieHus, BeeHUs U XpaHEHUS JOKYMEHTOB I10 IEPCOHATY

[lopsimox ydera JABMKEHHMS KaJIpOB U COCTaBJICHUSI YCTaHOBJICHHOMU
OTYETHOCTHU

[Topsimok pacuera cTaka, JBIOT, KOMIIEHCAIMK, OGOPMIICHHS TCHCHI
paboTHHKaM

CtpyKTypa opraHusanuu

TpynoBoe 3aKOHOJIATEIHCTBO M MHBIC aKThI, COJIEPKANIUE HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXI/IBHOI‘O 3aKOHOAATCJIbCTBA H HOpMaTI/IBHBIe HpaBOBBIe AKThI
Poccuiickoit @enepaiuu, B 4aCTU BEACHUS TOKYMEHTAILIMU IO TIEPCOHATY

3akoHogarenbcTBO Poccuiickoit denepanny o nepcoHanbHBIX TaHHBIX




TexHomoruM, METOIBI U METOAWKH MPOBEACHUS aHaIu3a M CHCTEMaTH3all1
JOKYMEHTOB M UH(OpMaIiu

JlokanpHblE HOPMATHBHBIE AaKThl OPTraHMU3aLUH, PETYIUPYIOIIKE TMOPSIOK
oopmIIeHHs JOKYMEHTOB I10 IEPCOHATTY

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAITMOHHOTO 00eCTIeYeHUS

Hopwmbl 3THKH 1e710BOTO OOIIICHUS

bazoBbie OCHOBBI UH(OPMATHKH, CTPYKTYpHOE MOCTPOCHUE
MH(POPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PAOOTHI C HUMH

Hpyrue xapakTepuCTUKU

3.1.3. TpynoBasi pyHKIUA

Hanmenosanue

[TpoucxosxneHune Tpya0BoH
¢GbyHKIAN

AJIMUHUCTPUPOBAHKE TIPOIIECCOB U v
OBEHb
OKYMEHTO000pOTA IO YUYETY U IBUKEHHIO P
JIOKY p yacTy A Kon | A/03.5 | (momyposens) 5
KaJJpOB, MPEICTABICHUIO TOKYMEHTOB T10 KB bHKaIIH
MEPCOHAITY B TOCYIAPCTBEHHBIE OPTAHBI
AUMCTBOBAHO U
Opurunan X 3anmeTBOBaRO M3
OpHTHUHAIA
Kon PeructpannoHsbIii HOMep

opuruHan npogecCUOHATBHOTO CTaHAapTa
a

TpynoBsie neicTBUs

Opranu3zanys J0KyMEHT0000pOoTa MO YUeTy U ABUKEHHIO KaJpOB

Opranuzanys JOKYMEHTOOOOpOTa MO TMPEACTaBICHUIO JOKYMEHTOB IO
MEPCOHAIIY B TOCYAAPCTBEHHBIE OPTraHbl

[TocraHoBKa Ha y4eT OpraHu3alyy B rOCy1apCTBEHHBIX OpraHax

[loaroroBka mo 3ampocy TOCYIAapCTBEHHBIX OpPraHOB, Mpo(deccHOoHaTbHBIX
COI030B M JPYIHX NPEICTABUTEIBHBIX OPraHOB PAOOTHHKOB OPHUTHUHAJIOB,
BBIMHICOK, KOMUH JOKYMEHTOB

[TonarotoBka yBEeOOMJICHHH, OTYETHOM M CTATUCTHYECKOH WHGOpPMAIUU TIO
MepcoHay

[TonroroBka wuHGpOpMAIMKU O 3aKIIOYEHUH TPYIOBOIO WM TPakTaHCKO-
MPaBOBOTO JIOTOBOpa HAa BBIMOJHEHHWE paboT (OKa3aHWE YCIYr) C
IpaXJaHUHOM,  3aMEUIaBIIMM  JIOJDKHOCTH  TOCYAAPCTBEHHOW  Win
MYHUIUNATIBHOW  CHOyXObl,  MepeueHb  KOTOPbIX  YCTAHABJIMBAETCS
HOPMAaTUBHBIMU IIpaBOBBIMU akTaMu Poccuiickoit denepanuu

Heo6xomumbie ymeHust

OdopMITATh yYeTHBIE ITOKYMEHTHI, TPEAOCTABIsIEMbIE B TOCYIapCTBCHHBIC
oprassl, MmpodeccHuoHAbHBIE COIO3BI U APYTrUe MPEACTABUTEIHHBIC OpPTraHbI
pabOTHHKOB

OpFaHI/I3OBBIBaTB xpaHeHHe I[OKyMeHTOB B COOTBECTCTBHHU C Tpe6OBaHI/I$IMI/I
TPYAOBOTO 3aKoHOAaTenbcTBa Poccuiickon Penepanun U JTOKATbHBIMHU
HOpMaTI/IBHBIMI/I aKTaMH OpI‘aHI/IBaI_[I/II/I

Paborars ¢ nHpOpPMAIIMOHHBIMU CHCTEMaMH M 0a3aMu JaHHBIX MO BEICHHUIO
ydeTa ¥ JBIKCHHIO TIEpCOHANA

Paborarh ¢ nHpOpPMAIIMOHHBIMU CHCTEMaMH M 0a3aMu JaHHBIX MO BEICHHUIO
CTATUCTUYCCKON M OTUYETHON MH(POPMAIINH 110 TIEPCOHATTY

AHanu3upoBaTh MpaBUia, IPOLEAYPHl U MOPAIOK, PETYIHPYIOIIUE IIpaBa U
00S3aHHOCTH TOCYJApCTBEHHBIX OPraHOB M OpPraHU3alMd IO BOIPOCAM
oOMeHa JOKyMEHTAIMel 0 IepCoHaITy

BecTtu nenoByto nepenucky

Cobmo1aTh HOPMBI ATHKH JIETTOBOTO OOIIECHUS




Heo0OxonnMeie 3HAaHUS

TexHomoruM, METOJBI U METOAUKHU IMPOBEACHUS aHaIW3a U CUCTEMAaTU3alUuu
JOKYMEHTOB M UH(pOpMaIiu

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAITMOHHOTO O0eCTIeYeHUS

CtpyKkTypa opraHusanuu

HopmartusHubie mpaBoBbie akThl Poccuiickoit denepannu, peryinupyronme
mpaBa W OOS3aHHOCTH TOCYNAapCTBEHHBIX OPraHoB, MpodeccroHaIbHBIX
COI030B U  JPYIrUX TNPEICTaBUTENbHBIX OpPraHoB pabOTHUKOB IO
MPEAOCTABIICHUIO YUYETHON JOKYMEHTALIMU

TpymoBoe 3aKOHOJATEIBCTBO M WHBIE aKThI, COJIEP)KAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOT'O 3aKOHOJATEIbCTBA M HOPMATHBHBIE IPABOBBIE AKTHI
Poccuiickoiit deneparuu, B 4aCTU BEACHUS TOKYMEHTALIMHU IO IEPCOHATY

3akoHonarenbcTBO Poccuiickoit denepanvivi 0 MEPCOHATBHBIX JAHHBIX

JlokanbHble HOpPMATHBHBIE aKThl OPraHU3allUd, PETYIUPYIOUINE TMOPSI0K
BEJICHUSI IOKYMEHTALUU 110 YYETY U JIBHXKEHHIO IIepCOHasa

HopMbI 3THKH 1€10BOTO 00IIIeHNS

bazoBeie OCHOBBI MH(OPMATUKH, TOCTPOCHUS HH(OPMAIIMOHHBIX CHCTEM U
0COOEHHOCTH PabOThI C HUMHU

Jlpyrue XxapakTepuCTUKU

3.2. O6061menHast TPyaA0Bas (PyHKIMSI

JlesTenbHOCTh IO 00ECTICUCHUTO VposeHb
Hawnmenoanue Kon| B 6

MIEPCOHATIOM KBaTH (UK
IIpoucxoxnexnue

N N 3aMMCTBOBAHO U3
000011IeHHOU TPYA0BOM Opurunan X
OpHTUHaNa
GbyHKIHN
Kon Peructpaunonssiit Homep
OpHTrHHaNa podecCHOHANTBEHOTO
cTaHaapra
Bo3moskHbIE HANMEHOBAHUS Crenuanuct mo moadbopy nepconana
TOJDKHOCTEH, mpodeccuii Crnenramct no nepcoHary
Menemxep no nepcoHairy

TpeboBanus k
00pa30BaHUIO U
00y4YEeHHIO

Bricmiee oOpazoBanue — OakamaBpuaT

JlononauTenbHOE TPO(ecCHOHATEHOE 00pa30BaHUE — IPOTPAMMBI
MOBBIIIEHUS KBATU(UKAINH; TPOTPaMMBI PO ecCHOHATBHOM
NEepenoAroTOBKM B 00JIACTH MOKMCKA U ToA00pa mepcoHasa

TpeboBaHUs K OIBITY
MPaKTUYECKOU pabOoThI

Oco0ble ycrnoBus
Jormycka K pabore

Apyrue
XapaKTECPUCTUKHU

JlonoyHUTEbHBIE XapaKTEPUCTUKU

HanmeHnoBanue qokyMeHTa Kon

HaumenoBanue 6a30B0ii rpynbl, JOHKHOCTH
(mpodeccun) UaU CHEUATHHOCTH

OK3

2412 CrienuaimcThl Mo KagpaM U mpodopueHTAIIuN

3423 CrienanicThbl KaJIpoBBIX CIYXKO U YUpEKICHUM 3aHATOCTH




EKC - Cnenuanuct no Kkajapam
- Menemxep 1o nepcoHany
OKIIATP 27755 | DKOHOMHUCT O TPYY

22956 | ncnektop no Kajapam

3.2.1. TpynoBasi pyHKIUSA

COop unpopmaiuu o nOTPeOHOCTSIX Yposenb
HaumenoBanue OpraHM3aLyH B [IEpPCOHAE Kox | B/01.6 (MoaypOBEHD) 6
KBaTH (UK

[Ipoucxoxaenue Tpy10BoH
¢byHKIHN

3anMMCTBOBAHO U3

Opurunan X
OpHUTHHANIA
Kon Perucrpannonusiit Homep
OpUTHHAI podeCcCHOHATEHOTO
a CTaHgapra

TpynoBsie necTBUs

AHanu3 MIaHOB, CTPATETUU U CTPYKTYPbI OPTaHU3alNH

AHanu3 ocoOeHHOCTeH opraHu3anmuu pabOTBl M HPOU3BOJICTBA Ha
KOHKPETHBIX pabo4ymX MecTax

AHanu3 pelHKAa TpyJa W0 OpraHu3anuu paboThl Ha aHAIOTUYHOM
MIPOM3BOJICTBE M pabOYNX MecTax

dopmupoBanue TpeOOBaHWI K BakaHTHOW JoJDKHOCTH  (mpodeccuw,
CTIEUATBHOCTH) W UX KOPPEKITHSI

AHanu3 peIHKAa Tpyla W MEpPCOHAja OpPTaHU3AIMH MO MPOQHI0 BaKaHTHOU
TOJDKHOCTH (Tpodheccri, CrIeIUaaTbHOCTH)

NudopmupoBanne u KOHCYJbTHUPOBAHUE PYKOBOIUTEICH MOApa3/CICHUN H
OpraHM3aIliH 110 BOIPOCAM PHIHKA TPYJa B YACTH O0ECTICUEHUs IEPCOHAIOM

HeoOxomumbie ymeHust

Cobupath, aHaMM3UpPOBaTh W  CTPYKTypUpOBaTh HHPOpMAIHMIO 00
0COOEHHOCTSIX OpraHu3aly padoT Ha Pa3IMYHBIX y4acTKax MMPOU3BOACTBA U
Ha KOHKPETHBIX pPa0O4YMX MeECTax C Yy4eToM IeNied, 3ajad, IUIAaHOB W
CTPYKTYPBI OpraHu3aluu

Cobupath, aHaMM3UpPOBaTh W  CTPYKTypuUpOBaTh HHPOpMAIHMIO 00
O0COOCHHOCTSIX U BO3MOXKHOCTSIX KaJJpOBOTO TOTEHI[MAIA OpTraHU3aI[uu

CobupaTrh, aHaMM3UpPOBaTh W  CTPYKTypUpOBaTh HHPOpMAIHMIO 00
0COOEHHOCTSIX PBIHKA TPyZa, BKIOYAs MPEIOKEHUsI OT MPOBaiIEepOB YCIyT
10 TIOWCKY, MMPUBJICYCHUIO, TTOAO0PY U 0TOOPY MepcoHaa

dopmupoBaTh TpeOOBaHHMS K BaKaHTHOW JODKHOCTH  (mpodeccuw,
CTICIMANBHOCTH) U OTIPENIENATh KPUTEPHH TTO00pa TIepcoHaa

BHocuth KOppekTHpylOUIHe CBeACHUS B TpeOOBaHMSA K KaHAMJATaM Ha
BaKaHTHBIC IOJDKHOCTH (TIpodeccr, CriennaIbHOCTH)

[Tonp30BaThbCsl MOMCKOBBIMH CHCTEMaMH M WH(OOPMAIIMOHHBIMH PECypCaMu
JUIsi  MOHUTOPMHTA  pbIHKA  TpyJda, TPAXKIAHCKOTO W  TPYAOBOTO
3akoHojarenbeTBa Poccniickoit denepanu

KoHcynbTupoBaTh 1O BOmpocaM pbIHKA TpyJa B dYacTu oOecreyeHHs
[IEPCOHAIIOM

Cobmo1aTh HOPMBI ATHKH JIETTOBOTO OOIIECHUS

Heo0OxoaumMbie 3HAHUS

TexHomornu, METOABI 1 METOAUKHA IPOBEICHUS aHAIU3a U CUCTEMaTU3ALUU
JOKYMEHTOB M HH(OpMaLuu

CtpykTypa oOpraHuM3alii ¥  BakKaHTHbIE JOJDKHOCTH  (mpodeccuw,
CIICIIMAJIBHOCTH)

[Topsimok onpeneneHus NepCneKTUBHOM U TeKyIel moTpeOHOCTH B KaJpax

Hcrounnku obecrieueHusi OpraHu3aiuy KaJapaMu
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Opranuzanusa paboT Ha pa3IMYHBIX y4acTKax MPOU3BOJCTBA, OpraHU3aluy,
oTpaciu

OOmme TeHACHIIMM Ha PBIHKE TpyJa M B OTACIBHOM OTPaCiiv, KOHKPETHOU
npodeccuu (OJKHOCTH, CIICIIHATEHOCTH)

OCHOBHI TICHUXOJIOTHH U COMOJIOTHH Tpyada

OCHOBBI 5KOHOMUKH, OpPraHU3aL1H TPYJa U YIPABJICHUS

TpymoBoe 3aKOHOATEILCTBO U WHBIE aKThI, COJIEPKAIINE HOPMBI TPYAOBOTO
mpasa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHBHBIE IIPABOBBIE AKTHI
Poccuiickoit deneparuu, B 4acTU BEACHUS TOKYMEHTALMH 10 EPCOHAITY

3akoHozarenbcTBO Poccuiickoit denepanvivi 0 MEPCOHATIBHBIX JAHHBIX

JIlokanpHBIE HOPMATHBHBIE AaKThl OPraHU3aLUU, PETYIUPYIOLIUE IOPSAIOK
noadopa nepcoHana

HopMbI 3THKH 1€10BOTO 00IIIeHNs

bazoBsle OCHOBBI UHpOPMaTHKH, CTPYKTYpHOE HOCTPOEHHE
MH(OPMAIIMOHHBIX CUCTEM H OCOOCHHOCTH pabOThl C HUMHU

Hpyrue xapakTepuCTUKU

3.2.2. Tpynosas pyHKuus
[Touck, npuBneyenue, nogdop u 0Toop Yposennb
HaumeHoBanue MepcoHana Kox | B/02.6 | (momyposens) 6
KBaTU(QUKAIIA
IIpoucxoxaeHu BOI1
POHCXOAICHHE TPYAOBO Opurunan X 3auMCTBOBAHO M3 OPUTHHANA
GbyHKIHU
Kon Peructpaunonssiit Homep
OpHUTHHAI MpodeCcCHOHATEHOTO
a cTaHgapra

TpynoBsie necTBUs

[Touck BO BHYTPEHHHUX M BHEIIHUX MCTOYHMKAX MHGOPMAIMU O KaHIUAATAX,
COOTBETCTBYIOIICH TpeOOBaHUSM BaKaHTHOM JOJDKHOCTH (mpodeccuu,
CIIeIIMATbHOCTH)

Pasmemnenne CBEIICHUU 0 BaKaHTHOM  JOJDKHOCTU (mpodeccun,
CHEIHMAILHOCTH) B CPEJICTBAX MAacCOBOM MH(MOpMAIINK

Boi6op cnoco6oB ¥ METOJOB NpPUBICYEHHS] TEpCOHAa B COOTBETCTBHH C
YTBEPKJACHHBIMU TJIAHAMU

[lpoBepka wuHpOpMaKK O KaHAMJATaX Ha BAaKaHTHBIC JIOJIKHOCTH
(mpodeccuu, CriennanTbHOCTH )

[IpoBenenne coOecemoBaHWii W BCTpEY C KaHAWJATaMHM Ha BaKaHTHBIE
TOJKHOCTHU (TIpodheccuu, CIIEUAIBHOCTH) ¢ obecrieueHneM 00paTHOW CBsI3U

OI_IGHKa COOTBETCTBUS KaHOAUIATOB Tpe6OBaHI/I$IM BaKaHTHOﬁ JOJIZKHOCTHU
(mpodeccuu, CIeuaIbHOCTH)

[MonroroBka mpemIokKeHUH 10 (OPMHUPOBAHHIO OrOKETa Ha IOUCK,
NpUBJIeYEHUE, TOA00p B 0TOOP MepcoHana

WNudpopmupoBanne 1 KOHCYIbTHPOBAHHE PYKOBOAWUTENEH MOJpa3AeieHUH U
OpraHM3alyy 110 BOIIPOCAM IIPUBJICUYECHHS IEPCOHAJIA C OLICHKOU 3aTpar

Heo6xoanumeie ymeHUs

OnpenensaTs KpUTEPUU MOKMCKA, IPUBJICUEHHs, TOA00pa U 0TOOpa MepcoHaa

Cobupath, aHAIU3UPOBATh U CTPYKTYpUPOBATh HH(POPMALIMIO O KaHAUIATaX U
MPEAJIOKEHUSAX Ha PhIHKE TPpyJa

[Tonb30BaThCsl MOMCKOBBIMU CHCTEMaMH M MH(MOPMAIMOHHBIMH PECYpCaMHu B
obnactu obecredeHus IepCOHAIOM




11

[IpuMeHATh TEXHOJOTMHW WM METOJMKH TOWCKA, TMPHUBICUYEHUs, IMOadOopa u
0oTOOpa KaHANIATOB Ha BAaKaHTHBIC JOKHOCTH (IIPpOodeccuu, CreIUaIbHOCTH)
B COOTBETCTBHUE C X CIICIUPUKON

Hcnonws3oBaTh CpcacTBa obecrneucHUs MepCcoHalIoM, BKJIrO4as1
COIIPOBOXACHUEC

KoHcynbTupoBath 110 BOIIpocaM MpUBJIECYEHUS IEPCOHANA

CocTaBisiTh W KOHTPOJIUPOBATH CTAaThbU pPAcXOJOB Ha oOecredeHue
MEPCOHAJIOM JIJIsl TUTAaHUPOBAHUSI OI0/KETOB

Co0ut01aTh HOPMBI TUKHU ACITOBOTO OOIIECHUS

Heo0OxoaumMsble 3HAHUS

Hcrounuku obecriedeHusi OpraHu3aliy KaapaMu

TexHONMOTHM W METOAWKHU IIOWCKa, MpHBIEYEHHs, TMojabopa u otdopa
nepcoHasna

Cucrembl, wmetoasl u GOpMBI MaTepuUaIbHOITO M HEMaTepUaIbHOIO
CTUMYJIMPOBAHUS TPYyJAa IIepcoHaNIa

TexHonoruu u MeTo sl HOPMUPOBAHMS U KOHTPOJISI OF0JKETOB

TexHomorun, METOAbl M METOJIMKH MPOBEACHHS aHAIN3a, CUCTEMATHU3alUuU
JIOKYMEHTOB ¥ MH(QOpMAIII

CtpykTypa OpraHu3alid M BaKaHTHBIE JOJDKHOCTH  (Tpodeccud,
CHICIIMAIIBHOCTH)

OO0mue TEeHIEHIMM Ha PHIHKE TpPyJda M B OTACIBHBIX OTPACiaX M BHAAX
poeCCHOHATBHON JEATETHHOCTH

OCHOBEI IICUXOJIOTHH U COIMMOJIOTHUHU Tpyada

OCHOBBI 5KOHOMHKH, OpTraHU3alMHU TPYAa U YIPaBICHUS IEPCOHATIOM

TpynoBoe 3aKOHOJIATEILCTBO W MHBIC aKThI, COJIEPIKAIIE HOPMBI TPYJIOBOTO
npasa

OCHOBBI apXMBHOIO 3aKOHOJATEIbCTBA W HOPMATHBHBIE IPABOBBIE aAKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALIMU 110 IEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOAAaTeNIbCTBA Poccuiickoit @enepanuu

3akoHozgarenscTBO Poccuiickoit denepannm o nepcoHaNbHbIX JaHHBIX

JlokanbpHBIE AaKThl OpPraHW3allid, PETyIUpPYIOIINE MOPSA0K oOecreYeHus
IIEPCOHAIOM

HopMbI 3THKH 1€710BOTO O0IICHUS

ba3oBbie OCHOBBI MH()OPMATHKH, MOCTPOCHUS] HMH(MOPMAIMOHHBIX CHCTEM MU
0Cc00EHHOCTH paboTHl C HUMH

Apyrue -
XapaKTEPUCTUKU
3.2.3. Tpynosas pyHKuus
AJIMUHHCTPUPOBAHUE MTPOLIECCOB U YpoBeHs
HaumenoBanue | JOKyMEHTOOOOpOTa OOecTieueHus Kox | B/03.6 (oypoBeHs) 6
HIEPCOHAIIOM KBAIH(HKALIH
[Ipoucxoxaenue 3anMCTBOBaHO U3

TPYZIOBOH QyHKIUH

Opurunan X

OpurrnHajia

Kon PerucrpanuonHsiil HOMep
OpUTHHAN  TNPO(ECCHOHATBHOTO CTaHapTa
a

Tpynoseie nencTBUs

AHanM3 MpoIeccoB TOKYMEHTO000pOTa, TOKAIBHBIX TJOKYMEHTOB IO BOIIPOCaM
oOecrieueHus mepcoHaIoM

Benenne  uwHpOpManMm O  BaKaHTHBIX  JOJDKHOCTAX  (mpodeccusx,
CIECLMAIBHOCTSX ) M KaHAUJaTax
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JIOKyMEHTAI[MOHHOE ~ COTIPOBOXKACHUE KAHIUIATOB Ha JTamax I[OHMCKa,
MPUBJICUCHHUS, TOA00pa W OTOOpa MEpCcoHajJa HA BAKAHTHBIC JIOJDKHOCTH
(mpodeccuu, crielraaIbHOCTH), HHOOPMHUPOBAHHUE KAHIMIATOB O PE3yJbTaTax
otOopa

[ToaroToBka 3ampocoB 0 KaHAWAATaX B TOCYAApPCTBEHHBIE OPraHbl, B CIydasx
MPEIyCMOTPEHHBIX ~ JCHCTBYIOIIUM  3aKOHOJATENILCTBOM U 00paboTka
MPEOCTABICHHBIX CBEACHUM

[TonrotoBka u 00pabOTKa yBEIOMJICHMH B TOCYJapCTBEHHbBIE OpTaHBbI,
npodeccHoHaIbHbBIE COI03bI U APYTHE MPEICTaBUTEIbHbBIC OPraHbl pAOOTHUKOB
110 BOTPOCaM TOMCKA, IPUBIICUEHUS, 110100pa U 0TOOpa MepcoHaa

ConpoBOXKJICHUE JIOTOBOPOB IO OOCCIICUYCHUIO OPTraHMU3AIMK IEPCOHAIOM,
BKJIIOYAsl TPEIBAPUTENLHBIC IPOLIETYPHI MO MX 3aKIIFOUECHUIO

Heo6xomumbie ymeHust

OOecrieunBaTh JTOKYMEHTAI[MOHHOE COMPOBOXKACHUE BBIXOJA KaHAWAATa Ha
paboTy 1 epeMenieHus mepcoHana

OdopMIsATh TOKYMEHTHI 1O BOMpPOCcaM 00ECIeYeHHs KaJPpOBBIMU pecypcamu,
HeoOXOoIuMBbIE  JIJIi  TPENOCTaBIEHUS B  TOCYJAapCTBEHHBIE  OpraHbl,
npodeccroHabHBIE COO3BI U IPYTHE MPEACTaBUTEIbHBIC OPTaHbl pA0OTHUKOB

Opranu30BbIBaTh XpaHEHWE JOKYMEHTOB B COOTBETCTBHHM C TpPEeOOBAaHUSIMHU
TPYAOBOTO, AapXMBHOTO 3akoHojarenbcTBa Poccuiickoit Penepauuu U
JIOKJIbHBIMU aKTaMU OpraHu3aluu

AHaNM3UpOBaTh JOKYMEHTHI M IEPEHOCUTHh MH(POpMAINio B HH(OOPMAIIHOHHBIE
cucTeMbl ¥ 0a3bl JaHHBIX O KaHJHUAaTax

PaboTath ¢ MHPOPMALIMOHHBIMU CUCTEMaMHU M 0a3aMH JaHHBIX MO BOIIPOCAM
oOecrieueHHs TMEPCOHAIIOM, BEACHHIO IIOMCKA W ydeTa KaHAWJATOB Ha
BaKaHTHBIE TOJDKHOCTH (Ipodeccuu, CrenaibHOCTH)

[IpousBoauTe mpenBapUTENbHbIE 3aKyMOYHbIE MPOLEAyphl U O(QOpPMIIATH
COITYTCTBYIOIYIO TOKYMEHTAILUIO 10 3aKJIIOUYEHHUIO JOTOBOPOB

Opranu3oBbIBaTh M MPOBOIAUTH KOHKYPCHI, O(QOPMIIATH W aHAIU3UPOBATh
KOHKYPCHYIO JOKYMEHTAIMIO

BecTtu nenoByto nepenucky

Co0roaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0OxoaumMble 3HAHUS

[Topsimox odopmiieHHs, BeAeHUS U XpaHEHHUS JOKYMEHTAIMH, CBS3aHHOU C
MOMCKOM, MpPHUBJICYECHHEM, MOAOOPOM M OTOOpPOM TMepcoHajla Ha BaKaHTHBIE
JOJIKHOCTH

[Topsnox dhopmupoBanusi, BeileHUs1 0aHKa JaHHBIX O MEPCOHAIE OpraHU3alUn
Y TIPEAO0CTABIICHUS] OTYETHOCTH

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAITMOHHOTO 00eCTIeYeHUS

TexHoIOrnM, METOJIbI U METOAUKH IPOBEICHMS aHAIM3a U CUCTEMATU3ALNU
JOKYMEHTOB M HH(OpMaLuu

[Topsimox mpoBeeHUs] KOHKYPCOB U 0(OPMIICHHSI KOHKYPCHOM JTOKYMEHTAIHH

[Topsiiok MpOBeACHHUS 3aKYIOYHBIX MPOLEAYP U 0OPMIICHHS COMYTCTBYIOLICH
JOKYMEHTALUU

CtpykTypa oOpraHuM3aliii ¥  BaKaHTHbIE  JOJDKHOCTH  (mpodeccuw,
CIICIIMAJIBHOCTH)

TpynoBoe 3aKOHONATENBCTBO U MHBIE AKThI, COJEPHALIME HOPMBI TPYIOBOTO
Ipasa

OCHOBBI apXI/IBHOFO 3aKOHOAATCIIbCTBA H HOpMaTI/IBHBIe HpaBOBBIe AKThI
Poccuiickoit @enepaiuu, B 4aCTU BEACHUS TOKYMEHTALIMU IO TIEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOIaTeNIbCcTBA Poccuiickoit denepanuun

3akoHo1atenbcTBO Poccuiickort denepannivi 0 MePCOHATBHBIX JAHHBIX

JlokanbHBIE aKTHI OpPraHU3ally, PEryIupYyIOIIKe TOPsIOK MoA0opa nepcoHana

ITops 10K 3aKIIFOUEHUS TOTOBOPOB (KOHTPAKTOB)
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Hopwmbl 3THKH 1e710BOTO OOIIICHUS

bazoBeie OCHOBBI HMH(OPMATHKH, MOCTPOCHUS HH(POPMAIIMOHHBIX CHCTEM H
0COOEHHOCTH PabOThI C HUMHU

HApyrue -
XapakTECPUCTUKHU

3.3. O0o0menHas TpyaoBasi pyHKuus

JledaTenbHOCTh M0 OLIEHKE U aTTECTALUU Vposenb
HaumenoBanue Kon C 6
nepcoHasa KBaTH (UK
IIpoucxoxnexnue
N N 3auMCTBOBAHO U3
0000IIeHHOW TPYIOBOI Opurunan X
opurnHajaa
GbyHKIHUU
Kon PeructpaunoHHusiii HomMmep
OpHUIrUHaJIa podecCHOHAIBEHOTO
cTangapTa
Bo3MoskHbIE Crnenuanuct 1no OlEHKE U aTTeCTalluu IepcoHana
HAaMMEHOBAHUS Cnenuanuct 1o nepcoHany
JOJKHOCTEM, Menemxep no nepcoHary
npodeccuit
TpeboBanus k Bricuiee oOpa3oBanue — 6akanaBpuaT
00pa3oBaHMIO U JlonmomuauTenpHOE MpodecCHoHaIbHOE 00pa30BaHNEe — MPOTPAMMBI
00y4YEeHHIO MOBBIIIEHUS KBANU(UKAILIUH; IPOrpaMMbl TIPOPeCcCHOHATBHOM

MEePENOATOTOBKY B 00JIACTH MPOBEACHUS OIICHKU MTePCOHAlIa

TpeboBaHUs K ONBITY | -
MPaKTHYECKOM pabOTHI

Oco0ble ycrnoBus -
Jorycka K pabore

Apyrue -
XAPaAKTCPUCTHUKHU

JIONOTHUTENBHBIE XapAKTEPUCTUKH

HaumenoBanue 6a30B0i rpymbl, JOKHOCTH

HaunmenoBanue nokymeHTa Ko
AOKIM A (mpodeccun) Uau CHEUATHHOCTH

OK3 2412 CrienanucTsl 1o KajgpaM U npodopHueHTanuu

3423 CrenuanucTsl KaJIpOBBIX CITYXKO M YUPEIKICHUN 3aHATOCTH

EKC Menemxep no nepcoHary

OKIIATP 27755 | DKOHOMHCT TIO TPYAY

22956 | UncnekTop mo kaapam

3.3.1. TpynoBasi pyHK1uA

Opranuzanus 1 TpoBEJACHUE OLIEHKU Vposenb
HaunmeHoBaHue nepcoHana Koxn | C/01.6 (oypOBEHb) 6
KBaJTU(pUKAIH
IIpoucxoxaenue OBOM 3auMCTBOBAHO W3
p A TPyR Opurunan X
¢GbyHKIHN OpHUTHHAJIA

Kon PerucrpannoHHbIit HoMep
opuruHama MpodeccHoHaTLHOTO CTaHaapTa



TpynoBsie necTBUs
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AHanmM3 CTPYKTyphl, IIJIJAaHOB M BAaKaHTHBIX JOJDKHOCTEH (mpodeccuid,
CHeLHaTbHOCTEH) OpraHu3alMi, OCOOCHHOCTEH OpraHu3anuu paboThl Ha
Pa3IUYHBIX yYacTKax MPOM3BOACTBA U KOHKPETHBIX pabO4YNX MecTax

Pa3paboTka TUIaHAa OIGHKM TIEPCOHANIA B COOTBETCTBHH C  IICNISIMU
OpraHu3aIuu

OrneHka TMHAMHUKH POU3BOAUTEIBHOCTH, MHTEHCUBHOCTH U 3()()eKTUBHOCTH
Tpyza Ha pabovYnx MecTax

Omnpenenenue pecypcoB, BBIOOP CPEICTB M METOJOB IMPOBEACHUS OLEHKH
nepcoHasa

IIpoBeneHue OLICHKU ITEpCOHAIa B COOTBETCTBUH C IIJIaHAMU OpraHU3aLUU
ConpoBokJIeHHE [IOTOBOPOB €  OPraHM3alMsAMH —  HCIOJHUTEISAMU
MEpOIIPUATHM IO OLEHKE IIepCOHANA, BKJIOYass IPEIBAPUTEIIbHBIC
MPOLIEAYPHI 110 UX 3aKIIOYEHUIO

KoHcynbTHpOBaHUE TepcoOHAia IO BOMPOCAM OLCHKH, BKIKOYAs OICHKY
3aTpar

AHanmu3 pe3ylbTaTOB OLIEHKM [EepCOHANA, MOJArOTOBKA pPEKOMEHIAIui
PYKOBOJCTBY H IIEPCOHATY

[MoxroroBka mpeiokeHui Mo GOpMHUPOBAHUIO OIOJKETA 110 OPraHU3aALUU U
IIPOBE/ICHUIO OLIEHKH NepcoHaa

Heo6xoanumeie ymeHUs

Heo0OxonnMeie 3HAaHUS

OnpenensTs napameTpbl U KPUTEPUU OLIEHKH IIEpCOHAa

Onpenensatb W TNPUMEHATh CPEACTBA W METOJbI IMPOBEACHUS OLEHKHU
nepcoHasna

Boinenars (onpenensars) rpynnbl NepcoHana s IpOBEACHUS OLICHKU
OnpenensaTh MHTEHCHUBHOCTh TPYyJda M 30HBI TMOBBIICHUS 3(PGEKTHBHOCTH
nepcoHana

OnpenensaTh MOTUBAITMOHHBIC (DAKTOPHI IPOBEICHUSI OIIEHKH TIEpCcoHaa
CocTaBiATh U KOHTPOJUPOBATH CTaThU PACXOJ0B HA OIEHKY NEPCOHAJA IS
IUTAHUPOBAHMS OIOIKETOB

O6GecneynBaTh OpraHU3aIlMOHHOE COMTPOBOXKICHUE OIICHKU TTEPCOHAIa
O0GecnieunBaTh  COXPAHHOCTh KOH(UIAEHIMATBHOW HHpOpManuu  Tpu
MIPOBEICHUH OLIEHKU TIEpCcoHaa,

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUHM C TPeOOBAHUSIMH
TPYAOBOIO, AapXMBHOI'O 3aKoHojarenbcTBa Poccuiickon ®enepanuun u
JIOKaJIbHBIMU HOPMATHBHBIMU aKTaMH OpraHU3aIUN

Cobuparp, aHaIM3UpPOBaTh U  CTPYKTYpUpOBaTh  HMHPOpPMALUIO O
HPEATI0KEHISIX 110 OIIEHKE MEPCOHANA Ha PhIHKE TPYyAa

[Ipou3BoauTs MpeaBapUTENbHBIE 3aKYNOYHBIE MPOLEAYPHl U O(OPMISATH
COIIYTCTBYIOIIYIO JOKYMEHTAIUIO 110 3aKIF0UYEHUIO JOTOBOPOB

OHpeI[eJBITB ycjioBusd OJid  3aKJIOUYCHUA OOTOBOPOB Ha YCIyru II0
IMPOBEACHNIO OLICHKHU IIE€pCOHAJIa

CucremarusupoBaTh, 0000IIaTh W aHAIM3UPOBATH PE3YJIBTATHl OLEHKH
IepcoHasa

ObecneunBaTh OOpPAaTHYIO CBSI3b IO pE3y/bTaTaM IPOBEJICHHON OIICHKH C
IIEPCOHAJIOM M PYKOBOJCTBOM

[Tonp30BaThcs MOMCKOBBIMU CHUCTEMaMH, WH(OPMAIIMOHHBIMU pecypcamu U
0a3aMM JAHHBIX 110 IPOBEJCHUIO OLIEHKH IIEpCOHasa

Pa3pabaTpiBaTh peKOMEHAAMM TIO Pa3BUTHIO IepCOHATa Ha OCHOBE
MIPOBEICHHOMN OLICHKH

Co0ur01aTh HOPMBI TUKHU ACITIOBOTO OOIIIEHUS

TexHoIoTUM ¥ METOJIBI OTpe/IeeHHS TPOPECCHOHAIBHBIX 3HAHUM, YMEHUHA 1
KOMIETECHIIUI

TexHOIOTUH U METOABI OLIEHKH JINYHOCTHBIX KAYECTB U XapaKTEPUCTHUK



Hpyrue xapakTepUCTUKHU

15

Cucrembl, MeToasl U GOpPMBI MaTepUaJBbHOTO U  HEMaTepUaIbHOIo
CTUMYJIMPOBAHUS TPYyJAa IIEpCOHaNa
TexHonoruu u MeTo sl HOPMUPOBAHUS U KOHTPOJIS OIOJKETOB

TexHomorUM, METOIBI M METOIUKHU MPOBEACHUS aHAIU3a M CUCTEMaTU3AINHI
JOKYMEHTOB M HH(pOpMAIHH

OCHOBBI O0OIIEH W COLUAIBLHOW IICUXOJIOTHUH, COLIMOJIOTHH W IICUXOJIOTHHA
Tpyna

OCHOBBI POU3BOICTBEHHOM JIEATEILHOCTH OpraHU3aIUH

[Topsimok  mpoBeneHUS ~ 3aKyMOYHBIX  mporenyp U odopmieHus
CONYTCTBYIOLIEN JOKYMEHTALUU

CtpykTypa oOpraHu3alMd ¥  BakaHTHbIE JIOJDKHOCTH  (mpodeccuu,
CIICIIHATLHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COAEPKALLNE HOPMBI TPYAOBOIO
npasa

OCHOBBI apXHWBHOIO 3aKOHOJATEIbCTBA W HOPMATUBHBIE IPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS JOKYMEHTALUU 110 IIEPCOHAILY
3akoHo arenbcTBO Poccuiickoi denepaninn 0 NepCOHATbHBIX JaHHBIX

JlokanpHble HOPMATHUBHBIE AaKThl OPraHU3allUU, PETYIHUPYIOIIKE TOPSI0K
OIICHKH MepcoHaa
[Topsimok 3aKJIFOYEHUs TOTOBOPOB (KOHTPAKTOB)

Hopmbl 3THKH 1€7T0BOTO O0IIEeHUs
ba3oBrle OCHOBEI nH(popMaTHKy, CTPYKTYpHOE HIOCTPOCHHE
UH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOTHl C HUMHU

3.3.2. TpynoBasi pyHKIUA

HanmenoBanue TnepcoHaa

IIpoucxoxnenue Tpya0Boi
byHKIIIN

TpynoBsie necTBUs

Opranuzanus 1 TpoBEJCHUE aTTECTAUHN YpoBeHb
Kox | C/02.6 | (mogyposeHs) 6
KBaTH(pUKAITH
Opmrunan X 3arMMCTBOBAHO U3
OpHUTHHAJIA
Kon PerucrpannoHHbIit HOMep
OpUTHHAJNA npoeCCHOHATBHOTO
CTaHIapTa

AHanmM3 CTPYKTYphl, ITUIAHOB M BaKaHTHBIX JOJDKHOCTEH (mpodeccuid,
CIEIMAILHOCTE) OpraHu3alii, OCOOCHHOCTEW OpraHu3anuu paboThl Ha
Pa3IUYHBIX YYacTKax MPOM3BOACTBA U KOHKPETHBIX pabO4YNX MecTax

Pa3paboTka MpPOEKTOB MOKYMEHTOB, OMNPEICISIONIMX TMOPSIOK AaTTeCcTalluu
nepcoHala, ¢ OIEeHKOI 3aTpar

ConpoBoskIeHHE TIPOIIecca aTTECTAMK U PA0OTHI ATTECTAIMOHHON KOMUCCHH
[ToaroToBka mpeIo)eHui 1Mo HOPMUPOBAHHIO OIO/KETAa HA OpTraHU3AIMNIO U
MIPOBE/ICHHUE ATTECTALIMH ITepCOHANIA

[ToaroToBKa TPEIOKEHUHA O COOTBETCTBHH PAOOTHHKA JOJIKHOCTH
(mpodeccun, ciennanbHOCTH) MO Pe3yabTaTaM aTTEeCTallud B COOTBETCTBHUH C
3akoHoJaTenbcTBOM Poccuiickoit denepanu

Heo6xoanumeie ymeHUs

Onpenenars napaMeTpbl U KPUTEPUU aTTECTALIMU [TIEPCOHAIA
Onpenenars 1 TPUMEHSTh CPEACTBA U METO/IbI ATTECTAIlUN
Boienars rpyniibl nepcoHana sl IpoBEAEHUS aTTECTalluU




Heo0OxonuMele 3HAaHUS
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O6ecneynBaTh JOKYMEHTAITMOHHOE COMTPOBOKICHNE aTTECTAIIMU TIEPCOHANIA

CocTaBisITh M KOHTPOJIMPOBATH CTaThU PAcXOJ0B Ha aTTECTALMIO IIEpCOHaNa
JUIs TUTAaHUPOBaHUS OIOIKETOB

[Tonb3oBatbcst WHPOPMAIMOHHBIME ~pecypcaMu W 0a3aMH  JaHHBIX II0
MPOBEJICHUIO ATTECTAlUU

Bectu yduer u perucrpanuio JOKyMEHTOB B MH()OPMAITMOHHBIX CHCTEMaX M Ha
MaTEepUAIbHBIX HOCUTENSAX

Oprann3oBbIBaTh XpPAaHCHHE JTOKYMEHTOB B COOTBETCTBUHM C TPEOOBAHUSIMHU
TPYAOBOrO, AapXMBHOTO 3akoHoAaTenbcTBa Poccuiickor Penepauuu U
JOKAJIbHBIMU JOKYMEHTAMHU OPTraHU3aIuu

[Ipou3BoauTs TpeaBapUTENIbHBIE 3aKyMOYHBIE MPOLEAYPHl H O()OPMIATH
COITYTCTBYIOIIYIO JOKYMEHTAIUIO 110 3aKIF0UYEHUIO JOTOBOPOB

Co0uro1aTh HOPMBI TUKHU ACITIOBOTO OOIIEHUS
[TopsI0K U TEXHOJIOTHS TIPOBEICHUS aTTECTAIH

TexXHONIOrHH U METOJIbI ONPEIEIICHHUS U OIICHKU MPOGECCHOHATBHBIX 3HAHUM,
YMEHHI U KOMIIETEHIHI

Cucrembl, Meronsl M (GOPMBI MaTepHAIBLHOTO W HEMAaTEepPHAIHLHOTO
CTUMYJIMPOBAHUs TPyAa IEPCOHANA

TexHonoruu u MeTo1bl HOPMUPOBAHHS U KOHTPOJISI OI0PKETOB

TexHomornu, MEeToAbl U METOAMKHU IPOBEICHUS aHAIW3a U CUCTEMATHU3aLUuU
JIOKYMEHTOB M HH(pOpMAIHH

OCHOBBI POU3BOICTBEHHOM JIEATELHOCTH OpraHU3aluN

OCHOBEI 00Illell M COLMAJIBLHONW IICUXOJOTMH, COLIMOJIOTMA W IICUXOJOTUH
Tpyna

[Topsimok ~ mpoBeACHWS ~ 3aKyNMOYHBIX  mporeayp W odopmieHus
CONYTCTBYIOIIEN JOKYMEHTALUN

CtpykTypa oOpraHm3allid W  BaKaHTHBIE  JOJDKHOCTH  (mpodeccuu,
CIIeIIMATbHOCTH)

TpynoBoe 3aKOHOJATEIBLCTBO M MHBIE AKThI, COJAEPIKAIIAE HOPMBI TPYIOBOTO
npasa

OCHOBBI apPXMBHOTO 3aKOHOJIATEJIbCTBA W HOPMATHUBHBIE IPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS JOKYMEHTALUU 110 IIEPCOHAILY
3akoHoaTenbcTBO Poccuiickoi denepannn 0 NepCOHATbHBIX JaHHBIX

JlokanpHbIE HOPMATHMBHBIE AaKThl OpPraHU3aLUU, PETYIUPYIOIIHUE IOPSAIOK
OLICHKH IIEpCOHAIA

[Tops 1ok 3aKiII0ueHuUs1 JOrOBOPOB (KOHTPAKTOB)
Hopmsbl 3THKH 1€70BOT0O OOLIEHUS

bazoBnie OCHOBBI UH(OPMATUKH, CTPYKTYpHOE MMOCTPOCHHE
WH()OPMAITMOHHBIX CHCTEM U OCOOEHHOCTH pabOThI C HUMHU

Apyrue
XapakTEePUCTUKHU

3.3.3. TpynoBasi pyHk1us

AJMUHUCTPUPOBAHUE TTPOIECCOB U YpoBeHb
HaumeHoBanue | TOKyMEHTOOOOPOTA MPH MPOBEICHUN Kox | C/03.6 (momypoBeHs) 6
OLIEHKH U aTTeCTaluu IepcoHana KBaTH(PHKALHH

IIpoucxoxxnenue Tpy10Boi
byHKIIIN

3arMCTBOBAHO U3

Opurunan X
OpHMIUHaNA

Kon PerucrpannoHHbIit HoMep
opurrHana npo(ecCHOHATBFHOTO CTaHIapTa
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TpynoBsie neicTBUs

AHanm3 mpoIeccoB TOKYMEHTO000POTa, IOKAJTBHBIX JOKYMEHTOB 10 OIICHKE U
aTTeCTallMu NIepcoHala

OpraHu3anroHHOE COTPOBOXKICHIE MEPOIIPUSATHI 11O OIIEHKE ITEPCOHAIA M €T
arTecralnuu

OdopmiieHre mporecca U pe3yabTaToB aTTECTAlUH ITepCoHalIa

WNudopmupoBaHne nepcoHasia 0 pe3ynbTaTax OLEHKU U aTTeCTallluH

IToaroroBka npeuIokKEHUN MO Pa3BUTHIO IIEPCOHAIIA IO PE3YJIbTaTaM OLEHKH

ConpoBox/JieHHE  JOTOBOPOB IO  OKa3aHUIO  KOHCYJIbTAllUOHHBIX U
MH(GOPMAIMOHHBIX YCIYT MO OIICHKE U aTTECTAllMH IepcoHaa

Heobxomumbie ymeHust

ObecneunBaTh JOKYMEHTAITMOHHOE COTPOBOXICHUE OLEHKH WM aTTEeCTallUud
repcoHasa

OdopMisaTh AOKYMEHTHl IO BOIPOCAM OLIEHKHM M aTTecTallMd IepcoHaa,
MPEIOCTABIIIEMbIE B TOCYJaPCTBEHHBIE OPraHbl, MPOGECCHOHATBHBIE COIO3BI 1
JpyTHe IpeICTaBUTENIbHbBIE OPraHbl pabOTHUKOB

AHanu3upoBaTh IpaBWiIa, MPOLEAYpPbl U MOPAJIKH INPOBEACHUS OLEHKU U
aTTeCTaluy IIepCoHalIa

Bectu YUCT U pETUCTPALIUIO JOKYMCHTOB B I/IH(l)OpMaI_[I/IOHHBIX CHUCTEMAX U Ha
MaTCpHAJIbHBIX HOCHUTCIIAX

OpFaHI/I3OBBIBaTB xpaHeHHe ,Z[OKYMGHTOB B COOTBCTCTBHH C Tp€6OBaHI/ISIMI/I
TPYAOBOTO 3aKOHOaTeNbcTBa Poccuiickoit deaepaiiuu 1 JIOKAIbHBIMUA aKTaMU
OpraHu3aluu

Bectu nenoByro nepenucky

PaboTaTte ¢ nHGOPMAIIMOHHBIMUA CHCTEMaMU M 0a3aMU JTaHHBIX IO BOIPOCAM
MMPOBCACHUA OLCHKU U aTTCCTAllMU MTCPCOHAJIA, BEACHUIO YUCTA KAHAUJATOB HA
BaKaHTHBIC TIOJDKHOCTH (TIpodeccun, CriennaTbHOCTH)

AHaNM3MpOBaTh JOKYMEHTHI U IEPEHOCUTH UHPOPMALIUIO B HH(OPMAIIHOHHBIE
cucTeMsl M 0a3bl JaHHBIX

Cobmo1aTh HOPMBI ATHKH JIETTOBOTO OOIIECHUS

Heo0OxonuMele 3HAaHUS

[Topsimok odopmieHus, BeieHUS U XpaHEHUsS IOKYMCHTAI[UHU, CBS3aHHOMW C
MPOBEJACHUEM OLICHKHU U aTTeCTallMu IIepCcoHaa

[Topsnox dopmupoBanus, BefeHHs] OaHKa JaHHBIX O MEPCOHANIe OpraHU3aluu
Y TIPEAO0CTABIICHUS] OTYETHOCTH

[Topsnox mpoBeeHHs 3aKyOYHBIX IpoLeaAyp U 0(hOpMIIEHHS COMYTCTBYIOLIEH
JTOKYMEHTAIUU

[Topsimox odopMIIeHHS HOKYMEHTOB, MPEIOCTABISEMBIX B TOCYJapCTBEHHBIE
opraHbl, TpOQpECCUOHATBHBIE COI3bl U JPYIHE IMPEICTABUTEIbHBIC OPTaHBI
paboOTHUKOB

OCHOBBI TOKYMEHTO000POTa U TOKYMEHTAITMOHHOTO 00eCTIeYeHUS

CtpykTypa oOpraHu3allid W  BaKaHTHbIE  JOJDKHOCTH  (Tipodeccuw,
CIICIIMAJIBHOCTH)

TpynoBoe 3aKOHOIATEILCTBO U MHBIE AKTHI, COJAEPIKALLIUE HOPMBI TPYAOBOIO
IpaBa

OCHOBBI apXI/IBHOFO 3aKOHOAATCIIbCTBA H HOpMaTI/IBHBIe HpaBOBBIe AKTbI
Poccuiickoit deneparuu, B 4aCTU BEACHUS TOKYMEHTALIMU IO TIEPCOHATY

3akoHonarenbcTBO Poccuiickoit denepanny o nepcoHanbHBIX TaHHBIX

TexHomOoruM, METOABl U METOJMKH MPOBEACHUS aHAJIM3a M CHUCTeMaTU3alluu
JOKYMEHTOB M UH(pOpMaIiu

JlokanpHbIE HOpPMATUBHBIE aKThl OpraHU3ALMM, PETYIMPYIOLIUE IOPSIIOK
OLICHKH U aTTECTalluy IIepCOHAalIa

ITops10K 3aKIIFOUEHUS TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1e710BOTO OOIIICHUS
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ba3oBbie OCHOBBI HHPOPMATUKH, CTPYKTYPHOE ITOCTPOCHHE HH()OPMAIIMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

Apyrue
XaPaAKTCPUCTHUKHU

3.4. O0o0menHas TpyaoBasi pyHKIus

VYposenb
HanMeHOBAHIE JleqaTenbHOCTh 10 Pa3BUTHUIO IEPCOHANA Kox D p 6
KBaTH(pUKAITIH
IIpoucxoxnenue
o M 3anMMCTBOBAHO U3
00001IeHHON TPYIOBOI OpuruHan X
OpHUTHHAJIA
¢GbyHKIHUU
Kon PeructpaunonHsiit Homep
OpUrvHaia podeCcCHOHaNBEHOTO
cTaHgapTa
Bo3MoxHbIE Crenamct 1o pa3BUTHIO U O0YUECHUIO TIEpCcoHasa
HanMMEHOBaHUS Crenuanuct 1o pa3BUTUIO Kapbephbl ITepcoHAlIa
TIOJKHOCTEHN, Cnenuanuct no nepcoHainy
npodeccuit Menemxep 1o nepcoHany

TpeboBanus k
00pa3oBaHUIO U
00y4EeHHIO

Bricmiee oOpazoBanme

JlononauTenpHOE TPOhecCHOoHaTbHOE 00pa30BaHUE — IPOTPAMMBI
MOBBIIIIEHUS KBATM(UKAINH; TPOTPaMMBbI PO(ecCHOHATBHOM
MEPETOArOTOBKH B 00JIACTH OPTaHU3AIIMOHHOTO U TTPO(HEeCCHOHATTLHOTO
pa3BUTHS TTEPCOHATIA

TpeboBaHUs K OIBITY
MPaKTUYECKOU pabOoThI

Oco0bble ycrnoBus
Jormycka K pabote

Apyrue
XapaKTEePUCTUKHU

JIONOTHUTENBHBIE XaPAKTEPUCTUKH

HaunmenoBanue nokymenra Kon

HaunmenoBanue 6a30Boii rpymiibl, JOHKHOCTH
(mpotheccun) MM CTIEUATBHOCTH

OK3

2412 CrienuaymucThl 0 KaapaM U MpopOpUCHTAINH
3423 CrienanicThbl KaJIpoBBIX CIYXKO U YUpEKICHUM 3aHATOCTH

EKC

Menemxep 1o nepcoHany

OKIIJITP

27755 | DKOHOMHUCT 11O TPYLy
22956 | MucnekTop mo Kajapam

3.4.1. Tpynosas pyHkuus

Opranuzanus v NpoBeACHUE MEPOITPUATUI YpoBeHb
HaumenoBanue | 110 pa3BUTHIO M MIOCTPOCHUIO Kox | D/01.6 | (moxyposens) 6
npodeccCHoHALHOM Kapbephl IEpcoHala KBanHQuKALHI
Tporcxonxenne TpynoBoi Opurunan X | 3aMMCTBOBAaHO M3 OPHUTHHANA
¢GbyHKIHN
Kon PerucrpannoHHbIit HoMep
OpHUTuHajIa npodeccHoHATLHOTO

CTaHgapTa
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TpynoBsie neicTBUs

AHaJIN3 CTPYKTYPHI, IUIAHOB U BAKAHCHI OpraHu3alluu

AnHanu3 ocoOeHHOCTeH paboThl Ha PA3IMYHBIX y4YacTKaxX IPOHM3BOACTBA H
KOHKPETHBIX pabounx MecTax

[ToaroroBka MTPOEKTOB JOKYMEHTOB, OINPEACISIIONINX TOPSIOK pPa3BUTHUSA
MepCOHANIA U IOCTPOCHUS TPO(HECCHOHATLHOM Kapbephl C OLIEHKOH 3aTpar

Pa3zpaboTka mianoB nmpodeccuoHabHON Kapbephl pAOOTHHKOB

dopmMupoBaHHUE KaIpOBOTO pe3epBa

Opranuzanus MEpONPUATHI o Ppa3BUTHIO u MOCTPOEHUIO
npodecCHOHATIBLHON Kapbephl epcoHaa

[TonroroBka mpenaoxkeHui mo GopMHUPOBAHUIO OI0)KETa HA OPTaHU3AIHIO U
MIPOBEJICHIE MEPOTIPUSATHH 10 PA3BUTHIO U MOCTPOCHUIO POGECCHOHATBHON
Kapbepbl epcoHana

Ananus 3(ppeKTHBHOCTH MEPONIPUATHIA IO PA3BUTHUIO NIEPCOHANA, MTOJATOTOBKA
MPEJI0KEHU 110 PA3BUTHIO

Heo6xoanumelie ymeHUs

AHanuM3upoBaTh  YpOBEHb OOIIEr0 pa3BUTHA M IPOQecCHOHATHHON
KBaTM(UKAIIMH TIEpCcoHasa

OnpenensT KpaTKOCPOUHBIE M JOJTOCPOYHBIE MTOTPEOHOCTH Pa3BUTHA
NEepCOHaJa U MOCTPOEHHUs €ro Npo(hecCHOHAIbHONW Kapbephl

OnpenensTe KpuTepun GopMUpOBaHHS KaJIpOBOTO pe3epBa OpraHU3aIiH

CocTaBiATh HHAMBUAYAIbHBIE TUIAHBI KAPHEPHOTO Pa3BUTHUS NIEPCOHAIIA

[IpuMEHATh TEXHOJOTMM W METOAbl PA3BUTHUsS IIEPCOHANA M IIOCTPOCHUS
po¢eCCuOHATBHON Kapbephbl

CocTaBisiTh TMPENIOKECHUS W KOHTPOJMPOBATH CTaThbH pAacxXollOB Ha
MpPOrpaMMbl U MEPONPHUSITHS 1O PA3BUTHUIO TEPCOHATIA M TOCTPOCHUIO
po¢eCCHOHAIBHON Kapbephl 715 TIFIAHUPOBAHUS OFOHKETOB

Onpenensate 3()()EeKTUBHOCTD MEPONPUATHIA IO PA3BUTUIO MEPCOHANa U
IIOCTPOSHUIO MTPO(ECCHOHAIBHON Kapbephl

PaboTath ¢ HHQOPMAITMOHHBIMU cUCTEMaMHU U 0a3aMH TaHHBIX MO MEPCOHATY

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0OxoaumMble 3HAHUS

Cuctema, criocoObl, METO/IbI, HHCTPYMEHTBI MOCTPOEHUS NMPO(heCcCHOHATBHOM
Kapbepbl

Meroapl ompeneneHUss W OIEHKH JIMYHOCTHBIX W TPO(ecCHOHATBHBIX
KOMIIETEHIIUN

Cucrempl, ™eronbl U (GOpPMbl MaTepUAIBHOIO W HEMaTepUaIbHOIO
CTUMYJIMPOBAHUS TPyla EPCOHAIA

TexHonoruu, MeTo 1l POPMUPOBAHUS U KOHTPOJIS OIO/IKETOB

TexHomornu, METOABl U METOAMKU MPOBEICHUS aHAIU3a U CHCTeMaTU3alUuu
JOKYMEHTOB M HH(OpMaLuu

OcHoBBI TPO(ECCUOHATTLHON OPUEHTAIIUU

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO O0eCTIeYeHUS

OcHOBEI HpOH3BO,Z[CTBeHHOI>'I ACATCIIbHOCTU OpTraHrU3allnun

OcCHOBBI O0WIEH M COLMAIBHONW IICMXOJIOIMHM, COLIMOJIOTMM M IICUXOJIOTHH
prz[a

CtpykTypa oOpraHu3anyi W  BaKaHTHBIC JIOJDKHOCTH  (mpodeccuu,
CIEeIIMATbHOCTH)

pr,Z[OBOe 3aKOHOAATCILCTBO U WHBIC AKTbI, COACPKAIUC HOPMBI TPYIOBOTO
npaBa

3akoHo1atenbcTBO Poccuiickort denepannivi 0 MePCOHATBHBIX JaHHBIX

JlokanbHBIE HOpPMAaTHBHBIE AaKThl OpPraHU3allUd, PErYIMPYIOIIME MOPAIOK
Pa3sBUTHSL U IOCTPOECHUS IPOPECCHOHATBHOM Kapbephl IEpCOHATIA

ITopsA0K 3aKIIFOUEHUs TOTOBOPOB (KOHTPAKTOB)
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Hopwmbl 3THKH 1emoBoro o0IeHus

bazoBbie OCHOBBI uH(OPMATHKH, CTPYKTYpHOE MOCTPOCHUE
WH(OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PabOThI ¢ HUMH

Jpyrue XxapakTepuCTUKU

3.4.2. TpynoBasi pyHKIUSA

HanmenoBanue

IIpoucxoxnenue Tpya0Boi
byHKIIAN

TpynoBsie nercTBUs

Heo6xomumbie ymeHust

Opranu3zanys o0ydeHus nepcoHana Kox | D/02.6 YposeHb (1101ypoBCHS) 6
: KBaJTU(pUKAIH
OpuruHan X 3anMCTBOBaHO W3 OpUTHHAJIA
Kon Perucrpannonusiit Homep
OpUrHHaa podeCcCHOHANIBHOTO
cTaHjapra

AHanu3 pelHKa 00pa30BaTEIBHBIX YCIYT M IMOTPEOHOCTEH OpraHu3alu B
00y4eHHHU TIepcoHaa

Pa3paboTka IJIaHOB, METOJMYECKUX MAaTEpUalOB, YYEOHBIX IUIAHOB U
IporpamMM, TPOEKTOB JIOKAIBHBIX aKTOB MO OOYYEHHIO M Pa3BUTHIO
HepCOHAlIa, BKIIIOYAs OIICHKY 3aTpaT

Opranuzanus MEpONpUSITHH 10 00YyYCHHUIO TIEPCOHANA
[ToaroToBka mpeayiokeHuid MO (OPMUPOBAHMIO OOJPKETAa Ha OPraHU3alMI0
00y4YeHHs MepcoHaa

Ananu3 3¢ (heKTUBHOCTH MEPONIPUATHI 110 00YUEHHUIO TIepCoHaa
AHaTM3upOBaTh M OMPEIETATH MOTPEOHOCTH B 0O0YYEHHH TPYIII IIEPCOHANA B
COOTBETCTBHH C IIENISIMU OpraHU3aluu

Pa3pabareiBaTh TIAHBI TOATOTOBKH, IIEPETIOJTOTOBKM W TOBBIIICHUS
KBaJTM(HUKAIMU KaJpOB, yUeOHbIE TUIAHBI U TIPOTPAMMBI

AHanM3upoBaTh PHIHOK 00PA30BATENBHBIX YCIYT W TOTOBHUTH HPEAIOKEHUS
10 MTOCTABIIUKAM yCIYT

Opranu30BbIBaTh 00yUYaIOIINE MEPOTIPHATHUS

CocTaBisATh M KOHTPOJHMPOBATH CTAaThbH PACXOJOB Ha OOydeHHE MNepcoHaa
IUIs TUITAHUPOBAHUS OFOJIKETOB

Pa3pabaTbiBaTh 1 KOMIUIEKTOBATh y4eOHO-METOIMUECKUE TOKYMEHTHI
[TpouzBoauTh O1IeHKY 3P (HEKTUBHOCTH OOYUCHHS TIEpCOHaa

[Tpon3BoauTh TpenBapUTENbHbIE 3aKYINOYHBIE MPOLEAYpbl U odopmieHne
COIIYTCTBYIOIIEH NJOKYMEHTAIUH 10 3aKJIIOYEHUIO T0TOBOPOB

PaboTath ¢ HHPOPMAITMOHHBIMU CUCTEMaMHU U 0a3aMH JJaHHBIX MO IEPCOHATY
Pa3pabareiBaTh M OQOPMIATE ITOKYMEHTHI IO IPOLECCaM OpraHU3aLUH
o0y4yeHHs MepCcoHala U UX pe3ysbTaTam

Co0mroaTh HOPMBI ATHKHU JIEJTIOBOTO OOIICHHS

Heo0OxoaumMsble 3HAHUS

MeTobl, ”HCTPYMEHTHI UCCIeI0OBaHUs NOTPEOHOCTH B 00yUEHHH MEepCoHaa
Meropomnorust 00yueHus

TexHomornu, METOABl M METOJUKHM MPOBEICHUS aHAIH3a M CHCTEMAaTH3aLlUH
JOKYMEHTOB U HH(pOpMaLUU

[Topsimok pa3pabOTKM IUIAHOB MOATOTOBKH, IEPEHNOJATOTOBKH W IOBBIIICHUS
KBaJTM(HUKAIMU KaJPOB, YUCOHBIX TUIAHOB U IPOTPaMM

Cucrembl, MeToabpl W (GOPMBI MaTE€pPUAIBHOTO M  HEMaTepHaIbHOTO
CTUMYJIUPOBAHU TPyAa NEpCOHATA

TexHomoruu u MeTob! GOPMUPOBAHUS U KOHTPOIIS OIOKETOB

HOpHZ[OK BCACHUA Y4Y€Ta W OTYCTHOCTHU I10 IMOATOTOBKC U IMOBBINICHUIO
KBaTMUKAIMK TIEpCcoHasa




Hpyrue xapakTepuCTUKU
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OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAITMOHHOTO O0eCTIeYCHUS

OCHOBBI TCXHOJIOT'NHU HpOI/IBBOI[CTBa " OCATCIbHOCTHU OpFaHI/I3aI_II/II/I

OCHOBBI O0IIE W CONMAIBHON IICUXOJOTWH, COLIMOJIOTHA M IICUXOJIOTHH
Tpyna

[Topsimok  mpoBemeHHWs ~ 3aKyMOYHBIX  mporeAyp H  0hOpMIICHHS
CONYTCTBYIOIIEH JOKYMEHTAUN

CtpyKkTypa opraHusanuu

TpynoBoe 3aKOHOIATEIHCTBO M MHBIC aKThI, COJIEPKAIIUE HOPMbI TPYIOBOTO
npaBa

OCHOBBI apXI/IBHOI‘O 3aKOHOJATCJIbCTBA H HOpMaTI/IBHBIe HpaBOBBIe AKThI
Poccuiickoit ®enepaiuu, B 4aCTU BEACHUS TOKYMEHTALIMU IO IEPCOHATY

OcHOBBI HAJIOTOBOT'O 3aKOHOaTeNbcTBA Poccuiickoit deaepannu
OcHOBBI 3aKOHOATENbCTBA 00 0O0pazoBanuu Poccuiickoit deaepannn

3akoHonarenbcTBO Poccuiickoit denepanny o nepcoHanbHbIX TaHHBIX
JlokanbHble HOPMATHBHBIE AKThl OPraHU3ALUH, PETYIUPYIOIUE O00ydeHue
IIepCoHaJIa

[Topsimok 3akiIt0ueHHs JOTOBOPOB (KOHTPAKTOB)

HopMmsbl 3THKH J1€T0BOTO OOLIECHHS
bazoBrle OCHOBEI MH()OPMATHKH, CTPYKTYpHOE IIOCTPOCHHE
MH(POPMAIIMOHHBIX CUCTEM H OCOOCHHOCTH pabOThl C HUMHU

3.4.3. TpynoBasi pyHKIUSA

Opranusanys aganTaluy ¥ CTaKMPOBKH YpoBenp
HaumeHoBaHUe NepcoHana Kox | D/03.6 (OLypOBEHB) 6
KBaJTU(pUKAIH

IIpoucxoxaenue Tpy10BOH
¢GbyHKIHN

Opuruaan X 3anMCTBOBAaHO W3 OPUTHHATIA
Kon Perucrpannonusiit Homep
opuTHHaNa po¢eCCHOHATHLHOTO
CTaHIapTa

TpynoBsie necTBUs

AHanu3 yCHENIHbIX KOPIOPATUBHBIX MPAKTHUK I10 OPraHU3alMM afanTaluu U
CTa>KMPOBKE IIEpPCOHaa

Pa3paboTka nuaHOB aganTanuu, CTAXKUPOBKY MEPCOHATIA C OIICHKOM 3aTpaT

Opranu3zanys MEpONpHUITHIA M0 aJanTalllK, CTAXXUPOBKE EpCoOHAIa

HO,Z[I‘OTOBKa Hpe,Z[J'IO)KeHI/Iﬁ MO0 COBCPHICHCTBOBAHWIO CHUCTCMbBI aaarTaluu,
CT2XHPOBKH IEpCOHAIIA

[ToaroroBka mpeanoxeHuid 1mno (GopMUPOBaHUIO OIOHKETa HAa OpPTraHU3AIUI0
aJlanTallly ¥ CTAXXUPOBKH MIEpCOHAIA

Ananu3 3(QQGEKTUBHOCTH MEPONPUATHA MO aJanTalud M CTaKUPOBKE
nepcoHaja

Heo6xoaumeie ymeHUst

OHpe,Z[G.HSITB IpyImbl DCpCoOHANIA AJId CTAXKUPOBKU U adallTalluA

OHpe,Z[e.HHTB pa60qu MCCTa IUId MPOBCACHHA CTAXKUPOBKU M aJanTalluv
nepcoHana

COI‘JIaCOBBIBaTB MepOHpI/IHTI/IH ajgarnrTainuun 1 CTa)KI/IpOBKI/I C BO3MOXHOCTSIMU
MIPOU3BOJICTBA

[Ipou3BoauTh aHaAIW3 W OLEHKY pe3yJbTaTOB AaNalTallMd U CTaXXUPOBOK
[epcoHalIa

CocTaBiATh MNPENJIOKEHHUS U KOHTPOJIUPOBATh CTAaThM PAcXxoJ0B Ha
IpOrpaMMbl M MEPONPUATHS IO aJaNTalid W CTAXHUPOBKE IMEpCOHANA IS
TUTAHUPOBAHUS OIOPKETOB
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[IpousBoauTh oOuEHKY 3(G(EKTUBHOCTH MEPONPUATHNH MO aJanTaluu U
CTa)KMPOBKE MEPCOHANA

BHenpsts cucteMbl BOBIeUeHUS paOOTHUKOB B KOPIIOPATUBHYIO KYJIBTYPY

Hcnonp3oBaTh I/IH(I)OpMaI_II/IOHHBIG CHUCTEMBI U 0a3bl JAaHHBIX IO MEPCOHAITY

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0xonnMele 3HAaHUS

Metoap! aganTauy U CTAKHUPOBOK

TexHonornu, METOABl 1 METOJUKH MPOBEACHUS aHAIM3a M CUCTEMAaTHU3alUU
JOKYMEHTOB M HH(OpMaLuu

[Topsimok pa3paboOTKH TUTAHOB aJaNTalliyd TEpCOHAlla Ha HOBBIX pPabouymX
MecCTax, TOJATOTOBKH, TIEPETOJATOTOBKM U TIOBBIIEHUS KBaTU(UKAIIUN
MepcoHalla U OpraHU3aIi CTAKUPOBOK

[Topsimok cocTaBiieHUs] CMET 3aTpaT Ha aIalTalliioO U CTAXHPOBKY TIEpCOHANA

HOPHZ[OK BCACHUA Y4YCTa U OTUYCTHOCTU IO aJallTallukhi U CTAXUPOBKC
nepcoHana

Cuctembl, MeToasl U (GOpPMBI MaTEPHAIBLHOIO U  HEMAaTEpUATbHOTO
CTUMYJIMPOBaHUs TPy1a IEPCOHAIA

TexHonmoruu u MeTobl HOPMUPOBAHUS U KOHTPOJIS OI0/HKETOB

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIILHOCTU OpraHrU3allun

OcCHOBBI OOIE W COLMAIBHON IICUXOJIOTHH, COLMOJIOTMM W IICUXOJIOTHH
Tpyna

CtpykTypa oOpraHu3ald W  BaKaHTHBIE  JOJDKHOCTH  (mpodeccum,
CIEeIIMATBLHOCTH)

TpymoBoe 3aKOHOJATEIBCTBO U WHBIE aKThl, COJEPKAIINE HOPMBI TPYJIOBOTO
npaBa

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesbeTBa Poccuiickoil deneparuu

3akoHonarenbcTBO Poccuiickoit denepanny o nepcoHanbHbIX JaHHBIX

JlokanbHbIE HOPMATUBHBIE aKThl OpraHU3alluH, PETYIUPYIONIUE alaNTalUi0 U
CTa)KMPOBKY II€pCOHANA

OCHOBBI IOKYMEHTO000POTa M TIOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

[Topsimok 3aKiIt0ueHHs JOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1e10BOT0 00IIIeH!s

bazoBrle OCHOBEI UH()OPMATHKH, CTPYKTYpHOE MOCTPOEHUE
MH(GOPMAIIMOHHBIX CUCTEM H OCOOCHHOCTH pabOThl C HUMHU

Hpyrue xapakTepuCTUKHU

3.4.4. Tpynosas pyHKuus

HanmenoBanue

[TpoucxosxneHune Tpya0BoH
¢GbyHKIHU

AIMUHUCTPUPOBAHHE MTPOLIECCOB U v
OBCHb
OKYMEHT0000pOTa TI0 Pa3BUTHIO U p
AOKYM p N P Kox | D/04.6 | (moayposens) 6
npodeccnoHabHOM Kapbepe, 00yIeHHIO, D ——
QJIaNTaluy ¥ CTAKUPOBKE ITepCoHaIa
OpI/IFI/IHaH X 3auMCTBOBAHO U3 opurnHaaa
Kon Peructpaunonssiit Homep

OopurruHajia HpO(l)eCCI/IOHaJ'II)HOFO cTaHaapTa

TpynoBble neficTBuss | AHalIM3 MPOLIECCOB, NPAaBWJI M MOPSAAKOB OpraHU3alMd IIPU IPOBEICHUU

MEPOTIPUITHI 10 Pa3BUTHIO W TPO(ECCHOHATBLHON Kapbepe, OOy4YeHHIO,
aIanTalyy U CTAKUPOBKE MepcoHaIa

JlokyMeHTaIMoHHOEe O(opMIIEHHE PEe3yIbTaTOB MEPONPUATHH IO Pa3BUTHIO H
npodeccHOHATBLHON Kapbepe, 00y4eHHUI0, alanTallii U CTA)XKUPOBKE MEpCOHaIa
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[TogroroBka WHAMBHUIYATbHBIX TMPEIJIOKECHHH HAa OCHOBE pPE3yIbTaTOB
MPOBEICHUS MEPONPHUITHI MO PAa3BUTUI0O M MpodecCHOHATBHON Kapbepe,
00y4eHHIO, afjanTalliy U CTAXKHPOBKE TMIEpCcoHasa

[ToaroToBka NpEASIOKEHHH TIO COBEPUICHCTBOBAHMIO CHCTEM OOydeHus,
ajanTallud W CTAXHUPOBKH, pa3BUTHS M IOCTPOEHHUS MNPo(hecCHOHANbHOM
Kapbepbl IEpCcoHalIa

CormpoBoxieHne JOTOBOPOB o OKa3aHUIO KOHCYJIbTAI[HOHHBIX,
MHPOPMALIMOHHBIX  YCJIYT, HEOOXOAMMBIX JJs MpPOBEACHUS OO0ydeHus,
amanTad W CTAKUPOBOK, pAa3BUTHA W TIOCTPOCHHSA Npo(ecCHOHATHHON
Kapbephl TMEpCOHaja, BKIOYas IpeIBapUTENbHbIE MPOLEAYphl IO HX
3aKIIFOUYCHHIO

BremmonHenue TpeOoBaHMII 1O XpaHEHHWIO WHQPOPMAIMU O pe3ylbTaTax
oOyueHus, ajanTalMd U  CTAXUPOBKH, Pa3BUTHS M  IOCTPOCHUS
npodeccCHoHALHOM Kapbephl IEpcoHalIa

Heo0Oxonnmeie
YMEHHUS

OdopMisaTh NOKYMEHTHI IO BOIpPOCaM MPOBEACHHS OOy4deHMs], ajanTallud U
CTXUPOBKH, PA3BUTHUS U MOCTPOCHUS MPOPECCHOHATIBLHON Kaphephl epcoHaa,
MIPEIOCTaBIIIEMbIE B TOCYIapCTBEHHBIE OPraHbl, MPO(ecCHOHAIBHBIE COIO3bl U
ApyTHUe MpeCTaBUTEIbHbIE OpraHbl pA0OTHUKOB

OOecnieunBaTh JOKYMEHTALIMOHHOE COIMPOBOXKJCHHE OOY4YEeHHS, alanTaluu H
CTXXUPOBOK, Pa3BUTHS U MIOCTPOCHUS MPO(ECCHOHATBHOM Kaphephl MEPCOHATA

AHanuM3upoBaTh TNpaBWiIA, NPOLEAYPHl M TOPSIKA MPOBEACHUS OO0Yy4eHHs,
ajanTallud W CTAXHUPOBKH, pa3BUTHS M IOCTPOEHHUS MNPo(hecCHOHAIbHOM
Kapbepbl IEpCcOHalIa

OpraHu3oBbIBaTh XpaHEHHE [JOKYMEHTOB B COOTBETCTBUU C TpPeOOBaHUSAMU
3akoHomarenscTBa  Poccuiickoir  ®exepanuuu M JIOKaJIbHBIMM  aKTaMU
OpraHMu3alu

AHaNM3UpOBaTh JOKYMEHTHI M IEPEHOCUTh WH(POPMALNIO B MHPOPMALIMOHHBIE
cucTeMsl ¥ 0a3bl JaHHBIX

BecTtu y4er u peructpanuio JOKYMEHTOB B MH()OPMAIIMOHHBIX CHCTEMax W Ha
MaTepUalbHBIX HOCUTEIAX

Paborarh ¢ MHGOPMALIMOHHBIMH CHUCTEeMaMU M 0a3aMu JaHHBIX 110 BONPOCaM
oOydeHUs, amanTaud ¥  CTAXHUPOBKM, pPa3sBUTUA M IOCTPOCHHSA
npodecCHOHATPHON Kapbepbl MEpCOHaja, BEACHUS YdeTa KaHIUAAaTOB Ha
BaKaHTHBIC TIOJDKHOCTHU (TIpodeccr, CrienrnaTbHOCTH)

Bectu nenoByro nepenucky

Cobmo1aTh HOPMBI ATHKH JIETTOBOTO OOIIECHUS

Heo0OxonuMele 3HAaHUS

[Mopsnox odopmiieHus, BEeACHUS U XpAaHEHUS IOKYMEHTAllUM, CBS3aHHOM C
CUCTeMON OOy4YeHMs, aJanTallid W CTAXUPOBKH, Pa3BUTHS U TIOCTPOCHUS
npodeccnoHanbHOM Kapbephl IepcoHala

[Mopsimox popmupoBanusi, BeeHUs1 OaHKA JAHHBIX O TIEPCOHANIE OPTraHU3AUU U
IIPEIOCTABICHUS OTYETHOCTH

HopmaruBHbIE mpaBOBBIE aKThl, PETYIMPYIOLIME TpaBa U 00S3aHHOCTH
rOCYJapCTBEHHBIX OPraHOB M OPraHU3aldHd 10 MPEAOCTABICHHUIO YYETHOH
JOKYMEHTAIU!

[Topsnox odopmieHus TOKYMEHTOB, MPEIOCTaBISEMBIX B TOCYAapCTBEHHBIE
OpraHbl U UHbIE OpTraHU3ALNI

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAITMOHHOTO 00eCTIeYeHUS

[Topsimok mpoBeAEHUs 3aKYIMOYHBIX MPOIeayp U 0(hOPMIICHHUS COMYTCTBYIOIIEH
JOKYMEHTALUU

CtpykTypa  oOpraHu3alldd W  BaKaHTHbIE  JOJDKHOCTH  (mpodeccuw,
CIIEeIIMATLHOCTH)
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TpymoBoe 3aKOHOAATENLCTBO M HMHBIE aKThI, COJAEPXKAIINE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOIO 3aKOHOJATEIbCTBA M HOPMATHBHBIE IIPABOBBIE aKThI
Poccuiickoiit deneparuu, B 4aCTU BEACHUS TOKYMEHTALIMHU IO IEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoilt deneparuu

3akoHogarenbcTBO Poccuiickont denepanny o nepcoHanbHBIX JaHHBIX

TexHoMOrMM, METOAbl M METOJMKH MPOBEACHHS aHalIM3a W CHUCTEMAaTHU3alluu
JOKYMEHTOB M HH(OpMaLuu

JlokanbHBIE HOpPMAaTHBHBIE aKThl OPraHU3allU{, PETYIUPYIOLIUE TOPSA0K
Pa3BUTHA U MOCTPOCHUS MPodeccCHnoHaNbHON Kapbepbl, 00y4eHHsl, aAanTaluu 1
CTa)KMPOBKU IEPCOHAIIA

[Topsimok 3akiIt0ueHHs JOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1e10BOT0 00IIIeHNs

ba3oBbie 0OCHOBBI MH(YOPMATHKH, CTPYKTYPHOE ITOCTPOCHHE WH(POPMAIUOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

HApyrue
XapPaKTCPUCTHUKU

3.5. O6061menHast TpyaoBasi (PyHKIMsI

HanMeHoBAEmE JleaTenbHOCTh IO OpraHu3aluy Tpyaa u Kot| E Vposens 6
OIUTATHI TIEPCOHANA KBATH(UKALIH
IIpoucxoxnenue
00001IeHHON TPYIOBOI Opwuruaan X 3anMCTBOBAaHO W3 OpUTHHAJIA
¢GbyHKIHN
Kon PerucrpannoHHbIit HOMep
OopuTHHaNa po¢heCCHOHATHLHOTO
CTaHgapTa

Bo3moxubie
HaMCHOBAaHUS
JIOJKHOCTEH,
npodeccuit

CHGI_[I/IaJII/ICT 10 HOPMHUPOBAHUIO U OIIJIATC TPpyda
Crenuanuct 1o opraHu3alyy U oriaTe Tpyna
CHGI.[I/IaJII/ICT 10 KOMIICHCAllUAM U JIbI'OTaM
Crnenramct no nepcoHary

Menempkep no nepcoHary

TpeGoBanwus K
00pa3oBaHMIO U
00y4eHUI0

Briciiee ob6pazoBanue

JononmauTensHOE MpodeccnoHaIbHOE 00pa30BaHNEe — MPOTPAMMBbI
npo(ecCHOHANLHOM MEePENOrOTOBKU B 001aCTH SKOHOMUKH, HOPMUPOBAHHUS
¥ OIUTATHI TPY/IA, TPOTPAMMBbI TIOBBIIICHHS KBAJTU(DUKAIH

TpeboBaHUs K OIBITY
MPAKTUYECKOU pabOoThI

Oco0Ople ycrmoBus
JoIycKa K pabote

Apyrue
XAPAKTCPUCTHUKHN

JIONOTHUTENBHBIE XapAKTEPUCTUKH

HaumenoBanue 6a30B0i rpymibl, JOTKHOCTH
HaumenoBanue nokymeHnTa Kon
(mpodeccun) Uau CIEIUATHHOCTH
OK3 2412 CrenanucTsl 1Mo KajapaM U npodoprueHTannu
3423 CrienanicThbl KaJIpoBBIX CIYXKO U YUPEKICHUM 3aHATOCTH
EKC - HNuxeHnep mo HOpMUPOBAHUIO TPYJa
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- TexHuK 1o Tpyay

- DKOHOMMUCT 110 TPYy

Menemxep 1o nepcoHany

OKTIJITP

27755 | DKOHOMHUCT O TPYLY

22956 | HcnekTop no Kagpam

3.5.1. Tpynosas pyHkuus

HanmenoBanue

Opranuzanus Tpyia nepcoHana Yposenb

Kon | E/02.6 | (moxypoBens) 6
KBaTH(UKAITIHT

[TpoucxosxneHune Tpya0BoH
GbyHKIHUU

Opwurunan X 3auMCTBOBAaHO U3 OpUTHHAJIA
Kon PeructpaunoHusii HomMmep
OpUrMHaa poheCCHOHATBHOTO
craHaapTa

TpynoBsie necTBUs

AHali3  yCHNEWIHBIX  KOPHOPAaTUBHBIX  NPAKTUK MO  OpraHU3aluu
HOPMHUPOBAHUS TPyJa Ul Pa3IUYHbIX KaTeropui repcoHana, ocoOeHHOCTeN
IIPOU3BOJICTBA U I€ATENBHOCTH OPraHU3alun

Pa3paboTka cucTemMbl oOpraHM3alii TpyJa T[epcoHaja M HopsaKa
HOPMHPOBAHHUS TPYyJla HA pabOYMX MECTaxX C OLIEHKOM 3aTpar Ha MepCoHAa
BrenpeHnne cuctemMpl OpraHM3anuu TpyJa INEpPCOHANa M KOHTPOJISL Haj
HOPMUPOBAHMEM  C  ONPEICIIEHHEM  TPYAOEMKOCTH,  HOpPMaTHBHOMU
YHCIEHHOCTH, TpaduKoB padOT U yCIOBHIl OILIATHI TPyia IEpcoHalla
BeIsiBIIeHHE pe3epBOB IMOBBIMIEHUS MPOU3BOJUTENBHOCTH TPyAa M KadecTBa
HOPMUPOBAHHUS TPYy/1a, HOATOTOBKA MPEAJIOKEHNHN 110 U3MEHEHUSIM YCIIOBUH U
OIUIATHI TPyZAA MepcoHana

[ToaroroBka mpeanoxeHuid 1no (GopMUPOBaHMIO OIOKETAa HA OPTraHU3AILUIO
TpyAa NepcoHaa

Onpenenenue >PGEKTUBHOCTH pabOTHl CHCTEMbl OpPraHU3alUU Tpylda H
HOPMHPOBAHHUS TPyJa Ha pabouMX MecTax

Heo6xoanumeie ymeHUs

BuenpsaTs MeTOABI paliluOHAIbHOM OpPraHU3aluu TpyAa
Pa3pa0aTbiBaTh IJIaHbI OPraHU3ALMOHHBIX U TEXHUYECKUX MEPOIPHUITUH IO
MTOBBIIICHUIO IIPOU3BOAUTEILHOCTU TPYAa

AHanu3upoBaTh COCTOSHUE HOPMHUPOBaHUS TpPyAd, KAauyecTBO HOPM,
MoKazareyeu mo Tpyay

Ananu3upoBath 3PPEKTUBHOCTH pabOTHl CHUCTEMBI OpraHM3alUU  TpyJa
nepcoHajla 1 HOPMHUPOBAHUS TPyZa Ha pabouux MecTax

CocTaBiATh ¥ KOHTPOJIMPOBATh CTATbU PACXO/0B Ha OIIATy TpyZa epcoHaa
IUIs TUITAHUPOBAHUS OFOIKETOB

PaGorare ¢ wuHPOpMANIMOHHBIMH CUCTEMaMH U 0a3aMH JaHHBIX [0
HOPMHPOBAHHUIO U OIUIATE TPY/AA MEpCOHAa

PazpabaTbiBaTh 1 OPOPMIISATH TOKYMEHTHI 110 HAITPABICHHIO JIESTEIbHOCTH
Co0roaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0OxoaumMble 3HAHUS

Meroas! yuera U aHaIM3a [OKA3aTeNeH 110 TPYAy U OIIaTe TPyAd

Metonel  ompenelieHus, OLEHKM W CPaBHEHHA  IPOU3BOJCTBEHHOU
MHTEHCUBHOCTH U HAINIPSHKEHHOCTH TPyZAa

MeTo 161 HOpMHPOBaHMsS TPya

MexoTpacneBbie U OTpaciaeBble HOPMATUBbBI TPYJAOBBIX 3aTpatT
CoBpemeHHbIE (OPMBI, CHCTEMbI OIUIATBI U y4yeTa MPOU3BOAUTEIHHOCTH
Tpy/la mepcoHasna
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Cucrempl, Meronbl U (OpMBI MaTepualbHOrO M HEMaTEepPHAbHOTO
CTUMYJIUPOBAHUA TPY/la IepcoHala
TexHonoruu u MeTo bl HOPMHUPOBAHUS U KOHTPOJISI OIOIKETOB

TexHomornu, METOABI 1 METOAMKH MPOBEACHUS aHAM3a U CUCTEMaTU3aIuU
JOKYMEHTOB M HH(OpMaLNu

OCHOBBI TOKYMEHTO000POTa M TOKYMEHTAIIMOHHOTO 00eCTeYeHUS

[Topsimok Tapudukamuu padoT W pabOYUX, YCTAHOBICHUS JOJIKHOCTHBIX
OKJIaJIOB, JAOIUJIAT, HAI0ABOK U KOI(PPUIIMEHTOB K 3apabOTHOM TuIaTe, pacuera
CTHUMYJIUPYIOIIUX BBITUIAT

TapugHo-KkBaTH(PHUKAIMOHHBIE CIIPABOYHUKU PaboOT U npodeccuit pabouux u
KBATH()UKAIIMOHHBIE XapaKTEPUCTUKHU JTOJDKHOCTEH CITYXKAIMX

OCHOBBI TEXHOJIOTUHU MTPOU3BOACTBA U JACSITEIBHOCTA OpraHu3aIuu
CtpykTypa oOpraHuM3allii ¥  BakKaHTHbIE JOJDKHOCTH  (mpodeccuu,
CIEeIIHMATBLHOCTH)

KanpoBas monutrka u cTpaTerusi opraHu3aluuu

DKOHOMUKA Tpyia

OcHOBBI 00Ol M COLHAIBHONW IICHXOJIOTHH, COIMOJIOTMH H IICHXOJIOTHU
Tpyza

TpynoBoe 3aKOHOJIATEIBCTBO M MHBIC aKThI, COJIEPKAIIUE HOPMbI TPYIOBOTO
npaBa

OCHOBBI apanﬂoro 3aKOHOAAaTCJIbCTBA H HOpMaTI/IBHBIe HpaBOBBIe AKThI
Poccuiickoit @eneparuu, B 4aCTU BEACHUS TOKYMEHTALMHU IO TIEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNIbecTBA Poccuiickoit Penepanuun
3akoHo1atenbcTBO Poccuiickoit denepannivi 0 MePCOHATBHBIX JAHHBIX

JlokanpHbIE HOPMATHBHBIE AaKThl OPraHU3ALUU, PETYIMPYIOLIHUE IOPSAIOK
OpraHM3alMy TpyJa U HOPMHUPOBAHMs IEPCOHAA

ITopsoK 3aKiIFOUEHUS 1OTOBOPOB (KOHTPAKTOB)
HopMmsbl 3THKH [1€710BOTO 00LIEHMS

bazoBbie OCHOBBI uH(OPMATUKH, CTPYKTYpHOE MOCTPOCHUE
WH(POPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PaOOTHI C HUMH

Jlpyrue XxapakTepuCTUKU

3.5.2. Tpynosas pyHKuus

HanmenoBanue

IIpoucxoxxnenue Tpya0Boi
byHKIIAN

YpoBeHs (II0OAypOBEHb
Opranu3zanys omiaTel TpyAa epcoHanta Kox | E/01.6 p (moayp ) 6
KBaTH(DUKAITIHI
Opurunan X 3anMCTBOBAaHO W3 OpUTHHAJIA
Kon PerucrpannoHHbIit HOMEp
OpHTHHANA po¢heCCHOHATHHOTO
CTaHjapra

TpynoBsie necTBUs

AHanu3 yCHEUIHBIX KOPIOPATUBHBIX MPAKTUK IO OPraHu3alud CUCTEMBI
OIUIATHI TPyZAA MepcoHaa

PazpaboTka cucTeMbl OTIaThl TPy/Ia MepcoHana

dopmupoBaHue MIaHOBOTO Oro/KeTa GOHJIAa OIUIATHl TPYAA, CTUMYJIHUPYIOMIUX
Y KOMIICHCAIIMOHHBIX BBIILJIAT

BHenpenue cuctemsl oriaThl TpyAa lepcoHana

IToaroroBka mpemyioKEHUN 10 COBEPLICHCTBOBAHUIO CUCTEMBI OILIATBHI TPyHa
[epcoHalIa

Heo6xoaumeie ymeHUs

CocTaBiATh U KOHTPOJIMPOBATh CTaThU PacXO0B Ha OIUIATy TpyJa IepcoHalia
JUTs TUTAHUPOBAHUS 010 KETOB U (DOHIOB
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[IpuMeHsITh TEXHOJOTUM  MaTepHalbHONM  MOTHMBAallMM B YIPaBJICHUU
IIEPCOHAIOM

Pa3pabarbiBaTh  KOHIEMIMIO TOCTPOCHHS MOTHBAlMOHHBIX  IPOrpaMMm
pabOTHUKOB B COOTBETCTBUH C LEISIMH OPraHU3alnuN

AHanmu3upoBaTh  COBPEMEHHBIE CHCTEMBl OIUIaTBl M MaTepHaIbHOMN
(MOHETapHOM) MOTHBALMK TPYJa AJIs LeJIel OpraHu3aliu

AHanu3upoBaTh YpPOBEHb OIUIATHl TPyJa IEPCOHANIA MO COOTBETCTBYIOIIUM
npoecCHOHATLHBIM KBATH(PUKAIUIM

[TpoBOANTH MOHUTOPHUHT 3apabOTHOM IIATHI HA PBIHKE TPYa

Ananu3upoBath (OpMBI MAaTEPUATBHOTO CTUMYIUPOBAHMS, KOMIICHCAIMA U
JBIOT B OILIATE TPy/Ja MepcoHaa

PaGorars ¢ MHGOPMAIMOHHBIMU CHCTEMaMHd W 0a3aMH JaHHBIX IO OIUIaTe
TpyZAa nepcoHaia

CocTaBiATh POTrHO3bI PA3BUTHS OILIATHI TPYya EPCOHAIA

Co0roaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0Oxoaumbie 3HAHUS

@®opMbI U cUCTEMBI 3apabOTHOM TIAThI, TOPSIIOK COCTABICHUS OIOIKETOB

Cucrempl, MeToasl ©  (OPMBI MaTEpUAIBHOIO U  HEMaTepHaIbHOTO
CTUMYJIMPOBAHUS TPyla IEPCOHAIA

TexHomornu 1 METO bl POPMUPOBAHUS U KOHTPOJIS OI0KETOB U (DOHIOB

[Mopsimox Tapudukamuu paboT M pabOYUX, YCTAHOBJICHHS JOJDKHOCTHBIX
OKJIaJIOB, JIOTUIAT, Hal0AaBOK U K03(PPHUIIMEHTOB K 3apaboTHOM TuIaTe, pacyera
CTUMYJIHPYIOIINX BBITIIAT

Mertoap! onpeieNIeHUsT YUCICHHOCTH PaOOTHUKOB

TapugHo-kBaTH(PHUKAIMOHHBIE CIPABOYHUKU paboT U mpodeccuil pabounx u
KBaTH()UKAIIMOHHBIE XapaKTEPUCTUKHU JTOJDKHOCTEH CITYXKAIMX

MeTo/bl yueTa 1 aHaIu3a MoKa3aTeNe 1Mo Tpyay U 3apad0THOM IiaTe

TexHomoruM, METOAbl U METOJIMKUA MPOBEACHUS aHAIu3a U CHUCTEMATH3alMU
JOKYMEHTOB B UH(OpMaIu

KanpoBas monutrka u cTpaTerusi opraHu3aliuu

CtpykTypa oOpraHu3allii W  BaKaHTHBIE  JOJDKHOCTH  (mpodeccun,
CIEeIIMATBLHOCTH)

TpymoBoe 3aKOHOAATEIBCTBO W MHBIC aKThI, COJIEPIKAIIUE HOPMBI TPYIOBOTO
npasa

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit deneparuu

3akoHonarenbcTBO Poccutickoit denepanny o NepcoHaIbHBIX JaHHBIX

JIokaibHbIE HOPMATUBHBIE AKTHI OPraHU3aLMH, PETYIHPYIOLIUE OIUIaTy TPyaa

OCHOBBI TEXHOJIOTHH MMPOU3BOACTBA U ACATCIIbHOCTU OpraHrU3allun

OCHOBBI IOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

ITopsok 3aKiIFOUEHUs TOTOBOPOB (KOHTPAKTOB)

OcHOBBI O0IIICH ¥ CONMATTEHON TICUXOJIOTUH, COITMOJIOTHH U TICUXOJIOTHH TPyaa

Hopwmpl 3TKH nemoBoro o0IeHus

ba3oBbie 0CHOBBI HH(GOPMATHKH, CTPYKTYPHOE OCTPOCHUE HH(POPMAMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

HApyrue
XapPaKTCPUCTHUKU

3.5.3. TpynoBasi pyHkus

AJMUHUCTPUPOBAHKE TIPOIIECCOB U YpoBeHb

Hanmenopanue | JOKYMEHTOOOOPOTA MO BOIPOCaM Kon | E/03.6 | (nmomyposenn) 6

OpraHu3aluy TPyAa Y OIUIaThl IEpCOHAla KBanHQuKau




[Ipoucxoxaenue Tpy10Bon
¢GbyHKIHN
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Opurunan X 3anMCTBOBAaHO W3 OpUTHHAJIA

Kon Perucrpannonusiit Homep
opurrHasa Mpo(hecCHOHATFHOTO CTaHAAPTa

TpynoBsie necTBUs

AHanmu3 TPOIECCOB  JIOKYMEHTOOOOPOTa, JIOKAJbHBIX JIOKYMEHTOB IIO
BOIIPOCAM OpPraHMU3alMU OIUIATHI U TPpyZa MepcoHaia

OdopmiieHre TOKYMEHTOB 110 BOIIPOCAM OIUIATHI M TPYAa MEpCoHaa

[TonroroBka mpeuioKeHuil o BOmpocam OIUIaThl U TpyJa MepcoHasna

HOI[FOTOBKa Hpe[[.HO)KeHI/Iﬁ o COBCPIICHCTBOBAHUIO CHUCTEMbI OIUIATBI H
OpraHu3aIy TpyAa NepcoHaia

JIoKyMEHTallMOHHOE ¥ OpPraHU3AIlMOHHOE  CONPOBOXKIEHUE  CHUCTEMBbI
OpraHM3aIly U OIUIAaThl TpYJa IepcoHasna

[MonroroBka u 00pabOTKa 3ampocoB W yBEJOMJICHMH O paOOTHUKaX B
TOCYIapCTBEHHBIC ~ OpraHbl, MNpo(ecCHOHANbHBIE COIO3BI W JpYyrue
MpEaACTaBUTCIIbHBIC OpraHbl pa6OTHI/IKOB, 10 CHUCTEMAaM OIIJIaThl n
OpraHu3aluy TPyZAa IepcoHaia

ComnpoBoXKJIeHHUE  JOTOBOPOB IO  OKAa3aHUI0  KOHCYJIbTallMOHHBIX,
MH(OPMALIMOHHBIX YCIAYr 10 CHCTEMaM OIUIaThl W OpraHu3aluu  TpyJa
nepcoHalia, BKI0Yast peABapuTeIbHbIE MPOLEAYPHI 10 UX 3aKITI0UYEHUIO

Heo6xoaumelie ymeHUs

ObecneunBaTh JOKYMEHTALMOHHOE COIPOBOXKACHNUE MEPOIPUATHI N0 OIUIaTe
U OpraHu3aluu TpyJa nepcoHana

OdopMasaTe AOKYMEHTHl IO BOMpOCaM OIUIaThl W OpraHu3aluu Tpynaa
IepcoHaIa, MPEeI0CTaBIIsIEMbIE B rocyJapCTBEHHBIE OpraH#bl,
npodeccuoHaNbHbIE COI03bI U IPYTHE MPeICTaBUTEIbHbIE OPTaHbl pAOOTHUKOB

AHanmM3UpoBaTh HOPMATHUBHBIE M METOJAMYECKHE JOKYMEHTBI MO BOMpOCaM
OILIaThl M OPraHM3AIMK TPYJa epcoHana

OpI‘aHI/ISOBBIBaTB xpaHeHHe I[OKyMeHTOB B COOTBCTCTBUU C Tpe6OBaHI/I$IMI/I
3akoHojatenbcTBa  Poccuiickoit  ®enmepaunu W JIOKAIbHBIMHA — aKTaMH
OpraHusanuu

Becrtu yder u perucrpanuio JOKyMEHTOB B MHPOPMAIIMOHHBIX CUCTEMAaxX U Ha
MaTepUaTbHBIX HOCHUTEISIX

PaboTaTe ¢ MHGpOPMAIIMOHHBIMU CHUCTEMaMH M 0a3aMM JaHHBIX MO CUCTEMaM
OILIaThl ¥ OpPTaHU3aLMH TPyJa [epcoHaIa

[TpousBoauTh MpeABapUTENbHBIE 3aKyNMOYHbIE MPOLEnypbhl U O(GOpPMIIATH
COMYTCTBYIOIIYIO JOKYMEHTALIUIO MO 3aKIIOYEHUIO IOTOBOPOB

Bectu nenoByro nepenucky

Co0mr01aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0OxoaumMsble 3HAHUS

[Mopsimox odopmieHus, BeleHUs M XpaHEHUS JOKYMEHTAIMH IO CUCTEMaM
OIUIATHl U OPraHU3aLMH TPY1a IEpCOHAIA

HopmaruBHbIE MpaBOBbIE aKThl, PETYIMPYIOIIUME TMpaBa U 00S3aHHOCTH
FOCYJAapCTBEHHBIX OPraHOB M OpraHU3allMM 10 MPEJOCTABICHUIO YYETHOU
JOKYMEHTaluu

TexHonoruu, METOAbl U METOJMKH MPOBEACHUSA aHAIM3a U CUCTEMATH3aLNKU
JOKYMEHTOB ¥ HH(OpMAITIH

JlokanpHble HOPMAaTHBHBIE aKThl OPraHU3ALHH, PETYIUPYIOIIUE MOPSIOK
OILIaThl, OPraHU3ALMM U HOPMUPOBAHHUS TpyAa

OCHOBBI JOKYMEHTO000POTa ¥ TOKYMEHTAIIMOHHOTO 00eCIIeYCHHUSI

[Topsimok ¢GopMupoBaHus, BeIeHUS OaHKa MaHHBIX H TPEJOCTABICHHS
OTYETHOCTH IO CHCTEMaM OILIAThl U OPTaHU3aluu TPYJa IepcoHana

TpynoBoe 3aKOHOIATETHLCTBO U WHBIE aKThI, COACPIKAIIUE HOPMBI TPYIOBOTO
npaBa
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OCHOBBI apXMBHOTO 3aKOHOJATEIICTBA M HOPMATHUBHBIE IPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALIMU 110 IEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOAAaTeNIbCTBA Poccuiickoit @enepanuu

3akoHoaarenscTBO Poccuiickoit denepannu o nepcoHalIbHbIX JaHHBIX

[Topsimok 3aKiIr0YEHUs TOTOBOPOB (KOHTPAKTOB)

[lopsimok ~ mpoBefeHUss  3aKyNOYHBIX — OpOUENyp U
CONYTCTBYIOIIEN JOKYMEHTALUU

odopmIIeHUS

Hopwmbl 3THKHM 1€710BOTO O0IIEHUS

Bba3oBbie 0CHOBBI HHPOPMATUKHU, CTPYKTYPHOE TIOCTPOCHHE HHPOPMALIMOHHBIX
CHUCTEM U 0COOEHHOCTH pPabOThI C HUMH

HApyrue
XapaKTECPUCTUKHU

3.6. O6001enHast TPyA0Bas (PYHKIMSI

HanmenoBanue

IIpoucxoxnexnue
000011IeHHON TPYAOBOM
GbyHKIHU

JleaTenbHOCTh 10 OpraHu3alu Kox| F | Yposems 6
KOPIIOPATUBHOM COLMATIbHOM IOJIUTUKH KBaIM(UKALHH
Opwurunan X 3aMMCTBOBAHO U3 OpUTHHAIA
Kon PeructpaunoHHusit HoMmep
OpHTHHAaNa podeCcCHOHANBEHOTO
CTaHzapTa

Bo3MoxHEIE
HaAaMMCHOBAHUA
TOJKHOCTEHN,
npodeccuit

CrienuanucT 1o coualbHbIM IPOrpaMMam

Criermmanuct o padoTe ¢ MpeCTaBUTEIbHBIME OpraHaMi paOOTHUKOB
Crnenuaiuct no KOprnopaTuBHON COIMATIBHON MOJTUTUKE

Crenuanuct 1no nepcoHany

Menemxep no nepcoHary

TpeGoBanwus K
00pa3oBaHHIO U
00y4eHUI0

Briciiee ob6pazoBanue

JonomauTtensHOE MpodeccrnoHaIbHOE 00pa30BaHNEe — MPOTPAMMBbI
po(heCcCHOHATLHOM MEePETOTOTOBKU M MIPOTPAMMBI ITOBBIIIICHUS
KBATH(UKAIMK B 00JIaCTH COMMAIIBHBIX MPOTPaMM

TpeboBaHus K OIBITY
MPaKTUYECKOU pabOoThI

Oco06ble ycrnoBus
Jormycka K pabote

HApyrue
XaPaAKTCPUCTHUKHU

JIONOTHUTENBHBIE XapAKTEPUCTUKH

HaumenoBanue 6a30B0i rpymibl, JOTKHOCTH
HaumenoBanue nokymeHnTa Kon
(mpodeccun) Uau CIEUATHHOCTH

OK3 2412 CrienanmucThl 1Mo Kajapam U npodoprueHTannu

3423 CrienannucThl KaJpOBBIX CIIYXKO U YUPEKICHUN 3aHATOCTH
EKC - Crenuanuct no kKajapam

- Menemxep 1o nepcoHainy
OKIITP 27755 | DKOHOMHUCT TIO TPYIY
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22956 | MncnekTop mo Kagpam

OKCO

3.6.1. TpynoBasi pyHKIUA

Pa3paboTka KoprnopaTUBHOM COIMATBEHOM Yposenb
HaumeHoBatue | (1o ey Koxn | F/01.6 | (momypoBens) 6
KBaJTU(pUKAIH

[TpoucxosxneHune Tpya0BoH
¢byHKIHN

Opwurunan X 3aMMCTBOBAHO U3 OpUTHHAIA
Kon Perucrpannonsbiii HoMep
OpHIHHaNA po(hecCHOHAILHOTO
CTaHJapra

TpynoBsie neicTBUs

AHanM3 YCHEIIHbIX KOPIOPATUBHBIX MPAKTUK MO OPraHU3alH COLMAILHOTO
NapTHEPCTBA, COLUATBLHON OTBETCTBEHHOCTH M COLUANIBHBIX MPOTPaMM

Pa3paboTka KOPIOPATUBHBIX COLMATBHBIX POTPAMM

Pa3pa60TKa CHUCTCMBI BBIILJIAT pa6OTHI/IKaM COIIMAaJIbHBIX JIBI'OT

Opranuzanus MeperoBopoB C NPOodEeCCHOHATBHBIMU COIO3aMU U JPYTHMH
MPEICTaBUTEIHbHBIMU opraHamu PabOTHHKOB, 00IIECTBEHHBIMHU
OpraHU3aIUsIMHU, B3aUMOJIEUCTBUE C TOCYIaPCTBEHHBIMUA OpPraHaMU

[ToaroToBka mpemioxeHuid 10 (GOpMHUpPOBAHUIO OrO)KETa B YaCTH
obecrneueHnst KOPIOPATUBHOM COIMATEHOM MOJUTUKH

Heo6xomumbie ymeHust

Onpenenstob 1[eJIeBbIe TpyMIIbI nepcoHaa TUISt pa3paboTku
CHEHUATU3UPOBAHHBIX COLUATIBHBIX TPOTrpaMM

JloBoauTh MHQOpPMALMIO O COLMAIbHBIX MPOTPaMMax 0 IEJIEBbIX TPy
NEPCOHAJIa C UCIIOJIb30BAaHNEM MHCTPYMEHTOB BHYTPEHHUX KOMMYHUKALIUN

OnpenensaTb KpUTEPUHU U YPOBHU YA OBIETBOPEHHOCTH II€PCOHANA

Ucnonws3oBarh MaTepuanbHble M HEMaTEPUANIbHBIE CUCTEMBbI, METOAbl U
(GbopMbI MOTHBAIIMH B YIIPABJIEHUU IEPCOHAIOM

Omnpenensatb 00BEMBI CPEACTB MJIsi pealM3alldd  COLMAIBHBIX TapaHTHH,
KOPHOPATHBHBIX JIbIOT W HWHBIX JJIEMEHTOB KOPIOPATHBHBIX COIMATBHBIX
nporpamMm AJisi GOpMHUPOBAHUS OIOIKETOB

CocTaBisITh U KOHTPOJIMPOBATH CTAThH PACXOJI0OB HA COIL[MAIbHBIE TPOTPaMMBI
JUTSI TTTAHUPOBAHUS OFOKETOB

[TpousBoauTh mpenBapUTeNbHbIE 3aKyNOYHBIE MPOLEAYpbl U 0hOpMIICHHE
COMYTCTBYIOIIEH TOKYMEHTALIUU T10 3aKII0YEHHUIO JOTOBOPOB

Co0mr01aTh HOPMBI ATHKHU JIEJIOBOTO OOIIICHHS

Heo0Oxoaumsble 3HAHUS

[opsimok u MeTonbl pa3pabOTKU IUIAHOB U MPOTPAMM COLUAIBHOTO Pa3BUTHS
OpraHu3anuu

MGTO,Z[BI daHaJIn3a BBIIIOJIHCHUSA COLUAJIBHBIX IMPpOrpaMM MU OHNPCACICHUA HX
SKOHOMHUYECKOU 3 (PEeKTUBHOCTH

CucreMbl, MeToasl U (QOpPMBI MaTepUANIbHOIO M  HEMaTEepPHAIBLHOTO
CTUMYJIMPOBAHUS TPYyJAa IIepcoHaNIa

TexHonoruu u MeTo 6l HOPMUPOBAHUS U KOHTPOJIS OIOJKETOB

MeToapl  TPOBEAEHUS  COIUOJOTHYECKHX  HMCCIICAOBAHUM,  M3YYECHUS
00ILIECTBEHHOTO MHEHUS

TexHonoruu, METOAbl U METOJAMKH MPOBEACHUS AHAIM3Aa M CUCTEMATU3AIUU
JOKYMEHTOB ¥ HH(QOpMAITIH

[Topsimox ~ mpoBeneHUs  3aKyNOYHBIX  Hpoueayp U OpOpMIICHHUS
CONYTCTBYIOIIEN JOKYMEHTALUU
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OCHOBBI IPOM3BOICTBEHHOM JIEATEILHOCTH OpraHU3aIUH

OcHOBBI 00IlEll W COLMAIBHON IICMXOJIOTMH, COLIMOJIOTMM M IICHXOJIOTHHA
Tpyna

CtpykTypa, enH, CTpaTerus 1 KaJpoBasi MOJIUTHKA OpraHu3aluu

TpynoBoe 3aKOHOAATENLCTBO M WHBIE aKThl, COAEpIKAIIUE HOPMBI TPYIOBOIO
npaBa

OCHOBBI HAJIOTOBOT'O 3aKOHOIaTeNIbcTBA Poccuiickoit @enepanuu

HopMaTuBHBIE MpaBOBBIE aKThl, PETYIUPYIOLIME MpaBa MU O0S3aHHOCTH
TOCYIapCTBEHHBIX  OPraHOB, NPOPECCHOHATBHBIX COIO30B H  APYTUX
IPEJICTAaBUTENIbHBIX OpraHOB paOOTHUKOB

3akoHozaarenscTBO Poccuiickoit denepannu o nepcoHaNbHbIX JaHHBIX

JlokasibHbIE HOPMATUBHBIE aKThl OPraHU3ALMU, PETYIUPYIOLIUE MOPSAI0K
dbopMUPOBaHUS COLMATIBHOM MOIUTHUKH

OcHoBbl mpaBoBOro perynupoBaHust Poccuiickoit ®enepaunu mnopsaka
3aKIIFOYEHUHN JOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3TuKH 1€710BOTO OOIICHUS

ba3oBbie 0OCHOBBI HH()OPMATHKH, CTPYKTYPHOE ITOCTPOCHHE HH()OPMAIIMOHHBIX
CHCTEM M 0COOEHHOCTHU pabOThl C HUMHU

HApyrue -
XapaKTEPUCTUKHU
3.6.2. TpynoBas pyHKuust
Peanuzanus koprnopaTuBHOM COLMATBHON VYposeHb
HanMeHOBaHHE | 11 mrrmpmenr Kox | F/02.6 | (moxyposenn) 6
KBaTH (UK

[IpoucxoxaeHue TpyaoBon

GbyHKIHU

Opwurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
Kon PeructpaunoHusii HoMmep
OpUTrHHAa po¢heCCHOHATHHOTO
cTaHaapTa

TpynoBsie neicTBUs

Heo6xomumbie ymeHust

Buenpenne KOpHnopaTHBHBIX COLMAlIbHBIX IMpOrpaMM, B TOM YHCIE IO
COLMAJIBHOM MOJIEPIKKE OTJIENIbHBIX TPy paOOTHUKOB

Peanmauml CHUCTEMbI COLIMAJIBHBIX JIBI'OT, BBIILJIAT pa6OTHI/IKaM C y‘-IeTOM
TpeboBaHml 3aKOHOaTENbCTBA Poccutickoit denepammu

OueHka yAOBJIETBOPEHHOCTH IME€pPCOHANIa KOPIOPATUBHOM  COLMATIBHOMN
MIOJIUTHUKOMN

Onenka 53(QeKTUBHOCTH MEPONPUATHI KOPHOPATUBHOW  COLMAIBHOMN
HOJIUTHKH

IlogroroBka INpeUIOKEHUH IO  COBEPLICHCTBOBAHUIO  MEPOIPUATUI
KOPIOPATUBHOMN COIMATIBLHON MOJTUTUKHU

[ToaroToBka mnpemioxeHuid 1Mo (GOPMHPOBAHUIO OIO/PKETa HA peaTH3alluio
KOPIOPATUBHOM COLMATBHON MOJUTUKU U COLUATIBHBIX MTPOTrpaMMm
PaccuuThiBaTh 3aTpaThl Ha MPOBEACHUE CHELUATN3NPOBAHHBIX COLIMAIBHBIX
nporpamm

[IpoBOINTH MOHMUTOPUHI YCIEWIHBIX KOPHOPATUBHBIX COLIMAJIBHBIX
nporpamm

[IpoBOaUTH MEpONPUATUS B COOTBETCTBHM C KOPHOPATUBHOW COLMAIBHOMN
MTOJIUTUKOMN

Onpenenarsb LIEJIEBBIE TPYIIIBI IepcoHaIa JUTSL Co3JaHus
CHEUUATU3UPOBAHHBIX COLUATIBHBIX TPOTrpaMM
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OnpenensiTb KPUTEPUH U YPOBHU YIOBIETBOPEHHOCTH MEpCOHAa

Omnpenensats 3(QPEKTUBHOCTD MEPONPUATHI pealn3yeMol KOpIOpaTHBHOMN
COLIMAIBHOMN IMOJIUTHKHU

OpranuzoBbiBaTh  B3aMMOJACHCTBME C TOCYJAapCTBEHHBIMM  OpraHAMH,
npoecCHOHANBHBIMU COI03aMU U JPYTUMU MPEACTaBUTEIbHBIMUA OpraHaMu
pa6OTHI/IKOB, OGH.IGCTBQHHBIMI/I U HWHBIMHU OpraHu3alsaMUu 110 BOIIPpOCaM
peanu3anuy KOPIOpaTUBHONW CONUAIBHON MOJIUTHKH

AHa.HI/ISI/IpOBaTB pBIHOK YCJ'IYT II0 COLIMAJIbHBIM H CHCI_[I/IaJ'II/I3I/IpOBaHHBIM
porpaMMaM COIMAIBHOW TMOJJICPKKH YJICHOB IICJICBBIX T'PYII M TOTOBUTH
HpeI[JIO)KeHI/I}I 110 UX MMOoCTaBIIMKaAM

[Tpon3BOIUTE TpeABAPUTEIIbHBIC 3aKYIOYHBIC TMPOIEAYPHl U O(GOpPMIIATH
COIYTCTBYIOIIYIO JTOKYMEHTALUIO 10 3aKJIFOYEHHUIO JOTOBOPOB

Co0:1r01aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0Oxoaumsble 3HAHUS

Bomnpocs! ynpaieHus colnanbHbIM Pa3BUTHEM OpPraHU3aIH

Mertonpl aHanM3a BBIIOIHEHHUS KOPIOPATUBHBIX COLMAIBHBIX NPOrpaMM U
OTIpeNieNIeHus] X YKOHOMUYeCKoH 3¢ ekTrBHOCTH

Cucrembl, Meronsl, (GOpPMBI MaTepHAIBHOTO M  HEMAaTEPUAIBLHOTO
CTHUMYJIMPOBAHU TPyAa EepcoHaIa

Metonsl  mpoBenEHHWS  COIMOJIOTMYECKHX  MCCIICAOBAHUM,  W3ydCHUS
00I1IeCTBEHHOT'O MHEHUS

TexHomoruMn, METObI 1 METOJAMKHU MPOBEACHUSI aHAM3a U CUCTEMaTU3aluu
JIOKYMEHTOB ¥ HHQOpMAIII

HopmaruBHble mNpaBOBbIE aKThl, PEryJUPYIONIME TIpaBa M OOSI3aHHOCTU
TrOCYJapCTBEHHBIX ~OPraHOB, NPOQECCHOHATIBHBIX COI30B U  APYrUX
IPEJCTaBUTEIIBHBIX OPraHOB PAa0OTHUKOB M0 TPEIOCTABICHUIO YUYETHOH
JOKYMEHTaluu

[lopsimoxk  mpoBeAeHHs ~ 3aKyMOYHBIX  @Hporeayp ¥ ohopMIIeHHUS
COIIYTCTBYIOIEH JOKYMEHTAlluU

CtpykTypa, Lenu, CTpAaTerus U KaJpoBas MOJIUTHKA OpraHUu3auu
OCHOBBI NPOU3BOICTBEHHON JI€ATEIbHOCTH OpraHU3aluN

OcHOBBI OOIIEH M CONUAIBHON IICUXOJIOTHH, COLMOJIOTHM M IICHXOJIOTHH
Tpyza

TPYI[OBOG 3aKOHOAATCIBCTBO U MHBIC AKThI, COACPIKAIUEC HOPMbI TPYAOBOTO
npaBsa

OCHOBBI apanHoro 3aKOHOAATCJIbCTBAa H HOpMaTI/IBHBIe HpaBOBBIe AKThI
Poccuiickoit denepainynu, B 4aCTH BeACHUS TOKYMEHTALUH 110 MEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOaTeNbCcTBA Poccuiickoit deaepannu
3akoHo aTenbcTBO Poccuiickoi denepannn 0 NepCOHATbHBIX JaHHBIX

JlokanpHbIE aKTBl OPraHU3alMU, PEryJupyIOIMe IOPSINOK BHEIPEHUS
COLIMAIBHOMN IMOJIUTHKHU

[Tops 1ok 3aKiIIOUEHUs1 JOTOBOPOB (KOHTPAKTOB)
HopMmsbl 3THKH 1€T0BOTO OOLICHHUS

bazoBnie OCHOBBI UH()OPMATUKH, CTPYKTYpHOE MMOCTPOCHHE
WH()OPMAITMOHHBIX CHCTEM U OCOOEHHOCTH PabOThI C HUMHU

Jpyrue XapakTepuCTUKHU -
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3.6.3. TpynoBasi pyHkIusA

AJMUHHUCTPUPOBAHHUE TIPOIIECCOB U YposeHs
HaumenoBanue | JOKyMEHTOOOOPOTA MO BOIIPOCaM Kon | F/03.6 | (momyposenb) 6
KOPIIOPATUBHOM COIMAIbHON MOJUTUKH KBanubukaium

[IpoucxoxaeHue Tpy10BoH
GbyHKIHUU

Opurunan X 3anMCTBOBAaHO W3 OpUTHHAJIA

Kon Peructpaunonssiit Homep
opurrHayia mpoeCCHOHATBHOTO CTaHAaPTA

TpynoBsie nercTBUs

AHanu3 TpOIECCOB  JTOKYMEHTOOOOpOTa, JIOKAJIBHBIX JIOKYMEHTOB IO
BOIPOCaM KOPHOPATUBHON COLUAIBHOM MOJUTHKU

JloxymeHTarmoHHoe o(OpMIICHHE PEe3yIbTaTOB KOPHOPATHBHOW COITMATHHON
IIOJIUTUKHN

[TongrotoBka NpPEMIOKEHUA MO PA3BUTHIO KOPMOPATUBHOW COLMAIBHOMN
IIOJIUTUKHN

[ToaroroBka pe3yJabTaTOB aHAJIM3a COOTBETCTBUS KOPIIOPATUBHON COLIMATIBHON
MOJUTUKKA TpeOOBaHUSAM 3aKoHOJAaTenbcTBa Poccuiickoit @Denepanuu  u
YCIIOBHSIM PBIHKA TPYyAa

JIOKyMEHTAallMOHHOE W OPraHU3allMOHHOE COIPOBOXKJIECHUE MEPOIPUATUN
KOPIOPATUBHON CONMAIBHON MOJTUTHKHI

[MonroroBka u 00paboOTKa 3ampocoB W YBEIOMJICHHH O pabOTHHKax B
TOCYJapCTBEHHBIE  OpraHbl, Npo(ecCHOHaNbHBIE COIO3Bl M JApYTue
IpeICTaBUTENIbHBIE OpraHbl pA0OTHUKOB IO BONPOCAaM COLUAIBHON MOJIUTUKU
B OTHOIIICHHUH TIEPCOHANA

ComnpoBoXkJiIeHHE  JOrOBOPOB IO  OKAa3aHUIO  KOHCYJIbTAIIMOHHBIX U
MH(OPMALIMOHHBIX YCIYT IO MEpONPUATUSAM KOPIOPATUBHON COLMATIBLHON
MOJINTUKY, BKIIIOYAsl PEBAPUTEIBHBIC MPOIEAYPHI 10 UX 3aKIFOUCHUIO

Heo6xomumbie ymeHust

OdopmisiTh  MTOKYMEHTHI 1O BONpPOCaM KOPIMOPATHBHOM  COLMALHOMN
IIOJIUTHUKHU, mpeaoCTaBIACMbIC B TOCYHapCTBCHHBIC Oprassbl,
IpEJICTaBUTENIbHBIE OPraHbl pAOOTHUKOB

AHanu3upoBaTh IpaBuiia, TOPSAKUA, TPOUEAYPbl KOPIIOPATUBHOM COIMATIbHOM
IIOJIUTUKHN

OGecneynBaTh JOKYMEHTAITMOHHOE COTIPOBOXIACHUE COIMATBLHOMN IMOJUTHKH B
OTHOILIEHUH TTepCOHAJIa

OpraHu30BbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPeOOBAHUAMU
apXMBHOIO 3aKoHojarenbcTBa Poccuiickon @Penepauvu M JIOKAJIBHBIMU
aKTaMU OpraHHU3aLu1

[Ipou3BoauTs TMpenBapUTENbHbIE 3aKYIOYHbIE NPOLEAYypHl U O(OPMIATH
COIIYTCTBYIOIIYIO JOKYMEHTAIUIO 110 3aKIF0UYEHUIO JOTOBOPOB

Paborath ¢ nH(MOPMAIIMOHHBIME CHCTEMaMU U 0a3aMM JaHHBIX MO BOIPOCAM
COIIMAJIbHOM NOJIUTHKH B OTHOIICHHH IIepCOHaIa

Bectu YUCT U PEruCTpalio 10OKYMCHTOB B HHq)OpMaHHOHHBIX CHUCTEMAX U Ha
MaTCpHAJIBHBIX HOCUTECIAX

Bectu nenoByro nepenucky

Co0ur01aTh HOPMBI TUKHU ACITOBOTO OOIIEHUS

Heo0OxonnMeie 3HAaHUS

[Topsimok odopmieHus, BEICHUS U XPaHEHUs JOKYMEHTAIIMHU IO COIMAIbHON
MOJINTUKE B OTHOILIEHUHU MTEPCOHAJIA

[Topsimok  ¢gopMupoBanus, BeneHHUss OaHKa JaHHBIX M TPEIOCTABICHUS
OTYETHOCTH IO BOMPOCAM COLIMAIbHON MOJUTHKY B OTHOILIEHUU ITEpCOHAIA
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TexHonoruu, METOAbl U METOJAMKH MPOBEACHUS AHAIM3Aa M CUCTEMATU3ALUU
JOKYMEHTOB ¥ HH(POpMAITIH

OCHOBBI TOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCTIeUeHUs

Ilopsmoxk  mpoBeneHHus 3aKyIIOYHBIX npouenyp u oopmienus
COMYTCTBYIOIIECH TOKYMEHTAIINH

CtpykTypa oOpraHu3allid ¥  BakaHTHBIE JODKHOCTH  (Tipodeccud,
CTICIIMAIIBHOCTH)

TpynoBoe 3aKOHOIATETHLCTBO U WHBIE aKThI, COACPIKAIIUE HOPMBI TPYJIOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHBHBIE IPABOBHIE aKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALIMU 110 IEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOAAaTeNIbCTBA Poccuiickoit @eaepanuu

HopmatuBHbIE mNpaBOBbIE aKThl, PETyIUpPYIOIIME TpaBa U OO0SI3aHHOCTH
rOCYyJapCTBEHHBIX ~ OPraHoB, MPO(QECCHOHANBHBIX COI30B U JPYrux
IPEJCTaBUTEIBHBIX OPraHoB pPAaOOTHUKOB IO TPEAOCTABICHUIO YYETHOU
JOKYMEHTaluu

3akoHoaarenscTBO Poccuiickoit denepannu o nepcoHaNIbHbIX JaHHBIX

JlokanbHble HOPMATUBHBIE AaKThl OPTraHU3AlMH, PEryIHpPYIONIHE MOPSI0K
BHEJIPEHUSI KOPIOPATUBHOMN COLIMAIBHOM MOJUTUKU U COIMANIBHBIX TPOTrPaMm

[Topsimok 3aKIF0YEHUS TOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€7T0BOTO OOIICHUS

BbazoBbie 0CHOBBI HH(POPMATHUKH, CTPYKTYPHOE MTOCTPOEHUE NH(OPMAIIHOHHBIX
CHUCTEM U 0COOEHHOCTH PabOThI C HUMH

HApyrue
XapaKTECPUCTUKHU

3.7. O6061menHast TPyaA0Bas (PyHKIMSI

HauMeHoBaHME OHepaHI/IOHHOG YIpaBJICHUEC IIEPCOHATIOM U Koxn G YpoBeHb 7
noapasaCJICHUEM OpraHnu3alun KBAJTH(pUKALHN
IIpoucxoxnexnue
0000IIIeHHON TPYTOBOI Opwurunan X 3aMMCTBOBaHO U3 OpUTHHAJIA
GbyHKIHU
Kon Peructpauuonssiit Homep

OpHUrHHaNa npodeccCHOHANBLHOTO CTaHAaAPTa

Bo3MoxHEIE
HaAaMMCHOBAHUA
TOJKHOCTEHN,
npodeccuit

PykoBoauTens CTpyKTYpHOTO NOIpa3ieeHus
HavanbHuK cTpyKTYpHOrO noJpa3aeieHus

TpeboBanus k
00pa3oBaHUIO U
00y4EeHHIO

Briciiee oOpa3zoBaHue — CeMaluTeT, MarucTparypa

JlononHuTenbHOE npodeccruoHaibHoe 00pa30BaHUE — IPOTPAMMBI
npodeccuoHaNbHOM MePenoroTOBKY B 001aCTH yIPaBICHUS IEPCOHATIOM,
OTIEPALIMOHHOTO U TAKTHYECKOTO YIPABIICHHS; IPOrPAMMBbI TTOBBIIICHHS
KBaJIM(UKALMK B 00JIACTH YIPABIIEHUS IEPCOHAIOM, ONIEPALIMOHHOTO U
TaKTUYECKOTO YIPaBJICHUS

TpeboBanus K OIBITY
MPAKTUIECKON PabOTHI

He menee niatu jiet B 001acTu yrpaBieHUs EPCOHATIOM

Oco0Opble ycrmoBus
JorycKa K pabote

Apyrue
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‘ XapaKTePUCTUKU

JlomoHUTENbHBIE XapaKTEPUCTUKU

HaunmenoBanue nokymeHnra Kon

HanmMenoBanue 06a30BOi IpyYIIIbI, TOHKHOCTH
(mpodeccun) WM CrienUaTbHOCTH

OK3

1232 PykoBoauTenu noapazaencHuit (ciy>x0) yrmpaBiieHus
KaJipaMi U TPYAOBBIMHU OTHOIICHUSAMU

EKC

- Hauvaneauk otaena kaapos

- HavanpHuk oTaema opraHu3auu 1 oIiaThl Tpyaa

- HauanpHuk OTACJIa IMOATOTOBKH KaJIpOB

- HavanpHuk oTAema CONManbHOTO Pa3BUTHS

3aBenyrouuil (Ha4aJbHUK) OTZIEJI0OM KaJIpOB

OKTIJTP

24063 | MeHemxkep 1o MepCcoHaATY

3.7.1. TpynoBasi pyHKIUSA

Pa3paboTka CHCTEMBI OTIEPAIHOHHOTO YpoBeHb
HaumenoBanue | yIIpaBi€HHs IIEPCOHAIOM U PaOOThI Kox | G/01.7 | (momyposens) 7
CTPYKTYPHOTO MOJpa3AeICHuUs KBamuKAIM

[TpoucxosxneHune Tpya0BoH
GbyHKIHUU

Opwurunan X 3aMMCTBOBAHO U3 OpUTHHAIA

Kon Peructpaunonssiit Homep
opurrHana mpoeCCHOHATHHOTO CTaHAaPTa

TpynoBsie neicTBUs

AHanu3 yCHEIIHbIX KOPIOPATUBHBIX MPAKTUK TI0 BOMPOCAM CTPATETHUECKOT0
1 OTIEPaTUBHOTO YIPaBIEHUS NEPCOHAIOM OpraHU3alnun

[TocraHOoBKa onepaTUBHBIX 1IEJI€H M0 BOIIPOCaM yNpaBJIeHUs IEPCOHATIOM

Pa3paboTka 1miaHoB, IporpamMm 1 IpoLEayp B YIPABICHUU IEPCOHATIOM

Pa3paboTka mpeasiokeHuil Mo CTPYKType MOApa3/eieHHs] U MOTPeOHOCTH B
IIepcoHae

PazpaboTtka npemioxeHuid Mo 0O0ECHEYSHUIO0 MEPCOHATIOM, (OPMUPOBAHUIO
CUCTCM OIICHKH, PAa3BUTHA, OIUIATBI TpYyAdd, KOPIOPATHUBHLIM COIHAJIbHBIM
porpamMMaM M COIIHATbHON TOJTUTHKE

PazpaGotka mnpennoxeHuil o 3arparax M (opMuUpOBaHHIO OJKeTa Ha
HepcoHai

PazpaboTka mnpeioKeHH 1O 3aKII0UYEHHIO JOTOBOPOB IO  YIPAaBICHHUIO
IEPCOHAJIOM C MOCTaBUIMKAMM YCIYT W IPOBEACHUE IPEIBAPUTEIIBHBIX
IIPOLEAYP MO UX 3aKIIOUEHHUIO

Heo6xoanumeie ymeHUst

OpraHu3oBbIBaTh PadOTy MEPCOHAIA CTPYKTYPHOTO TOAPA3ACIICHUS

Omnpenensars 3ajaydl MepcoOHaja CTPYKTYPHOIO IMOAPA3JEIECHUs, UCXOAS W3
L[eJIe U CTPAaTeruy OpraHu3anuu

CozaBaTh M ONMCHIBATH OPraHU3ALMOHHYIO CTPYKTYpYy, LENH, 3aJayd,
(GYHKIMU CTPYKTYPHOTO MOJIPA3/IeIeHUs

[IpuMeHsITh  METOABI  YIpPaBIEHUS  MEKIUYHOCTHBIMU  OTHOIICHUSMU,
dbopMupOBaHUS KOMaHJ, pa3BUTHS JMAEPCTBA U  HMCIOJIHHUTEIHHOCTH,
BBISIBJICHHSI TAJITAHTOB, ONPEACIICHUS YIOBIETBOPEHHOCTH pabOTOM

Onpenensitb, aHaIM3UPOBaTh, MOJEIUPOBATh U BHICTPAUBAaTh BHYTPEHHUE
KOMMYHUKAIIMU IEPCOHANIA

Pa3pabarpiBaTh POEKTHBIC MPEITIOKECHHUSI U MEPONPHUATHS 10 P HEKTUBHOM
paboTte mepconana
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BHenpsth cTpateruio no ynpapieHUIO IEPCOHATIOM

CocTaBisTh, PAaCCUUTHIBATH, KOPPEKTUPOBATH M KOHTPOJIUPOBATH CTaThH
pacxosoB Ha TMEPCOHAN, pa3pabaThiBaTh NPENIOKEHHs MO 3arparaM Ha
nepcoHai it GopMUPOBaHHS OIOKETa

[IpeacraBnsaTe  WMHTEpEChl  OpraHU3allMM M BECTU  IIEPErOBOpPHI  C
npodecCHOHABHBIME COI03aMHU M JIPYTUMHU TPEICTAaBUTEIILHBIMU OpTaHaMu
pabOTHUKOB, B3aUMO/IEHCTBOBATh C TOCYAApCTBEHHBIMH OpraHU3alUsIMU

AHanu3upoBaTth HMH(POPMAIMIO IO TOCTaBIIMKaM YCIyr B oOjactu
YIIPaBJICHHUS IIEPCOHAIIOM U TI0 YCIOBHSM 3aKJII0YaEMbIX JOTOBOPOB

[Tpon3BoaUTh TpeABApUTEIbHBIC 3aKYIOYHBIE MPOLUEAYPbl U O(pOPMISATH
COIIYTCTBYIOIIYIO JTOKYMEHTALUIO T10 3aKJIIOYEHUIO JOTOBOPOB

Paborats ¢ nHpOpMaTMOHHBIMU cHCTEMaMU U 0a3aMH JTaHHBIX MO BOIPOCAM
yIIPaBJICHUS TIEPCOHATIOM

OpFaHI/I3OBBIBaTB " MPOBOAUTH KOPIIOPATUBHBIC MCPOINIPUATUA C ICPCOHAIIOM

Co0ro1aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0Oxoaumsble 3HAHUS

Metopl, ciocoObl U HHCTPYMEHTBI YIIPABJICHUS TIEPCOHATIOM

[enu, cTparerus pa3BUTHsI U OM3HEC-TIJIaH OPraHU3aluN

[TonuTuka ynpaBiaeHUs IEPCOHATIOM OpraHU3aluu

MeTtoap! aHaIM3a KOJIUYECTBEHHOI'0 U Ka4EeCTBEHHOI'0 COCTaBa nepcoHajia

CucTeMbl cTaHIAPTOB 10 OM3HEC-TIpoLIeccaM, MpodeccusiMm, HopMaM Tpyaa

Cucrempr, Meronbl U (OpMBI MaTepualbHOrO M HEMaTEepPHAbHOTO
CTUMYJIMPOBAHUS TPyla NEPCOHAIA

TexHonmoruu u MeToAbl HOPMUPOBAHUS U KOHTPOJIS OI0/PKETOB

[lopsmox  mpoBeneHHsl — 3aKyMOYHBIX — Tpouenyp U ohopMIICHUS
COIIYTCTBYIOIIEH JOKYMEHTAlUU

OcHOBEI HpOH3BO,Z[CTBeHHOI>'I ACATCIIbBHOCTU OpTraHHU3allun

OCHOBBI O0IIE W CONMAIBHON IICUXOJOTMH, COLIMOJIOTHA M IICUXOJIOTHH
TpyIa, SKOHOMHKH Tpy/ia, 0€30MacHbIX YCIOBHMA Tpyaa

CtpykTypa opraHusanuu

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKTHI, COAEPKALINE HOPMBI TPYJIOBOIO
IpaBa

OCHOBBI apXI/IBHOI‘O 3aKOHOAATCJIbCTBA H HOpMaTI/IBHBIe HpaBOBBIe AKThI
Poccuiickoit @enepaiuu, B 4aCTU BEACHUS TOKYMEHTALIMU IO TIEPCOHATY

OcHOBBI HAJIOTOBOT'O 3aKOHOaTeNIbecTBA Poccuiickoit denepanuun

OCHOBBI MHUTPALlMOHHOTO 3aKOHOHATeNbcTBa Poccuiickori denepanuu, B
YacTH TMPHUBJICYCHUSI M TPYAOYCTPOICTBA MHOCTPAHHBIX T'PaKJaH W JUI] 0e3
IpaKJIaHCTBA

OcHOBEI AIMUHHUCTPATUBHOTO 3aKOHOAATCIILCTBA B obnactu YIIpaBJICHUA
MEPCOHAJIOM U OTBETCTBCHHOCTHU JOJKHOCTHBIX JIUIY

3akoHogarenscTBO Poccuiickoii @exnepanuu MO 3alllUTe NEPCOHAIBHBIX
JaHHBIX

JlokanpHBlE HOPMATHUBHBIE AaKTBhl OpTaHU3alMM B OO0JACTU YIpaBIICHUS
[IEPCOHAIIOM

ITopsok 3aKiIFOUEHUs 1OTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM nemoBoro o0meHus

bazoBbie OCHOBBI UH(OPMATUKH, CTPYKTYpHOE MOCTPOCHHUE
WH(OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PabOTHI ¢ HUMH

Jpyrue XxapakTepuCTUKU
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3.7.2. TpynoBasi pyHKIUSA

Peanu3zanus onepanoHHOTO YIPABICHHS YpoBeHb
Hanmenopanue | IepcoOHAIOM U pabOTHI CTPYKTYPHOTO Kox | G/02.7 | (momyposeHs) 7
TI0/IpaseNeHus! KBasHpKaLH

IIpoucxoxxnenue Tpya0Boi
GbyHKIHUU

TpynoBsie necTBUs

Heo6xomumbie ymeHust

Opurunan X 3anMCTBOBAaHO W3 OpUTHHAJIA

Kon Peructpaunonssiit Homep
opurrHayia mpoeCCHOHATBHOTO CTaHAaPTA

[TnanupoBaHue AEATEIHLHOCTH ITOAPA3ICICHHS U TEPCOHAIA

OmnepaTHBHOE yIpaBeHNE IEPCOHATIOM MOAPA3ACICHUS OpPraHu3aiN

Pacuer 3arpar mo moOApa3ieNEeHHIO W IOATOTOBKA TPEUIOKCHHUN IS
bopmupoBaHus OroKETA

Pa3zpaboTka cTaHmapTOB [EATEIBHOCTH NOApA3ACNeHUs | yHH(DUKAIIS
IPOLIECCOB

[IpoBeneHne HHCTPYKTaXKA 11O OXpaHe Tpyna

[TocTranoBka 3a1a4 pabOTHUKAM CTPYKTYPHOTO MOJPA3/IeICHuUs, ONpeIeICHNE
PECYpPCOB JUIsl UX BBIIOJIHEHUS, KOHTPOJIb UCTIOJHEHUS

AHanu3 IJIAaHOB W OTYETHOCTH MOJYMHEHHBIX PAOOTHHUKOB, pa3paboTka
NPEJI0KEHUH 110 YIYUIIEHUIO TTOKa3aTeNel IeITeIbHOCTH MOApa3IeICHUs

®opmMUpOBaHUE OTUETOB O PabOTE CTPYKTYPHOTO MOIpa3AeiICHHUs

Onpenenarh 30HBI OTBETCTBEHHOCTH M 3((PEKTUBHOCTH pabOTHI MepcoHasa
CTPYKTYpHOTO TOJpAa3eiCHHs, pacHpeleNarTh 3aladd W 00ecleyuBaTh
MaTepHATbHO-TEXHUYECKUE PECYPCHI TS UX UCTIOTHCHUS

IIpuMeHATH METObI OIIEPATUBHOIO YIIPABJICHUS IIEPCOHATIOM OPTaHU3aLUU
KoHTponupoBars UCIONHEHNE TOPYICHUN U 3a]a4, BHOCUTh CBOEBPEMEHHBIC
KOPPCKIKHA B IUIAHBI U 3a/1a4A

Onpenenars mokazarenau 3QpHEeKTUBHOCTH paOOThI TEPCOHAIIA TTOAPA3ACIICHUS

YrpaBnsaTe MOTHUBALMEN IMEPCOHANA, €TI0 BOBJICYEHHOCTHIO M JIMCLMIUIMHON
Tpyzaa

CocTaBnaTrh  IUIaHBl  JAEATEIBHOCTH  CTPYKTYPHOIO  MOJApAa3AEiICHUS
OpraHu3anuu

CocraBnaTh, paccuuThIBaTh, KOPPEKTHPOBaThH M KOHTPOJIUPOBATH CTAaThbU
pPacxoJI0B CTPYKTYPHOI'O MOApa3aeseH s it GOpMUPOBaHUsI OI0AKETOB

IIpou3BOAUTE aHAIU3 TEKYLIEH ACATEIBHOCTH CTPYKTYPHOIO MOAPA3ACICHUS
Y BHEAPATH IPOLEAYPHI 110 €€ ONTHMHU3ALNH

IIpencraBisaTh  MHTEpECHl  OpraHM3alMd M BECTU  IIEPETOBOPHI €
roCy/lapCTBEHHBIMU OpraHaMi, Mpo¢ecCHOHAIbHBIMU COI03aMU U APYTUMU
NPEJCTaBUTEIbHBIMUA OpraHaMH PaOOTHUKOB 10 BOIIPOCAM MEPCOHAa

BGCTI/I HepeI‘OBOpBI C IIOCTaBIIMKaMH yCJIyF 110 YCJ'IOBI/IHM 3aKJIF04YaCMbIX
JIOTOBOPOB

[Tpon3BoauTh TpeABApUTEIbHBIC 3aKYIOYHBIE MPOLUEAYPbl U OpOPMISATH
COIIYTCTBYIOIIYIO JTOKYMEHTAILMIO 10 3aKJIIOYEHUIO JJOTOBOPOB

[TpoBOIUTH ayTUT pE3yabTaTOB pabOTHI C IEPCOHATIOM

PaboTaTh ¢ nHGOpPMAITMOHHBIMA CHUCTEMaMH M 0a3aMH JaHHBIX IO BOIPOCAM
yIpaBIeHUS IEPCOHAIOM

Co0roaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0OxoaumMble 3HAHUS

Teopuu ynpaieHHs: IEPCOHATIOM U €0 MOTHUBALIUU

Meroasl aHanu3a BBINOJIHEHHWS IUIAHOB W 3a/a4, ONPEACICHUS WX
HKOHOMHUYECKOH 3 (HEeKTUBHOCTH

@®opMBI B METO/TBI OLICHKH MIEPCOHANIA U PE3YIBTATOB UX TPYyAA
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TexHONIO0rnK OnepaTUBHOrO YIPABIECHUS IEPCOHAIIOM OpPTraHU3aluU

Cuctembl, MeToasl ¥ (GOPMBI MaTEPHATBLHOTO W  HEMaTEPUAIBHOTO
CTUMYJIMPOBaHUs TPyla NEPCOHANIA

TexHonmoruu u MeTobl HOPMUPOBAHUS U KOHTPOJIS OI0/PKETOB
Teopuu 1 MEeTOABI YIPABJICHHS Pa3BUTHEM IIEpPCOHAIIA

DKOHOMMKA Tpya
OpraHu3alMOHHO-IITATHAs CTPYKTypa OpraHu3aluu

[TonuTuka yrnpapiieHus IEPCOHATIOM U COLMATbHAS MTOJIUTHKA OpTraHU3auI
Ilenu, cTparerus pa3BUTHsI U OM3HEC-TIJIaH OPTaHU3aluN

MeToauKH TUTAaHUPOBAHMS U IPOTHO3UPOBAHUS TIOTPEOHOCTH B IIEPCOHATIE

ITopsinok yperyaupoBaHus TPYAOBBIX CIIOPOB
TpeboBanwus 1 MpaBwIIa MPOBEACHUS ayIUTa pabOTHI C IEPCOHATIOM

DopMBbI COLMAIILHOTO [IapTHEPCTBA u B3aUMOJCUCTBUSA c
npodeccuoHaTbHBIMU COI03aMHU U JPYTUMHU TPEICTaBUTEIbHBIMU OpraHaMu
pabOTHUKOB, M UHBIMH OpTraHU3aALUSIMU

[Topsnox opopmiieHHs KaAPOBBIX JOKYMEHTOB U MPHUAAHUS UM IOPUIUIECKON
CHUJTBI

[lopsmox  mpoBedeHMs]  3aKyNOYHBIX  mpouenyp U odopmieHus
CONYTCTBYIOIIEH JOKYMEHTALUN

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThl, COEPKAILINE HOPMBI TPYAOBOTO
npasa

OCHOBBI apXMBHOT'O 3aKOHOJATEIbCTBA M HOPMATHBHBIE IPABOBBIE AKTHI
Poccuiickoit deneparuu, B 4acTu BEACHUS TOKYMEHTALMH 10 EPCOHAILY
OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoilt deneparuu

OCHOBBI MHUTPAIIMOHHOTO 3aKoHonarenbcTBa Poccuiickoit denepanuu, B
YaCTH TPUBJICUYCHUS U TPYJOYCTPOMCTBA MHOCTPAHHBIX TPaKJaH U JHI] Oe3
Ipa>KJaHCTBA

OCHOBBI QJIMUHUCTPATHBHOTO 3aKOHOJATEILCTBA B O0JACTH yNpaBICHUS
MEPCOHAJIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIUII

3akoHoz1atenbcTBO Poccuiickoit denepannivi 0 MepCOHATBHBIX JAHHBIX

JIlokanbHbBIC HOPMATUBHBIC AaKTbl OpraHu3alliid B Y4CTU  YIIPABJICHUA
MIEPCOHATIOM

OcHoBbl TpaBoBOro perynupoBanust Poccuiickoii ®epepanuu  nopsaka
3aKJIFOUYEHHUS IPaXXAaHCKO-TIPABOBBIX JOTOBOPOB

HopMmbl 3THKH J1€T0BOTO OOIICHHS
bazoBrle OCHOBEI MH()OPMATHKH, CTPYKTYpHOE HIOCTPOCHHE
MH(GOPMAIIMOHHBIX CUCTEM H 0COOEHHOCTH pabOThl C HUMHU

Jlpyrue XxapakTepuCTUKU

3.7.3. Tpynosas pyHKkuus

HanmenoBanue

[Ipoucxoxxaenue TpyaoBon

GbyHKIHU

AIMUHUCTPUPOBAHHE MTPOLIECCOB U v
OBEHb
OK eHT0000POTA IO ONEPAITTOHHOM p
AOKYM p pan y Kox | G/03.7 | (momypoBens) 7
YIIPaBJICHUIO IEPCOHAIOM U padoTe N ——
CTPYKTYPHOTO MTOApa3IeICHUS
Opurunan X 3auMCTBOBAHO U3 OpUTHHATA
Kon Peructpaunonssiit Homep

OopurruHajia HpO(I)eCCI/IOHaJ'II)HOFO cTaHaapTa
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TpynoBsie neicTBUs

AHanmM3 TPOIIECCOB  JIOKYMEHTOOOOPOTa, JIOKAJIbHBIX JIOKYMEHTOB II0
BOIIPOCAM OTEPAIMOHHOTO YIPABICHUS MEPCOHAIOM U PabOTHI CTPYKTYPHOTO
nojapasiesieHusi, OW3HEC-TPOIIECCOB  OpPraHW3alliH, YAOBJICTBOPEHHOCTH
nepcoHana

JlokyMeHTaInmoHHoe O0(opMIICHHE pPe3yNbTaTOB ONEPAMOHHOTO YIIPABJICHUS
NEPCOHATIOM U PA0OTHI CTPYKTYPHOTO MOJpPA3/EICHUs, PE3yJIbTaTOB ayauTa
paboThI C IEPCOHATIOM

IlogroroBka MNpeIOKEHUM IO  Pa3BUTUIO CUCTEM  OIIEPALlMOHHOIO
yIpaBJIEHUS] IEPCOHAIOM U PabOThl CTPYKTYPHOTO MOApa3AeieHus, 10
HEOO0XOIMMBIM KOPPEKTUPYIOIIMM U IIPEBEHTUBHBIM MEpaM

Pa3zpaboTka cucTeMbl aHaIM3a U KOHTPOJIS pabOThI MepcoHaa

KoHTponb, cpaBHEHHWE U aHaIU3 IMPOILECCOB B OO0JACTH OMEPATUBHOTO
VIOpPaBJICHUS TEPCOHAIOM, pPe3yJbTAaTOB YIPABICHYECKUX MEPOIPHUATHH,
ompezeneHue  (aKTOPOB, BBI3BIBAIOIIUX  OTKIOHEHHE OT  IUIAHOBBIX
roKa3aresei

[ToaroToBka u 06paboOTKa 3aMpOCOB, YBEIOMJICHUH, CBEJICHN 0 pabOTHHUKAaX B
TOCYy/IapCTBEHHBIC OpraHbl, MNPO(HEeCCHOHANBHBIE COI3BI, OOIIECTBEHHBIC
OpTraHH3aIuU

ConpoBok/ieHHE JTOTOBOPOB OKAa3aHMsl yCIyr IO BOIPOCaM ONEPATHBHOIO
yIpaBJIEHUS NIEPCOHATIOM M PAabOTe CTPYKTYPHOIO MOApa3ACICHMs, BKIIOUYas
IIpeIBAPUTENbHBIE TPOLIENYPHI IO UX 3aKJIIOUEHUIO

[ToaroToBka mnpemIox)eHud 1Mo (OPMHUPOBAHHMIO OIOKETa Ha TEPCOHAT
OpraHu3alLuu

Beimonnenne TpeOoBaHMI 1O XpaHEHHIO HHGOpPMALUU O pe3yiabTaTax
JCHCTBUSL CHCTEM OIEPALMOHHOTO YIPABJICHUS NEPCOHATOM M  paboThI
CTPYKTYPHOTO NIOJIPa3/ICJICHUS

Heo6xoanumeie ymeHUst

KoHTponupoBaTe mpolLecchl YNOpaBJIE€HHs IEPCOHAJIOM IMOJpPA3AEICHU,
ONpEeNATh UX PEe3yJbTaTUBHOCTb M BBISABIATH (PAKTOPbl OTKJIOHEHUH OT
IUTAHOBBIX TapaMEeTPOB

Pa3zpabarbiBaTh mporpamMmbl JOCTHKEHMS Li€J€H U OMEepaTUBHOTO PEIICHUs
3a7a4 NOApa3AEICHUN

AHanu3upoBath, pazpadaThiBaTh U 0QOPMIISTH JOKYMEHTHI 110 OlEepaTUBHBIM
IIpoLecCaM U UX pe3ysbTaTaM

[IpoBOIUTH ayaUT KaJPOBBIX MPOLECCOB, MPOIENYp, OHOPMICHUS KaJIpOBBIX
JIOKYMEHTOB M JOKYMEHTOB 110 YIIPABJIEHUIO IEPCOHAIOM

KonTponupoBath pacxogoBanue 010 PKETOB Ha IIEPCOHAI

OdopMasiTh ITOKYMEHTHl MO OIEPAIMOHHOMY YIPABICHUIO MEPCOHAIOM U
paboTe CTPYKTYpHOTO MOApa3AeTeHUs, IPEJOCTaBIsIEMbIC B TOCYIapCTBEHHEIC
Oprasbl, IPeACTaBUTEIbHbIE OpraHbl PAOOTHUKOB

OOecrieunBaTh ~ JIOKYMEHTAI[AOHHOE  CONPOBOXICHHE IO  CHUCTEMam
OTEPAlIMOHHOTO  YIPABJICHUS TEPCOHAJIOM H  paboOTe CTPYKTYPHOTO
HOZpa3IeeHUs

Oprann3oBbIBaTh XpPaHEHUE JOKYMEHTOB B COOTBETCTBHH C TPeOOBaHHUSIMHU
TPYAOBOTO M AapXHUBHOTO 3aKOHoOHaresbCcTBa Poccuiickonn ®Penepauuu U
JOKAJIbHBIMU aKTaMU OpraHU3aIuu

KOHTpOHHpOBaTB HCIIOJIHCHUC OOTOBOPOB MOCTABUIMKOB YCIIYI' IO BOIIPOCaM
nepcoHaia

[Ipou3BoauTs 3aKymoyHbIE MPOLEAYPHI, O(GOPMIATH U aHAIU3UPOBATH
3aKyIOYHYIO JOKYMEHTAINIO

[IpoBonnuTh TEpPEroBOpsl M MPEACTABIATH MHTEPECHl OpraHu3aluyd B
TOCYJapCTBEHHBIX ~ OpraHax, NpOQEecCHOHATBHBIX COI03aX M JAPYIHX
MPEJICTAaBUTENbHBIX OpraHax paOOTHHKOB 110 BOIPOCAM IMepcoHaia
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Bectu nenoByto nepenucky

Bectu yuer u perucrpanuio JOKyMEHTOB B HH(OPMAIIMOHHBIX CHCTEMax U Ha
MaTepHAIbHBIX HOCUTEIAX

Paborath ¢ nH(MOPMAIMOHHBIMH CHCTEMaMH U 0a3aMH JaHHBIX [0 NEPCOHATY
U CHCTEeMaM OIICPAallMOHHOTO YNPaBJICHHS IEPCOHAIOM U  pabore
CTPYKTYPHOTO MOJIpa3/ieiIeHUs

Co0mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0OxonuMeie 3HAaHUS

Meropl yrpaBieHus pa3BUTHEM U 3()(HEKTHBHOCTHIO OPraHU3AIMU, METOIbI
aHaJIM3a BBIMIOJHCHUS TUIAHOB U MPOrPaMM, ONPEACICHUS UX 3KOHOMUYECCKOMN
s dexTuBHOCTH

Metoap! OIleHKH paboThl CTPYKTYPHBIX HOJpA3AeleHUH, pe3ylbTaToB Tpyaa
IepcoHasa

MGTOZ[BI HpOBe[[eHI/ISI aYI[I/ITa nu KOHTpOJ'IJII/IHI‘a OHepaTI/IBHBIX yr[paBJIeH‘-IeCKI/IX
IIPOIIECCOB

(DOpMBI U CHUCTCMbI MAaTCPHUAIILHOIO W HCMATCPUAJIBHOTO CTUMYJIHMPOBAHHUA
Tpy/a nepcoHana

OCHOBEI AOKYMCHTAITUOHHOT O obecneueHUs

[Topsimox odopmieHus, BEACHUS U XpaHEHHUS TOKYMEHTAllUW MO CHCTeMaM
OMNEPALMOHHOIO  YIpPaBJIEHUS IEPCOHATIOM OpraHm3alii M pabore
CTPYKTYPHOTO MOJpa3ieacHus

[Mopsimox  ¢dopMupoBaHus, BeACHHs OaHKa JaHHBIX U TPEAOCTABICHHUS
OTYETHOCTH I10 CUCTEMaM OIEPAI[MOHHOTO YIPaBIEHUS IIEPCOHAIOM U paboTe
CTPYKTYPHOT'O IIOIpa3ICJICHUS

HopmaruBHbIE MpaBOBbIE aKThl, PETYIMPYIOIIUME TMpaBa U 00S3aHHOCTH
FOCYJAapCTBEHHBIX OPraHOB W OpraHU3allMM IO MPEJOCTABICHUIO YYETHOU
JOKYMEHTaluu

[Topsimox  mpoBeneHUs  3aKyMOYHBIX  mpomleayp ©u  odopmiieHus
CONYTCTBYIOIIEN JOKYMEHTALlUU

ITonutuka YIIPABJICHHUA IIEPCOHATIOM U COLMAJIbHAA IMMOJIUTUKA OpraHu3alnunu

OpraHuzaloOHHO-ITaTHAs! CTPYKTYpa OpraHu3anuu

Llenu u cTparerusi pa3BUTHs OpraHU3aluu

busnec-mian u 6M3HeC-PoIecChl OpraHUu3auN

TpynoBoe 3aKOHOIATETLCTBO U WHBIE aKThI, COACPIKAIIUE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXI/IBHOI‘O 3aKOHOOATCJIIbCTBA U HOpMaTI/IBHBIe HpaBOBBIe AKThI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTAIIMHU IO IEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOaTeNbcTBA Poccuiickoit deaepannu

OCHOBBI MUTPAIMOHHOTO 3aKOHOIaTeNIbcTBAa Poccuiickoit @eaepanuu, B 4aCTH
OpPUBJICUCHUS] M TPYIOYCTPOWCTBA HWHOCTPAHHBIX TpakJaH M JUI[ 0e3
TPpaKIaHCTBA

OCHOBEI AAMUAHUCTPATUBHOI'O 3aKOHOJATCIILCTBA B o0iactu YIIpaBJICHUA
MEPCOHAIOM U OTBETCTBECHHOCTH JOJDKHOCTHBIX JIMI]

3akoHoaarenscTBO Poccuiickoit denepannu o nepcoHalIbHbIX JaHHBIX

JlokasnbHbIE HOPMAaTUBHBIE JOKYMEHThI OpraHHU3aIlMi B 00JAacCTU YIPaBJICHUS
IIEPCOHAJIOM

[Topsimok 3aKIr0YEHUs TOTOBOPOB (KOHTPAKTOB)

Hopwmpl 5THKH 1€7T0BOTO OOIICHUS

Bba3oBbie 0OCHOBBI HHPOPMATUKHU, CTPYKTYPHOE TIOCTPOCHHE HH(POPMALIMOHHBIX
CHUCTEM U 0COOEHHOCTH PabOThI C HUMH

HApyrue
XapakTECPUCTUKHU
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3.8. O6061menHast Tpya0Bas (PyHKIMsI

HanMeroBarHe Crparernueckoe ynpaBjicHHE Kot | H VpoBensb 7
MIEPCOHAIIOM OPTraHU3aALUU KBaNM(pUKaLUK
IIpoucxoxnenue
0000IEHHON TPYAOBO# Opurunan X 3aMMCTBOBAHO U3 OpUTHHAIA
¢GbyHKIHN
Kon Perucrpannonusiit Homep

opuUruHana npodeccHoHaIBLHOTro CTaHAapPTa

Bo3MoxHEIe
HaAaMMCHOBAHUA
TOJKHOCTEHN,
npodeccuit

Bune-npe3uaeHT no ynpaBieHUIo IEPCOHATIOM

JupekTop 1no nepcoHainy

JupexTop 1no ynpaBJIeHUIO IEPCOHATIOM

3aMecTUTENb FeHEPATILHOTO JUPEKTOPA 110 YIIPABJIEHUIO IEPCOHATIOM

TpeboBanus k
00pa3oBaHUIO U
00y4YEeHHIO

Briciiee oOpa3zoBaHue — cCeMaluTeT, MarucTparypa

JlononHuTtenbHOE npodeccruoHaibHoe 00pa30BaHUE — IPOTPAMMBI
npodeccuoHanbHOM MepenoAroTOBKY B 001aCTH yIPaBICHUS IEPCOHATIOM,
CTPATETHYECKOT0 U ONEPALMOHHOTO YIIPaBJICHUS, SKOHOMUKU OPTaHU3aINH;
IPOrpaMMbI NMOBBIIIEHUS KBaJU(UKALMK B 00JIACTH YIpaBJIEHUS IEPCOHAIIOM,
CTPATETUYECKOr0 U OMEPALMOHHOTO YIIPaBICHUS

TpeboBaHMs K OIBITY
MPaKTUYECKOU pabOThI

He menee sty jieT B 006J1aCTH yIpaBieHHs! IEPCOHAIOM HA PYKOBOASIINX
JOJDKHOCTSAX

Oco0ble ycrnoBus
Jormycka K pabore

HApyrue
XapakTEePUCTUKHU

JIONOTHUTENBHBIE XapAKTEPUCTUKH

HanmenoBanue 6a30B0Oi rpymiibl, JOTKHOCTH
HaunmenoBanue nokyMmeHnTa Kon
(mpodeccun) UaU CHEUATHHOCTH
OK3 1232 PykoBoauTenu noapasaeneHuil (Ciyx0) yrnpaBieHus
KaJlpaMy U TPYJOBBIMH OTHOLIEHUSIMHA
EKC - 3aMeCcTUTENb IUPEKTOPA IO YIIPABICHHUIO IIEPCOHAIOM
OKIIJTP 24063 | MeHemkep 1o MepCcoHaATY

3.8.1. TpynoBasi pyHK1UA

HanmenoBanue

Pa3paboTka cUCTEMBI CTPAaTErnIeCKOTro
yIIpaBJICHUS IEPCOHAIIOM OpraHU3alnun

YpoBeHb (I0ypOBEHB) 7
KBaTH(pUKAITIH

Kox | H/01.7

[TpoucxosxneHune Tpya0BoH
¢GbyHKIHU

Opwurunan X 3aMMCTBOBAHO U3 OpUTHHAA

Kon Peructpaunonssiit Homep
opurrHaia mpoheCCHOHATHHOTO CTaHAapPTa

TpynoBsie nercTBUs

AHalli3  yCHEWIHBIX  KOPHOPAaTUBHBIX  NPAKTUK MO  OpraHU3aluu
CTpPATErunYeCKOro yrpaBJIeHUsI IEPCOHATIOM OpraHU3allii, OPraHU3alMOHHOTO
MIPOEKTUPOBAHUS U B3aUMOAECHCTBUS MTOAPA3I1CICHHUI

[TocTaHOBKA CTpAaTErMYECKUX 1I€JICH B YIIPABICHUU MEPCOHAIOM

Pa3paboTka KOpHOpaTUBHON MOJIUTHKH, IUJIAHOB, MPOTpamMM, MPOLENyp U
TEXHOJIOTUH 10 YIIPaBJICHUIO IEPCOHATIOM
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PazpaboTka KOpmopaTuBHOW KYyJAbTYpbl M COIMATBHON IOJUTHKUA, CHUCTEM
MOTHUBAIUH, YPHEKTUBHOCTH, OLIEHKU M Pa3BUTHSI IIEPCOHATIA

DopMHUpPOBaHUE CUCTEMBI OILJIAThl M OPraHU3aluu TPyAa

Pa3paboTka OpraHu3allMOHHOM CTPYKTYpHI, IJIaHUPOBAHUE MOTPEOHOCTH B
MepCcoHalie OpraHu3aIun

PazpaGoTka mporpaMMm, NpPUHIMIOB CTaHIApTU3aLUM, YHU(UKALKH,
aBTOMaTH3aIlM{ TPOLIECCOB YIPABJICHUS NIEPCOHAIOM M O€30IacHBIX YCIOBHM

Tpyaa

®opmupoBaHue OIO/pKETa Ha TEPCOHAN, TEXHOJOTUH ayauTa paboThl C
MEePCOHAJIOM M KOHTPOJIJIMHTA

Heo6xomumbie ymeHust

Pa3pabarbiBaTh cTpaTeruu v NOJUTHKU B YIIPABICHUH [IEPCOHATIOM

Co3maBath M ONKMCHIBATH OPraHU3ALMOHHYIO CTPYKTYpY, LEIW, 3a/JayH,
(GYHKIIUU CTPYKTYPHBIX MOAPA3ACTICHUN U JOIKHOCTHBIX JIUIT

[IpuMeHsATh  METOABI  YOpPAaBIEHUS  MEXKIUYHOCTHBIMU  OTHOIICHUSMH,
dbopMUpOBaHHUS KOMaHJ, pa3BUTHS JHUAEPCTBA W  HCIOJTHHUTEIHLHOCTH,
BBISIBJICHHSI TAJIJAHTOB, ONPEAEICHUS YOBIETBOPEHHOCTH paboTOM

OnpenensTe U aHATU3UPOBATh BHYTPEHHHE KOMMYHUKALUU, MOJEIUPOBATh
MIOBE/ICHNE NIEpCOHAJIA

[IpencraBisTh MHTEpEChl OpPraHU3allMl B TOCYAApCTBEHHBIX OpraHax, BO
B3aMMOJICHCTBUM € MPOo(CcOor03aMu, WHBIMH MPEICTABUTEIBHBIMU OpPTaHaAMU
pabOTHUKOB IO BOIIPOCAM MepcoHana

CocraBnaTh, paccuuThIBaTh, KOPPEKTHPOBaTbH M KOHTPOJIMPOBATH CTAaThbU
pacxonoB OmwkeToB M (OHIOB Ha MpOrpaMMbl U MEpPONPUATHS IO
YIPABIEHUIO IEPCOHAIIOM OpPTraHU3alNH

[IpoBOANTH ayAUT U KOHTPOJIIUHT B 00JIACTH YIPaBIEHUS IEPCOHAIOM

PazpabaTbiBaTh KOPIOPATUBHBIE COLMAIBHBIE IPOTPAMMBI

Bectu meperoBopbl 10  BONpOcaM  COLMAJIBHOTO  MapTHEPCTBA  C
MIPE/ICTaBUTENIbHBIMU OpraHaMu PaOOTHHUKOB

Paborars ¢ nHpOpMaITMOHHBIMU cHUCTEMaMU U 0a3aMH JTaHHBIX MO BOIPOCAM
yIIPaBJICHUS IEPCOHATIOM

Opranu30BBIBAaTH MEPONPUSITHS MO OOECIEYCHHUIO BBITTOTHEHHUS TPeOOBaHMIA
OXpaHbI prz[a B COOTBCTCTBUU C I[GﬁCTByIOH.IHM 3aKOHOAATCIIBCTBOM
Poccuiickoit denepaiiuu v JOKAIbHBIMU aKTaMU OpTraHU3aNu

OpFaHI/I3OBBIBaTB " IIPOBOAUTH MCPOIIPUATHA C IICPCOHATIOM B COOTBCTCTBHC
C KOPIIOPaTUBHOM COIMATIBLHOMN MOJUTHUKOMN

Cobmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIEHUS

Heo0xonnMeie 3HAaHUS

Mertoab! ynpaBieHUs pa3BUTHEM H 3((EKTUBHOCTHIO OPTaHU3AINH, aHAIH3a
BBIIIOJIHCHHA IIJIAHOB U NpOrpaMM, OINPCACIICHHUA HX SKOHOMHUYECKOU
s dexTuBHOCTH

Mertonbl oLleHKH paboThl CTPYKTYPHBIX MOJAPa3ieiICHUN, pe3ylbTaToOB Tpyaa
[epCcoHalIa

MGTOI[BI MMPOBCACHUA aYyIUTOB, KOHTPOJUIMHI'a YIIPABJICHYCCKUX ITPOLICCCOB

MGTOI[H aHaJIM3a KOJIMYCCTBCHHOI'O U KAYCCTBCHHOI'O COCTAaBa nepcoHalia

CucreMbl cTaHAAPTOB 1O OU3HEC-TIpoLIeccaM, MPoQeccusiM, HOPMBI Tpyia

Cuctembl, MeToAasl ¥ (GOPMBI MaTEPHATBLHOTO W  HEMaTEPUAIBHOTO
CTUMYJIMPOBaHUs TPy1a NEPCOHAIIA

Meroas!l aHanM3a COLMAIBHBIX IIPOrpaMM U ONPEACIICHUS UX YKOHOMUYECKON
s dexTuBHOCTH

TexHonmoruu u MeToAbl HOPMUPOBAHUS U KOHTPOJIS OI0/PKETOB Ha MEPCOHAI

TpeboBanus oxpaHbl U 0€30MACHBIX YCIOBHH Tpyaa

Ienu, cTparerus u KaapoBasi MOJUTHKA OpTraHU3AINHI
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OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIIBHOCTU OpraHru3allvn

OcHOBEI COIIMOJIOTHH, ICUXOJIOTUN U SKOHOMUKHU Tpyaa

OCHOBBI YIipaBJICHHUA COUAJIBHBIM PA3BUTUCM OpraHu3alin

MeTtoabl  MPOBEACHHS  COIMOJOTMYCCKHX  WMCCIEIOBAHWN,  HM3YYEHHUS
00LLIECTBEHHOTO MHEHUS

CtpykTypa opranusanuu

TpynoBoe 3aKOHOJIATEIbCTBO M MHBIC aKThI, COJIEPKAIIUE HOPMbI TPYIOBOTO
npaBa

OCHOBBI apXI/IBHOI‘O 3aKOHOAATCJIbCTBA H HOpMaTI/IBHBIe HpaBOBBIe AKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS TOKYMEHTALIMU IO TIEPCOHATY

OcHOBBI HAJIOTOBOT'O 3aKOHOaTeNIbCcTBA Poccuiickoit @enepanuun

OCHOBBI MHUTPAllMOHHOTO 3aKOHOHATeNbCcTBa Poccuiickori ®Penepanuu, B
YacTH TMPHUBJICYCHUSI M TPYAOYCTPOICTBa MHOCTPAHHBIX TPaKJaH W JUI] 0e3
IpaKJaHCTBA

OcHOBEI AIMUHHUCTPATUBHOTO 3aKOHOAATCIILCTBA B oOactu YIIpaBJICHUA
MEPCOHAJIOM U OTBETCTBCHHOCTHU JOJKHOCTHBIX JIUIY

3akoHonarenbcTBO Poccuiickoit denepanny o nepcoHanbHbIX TaHHBIX

JlokanbHble HOpMATUBHBIE aKThl OpraHW3alMd B OOJACTH YIpaBJICHUS
MIEPCOHAJIOM

[Topsimok 3akintoueHus JOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1emoBoro o0IeHus

OcHOBBI HHPOPMATUKH, CTPYKTYPHOE TIOCTPOCHNE HHPOPMALIMOHHBIX CUCTEM
1 0COOEHHOCTH PabOThI C HUMH

Jpyrue XxapakTepuCTUKU

3.8.2. Tpynosas pyHkuus
Peanusanus cucteMsl CTpaTeru4eckoro Yposenb
HauMenoBaHne | yrnapierus mepcoHaIoM OpraHU3aun Kon| H/02.7 | (noxyposes) 7
KBaTH(pUKAITH
IIpoucxoxaeHu BOI1
POHCXOACICHHE TPYAOBO Opwurunan X 3aMMCTBOBaHO U3 OpUTHHAJIA
GbyHKIHU
Kon Peructpaunonssiit Homep

opurnHaja HpO(l)eCCI/IOHaJ'II)HOFO cTaHaapTa

Tpynoseie nencTBUA

[TnanupoBaHue AESATEIBHOCTH M pa3paboTKa MEPONPHUSTHI MO YIpPaBICHUIO
MIEPCOHAJIOM JIJISl PEATU3aluU CTPATErHYECKUX LIeJIeH OpraHu3aluy

BuenpeHue MNOIUTHK, IUIAHOB, IIPOrpamMM, IPOLEAYpP M TEXHOJIOTUU 10
YIPABIEHUIO IEPCOHAIOM

[TocTpoeHne opraHU3allMOHHON CTPYKTYPHI C YUETOM ILIAHOBOW MOTPEOHOCTH
B [IEPCOHAJIE U B3aUMOJCHCTBUSA CTPYKTYPHBIX MOAPA3AEICHUI OpraHu3alnuu
Buenpenne u mnoanepaHue KOPHOPATUBHOM KyJIbTYpbl W COLMAIbHOMN
MOJUTUKH, CHCTEM MOTHUBALUHU, APPEKTUBHOCTH, OLEHKH W Pa3BUTHUSA
IepcoHasia

BHe;[peHHe U nOoaACp:KaHUC CHUCTCMbI OpraHu3alvi Tpyda W OIUIAThI
nepcoHana

VYimpasneHue BHEAPEHHEM I[IPOrpaMM U INPUHLMIIOB CTaHAAPTU3ALUHU,
YHU(HKAIMK, aBTOMATU3allMK IPOLIECCOB YIPABICHHUS IEPCOHATIOM U
0e30macHbIX yCIOBUH Tpyda

OpraHuzanysi TpPOBEICHHS ayluTa W KOHTPOJUIMHTA B  YIPaBICHUH
MePCOHATIOM
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[ToctaHoBKa  3ama4  PYKOBOIAHUTEISIM  CTPYKTYPHBIX  IOJpa3/CiCHUH,
OIpeJIeIeHUEe MAaTePUAIbHO-TEXHUYECKUX PECYPCOB ISl UX BBIIOJIHEHUS
AHammM3 OTYETHOCTH TIO YIIPABJICHUIO MIEPCOHAIOM M BBISBICHHE PECYPCOB IO
YIYYIICHUIO AEITEIbHOCTA OPTaHU3aIIH

CornacoBaHue yCJIOBUH 3aKIFOUAEMbIX JOTOBOPOB IO BOPOCaM YIPABICHHS
MIEPCOHATIOM

Opranu3anys MpoBeIeHHUS 3aKYIOYHBIX MPOIEIYP MO BOMPOCAM YIPABICHHUS
MIEPCOHATIOM M 0(OPMIICHHS COMYTCTBYIOIIEH JOKYMEHTAIIMH 110 HUM
dopMupoBaHue Oro/pKEeTa Ha TMEPCOHAT, TEXHOJOTHH ayauTa paboThl C
MEPCOHAJIOM M KOHTPOJIIMHT A

[TpumeHeHne kK pabOTHUKAM Mep MOOIMIPEHHS U AUCIHUTLUTUHAPHOTO B3BICKAHHS
[Ipou3BoauTh aHaNHM3 JEATEIBHOCTH IO  YIPABICHHUIO  TEPCOHAJIOM,
pa3pabarbIBaTh mokazaTenu 3hHeKTHBHOCTH pabOTHI

®opMUPOBaTH IJIAHBI K MEPOTIPUSTHSI IO YIIPABJICHUIO TIEPCOHATIOM

PaccuuThiBaTh OI0/DKET B 00JIACTH  YIIPABICHUS IEPCOHATIOM

OmpenensaTs 30HBI OTBETCTBEHHOCTH PAOOTHUKOB M IOJPA3JeNCHNH, CTABUTh
3aJjaud PYKOBOJUTENISIM TOApA3JeNeHNH U 00ecreuyuBaTh Pecypehl A HX
WCTIOJTHEHUS

KoHTpoanpoBaTh 1 KOPPEKTUPOBATh UCIIOJIHEHUE TIOPYUYEHUH U 3a/1a4

VYrpaBasath 3pPEeKTUBHOCTBIO M BOBJICYEHHOCTBIO MEPCOHANA, JUCIUILTHHON
Tpyzaa u coboieHreM 0e30MacHbIX YCIOBUN TPYia

BecTu nmeperoBopsl o BOIpocaM COLUAIBHOTO NapTHEPCTBA U MPENCTABIATh
MHTEPEChl OpraHU3allid B TOCYIApCTBEHHBIX OpraHax, MnpodeccroHalbHbIX
COI03aX M APYrHX MpPEeACTABUTEIbHBIX OpraHax paOOTHUKOB, U OpraHU3aLUAX
10 BOIIPOCaM IepcoHalia

Paborats ¢ nHpOpMaITMOHHBIMU cHCTEMaMU U 0a3aMH JTaHHBIX MO BOIPOCAM
yIIPaBJICHUS IEPCOHATIOM

[TpoBOIUTH ayTUT U KOHTPOJUIMHT B 00JIACTH YIPABJICHUS TIEPCOHATIOM

dopMUpoBaTH M NPOBOAUTH COLUAIBHYIO TMOJUTHKY U COLMAIbHBIC
MIPOrpPaMMBbI

BeCTI/I HepeI‘OBOpBI C IIOCTaBIIMKaMH yCJIyF 110 YCJ'IOBI/IHM 3aKJIF0YaCMbIX
JIOTOBOPOB

[Tpon3BoANTH 3aKyMOYHBIE MPOLEAYPHI, OGOPMIATH U AHAIW3UPOBATH
3aKyNOYHYIO JOKYMEHTAIUIO

Cobmo1aTh HOPMBI ATHKH JIETTOBOTO OOIIEHUS

Metoab!l ynpaBieHHs pa3BUTHEM U dPPEKTUBHOCTHIO OPraHU3AIMH, METOIBI
aHaJIM3a BBIMOJTHEHUSI TUTAHOB U TIPOTPaMM, OMPEeTICHUsI UX SKOHOMHYECKOMH
s dexTuBHOCTH

Opranuzanus ynpasjieHHs pa3BUTHEM OpraHU3aLu1

Teopun ympaBieHUs OpraHU3aIMel, MOJUTHKA W CTPATETUs YIPaBIICHUS
MIEPCOHATIOM

Metonbl aHanwW3a BBINOJHEHHS IUIAHOB W 33134, ONPEACICHHS WX
HKOHOMHUYECKOH 3 (HEeKTUBHOCTH

MeToap! OIICHKH, PE3YIbTaTOB U Y(PPEKTUBHOCTH TPYIa

Meroasl BHEIPEHUS CUCTEMBI YIIPABIICHUS IIEPCOHAIIOM
OcHOBBI pabOTHI 110 POHOPUEHTAITUN

MeToauKH TUTAaHUPOBAHMS U IPOTHO3UPOBAHUS IOTPEOHOCTH B MIEPCOHATIE

[enwn, cTparerus pa3BUTHsI U OM3HEC-TUIAH OPTaHU3AINH
Teopun u MeToap1 PopMUpOBaHUIO OpEHIa OPraHU3aAIUN

TpeboBanust oxpaHbl 1 6€30MACHBIX YCIOBUHN TPy
Mertoauku pa3paboTKH M BHEAPECHUS JIOKATHHBIX HOPMATUBHBIX aKTOB
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[Topsimok 3akiaroyeHuss TPYAOBBIX JOTOBOPOB, PEryJMPOBaHUS TPYAOBBIX
CIIOPOB

OCHOBBI COLIMOJIOTMH, TCUXOJOTMH, HKOHOMHKH Tpylda U YIpPaBICHUS
COIMMAJIBHBIM PA3BUTHUCM OpraHu3alin

Meroasl  NpOBEAEHUS  COLUMOJIOTMYECKHMX ~ UCCIENOBAHMM,  HU3Y4ECHHS
OOIIECTBEHHOTO MHEHHS

TexHomornn MNpoOBEAEHUS ayauTa U KOHTPOJUIMHIA B  YIPABICHUHU
MIEPCOHAIIOM

[lopsmox  mpoBedeHHs] — 3aKyNOYHBIX  mpouenyp H  odopmieHus
CONYTCTBYIOIIEH JOKYMEHTAUN

TexHonoruu, craHaapTH3anus, YHUGUKALMS, aBTOMATHU3alMs TPOLIECCOB
YIIpaBJICHUS IIEPCOHAIOM

CtpyKTypa opraHusanuu

TpynoBoe 3aKOHOJATEIBCTBO M MHBIE aKThl, COJIEPKAILINE HOPMBI TPYAOBOTO
npasa

OCHOBBI apXI/IBHOI‘O 3aKOHOJATCJIbCTBA H HOpMaTI/IBHBIG HpaBOBBIG AKThI
Poccuiickoit @exneparuu, B 4aCTU BEACHUS TOKYMEHTALIMU IO IEPCOHATY
OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibeTBa Poccuiickoilt deneparuun

OcCHOBBI MHUTPAIIMOHHOTO 3aKoHonarenbcTBa Poccuiickoit denepanuu, B
YaCTH TPUBJICUYCHUS U TPYAOYCTPOMCTBA MHOCTPAHHBIX TPaKIaH U JHI] Oe3
IpaKJaHCTBA

OCHOBBI aJIMUHUCTPATHBHOTO 3aKOHOJATEILCTBA B OO0JACTH yNpaBICHUS
MEPCOHAJIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIUII

3akoHo1atenbcTBO Poccuiickoi denepannul 0 MepCOHATBHBIX JAHHBIX

ITops0K 3aKiIFOUEHUs TOTOBOPOB (KOHTPAKTOB)
JlokanbHbIE HOPMAaTUBHBIE AKThHI B 00JaCTH YIIPABICHUSI IEPCOHATIOM

HopMmbl 3THKH J1€7T0BOTO OOLICHHS
bazoBrle OCHOBEI MH()OPMATHKH, CTPYKTYpHOE HIOCTPOCHHE
MH(OPMAIIMOHHBIX CUCTEM H 0COOCHHOCTH pabOThl C HUMHU

3.8.3. TpynoBasi pyHk1us

AJIMUHHCTPUPOBAHHUE MTPOIIECCOB U YpoBeHb
Hanmenopanue | JOKyMEHTOOOOPOTA MO CTPATETHUECKOMY Kon | H/03.7 | (momyposens) 7
YIIPABJIECHUIO TIEPCOHATIOM OpraHu3auu KBaTH UKl

IIpoucxoxxnenue Tpya0Boi
byHKIIIN

Opurunan X 3anMCTBOBAaHO W3 OpUTHHAJIA

TpynoBsie neicTBUs

Kon Perucrpannonusiit Homep
opurrHaNa MpoecCHOHaIHHOTO CTaHAAPTa

AHanu3 TpoLeccOB JTOKYMEHTOOOOpOTa, JIOKAJIbHBIX JOKYMEHTOB 10
BOIIPOCaM  YIIPaBICHHUS MEPCOHAIOM, OW3HEC-TPOIIECCOB OpTraHU3aIlNH,
YIOBJIETBOPEHHOCTHU NEpCcOHAalIa

JIOKyMEHTAIlHOHHOE O(POPMIICHHE PE3YyIbTaTOB YIPABICHUS [IEPCOHATIOM, €TO0
ayauTa, paboThl CTPYKTYPHBIX MOApa3AeIeHUN

JIOKyMEHTaIlMOHHOE M OpPraHU3AIlMOHHOE COIMPOBOXKIEHUE CTPATEIMUYECKOTO
yIpaBiIeHUs IEPCOHAIOM U pabOThI CTPYKTYPHBIX MOApa3IeIeHUn

[ToaroroBka MpeIOKEHUN 1O Pa3BUTHIO CUCTEM YIIPABJICHUS MEPCOHAJIOM,
0 HEOOXOJMMBIM KOPPEKTUPYIOIIMM M IPEBEHTHBHBIM MepaM H IO
MOBBIIEHUIO 3PPEKTUBHOCTH PAOOTHI CTPYKTYPHBIX MOAPA3IEICHUI
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KonTtponpe mporieccoB B 00JaCTH  yNpaBICHHs TEPCOHAIOM W padOTHI
CTPYKTYPHBIX TOJpA3ACICHII, CPABHEHUE U aHAIH3 MPOIIECCOB, PE3YILTATOB
VIIPaBJICHYECKUX MEPONPUATHH, ompeneneHue (HakTOpoB, BBI3BIBAIOIINX
OTKJIOHEHHE OT INIAHOBBIX ITOKa3aTeneu

CornacoBanne # KOHTPOJIb JOTOBOPOB IO BONpOCAaM H  CHCTEMaM
CTPaTErMYecKOTO YIPABJICHUS TMEPCOHATOM M  paboTe CTPYKTYPHBIX
MOJIpa3IeIeHNH, OpraHnu3aIusl TPOLEAYP MO UX 3aKITFOUYCHHIO

[ToaroroBka pe3ynbTaTOB aHaJIM3a COOTBETCTBHSI OpPraHU3allUd W OIUIATHI
TpyJa MepcoHasa yCIenrHbIM KOPIOPaTUBHBIM MPAKTUKAM

Beimonnenue TpeGoBaHMiI MO XpaHEHUIO WHPOPMALMU O pe3yiabTaTax
JEUCTBUSI CHCTEM CTPATETUYECKOTO YIPABJICHUS IEPCOHAIOM U PabOTHI
CTPYKTYPHBIX IOJpa3IeIICHUI

AHanmM3upoBaTh, pa3padbaTeiBaTh U 0GOPMIIATH JOKYMEHTHI IO MpOIeccaM U
pe3ynbTraTaM  YOpaBJICHHS  MEpPCOHAIOM ©  paboTe  CTPYKTYPHBIX
MOJIpa3IeICHUI

[TpuMeHsITh METOIBI aHATTN3a OU3HEC-TIPOIIECCOB OPTaHU3AIII

Ompenenars mporpamMmbl  JAOCTHXKEHHsI LElI€M W pelmeHus  3anad
MOJpa3IeJICHUI

[IpoBONUTH ayAUT CUCTEMBI YIIPABIECHUS IEPCOHATIOM

IIpoBOANTH KOHTPOJUIMHI CUCTEMBI YIPABIEHUS IEPCOHATIOM
KontponupoBars OmoJKeT Ha MepcoOHal M YIpPaBICHME pacxoJaMu Ha
IIEpCOHAI

Opranu3oBbIBaTh CONPOBOXKJEHUE JOTOBOPOB IO BOIIPOCAaM yIPaBICHUS
[IEPCOHAJIOM, BKJIFOYAsl IPEBAPUTENIBHBIE MPOLEAYPHI 10 UX 3aKIFOUECHUIO

OpraHu3oBbIBaTh 3aKyNOYHBIE MPOLEAYPHl, OGOPMIISATH U aHAIU3UPOBATH
3aKyNOYHYIO JOKYMEHTAIUIO

KoHTponupoBaTh M aHaIM3MpOBaTh BOIPOCHl COLUAIBHOIO NApTHEPCTBA,
JOTOBOPBI NOCTABIUKOB YCIyT

IIpoBoauTh TIEPErOBOPHI U IPEACTABIATH HHTEPEChl OpraHU3allUd B
TOCYJapCTBEHHBIX ~ OpraHax, HpOQECCHOHAIBHBIX COM3aX U JIPYTHX
NIPEJCTaBUTEIbHBIX OpraHax pa0OTHUKOB M OpTraHU3alMsAX [0 BOIPOCAM
IepcoHaIa

Bectu nenoByro nepenucky

PaboTaTh ¢ nH(DOpMAITMOHHBIMY CUCTEMaMH U 0a3aMM JTaHHBIX TI0 TIEPCOHAIY,
CUCTeMaM YIpPABJICHUsS TEPCOHAJIIOM ¥ OPTraHU3AlHUH  JIeATEIHbHOCTH
CTPYKTYPHBIX MOJIpa3fiesieHuit

ObecrieunBaTh ~ KaJpoBOE  JIEIOMPOU3BOJICTBO H  JOKYMEHTAI[MOHHOE
COMPOBOXKICHUE TIPOILIECCOB IO YIPABJICHHWIO TEPCOHAIIOM U padote
CTPYKTYPHBIX IOJpa3IcIICHUI

OpraHn30BbIBaTh XpaHEHHWE JIOKYMEHTOB B COOTBETCTBHUU C TPeOOBAaHUSIMHU
TPYAOBOTO M apXMBHOrO 3akoHojarenbcTBa Poccuiickoii denepauuu u
JIOKJIbHBIMU aKTaMU OpraHu3aluu

Cobmto1aTh HOPMBI ATHKH JIETTOBOTO OOIIECHUS

KopriopaTuBHasi KyJnbTypa, COIMAIbHAS TOJIMTHKA, CUCTEMBI MOTHBAIMH U
3¢ HEKTUBHOCTH YIPABICHUS IEPCOHATIOM

Metoabl ynpaBieHHs pa3BUTHEM U dPPEKTUBHOCTHIO OpPraHU3AIMH, METOIBI
aHaJIM3a BBIMOJIHEHUS TUIAHOB M IPOTPaMM, OMPEACTICHHUS UX SKOHOMHUYECKOM
s exTuBHOCTH

Meroasl NpoBeAeHUs ayauTa, KOHTPOJIS OIEPATUBHBIX YIIPABICHUYECKUX
ITPOLIECCOB, COLIMOJIOTMYECKUX UCCIICJOBAHUN

busnec-mnan u 6GU3HEC-TPOLIECCH OPraHU3AINH
brokeTHOE MPOEKTUPOBAHKE
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OpraHu3anroHHOE MPOESKTUPOBAHHE

®opMbI, METOAbl U CHCTEMbl MAaTEPUAIBHOTO U HEMATEPUAIBHOIO
CTUMYJIMPOBAHUS Tpyia epcoHaa

Cuctemsl CTaHJapTOB o Ou3Hec-mpoleccaMm, npodeccusam
(CnenHaIbHOCTSIM ), HOPMBI TpyJa

Mertoabl aHanM3a KOJIMYECTBEHHOTO U KaY€CTBEHHOI'O COCTaBa MepcoHasa
Kanposast monutrka opraHu3amim

[Mopsimox  popmupoBaHus, BeAcHHS OaHKAa JTaHHBIX U MPEIOCTABICHUS
OTYETHOCTH IO CHCTEMaM YIPAaBIIEHUS MEPCOHAIOM U paboTe CTPYKTYPHBIX

MOJpa3IeJICHUI
OCHOBBI  JTOKYMEHTAlIMOHHOTO  OOecreyeHusi, MNOopsAaoK  ohopmieHUs
AOKYMCHTOB, npeaoCTaBIACMBbIX B TOCYAapCTBCHHBIC OpTraHbl,

po¢eCCHOHAITBHBIC COI03BI, 00IIECTBEHHBIC OPTraHU3aIuN

enu u cTparerus pa3BuTUs OpraHu3aluu
[lopsimox  mpoBedeHHs] — 3aKyNOYHBIX  mpouenyp U odopmieHus
CONYTCTBYIOIIEH JOKYMEHTAUN

HopMaTuBHBIE TpaBOBBIC AaKThI, PETYIUPYIONIUME TMpaBa M OO0SI3aHHOCTU
rOCYJIapCTBEHHBIX OPraHOB M OpraHU3alid 1O MPEIOCTABICHUIO YYETHOM
JTOKYMEHTaIUU

CtpykTypa oOpraHu3allid M  BaKaHTHbIE  JOJDKHOCTH  (mpodeccum,
CIEeIIMATbHOCTH)

TpynoBoe 3aKOHOAATEIBCTBO M MHBIE AKTHI, COAECPIKAIINE HOPMBI TPYJIOBOIO
npaBa

OCHOBBI apXWMBHOTO 3aKOHOAATEIbCTBA M HOPMATHUBHBIE IPABOBBIC aAKThI
Poccuiickoii denepanuu, B 4aCTH BEACHHS JOKYMEHTALMH 110 IEPCOHAILY
OCHOBBI HAJIOTOBOTO 3aKOHO1aTesbeTBa Poccuiickoilt deneparuu

OCHOBBI MHUTPAIIMOHHOTO 3aKoHonarenbcTBa Poccuiickoit denepanuu, B
YaCTH TPUBJICUCHUS U TPYJOYCTPOMCTBA MHOCTPAHHBIX TPaKIaH U JHI] Oe3
IpaKJaHCTBA

OCHOBBI QJIMUHUCTPATHBHOTO 3aKOHOJATEILCTBA B OO0JACTH yNpaBICHUS
MEPCOHAJIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIUII

3akoHo1atenbcTBO Poccuiickoi denepannul 0 MepCOHATBHBIX JaHHBIX

JlokanbHBlE HOPMATHUBHBIE AaKTBhl OpTaHU3allMM B O0O0JACTU YyIpaBIICHUS
[IEPCOHAIIOM

ITops10K 3aKIIFOUEHUS T0TOBOPOB (KOHTPAKTOB)
HopMmsbl 3THKH [1€710BOTO OOLIEHMS

bazoBbie OCHOBBI uH(OPMATUKH, CTPYKTYpHOE MOCTPOCHHUE
MH(POPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PaOOTHI ¢ HUMH

Jpyrue XxapakTepuCTUKU

IV. Ceagenust 00 opranmsanusix — pa3pador4ukax npogecCHOHAJIbHOI0 CTAHAAPTA

4.1. OTBeTCcTBeHHAsl OPraHU3ANUA-PA3PAOOTINK

Oobmepoccuiickoe o0bequHEeHNE padoTonareneii «Poccuiickuii COr03 MPOMBIIITICHHIUKOB
npeanpuHuMaTenei», ropoa Mocksa

Ucnonuutensubiil Bunie-npe3uieHT Ky3pmun Mmutpuii BnagumupoBuy

4.2. HauMeHOBaHUS OpraHu3anuii-pa3padoT4nKoB

1 \ AHO «HanuoHansHOE areHTCTBO pa3BUTHS KBanuKauii», ropos Mocksa
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2 Accormmanus (Cor3) «Acconuanusi KOHCYJIBTaHTOB 110 TOA00PY NEepcoHaa», ropoa Mocksa

3 | I'pynna HeadHunter, ropon Mocksa

4 | 3AO0 «KPOK UHKOPITOPEUTE/I, ropox Mockaa

5 | Uadopmanmonno-ananutruueckuii nentp «Kamgpossiii Jlozop», ropox Mocksa

6 MI'O «OITOPA POCCHUM», ropox Mocksa

7 MexnyHapoaHas accoluanys 1eJI0BOro COTpyIHUYECTBa, ropoa MockBa

8 | HOUY IO «MHuCcTUTYT podhecCHOHATBHOTO KapOBHKa», ropo MockBa

9 HIT «Accommarus EBponeiickoro 6uzneca», ropoa Mocksa

10 | HIT «BKK — HanmonasibHbIi €003 KaIpOBUKOB», ropoa MockBa

11 | HIT «Mexnaynapoasbiii anbstHe «TpynoBast Murpaius», ropog Mocksa

12 | HIT «HanmonanpHast acconuanusi 0QpUCHBIX CHEIHATUCTOB U aIMHUHUCTPATUBHBIX pAOOTHUKOBY,
ropoa Mocksa

13 | HIT MHO «Accommanus menemxepoB Poccumn», ropon Mocksa

14 | HIT CYPD «HanmonaneHas koH(penepanus «Pa3BuTre 4eJI0BeUecKOoro KarmuTana», TopoI
MockBa

15 | OAO «BJJHX» (I'AO BBLI), ropox Mocksa

16 | OAO «I"aznpom HedTb-HoBocubupck», ropoa HoBocubupck

17 | OAO «Ob6beauHeHHAS CyIOCTPOUTENbHAS KOPIOpanus», ropoa Mocksa

18 | OAO «PX]I», ropox Mocksa

19 | OAO «Caxanun Duepmxu MaBectmenT Komnann», ropos FOxxno-CaxanuHck

20 | OAO «Tarnedtp» umenu B.JI. Ilamuna, ropox Kazanp

21 | OAO «HayuHo-npon3BojacTBeHHOE 00beanHeHHEe «Hayka», ropon MockBa

22 | OO0 «LG Electronics Rus», ropog Mocksa

23 | OO0 «buznec Ilcuxomorn SHL Russia & CIS HII», ropon Mocksa

24 | OO0 «1T-CK», ropon Mocksa

25 | OO0 «Jlykoin-UHKUHUPUHT», ropoa MockBa

26 | OO0 «OKb 3enut», ropox MockBa

27 | OO0 «Ilerponnym Tpeitnunar», ropog Mocksa

28 | OO0 «Ilomurpad-3anura», ropox Mocksa

29 | OO0 «llentp xagpoBbix TexHONOTHH — O0ydeHue. CtaxupoBku. TpynoycTpoiicTBO», TOPO
MockBa

30 | Poccuiickoe npeacrasurenscTBo «Coleman Services UK» («Koynman Cepucus»), ropon
MockBa

31 | Toproso-npomsinuieHHas nanara Poccuiickoit @enepanuu, ropox Mocksa

32 | ®I'bBOY BIIO «MockoBckuii rocy1apcTBEHHbIN YHUBEpcUTET nMeHU M. B. JlomoHOCOBa»,
[Ixona gupexTopa no nepcoHany, ropoa Mocksa

33 | ®I'bOY BIIO MCYV, ropox Mocksa

34 | ®I'bOY BIIO MDCH, ropoa Mocka

35 | ®I'bOY BIIO Cubupckuii rocynapcTBeHHbI yHuBepeuteT myteit coodmmenus (CI'YIIC), ropox
HoBocubupck

36 | ®I'BY «HayuHo-nccne10BaTeIbCKU HHCTUTYT TPYAA U COLIMATIBHOTO CTPaxOBaHUS»
MuHucTepcTBa TpyJa U conuaibHOM 3amuThl Poccuiickort denepanuu, ropoa Mocksa

37 | ®I'VII «Iloura Poccuun», ropoa Mocksa

38 | ®K «Ypancub», ropox Mocksa

! O6uepoccHiicknii KnaccHpUKATOp 3aHATHIA.

2 O06mepoccHicKmii KTacCU(PUKATOp BUJOB SKOHOMHUYECKOHN JESITeTLHOCTH.

3 Enuupiii kBanmu(UKaIMOHHBIA CIIPABOYHHK TOJDKHOCTEH PYKOBOIUTENCH, CIICIIMANKCTOB U IPYTHX CITYXKAIThX.
* OGmepoccuiickuii kmaccuduKaTop npodeccuii pabounx, JOMKHOCTEH CIyKaIIuX ¥ Tapu(HBIX pa3psaoB.




