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YpaiieHHE IEPCOHAIOM OpraHu3aluu 07.003
(HanMeHOBaHME BHIA MTPOPECCHOHATBHOMN e TEITEHOCTH) Kox

OcHoOBHas 11€7b BUJ1a TPOPECCUOHATBHON e TEILHOCTH:

Obecneuenue 3¢ (HeKTUBHOTO (PYHKIIMOHUPOBAHUS CHCTEMBI YIIPABICHHS IEPCOHATIOM ISl TOCTHKECHUS
1IeJIe opraHu3anuu

['pynma 3ansTmii:

1232 PykoBoautenu noapaznenenuii (ciyx0) 2412 CneunanucTsl O Kaapam U
yIpaBJICHUS KaJpaMu U TPYJOBBIMU npoQoprueHTaAIUN
OTHOIIICHUSIMHA

3423 CriennanucThbl KaApOBBIX CITYXO0 U - -

YUPEKICHUHN 3aHATOCTH
(xox OK31) (HauMEHOBaHME) (xox OK3) (HanMEHOBaHMUE)

OrHecenue K BuaaM SKOHOMHYCCKOU JACATCIIbHOCTH !

78.30 ‘I[es[TeJILHOCTL 1o noAdopy MepcoHana mpoyas

(xox OKBDTY) (HauMeHOBaHME BH/1a YKOHOMHUYECKOH JeSITEIbHOCTH)




I1. Onucanue TpyaoBbIX PyHKIUI, BXOAAIIMX B PO ecCHOHATBHBIN CTAHAAPT
(pyHKIIHOHATBHAS KAPTA BUAA NPO(PECCHOHATBHOI 1eATeIbHOCTH)

O060011eHHbIE TPYAOBBIE PYHKITUN

TpynoBsie pyHKITUN

YpOBEHb
KOJ HAaUMEHOBaHUE YPOBCIHb HAaUMEHOBaHUE KoZ | (TOZypOBEHD)
KBaTH(UKAITIH
KBUTH(DUKAITHH
A JloKkyMeHTaIlmoOHHOE oOecreueHne 5 Benenune oprannzanmoHHON U pacriopsAuTEIbHON A/01.5 5
paboThI ¢ IEPCOHAIOM JOKYMEHTAIMH 110 IEPCOHATTY
Benenue nokymMeHTanuu Mo y4ety ¥ IBHKEHHUIO KaJpoB A/02.5 5
AJIMHHHCTPUPOBAHHE MPOIECCOB M JOKYMEHTOO0OPOTA 110 A/03.5 5
y4eTy U JIBHKEHHUIO KaJpOB, MPEACTABICHUIO JOKYMEHTOB 110
MIEPCOHATY B TOCYAaPCTBEHHBIC OPTaHBI
B JlesTenbHOCTh 10 00ECTICUSHUTO 6 CO6op uHpopMaIuu o TOTPEOHOCTIX OpraHU3aIuU B B/01.6 6
MEPCOHAIOM nepcoHae
[Touck, npusieueHue, nogd0p 1 0TOOp MepcoHana B/02.6 6
AJMUHHUCTPUPOBAHUE TIPOLIECCOB U JJOKYyMEHTOO0OpOTa B/03.6 6
o0ecreyeHns: NepCcoHaIOM
C JlesTenbHOCTD MO OIICHKE U aTTeCTaIluN 6 Opranuzanus 1 NpoBeICHUE OLEHKHU MepcoHaa ‘ C/01.6 6
[epcoHaa Opranuzanus 1 MpoBEJACHUE aTTECTAIMH ITEpCOHAIa C/02.6 6
AJMHHHCTpUpPOBaHUE MIPOLECCOB U JokyMeHToobopoTta pu | C/03.6 6
MIPOBE/ICHUH OIICHKH U aTTECTAIMU TIEpPCOHANA
D JeATenpHOCTh 0 Pa3BUTHUIO IIEPCOHAIIA 6 Opranuszanus 1 NpoBEACHUE MEPOIIPUATHN IO PA3BUTHIO U D/01.6 6
MOCTPOESHHIO MPO(HECCHOHAILHON Kaphephl IIEpCOHANA
Opranuzanust 00y4yeHus HepcoHana D/02.6 6
Opranuzanus aganTtalyy U CTAXKUPOBKHU NIEPCOHANIA D/03.6 6
AJIMUHHCTpPUpPOBAHHE MPOIECCOB M JOKYMEHTOO0OPOTA 110 D/04.6 6
Pa3BUTHIO U TTPOQECCHOHAIBHON Kapbepe, 00yUICHHIO,
aJlanTalliy ¥ CTAXKUPOBKE MEPCOHATIA
E JleqarenbHOCTh IO OpraHu3aluy TpyJa u 6 Opranuzanus Tpyja nepcoHana E/01.6 6
OIIATBI IEPCOHANA Opranu3zanus omiaTel TpyAa epcoHana E/02.6 6
AJMUHHUCTPUPOBAHHUE TPOIIECCOB U JOKYMEHTOO0OpOTA 1O E/03.6 6

BOIIPpOCaM OpraHu3alvu Tpyaa U OIUIAThI IICpCOHAJIa




JeqarenbHOCTh O OpraHu3alu Pa3paboTka KOpropaTHBHOW COMMATBLHON MOJUTUKA F/01.6 6
KOPIIOPATUBHOM COLUAIbHON MOJIUTUKU Peanuzainus kopnopaTUBHON COLMAIIBHON MOJIUTHKU F/02.6 6
AJMUHHUCTPUPOBAHHUE TPOIIECCOB U JOKYMEHTOO0OpOTA 1O F/03.6 6
BOIIPOCAaM KOPIOPATUBHOW COLUAIIBHOU MOJIUTUKH
OnepalmoHHOE yIpaBiIeHUE MEPCOHATIOM Pa3zpaboTka cucTemMbl ONIEPAIIMOHHOTO YITPaBICHUS G/01.7 7
¥ T0/Ipa3ielICHuEeM OpTaHU3aIIH MIEPCOHAIIOM M pabOThI CTPYKTYPHOTO MOAPA3ICIICHHS
Peanu3zanus onepaninoOHHOTO yIpaBieHUs IEPCOHATIOM U G/02.7 7
paboThI CTPYKTYPHOTO MOPA3ACTICHUS
AJIMUHHCTPUPOBAHHE MTPOLECCOB M JOKYMEHTOO0OpOTA 110 G/03.7 7
OTIEpaIMOHHOMY YIPaBICHHUIO IEPCOHATIOM U paboTe
CTPYKTYPHOTO MOAPA3ICICHHUS
Crparernveckoe ynpaBiieHUE Pa3paboTka cuCTEMBI CTPATETHIECKOTO YIIPABICHHS H/01.7 7
MEPCOHANIOM OpPTaHU3AINH MIEPCOHATIOM OpTraHU3AINH
Peanuzariust cuCTEMBI CTPATErHYECKOTO YIIPABICHUS H/02.7 7
MIEPCOHATIOM OpTraHHU3AINH
AJIMHHHCTPUPOBAHHE MPOIECCOB M JOKYMEHTOO0OPOTA 110 H/03.7 7

CTPATCTUYCCKOMY YIIPABJIICHUIO IICPCOHAJIOM OpraHU3allun




IT1. XapakTepucTuka 00001IEHHBIX TPYAOBbIX (PYHKIIM

3.1. O0o0menHas TpyaoBasi yHKIus

HaumenoBanue

JlokyMeHTaIlmOHHOE 0OecTieYeHre paboThI
C MepPCOHAIIOM

YpoBeHb

Ko,
A KBaJTH(pUKAUU

IIpoucxoxexnue
00001IIeHHON TPy I0BOIT
byHKIIH

3anMCTBOBAHO U3

Opurunan X
OpUTHHAA

Konm opurnnana  PerucrpanmoHHBIN HOMED
npodeccroHanbHOro

cTaHmapTa

Bo3moxHble
HanMCHOBaHUA
JOJDKHOCTEH, mpodeccuii

Crnenuanuct no KaJpoBOMY JIETIONPOU3BOACTBY

Crienanuct no JOKyMEHTAIIMOHHOMY 00ecreueHUIo paboThl ¢ IEPCOHATIOM
Crenuanuct no JOKyMEHTAIlHOHHOMY OOECIIE€YEeHHIO ITepCoHaNa
Crnenmanuct 1o nepcoHairy

TpebGoBanust k
00pa3oBaHUIO U
00y4eHuIo

Cpennee npodeccruoHaibHOe 00pa30BaHUE — MPOrpaMMa IMOATOTOBKH
CIEIUAIMCTOB CPEAHETO 3BEHA

JonomuauTtensHOE MpodeccuoHaIbHOE 00pa3oBaHNE — MPOTPAMMBI
po(ecCHOHANBEHOM MePenOrOTOBKH, MPOTPAMMBbI TIOBBITIICHHSI
KBaTM(UKAITIT

TpeboBaHMs K OIBITY
MPaKTUYECKOU PabOThI

Oco0Oble ycioBust
JoIycKa K pabore

Hpyrue
XapaKTEPUCTUKU

I[OHOJ'IHI/ITGJ'ILHI)Ie XapaKkTe

PUCTUKH

HaumenoBanue 6a30B0i rpynibl, JOIKHOCTH
HaumenoBanue nokymeHnra Kon
(mpodeccun) WK crienuaTbHOCTH

OK3 2412 CrienamucThl 1Mo Kajapam U npodoprueHTannu

3423 CrienanucThbl KaIpOBbIX CITYKO U YUPEXACHUH 3aHATOCTH
EKC’ - Crnenuaiuct no Kaapam

- WMHcnekTop 1o kagpam
OKIIJITP* 27755 | DKOHOMMCT IO TPy

22956 | Uncnektop mo Kajapam

3.1.1. Tpynosas pyHKuust

Benenue opranuzanoHHON U YpoBeHb
HaumenoBanue | pacropsiAUTENIbHON JOKYMEHTAIUHU O Kon | A/01.5 | (momyposews) 5
nepcoHany KBaJTU(PUKAIIHN
TIpoucxoxneHn AuMCTBOBAHO U
POHCXOXKIEHHE Opurmsan X 3auMCTBOBAHO U3
TPYIOBOH (QyHKIINH OpUTrHHAaJIa

Kon opurunana PerucrpannonHslii HoMep

poeCCHOHAIBHOIO CTaHIapTa




TpynoBsie necTBUS

O6paboTka 1 aHATK3 MOCTYHAIONIEH JOKYMEHTAIMH 110 TIEPCOHAITY

Pazpabotka u odopmieHue AOKyMEHTAIMM 1O MepcoHany (TepBUYHOM,
YYETHOM, TUTAHOBOW, IO COIHMAIBHOMY OOECIEYEHHUI0, OpraHWU3alMOHHOM,
pacropsiANTEIILHOMN )

Perucrpanus, y4eT W TeKylllee XpaHEHUE  OPraHU3alUOHHOM U
PacoOpsIANTENBHON JOKYMEHTAMU 110 IEPCOHATY

Heobxonumeie ymeHus

Pa3zpabGaTeiBaTh  MPOEKTHl  OPraHU3allMOHHBIX M PaCHOPSAUTENBHBIX
JOKYMEHTOB I10 IIEPCOHAILY

OdopMasTh AOKYMEHTHI B COOTBETCTBHM C TPEOOBAaHUSMHU TPa)JAaHCKOTO,
TPYAOBOTO 3aKoHoAaTenbcTBa Poccuiickon @enepauuu W JOKaJIbHBIMHU
HOPMATUBHBIMH aKTaMH OpraHU3aIuU

Bectu yder u peructpanuio JOKyMEHTOB B MH(OPMALIMOHHBIX CUCTEMAaX U Ha
MaTepUaIbHBIX HOCUTEISAX

Oprann3oBbIBaTh XPaHEHHUE JOKYMEHTOB B COOTBETCTBUU C TPEeOOBAHUSIMH
TPYAOBOTO, AapXMBHOrO 3akoHojarenbcTBa Poccuiickoir dPenepauuu  u
JIOKAJIbHBIMU HOPMATHUBHBIMU aKTaMU OpPTaHU3AIUU

AHanM3MpoBaTh JOKYMEHTHI M MEPEHOCUTHh MH(OpMaLUIo B 0a3bl JaHHBIX U
OTYETHI

BoIsBNsATE  OMIMOKW, HETOYHOCTH, UCHPABICHUS ¥  HEJOCTOBEPHYIO
uHGOpPMAIIUIO B JOKYMEHTaX, OMPEENIATh JETUTUMHOCTD JJOKYMEHTOB

Paborars ¢ mHDOpMAITMOHHBIMU CHCTEMaMH M 0a3aMy JaHHBIX 0 BEICHUIO
y4eTa, JIBUKEHHIO IIEpCOHaa

Co0ir0/1aTh HOPMBI ATHKH JICTIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

[opsinok opopmieHus, BeAEHUS U XpaHEHHS JOKYMEHTOB I10 IEPCOHATY

HOpH,I[OK yuceta [ABUKCHHA KaJApOB U COCTABJICHUSA YCTaHOBHeHHOﬁ
OTYCTHOCTHU

OCHOBBI JOKYMEHTO00O0POTA U IOKyMEHTAIIMOHHOTO 00eCIIeYCHHSI

TexHonornu, METOBI U METOAUKU IMPOBEICHUSA aHailu3a U CUCTEMAaTU3aLUU
JIOKYMEHTOB ¥ HH(OpMaIiu

Ilopsimoxk pacuera craxka, JbIOT, KOMIIEHCAUMH, O(GOPMIICHHS TEHCUH
pabOTHUKAM

CrpykTypa opranuzauuu

TpyaoBoe 3aKOHOIATENbCTBO U MHBIE aKThI, COJAEPIKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA M HOPMATHUBHBIE IPABOBBIE AKTHI
Poccuiickoit ®eaepanuu, B 4aCTH BEAEHUS TOKYMEHTALIMH IO EPCOHAITY

3akoHonarenbcTBO Poccuiickoin denepaiy 0 epCoOHAIbHBIX TaHHBIX

JlokanpHblE HOpPMATHMBHBIE AaKThl OPTraHM3ALUH, PETYIUPYIOIIHME MOPSAIOK
oopMmiIeHHs PaCTIOPAIUTENbHBIX W OPraHU3ALMOHHBIX JIOKYMEHTOB IO
IEPCOHAILY

Hopwmbl 3THKH 1 1e10BOro 00IIeHus

ba3oBrle OCHOBBI nHpopMaTHKH, CTPYKTypHOE HOCTPOCHHE
UH(POPMALMOHHBIX CHCTEM H OCOOCHHOCTH pabOTHl C HUMHU

Hpyrue xapakTepucTUKU




3.1.2. TpynoBas pyHKIUS

Benenne nokyMeHTaluu 1Mo yuety u VposeHb
HaumeHoBaHue JBIKCHUIO KagpOB Kon | A/02.5 (mmoypoBeHb) 5
KBaTH(pHUKAITIT

IIpoucxoxaeHue Tpy1oBoi
GbyHKIMN

3anMCTBOBAHO U3

Opurunan X
OpHUrHHaIa

Kon PerucrpaunoHHbIil HOMEp
OpUTHHANA TPO(PECCHOHATBHOTO CTaHIApTa

TpynoBsle 1eiCTBUS

[lonrotoBka NPOEKTOB  JOKYMEHTOB IO  MpolexypamM  yIpaBlIeHUs
IEPCOHAJIOM, YUETy U JIBHKCHHIO IEPCOHATIA

Opl" aHU3alud CUCTEMbI ABUKCHUA JOKYMCHTOB 110 IICPCOHATY

COop 1 mpoBepKa JINIHBIX TOKYMCHTOB PAOOTHHKOB

[MonroroBka u odopmieHne Mo 3arnpocy pabOTHUKOB M JODKHOCTHBIX JIUI]
KOMNUi, BBIMUCOK U3 KaJIPOBbIX TOKYMEHTOB, CIPAaBOK, MH(POPMAIIHH O CTaXe,
JBrOTaX, TAPAHTHUSAX, KOMIICHCAIIMSX U UHBIX CBEJICHHI 0 paOOTHUKAX

Bbiaua paGoTHHKY KaJIpOBBIX JOKYMEHTOB O €r0 TPYAOBO 1eATEIbHOCTH

I[OBGI[CHI/IG A0 CBCACHUS NCPCOHAJIA OPraHU3aAllMOHHBIX, PACTIOPAINUTCIBHBIX
M KaJJPOBBIX TOKYMCHTOB OpraHMU3aiuu

Benenue yuera pabouero BpeMeHH paOOTHHKOB

PCFI/ICTpaHI/Iﬂ, Y4e€T, ONCPAaTUBHOC XPAHCHUC JOKYMCHTOB IIO IICEpPCOHAIY,
IMOArOTOBKA K CAa4Y€ UX B apXHB

Heobxonumbie ymeHus

P 33pa6aTBIBaTL IIPOCKTHI KAAPOBBIX JOKYMCHTOB

OdopmisaTe KaapoBble JOKYMEHTHI B COOTBETCTBUM C TpeOOBaHUSIMH
TPYIOBOTO 3aKkoHonaTenbcTBa Poccuiickoir denepanuu ©u  JTOKaTbHBIMU
HOPMATHUBHBIMHU aKTaMU OpraHU3aIuu

Bectn ywer m peructpanmio KaJpoBbIX JOKYMEHTOB B HH(OPMAIIMOHHBIX
CUCTEMAax ¥ Ha MAaTEPHUAIIbHBIX HOCUTEIAX

OpI‘ AHU30BbBIBATH XPAHCHUC KaAPOBBIX HOOKYMCHTOB B COOTBCTCTBHUU C
TpeOOBaHUSIMU  TPYJOBOTO, apPXMBHOTO 3aKOHOAATENbCTBA Poccuiickoit
d)enepaum/l U JIOKAJIbHBIMU HOPMATUBHBIMHA aKTaMH OPraHu3aliuiu

AHanM3upoBaTh KaJpOBbIE JOKYMEHTHI M MEPEHOCUTh MH(popManuio B 6a3bl
TAHHBIX H OTYETHI

Pabortate co CIICHHUAIIN3UPOBAHHBIMU I/IH(1)OpMaI_[I/IOHHBIMI/I CUCTCMaMH H
Oazamu JAaHHBIX MO BEACHUIO YUCTAa U IBUKCHUIO IICPCOHAJIA

Pa3pabaTbiBaTh M1aH KOPPEKTUPOBOK YCTAHOBIEHHOTO MOPsIKAa 0(OPMIICHUS
JIOKYMEHTOB 110 IEPCOHAITY M PEAIN30BbIBATh MPUHATHIE H3MEHEHHUS

KonTponupoBats npucyTcTBUE pabOTHUKOB Ha paboueM MecTe

Co0r0/1aTh HOPMBI ATHKH JITIOBOTO OOIICHUS

Heo0xoauMmsie 3HAaHUS

[Mopsimok opopmiieHHs, BEACHUS  XpaHEHHS JOKYMEHTOB I10 IIEPCOHAITY

[Topsimox ydera JABWKEHHS KaJIpOB U COCTaBJICHHSI yCTaHOBJICHHOMN
OTYETHOCTHU

[Topsimok pacyera cTaxka, JBIOT, KOMIIEHCAlUd, OGOPMIICHUS TEHCHIA
paboTHUKaM

CrpykTypa opranuszanuu

TpyaoBoe 3aKOHO/ATENbCTBO U MHBIE aKThI, COAEPIKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHBHBIC IPABOBHIE AKTHI
Poccuiickoit @denepaiuu, B 4aCTH BeICHUS JOKYMEHTAIMH 110 TIEPCOHATY

3akoHo aTenbcTBO Poccuiickoi denepanun 0 NepCOHATbHBIX JaHHBIX




TexHONOrMK, METOABI U METOJUKH IPOBEACHMs aHAIW3a U CHCTEMaTU3alluu
JOKYMEHTOB M HH(pOpMaIUU

JlokanpHple HOpPMATHMBHBIE AaKThl OPTraHMW3aLW{, PETYJIUPYIOIIHE MOPSIOK
oopmIIeHHs JOKYMEHTOB I10 TIEPCOHAITY

OCHOBEI ,Z[OKYMeHTOO60pOTa U JOKYMCHTAIIMOHHOI'O obecreyeHus

Hopwmbl 3THKH 1€710BOTO 00IIeHNS

baszoseie OCHOBBI UHPOPMATHKH, CTPYKTYpHOE IIOCTPOEHUE
UH(POPMALMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMHU

Hpyrue xapakTepucTUKU

3.1.3. TpynoBas pyHKIUS

HanmenoBanune

IIpoucxoxaeHue Tpy1oBOi
byHKIIH

AJIMUHUCTPUPOBAHKE MTPOLIECCOB U v
OBEHD
OKYMEHT0000pOTA IO yUETy U ABUKECHHIO p

JOKy p y4eTy u It Ko | A/03.5 | (moxypoBens) 5
KaJpoB, MPEICTaBICHUIO JOKYMEHTOB MO N a——
IEPCOHAITY B TOCYIAPCTBEHHBIE OPTraHbl

3auMCTBOBaHO U3

Opurunan X
OpHUIHHAIA
Kon PeructpannoHHbsiii HoMmep

opuruHana npogecCUOHAIBHOTO CTaH/AapTa

TpynoBsie 1eiCTBUS

Opranuzanus J0KyMEHT0000pOTa MO yUeTy U IBUKECHUIO KaJpOB

Opranuzanus JOKYMEHTOOOOpOTa MO TMPEACTaBICHUIO JOKYMEHTOB 10
MIEPCOHAITY B TOCYAapCTBEHHbIE OPTraHbl

[TocraHoBKa Ha y4eT OpraHM3aliy B TOCYIapCTBEHHBIX OpraHax

[TonroroBka Mo 3ampocy TOCYJIapCTBEHHBIX OpPraHoB, Mpo(deCcCHOHATBHBIX
COI030B M JIPYTHX IMPEJICTABUTEIbHBIX OPraHOB PAaOOTHUKOB OPUTHMHAIOB,
BBIIIMCOK, KOITUK JJOKYMEHTOB

[ToaroroBka yBeTOMIICHUH, OTYETHOM M CTATUCTHYECKOW WH(POpPMAIUU TIO
NEePCOHAITY

[ToaroroBka wHPOpMAMK O 3aKIIOYCHHH TPYAOBOTO WM T'PaKIAHCKO-
MPaBOBOTO JIOTOBOpa Ha BBIMOJHEHHWE pPabOT (OKa3aHWe YCIyT) C
rpak IaHUHOM, 3aMENIaBIINM  JIOJDKHOCTH roCy/1apCTBEHHOM 1403071
MYHULMIAIBbHON CITyXOBI, nepevyeHb KOTOPBIX YCTaHaBIIMBAETCS
HOPMaTHUBHBIMU MTPaBOBbIMU akTaMu Poccuiickoit deneparum

Heobxonumeie ymeHus

OdopmisATh ydeTHbIE JOKYMEHTBI, HPEJOCTaBlIsieMbleé B T'OCYJapCTBEHHbIE
opransl, Mpo(ecCHOHAIBHBIE COIO3Bl W JIPYTHE TNPEACTAaBUTEIBHBIC OpPTaHbI
paboOTHUKOB

OpFaHI/ISOBI)IBaTI) XpPaHCHUC OJOKYMCHTOB B COOTBCTCTBUHU C Tpe6OBaHI/I$IMI/I
TPYAOBOTO 3aKOHOAATEIBCTBA Poccuiickoit cDE‘,,I[GI)EII_II/II/I Hn JOKaJIbHBIMH
HOPMAaTUBHBIMH aKTaMH OpPraHu3aluu

Paborats ¢ nHpOpMaIIMOHHBIMU CHCTEeMaMH U 0a3aMy JaHHBIX 0 BEICHUIO
ydeTa M JBIKCHHUIO TIEpCOHANA

Paborats ¢ nHpOpMaIIMOHHBIMU CHCTEeMaMH U 0a3aMy JaHHBIX 0 BEICHUIO
CTATUCTUYECKON M OTUYETHON MHGOPMAIIMH TI0 TIEPCOHAITY

AHanu3upoBaTh NpaBWia, IPOLEAYPHl U MOPSAOK, PETYIHPYIOIIKE IIpaBa U
0053aHHOCTH TOCYJapCTBEHHBIX OpPraHOB W OpPraHMU3allMU IO BOIPOCAM
oOMeHa JJOKyMEHTaIUeH 1o nepcoHaty

Bectu nenoByto nepenucky

Co0ir0/1aTh HOPMBI ATHKH JICTIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

TexHonornu, METOAbl U METOAUKHU IPOBEICHUSA AaHAIM3a U CUCTEMATU3aLMHU
JIOKYMEHTOB ¥ HH(OpMaIiu




OCHOBBI TOKYMEHTOO00POTa U JOKyMEHTAITMOHHOTO 00eCIIeUeHUs

CTpyKTypa opraHuzanuu

HopmatuBHbie ipaBoBbi€ akThl Poccuiickoit Denepannu, peryaupyronme
npaBa U OOS3aHHOCTH TOCYIApCTBEHHBIX OPIaHOB, MPO(HECCHOHAIBHBIX
COI030B U  JPYTrUX NPEICTaBUTENIbHBIX OpPraHoB  pabOOTHUKOB IO
MpEaOCTaBJICHUIO y‘-IGTHOfI AOKYMCHTAIlU

TpyaoBoe 3aKOHOIATENbCTBO U MHBIE aKThI, COJAEPIKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA M HOPMATHUBHBIE IPABOBBIE AKTHI
Poccuiickoit ®eaepanuu, B 4aCTH BEAEHUS TOKYMEHTALIMU IO EPCOHATY

3akoHoaarenscTBO Poccuiickoit denepaiinu o mepcoHaNbHBIX JaHHBIX

JlokanbHbIC HOPMATUBHBIC A4KTbl OpTraHU3alliH, PEryJIupyromuce IMIOopaagoK
BCACHUA NOKYMCHTAIIWMHU IO YUCTY W ABUKCHUIO IICPCOHAIA

Hopwme! 5THkH fenoBoro o01ieHus

bazoBbie OCHOBBI MH(OPMATHKH, MOCTPOCHUS MHOOPMALMOHHBIX CHUCTEM M
0Cc00EHHOCTH pabOTHI C HUMH

Jpyrue XxapakTepUCTUKH

3.2. O0o0menHas TpyaoBasi yHKIus

JlesTeIbHOCTh IO 00ECTICUCHHTO VpoBeHb
HaumeHoBanue Kon| B 6

IEPCOHATIOM KBaIH (UKL
IIpoucxoxaenue

. . 3anMCTBOBAHO W3
000011IeHHOH TPYI0BOIT Opurunan X
OpHUrHHAIA
byHKIIH
Koz PeructpannoHHsiii HoMep
OpUTHHAa podeCcCHOHANIBEHOTO
CTaHmapTa
Bo3moxHbIe HAUMEHOBAHUS Crienuanuct o moadopy nepcoHaa
JOJDKHOCTEH, mpodeccuii CrnenraucT o nepcoHary
MeHexep 1o nepcoHany

TpebGoBanust k
00pa3oBaHUIO U
00y4eHuIo

Bricmiee oOpazoBanue — OakamaBpuaT

JlononauTenpHOE IPOohecCHOHATBEHOE 00pa30BaHUE — IPOTPAMMBI
MOBBIIIEHUS KBATN(UKAITUH, TPOTPaMMBbI IIPO(eCcCHOHATBHOM
MEPETOATOTOBKH B 00JIACTH TIOMCKA U TTOI00pa IepcoHana

TpeboBaHMs K ONBITY
MIPaKTUYECKON pabOThI

Oco0ble ycnoBust
JOTTyCKa K pabore

Hpyrue
XapaKTEePUCTUKHU

JlononHUTEbHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHnra Kon

HaumenoBanue 6a30B0i rpynibl, JOIKHOCTH
(mpodeccun) WK crienuaTbHOCTH

OK3

2412 CrienamucThl 1Mo Kajapam u npodoprueHTannu

3423 CrienanucThbl KaJIpoOBbIX CITYKO U YUPEXIeHUH 3aHATOCTU

EKC

- Crnenuaiuct no Kaapam

- Menemxkep 1o nepcoHany




OKTIJITP

27755 | DKOHOMUCT IO TPYy

22956 | HcnekTop mo Kagpam

3.2.1. Tpynosas pyHKuIUSA

C60op nnpopmarmu 0 MOTPeOHOCTIX YpoBeHb
Haumenosanue OpraHW3aLuN B [IEPCOHAIE Kox | B/01.6 (noaypoBeHb) 6
KBaJTU(PUKAIINN

IIpoucxoxaeHue Tpy10BOU
GbyHKIHN

3auMCTBOBaHO U3

Opurunan X
OopuUruHasa
Kon Peructpaunonusiii Homep
opuUruHaia poheCCHOHATHLHOTO
CTaHIapTa

TpynoBsie neicTBUS

AHau3 IIaHOB, CTPATEruu U CTPYKTYPhl OpraHU3auu

AHann3 0COOCHHOCTEH opraHu3anuy padoThl M MPOU3BOJICTBA HA KOHKPETHBIX
pabounx Mecrax

AHanu3 pbIHKA TpyAa MO OpraHu3amuu paboThl HAa aHAIOTUYHOM
IIPOU3BOJICTBE U PabOYMX MeCTax

®opmupoBaHue TpeOOBaHUN K BAKaHTHOW JODKHOCTH  (mpodeccuu,
CHEIHUATBHOCTH) M UX KOPPEKITHSI

AHanu3 peIHKA TpyJa U MEpPCOHAja OPraHM3AlHMH MO MPO(HI0 BaKaHTHOU
JIOJDKHOCTH (Tipoheccr, CrIenaibHOCTH)

WNudopmupoBanre W KOHCYJIBTHPOBAHHE PYKOBOAMTENCH MOIpPA3IEICHUN U
OpraHu3aIMK 10 BOIPOCAM PbIHKA TPYJa B YaCTH 00eCIeYeHUs IEPCOHAIOM

HeoOxonumelie ymeHus

CoOuparp, aHaMM3WPOBATH M  CTPYKTYpHpPOBaTh HHPOpManuio 00
0COOEHHOCTSIX OpraHu3aly padoT Ha Pa3IMYHbIX YYacTKax MPOU3BOACTBA U
Ha KOHKPETHBIX pabo4yMx MecTax C Yy4YeToM LeNed, 3ajad, IUIAHOB W
CTPYKTYpPbI OpraHu3anuu

CoOuparp, aHaNM3WPOBATH W  CTPYKTYpPHpPOBaTh HHPOpMaIuio 00
0COOEHHOCTSIX U BO3MOXKHOCTSAX KaJIpOBOr'0 MOTEHIMAIa OpraHu3aluu

Cobupath, aHaNM3UPOBaTL W  CTPYKTypHpPOBaTh HHPOpMANHIO 00
0COOEHHOCTSX PBIHKA TPYJa, BKIIIOYAs MPEAJIOKEHUS OT MPOBAiiIepoB yCiayr
0 TIOUCKY, TPUBJICYCHHIO, TT0I00PY ¥ 0TOOpPY MEepCcoHaIa

@®opmupoBaTh TpeOOBaHMS K BakaHTHOM  JOJDKHOCTH  (mpodeccu,
CIIENUATLHOCTH ) U ONIPEACIIATh KpUTEPUH 1T0A00pa ImepcoHana

BHocuTh KOppekTHpyOLIHe CBEACHHS B TpeOOBaHMS K KaHAMJIATaM Ha
BaKaHTHBIE JTOJDKHOCTHU (Tpodeccuu, CriennatbHOCTH)

[Tonp30BaThCS MOWMCKOBBIMH CHCTEMaMU W WH(GOPMAIMOHHBIMH PECypcamu
Ui MOHMTOpPMHITA  pbIHKAa  TpyAa, TPaXJaHCKOTO U TPYIOBOrO
3aKoHoAaTenbcTBa Poccuiickoi denepannn

KoncynprupoBaTh 1O BOmpocaM pbIHKAa TpyJAa B YacTH oOecredeHust
[IEPCOHAJIOM

Co0mmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIEHUS

HeoOxonuMble 3HaHUS

TexHonornu, METObI U METOAUKU IMPOBEICHUS aHalu3a U CUCTEMAaTU3aLUU
JIOKYMEHTOB ¥ HH(OpMaIiu

CrpykTypa oOpraHu3alMd W  BaKaHTHbIE JIOJDKHOCTH  (mpodeccu,
CHEIMAILHOCTH)

[Topsinok onpeneneHus NepCHeKTUBHOM U TeKylIed NoTpeOHOCTH B KaJIpax

Hcrounnku obecrieueHnst OpraHu3aIiy KaapaMu

Opranm3anus padoT Ha pa3jIMYHBIX yYacTKaxX MPOU3BOJICTBA, OpraHH3AIWH,
OTpaciu
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OO0mue TeHACHIIMM Ha PBIHKE TPyJa W B OTIACIBHOW OTpACiH, KOHKPETHOM
npodeccuu (IOMKHOCTH, CIIEIUATHLHOCTH)

OCHOBBI IICUXOJIOTHH U COLMOJIOTHH TpyJda

OCHOBBI ’KOHOMUKH, OpraHU3al1y TPY1a U YIIPaBJICHUS

TpyaoBoe 3aKOHOIATENbCTBO U UHBIE aKThI, COJAEPI)KAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA M HOPMATHUBHBIE IPABOBHIE AKTHI
Poccuiickoit ®eaepanuu, B 4aCTH BEAEHUS TOKYMEHTALIMU IO EPCOHATY

3akoHonarenbcTBO Poccuiickoin denepanu 0 NepCcoOHAIbHBIX TaHHBIX

JlokanpHblE HOpPMATHMBHBIE AaKThl OPTraHM3ALUH, PETYJIUPYIOIIHME MOPSIOK
no0opa nepcoHana

Hopwmbl 3THKH 1€710BOTO 00IIIEHUS

bazoBeie OCHOBBI UHPOPMATHUKH, CTPYKTYpHOE MOCTPOCHHE
UH(POPMALMOHHBIX CHCTEM H OCOOCHHOCTH pabOThl C HUMHU

Jpyrue XxapakTepUCTUKH

3.2.2. TpynoBas pyHkumst

[Mouck, npusieuenue, nogdop u 0TOOp Yposens
Haunmenosanue nepcoHana Kox | B/02.6 | (moxyposens) 6
KBaJTU(PpUKAIINN
IIpoucxoxaeHue Tpy10Boit
P A Py Opurunan X 3anMCTBOBAaHO U3 OpUTHHAJIA
GbyHKIHN
Kon Peructpaunonusiii HoMmep
OpHUTHHANA po¢heCCHOHATHFHOTO
CTaHIapTa

TpynoBsie 1eiCTBUS

[Tonck BO BHYTPEHHHX M BHEIIHUX MCTOYHHMKAX MHPOpPMAIUU O KaHIUAATaX,
COOTBETCTBYIOIIEH TpeOOBaHUSM BaKaHTHOW JIOJDKHOCTH  (mpodeccuu,
CIIELHUATILHOCTH)

Pasmemienne  cBeqeHMit 0 BaKaHTHOM  JOJDKHOCTH  (mpodeccud,
CHENHATBHOCTH) B CPEIICTBAX MAaCCOBOW MH(POPMALIUU

BBI60p CIoco0o0B u MCTOHOB IIPUBJICUCHUS IICPCOHAJIAa B COOTBCTCTBHUU C
YTBCPIKACHHBIMU IIJIaHAMU

[MpoBepka wHpOpMamuu O KaHAWIATaX HA BaKaHTHBIC JODKHOCTH
(mpodeccuu, criennanTbHOCTH)

[IpoBenenne coOeceqoBaHWI W BCTPeY C KaHAWJATAMU Ha BaKaHTHBIC
JIOJDKHOCTH (TTpodheccri, CIeMAIBHOCTH) ¢ 0OeCTiedeHueM 00paTHOM CBSI3H

OI.[CHKa COOTBETCTBUA KaHAUIATOB TpC6OBaHI/I$IM BaKaHTHOU JOJIKHOCTH
(mpodeccuu, criennaTbHOCTH)

[MonroroBka mpemIoxKeHUH 10 (OPMUPOBAHUIO OlO[KeTa Ha TIOHUCK,
MpUBJICYEHUE, TOAOOP U 0TOOP MepcoHaa

WNndpopmupoBanue 1 KOHCYJIbTUPOBAHHE PYKOBOAMUTENEH MOApa3AeIeHUH U
OpraHU3alyy 10 BOIIPOCAM IIPUBJICYECHHs IEPCOHAJIA C OLICHKOW 3aTpar

HeoOxonumelie ymeHus

OnpenensaTh KpUTEPUH MTOUCKA, IPUBJICUEHHS, T0J00pa 1 0TOOpa ImepcoHaa

CobupaTh, aHAIM3UPOBATh U CTPYKTYpUPOBATh UH(POPMALIUIO O KaHAUATaX U
MPEAJIOKEHUSX Ha PhIHKE TPY/la

[Tonb30BaThCs MOMCKOBBIMU CHCTEMaMHU M MH(GOPMAIMOHHBIMUA PECypcaMu B
obnactu obecrieyeHus epCcoOHaIOM

[IpyuMeHsATh TEXHONOTMM W METOAMKM IOMCKA, NpHUBJIEUEHHs, Moadopa Hu
oT0Opa KaHAMIATOB HAa BaKaHTHBIC JOJDKHOCTH (podeccry, CIenaIbHOCTH)
B COOTBETCTBHE C MX CIeLU(UKOM
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Hcnonb3oBath cpeacTBa obecrieueHuUsI MIEPCOHAJIOM, BKITIOY st
CONPOBOXKICHUE

KoHncynpTupoBaTh 0 BOIpocam MpUBJICUYEHUs IEpCOHAIA

CocraBiaTh H KOHTPOJUPOBATL CTATbU  PACXOHdOB Ha obOecreyeHne
MEPCOHAIOM JJIs IJIAHUPOBAHUA 6IOIDK€TOB

Cobmto1aTh HOPMBI STHKH JIETIOBOTO OOILICHUS

Heo0Oxoaumeblie 3HaHASA

Hcrounnku obecnieueHus: OpraHu3aiuy Kaapamu

TexHONOTMM M METOAWKHU TIOWCKA, NPUBICUCHUs, Mmoadopa u orbopa
nepcoHasia

Cuctembl, Mmeronsl H  (GOpPMBI MaTepHAIBLHOTO U  HEMaTEepHaJIbHOTO
CTUMYJIMPOBaHUs TPyAa IEPCOHANA

TexHonoruu U MeTo1bl HYOPMUPOBAHHS U KOHTPOJISI OIOIKETOB

TexHoNOrMKM, METONBI U METOAMKH IPOBEACHMS AHAIN3a, CUCTEMATHU3ALMH
JIOKYMEHTOB M HH(pOpMaUu

CrpykTypa oOpraHusanuy M  BaKaHTHble JIOJDKHOCTH  (mpodeccuu,
CHEINAIbHOCTH)

OOme TEHICHIMM Ha PBIHKE TpPyJa M B OTACIBHBIX OTPAcisiX W BHIAX
po(heCcCHOHALHOM JIEATEITBHOCTH

OCHOBBI IICUXOJIOTHH U COIMOJIOTHUH TpyHdad

OcCHOBBI ’KOHOMHUKH, OpTraHU3aIMH TPY/1a U YIIPABJICHUS IEPCOHATIOM

TpynoBoe 3aKOHOAATENBLCTBO M WHBIE aKThI, COJEPKALINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apanHoro 3aKOHOAATCJIbCTBA H HOpMaTI/IBHLIe HpaBOBLIe AKThI
Poccuiickoit ®enepanuu, B 4aCTH BEACHUS TOKYMEHTALMU 10 EPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHO1aTesbeTBa Poccuiickoit @enepanuun

3akoHoaarenscTBO Poccuiickoit denepalinu o mepcoHaNbHBIX JaHHBIX

JlokanbHblEe aKThl OpraHU3allMy, PEryJUPYIOLIME TMOPSIA0K O0OecreueHus
[IEPCOHAJIOM

Hopwmbl 3THKH 1€710BOTO 00IIIEHUS

ba3zoBbie OCHOBBI MH(OPMATHUKH, TMOCTPOCHUS HH(OPMAIMOHHBIX CHCTEM WU
0COOEHHOCTH pabOThI C HUMH

Apyrue
XapaKTECPUCTUKU

3.2.3. TpynoBas pyHKUUS

AJIMHHUCTPUPOBAHKE MTPOIECCOB U VpoBeHs
HaumenoBanue | JOKYMEHTOOOOpOTa 0OSCTICUCHHUS Kox | B/03.6 (moypoBeHs) 6
TIEpCOHATIOM KBaJIU(PUKAIIHN

IIpoucxoxaenue
TPYIOBOH QyHKIMH

3auMCTBOBAaHO U3

OpuruHan X
OpHTHHANA

Kon PeructpannoHHusiit HoMep
opurMHana MpoeCCHOHATBHOTO CTaHAapTa

TpynoBsie necTBUS

AHanm3 IpoIeccoB JOKyMEHTO000POTa, JIOKAIBHBIX JTOKYMEHTOB 0 BOIPOCAM
o0ecrneyeHHs NepCcoHAIOM

Benenne wHdopmamum 0  BakKaHTHBIX  JIOJDKHOCTAX  (Tpodeccusx,
CHeI_[I/IaJ'IBHOCTHX) 1 KaHAuJaTax

JIOKyMEHTaIllMOHHOE ~CONpPOBOXKAECHUWE KAaHIUJATOB Ha JTamnax IIOUCKa,
NpUBJICYEHNs, 1OA00Opa M OTOOpa MepcoHala Ha BaKaHTHBIE OJDKHOCTH
(mpodeccun, cnennanbHOCTH), HUHPOPMHUPOBAHNE KaHIUAATOB O pe3yJIbTaTax

oTbopa
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IToaroroBka 3ampocoB O KaHAUAATaX B TOCYAapCTBEHHBIE OpPraHbl, B CIIy4asx
NPEIYyCMOTPEHHBIX  JICMCTBYIOIIMM  3aKOHOJATEIBCTBOM U 00paboTka
IIPEIOCTABICHHBIX CBEACHUI

[TonrotoBka u 00paboOTKa yBEIOMJICHMA B TOCYJapCTBEHHbIC OpTaHbl,
npodeccroHaIbHbBIE COIO3BI U JPYTHE MPEICTaBUTEIbHBIE OpraHbl pa0OTHUKOB
10 BOIIPOCaM MOMCKa, MIPUBJICYEHHUS, T0A00pa U 0TOOpa mepcoHana

COHpOBO)KI[eHI/IC A0OroBOpPOB 11O o0ecreyeHnro opraHu3an IHEpPCOHAIOM,
BKJIIO4as MpCaABAPUTCIILHBIC ITPOLCAYPHI IO UX 3aKIIOYCHHIO

Heobxonumbie ymeHus

OO0ecrnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXJICHUE BBIXOJA KaHIHWIATa Ha
paboTy U MepeMeIICHHUs IePCOHaa

OdopMIIATh TOKYMEHTBI 110 BOIpocaM oOecreyeHHs KaJpOBBIMHU pecypcami,
HEeoOXOauMbIE  JUJIsl  NPENOCTAaBIEHUS B  TOCYJapCTBEHHbBIE  OpraHbl,
npodecCHOHATIbHBIE COIO3bI U APYTHE MIPECTABUTEIIbHBIE OPraHbl pA0OTHUKOB

Opraaun3oBbIBaTh XpaHEHHUE JAOKYMEHTOB B COOTBETCTBHH C TpeOOBaHUSIMHU
TPYAOBOTO, AapPXMBHOrO 3akoHojarenbcTBa Poccuiickoit dPenepauuu  u
JIOKAJIbHBIMU aKTaMU OpPTaHU3aIuu

AHaIM3UPOBaTh JOKYMEHTHI M IEPEHOCUTH HH(OpMAINio B HH(OPMAIIHOHHBIE
CUCTEMBI U 0a3bl JaHHBIX O KaHUaTax

PaboTarh ¢ mH(pOpPMAITMOHHBIMU CUCTEMaMHU U 0a3aMH JaHHBIX IO BOIPOCAM
o0ecrieueHHsT TMEPCOHAIOM, BEIEHUIO IIOUCKAa M YydeTa KaHIUJAaTOB Ha
BaKaHTHbIE JIOJDKHOCTHU (podeccuu, CrennaibHOCTH)

[TpousBoauTh NpeaBapUTENbHBIE 3aKyNOYHbIE MPOLUEAYpPhl U  OGOPMIISTH
COIYTCTBYIOIYIO JOKYMEHTALMIO 110 3aKJIFOUEHHUIO JJOTOBOPOB

OpraHu3oBbIBaTh M MPOBOAUTH KOHKYPCHI, O(QOPMIIATH M aHAIU3UPOBAThH
KOHKYPCHYIO JOKYMEHTALIIO

BecTu 1enoBy1o nepenucky

Co0mronaTh HOPMBI STHUKH JIETIOBOTO OOLICHHUS

Heo0xoauMmsie 3HAaHUS

[Topsimox odopmieHHs, BEACHUS U XPAaHEHUS JTOKYMEHTAIlUW, CBSI3aHHOH C
MIOUCKOM, IPUBJIEYEHUEM, MOAOOPOM M OTOOPOM IEpcoHajla Ha BaKaHTHBIE
JOJKHOCTHU

[Topsimox dopMupoBaHus, BeleHUs] OaHKa JAHHBIX O NEpCOHAJIe OpraHU3aluu
Y TIPEI0CTABIICHUS OTYETHOCTH

OCHOBBI IOKYMEHTOO00POTa U JOKYMEHTAIIMOHHOTO 00eCIIeueHuUs

TexHonoruu, METOAbl U METOJIMKHM MPOBEACHUS aHAU3a M CHCTEMaTU3aluu
JJOKYMEHTOB M HH(pOpMaluu

[Topsimok poBeeHusI KOHKYPCOB U 0(hopMIIeHHsI KOHKYPCHOH TOKYMEHTAIIUU

[Topsiok mpoBeAEHUs 3aKyNOYHBIX MPOLEAYp U 0OPMIIEHHUS COMYTCTBYIOLICH
JIOKYMEHTalluu

CrpykTypa oOpraHu3alMd W BakaHTHble  JIOJDKHOCTH  (mpodeccun,
CHEINAIBHOCTH)

TpynoBoe 3aKOHOJATENIILCTBO M MHBIE AKThI, COAEPKALIME HOPMBI TPYIOBOIO
rpasa

OCHOBLI apanHoro 3aKOHOAATCJIbCTBA H HOpMaTI/IBHLIe HpaBOBBIe AKThI
Poccuiickoit denepaiuu, B 4acTU BEAEHUS TOKYMEHTALMH 110 EPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbeTBa Poccuiickoit Peaepanuun

3akonogarenscTBO Poccuiickoit denepanuu o nepcoHanbHBIX TaHHBIX

JlokanpHBIE aKThl OPraHU3alNH, PETYIUPYIOIIHE TOPSIOK oAdopa mepcoHaia

[Topsii0K 3aKIII0UYEHUS TI0TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOTO OOIIICHUS

bazoBeie OCHOBBI WH(MOPMATHKH, MOCTPOCHHUS HH()OPMAITMOHHBIX CHCTEM H
0COOCHHOCTH PabOTHI C HUMH
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Hpyrue -
XapaKTEPUCTUKU

3.3. O0001meHHas TpyaoBasi PyHKIIUSA

I[Cf[TCJH)HOCTB 10 OLICHKE U aTTeCTalnn YpoBeHb
Haunmenosanue Kon| C 6
nepcoHaa KBaJTU(PUKAIIHA
IIpoucxoxaenue
N . 3aMMCTBOBAHO U3
0000I1IeHHON TPY10BOI Opurunan X
OpUTrUHalIa
GbyHKIIHN
Kon Peructpaunonssiit Homep
opHrHHaja npo(hecCHOHAIBHOTO
cTaHgapra
Bo3MoxkHbIC CHCLII/IaJ'II/ICT 10 OLCHKC U aTTCCTalluU IIEpCOHAJIa
HaWMEHOBAHWMS CrienuaiucT 1o mepcoHaty
JOJKHOCTEH, Menemxep mo nepcoHany
npodeccuit
TpebGoBanust k Bricmee o6pazoBanue — OakamaBpuaT
00pa3oBaHMIO U JlononHUTENbHOE MPO(EeCCHOHATEHOE 00pa30BaHKUE — IPOrPaMMBbI
00y4eHuI0 MOBBIICHUS KBATU(UKAIIUN; POTPaMMBI TPO(hEeCCHOHATBEHOM

nepCnoAroTOBKU B obactu MMPOBCACHUA OLICHKHU IIEpCOHAJIa

TpeboBaHus K OMBITY | -
HPaKTUIECKON PabOThI

Oco0Oble ycmoBust -
JOITyCcKa K paboTte

Jlpyrue :
XapaKTepI/ICTI/IKI/I

JlononHuTENbHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30B0i rpynibl, JOIKHOCTH

HanmenoBanue nokyMeHTa Ko
HOKY A (mpodeccun) WK CrieuaIbHOCTH

OK3 2412 CrnienayiucThl IO KaapaM U MpoOpUCHTAIUN

3423 CrienanicThbl KaJIpoOBBIX CIYKO U YUPEKICHUH 3aHATOCTH

EKC Menempxep no nepcoHany

OKIIATP 27755 | DKOHOMHCT MO TPYIY

22956 | MHcnekTop 1o Kagpam

3.3.1. TpynoBas ¢pyHKIusA

Opranu3zanys U NpoBeACHUE OLICHKU VYposenb
HaumeHnoBanue nepcoHaa Koxn | C/01.6 (oypoBeHb) 6
KBaJTU(PUKAIIHN
IIpoucxoxaeHre Tpy10BOH 3aMMCTBOBAHO U3
P A pyR Opurunan X
GbyHKIHN OpHUTHHAJIA
Kon Peructpaunonusiii Homep

OpHUrHHaJa POQECCHOHAIBHOIO CTaHIapTAa

TpynoBeie nenCTBUS AHanu3 CTPYKTypbl, IJJAHOB W BAaKaHTHBIX JOJDKHOCTEH (mpodeccuid,
CIIENIUATILHOCTEH) OpraHu3aIii, OCOOCHHOCTEH OpraHu3alud padoThl Ha
Pa3IMYHBIX yYacTKaX MPOMU3BOJCTBA U KOHKPETHBIX Pa0OYUX MeCTax



Heobxonumbie ymeHuUs

Heo0Oxoaumeblie 3HaHAA
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Pa3zpaboTka I1uUTaHa OIIGHKM TI€pPCOHANa B COOTBETCTBHHM C  LEIAMHU
OpraHu3aIiu

OneHka AMHAMUKY TPOU3BOIUTEIBHOCTH, HHTEHCUBHOCTH M 3((EKTHBHOCTH
TpyAa Ha pabodnx MecTax

Omnpenenenne pecypcoB, BBIOOP CPEICTB W METOJOB IPOBEACHUS OLEHKH

nepcoHaa
[TpoBeeHue OLIEHKH NTEpPCOHAIAa B COOTBETCTBUU C IIJIAHAMU OpraHu3aluu
ConpoBokJieHUE JOTOBOPOB C  OpraHU3alUsIMU —  UCHOJHUTEIAMU

MEpOMPHUATHIA TIO0 OLIEHKE TepcoHala, BKIIOYas MpeaBapUTEIbHbIC
MPOLIETYPHI MO UX 3aKITIOUYEHUIO

KoncynbTupoBanue mnepcoHansa MO BOMPOCAM OLEHKH, BKIIOYAs OLIEHKY
3arpar

AHanu3 pe3yNbTaTOB OLEHKM TMepcoHana, TMOATOTOBKA pPEeKOMEHIAIHiA
PYKOBOJICTBY U IEPCOHAITY

[ToaroroBka mpeaIoKeHHUH Mo GOPMHUPOBAHHIO OIO)KETa IO OpraHU3AINH U
MIPOBEACHUIO OIICHKH MepCOoHaNa

OnpenensTh mapaMeTphbl U KpUTEPUU OIICHKU TMepcoHana

OnpenensiTh ¥ TOPUMEHATH CPEACTBA M METOIBl TMPOBEACHUSA OLEHKU
nepcoHasa

Boiaensats (onpenensaTs) rpynnbl EpcoHana i MPOBEACHUS OLIEHKH
OnpenensTh MHTEHCHUBHOCTh TPYyJa U 30HBI MOBBIMIEHUS 3()()EeKTHBHOCTH
nepcoHasa

OnpenensiTh MOTUBAIMOHHBIE (PAKTOPHI IPOBEICHUS OLICHKH IepCOHaa
CocTaBiATh U KOHTPOJIMPOBATH CTAaThbH PACXOJOB Ha OLIEHKY MepcoHana s
TUTAHUPOBAHMSI OFO/KETOB

ObecnieunBaTh OPraHU3AIMOHHOE COMPOBOKICHUE OIIEHKU TIEpCOHAalIa
ObecrieunBaTh  COXpPAaHHOCTh KOH(HIEHIMANbHONW HHOpMaLMU  TpU
MIPOBEICHUH OLICHKHU TIEPCOHATA,

Opranu3oBbIBaTh XpaHEHHE JTOKYMEHTOB B COOTBETCTBHH C TPEOOBaHUSIMU
TPYyJOBOTO, apXMBHOTO 3aKoHogaTenabcTBa Poccuiickoit ®enepamuun u
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMH OpraHu3aluu

Cobuparb, aHaNWM3UPOBATh W  CTPYKTYpUpOBaTh  HMHPOPMAIMIO O
MIPEAJIOKEHUSX 1O OIIEHKE MepCOHAalIa Ha PhIHKE TpyJa

[Tpon3BoauTh TpenBapUTEIbHBIC 3aKyIMOYHBIE MPOUEAYPHl W OGOPMIIATH
COMYTCTBYIOIIYIO JIOKYMEHTALIUIO O 3aKJII0YEHHUIO IOTOBOPOB

Onpenenst yCIOBHS JUIsl 3aKJIIOYEHHUS JIOTOBOPOB HAa YCIyTH TIO
MIPOBEACHUIO OIICHKU MepCoHaNa

Cucremaru3upoBaTh, 0000IIAaTh W AaHAIM3UPOBATH PE3YJbTATHl OICHKU
nepcoHasa

OGecrneunBaTh OOpaTHYIO CBSI3b MO pe3yjbTaTaM IPOBEIACHHOW OIEHKH C
MIEPCOHAJIOM U PYKOBOJICTBOM

[Tonp30BaThCs MOMCKOBBIMH CHCTEMaMH, WH(POPMAIIMOHHBIMH pecypcamMu 1
0a3amMu TaHHBIX 10 TPOBEJCHHUIO OLIEHKH MTepCoHaIa

Pa3pabarbiBaTh peKOMEHIAIMM 1O PA3BUTHIO TEpCOHAa Ha OCHOBE
MIPOBEICHHOM OLICHKH

CobmogaTh HOPMBI ATUKH JIEJIOBOTO OOIICHHUS

TeXHOJIOTHH W METOJIBI OTpeielieHUs] TPO(ECCUOHATBHBIX 3HAHUH, YMEHUN U
KOMIIETEHIIU U

TexHOIOrUun U METObI OIEHKH JIMYHOCTHBIX KAYECTB U XapaKTECPUCTHUK
Cucrembl, Meroabl W (OPMBI MaTEpUATIBLHOTO W HEMaTEepPHAIBHOTO
CTUMYJIMPOBaHUs TpyAa MepcoHaia

TexHOJIOTHH U METOIBI (POPMHUPOBAHHSI K KOHTPOJIS OF0KETOB



Jlpyrue xapakTepuCTUKU

15

TexHomornM, METOBI M1 METOJAMKHU MPOBEACHUS aHAM3a U CUCTEMATHU3AIMI
JOKYMEHTOB M HH(pOpMaIuu
OcHOBBI 00IIlEll U COLMAIBLHONW IICUXOJOTMH, COLIMOJIOTHHA MU IICUXOJIOTHH

Tpyaa
OCHOBBI IPOM3BOJICTBEHHOM JIEATEILHOCTH OpraHU3aINH

[Topsimok  mpoBeAeHUsT  3aKyNMOYHBIX — mporeayp Hu  ohOopMIICHHS
COITYTCTBYIOLIEN JOKYMEHTALUU

CTpykTypa oOpraHm3alilid W  BaKaHTHbIE JIOJDKHOCTH  (mipodeccun,
CIIELIUATILHOCTH)

TpynoBoe 3aKOHOJIATEICTBO M MHBIE AKTHI, COJIEPIKALIAE HOPMBI TPYJIOBOIO
npaBa

OCHOBBI apXMBHOT'O 3aKOHOAATEIbCTBA M HOPMATHBHBIE IPABOBBIE AKTHI
Poccuiickoi @enepanuu, B 4aCTH BEACHUS TOKYMEHTALMU 110 TIEPCOHAILY
3akoHonaarenbcTBO Poccuiickoil denepanuu o nepcoHaNIbHBIX JAHHBIX

JlokanbHBIE HOPMATHBHBIC AKTBHl OPTaHHM3ALMUH, PETYIMPYIOIINE TMOPAIOK
OLICHKHU TIepCOHaa

[Topsiiok 3aKIr0ueHHs JOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3TuKH 1e10BOro o0IIeHus

bazoBble OCHOBBI UH(OpPMaTHKH, CTPYKTypHOE MOCTPOCHHE
MH(POPMAIMOHHBIX CHCTEM H OCOOCHHOCTH pabOTHl C HUMHU

3.3.2. Tpynosas pyHKUUSA

Opranu3zanys 1 NpoBeAcHUE aTTeCTaIluN YposeHp
Haunmenosanne nepcoHana Koxn | C/02.6 | (momypoBeHs) 6
KBaTH(PUKAITIT

IIpoucxoxaeHue Tpy10BOH
GbyHKIHN

3aMMCTBOBAHO U3

TpynoBsie neicTBUS

Opurunan X
OpUruHasa
Kon Peructpaunonnsiit Homep
opuUruHaia PO eCCHOHATHHOTO
cTaHaapTa

AHanmu3 CTPYKTYphl, IUIAHOB M BaKaHTHBIX JOJDKHOCTEW (mpodeccuid,
CIEIMAbHOCTEH) OpraHu3alui, OCOOCHHOCTEW opraHuszanud paboThl Ha
Pa3IUYHBIX y9aCcTKaX MPOM3BOJICTBA U KOHKPETHBIX pab0YHMX MeCTax
Pa3paboTka MpPOEKTOB MOKYMEHTOB, OMPEIENSIONINUX MOPSIOK AaTTecTaluu
MepCOHAJIa, C OLICHKOM 3aTpaT

ConpoBoskIeHHE TpoIlecca aTTECTAIMK U PA0OTHI ATTECTAIIMOHHON KOMICCHH
[TonroroBka npennoxkeHuit Mo GopMHUpPOBaHHUIO OIOJKETa Ha OPraHU3aLUI0 U
MIPOBEICHUE ATTECTALIMH ITepCOHAIa

[TonrotroBka TpenOKEHUH O COOTBETCTBHM pPAaOOTHHKA JOJIKHOCTHU
(mpodeccuu, CenuanbHOCTH) MO0 PE3yJIbTaTaM aTTECTAllMd B COOTBETCTBUU C
3aKOHOJAaTeNbCTBOM Poccuiickoit denepannun

Heo6xonumele ymeHus

Ornpenensats mapaMeTpbl U KPUTEPUHU aTTECTALMU NIEPCOHATIA

Ornpenenars U IPUMEHSTh CPEJCTBA U METO/bI aTTECTALlUU

BeraensaTs rpynnsl nepcoHaa Juisi IpOBEICHNs aTTeCTalluN

O6ecneynBaTh JOKYMEHTAIIMOHHOE COMTPOBOXKICHUE aTTECTAI[MU TIEPCOHAIA

CocTaBiATh M KOHTPOJIMPOBATH CTaThU PAcXOJ0B Ha aTTECTALMIO IIEpPCOHANa
JUIs TUTAaHUPOBAHUS OFOJIKETOB




HeoOxonuMble 3HaHUS

Hpyrue
XapaKTEPUCTUKHU
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[Tonp3oBaTbcss MHGOPMAIMOHHBIMUA pecypcaMu W 0azamMu  JaHHBIX IO
MIPOBEJICHUIO aTTECTAllUU

Bectn yder u peructpainuo JOKyMEHTOB B MHGOPMAIIMOHHBIX CUCTEMaxX W Ha
MAaTEPHAIbHBIX HOCUTEISIX

Oprann3oBbIBaTh XPaHEHHE JTOKYMEHTOB B COOTBETCTBHUU C TPEOOBAHHMSIMU
TPYAOBOTO, APXMBHOTO 3akoHOAATenbCcTBA Poccuiickoii @Penepauun U
JOKAJIbHBIMU JOKYMEHTaMU OpPTraHU3aLuu

[IpousBoauTs mpeaBapUTENbHBIC 3aKyNOYHBIE MPOLEnypbl M O(OPMISTH
COIIYTCTBYIOIYIO JOKYMEHTAIHUIO 10 3aKJIFOUYEHUIO JOTOBOPOB

Co0mmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

[Topsimok 1 TEXHOJOTUS TPOBECHUS aTTECTAIINH

TexHonornu U METOJbl ONPEEICHHUS U OLICHKH MPOECCHOHATbHBIX 3HAHUM,
YMEHHUH U KOMIETECHLINI

Cucrembl, wmetoasl u GOpMBI MaTepUaIbHOIO M  HEMaTepUaTbHOIO
CTUMYJIUPOBAHUS TPyAa MepcoHata

Texnonoruu u MeTo 6l HOPMUPOBAHMSI U KOHTPOJISI OIOJIKETOB

TexHomoruu, METOABl U METOJUKHU MPOBEJICHUS aHalM3a U CUCTEMAaTHU3aluU
JIOKYMEHTOB M HH(OpMaLuu

OCHOBBI POU3BOJICTBEHHOM JIEATETLHOCTH OpraHU3aluu

OcHOBBI O0IIEH M COIUAIBHON IICUXOJOTHH, COLMOJIOTHMM W TICUXOJIOTHH
Tpyna

[Topsimok ~ mpoBedeHHWS ~ 3aKyNMOYHBIX  Tpomenyp W odopmieHus
COINyTCTBYIOLIEN JOKYMEHTALUU

CTpykTypa oOpraHu3alid U  BaKaHTHbIE JOJDKHOCTH  (mpodeccuw,
CHEIMAIbHOCTH)

Tpy0oBO€ 3aKOHOJATEIBCTBO U UHBIE AKThI, COAEPKAIIME HOPMBI TPYJOBOTO
npaBa

OCHOBBI ApXMBHOTI'O 3aKOHOJATEIbCTBA W HOPMATHBHBIE IPABOBHIE aKThI
Poccuiickoit ®eaepanuu, B 4aCTH BEAEHUS TOKYMEHTALIMU MO MEPCOHATY
3akoHonarenbcTBO Poccuiickoin denepaiy 0 epCcoOHAIbHBIX TaHHBIX
JloxaibHbIE HOPMATHUBHBIE AKTHl OpraHU3alWd, PETYJIUPYIOIUE TOPSIAOK
OIICHKHU MepcoHaNa

[Topsiiok 3aKiIF0YeHUs 10rOBOPOB (KOHTPAKTOB)

Hopwme! 3THKH fenoBoro o0mieHus

bazoBrie OCHOBBI WH(POPMATHKH, CTPYKTYpHOE MMOCTPOEHUE
UH(GOPMAIIMOHHBIX CUCTEM M OCOOEHHOCTH PabOTHI C HUMHU

3.3.3. TpynoBas ¢pyHKuus

AJIMUHHCTPHUPOBAHUE MIPOLIECCOB U YpOBeHS
HaumenoBanue | TOKYMEHTOOOOPOTa MPU MPOBEICHUN Kon | C/03.6 (moxypoBeHsb) 6
OLICHKU M aTTECTallMy [IepcoHaja KBaTH(UKALIHT

IIpoucxoxaeHue Tpy1oBOi
GbyHKIMN

3arMCTBOBAHO U3

Opurunan X
OpUTHHaJIA

Kon PeructpannonHusiit Homep
opurrHajia npo(hecCHOHAILHOIO CTaHIapTa

TpynoBsle neicTBUS

Ananuz IponeccoB ,I[OKyMeHTOO60pOTa, JIOKAJIbHBIX NOKYMCHTOB I1O OLICHKEC U
aTTeCTaluy NCpCoHaAIa
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OpraHu3anuoHHOE COTPOBOXKICHIE MEPONIPUSTHI 110 OI[EHKE ITePCOHAIA U €T
aTTeCTalluu

Odopmitenne mmporecca U pe3yIbTaToB aTTECTAIMH IepcoHalia

WudopmupoBanne nepcoHana o pe3ybTaTax OEHKH U aTTeCTaIlUH

IToaroroBka Hpe,I[J'IO)KeHI/II\/'I 110 PAa3BUTHUIO IICPCOHAJIA 110 PpE3YyJIbTaTaM OLICHKHN

COHpOBO)KI[eHI/IC A0roBopoB 1o OKa3aHHIo KOHCYJbTAIMOHHBIX u
I/IHq)OpMaI_[I/IOHHbIX YCJIYT IO OLCHKE U ATTCCTALIUHN IIEPCOHAJIA

Heobxomumblie ymeHus

OGecneunBaTh JAOKYMEHTAITMOHHOE COTPOBOXICHUE OLCHKH WM aTTeCTallud
repcoHaia

OdopMasaTh AOKYMEHTHI IO BOIpPOCAM OIEHKHM M aTTeCTallid IepcoHaa,
MIPEIOCTABIISIEMBIE B TOCYIapCTBEHHBIE OPTaHbl, TPO(ECCUOHATBFHBIC COIO3bI U
JpYTHE MpeICTaBUTENbHbIE OPraHbl paOOTHUKOB

AHanu3upoBaTh IpaBWiIa, NPOLEAYpPbl U MOPAIKH IPOBENEHUS OLEHKH U
aTTeCTallMy IIEPCOHAlIa

Bectn yueT u peructpanuio JOKyMEHTOB B MH(POPMAIMOHHBIX CHCTEMax W Ha
MaTepUaabHbIX HOCUTEISAX

Opranu3oBbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBHU C TPEOOBaHUSMU
TPYIOBOTO 3aKOHOAaTeNbCTBa Poccuiickoit denepaliiiv 1 JTOKaIbHBIMU aKTaMU
OpraHu3aIN

Bectu n1enoBy1o nepenucky

Paborars ¢ mHQOpPMAIIMOHHBIMU CHCTEMaMH M 0a3aMu JaHHBIX MO BOMPOCAM
MIPOBE/ICHUS OLIEHKU U aTTeCTalluu NepCoHaia, BEJCHUIO yueTa KaHIuAaTOB Ha
BaKaHTHBIE JIOJDKHOCTH (TIpodecchu, CeIMaaIbHOCTH)

AHanmM3upoBaTh TOKYMEHTHI U IEPEHOCUTHh MH(OPMAINIO B MHPOPMALIMOHHBIE
cucTeMbl U 0a3bl JaHHBIX

Co0bmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

Heo0xonnMeie 3HaHUS

[lopsnox odopmiieHus, BeAeHHUs U XpaHEHUS JOKYMEHTAIMH, CBS3aHHOW C
MPOBEACHUEM OLICHKU W aTTECTAal[MU NIepCcoHaa

Iopsimox ¢popmupoBaHus, BeieHUsI OaHKa JaHHBIX O MEPCOHAJIE OPraHU3aLNH
U IPEIOCTABIICHUS! OTYETHOCTHU

[Topsimok mpoBeAeHus 3aKyOYHbIX IPOLeayp U 0(OPMIIEHUS COMYTCTBYIOLIECH
JOKYMEHTalu1

[Mopsimok opopmileHHsT TOKYMEHTOB, NMPEIOCTABISEMbBIX B TOCYAapCTBEHHBIC
opransl, MPOoQpECCHOHATIBHBIE COI03BI U JAPYTHE IPEACTABUTEIBHBIC OPTaHbI
pabOTHUKOB

OCHOBBI JOKYMEHTOO00POTA U JOKYMEHTAIIHOHHOTO 00eCTICYeHHUS

CtpykTypa oOpraHu3allud W  BaKaHTHble  JOJDKHOCTH  (Tipodeccun,
CIIEIUATLHOCTH)

TpynoBoe 3aKOHOIATEILCTBO M MHBIC aKThI, COACPIKAIIME HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXI/IBHOI‘O 3aKOHOAATCJIbCTBA H HOpMaTI/IBHBIe HpaBOBBIe AKThI
Poccuiickoit denepanuu, B 4aCTH BEACHUS TOKYMEHTALMH 110 MIEPCOHATY

3akoHonatenbcTBO Poccuiickoit denepannu o nepcoHaIbHbIX TaHHBIX

TexHomoruu, METOALl U METOAMKHU IIPOBENCHMS aHAIM3a U CUCTEMAaTU3aLUU
JOKYMEHTOB M HH(OpMAaIUU

JlokanbHbBIC HOPMATUBHBIC aKTbl OpraHu3ali, pCeryjJupyromue IMnopsaaoK
OIICHKHU U aTTCCTAallMU IICPCOHAJIA

[Topsaok 3aKIIF0UEeHHS TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e10BOTO 00IIEHNS

ba3oBbie 0CHOBBI HH()OPMATHKH, CTPYKTYpHOE MOCTPOSHHE NH(OPMAIIMOHHBIX
CHUCTEM U OCOOEHHOCTH pabOThI C HUMHU
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Hpyrue
XapaKTEPUCTUKU

3.4. O0001meHHas TpyaoBasi PyHKIIUSA

YpoBeHb
Hanvenopanne | AACATEIBHOCTD TI0 Pa3BUTHIO TIEPCOHANA Kox D p 6
KBaJTH(QHUKAIIAN
IIpoucxoxaenue
N N 3auMCTBOBAHO U3
0000IIIeHHON TPYI0BO Opurunan X
opurrnHaaa
GbyHKIHN
Kon Peructpaunonusiii Homep
OpHUTrHHAaJIa po¢heCCHOHATHFHOTO
cTaHaapTa
Bo3moxHbIe CrenuanmcT 1Mo pa3BUTHIO U 0O0YYCHHIO TIEPCOHAIa
HauMEHOBaHUS Crenuanuct 1o pa3BUTHIO Kapbephl epcoHaNa
JIOJKHOCTEH, Crnenuanuct no nepcoHary
npodeccuit Menemxep no nepcoHary

TpeboBanus k
00pa30BaHUIO U
00y4YeHHUIO

Bricmiee oOpa3zoBanue

JlononHuTebHOE TpodeccroHanbHoe 00pa3oBaHie — MPOTrPaMMBbI
MOBBIIIIEHUS KBATM(UKAIIUH; TPOTPaMMBbI IPO(PECCHOHATBHOM
HePETOArOTOBKH B 001aCTH OPraHU3aIMOHHOTO U TIPO()ECCHOHATBHOTO
pa3BUTHSI IEPCOHATIA

TpeboBaHus K OIBITY
MPaKTUYECKOU PabOThI

Oco0Oble ycioBust
J0IycKa K pabote

Hpyrue
XapaKTEPUCTUKU

I[OHOJIHI/ITCHLHBIG XaPAKTCPUCTHUKHU

HaumenoBanue 6a30B0ii rpynmsl, JOTKHOCTH
HaumenoBanue nokymeHnra Kon
(mpodeccun) WK crenuatbHOCTH

OK3 2412 CrenuanucTsl o KajapaMm 1 MpoGOpUCHTAIIHH

3423 CrienanucThbl KaIpOBBIX CITYKO U YUPEXACHUH 3aHATOCTH
EKC - Menemxep 1o nepcoHany
OKIIATP 27755 | DKOHOMMUCT IO TPYLy

22956 | Uncnektop no Kaapam

3.4.1. TpynoBas ¢pyHKIuSsA

HanmenoBanue

Opranuzanus U NpoBeAeHUE MEPOIIPUATUI YpoBeHb
0 Pa3BUTHIO U MIOCTPOEHUIO Koxn | D/01.6 | (momyposeHs) 6
npodeccuoHaIbHON Kapbephl epcoHana KBasHuKain

IIpoucxoxaeHue Tpy1oBOi
byHKIH

OpuruHan X | 3aMMCTBOBAaHO M3 OpUTHHAJA
Kon PeructpanuoHabsIii HOMep
OpUTHHasa npodeccroHanIbHOrO
cTaHjapra

TpynoBbie 1eWCTBUS

\ AHalu3 CTPYKTYpBI, IJIAHOB M BAKAHCUH OpraHu3anuu
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Ananu3 ocoOeHHOCTeH pPaboOThl HAa PA3IMYHBIX ydacTKax IPOHM3BOACTBA H
KOHKPETHBIX pabounx MecTax

[loaroroBka NPOEKTOB JOKYMEHTOB, OMNPENENAIOMINUX TOPSIAOK Pa3BUTHL
MepcoHaia ¥ MOCTPOCHUS MPO(HeCcCHOHATLHOM Kapbephl C OLIEHKON 3aTpar

PazpaboTka miaHoB npodeccuoHanbHOM Kapbepbl pAOOTHUKOB

dopmMupoBaHUE KaJIpOBOrO pe3epBa

Opranuzanus MEpPOIPUITHI 1o Pa3BUTHIO U [IOCTPOEHHUIO
npo¢ecCHOHATILHON Kapbephl epcoHalia

[TonroroBka mpenoxxeHuil mo GopMUPOBAHUIO OI0JKETa HA OPTaHU3ALHIO U
MIPOBEJICHUE MEPOTIPHUSATUH 110 PA3BUTHIO U MIOCTPOSHUIO MPOGECCUOHATEHOU
Kapbepbl IepcoHalia

Ananu3 3¢ ()eKTUBHOCTH MEPONIPUATHIA MO0 PA3BUTHUIO NIEPCOHANA, TOJATOTOBKA
MPEJIOKEHUH 110 PA3BUTHIO

Heo6xonumele ymeHus

AHanmu3upoBaTh ypOBEHb OOWIETO pPa3BUTHA H  NPO(PECcCHOHATBHOM
KBaTM(UKAIIIHU TIEpCcoHasa

OmnpenensiTb KpaTKOCPOYHBIE M JOJITOCPOYHBIE MHOTPEOHOCTH PA3BUTHUSA
NepCOHaja U IOCTPOEHHUS €ro Npo(hecCHOHATIbHON Kapbephl

Omnpenenste kpurepun GOPMUPOBAHUS KAAPOBOTO PE3ePBa OPTAHU3AINH

CocTaBiiTh WHIAWBUAYAJIbHBIC IIJIAHBI KAPHEPHOT'O Pa3BUTHUA IICPCOHAIA

[IpuMeHATh TEXHOJOTMM W METOAbl PA3BUTHs IIEPCOHANIA M IOCTPOEHUS
po¢eCCHOHATILHON Kapbepbl

CocTaBnaTh MNpEUIOKEHUS M KOHTPOJIMPOBATH CTAaTbU pacxoiOB Ha
IpOrpaMMbl M MEPOIPHUATUSA IO Pa3BUTUIO IIEPCOHANA U IOCTPOEHUIO
poheCCHOHATLHON Kapbephl ISl ITIAHUPOBAaHUS 0I0/DKETOB

Omnpenensate 3()(PEeKTUBHOCTE MEPONPUATHIA IO PA3BUTHIO NEpCOHANa U
MIOCTPOEHMIO MTPO(ECCHOHAIbHON Kapbephl

Paborathb ¢ nHpOpPMAITMOHHBIMU CHCTEMaMH U 0a3aMu TaHHBIX 0 MIEPCOHATY

Cobmo1aTh HOPMBI ATHKH JI€TIOBOTO OOIIECHUS

Heo0Oxoaumeblie 3HaHAA

Cucrema, crioco0bl, METOJIbI, HHCTPYMEHTHI IMOCTPOSHUS MPO(HEeCCHOHATBHOM
Kapbephl

MeTonsl ompeneNieHusT W OICHKH JIMYHOCTHBIX H  TPO(ECCHOHATBHBIX
KOMIIETEHIINI

Cucrempl, ™etoabl U (GOpMBI MaTepUaIbHOIO U  HEMAaTEPHUAJIHLHOTO
CTUMYJIMPOBAHUS TPyAa IEpCOHAIA

Texnonoruu, MeTo 61 GOPMUPOBAHUS U KOHTPOJISI OIO/KETOB

TexHOonoruu, METOIbl U METOAMKHU MPOBEJICHUS aHAJIU3a U CHCTeMaTU3aluu
JOKYMEHTOB M HH(pOpMauu

OcHoBbI IPO(ECCUOHATTLHOM OPUEHTAIIUN

OCHOBBI IOKYMEHTO000POTa M IOKYMEHTALMOHHOT'O 00ecreYeHHUsI

OCHOBEI HpOHSBOI[CTBCHHOﬁ ACATCIIbHOCTU OpTraHHU3allnun

OCHOBEI O6H_ICI\/’I U COIMaIbHOM IICUXOJIOTHH, COIMOJIOIMM M IICHXOJIOIMHu
Tpyda

CTpykTypa OpraHuM3allud M  BakaHTHbIE JOJDKHOCTH  (Tpodeccum,
CIEIHUATEHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThl, COACPKALINE HOPMBI TPYIOBOTO
npasa

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHaIbHbIX TaHHBIX

JlokanbHble HOPMATUBHBIE aKThl OpPraHU3alliU, PETYJIHUPYIOUIUE MOPSI0K
pa3BUTHA U OCTPOEHUs TPO(DhecCHOHATLHOM Kapbephl IEpcoHalIa

[Topsaok 3aKiII0UeHHs TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1emoBOTO 00IIEeHNs
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ba3oBrle OCHOBBI uH(pOpMaTHKH, CTPYKTYpHOE MOCTPOCHHE
MH(GOPMAIIMOHHBIX CUCTEM H OCOOCHHOCTH pabOThl C HUMHU

Hpyrue xapakTepucTUKU

3.4.2. TpynoBas pyHkumst

HanmenoBanue

Opranuzanus o0y4eHus nepcoHana

Kon | D/02.6 YpoBeHsb (II01ypOBEHB) 6

IIpoucxoxaeHue Tpy10BOM
GbyHKIHN

TpynoBsie neicTBUS

KBaM(UKaLUH
Opurunan X 3aMMCTBOBAHO U3 OpUTHHAIIA
Kon Peructpaunonusiit Homep
OpHUTHHAJA npodeccHoHaIBEHOTO
CTaHmapra

AHanm3 ppIHKa 00pa30BaTENBHBIX YCIYT M TOTPEOHOCTEH OpraHM3aluu B
00yuyeHHH NepcoHaa

Pa3paboTka mnnaHOB, METOIMYECKUX MATEPHUAJIOB, Yy4eOHBIX IUIAHOB H
OporpaMM, HPOEKTOB JIOKAJbHBIX AaKTOB IO OOYYeHMIO M Pa3BUTHIO
nepcoHaa, BKIII0Yasi OLEHKY 3aTpar

Opranuzanust MeponpHsITUi 0 00YUYEHHIO IEpCoHaa

[ToaroroBka mpennoxeHU Mo (GOPMUPOBAHUIO OIOIKETa HAa OpraHU3aLUIO
o0yueHHs epcoHaa

Ananu3 3QGEeKTHBHOCTH MEPOTIPUATHI TTO O0YUESHHIO TIEpCOHaa

Heo6xonumele ymeHus

HeoOxonuMble 3HaHUS

AHaIM3MpOBaTh U ONPEAENATh NOTPEOHOCTH B O0YUYEHUH TPYII NEepcoHana B
COOTBETCTBUU C LEJIISIMU OPraHU3aLUN

Pa3pabaTpiBaTh TUIaHBI TOATOTOBKH, TIEPEMOATOTOBKH U  TOBBIIICHUS
KBaJIM(UKALMK KaJIpOB, yueOHbIE TUIAHbBI M IPOTPAMMBbI

AHaM3MpoBaTh PHIHOK 00Pa30BaTENBHBIX YCIYI U TOTOBUTH HPEIIOKEHUS
10 ITOCTABILUKAM YCIIyT

Opranu3oBbIBaTh 00YYAIOIINE MEPOTIPUSTHS

CoCTaBIATh U KOHTPOJUPOBATH CTAThU PACXOJOB Ha OOYyYCHHE IepcoHalia
JUTSI TTTAHUPOBAHUS OFO/IKETOB

Pa3pabaTpIiBaTh M KOMILICKTOBATh YYCOHO-METOAMUCCKHUE JOKYMEHTBI

[Tpon3BoauTh OIIEHKY AP HEKTUBHOCTH 00yUEHUs IepcoHaa

[Ipou3BoauTh MNpenBapUTENbHbIE 3aKyNOYHBIE MPOLEAYpbl U odopMieHHE
COIYTCTBYIOIIEH JOKYMEHTAIMH 10 3aKJII0YEHHUIO J0TOBOPOB

Paborath ¢ MHPOPMALIMOHHBIMU CHCTEMaMH U 0a3aMu IaHHBIX 10 IEPCOHATY
Pa3zpabateiBaTh W OQOPMIIATH JOKYMEHTHI IO MpOIEccaM OpraHU3aluu
o0yueHMsl IepcoHaja U UX pe3ysbraTaM

Co0mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

MeToapl, HTHCTPYMEHTHI UCCIIeI0BaHHs MOTPEOHOCTH B 00YUYEHUH NepcoHaa
MeTtoosiorust 00y4eHust

TexHOJOrHM, METOJBI U METOAMKH TPOBEICHHs aHalu3a U CUCTEMaTHU3aluu
JOKYMEHTOB M HH(pOpMaLUu

[Topsimox pa3pabOTKU TUTAHOB MOJATOTOBKH, MEPETMOATOTOBKU M TOBBIIICHUS
KBaJIM(UKALIMK KaJIPOB, yU€OHBIX IJIAHOB U MTPOrPaMM

Cuctembl, MeToasl W (GOpPMBI  MaTepHATBLHOIO W HEMAaTEPUATBHOTO
CTUMYJIMPOBaHUs TPyAa IEPCOHANA

TexHonoruu U MeTo1bl HOPMUPOBAHHS U KOHTPOJISI OIOIKETOB

[Mopsimok BeneHMst y4dera M OTYETHOCTH IO TIOATOTOBKE M TIOBBIIMICHHIO
KBaJM(HKAIMY TIEpCOHANA
OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAI[MOHHOI'O 00eCTIeYeHUs
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OCHOBEBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIbHOCTHU OpraHru3aln

OcCHOBBI O0IIEH M COIMAIBHOM IICUXOJOTHMH, COLMOJIOTUHM U IICHXOJOTHH
Tpyna

[lopsimoxk  mpoBeneHHsT  3aKyHNOYHBIX — Tpoueayp U opopMIICHUS
COITYTCTBYIOILEH JOKYMEHTalUU

CrpykTypa opranuzauuu

TpyoBO€e 3aKOHOJATENBCTBO M MHBIE AKThI, COAEPKAIINE HOPMBI TPYAOBOIO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA M HOPMATHUBHBIE IPABOBHIE AKTHI
Poccuiickoit ®eaepanuu, B 4aCTH BEAEHUS TOKYMEHTALIMU MO MEPCOHATY
OcHOBBI HAJIOrOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepannn

OcHoBBI 3aKOHOIaTENbCTBA 00 0O0pazoBanuu Poccuiickoit denepanuu

3akoHo aTenbcTBO Poccuiickoi denepaliun 0 MepCOHATbHBIX JaHHBIX

JlokanbHbIE HOPMATHUBHBIE aKThl OpPTaHHU3aIlUHU, PETYIHPYIONIHEe OOydYeHHE
nepcoHasa

[Topsiaok 3aKiII04eHHs JOTOBOPOB (KOHTPAKTOB)
HopMbI 3TuKH [e10BOro o01eHus

BbazoBsie OCHOBBI UH(POPMATHKH, CTPYKTypHOE MOCTPOCHUE
WH()OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMHU

Jpyrue XxapakTepUCTHKH -

3.4.3. Tpynosas pyHkumst

OpraHu3zais aIanTaniyd 1 CTAKUPOBKH YposeHb
Haunmenosanue nepcoHana Kox | D/03.6 (oypoBEHb) 6
KBaJTU(PUKAIINN

[Ipoucxoxxaenue Tpya0Boi
GbyHKIIHN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAIIA
Kon Peructpaunonusiit Homep
OpHUTHHAJIA npodeccnoHaNbHOTO
CTaHmapra

TpynoBsie neicTBUS

Ananus YCIICIIHBIX KOPIIOPATUBHBIX IMPAKTHUK IO OpraHru3alvi aganTaluvu 1
CTA)KUPOBKE IIEPCOHAJIA

Pa3paboTka I1aHoB aganTaium, CTAKUPOBKY TIEPCOHANA C OIIEHKOW 3aTpaT

Opranuzanys MEpOIPUITHH 0 aJjanTally, CTAXKUPOBKE IIEpCOHAIa

[ToaroToBka NPENIOKEHUH MO COBEPIICHCTBOBAHUIO CHUCTEMBI ajanTalluH,
CTaXXUPOBKHU MEPCOHAJIA

[ToaroroBka mpemIokeHU MO (OPMUPOBAHUIO OIO/KETa HAa OpraHU3aLUIO
aJanTalyy U CTAXXKUPOBKHU NIEPCOHANA

AHanu3 3(QQPEKTUBHOCTH MEpPONPUATHA MO aJanTallid M CTaKUPOBKE
nepcoHana

Heobxonumbie ymeHus

OHpeI[e.TISITL T'pyHOIibl IIEpCOHAJIA JJISI CTA)KUPOBKHU U aJldllTalluN

Ornpenenste paboure MecTa IJisi MPOBEACHHUS CTAXUPOBKU W aJamnTalliu
nepcoHasna

CornacoBbIBaTh MEPONPUATHS aAANTALMU U CTAXXHPOBKH C BO3MOKHOCTSAMHU
IIPOU3BOJICTBA

[Ipou3BoauTh aHaNMM3 U OLEHKY pe3yjibTaTOB aJalTallMd M CTa>KUPOBOK
nepcoHasa

CoCTaBATh TPEUIOKCHUSI W KOHTPOJIMPOBATH CTaThM PAcXOJIOB Ha
HpOI‘paMMBI nu MepOHpI/ISITI/IH 10 aJganrTalnun " CTa)I(I/IPOBKe HepCOHaJIa JUIA
TJIAaHUPOBAHUS OFOKETOB
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[IpousBoauTth oOLEHKY 3(G(EKTUBHOCTH MEPONPUATHNH MO aJanTaluu Hu
CTaXXUPOBKE MEPCOHAJIA

BHenpsth cucTeMbl BOBIeUEHUS paOOTHUKOB B KOPIOPATUBHYIO KYJIBTYpPY

Hcmons30BaTh I/IH(l)OpMaIlI/IOHHI)IG CHCTEMBI U 0a3bl JAaHHBIX IO MEPCOHATTY

Cobmto1aTh HOPMBI ATHKH JIETTOBOTO OOIIEHUS

Heo0Oxoaumeble 3HaHASA

MeTobl aganTaluui U CTaKUPOBOK

TexHomornuM, METOABl U METOJUKH MPOBEACHUS aHAJIM3a U CUCTEMAaTHU3aluU
JIOKYMEHTOB ¥ MH(pOpMAaIHH

[Topsimox pa3pabOTKHM TUTAHOB aJaNTallid TEpPCOHAlla Ha HOBBIX pPabdOUYUX
MecTaX, MOJArOTOBKH, TEpPENOJrOTOBKM U TOBBIINICHUS KBaJlU(UKALMU
MEPCOHAJIA ¥ OPTAHU3ALMU CTAXKUPOBOK

[Topsiiok cocTaBIIEHUsS] CMET 3aTpaT Ha aJIalTAllMI0 M CTA)KUPOBKY TIEpCOHANA

HOp?IZ[OK BCIACHUA YUC€Ta M OTYCTHOCTU IO ajdalTaliiku MW CTaXXUPOBKC
IepcoHajia

Cucrempl, MeTonsl © (OPMBI MaTEpUAIBHOTO W HEMAaTEPHAIHLHOTO
CTUMYJIMPOBaHUs TpyZAa IIepcoHaa

TexHonoruu U MeTobl HOPMUPOBAHHSI X KOHTPOJIS OIOKETOB

OCHOBBI TEXHOJIOTHHI MMPOU3BOACTBA U ACATCIILHOCTU OpTraHHU3alun

OcHOBBI 0O0IIEH W COLMAIBLHON IICUXOJOTHHM, COLMOJOTMM U IICHUXOJIOTHU
Tpyaa

CtpykTypa oOpraHM3aliii ¥  BaKaHTHblE JOJDKHOCTH  (mpodeccuu,
CIIELUATILHOCTH)

TpyaoBoe 3aKOHOATENbCTBO U MHBIE aKThI, COJEPKAIINe HOPMBI TPYZOBOIO
npaBa

OCHOBBI HAJIOT'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit depepannn

3akoHoaarenscTBO Poccuiickoil denepannu o nepcoHalIbHbIX JaHHBIX

JlokanbHble HOPMATUBHBIE aKThl OpTraHU3aIlMH, PETYIUPYIOIINE alaNTaIUI0 ’
CTa)XMPOBKY IEpCOHAJIA

OCHOBBI JOKYMEHTO00OPOTa U TOKyMEHTAIIMOHHOTO 00eCTIeYeHUs

[Topsiiok 3aKIII0OYeHHsI TOTOBOPOB (KOHTPAKTOR)

HopMbI 3THKH 1€10BOTO 00IIeHNUs

bazoBble OCHOBEI UH(OpPMaTHKH, CTPYKTYpHOE MOCTPOCHHE
MH(POPMALMOHHBIX CHCTEM H OCOOCHHOCTH pabOTHl C HUMHU

Jlpyrue xapakTepuCTUKU

3.4.4. Tpynosas pyHKIUSA

HaumenoBanue

[Ipoucxoxxaenue Tpya0Boi
GbyHKIHN

AJIMUHHCTPUPOBAHUE MIPOLIECCOB U
YpoBeHb

OKYMEHTO000pOTa 10 Pa3BUTHIO U
AOKY poTa 110 p Kox | D/04.6 | (moxyposens) 6
npodeccuoHanbHOM Kapbepe, 00yUeHHUIO, KBATH(HKATHH
aJanTaly U CTAXKUPOBKE MEpCcoHasa

OpI/IFI/IHaH X 3aI/IMCTBOBaHO nu3 OpI/IFI/IHaJ'Ia
Kon Peructpaunonusiii HoMmep

opHTHHaJa MPO(eCcCHOHATBHOTO CTaHIapTa

TpynoBble neficTBUs | AHaIM3 MPOLECCOB, NPAaBUI U TMOPSJIAKOB OpraHU3allMd MpU TMPOBEAECHUU

MEpONpUATHIA MO PAa3BUTHIO M TNpo(ecCHOHANbHOM Kapbepe, 00yYeHHIo,
aJlanTalliy U CTAKUPOBKE MEpCOHAa

JlokyMeHTalmoHHOe O(OpPMIICHHE PE3yJIbTaTOB MEPONPUATHH MO Pa3BUTHIO U
npodeccrHoHaIbHOM Kapbepe, 00yUeHHIO, aJaNTallui U CTAXHUPOBKE IEPCOHANA
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[TonroroBka WHAMBHUIYANbHBIX TpPEIVIOKEHHH Ha OCHOBE pe3yJibTaTOB
MPOBENICHUS MEPONPHUITHNA TIO0 PAa3BUTHIO H MpOo(ecCHOHANBLHON Kapbepe,
00y4eHHUI0, afaNTalluK U CTAKUPOBKE MEpCOHAa

[ToaroToBka TpEANIOKEHH IO COBEPLICHCTBOBAHMIO CHCTEM OOyYeHUs,
aJanTalMd W CTAKUPOBKH, PA3BUTUS M IOCTPOEHUS NPOPEeCCHOHATBHON
Kapbepbl IEpcoHalIa

ComnpoBoxxeHHe JIOTOBOPOB o OKa3aHMIO KOHCYJIbTAI[HOHHBIX,
MHPOPMALMOHHBIX  YCIYT, HEOOXOAMMBIX ISl TPOBEACHUS  OOyYeHHs,
aJanTalil W CTQXHUPOBOK, DAa3BUTHA W TIOCTPOSHHS NPO(eCcCHOHATBHOM
Kapbeppl TEPCOHANa, BKIOYAs IPEIBAPUTENBHBIC MPOIEAypbl IO WX
3aKITFOUCHHIO

Brimonaenne TpeGoBaHMii 1O XpaHEeHWIO HMHGOPMAIMK O Ppe3yJibTaTax
oOydeHus, aganTallid ¥  CTAKUPOBKH, Pa3BUTHS U  MOCTPOCHHUSA
pohecCHOHANIBHOM Kapbephl IEpCcOHAIA

Heo0xonnmsie
YMEHHUS

OdopMiIATE TOKYMEHTBHI IO BONpOCaM MPOBEACHHUA OOyueHMs, ajanTaluud MU
CTa)XUPOBKH, Pa3BUTHUS U MOCTPOEHUS MpodeccHoHAIbHON Kaphephl NepcoHaia,
IPEOCTaBIIIEMbIE B FOCY/IapCTBEHHBIE OpraHbl, MPOPECCHOHATIBHBIE COIO3bl U
JpyTHe MpeICTaBUTENbHbIE OPTaHbl pAOOTHUKOB

ObecneunBaTh JTOKYMEHTALIMOHHOE CONPOBOXKJEHHE OOydYeHMs, ajanTalud |
CTaKUPOBOK, Pa3BUTHS U TIOCTPOCHUS MPO(PECCHOHATBHOMN Kaphephl EpCOHATIA

AHaNM3MpOBaTh TpaBWIIA, TPOLEAYPHl U TOPSIKA MPOBEACHUS OOY4YCHHS,
ajanTalMd W CTAKUPOBKH, PA3BUTUS M IOCTPOEHUS NPOPEeCcCHOHATBHON
Kapbepbl IEpcoHalIa

OpraHu30BbIBaTh XpaHEHHE JIOKYMEHTOB B COOTBETCTBHU C TPeOOBaHUSAMHU
3aKkoHomarenscTBa  Poccuiicko  ®Pexepanuuu U JOKaJIbHBIMM  aKTaMU
OpraHu3aluu

AHaNM3UPOBaTh JOKYMEHTHI U NMEPEHOCUTh WHPOPMAIHUIO B HH(POPMAITMOHHBIE
CUCTEMBI U 0a3bl JaHHbBIX

Bectu yder u peructpanuio J0KyMEHTOB B MH(POPMAIMOHHBIX CHCTEMax U Ha
MaTepHaIbHBIX HOCUTEIAX

Paborate ¢ mH(pOpMaLMOHHBIMU CUCTEMaMH M 0a3aMM JaHHBIX IO BOIPOCAM
oOyueHMs, aJanTalMy W  CTAKUPOBKM, PA3BUTUS M MOCTPOEHUS
npodeccHoHaNbHOM Kapbepbl NEpCcOHaNIa, BEACHHUS YydeTa KaHAMIATOB Ha
BaKaHTHbIE JIOJDKHOCTH (mpodeccuut, CriennaibHOCTH)

Bectu nenoByro nepenucky

CobmogaTh HOPMBI ATUKH JIEJIOBOTO OOIICHHUS

Heo0xonnMeie 3HaHUS

[Topsimox odopmiieHusi, BelA€HUS W XpaHEHHs] JOKYMEHTAallMH, CBSI3aHHOHN ¢
CHUCTEMOW OOy4YeHHMs, ajanTalui U CTaKUPOBKU, PAa3BUTHS U IMOCTPOCHHS
npodeccuoHaNbHOM Kapbephl IEpcoHalIa

[Mopsimox popmupoBaHusi, BeieHUs] OaHKA JaHHBIX O TIEPCOHANIE OPraHU3alUU U
IIPEIOCTABICHUS OTYETHOCTH

HopmatuBHBIE TpaBOBbIE aKTHl, PEryJIHMPYIOLIME TpaBa U 00S3aHHOCTH
FOCYJJapCTBEHHBIX OPraHOB M OPraHU3alMHM MO MPEJOCTABICHUIO YYETHOU
JIOKYMEHTallu1

HOpHI[OK O(I)OpM.TIeHI/ISI AOKYMCHTOB, IPEAOCTABISAAEMbIX B TI'OCYJAapCTBCHHLIC
OpTraHbl 1 UHBIC OpraHu3alunu

OCHOBBI ,Z[OKYMCHTOO60pOTa U JOKYMCHTAIIMOHHOT'O obecneyeHus

[Topsimox mpoBeeHUs 3aKyHOYHBIX MPOIEeTyp U O(hOPMIICHHUS COITYyTCTBYIOIIECH
JOKYMEHTalluu

CtpykTypa  opraHM3allii ¥  BakKaHTHble  JOJDKHOCTH  (mpodeccuu,
CIIELUATILHOCTH )
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TpyaoBoe 3aKOHOJATENBLCTBO M HMHBIE AKThHI, COJIEPXKALIUE HOPMBI TPYIOBOIO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHBHBIE IIPAaBOBBIE aAKThI
Poccuiickoit denepaiuu, B 4aCTU BEAEHUS TOKYMEHTALMU IO EPCOHAIY

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNnbcTBa Poccuiickoit deneparuu

3akoHoaarenbcTBO Poccuiickoil denepannu o NepcoHaNIbHbIX JaHHBIX

TexHonoruu, MeTroApl U METOAMKHU IPOBEICHUS aHAIM3a U CUCTEMaTU3aLUuU
JIOKYMEHTOB ¥ MH(GOpMAIIN

JlokanbHble HOpPMATHUBHBIE AaKThl OpraHU3alldd, PEryJIUPYIOIINE MOPSI0K
pa3BUTHUS U MOCTPOEHUSI MpodecCHoHabHOM Kapbepbl, 00yUYeHHs, afanTaluu 1
CTa>XKMPOBKHU IIEpCOHAJIA

[Topsiiok 3aKI0OYeHHsI TOTOBOPOB (KOHTPAKTOR)

HopMbI 3THKH 1e10BOT0 00IIeHNUs

ba3oBble OCHOBBI MH(OPMATHKH, CTPYKTYPHOE MOCTPOCHUE MH(OPMAIMOHHBIX
CHCTEM M OCOOCHHOCTH pabOThl C HUMHU

Hpyrue
XapaKTEPUCTUKHU

3.5. O0o0menHas TpyaoBasi yHKIus

HanMeHoBaHHe I[GHTGJ'IBHOCTI) 10 OpraHu3anuvu Tpyaa u Kox E YpoBeHb 6
OIIaThI ICPCOHAIA KBMH(bHKaHHH
IIpoucxoxenue
00001IIeHHON TPy I0BOIt Opuruaan X 3anMCTBOBAaHO U3 OpUTHHAJIA
GbyHKIMN
Kon Peructpanuonnsiii Homep
OpUrMHasa podecCHOHANIBEHOTO
CTaHIapTa

Bo3moxHbie
HaMMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Cnenuanuct 1o HOpMUPOBAHUIO U OIUIaTe TpyAa
Crienmanuct o opraHu3aluy 1 oIulaTe Tpynaa
Crnenuanuct 1no KOMIEHCALUIM U JIbroTam
Crnenuaimct 1o nepcoHany

Menemkep 1o nepcoHany

TpeboBanus k
00pa3oBaHUIO U
00y4eHUIO

Briciiee oOpazoBanue

JlonomHuTENbHOE MTPO(HECCHOHAIEHOE 00pa30BaHUE — MPOTPAMMBI
po(ecCHOHATLHOM MEePETOITOTOBKU B 001aCTH YKOHOMHUKH, HOPMUPOBAHHS
Y OIUIATHI TPY/1a, IPOTPaMMBbI IOBBIIICHUS KBATU(DUKAITUH

TpeboBaHMs K OIBITY
HPaKTUIECKON PabOThI

Oco0Oble ycmoBust
JIOITyCcKa K paboTte

Jpyrue
XapaKTEPUCTUKU

JlononHuTenbHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30B0i rpynibl, JOIKHOCTH
HaumenoBanue nokymeHnra Kon
(mpodeccun) WK crienuaTbHOCTH
OK3 2412 CrienamucThl 1Mo Kajapam U npodoprueHTannu
3423 CrienanucThl KaJIpoOBbIX CITYKO U YUPEXIeHUH 3aHATOCTU
EKC - NuxeHnep no HOpMHPOBAHUIO TPy
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- TexHuk 1o Tpyy

- OKOHOMHUCT M0 TPyAY

MeHepkep 1o nepcoHaty

OKIIJITP

27755 | DKOHOMHUCT TIO TPYAY

22956 | IHcnekTop no Kaapam

3.5.1. Tpynosas pyHkumst

HaumenoBanue

Opranu3aius Tpyaa nepcoHana Yposenb

Kon | E/02.6 | (momyposens) 6
KBaJIU(pUKAIINN

[Ipoucxoxxaenue Tpya0Boi
GbyHKIHN

OpuruHan X 3anMCTBOBAaHO U3 OpUTHHAJIA
Kon Peructpaunonssiii Homep
OpHUTHHAJIA po¢heCCHOHATHFHOTO
CTaHaapra

TpynoBsie 1eiCTBUS

HeoOxonumelie ymeHus

AHanu3  yCIEHIHBIX  KOPHOpPAaTHBHBIX  MPAKTUK [0  OpraHu3aluu
HOPMHUPOBAHUS TPYJa U Pa3IUYHbIX KaTeropuil mepcoHana, ocoOeHHOCTeN
IIPOM3BOJICTBA U JEATEIBHOCTH OpPraHu3alun

Pa3paboTka cucTeMbl OpraHM3ali TpyJAa T[epcoHaja U MopsaKa
HOPMHPOBAHUS TPy/la HA pabOYMX MecTax ¢ OLIEHKOM 3aTpaTr Ha MePCOHAT
Braeapenue cucrteMbl OpraHMsanuu TpyAa [EpCOHAJa W KOHTPOJSL HaJ
HOPMUPOBAHHEM  C  OMNpEIENIEHUEM  TPYAOEMKOCTH,  HOPMATHBHOMN
YHUCIIEHHOCTH, TpaUKOB pabOT U yCIOBHUI OILIATHI TPYAa IEpCcOHAIa
BoIsiBIIeHHE pE3€pBOB IMOBBIIICHUS MPOU3BOAUTENBHOCTH TpyJa M KadecTBa
HOPMHUPOBaHUS TPY/la, HOATOTOBKA MPEAIOKEHUIN 110 U3MEHEHUSAM YCIOBUI U
OIUIATHI TPyJa NepcoHata

[MonroroBka mpeanoxeHuid mo (HOpMUPOBaHHUIO OIOHKETa HA OPraHU3AIUIO
TpyAa NepcoHaa

Onpenenenne 3pGEKTUBHOCTH pabOTHl CHUCTEMBl OpPraHM3aLUU Tpylna |
HOPMUPOBAHUS TpyJa Ha pabounux MecTax

BHenpsaTe MeTOIBI palliOHAIBHOW OpraHu3aluy Tpyaa

Pa3pabaTpiBaTh TUIaHBI OPTraHU3AIMOHHBIX U TEXHUYECKHX MEPONPUATHN TO
MOBBIIIIEHUIO MPOU3BOAUTEIBHOCTH TPYIa

AHanu3upoBaTh COCTOSHUE HOPMHPOBAHUS TpPyAa, KayecTBO HOPM,
MoKa3aTelie no Tpyay

Ananu3upoBaTh 3((HEeKTHBHOCT, pabOThl CHCTEMBl OpraHMU3AlMHM TpyJa
nepcoHaIa 1 HOPMHUPOBAHUS TPyJa Ha padOYHX MecTax

CocTaBisATh U KOHTPOJIMPOBATH CTATbU PACXOAOB Ha OIUIATYy TPyJAa MEpcoHaIa
JUTSI TIJTAHUPOBAHUS OIO/IKETOB

PaGorate ¢ wHPOpPMAIIMOHHBIMH CHUCTEMaMH M 0a3aMU JaHHBIX TIO
HOPMHUPOBAHUIO U OIIaTe TPyJia IepcoHaia

Pa3pabatbiBaTh 1 0POPMIISTH JOKYMEHTHI 110 HAIIPABICHHIO JESTEILHOCTH
Co0mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0xoauMmsie 3HAaHUS

Merozp! yuyeTa U aHainu3a IoKa3aTeseH o Tpyay U oIuiaTe Tpyaa

Metonel  ompezeneHus, OLEHKH W CPaBHEHUS  IPOM3BOACTBEHHOMN
MHTEHCUBHOCTHU U HAIIPSHKEHHOCTH Tpya

MeToapl HOpMHUPOBaHHA TPy A

MesxoTpaciieBbIe U OTPaciIeBble HOPMATHBHI TPYIOBBIX 3aTPaT
CoBpeMeHnHble (DOpMBI, CHCTEMBI OIUIATBl M yuyeTa HPOM3BOIUTEIHLHOCTH
TpyAa NepcoHana
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Cucrembl, ™metoabl U (OpMBI MaTepUaIbHOTO M HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPY/Aa epcoHaNa
Texnonoruu u MeTo 6l HOPMUPOBAHMS U KOHTPOJISI OI0JIKETOB

TexHomoruu, METOAbl U METOAMKUA IPOBEACHMS aHAM3a U CUCTEMATU3ALIMHU
JIOKYMEHTOB M MH(OpMaIuu

OCHOBBI JOKYMEHTO00O0POTA U IOKYyMEHTAIIMOHHOTO 00eCIIeYCHHSI

[opsimok Tapudukanmu padoT W PadOYMX, YCTAHOBJICHUS JOJDKHOCTHBIX
OKJIJIOB, JIOTUIAT, HAI0aBOK M KO3 PHUIMEHTOB K 3apabOTHOM TIaTe, pacueTa
CTHMYJIUPYIOIIHUX BBITUIAT

TapudHo-kBanH(PUKAINOHHBIE CIPABOYHUKU padOT u mpodeccuii padbounx u
KBaJM(PHUKAIIMOHHbIE XapaKTEPUCTHKH JTOJDKHOCTEH CITy’KaIluX

OCHOBBI TEXHOJIOTUH ITPOU3BOJICTBA U JIEATENBHOCTH OpPraHu3aluu
CrpykTypa oOpraHu3alMd W  BaKaHTHbIE JIOJDKHOCTH  (mpodeccu,
CHEIMAIbHOCTH)

KanpoBas nmosimTka U cTpaTerusi opraHu3aluu

OKOHOMUKA TpyAa

OcHOBBI 0O0IIEH M COLMATBHON IICUXOJIOTUH, COLMOJOTHH U ICUXOJIOTUU
TpyAa

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AKThI, COJAEpPXKAIUE HOPMBI TPYZAOBOTO
npasa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA M HOPMATHUBHBIE IIPABOBBIE AKThI
Poccuiickoiit denepaiuu, B 4aCTU BEACHUS TOKYMEHTALIMH 0 MEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNIbeTBA Poccuiickoil Penepanuun
3akoHo aTenbcTBO Poccuiickoi denepanun 0 MepCOHATbHBIX JaHHBIX

JlokanpHble HOpPMATUBHBIE AaKThl OPraHU3ALUU, PETYIUPYIOLIHE IOPSIAOK
OpraHM3alyy Tpyla ¥ HOPMUPOBAHUS EPCOHAIIA

[Topsaok 3aKiII04eHHs JOTOBOPOB (KOHTPAKTOB)
HopMbI 3TuKH [e10BOro o01meHus

BbazoBsie OCHOBBI UH(POPMATHKH, CTPYKTypHOE MOCTPOCHUE
WH()OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMHU

Jpyrue XapakTepUCTHKH -

3.5.2. Tpynosas pyHKuIuSs

HanmenoBanue

Opranu3zanys omiaTel Tpy/Ja NepcoHana

Kox E/01.6 | Y PoBeHb (0ypoBeHs) p

IIpoucxoxaeHue Tpy10BOM
GbyHKIHN

KBaTH(pUKAITIH
Opurunan X 3aMMCTBOBAHO U3 OpUTHHAIA
Kon Peructpaunonusiit Homep
OpUTHHAJIA poheCCHOHATHLHOTO
CTaHJapTa

TpynoBsie necTBUS

AHanM3 YCIEIHBIX KOPIOPATUBHBIX MPAaKTUK [0 OPTraHU3alMh CHCTEMBI
OILIaThl TPyJa epcoHaa

Pa3paboTka cucTeMbl OIIaThl Tpy/a mepcoHasa

dopmupoBaHue MIaHOBOro O keTa (GOHIA OIUIATHI TPYJa, CTUMYIHPYIOIINX
¥ KOMIICHCAIIMOHHBIX BBITLIAT

BHenpenue cuctemsl omiaThl TpyAa epcoHanta

HOILFOTOBKa HpCZ[J'IO)KGHI/Iﬁ MO0 COBCPIICHCTBOBAHWIO CUCTEMBI OINIATBI TPpyda
IepcoHajia

HeoOxonumelie ymeHus

CocTaBiaTh U KOHTPOJIUPOBATH CTAThU PACXOJ0OB Ha OIUIATy TpYyJa MepcoHasa
JUTSI TITTAHUPOBAHUS OFOIKETOB U (DOHIOB




27

[IpuMeHATh  TEXHOJOTMM  MaTepHaJbHOM  MOTHBAIMM B  YIPaBICHUU
NIEPCOHAJIOM

PazpabarbiBaTh  KOHILIETILIMIO  TOCTPOEHHMSI MOTHBAI[MOHHBIX  IpOrpamMm
pabOTHUKOB B COOTBETCTBHUH C LIEISIMU OPTraHU3alUN

AHanu3upoBaTh  COBPEMEHHbIE  CHCTEMBl OIUIaTBl M MaTepHaJIbHOMN
(MOHeTapHOM) MOTHBALIMH TPY/1a JJisl LIeed opraHu3aluu

AHanmM3UpoBaTh YPOBEHb OIUIATHI TPyJa IMEpCOHANa MO COOTBETCTBYIOIIMM
po(heCCHOHATLHBIM KBATH(DHUKAIHSIM

[TpoBOIUTH MOHUTOPHUHT 3apa0OTHOM TUIATHI HA PHIHKE TPYIa

AnHanuzupoBaTh (OPMBI MaTEPUATBHOTO CTUMYJIHPOBAHUS, KOMIIEHCAIUHA M
JBIOT B OILIATE TPyJa MEepcoHala

PaGorate ¢ wHGOPMAIMOHHBIMU CHUCTEMaMH W 0a3aMu JAaHHBIX [0 OIUIaTe
TpyJAa nepcoHaia

CocTaBisTh IPOTHO3bI Pa3BUTHUS OIJIATHI TPYAA IIEPCOHANA

Co0ro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0Oxoaumeblie 3HaHASA

@DOpMEBI U CUCTEMBI 3apabOTHOM TUTATHI, TIOPSIIOK COCTABIICHHS OIOKETOB

Cucrembl, MeTonbl U (OpPMBI MaTepUANIbHOIO U  HEMATEpPHAIBHOTO
CTUMYJIMPOBaHUs TPyAa IEpcoHaNa

TexHonoruu U MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFOKETOB U (POHIOB

[Mopsimox Tapudukanmuu padoT U pabounX, YCTAHOBICHHS JIOJDKHOCTHBIX
OKJIaJIOB, JTOTUIAT, Hal0AaBOK U KO3(PHUIIMEHTOB K 3apabOTHOM TuIaTe, pacyeTa
CTUMYJTUPYIONTNX BBITLIAT

MeTtopl OMpeaACICHUA YUCIICHHOCTU paGOTHI/IKOB

TapudHo-kBanu(pUKaMOHHBIE CIPAaBOYHUKH padoT u mpodeccuil pabounx u
KBaIM(UKAIMOHHBIC XapaKTEePUCTUKH JOIDKHOCTEH CITyXKaIIHX

Mertoapl yueTa u aHalu3a rnoka3aresei o Tpyay u 3apaboTHOM TuiaTe

TexHONOrMK, METONBI U METOAMKU IPOBEICHUS aHAIN3a U CHCTEMAaTU3alluu
JOKYMEHTOB M HH(pOpMaLUU

Ka,[[pOBaﬂ IMMOJINTHUKA U CTPATCTHUA OpraHrU3allun

CrpykTypa oOpraHM3allid ¥  BaKaHTHble  JOJDKHOCTH  (mpodeccun,
CHEIMAIbHOCTH)

TpynoBoe 3aKOHOMATENBLCTBO M MHBIE aKThI, COZIEPIKAIINE HOPMBI TPYIAOBOTO
npasa

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepannn

3akoHoxarenscTBO Poccuiickoit denepaiinu o mepcoHaNbHBIX JaHHBIX

JlokanpHbIE HOPMATUBHBIE AKTHl OPraHU3aLMK, PETYIUPYIOIIKE OIUIATy TPYIa

OCHOBBI TEXHOJIOTHH MMPOU3BOACTBA U ACATCIIbHOCTHU OpraHnu3alun

OCHOBBI JOKYMEHTO000POTa U IOKyMEHTAIIMOHHOTO 00eCIIeYCHHSI

[Topsiiok 3akitoueHus 10roBOpoB (KOHTPAKTOB)

OcHOBBI 001IIEH ¥ COMAIBHON TICHXOJIOTUH, COITUOJIOTHH M TICHXOJIOTHH TpyJa

Hopwme! 5THKH 1e10BOT0 00IIeHNS

bazoBble OCHOBBI HHPOPMATHKH, CTPYKTYpHOE TIOCTPOSHHE WH(POPMAIIHOHHBIX
CHCTEM M OCOOCHHOCTH pabOTHl C HUMHU

Hpyrue
XapaKTEPUCTUKHU

3.5.3. Tpynosas pyHKuust

AI[MPIHI/ICTPPIPOB&HHG IIponeccoB 1 YpoBeHb

Haumeroanue | JOKYMEHTOOOOPOTA MO BOIIPOCaM Kon | E/03.6 | (monyposeHsb) 6

OpraHM3aIly TPYJla U OILIaThl IEpCOHaNa KBamQuKarmm




IIpoucxoxaeHue Tpy1oBOi
byHKIIH

28

Opurunan X 3auMCTBOBAHO U3 OPUTHHAJIA

Koz PeructpannoHHsiii HoMep
OpHUTHHANIA TPO(PECCHOHATBHOTO CTaHIApTa

TpynoBsle neiCTBUS

Ananuz IponeccoB ,I[OKYMCHTOO60pOTa, JIOKAJIBHBIX  OTOKYMCHTOB IIO
BOIIpOCaM OpraHu3alvy OIUIATBEI M TpyAda IICpCoHalIa

OdopmiieHre JOKYMEHTOB 110 BOIIPOCaM OIUIAThl M TpyAa MepcoHaIa

[ToaroTroBka npeaioxKeHU Mo BOIpOcaM OIUIaThl U TpyJia epcoHana

HOI[I‘OTOBKa HpCI[J'IO)KeHI/II;'I Mo COBCPHICHCTBOBAHWIO CHUCTCMbI OILUIATbl U
OpraHu3aIiH TPYyAa IepcoHaa

JIOKyMEHTallMOHHOE ¥ OpPraHU3allMOHHOE  CONPOBOXIEHUE  CHUCTEMBbI
OpraHM3alliM U OIUIaThl TPyJa MepcoHaia

[TonroroBka u 00paboOTKa 3ampocoB M YBEIOMJICHHH O paOOTHUKaX B
rOCYJJapCTBEHHbIE ~ OpraHbl, Mpo(pecCHOHAIbHBIE COI3bl M Jpyrue
NpeaACTaBUTCIIbHBIC OpTraHbl pa6OTHI/IKOB, 10 CucreMmam OINJIaThl n
OpraHu3alMy TPyAa NepcoHaia

COHpOBO)KI[CHI/Ie A0roBOpoOB 1o OKa3aHHIo KOHCYJIbTAUMOHHBIX,
I/IH(1)OpMaI_II/IOHHBIX yciayr Mmoo CHUCTEMaM OIUIaTbl W OpraHu3allud Tpyaa
INEpCoOHalIa, BKIIOYAA MPECABAPUTCIIbHBIC ITPOUCAYPHI IO UX 3aKIIFOYCHHUIO

HeoOxonumelie ymeHust

ObecneunBaTh JOKYMEHTAIMOHHOE COTPOBOXICHUE MEPOTIPUSATHIA 110 OTLIATe
U OpraHu3alMy Tpy/ia IepcoHaia

OdopMisaTh AOKYMEHTHl IO BOMpOCaM OIUIaThl M OpraHu3aliu Tpyna
IepcoHania, MPEA0CTABIISIEMbIE B roCyJJapCTBEHHBIE OpTaH#bl,
npodeccuoHaNbHbIE COIO3bI U IPYTHe MPeACTaBUTEIbHbIE OPraHbl pAOOTHUKOB

AHanM3UpoBaTh HOPMATHUBHBIE M METOAMYECKHE JOKYMEHTBI MO BOMpPOCaM
OILJIaThl M OPTaHU3ALUU TPyJa IepcoHaa

OpFaHI/ISOBBIBaTL XpaHeHI/Ie IIOKYMCHTOB B COOTBCTCTBUU C TpCGOBaHI/IHMI/I
3akoHojatenbcTBa Poccuiickoit  @enmepau W JIOKUIBHBIMU — aKTaMH
OpraHu3alnuu

Bectu yuer u peructpanno JOKYMEHTOB B HHPOPMAIIMOHHBIX CHCTEMax U Ha
MaTepUaIbHbIX HOCUTEIIAX

PaGortate ¢ nH(MDOpPMALIMOHHBIMU CUCTEMaMH U 0a3aMH JaHHBIX MO CHCTEMaM
OILJIaThl U OPTaHU3ALMY TpyJa epcoHaia

[Tpon3BoauTh NpeaBapUTENbHBIC 3aKyNOUYHBbIE MPOLEAYPbl U  OQOPMIIATH
COIIYTCTBYIOLIYIO JOKYMEHTALUIO 110 3aKII0UYEHUI0 10TOBOPOB

BecTu n1enoBy1o nepenucky

CobrogaTh HOPMBI 3THKH JCJIIOBOTO OOIIICHHSI

Heo0xoauMsie 3HAaHUS

[Topsimox odopmiieHUs, BEIEHUST W XpaHEHUS OKyMEHTAIUUA 10 CHUCTeMaM
OIUIAaThl M OPTaHU3ALMHU TPY/la IEpCOHAIIA

HopmaruBHBIE TpaBOBBIE aKThI, PETYJIHPYIONIME TIpaBa W 0O0S3aHHOCTH
rOCYJapCTBEHHBIX OpPraHOB M OPraHU3alUU I10 INPEJOCTABICHUIO YYETHOH
JOKYMEHTALUU

TexHomornu, METOAbl U METOAUKH IPOBEACHUSA aHAIU3a U CUCTEMAaTHU3aLUU
JOKYMEHTOB M HH(POPMALIUU

JIokanpHbIE HOPMAaTHBHBIC aKThl OpPraHU3aLMK, PETYJIHMPYIOIUE MOPALOK
OILIAThI, OPraHU3ALUN U HOPMHUPOBAHHUS TPy Ad

OCHOBBI IOKYMEHTO00OPOTA ¥ TOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

[lopsimox ¢opmupoBaHusi, BeAeHHUS OaHKa JaHHBIX M IPEIOCTaBICHUS
OTYETHOCTH IO CUCTEMAaM OILIaThl U OpraHu3aluy TpyJa NepcoHana

TpynoBoe 3aKOHOAATENLCTBO M MHBIE AKThI, COJAEpIKAIUE HOPMBI TPYIOBOIO
rpaBa
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OCHOBBI apXMBHOTIO 3aKOHOJATEIbCTBA M HOPMATUBHBIE IIPABOBBIE AKTHI
Poccuiickoii denepanuu, B 4aCTH BEAEHUS TOKYMEHTALMU IO IEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOaTeNnbeTBa Poccuiickoit denepanmun

3axoHogarenbcTBO Poccuiickoit denepannu o nepcoHaIbHbIX JTaHHBIX

ITopsim0K 3aKITIIOUYEHUS T0TOBOPOB (KOHTPAKTOB)

[Topsimox  mpoBemeHUs  3aKyNOYHBIX — Opomenyp H  ohOpMIICHUS

COIYTCTBYIOIIEH JOKYMEHTAIHH

Hopwmbl 3THKH 1e710BOTO OOIIEHUS

ba3oBbie 0CHOBBI HHPOPMATUKH, CTPYKTYpPHOE TIOCTPOCHHUE MHPOPMAITUOHHBIX
CHUCTEM U 0OCOOEHHOCTH pabOThl C HUMU

Apyrue
XapakTePUCTUKH

3.6. O00o01meHHas1 TpyaoBasi GyHKIMS

HGHTGHLHOCTB 10 OpraHun3annuun YpoBeHb
HaumeHoBaHHe . - Kox| F 6
KOPIIOPAaTHUBHOM COLIMATILHOU ITOJIUTHUKU KBaIMpUKaLUH
IIpoucxoxaenue
00001IeHHON TPYI0BOIt Opurunan X 3anMCTBOBAaHO U3 OpUTHHAJIA
GhyHKIHN
Kon Peructpaunonusiii Homep
OpHTHHaNIA npodeccroHanbHOro
CTaHaapra

Bo3moxHbie
HaMMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Crierianuct no ColUaNbHbIM IPOrpaMMaM

Criermmanuct 1o padoTe C MpeICTaBUTEIbHBIMA OpraHaMu paOOTHUKOB
Crienanuct 1o KOprnopaTUBHOM COIMATIbHON MOIUTHKE

Crenuanauct o nepcoHaty

MeHepkep 1o nepcoHaIy

TpeboBanust k
00pa3oBaHMIO U
00y4YeHHIo

Briciiee oO6pa3zoBanue

JonomuauTtensHOE MpodecCuoHaIbHOE 00pa30BaHNE — MPOTPAMMBI
pohecCHOHABLHOM MEePENOrOTOBKH U MIPOTPAMMBI TIOBBITIICHUS
KBATM(UKAIMKI B 00JIACTH COIMAIIBHBIX MPOTPAMM

TpeboBaHMs K OIBITY
MPaKTUYECKOU PabOThI

Oco0ble ycoBust
JI0IycKa K pabote

Hpyrue
XapaKTEPUCTUKU

JlononHuTebHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30B0ii rpynibl, JOHKHOCTH
HaumeHoBaHue 1OKyMeHTa Kon
(mpodeccrn) UM CeUaTbHOCTH

OK3 2412 CrienmanucTshl 1o KaJapam U npodoprueHTannu

3423 CrienanucThl KaJIpoBbIX CITYKO U YUPeXIeHUH 3aHATOCTU
EKC - CrernuanmcT 1o Kajapam

- MeHepkep 1o nepcoHaty
OKIIJTP 27755 | DKOHOMUCT IO TPYIy
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22956 | MHcnekTop mo Kajapam

OKCO

3.6.1. TpynoBas pyHK1IuSA

Pa3paboTka KOpropaTUBHOM COLIMATIBLHOM YpoBeHb
HanmenoBanue | oquruxu Koz | F/01.6 | (monyposens) 6
KBaJM(PUKAIIHN

IIpoucxoxaeHue Tpy1oBoi
byHKIIH

Opurunan X 3aMMCTBOBAHO U3 OPUTHHAJIA
Kon PeructpanuoHabIii HOMep
OpHTrHHANa npodeccroHanbHOro
cTaHaapra

TpynoBsle neicTBUS

Ananuz YCIICHIHBIX KOPIIOPATUBHBIX IPAKTUK IO OpraHU3aluu COIHUAIIBHOTO
MMapTHECPCTBA, COHI/IaHBHOﬁ OTBCTCTBCHHOCTH U COLUAJIBHBIX ITPOTpaMM

Pa3paboTka KOpPIOpaTUBHBIX COLUANBHBIX MPOTPAMM

Pa3pa60TKa CHUCTCMBI BBIILJIAT pa6OTHI/IKaM COIIMAJIbHBIX JIBI'OT

Opranuzainys MeperoBOpoB C NPO(ECCHOHATBHBIMU COIO3aMH W JIPYTHMH
MPEICTaBUTEIbHBIMU OopraHamu pabOTHUKOB, 00LIECTBEHHBIMU
OpraHu3aIUsIMU, B3aUMOJIEUCTBUE C TOCYAAPCTBEHHBIMU OpPTraHaMU

[TogroToBka mpemioxkeHuid 1o ¢GopMHUpPOBaHWIO OlO/KETa B YacTH
obecredeHrst KOPIOPATUBHOW COIMALHOM MOJIUTUKH

Heobxonumeie ymeHus

Onpenensath LeJIeBbIE IpYMIIBI nepcoHasna Ui pa3paboTKu
CHEIHAIM3UPOBAHHBIX COLMAJIBHBIX TPOrPaMM

JloBonuTh MH(pOpPMAIMIO O COLMAIbHBIX MHpPOrpaMMax 10 ILEJEBBbIX TPyl
IIEPCOHAJIA C UCIIOJIb30BAHUEM HHCTPYMEHTOB BHYTPEHHUX KOMMYHUKAIUI

OnpenensTe KpUTEPUH U YPOBHU YJOBJIETBOPEHHOCTH II€pCOHAA

Hcnonb3oBaTh MarepuaibHble M HEMAaTepUaJbHbIE CHCTEMbI, METOABl U
(b opMbI MOTHBAIIMH B YIIPABJICHUU IEPCOHAIOM

Omnpenensth 00BEMBI CPEINCTB U PpPEATHU3ALUU COLMAIBHBIX TapaHTHH,
KOPIOPAaTHBHBIX JIBTOT M WHBIX 3JIEMEHTOB KOPHOPATHBHBIX COIMATBHBIX
nporpamMm Uit GOpMHUPOBAHHUS OIOIKETOB

CoCTaBIIATh M KOHTPOJIMPOBATH CTAThH PACXOJI0B Ha COIMAIBLHBIC TIPOTPAMMBI
JUTSI TTTAHUPOBAHUS OFO/IKETOB

[IpousBoauTh mpenBapUTENIbHbIE 3aKyIMOUYHblE MpPOLEAypbl U OhOpMIICHHE
CONYTCTBYIOIIEH TOKYMEHTALIUHU T10 3aKJIIOYEHHUIO JOTOBOPOB

Cobmto1aTh HOPMBI ATHKH JIETTOBOTO OOIIEHUS

Heo0Oxoaumeblie 3HaHAA

[Topsimox 1 MeToAbl pa3pabOTKH MJIAHOB U MPOTPAMM COLMATIBHOTO Pa3BUTHS
OpraHu3anuu

Metonpl aHaiM3a BBIOJHEHUS COIUAIBHBIX MPOTPAaMM U ONPEACTICHUS HX
HKOHOMUYECKOH 3D PekTHBHOCTH

Cucrembl, MeToabl U (QOpPMBI MaTepUATbHOIO M  HEMaTepHaJIbLHOTO
CTUMYJIMPOBaHUs TpyAa IepcoHaia

TexHonoruu u MeTo A6l HOPMUPOBAHUS U KOHTPOJIS OIOJIKETOB

Metoapl  TPOBEACHHUS  COIMOJIOTMYCCKHUX  HCCIICAOBAHHUM,  HM3YYECHHUS
00IIECTBEHHOTO MHEHUS

TexHONMOrNKU, METOIBI U METOIUKH IPOBEICHUS aHAIN3a U CUCTEMATHU3ALMH
JOKYMEHTOB M HH(pOpMaIUu

[Topsmox ~ mpoBeneHUS — 3aKyNOYHBIX  Hpoueayp U opopMIIeHUS
COIYTCTBYIOLIEN JOKYMEHTALUN
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OCHOBBI IPOM3BOJICTBEHHOM JIEATEILHOCTH OpraHU3aINH

OcCHOBBI 00IIEH M COLMAIBLHOM IICUXOJIOTHHM, COLMOJIOTHM W IICHXOJIOTHHU
Tpya

CtpyKTypa, 1enH, CTpaTerust U KaJpoBas MOJIUTUKA OpraHU3aluu

TpynoBoe 3aKOHOAATENHCTBO M WHBIE aKThl, COAEpIKAIIUe HOPMBI TPYJIOBOTO
npaBa

OCHOBBI HAJIOIOBOTO 3aKOHOAaTeNbcTBa Poccuiickon deaepannn

HopmatuBHBIE MpaBOBbIE aKThl, PETYJIUPYIOIME MpaBa M O0O0SI3aHHOCTU
rOCYJapCTBEHHBIX ~ OpPraHOB, TNPO(PECCHOHATBHBIX COIO30B M JPYTHX
IPEJCTaBUTEIIbHBIX OPraHOB PAOOTHUKOB

3axoHozaarenscTBO Poccuiickoit denepannu o NepcoHaNbHBIX JaHHBIX

JlokanpHble HOPMAaTHBHBIE AaKThl OPraHU3ALMM, PETYIUPYIOIIHAE IOPSAIOK
(opMHPOBaHUS COLMAIBHON OJIUTUKU

OcHoBbl mpaBoBoro peryiaupoBaHusi Poccuiickoit ®enepauuu mnopsaka
3aKJIFOYEHUU JIOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1€710BOTO OOIIIECHUS

ba3oBbie 0CHOBBI HH()OPMATHKH, CTPYKTYPHOE ITIOCTPOCHHE HH(POPMAIIMOHHBIX
CHCTEM M OCOOCHHOCTHU pabOThl C HUMHU

Hpyrue
XapaKTEPUCTUKU

3.6.2. TpynoBasi pyHkumst

Peanu3zanus koprnopaTuBHOM COLIMATBHOM YposeHb
HanmenoBauue | onuruxu Koz | F/02.6 | (moayposens) 6
KBaJTU(PpUKAIINN

[Ipoucxoxaenue TpyaoBoi
GbyHKIHN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAIIA
Kon Peructpaunonusiit Homep
OpHTHHAIA npodeccroHanbHOro
cTaHaapra

TpynoBsie neicTBUS

HeoOxonumelie ymeHus

BHenpenne KOpHmOpaTHUBHBIX COLHMAIBHBIX MOPOTrpaMM, B TOM YHCIE IO
COLIMATILHOM MOAJEPKKE OTAETIbHBIX TPYIII PAOOTHUKOB

Peanuzamust cucteMbl COLMATBHBIX JIBIOT, BHIIUIAT PA0OTHHKAM C Y4YE€TOM
TpeOoBaHMil 3akoHOaTeNnbeTBa Poccuiickoit @eneparuu

OneHka yAOBIETBOPEHHOCTH IME€pPCOHANa KOPIOPATUBHOM COLMaIbHON
TIOJIUTUKOMN

Onenka 3(dekTuBHOCTH MEPONPUATHIA KOPIOPATUBHOW  COIMAIBHOM
MOJIUTHKHU

[logroroBka mNpeuIOKEHUH 1O  COBEPUICHCTBOBAHHUIO  MEPOIPHUATUHI
KOpPIOPATUBHOM COLMATIbHOM MOJUTUKH

[ToaroroBka mpemiokeHUH MO (OPMUPOBAHHUIO OFOJKETa HA PEaTU3aIHIo
KOpPIOPATUBHOM COLMATIBbHOM MOJUTUKU U COLMATIBHBIX TPOTrpamMm
PaccuuTeiBaTh 3aTpaThl Ha MPOBEICHUE CHEUUATM3UPOBAHHBIX COLIMATBHBIX
porpamm

[IpoBOIUTE MOHMTOPHHI YCHEIIHBIX KOPHOPATUBHBIX COLMAJIBHBIX
pOrpamMmm

[IpoBoauTh MepONpUATHA B COOTBETCTBHHM C KOPHOPATUBHOW COLMAIBHOMN
MOJIUTUKOMN

Onpenenarsb LIETIEBbIE TPYIIIIbI IepcoHasa JUTSL CO3JaHus
CIIELIMAIM3UPOBAHHBIX COLMAIBHBIX IPOrpaMM




Heo0Oxoaumeble 3HaHASA

Jpyrue XxapakTepUCTHKH
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OnpenensiT KPUTEPUH U YPOBHU YJOBJIETBOPEHHOCTH MIEPCOHANA

Omnpenensate 3(QPEKTUBHOCTD MEPONPUATHI peanu3yeMol KOpIOpaTHBHOM
COLIMAIBbHOM IMOJIUTUKHU

OpranuzoBblBaThb  B3aUMOACHCTBME C TOCYJAapCTBEHHBIMH  OpraHAMH,
npodeccruoHaTbHBIMU COI03aMU U APYTMMHU NPEICTaBUTENbHBIMU OpraHaMU
pa6OTHI/IKOB, O6H.I€CTB€HHBIMI/I U HWHBIMU OpraHu3alysaMu 110 BOIIpOCaM
peanu3alui KOPIOPATUBHON COLMAIBHON MOJUTHKH

AHanmuM3upoBaTh PBIHOK YCIYyT MO COLMAIBHBIM U CIEHUATU3UPOBAHHBIM
MporpaMMaM COLMAIbHOM TMOAJIEPKKH YJICHOB IEJNEBBIX T'PYII U TOTOBUTH
MIPEUIOKEHUS 110 UX ITOCTABIIHKAM

[Ipou3BoauTh mNpeABapUTENbHBIE 3aKyNOYHbIE MPOLERypbl U O(GOpPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTALMIO TI0 3aKII0UYEHHUIO JIOTOBOPOB

Cobmo1aTh HOPMBI ATHKH JI€TIOBOTO OOIIECHHS

Bonpocs! ynpaBieHns CONUAIBHBIM Pa3BUTHEM OpraHU3aIHN

MeTtonpl aHanM3a BBHIMOJTHEHHUS KOPIOPATHUBHBIX COLMANBHBIX MPOrpaMM U
OTIpeIeNICHHUs] KX SKOHOMUYeCKOH 3¢ pexTuBHOCTH

Cucrembl, MeTonsl, GOpPMBI  MaTEepHATLHOTO U  HEMaTepUaTbHOTO
CTUMYJIMPOBaHUS TPYyAa IepcoHaIa

Metonsl  TpPOBEACHHUS  COLMONIOTHYECKUX  HMCCIEAOBAHUN, U3YYECHUSA
0OIIECTBEHHOT'O MHEHUSI

TexHomoruu, METOIbI M1 METOIMKHU MPOBEICHUS aHAIM3a M CHCTeMAaTU3alluu
JOKYMEHTOB M HH(pOpMAIUU

HopmaTuBHBIE TpaBOBbIE aKThl, PETYJIHPYIONIME MpaBa U OO0SI3aHHOCTU
TOCYJIapCTBEHHBIX ~OPraHOB, NPOPECCHOHATBHBIX COI30B M JPYTHX
MPE/ICTAaBUTENBHBIX OPraHOB Pa0OTHUKOB IO TPEJOCTABICHUIO YUYETHOU
JTOKYMEHTALIUU

[Topsimox  mpoBemeHUss  3aKyMOYHBIX  Opoleayp ©u  odopmieHus
CONYTCTBYIOIIEN JOKYMEHTAIUU

CrpykTypa, 11eNd, CTpaTerus U KaJpoBas NOJIUTHKA OPTaHU3aIIH

OcHOBBI IPOU3BOJCTBEHHON AESITEILHOCTH OpraHU3aIu1

OcCHOBBI 00IIEH M COLMAJIBLHON TIICHUXOJIOTHU, COLMOJOIMU M IICUXOJIOTHUH
Tpyia

Tp}’I[OBOC 3aKOHOAATCJIBCTBO U UHBIC AKThI, COACPKAIIUC HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXI/IBHOFO 3aKOHOAATCJIbCTBA H HOpMaTI/IBHBIe HpaBOBBIe AKThI
Poccuiickoit dexnepaiuu, B 4aCTH BEAEHUS TOKYMEHTALMH O MEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun
3akoHo aTenbCcTBO Poccuiickoit denepaliun 0 MepCoHaIbHbIX JaHHBIX

JlokanpHble aKThl OpraHU3allid, PETyJIHPYIOLUE MOPAJOK BHEIPEHHUS
COLMAJIbHOM MOJIUTUKH

[Tops 10k 3aKIIF0OYEHUS 10TOBOPOB (KOHTPAKTOB)

HopMbl 3THKH [1€710BOT0O O0IEHUs

bazoBbie OCHOBBI UHPOPMATHKH, CTPYKTypHOE MIOCTPOEHUE
MH(POPMALIMOHHBIX CUCTEM M OCOOCHHOCTHU pabOThl C HUMHU
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3.6.3. Tpynosas pyHKIUS

AIIMUHHUCTpUPOBaHKE NTPOLIECCOB U YpoBeHb
Hanmenosanue | JOKYMEHTOOOOpOTA 10 BOIIPOCAM Kon | F/03.6 | (momyposens) 6
KOPIOPATUBHOM COITMATBLHOM MOJTUTHKH KBanMpuKaIun

IIpoucxoxaeHue Tpy10BOM
GbyHKIHN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAIIA

Kon PerucrpannonHslii HoMep
OpHUrMHana npoQeccHoHaNbHOrO CTaHaapTa

TpynoBsie neicTBUS

AHanu3 IpoIeccOoB  JTOKYMEHTOOOOpOTa, JIOKAJbHBIX JIOKYMEHTOB IIO
BONPOCaM KOPHOPATUBHOM COLMANBHOM MOJUTUKH

JloxymeHTanmonHoe o(opMIIeHHE Pe3yJbTaTOB KOPIOPATUBHOW COIMAIBHON
IIOJIMTUKHN

[TonroToBka mpeIIOKEHUA MO PA3BUTHIO KOPHMOPATUBHOM COLMAIBHON
IIOJIMTUKHN

[ToaroroBka pe3ybTaTOB aHAIM3a COOTBETCTBUSA KOPIOPATUBHOM COLIMATBLHOMN
MOMUTUKK TpeOOBaHUSAM 3aKoHOHaTenbcTBa Poccuiickoit @Denepanuu U
YCJIOBHSIM PBIHKA TpyAa

JIOKyMEHTallMOHHOE W OPraHU3allMOHHOE COIMPOBOXKIECHUE MEPOIPUATUN
KOPIMOPATUBHOW COLIMATIBHON MOJTUTUKHI

[TonroroBka u 00pabOTKa 3alMpoOCOB M YBEIOMJICHHH O pa0OTHUKAX B
rOCYJapCTBEHHBIC ~ OpraHbl, MPO(ECCHOHAILHBIE COK3Bl M JIPyTrHe
HpeHCTaBHTGHBHbﬁiOpFaHBIpa6OTHHKOB 10 BOHpOC&MﬁCOHHﬂHLHOﬁ IIOJIUTUKHN
B OTHOIIICHHHU TIEPCOHAA

ConpoBokJieHHE  JOrOBOPOB 10  OKAa3aHUIO  KOHCYJIbTAllMOHHBIX U
MH(POPMALIMOHHBIX YCIyT O MEpONPHUATHUAM KOPHOPATHUBHOM COLMATIbHON
MOJIMTUKH, BKJIIOUAs PEABAPUTEIbHbIE TPOLEAYPBI IO UX 3aKIHOUEHHIO

Heobxonumbie ymeHus

OdopmiiATe  JOKYMEHTBl 10 BONpPOCaM KOPIOPATHBHOM  COLMaTbHON
MOJINTUKH, IPEIOCTABIIIEMbIE B rocyAapCTBEHHbBIE Oprasl,
IIPEJICTaBUTENIbHBIE OPTaHbl PAOOTHUKOB

AHaJIM3UPOBATH MPABUIA, MOPAIKH, TPOLEAYPbl KOPIOPATUBHOMN COLIMATBLHOMN
IIOJIMTUKHN

OGecmeunBaTh JOKYMEHTAITMOHHOE COTIPOBOXKICHUE COIMATBLHOMN MOTUTHKU B
OTHOILEHUH MTEPCOHAJIA

Opra"u3oBbIBaTh XpaHCHUE IOKYMEHTOB B COOTBETCTBHU C TPEOOBAHHUSIMU
apXUBHOI0O 3akoHoaaTtenbcTBa Poccuiickorn dexnepanuu u  JIOKAIbHBIMU
aKTaMU OpraHu3aluu

[Tpon3BouTh MpeaBapUTENbHBIE 3aKyNOYHBIE NPOLEAYpPHl U 0(OpPMIATH
COIIYTCTBYIOIYIO JOKYMEHTALMIO 110 3aKJIFOUYEHHUIO JJOTOBOPOB

PaGoTath ¢ nHGOPMAIMOHHBIMH CUCTEMaMU M 0a3aMy JaHHBIX IO BOIPOCAM
COLIMAJIbHOW ITOJIMTUKU B OTHOLLIEHHUH IIEpCOHAIIA

BecTn yueT u perucrpannio T0KyMEHTOB B WH(OPMAIIMOHHBIX CHCTEMax W Ha
MaTepUaIbHBIX HOCUTEIAX

Bectu n1enoByro nepenucky

CobmogaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0xonnMeie 3HaHUS

[Topsimok odopmieHus, BeICHHUs] U XpaHCHHs JOKYMEHTAIIMH IO COIIMAIbHON
MOJINTUKE B OTHOILLIEHUH MIEPCOHAJIA

[Topsmox ¢opmupoBaHusi, BeAeHUS OaHKa [aHHBIX M IPEIOCTaBICHUS
OTYETHOCTH IO BOIPOCAM COIIMAIIbHOU MOJIMTHKU B OTHOILLIEHUH MTepCOHaIa
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TexHONMOrMKU, METOIBI U METOIUKH IIPOBEICHUS aHAIN3a U CUCTEMATH3ALMH
JOKYMEHTOB M HH(pOpMaIUu

OCHOBBI IOKYMEHTO00O0POTa U JOKYMEHTAIIMOHHOTO 00eCIIeueHus

[Topsimok ~ TpOBEINEHUS  3aKYMOYHBIX  Tporeayp W OQOpMIICHHS
COIYTCTBYIOIIEH JOKYMEHTAIIUU

CtpykTypa oOpraHu3allid M  BaKaHTHbIE JOJDKHOCTH  (mpodeccuu,
CIEINATIbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThl, COAEpPXKAIIUE HOPMBI TPYJIOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOAATEIbCTBA M HOPMATHBHBIE IPABOBBIE aKThI
Poccuiickoit deneparuu, B 4aCTU BEAEHUS TOKYMEHTALMU IO EPCOHAITY

OCHOBBI HAJIOTOBOT0 3aKOHO1aTesbcTBa Poccuiickoit deneparuu

HopmaruBHBIE TpaBOBbIE aKThI, PETYJIHPYIOIIME MpaBa M OOSI3aHHOCTU
rOCyJJapCTBEHHBIX ~ OPraHoB, MPOQECCHOHANBHBIX COI30B U  JPYyTUX
NPEJCTaBUTEIIBHBIX OPraHoB pPAaOOTHUKOB IO TPEAOCTABICHUIO YYETHOU
JOKYMEHTaluu

3akoHoaarenbcTBO Poccuiickoil denepannu o nepcoHaNIbHbIX JaHHBIX

JlokanbHbIC HOPMATUBHBIC AaKTbl OpPraHU3aluy, pPEryJupyromue MnopsaaoK
BHCOPCHUA KOpHOpaTHBHOﬁ COHHaHBHOﬁ IMOJIMTUKHU U CONUAJIIBHBIX MMPOrpaMm

[Topsii0K 3aKIIH0UYEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1€710BOTO OOIIIECHUS

bazoBbie 0CHOBBI HHPOPMATUKH, CTPYKTYPHOE MOCTPOCHHE NHPOPMALIMOHHBIX
CHCTEM U OCOOCHHOCTH PabOThI C HUMH

Hpyrue
XapaKTEePUCTUKHI

3.7. O0001menHas TpyaoBasi yHKIus

HanMeHOBaHMe OnepauHOHHoe YIpaBJICHUC IEPCOHAIIOM U Kon G YpoBeHb 7
MOApa3ACICHUEM OpPTaHU3aIlun KBaIH(UKALMN
IIpoucxoxaenue
00001IIeHHON TPYI0BOIt Opurunan X 3anMCTBOBAaHO U3 OpUTHHAJIA
byHKIIH
Koz PeructpannoHHbpIii HOMep

OpHUrHHana npogeccHoHaNbHOrO CTaHaapTa

Bo3moxHbie
HaMMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

PykxoBoauTenb CTPyKTYpPHOTO MOApa3AeIeHHs
HavanbHuK CTpYKTYpHOTO IOJIpa3aesieHus

TpebGoBanust k
00pa3oBaHUIO U
00y4eHuIo

Briciiee oOpa3zoBaHue — CeMATUTET, MarucTpaTypa

JlononHuTtenbHOE podhecCHoHaIbHOE 00pa30BaHNE — IPOTPaMMBbI
npodeccroHaNbHOM MepenoAroToOBKY B 001aCTH yIPaBICHUS IEPCOHATIOM,
ONEPALMOHHOT0 ¥ TAKTUUYECKOI'0 YIIPABJIECHHUSI; IPOrPaMMbl TIOBBIIIICHUS
KBaJIM(UKALMK B 00JIACTH YIIPABJICHUS IEPCOHAIOM, ONIEPALIMOHHOTO U
TaKTUYECKOTO YIIPaBJICHUS

TpeboBaHus K OIBITY
MIPaKTUYECKON pabOThI

He MeHee Ty et B 001acTu yHpaBJICHUA IIEPCOHAIIOM

Oco0ble ycnoBust
JOTycKa K pabore

Apyrue
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\ XapaKTePUCTHKU

JlononHUTEebHBIE XapaKTePUCTUKH

HaunmeHnoBanue nokymeHTa Kon

HanmMeHnoBanue 06a30BO¥ rpymITbl, TOKHOCTH
(mpodeccun) WK crienuatbHOCTH

OK3

1232 PykoBonuTenu noapazaeneHuit (ciysx0) yrnpaBlieHus
KaJpaMH M TPYJAOBBIMU OTHOLICHUSMHU

EKC

- HauanpHuk oTnena KaJpoOB

- HauanpHuk oT/ie/1a OpraHnu3aiuy 1 OIiaThl TpyAa

- Hauanpuuk OTACJIa MOATOTOBKH KaJIpOB

- Haganmsauk OTACJIa COONUAJIBHOT'O pa3BUTHUSA

3aBeayroniuil (Ha4aabHUK) OTACIOM KaJIpoOB

OKII/ITP

24063 | Menemxep 1o nepcoHary

3.7.1. Tpynosas pyHKUUSA

Pa3paboTka cucTeMBbl ONepaioHHOTO YpoBeHb
Hanmenosanue | yIpaBJIeHHs HEPCOHAIIOM H PabOTHI Koxn | G/01.7 | (momypoBenn) 7
CTPYKTYpPHOTO HOAPA3IeICHUS KBa/UKALMH

[Ipoucxoxxaenue Tpya0Boi
GbyHKIHN

OpI/II‘I/IHELTI X 3arMCTBOBAHO U3 opurruHajia

Kon PerucrpannonHslii HoMep
OpHUrMHaNa MpoQecCHOHANIBHOIO CTaHapTa

TpynoBsie neicTBUS

AHanu3 yCHemHbIX KOPIOPATUBHBIX MPAKTHK IO BOMPOCAM CTPATErHYECKOI0
U OIIEPATUBHOIO YIIPABIEHUS IIEPCOHAIIOM OpraHU3aLUU

[TocTaHoBKa OMepaTUBHBIX 11eJIel IO BOITPOCAM YIIPaBJICHHsI IEPCOHATIOM

Pa3paboTka rmaaHoB, IporpamMm U OpoILeayp B YIPaBICHUU IEPCOHAIOM

Pa3paboTka mpeasiokeHUl Mo CTPYKType MOApa3/eieHus] U MOTpeOHOCTH B
NEIYOENE

Pa3paboTka mpemnoxeHuil mo oOecreueHHIo MepCOHAIOM, (OPMUPOBAHUIO
CUCTEM OIICHKH, Pa3BUTHUS, OIUIATHl TPYJa, KOPHOPATHBHBIM COLUATIbHBIM
IporpaMMaM M COLIMaIbHOM MOJIUTHKE

PazpaboTka mpemnoxeHuid o 3arparax M (QOPMHPOBAHHUIO OIOKETa Ha
nepcoHai

Pa3paboTka mnpennokeHuil Mo 3aKIOYEHHUIO JOTOBOPOB IO YIPABICHUIO
IEPCOHAJIOM C IMOCTaBIIMKAMU YCIYyr W MpPOBEACHUE MPEIBAPUTEIIBHBIX
IpOLEIYP MO MX 3aKIHOUECHUIO

Heobxonumbie ymeHus

OpraHu3oBbIBaTh paboTy MepcoHaia CTPYKTYpHOTO NOApa3IeIeHUs

Onpenensdrb 3aJaydl MepcoHaia CTPYKTYPHOTO MOJpa3JeieHusi, UCXOIsl W3
LeJIeH U CTpaTerny OpraHu3aluu

CozaBaTh M ONMCHIBATH OPraHU3ALMOHHYIO CTPYKTYpy, LEIH, 3aJauH,
(YHKIMU CTPYKTYpPHOT'O NOJAPA3/eJIeHUs

[IpuMeHsaTh  METONbI  YNPABICHUS  MEXKIUYHOCTHBIMU  OTHOIICHHSIMH,
dbopMupoBaHHS KOMaHJA, pa3BUTHUS JMIEPCTBA U  HMCIOJHUTEIHHOCTH,
BBISIBJICHHSI TAJJAHTOB, ONPEACIICHUS YIOBICTBOPEHHOCTH PabOTOM

OnpenensTb, aHaIU3UPOBATh, MOJECIUPOBATh U BBICTPAWBAaTh BHYTPEHHUE
KOMMYHUKAIUU IIepCcoHaa

Pa3pabaThiBaTh MPOCKTHBIC MPEIOKEHUS U MEPONPUATHS 10 YPPEKTUBHON
pabote nepcoHana
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BHeapsTh cTpaTeruto mo yrnpasieHUIO TIEPCOHATIOM

CocTaBiiaTh, pacCUMTHIBATh, KOPPEKTUPOBATh M KOHTPOJIUPOBATH CTaThH
pacxol0oB Ha IMepcoHal, pa3paldaThiBaTh MPENJIOKEHUS IO 3arpaTam Ha
nepcoHan it popmupoBaHus Or0IKETa

[IpencraBisiTh ~ MHTEpEeChl OpraHM3allMM U BECTH  IEPEroBOPHl  C
npo(heCCHOHANBFHBIMHA COIO3aMH H JIPYTUMH TPEICTABUTEILHBIMH OpraHaMu
pabOTHUKOB, B3aUMOIEUCTBOBATh C TOCYJaPCTBEHHBIMH OpraHU3alUsIMU

Ananu3upoBaTh HMH(OPMAIMIO IO IOCTAaBIIMKAM YCIyr B 001acTu
yIIPaBJI€HUS IEPCOHAIIOM M MO YCIOBHSM 3aKJIFOYAEMBIX JOTOBOPOB

[Ipou3BoauTs TpeABapUTEIbHBIE 3aKyMOYHbIE MNPOLUEAYPbl M O(pOPMIISATH
COIIYTCTBYIOIIYIO JOKYMEHTALMIO 10 3aKJIFOUYEHUIO JOTOBOPOB

Paborats ¢ nHQOpPMAITMOHHBIMU CHCTEMaMH M 0a3aMH JaHHBIX T10 BOIIPOCaM
yIIPaBJICHUS IEPCOHATIOM

OpFaHI/ISOBI)IBaTI) " MMPOBOANTDH KOPIOPATHUBHBIC MEPOIIPHUATUA C ICPCOHAIIOM

Co0mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0Oxoaumeblie 3HaHAA

MeTto/1b1, cIOCOOBI U HHCTPYMEHTHI YIIPABIICHUS IEPCOHAIOM

[{enu, cTparerust pa3BUTHs U OM3HEC-TIJIaH OPraHu3alun

ITonmutuka ypaBJIC€HUA IEPCOHAIIOM OpraHru3alun

MeToanl aHanM3a KOJIUICCTBCHHOIO U Ka4SCTBEHHOTO COCTaBa nepcoHajia

CucTeMbI CTaHIapPTOB 10 OU3HEC-TIpolieccam, IpodeccusiM, HopMaM Tpyaa

Cuctembl, MeToasl U (GOpMBI MaTepUAIBHOIO U HEMaTEpUAIbHOTO
CTUMYJIMPOBaHUs TPYyAA IEPCOHANA

TexHonoruu U MeTo1bl HOPMUPOBAHHS U KOHTPOJISI OIOIKETOB

[lopsimox  mpoBeneHHWs  3aKyHOYHBIX  mpouenyp W odopmieHus
COIIYTCTBYIOIEH JOKYMEHTalUU

OCHOBEI HpOI/ISBOZ[CTBeHHOI\/JI ACATCIIBHOCTU OpraHU3allunu

OcHOBEI 0O0IIEH W COLMAIILHOM IICUXOJOTHH, COLMOIOTHA M IICUXOJIOTHH
TpyAa, 5KOHOMUKH TpPy1a, 0€30MacHBIX YCIOBUH Tpyda

CrpykTypa opranuszanuu

TpynoBoe 3aKOHOJATEIBCTBO M MHBIC AKThI, COJCPXKAIIUE HOPMbI TPYIOBOTO
npasa

OCHOBBI apanHoro 3aKOHOAATCJIbCTBA H HOpMaTI/IBHLIe HpaBOBLIe AKThI
Poccuiickoit denepaiuu, B 4acTU BEAEHUS TOKYMEHTALMH 10 EPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOaTeNbeTBa Poccuiickoit @enepanumn

OCHOBBI MHIPALIMOHHOTO 3aKoHOAATeNbCcTBA Poccuiickoit Denepaunu, B
YacTU TPUBJICYCHUS M TPYAOYCTPOICTBa MHOCTPAHHBIX TPakJaH W JUIl 0e3
TPaKIaHCTBA

OCHOBEI AIMUHUCTPATUBHOI'O 3dKOHOAATCJILCTBA B o0yactu YIpaBJICHUSA
IMEPCOHAIOM U OTBETCTBCHHOCTH JOJIXKHOCTHBIX JIWI]

3akoHonarenbcTBO Poccuiickoit ®Pepepanuu MO 3alIUTE MEPCOHATBHBIX
JAHHBIX

JIokanbHBIE HOPMATUBHBIC AaKTbl OpraHu3aluid B obOnactu YHpaBJICHUA
IepCcoHAJIOM

[opsiiok 3akitoueHus 10roBOpoB (KOHTPAKTOB)

Hopwme! 3THKH 1enoBoro o0mieHus

BbazoBsie OCHOBBI UH(POPMATHKH, CTPYKTypHOE MOCTPOCHUE
HH()OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMHU

Jpyrue xapakTepUCTUKH
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3.7.2. TpynoBas pyHKIUS

Peanuzanust onepalluOHHOTO yHpaBIEHUS Yposenb
HaumeroBanue | IEpCOHAIOM B PabOTBI CTPYKTYPHOTO Kox | G/02.7 | (momypoBens) 7
TTOApPAa3ACIICHHS KBaJHpUKALUN

IIpoucxoxaeHue Tpy10BOM
GbyHKIHN

TpynoBsie neicTBUS

Heobxomumbie ymeHus

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAIIA

Kon PerucrpannonHslii HoMep
OpHUrMHana npoQeccHoHaNbHOrO CTaHaapTa

ITnanupoBaHue AEATETPHOCTHU MOAPA3/IEICHHS U IEPCOHANIA

OmnepaTtuBHOE yMpaBlIeHHUE IEPCOHATIOM MTOAPA3/IEICHNS OPraHN3aIN

Pacuer 3arpar WO NOApa3fENEHHIO M MOATOTOBKA MPEUIOKCHHUN IS
dbopMupoBaHus O10pKeTa

Pa3paboTka cTaHIapTOB JEATENBHOCTH TIOApA3JeNeHUs W yHH(pUKAIH
IPOLIECCOB

[IpoBeneHne HHCTPYKTaXKa 10 OXpaHe Tpyaa

ITocraHoBKka 3a7ay paOOTHUKAM CTPYKTYPHOTO MOJIpa3/IeiCHuUs, ONpEIeICHNE
pECYPCOB 7Sl UX BBIIOJIHEHUS, KOHTPOJIb UCTIOIHEHUS

AHanu3 IJIaHOB W OTYETHOCTH MOJYMHEHHBIX pPAaOOTHHUKOB, pa3paboTka
MPEI0KEHUH 110 YJIYUYIIEHUIO TTOKa3aTeNel eITebHOCTH TOAPa3ACTICHUS

®opMHpOBaHUE OTUETOB O PabOTE CTPYKTYPHOTO MOIPA3/ICICHUS

OrnpenensaTh 30HBI OTBETCTBEHHOCTH M A(()EKTUBHOCTH pabOTHI MepcoHasa
CTPYKTYpPHOTO TIOApA3ACIeHUs, pacHpeleNsTh 3aJadyd ©u 00ecleuyuBaTh
MaTepHATbHO-TEXHIHUECKUE PECYPCHI IS UX UCTIOTTHEHUS

[IpuMeHATh METOABI ONIEPATUBHOIO YIPABIEHUS EPCOHAIOM OpraHu3aluu
KonTponupoBars UCIOIHEHUE TOPYYECHUN U 3a/1a4, BHOCUTh CBOEBPEMCHHBIE
KOPPEKLIMH B IUIAHBI U 3a/1a41

Omnpenensath nokazaTtenu 3QHeKTUBHOCTH pabOTHI EPCOHANA OPa3IeICHUS

YrpaBisiTe MOTHBALMEN MEPCOHANIA, €r0 BOBJICYEHHOCTHIO M JUCHHUILUIMHOMN
Tpyna

CocraBnarh  IJAHBl  JEATEIBHOCTH  CTPYKTYPHOTO  TMOAPA3IACICHHS
OpraHu3aIuu

CocTaBysATh, PacCCUNUTHIBATH, KOPPEKTHPOBATH M KOHTPOJIHUPOBATH CTAaThU
pPacxo/I0B CTPYKTYPHOTO MOpa3aenacHus s GopMUPOBaHUs OIOIKETOB
[Tpon3BoauTh aHamU3 TEKYIIEH NEATEILHOCTH CTPYKTYPHOTO MOJpa3ieicHus
U BHEAPATH MPOLEAYPHI IO €€ ONTUMHU3ALINN

[IpencraBnsaTe  WMHTEpEChl  OpraHU3allM W BECTU  IEPETrOBOPHI  C
TOCYAapCTBEHHBIMU OpraHaMu, NMpodeCCHOHATBHBIMUA COIO3aMU M JPYTHMHU
MPEJICTaBUTEIHLHBIMU OPTaHAMH Pa0OTHUKOB IO BOMPOCaM TMepCoHalIa

Bectu meperoBopbl C MOCTAaBIIMKAMH YCIyT MO YCIOBHSM 3aKIIOYaeMbIX
JIOTOBOPOB

[IpousBoauTh MpenBapUTENbHbIE 3aKyMOUYHBIE MPOUEIypbl M O(QOpPMIATH
COMYTCTBYIOIIYIO IOKYMEHTAIIUIO MO 3aKIIOYEHUIO TOTOBOPOB

[IpoBoauTH ayauT pe3ynbTaTOB pabOTHI C IEPCOHAIOM

PaGoTaTth ¢ MHGOPMAIIMOHHBIMU CUCTEMaMH U 0a3aMH JTaHHBIX 10 BOIIPOCAM
yIpaBlIeHUs IEPCOHATIOM

Co0mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0xoauMsie 3HAHUS

Teopuu ynpasieHHs] IEPCOHATIOM U €0 MOTHBALIMU

Meronpsl aHanu3a BBINOJIHEHHWS IUTAHOB M 3a/a4, ONPEACICHUS HX
HKOHOMHYECKON APPEKTUBHOCTH

@®opMBI 1 METO/IBI OLIEHKH IIEPCOHANA M PE3YJIFTATOB UX TPyJa
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TexHoOrny ONepaTUBHOTO YIIPABICHUS IEPCOHAIIOM OpPraHU3AINH

Cuctempbl, Metoasl U (GOpPMBI  MaTepHATBHOIO W HEMAaTEPUAIBHOTO
CTUMYJIMPOBaHUs TPyAa IEPCOHANA

TexHonoruu U MeTo1bl HOPMUPOBAHHS U KOHTPOJISI OIOKETOB
Teopun 1 MeTOBI YIIPABJICHUS PA3BUTUEM IIEPCOHATIA

OKOHOMUKA TpyAa

Opranu3annOHHO-IITAaTHAS CTPYKTYypa OpraHU3aliu

[TonuTuka ynpasieHUs: IEPCOHAIOM M COLMAJIbHAS TOJIMTUKA OPraHU3alU
[enu, crparerus pa3sBUTHs U OU3HEC-IIJIaH OpraHU3aLUuU

MeToIMKH MIIaHUPOBAHUSI U TPOTHO3UPOBAHUS TOTPEOHOCTH B ITEPCOHAIE
[Topsok yperynupoBaHus TPYIOBBIX CIIOPOB

TpeboBanust 1 paBUIIa MPOBEACHUS ayUuTa pabOThI C IEPCOHAIOM

Dopmsbl COLMAJILHOIO [apTHEpPCTBa u B3aUMOJICUCTBUSA c
Npo(eCCHOHATIBHBIMU COIO3AMHU U JPYTUMH NPEACTaBUTEIbHBIMU OpraHaMU
pabOTHHUKOB, U MHBIMU OpraHU3alUIMU

[Topsimok opopmiieHHs KaAPOBbIX JOKYMEHTOB U NPUIAHUS UM IOPUINYECKON
CUJIBI

[Topsimox  mpoBeneHMs — 3aKyNOYHBIX — Npouedayp U OQOpMIICHUS
COINYTCTBYIOLIEN JOKYMEHTALUU

TpynoBoe 3aKOHOIATENbCTBO U MHBIE AKTHI, COACPIKAIINE HOPMBI TPYAOBOTO
npasa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA M HOPMATHUBHBIC IIPABOBBIE AaKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS JOKYMEHTALMU 110 IIEPCOHAILY
OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBa Poccuiickoit deneparuu

OCHOBBI MUTIpalMOHHOTO 3aKoHoJarenbcTBa Poccuiickoit denepanuu, B
YaCTH TPHBJICUYCHUS] U TPYJIOYCTPONCTBA WHOCTPAHHBIX TpakJaaH U JHI] 0e3
TPaKIaHCTBA

OCHOBBI aIMUHUCTPATHBHOTO 3aKOHOJIATEILCTBA B OO0JACTH YMPAaBICHUS
MIEPCOHAJIOM U OTBETCTBEHHOCTH JIOJIKHOCTHBIX JIMI]

3akoHonarenbcTBO Poccuiickoit denepaniy 0 NepcoHAIbHBIX TaHHBIX
JloxaibHbIE HOPMATHMBHBIE aKThl OpPraHU3allMd B YacTH YNOPaBJICHUS
MIEPCOHAIOM

OcHOBBI TIpaBOBOTO peryiaupoBanusi Poccuiickoit ®enepanuu  mopsaka
3aKJIIOYEHHUS TPAXKIaHCKO-TIPABOBBIX JIOTOBOPOB

Hopwmsi 3THKH 1em0BOTO 00IIIEHUS

bazoBrie OCHOBBI uH(GOPMATUKH, CTPYKTYpHOE MIOCTPOEHUE
WH(POPMAIMOHHBIX CHCTEM H OCOOCHHOCTH pabOTHl C HUMHU

Jlpyrue XxapakTepUCTHKH -

3.7.3. TpynoBas pyHK1IUSsA

HaumenoBanue

[Ipoucxoxaenue TpyaoBoi
GbyHKIHN

AJIMUHUCTPUPOBAHUE ITPOLIECCOB U
YpoBeHb
OKYMEHTO000pPOTA TI0 OIIEPATMOHHOM
AOKY p pan y Kox | G/03.7 | (momypoBens) 7
YIPaBJICHUIO TIEPCOHANIOM U padoTe KBATH(HKATHH
CTPYKTYPHOTO MMOJIpa3ACIICHUS
Opurunan X 3auMCTBOBAaHO U3 OpUTHHATA
Kon Peructpaunonusiii Homep

OpHUrHHANA MPO(ECCHOHATLHOTO CTaHAAPTa
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TpynoBsie necTBUS

AHanu3 TPOIECCOB JTOKYMEHTOOOOpPOTa, JIOKAIbHBIX JOKYMEHTOB IO
BOIIPOCAM OMNEPANMOHHOTO YIPABICHHUS MEPCOHATIOM B PabOTHI CTPYKTYPHOTO
nojpa3JiesieHnsi, OWU3HEC-NPOLIeCCOB  OpPraHU3allid, YIOBJIETBOPEHHOCTH
IepcoHaa

JlokyMeHTaIMoHHOe O0(hOPMIICHHE PE3yNIbTATOB OINEPAIMOHHOTO YIPABICHUS
NEPCOHAJIOM U PalbOThl CTPYKTYpHOTO MOJApa3ieieHus, pe3yIbTaToOB ayauTa
paboOTHI C IEPCOHATIOM

[logroroBka mNpeIOKEHHM IO  Pa3BUTHUIO CUCTEM  OINEPALMOHHOTO
YIOpaBJICHUS TEPCOHAIOM M PabOThl CTPYKTYPHOTO TMOJApa3AeieHUs, IO
HEOOXOIMMBIM KOPPEKTUPYIOLINM U IIPEBEHTUBHBIM MEpaM

Pa3pa60TKa CHUCTCMBI aHaJIn3a U KOHTPOJIA pa6OTBI IepcoHajia

Kontponb, cpaBHeHHE UM aHaJIM3 TMPOIECCOB B OOJACTH OMEPATHBHOTO
yIpaBJi€HUs MEPCOHAJIOM, PE3YJbTATOB YMPABICHYECKUX MEPOIPUATUH,
ompezaeneHue  (AKTOPOB, BBI3BIBAIONIMX  OTKJIOHEHHWE OT  IUIAHOBBIX
nokazaresei

[ToaroroBka u 0OpaboTKa 3apOCOB, YBEAOMJICHUH, CBEICHUN O paOOTHUKAX B
rOCy/IapCTBEHHBIE OpraHbl, NPOPECCHOHATBHBIE COIO3bI, OOIIECTBEHHBIC
OpraHu3aIUH

ConpoBokJieHUE JOTOBOPOB OKAa3aHUs YCIYr IO BOIPOCAM ONEPATHBHOIO
yIpaBJIECHUs NEPCOHATIOM U paboTe CTPYKTYpHOIO MOApa3eseHUs], BKIOYas
IIPEIBAPUTEIIbHBIE IPOLEAYPHI 110 X 3aKJIFOUEHUIO

[ToaroroBka mnpemiokeHud 10 (HOPMHUPOBAHHMIO OIOKETA HA TIEPCOHAI
OpraHu3alnuu

Boimonnenne TpeGoBaHuM 1O XpaHeHHMIO HHGQOpPMaLMU O pe3yJbTaTax
JCUCTBUSL CHCTEM OIEPALMOHHOTO YIPABICHUS NEPCOHATIOM M  paboThI
CTPYKTYPHOT'O IIOJIpa3/IeJIeHUs

HeoOxonumelie ymeHus

KonTponupoBath mpouneccsl yHpaBlIEHUS IE€PCOHAJIOM  IOAPA3JEICHUMH,
OTIPEACNATh UX PE3yNbTaTUBHOCTh W BBISABIATH (PAKTOPHI OTKIOHEHUH OT
TJIAHOBBIX TTAPaMETPOB

Pa3pabatbiBaTh mporpaMMBbl JOCTHKEHHS 1I€TIEll U OMEepaTUBHOTO PEIICHUS
3a7a4 NoApa3AceHun

AHanu3upoBath, pazpadaTbiBaTh U 0(OPMIIATE JOKYMEHTHI 110 ONEPaTUBHBIM
IpolreccaM M UX pe3yJIbTaTaM

[TpoBOIUTH ayqUT KaJpOBBIX MPOIECCOB, MPOLEAYP, OQOPMIICHUS KaIpPOBBIX
JOKYMEHTOB M JOKYMEHTOB 110 YIIPaBICHHUIO IEPCOHAIOM

KoHTtponunpoBath pacxogoBaHue OI0KETOB Ha MEePCOHAI

OdopMIATh OKYMEHTHI 0 OINEPAllMOHHOMY YIPaBJICHHUIO IEPCOHAJIOM U
paboTe CTPYKTYpHOTO TOapa3ACIeHUs, PEJOCTaBIsIEMbIC B TOCYJapCTBEHHBIC
OpraHbl, IPeICTaBUTEIbHbIE OpraHbl paOOTHHUKOB

OOecnieunBaTh  JOKYMCHTAIlMOHHOE  CONPOBOXJACHHE IO  CHCTEMam
ONEPAlIMOHHOTO  YTNpPABICHHUS TMEPCOHAJIOM ©  paboTe CTPYKTYPHOTO
MOIPa3ICIICHUS

OpraHu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEeOOBAHUAMHU
TPYIOBOIO M apXMBHOTO 3akoHojarenscTBa Poccuiicko ®enepanum u
JIOKQJIbHBIMU aKTaMH OpPraHu3alun

KonTtponupoBaTh HCHOMHEHHE JOTOBOPOB MOCTABIIUKOB YCIYT MO BOMPOCaM
nepcoHana

[Ipon3BoauTh 3aKynouyHble NpPOLEAYPbl, O(GOPMIAT, UM aHAJIU3UPOBATH
3aKyIIOYHYIO JOKYMEHTALUIO

[IpoBomuTh mEperoBOpsl M MPEACTABIATH MHTEPECHl OpraHu3aluyd B
TrOCYy/IapCTBEHHBIX  OpraHaX, MPOPECCHOHANBHBIX COI03aX U  JIPYTUX
MIPE/ICTaBUTENbHBIX OpraHax pabOTHHKOB 110 BOIPOCAM IepcoHaja
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Bectu nenoByto nepenucky

Bectu yuet u perucrpanuio 10KyMEHTOB B HH(POPMALMOHHBIX CUCTEMaxX M Ha
MaTepUaIbHBIX HOCUTEIIAX

PaboTarb ¢ HHPOPMAIMOHHBIMH CHCTEMaMH M 0a3aMH JaHHBIX 1O TIEPCOHAITY
U CHCTEeMaM OIEPAlMOHHOTO  YIpaBJICHHS IEPCOHAIOM H  pabore
CTPYKTYPHOTO TOJIpa3AeICHHUS

Cobmo1aTh HOPMBI ATHKH J1€JI0BOTO OOIICHHS

Heo0Oxoaumeblie 3HaHAA

Metoapl ynpaBiieHUs pa3BUTHEM U 3()(HEKTUBHOCTHIO OPraHU3aIUU, METOJIbI
aHaJM3a BBINIOJIHEHHS TUIAHOB U MPOTPaMM, OTPEICIICHHS UX SKOHOMHUYECKOM
3¢ (HEeKTHBHOCTH

MeToabl OIIEHKH paboThl CTPYKTYPHBIX MOApA3ZeNCHH, pe3ysbTaToB Tpya
[IepCcoHaJIa

Meroas! IpoBEACHUS ayAUTa U KOHTPOJUIMHIA ONIEPATUBHBIX YIIPABICHYECKHUX
IIPOLIECCOB

cDOpMI:I U CUCTCMblI MATCPUAIBHOTO MW HEMATCPUATIBHOI'O CTHUMYJIHWPOBAHUSA
TpyJAa mepcoHaia

OCHOBBI IOKYMEHTAIIMOHHOT'O 00ECTICUCHHSI

[Topsimox odopmiieHusi, BeeHUs M XpaHEHUs JOKYMEHTALUMU IO CHUCTeMaMm
ONEPALIMOHHOIO0  YIPAaBICHUSA MEPCOHATIOM opraHuzauu u pabore
CTPYKTYPHOTO MOJIpa3ieIeHUs

[Topsimox  GopmMupoBaHUs, BEACHHUS OaHKa JaHHBIX U IPEIOCTABJICHUS
OTYETHOCTH IO CUCTEMaM OIEPAIIOHHOTO yMpaBICHHs IEPCOHAIOM U padboTe
CTPYKTYPHOTO MOAPa3ICICHUS

HopmartuBHBIE IpaBOBbIE aKThl, PEryJIMpYIOLIME IpaBa U 00A3aHHOCTH
rOCy/apCTBEHHBIX OPraHOB W OPraHMU3alMM IO MPEIOCTABJICHUIO YUYETHOU
JOKyMEHTaIUH

[lopsmox  mpoBeneHUss  3aKyNOYHBIX  Opoueayp U oQopMIICHUS
CONYTCTBYIOIIEN JOKYMEHTAIUU

ITomutuka YHpaBJICHUA IIEPCOHAIIOM U CONHMAJIbHAA IMMOJIMTUKA OpraHu3alunu

Opranu3allnOHHO-IITAaTHAs CTPYKTYpa OpraHu3aluu

I_ICJ'II/I U CTpAaTCrus pa3sBUTHA OpraHru3alun

busHec-1uan u GM3HEC-NPOLIECCH OPTaHU3ALIH

TpynoBoe 3aKOHOJIATENBCTBO U MHBIE aKThI, COAEPIKAIMEe HOPMBI TPYJIOBOIO
paBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IIPABOBBIE aKThI
Poccuiickoit @enepanuu, B 4aCTH BEACHMS JOKYMEHTALMH 110 IEPCOHAITY

OcHOBBI HAJIOTOBOTO 3aKOHOIaTesnbeTBa Poccuiickoit @enepanuu

OCHOBBI MUTPAILIMOHHOTO 3aKOHOaTeNbeTBa Poccuiickoit depepanuu, B 4acTu
NPUBJICUCHUS] M TPYNOYCTPOMCTBA HHOCTPAHHBIX TpaxgaH M Jul 0e3
IpaKJaHCTBA

OcHOBEI AIMUHHUCTPATUBHOI'O 3aKOHOJATCIILCTBA B o0actu yHpaBJICHUA
IMEPCOHAJIOM U OTBETCTBCHHOCTH JOJDKHOCTHBIX JIMIL

3akoHogarenbcTBO Poccuiickoit denepannu o nepcoHaibHbIX JTaHHBIX

JlokanbHblE HOPMATHBHBIE TOKYMEHTBI OpraHU3allMy B O0JACTH YINPaBICHUS
HIEPCOHAIOM

ITopsim0K 3aKITIIOUYEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOTO OOIIEHUS

ba3oBbie 0OCHOBBI HHPOPMATUKH, CTPYKTYpPHOE TOCTPOCHHE MHPOPMAITMOHHBIX
CHUCTEM U 0OCOOEHHOCTH pabOThl C HUMHU

Hpyrue
XapaKTEPUCTUKHI
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3.8. O0o0menHas TpyaoBasi QyHKIus

HanMerosare Crparerndeckoe yrpaBiieHHE Kox | H YpoBeHb 7
[IEPCOHAJIOM OpraHU3aLUU KBaJIM(UKALMH
IIpoucxoxaenue
00001IIeHHON TPYI0BOIt Opurunan X 3auMCTBOBAHO U3 OPUTHHAJIA
byHKIIH
Koz PeructpannoHHbpiii HoMep

OpHUrHHana npodeccHoHaNbHOrO CTaHIapTa

Bo3moxHbIe Buue-npe3ueHT o ynpaBieHUIO IEPCOHATIOM

HAaUMEHOBAHUs JupekTop 1o nepcoHaiy

JIOJKHOCTEH, JupekTop 1mo yrnpaBJIeHUIO IEPCOHATIOM

npodeccuit 3amMecTuTeNb FreHepaIbHOT0 AUPEKTOPA MO YIIPABIECHUIO IEPCOHATIOM

TpebGoBanust k
00pa30BaHUIO U
00y4eHuIo

Briciiee oOpa3zoBaHue — CEIMATUTET, MarucTpaTypa

JlononHutensHOe MpodhecCHoHaIbHOE 00pa30BaHNE — IPOTPaMMBI
npodeccroHanbHOM MepenoAroToOBKY B 001aCTH yIPaBICHUS IEPCOHATIOM,
CTPAaTEruuecKoro 1 ONepanoHHOrO YIIPABJIECHUS, 3KOHOMUKH OpraHU3aLiHy;
MIPOrpaMMbl MOBBIIIEHUS KBaU(UKALUK B 00JaCTH yIPaBIEHUS TIEPCOHATIOM,
CTPAaTEruuecKoro 1 ONepaliMoOHHOTO YIIPaBIECHUS

TpeboBaHUs K OIBITY
MPaKTUYECKOU PabOThI

He meHee Aty et B 007acTH yIIpaBieHHs IEPCOHATIOM Ha PYKOBOISIINX
JOJDKHOCTSX

Oco0Oble ycioBust
J0IycKa K pabote

Jlpyrie
XapaKTepI/ICTI/IKI/I

I[OHOJIHI/ITCHLHBIG XapPaKTCPUCTHUKHU

HaumenoBanue 6a30B0ii rpynmsl, JOKHOCTH
HaunmeHnoBanue nokymeHTa Kon
(mpodeccun) WK crienuanbHOCTH
OK3 1232 PyxoBoauTenu noapazaeneHuit (ciry:x0) ynpaBieHus
KaJpaMu U TPyAOBbIMU OTHOLIECHUSMU
EKC - 3aMecTUTENb JUPEKTOPA 110 YIIPABICHUIO IEPCOHAIIOM
OKIIJTP 24063 | Menemxep o nepcoHary

3.8.1. TpynoBas ¢pyHKuus

HanmenoBanue

Pa3paboTka cucTeMbl CTPaTErH4ecKoro
yIpaBJIEHUS IEPCOHAJIOM OpraHu3aluu

YpoBeHb (IOypOBEHb) 7
KBaTH(pHUKAITIT

Kon | H/01.7

IIpoucxoxaeHue Tpy1oBOi
GbyHKIHN

Opurunan X 3anMCTBOBAaHO U3 OpUTHHAJIA

Kon Peructpaunonusiii HoMmep
opurHHaNa MpoeCCHOHATHHOTO CTaHAapTa

TpynoBsie 1eCTBUS

AHanmM3  YCHEWIHBIX  KOPIOPATUBHBIX  MPAaKTUK IO  OpraHu3aliu
CTPATErMYeCKOro yrpaBJIeHUsI IEPCOHATIOM OPTaHU3alMU, OPraHU3alMOHHOIO
MIPOEKTUPOBAHUS U B3AUMOAECHCTBUS MOAPA3ICICHHI

ITocTanoBka CTPATCTUYCCKUX nesueit B YIpaBJICHUH ICPCOHAIIOM

Pa3zpaboTka KOpHOpaTMBHOW MOJUTHUKM, IUIAHOB, MpPOrpamm, MpoLeryp H
TEXHOJIOTHH 110 YIIPABJICHHUIO IEPCOHAIIOM
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Pa3paboTka KOpHoOpaTWBHOW KyJIBTYPbl M COITMAIBHOW MOJMTHUKH, CHCTEM
MOTHUBAIMH, 3PPEKTUBHOCTH, OLIEHKH U Pa3BUTHS NIEpCOHAA

DopMUpOBaHUE CUCTEMBI OILJIAThl M OPraHu3aluu TpyAa

Pa3zpaboTka opraHu3allMOHHON CTPYKTYpbI, IUIAHUPOBAHHWE MOTPEOHOCTH B
HepcoHaJIe OpraHu3aluu

PazpaboTka mporpaMM, NpPUHIMIOB CTaHIApTU3ALUM, YHU(PHUKAINH,
aBTOMAaTHU3allMM IPOLECCOB YNPABICHUs IEPCOHAIOM U O€30MaCHBIX YCIOBUM

Tpysa

®opmupoBaHue OlOIKeTa Ha IEPCOHAN, TEXHOIOTMH ayaura padoThl C
HEPCOHATIOM M KOHTPOJUIMHIA

HeoOxonumelie ymeHust

Pa3pabaTbiBaTh CTpaTeruy v NOJUTHKU B YIIPABICHUH [IEPCOHATIOM

Co3maBaTh M OINKCHIBATH OPraHU3ALMOHHYIO CTPYKTypy, LEJIH, 3a]1ayH,
GYHKIMH CTPYKTYPHBIX MOAPa3aeICHUN 1 TOKHOCTHBIX JIUIT

HpI/IMCHHTB MCTOJbI YHpaBJICHUA MCXKINYHOCTHBIMH OTHOIICHUAMU,
(1)OpMI/Ip0BaHI/I$I KOMaH[, pa3BuTuA JIMACPCTBA ©W  HCIOJIHUTCIBHOCTH,
BBISAIBJICHUS TAJIAHTOB, OIIPCACIICHUA YAOBJICTBOPCHHOCTHU pa60T0171

OHpCILGJ’IHTB U aHAJIM3UPOBATH BHYTPCHHUC KOMMYHHKAIMHU, MOJACIHNPOBATH
IMMOBECACHHNC IICPCOHAJIA

[IpencraBisTh MHTEpEChl OpPraHU3AlMM B TOCYAApCTBEHHBIX OpraHax, BO
B3aMMOJICHCTBUH ¢ TPO(COI03aMH, WHBIMU TPEICTABUTEIBHBIMU OpraHaMu
pabOTHUKOB IO BOIIPOCaM MepcoHasa

CocTaBnsATh, paccuuTBHIBaTh, KOPPEKTHPOBaTb M KOHTPOJIMPOBATH CTaTbU
pacxoloB OmoKeTOB U (OHIOB Ha MpOrpaMMbl U MEPONPUATHS IO
YIPaBJIEHUIO IEPCOHAIOM OpPraHU3alun

[TpoBOAMTH ayAUT U KOHTPOJUIMHT B 00JaCTH yIPaBICHUS EPCOHATIOM

Pa3pabaTpiBaTh KOPIOPATUBHBIE COLTUAIEHBIC TIPOTPAMMBI

Bectn nmeperoBopel 10 BOINpOCaM — COLMAIBHOIO  HAapTHEPCTBA €
IpeJCTaBUTENIbHBIMU OpraHaMH paOOTHUKOB

PaGorats ¢ mHQOpPMAITMOHHBIMU CHCTEMaMU M 0a3aMH JaHHBIX TI0 BOIIPOCaM
YIIPABJICHUS IIEPCOHATIOM

OpraHu30oBbIBaTh MEPOTPUATHS MO OOECIECUYECHUIO BBHIOJHEHUS TPEeOOBaHUIA
OXpaHbl Tpyla B COOTBETCTBUH C JIEHCTBYIOUIMM 3aKOHOAATEIbCTBOM
Poccniickoit denepanuu U JIOKAIBHBIMUA aKTAMHU OPraHU3aLAN

OpI‘aHI/ISOBBIBaTI: H IIPOBOAUTHL MCPOIIPUATHA C NIEPCOHATIOM B COOTBCTCTBUC
C KOPIOPAaTUBHOM COIMATILHON MOJUTHUKOMN

Co06mo1aTh HOPMBI ATHKH JIETIOBOTO OOIIEHUS

Heo0Oxoaumeblie 3HaHASA

MeTozpl yrpaBiacHus pa3BUTHEM U 3()(HEKTHBHOCTHIO OpPraHU3aIMK, aHATU3a
BBIMIOJIHEHHUsSI [UTAHOB M MPOTPaMM, OMNPEACICHHUS HX SKOHOMHYCCKOM
s dexTuBHOCTH

MeTtoap! ouleHKH paboThl CTPYKTYPHBIX MOJApa3AeiIeHUN, pe3yIbTaToB Tpya
IepCcoHaJIa

Mertozs! MpoBEACHUS ay IUTOB, KOHTPOJUIMHIA YIIPaBICHYECKUX IIPOLIECCOB

Mertoanl aHann3a KOJIUISCTBECHHOIO U Ka4SCTBEHHOTO COCTaBa nepcoHajia

CucTeMbl cTaHAAPTOB MO OU3HEC-TpoLieccaM, IpodeccusM, HOPMBI TPy Aa

Cuctembl, MeToasl U (GOpPMBI MaTepHAIBHOIO W HEMAaTEPUAIBHOTO
CTUMYJIMPOBaHUs TPyAa IEPCOHANA

Merozs! aHaM3a COLUAIBHBIX IIPOrPaMM U ONPEACIICHUS UX YKOHOMUYECKON
s dexTuBHOCTH

TexHoNOTHM U METOIBI (YOPMUPOBAHHS K KOHTPOJISI OIOPKETOB Ha IEepPCOHA

TpebGoBanust OXpaHbl U OE30MACHBIX YCIOBHH TPy Aa

]_[eJ'II/I, CTPATCruAa U KaJApoBas IMOJIMTUKA OpraHru3alun
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OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIIBPHOCTU OpraHru3alvn

OCHOBEI COMOJIOTHH, IICUXOJIOT'MH U SKOHOMHUKU TPpyOa

OCHOBEI YhpaBJCHUA COMAJIbHBIM Pa3BUTUCM OPraHU3alun

Metoabl  MPOBEACHHS  COIHOJOTMYECKMX  HMCCIICIOBAHWN,  H3ydeHUS
00LIIECTBEHHOIO MHEHUS

CTpyKTypa opraHusanuu

prI[OBOC 3aKOHOAATCIBLCTBO U MHBIC AKTbI, COACPIKAIIUC HOPMbI TPYAOBOI'O
npaBa

OCHOBBI apanHoro 3aKOHOAATCJIbCTBA H HOpMaTI/IBHLIe HpaBOBLIe AKThI
Poccuiickoit denepaiuu, B 4acTU BEACHUS TOKYMEHTALMH 110 IEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNNbecTBA Poccuiickoil @enepanuun

OCHOBBI MHIPALIMOHHOTO 3aKoHOHAATeNbcTBA Poccuiickoir denepauuu, B
YacTU MPUBJICYCHUS M TPYAOYCTPOICTBa MHOCTPAHHBIX TPaKJaH M JUIl 0e3
TPpaKIaHCTBA

OCHOBEI AIMUHUCTPATUBHOI'O 3dKOHOAATCJILCTBA B o0iactu YIpaBJICHUSA
MEPCOHAIOM U OTBETCTBCHHOCTH JOJI>KHOCTHBIX JIWI]

3akoHoaarenscTBO Poccuiickoilt denepanun o NepcoHaNbHBIX JaHHBIX

JlokanbHble HOpPMAaTHBHBIE aKThl OpraHM3alMu B 00JacTH YIpaBIICHUS
NIEPCOHAIOM

[Topsiiok 3aKITF0OUEHUST TOTOBOPOB (KOHTPAKTOB)

Hopwme! 3THKH fenoBoro o0mieHus

OcHOBBI HTHPOPMATUKH, CTPYKTYPHOE ITOCTPOCHHE NH()OPMAIIMOHHBIX CHCTEM
U 0COOCHHOCTH PabOThl C HUMH

Jpyrue XxapakTepUCTHKH

3.8.2. TpynoBas pyHkumst

Peanusanus cuCTEMBI CTpATErM4€CKOro Yposenb
Haumenosanne | yynapenns mepcoHanoM opraHu3aum Kox | H/02.7 | (nonyposens) 7
KBaJTU(UKAIIMA

[Ipoucxoxaenue TpyaoBoi
GbyHKIHN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAIIA

TpynoBsie neicTBUS

Kon Peructpaunonusiii Homep
opurHHaNa MpoeCCHOHATHHOTO CTaHAapTa

[InaHupoBaHNe NEATEIBPHOCTH M pa3pabOTKa MEPONPHUSATHA MO YIPABICHUIO
NIEPCOHAJIOM JIJISl peaIu3alliy CTPATETHYECKUX L€ OpraHu3aluu
BHeapeHne noOaWTHK, IUIAHOB, IIPOrpamMM, IIPOLEAYP M TEXHOJIOTHMH IO
YIPAaBIEHUIO IEPCOHAIOM

[TocTpoenne opraHn3alOHHON CTPYKTYpPBI C YUETOM IJIAHOBOW MOTPEeOHOCTH
B [IEPCOHAJIE U B3aUMOJACUCTBHS CTPYKTYPHBIX ITOAPA3IEICHUNA OpraHu3aluu
Breapenne wu moanepxkaHue KOPHOPATUBHOM KyJIbTYpbl M COLHMAJIBHOM
HNOJUTHUKH, CHUCTEM MOTUBAIMM, 3(P(PEKTUBHOCTH, OIEHKHM U pPa3BUTHS
nepcoHala

Buenpenne u mnopnep:kaHME€ CHCTEMBbl OpraHU3allud TpyJa U OILIAThI
nepcoHala

VYipasineHue BHEAPEHHEM IIPOrpaMM M NPUHLMIIOB  CTaHAAPTHU3ALUMU,
yHH(UKAMK, aBTOMATH3AaIlMKA TPOLECCOB YIPABICHHUS IIEPCOHAIIOM U
0e30MacHbIX YCIOBUH Tpyia

Opranmsanus nOpoBeNeHWs ayAWTa W KOHTPOJUIMHIA B  YIPABICHUU
IIEPCOHAIOM
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[TocTanoBka 3agad  PYKOBOAMTEISIM  CTPYKTYPHBIX  IIOJpa3JeieHHH,
OTIpeIeICHNEe MaTePUATbHO-TEXHUYECKUX PECYPCOB JJISl UX BBHIIIOJHEHHUS
AHanu3 OTYETHOCTH IO YHPABICHHUIO TIEPCOHATIOM H BBISIBICHHE PECYpPCOB I10
YIIYUIICHUIO AEATEIbHOCTH OpraHU3aluu

CoracoBaHme YCIIOBHH 3aKJIIOYaEMBIX JOTOBOPOB IO BOIIPOCAM YHPABICHHS
ePCOHAIOM

Opranu3zanys MpoBeACHHS 3aKyTOYHBIX IPOLEAYP 10 BOIPOCAM YHPABICHHS
NEPCOHATIOM M O(OPMIICHHSI COITYTCTBYIOIIEH TOKYMEHTAIIMU IO HUM
@®opmupoBanue OrpKkeTa Ha MEpCOHAN, TEXHOJOTWUH ayaura paboThl C
NIEePCOHAIIOM M KOHTPOJUINHTA

[IpumeHeHne K pabOTHUKAM Mep MOOMIPEHHUS M AUCIUIUTMHAPHOTO B3BICKAHHS
[lpon3BoanTh aHANM3 JCATEIFHOCTH TI0  YIPAaBICHHIO IIEPCOHAJIOM,
pa3pabaTbeIBaTh MmokazaTenu 3Q(HeKTHBHOCTH pabOTHI

®opMupOBaTh IUTAHBI M MEPOTIPHATHSI IO YIIPABIICHUIO MIEPCOHATIOM
PaccunThiBaTh O10/KET B O0JIACTH YTIPABIICHUS IEPCOHATIOM

OnpenensTs 30Hbl OTBETCTBEHHOCTH PAOOTHMKOB U MOJpa3/eeHUl, CTaBUTh
3aa4d PYKOBOJMTENSIM TIOApA3JeNieHH M 00ecreunBaTh PECypChl ISl UX
VCTIOJTHEHUS

KonTponupoBath u KOPpEKTUPOBAThH HCIIOJHEHUE IOPYUCHUH | 3a]1a4
VYnpaBiaiate 3pPEeKTUBHOCTBIO M BOBJICYEHHOCTBIO MEpCOHANa, AUCIUILTUHON
TpyJZla ¥ COOIIoIeHHeM 0e30MacHbIX YCIOBHHI TpyAa

BecTu meperoBopsl mo Bompocam COIMAIBLHOTO MapTHEPCTBA U MPEACTABIIAT
MHTEPECHl OPraHM3allMd B TOCYJApCTBEHHBIX OpraHax, MpoeCCHOHAIBHBIX
COI03aX M JIPYTHX MPEJCTAaBUTEIBHBIX OpraHax paOOTHHKOB, U OpraHU3aIMIX
10 BOIIPOCAM II€pCOHANA

Paborath ¢ nHpOpPMAITMOHHBIMU CHUCTEMaMU M 0a3aMH JaHHBIX IO BOIPOCaM
yTIPaBIICHHUS TIEPCOHATIOM

[IpoBOIUTH ayAUT ¥ KOHTPOJUIMHT B 00JIaCTH YIIPABICHUS IEPCOHATIOM
@opMupOBaTh M MPOBOAUTH COLMAIBHYIO TOJUTUKY M  COLMAIbHbIC
pOTpaMMBbI

BCCTI/I HepCFOBOpBI C IIoCTaBIIMKaMH YCJIYI‘ 110 YCJ'IOBI/ISIM 3aKJIF0YAaCMbIX
JIOTOBOPOB

[Ipou3BoauTs 3aKyHOYHBIE NPOUEAYPHl, O(GOPMIATH U aHAIU3UPOBATH
3aKyIIOYHYIO JOKYMEHTAIHIO

Co0mmo1aTh HOPMBI ATHKH JISTIOBOTO OOIIECHUS

Mertonbl ynpaBieHus pa3BUTHEM U dPPEKTHBHOCTHIO OpraHU3aIMU, METO/IbI
aHaJIM3a BHITIOJHEHUSI TUTAHOB M TIPOTPaMM, ONIPEICIICHUS UX SKOHOMHYECKOH
s dexTuBHOCTH

Opranu3anysi yrpasieHHs pa3BUTHEM OpTaHU3aIIH

Teopun ymnpaBieHus opraHuzaluel, MOJIUTUKA W CTPATErusl YIpPaBJICHUS
ePCOHAIOM

Metoapl aHanM3a BBINOJHEHMS IUIAHOB M 337ay, ONpEIENeHHs HX
YKOHOMHYECKOU IPPEKTUBHOCTH

MeToap! OLIEHKH, Pe3yIbTaTOB U Y3PPEKTUBHOCTH TPYAA

MeTozpl BHEPEHUSI CHCTEMBI YIIPABICHHS IEPCOHATIOM

OcHOBBI pa0boOTHI 110 MPOHOPUEHTALUU

MeToauKH TUTAaHUPOBAHUSI ¥ IPOTHO3MPOBAHHUS TIOTPEOHOCTH B TIEPCOHAJIE
Llenu, cTparerus pa3BUTHs U OU3HEC-TIIAH OPraHU3aIIH

Teopun 1 MeToabl HOPMUPOBAHUIO OPEH 1A OpTraHU3aAITH

TpeboBanus oXpaHbl U O€30MACHBIX YCIOBUH TPy

Metonuku pa3pabOTKU U BHEAPEHUS JOKaJIbHBIX HOPMATUBHBIX aKTOB
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[Topsimok 3akir04eHus TPYAOBBIX JOTOBOPOB, PEryJUPOBaHUS TPYHOBBIX
CIIOPOB

OCHOBBI COLIMOJIOTMH, IICUXOJOTHH, HSKOHOMHUKHM TpyJa U YHPABICHUS
COIIMAJIbHBIM PAa3BUTHEM OpraHU3alUU

Meronpl  MpoOBEAEHUS  COLUMOJIOTMYECKUX  HMCCIEIOBAHUM,  HM3yYECHHS
00IIECTBEHHOTO MHEHUS

TexHomornn TmpOBEACHUS ayJWTa MW KOHTPOJUIMHIA B  yIPABICHUHU
MEPCOHAIOM

[Mopsimox  mpoBedeHHs]  3aKyMOYHBIX  mpouenyp U odopmieHus
CONYTCTBYIOLIEN JOKYMEHTALUU

TexHonoruu, cTaHmapTu3alus, yHUUKALKsA, aBTOMATHU3AlMsS IPOILIECCOB
yIIpaBJICHUS IEPCOHATIOM

CrpykTypa opranusanuu

TpymoBoe 3aKOHOIATENHCTBO M MHBIE aKThI, COJEPIKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHBHBIC IPABOBHIE AKTHI
Poccuiickoit denepanuu, B 4aCTH BEACHUS JOKYMEHTALIMH 110 NIEPCOHAITY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTesbeTBa Poceuiickoil @enepanuun

OCHOBBI MHIpalMOHHOTO 3aKoHojarenbcTBa Poccuiickont denepanuu, B
YaCTH TMPHUBJICUCHUS M TPYIOYCTPONCTBA MHOCTPAHHBIX TPaXKIaH W JHI 0e3
TPaKIaHCTBA

OCHOBBI aJIMUHUCTPATHUBHOTO 3aKOHOJIATEJILCTBA B OOJACTH YMPABICHUS
MIEPCOHAJIOM U OTBETCTBEHHOCTH JOJXKHOCTHBIX JIUIL

3akoHo aTenbcTBO Poccuiickoi denepalun 0 MepCOHATBbHBIX JaHHBIX

[Topsaok 3aKiII04eHHs JOTOBOPOB (KOHTPAKTOB)
JlokasibHbIe HOPMATHBHBIE aKThl B 00J1aCTH yIPaBIEHUS IEPCOHATIOM

Hopmbl 3THKH J1e710BOTO 00IIEeHUs
bazoBrle OCHOBBI nHpopMaTHKH, CTPYKTYpHOE HIOCTPOCHHE
UH(POPMALMOHHBIX CUCTEM H OCOOEHHOCTH pabOTHl C HUMHU

pyrue XxapakTepucTUku -

3.8.3. Tpynosas pyHkuus

AIMUHUCTPUPOBAHUE ITPOLIECCOB U YpoBeHb
Haumenoanue | JOKYMEHTOOOOPOTA TIO CTPATETHUICCKOMY Kon | H/03.7 | (monyposets) 7
YIIPABICHUIO IEPCOHAIIOM OPraHU3alUU KBayMuKaImn

IIpoucxoxaeHue Tpy10BOM
GbyHKIMN

TpynoBsie necTBUS

OpuruHan X 3aMMCTBOBAHO U3 OpUTHHAIIA

Kon PerucrpanuonHsiii HoMep
OpHUruHana npoQeccHoHaNbHOrO CTaHapTa

AHanu3 TMpoILEcCcOB JIOKyMEHTOO0OpOTa, JOKAJbHBIX JIOKYMEHTOB IO
BONIPOCaM  yTpPaBIEHUS TMEPCOHAIOM, OH3HEC-TPOIECCOB OpPTaHU3AINH,
yI0BJIETBOPEHHOCTHU IIepCcoHalIa

JlokyMeHTaImoHHOE 0POPMIICHHE PE3yIbTATOB YIIPABICHHS IEPCOHATIOM, €r0
ayJuTa, paboThl CTPYKTYPHBIX MOApa3ieeHUH

JIOKyMEHTAallMOHHOE M OPTaHU3AIlMOHHOE COIMPOBOXKIECHUE CTPATErHUYECKOTO
yIOpaBJIeHUs IEPCOHATIOM U PabOThl CTPYKTYPHBIX MOJIpa3aesieHui

[ToxroroBka npenyoXKeHU MO Pa3BUTHIO CUCTEM YIPABJICHUS MEPCOHAJIOM,
10 HEOOXOIMMBIM KOPPEKTUPYIOIIMM M TPEBEHTHBHBIM MepaM H IO
NOBBIIIIEHUIO 3()(HEKTUBHOCTH pabOTHl CTPYKTYPHBIX MMOApa3AeICHUNA
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KoHTponb mporieccoB B 007acTH  YMNpaBIICHUS TIEPCOHAIOM U PabOThI
CTPYKTYPHBIX IOJPa3ICIICHUI, CPABHEHHE U aHAJIM3 IIPOLIECCOB, PE3YJIBTATOB
YIPaBICHYECKUX MEPONPUATHH, OmpenaeieHue (HaKTOpOB, BBI3BIBAIOIINX
OTKJIOHEHHE OT INIAHOBLIX ITOKa3aTenei

CornacoBaHne © KOHTPOJIb JOTOBOPOB IO BOIpPOCAaM M CHCTEMam
CTPAaTETHYECKOT0  yMpaBJICHUS TMEpCOHAIoM M padoTe CTPYKTYpPHBIX
NOJIpa3/IeNICHU, OpraHu3aIs MPOLEAYP MO UX 3aKITIOYCHUIO

[ToaroroBka pe3yapTaTOB aHaM3a COOTBETCTBHUS OpPraHU3allUd W OIUIATHI
TpyJa MepcoHaja yCIEeNIHbIM KOPIIOPAaTUBHBIM NMPAKTUKAM

Brommonnenue TpeGoBaHM MO XpaHEHUIO HWHPOPMALMU O pe3ysibTaTax
JNEUCTBUSI CUCTEM CTPATETUYECKOTO YIIPABIEHUS IEPCOHAIOM M PadOThHI
CTPYKTYPHBIX ITOAPA3ACICHUN

AHanm3upoBaTth, pa3padareiBaTh U 0GOPMIIATH JOKYMEHTHI TIO TIpolieccaMm U
pe3yiapTataM  yOpPaBICHUS  IMEPCOHAIOM M paboTe  CTPYKTYPHBIX
nopa3IeICHUI

[IpuMeHsTh METOIBI aHAJIM3a OM3HEC-TIPOIIECCOB OPTraHU3aIuu

Onpenendatb OporpaMmbl  JOCTHXKEHUsS L€lI€l W pelmeHus  3ajad
oApa3IeICHUI

[IpoBOINTH ayaUT CUCTEMBI YIIPABICHUS IEPCOHATIOM

HpOBO)II/ITI) KOHTpOJ'IJ'II/IHF CUCTCMBI ynpaBneHHﬂ HepCOHaJ'IOM
KonTtponupoBath O10pkeT Ha TMepcoHaN W YIpaBJICHHE pacxoJaMH Ha
nepcoHal

Opranu3oBbIBaTh CONPOBOXKIEHUE JOTOBOPOB IO BOIpPOCaM YHPABICHUS
MIEPCOHAIIOM, BKJIKOYAs MPEIBAPUTEIBHBIE TPOLIEAYPHI MO UX 3aKITHOUYECHHIO
Opranu3oBbIBaTh 3aKyMOUYHBIE MPOIETYpbl, OQOPMIISAT, W aHAIU3UPOBATH
3aKYIIOYHYIO JTOKYMEHTAIUIO

KoHTponnpoBaTh M aHAIMW3UPOBATH BOIPOCHl COLMAIBHOIO MAapTHEPCTBA,
I{OFOBOpI)I IIOCTAaBIIINKOB ycnyr

[IpoBoauTh 1EPETOBOPBI M IPEACTABIATH HHTEPEChl OpraHU3allid B
TOCYJapCTBEHHBIX ~ OpraHax, Npo(eCCHOHATBHBIX COK3aX U JPYTHX
NPEJCTaBUTENIbHBIX OpraHax paOOTHMKOB M OpraHU3alMsx [0 BOIPOCaM
nepcoHana

Becrtu nenoByro nepenucky

PaGoTaTh ¢ mHGDOPMAIITMOHHBIMHA CHCTEMaMH U 0a3aMH JIaHHBIX 110 TIEPCOHAITY,
CHUCTEMaM YIpaBJICHHUS TEPCOHAIOM W OpPraHM3allH JIeATeIbHOCTH
CTPYKTYPHBIX MOJIpa3/iesIeHui

OOecrieunBaTh  KagpoBOE  JIEJOMPOU3BOJICTBO M JOKYMEHTAllMOHHOE
COTIPOBOXCHUE TIPOILIECCOB IO YIPABJICHUIO IEPCOHATIOM H paboTe
CTPYKTYPHBIX [OJIpa3AcICHUI

Oprann3oBbIBaTh XPaHEHHUE JOKYMEHTOB B COOTBETCTBUU C TPEeOOBAHUSIMH
TPYAOBOTO M apXMBHOIO 3akoHojarenbcTBa Poccuiickorn Penepaunu u
JIOKAJIbHBIMU aKTaMU OpPTraHU3aIuu

Co0mmo1aTh HOPMBI ATHKH JISTIOBOTO OOIIECHUS

KopriopatuBHasi KyJnbTypa, COIMAbHAs MOJUTHKA, CHCTEMbl MOTHBAIIMUA M
3 PEKTUBHOCTH yIPABICHUS IEPCOHATIOM

Mertonbl ynpaBieHHus pa3BUTHEM U YPPEKTHBHOCTHIO OpraHW3aIMU, METOIbI
aHaJM3a BHIMIOJHEHUS TUIAHOB U MIPOrpaMM, ONpeesIeHUs] UX SKOHOMUYECKOH
s dexTuBHOCTH

MCTOHBI MMPOBCACHUA ayJauTa, KOHTPOJII OICPATHUBHBLIX YIIPABICHYCCKUX
IPOLIECCOB, COLMOJIOTUIECKUX UCCIEJOBAHUN

BusHec-1u1aH 1 OM3HEC-TIPOIIECCH OpraHU3aIN

BropkeTHOE MPOEKTHPOBaHNE
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Opranu3anroHHOE MPOSKTUPOBAHHE

®opMbl, METOAbl M CHUCTEMbl MATEPUAIBHOTO H HEMATEPHAIBHOIO
CTUMYJIUPOBaHUs TpyAa MepcoHaia

Cucremsr CTaH/IapTOB 1o Ou3Hec-TpoIeccaM, npodeccusam
(cenManbHOCTSIM), HOPMBI TPY/la

Mertobl aHaKM3a KOJMYECTBEHHOIO U KAYECTBEHHOI'O COCTABA IIEpCOHAlIa
Kanposas nonutuka opranusanuu

[Mopsimox  popmupoBanus, BeAcHHWS OaHKa JTaHHBIX U MPEIOCTABICHUS
OTUYETHOCTHU IO CHCTEMaM YIIPaBJICHUS MEPCOHAIIOM U paboTe CTPYKTYPHBIX
oApa3IeICHUI

OCHOBBI  JIOKYMEHTAIIMOHHOTO  OOecreyeHus, MOpsAaoK  ohopMIeHUS
JIOKYMEHTOB, MPEIOCTABIIIEMBbIX B roCy1apCTBEHHBIE OpraHsbl,
npodeccuoHaIbHBIE CO03bI, 00IIECTBEHHBIC OpTaHU3AINH

Llenn u cTpaterus pa3BuTHs OpraHu3aluu

[Mopsimox  mpoBeAeHHs]  3aKyMOYHBIX  mpouenyp U odopmieHus
CONyTCTBYIOIIEH JOKYMEHTAUU

HopmatuBHbIE mpaBOBBIE aKThl, PETYIUPYIONIME TpaBa U OO0S3aHHOCTU
rOCYyJIapCTBEHHBIX OPraHOB M OpraHU3alyyd MO MPEIOCTABICHUIO YYETHOMN
JIOKyMEHTallu1

CTpykTypa OpraHm3alliii ¥  BaKaHTHBIC JOJDKHOCTH  (Tmpodeccud,
CHEIMATbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO M MHBIE AKThl, COIEPKAIINE HOPMBI TPYIOBOIO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATEJNbCTBA M HOPMAaTHBHBIE IPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS JOKYMEHTALMU 110 [IEPCOHAILY
OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibcTBa Poccuiickoit deneparuu

OCHOBBI MUTIpalMOHHOTO 3aKoHoJarenbcTBa Poccuiickont denepanuu, B
YaCTH TPHBJICUCHUS] U TPYJIOYCTPONCTBA MHOCTPAHHBIX TpakJaaH U JHI] 0e3
TPaKIaHCTBA

OCHOBBI aIMUHUCTPATHUBHOTO 3aKOHOJIATEILCTBA B OO0JACTH YMPABICHUS
MIEPCOHAJIOM U OTBETCTBEHHOCTH JIOJXKHOCTHBIX JIUIL

3akoHo aTenbcTBO Poccuiickoi denepanun 0 MepCOHATbHBIX JaHHBIX

JlokanbpHbIE HOPMATHBHBIE AaKThl OpTraHU3allMM B OOJACTH yNpaBICHUS
[IEPCOHAJIOM

[Topsiaok 3aKiII04eHHs JOTOBOPOB (KOHTPAKTOB)
HopMbI 3TuKH [e10BOro o01eHus

baszoBeie OCHOBBI UHPOPMATHKH, CTPYKTYpHOE IIOCTPOEHNE
UH(POPMALIMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMHU

Jpyrue XapakTepUCTHKH -

IV. CBenenust 00 opranu3anusix — pa3padoTuynKax npo@peccuoHaJabHOro CTaHAapTa

4.1. OTBeTCTBEHHAs] OPraHU3ANUA-PA3PAOOTUNK

Ob6mmepoccuiickoe o0beInHEHNE paboTonaTenei «PoccuiCKuii COr03 MPOMBIIIJICHHHKOB U
npeanpuHUMaTenein», ropoq Mocksa

Hcnonnutenbusbiid BuLie-npe3naeHT Kysemun [IMutpuit Bnagumuposuu

4.2. HaumeHoBaHMS OpraHu3anMii-pa3padoTYNKOB

1

‘ AHO «HanmonanbHOE areHTCTBO pa3BUTHA KBanudukaiuii», ropox Mocksa
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2 | Accommanus (Coro3) «Acconuanusi KOHCYJIBTaHTOB T10 TI0I00py TIEpCOoHaay, ropoa Mocksa

3 | I'pynna HeadHunter, roponx Mocksa

4 3A0 «KPOK HHKOPHOPEPITEI[, ropox Mocksa

5 | Uadopmanmonno-anamutrdeckuit neHTp «Kampossiit Jlozop», ropox Mocksa

6 MI'O «OITOPA POCCHN», ropog MockBa

7 MexayHapoHas accoluanus 1eJI0BOro COTpyJHAYeCTBa, ropoa Mocksa

8 | HOUY AIIO «MHcTHTYT podhecCHOHATBFHOTO KaApOBHKa», ropol MockBa

9 HIT «Accommanus EBpomneiickoro 6uzneca», ropox Mocksa

10 | HIT «BKK — HarmoHanbHbIN COI03 KaIPOBUKOBY», ropo] MockBa

11 | HIT «MexayHapoaHblil anbsHe « TpynoBas Murpanusi», ropog Mocksa

12 | HII «HammonanpHast acconuanust OPHCHBIX CIIEIUAINCTOB U aIMUHUCTPATUBHBIX PAOOTHUKOBY,
ropox Mocksa

13 | HIT MHO «Acconuanus menemxepoB Poccun», ropon Mocksa

14 | HII CYPD «HauuonanwsHast koHpeaepanuus «Pa3BuTre 4eioBe4ecKoro Kanuranay, TOpoa
Mocksa

15 | OAO «BAHX» (I'AO BBII), ropon Mocksa

16 | OAO «I"aznpom HeTh-HoBoCHOMpCK», ropoa HoBocubupcek

17 | OAO «O6bearHEHHAs CyIOCTPOUTEIbHAS KOpIopalus», ropoa MockBa

18 | OAO «PX», ropon Mocksa

19 | OAO «Caxanun Duepmxu MuBectment Komnanuy, ropoa FOxHo-CaxanuHck

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

21 | OAO «Hayuno-mipou3BoAcTBeHHOE 00BeaAHEHUE «Haykay, ropog MockBa

22 | OO0 «LG Electronics Rusy, ropox Mocksa

23 | OO0 «busnec [Tcuxonoru SHL Russia & CIS HII», ropox Mocksa

24 | OO0 «HUT-CK», ropox Mocksa

25 | OO0 «Jlykonn-UHxkuHUpUHT», TOpoa MockBa

26 | OOO «OKb 3enut», ropox Mocksa

27 | OO0 «lletponnym Tpeiaunry, ropoag Mocksa

28 | OO0 «Ilomurpad-3amuray, ropos Mocksa

29 | OO0 «llenTp kampoBbIx TexHONOrH — O0yueHne. CTaxupoBKH. Tpya0yCTPOICTBOY, TOPOT
Mocksa

30 | Poccwuiickoe npeacraBurenbcTBo «Coleman Services UK» («Koynmau CepBucusy), ropos
Mocksa

31 | ToproBo-mpomsinuieHHas nanara Poccuiickoit denepanuu, ropox Mocksa

32 | ®I'BOY BIIO «MockoBcKkuii rocy1apcTBEHHbIN YHUBEpcUTET nMeHU M. B. JIoMmoHOCOBaY,
[IIxona gupekropa no nepcoHaty, ropoa Mocksa

33 | ®I'BOY BIIO MCY, ropox Mocksa

34 | ®I'BOY BITIO M3CH, ropoa Mocksa

35 | ®I'bOY BIIO Cubupckuii rocyaapcTBeHHbIl yHUBepeuteT myteid coobmenus (CI'VIIC), ropon
HoBocubupck

36 | ®I'BY «HayuHo-uccnenoBaTenbCKuil MHCTUTYT TPpyJa U COLMATILHOTO CTPaXOBAHUS
MuHucTepcTBa TpyAa U conuanbHoOM 3ammTsl Poccuiickoit denepanuu, ropoa Mocksa

37 | ®I'VII «llouta Poccun», ropox Mocksa

38 | ®K «Ypancub», ropoa Mocksa

! O6mmepoccuiicknii KIacCH(pHKATOp 3aHSTHIA.

2 OO01epoCcCHiiCKui KitacCH(UKATOP BHIOB SKOHOMHUYECKOM S TEIBHOCTH.

? Enuublit KBanuUKALMOHHbIHA CIIPABOYHUK TOKHOCTEH PyKOBOIMTENEH, CIIELHAICTOB H APYTHX CITyKaIIHX.
* O6mepoccniickuii KaccuduKaTop mpodeccuii paGoUnx, TOMMKHOCTEH CITyKAIHX 1 TAPH(HBIX Pa3psIoB.




