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Il. Onncanue TpynoBbIX PyHKIMI, BXOASAIIUX B IPO¢eCCHOHANBHBIN CTAHAAPT (PyHKIHMOHAJIBbHASA KAPTA BUAA
npodeccuoHaIbLHOM 1eATeJIbHOCTH)

O06001IeHHbBIE TPYAOBBIC (PYHKITHH TpynoBble GyHKIIUN
YPOBEHb
KOJT HaNMEHOBaHUE YPOBCHb HalMEHOBaHUE KOJI (ToxypoBeHb)
KBaTA(pUKAIAH
KBaJTM(DUKAUN
JIOKyMEHTaITMOHHOE 5 Benenue opranuzaiimoHHON 1 A/01.5 5
obecriedeHne paboThl C pacropsAaUTENbHON TOKYMEHTAIUH T10
MIepCOHAJIOM HepcoHay
Benenue noKyMeHTAIIUU 110 Y4ETy U A/02.5 5
JIBIDKCHUIO KaJIpOB
AJIMUHHCTPHUPOBAHHUE MPOIIECCOB U A/03.5 5
JOKyMEHTO00O0pOTA IO YYETy U IBH)KECHHIO
KaJIpOB, IPEACTABICHUIO JOKYMEHTOB 110
HIepCOHAITY B FOCYIapCTBEHHBIC OPTaHbI
JlesITeIbHOCTD TI0 6 Co6op nH(pOpMaIuu 0 TOTPEOHOCTSIX B/01.6 6
00ecIeueHNIO TIEPCOHATIOM OpraHHM3aluy B IEpCOHATIE
[Mouck, nmpuBiedeHue, Mog00p u 0TOOP B/02.6 6
nepcoHana
AJIMUHUCTPHUPOBAHUE ITPOLIECCOB U B/03.6 6
JTIOKYMEHTO000pOoTa 00ecriedeHust
[EPCOHAJIOM
JlesTeTbHOCTD TI0 OIICHKE U 6 Opranuzanus 1 IPOBEACHUE OIICHKU C/01.6 6
aTTecTallly IepcoHaa nepcoHasna
Opranu3anus ¥ MPOBEACHNE aTTeCTalluu C/02.6 6
nepcoHasna
AJIMUHHCTPHUPOBAHUE MPOIIECCOB U C/03.6 6
JIOKYMEHT0000pOTa PpU NPOBEICHUH OLIEHKU
W aTTeCTaIluy IepcoHaa
JlesTenbHOCTD O 6 Opranuzanys 1 IpoBeACHUE MEPOIIPUATHI D/01.6 6
Pa3BUTHIO ITepcoHalIa 10 Pa3BUTHIO U TIOCTPOSHUIO
npodeccHOHabHON Kapbephl epcoHalia
Opraam3anus 00y4eHus epcoHana D/02.6 6
Opranu3zanus ajanTaluyy U CTaXKUPOBKU D/03.6 6

HepcoHasa




AJIMUHHCTPHUPOBAHHUE TTPOLIECCOB U D/04.6 6
JIOKYMEHTO000pOTa 10 Pa3BUTHIO U
npodecCHoHaIBHON Kapbepe, 00yUeHHUIO,
aJIanTalliy ¥ CTAXXUPOBKE NEPCOHATA
JlesTeIbHOCTh 110 Opranu3anus oriaTel Tpyaa nepcoHaia E/01.6 6
OpraHu3aly TPyAa U Opranuzanus Tpyaa nepcoHasia E/02.6 6
OILIATRI IEpCOHAIA AJIMUHHCTPHUPOBAHUE IIPOLIECCOB U E/03.6 6
JOKYMEHT0000pOTa 10 BOTIPOCaM
OpraHu3alluy TPy/a U OILJIaThl IEPCOHATA
JlesTeNbHOCTD TI0 Pa3paboTka kopropaTuBHOH CoOlMaIbHON F/01.6 6
OpraHu3aIuu TOJTUTUKA
KOPIOPAaTUBHOMN Peanuzanus KoprnopaTuBHOM conMaIbHON F/02.6 6
COIUAIBHOM MOJTUTUKA MOJTUTUKA
AJIMUHHCTPHUPOBAHHUE MPOIIECCOB U F/03.6 6
JIOKYMEHT0000pOTa 10 BOIIPOCaM
KOPIOPATUBHON COLMAIIBHON MOJUTUKHU
OnepanmoHHOE yIpaBIeHUE Pa3paboTka cucTeMbl OnepanuoHHOrO G/01.7 7
MIEPCOHAJIOM H yIIpaBIICHUS IEPCOHATIOM U pabOTHI
nojipasaeIeHueM CTPYKTYPHOTO HOAIpa3/ieieHus
OpraHu3aIu Peanu3anus onepanyioHHOTO yIpaBiIeHUs G/02.7 7
HEPCOHAJTIOM U PaOOThI CTPYKTYPHOTO
TOAPA3ACTICHHS
AJIMUHUCTPHUPOBAHUE ITPOLIECCOB U G/03.7 7
JOKYMEHT0000pOTa 1O OTIePaliOHHOMY
yIpaBJIEHUIO TIEPCOHAIOM U paboTe
CTPYKTYPHOTO TIOIpa3/IeICHUS
Crpareruueckoe Pa3zpaboTka cucTeMbl CTpaTernuecKoro H/01.7 7
yIpaBiieHHE EPCOHATIOM yIpaBJIeHHS IEPCOHATIOM OpTaHU3aIUU
OpraHu3aIuu Peanuzarust CHCTEMBI CTPATETHYECKOTO H/02.7 7
yIpaBJIeHHS IEPCOHATIOM OpTaHU3aIIN
AJIMHHUCTPHUPOBAHHE MTPOIIECCOB H H/03.7 7

JOKYMEHTOOOOPOTA O CTPATETUYECKOMY
YIPaBICHUIO IEPCOHAIOM OpraHU3alun




I11. XapakTepuctuka 0000111eHHBIX TPYI10BBIX PyHKIMA
3.1. O000menHas TpyaoBasi pyHKIUS

OKyYMEHTAIMOHHOE o0ecredyenne padoTsl C YpoBeHs
HaumeHoBanue Hoxym 1l p Kon A p 5
IIE€pCOHAIIOM KkBanupuranuu
[Ipoucxoxaenne 0600meHHO 3arMMCTBOBAaHO U3
. Opurunan
TPYHOBO# (pyHKIIUH OpHTrHHANA
Kon PerucrpanuonHslit
OpHTHHAA HOMEp
po¢heCCHOHATFHOTO
cTaHaapra

Bo3moxHbie
HaWMEHOBAHHMS
TOJKHOCTEH, mpodeccuid

CHeHI/IaHI/ICT I10 KaAPpOBOMY ACIIOIIPOU3BOACTBY

CHCHI/IaJ'II/ICT 10 JOKYMCHTAIIUOHHOMY obecrneyeHnro pa60T1>1 C IICPCOHAIIOM

Crennanuct 1o J10KyMEHTAallMOHHOMY 00€CIIEYeHHIO IIEpCoHala

CHGHI/IaHI/ICT I10 TIepCcoHaAIly

TpebGoBanus k
00pa3oBaHHIO U
00y4YCHHIO

Cpennee mpodeccnoHaIbHOE 00pa30BaHUe - MPOrPaMMa MOATOTOBKH
CIEIUATICTOB CPEHErO 3BEHA

JlononauTenpbHOE Podh)ecCHOHAIbHOE 00pa30BaHUe - POrPaMMBbI
poecCHOHAIBHON MEePENOArOTOBKH, IPOTPAMMBI ITOBBIIIICHUS
KBaTM(UKAITI

TpeboBaHus K OIBITY
MPAKTUYECKOH pabOThI

Oco0Oble ycrmoBus
JI0IycKa K paboTe

Jpyrue xapakTepuCTUKH

JIOTIOTHUTENBHBIE XapaKTEPUCTUKU

HaunmenoBanue 6a30Boi Tpymibl, JOHKHOCTH
HaumeHnoBanue nokymeHTta Kon
(mpodeccun) WK crennaibHOCTH

OK3 2412 CrienanucTsl 1o KagpaMm U npodhopueHTaun

3423 CrienanucThbl KaJpoOBBIX CIYXO0 U yupexaeHui

3aHSATOCTH

EKC? - Cnenuanuct no kagpam

- WHcnekrop no kajapam
OKIIATP* 27755 OKOHOMHUCT 110 TPYAY

22956 HNHucnexTop mo kaapam

3.1.1. TpynoBasi pyHKUHUSA

Benenue opranuzanmoHHon u VposeHb

HaumenoBanue pacnopsIUTENbHON JOKYMEHTALUU 110 Kox | A/01.5 (moypoBeHs) 5

IIepcoHaITy KBaITU(PUKALIUU




IIpoucxoxaenue
TPyIOBO# QyHKIMK

Opwurnsan

3arMMCTBOBAHO U3
OpUTHHaJa

Kon opurunana PerucrpanuoHHsIi
HOMEp
po¢heCCHOHATLHOTO
CTaHjapTa

Tpynossle nencTBUs

O06paboTka 1 aHaJIU3 MOCTYNAIONIEH TOKYMEHTAIIUH 110 TIEPCOHAITY

Pa3zpaGotka u odopmieHne MOKYMEHTAMU IO HEepcoHany (MEepBUYHOM,
YYETHOH, IUIAHOBOHM, MO COLMAJIbHOMY OOECHEUCHHIO, OpraHU3allMOHHOM,
pacropsauTenbHOI)

Perucrpamusi, yder W TeKyllee XpaHEHHE  OPraHU3alMOHHOM U
pacnopsIUTENbHON JOKYMEHTALUH 110 IEPCOHATY

Heo6xonumbie ymeHHS

[Topsimok oopmiteHusi, BEACHNUS U XpaHEHUs TOKYMEHTOB I10 TIEPCOHATY

HOpHI[OK ydu€Tta JABMXKCHHUA KaApOB W  COCTAaBJICHHUA YCTaHOBJIeHHOI;'I
OTYCTHOCTH

OCHOBEBI ﬂOKYMeHTOOGOpOTa U JOKYMCHTAIITMOHHOI'O obecneueHus

TexHoyoruy, METOABI U METOAUKH IPOBEACHUS aHAIM3a M CUCTEMaTH3aluu
JOKYMEHTOB U MH(OPMAIIH

[Topsimok  pacuera craxa, JIBIOT, KOMIICHCAlUH, OQGOPMIICHHS TEHCUN
paboTHUKAM

CrpyKTypa opranuzanuu

TpynoBoe 3aKOHOAATEIBCTBO U MHBIE AKTHI, COAEPKAIIME HOPMBI TPYIOBOIO
npaBa

OCHOBBI apXWMBHOTO 3aKOHOAATEIbCTBA W HOPMATHUBHBIE IIPABOBBIC AKTHI
Poccuiickoit denepaninu, B 4aCTH BeIEHUS JOKYMEHTAIIMH 10 TIEPCOHATY

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX JTAHHBIX

JlokanbHBIE HOpPMAaTWBHBIE AaKThl OpPraHU3ALMH, PETYIUPYIOIIHUE TMOPSAIO0K
oopMIICHHST PACTIOPAAUTENbHBIX W OPraHU3AlMOHHBIX JIOKYMEHTOB IIO
IIEPCOHAILY

HOpMLI OTHUKH U JCJIOBOI'O O6H_I6HI/IH

basoBsie OCHOBBI UH(}OpPMaTHKH, CTPYKTYpHOE IIOCTPOCHUE
UH(OPMAILIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMHU

HeoOxonuMmeie 3HaHUS

Pa3pa6 aTbIBATh ITPOCKTHI OpraHnu3alluOHHBIX u pacriopAdUTCIbHBIX
JOKYMCHTOB I10 ICPCOHAITY

OdopmisITh JOKYMEHTBI B COOTBETCTBHH C TPEOOBAHUSMU TPAXkKTAHCKOTO,
TPpyAOBOTO 3akoHonmarenbcTBa Poccuiickonn ®denepauuu U JIOKAIbHBIMU
HOPMAaTUBHBIMU aKTaMH OpPTaHU3alUN

Bectun YUC€T U PErucTpauio J0KyMEHTOB B I/IH(I)OpMaI_[I/IOHHI)IX CHUCTEMAax MU Ha
MaTCpUuaJIbHbIX HOCUTCIIAX

OpranuzoBbIBaTh XpaHEHHE TOKYMEHTOB B COOTBETCTBHH C TpeOOBaHHUSIMHU
TPYAOBOTO, AapXMBHOTIO 3akoHojarenbcTBa Poccuiickont dPenepanuu U
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMH OpraHU3aluu

AHaJ'II/I3I/IpOBaTL JOKYMCHTBI U NICPCHOCUTH I/IH(pOpMaI_II/IIO B 0a3ml JaHHBIX U
OTYCTHI

BrIsaBaaTh OI_I_II/I6KI/I, HCTOYHOCTH, HCIIPpaBJICHUA u HEOOCTOBCPHYHO
I/IH(i)OpMaI_[I/IIO B TOKYMCHTAX, ONPCACIATE JICTUTUMHOCTb JOKYMCHTOB

Paborats ¢ I/IH(I)OpMaL[I/IOHHBIMI/I cucTeMaMu M Oazamu JaHHBIX 11O BCACHUIO
yuc€Ta, IBHKCHHIO IIEpCOHAIa

CO6J'IIOI[21TB HOPMBI 3TUKU ACIIOBOIO O6IJ_I€HI/ISI

Jpyrue xapakTepuCTUKH




3.1.2. TpynoBasi pyHKIUSA

Benenue noxkymeHTanuu 1o y4ery u Yposennb
HauMeHoBanue JBHKEHUIO KATPOB Kox | A/02.5 (oLypOBEHB) 5
KBaJTU(HUKALTNH
[Tpoucxoxnenue 3anMCTBOBAHO M3
. Opurusan
TpyAOBOH QpyHKIUH OpHTI'HHaNa
Kon opurunana Peructpanmonsslit
HOMEp
po¢eCCHOHATFHOTO
CTaHAapTa

TpynoBble neicTBUs

[TogroroBka  HPOEKTOB  JIOKYMEHTOB IO  MpOLEAypaM  YIpaBiIeHUS
IIEPCOHAJIOM, YUETY M JBUKEHUIO IIEpCOHAIIA

OpFaHI/ISaHI/IH CUCTCEMbI IBUKCHHUS JOKYMCHTOB 110 IIEPCOHATTY

COop 1 IpoBepKa JIUIHBIX TJOKYyMEHTOB PaOOTHUKOB

IlogroroBka u O(bOpMJ'IeHI/IC o 3arpocy paGOTHI/IKOB U JOJDKHOCTHBIX JINIT
KOHI/If/'I, BBIITMCOK M3 KaJAPOBbIX NTOKYMCHTOB, CIIPABOK, I/IHCI)OpMaIlI/II/I O CTaxe,
JIbIroTax, rapaHTusiax, KOMIICHCAIUAX U WHBIX CBGI[GHI/Iﬁ 0 pa6OTHI/IKaX

Boigaya paboTHUKY KaJpOBbIX JOKYMEHTOB O €0 TPYAOBOMH AESITEIbHOCTH

I[OBGI[GHI/IC A0 CBCACHUA ICPCOHATIA OpTraHU3allMOHHBIX, PACTIOPAAUTCIbHBIX
" KaZIpOBBIX JOKYMCHTOB OpPraHU3aluu

Benenue yuera pabouero BpeMeHu pabOTHUKOB

PCFI/ICTpaHI/IH, Y4Y€T, OIICpaTUBHOC XPAHCHUC JOOKYMCHTOB IIO IICPCOHAIY,
IMOATOTOBKA K C1a4€ UX B apXUB

Heob6xonumble ymeHUs

HOpHI[OK O(I)OpMJ'IeHI/IH, BCACHHUA U XPAHCHUA JOKYMCHTOB I10 ICPCOHATY

HOpr}IOK yu€Ta JABWIKCHUA KaApOB W COCTAaBJICHUA yCTaHOBHeHHOﬁ
OTYCTHOCTH

[Topsimox pacdera craxa, JbIOT, KOMIIEHCAlUH, OQOpPMIIEHUS NEHCHUi
paboTHUKaM

CtpykTypa opraHu3aiuu

TpynoBoe 3aKOHOJATEILCTBO M HMHBIE AKThI, COAEpIKAIUE HOPMBI TPYIOBOTO
npaBa

OCHOBEBI APXUBHOI'0 3aKOHOAATCIILCTBA M HOPMATHBHBLIC IIPABOBBLIC AKTHI
Poccuiickoit CDC,Z[epaI_II/II/I, B 4aCTH BCACHUA JOKYMCHTAIUHU I10 IICPCOHAITY

3akoHonarenbcTBO Poccuiickoit denepaninu o nepcoHanbHbIX TAHHBIX

TexHOmornuM, METOIbl U METOAMKU IPOBEICHUS aHajiv3a U CUCTEMAaTU3aluu
JIOKYMEHTOB U UH(pOpMAIUU

JlokanbHble HOpPMAaTUBHBIE AaKThl OpPraHU3AIMHU, PETYAUPYIOIIUE MOPSAIO0K
o(opMIIeHUsI JOKYMEHTOB IO [TEPCOHATY

OCHOBBI ,Z[OI(YMCHTOO60pOTa U JOKYMCHTAIITMOHHOI'O obecneueHuUs

HOpMLI OTHUKH JCJIIOBOT'O O6H.ICHI/I$I

baszoBsie OCHOBBI nH(OPMaTHKH, CTPYKTYPHOE ITOCTPOECHUE
MH(OPMAILIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThI C HUMH

Heo0OxonuMmeie 3HaHUS

Pa3pabarbiBaTh TPOEKTHI KaIPOBBIX JTOKYMEHTOB

OdopMasaTh KaJpoBbIE TOKYMEHTHI B COOTBETCTBUU C TpeOOBAHUSIMH
TpyaOBOTO 3akoHomarenbcTBa Poccuiickoit denepauni W JIOKAIbHBIMU
HOPMaTUBHBIMH AKTaMH OpTraHU3aluu

Bectu yder u perucrpanuio KaJpOBbIX JTOKYMEHTOB B HH(OPMaIMOHHBIX




CUCTEMAX U Ha MaTCPpHUAJIbHBIX HOCUTCIIAX

Opranu3oBbIBaTh XPAaHEHHE KaJPOBBIX JIOKYMEHTOB B COOTBETCTBHHM C
TpeOOBaHUSIMU  TPYIOBOIO, apXMBHOIO 3aKoHonarenbcTBa Poccuiickoit
denepanyu 1 JOKaIbHBIMA HOPMATUBHBIMU aKTaMU OpraHU3ALNH

AHanu3upoBaTh KaJpOBbIE TOKYMEHTHI U MEPEHOCUTHh MHGOpMAINIO B 0a3bl
JAHHBIX ¥ OTYCTHI

Paborarh co crneuuanu3upOBaHHBIMM WH(GOPMAIMOHHBIMH CHCTEMaMU H
0a3amu TaHHBIX TIO0 BEACHHIO YUeTa U ABMKCHUIO ITePCOHAa

Pa3pabarbiBaTh I1aH KOPPEKTUPOBOK YCTAHOBJICHHOTO MOpPsiaAKa 0hOpMIICHUS
JIOKYMEHTOB I10 TIEPCOHAITY M PEaTU30BbIBATH MIPUHATHIC U3MEHEHUS

Kontponuposarh npucyrcTBrue pabOTHUKOB Ha paboueM MecTe

Co0roaTh HOPMbI 3TUKH JICJIOBOTO OOICHUS

Jlpyrue xapakTepuCTUKH

3.1.3. TpynoBasi pyHKIUS

AJMUHUCTPUPOBAHUE ITPOLIECCOB U

JIOKYMEHT0000pOTa MO yUeTy U YpOBeHB
HanMeHOBaHHe JIBIDKEHUIO KaJpOB, MIPEACTABICHUIO Kox | A/03.5 (moaypoBeHb) 5
JOKYMEHTOB I10 [IEPCOHAITY B KBaHuKaLn

TOCYJIapCTBEHHBIE OPTaHbI

IIpoucxoxnenue
TpyHoBOH QpyHKINH

Opurusan

3auMCTBOBAHO U3
OpHTrHHANA

Kon opurunana Peructpanumonssiit
HOMED
po¢heCCHOHATFHOTO
CTaHIapTa

Tpynosblie nercTBus

OpFaHI/ISaHI/IH L[OKYMGHTOO60pOTa IO YUCTY U ABUKCHUIO KaJIpOB

Opranuzanusi JOKyMEHTOOOOpOTa IO TPEACTABICHUIO JOKYMEHTOB I10
MEPCOHATY B TOCYIaPCTBEHHBIE OPTaHbI

ITocranoBka Ha YUE€T OpraHn3anuu B roCyaapCTBCHHBIX OpraHax

[ToaroroBka Mo 3ampocy TOCYIAapCTBEHHBIX OpPraHoB, Npo(ecCHOHATbHBIX
COI030B M JIpYTMX HpPEJCTaBUTENbHBIX OpPraHOB pPaOOTHUKOB OpPUTHHAJIOB,
BBIIIUCOK, KOIIMI TOKYMEHTOB

[TonroroBka yBeAOMIJIEHMM, OTUYETHOM M CTaTUCTHYECKON HH(pOpManuu IO
IIEPCOHAILY

[TonroroBka uHGOpMAIMK O 3aKJIIOYEHUH TPYAOBOIO WM TPaKAaHCKO-
[IPaBOBOTO  JIOTOBOpAa HAa BBINOJHEHHWE paboT (OKa3zaHHE YCIOyr) ¢
TPOKJIaHWHOM,  3aMENIaBIIMM  JOJDKHOCTHM — TOCYJApCTBEHHOM  WIH
MYHUIUNATBHOW  CIOyXOBI,  TNepeyeHb  KOTOPbIX  YCTaHaBIMBAETCS
HOPMAaTUBHBIMU ITPaBOBBIMH akTaMu Poccuiickont ®enepanun

HeoOxonumbie ymeHus

TGXHOJ'IOFI/II/I, MCTOAbI U MECTOAWKH MPOBCACHUA aHAJIMN3a U CUCTEMaTU3aluu
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

OCHOBBI TOKYMEHTOO0OPOTa U JOKYMEHTAIIMOHHOTO 00eCTICYSHUS

CrpykTypa opranusanuu

HopmatuHbie npaBoBeie akThl Poccuiickoit @eaepaiuu, perympyomnme
mpaBa M OOS3aHHOCTH TOCYIApCTBEHHBIX OPraHOB, MpodeccCHOHATHHBIX
COI030B M  JIPYIMIX MPEACTAaBUTEIBHBIX OpraHoB  pPabOTHUKOB  TIO




MIPEIOCTABICHUIO YUYETHOM TOKYMEHTAIIUN

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThl, COAEPkKALIME HOPMBI TPYAOBOTO
1paBa

OCHOBBI apXMBHOTO 3aKOHOAATEIbCTBA W HOPMATHUBHBIE IIPABOBBIC AKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUSA TOKYMEHTAIUU 110 EPCOHAITY

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TAHHBIX

JIokanpHBIE HOPMATUBHBIC AaKTbl OpraHu3aliid, pEryJupyromue IMOPAa0K
BCACHHA NJOKYMCHTAUWU 110 YUYCTY U ABUKCHUIO IICPCOHAJIA

Hopmpbl 3 THKH 1€710BOTO OOIIICHHS

ba3oBbie OCHOBBI MH(OPMATHUKH, IMOCTPOEHHUS MH(POPMAIMOHHBIX CHCTEM MU
0COOEHHOCTH PabOTHI C HUMHU

HeoOxonumele 3HaHus

OdopMIIsATh yYeTHBIC TOKYMEHTBI, MPEIOCTABISIEMbIe B TOCYIaPCTBEHHBIC
oprasbl, NMpodeccHoHaNbHBIE COI3bl M JAPYTUe MPEICTABUTEIHHBIC OPraHbI
PabOTHUKOB

OpI‘aHI/ISOBBIBaTB XpaHCHUC JOKYMCHTOB B COOTBCTCTBHU C Tp€6OBaHI/IHMI/I
TPyAOBOIr'0 3aKOHOAATCIIbLCTBA Poccuiickoii CDez[epauI/H/I 1 JOKaJIbHBIMH
HOPMATUBHBIMH aKTaMH OpraHu3alnuun

PabGotats ¢ I/IH(l)OpMaLII/IOHHBIMI/I chucTeMaMu U 0asamu JaHHBIX II0 BCACHHIO
yuc€Ta U ABMIKCHUIO IICPCOHAIA

Paborarh ¢ nHDOpPMAIIMOHHBIMU CUCTEMaMH M 0a3aMH JaHHBIX MO BEIECHUIO
CTaTHCTUYCCKOW U OTYCTHON MH(OPMAIIMH IO IEPCOHATY

AHaJ'II/ISI/IpOBaTB IIpaBujia, MpoucaAypbl U MOPALOK, PETYIUPYHOIIHUEC IIpaBa U
00513aHHOCTH TOCYAApCTBCHHBIX OPraHoB MW OpraHu3alyi 110 BOIIpOCaM
obMeHa ,I[OKYMGHTaL[I/IeI‘/‘I 110 IepCOHAITY

BecTu nenoByro nepenucky

Co0ronaTe HOPMBI STHKH JIEJIOBOTO OOIIECHHS

Jlpyrue xapakTepucTUKu

3.2. O0001menHas TpyaoBasi pyHKIUSA

JesaTensHOCTh TT0 00ECIIEYCHHUTO YposeHb
HaunmenoBauue Kon B 6
IePCOHAIOM KBaIM(pUKALHI
[poucxoxaerne 0600MEeHHOM 3aMMCTBOBAHO U3
N Opurunan
TpynoBo# QpyHKIMN OpHUTHHAJIA
Kon Perucrpanuonssiit
OpHUTHHAJIA HOMED
podecCHOHaIBHOTO
cTaHjapTa

Bo3smoxHbIe
HaMEHOBAHUS
JOJbKHOCTEH, Tpodeccuii

CrienuanucT mo noadopy nepcoHana

CHCLII/IEU'II/ICT 10 ICPCOHAITY

MeHnemxep 1o nepcoHany

TpeboBanus k

Bricuiee oOpa3oBanue - 6akagaBpuar




00pa3oBaHUIO U
00y4eHHIO

JonomauTenpHOE MpodeccuoHaIbHOe 00pa30BaHUE - TPOTrPAMMBI
MOBBIIIEHUS KBAIM(HUKAIIMH; TPOTPaMMBI TPO(eCCHOHAIBHOM
NEPENOATOTOBKH B 00JIACTH MTOKMCKA M ITO00pa epCOHaa

TpeOoBaHuUs K OIBITY
HPaKTUYECKOW PabOThI

Oco0sie ycroBus
JoTycKa K paboTe

Jpyrue xapakTepuCTUKH

JIOTIOJIHUTENBHBIE XapAKTEPUCTUKU

HaumenoBanue 6a30BO# TPYIIIIbI, JOHKHOCTH
HanmenoBanue qokymeHTa Kon
(mpodeccun) nim CenuaIbHOCTH

OK3 2412 CrnenuanucTsl 0 KajpaM U Ipo¢oprueHTaAIUN

3423 CrenmanucThl KaIpoBBIX CIIY)KO U yUpexKICHHUI

3aHSTOCTH

EKC - Cnenuanuct mno Kaapam

- MeHnemxep 1o nepcoHaty
OKIIATP 27755 DKOHOMHUCT 110 TPYAY

22956 HNucnexrop no xaapam

3.2.1. TpynoBasi pyHKIUS

Co6op uropMaIHK 0 MOTPEOHOCTAX YpoBerp
HamMeHOBaHHe OpraHM3aIMHU B TIEPCOHATIE Koz | B/01.6 | (momyposens) 6
KBaITU(PUKAINU
IpoucxoxacHue 3auMCTBOBaHO U3
. Opuru=aan
TPyROBO# GyHKIMM OpUruHana
Kox opurunana Peructpanuonsslit
HOMED
poeCCUHOHATTEHOTO
craHgapTa

Tpynossle nencTBUs

AHanu3 IIaHOB, CTPATETUH U CTPYKTYPhl OpraHU3aLuu

AHanu3 ocoOeHHOCTell opraHu3anuud paboOThl M IMPOU3BOACTBA Ha
KOHKPETHBIX pabo4nx MecTax

AHanmu3 pbIHKa Tpyda IO OpraHu3aluu padoThl HA aHAJOTUYHOM
MIPOU3BOACTBE U PA0OYNX MECTax

®opmupoBaHue TpeOOBaHMH K BakaHTHOM JOJKHOCTH  (mpodeccun,
CHELHATbHOCTH) U UX KOPPEKIIHS

AHanu3 peIHKAa Tpyla U MEpPCOHaIa OpPraHHU3allH MO MPOQHI0 BaKAaHTHON
JIOJDKHOCTH (Tipodeccru, CIeHaTbHOCTH )

HNudpopmMupoBaHue U KOHCYJIBTUPOBAaHHME PYKOBOAMTENEW MOApa3ieieHud u
OpraHM3aIiy 110 BOIIPOCaM phIHKA TPY/a B YacTU 00eCIeueHUs IEPCOHATIOM

Heob6xonumble ymeHUS

TexHoyoruu, METoAbl U METOAMKHU IPOBEJICHUs aHaIu3a U CUCTEMaTU3aluu
JIOKYMEHTOB U HH(pOpMaIuu

CrpykTypa OpraHmsallid M  BakaHTHble JOJDKHOCTH  (mpodeccun,
CHEIUAIBHOCTH)

HOprI[OK OIPCACIICHUSA HCpCHCKTHBHOﬁ u TCKYIJ_Ieﬁ HOTpC6HOCTI/I B KaJpax

Hcrounnku obecriedeHus: opraHu3auy KaJapaMu

Opranuzanus paboT Ha pa3jIMYHBIX y4acTKaxX NMPOM3BOJCTBA, OpraHU3alluy,




OTpaciu

OO0mue TEeHACHIMA Ha PBIHKE TPyda U B OTICIBHOW OTPACIH, KOHKPETHOM
npodeccuu (T0HKHOCTH, CIICITHAIBHOCTH )

OCHOBBI IICUXOJIOTUH B COIMOJIOTUHU Tpyaa

OCHOBEHI OKOHOMHKH, OpraHu3allui TpyJda U YIIPABJIICHUA

TpyaoBoe 3aKOHOJIATENBCTBO W MHBIE aKThI, COJEPKAIIUE HOPMBI TPYAOBOIO
npaBa

OCHOBBI apXUBHOTO 3aKOHOJIATEJIbCTBA M HOPMATHUBHBIC IPABOBBIC AKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUSA TOKYMEHTAIUU 110 EPCOHAITY

3akoHonarenbcTBo Poccuiickoit denepanyun 0 NepCcoOHaIbHBIX JaHHBIX

JlokanbHbIE HOpPMAaTHBHBIE AKThl OPraHU3ALUH, PETYIHPYIOLIUE IOPAI0K
noadopa nepcoHaia

HopMbI 3THKH AeT0BOTO OOIICHMS

bazoBrle OCHOBBI UH()OPMATHKH, CTPYKTYpHOE HOCTPOCHUE
MH(POPMAITMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHl C HUMHU

HeoOxonumele 3HaHUS

Cobuparb, aHamU3UpPOBaTh U  CTPYKTypHpoBarh uHpoOpmManuioo 00
OCOOCHHOCTSIX OpraHU3alliy padOT Ha Pa3IMYHBIX YYaCTKaX IMPOM3BOJCTBA H
Ha KOHKPETHBIX paboyMxX MecTax ¢ YYeToM IeJel, 3ajaad, IUIAHOB H
CTPYKTYpBI OpraHU3aun

Cobuparb, aHamU3UpPOBaTh U  CTPYKTypHpoBarh uHpOpManuioo 00
0COOCHHOCTSX U BO3MOXKHOCTSX KaJpOBOI0 MOTEHIIMAIA OPraHU3aIluu

CoOuparp, aHanu3upoBaTb U  CTPYKTYypHUpOBaTh HH(popMmanuio 00
OCOOEHHOCTSX PbIHKA TpyAa, BKJIOUas MPEJIOKEHUs OT MPOBaiiIepoB YCIyr
10 IOUCKY, IPUBJIEYECHHUIO, TIOA00PY U 0TOOPY MepcoHaa

®opmupoBarh TpeOOBaHMS K BAaKaHTHOM  JOMKHOCTU  (mpodeccud,
CHEUAIBHOCTH) U ONPEAEIATh KpUTEpUHU noadopa nepcoHana

BHocuth KOppekTHpyrolue cBeAeHUs B TpeOoBaHMS K KaHAMJIATaM Ha
BaKaHTHBIE JJOJDKHOCTH (TMpodeccru, CrenuaibHOCTH)

[Tonp30BaThCsi MMOMCKOBBIMU CHCTEMaMU M HH()OPMALMOHHBIMU pPECypcamu
IJIE  MOHUTOPUHTA  pbIHKA  Tpyda, TPaXIaHCKOTO MW TPYAOBOIO
3akoHomarenscTBa Poccuiickont denepannun

KoHcynpTupoBaTh 1O BOHpOcaM pbIHKAa Tpyda B YacTH 0OeCle4eHUs
[IEPCOHAJIOM

Co0uroiaTh HOPMBI TUKH JICJIOBOTO OOIIECHUS

Jlpyrue XxapakTepuCcTUKU

3.2.2. TpynoBasi pyHKUHUSA

[Towuck, npuBseYeHue, moadoop u 0TOOp YpoBeHsb
HaumeHoBaHUe NepcoHana Kon | B/02.6 | (momyposens) 6
KBaJTU(PUKALIUU
IIpoucxoxnenue 3anMCTBOBAHO U3
. Opuruaan
TPyaoBO#l pyHKIMH OpHUrHHaJa
Kon opurunana Peructpauumonsslit
HOMeEp
npodeccHoHaIBHOTO
CTaHJapTa

Tpynossle nencTBUs

[Torck BO BHYTPEHHUX M BHEUIHMX MCTOYHUKAX MHPOPMAIMHM O KaHAMJATaX,
COOTBETCTBYIOLIEH TpeOOBaHUSAM BakaHTHOW JODKHOCTH (mpodeccun,




CTIEIUAITEHOCTH )

Pasmemenne  cBemeHMil 0  BakaHTHOM  JoibkHOCTH  (mpodeccuw,
CIELMaIbHOCTH) B CPEICTBAX MacCOBOM MH(OPMAIUK

Bri6op cnoco00B M METOMOB NPHUBJICUECHHUS TEPCOHANAa B COOTBETCTBHH C
YTBEPKACHHBIMH IUTaHAMH

[IpoBepka wHMoOpMauu O KaHAWJATaX HA BAKAHTHBIE JOJKHOCTH
(mpodeccuu, CrieMaTbHOCTH)

[IpoBenenne cobecenoBaHMil M BCTped C KaHAUAATaMM Ha BaKaHTHbBIC
JIOJDKHOCTH (TIpodeccru, CeuanbHOCTH) ¢ 00eCTICUeHUEeM 0OpaTHOM CBSA3H

OrneHka COOTBETCTBUS KaHAHMIATOB TPEOOBAHHMSM BAKAaHTHOW JIOJDKHOCTH
(mpodeccun, CIEHMATBHOCTH)

[ToaroroBka TpemIoKeHHH 10 (GOpMHUPOBaHHIO OOKETa HAa TIOHCK,
MIPHUBIICYCHUE, TTOA00P U OTOOP MepcoHana

WudopmupoBanre U KOHCYJIbTHPOBaHHE PYKOBOIAUTENEH MOApPA3ICICHUN U
OpraHM3aly 110 BOIIPOCaM IPUBJIEYEHUS IIEPCOHAIIA C OLIEHKOW 3aTpar

HeoOxonumbie ymeHus

HcTouHnku odecrneueHust OpraHu3anu KaapaMu

TexHosoruM W METOAMKMA TIOMCKA, NPHUBJICYEHHUs, Moadopa U ordopa
nepcoHasna

Cucrempl, Metoapl W (GOPMBI MaTepUAIBHOTO W  HEMaTepUAIBHOTO
CTUMYJIUPOBAHMS TPyAa IIEPCOHAIIA

TexHoMOTrUM 1 METOBI (HOPMHUPOBAHUS 1 KOHTPOJIS OFO/PKETOB

TexHosoruu, METoAbl U METOIMKHU IIPOBEICHHUS aHalM3a, CUCTEMAaTHU3aluu
JOKYMEHTOB U MH(OPMAIIH

CrpykTypa oOpraHu3allid ¥  BaKaHTHbIC JODKHOCTH  (Tipodeccuw,
CIICIUAJILHOCTH )

O6HII/IC TCHACHLIMUMHW Ha PBIHKC Tpyda WM B OTACIBHLIX OTpaCIAX H BHUAAX
HpO(beCCHOHaHBHOﬁ JACATCIIbHOCTHU

OCHOBBI IICUXOJIOTUH 1 COIMOJIOTUHU Tpyaa

OCHOBBI OKOHOMHMKH, OpraHu3alluu TpyZda U YIIPABJIICHUS ITICPCOHATIOM

TpynoBoe 3aKOHOAATENHCTBO U MHBIE AKTHI, COJEPIKAIINE HOPMBI TPYIOBOTO
npaBa

OCHOBEI APXUBHOI'0 3aKOHOAATCIIbCTBA W HOPMATUBHLIC IIPABOBBIC AKThI
Poccuiickoit CDC,Z[epaI_II/II/I, B 4aCTH BCACHUA JOKYMCHTAIUH I10 IICPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOaTeNnbCcTBa Poccuiickoit denepannun

3akoHonarenbcTBO Poccuiickoit denepanuu o nepcoHanbHBIX TAHHBIX

JlokanbHble aKThl OpraHU3allld, PETYIUPYIOLIHE MOPSI0K obecreueHus
IEPCOHAIOM

HOpMLI OTHUKH JCJIIOBOT'O O6H_ICHI/I$I

ba3zoBbie 0CHOBBI MH(OPMATUKH, MOCTPOCHUS MH(MOPMALMOHHBIX CHUCTEM H
0COOEHHOCTH PabOThl C HUMHU

Heo0OxonuMmele 3HaHUS

OnpenensiTh KpUTEPUH MOKCKA, IPUBJICYEHHUS], TOJ00pa U 0TOOpa epcoHana

Cobupars, aHaIU3UPOBATH U CTPYKTYPUPOBATh MH(OPMAIIMIO O KaHAWIATaX U
MPeIOKEHUAX Ha PhIHKE Tpyaa

[Tonp30BaThCsl MOMCKOBBIMU CUCTEMAMU U MH()OPMAIIMOHHBIMU PECYpPCAMHU B
oOnacT obecneyeHust MepCcoHaIoM

[IpyuMeHsSITh TEXHOJIOTMM M METOAUKU IOHCKa, MPUBJICYEHHs, Mojndopa M
0TOOpa KaHIUIaTOB HA BaKaHTHBIE TOJDKHOCTH (Mpodeccui, CrelnaIbHOCTH)
B COOTBETCTBHE C UX CIIeIU(PUKOI

Hcnonb3oBarh cpencTsa obecrieueHUs MIEPCOHAJIOM, BKJTFOUAst
COMPOBOXKIICHHUE

KOHCYJ'ILTI/IpOBaTB I10 BOITpOCaM IIPUBJICUCHUA IICPCOHAJIA




CocTraBisTh M KOHTPOJIMPOBAaTh CTaThbM pPacxoJoB Ha obecrieyeHUe
MIEPCOHAJIOM JIJIS TUIAHUPOBAHUS OFOIKETOB

Co0roaTh HOPMbI 3TUKH JICJIOBOTO OOICHUS

Jlpyrue xapakTepuCTUKH

3.2.3. TpynoBasi pyHKUHUSA

AJMUHUCTPHUPOBAHUE TIPOIIECCOB U YpoBeHnb
Haumenosanue JOKYMEHTO000pOTa 00ecTIeueHUS Kon | B/03.6 | (momyposens) 6
IIEPCOHAIIOM KBaTHpHUKaLHH

IIpoucxoxnenue
TpyAOBOH QyHKIMH

Opurusan

3auMCTBOBaHO M3
OpHUTHHAJA

Kon opurunana Peructpanumonsslit
HOMED
PO eCCHOHATBEHOTO
CTaHIapTa

TpynoBble neicTBUs

Ananmuz IpouccCoB ,I[OKYMCHTOO60p0Ta, JIOKAJIbHBIX  JOKYMCHTOB IIO
BOIIpoCcaM obecneucHus IepcoHaIoOM

Benenne wuHpopmManmmu O  BaKaHTHBIX  JOJDKHOCTAX  (mpodeccusx,
CIIEIUATIBHOCTSX) M KaHAU1aTax

JIOKyMEHTAI[MOHHOE ~ COMPOBOXKICHHE KAHIMIATOB Ha JTamax IOKCKa,
NpUBJICUCHHS, MMOA00pa M OTOOpa IMEpPCOHANa Ha BaKAHTHBIC JOJDKHOCTH
(mpodeccuu, CreuanTbHOCTH), HHPOPMUPOBAHUE KAHIUIATOB O pPe3yibTarax
orbopa

[ToaroroBka 3ampocoB 0 KaHAUIATaXx B FOCYJapCTBEHHbBIE OPraHbl, B CIydasx
IPEIyCMOTPEHHBIX JEUCTBYIOIIMM  3aKOHOAATENbCTBOM U o0OpaboTka
NPEIOCTaBICHHBIX CBEICHUHN

[TogrotoBka u 00paboTKa YBEAOMIIEHHHI B TOCYIapCTBEHHBIE OpraHbl,
npodeccuoHallbHBIE  COIO3bI W JIpyTMe  IpEJCTaBUTENbHbIE  OpIaHbI
pabOTHUKOB 10 BOMpOCaM IIOWCKA, MpHUBIECUYEHMs, Mondopa u ordopa
nepcoHana

COHpOBO)KI[eHI/IC AOTrOBOpPOB 110 00eCcIeYeHUIO opraHu3anuu IEpCOHAJIOM,
BKJIIO4as NpCABAPUTCIIBbHBIC IMTPOUCAYPHI 110 UX 3aKIIFOUCHUIO

Heob6xonumble ymeHUs

HOpHI[OK O(I)OpMJ'IeHI/IH, BCACHHUA W XPAHCHUSA NOKYMCHTAIIUH, CBSI3aHHOH C
IMOUCKOM, IPHUBJICUCHUCM, HO}160pOM u OT60pOM NepcoHajla Ha BAKAHTHBIC
JOJIDKHOCTHU

[Topsimok hopmupoBaHus, BeIeHHs OaHKa TaHHBIX O TIEPCOHAJIE OPTaHHU3AIIUN
Y TIPEI0CTABIICHUS] OTYETHOCTH

OCHOBBI TOKYMEHTOO0OPOTa U JJOKYMEHTAIIMOHHOTO 00eCTICYCHUS

TexHoyoruu, METoAbl U METOAMKHU IIPOBEICHUS aHaIu3a U CUCTEMaTU3aluu
JIOKYMEHTOB U HH(pOpMaIuu

HOpﬂI[OK MPOBCACHHUA KOHKYPCOB U O(l)OpMHCHI/I}I KOHKprHOfI AOKYMCHTAIlUU

[Mopsimox  mpoBeneHUs  3aKyMOYHBIX  mporenyp U odopmieHus
CONYTCTBYIOIIEH TOKYMEHTALIMKI

CrpykTypa OpraHusallid M  BakaHTHble JOJDKHOCTH  (mpodeccun,
CHEIUAIBHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKTHI, COJAEPIKAIINE HOPMBI TPYLOBOTO
npaBa




OCHOBBI ApXUBHOI'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBBIE AKThI
Poccuiickont @enepanuu, B 4aCTU BEACHUS JOKYMEHTALUH 10 IEPCOHAILY

OCHOBBI HaJIOTOBOTO 3aKoHOAaTeNbCTBAa Poccuiickoit denepannu

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX JTaHHBIX

JlokanpHble aKThl OpraHu3allid, perylupyrolme MOopsSAoK —moxdopa
nepcoHaa

[Topsok 3aKIIIOYEHHS JOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH AeTOBOTO OOIICHMS

bazoBbie 0CHOBBI WH(OPMATUKH, MOCTPOCHUS HH(POPMALNUOHHBIX CUCTEM H
0COOCHHOCTH PAOOTHI C HUMHU

HeoOxonumelie 3HaHUSA

ObecrieunBarh JOKYMEHTAIIMOHHOE CONPOBOXKICHHME BBIXOJA KaHIWIAaTa Ha
paboTy U nepemeleHus nepcoHana

OdopMIATh TOKYMEHTHI IO BOIIpOcaM 00eCIeueHUs KaJpOBBIMH PECypCaMu,
HEOOXOMUMBIC  JUIi  TPEJOCTaBICHUS B  TOCYIapCTBEHHBIC  OpTaHBI,
npoecCHOHANBHBIE  COIO3BI W JIPYTHE  IPEACTABUTEIbHBIC  OpPTaHbI
pPabOTHHUKOB

OpFaHI/I3OBI>IBaTI) XpaHCHUC JOKYMCHTOB B COOTBCTCTBHU C Tpe60BaHI/IHMI/I
TPpyAOBOro, apXmuBHOI'O 3aKOHOAATCIILCTBA Poccuiickoit CDCI[epaLII/II/I n
JIOKAJIbHBIMU aKTaMU OpTraHHu3alun

AHaJ'II/ISI/IpOBaTB JAOKYMCHTBI u MNEPCHOCUTD HH(bOpMaHHIO B
I/IH(bOpMaIII/IOHHBIC CHCTEMBI U 0a3bl JaHHBIX O KaHAuJarax

Paborarh ¢ uHGOpPMAIIMOHHBIME CUCTEMAMH U 0a3aMH JaHHBIX 110 BOIIPOCAM
oOecrieueHrs IEPCOHAIOM, BEIEHUIO IIOMCKa W y4yeTa KaHAWJIATOB Ha
BaKaHTHBIE JOJHDKHOCTH (MPOQeCcCcHu, CEIUaIbHOCTH)

[Tpon3BoaNTh MpeaBapUTENbHBIC 3aKyIOYHBIE MPOIETypsl U O(QOPMIIATH
COILYTCTBYIOLLYIO JOKYMEHTALUIO 10 3aKJIFOYEHUIO I0TOBOPOB

OpraHu3oBbIBaTh U MPOBOAUTH KOHKYPCHI, O(OpMIIATE M aHAJIW3UPOBATh
KOHKYPCHYIO TOKYMEHTAIUIO

Bectu ACJIOBYIO IICPCIINCKY

Co0uroiath HOPMBI 3TUKH JCIIOBOTO OOIIEHUS

Jlpyrue XxapakTepuCTUKU

3.3. O0001menHas TpyaoBasi pyHKIUSA

I[GHTCJH)HOCTB I10 OLICHKE U aTTeCTalluu YpoBeHb
HaumeHnoBanue Kon C 6
nepcoHana KBaIH(UKATN
[Ipoucxoxaenne 0600MCHHOM 3anMCTBOBaHO U3
. Opurunan
TPyIOBOH QDYHKIHH OpHIHHAa
Kon Perucrpanuonnstit
OpHIHHaa HOMeEp
podecCHOHaIBHOTO
cTaHIapra

Bo3MoxHbIE
HAaMMEHOBAHUS
JOJDKHOCTEH, podeccuii

CHCLII/IEU'II/ICT 10 OCHKE U aTTCCTAllUU NICPCOHAIA

CrernuanucT 1mo nepcoHany




MeHnemxep 1o nepcoHany

TpeboBanus K
00pa3oBaHUIO U
00y4YeHHIO

Bricmiee oOpaszoBanue - 6akanaBpuar

JononaurensHoe npodeccuoHanbHOe 00pa30BaHue - POrPaMMBbI
HOBBIIICHUS KBATH(UKAIMH; IPOrPaMMbI IPO(ECCHOHATTBHOM
IIEPENIOATOTOBKU B 00JIACTH IIPOBEICHNUS OLICHKH TIepcoHasIa

TpeboBaHMs K OIBITY
MPAKTUYECKOH PabOTHI

Oco0Opble ycroBus
JIOITyCKa K pabore

Jlpyrue xapakTepucTUKU

IIOHOJ'IHI/ITCJII)HI)I@ XapaKTCPpUCTUKHU

HanmenoBanue 0a30BOM TpyMIIbl, JOTKHOCTH
HaumenoBanue nokymeHrta Kon
(mpodeccun) WM CrenuaaTbHOCTH
OK3 2412 CrienanucThl 1Mo KaapaMm U npohoprueHTannu
3423 CrienanmcThbl KaJpoOBBIX CIYXO U yUpexaeHU
3aHSTOCTH
EKC - Menemxep 1o nepcoHany
OKIIATP 27755 OKOHOMMUCT 110 TPYAY
22956 HHcnekTop mo kaapam
3.3.1. TpynoBasi pyHKUHSA
Opranuzanys v NpoBeIeHUE OLIEHKH Yposenb
HaumeHoBaHue nepcoHaa Kox | C/01.6 | (momyposeHs) 6
KBaHUKAIUH
[Ipoucxoxnenue 3auMCTBOBaHO U3
N Opurunan
TpynoBo# QpyHKIMN OpUTrHHAJIa
Kon opurunana Peructpaumonnsrit
HOMEpP
npodeccHoHaIBHOTO
CTaHIapTa

TpynoBsle nencTBUs

AHaM3 CTPYKTypbl, TUIAHOB M BaKaHTHBIX JOJDKHOCTEH (mpodeccuid,
CIEIMAIBHOCTEH) OpraHu3aliii, OCOOCHHOCTEH opraHu3aluu paboThl Ha
Pa3IMYHBIX y4acTKaX MPOU3BOICTBA U KOHKPETHBIX pabOYNX MecTax

Pa3paboTka miaHa OIGHKM TMepcoHaia B COOTBETCTBUU C  IENSIMH
OpraHu3aIu

OHGHKa JUHAMHWKU ITPOU3BOAUTCIIBHOCTH, HHTCHCUBHOCTHU U 3(1)(1)GKTI/IBHOCTI/I
TpyZa Ha pabouux MecTax

Omnpenenenue pecypcoB, BBIOOp CPEICTB M METONOB IPOBENCHHUS OLIEHKHU
nepcoHaa

HpOBe)IeHI/IC OIICHKHU IIE€PCOHAJIa B COOTBECTCTBHHU C IIJIaHAMH OpPraHu3anuu

ConpoBoKI€HHE  JOTOBOPOB €  OpraHM3alUAMH -  UCIOJIHMUTEISIMU
MEPOIPHUATHH MO OLEHKE MTEPCOHAIIA, BKIIKOYAs PEBAPUTENBHBIEC POLEAYPBI
10 UX 3aKIIOYCHUIO

KoHcynpTpoBaHHe mepcoHana IO BONPOCAaM OLEHKH, BKIIIOYas OLEHKY




3aTpar

AHanu3 pe3ylnbTaroB OLEHKH TI€pCOHalia, MOArOTOBKA PEKOMEHJIALUi
PYKOBOZICTBY U [I€PCOHATY

[ToaroroBka mpemaiokeHu M0 (GOPMHUPOBAHHIO OFOKETA 1O OPTaHHU3AIMH U
MIPOBEJICHUIO OLIEHKH MIepCcoHaa

Heo6xonumbie ymeHHS

TexXHOJIOTHU U METOJIbI ONpeieTeHus MPo(ecCHOHANBHBIX 3HAHUN, YMEHUN U
KOMIIETEHIINH

Texnomoruu u MCTOAbI OUCHKHN JIMYHOCTHLIX KAYCCTB U XaPaAKTCPUCTHUK

Cucrembl, ™metonsl M (OPMBI MaTE€pHAILHOTO M  HEMaTepHabHOTO
CTUMYJIUPOBAHUS TPyJa EPCOHAA

TexHomoruu u MeTo/bl (HOPMUPOBAHUS I KOHTPOJIS OFO/PKETOB

TexHonoruu, MeToAbl U METOAUKU MPOBENCHUS aHAIN3Aa U CHCTEMaTHU3aluu
JOKYMEHTOB U MH(OPMAIIH

OCHOBEI O6H_[€I71 A COIMaJIbHOU IICUXOJIOTHH, COIMOJIOIrnu M IICHUXOJIOIMH
Tpyaa

OCHOBBI HpOHSBO,I[CTBCHHOﬁ ACATCIIbHOCTH OpraHn3alnu

[Topsimox  mpoBeleHHs — 3aKyMOYHBIX — Tpoueayp M OQOpMIICHHS
COILYTCTBYIOLIEHN TOKyMEHTALUU

CrpykTypa oOpraHu3allid W  BaKaHTHBIC JOJDKHOCTH  (Tipodeccuw,
CIICIUAIILHOCTH )

TpyaoBo€ 3aKOHOATENHCTBO W MHBIE aKThI, COJEPKAIINE HOPMBI TPYAOBOIO
npaBa

OCHOBBI ApXMBHOI'O 3aKOHOJATEIbCTBA U HOPMATUBHBIE IIPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUS TOKYMEHTALUH 110 IEPCOHAILY

3akoHomareabCTBO Poccuiickoit denepanuiu 0 MEPCOHATBHBIX TAHHBIX

JlokanbHBIE HOpPMAaTHBHBIE AKTHl OPraHM3ALNH, PETYIHUPYIOLIME IOPSAIOK
OLICHKHM IIepCOHAIA

[TopsiioK 3aKIII0YEHNS JOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOT'O O6H_ICHI/I$I

basoBsie OCHOBBI UH(pOPMaTHKH, CTPYKTYpHOE IIOCTPOCHUE
MH(OPMAILIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMH

HeO6XOI[I/IMLIe 3HaHUA

Onpez[eJme ImapaMeTpbl U KPUTCPHUU OLICHKHU IIEPCOHATIA

OHpC)ICJ'ISITI) U TMPUMCHATH CpEACTBA MW MCETOAbI IIPOBCACHUA OLCHKH
nepcoHaia

Boiaensats (onpenensiTh) rpynibl IepcoHaa sl IpOBEACHUSI OLIEHKU

OmnpenensiTh MHTEHCHBHOCTh TPyAa M 30HBI TOBBIMICHUS 3(P(EeKTUBHOCTH
HiepcoHasa

OHpe,[[eJ'IHTB MOTHBAITMOHHBIC (baKTOpLI IMPOBCACHHUA OLICHKU IICPCOHAJIA

CocTaBiars u KOHTPOJIMPOBATH CTATbH PaCXOAdO0B HA OLICHKY ICPCOHAJIa IJId
IJIaHUPOBAHU A 6IO,Z[)KCTOB

OO0ecnieunBaTh OPraHU3aIMOHHOE COMPOBOXK/ICHUE OIICHKHU TEPCOHAA

ObecnieunBaTh  COXPaHHOCTh  KOHOGUICHIMAIBLHON  MHpOpMALMK  MpU
IIPOBEJCHHUH OLIEHKHU IIEPCOHAIA,

Oprann3oBbIBaTh XpaHEHUE JTOKYMEHTOB B COOTBETCTBHUU C TPEOOBaHUSIMHU
TPYAOBOTO, AapXMBHOTO 3akoHozaarenbcTBa Poccuiickonr ®Penepauuu U
JIOKAJIbHBIMU HOPMATUBHBIMU aKTaMH OpraHU3alyn

CoOuparp, aHaNM3UpOBaTh U  CTPYKTYpUpOBaTb  HH(MOpPMALUIO O
MPEJIOKEHUAX 110 OLIEHKE NIEpCOHaNIa Ha PhIHKE Tpyna

[Tpou3BoANTh TpeABapUTENbHBIE 3aKyMOYHbIE MPOLUEAYPHl U OQOPMIISTH
COITYTCTBYIOLIYIO IOKYMEHTALMIO MO 3aKJIIOUYEHHUIO JOTOBOPOB

OHpe,Z[eJIHTB YCJIOBUSA IJIA 3aKIIFOUCHUA JOTOBOPOB HA YCIIYI'U IO ITPOBCACHUIO




OLICHKH II€pCOHAIa

CucremarusupoBarb, 0000IIaTh W aHATU3UPOBATH PE3YNbTaThl OLEHKU
nepcoHasa

OO0ecrieunBaTh OOpaTHYIO CBS3b IO PE3ylbTaTaM MPOBEACHHOW OIEHKU C
HEPCOHAJIOM U PYKOBOJCTBOM

[Tonp30BaThCSl TIOMCKOBBIMU CHCTEMaMH, WH()OPMALMOHHBIMH PECYpCaMu U
0a3aMu JIaHHBIX 110 POBEAECHUIO OLIEHKH IepCoHalIa

Pa3zpabarbiBaTh pEeKOMEHIALUMM IO PA3BUTHIO IIEPCOHANa HAa OCHOBE
IIPOBE/IEHHON OLIEHKU

Co0uro1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

Jpyrue xapakTepuCTUKH

3.3.2. TpynoBasi pyHKIUS

Opranu3zanus ¥ NpoBeIeHNE aTTeCTalluu YpoBerp
HaumeHoBaHue nepcoHana Kog | C/02.6 (oIypoBEHB) 6
KBaITU(UKATNH
[Ipoucxoxaenue 3aMMCTBOBAHO U3
. Opurusan
TPyIoBO# QpyHKIMK OpHUTMHAaJIA
Kox opurunana Peructpanuonssiit
HOMEp
podecCHOHATBHOTO
cTaHaapra

TpynoBble neicTBUs

AHanmu3 CTPYKTYpbl, IUIAHOB W BaKaHTHBIX JOJDKHOCTEH (mpodeccuii,
CHEUaJIbHOCTE) OpraHu3alii, OCOOEHHOCTEH opraHu3aluu paboThl Ha
pa3IMYHBIX YYacTKaxX MPOU3BOJICTBA U KOHKPETHBIX pabouuX MecTax

Pa3paboTka TPOEKTOB TOKYMEHTOB, OMPEIETSIOMMUX MOPSIOK aTTeCTalluu
MIepCOHAJIa, C OLIEHKOM 3arpar

ConpoBokJeHHE Mpoliecca aTTecTalluy U paboThI ATTECTAIMOHHON KOMUCCUH

IToaroroBka Hpe,[[J'IO)KeHI/Iﬁ oo (l)OpMI/IpOBaHI/IIO 6IOI[)K6T3. Ha OpraHu3anuro U
MMPOBCACHHUEC aTTCCTAlUH IIEPCOHAIA

HOI[FOTOBKa HpCI[J'IO)KeHI/II\/JI (6] COOTBETCTBUHU pa60THI/IKa JOJDKHOCTH
(mpoceccun, crieualbHOCTH) MO pe3yNbTaraM aTTeCTAallul B COOTBETCTBUU C
3aKkoHoaTenbCTBOM Poccuniickont Penepannn

Heob6xonumble ymeHUs

HOpHI[OK W TCXHOJIOTUS NPOBCACHUA aTTCCTAlUU

TexHOJIOTMH ¥ METOJIbI OIPECIICHUS U OIICHKU MPO(ECCHOHAIBHBIX 3HAHUM,
YMEHHUU U KOMIIETEHLINI

Cucrembl, Mmetonsl M (OPMBI  Mare€pUaJbHOTO M  HEMarepHabHOTO
CTUMYJIMPOBAaHHUA TPYJa IEpcoHaIa

TexHonoruu u MeTo bl GOPMUPOBAHUS U KOHTPOJISI OIOIKETOB

TexHosOoruM, METOAbl U METOAMKU IIPOBEICHHUs aHaIu3a U CUCTEMaTU3aLUU
JIOKYMEHTOB U HH(pOpMaIuu

OCHOBEI HpOHSBOJICTBeHHOfI ACATCIIBHOCTH OpraHu3alunu

OcHOBBI 00IIEH M COLMANBHON IICUXOJOTHH, COLIMOJIOTUU U TICHUXOJOTHU
Tpyaa

[Topsimox  mpoBeneHUs  3aKYMOYHBIX  mpomenyp ©u  ohOopMIICHHS
CONYTCTBYIOIIEH JOKYMEHTALIMHU

CrpykTypa OpraHuszallid M  BakaHTHble JOJDKHOCTH  (mpodeccun,
CHEIUAIBHOCTH)




TpynoBoe 3aKOHOAATENHCTBO U MHBIE AKTHI, COJAEPKAIINE HOPMBI TPYIOBOTO
npasa

OCHOBBI ApXMBHOI'O 3aKOHOJATEIIbCTBA U HOPMATUBHBIE IIPABOBBIE AKTHI
Poccuiickoit @enepanuu, B 4aCTH BEACHUS TOKYMEHTALUH 110 IEPCOHAILY

3akoHonarenbcTBo Poccuiickoit denepanun 0 NepCcoHaTIbHBIX JAaHHBIX

JlokanbHblE HOpPMAaTHBHBIE AKThl OPraHU3ALUH, PETYIHPYIOLIUE IOPAI0K
OLICHKHM IIEpCOHAaIa

ITopsiioK 3aKIIOYEHHST JOTOBOPOB (KOHTPAKTOB)

HopMmpbl 3 THKH 1€710BOTO OOIIICHHS

ba3oBrle OCHOBBI UH()OPMATHKH, CTPYKTYpHOE HOCTPOCHUE
MH(POPMAITMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHI C HUMH

HeoOxonumele 3HaHus

OnpenensTh napamMeTpbl U KpUTEPUU aTTeCTallMU IepCcoHalIa

OHpCI[GJISITB 1 NPUMCHATH CPCACTBA U METOABI aTTCCTAIUN

BLII[GJ'IS[TB T'pyIIbI I€pCoOHANIA OJId ITPOBEACHUS aTTCCTallu

ObecrneunBaTh JOKYMEHTAIIMOHHOE COPOBOXK/ICHHE aTTECTAIMH [TEPCOHATIA

CocTaBisaTh U KOHTPOJIHUPOBATH CTATbU PACXOJO0B Ha aTTCCTAHUIO IICPCOHAJIA
JJI TINTaHUPOBAaHU A 6IOI[)K€TOB

[Tonp3oBaTbcst WHGPOPMAITMOHHBIMU pecypcaMd H 0a3aMH JaHHBIX 11O
IIPOBEJICHUIO aTTECTALNKI

Bectu y4er u peructpanuio JOKyMEHTOB B HH(POPMAIIHOHHBIX CUCTEMax M Ha
MaTepUAIIbHBIX HOCUTEIAX

OpFaHI/I3OBI>IBaTI) XpaHCHUC JOKYMCHTOB B COOTBCTCTBHU C Tpe60BaHI/ISIMI/I
TPpyaAOBOro, apXmuBHOI'O 3aKOHOJAATCIILCTBA Poccuiickoit CDeI[epauHI/I n
JIOKaJIbHBIMU JOKYMCHTAMU OpTraHHu3aln

[Tpou3BoaAUTh TpeABapUTENbHBIE 3aKyMOYHbIE MPOLEAYPHl U OGOPMISTH
COITYTCTBYIOILIYIO JIOKYMEHTALIMIO 110 3aKJIIOUYEHUIO JOTOBOPOB

Co0uroiaTh HOPMbI 3TUKH JICJIOBOTO OOIICHUS

Jpyrue xapakTepuCTUKH

3.3.3. TpynoBasi pyHKUusA

AJMUHHUCTPUPOBAHUE TIPOLIECCOB U YpoBeHS
Haumenosanue JOKYMEHTOO00O0pOTAa P TPOBEICHUN Kon | C/03.6 | (momyposens) 6
OLICHKHU U aTrTeCTally IIepcoHaia KBaI(UKALIH

IIpoucxoxnenue
TPYHAOBOH pyHKIUH

Opuru=aan

3anMCTBOBaHO M3
OpHUTHHAaJIA

Kox opurunana Peructpanuonsslit
HOMEp
npodeccHoHaIBHOTO
CTaHjapTa

Tpynosblie nercTBus

Amnamns mponeccon IIOKyMeHT0060pOTa, JIOKAJIbHBIX OTOKYMCHTOB IIO OLICHKC
M aTTCCTallMU IIE€pCoHAIa

OpFaHI/I3aL[I/IOHHOe COIIPOBOXICHUC MepOHpI/IHTI/Iﬁ IO OLCHKE IICpCOHAJIa U
€ro arrecraiguu

OdopmiieHre Tiporiecca U pe3ylibTaToB aTTeCTallly MePCOHaa

WNudopmupoBaHue epcoHana 0 pe3yibTarax OleHKH U aTTeCTaluu

ITonroroBka NpeaIoKEHUN 10 PaA3BUTHIO NIEPCOHAJA IO PE3YJbTaTaM OLICHKH

COHpOBO)KI[eHI/Ie A0roBOPOB 1o OKa3aHHIO KOHCYJIbTaIHOHHBIX u




MH(OPMAITMOHHBIX YCIYT MO OL[EHKE U aTTeCTallMH MepcoHata

Heo6xonumble ymMeHHS

[Topsimox odopmieHHs, BEACHUS W XpAaHEHHUS JOKYMEHTAIMH, CBS3aHHOW C
IIPOBEICHUEM OLIEHKH M aTTECTALMM IIEpCoHaa

[Topsimox hopMupoBaHUs, BeJIcHUS OaHKa JAHHBIX O IIEPCOHAJIC OpraHU3aIIN
U IIPEJOCTABICHUSI OTYETHOCTH

[Topsimox  mpoBeleHHs — 3aKyMOYHBIX  Tpouenayp H  OQOpMIICHHS
COILYTCTBYIOLIEH TOKyMEHTALUU

[Topsimokx ohopMIICHHS TOKYMEHTOB, TPEIOCTABISIEMBIX B TOCYIapPCTBCHHBIE
oprasbl, MPo(heCCHOHATbHBIC COIO3bI U JAPYTUE MPEICTABUTEIHHBIC OPraHbI
pabOTHUKOB

OCHOBEHI I[OKYMCHTOO60pOTa U JOKYMCHTAIIlMOHHOI'O obecneueHus

CrpykTypa oOpraHuszalud M  BakaHTHble JOJDKHOCTH  (mpodeccun,
CHEIUAIBHOCTH)

TpynoBoe 3aKOHONATENbCTBO M HMHBIE aKThI, COJIEpPKAIUE HOPMBI TPYAOBOIO
IpaBa

OCHOBBI ApXMBHOI'O 3aKOHOJATEIbCTBA U HOPMATUBHBIC IIPABOBBIE AKThI
Poccuiickont @enepanuu, B 4aCTH BEACHUS TOKYMEHTALUH 110 IEPCOHAIY

3akoHomaTenbCTBO Poccuiickoit denepanuu 0 NEPCOHATBHBIX TAHHBIX

TGXHOJIOFI/II/I, MCTOABLI U MCTOAUKHU IMPOBCACHHA aHAIW3a U CUCTCMATU3allUU
JAOKYMCHTOB U HH(bOpMaHHH

JlokanbHBIE HOpPMAaTHBHBIE AKThl OPraHM3ALNH, PETYIHUPYIOIIME IOPAIOK
OLICHKH U aTTECTalUU [IEPCOHAIIA

[TopsiioK 3aKIII0YEHHsI JOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH AeTOBOTO OOIICHMS

ba3oBble OCHOBBI UH(OPMATHKH, CTPYKTYpHOE MOCTPOCHUE
MH(POPMAITMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHI C HUMH

HeoOxonumele 3HaHUS

OOecneunBaTh JTOKYMEHTAIIMOHHOE COIPOBOX/ICHHE OLEHKH M aTTeCTaIllH
HiepcoHasa

O(bOpMJ'IHTB JAOKYMCHTBI II0 BOIIPOCaM OLICHKU W aTTCCTAllUH IICPCOHAJIA,
npeaoCTaBIAEMBIC B TOCYIapCTBCHHBIC OpPraHblI, HpO(l)eCCI/IOHaJ'IBHI)Ie COIO3bI
H ApYyruc npeaACTaBUTCIbHBIC OPTaHbl pa6OTHI/IKOB

AHanu3upoBaTh IpaBWia, MPOLENYpPhl U MOPSJIKH IPOBEACHUS OLIEHKH M
aTTeCTallly IIepCcoHaIa

Bectu yuer u perucrpanuio JOKyMEHTOB B HH()OPMALIMOHHBIX CHCTEMaX U Ha
MaTepUAIIbHBIX HOCUTEISAX

Opranu3oBbIBaTh XpaHEHUE JTOKYMEHTOB B COOTBETCTBHUU C TpPEOOBaHUSIMU
TPYAOBOTO 3akoHomarenscTBa Poccuiickor dPenepanud W JIOKaJIbHBIMU
aKTaM{ OpraHu3aluu

BecTu nenoByro nepenucky

Paborats ¢ HH(bOpMaLII/IOHHLIMI/I cucTeMaMu U 0azamu JAaHHBIX IO BOIIPpOCaAM
MPOBEACHHA OLCHKU M aTTeCTallMU IE€pCOHAlIa, BEACHUIO YyU€Ta KaHAWAAaTOB
Ha BAKaHTHBIC JOJIPKHOCTH (HpO(l)eCCI/II/I, CHCI_II/IEUIBHOCTI/I)

AHanu3upoBaTh  JIOKyMEHTBl U MIEPEHOCUTh uHGbOpMaIIIO B
MH(OPMAIIMOHHBIE CHCTEMBI M 0a3bl JAHHBIX

Co0uroiaTh HOPMBI TUKH JICJIOBOTO OOIICHUS

Jlpyrue XxapakTepuCTUKU

3.4. O0001menHas TpynoBasi pyHKIUS




HanmenoBanue

JleATenpHOCTD 110 pa3BUTHIO IIEpPCOHAA

Kox D Yposenb 6

[poucxoxaeHue 0000MCHHOM
TPYHAOBOH (pyHKIIUH

KBaJTU(PUKALIUU
3arMCTBOBAaHO U3
OpuruHan
OpUTHHAJIA
Kox PerucrpanuoHsbIit
OpUTMHaJa HOMED
po¢heCCHOHATBLHOTO
CTaHmapra

Bo3moxHbIe
HaMMEHOBaHHUS
JOJDKHOCTEH, podeccuii

CrenuanucT o pa3BUTHIO U 00YUYCHUIO IIEpCOHANA

CHCI_[I/IaJ'II/ICT I10 Pa3BUTHIO KaAPbEPEI IIEPCOHAIA

Crienuanuct 1o nepcoHany

MeHnemxep 1o nepcoHany

TpebGoBanus k
00pa30BaHMIO U
00y4eHHIO

Briciiee oOpa3oBanue

JlononHuTtenpHOE TpodeccuoHanbHOE 00pa30BaHUE - TPOTPAMMBI
HOBBIIIEHUS KBAJIM(UKALIMK; TPOTpaMMBbI TPO(eCCHOHAIbHOM
MEPENOATOTOBKH B 00JIACTH OPTaHU3aLMOHHOTO U MPO()EeCCHOHATBHOTO
pa3BUTHS [IEPCOHATIA

TpeboBaHus K OIBITY
NPaKTHYECKOH paboThI

Oco0bie ycroBus
JI0IycKa K paboTe

Jpyrue xapakTepuCTUKH

JIOTIOTHUTENBHBIE XapaKTEPUCTUKHU

HaunmenoBanue 6a30Boi Tpymibl, JOHKHOCTH
HaumenoBanue nokymeHTta Kon
(mpodeccun) WK crennaibHOCTH

OK3 2412 CrienanucTsl 1o KagpaMm U npodhopueHTaun

3423 CrienanucThbl KaJpoOBBIX CIYXKO0 U yupexaeHui

3aHSATOCTH

EKC - MeHekep 1o nepcoHainy
OKIIATP 27755 OKOHOMHUCT I10 TPYAY

22956 HNucnexTop mo xaapam

3.4.1. TpynoBasi pyHKUHUSA

Opranuzanus u NpoBeeHNe v
o POBEHb
MEPOIIPUATHHU 11O PA3BUTHUIO 1
Hanmenosanwue porip P . Kox | D/01.6 (TOypOBEHB) 6
HIOCTPOEHUIO MPOHECCHOHATBHOM KBaTTpUKAL
Kapbepbl TIEpCoHaa
IIpoucxoxnenue 3anMCTBOBaHO U3

TpyaoBoil pyHKIMN

Opuru=aan

OpHUTHHAJIA




Kon opurunana Perucrpannonusiit
HOMED
npodeccuoHaIHLHOTO
CTaHIapTa

TpynoBbie nericTBUs

AHanu3 CTPYKTYpHI, ITUIAHOB U BaKaHCHI OpraHu3aluu

Ananu3 ocoOeHHOCTeH paboThl Ha Pa3IMYHBIX YYacTKaxX IMPOU3BOJICTBA H
KOHKPETHBIX paboyrx MecTax

[TonroroBka MPOEKTOB JOKYMEHTOB, OMNPEICISIONIUX TMOPSIOK pPa3BUTHUSA
MepCcoHaNa U MOCTPOCHHUSI MPOPECCHOHATBLHON Kaphephl C OILICHKOH 3aTpaT

Pa3paboTka miaHoB mpodecCHOHaIBbHON Kapbepbl PAOOTHHKOB

DopMHUPOBAHUE KAJIPOBOIO pe3epBa

Opranuzanus MEPONPUITUN 1o Pa3BUTHIO u MIOCTPOEHUIO
npodeccHOHaTFHON Kapbephl IepcoHalia

[ToaroroBka npenioxeHui mo GopMupoBaHuio OrOIKETa Ha OPraHU3ALHUIO U
MIPOBEJICHUE MEPOIIPUATHH 110 PA3BUTHIO M IIOCTPOCHUIO MPO(PECCHOHATHHON
Kapbepbl IepcoHana

AHamu3 3(p(GEeKTHBHOCTH MEPOIIPUSATHI 1O Pa3BUTHIO MTEPCOHANA, TOATOTOBKA
MPEJIOKEHUN TI0 Pa3BUTHIO

HeoOxonumbie ymeHHS

Cucrema, crmocoObl, METOABI, MHCTPYMEHTHI MOCTPOCHUS POPECCHOHATEHON
Kapbepbl

MeTonbl ompeneNieHuss W OICHKH JIMYHOCTHBIX M MPOo(ecCHOHATBHBIX
KOMIIETEHIIN I

Cucrempl, wmerofsl W (OPMBI MaTepHAIBLHOTO W HEMaTepHAIBHOTO
CTUMYJIUPOBAHMS TPyAa IIEPCOHAIIA

TexHonoruu, MeTopl HOPMUPOBAHUS U KOHTPOJIS OIOIKETOB

TGXHOJIOFI/II/I, MCTOAbI U MCTOAWKH HNPOBCACHUA aHAJIM3a U CUCTEMAaTU3aluu
JOKYMCHTOB U HH(bOpMaHHH

OcHOBBI TPO(HECCHOHAITBHON OPUEHTAITUN

OCHOBBI ,HOI(YMGHTOO60pOTa U TOKYMCHTAIIMOHHOI'O obecneueHUs

OCHOBEI HpOHSBOI[CTBGHHOfI ACATCIIBHOCTH OpraHu3alunu

OcHOBBI 00mIel M COLMAIBbHOM ICHXOJIOTUH, COLMOJIOTHM M ICUXOJIOIHU
Tpyaa

CtpykTypa OpraHu3allid ¥  BakKaHTHbIE  JOJKHOCTH  (mpodeccuu,
CHEIUAIBHOCTH)

TpynoBoe 3aKOHOJATEILCTBO M HMHBIE AKThl, COAEpKAIUE HOPMBI TPYIOBOTO
npaBa

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TAHHBIX

JlokanpHble HOpPMAaTMBHBIE aKThl OpraHMU3ALMM, PETYIUPYIOLIUE TMOPSIA0K
pa3BUTHS U IOCTPOEHHUS ITPO(eccCuOHANbHON Kapbephl TEpcCOHaIa

[TopsimoK 3aKITIOYEHHS JOTOBOPOB (KOHTPAKTOB)

Hopmpbl 3 THKM 1€710BOTO OOTIIEHMS

basoBbie OCHOBBI UH(POPMATHKH, CTPYKTYpHOE IIOCTPOEHUE
MH(OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PabOThI C HUMHU

Heo0OxonuMmele 3HaHUS

AHanu3upoBaTh  YpOBEHb OOHIET0 pa3BUTUS U IpodeccuoHalIbHOMN
KBaJIM(HKALMHU TTepCoHaIa

OnpenensiTb KpaTKOCPOYHBIE M JIOJITOCPOYHbIE TOTPEOHOCTH Pa3BUTHS
NepcoHaja U MOCTPOEHHs €ro npodeccuoHaIbHOI Kapbepsl

Onpenenars Kputepun HOPMHUPOBAHUS KAJAPOBOTO Pe3epBa OPTaHU3AIUN

CocTaBiirh HWHAWBUAYAJIBbHBIC IIJIAHBI KAPBECPHOT'O pA3BUTHS IICPCOHATIA

[IpuMeHATh TEXHOJOTMM W METOJbl PAa3BUTHUS IEpCOHANA W IOCTPOEHUS
npodeccuOHaTbHON Kapbepbl




CocTaBisaTh MNpEAJIOKEHHs] W KOHTPOJIMPOBATh CTarbU pPAacxoloB Ha
IIPOrpaMMbl M MEpONPUATUS IO PA3BUTHIO IEPCOHANA M IOCTPOEHUIO
npoeccuoOHaIbHON Kapbephl IS MIIaHUPOBAHUS OIOIKETOB

Onpenensate 3((GEeKTUBHOCTE MEPONPHUATHHA MO Pa3BUTHIO IEpCOHANa U
MOCTPOEHUIO TPO(HEeCCHOHAIBHOM Kapbepbl

PaboTtars ¢ nH(MOPMALIMOHHBIMU CHCTEMaMHU U 0a3aMu TaHHBIX 10 IEPCOHATY

Co0roaTh HOPMbI 3TUKH JICJIOBOTO OOICHUS

Jlpyrue xapakTepuCTUKH

3.4.2. TpynoBasi pyHKUHUSA

Opranuzanusa o0y4yeHus nmepcoHana Yposenb
Haumenosanwue Kox | D/02.6 (TOypOBEHB) 6
KBaJTU(PUKALIUU
[Ipoucxoxnenue 3auMCTBOBaHO U3
N Opurusaan
TPYHOBOH pyHKLIMH OpHTI'HHaNa
Kon opurunana Peructpanuonsslit
HOMeEp
npodeccroHaabHOTO
cTaHaapra

TpynoBsle nencTBus

AHanu3 pelHKa 00pa30BaTeIbHBIX YCIYr M TOTPEOHOCTEH OpraHW3aluyd B
00y4eHHUH MepcoHaa

Pa3zpaboTka T™JIaHOB, METOAMYECKUX MAaTepHajoB, YYEeOHBIX IUIAHOB U
OporpamMM, NPOEKTOB JIOKAIBHBIX aKTOB II0 OOy4YEHHIO U pa3BUTHUIO
HepcoHasa, BKII04as OLEHKY 3aTpaTr

Opranuzanys MeponpHusITHH 0 00yUeHHIO epcoHalia

[TonroroBka mnpemyiokeHuid 1Mo (GOpMHUPOBAHUIO OIOPKETa HAa OpPTraHU3AIUIO
00y4eHus epcoHana

AHanu3 3pPEeKTUBHOCTH MEPOTIPUATHI 110 00YUEHHIO TTEpCOHaa

Heob6xonumble ymeHUs

MeTOI[LI, HHCTPYMCHTBI UCCIICAOBAaHUA HOTpe6HOCTI/I B O6y‘{eHPIPI NepcoHajia

Meronosnorust o0ydeHus

TGXHOJ'IOFI/II/I, MCTOAbI U MCTOAWKH MPOBCACHUA aHAIM3a U CUCTEMAaTU3aluu
JOKYMCHTOB U HH(bOpMaHPIH

[Topsimox pa3paOOTKU IUIAHOB IMOATOTOBKH, MEPENOATOTOBKH U IMOBBILICHHS
KBaJM(HKALUU KaIpOB, Y4€OHBIX IJIAHOB M IPOrpamMM

Cucrembl, Mmetonbl U (OpPMBI MaTepuUaIbHOTO M  HEMarepHalbHOTO
CTUMYJIMPOBAaHHU TPyJa IEpCcoHaIa

TexHonoruu u MeTo bl GOPMUPOBAHUS U KOHTPOJISI OFOIKETOB

ITopsanok BeneHWs ydeTa M OTYETHOCTH IO IOATOTOBKE M TIOBBIIICHUIO
KBaJIM(UKALIUY IEpCOHAIA

OCHOBBI TOKYMEHTOO0OPOTa U JJOKYMEHTAIIMOHHOTO 00eCTICUCHUS

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIILHOCTU OpraHU3allun

OcHOBBEI OOIEH M COIMAJIBHON IICUXOJOTHH, COIMOJIOTHMH M IICUXOJOTHU
Tpyna

[Topsimox  mpoBeieHHsS ~ 3aKyMOYHBIX  Hpoueayp Hu  ohopMiIeHHs
COIYTCTBYIOLEH JOKYMEHTAUU

CtpykTypa opraHu3amuu

TpynoBoe 3aKOHOJATEIBCTBO M HMHBIE AKThI, COAECPKAILNE HOPMBI TPYILOBOTO
npaBa




OCHOBBI apXMBHOTO 3aKOHOAATEIbCTBA W HOPMATHUBHBIE IIPABOBBIE AKTHI
Poccuiickont @enepanuu, B 4aCTU BEACHUS JOKYMEHTALUH 110 IEPCOHAILY

OCHOBBI HaJIOTOBOTO 3aKOoHOAaTeNbCTBA Poccuiickoit denepannu

OCHOBBI 3aKOHOZIATEILCTBA 00 0OpazoBanuu Poccuiickoit @enepanuu

3akoHonarenbcTBo Poccuiickoit denepanun 0 NepCcoHaIbHBIX JAaHHBIX

JlokanbHble HOPMAaTUBHBIC AKThl OPTaHMU3ALWH, PETYIHPYIOUIHEe OOyueHHUe
[epCcoHalIa

ITopsiioK 3aKIIOYEHHST JOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH AeTOBOTO OOIICHMS

ba3oBrle OCHOBBI UH()OPMATHKH, CTPYKTYpHOE HOCTPOCHUE
MH(OPMAITMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHI C HUMH

HeoOxonumele 3HaHus

AHanu3upoBaTh U ONpPEAEsATh NOTPEOHOCTH B OOyUYE€HUHU TPYII MEpCOHANa B
COOTBETCTBUHU C IEJISIMU OPraHU3alUN

Pa3zpaOarbiBaTh IMUIaHBl MOATOTOBKM, IEPENOATOTOBKM U INOBBILICHUS
KBaJM(HUKALNU KaIPOB, yueOHbIC TIAHBI M TPOrPaMMBbI

AHanu3upoBaTh pIHOK 00Pa30BATENIbHBIX YCIYT U TOTOBUTD MPEIOKEHUS 110
IOCTaBUIMKAM yCIyT

OpFaHI/ISOBBIBaTL O6y‘l AU E MCPOITPUATHA

CocTaBisaTh M KOHTPOJIMPOBATH CTAaTbH PAacXOJ0B HA 00yueHUE NepcoHaIa Jyis
TUTAHUPOBAHUSI OIOIKETOB

Pa3pa6aTBIBaTB 1 KOMIIJICKTOBATb y‘IC6HO-MeTOI[I/I‘ICCKI/Ie JAOKYMCHTBI

[Tpon3BoauTH OLIEHKY A HEKTUBHOCTH 00yYSHHS NIEpCOHAA

HpOI/I3BO,Z[I/ITB MMPEABAPUTCIIBHBIC 3aKYIIOYHBIC MHPOUCAYPBI H O(bOpMJ'IeHI/Ie
COHYTCTBYIOIHGﬁ JOKYMCHTAIMHU I10 3aKJIIOUCHUTIO JOTOBOPOB

Pa6GoTaTts ¢ HH(i)OpMaI_II/IOHHLIMI/I cHCTEMaMU U 0a3zaMu JAaHHBIX ITI0 IIEPCOHATTY

PaspabarbiBate W 0QOpPMIIATH JOKYMEHTBHI 10 MpPOIECCaM OpraHH3alHuu
00y4eHHs IepCOHaNa U UX pe3yibTaraM

Co0uroiaTh HOPMBI 3TUKH JCJIOBOTO OOIIEHUS

Jpyrue xapakTepuCTUKH

3.4.3. TpynoBasi GpyHKUHUSA

Opranuzanys afgantaiuuy 1 CTaKUPOBKU YpoBeHsb
HanmenoBanue nepcoHana Kox | D/03.6 (TI0mypOBEHB) 6
KBaITU(HUKAINT
[Mpoucxoxaenue 3aMMCTBOBAHO M3
. Opuru=aan
TPYHAOBOH pyHKIUH OpHTrHHaNa
Kon opurunana Peructpanuonsslit
HOMeEp
podeccHOHaIBHOTO
cTaHaapra

Tpynosblie nercTBus

Amnamns YCHCUIHBIX KOPIMOPATUBHLBIX IMPAKTHK IO OpraHU3alluv aJaliTaiuu U
CTAXXHPOBKE IIEpCOHAIA

Pa3pa60TKa IJIAaHOB aJjaliTaliiv, CTaXKUPOBKU IEpCOHAJIA C OLICHKOH 3aTrpar

Opraau3zanysi MEpONPHUATHHI MO aJanTaluy, CTAKUPOBKE MEpCcoHaa

HO)IFOTOBKa npennomeHHﬁ M0 COBCPHICHCTBOBAHUIO CHUCTEMBI ajdallTalluu,
CTAXUPOBKHU IIEpCOHATIA

[TonroroBka mpemiokeHUd Mo (HOPMUPOBAHUIO OIOIKETa HAa OPraHU3aLHUIO
aJjanTaluy U CTaXKUPOBKYU IIEPCOHAIIA




AHamu3 A(QQPEKTUBHOCTH MEPONPHUATHII 1O aJanTalud U CTaXHUPOBKE
nepcoHaa

HeobOxonumbie ymeHus

MeTo/b1 aianTaluy U CTaXXKUPOBOK

TexHoJIOruM, METOIbl U METOAUKH IMPOBEACHUS aHAIN3a M CHUCTeMaTU3aluu
JIOKYMEHTOB U HH(GOpMaIUu

[Topsimokx pa3pabOTKM TUIAHOB aJanTallMy IEepPCOHAa Ha HOBBIX pPaboumx
MECTax, IIOArOTOBKH, IIEPEIOJrOTOBKA M TOBBIIMICHHUS KBaJIU(UKAIIMA
NepcoHaja U OPraHu3ally CTAKUPOBOK

HOpHI[OK COCTaBJICHUA CMCT 3aTpaT Ha aJallTalluio U CTAXXHUPOBKY IIE€pCOHAIA

HOpH,IIOK BCACHHA Yy4d€Ta MW OTUYCTHOCTHU 110 aJanTalkunu H CTAKHPOBKC
Ie€pcoHajia

Cucrembl, wmetonbl U (OpMBI MaTepuajIbHOrO M  HEMaTepPHAIBLHOTO
CTUMYJUPOBAHUS TPyJa EpPCOHAA

TexHonoruu u MeTo bl GOPMUPOBAHUS U KOHTPOJISI OIOIKETOB

OCHOBBI TEXHOJIOTHU IMPOU3BOACTBA U ACATCIILHOCTU OpraHru3allnun

OCHOBBI O6H.[CI>1 n COHH&HLHOﬁ IICUXOJIOTHH, COLIMOJIOIMHM H IICHMXOJOI'nK
Tpyaa

CrpykTypa OpraHu3alud M  BaKaHTHbIE JIOJDKHOCTH  (mpodeccuu,
CHEUAIBHOCTH)

TpynoBoe 3aKOHOIATEIBCTBO U MHBIE aKThl, COAEPIKALIMEe HOPMbI TPYAOBOIO
npaBa

OCHOBBI HAJIOTOBOT'O 3aKOHOIATENbCTBA Poccuiickoit denepammu

3akoHomarenbCTBO Poccuiickoit denepanuu 0 MEPCOHATBHBIX TAHHBIX

JlokanbHBIE HOPMAaTUBHBIE aKThl OPTAHU3ALNHN, PETYIUPYIOIINE aJanTalUui0 U
CTaXUPOBKY II€pCOHAIA

OCHOBBI JOKYMEHTOO00pOTa U JOKYMEHTAIIHOHHOTO 00€CIICUCHIS

[Topsmok 3aKITIOYEHHS TOTOBOPOB (KOHTPAKTOB)

Hopwmpbl 3 THKM 1€710BOTO OOIIIEHMS

basoBbie OCHOBBI UH(POPMATHKH, CTPYKTYpHOE IIOCTPOEHHUE
MH(OPMAIIMOHHBIX CUCTEM U OCOOEHHOCTH PabOThI C HUMHU

HeoOxonuMmeie 3HaHUS

Ornpenenars rpyIbl IepcoHaa i CTAKUPOBKU U aTanTaluu

Omnpenensate pabouue Mecra Ui TPOBENEHHS CTaXUPOBKM W aJanTaluu
HiepcoHasa

CornacoBbIBaTh MEPONPUATHS aAANTALUN U CTAKUPOBKU C BO3MOKHOCTAMH
IIPOU3BOACTBA

[Ipon3BomUTh aHAMM3 M OLEHKY pE3yNbTaTOB aNaNlTalld WU CTaKHPOBOK
HiepcoHasa

CocTaBiiaTh MNpENNIOKEHWST W KOHTPOJIMPOBaTb CTarbW pacxXoloB Ha
IIPOrpaMMbl U MEPOIPUATUS MO aJaNTAlUU U CTAKUPOBKE NEPCOHANA JUISA
IUTaHUPOBaHUS OO/DKETOB

[Ipon3BoauTh OLEHKY S()PPEKTUBHOCTH MEPONPHUATUN 10 ajanTaluud |
CTAXKUPOBKE NIEPCOHAa

BHenpsth cuctembl BOBI€YEHHS] pAOOTHUKOB B KOPIIOPATUBHYIO KYIBTYPY

Hcmonp30BaTh I/IH(bOpMaIII/IOHHI)Ie CHCTEMBI B 0a3bl JAaHHBIX I10 MEPCOHAITY

CO6J'IIOI[aTB HOPMBI 3TUKU ACJIOBOIO O6IJ_ICHI/ISI

Jpyrue xapakTepuCTUKH

3.4.4. TpynoBasi pyHKUHSsA




AJMUHUCTPHUPOBAHHE TTPOIIECCOB H v
OBEHb
OKYMEHTO000POTA 110 Pa3BUTHIO U p
Haumenosanwue JIOKYM P . P Kox | D/04.6 (TOypOBEHB) 6
npodeccuoHaNbHON Kapbepe, 00yUeHHUIO, KBaTH(HUKALIMH
aJlaNTaluyi U CTAKMPOBKE IIEPCOHAIA
[poucxoxkneHue 3auMCTBOBAHO U3
. Opurunan
TpyMOBOH PyHKIMK OpHTHHAIA
Kon opurunana Peructpanmonsslit
HOMED
podeccHoHaIbHOTO
crangapra

TpynoBsle necTBus

AHanu3 mpoLeccoB, MPaBW M IOPSJIKOB OpPraHU3allUM IpHU IPOBEIECHUU
MEPONPUATHIA MO Pa3BUTUI0O U TNPOQPECCHOHATIBLHOW Kapbhepe, OOy4eHHIO,
aJaNTalyy U CTAKUPOBKE IIEpCOHaIa

JlokyMeHTaIOHHOE 0(OPMIICHHE PE3YIBTATOB MEPOTIPUSATHIA 110 Pa3BUTHIO H
npoecCHOHAIBHON  Kapbepe, OOyYeHMIO, aJanTallid MW CTaKUPOBKE
nepcoHasna

[lonroroBka WHIMBHUAYaJIbHBIX TMPEMAJIOKEHUN HAa OCHOBE pE3y/IbTaroB
MPOBEJCHHSI MEPONPUATUN MO Pa3BUTUI0O W TPOodecCHOHANBHOI Kapbepe,
00y4yeHH10, alanTallui U CTAXXKUPOBKE IIEpCOHAIIA

[ToaroroBka mpeUIOKEHUH IO COBEPILIEHCTBOBAHHMIO CHUCTEM OOy4YeHMS,
aJanTallid W CTaKUPOBKH, PA3BUTHA W MOCTPOCHUS MPOPECCHOHAIBHOU
Kapbephbl IEpcoHaa

ConpoBokaeHHE  JOrOBOPOB IO OKa3aHUI0  KOHCYJIBTAallHOHHBIX,
UHPOPMAIIMOHHBIX ~ YCIYT, HEOOXOIUMBIX ISl TPOBEACHHS OOy4YCHHS,
aJanTallud U CTaXKUPOBOK, PA3BUTUS M IOCTPOEHUS NpOQecCHOHATbHOU
Kapbephl IEPCOHANIA, BKIIOYAs IIPEABAPUTENIBHBIE MPOLEAYpPHl II0 HX
3aKJIH0YECHUIO

BrinonHenne TpeOoBaHWIT 1O XpaHEHHUIO HHQOpMAIUU O pe3ynbTrarax
oOyuyeHHs, aJanTallid W  CTOKUPOBKH, PA3BUTUS U  TOCTPOCHHUS
npodeccrnoHaIbHON Kapbephl EpCOHAA

Heob6xonumble ymeHUs

[Topsimox odopmiieHHsl, BEJEHUS M XpaHEHUS IOKYMEHTAllMM, CBS3aHHOU ¢
cUCTeMON OOyuyeHUs, ajanTalud U CTaKUPOBKH, Pa3BUTHS M MOCTPOCHHUS
npodeccuOHaIbHON Kapbephl epcoHalia

[Topsimok hopmupoBanusi, BeAeHUs1 OaHKa JaHHBIX O TIEPCOHAJIE OpPTraHU3aIun
Y MIPEIOCTABIICHUS] OTYETHOCTH

HopmaruBHbIE TpaBOBbI€ aKThl, PEryIUpPYIOLUIME MpaBa U OOS3aHHOCTH
rOCyJapCTBECHHBIX OPraHOB M OPraHU3allUH 10 IPEIOCTABICHUIO YYETHOU
JIOKYMEHTalun

HOpHI[OK O(I)OpMJ'IeHI/IH JAOKYMCHTOB, IMPEAOCTABIACMBIX B IOCYAApPCTBCHHBIC
OpTraHbl 1 UHBIC OpraHu3alun

OCHOBBI ,Z[OI(YMGHTOO60pOTa U JOKYMCHTAIITMOHHOI'O obecneueHuUs

[Topsimox  TpoOBeACHHS  3aKyMOYHBIX  Tpoueayp ©u  ohOopMICHHS
CONYTCTBYIOIIEH TOKYMEHTALIMKU

CrpykTypa OpraHu3allid ¥  BaKaHTHbIE JIOJDKHOCTH  (mpodeccun,
CHEIUAIBHOCTH)

TpynoBoe 3aKOHOJATEIBCTBO M HMHBIE AKThI, COAECPKAILNE HOPMBI TPYILOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOAATEIbCTBA W HOPMATHUBHBIE MPABOBBIE AKTHI
Poccuiickoit @enepanuu, B 4aCTH BEACHUS TOKYMEHTAIUH 110 MEPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOIaTeNbCcTBa Poccuiickoit denepannun




3akoHonarenbcTBO Poccuiickoit denepanun 0 NepCcoHaIbHBIX JaHHBIX

TexHoyOoruM, METOAbl U METOAUKH MPOBEACHUS aHAIN3a M CHCTeMaTU3aluu
JOKYMEHTOB U HH(pOpMaIuu

JlokanpHbple HOpPMAaTHBHBIE aKThl OpraHMU3ALMM, PETYIUPYIOLIUE MOPSIA0K
pa3BUTHA U OCTPOCHUSI IPOECCUOHAIBHOM Kapbepbl, 00y4YeHHUsI, alanTallui
U CTOXKUPOBKU IIEpCOHAIIA

[Topsok 3aKIIIOYEHHS JOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH AeTOBOTO OOIICHMS

bazoBrle OCHOBBI UH()OPMATHKH, CTPYKTYpHOE HOCTPOCHUE
MH(POPMAITMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHI C HUMH

HeoOxonumele 3HaHUSA

OdopMIsITh TOKYMEHTBI TIO BOMPOCAM MPOBEACHUS OOydYeHUS, afanTaiud H
CTXHMPOBKH, PAa3BUTUS W IOCTPOCHHUS MPOPECCHOHANIBHOU  Kapbhepbl
nepcoHana, NPEI0CTaBIISICMbIC B roCy/1apCTBEHHbBIC OpraHbl,
npodeccHOHAbHBIC  COIO3bI M JAPYrHe  MpPEACTaBUTENIbHBIC  OpPTaHbl
pabOTHUKOB

ObecneunBarh JOKYMEHTAIL[MIOHHOE COIPOBOXKAECHUE OOyueHUs, afanTauuu u
CTQXHUPOBOK, pA3BUTUS U MOCTPOEHUS MNpOo(ecCHOHAIBHON Kapbephl
[IepCOHAJIa

AHanu3upoBaTh MpaBWiIa, MPOLEAYPHl M TOPSIAKH TPOBEACHHUS OOydeHHUS,
aJanTallMd U CTaXKUPOBKM, PA3BUTHUA U IOCTPOEHUS MNPOodecCHOHAIBHOU
Kapbephbl IEPCOHAA

OpraHu30BbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHU C TpeOOBaHHUAMU
3akoHozmarenscTBa  Poccuiickoit ®enepauuy M JOKaJIbHBIMM  aKTaMU
OpraHu3aluu

AHanu3upoBaTh JIOKYMEHTBI 51 IIEPEHOCUTh nH(POPMALINIO B
MH(OPMALIMOHHBIE CHCTEMBbI U 0a3bl JaHHBIX

Bectu y4er u peructpanuio JOKyMEHTOB B HH()OPMAIIMOHHBIX CUCTEMaX M Ha
MaTepUAIIbHBIX HOCUTEISAX

Paborarh ¢ nH(pOpMaMOHHBIMU CHCTEMaMU M 0a3aMu JaHHBIX [0 BOIIPOCAM
oOydyeHusi, ajanTallud W  CTaXUPOBKH, PA3BUTHA U  IMOCTPOCHHUS
npodeccuoHaIbHOM Kapbepbl IMEpCOHaa, BEIEHUs ydeTa KaHIUAaToB Ha
BaKaHTHbIE JJOJDKHOCTH (TIpodeccuut, CenuaabHOCTH)

Bectu ACJIOBYIO IICPCTINCKY

Co0uroiaTh HOPMBI 3TUKH JICIOBOTO OOIIIECHUS

Jlpyrue XxapakTepuCTUKU

3.5. O0001menHas TpynoBasi pyHKIUS

CATCIBHOCTH IT1O OpraHu3aliyuu T au YpoBeHb
Haumenosanme A p 1 PyA Kox E P 6
OIIIaThI IEpCOHAJIa KBaM(UKAIMH
[Ipoucxoxaenne 0600MCHHOM 3anMCTBOBaHO U3
. Opurunan
TPyIOBOH QDYHKIHH OpHIHHAa
Kon Perucrpanuonnstit
OpHIHHaNa HOMeEp
podecCHOHaIBHOTO

cTaHmapra




Bo3smoxHbie
HaWMEHOBAHMS
TOJKHOCTEH, mpodeccuii

CrienuanicT o HOPMUPOBAHMIO U OIUIATE TPyna

CHCHI/IaHI/ICT 110 OpraHun3anu U OIlIaTC Tpyda

CHCHI/IaHI/ICT 110 KOMIICHCAallUAM H JIbIoTaM

Crienuanuct 1o nepcoHany

Menemxkep 1o nepcoHany

TpebGoBanus k
00pa30BaHUIO U
00y4JeHHIO

Briciiee oOpa3oBanue

JononaurensHOE npodeccuoHanbHOe 00pa30BaHue - MPOrPaMMBbI
1po(heCCUOHATIBHOM MTEPENOArOTOBKH B 00IaCTH SKOHOMUKH, HOPMUPOBaHHS
Y OIUIATHI TPYNA, IPOrPaMMbl TIOBBIMICHHS KBATU(DUKAIIN

TpebGoBanus K OIIBITY
MPAKTUIECKOH pPabOTHI

Oco06ble ycroBus
JIOITyCKa K pabore

Jlpyrue xapakTepucTUKu

IIOHOJ'IHI/ITCJ'II)HBIG XapaKTCPUCTUKHU

HanmenoBanue 0a30BOM TpyMIIbl, JOTKHOCTH
HaumeHnoBanue nokymeHTa Kon
(mpodeccun) Win CrienuaaTbHOCTH

OK3 2412 CrienanucThl 1Mo KagpaMm U npohoprueHTanu

3423 CrienanmcThbl KaJpoBBIX CIY)XO U yupexaeHui

3aHSATOCTH

EKC - WHxeHep 1o HOPMUPOBAHUIO TPYyAA

- TexHuk no Tpyny

- DKOHOMHUCT 10 TPYAY

- MeHempkep 1o nepcoHay
OKIIATP 27755 OKOHOMMUCT 110 TPYAY

22956 WHcnekrop no kagpam

3.5.1. TpynoBasi pyHKUUSA

Opranuzanus omiaTsl TpyAa epcoHana Yposenb
HaumeHoBaHue Kox | E/01.6 (momypOBEHB) 6
KBaJTU(HUKALINH
[Ipoucxoxaenue 3anMCTBOBAaHO U3
. Opurunan
TPyIoBO# QyHKIIMH OpUTHHANA
Kon opurunana PerucrpanuonHsiit
HOMeEp
PO eCCHOHATEHOTO
cTaHaapTa

TpynoBsle nencTBUs

Anammz YCHCIIHBIX KOPHOPATUBHBIX IIPAKTHUK II0 OpraHu3alu CUCTEMBI
OIIaThI Tpy[da IIEpCcoHAaJia

Pa3paboTka crcTeMbl OIIaThl TPy/IA MepcoHaia




dopmupoBaHue MIaHOBOTO OrokeTa (hOHAA OIUIAThl TPYAA, CTUMYIUPYIOLINX
Y KOMIICHCAIIMOHHBIX BBITLIAT

Buenpenue cuctemsl OIiaThl Tpy/aa nepcoHana

HOIIFOTOBKa HpCI[JIO)KCHI/Iﬁ M0 COBCPHICHCTBOBAHWIO CUCTCMbI OIUIATHI TpyAda
II€pcoHalia

Heo6xonumbie ymeHHS

@DOpMBI U CHCTEMBI 3apa0OTHOMN TUIATHI, MOPSAIOK COCTABICHHUS OIOKETOB

Cuctembl, Metoabl M (QOPMBI MaTEpUAIBHOTO U  HEMATEpUAIBHOIO
CTUMYJIMPOBAHMs TPyAa IEpcoHaa

Texnonoruu u MeTobl GOPMUPOBAHUS U KOHTPOJISL OIOKETOB U (DOHIOB

[Topsimox Tapudukanuu padOT U padOYMX, YCTAHOBICHHS JOKHOCTHBIX
OKJIaJIOB, JOILIAT, HaA0aBOK M K03()(HUIIMEHTOB K 3apabOTHOM Ijiare, pacuera
CTUMYJIUPYIOIIUX BBIILIAT

MCTOILBI OMpCaACIICHUA YUCIICHHOCTHU pa6OTHI/IKOB

Tapudno-kBamMpUKAIMOHHBIE CIPABOYHUKHA padoT U mpodeccuit padbounx u
KBUTH(DUKAIIMOHHBIC XapaKTEPUCTUKH JOIHKHOCTEHN CITyKaIIiX

Metoabl y4€Ta U aHaJIn3a ToKas3arenei o TPpyay u 33pa60THOﬁ IJj1aTe

TGXHOJIOFI/II/I, MCTOAbI U MCTOJAUKHU IMPOBCACHHUA aHAIW3a U CUCTCMATU3alluU
JAOKYMCHTOB U I/IH(1)OpMaI_[I/II/I

KaﬂpOBaH IIOJIMTHUKA U CTPATCTUA OpraHru3allun

CtpykTypa oOpraHu3aiy W BakaHTHble JOJDKHOCTH  (mpodeccud,
CHEINAILHOCTH)

TpynoBoe 3aKOHOJATENILCTBO M MHBIE AKTHI, COAEPIKAILME HOPMBI TPYIOBOTO
rpaBa

OcHOBBI HAJIOrOBOTO 3akoHOAaTenbcTBa Poccuiickoit denepannu

3akoHomaTebCTBO Poccuiickoii denepanuu 0 MepCOHANBHBIX JTAHHBIX

JlokanpHbIE HOPMATUBHBIEC AKThl OPraHU3alMU, PErYIUPYIONIUE OIUIaTy Tpyaa

OCHOBBI TEXHOJIOTUH IMpOU3BOACTBA U ACATCIBHOCTHU OpraHU3alluu

OCHOBBI TOKYMEHTOO0OPOTa U JOKYMEHTAIIMOHHOTO 00eCTIeUeHUs

[Topsa 10K 3aKIIF0OYEHHsI TOTOBOPOB (KOHTPAKTOB)

OcCHOBEI 06H.[eﬁ U COLMaJIbHOU IICHUXOJOIn, COINHOJOTHMH KW IICHXOJOI'Mr

Tpyzna
Hopwmpbl 3TuKH 1€710BOr0 00IIeH s
baszoseie OCHOBBI UH(pOPMaTHKH, CTPYKTYpHOE IIOCTPOCHHE

I/IH(I)OpMaI_II/IOHHHX CHUCTEM M 0OCOOCHHOCTH pa6OTLI C HUMH

HeoOxoquMmeie 3HaHUS

CocTaBisTh M KOHTPOJIMPOBATH CTaThU PACXOJIOB Ha OTUIATY TPy/a NepcoHaia
JUIS TITTAaHUPOBaHUS OIOKETOB U (DOHI0B

[IpyMeHATh TEXHOJIOTMM MAaTepUAIBHOM MOTHBAallUM B  YIIPABICHUU
IIEpCOHAJIOM

Pa3pa6aTI)IBaTI) KOHICIIOUIO  IMOCTPOCHHA  MOTHUBAIIMOHHBIX  IIPOrpaMm
pa6OTHI/IKOB B COOTBCTCTBUU C LCIIAMHA OPraHU3aluA

AHanu3upoBaThb COBPEMEHHBIE CHUCTEMBl OIUIATBI M MAaTepHUaJIbHOU
(MOHeTapHOI) MOTHBAIIMK TPY/a AJIs eJIel OpraHu3auu

AHaNM3UpOBaTh YPOBEHb OIUIATHI TpPyAa IMEpPCOHAaja MO COOTBETCTBYIOIIUM
npo¢eCcCHOHATBLHBIM KBATU(DUKAITHSM

ITpoBOAMTH MOHUTOPHHT 3apabOTHOI MJIaThl HA PHIHKE TpY/a

AHanu3upoBath (HOpMbI MarepHalIbHOTO CTUMYIUPOBAHUS, KOMIIEHCALIUNA U
JIBIOT B OIUIATE TPYJa IEPCOHAJIA

PaGorars ¢ MHQOpPMALMOHHBIMU cHCTEMaMH U 0a3aMu JaHHBIX 10 OIUIaTe
TpyZa IepcoHana

CocTaBisTh NIPOTHO3bI Pa3BUTHS OILIATHI TPY/AA MEpCOHaNa

Co0uroaTh HOPMBI TUKH JIEJTOBOTO OOIICHUS




\ JIpyrue XxapakTepUCTUKH

3.5.2. TpynoBasi pyHKUHUSA

Opranu3zanus Tpyaa nepcoHana Yposenb
Haumenosanwue Kox | E/02.6 (TOypOBEHB) 6
KBaJTU(PUKALIUU
[poucxoxaeHue 3auMCTBOBaHO K3
. Opurunan
TPYHOBO# (pyHKIIUH OpHUrHHAJa
Kon opurunana PeructpanuonHslit
HOMEp
npodeccHoHaIbHOTO
cTaHmapra

TpynoBsle necTBus

AHanu3  yCHEIIHbIX  KOPIOPAaTHBHBIX  IPaKkTUK IO  OpraHU3aliu
HOPMMPOBaHUS TpyZa Ui Pa3jInYHbIX KAaTeropuil epcoHaga, 0COOEHHOCTEN
IIPOU3BOJICTBA U IEATEIbHOCTH OpraHU3aluu

PazpaGoTrka cucreMbl oOpraHM3alMud Tpyla IHepcoHaja U HOopsAKa
HOPMHUPOBaHUs TpyAa Ha pabouuX MECTax C OLEHKON 3aTpar Ha epCOHa

Buenpenue cuctempl opraHu3alMu Tpyda IEpPCOHANa M KOHTPOJIS Hal
HOPMUPOBAaHUEM  C  ONPEACIEHUEM  TPYAOEMKOCTH,  HOPMAaTUBHOMU
YHCIIEHHOCTH, TpaUKOB pabOT U YCIOBUI OIIATHI TPYy/AA IepcoHaa

BrisiBneHne pe3epBOB IOBBILIECHUS MPOU3BOAUTEIBHOCTU TPYAa U KadecTBa
HOPMHUPOBAHHUS TPYAa, MOArOTOBKA MPEII0KEHUIN 110 U3MEHEHUAM YCIOBUN U
OIUIaThl TpyAa epcoHasa

[TonroToBKa TpeIOKEHUH MO (GOPMHUPOBAHHUIO OOKETAa HA OpPTaHHW3AIHI0
TpyAa nepcoHana

Onpenenenve 3¢p¢GeKTUBHOCTH PAOOTHI CHUCTEMBl OpraHM3alUU Tpyda H
HOPMMPOBAHUS TpyJa Ha pabovYHX MecTax

HeoOxonumbie ymeHus

MerToap! yueta U aHaiIM3a Iokasaresen 1o Tpyny U oruiare Tpyaa

MeTO,Z[BI OIpEaACICHUS, OIICHKH u CpaBHCHHA HpOPI3BOI[CTB€HHOI>i
MHTCHCHUBHOCTH W HAIIPS)KCHHOCTU TPYyAa

MeTopl HOpMHUPOBAHUS TpyAa

MesxoTpacieBble U OTpaciieBble HOPMaTUBBI TPYAOBBIX 3aTpaT

CoBpemeHHbIE (DOPMBI, CHUCTEMBI OIJIAThl U Yy4eTa HPOU3BOAMTEIHLHOCTU
TpyZa IepcoHaa

Cucrempl, Meroapl W (GOpPMBI MaTe€pUAIbHOTO U  HEMarepHabHOTO
CTUMYJIMPOBaHUs TpyAa MepcoHala

TexHonoruu u MeTobl GOPMUPOBAHUS U KOHTPOJISI OIOPKETOB

TexXHOI0ruM, METOABI U METOAWMKHU MPOBEACHUS aHAIN3a U CUCTEMAaTU3aLUU
JIOKYMEHTOB U WH(pOpMaIuu

OCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIIMOHHOI'O obecrieueHUs

[Topsimox Tapudukamuu paboT ¥ padbOYMX, YCTAHOBJICHHUS JOJKHOCTHBIX
OKJIJIOB, JOTIJIAT, Ha10aBOK U KOA(h(UIIMEHTOB K 3apabOTHOM Iiare, pacuera
CTUMYJTUPYIOIINX BBITUIAT

TapudHno-kBanuduKaoHHbIE CIPABOYHUKHN paboT U npodeccuii padbounx u
KBaJIM(UKAIIMOHHbIE XapaKTEePUCTUKH JOIDKHOCTEH CITyKaITX

OCHOBBI TEXHOJIOTHH IMPONU3BOACTBA U ACATCIIBHOCTH OPraHu3aluu

CrpykTypa oOpraHu3aiid ¥  BaKaHTHbIE JODKHOCTH  (mpodeccum,
CTIIEIUATLHOCTH)




KanpoBas monuTiKa 1 cTparerusi OpraHu3aiuu

DKOHOMUKA Tpy/ia

OCHOBEI 06]1_[6171 n COHH&J’IBHOﬁ IICUXOJOTHH, COIHMOJIOTMM M IICHXOJIOI'MH
Tpyda

TpynoBoe 3akOHOIATENbCTBO M MHBIE AKTHI, COAEpXKALUE HOPMbI TPYAOBOIO
IpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEJIbCTBA W HOPMATUBHBIE IPABOBBIE AKThI
Poccuiickoit @enepannu, B 4aCTH BEACHUS TOKYMEHTALHUH 110 IEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNIbcTBa Poccuiickoit denepanuu

3akoHonarenbcTBO Poccuiickoit denepanyu 0 NepcoHaIbHbIX JaHHBIX

JlokanbHble HOpPMAaTHBHbBIE aKThl OPraHU3allid, PErYIUPYIOLIUE MOPSA0K
OpraHu3alyy Tpyaa U HOPMUPOBAHMS IIEPCOHATA

[Topsa 10k 3aKiIF04EHHSI TOTOBOPOB (KOHTPAKTOB)

Hopwmpbl 3THKH 1€710BOTO OOIICHHS

bazoBsie OCHOBBI UH(OPMATHKH, CTPYKTYPHOE MOCTPOCHHE
MH(OPMAIMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMHU

HeoOxonumeble 3HaHUA

BHenpsaTe MeTOAbI pallMOHAIBHON OpPraHU3aliu TPyIa

PazpabarbiBarh MJIaHbl OPraHU3ALMOHHBIX U TEXHUYECKHX MEPONPHUATHI 1O
ITOBBIIICHUIO TPOU3BOIUTEIBHOCTU TPYA

AHanu3upoBaTh COCTOSIHUE HOPMUPOBAHUS Tpyla, KaueCTBO HOPM,
IIOKa3aTesied 1o Tpyay

AnamusupoBath 3((GEKTUBHOCT PA0OTBI CHUCTEMBI OpPTaHHU3ALUN TpPyAa
nepcoHasia 1 HOpMHPOBaHHS TPYIa Ha paboYnx MecTax

CocCTaBisATh M KOHTPOJIUPOBATH CTATHU PACXOAOB HA OILJIATy TpyJa IepcoHasa
JUIs TUTAHUPOBAHUS OIOPKETOB

PaGorate ¢ wWHQOPMAIIMOHHBIMH CHUCTEMaMH U 0a3aMHM JaHHBIX IIO
HOPMHUPOBAHUIO U OIUJIATE TPYJa IIEPCOHAIIA

PazpabareiBarh 1 0HOPMIISITH TOKYMEHTHI 110 HAMTPABJICHUIO JIESTETHHOCTH

CO6J'IIO,[[8.TL HOPMEI 5TUKHU OCJII0OBOI'O O6H.[CHI/IH

Jlpyrue XxapakTepuCcTUKU

3.5.3. TpynoBasi pyHKuusA

AJIMUHHCTPUPOBAHKE MPOLIECCOB U Vposets
HaumenoBanne JIOKYMEHTO000pOTa 10 BOpOcam Kon | E/03.6 | (momyposen) 6
OpraHu3alKy TPYIa M OILIATHI IEPCOHAIIA KBaTH(UKaLun

IIpoucxoxnenue
TpyaoBoil pyHKIMN

Opuru=aan

3anMCTBOBaHO W3
OpHUTvHaa

Kon opurunana PerucrpanmnonHsiit
HOMEp
podeccHoHaTBHOTO
cTaHaapTa

TpynoBsle nencTBUs

AHann3 TpoleccoB JTOKYMEHTOOOOpOTa, JIOKAJbHBIX JIOKYMEHTOB IO
BOITPOCAM OpraHU3alMK OIJIaThl U TPyJa NepCcoHasa

OdopmiteHne TOKyMEHTOB 1O BOITPOCAM OIUIATHI U TPY/A IepcoHaia

IloaroroBka Hpe,[[J'IO)KeHI/Iﬁ 110 BOIIpOCaM OIJIAaThI U Tpyda IEpCcoHalia

HO}IFOTOBKa HpG}IJ'IO)KeHI/II\/II M0 COBCPUHICHCTBOBAHUIO CHUCTEMBI OIIATBl U
OpraHu3aluvu TpyJaa [epcoHaia




JIOKyMEHTallMOHHOE ¥ OPraHMU3AallMOHHOE  CONPOBOXKICHUE  CHUCTEMBI
OpraHU3alyy U OIJIAThl TPYJa IEPCOHAJIA

[TonrotoBka u o00OpaOoTka 3ampocOB W YBEAOMJIGHUH O pabOTHHKaxX B
TOCYIapCTBEHHBIC  OpraHbl, NPO(ECCHOHANBHBIE COIO3BI W JIpYTHe
Mpe/ICTaBUTENIbHbIE OpraHbl PaOOTHHUKOB, IO CHUCTEMaM OIUIaThl U
OpraHM3aluy TpyJa NepcoHaa

COHpOBO)KI[eHI/IC A0roBopoB 10 OKa3aHHIO KOHCYJIbTAlTMOHHBbIX,
I/IH(bOpMaL[I/IOHHBIX yCiayr 1o CHUCTEMaM OIUIaTbl M OpraHu3alvv Tpylda
II€pcoHalia, BKiIro4as nmpE€aABApUTCIbHBIC IIPOLUCAYPHI 10 X 3aKIHOYCHUTIO

Heo6xonumble ymeHHS

[opsimox odopmieHHs, BEACHUS UM XPAaHEHUs JOKYMEHTAIMH 10 CHCTEMaM
OILIAThl U OPraHU3alUU TPYJa IEPCOHAJIA

HopmaruBHBIE TpaBOBBIE AaKThl, PETYIMPYIOIIME TpaBa W OO0A3aHHOCTU
TOCYIApCTBEHHBIX OPraHOB M OPraHU3alldd IO IPEJOCTABICHUIO YYETHOU
JOKYMEHTaLUU

TexHonoruu, MeToAbl U METOAMKHU NPOBEICHUS AHAIN3Aa U CHCTEMaTHU3alMH
JOKYMEHTOB U HH(opMamu

JlokaJibHBIE HOPMATHBHBIE AaKThl OPTraHM3ALUU, PETYIUPYIOIIHE IOPSAIO0K
OILIAThl, OPraHU3alMU U HOPMUPOBAHUSA TPyaa

OCHOBBI JOKYMEHTO000POTa U TOKYMEHTALMOHHOTO 00ECTICUCHNUS

[Topsmox ¢dopMupoBaHus, BedeHHs OaHKa JaHHBIX U TPEIOCTABICHHUS
OTUYETHOCTH IO CHCTEMaM OILIaThl M OpraHu3aIliy Tpy/a MepcoHaa

TpynoBoe 3akOHOIATENbCTBO M MHBIE AKTHI, COAEpPXKAILUE HOPMbI TPYAOBOTO
rpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEJIbCTBA W HOPMATUBHBIE IMPABOBBIE AKThI
Poccuiickoit @enepannu, B 4aCTH BEACHUS TOKYMEHTAUH 110 MEPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOIATENbCTBA Poccuiickoit deneparu

3akoHonarenbcTBO Poccuiickoit denepannn o nepcoHaibHbIX TaHHBIX

[Topsa 10K 3aKIIF0YEHHsI TOTOBOPOB (KOHTPAKTOB)

[Topsmox  mpoBeAeHHS ~ 3aKyMOYHBIX  mporenyp U ohopMIeHHs
CONYTCTBYIOIIEH JOKYMEHTALIMN

HOpMBI 9THUKHU OCJIOBOI'O O6H_IGHI/IH

baszoseie OCHOBBI UH(pOPMaTHKH, CTPYKTYpHOE IIOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMU

HeoOxoquMmeie 3HaHUS

ObecneunBaTh JOKYMEHTAIIMOHHOE COMIPOBOXK/IEHUE MEPOIIPUSITHUI 10 OIjIaTe
U OpraHM3aliy TpyJa IepcoHaIa

OdopMiIsITh JTOKYMEHTHI IO BONpPOCAaM OIUIATBl W OpraHW3alluu Tpyna
nepcoHana, MPEIOCTaBIIsIEMbIE B rOCylIapCTBEHHBIE OpraHsbl,
npodeccHoHaNbHBIE COIO3BI W JIPYTHE  IPEICTAaBUTEIBHBIE  OPraHbI
pabOTHUKOB

AHaJ'II/ISI/IpOBaTI) HOPMATUBHBIC U MCTOAUYCCKHUEC HOKYMCHTBI IIO BOIIpOCamM
OIIaThl U OPraHU3aluu Tpyda epcoHalia

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHU C TpeOOBAHHUSIMH
3akoHonmarenscTBa Poccuiickoit @epepanui W JIOKAJIBHBIMU  aKTaMU
OpraHu3alu

Bectu yuer u peructpanuio JOKyMEHTOB B UH(POPMALIMOHHBIX CHCTEMaX U Ha
MaTepUAIBHBIX HOCUTEISAX

PaGorarhs ¢ nH(pOpMaIMOHHBIMU cUCTEMaMH U 0a3aMu JIaHHBIX IO CUCTEMaM
OILIaThl M OPraHU3alluU TPyAa IepcoHaia

[Ipou3BoauTh NpeABapUTENbHBIE 3aKyNOYHbIE MPOLEAYPHl U OQOPMIISTH
COIYTCTBYIOLIYIO JOKYMEHTALMIO 10 3aKJIFOYEHUIO JOTOBOPOB

Bectu nenoByro nepenucky




Co0uroaTh HOPMBI ATUKH JICJTIOBOTO OOIICHUS

Jpyrue xapakTepuCcTUKH

3.6. O6001meHHas TpyaoBasi GyHKIUSA

HGHTCHBHOCTB 110 OpraHu3alun YposeHb
HaumeHoBanue . . Kon F 6
KOPIIOPATUBHOU COLIMAIILHOU ITOJIUTUKU KBaJIM(QUKAIH
[MpoucxoxaeHne 06001IeHHON 3auMCTBOBAHO U3
. Opurunan
TpymOBOH QYHKIHH OpHTHHANa
Kon PerucTpannoHHbIit
OpHTHHaa HOMEp
npodeccroHaabHOTO
CTaHmapTa

Bo3moxHbIE
HaWMEHOBAHHUS
TOJDKHOCTEH, mpodeccuid

CHGHI/IaJ'II/ICT 110 COIMAJIbHBIM IIpOrpaMmam

Criermanuct 1o pabote ¢ MpeCTaBUTEIbHBIMUA OpraHaMH PaOOTHUKOB

CHGHI/IaHI/ICT I10 KOpHOpaTHBHOﬁ COHHaHBHOﬁ ITIOJIMTHUKEC

Crenuanuct 1mo nepcoHany

Memnemxep 1o nepcoHaty

TpeGoBanus k
00pa30BaHUIO U
00y4JeHUI0

Briciiee oOpazoBanue

JononnurensHOE MpodeccnoHallbHOE 00pa30BaHue - IPOrpaMMBbl
npodeccHoHaNIbHON ePENnOATrOTOBKU U MPOrPaMMbl ITOBBIICHHS
KBaJIM(UKALUK B 00JIaCTH COLIMATIBHBIX MPOTpamMm

TpeOoBaHuUs K OIBITY
MPaKTHYECKON paboThI

Oco0Oble ycrmoBus
J0IycKa K paboTe

Jpyrue xapakTepuCTUKH

JIOTIOTHUTENBHBIE XapaKTEPUCTUKU

HaunmenoBanue 6a30Boi TpyHIbl, JOHKHOCTH
HaunmeHnoBanue nokymeHTa Konx
(mpodeccun) WK crennaibHOCTH

OK3 2412 CrienanucTsl 1o KagpaMm 1 npohopueHTanuu

3423 CrienanucThbl KaJpoBBIX CIYXO U yupexaeHui

3aHSATOCTH

EKC - Cnenuanuct no kagpam

- MeHemkep 1o nepcoHaty
OKIIATP 27755 OKOHOMHUCT 110 TPYAY

22956 WHcnekrop no kagpam




3.6.1. TpynoBasi pyHKUHUSA

Pa3paboTka kopropaTUBHON COLIMATIBLHOM Yposenb
Haumenosanwue HOIHTHKH Kox | F/01.6 (momypoBeHs) 6
KBaTH(pHUKAUT
IMpoucxoxaeHne 3aMMCTBOBAHO K3
. Opurunan
TPYIOBOH (QyHKIIMH OpHUTHHAIA
Kon opurunana Peructpanmonsslit
HOMEp
podeccHoHaIbHOTO
cTaHgapTa

Tpynossle nencTBus

AHanu3 yclemHbIX KOPIOPATUBHBIX MPAKTUK 10 OPTaHU3AaLMK COLMAIbHOTO
IIapTHEPCTBA, COLIMAJILHOW OTBETCTBEHHOCTH U COLIMAJIBHBIX IPOrpPaMM

Pa3paboTka KOpIOpaTUBHBIX COLMAJIBHBIX IPOrPaMM

Pa3pa60TKa CHUCTCMBI BBIILJIAT pa6OTHI/IKaM COLMAJIBHBIX JIBI'OT

OpFaHI/ISaL{I/IH IEPEroBOpoB C HpO(i)CCCI/IOHaJ'IBHHMI/I CO03aMH U JpyruMu
npeaACTaBUTCIbHBIMHA opraHamMu pa6OTHI/IKOB, O6III€CTB€HHI>IMI/I
OpraHu3alysiMu, B3aHMOﬂeﬁCTBHC C rOCyIapCTBCHHBIMU OpraHaMn

[TogroroBka mpemiokeHHi 10 (HOPMHUPOBAHWIO OIO[KETa B  YacTd
oOecrieueHHs: KOPIOPaTUBHOM COLMAIILHOM MMOJMTUKU

Heo6xonumbie ymeHHS

HOpﬂIIOK 1 MCTOJBbI pa3pa60TK1/1 IJIaHOB U MpOorpamMMm COHUAJIBHOI'O pa3BUTUA
OpraHu3aliin

MeTtonpl aHanM3a BBHIMOJHCHUS COIUAIBHBIX MPOTPAMM M OIPEACTICHHUS UX
AKOHOMUYECKOH 3P HEKTUBHOCTH

Cucrembl, MeToapl W (QOPMBI MaTepHAIBHOTO W  HEMaTepHAIbHOTO
CTUMYJIUPOBAHMS TPyAa IIEPCOHAIIA

TexHoMOTrUM 1 METOBI (HOPMHUPOBAHUS 1 KOHTPOJIS OFO/PKETOB

MCTO}II)I HpOBCI[eHI/ISI COIINOJIOTUYCCKHUX I/ICCJ'IGJIOBaHI/II\/'I, I/I3yq CHUA
0O0IIECTBEHHOTO MHEHUS

TGXHOJ'IOFI/II/I, MCTOABI U MCTOAUKH MPOBCACHHA aHalin3a U CUCTEMAaTu3aluu
JOKYMCHTOB U HH(bOpMaHPIPI

[Topssmox  mpoBeneHUss  3aKyHNOYHBIX  Hpoueayp M 0pOpMIICHUS
COIYTCTBYIOLIEH JOKYMEHTALUU

OCHOBEBI HpOHSBOI[CTBGHHOfI ACATCIIBHOCTH OpPraHu3alunu

OcHOBBI 0O0IIEH M COLMATBHOM ICUXOJOTMH, COLIMOJIOTHM U TCUXOJIOTHU
Tpyaa

CprKTypa, HCJIN, CTPATCTUA U KaApOBasd IMOJIMTUKA OpraHU3allun

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COAEPXKAIIUE HOPMBI TPYIOBOTO
npaBa

OCHOBBI HAJIOTOBOT'O 3aKOHOIaTeNbCcTBa Poccuiickoit denepannu

HopmaruBHble NpaBOBBIE aKThl, PETYIMPYIOIIME NpaBa U OO0SI3aHHOCTH
TOCY/IapCTBEHHBIX ~ OpPraHOB, MPO(PECCHOHANBHBIX COI030B U JPYrUX
MIPEJICTABUTENIbHBIX OPraHOB PaOOTHUKOB

3akoHopaarenbcTBO Poccuiickoit denepannivi 0 NEPCOHANBHBIX TaHHBIX

JlokanbHBIE HOPMATHBHBIE AKThl OPraHU3ALNN, PETYIUPYIOIIHME MOPAIO0K
(bopMHUPOBaHUS COIIMATILHON MOJIUTUKU

OcHOBBI TpaBOBOrO peryaupoBanus Poccuiickoit ®Penepanuu nopska
3aKJIFOYEHUH JOTOBOPOB (KOHTPAKTOB)

Hopmpbl 3 THKM 1€710BOTO OOTIIEHMS

basoBbie OCHOBBI UH(POPMATHUKH, CTPYKTYpHOE MIOCTPOEHUE
MH(OPMAIIMOHHBIX CUCTEM U OCOOEHHOCTU pabOThI C HUMHU




HeoOxonumele 3HaHUA

Onpenenstob 1[eJIeBbIe TpYyMIbI nepcoHaa TUISt pa3paboTKu
CIIEHUATTM3UPOBAHHBIX COLUATIBHBIX MTPOTrpaMM

JoBonuth MHPOpPMALMIO O COLHMAJIBHBIX MpOrpaMMax J0 LEJIEBBIX TPy
[IEPCOHANA C UCIOIb30BAaHUEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHUKALUN

OnpenensiTb KpUTEPUH U YPOBHH YIOBIECTBOPEHHOCTH I€pCOHAA

Hcnonb3oBarh MarepHalibHble M HEMaTEpHAIbHBIE CHUCTEMBbI, METOIbl U
(GbopMBbI MOTHBALIMU B YIIPABICHUH [1€PCOHATIOM

Onpenensate 00BEMBI CpPEACTB IS peaTM3alldd COLUUANBHBIX TapaHTHH,
KOPIIOPaTUBHBIX JIIOT M HHBIX DJIEMEHTOB KOPIOPAaTHBHBIX COLMAIBHBIX
nporpamMm JJisi GOPMUPOBAHUS OIOKETOB

CocTaBiiars 1 KOHTPOJIHUPOBATh CTaTbH PAaCXOd0B Ha COLIMAJIBHBIC ITPOrpaMMBbI
JJI TINTAaHUPOBAHU A 6IOI[)KGTOB

[Tpon3BOANTHh TpPEABAPUTEIBHBIC 3aKYNOYHbIE MPOIENypbl M OQOpMIICHHE
COILYTCTBYIOIIEH TOKYMEHTALNHU 110 3aKJIF0YEHHUIO JOTOBOPOB

Co0umro1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

Jlpyrue xapakTepucTUKu

3.6.2. TpynoBasi pyHKUHSA

Peanu3zaius kopnoparuBHOM cOIMaiIbHOU VposeHb
HaumenoBanue HOIATHKH Kox | F/02.6 (momypoBeHb) 6
KBaJTH(pUKAUT
[Ipoucxoxnenue 3anMMCTBOBaHO W3
N Opurunan
TpynoBoi#l QpyHKIMN OpUTHHANA
Kon opurunana Peructpanumonssiit
HOMED
po¢heCCHOHATFHOTO
cTaHaapTa

TpynoBsle nencTBUs

BHenpenne KOpPHOpPaTUBHBIX COLMAIBHBIX IPOrpaMM, B TOM 4YHUCIE 10
COLIMAIbHOM MOJ/IEPIKKE OT/AEIbHBIX TPYII PaOOTHUKOB

Peanuzarusi cuctembl COIMANBHBIX JIBIOT, BBIIUIAT PAaOOTHHUKAM C Y4ETOM
TpeboBaHuil 3akoHOaTeNnbCTBA Poccuiickoit deneparuu

OueHka yIOBIETBOPEHHOCTH TI€pPCOHAja KOPIOPAaTUBHOM  COLMAIBHOM
HOJIUTUKON

Onenka >(QQPEKTUBHOCTH MEPONPUATHH  KOPHOPATUBHOW  COLMAIbHON
TOJTUTUKA

ITogroroBka  Npemio)K€HUMHM 1O  COBEPLICHCTBOBAHUIO  MEPOIPUAITUHI
KOPIOPATUBHON COIMAIIBHON MOJUTHUKHU

[ToaroroBka mnpennoxkeHU Mo (GopMupoBaHHIO OMOKETa Ha peaTu3aluio
KOpPIOPAaTUBHON COLIMAJILHOM MOJUTUKU U COLUATBHBIX TPOTPAMM

Heob6xonumble ymeHUS

BOHpOCLI yipaBJICHUA COIUAJIbHBIM PA3BUTUCM OpraHu3allnn

MeTO}IBI aHajin3a BBIIIOJTHCHUA KOPIOPATUBHBIX COIMAJIIBHBIX IpOorpaMMm H
ONPCACIICHUS UX 9KOHOMUYECKOMH Z—)(I)(I)CKTI/IBHOCTI/I

Cucrembl, Meronmbl, (GOpPMBI  MaTEPUATBLHOTO M  HEMaTepPHAILHOTO
CTUMYJIMPOBAHUS Tpya MepcoHasa

MeTtonbl  mpoOBEeNEHUs ~ COLIMOJIOTMYECKUX  HMCCIENOBaHUHM,  HM3Y4CHHUS
0OIIIECTBEHHOTO MHEHUS

TexHoJIoruM, METOAbl U METOAMKHU MPOBEACHUS aHaIW3a U CUCTEMATU3aLuU
JIOKYMEHTOB U HH(pOpMaIuu




HopmaruBHble NpaBOBBIE aKThl, PETYIHPYIOIIME NpaBa U OO0SI3aHHOCTH
TOCYIapCTBEHHBIX OPTraHOB, MPOPECCHOHATBHBIX COIO30B H  JPYTrUX
MPEICTABUTEIbHBIX OPraHoB pPaOOTHHKOB IO MPEIOCTABICHUIO YUYETHOM
JIOKYMEHTaIu!

[lopsmox  mpoBeneHuss  3aKyHNOYHBIX — mpouenyp #u  0hOpMIICHHS
COIYTCTBYIOILIEH TOKYMEHTALIMU

CtpykTypa, 11esu, CTpaTerus U KaapoBasi MOJIUTHUKA OpraHU3aluu

OCHOBBI HpOHSBOI[CTBCHHOﬁ ACATCIIbHOCTH OPraHu3aluu

OCHOBEHI O6H_[€I71 u COHI/IaHBHOfI IICUXOJOINH, COIIMOJIOTMHM M IICHXOJIOTHH
Tpyaa

TpynoBoe 3aKOHOJATENbCTBO M UHBIE AKThl, COAEPIKALIME HOPMbI TPYILOBOIO
paBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIbCTBA M HOPMATUBHBIE TMPABOBBIE AKTbI
Poccuiickoit @enepanuu, B 4aCTU BEACHUSA TOKYMEHTAIUU 110 EPCOHAITY

OcHOBBI HaJIOrOBOIo 3aKoHoAarenbcTBa Poccuiickoit denepaunn

3akoHomareabCTBO Poccuiickoit denepanuu 0 EPCOHATBHBIX TAHHBIX

JlokanbHBIE aKTBI OpraHU3alMM, PEryIMpPYIOIIUE NOPAJOK BHEAPEHUS
COLIMAIIHOW MOJIMTUKU

[Topsi1oK 3aKIII0YEHHsT JOTOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH 1€710BOTO OOIICHHS

bazoBbie OCHOBBI UH(OPMATHKHY, CTPYKTYpPHOE MIOCTPOCHHE
MH(OPMAITMOHHBIX CUCTEM U OCOOEHHOCTU PabOTHI C HUMU

HeoOxonumele 3HaHUS

PaccuntbiBaTh 3aTpaTbl Ha MPOBEIEHUE CIEHUATU3UPOBAHHBIX COLUMAIBHBIX
porpaMm

[IpoBOAUTE MOHMTOPUHI  YCIIEHIHBIX KOPHOPATUBHBIX COLMAJIbHBIX
porpaMm

[IpoBoauTE MepONPUATHS B COOTBETCTBMU C KOPHOPATUBHOM COLMATBHOM
HOJIUTUKON

Onpez[eJme OCIJICBBIC TPYIIIbI nepcoHalia AJIA CO3aaHusA
CIICHHUAJIM3UPOBAHHBIX CONUAJIBHBIX ITPOrpaMm

OHpe,[[eJ'IHTB KPUTCpUH U YPOBHH YIOBJICTBOPCHHOCTHU INEPCOHATIA

Onpenensite 3Q(HEKTUBHOCTE MEPONPUITHH peanu3yeMoil KOpIOpaTUBHON
COLIMAIILHOW MOJIMTUKU

OpranuzoBbIBaTh  B3aUMOACHCTBHE C TOCYAApCTBEHHBIMM  OpraHamy,
npoecCHOHAIbHBIMU COI03aMH U APYTUMU MPEACTABUTEIbHBIMU OpraHaMH
pabOTHUKOB, OOLIECTBEHHBIMU W HWHBIMU OpraHU3alUsMUH IO BOIPOCAM
peanu3anyuy KOPIOpaTUBHON COLIMAIBHON MTOJIUTUKHI

AHaJ'II/IBI/IpOBaTL PBIHOK YCJIYI' IO COLUAJIBHBIM U CIICHUATIU3UPOBAHHBIM
nporpamMmmam COHHaHLHOﬁ MOAACPKKH YJICHOB LECJICBBIX I'PyIIl WU I'OTOBUTH
MPEIJIOKCHUS 110 UX ITOCTAaBIIUKaAM

[Tpou3BoAuTh TNpeABapUTENbHBIE 3aKyNOYHbIE MPOLEAYpPhl U OQOPMIISTH
COIYTCTBYIOILYIO JOKYMEHTALUIO 10 3aKJIFOUEHHUIO JIOTOBOPOB

Co0uroiaTh HOPMBI 3TUKH JICJIOBOTO OOIECHUS

Jlpyrue XxapakTepuCTUKU

3.6.3. TpynoBasi pyHKUHUSsA

AJIMUHUCTPUPOBAHKE MTPOLIECCOB U YpoBeHb

HaumenoBanne JOKYMEHTO000pOTa 1O BOIPOCaM Kon | F/03.6 (TIOXypOBEHB) 6

KOPIIOPaTUBHOM COLMAJIbHON NOJUTUKH KBaH(HKAIIH




IIpoucxoxaenue
TPyIOBO# QyHKIMK

3anMCTBOBaHO U3

OpwuruHan
OpHUTHHAJA

Kon opurunana Peructpanuonssiit
HOMEp
po¢heCCHOHATLHOTO
craHaapra

TpynoBsle neicTBus

AHanu3 MpoLECCOB JIOKYMEHTOOOOpOTa, JIOKAJIBHBIX JIOKYMEHTOB IIO
BOITPOCaM KOPIIOPaTUBHOM COLMAILHOM MOJIMTUKU

JlokyMeHTaIIMOHHOE OOpPMIICHUE PE3YIBTaTOB KOPIOPATHUBHON COIHAIBHOM
MOJIUTUKU

IlonroroBka mpemIOKEHUH 110 PAa3BUTUIO KOPIOPATUBHOM COLMAIIBHON
MOJINTUKU

[TonroroBka pe3yapTaToB aHajlu3a COOTBETCTBUS KOPIOPATUBHOMN COLIMAIBHON
MOJINTUKU TpeOOBaHUsAM 3akoHoaarenbcTBa Poccuiickoit denepanuu u
YCJIOBHSIM PBIHKA TPY/Aa

JIOKyMEHTallMOHHOE W OpPraHU3aLMOHHOE COINPOBOKIECHUE MEPOIPUATUN
KOPIOPATUBHON COLMAIBHOW MOJIUTUKHU

[TonrotoBka u o00paOoTKa 3ampoCcOB W YBEAOMJIGHHH O pabOTHHKaxX B
TOCYIapCTBCHHBIC  OpraHbl, TPOPECCUOHANBHBIC COIO3BI U JPYTHE
MPECTaBUTENIbHBIE OPraHbl pAOOTHUKOB MO BOMPOCAM COLMALHOM MOJUTUKH
B OTHOILICHUHU TI€pCOHAIA

ComnpoBOXKJeHHE  JOTOBOPOB MO  OKAa3aHUIO  KOHCYJABTAIlMOHHBIX U
MH(OPMAIIMOHHBIX YCIYT MO MEPONPUSTUSM KOPIOPATUBHON COIMANIBHOM
MTOJINTUKH, BKITIOYAs! TPEIBAPUTEIBHBIC MPOIEAYPHI MO UX 3aKIFOUYCHUIO

HeoOxonumbie ymeHus

HOpHI[OK Oq)OpMJ'IeHI/IH, BCACHHUA U XpAaHCHUA NOKYMCHTALIUU 110 counaanoﬁ
IMOJIMTUKEC B OTHOIICHHHU IICPCOHAJIA

HOpHI[OK (bOpMHpOBaHHSI, BCIOCHUA Oanka JAaHHBIX U MNPEAOCTABJICHUA
OTUCTHOCTH I10 BOIIpOCaM COIII/IaJ'II)HOI\/'I IMOJIMTUKH B OTHOICHUHN IICPCOHAJIA

TexHOmOoruM, METOABI U METOAMKHU IPOBEACHUS aHAIM3Aa U CUCTEMAaTU3aLMHU
JIOKYMEHTOB U UH(pOpMAIun

OCHOBBI ,HOI(YMGHTOO60pOTa " JOKYMCHTAIITMOHHOI'O obecneueHUs

[Topssmox  mpoBeneHUss ~ 3aKyHNOYHBIX  Hpoueayp M 0pOpMIICHUS
COIYTCTBYIOLEH JOKYMEHTALUU

CrpykTypa oOpraHM3aliid ¥  BaKaHTHBIE JIOJDKHOCTH  (mpodeccuu,
CIEIHUAIBHOCTH)

TpynoBoe 3aKOHONATENbCTBO M MHBIE AKThI, COAEpIKAIMEe HOPMbI TPYIOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATUBHBIE TNPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTH BEACHUS TOKYMEHTAIUH 110 MEPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOIaTeNbCcTBa Poccuiickoit denepannu

HopmaruBHble NpaBOBBIE aKThl, PETYIMPYIOIIME NpaBa U OO0SI3aHHOCTH
TOCY/IapCTBEHHBIX ~ OpPraHOB, MPO(PECCHOHANBHBIX COI030B U JPYrUX
MPEICTABUTENIbHBIX OPraHOB pPaOOTHUKOB M0 MPEIOCTABICHUIO YYeTHOM
JIOKyMEHTalUU

3akoHonarenbcTBO Poccuiickoit denepannn 0 NepCOHATbHBIX JaHHBIX

JloxanbHbBIE HOPMATUBHLBIC AaKTbl OpraHUu3allui, PEryjavupyromuc IMmopsaaoK
BHCIPCHUA KOpHOpaTHBHOﬁ COHH&HBHOI;'I IMMOJIMTUKH U COLMUAJIBHBIX ITPpOTrpaMM

[TopsimoK 3aKITFOYEHHST JOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOT'O O6IJ.I€HI/I$I

baszoBsie OCHOBBI nH(pOpMaTHKH, CTPYKTYPHOE ITOCTPOECHUE




WH()OPMAITMOHHBIX CUCTEM M OCOOEHHOCTH pabOThl C HUMU

HeoOxonumelie 3HaHUSA

CoLaIbHON
OpraHsl,

OdopMisTh TOKYMEHTBI 10 BOMNpPOCaM KOPHOPAaTUBHOU
MOJINTUKH, [IPEN0CTaBIIAEMbIE B rOCyapCTBEHHBIC
IPEACTaBUTEIbHBIC OPTaHbl PAOOTHHKOB

AHanu3upoBaTh MpaBuiia, HOPSAIKU, IPOLEAYPHl KOPIOPATUBHON COIMAIBHOM
MOJIUTUKHU

O0ecrieunBaTh JOKYMCHTAIUOHHOC COIIPOBOXKIACHNEC COIIMAILHOM TOJIMTHKH B
OTHOILICHHHU IICPCOHAJIA

OpraHu30BbIBaTh XpaHEHHE JIOKYMEHTOB B COOTBETCTBUU C TPEOOBaHHUSIMHU
apXHMBHOIO 3aKoHojarenbcTBa Poccuiickor @Penepauuu U JIOKAJIbHBIMHU
aKTaMU OpraHHU3aLMU

[Tpon3BOANTH TMpeaBapUTENbHBIC 3aKYIOYHBIE MPOLEIypsl U O(GOpMIIATH
COILYTCTBYIOLYIO JOKYMEHTALUIO 10 3aKJIIFOUEHUIO 10rOBOPOB

PabGoTaTts ¢ I/IH(I)OpMaLII/IOHHBIMI/I cUCTEMaMH U 0a3aMu JaHHBIX I10 BOIIpOCaM
COIMAILHOM MOJUTHUKUA B OTHOIIICHUU nepcoHalia

Bectu YUET U perucTpaluo JO0KyMEHTOB B I/IH(bOpMaI_[I/IOHHbIX CHUCTCMax M Ha
MaTCpUuajJbHbIX HOCUTCIIAX

Bectu ACJIOBYIO IICPCIIMCKY

Co0ronaTte HOPMBI STHKH JIEJIOBOTO OOIIEHUS

Jlpyrue xapakTepucTUKu

3.7. O0001menHas TpyaoBasi pyHKIUSA

HaumeHnoBanue

[poucxoxaerne 0600MEeHHOM
TPYHOBO# (pyHKIIUH

OHepaIII/IOHHOG YIIPABJICHUC IICPCOHAIIOM U Kon G YpoBeHb 7
MOAPA3AECICHUEM OpraHUu3aluu KBaJU(UKALMH
3anMCTBOBAaHO M3
Opurunan
OpUTrHHAJIA
Kong Perucrpanuonssiit
OpHUTHHala HOMEp
po¢heCCHOHATFHOTO
craHaapTa

Bo3MoxHbIE
HAaMMEHOBAHUS
JOJDKHOCTEH, podeccuii

PYKOBOI[I/ITCJ'IL CTPYKTYPHOTO ITOAPA3ACIICHUA

HavyanbHUK CTPYKTYpHOTO MOJApa3AEICHUS

TpeboBanus k
00pa3oBaHUIO U
00y4eHHIO

Bricuiee oOpa3oBaHue - CielUaIUTET, MAaTUCTPATypa

JlononHutenbHOE npodeccuoHanbHoe 00pa3oBaHue - MPOrpaMMBbl
po¢eCCUOHAILHON NIEPENOATOTOBKH B 00JIACTH YIIPABICHUS IEPCOHATIOM,
ONEPALMOHHOTO U TAKTUYECKOTO YIIPABJICHNUS; TPOIPaMMBbI ITOBBIILICHUS
KBaJIM(UKaLUK B 00JIaCTH YIIPaBJICHUS [IEPCOHAIOM, ONIEPALIMOHHOTO U
TaKTUYECKOTO YIPaBICHHUS

TpeboBaHus K OMBITY
MPAKTUYECKOH pabOThI

He menee niatu et B 001acTy yrpaBieHUs [IEPCOHATIOM

Oco0Ople ycrmoBus
J0TycKa K pabore




Hpyrue xapakTepucTHUKH

IIOHOJ'IHI/ITCJII)HI)I@ XapaKTCPpUCTUKU

HanmenoBanue qokymeHTa Kon

HaumenoBanue 0a30BOM Ipymiibl, JOIKHOCTH
(mpodeccun) uiu crenuaaTbHOCTH

OK3

1232 PykoBoauTenu noapaszaeneHuit (Cayx0) yrnpaBieHUs
Ka/IpaMU U TPYIOBBIMH OTHOIICHHUSIMU

EKC

- HavyanpHuk otnena kaapos

- HauanpHUK OTACJIa OpraHu3alvy U OIJIaThl TPpyAa

- HauanpHUK OTACJIa NTOATOTOBKH KaJIpOB

- HauanpHUK OTACJIa COLIMAJIbHOTO PA3BUTHA

3aBenyromMii (HayaJIbHUK) OTEIOM KaapoB

OKTIJITP

1232 PykoBoauTenu noapaszaeneHuit (Cayx0) yrnpaBieHUs
Ka/IpaMH U TPYIOBBIMH OTHOIICHHUSIMU

3.7.1. TpynoBasi pyHKUHSA

Pa3paboTka cuctembl oneparioHHOro VpoBeHb
Hanmenosanue yIIpaBIICHUS IEPCOHATIOM U pabOTHI Kon | G/01.7 | (momyposenn) 7
CTPYKTYPHOTO MOAPA3AEIICHUS KBanHpuKaIIn

IIpoucxoxnenue
TPYHAOBOH pyHKLIUH

Opurusan

3auMCTBOBAHO U3
OpuUTHHaJa

Kon opurunana Peructpanuonsslit
HOMED
podecCHOHaTBHOTO
CTaHjapTa

Tpynossle nencTBUs

Ananuz YCHICIIHBIX KOPIMOPATHBHBIX IIPAKTHUK 10 BOIIPOCAM CTPATCTUUCCKOI'O
N OIICPATUBHOI'O YIIPABJICHHA IIEPCOHATIOM OpraHU3allun

IToctanoBka OICPAaTUBHBIX LeaeH mo BOIIPpOCAaM yHpaBJICHUA IIEPCOHAIIOM

Pa3pa0oTka miaHoB, IPOrpaMM M MPOLEAYP B YIPABICHUH NEPCOHATIOM

PazpaboTka npemiokeHnii Mo CTPYKType TMOApa3JeieHuss U MOTPEOHOCTH B
IIepCcoHae

Pa3zpaboTka mpeqiokeHuil 1Mo 00ecledeHHIo MEepCOHANOM, (POPMHPOBAHHIO
CHUCTEM OLICHKH, Pa3BUTHA, OIUIAThl TPYNa, KOPHOPATUBHBIM COLHAIBHBIM
IIporpaMmam M COLIMaJIbHOW ITOJIMTHKE

Pa3zpaboTka mnpemiokeHuii o 3arpatax W (HOpMHUpPOBaHMIO OOJKeTa Ha
HepCOHAI

Pa3zpaGoTka mpeasokKeHuil Mo 3aKIIOYEHHUIO JIOTOBOPOB M0 YIPABICHUIO
IIEPCOHAJIOM C TNOCTAaBIIMKAMM YCIYI W TPOBEIEHUE IIPEIBAPUTEIBHBIX
IIPOLIEYP 110 UX 3aKIIOYECHUIO

HeoOxonumbie ymeHus

MeTosb1, C1I0COOBI 1 MHCTPYMEHTHI YITPaBJICHUS ITEPCOHATIOM

]_[CJ'II/I, CTPAaTCrusd pa3BUTUA U Ou3HeC-TIIaH OopraHu3anuun

ITonutuka YIIpaBJICHUA ICPCOHAJIOM OpraHu3alun

MeTOJIBI aHaJIn3a KOJIMYECCTBCHHOT'O U KAUCCTBCHHOI'O COCTaBa II€pCOHAIa

CucTeMbl cTaHAAPTOB 10 OM3HEC-TpoleccaM, NpodeccusiM, HopMaM Tpyaa

Cucrembl, Mmetonbl U (OpMBI MaTepuaibHOTO M  HEMaTepHUaIbLHOTO
CTUMYJIUPOBAHMS TPyJa IEPCOHAIIA

TexHonoruu u MeToibl GOPMUPOBAHUS U KOHTPOJISI OIOIKETOB




[lopssmox  mpoBeAeHHS ~ 3aKyNOYHBIX  Hpoueayp #u  ohopMiIeHHs
COIYTCTBYIOLIEHW TOKYMEHTALIMHU

OCHOBEHI HpOPISBO,I[CTBCHHOfI ACATCIIBHOCTH OpraHu3anuu

OcHOBBI O0IIEH U COHUAJIBHON IICUXOJIOTHH, COLMOJIOTHH M IICUXOJIOTHU
Tpyaa, SKOHOMUKH TPpyaa, O€30IacHBIX YCIOBUH Tpyaa

CrpyKTypa opraHu3aiuu

TpynoBoe 3aKOHOIATENBCTBO U MHBIE aKThl, COAEPIKALIME HOPMbI TPYAOBOIO
paBa

OCHOBBI apXMBHOIO 3aKOHOJATEIbCTBA M HOPMAaTUBHBIE IPABOBBIE AKTHI
Poccuiickoit @enepanuu, B 4aCTU BEACHUS TOKYMEHTALUH 110 IEPCOHAILY

OcHOBBI HAJIOrOBOIo 3aKoHoarenbcTBa Poccuiickoit denepaunn

OCHOBBI MUTPAIIMOHHOTO 3aKOHOJAaTeNbCTBA Pocculickoit denepanuu, B 4aCTH
MPHUBIICYCHUS H TPYIOYCTPOHCTBA HWHOCTPAHHBIX TpPaXJAaH H JIAI 0e3
IpaKIaHCTBA

OCHOBBI AIMUHHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B obmactu YIIpaBJICHUA
MEPpCOHAJIOM K OTBCTCTBCHHOCTU AOJIDKHOCTHBIX JIMIL

3akoHonarenbcTBO Poccuiickoit denepauuy M0 3alllUTe MEPCOHAIBHBIX
JTAHHBIX

JIokanbpHbBIE HOPMATUBHBIC AKTbl OpraHu3aliud B obacTu YHIpaBJICHUA
IIEPCOHAIOM

ITopsiiok 3aKIII0YEHHsT JOTOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH 1€710BOTO OOIIECHHS

bazoBrle OCHOBBI UH(OPMATHKH, CTPYKTYpHOE MOCTPOCHHE
MH(POPMAITMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHI C HUMH

HeoOxonumele 3HaHUS

OpFaHI/ISOBLIBaTL pa60Ty IEpCoOHAalIa CTPYKTYPHOT'O ITOAPA3ACIICHUA

OnpenensTh 3afadd MEpCOHAa CTPYKTYPHOTO IOAPA3JENICHUs, UCXOAS U3
1eJIel U CTpaTeruu OpraHu3aliuu

CoznaBarh M ONUCHIBaTH OPraHMU3ALMOHHYIO CTPYKTYpY, LN, 3ajaqd,
(GYHKIIUHM CTPYKTYPHOTO MOJpa3IeIeHHs

[IpuMmeHsATh  METOABI  YIPABICHHUS  MEXJIMYHOCTHBIMU  OTHOLICHHUSIMU,
dbopMupoBaHus KOMaHJA, pa3BUTHUS JUAEPCTBA U  HUCHOTHUTEIHHOCTH,
BBISIBJICHUS TAJIAHTOB, ONPEACIICHUSI YIOBICTBOPEHHOCTH PabOTOM

Onpez[eJme, AHAJIU3UPOBATb, MOACIIMPOBATL W BBICTPAUBATL BHYTPCHHUC
KOMMYHHUKallUU IEpCoOHAIa

Pa3pabarbiBaTh NpOEKTHBIE MPEAJIOKEHUS U MEPONPUITHSA 1O YPPEKTUBHOM
paboTe nepcoHana

BHenpsTh cTpareruio 1mo ynpapieHUIO MEPCOHATIOM

CocTaBnsiTh, pPacCUUTHIBATh, KOPPEKTUPOBaTb M KOHTPOJIUPOBATH CTaTbU
pacxolioB Ha IEepCcOHaj, pa3padarbiBaTh MPEAJOXKEHUS IO 3arparaM Ha
nepcoHai it GopMUpPOBaHUs OrOKETa

[IpencraBisaTh  MHTEpPECHl  OPraHM3allMd WM BECTH  IIEPETOBOPHI  C
npo¢eCCUOHAIBHBIMU COI03aMU U JIPYTHMH NPEACTaBUTEIBHBIMU OpTaHaMH
pabOTHUKOB, B3aUMO/IEHCTBOBATH C TOCYIaPCTBEHHBIMU OPTraHU3aAlUSIMH

AHaJ'II/IBI/IpOBaTL I/IH(I)OpMaI_[I/IIO nmo 1mocCTaBIIUKaM YCIyr' B obmactu
YIpaBJICHUA IIEPCOHAJIOM U IO YCJIOBUAM 3aKIHOYAEMBIX JOIOBOPOB

[TpousBoANTh TpeaBApUTENbHBIE 3aKyMOYHBIE MPOUEAYPl U O(DOPMISATH
COITYTCTBYIOILIYIO IOKYMEHTALMIO 0 3aKJIOUYEHHUIO JOTOBOPOB

Pabotare ¢ nH(GOPMALMOHHBIMU CHCTEMaMH U 0a3aMH JIJaHHBIX IO BOIPOCaM
YIIPABJICHHS IEPCOHATIOM

OpFaHI/ISOBBIBaTB W MMPOBOJUTH KOPIIOPATUBHBIC MEPONIPUATHA C ICPCOHATIOM

CO6J'IIOI[21TB HOPMBI 3TUKU ACIIOBOIO O6IJ_I€HI/ISI




\ JIpyrue XxapakTepUCTUKH

3.7.2. TpynoBasi pyHKUHUSA

Peanuzarus onepaoHHOTO yIpaBIeHUs YposeHsb
Hanmenosanne NIEPCOHAJIIOM U PA0OTHI CTPYKTYPHOTO Kox | G/02.7 | (momypoBerb) 7
noapasieaeHus KBaJIM(QUKAIH

[Ipoucxoxnenue
TPyIoBO# QyHKIMK

Opurusan

3arMMCTBOBAaHO U3
OpUTHHAJA

Kon opurunana PerucrpanuoHHsIi
HOMEp
po¢heCCHOHATBLHOTO
CTaHjapTa

TpynoBsle neicTBus

HJIaHI/IPOBaHI/Ie ACATCIIbHOCTH ITOAPA3ACICHUA U IICPCOHAIA

OHepaTI/IBHOC YIIPABJICHUC ICPCOHAIIOM IOAPA3ACIICHUA OpraHru3alun

Pacuer 3arpar mo ToOApa3AeNCHHI0O W TOATOTOBKA TMPEAJIOKECHUH JUIs
dbopMupoBaHUs OromKeTa

Pa3zpaboTka cTaHgapToOB [EATETBHOCTH MOAPA3ACICHUS W  YHH(DHUKAIUS
IPOLIECCOB

[IpoBeneHue HHCTPYKTaXxa 110 OXpaHe Tpyaa

ITocTanoBka 3aJa4 pa60THI/IKaM CTPYKTYPHOT'O IIOAPA3ACIICHUA, OIIPEACIICHUC
PECYPCOB AJid UX BBIIIOJHCHHA, KOHTPOJIb HCIIOJIHCHU A

AHanu3 IUIAHOB W OTYETHOCTH TOAYMHEHHBIX pPAOOTHHKOB, pa3paboTka
MPEIJIOKEHUN 10 YITYUIIEHHUIO TOKA3aTeseil AesITeIbHOCTH MOAPa3IeICHUs

dopMupoBaHKE OTYETOB O padOTE CTPYKTYPHOI'O NOAPA3ACICHUS

Heob6xonumble ymeHUs

TeOpI/II/I YIIpaBJICHUS IICPCOHAJIOM U €T0 MOTHBAlUN

Mertonsl aHanM3a BBITIOJTHEHWS IUTAHOB M 33/1a4, OMNpPENEeNeHUs UuX
HKOHOMHUYECKON AP PEKTUBHOCTH

DopMBI 1 METOBI OIIEHKH TEPCOHAIA U PE3YJTAaTOB UX TPYy/a

TexHomoruu OIICPAaTUBHOT'O YIIPABJICHUA IICPCOHAIIOM OPraHU3aluu

Cucrembl, Metonbl U (OpPMBI MaTepuaibHOTO M  HEMaTepUAIBLHOTO
CTUMYJIMPOBaHHUs TPyJa IEpCcoHaIa

TexHOIOruy U METOIBI (pOpMI/IpOBaHI/ISI N KOHTPOJIA 6IO,I[)K€TOB

Teopuu U METOBI YIIPABJICHHS pa3BUTHEM IIEPCOHAIIA

OKOHOMUKa Tpyaa

OpraHu3aloOHHO-IITATHAs CTPYKTYpa OpraHu3aluu

[Tonutuka YIIPpaBJICHUS IICPCOHAJIOM U CONHUAJIbHAA IMOJIMTHKA OpraHru3allun

Ienu, cTparerus pa3BUTHS U OW3HEC-TUIAH OPTaHU3aAIuN

MeToauky nIaHupOBaHUs U MPOTHO3UPOBAHUS MOTPEOHOCTH B ITEPCOHAE

ITopsinok yperyaupoBaHus TPYAOBBIX CIOPOB

TpeboBaHus U MpaBuiia NPOBeICHUS ayAuTa paboThl C MIEPCOHAIOM

DopMBbI COLIMAJILHOTO [apTHEPCTBA u B3aUMOJICHCTBUS c
npodecCHOHAIIBHBIMU COI03aMHU M JIPYTMMH TPEACTaBUTEIbHBIMUA OpraHaMH
paOOTHUKOB, 1 HHBIMU OpPraHU3AIMSIMU

[Topsimox opopmileHHs KaJAPOBBIX JOKYMEHTOB U MPUIAHUS UM IOPUINYECKON
CUJIBI

[lopssmox  mpoBeAeHHsS ~ 3aKyNMOYHBIX  Hpoueayp H  ohopMiIeHHs
COIYTCTBYIOILEH JOKYMEHTALUU




TpynoBoe 3aKOHOJATEILCTBO M HMHBIE aKThl, COAEpKAIIUE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOAATEIbCTBA W HOPMATUBHBIE IIPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUS TOKYMEHTALUH 10 IEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKoHOAaTeNbCTBA Poccuiickoit denepannu

OcHOBBI MUTPAIITMOHHOTIO 3aKOHO/IaTeNbCTBA Poccuiickoil denepanum, B 4aCTH
IPUBJIEYEHUS U TPYAOYCTpOMCTBA HMHOCTPAHHBIX TpaXKAaH H Jul 0Oe3
IPaXIAHCTBA

OCHOBEHI AIMUHHUCTPATUBHOI'O0 3aKOHOAATCIILCTBA B obnactu YIIpaBJICHUA
MepCcoHaIoM U OTBETCTBCHHOCTH AOJDKHOCTHBIX JIMIT

3akoHonarenbcTBo Poccuiickoit denepanun 0 NepCcoHaTIbHBIX JaHHBIX

JlokanmpHbIE HOPMATHUBHBIC AaKThl OPraHM3allMM B YacTH YIPABICHHA
IIEPCOHAIIOM

OcHOBBI TIpaBOBOrO peryiupoBanusi Poccuiickoir dDegepanuu nopsjka
3aKJIIOYCHUS TPAXKIAHCKO-TIPABOBBIX JOTOBOPOB

HopMmpbl 3THKH 1€710BOTO OOIIECHHS

basoBsle OCHOBBI WH(POPMATHKH, CTPYKTYpHOE IIOCTPOCHUE
MH(GOPMALMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMU

HeoOxonumeble 3HaHUA

OnpenensiTe 30HBI OTBETCTBEHHOCTH M 3(P(PEKTUBHOCTH pabOTHI MepcoHaia
CTPYKTYPHOTO TIOZIPA3JEICHUs, paclpeAeiiarTh 3aJadd H o0ecrednBarh
MaTepUuatbHO-TEXHUYECKUE PECYPCHI U UX UCTIOTHEHUS

HpI/IMeHSITL MCTOABI OIICPATUBHOI'O YIIPABJICHUSA IICPCOHATIOM OpTraHHU3allun

KonTponnpoBars UCHIOJIHEHUE TTOPYUYEHU U 3a]]a4, BHOCUTh CBOCBPEMEHHBIE
KOPPEKLMHU B IUJIAHBI U 331a41

Onpenensth nokaszarenu 3pGEeKTUBHOCTH pabOThI IEPCOHANA MTOAPA3ICTICHHS

VYhpaBnsaTe MOTHMBAaLMEN MEPCOHANA, €r0 BOBJICYEHHOCTHIO M JHUCIUILIMHON
Tpyna

CocraBisaTh  IJIaHbl  JEATENBHOCTH  CTPYKTYPHOTO  TOJPA3JEICHUS
OpraHu3anuu

CocraBisaTh, pAacCUUTHIBATh, KOPPEKTUPOBATh M KOHTPOJIUPOBATh CTaTbU
pPacxoJ0B CTPYKTYPHOTO MojpaszieneHust Ui (OpMUPOBaHUS OIOIKETOB

IIpon3BoANTh aHANIM3 TEKYLIEH ACATEIBHOCTH CTPYKTYPHOIO IOApAa3IEICHUs
U BHEJPSATH IPOLIELYPHI 110 €€ ONTUMU3ALNI

[IpencraBnsiTh  MHTEpPECHl  OpraHM3allMM W BECTU  IIEPEroBOpPhl  C
rOCYIapCTBEHHBIMH OpraHaMH, NPOQEeCCHOHAIBHBIMU COI3aMU U JAPYTMMHU
IIPEICTAaBUTEILHBIMU OpraHaMu pabOTHUKOB 110 BOIIPOCaM IepCoHaa

Bectn meperoBopbl C TMOCTAaBUIIMKAMHU YCIYT IO YCIOBHSM 3aKJIFOYaeMbIX
JIOTOBOPOB

[Tpou3BoauTh NpeaBapUTENbHBIE 3aKylOYHbIE MPOLEAYypbl U OQOPMIISTH
COIYTCTBYIOLYIO JOKYMEHTALUIO 10 3aKJIIFOUEHUIO I0TOBOPOB

[TpoBOIUTE ayaUT pe3ynbTaToB pabOThI C MEPCOHATIOM

Pabotare ¢ nH(GOPMALMOHHBIMU CHCTEMaMH U 0a3aMU JTJaHHBIX IO BOIPOCaM
YIIPABJICHHS IEPCOHATIOM

CO6J'IIOII3TB HOPMBI 3TUKU OCIIOBOIO O6IJ_ICHI/ISI

JHpyrue xapakTepuCTUKH

3.7.3. TpynoBasi pyHKUHUSA

HaumenoBanue

AIIMI/IHI/ICTpI/IpOBaHI/Ie MponeccoB u Kon | G/03.7 YpoBeHb 7

(TIomypOoBEHB)




JIOKYMEHTO000POTA MO ONEPAI[HOHHOMY KBaTH(UKALIH
YIIPaBJICHUIO TIEPCOHAIIOM U paboTe
CTPYKTYPHOTO MOJpa3AeICHUS

IIpoucxoxnecnue
TpyAOBOH QpyHKIUH

Opuruzan

3auMCTBOBAHO U3
OpUTHHAIA

Kon opurunana Peructpanuonssiit
HOMED
po¢eCCHOHATFHOTO
CTaHjapra

TpynoBbie nericTBUsA

AHanu3 TpoLeccOoB JOKYMEHTOOOOpPOTa, JIOKAJbHBIX JIOKYMEHTOB 11O
BOIIPOCAM OIEPALMOHHOIO YIPaBJICHUS [IEPCOHAIOM U PAOOTHI CTPYKTYPHOTO
nojpasfenaeHus, OHU3HEC-IIPOLECCOB  OpraHu3allM, YIOBIECTBOPEHHOCTH
nepcoHana

JokymeHTanmonHoe oopMiIeHHE Pe3ylbTaTOB ONEPAIMOHHOTO YIpaBICHUS
MIEPCOHAIIOM U pabOThl CTPYKTYPHOIO MOAPA3JEIICHUS, PE3yIbTaTOB ayauTa
paboThI C MepCOHAIOM

ITonroroBka NpeaIoKEHUM 110 PA3BUTHIO CUCTEM ONEPALIMOHHOTO YIIPABICHUS
HEPCOHAJIOM M pabOThl CTPYKTYPHOTO IOJPA3JeNEHUsl, 10 HEOOXOAMMBIM
KOPPEKTUPYIOIIMM U IIPEBEHTUBHBIM MEpaM

Pa3pa60TKa CUCTCMbI aHAJIM3a U KOHTPOJIA pa6OTLI InepcoHalia

KoHTposib, cpaBHEHHME H aHAJIW3 TPOIECCOB B 00JACTH ONEPATHBHOIO
VOpPaBJICHHUS TIEPCOHANIOM, PE3YIbTATOB YIPABICHUECKUX MEPOIPHUATHH,
omnpeneiacHue  (HAKTOPOB, BBI3BIBAIOIIMX  OTKJIOHEHHE OT  ILIAHOBBIX
MoKa3areneu

[ToarotoBka u 06paboOTKa 3apOCOB, YBEIOMIICHU, CBeICHUI 0 pabOTHHKAX B
TOCYIapCTBCHHBIC OpraHbl, NPOPECCHOHATBHBIC COIO3bI, OOIIECTBEHHBIC
OpraHu3aln

ConpoBokJieHHE TOTrOBOPOB OKAa3aHUs yCIYr IO BONPOCAM ONEPaTHBHOIO
yIIpaBJIEHUs] NIEPCOHATIOM U paboTe CTPYKTYPHOIO MOJApA3JeNeHHs], BKIIOYas
IIpeIBapUTEIbHBIE TPOLEAYPHI MO UX 3aKIIOUEHUIO

[TogroroBka mpemioxkeHud Mo (GOpMUPOBAHMIO OrOKETa Ha IepcoHall
OpraHu3aluu

Beimonnenne TpeboBaHMII 1O XpaHEHHIO MH(pOpPMALMU O pe3yabTrarax
JEHCTBUSL CHCTEM OIEPA[MOHHOTO YIPABICHHUS IEPCOHAIOM U PpabOThI
CTPYKTYPHOTO ITOJpa3AEICHUS

HeoOxonumbie ymeHus

Metonb! yrpaBieHHus pa3BUTHEM H 3()(OEKTUBHOCTHIO OpTaHHU3AIMH, METOJIBI
aHaIM3a BBIMIOTHEHHS IJIAHOB U MPOTPAMM, OINPEAETICHHUS UX SKOHOMHYECKOM
3¢ HEeKTUBHOCTH

Metoapl OLleHKH paboOThl CTPYKTYPHBIX IMOJApPA3CNICHUH, pe3yabTaToB Tpyna
nepcoHasna

MeTOJIBI MMPOBEACHUA aylTa U KOHTPOJIJIMHIa OIICPATUBHBIX YIIPABJICHUYCCKUX
MponeccoB

@®opMBI U CHCTEMBl MaTE€pPHAIbHOTO U HEMAaTepUAIbHOIO CTHUMYIUPOBAHUS
TpyZa IepcoHalia

OCHOBBI IOKYMEHTAIIMOHHOTO 00eCTIeueHHUs

[Topsimox odpopmieHHs, BEACHUS U XPAaHEHHUS JTOKYMEHTAllMU IO CHUCTeMaM
ONEPALIMOHHOTO  YNpaBJIEHUS IEPCOHAJIOM  OpraHM3aluu U padote
CTPYKTYpPHOTO MOJIpa3AeICHUS

[Topsimox  popmupoBanmsi, BeaeHWs OaHKa JaHHBIX W TPEIOCTABICHUS
OTUYETHOCTH IO CHCTEMaM OTEePAIMOHHOTO YIIPaBJICHUS MEPCOHATIOM U paboTe




CTPYKTYPHOTO MOJpa3AeIeHUs

HopmaTtuBHBIE TNpaBOBbIE aKThl, PETryIHPYIOLIME IpaBa U OOA3aHHOCTHU
rOCYNapCTBEHHBIX OpPraHOB M OPraHM3alMM II0 NPEAOCTABICHUIO YYETHOU
JIOKYMEHTaluU

[Topssmox  mpoBeAeHHUS ~ 3aKyNMOUHBIX  Hpoueayp u  ohOpMIICHHS
COIYTCTBYIOLIEH TOKYMEHTALIMU

[TonutHnka YIIPABJICHUA IICPCOHAJIOM U COMAIbHAA IIOJIUTHKA OpraHu3anunu

OpraHuzalvoOHHO-IITATHAs CTPYKTYpa OpraHu3aluu

]_[CJ'II/I " CTpaTcrusa pa3BUTHA OpraHHU3allli

busznec-nnan u 6I/ISHCC'HpOHeCCH OpraHru3annu

TpyaoBoe 3aKOHOAATEIBCTBO U MHBIE AKTHI, COAEPKAILME HOPMBI TPYIOBOIO
npaBa

OCHOBBI apXMBHOTO 3aKOHOAATEIbCTBA W HOPMATHUBHBIE IIPABOBBIC AKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUSA TOKYMEHTAIUU 110 MEPCOHAITY

OcHOBBI HaJIOrOBOIo 3aKoHoAarenbcTBa Poccuiickoit denepaunn

OCHOBBI MUTPAIITMOHHOTO 3aKOHOJaTeNbCTBA Poccuiickoit denepanuu, B 4aCTH
MPUBJICUCHUS U TPYIOYCTPOMCTBA HHOCTPAHHBIX TpaxaaH W Jidi 0Oe3
rpakJIaHCTBA

OCHOBBI AIMUHHUCTPATUBHOI'O0 3aKOHOAATCIILCTBA B obOiactu YIIpaBJICHUA
MEpCOHAJIOM K OTBECTCTBCHHOCTU AOJIDKHOCTHBIX JIMIL

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TAHHBIX

JIokanbpHbBIE HOPMATUBHBIC NOKYMCHTBI OpraHu3alii B obOnactu YIIpaBJICHHUA
IIEPCOHAIIOM

[Topsiiok 3aKiIt0YEHHsI JOTOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH J1€710BOTO OOIIECHHS

basoBsie OCHOBBI UH(POPMATHKH, CTPYKTYpHOE IIOCTPOEHUE
MH(GOPMALMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMU

HeoOxoquMmeie 3HaHUS

KonTponupoBarh mporecchl yNnpaBl€HHUs IEPCOHAJIOM MOJpa3/ieieHul,
OTIpPEAENATh MX PE3YIbTaTUBHOCTh U BBIABIATH (DAKTOPHI OTKJIOHEHUH OT
TJIAHOBBIX TTAPaMETPOB

Pa3pabareiBaTh mporpamMmbl JOCTHKEHUS IeJed M OMEePaTUBHOTO PEIICHUS
3a7a4 Mopa3aeICHUI

AHanu3upoBaTh, pa3padareiBaTh U OPOPMIIATH JOKYMEHTHI [0 ONEPaTUBHBIM
IIpoLeccaM U X pe3yJbTaram

[TpoBOIUTE ayIUT KaapOBBIX MPOIECCOB, MPOLENYP, OPOPMIIEHUS KaIpPOBBIX
JIOKYMEHTOB U JOKYMEHTOB I10 YIIPABIEHHUIO IIEPCOHATIOM

KoHTposnupoBare pacxofoBaHie OIOKETOB Ha NIEPCOHAI

OdopMIsITh TOKYMEHTBHI TO OIEPAlMOHHOMY YIPABICHHUIO IMEPCOHAJIOM H
paboTe CTPYKTYpHOTO MOAPA3ACIICHUs, TPEIOCTABIIIEMbIE B TOCY/IapCTBEHHbIE
Oprasbl, MPeACTaBUTEIbHBIE OpraHbl PAOOTHUKOB

OOecmieunBaTh  JOKYMEHTAI[HOHHOE  COMPOBOXKICHHE IO  CHCTEMaM
OMEPAlMOHHOTO  YIPAaBJICHUS TMEpPCOHAIOM W paboTe  CTPYKTYPHOTO
MOpa3ICICHHS

OpranuzoBbIBaTh XpaHEHHE TOKYMEHTOB B COOTBETCTBHH C TpeOOBaHHUSIMHU
TPYAOBOTO M apXMBHOIO 3akoHoaarenbcTBa Poccuiickont ®enepaunu u
JIOKAJIbHBIMHU aKTaMU OpraHu3aliu

KoHTponupoBaTh UCHOIHEHNE JOTOBOPOB MOCTABUIMKOB YCIYT IO BOIPOCaM
nepcoHasa

[Tpou3BoANTh 3aKyHMOYHBIE MPOUEAYPHl, OMOPMISATH U aHAIU3UPOBATH
3aKyNOYHYIO JOKYMEHTALINIO

HpOBOZ[I/ITB NEeperoBOpoel MW NPCACTABIATH HMHTCPECBI OpraHU3allui B




TOCYAapCTBEHHBIX OpraHax, npodecCHOHAIBHBIX COI03aX U
NPEACTaBUTENIBHBIX OpraHax pabOTHHUKOB 10 BOIPOCAM MEpCOHaa

JpyTHX

Bectu nenoByto nepenucky

Bectu y4er u peructpainuio J0KyMEHTOB B MH()OPMAIIMOHHBIX CUCTEMaX M Ha
MaTepHUAJILHBIX HOCUTEIIAX

Pabotars ¢ nH(GOPMALMOHHBIMUA CUCTEMaMH U 0a3aMM JTaHHBIX 110 NEPCOHATY

u cucreMam OIICPaOHHOI'O YIIpaBJICHUA IepcoHaiIoM u pa60Te
CTPYKTYPHOTO MO/pa3IeICHUs
Co0roaTh HOPMbI 3TUKH JICJIOBOTO OOICHUS
Jpyrue xapakTepuCTUKH
3.8. O0001menHas TpyaoBasi pyHKIUS
CT ATCTNYCCKOC ABJICHHUC IICPCOHAJIOM VYpoBeHb
HaumeHoBaHUe P ynp p Kon H p 7
OpraHu3aIiu KBaJU(UKALMH
[Ipoucxoxaerne 0600MeHHO 3aMMCTBOBAHO U3
N Opurunan
TpynoBoi#l QpyHKIMN OpHUTHHAJIA
Kon Perucrpanuonsslit
OpUTHHAJA HOMED
npodeccroHaibHOTO
cTaHmapra

Bo3moxHbIe
HalMEHOBAHUs
JOJDKHOCTEH, Tpodeccuii

Buiie-nipe3ueHT 1o ynpasieHUIO IEPCOHATIOM

JupekTop 1o nepcoHany

JlMpeKTop Mo ynpaBJIEHUIO IIEPCOHAIOM

3amecTuTeNb TFEHEPAJIbHOI0 JUPCKTOPA IO YIIPABIICHUIO IIEPCOHATIOM

TpeGoBanus k
00pa30BaHUIO U
00y4JeHUIo

Briciiee oOpa3oBaHue - cielMalInTeT, MarucTparypa

JononuurenbHOE MpodeccnoHallbHOE 00pa30BaHue - MPOTrpaMMBbl
npodeccuoHalIbHON NepenoAroTOBKY B 00JIACTH YIIPABICHUS IEPCOHATIOM,
CTPaTETHYECKOTO M OTIEPAIIMOHHOTO YIIPABIICHUS, SKOHOMUKH OPTaHU3AIHH;
IpOTrpaMMbl MOBBIIIEHUS KBaTU(PUKALUU B 00JIaCTH YIPaBICHUS
IIEPCOHAJIOM, CTPATETNYEeCKOTO U ONIEPAIIMOHHOTO YIIPaBICHHUS

TpeOoBaHuUs K OIBITY
MPaKTHYECKON paboThI

He menee nisaTu et B 001acTH YIIpaBJICHUA IICPCOHATIOM HAa PYKOBOIAAIINX
JOJIKHOCTAX

Oco0bble ycrnoBus
JoTycKa K paboTe

Jlpyrue XxapakTepuCTUKU

Z[OHOHHI/ITCJ'IBHBIC XapaKTCPpHUCTUKU

HanmenoBanne 6a30BOM TPYIIIBI, JOKHOCTH
HanmeHnoBanue qokymeHTa Kon
(mpodeccun) ninM cenuatbHOCTH
OK3 1232 PyxoBoauTenn noapazaenennii (cayx0) yrmpaBieHUs




KaapaMu U TPyJOBBIMU OTHOIICHHUAMHA

EKC

3aMecTHTENh TUPEKTOpa M0 YIPABJICHUIO TIEPCOHATIOM

OKIIJTP

1232 PykoBomuTenn noapaszaeneHuii (Ciyx0) yrnpaBiIeHHS
KaJIpaMH U TPYAOBBIMU OTHOIICHUSIMHU

3.8.1. TpynoBasi pyHKUHUSA

Pa3paboTka cuCTeMbI CTPATETHYECKOTO Yposenb
HanmeHoBaHke yIIpaBJICHHS IIEPCOHATIOM OPTaHU3AIII Kon | H/01.7 | (momyposens) 7
KBaJTU(PUKALIUU
[poucxoxaeHue 3aMMCTBOBAaHO U3
. Opurunan
TPYHOBO# (pyHKIIUH OpHTrHHANA
Kon opurunana Peructpanumonsslit
HOMEp
npodecCHOHATBHOTO
cTaHaapra

TpynoBsle neicTBusA

AHanu3  yCHEUIHBIX  KOPHOPAaTWBHBIX  MPakTUK IO  OpraHu3aluu
CTPAaTernyecKoro ynpasJIeHHs IIEPCOHAIOM OpraHU3alyK, OpraHU3alMOHHOIO
IIPOCKTUPOBAHMS U B3aUMOACUCTBUS ITOAPA3ACICHUN

ITocTanoBka CTPATCTUICCKHUX ueneﬁ B YIIpaBJICHHUH IIEPCOHAIIOM

Pa3zpaboTka KOpHOpaTMBHOW MOJMTHUKM, IUIAHOB, IMPOrpamMM, IMPOLEAyp U
TEXHOJIOTUH 110 YIIPABJICHUIO IIEPCOHATIOM

Pa3pa60TKa KOpHOpaTHBHOﬁ KYJIbTYpbl H counaanoﬁ IIOJIMTHUKH, CHUCTCM
MOTHUBaIH, 3(1)(1)€KTI/IBHOCTI/I, OLICHKU M pa3BUTHA IICPCOHAIA

CDOpMPIpOBaHI/IC CHUCTCMBI OIUIAThl 1 OpraHu3alluu Tpyda

Pa3paboTka opraHm3alluOHHOM CTPYKTYpBhl, IJIJAHUPOBAHUE NOTPEOHOCTH B
[IEPCOHAJIE OpraHU3alun

Pa3paboTka mporpamM, NOpPHUHLHMIIOB CTaHAApTU3aLUU, YHUPHUKAIMH,
aBTOMAaTH3alMM MPOLIECCOB YIPaBIEHHs NEPCOHATIOM U 0€30MacHbIX yCIOBUN

Tpyaa

cDOpMI/II)OBa.HI/Ie 6IO,I[)K€T3. Ha MICPCOHAJ, TEXHOJIOT U ayauTa paGOTH C
MEPCOHAIOM Y KOHTPOJUJIMHTa

Heob6xonumble ymeHUs

Merons! yrpaBiaeHus pa3BUTHEM U 3()(HEKTUBHOCTBIO OpraHU3aIlNH, aHAIN3a
BBIMTOJIHEHHS TJIAHOB W IPOTPAMM, OMNPEACICHUS WX HSKOHOMHYECKOH
3¢ hEeKTUBHOCTH

Metoapl OLleHKH paboOThl CTPYKTYPHBIX MOJApPA3JEeNIEHUH, pe3yabTaToB Tpyna
nepcoHana

MeTtonsl MPOBEACHUA ayIUTOB, KOHTPOJUJIMHI'A YIIPABJICHUYCCKUX ITPOLICCCOB

MCTOJII)I aHaJIn3a KOJIMYCCTBCHHOT'O U KQUCCTBCHHOI'O COCTaBa IICpCOHAIa

CucTeMbl CTaHAAPTOB 10 OU3HEC-TpoleccaM, NpodeccusiM, HOpMBbI Tpyna

Cucrembl, Mmetonbl U (OpMBI MaTepuaibHOTO M  HEMaTepHaIbLHOTO
CTUMYJIMPOBAaHHUA TPYJa IEpcoHaIa

Metop! aHAIHM3a COIHABLHBIX TIPOTPAMM M ONPEACTICHUS UX SIKOHOMUYECKOU
3¢ hEKTUBHOCTH

TexHOIOruY U METOIBI (bOpMHpOBaHI/I}I 1 KOHTPOJIA 6IOI[)KCTOB Ha NICPCOHAJI

TpeboBaHus OXpaHbI U OE30MACHBIX YCIOBHH Tpyaa

HCJ'II/I, CTPATCTHA U KaApOoBad IMOJIMTUKA OpraHru3alun

OCHOBBI TEXHOJIOTHU IMPOU3BOJACTBA U ACATCIIBHOCTU OpraHyu3allnun

OCHOBBI COIMOJIOTUH, ICUXOJIOTMH U SKOHOMUKH Tpyda

OCHOBBI YIpaBJICHHUA COUAJIBHBIM PA3BUTUEM OpraHu3alin




Metoasl  TPOBEACHHMS  COLMOJOTHYECKHX  HCCIICAOBAHWM,  H3y4YECHHUS
00IIECTBEHHOTO MHEHUS

CtpyKTypa opranuzauu

TpyaoBoe 3aKOHOAATEIBCTBO U MHBIE AKTHI, COAEPKALIME HOPMBI TPYIOBOIO
npaBa

OCHOBBI apXMBHOTO 3aKOHOAATEIhCTBA W HOPMATHUBHBIC IPABOBBIC AKTHI
Poccuiickoit @enepanuu, B 4aCTU BEACHUSA TOKYMEHTAIUU 110 MEPCOHAITY

OcHOBBI HAJIOrOBOIo 3aKoHoAarenbcTBa Poccuiickoit denepaunn

OCHOBBI MUTPAILIMOHHOTO 3aKOHOJATeNbCTBA Pocculickoit denepanun, B 4aCTH
MPHUBIICYCHUS H TPYIOYCTPOHCTBA HWHOCTPAHHBIX TpPaXJAaH H JIAI 0e3
IpaKIaHCTBA

OCHOBEI AIMUHHUCTPATUBHOI'O0 3aKOHOAATCIILCTBA B obnactu YIIpaBJICHHUA
MepCcoHaioM U OTBETCTBCHHOCTH AOJDKHOCTHBIX JIMI

3akoHonarenbcTBo Poccuiickoit denepanun 0 NepCoOHaTbHBIX JAaHHBIX

JIokanbHbBIE HOPMATUBHBIC AKTbl OpraHu3aliud B obactu YIIpaBJICHUA
IIEPCOHAIOM

ITopsiok 3aKiII0YEHHs JOTOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH J1€710BOTO OOIIICHHS

OcHoBBI HH(DOPMATHKH, CTPYKTYPHOE IMMOCTPOCHUE HH(POPMALIMOHHBIX CHCTEM
1 0COOCHHOCTH PabOThI C HUMH

HeoOxonumeble 3HaHUA

Pa3pabarbiBaTh CTpaTeruy U NOJUTUKHU B YIPABIECHUU IEPCOHATIOM

CoznaBarh M ONUCHIBaTH OPraHMU3ALMOHHYIO CTPYKTYpY, L€, 3ajaqd,
(YHKIUY CTPYKTYPHBIX HOAPa3A€IeHUN U JOHKHOCTHBIX JIUIY

[IpuMmeHsATh  METOABI  YIPABICHHUS  MEXJIMYHOCTHBIMU  OTHOLUCHHUSIMU,
dbopMupoBaHusT KOMaHJA, pa3BUTHS JUACPCTBA U  HUCHOIHUTEIHHOCTH,
BBISIBJICHUS TAJIAHTOB, ONPEACIICHUS YIOBICTBOPEHHOCTH PabOTOM

OHpeI[eJ'IHTB U AaHAJIM3UPOBATh BHYTPCHHHUEC KOMMYHHUKAIWH, MOACIUPOBATH
IMOBCACHUC IICPCOHATIA

Hpe}:[CTaBHHTL HHTEPCChl OpraHu3aliii B TOCYAAPCTBCHHBIX OpraHax, BO
B32U/IMOI[€I>10TBI/II/I C HpO(bCOIOSaMI/I, HWHBIMH MNPCACTABUTCIbHBIMHU OpPraHaMu
pa6OTHI/IKOB 110 BOIIpOCaM II€pCoOHAJIa

CocraBisaTh, pacCUUTHIBATh, KOPPEKTHPOBATh M KOHTPOJIUPOBATh CTaTbU
pacxoqoB OMOMKETOB M (OHAOB Ha IMPOrpaMMbl U MEPONPUATUS IO
YIIPABJICHHUIO IEPCOHAIOM OPTaHU3aLAN

HpOBO}II/ITB AyAUT 1 KOHTPOJUIMHI B obnactu YIIPpABJICHUSA IIEPCOHATIOM

Pa3pabarbiBaTh KOpHIOpaTUBHBIE COLIUATIBHBIE TPOIPAMMBI

Bectn nmeperoBopsl 1O  BONpPOCAM  COLUAIBHOIO  MapTHEPCTBA €
NPEeACTaBUTENIbHBIMU OpraHaMy pPabOTHUKOB

Paborarh ¢ nH(pOpPMAaMOHHBIMU CHCTEMaMU M 0a3aMu JaHHBIX [0 BOIIPOCAM
YIPaBJIEHMS IEPCOHAIIOM

OpranuzoBbIBaTh MEPOIMPHUATHS MO 00ECIIEUEHUIO BBIMNOJIHEHUSI TpeOOBaHMIA
OXpaHbl Tpyda B COOTBETCTBUM C JACHCTBYIOIIMM 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanuu v JOKAIBHBIMUA aKTAMHU OPTaHU3aLAN

Opranu3oBbIBaTh U IPOBOJIUTH MEPOIPUATHUS C IEPCOHAIIOM B COOTBETCTBUE C
KOPIOPATUBHON COIMAILHON MOJTUTHUKON

CO6J'IIOI[21TB HOPMBI 3TUKU ACJIOBOIO O6IJ_ICHI/ISI

Jpyrue xapakTepuCTUKH

3.8.2. TpynoBasi pyHKUuSs




Peanusanus cucteMpl CTpaTernyeckoro Yposenb
Hanmenosanne yIIPaBJICHHUS IEPCOHATIOM OPTaHU3aIUH Kon | H/02.7 | (momyposen) 7
KBaJTU(UKALTNH
[Tpoucxoxnenue 3anMCTBOBAHO M3
. Opurusan
TpyAOBOH QyHKIUH OpHTI'HHaNa
Kon opurunana PerucrpanuoHHsIi
HOMeEp
podeccHoHaIBHOTO
cTaHaapra

Tpynossle nencTBus

[TnanupoBanme NEATEIHHOCTH M pa3paboTKa MEPONPUSTUI IO YIPABICHUIO
MIEPCOHAJIOM JIJISl PEAIM3alUy CTPATETMYECKUX LIeJIel OpraHu3aiiun

BHenpenue mNONMMTHK, IUIAHOB, IIPOrPaMM, MPOLUEAYP U TEXHOJIOTHH I10
YIPABICHUIO IIEPCOHAIOM

[TocTpoeHue OpraHU3aMOHHON CTPYKTYPHI C YIETOM TUIAHOBOM MOTPEOHOCTH
B [IEPCOHAJIE U B3aUMOJICUCTBUS CTPYKTYPHBIX MOAPA3ACICHUNA OpraHu3aluu

Buenpenne u mnopaepkaHue KOPIOPAaTMBHOM KYIBTYpbl M COLIMAJIBHOU
HOJUTHUKH, CHUCTEM MOTHUBAalUMH, 3((GEKTUBHOCTH, OLEHKH M Pa3BUTUA
epcoHaIa

BHenpenne u momaep)kaHWe CHCTEMBI OpraHU3allMM TpyJa W OILIAThI
HepcoHasa

VropaBneHue BHEIPEHUEM [pPOrpaMM U MPUHLMIIOB CTaHJIApTU3ALMH,
yHA(UKAUY, aBTOMAaTH3allMd TPOIECCOB YIPABICHUS IEPCOHAIOM H
0e30nacHbIX YCIOBUH Tpyaa

OpraHm anug  HOpOoBCACHUA  ayquTa W  KOHTPOJUIMHIa B  YIPABJICHHUU
IIEPCOHAIIOM

ITocTanoBka 3aJa4 PYKOBOOUTCIIAM CTPYKTYPHBIX nonpasneneHHﬁ,
OMpCACIICHUC MAaTCPUAJIIBHO-TCXHUYCCKUX PECYPCOB JIs1 UX BBIITOJTHCHUA

AHanmn3 0OTYETHOCTH 110 YIpaBJICHUIO IICPCOHATIOM U BBISIBJICHHUEC PECYPCOB I10
YIAYYIOCHUIO ACATCIIBHOCTH OPraHu3annuu

CornacoBanue ycIOBHI 3aKIIOYaeMbIX JOTOBOPOB ITO BOIIPOCAM YIPABICHUS
HIEPCOHAIIOM

Opranu3zanus NpoBEACHUS 3aKYIIOYHBIX MPOLEAYpP MO BOIPOCAM YIpaBiIeHUs
MIEPCOHAJIOM M O(POPMIICHUS COMMYTCTBYIOIIEH JOKYMEHTAIMH 110 HUM

dopmupoBaHue OropkeTa Ha IEPCOHAN, TEXHOJIOTMH ayauTa paboThl C
NEPCOHAJIOM U KOHTPOJIJIMHI A

HpI/IMeHeHI/Ie K pa6OTHI/IKaM MCP NMOOIPCHHUA U JUCHUIITIMHAPHOI'O B3bICKAHU

HeoOxonumbie ymeHus

Metonb! yrpaBieHHus pa3BUTHEM H 3(PPEKTUBHOCTHIO OpraHU3aIlNN, METOJBI
aHaJM3a BHIMIOTHEHUS MJIAHOB M MPOTPAMM, OIPENETICHUS UX YKOHOMHUYECKOM
3¢ HEeKTUBHOCTH

Opranuzanus yrnpaBJICHUS] pa3BUTUEM OpraHU3alun

Teopun ympaBieHUs OpraHu3alMed, MOJUTUKA M CTPATerHs YIpaBICHUS
HIEPCOHAIIOM

Metonpl aHanu3a BBINOJHEHWS IUIAHOB M 3aj7ad, OIpPEAEIEHUS UX
HKOHOMHYECKOH 3(h(heKTUBHOCTH

MeTo/bl OLIEHKH, pe3yNbTaToB U 3(pPEeKTUBHOCTH Tpyaa

MeTO}IBI BHCAPCHUA CUCTEMBI YITPABJICHUA IICPCOHATIOM

OcHOBBI pabOTHI 10 MPOGOPUEHTALUU

MeToauky MIaHUpOBaHUS U MPOTHO3UPOBAHUS OTPEOHOCTH B IIEPCOHATIE

Lenu, cTparerus pa3BUTUS U OW3HEC-TUIAH OPTaHU3aAIuN

TeOpI/II/I 1 MCTOJbI (pOpMI/IpOBaHI/IIO 6peHI[a OpraHu3alnuunu

TpeboBaHus oOXpaHbI U OE30MACHBIX YCIOBHH Tpyaa




MeTtonuku pa3paboTKu ¥ BHEIPEHUSI TOKAJIbHBIX HOPMATUBHBIX aKTOB

ITopsimok 3aKiItOYeHUs TPYAOBBIX JOTOBOPOB, PETYIUPOBAHUS TPYAOBBIX
CIIOPOB

OCHOBBI  COLIMOJIOTMM, IICUXOJIOTUH, O3KOHOMUKHM Tpyla U YIPaBICHUS
COLIMAJIbHBIM Pa3BUTUEM OpraHU3ALUHU

MeTOIIBI IMPOBCACHUA COIMOJIOTHYCCKUX HCCJICI[OB&HI/Iﬁ, HU3Yy4YCHUA
O6H_[CCTBCHHOFO MHCHUS

Texnomoruu IMMPOBCACHUA ayJuTa U KOHTPOJIJIMHI'A B YIIPABJICHUU IICPCOHAJIOM

[Topsmox  mpoBeAeHUS ~ 3aKyNMOUHBIX  mpoueayp U ohOpMIICHHS
COINYTCTBYIOLIEH TOKYMEHTALIMU

TexHomoruy, craHaapTU3alus, YHH(PHUKALWsA, aBTOMATHU3allUs MPOIECCOB
YIPaBJICHMS IEPCOHAIIOM

CrpykTypa opraHu3aiuu

TpynoBoe 3aKOHONATENBCTBO U MHBIE aKThl, COAEPIKALIME HOPMbI TPYAOBOIO
IpaBa

OCHOBBI apXMBHOIO 3aKOHOAATEIbCTBA W HOPMATUBHBIE IIPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUSA TOKYMEHTALUH 110 MIEPCOHAILY

OCHOBBI HAJIOTOBOT'O 3aKOHOIATENNbCTBA Poccuiickoit denepamyu

OcHOBBI MUTPAIITMOHHOT'O 3aKOHO/1aTeNbCTBA Poccuiickoit denepanuu, B 4aCTH
IPUBJIEYEHUS U TPYAOYCTpOMCTBA HMHOCTPAHHBIX TpaXKAaH U Jul 0Oe3
IpaXk1aHCTBa

OCHOBEBI AJIMUHHUCTPATUBHOI'O0 3aKOHOAATCIIbLCTBA B obmactu YIIpaBJICHUA
MEpCoHaIOM U OTBETCTBCHHOCTH AOJDKHOCTHBIX JIMIL

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TAHHBIX

[Topsmok 3aKITIOYEHHS JOTOBOPOB (KOHTPAKTOB)

JlokanbHbIE HOPMATHUBHBIE AKTHI B 00JIACTH YIIPaBICHUS IEPCOHATIOM

HopMmpbl 3THKH 1€710BOTO OOIIECHHS

basoBsie OCHOBBI UH(}OPMaTHKH, CTPYKTYpHOE IIOCTPOCHUE
MH(OPMAILIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMH

HeoOxoquMmeie 3HaHUS

[lpou3BomuTh aHanMM3 JAEATEIBHOCTH 110  YINPABICHUIO IIE€PCOHAJIOM,
pa3pabarbIBaTh Moka3arenu 3PPeKTUBHOCTH PabOThI

cDOpMHpOB&T]&: IJIaHBI U MCPOIIPUATHS 11O YIIPABJIICHUIO IIEPCOHAIOM

PaccunThiBath OrO/HKET B 00JIACTH YIPABICHUS TIEPCOHATIOM

OnpenensaTh 30Hbl OTBETCTBEHHOCTH PAOOTHUKOB M MOJpa3/ieNeHHH, CTaBUTh
3aJjaud PYKOBOJIUTENSIM TOApa3eNeHuid u o0ecreunBaTh PECcypchl A UX
VCIIOJIHEHUS

KoHTpoampoBaTe M KOPPEKTUPOBATH UCIIOIHEHUE MIOPYUYEHUN U 3a/1a4

VYpaBnare 3QPEeKTUBHOCTHIO M BOBJICUEHHOCTHIO MEPCOHANA, MUCIUIUTMHON
Tpyaa u coOoeHueM O€30TacHBIX YCIOBUN TPyAa

Bectun MEpEroBOPLI IO BOIIPOCaAM COIUAJIBHOTO MAPTHEPCTBA U MPEACTABIIATH
HHTEPCChl OpraHu3alvii B TOCYOJapCTBCHHBLIX OpraHax, HpO(l)eCCI/IOHaJ'II)HI)IX
COI03ax U APYrux MnpeACTaBUTCIBHBIX OpraHax pa60THI/IKOB, W OpraHu3anugax
I10 BOITpoCaM IMeEpcoHaia

Pabotare ¢ nH(pOPMALIMOHHBIMU CHCTEMaMH M 0a3aMU JJaHHBIX IO BONPOCaM
YIIPABJICHHS IEPCOHATIOM

[TpoBOIUTE ayAUT ¥ KOHTPOJUIMHT B OOJIACTH YIIPABIEHUS IEPCOHAIOM

@dopmupoBaTe M IPOBOAUTH COLUAIBHYK) IOJUTUKY M COLUAJIbHBIE
IIPOrPaMMbI

Bectn meperoBopbl C TMOCTaBIIMKAMHU YCIYT IO YCIOBHSIM 3aKJIFOYaeMbIX
JIOTOBOPOB

HpOI/ISBO,Z[I/ITB 3aKYIIOYHBIC TIPOUCAYPHI, O(I)OpMJ'IﬂTL U aHaJIM3UpOBATH




3aKYMOYHYIO TOKYMEHTAIUIO

Co0moaTh HOPMBI ATUKH JIETIOBOTO OOIIEHUS

Jlpyrue xapakTepucTUKu

3.8.3. TpynoBasi pyHKIUSA

AJIMUHHCTPUPOBAHHUE TTPOLIECCOB U VpoBeHb
HaumeHoBaHUE JOKYMEHT0000poTa 110 cTparerunueckomy | Kox | H/03.7 | (moxyposens) 7
YIPaBJICHUIO IIEPCOHAJIOM OPraHU3aLUU KBayuQuKaLin

[Ipoucxoxnenue
TpynoBo#l pyHKIMN

Opurnaan

3arMCTBOBAHO U3
OpHTrHHANA

Kon opurunana Peructpanuonssiit
HOMEp
npo¢eCCHOHATBLHOTO
cTaHaapra

TpynoBsle neicTBus

AHanu3 MpOLECCOB JOKYMEHTOOOOPOTa, JIOKAJIBHBIX JIOKYMEHTOB 10
BOIIPOCAM  YIIPABJICHUS IEPCOHAIOM, OW3HEC-TIPOLECCOB OpraHU3aLUH,
YIOBJICTBOPEHHOCTH IIEPCOHANA

JlokyMeHTaloHHOE 0(OpMIICHHE PE3y/IbTaTOB YIPABIECHUS [IEPCOHAIIOM, €ro
ayauTa, paboThl CTPYKTYPHBIX HOAPA3IEICHUN

JIOKyMEHTAaMOHHOE U OPraHU3alMOHHOE COIPOBOXKIECHUE CTPATErMYECKOrO
YIPaBJIEHUS IEPCOHAIIOM U Pa0OThI CTPYKTYPHBIX MO/Ipa3AeIeHui

[loaroroBka mpemioKEHU MO Pa3BUTUIO CUCTEM YIIPABIEHUS MEPCOHAIOM,
0 HEOOXOJUMBIM KOPPEKTUPYIOIIUM M TIPEBEHTHBHBIM MepaM U TI0
MOBBIIICHUIO Y3PPEKTUBHOCTH PAOOTHI CTPYKTYPHBIX MOAPA3ICICHUI

Kontpons mporeccoB B 007acTé ympaBieHHS TEPCOHAIOM U PadOTHI
CTPYKTYPHBIX TOJIpa3/ICICHHI, CPABHEHHE M aHAJIN3 TPOLIECCOB, PE3YAbTATOB
VIpaBICHUYECKUX MEPOMNPHUATHH, ompeaeneHrue (aKTOpoB, BBHI3BIBAIOIINX
OTKJIOHEHHE OT IUIAHOBBIX IOKa3aTeen

CormacoBaHue M KOHTPOJb JOTOBOPOB IO BONpPOCAM M CUCTEMAM
CTPAaTErnyeckoro  yIpaBl€HUS NEpPCOHAJIOM U  paboTe CTPYKTYPHBIX
NOJPAa3AEICHUM, OpraHu3alys NPOLEeIyp IO UX 3aKIHOUEHHUIO

IToaroroBka PE3YILTATOB aHalIn3a COOTBCTCTBHA OpraHU3allUd MW OIIAThI
Tpyda MepCcoHalia yCIICIIHbIM KOPIIOPATUBHBIM ITPAKTHKAM

Brinonaenne TpeOoBaHWIT 1O XpaHEHHUIO HH(OpMAIUU O pe3ylnbrarax
JNEHUCTBUS CHCTEM CTPATeTHYecKOTO YIPaBJICHUs IEPCOHAIOM U PabOThHI
CTPYKTYPHBIX MOAPA3AECIECHUN

Heob6xonumble ymeHUS

KoprnioparuBHas KynbTypa, coluajgbHas MOJIUTHKA, CUCTEMBl MOTHBALMM H
7 dEKTUBHOCTH YIIPABIEHUS IEPCOHATIOM

Meronp! yrpaBieHHs pa3BuTHEM M 3()(HEKTUBHOCTBIO OpraHHU3aluU, METOIbI
aHaJIM3a BBIMOJHEHUS IJIAHOB U MPOTPaMM, OMPEICIICHUS UX SKOHOMHUYECKON
3¢ hEKTUBHOCTH

MeTOJIBI MMPOBEACHNA ayauTa, KOHTPOJIA OICPATUBHBIX YIPABICHYCCKUX
MponeccoB, COMUOJIOTNICCKUX I/ICCJIe,ZLOBaHI/Iﬁ

busznec-miaH u 6H3HCC'HPOLICCCLI OpraHu3alnunu

brojpkeTHOE poeKTHpOBaHUE

OpFaHI/I3aL[I/IOHHOe IIPOCKTUPOBAHUC

CDOpMI)I, MCTOAbI W  CUCTEMBbI MArCpHaJIbHOI0O W  HEMATCPUAJIBHOTO




CTUMYJIMPOBAaHUA TpYJa NepcoHaia

Cucrembl CTaHJapTOB o Ou3Hec-TpoIeccam, npodeccusimM
(cienuanbHOCTSIM), HOPMBI TPy

MeToasl aHaIHU3a KOJIMYECTBEHHOIO M KaUeCTBEHHOI'O COCTaBa InepcoHaia

KaI[pOBaﬂ ITOJIMTUKA OpraHu3alun

[Topsimox  popmupoBanus, BeneHUss OaHKa JAaHHBIX W MPEIOCTABICHHS
OTYETHOCTU MO CHCTEMaM YIIPaBJIEHUS MEPCOHAIOM U paboTe CTPYKTYPHBIX
MOAPA3ACIECHUN

OCHOBEI AOKYMCHTAIIMUOHHOI'O 06CCHC‘ICHI/I${, MOpAA0K O(I)OPMJ'ICHI/Iﬂ
JOKYMCHTOB, MpeaOCTaBIACMBIX B TroCya1apCTBCHHBIC OpraHsbl,
HpO(l)GCCI/IOHaHLHHC COIO3hI, 06HI€CTB€HHBIC OopraHn3anvuun

]_[CJ'II/I " CTpaTcrusa pa3BUTHA OpraHHU3alli

[Topsimox  mpoBeneHHMS ~ 3aKyNOYHBIX — MpoUeayp H  O(QOpMIICHHA
COITYTCTBYIOLIEH TOKyMEHTALUU

HopmaTtuBHBIE TIpaBOBbIE aKThl, PETrYJIHPYIOLIME IpaBa U OO0A3aHHOCTU
rOCYIapCTBEHHBIX OpPraHOB M OpraHMU3alMM II0 MPEAOCTABICHHUIO YYETHOU
JIOKYMEHTaluu

CrpykTypa OpraHu3alid M  BaKaHTHbIE  JIOJDKHOCTH  (mpodeccuu,
CHEIUAIBHOCTH)

TpynoBoe 3aKOHOIATENLCTBO U MHBIE aKThl, COJAEPIKALIME HOPMbI TPYAOBOTO
npaBa

OCHOBBI apXMBHOIO 3aKOHOAATEIbCTBA W HOPMATUBHBIE IPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUS TOKYMEHTALUH 110 IEPCOHAIY

OCHOBBI HAJIOTOBOT'O 3aKOHOIATENbCTBA Poccuiickoit denepammu

OCHOBBI MUTPAIIMOHHOTO 3aKOHOJaTeNbCTBA Poccuiickoit denepanuu, B 4aCTH
MPUBJICUCHUS U TPYIOYCTPOMCTBA HHOCTPAHHBIX TpaxaaH W Jidl 0Oe3
rpakJIaHCTBA

OCHOBEI AIMUHHUCTPATUBHOI'O0 3aKOHOAATCIILCTBA B obOmactu YIIpaBJICHUA
MEpCOHAIOM U OTBETCTBCHHOCTH JOJIDKHOCTHBIX JIMIL

3akoHonarenbcTBO Poccuiickoit denepanuu o nepcoHanbHbIX TAHHBIX

JlokanbHbIE HOpPMATHWBHBIC AaKThl OpPraHU3allMd B O0JACTH YIpaBICHHS
HIEPCOHAIIOM

[Topsimok 3aKITIOYEHHS JOTOBOPOB (KOHTPAKTOB)

Hopwmpbl 3 THKM 1€710BOTO OOIIIEHMS

bazoBrsie OCHOBBI nH(pOpMaTUKH, CTPYKTYPHOE MMOCTPOCHHUE
WH()OPMAITMOHHBIX CUCTEM M OCOOEHHOCTH pabOThl C HUMU

HeoOxonuMmeie 3HaHUS

AHanu3upoBaTh, pa3padarbiBaTh U 0POPMIISITH JOKYMEHTHI IO IMpoLeccaM U
pesyilprataM  yIOpaBlI€HUs  MEpPCOHAJIOM M paboTe  CTPYKTYPHBIX
MOAPA3ACICHUN

HpI/IMeHHTL MCTObI aHAaJIn3a 6I/I3HeC'HpOI_IeCCOB OopraHu3anun

Omnpenenars mporpamMmsl  JOCTHKEHHsI L€IeM W pemeHus  3anad
MOAPA3AECICHUN

[IpoBOAUTE ayIUT CUCTEMBI YIIPABIEHUS IEPCOHATIOM

HpOBOZ[I/ITB KOHTPOJUIMHT CUCTCMbI YIIPABJICHUA ICPCOHAIIOM

KoHTponupoBare OroIkeT Ha MEpCOHaJl W YIPAaBICHUE pacxXolaMu Ha
IIEpPCOHAI

OpFaHI/I3OBLIBaTL COMMPOBOXIACHUC OOTOBOPOB IIO BOIIPOCAM YIIPABJICHUA
MEPCOHAJIOM, BKJIKOYas NPCABAPUTCIILHBIC ITPOLCAYPHI 110 UX 3aKJITFOUYCHUIO

OpraHu30BbIBaTh 3aKyIMOYHBIE MPOLEAYpPHl, OGOPMISATH U aHAJIU3UPOBATh
3aKYMOYHYIO TOKYMEHTAIUIO

KOHTpOJ'II/IpOBaTB U aHAJIU3UPOBATH BOHIPOCHI COLNUAJILBHOTIO IMAapTHEPCTBA,




JIOTOBOPBI TOCTABIIUKOB YCIYT

[IpoBoguTh TmEpPEroBOpsl W MPEACTABISATh HWHTEPEChl OpraHU3aluh B
rOCyIapCTBEHHBIX OpraHax, NpOQECCHOHANBHBIX COI03aX M  JAPYruX
MPECTABUTEIBHBIX OpraHax paOOTHHKOB W OPTaHM3AIMIX IO BOIMPOCAM
nepcoHaa

Becrtu nenoByro nepenucky

Paborarh ¢ HHPOPMALIMOHHBIMU CHCTEMaMH M 0a3aMU JAHHBIX 110 IEPCOHAIY,
CUCTEMaM YIpaBJIEHUS TEPCOHAJIOM U  OpraHu3aluu  JIeATeIbHOCTU
CTPYKTYPHBIX MOAPA3ICICHUN

ObecrnieunBarh  KaapoBOE  JICJIONPOM3BOJACTBO M JOKYMEHTAI[MOHHOE
COMPOBOXKJICHWE MPOLECCOB IO VIPaBICHUIO IEepCOHAToM U paboTte
CTPYKTYPHBIX MOAPAZAEIEHUN

OpranuzoBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHHM C TpeOOBaHHUAMHU
TPYAOBOTO M apXMBHOIO 3akoHoxaarenbcTBa Poccuiickont ®enepaunu u
JIOKaJIbHBIMHM aKTaMU OpraHu3aluu

Co0roaTh HOPMbI 3TUKH JICJIOBOTO OOIICHUS

Jpyrue xapakTepuCTUKH

IV. CBenenusi 06 opranmsanusix — pa3padoryukax npogeccHoHaJIbHOI0 CTaHAAPTA

4.1. OTBeTCTBEHHAS OPraHU3ALMA-Pa3PaA0OTUHK

O6mmepoccuiickoe ooveauHeHue padoTtoaareneit «Poccuiickuii o3 MPOMBIIIIICHHUKOB 1
npeanpuHUMaTeneit», ropoa Mocksa

HcnonHuTenbHbli BULIE-TIPE3UACHT Ky3pmun [ImuTpuii Bragumuposuy

4.2. HauMeHOBaHMS OPraHU3aIUii-Pa3padoTUYHKOB

AHO «HanunonansHO€ areHTCTBO pa3BUTHS KBaJIM(UKAIMIT», ropox MockBa

Acconmanus (Coro3) «Accoruanys KOHCYJIBTaHTOB 110 TOA00pY NepcoHanay, ropoa Mockaa

I'pynna HeadHunter, ropon Mocksa

3A0 «KPOK MHKOPIIOPEMTE]I, ropox Mocksa

NudopmarmonHo-ananutuyecknii neHTp «Kamapossiii [lo3op», ropon Mocksa

MI'O «OITOPA POCCHWM», ropox Mocksa

MC)K,ZLYHapOI[HaH acconuanusa ACJI0OBOr0 COTPpYAHUYCCTBA, T'OPOJ MockBa

HOUY AIIO «MHcTuTyT npoheccHoHanbHOTO KaJpoBHKa», ropox MockBa

O© | oo N oo |~ W|IDN|

HIT «Acconmanust EBporetickoro 6uznecay, ropog Mocksa

[EEN
o

HIT «BKK - HanimonanbsHBbII COI03 KaJIpOBUKOBY», TopoJ MockBa

[EEY
[EE

HIT «Mexnynapoanslii anbsHe « TpyaoBas murpanus», ropoa Mocksa




HIT «HarmmonanpHas accoruaiusi OpUCHBIX CIIEIUATMCTOB U aIMUHUCTPATUBHBIX PAOOTHUKOBY,

12 ropox Mocksa

13 | HIT MHO «Accommanus meremxepoB Poccuny, ropog Mocksa

14 | HI1 CYPD «HanuonaneHas koHdpenepanus «Pa3BuTie 4en0Be4ecKoro Kanuranay, ropoa Mocksa

15 | OAO «BJHX» (I'AO BBILI), ropon Mocksa

16 | OAO «I"azmpom HedTh-HoBoCHOMpPCK», ropoa HoBocubupck

17 | OAO «O0benuHEHHAs CYIOCTPOUTENIbHAS KOpIIOpanus», ropoa Mocksa

18 | OAO «PX/I», ropon Mocksa

19 | OAO «Caxanun DHepmxu MaBectment Komnanny, ropon KOxxHo-CaxanmuHck

20 | OAO «Taruedte» umenn B.J]. [llammnua, ropon Kazanb

21 | OAO«Hayuno-nipousBoacTBeHHOE 00bennHeHne «Haykay, ropog Mocksa

22 | OO0 «LG Electronics Rusy», ropox Mocksa

23 | OO0 «bwusnuec [Icuxomorn SHL Russia CIS HII», ropon Mocksa

24 | OO0 «MUT-CK», ropon MockBa

25 | OO0 «Jlykoitn-UuxuHupuHr», ropog Mocksa

26 | OO0 «OKBb 3enut», ropog Mocksa

27 | OO0 «lIerpomuym Tpeitaunry, ropon Mocksa

28 | OO0 «Ilomurpad-3amuray, ropox Mocksa

29 00O «llenTp kaapoBbix TexHOJOTHH - O0yueHue. CTaxupoBKU. TPyIOyCTpONRCTBOY, TOPOL
Mocksa

30 | Poccwuiickoe npencraButenbctBo «Coleman Services UKy («Koynman Cepsucusy), ropon Mocksa

31 | ToproBo-mpomsitiieHHas nanara Poccutickoit deneparmu, ropoq Mocksa

32 OI'BOY BIIO «MockoBckHil rocyaapcTBeHHbIN yHUBepcuTeT iMeHn M.B. JlomoHnocoBay, [llkona
JUPEKTOPa 0 NepcoHaiy, ropoa Mocksa

33 | ®I'bOY BIIO MCY, ropox Mocksa

34 | ®I'bOY BIIO MOCH, ropon Mocksa

35 OI'BOY BIIO Cubupckwuii rocynapctBennblid yauBepcuTeT mytei coodmienus (CI'YIIC), ropon
HoBocubupck

36 OI'bY «HayuHo-uccienoBaTenbCKuii MHCTUTYT TPYAA U COUATIBHOTO CTPaXOBaHUSI»
MuHucTepceTBa Tpyna U conranbHon 3amuTsl Pocecuiickon denepanuu, ropon Mocksa

37 | ®T'VII «Ilouta Poccum», ropox Mockaa

38 | ®K «Ypancuby, ropox Mocksa

! O6mepoccniickuii KaccudUKaTOp 3aHATHIA.

2 O6mepocCHiicK il KITacCHPHUKATOP BHIOB SKOHOMHUIECKO AEATEIBHOCTH.

® E ummiit KBaJU(UKAIIMOHHBIA CIIPABOYHHK JOIDKHOCTEH PYKOBOIUTENECH, CTIEIUAINCTOB M IPYTUX CIY/KAIIHX.
* O6epoccuiickuii Kmaccu(puKaTop mpodeccHii pabounx, TOMMKHOCTEH CIlyKal|X H TApUBHBIX PaspsIOB.




