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PykoBoauTenu nonpasneneHuit
1232 (cmyx0) ynpaBieHus kagpamu u 3423
TPYIOBBIMUA OTHOIIICHUSIMHU

CrienanucThbl KaJJpoOBBIX CIYXO0
YUPEXKICHUHN 3aHATOCTH
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(xox OKBDJ1%) (HaMMeHOBaHUE BUIa SKOHOMHUYCCKOH JIEATEITHHOCTH)



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

O06001IeHHbBIE TPYAOBBIC (PYHKITHH TpynoBble GyHKIIUN
YPOBEHB YPOBCHE
KOJI HAaMCHOBAHHE HAaMMCHOBAHHE KOJI (TIoypoBEHB )
KBaTA(pUKAIAH
KBaJTM(DUKAUN
Crparernueckoe 7 AJIMUHHCTPHUPOBAHUE TTPOLIECCOB U H/03.7 7
yIpaBJIeHUE NTEPCOHATIOM JIOKYMEHT0000pOTa MO CTPATETHIECKOMY
OpraHu3aIuu YIIPaBJICHUIO TIEPCOHAIIOM OPTaHU3aIUU
Peanu3zanus cucTeMbl CTpaTeErn4ecKoro H/02.7 7
yIIpaBJICHUS IEPCOHAIOM OPTaHU3ALUU
Pa3zpaboTka cucTeMbl CTpaTernuecKoro H/01.7 7
yIIpaBJICHUS IEPCOHAIOM OPTaHU3ALUU
OnepanroHHOE yIpaBiIeHHE 7 AJMUHUCTPUPOBAHUE ITPOLIECCOB U G/03.7 7
MIEPCOHAJIOM H JIOKYMEHTO000pOTa 1O ONEePalluOHHOMY
noJpa3aeIiCHuEM YIIPaBIICHUIO TIEPCOHAIIOM U paboTe
OpraHu3aIuu CTPYKTYPHOTO TIO/Ipa3ieiCHuUs
Peanu3zarust onepaliuOHHOTO YIIpaBICHUS G/02.7 7
MEPCOHAJIOM U PaOOThI CTPYKTYPHOTO
TOAPA3ACTICHHS
Pa3paboTka cuCTeMBI OIepaliMOHHOTO G/01.7 7
yIpaBJIeHUs IEPCOHAIOM U pabOThI
CTPYKTYPHOTO TIOIpa3/IeICHUS
JlesSTenbHOCTD O 6 AJIMUHUCTPHUPOBAHUE ITPOLIECCOB U F/03.6 6
OpraHu3aIH JOKYMEHT0000pOTa 10 BOTIPOCaM
KOPIOPAaTUBHOMN KOPIHOPATUBHOM COIMAIbHON NOJIUTUKU
COLIMAJIBHOM TTOJIUTUKA Peanu3arus KopropaTruBHOM COIUATBHON F/02.6 6
TOJIUTHKH
Pa3paboTka koprnopaTuBHOM colMaIbHON F/01.6 6
TOJIUTHKH
JlesTeTbHOCT TI0 6 AJIMUHUCTPHUPOBAHHE TTPOIECCOB H E/03.6 6
OpraHu3aly TpyAa u JIOKYMEHT0000pOTa 10 BOIIpOCcaM
OIIJIaTHI TIEPCOHATA OpraHu3aIluy TPY/a U OIJIAaThI IEPCOHATA
Opranuzanys omiaTsl TpyAa epcoHana E/01.6 6
Opranusaius Tpyaa rnepcoHaia E/02.6 6




JesiTenbHOCTD 110
Pa3BUTHIO ITEpCOHANA

AJIMHHUCTPUPOBAHKE MTPOIIECCOB U
JIOKYMEHTO000pOTa 10 Pa3BUTHIO U
npodecCHoHaIBHON Kapbepe, 00yUeHHUIO,
aJIanTalliy ¥ CTAXXUPOBKE NEPCOHATA

D/04.6

Opranu3zanys ajanTtaniy 1 CTaKUPOBKH
HiepcoHasia

D/03.6

Opranuzanus o0y4eHus mepcoHana

D/02.6

Opranu3anys ¥ NpoBEACHNE MEPOTIPUATUI
10 Pa3BUTHIO U TIOCTPOCHUIO
npodecCHOHATLHON Kapbephl IepcoHalia

D/01.6

HGHTGHLHOCTL I10 OLICHKEC 1
arTeCTaluu ncpCcoHaia

AJIMUHUCTPUPOBAHUE MTPOLIECCOB U
JIOKYMEHTO00O0pOTa MPHU MPOBEICHUH OLIEHKH
U aTTecTaluu NepcoHaa

C/03.6

Opranu3zanus 1 MpoBEICHUE aTTECTALUN
[epcoHala

C/02.6

Opranu3zanus 1 MpoBEJICHUE OLIEHKU
[epcoHala

C/01.6

JesTenbHOCTh 1O
00€eCIeYeHnI0 IePCOHATIOM

AJIMUHHCTPUPOBAHHUE TIPOLIECCOB U
JIOKYMEHTO000pOTa 00ecrieueHust
IePCOHATIOM

B/03.6

[Touck, nmpusneuenue, moao0p U 0TOOP
nepcoHaa

B/02.6

Coop uHbopMaLK O TOTPEOHOCTIX
OpraHH3aIiy B IIEPCOHATIE

B/01.6

JIOKyMeHTaIMOHHOE
obecriedeHne paboThl C
HIEPCOHAJIOM

AJMUHUCTPUPOBAHUE MTPOLIECCOB U
JIOKYMEHTO000pOTa IO yUYETy U ABHIKECHHIO
KaJIpOB, IPEACTABICHUIO JOKYMEHTOB 110
NIEPCOHAILY B TOCY/IapCTBEHHBIE OPTraHbI

A/03.5

Benenue nokymeHTaluuy mo y4ery u
JBUOKEHUIO KaJIpOB

A/02.5

Benenue oprann3aiimoHHON 1
pacnopsIUTENTbHON JOKYMEHTALUU 110
MIePCOHAITY

A/01.5




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

HaumenoBanue

[Ipoucxoxaenne 0600meHHO
TpynoBoil pyHKIMN

CTpaTeI‘I/I‘IeCKOG y1paBJICHHUEC IICPCOHATIOM Kox H YpoBeHb 7
OpraHu3aI|H KBaU(UKALMH
3aMMCTBOBaHO U3
Opurunaan
OpHTrHHANA
Kon PerucrpanuonHslit
OpHTHHAA HOMEp
po¢heCCHOHATFHOTO
cTaHaapra

Bo3moxHbie
HaWMEHOBAHHMS
TOJKHOCTEH, mpodeccuid

Buiie-nipe3uieHT no ynpapieHUIO IepCOHATIOM

JupekTop 1o nepconany

JlMpeKTop 10 yNnpaBJIEHUIO IEPCOHAIOM

3amMecTHUTEIb IFEHEPAJIbHOI0 JUPCKTOPA IO YIIPABJIICHUIO IIEPCOHATIOM

TpebGoBanus k
00pa3oBaHHIO U
00y4YCHHIO

Briciiee oOpa3oBaHue - CiEUAIUTET, MarucTparypa

JononHurenbHoe npodeccuoHanbHoe 00pa3oBaHue - IPOrpaMMbl
npodeCCHOHATFHON TIEPENIOATOTOBKH B 00JIACTH YITPABICHHS MIEPCOHATIOM,
CTPATErMYECKOTO U ONEPALIMOHHOTO YIPABICHMS, SKOHOMUKN OpraHU3alvy;
IIPOrpaMMbI MOBBIILIEHUS KBaJTU(UKALMU B 00JIaCTH YIIPaBICHUS
IIEPCOHAJIOM, CTPATErM4ECKOT0 U OIEPALMOHHOIO YIIPABICHUS

TpeboBaHus K OIBITY
MPAKTUYECKOH pabOThI

He menee niatu et B 001acTy yrpaBieHUsI IEPCOHATIOM Ha PYKOBOJSIINX
JOJDKHOCTSIX

Oco0Oble ycrmoBus
JI0IycKa K paboTe

Jpyrue xapakTepuCTUKH

JIOTIOTHUTENBHBIE XapaKTEPUCTUKU

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

OK3 1232 PyxoBoaurtenu noapazaeneHuii (ciayx0) ynpaBieHUs

KaJpaMH U TPYIOBBIMH OTHOIICHUSIMHU
EKC® - 3aMecTUTeNh TMPEKTOpa 10 YIPABICHUIO IEPCOHATIOM
OKIIATP* 1232 PyxoBoaurenu noapazaeneHuii (ciayx0) ynpaBieHUs

KaJpaMH U TPYIOBBIMH OTHOIICHUSIMHU

3.1.1. TpynoBasi pyHKUHUS

HaunmeHnoBanue

AJIMUHHCTPpHUPOBAHUE TIPOILIECCOB U YpoBeHb
JIOKYMEHT0000poTa 10 cTpareruueckomy | Kox | H/03.7 | (moxyposens) 7
YIPABJIECHUIO IIEPCOHAIIOM OpPraHU3aINN KBanuQuKarn




IIpoucxoxnenue
TpyHoBoi#l pyHKIMN

3arMCTBOBAaHO U3

Opwurnsan
OpHTrHHANa

Kon opurunana Peructpanmonsslit
HOMEp
po¢heCCHOHATFHOTO
CTaHAapTa

TpynoBbie nericTBUs

AHanM3 TIPOIECCOB JOKYMEHTOOOOpPOTa, JIOKAJbHBIX JIOKYMEHTOB 11O
BOIIPOCAM  YIIPABJICHUS IEPCOHAIOM, OW3HEC-MPOLIECCOB OpraHU3alUH,
YIOBJIETBOPEHHOCTH MEPCOHATIA

JlokyMeHTaloHHOE 0(OpMIICHHE PE3y/IbTaTOB YIIPABICHUS [IEPCOHATIOM, €ro
ayuTa, paboThl CTPYKTYPHBIX MOAPA3ICICHUN

JIoKyMEeHTallMOHHOE ¥ OPraHU3alMOHHOE COMPOBOXKJIECHUE CTPATErHUYECKOTO
yIpaBJIeHUS IEPCOHAIIOM U PaOOTHI CTPYKTYPHBIX MO/Ipa3AeeHui

IlonroroBka MpeUIOKEHUM IO PAa3BUTHUIO CUCTEM YIIPABICHUS IIEPCOHAJIOM,
[0 HEOOXOJUMBIM KOPPEKTUPYIOIUIMUM M TIPEBEHTUBHBIM MepaM U IO
MOBBIIEHUIO () (HEKTUBHOCTH pabOTHI CTPYKTYPHBIX MOPA3ICTICHIHA

Kontpons mporeccoB B 001acTd ymOpaBieHHS TEPCOHAIOM U PadOTHI
CTPYKTYPHBIX TOJIpa3JCICHUI, CPABHEHUE M aHAJIM3 TIPOLIECCOB, PE3YAbTATOB
VIPaBICHUYECKUX MEPOIPHUATHH, ompeaeneHrue (aKTOpOB, BBI3BIBAIOIINX
OTKJIOHEHHE OT IUIAHOBBIX IMOKa3aTeen

CoracoBaHue ¥ KOHTPOJIb JIOTOBOPOB IO BOIPOCaM U CHUCTEMaM
CTPAaTErnyecKkoro  ympaBJ€HUS MEPCOHAJIOM U  paboTe CTPYKTYPHBIX
nojpa3AeIeHU, OpraHu3anus Ipoueayp 1o UX 3aKII0YCHUI0

IToaroroBka PE3YJIbTATOB aHa/lu3a COOTBCTCTBHA OpraHU3allUd MW OILIAThI
Tpyda MepCcoHalia yCIICIIHbIM KOPIIOPATUBHBIM ITPAKTHKAM

Broinonnenne TpeOoBaHMI 1O XpaHEHHIO HHGOpPMAIUU O pe3yibrarax
JEHCTBUSL CHCTEM CTPATErMYeCKOTO YIPABJICHUS MEPCOHAIOM H PabOTHI
CTPYKTYPHBIX MOJIpa3eIeHUI

HeoOxonumbie ymeHus

KopnioparuBHast KyinbTypa, conuajibHas IOJIUTHKA, CUCTEMbl MOTHBALMU W
3 PEKTUBHOCTH YIpaBICHUS IEPCOHATIOM

Metonb! yrpaBieHHus pa3BUTHEM H 3()(PEKTUBHOCTHIO OpTaHHU3AIMH, METOJBI
aHaJM3a BHITIOTHEHUS MJIAHOB M MPOTPAMM, OIPENEICHUS UX YKOHOMHUYECKOM
3¢ HEeKTUBHOCTH

MeTtonsl MNpOBCACHUA ayauTa, KOHTPOJISI OICPATUBHLBIX YIHPABICHYCCKUX
MMpouccCoB, CONUOJIOTMYCCKUX HCCIICIOBaHUI

busznec-miaH u 6I/ISHGC'HpOHeCCLI OpraHu3aln

bropkeTHOE MPOEKTUpOBaHUE

OpFaHI/ISaL{I/IOHHOC IIPOCKTUPOBAHUC

@opMbI, METOABI M CHCTEMBI MAaTEPUAIIBHOIO U  HEMAaTrepUaIbHOIO
CTUMYJIMPOBAHMS TPyJa NEPCOHAIA

Cucrembl CTaHJapTOB o Ou3Hec-Tpoleccam, npodeccusim
(crienMaabHOCTSAM), HOPMBI TpyAa

MeToasl aHaIHU3a KOJIMYECTBEHHOIO M KAUECTBEHHOI'O COCTaBa IepcoHaia

Ka}lpOBaﬂ IMMOJINTUKA OpTraHHU3aln

[Topsinox ¢QopmupoBanus, BeaeHuss OaHKa JaHHBIX M IPEIOCTABICHUA
OTYETHOCTU TIO0 CHCTEMaM YIIpaBJIEHUS MEPCOHAIIOM U paboTe CTPYKTYPHBIX
IOJIpa3AECIICHU I

OCHOBBI  JOKYMEHTAIlMOHHOTO  OOecredyeHus, MOopsAIoK  OohOopMIIEHHS
JIOKYMEHTOB, MPETOCTABISEMBIX B roCyIapCTBEHHBIE OpTraH#bl,
poQeCcCHOHATBHBIE COI03BI, O0IECTBEHHBIE OPTaHU3AINN

HGHI/I " CTpaTCrusa pa3BUTHA OpraHHU3allvun




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

HopmaruBHble TpaBOBbl€ aKThl, PEryIUPYIOLUIME MpaBa U OOS3aHHOCTH
TrOCYJIapCTBEHHBIX OpPraHOB M OpPraHU3AMHU IO MPEAOCTABICHUIO YYETHOU
JIOKYMEHTAIUU

CrpykTypa oOpraHu3allid W  BaKaHTHBIE JIOJDKHOCTH  (mpodeccud,
CIIEIUAIILHOCTH )

TpyaoBoe 3aKOHOAATEIBCTBO U MHBIE AKThI, COAEPKAILME HOPMBI TPYAOBOIO
npaBa

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

OcHOBBI HAJIOrOBOIo 3aKoHoAarenbcTBa Poccuiickoit denepaunn

OcHOBBI MUTPAIITMOHHOTI'O 3aKOHO/IaTeNbCTBA Poccuiickoit denepanum, B 4aCTH
IPUBJIEYEHUS U TPYAOYCTpOMCTBA HMHOCTPAHHBIX TpaXKAaH U Jull 0Oe3
IPaXIAHCTBA

OCHOBBI AJIMUHHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B obmactu YIIpaBJICHUA
MEpCoHaIOM U OTBETCTBCHHOCTH AOJDKHOCTHBIX JIMIL

3akoHomareabCTBO Poccuiickoit denepanuu 0 EPCOHATBHBIX TAHHBIX

JIokanbpHbBIE HOPMATUBHBIC AKTbl OpraHv3aliu B obacTu YIpaBJIICHUA
IIEPCOHAIIOM

[Topsiiok 3aKiIt0YEHHsI JOTOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH 1€710BOTO OOIIECHHS

basoBsie OCHOBBI UH(POPMATHKH, CTPYKTYpHOE IIOCTPOCHUE
MH(GOPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMU

HeoOxonumele 3HaHUS

AHanu3upoBaTh, pa3padarbiBaTh U 0OPMIISTH JOKYMEHTHI MO MpoleccaM U
pe3yabTaraM  yIOpPaBICHHS ~ MEPCOHAIIOM W paboTe  CTPYKTYPHBIX
noApas3aeacHu

[TpuMeHATh METO/IBI aHATTN3a OU3HEC-TIPOIIECCOB OPTraHU3aIuN

Omnpenenarb mporpamMmbl  JOCTHXKEHHsSI LelNed W pemeHus  3ajad
MOAPA3ACICHUN

HpOBOILI/ITB AyAUT CUCTEMBI YIIPABJICHUS IICPCOHAIOM

IIpoBOAUTE KOHTPOJUIMHT CUCTEMBI YIIPABJICHHS IIEPCOHATIOM

KonTponupoBars OOKET Ha TepcoHal M YIpaBICHHE pacxoJaMu Ha
HIepCOHAI

OpranuzoBbIBaTh COMPOBOXACHHWE JOTOBOPOB II0 BOMPOCAM YIPAaBICHUS
IIEPCOHAJIOM, BKJIFOYas IPEIBAPUTEIBHBIE IPOLEAYPHI ITO UX 3aKIIOYECHHUIO

OpranuzoBbIBaTh 3aKyIMOYHbIE MPOLEAYPHl, OQOPMIISATH U aHAIU3UPOBAThH
3aKyNOYHYIO JOKYMEHTALUIO

KOHTpOJ'H/IpOBaTI) U aHAJIMU3UPOBATH BOIPOCHl COLNUAJIBHOIO IAapTHEPCTBA,
AOTOBOPBI TOCTABIIUKOB YCIIYT

HpOBO)II/ITI) MEPETOBOPBI U  MPCACTABIATE HWHTCPECHI OpraHuU3alui B
TOCYIapCTBEHHBIX OpraHax, MNpO(ECCHOHANBHBIX COK3aX W  JIPyTHX
NpEACTAaBUTCIbHBIX OpraHax pa6OTHI/IKOB U OopraHusalnuAax I10 BOIIpoCaM
nepcoHaia

Bectu nenoByro nepenucky

Paborath ¢ HHPOPMAIIMOHHBIMU CHUCTEMaMH M 0a3aMU JaHHBIX 110 TIEPCOHAITY,
CHCTEMaM yIMpaBJIEHUsS TIEPCOHAJIOM MW  OpraHu3allud  JIeATeIbHOCTH
CTPYKTYPHBIX MOJIpa3eIeHUI

OOecrmeunBaTh ~ KaJpoOBOE  JACJIIOMPOM3BOACTBO M JOKYMEHTAIIMOHHOE
COMPOBOXKICHWE TIPOIECCOB MO VIPABICHHUIO TEpCOHATOM U paboTte
CTPYKTYPHBIX MOAPA3AECIECHUN




OpraHu30BbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHU C TpeOOBaHHUAMU
TPYLOBOIO M apXMBHOIO 3aKoHonarenbcTBa Poccuiickon @Pexepauuu U
JIOKAJIbHBIMM aKTaMH OpraHu3aluu

Co0uro1aTh HOPMBI ATUKH JIETIOBOTO OOIIEHUS

Jlpyrue xapakTepucTUKu

3.1.2. TpynoBasi pyHKIUSA

Peanuzanus cucrembl CTparernueckoro YpoBenp
HanmeHoBaHke yIpaBIICHHUS IEPCOHAIOM OpraHU3aIluN Kon | H/02.7 | (momyposens) 7
KBaJTU(PUKALIUU
[Ipoucxoxnenue 3anMCTBOBAHO W3
. Opurunan
TpynoBoi#l pyHKIMN OpWTHMHAJIA
Kon opurunana Peructpanumonssiit
HOMED
po¢eCCHOHATBFHOTO
cTaHaapTa

Tpynossle nencTBus

[InanupoBaHue AEATEIBHOCTH U pa3pabOTKa MEPONPHUATHH 10 YIPABICHHUIO
MIEPCOHAJIOM JIJIsl peaIM3aluy CTPATErMYECKUX LieJIel OpraHu3aiuu

BHenpenne NONMMTHK, IUIAaHOB, MPOTpPaMM, MHPOLEAYP M TEXHOJIOTHH II0
YIIPABJICHUIO ITEPCOHATIOM

[TocTpoenue opraHu3alMOHHON CTPYKTYPBI C YYETOM IJIAHOBOW MOTPeOHOCTH
B [IEPCOHAJIE U B3aUMOJIECUCTBUS CTPYKTYPHBIX MOAPA3ACICHUNA OPraHU3aluu

Buenpenne u moanepkaHue KOPIIOPAaTUBHOM KYJABTYPbl W COIIMAIbHOU
IIOJIMTUKHW, CHCTEM MOTHBaIlUH, Sq)q)CKTI/IBHOCTI/I, OLCHKUW MW pPa3BUTHUA
nepcoHaa

BHC]lpeHI/Ie U TOoAACPKAHUC CUCTEMBI OpraHu3alvni Tpyda W OIJIAThbI
nepcoHaia

VhpasneHue BHEAPEHHEM NPOrpaMM M IPUHUUIIOB  CTAHIAPTU3ALNH,
VHU(UKAIIUK, aBTOMAaTH3allMd MPOIECCOB VYIPABICHHUS TIEPCOHAIOM U
0e30macHBIX YCIOBUHN Tpya

Opranuzanys TpOBENEHHS ayluTa ¥ KOHTPOJUIMHTA B  YIIPaBICHHUU
HIEPCOHAIIOM

IToctanoBKa  3ama4  pyKOBOOUTENSAM  CTPYKTYPHBIX  IOJpPA3/EICHUI,
oIpesiesIeHuEe MaTepUaIbHO-TEXHUUECKUX PECYPCOB AJIsl UX BBIITIOJHEHUS

AHaJM3 OTYETHOCTHU TI0 YIIPABJICHUIO TIEPCOHAJIOM U BBISIBJICHHE PECYPCOB IO
YAYUILIEHUIO I€ATeIbHOCTH OpraHu3aiun

CornacoBaHue yCJlIOBHUH 3aKJIIOYAEMbIX JIOTOBOPOB IO BOIPOCAM YIPaBICHUS
IIEPCOHAJIOM

Opranu3zanys MpoBEACHUS 3aKYIIOYHBIX MPOLEAYP M0 BOIPOCAM YIIPaBIECHUS
NEPCOHAJIOM U 0OPMIIEHHS COMYTCTBYIONIEH JOKYMEHTAIMH [0 HUM

dopmupoBaHue OIOKETa HAa TIEPCOHAN, TEXHOJOTHUH ayauTa paboThl C
MIEPCOHATIOM M KOHTPOJIJTMHTA

[TpumeHneHne Kk pabOTHUKAM Mep MOOIIPEHHS U TUCIIUIUIMHAPHOTO B3bICKAHUS

Heob6xonumble ymeHUS

Meronpl yrpaBieHUs pa3BUTHEM M 3()(HEKTHBHOCTBIO OpPraHU3aIMH, METOJIbI
aHaJIM3a BBIMOJHEHUS IJIAHOB U MPOTPaMM, OMPEICIICHUS UX SKOHOMHUYECKON
3¢ hEKTUBHOCTH

Opraau3zanus ynpaBiIeHHUs pa3BUTHEM OpPTaHU3AIIN

Teopun ympaBieHUs OpraHu3aluend, MOJUTHKA M CTPATETUs YIpaBICHUS




NIEPCOHAIIOM

Metonbl aHanwW3a BBINIOTHEHHWS IUIAHOB HW 334, OMNPEACTeHUS UuX
YKOHOMUYECKOH 3P HEKTUBHOCTH

MeTonb! OlleHKH, Pe3yIbTaToB 1 3(Hh(HEKTUBHOCTH TpyAa

MCTOI[BI BHEAPCHUA CUCTEMBI YIIPABJIICHUS IICPCOHATIOM

OcHOBBI pabOTHI 110 TPOGOPUEHTALUU

MCTOI[I/IKI/I IIaHUPOBAHUA U ITPOTHO3UPOBAHUA HOTpe6HOCTI/I B IICPCOHAJIC

L[CJ'II/I, CTpaTerus pa3BUTUA U Ou3Hec-1IIaH OpraHu3alin

Teopuu 1 METOIBI GOPMHUPOBAHUIO OpEHIA OpraHU3aAIUU

TpeboBanust 0xpaHbl U OE30MACHBIX YCIOBUH TpyAa

MeTOIII/IKI/I pa3pa60TKH 1 BHCAPCHHA JIOKAJIbHBIX HOPMATUBHBIX dKTOB

[Topsimok 3akioueHuss TPYAOBBIX JOTOBOPOB, PEryIUPOBaHUS TPYAOBBIX
CIIOPOB

OCHOBEI COMOJIOrMH, IICHUXOJIOTMHM, OSKOHOMHKH Tpyda H YHpaBJICHUA
COIHMAJIbHBIM Pa3BUTUCM OpTraHHU3allnN

MGTOIII)I MMPOBCACHUA COIMOJIOTHYCCKUX I/ICCJIGI{OB&HI/Iﬁ, N3y4YCHUA
O6H.[€CTBCHHOFO MHCHUA

Texnomoruu IMMPOBCACHUA ayJuTa U KOHTPOJIJIMHI'A B YIIPABJICHUHU IICPCOHATIOM

[Topsimox  mpoBeAE€HHUS  3aKyMOUHBIX  Hpoueayp ©u  ohOpMIICHHS
COINYTCTBYIOIIEH TOKYMEHTALIMHU

TexHomoruy, craHaapTU3alus, YHU(UKaLKsA, aBTOMATHU3alUs MPOLECCOB
YIIPABJICHUS IEPCOHAIIOM

CTpyKTypa opranuzanuu

TpyaoBoe 3aKOHOAATEIBCTBO U MHBIE AKTHI, COAEPKAIIME HOPMBI TPYIOBOTO
npaBa

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

OCHOBBI HAJIOTOBOT'O 3aKOHOaTeNnbCcTBa Poccuiickoit denepannn

OcHOBBI MUTPAIITMOHHOTO 3aKOHO/IaTeNbCTBA Poccuiickoit denepanuu, B 4aCTH
NpPUBJIEYEHNUS W TPYAOYCTPOMCTBA HMHOCTPAHHBIX TpaXKAaH W Jull 0Oe3
TPaXIAHCTBA

OCHOBBI AIMUHHUCTPATUBHOI'O 3aKOHOHATCIILCTBA B obmactu YIIpaBJICHUA
MEpCoOHAIOM U OTBETCTBCHHOCTH AOJDKHOCTHBIX JIMIT

3akoHoparenbcTBO Poccuiickoit denepannivi 0 NEpCOHANBHBIX TaHHBIX

[Topsi1oK 3aKIIIOYEHNS JOTOBOPOB (KOHTPAKTOB)

JloxanbHBIE HOPMATUBHBLIC AKTHI B obmactu YIipaBJICHUA [ICPCOHATIOM

Hopwmpbl 3 THKM 1€710BOTO OOIIIEHMS

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

HeoOxonuMmeie 3HaHUS

[lpous3BomuTh aHanMM3 JAEATEIBHOCTH 110  YINPABICHUIO IIEPCOHAJIOM,
pas3pabarbiBaTh Moka3arenu 3PPeKTUBHOCTH PabOTHI

@opMUPOBATH IIJIAHBI K1 MEPONPUATHUS IO YIPABJIECHHUIO ITEPCOHATIOM

PaccuntheiBaTh 6IOI()KCT B o0JacTu YIipaBJICHUSA IICPCOHATIOM

OHpe)IeJ'IHTI) 30HbI OTBETCTBCHHOCTH pa60THI/IKOB n nonpay:[eneHHﬁ, CTaBHUThb
3a/lauil PYKOBOAUTCIIAM HO,HpaSJICJICHI/Iﬁ U 00eCIIeunBaTh PECYPCHI I UX
HCITIOJIHCHU A

KOHTpOJ'II/IpOBaTB H KOPPCKTHUPOBATHL UCITIOJIHCHUC HOpy‘-ICHI/Iﬁ " 3a1a4

VYpaBnarb 3QPEKTUBHOCTHIO M BOBJICUCHHOCTHIO TIEPCOHANA, NUCIUTUTMHON
Tpyaa u coOoeHueM O€30TIaCHBIX YCIOBUN TPyAa

Bectu MEpCroBOPLI IO BOIIPOCaAM COIUAJIBHOIO MAPTHEPCTBA U MPEACTABIIATH
HHTCPCChl OpraHu3aivii B TOCyOJapCTBCHHBLIX OpraHax, HpO(l)eCCI/IOHaJ'II)HI)IX




COI03axX U APYTUX MPEeNCTaBUTEIbHBIX OpraHax padOTHHMKOB, U OpraHU3aLUsIX
110 BOIIPOCaM IEpCcoHaa

Pabotare ¢ nHGOpPMaLMOHHBIMU CHCTEMaMM U 0a3aMu JJaHHBIX IO BOIIPOCaM
yIIpaBJICHUS IEPCOHAIIOM

[TpoBOIUTE ayAUT U KOHTPOJUIMHT B OOJIACTH YIIPABICHUS IEPCOHAIOM

®opMUpoBaTh W MPOBOJUTH COLMUAIBHYIO TIOJUTUKY U  COLUAJIbHbBIC
IPOrPaMMBbI

Bectu MEPEroBOpbl C MOCTABHIMKAMH YCIYI' 11O YCJIOBHAM 3aKJIHOYAaCMBIX
J10TOBOPOB

[Tpon3BOANTH 3aKyMOYHBIE NPOLEAYPHl, O(GOPMIATH M aHAJIU3UPOBATH
3aKYNOYHYIO JOKYMEHTALUIO

Co0roaTh HOPMbI 3TUKH JICJIOBOTO OOICHUS

Jlpyrue xapakTepuCTUKH

3.1.3. TpynoBasi pyHKIUS

Pa3paboTka CHCTEMBI CTPaTErnIecKOro Yposennb
Hanmenosanne yIIpaBJICHUS TIEPCOHAIIOM OPTaHU3aIUU Kon | H/01.7 | (monyposen) 7
KBaITU(UKAINH
[Tpoucxoxaenue 3auMCTBOBAHO M3
. OpurusHan
TPYHAOBOH pyHKLIMH OopurvHaia
Kon opurunana Peructpanuonsslit
HOMEp
po¢heCCHOHATBFHOTO
CTaHJapTa

Tpynosblie nercTBus

Amnamns YCHICUIHBIX KOPIIOPATUBHBIX IMPAKTHUK 10 OopraHu3anuu
CTPATCTUYCCKOTO YIIPAaBJICHUA MIEPCOHAIIOM OpraHn3anuu, OpraHu3alfioOHHOI0
MMPOCKTUPOBAHUA U BSaI/IMO,HeP’ICTBHH HOI[pEl?»,[[CJ'ICHPIﬁ

[TocTaHOBKa CTparernuyecKux Leieil B yIpaBICHUH EPCOHATIOM

Pa3zpaboTka KOpHOpaTMBHOW MOJUTHUKH, IUIAHOB, IPOrpamM, IMPOLEAYyp U
TEXHOJIOTUH I10 YITPABJIEHUIO IIEPCOHATIOM

Pa3paboTka KOpHmopaTMBHOM KylbTypbl W COLIMAJIBHOM IOJIUTUKH, CHUCTEM
MOTHUBAIMH, 3 HEKTUBHOCTH, OLIEHKH U Pa3BUTHUS IepCOHAa

DopMUPOBAHNE CUCTEMBI OIUIATHl U OPTaHU3alUU TPyAa

Pa3zpaOoTka OpraHM3allMOHHOM CTPYKTYpbI, IUIAHUPOBAHUE MOTPEOHOCTH B
NepcoHaJe OpraHu3aluu

PazpaGoTka mporpamm, TNpPUHLMIIOB CTaHAAPTU3ALMU,  YHU(DUKALMH,
aBTOMAaTH3allMM IPOLIECCOB YIPABICHHS IEPCOHATIOM U O€30MacHBIX yCIOBUI

Tpyda

®opmupoBanue OrokeTa Ha MEpCcoHal, TEXHOJOTWH aynuta paboThl ¢
IIEPCOHAJIOM M KOHTPOJIJIMHTa

HeoOxonumbie ymeHus

Metonb! yrpaBlieHUs pa3BUTHEM U 3()PEKTUBHOCTHIO OPTaHU3AINH, aHAIA3A
BBIMIOJTHEHHUSI TUIAHOB W TPOTPAMM, OMNPEIEICHUS WX HSKOHOMHYECKOM
3¢ HEKTUBHOCTH

MeTonb!l olieHKH paboThl CTPYKTYPHBIX MOAPA3ACIECHUN, Pe3yJabTaToB TpyAa
IIepCOHAJIA

MeToap! NpoBeACHUS ayAUTOB, KOHTPOJUIMHIA YIIPABICHUYECKUX MPOLECCOB

MeToasl aHaIU3a KOJIMYECTBEHHOIO M KAUeCTBEHHOI'O COCTaBa IepcoHaia

CucTemMBbl CTaHIAPTOB 1O OM3HEC-TIpoIeccaM, TPOPECCHsIM, HOPMBI TPYIa




Cucrembl, wmetonbl U (OpMBI MaTepuasbHOTO M  HEMaTepHaIbHOTO
CTUMYJIMPOBAaHHUA TPYJa IEpcoHaIa

MeTtoibl aHAIK3a COMUATBHBIX TPOTPAMM U OIPEACICHHUS KX SKOHOMUYECKON
3¢ dEKTUBHOCTH

TexHonoruu u MeTo bl HOPMUPOBAHHUS U KOHTPOJIs OIOKETOB HA MEPCOHAI

TpeboBaHust OXpaHbI i OE30MACHBIX YCIOBUH Tpyaa

]_[CJ'II/I, CTpaTCTrd U KaapoBas IMOJIUTUKA OpraHu3alui

OCHOBBI TEXHOJIOTHU IMPOU3BOACTBA U ACATCIILHOCTU OpraHru3allnun

OCHOBBI COIIMOJIOTHH, IICUXOJIOT'MHU U SKOHOMUKU Tpyda

OCHOBEHI YipaBJICHHA CONHAJIBHBIM PA3BUTUEM OpraHu3alin

MeTOIIBI IMPOBCACHUA COIMOJIOTHYCCKUX HCCJICI[OB&HI/Iﬁ, HU3y4YCHUA
O6H_[CCTBCHHOFO MHCHU

CrpykTypa opraHu3aium

TpynoBoe 3aKOHONATENLCTBO U MHBIE aKThl, COAEPIKALIME HOPMbI TPYAOBOIO
IpaBa

OCHOBBI apXMBHOIO 3aKOHOAATEIbCTBA W HOPMATUBHBIE IPABOBBIC AKTHI
Poccuiickoit @enepanyu, B 4aCTH BEACHUS TOKYMEHTALUH 110 MIEPCOHAILY

OcHOBBI HaJIOroBOro 3akoHozarenbcTBa Poccuiickoit @enepaunn

OCHOBBI MUTPAIITMOHHOTO 3aKOHOJaTeNbCTBA Poccuiickoit denepanuu, B 4aCTH
MPUBJICUCHUS U TPYIOYCTPOMCTBA HHOCTPAHHBIX TpaxaaH W Jidl 0Oe3
rpak1aHCTBA

OCHOBBI AIMUHHUCTPATUBHOI'O0 3aKOHOAATCIILCTBA B obOiactu YIIpaBJICHUA
MEPpCOHAJIOM B OTBECTCTBCHHOCTU NOJIDKHOCTHBIX JIMIL

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TAHHBIX

JlokanmpHbIE HOpPMATHMBHBIC AaKThl OpPraHU3allMd B O0JAaCTH YIpaBICHHS
HIEPCOHAIIOM

[Topsmok 3aKITIOYEHHS JOTOBOPOB (KOHTPAKTOB)

Hopwmpbl 3 THKM 1€710BOTO OOIIIEHMS

OcHoBBI HH(OPMATHKHU, CTPYKTYPHOE MOCTPOCHUE HH(POPMALIMOHHBIX CUCTEM
U 0COOEHHOCTH paboThl ¢ HUMH

HeoOxonuMmeie 3HaHUS

Pa3pabarbiBaTh CTpaTeruy U NOJUTUKHU B YIPABIECHUU IIEPCOHATIOM

CozpgaBarh M ONUCBHIBaTH OPraHMU3ALMOHHYIO CTPYKTYpPY, L€, 3ajaqd,
(GYHKIMM CTPYKTYPHBIX NOAPA3IEICHUN U JOKHOCTHBIX JIUI]

HpI/IMeHHTL MCTOIbI YIIpaBJICHUA MEKINYHOCTHBIMU OTHOIICHUAMMU,
q)OpMI/IPOBaHI/IS[ KOMaHA, pa3BUTUA JIMACPCTBA ©W  HWCIHOJHUTCIIBHOCTH,
BBISIBJICHUS TAJIAHTOB, OIIPCACICHUA YIOBJICTBOPECHHOCTHU pa60T0171

OnpenensiTb U aHaIU3UPOBaTh BHYTPEHHUE KOMMYHUKAIlMU, MOJIEIMPOBATh
MIOBEACHUE TIEPCOHAa

HpeI[CTaBJ'IflTI) HHTCPCChI OpraHu3aliii B TOCYAApCTBCHHBLIX OpraHax, BO
B3aMMOJICUCTBUU C TPOQCOI03aMU, HUHBIMU MPEACTABUTEIBLHBIMU OpraHAMHU
PabOTHUKOB TI0 BOIIPOCAM MEepCOHaIa

CocTaBnsiTh, pPacCUUTHIBATh, KOPPEKTHPOBAaTb M KOHTPOJIUPOBATH CTaTbU
pacxonoB OrokeroB U (OHIOB HAa NPOrpaMMbl M MEPOIPHUSATHS IO
YIPaBIEHUIO IEPCOHAJIOM OpraHU3alnn

HpOBOZ[I/ITB AyJUT 1 KOHTPOJUIMHI B obnactu YIIPpABJICHUSA IICPCOHATIOM

Pa3pabarbiBaTh KOpropaTUBHbBIE COLMATbHBIE TPOrPAMMBI

Bectu MEpCTrOBOPLI o BOIIpocaM CouaJIbHOIo MNapTHEPCTBA C
MNpE€ACTAaBUTCIIbHBIMH OpraHaMmn pa60THI/IKOB

Pabotare ¢ nH(GOPMALMOHHBIMU CHCTeMaMH U 0a3aMH JTaHHBIX IO BOIPOCaM
YIIPABJICHHS IEPCOHATIOM

OpFaHI/I3OBLIBaTL MCpPONPUATHUA 110 00€CIIeYeHUI0 BBITOIHCHHUS Tpe60BaHPII>i




OXpaHbl Tpyda B COOTBETCTBUM C JACUCTBYIOIIMM 3aKOHOIATEIBLCTBOM
Pocculickon @enepanuu U JJIOKAJIBHBIMUA aKTAMHU OPraHU3aLUN

Opranu3oBbIBaTh U MPOBOJIUTH MEPOIIPUATHUS C IEPCOHAIOM B COOTBETCTBUE C
KOPIOPATUBHON COLMAIILHOW IMOJIUTUKOM

Co0roaTh HOPMbI 3TUKH JICJIOBOTO OOICHUS

Jpyrue xapakTepuCTUKH

3.2. O0001meHHas TpyaroBasi GyHKIUsA

OnepanroHHOE ABJICHUEC IICPCOHAJIOM U YpoBeHb
HaumMenoBanue pall yip P Koxn G P 7
Nojpa3AeICHUEM OpraHH3aIuu KBaJINQHUKALH
[Tpoucxoxaenre 00001IEHHOI 3aMMCTBOBAHO M3
. Opurusan
TPYHAOBOM pyHKIMH OpUrMHaJIa
Kon PerucrparuoHHsIit
OpHTHHAJa HOMED
npodeccroHaibHOTO
cTaHmapTa

Bo3moxHbIe
HaMMEHOBaHHUS
JOJDKHOCTEH, podeccuii

PykoBoguTenb CTPYKTYpHOTO MOIPA3IEICHUS

HauanpHuk CTPYKTYPHOTO MOAPA3ACIICHUSA

TpebGoBanus k
00pa30BaHUIO U
00y4JeHUI0

Briciiee oOpa3oBaHue - CIELUAINTET, MarucTparypa

JononnurensHOE MpodeccnoHallbHOE 00pa30BaHue - IPOrpaMMBbl
npodeccuoHalIbHON NepenoAroTOBKY B 00JIACTH YIIPABICHUS IEPCOHATIOM,
OMICPalMOHHOI'O U TAKTUYCCKOI'O YITPABJIICHUSA,; IPOTPAMMBI IMTOBBIIICHUA
KBaJM(HUKALUU B 00JJaCTH YIPaBIeHUs NEPCOHATIOM, ONIEPallMOHHOIO U
TAKTHUYCCKOT'O YIIPAaBJICHUA

TpeOoBaHuUs K OIBITY
MPaKTHYECKON paboThI

He menee nisaTu et B 001acTu YIipaBJICHHUA I[IEPCOHATIOM

Oco0bble ycrnoBus
JOTycKa K paboTe

Jlpyrue XxapakTepuCTUKU

I[OHOHHI/ITCJIBHBIG XapaKTCPpHUCTUKU

HanmeHnoBanue qokymeHTa Kox

HanmenoBanme 6a30BOM TPYIIIBI, JOKHOCTH
(mpodeccun) WK crenualbHOCTH

OK3

1232 PykoBonuTenu nonpaszaeneHuii (cinyx0) yrnpasieHus
KaJ[paMH U TPYIOBBIMU OTHOLICHUSIMHU

EKC

- Havannauk oTaena KaapoB

- Havannauk otaena opraHu3alnuvu 1 OIUIAThI Tpyda

- HaganbHUK OT/€Ha MOATOTOBKH KaapoB

- HaganpHUK OTHEna COLMaIbHOTO Pa3BUTHUA

3aBenyronuii (HaYaIbHHUK) OTIEJIOM KaJpOB

OKII/ITP

1232 PykoBoauTenu noapasaeneHuii (ciayx0) ynpaBieHUs




‘ KaapaMu U TPyJOBBIMU OTHOIICHHUAMHA

3.2.1. TpynoBasi pyHKUHUSA

AJMUHUCTPHUPOBAHUE TTPOIIECCOB H
YpoBeHb
OKYMEHT0000pOTa MO ONEePaMOHHOM

Haumenosanwue JIOKYM p paul y Kon | G/03.7 (TOypOBEHB) 7
YIPABJICHHUIO TICPCOHAIIOM U paboTe KBATH(UKALHH
CTPYKTYPHOTO TIO/Ipa3ieICHuUs

ITporcxoxKaeHne 3aMMCTBOBAHO U3

. Opurusan
TPYIOBOM (PYHKIMN OpUrMHaja
Kon opurunana Peructpanmonsslit
HOMEp
po¢heCCHOHATFHOTO
cTaHmapra

TpynoBbie neicTBuUs

AHanu3 TpoLEecCcOB JOKYMEHTOOOOpPOTa, JIOKAJbHBIX JIOKYMEHTOB IO
BOIIPOCAM OIEPALMOHHOIO YIPAaBICHUS IIEPCOHAIOM U PaOOTHI CTPYKTYPHOTO
nojpasfeneHus, OHU3HEC-IPOLECCOB  OpraHu3allM, YIOBIECTBOPEHHOCTU
nepcoHasna

JlokymeHTanmoHHoe o(opMIIeHHE Pe3ybTaTOB OMEPAIMOHHOTO YIpPaBICHUS
IIEPCOHAIIOM U pabOThl CTPYKTYPHOIO MOAPA3EIICHUS, PE3yIbTaTOB ayauTa
paboThI C MepCOHAIOM

ITonroroBka NpeaIoKEHUM 110 PA3BUTHIO CUCTEM ONEPALIMOHHOTO YIIPABICHUS
HEPCOHAJIOM M pabOThl CTPYKTYPHOTO IOJPA3JEJEHUsl, 10 HEOOXOAMMBIM
KOPPEKTUPYIOIIMM U IIPEBEHTUBHBIM MEpaM

Pa3pa60TKa CUCTCMbI aHAJIU3a U KOHTPOJIA pa6OTLI InepcoHalia

KonTposnb, cpaBHeHHME H aHAJIU3 TMPOIECCOB B 00JACTH OMNEPATUBHOIO
YIPaBICHUS IEPCOHAJIOM, pE3YyIbTarOB YIPAaBICHUYECKUX MEPOIPHUITUH,
omnpenenaeHue  (HaKTOPOB, BBI3BIBAIOIIUX  OTKJIOHEHHE OT  IUIAHOBBIX
MoKazareneu

[TonroroBka u 0OpaboOTKa 3aMpoOCOB, YBEAOMIICHUH, CBEJICHUN 0 paOOTHUKAX B
rOCyIapCTBEHHBIE OpraHbl, MNPOPECCHOHATBHBIE COIO3bI, OOIECTBEHHBIE
OpTraHu3aIuu

ComnpoBOXKJIeHUE JI0TOBOPOB OKa3aHUsl YCIyr MO BOIPOCAM ONEPaTUBHOTO
YIpaBICHUs MEPCOHATIOM U paboTe CTPYKTYPHOIO IMOJApa3AesieHus, BKIIOYast
MIpEABAPUTEIbHBIE TPOLEAYPHI 110 UX 3aKIFOUYEHUIO

[ToaroroBka mpemioxkeHUd Mo (GOpMUPOBAHMIO OrOKETa Ha IepcoHall
OpraHu3aluu

Beimonnenne TpeboBaHMII 1O XpaHEHHIO MH(pOpPMALMU O pe3yabTrarax
JNENCTBUS CHCTEM OIEPAI[MOHHOTO YIPABICHHUS IEPCOHAIOM U PabOThI
CTPYKTYPHOTO MOJpa3AeICHUS

HeoOxonumbie ymeHus

Metonp! yrpaBieHHus pa3BUTHEM H 3()(HEKTHBHOCTHIO OpTaHHU3AINH, METOJIBI
aHaJIM3a BBIMIOTHEHUS IJIAHOB U MPOTPAMM, OINPEACTICHHUS UX YKOHOMHYECKOM
3¢ HEeKTUBHOCTH

Metoapl OLIEHKH pabOThl CTPYKTYPHBIX IMOJApPA3CNeHUH, pe3yabTaToB Tpyna
nepcoHasna

Metobl TPOBEICHUS ayIuTa ¥ KOHTPOJUIMHTA OTIEPATUBHBIX YIIPABICHYECKUX
IPOIIECCOB

@®opMBI M CHCTEMBI MaTepUAILHOTO W HEMaTepUAIbHOTO CTHMYIHPOBAHUS
Tpyla epcoHaia

OCHOBBI JAOKYMCHTAILITMOHHOI'O obecrieucHust




[Topsimox odopmileHUs, BEJEHUS U XpaHEHUs JOKYMEHTAlMU IO CHUCTeMaM
ONEPALlMOHHOTO  YIpaBJIEHUS IMEPCOHAIOM  OpraHM3aluu U paborte
CTPYKTYPHOTO TMOJIpa3AeIecHUs

[Topsimox  popmupoBanus, BeneHUss OaHKa JAaHHBIX W TPEIOCTABICHH
OTYETHOCTH I10 CHCTEMaM ONEePAlMOHHOI0 YIIPaBJICHUs IIEPCOHATIOM U paboTe
CTPYKTYPHOT'O MOJAPA3ICICHUS

HopmaruBHble TpaBOBbl€ aKThl, PEryIUPYIOLUIME MpaBa U OOS3aHHOCTH
TOCYJIapCTBEHHBIX OpPraHOB M OpPraHU3ALMHU IO MPEAOCTABICHUIO YYETHOU
JIOKYMEHTaIU!

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

ITonutnka YIIpaBJICHUSA IICPCOHAJIOM U CONMAJIbHAA IMOJUTHKA OpraHu3alun

OpranuzalvoOHHO-IITaTHAS CTPYKTYpa OpraHu3aluu

]_[CJ'II/I " CTpaTcrusa pa3BUTHA OpraHHU3alllii

busHec-1uian 1 OM3HEC-TIPOIIECChl OPraHU3aLUuH

TpynoBoe 3aKOHONATEIBCTBO U MHBIE aKThl, COAEPKALIMEe HOPMbI TPYAOBOIO
npaBa

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

OCHOBBI HAJIOTOBOT'O 3aKOHOIATENNbCTBA Poccuiickoit denepammu

OcHOBBI MUTPAIITMOHHOT0 3aKOHO/1aTeNbCTBA Poccuiickoit denepanuu, B 4aCTH
IPUBJIEYEHUS U TPYAOYCTpOMCTBA HMHOCTPAHHBIX TpaXKAaH U Jull 0Oe3
Ipak1aHCTBa

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

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TAHHBIX

JlokanbpHbIe HOPMAaTHBHBIE JOKYMEHTHI OpPraHW3allid B 00JAaCTH YIpaBIICHHS
HIEPCOHAIIOM

[Topsimok 3aKITIOYEHHS JOTOBOPOB (KOHTPAKTOB)

Hopmpbl 3 THKM 1€710BOTO OOTIIEHMS

basoBbie OCHOBBI UH(POPMATHKH, CTPYKTYpHOE IIOCTPOEHHUE
MH(OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PabOThI C HUMU

HeO6XOI[I/IMLIe 3HaHUA

KOHTpOJ'II/IpOBaTB MponLecChl  yHpaBJICHUA TIE€PCOHATIOM HO,Z[pB.?»I[CJ'ICHHIZ,
ONMpCACIIATL UX PE3YIbTAaTUBHOCTL W BBIABIATH (1)aKTOpI>I OTKJIOHCHHI OT
IJIAHOBLIX IMMApaMETPOB

Pa3zpabareiBaTh mporpamMMbl JOCTHKEHUS IIEJIEM W ONEPATUBHOTO pEIICHUS
3a1a4 NoJIpa3iesIeHu

AHanu3upoBarb, pa3padareiBaTh U OQOPMIIATh JOKYMEHTHI 110 ONEpaTHBHBIM
IpoleccaM U UX pe3ylibTaraM

[TpoBOAUTE ayaUT KaJpOBBIX MPOLECCOB, MPOLEAYpP, 0GOPMIIEHHUS KaJpPOBBIX
JIOKYMEHTOB U JJOKYMEHTOB IO YIPaBJIECHUIO IEPCOHAIOM

KOHTpOJ'II/IpOBaTB pacxoa0BaHHUC 6IOI[)KCTOB Ha ICPCOHAJI

OdopMasATh TOKYMEHTBHI MO OINEPAllMOHHOMY YIPAaBICHHUIO IMEPCOHAJIOM H
paboTe CTpYKTYypHOTO MOAApa3AeIeHuUs, IPEAOCTaBIIsIEMbIE B TOCYJapCTBEHHbIE
Oprasbl, IPEACTaBUTEIbHbBIE OpraHbl pAOOTHUKOB

ObecrnieunBaTh  JOKYMEHTAllHOHHOE  CONPOBOXICHHE IO  CHCTEMaM
ONEPALIMOHHOTO  YIPABJIEHUS IEpPCOHAIOM U paboTe  CTPYKTYpHOIO
MOJPA3AETICHUS

OpFaHI/ISOBI)IBaTB XpaHCHUEC OJOKYMECHTOB B COOTBCTCTBHU C Tpe6OBaHI/I$IMI/I
TPyAOBOr0O HW AapXUBHOI'0 3aKOHOAATCIILCTBA Poccuiickoi (I)enepam/n/l )41
JIOKaJIbHBIMU aKTaMU OpTraHHU3allun




KonTtponupoBarh MCHONIHEHHE JOTOBOPOB MOCTABUIMKOB YCIYT IO BOIpOCaM
nepcoHaa

[Tpou3BoauTh 3aKyHmoOYHBIE MPOLEAYPHl, OMGOPMIATE U aHAIU3HPOBATH
3aKyMOYHYIO JOKYMEHTAIIUIO

[IpoBoguTh mEpPEroBOpsl W MPEACTABIATh HWHTEPEChl OpraHU3alMH B
TOCYIapCTBEHHBIX OpraHax, Npo(eCcCHOHANBHBIX COI3aX U JPyrux
MPEJICTAaBUTENIbHBIX OpraHax paOOTHHUKOB 10 BOMPOCAaM IepcoHana

Becrtu nenoByro nepenucky

Bectn YUYET U PErUCTpalio JOKYMCHTOB B I/IH(bOpMaI_[I/IOHHI)IX CHUCTEMAaX U Ha
MaTCpUuaJIbHbIX HOCUTCIIAX

Paborarh ¢ nHGOpPMATMOHHBIMU CUCTEMAMH M 0a3aMH JaHHBIX IO IEPCOHATY
U cuUcTeMaM OIEpAlMOHHOIO  VYIPAaBIEHMUsS INEPCOHAIOM U  pabote
CTPYKTYPHOTO MOJIpa3AeICHUs

Co0uroiaTh HOPMBI 3TUKH JICJIOBOTO OOIICHUS

Jpyrue xapakTepuCTUKH

3.2.2. TpynoBasi pyHKIUSI

Peanuzanus onepallMOHHOTO YIIPaBICHUS YpoBeHb
HaumenoBanue HEPCOHAJIIOM U PaOOThI CTPYKTYPHOI'O Kox | G/02.7 | (nomyposens) 7
NOIpa3/IENIeHus] KBanupuKaLy

IIpoucxoxnenue
TpyHoBOH QpyHKINH

Opurusan

3auMCTBOBAHO U3
OpHTrHHANA

Kon opurunana Peructpanumonssiit
HOMED
po¢heCCHOHATFHOTO
CTaHIapTa

Tpynossle nencTBUs

HJIaHI/II)OBaHI/Ie ACATCIIbHOCTH TTOAPA3ACIICHUA U IICPCOHAJIA

OnepaTtuBHOE yIpaBieHUE EPCOHATIOM MTOAPA3/IEICHHS OpraHnu3alnuu

Pacuer 3arpar mo mNOApPAa3NENEHHUI0O W TOATOTOBKA MPEMJIOKEHUN Ul
(dbopmMupoBaHus OroKETA

Pa3zpaboTka cTaHZapTOB [EATEIBHOCTH MOAPA3JCICHUS W YHU(PHUKAIUS
IPOIIECCOB

ITpoBeneHne HHCTPYKTaXxa 10 OXpaHe Tpyaa

ITocTanoBka 3a/1au paOOTHHUKAM CTPYKTYPHOTO MOAPA3JEIIECHHUs, ONpeaAeIeHIe
PECYpPCOB ISl X BBIITOJIHEHUS], KOHTPOJIb UCIIOJIHEHUS

AHanu3 TMJIAHOB W OTYETHOCTH TOAYMHEHHBIX pPaOOTHHUKOB, pa3paboTka
MpeJIOKEHUH N0 YITYUIIEHHUIO MTOKa3aTesiel AesITeIbHOCTH Mo/Ipa3AeIeHUs

(DOpMI/IPOBaHI/IC OTYCTOB O pa60Te CTPYKTYPHOT'O IMOAPA3ACIICHUA

HeoOxonumbie ymeHus

Teopuwn yrpaBiieHUS TIEPCOHAIIOM U €r0 MOTHUBAIUU

Metonpl aHanu3a BBINOJHEHWS IUIAHOB M 3a7ad, OIpPEAEIEHUS UX
HKOHOMHYECKOH 3(h(heKTUBHOCTH

(I)OpMBI 1 MCTO/IbI OILICHKHU IIEPCOHAJIa U PEIYJIIbTATOB UX Tpyaa

TexHomoruu OIICPATUBHOT'O YIIPABJICHUA IICPCOHATIOM OPraHu3alnuu

Cucrembl, Mmetonbl U (OpPMBI MaTepuaibHOTO M  HEMaTepHaIbLHOTO
CTUMYJIMPOBAHMS TPyJa NEPCOHAIIA

TexHonoruu u MeTo bl GOPMUPOBAHUS U KOHTPOJISI OIOIKETOB

TeOpI/II/I " MCTO/IbI YIIPABJICHUS PA3BUTHEM IICPCOHAJIA




DKOHOMMKA TpyAa

OpraHuzanoOHHO-IITaTHAs CTPYKTYpa OpraHu3aluu

ITonutHnka YIIPABJICHUSA IICPCOHAJIOM U COMAIbHAA IMOJIMTHKA OpraHru3alun

Llenwn, cTparerust pa3BUTHS U OM3HEC-TIIAH OPTaHU3AIHH

MCTOI[I/IKI/I IJIAaHUPOBAHUA U ITPOTHO3UPOBAHUS HOTpe6HOCTI/I B II€pCOHAJIC

ITopsimok yperyinpoBaHus TPYIOBBIX CIIOPOB

TpeOoBaHus 1 paBuiia MPOBEACHUS ayInuTa paboTHI C MEPCOHATIOM

Dopmbl COLIMAJIbHOTO [apTHEPCTBA u B3aMMOZACHCTBHS c
npo¢eCCHOHALHBIMU COI03aMU U JIPYTUMH TIPEICTABUTEIBHBIMU OpraHaMu
paOOTHUKOB, M HHBIMU OpPraHU3aLUsIMU

[Topsimox opopmieHHs KaIpOBBIX JOKYMEHTOB M MPUAAHUS UM FOPUANIECKOM
CUJIBI

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

TpyaoBoe 3aKOHOAATEIBCTBO U MHBIE AKTHI, COAEPKALIME HOPMBI TPYIOBOIO
npaBa

OCHOBBI apXWMBHOTO 3aKOHOAATEIbCTBA W HOPMATHUBHBIE IIPABOBBIC AKTHI
Poccuiickoit denepatinu, B 4aCTH BeICHUS JOKYMEHTAIIMH 10 IIEPCOHATY

OcHOBBI HaJIOrOBOro 3aKoHoAarenbcTBa Poccuiickoit denepauun

OcHOBBI MUTPAIITMOHHOTO 3aKOHO/1aTeNbCTBA Poccuiickoit denepanuu, B 4aCTH
IPUBJIEYEHUS U TPYAOYCTPOMCTBA HMHOCTPAHHBIX TpaXKAaH U Jul 0e3
Ipak1aHCTBa

OCHOBEBI AJIMUHHUCTPATUBHOI'O0 3aKOHOAATCIILCTBA B obmactu YIIpaBJICHUA
MEpCoHAIOM U OTBETCTBCHHOCTH AOJDKHOCTHBIX JIMIL

3akoHomareabCTBO Poccuiickoit denepanuiu 0 EPCOHATBHBIX TAHHBIX

JIokanbpHbBIE HOPMATUBHBIC AaKTbl OpraHu3alniiki B 4YaCTU  YIIPABJICHUA
IIEPCOHAIOM

OcHOBBI TIpaBOBOTO peryaupoBanus Poccuiickoit ®Dexepanuu mopsaka
3aKIIFOUYEHHMS TPAKIAHCKO-TIPABOBBIX IOTOBOPOB

Hopwmpbl 3THKH 1€710BOTO OOTIIEHMS

basoBsie OCHOBBI nH(pOpPMaTHKH, CTPYKTYpHOE IIOCTPOCHUE
MH(GOPMAILIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMH

HeoOxonuMmeie 3HaHUS

Onpenensitb 30HbI OTBETCTBEHHOCTH U 3((EKTUBHOCTH pabOThI MepcoHaia
CTPYKTYpHOTO MOJpAa3JeNeHHs, paclpelessiaTh 3ajadyd M obOecrneyuBarhb
MaTepUaIbHO-TEXHUYECKUE PECYPCHI ISl UX UCTIOTHEHUS

HpI/IMeHHTL MCTOABI OIICPATUBHOI'O YIIPABJICHUA IICPCOHATIOM OpTraHHU3allun

KoHnTponnpoBars UCIIOJIHEHUE TOPYUYEHU U 3a]1a4, BHOCUTHh CBOCBPEMEHHBIE
KOPPEKLIMH B IIJIAHBI U 331a41

Ornpenenarth nmokazarenu 3hHEKTUBHOCTH pabOThI epcoHaa MoApa3ieIeHus

VYpaBiATh MOTHUBAaLMENl NEPCOHANA, €r0 BOBJIEYEHHOCTBIO M JUCLUIUIMHON
Tpyaa

CocTaBisiTh ~ MJIaHBl  JIEATEIIBHOCTU  CTPYKTYPHOTO  MOApa3JeiIeHUs
OpraHu3aIu

CocTaBisiTh, PacCUUTHIBATh, KOPPEKTUPOBATH M KOHTPOJIUPOBATH CTaThbU
pPacxo0B CTPYKTYPHOTO MojpasieneH s Ui (JOpMUPOBaHUS OIOIKETOB

[Ipon3BoaNTh aHANM3 TEKYIIEH AECATENBHOCTH CTPYKTYPHOIO IMOApA3IEICHUs
Y BHEJPSATH IIPOLIEAYPHI 110 €€ ONTUMU3ALNI

[IpencraBnsiTh  WHTEpEeChl  OpraHM3allMM W BECTH  TIEPEroBOphl ¢
rOCY/IapCTBEHHBIMH OpraHaMu, MPO(eCCHOHAIBHBIMUA COIO3aMU M JPYTUMH
MIPEJICTaBUTEILHBIMU OpraHaMi pabOTHUKOB 110 BOIIPOCAaM IepCoHaa

Bectu MEPETroBOPLl C MOCTABHIMKAMH YCIYI' 11O YCIOBHUAM 3aKIIHOYACMBIX




JIOTOBOPOB

[Tpon3BOANTH TpenBapUTENIbHBIE 3aKyNOYHbIE MPOUEAYpPbl U O(OopMIATH
COIYTCTBYIOLLYIO JOKYMEHTALUIO 10 3aKJIIFOUYEHUIO I0TOBOPOB

[TpoBOANTH aynUT pe3ynbTaToOB pabOTHI C NEPCOHATIOM

Pabotare ¢ nHGOpPMaLMOHHBIMU CHCTEMaMM U 0a3aMu JJaHHBIX IO BOIIpOCaM
yIIpaBJICHUS IEPCOHAIOM

Co0roiaTh HOPMbI 3TUKH JICJIOBOTO OOIICHUS

Jpyrue xapakTepuCTUKH

3.2.3. TpynoBasi pyHKUHUSA

Pa3paboTka cucTeMbl onepanuoHHOro VpoBeHb
Hanmenosanne yIIpaBJICHUS IEPCOHATIOM U pabOTHI Kox | G/01.7 | (momypoBeb) 7
CTPYKTYPHOTO NOAPA3AEIICHUS KBaHpuKAIN

IIpoucxoxnenue
TPYHAOBOH pyHKLIUH

Opurusan

3auMCTBOBAHO U3
OpuUrMHaa

Kon opurunana Peructpanuonsslit
HOMEp
npo¢eCCHOHATBLHOTO
CTaHjapTa

TpynoBbie neicTBUs

Ananuz YCHCIIHBIX KOPIIOPATHBHBIX IIPAKTHK 11O BOIIPOCAM CTPATCTHYUCCKOIO
H OIICPATUBHOI'O YIIPABJICHHA IICPCOHATIOM OpraHU3allun

[TocTaHoBKa ornepaTuBHBIX 1LIEJIEH TTO0 BOIIPOCAM YIPABICHUSI IIEPCOHATIOM

Pa3paboTka m1aHoB, mporpamMm U MpoueAyp B YIPaBICHUU MEPCOHATIOM

Pa3zpaboTka npemsiokeHuii Mo CTPYKType MOApa3/eleHuss U MOTPEOHOCTH B
IIepCcoHae

Pa3zpaboTka mpeniokeHuil 1Mo 00ecleYeHHI0 MEepCOHAIOM, (POPMHPOBAHUIO
CHUCTEM OLICHKH, Pa3BUTHA, OIUIAThl TPYNa, KOPHOPATUBHBIM COLUAIBHBIM
IIporpaMmamM M COLIMaJIbHOW ITOJIMTHKE

Pa3zpaboTka mnpemioxxkeHnii o 3arpatax W (HOpMHUpPOBaHMIO OOJKeTa Ha
HepCOHAI

Pa3zpaGoTka mnpeasokKeHUuil Mo 3aKIIOYEHUIO JIOTOBOPOB M0 YIPABIECHUIO
IIEPCOHAJIOM C TIOCTAaBIIMKAMM YCIYI W IIPOBEJIECHHUE IIPEIBAPUTEIBHBIX
IIPOLIEYP 110 UX 3aKIIOYCHUIO

HeoOxonumbie ymeHus

MeTosb1, C1I0COOBI 1 MHCTPYMEHTHI YIIPaBJIEHUS TEPCOHAIOM

Lenu, crparerus pa3BUTUs U OW3HEC-TUIAH OPTaHU3aIuN

[Tonutuka YIIpaBJICHUS ICPCOHAJIOM OpraHu3alnun

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

CucTeMbl cTaHAaPTOB 110 OM3HEC-TpoleccaM, NpodeccusiM, HopMaM Tpyaa

Cucrembl, Mmetonbl U (OpPMBI MaTepuaibHOTO M  HEMaTepHaIbLHOTO
CTUMYJIUPOBAHMS TPyJa IEPCOHAIIA

TexHonoruu u MeTobl GOPMUPOBAHUS U KOHTPOJISI OIOIKETOB

[lopssmox  mpoBeAeHHsS ~ 3aKyNMOYHBIX  Ipoueayp H  ohopMiIeHHs
COIYTCTBYIOLEH JOKYMEHTAUU

OCHOBEI HpOHSBOJICTBeHHOfI ACATCIIBHOCTH OpPraHu3anun

OcHOBBI 00mIel M COLMAIBbHOM ICHXOJIOTUH, COLMOJOTHM M ICUXOJIOIHU
TpyZa, 5KOHOMUKH Tpyaa, 0€30IacHbIX YCIOBUHN TpyAa

CrpykTypa opranusanuu




TpynoBoe 3aKOHOJATEILCTBO M HMHBIE aKThl, COAEpKAIIUE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOIO 3aKOHOJATEIbCTBA W HOPMATUBHBIE IPABOBBIE 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 @epepanu Mo 3alUTe NEPCOHAIBHBIX
TAHHBIX

JIokanbHbBIE HOPMATUBHBIC AKTbI OpraHv3aliui B obactu YIIpaBJICHUA
IEpCoHAIOM

ITopsi1oK 3aKIIIOYEHHS] JOTOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH 1€710BOTO OOIIECHHS

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

HeoOxonumeble 3HaHUA

Opranu3oBbIBaTh pabOTy NepCcOHAA CTPYKTYPHOI'O IOPA3EIICHUS

Onpenenars 3afadd IMEPCOHANA CTPYKTYPHOIO IOAPA3CIICHUS, UCXOAS U3
L[EJIEN ¥ CTPAaTEru OpraHu3alnun

Co3paBarb M ONUCBHIBaTH OPraHMU3ALMOHHYIO CTPYKTYpPY, L€, 3ajaqd,
(GYHKUIMH CTPYKTYPHOTO MOJIpa3AeICHUs

[IpuMeHsATh  METOABI  YIPABICHHUS  MEXJIMYHOCTHBIMU  OTHOLICHHUSIMU,
dbopMupoBaHus KOMaHJA, pa3BUTHS JUACPCTBA U  HUCHOIHUTEIHHOCTH,
BBISIBJICHUS TAJIAHTOB, ONPEICIICHHSI YOBICTBOPEHHOCTH PabOTOM

OHpe,[[eJ'IHTB, AHAJIU3UPOBATb, MOACIIMPOBATE W BBICTPAUBATL BHYTPCHHUC
KOMMYHHUKallUU IEpCoOHaIa

Pa3pabareiBaTh MpOEKTHBIC MPEATOKEHUS U MEPONPUITUSA TIO0 IPPEKTUBHOM
paboTe nepcoHana

BHeI[pHTB CTPATCIruro 110 YIIPaBJICHUIO IIEPCOHATIOM

CocraBisaTh, pAacCUUTHIBATh, KOPPEKTHPOBATh M KOHTPOJIUPOBATh CTaTbU
pacxolioB Ha TMEpCOHal, pa3padarbiBaTh MPEATOKEHUS IO 3arparaMm Ha
nepcoHat Jyisi GopMUPOBaHUS OIOKETA

IIpencraBndATs  UHTEPECHl  OPraHM3allMd MU BECTH  IIEPETOBOPHI €
npodecCHOHANIbHBIMU COI03aMHU M JIPYTMMH TPEACTaBUTEIbHBIMU OpraHaMu
pabOTHUKOB, B3aUMOIEHCTBOBATh C TOCYAAPCTBEHHBIMU OpPTraHU3AUSIMU

AHanu3upoBaTh UMHGOpPMAIMIO IO MOCTaBIIMKAM yCIyr B  00JacTu
YIPaBJIEHUS MIEPCOHAIIOM U IO YCIOBUSAM 3aKJII0YaEMbIX JOTOBOPOB

[TpousBoauTh TpeaBapUTENbHBIE 3aKyMOYHBIE MPOUEAYpl U O(QOPMISATH
COITYTCTBYIOILIYIO IOKYMEHTALMIO MO 3aKJIIOUYEHHUIO JOTOBOPOB

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

OpFaHI/BOBLIBaTL " MPOBOJAUTH KOPIIOPATUBHBIC MECPONIPUATHA C IICPCOHATIOM

Co0uroiaTh HOPMBI TUKH JICJIOBOTO OOIICHUS

Jlpyrue XxapakTepuCTUKU

3.3. O0001menHas TpynoBasi pyHKIUS




JedaTenbHOCTh 10 OpraHu3aluu YpoBeHb
HaumeHnoBanue . . Kon F 6
KOPITOPATHBHOU COIIHMAJIbHOU ITOJIUTUKHU KBaﬂH(bHKaHHH
[Ipoucxoxaenne 0600IeHHO 3anMMCTBOBAHO U3
. Opurunan
TPYHOBO# (pyHKIIUH OpHTrHHANA
Kon PerucrpanuonHslit
OpUTHHAJIA HOMED
podeccHoHaIbHOTO
cTaHmapra

Bo3moxHbIe
HaMMEHOBaHHUS
JOJDKHOCTEH, podeccuii

Crienyanuct 1o coluuanbHbIM IporpaMmmam

CHCHI/IaHI/ICT 10 pa60Te C IpEACTAaBUTCIIBHBIMU OpraHaMu pa6OTHI/IKOB

CrernuanucT 1mo KOprnoparuBHOM COIMATBLHOMN MOJTUTUKE

CHGHI/IaHI/ICT I10 TIepCcoHaAIly

MeHnemxep 1o nepcoHany

TpebGoBanus k
00pa30BaHMIO U
00y4eHHIO

Briciiee oOpa3oBanue

JononuurenbHOe podeccuoHalbHOe 00pa30BaHue - MPOTrPaMMBbl
poecCHOHAIBHON MEPENOArOTOBKH U TIPOTPAMMBI ITOBBIIIICHUS
KBaJM(UKALUY B 00JIACTH COLIMATIBHBIX MPOTpaMm

TpeboBaHus K OIBITY
MPAKTUYECKOH pabOThI

Oco0Oble ycrmoBus
J0IycKa K paboTe

Jpyrue xapakTepuCTUKH

JIOTIOTHUTENBHBIE XapaKTEPUCTUKHU

HaumenoBanue 6a30Boi Tpymibl, JOHKHOCTH
HaumeHnoBaHnue nokymeHTa Kon
(mpodeccun) WK crennaibHOCTH

OK3 2412 CrienianucTsl 1o KagpaMm U npohopueHTaun

3423 CrienianucThbl KaJpoOBBIX CIYXO0 U yupexaeHui

3aHSATOCTH

EKC - Crenmanuct 1o kaapam

- Menemxep 1Mo nepcoHaity
OKIIATP 27755 DKOHOMHUCT 110 TPYAY

22956 HNucnexTop mo kaapam

3.3.1. TpynoBasi pyHKUHUS

AJIMUHUCTPUPOBAHKE MTPOLIECCOB U VpoBeHb

HaumenoBanue JOKYMEHTO000pOTa 1O BOIpOCcCam Kon | F/03.6 (omypoBeHb) 6

KOPIIOPaTUBHOM COLMAJIbHON MOJUTUKH KBanMQuKarmm




IIpoucxoxnenue
TpyHoBoi#l pyHKIMN

3aMMCTBOBAaHO U3

OpwurrHan
OpHUrHHAa

Kon opurunana Peructpanmonsslit
HOMEp
po¢heCCHOHATFHOTO
CTaHAapTa

TpynoBbie nericTBUs

AHanu3 TMpoOILECcCOB JIOKYMEHTOOOOpOTa, JIOKAJIbHBIX JIOKYMEHTOB IO
BOIIPOCAM KOPIIOPATUBHOM COLIMATIbHOM MTOJIUTUKHU

JlokymeHTalmoHHoe opopMIIeHHE Pe3yIbTaTOB KOPHOPATUBHON COIHMAIbHOM
MOJIUTUKU

[ToaroToBka MNpenIoKEHUH 1O PA3BUTHUIO KOPIOPATUBHOM COLIMATIBHOM
MOJINTUKHU

IToaroroBka pe3ylnbTaToB aHaJIM3a COOTBETCTBUS KOPIIOPAaTUBHON COLIMAIIBHOM
NOJMTUKKA TpeboBaHMAM 3akoHoAarenbcTBa Poccuiickoit ®Denepauuu u
YCIIOBUSIM PbIHKA TpyJa

JIOKyMEHTallMOHHOE W OPraHU3allMOHHOE COIPOBOXKJEHUE MEPOIPHUITHIMA
KOPIOPATUBHOM COLMAIbHON NOJIUTUKU

[TogroroBka m 00paboTKa 3ampocoB M YBEAOMIIEHHH O paOOTHUKaxX B
rOCYIapCTBEHHBIE  OpraHbl, MNPO(QECCHOHAIBHBIE COIO3BI W JApYrue
MNpEACTAaBUTCIIbHBIC OpIraHbl pa6OTHI/IKOB I10 BOIIpoCcaMm COIII/I&JII)HOﬁ IIOJIMTUKU
B OTHOILICHHUH TIEPCOHANA

ComnpoBOXKJeHHE  JOTOBOPOB IO  OKA3aHUIO  KOHCYJABTAIlMOHHBIX U
MH(OPMAIIMOHHBIX YCIYT MO MEPONPUSTUAM KOPIOPATUBHON COIMANBHOM
MTOJINTUKH, BKITIOYAs TTPEIBAPUTEIBHBIC MPOIEAYPHI MO UX 3aKIFOUYCHUIO

HeoOxonumbie ymeHHS

[Topsimok odopmiieHust, BeICHUSI U XpaHEHUs JOKYMEHTAIMH 110 COLUATbHON
IIOJIMTUKE B OTHOLLIEHUH NIEPCOHAIIA

[Topsimok  ¢dopmupoBaHus, BeACHHUS OaHKa MAHHBIX W MPEIOCTABICHUS
OTYETHOCTH I10 BOIIPOCAM COLIMATILHOM MOJUTUKHU B OTHOILIEHUU IIEPCOHAIIA

TGXHOJ'IOFI/II/I, MCTOABI U MCTOAUKH MPOBCACHUS aHAIMW3a U CUCTEMaTHU3allun
JOKYMCHTOB U HH(bOpMaHHH

OCHOBBI IOKYMEHTOO0OPOTa U JOKYMEHTAIIMOHHOTO 00eCTICYeHUS

[Topsmox  mpoBeneHUss  3aKyMOYHBIX  mpoueayp ©u  0dOpMIICHHS
CONYTCTBYIOIIEH TOKYMEHTALIMHU

CrpykTypa oOpraHusaliud M  BakaHTHble JOJDKHOCTH  (mpodeccun,
CHEIUAIbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThI, COAEpPXKAIIUE HOPMBI TPYIOBOTO
npaBa

OCHOBEI APXUBHOI'0 3aKOHOAATCIIbCTBA W HOPMATUBHBIC ITPABOBLIC AKTHI
Poccuiickoit CDC,Z[epaI_II/II/I, B 4aCTH BCACHUA JOKYMCHTAIUHU I10 IICPCOHAITY

OcHOBBI HaJIOrOBOIoO 3aKoHoAarenbcTBa Poccuiickoit denepannn

HopmaruBHBIE NpaBOBBIE aKThl, PETYIHPYIOIIME TpaBa U O0SI3aHHOCTH
TOCYIapCTBEHHBIX ~ OPTaHOB, MNPO(GECCHOHATBHBIX COIO30B U JAPYTHX
MPEICTABUTENBHBIX OPraHOB pPaOOTHHKOB IO TMPEIOCTABICHHUIO YUETHOM
JIOKYMEHTaIuH

3akoHopaarenbcTBO Poccuiickoit denepanyivi 0 NEPCOHANBHBIX TaHHBIX

JlokanbHBIE HOPMATHBHBIE AKThl OPraHU3ALNN, PETYIUPYIOIIHME TMOPAIOK
BHEJIPEHUS KOPIIOPATUBHON COLMATIbHOM IMOJIUTUKU U COLMAJIBHBIX IIPOrPAMM

[TopsioK 3aKIIIOYEHHST JOTOBOPOB (KOHTPAKTOB)

Hopmpbl 3 THKH 1€710BOTO OOIIIEHHS

basoBbie OCHOBBI UH(POPMATHKH, CTPYKTYpHOE MIOCTPOEHUE
MH(OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMHU




HeoOxonumele 3HaHUA

OdopmisiTh  JOKYMEHTBI 10 BOIpPOCAM  KOPIIOPAaTUBHOM  COLMAILHON
IIOJIMTHUKH, npeaoCTaBIsACMBbIC B TOCYAapCTBCHHBIC OpTraHblI,
MIPEJICTAaBUTENIbHBIE OPraHbl pAOOTHUKOB

AHanu3upoBaTh IpaBUiia, HOPSAIKU, IPOLEAYPH KOPIIOPATUBHON COLIMAJIBHOM
MIOJINTUKHU

OObecnieunBarh TOKyMEHTAIIMOHHOE COMPOBOXKICHNE COMMAILHON MOJIUTUKH B
OTHOIICHUHU NIEpCcOoHAIA

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHHSIMH
apXMBHOIO 3akoHonarenbcTBa Poccuiickoir ®enepanuvi W JTOKAJIbHBIMHU
aKTaMH OpraHu3aluu

[Ipou3BoAUTh TNpeABapUTENbHBIE 3aKyNOYHbIE MPOLEAYpPbl U OGOPMIATH
COITYTCTBYIOILIYIO JIOKYMEHTALIMIO 10 3aKJIIOUYEHHUIO JOTOBOPOB

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

Bectu y4er u perucrpanuio J0KyMEHTOB B HH(OPMAIIMOHHBIX CUCTEMaX U Ha
MaTepUAIIbHBIX HOCUTEIAX

BecTu nenoByro nepenucky

Co0uroiaTh HOPMbI 3TUKH JCJIOBOTO OOIIECHUS

Jpyrue xapakTepuCTUKH

3.3.2. TpynoBasi pyHKUHSA

Peanu3anus kopnoparuBHO#N colMaIbHON Yposenp
HanmenoBanue HOIATHKH Kox | F/02.6 (momypoBeHb) 6
KBaJH(pHUKAITIT
[Mpoucxoxaenue 3auMCTBOBaHO M3
. Opurnsai
TPYMOBOH (QDYHKIIHH OpHUrHHaJa
Kon opurunana Peructpanuonsslit
HOMeEp
npodeccroHaibHOro
cTaHzgapra

Tpynossle nencTBUs

BHenpenue KOpPHOpPAaTUBHBIX COLMAIBHBIX IPOrpaMM, B TOM 4YHUCIE II0
COLIMAJILHOM MOJIEPIKKE OTAEIBHBIX IPYII paOOTHUKOB

Peanuzarusi cuctembl COIMANBHBIX JIBFOT, BBIIUIAT PAaOOTHUKAM C Y4ETOM
TpeboBaHuil 3akoHOaTeNnbCTBA Poccuiickoit deneparumn

OreHKa yIOBIETBOPEHHOCTH TIEpPCOHAla KOPIOPATUBHOM  COLMAILHOM
MOJTUTUKOMN

Ounenka A(PQPEKTUBHOCTH MEpPONPUATUN  KOPHOPATUBHOM  COLIMAIBHOU
MOJINTUKN

[lonroroBka  NpemioK€HWH 1O  COBEPIICHCTBOBAHMID  MEPOINPUATUN
KOPIIOPaTUBHOM COLMATIbHOM MOJIUTUKH

[TonroroBka mpenyokeHui MO (HOPMHUPOBAHUIO OIOKETa HaA PeaTU3aIfio
KOPIOPATHBHON COIIMATLHOM MOJUTUKU U COIUATBHBIX MIPOTPAMM

HeoOxonumbie ymeHus

BOHpOCBI YIpaBJICHUA COUAJIBHBIM PA3BUTUEM OpraHu3alnn

MeTOJIBI aHajin3a BBIIIOJTHCHUA KOPIOPATUBHBIX COIHMAJIIBHBIX HpOorpaMm H
ONPCACIICHUS UX 9KOHOMMUYECKOH Z—)(I)(I)CKTI/IBHOCTI/I

CucreMbl, MeTonbl, (OpPMBI  MaTE€pPUATBLHOTO M  HEMarepHabHOTO
CTUMYJIMPOBAHUS TPYJa MepcoHaa

MeTOJIBI IMPOBECACHUA COIMOJIOTHYCCKUX HCCJIG)IOBaHHfl, HN3Y4YCHUA




0O0II[ECTBEHHOTO MHEHUS

TexHoJIoruM, METOIbl U METOJIMKHU MPOBEACHUSI aHaIM3a U CHUCTeMaTu3aluu
JOKYMEHTOB U HH(pOpMaIUu

HopmaTtuBHBIE TpaBOBBIE AaKTHI, PETYIUPYIOIIME TIpaBa U OO0S3aHHOCTU
rOCYIapCTBEHHBIX OPraHoB, MNPO(ECCHOHANbHBIX COIO30B U  JAPYIHX
NPEACTaBUTEIIBHBIX OPraHOB PAaOOTHMKOB IO MPEJOCTABICHUIO YYETHOU
JIOKYMEHTaluu

[Topsimok  mpoBeAeHWsT — 3aKyNOYHBIX — mpoueayp Hu  odopmieHus
COILYTCTBYIOLIEH TOKyMEHTALUU

CrpyKTypa, 1eNH, CTpaTerus U KaApoBas MOJIUTHKA OPraHU3aluu

OCHOBEHI HpOPISBO,I[CTBCHHOfI ACATCIIBHOCTH OpraHu3anuu

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

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AKThl, COAEPIKALINE HOPMbI TPYILOBOIO
IpaBa

OCHOBBI ApXMBHOI'O 3aKOHOJATEIbCTBA U HOPMATUBHBIE IPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTH BEACHUS TOKYMEHTALUH 110 IEPCOHAIY

OCHOBBI HAJIOTOBOT'O 3aKOHOIATENNbCTBA Poccuiickoit denepammu

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TAHHBIX

JlokanbHblEe aKThl OpraHU3alMM, PErYIUPYIOLIUME NOPSAJIOK BHEAPEHUS
COLIMATIbHOU HOJIUTUKA

[TopsmoK 3aKITFOYEHHST JOTOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH 1€710BOTO OOIIECHHS

bazoBbie OCHOBBI UH(OPMATHKH, CTPYKTYpPHOE MMOCTPOCHHE
MH(OPMAITMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMU

HeoOxonumeblie 3HaHUA

PaccunThiBaTh 3aTparhl Ha MPOBEICHUE CICIIMATM3UPOBAHHBIX COIHMAIBHBIX
porpamMm

[IpoBOIUTE MOHUTOPUHI  YCHEHIHBIX KOPHOPAaTUBHBIX COLIMATIbHBIX
porpamMm

IIpoBOAUTE MEpPONPHATHS B COOTBETCTBHHM C KOPIIOPATUBHOW COLMAIBHOMN
MTOJINTUKON

Ornpenenarsb 1[eJICBbIC TPYIITIBI nepcoHaia TUISt CO3/1aHUs
CHEIHAIN3UPOBAHHBIX COI[MAIBHBIX MTPOTPaMM

OHpe,[[eJ'IHTB KPUTCPpUH U YPOBHH YIOBJICTBOPCHHOCTHU IMMEPCOHAIIA

Onpenensite 3Q(HEKTUBHOCTE MEPONPUITHI peanu3yeMoll KOpIOpaTUBHON
COLIMAIILHOW MOJINTUKU

OpranuzoBbIBaTh  B3aUMOJAEMCTBHE C TOCYAapCTBEHHBIMH  OpraHaMmy,
npo¢eCCHOHAIBHBIMU COI03aMU M APYTMMH HPEACTaBUTEILHBIMU OpraHaMu
pabOTHUKOB, OOLIECTBEHHBIMU W HWHBIMU OpraHU3alUsMU IO BOIPOCAM
peann3anyuy KOpIopaTUBHON COLIMAIBHON MTOJIUTUKHI

AHaJII/I3I/Ip0BaTB PBIHOK YCIYI' IO CONHAJIIBHBIM M CICHUAIU3UPOBAHHBIM
nporpamMmmam COHH&HBHOﬁ NOAACPIKKH YJICHOB HLECJICBBIX TI'PYyIIl U T'OTOBUTH
MPCAIOKCHUSA IO UX ITOCTAaBIIUKaAM

[Tpou3BoANTh TpEABAPUTENbHBIE 3aKYNOYHBIE MPOLUEAYPHl U OGOPMIITH
COITYTCTBYIOILIYIO IOKYMEHTALMIO MO 3aKJIIOUYEHHUIO JOTOBOPOB

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

Jpyrue xapakTepuCTUKH

3.3.3. TpynoBasi pyHKUHUSsA




Pa3paboTka kopropaTUBHON COLIMATIBLHOM Yposenb
HammMeHoBaHme HOMUTHKH Kox | F/01.6 (nosypoBeHs) 6
KBaJH(PHUKAIIT
[Tpoucxoxnenue 3auMCTBOBaHO M3
. Opurunan
TpymOBOH QYHKIHH OpHTHHAJA
Kon opurunana Peructpanuonssiit
HOMeEp
podeccHoHaIBHOTO
cTaHgapra

Tpynossle nencTBus

AHanu3 yclemHbIX KOPIOPATUBHBIX MPAKTUK 10 OPraHU3aLMK COLMAIbLHOTO
[apTHEPCTBA, COLMAIBLHOW OTBETCTBEHHOCTH U COLIMAJIBHBIX IPOrpPaMM

Pa3paboTka KOpIOpaTUBHBIX COLMAJIBHBIX IPOrpPaMM

Pa3pa60TKa CHCTCMBI BBIILJIAT pa6OTHI/IKaM COLMAJIBHBIX JIBI'OT

Opranuzanus TEeperoBOpoB ¢ MPOPECCHOHATBHBIMU COIO3aMHU U JIPYTHMH
NPECTaBUTEIIbHBIMU opraHamu pabOTHUKOB, OO0IIIeCTBEHHBIMH
OopraHu3alusiMu, B3aHMOH€ﬁCTBHe C roCyaapCTBCHHBIMU OpraHaMnu

[TonroroBka mpemiokeHU 10  (HOpMUpPOBaHHIO OHOKETa B YacTH
obecrieueHrs KOPIOPaTUBHOM COLMAIBHON TTOJIMTUKHI

HeoOxonumbie ymeHus

[Topsimox 1 MeTonbl pa3padOTKH MJIAHOB M MPOrPaMM COIUATBHOTO Pa3BUTHUS
OpraHu3aIu

Mertozbl aHanm3a BBINOIHEHHS COLMAIBHBIX MPOTPaMM M ONPEENCHUs UX
HKOHOMHUYECKOU APPEKTUBHOCTH

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

TexHOMOTrUM 1 METO/BI (HOPMHUPOBAHUS 1 KOHTPOJIS OFO/PKETOB

Meronsl  NMPOBEACHUS  COIMOJIOTMYCCKMX  MCCIICAOBAaHWM,  M3y4YCHUs
00IIIECTBEHHOTO MHEHUS

TexHOmOoruM, METOBI U METOAMKU IPOBEACHUS aHAIU3a U CHUCTEMAaTU3alUU
JIOKYMEHTOB U UH(pOpMAIun

[Topsmox  mpoBemeHUss  3aKyMOYHBIX  mpouenyp W 0dOpMIICHHS
CONYTCTBYIOIIEH TOKYMEHTALIMHU

OCHOBBI HpOHBBOHCTBCHHOﬁ ACATCIIbHOCTH OpPraHU3alnunu

OcHOBBI 00MIEN W COLMAIILHOM IICHMXOJIOTHHM, COILIMOJIOTMH M IICUXOJIOTHU
Tpyaa

CprKTypa, HCJIN, CTPATCTUA U KaIpOBasd IMOJIMTUKA OpraHU3allun

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COAEpPXKAIIUE HOPMBI TPYIOBOTO
npaBa

OcHOBBI HaJIOrOBOI0O 3aKoHoAarenbcTBa Poccuiickoit denepannn

HopmaruBHbIE NpaBOBBIE aKThl, PETYIHPYIOIIME TpaBa U OO0SI3aHHOCTH
TOCYIapCTBEHHBIX ~ OPTaHOB, MNPO(GECCHOHATBHBIX COIO30B U JAPYTHUX
MPEICTABUTENBHBIX OPTraHOB PaOOTHHKOB

3akoHonarenbcTBO Poccuiickoit denepannn 0 NepCOHATBHBIX JaHHBIX

JlokanpHBIE HOPMATMBHBIE AKThl OpPraHU3ALUH, PETYIUPYIOLIME MOPSI0K
(hopMHUPOBAHUS COIUATEHOMN TOTUTUKH

OcHOBBI TpPaBOBOrO peryaupoBanus Poccuiickoit @Penepanuy nopska
3aKJIFOYEHUH JOTOBOPOB (KOHTPAKTOB)

Hopmpbl 3 THKH 1€710BOTO OOTIIEHMS

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

HeO6XO,Z[I/IMLIC 3HaHUA

Onpenensrsb LIEJIEBBIE IpyNIbl nmepcoHanra Uil pa3paboTKu
CHEHAIN3UPOBAHHBIX COI[MAIBHBIX TPOrPaMM




JloBonuTh MHQPOpPMALMIO O COLHMAJIBHBIX MpOrpaMMax A0 LEJIEBBIX TPy
IIEPCOHANA C UCIOIb30BAaHUEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHUKALUN

OnpenensiTb KpUTEPUH U YPOBHH YIOBIECTBOPEHHOCTH I€pCOHAA

Hcnonb3oBarh MarepHasibHble M HEMaTepHaIbHBIE CHUCTEMBI,
(GbopMBbI MOTHBALIMY B YIIPABICHUH [1€PCOHATIOM

METOAbI H

Onpenensate 00BEMBI CPEACTB IS peaTM3alldd COLUUANBHBIX TapaHTHH,
KOPIIOPaTUBHBIX JIIOT M HHBIX DJIEMEHTOB KOPIOPAaTHBHBIX COLMAIBHBIX
nporpaMm AJisi GOPMUPOBAHUS OIOKETOB

CocTaBiiaTs 1 KOHTPOJIHUPOBATh CTaTbH PaCXO0d0B Ha COLIMAJIBHBIC ITPOrpaMMbI
JJI TINTAaHUPOBAHU A 6IOI[)KGTOB

[Tpou3BoAUTh MpenBapUTENbHBIE 3aKyMOYHBbIE MPOUEAYpbl M OdopMieHHE
COITYTCTBYIOLIEHN TOKYMEHTALIUHU 110 3aKJIFOYEHHIO T0TOBOPOB

Co0uro1aTh HOPMBI ATUKH JIETIOBOTO OOIIEHUS

Jlpyrue xapakTepucTUKu

3.4. O0001menHas TpyaoBasi pyHKIUSA

HaumeHnoBanue

[Ipoucxoxaerne 0600MeHHO
TPYHOBO# (pyHKIIUH

I[ef[TeJH)HOCTI) 110 Opranu3aliiuv Tpylda u Kox E YpOBeHL 6
OILIAThI IICPCOHAJIA KBaHH(bHKaHHH
3aMMCTBOBAHO U3
Opurunan
OpHUTHHAJIA
Kon PerucrpanuonHslit
OpHUTHHAJIA HOMED
po¢eCCHOHATBFHOTO
cTaHjapTa

Bo3moxHbIe
HalMEHOBaHUs
JOJDKHOCTEH, Tpodeccuii

Crienuauct o HOpMUPOBAHUIO U OILIATE TPYyAA

CHGHI/IaHI/ICT 110 OpraHu3aluu 1 OIJiaTe Tpyaa

CHCIII/IaJ'II/ICT 110 KOMIICHCAIlUAM H JIbIroTaM

CHGHI/IaHI/ICT 110 TIepCcoHaIly

MeHnemxkep 1o nepcoHany

TpeboBanus k
00pa3oBaHUIO U
00y4eHHIO

Bricmiee oOpa3oBanue

JononaurenpHOE TpoheccCHoHaIbHOE 00pa30BaHue - MPOTPaMMBbI
podeCcCHOHATBHON MEePENOArOTOBKH B 00JIACTH YKOHOMUKH, HOPMUPOBAHHMS
Y OILJIATHI TPY/A, IPOTPAMMBI MOBBIIIEHUS KBaTU(PUKAITUU

TpeboBaHus K OMBITY
NPAKTUYECKOH pabOTHI

Oco0bble ycrnoBus
JOTycKa K paboTe

Jlpyrue XxapakTepuCTUKU




JIOTOTHUTENBHBIE XapaKTEPUCTUKHU

HaunmenoBaHue 6a30Boi Ipymibl, JOHKHOCTH
HanmenoBanue qokymeHTa Kon
(mpodeccun) WM CenuaIbHOCTH

OK3 2412 CrienanucTsl 1Mo KagpaMm U npoGhopueHTannu

3423 CrienanucThbl KaJpOBBIX CIYKO U yUpexaeHui

3aHATOCTH

EKC - WHxeHep 10 HOPMUPOBAHUIO TPYyAA

- TexHuK 1o Tpyny

- DKOHOMHUCT 110 TPYAY

- Menemxep 1o nepcoHany
OKIIATP 27755 DKOHOMHUCT 110 TPYAY

22956 HNucnexrop no xaapam

3.4.1. TpynoBasi pyHKUHSA

AJIMUHHUCTPUPOBAHUE IIPOLIECCOB U YpoBeHb
Haumenosanue JOKYMEHTO000pOTAa 110 BOTIPOCaM Kon | E/03.6 | (momyposenn) 6
OpraHu3aluy Tpyaa U OIuIaThl IepcoHaIa KBaHuKaIII

IIpoucxoxnenue
TPYHOBOH pyHKLIUH

Opurusan

3auMCTBOBaHO M3
OpHUTHHAaJIa

Kon opurunana PerucrpanuoHHslil
HOMED
podeccHOHaTBHOTO
cTaHgapra

Tpynossle nencTBUs

AHann3 TMpoIleccoB JTOKYMEHTOOOOpOTa, JIOKANbHBIX JIOKYyMEHTOB IO
BOIIPOCaM OpraHM3alMM OIUIATHI U TPpy/Ja IepcoHana

O(I)OpMJ'IeHI/Ie JOKYMCHTOB I10 BOIIPOCAaM OIJIATHI U TPpyda IEpCOHAJIa

[ToaroroBka npenokeHU IO BONPOCaM OIUJIaThl M TPyJa MepcoHasa

HO}IFOTOBK& HpeJlJ'[O)KeHI/Iﬁ M0 COBCPHICHCTBOBAHUIO CHUCTEMBI OIIATBl U
OpraHu3alru TpyJda IIEpcoHalia

HOKyMCHTaIII/IOHHOG n OpraHru3allMOHHOC COIIPOBOKACHUEC CHUCTCMBI
OpraHu3alru U OIUIATHI Tpyda MEpCOHAJIa

[TonrotoBka u oOpaOoTKa 3ampocoB W YBEAOMJIEHHH O paOOTHHMKax B
TOCY/IJapCTBEHHBIE  OpraHbl, MpO(EeCCHOHAIbHbIE COI3bl M  JpYyrue
npeaACTaBUTCIIbHBIC OpTraHbl pa6OTHI/IKOB, 110 CHUCTEMAM OIlJIaThI u
OpraHu3alMy TpyAa NepcoHaa

COHpOBO)KI[GHI/Ie AOTOBOPOB Io OKa3aHHIO KOHCYJIbTAallUOHHBIX,
I/IH(bOpMaI_[I/IOHHLIX yCiayr 1o CHUCTEMaM OIUIaTbl M OpraHu3alun Tpylda
IE€pCoHalIa, BKJIro4Uasd MpE€ABApPUTCIbHBIC MTPOLUCAYPHI IO UX 3aKIFOYCHUTO

Heob6xonumble ymeHUS

[Topsimox odopmiieHUs, BEICHUS U XpaHEHUS JOKYMEHTAIMH 10 CHCTEMaM
OILIaThl M OpraHu3alliy TpyAa MepcoHaia

HOpMaTI/IBHBIe MPaBOBLIC AKTbI, PEryJIUpYyONIUEC IIpaBa U 00513aHHOCTHU
TOCYAApPCTBCHHLIX OPraHOB W OpraHU3aluu IO MIpEa0CTABICHUIO y‘IeTHOﬁ
JAOKYMCHTAIIUU

TCXHOJ'IOFI/II/I, MCTOAbI U MCTOAUKHU IMPOBCACHHUA aHalIW3a U CUCTEMaTU3aluu
JAOKYMCHTOB U I/IH(I)OpMaI_[I/II/I

JloxansHBIE HOPMATUBHLBIC AaKTbl OpPraHU3alvd, PETYIUPYIOHNIUC TMOPALOK
OIIaThI, OpraHu3alvii 1 HOpMHUPOBAHUA TPpyda




OCHOBBI TOKYMEHTOO0OPOTa ¥ JOKYMEHTAIIMOHHOTO 00eCIIeUeHUS

[Mopsimox  (opMupoBaHus, BeAeHUS OaHKA MAaHHBIX W TPEAOCTABICHUS
OTYETHOCTH I10 CUCTEMAaM OIUIAThl U OPraHu3aluu TpyAa NepcoHaia

TpynoBoe 3aKOHOJATENILCTBO M UHBIE AKTHI, COAEPKAIME HOPMBI TPYIOBOTO
rpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENIbCTBA W HOPMATUBHBIC TMPABOBBIC AKThI
Poccuiickoit @enepanyu, B 4acTH BEACHUS TOKYMEHTALUH 110 MIEPCOHATY

OcHOBBI HAJIOrOBOTO 3aKkoHOAaTeNnbcTBa Poccuiickont denepannn

3akoHonarenbcTBO Poccuiickoit denepanyu 0 NepcoHaIbHbIX JaHHBIX

[Topsaok 3akiI04eHHsI TOTOBOPOB (KOHTPAKTOB)

[lopsimox  mpoBeneHHMS — 3aKyNMOYHBIX — Hpouenyp H  OpOpMIICHHA
COIIYTCTBYIOLIEH TOKYMEHTALUN

Hopwmpbl 3THKH J1€710BOTO OOIIEHHS

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

HeoOxonumele 3HaHUS

Ob6ecneynBarh JOKYMEHTAIMOHHOE COMPOBOXKICHUE MEPOIPUSITHIA 110 OTLIaTe
1 OpraHM3aliK TpyJa NepcoHaia

OdopmisiTh JOKYMEHTBI TI0 BONpPOCAaM OIUIATBl W OpraHW3aluyd Tpyna
nepcoHala, IPEIOCTABIISIEMBIC B roCy/1apCTBEHHbBIC OpTraHbl,
npodecCHOHANBHBIE  COI3bI M JPyrHe MPEACTaBUTEIbHBIE  OpPIraHbI
pabOTHUKOB

AHann3upoBaTh HOPMAaTHUBHBIE U METOIWYECKHE JOKYMEHTHI IO BOIPOCAM
OILIaThl M OpraHU3alMU TpyAa [epcoHaia

Opranu3oBbBIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPEOOBaHUSIMHU
3akoHojarenbcTBa Poccuiickoit  dexepanu U JIOKAJIbHBIMH  aKTaMH
OpraHu3aIu

Bectu YU€T U peruCTpaiuio JOKyMCHTOB B I/IHq)OpMaLII/IOHHBIX CHUCTCMAax M Ha
MaTCpUuaibHBIX HOCUTCIAX

PaGorarhs ¢ nH(pOpPMAIIMOHHBIMU cUCTEMaMH U 0a3aMu JIaHHBIX IO CUCTEMaM
OILIaThl M OpPraHU3allu TpyAa [epcoHata

[Ipou3BoANTh TpeABAPUTENbHBIE 3aKYNOYHBIE MPOLEAYPHl U  OGOPMIISTH
COITYTCTBYIOLIYIO JOKYMEHTALIMIO M0 3aKJIIOUYEHUIO JOTOBOPOB

Bectn ACJIOBYIO IICPCIIUCKY

Co0uroaTh HOPMBI TUKH JICJTIOBOTO OOIICHUS

Jpyrue xapakTepuCcTUKH

3.4.2. TpynoBasi pyHKUHUSA

Opranm3anus ormiaTel Tpyaa nepcoHana YpoBeHsb
HaumeHoBaHUe Kon | E/01.6 | (monyposenn) 6
KBaJTU(PUKALIUU
IIpoucxoxnenue 3anMCTBOBAHO U3
. Opuruaan
TPYHOBOH (pyHKIIUH OpHUrHHaJa
Kon opurunana PerucrpanmnonHsiit
HOMeEp
npodeccHoHaIBHOTO
cTaHaapra

Tpynosblie nercTBus

AHanu3 YCHEIIHBIX KOPHMOPATHBHBIX INPAKTUK MO OpPTraHH3alud CHUCTEMBI
OIUIaThI TPYAA IepcoHaa




Pa3paboTka cicTeMBbI OIJIaThl TPyAA MEpCOHaa

dopmupoBaHKe IIAHOBOTO OrOKeTa (DOHAA OTUIATHI TPYAA, CTUMYIUPYIOLINX
Y KOMIICHCALlMOHHBIX BBIILJIAT

Buenpenue cucteMsl omiaTsl Tpyza rnepcoHaia

[ToaroToBKa MpeAyIoKeHUH IO COBEPIICHCTBOBAHUIO CUCTEMBI OIUIATHI TPYyAa
nepcoHana

HeobOxonumbie ymeHus

(DOpMLI U CUCTEMBI 3apa60TH0171 IIJIATEI, ITOPAA0K COCTABJICHUSA 6I-O,I[}KCTOB

Cuctembl, Metoabl M (GOPMBI MaTepUAIBHOTO W  HEMAaTePUAIBHOTO
CTUMYJIMPOBaHUs TPpyJa MEepcoHalIa

TexHonoruu u MeToabl GOPMUPOBAHUS U KOHTPOJIS OIOMKETOB U (DOHIOB

[Mopsimox Tapudukaruu padoT U pabouuX, YCTAHOBICHHS JIOJDKHOCTHBIX
OKJIaJIOB, JIOTLIAT, Ha10aBOK M KOA(h(HUIIMEHTOB K 3apab0OTHOM IuIaTe, pacyeTa
CTUMYJIUPYIONINX BHITLIAT

MeTOI[bI OonpeaAciICHUs YUCICHHOCTHU pa60THI/IKOB

Tapudno-kBaM(pUKAIMOHHBIE CIIPABOYHUKHU paboT U mpodeccuit pabounx u
KBaTM()MKAIIMOHHBIE XapaKTEPUCTHKH JOJKHOCTEH CITyKalux

MeTonpl ydeTa U aHaIH3a IMoKa3areyiel 1o TPyny U 3apadOTHOM I1are

TexHosoruu, METOAbI U METOAUKHU IPOBEACHUS aHAIM3a M CUCTEMATU3aLUU
JOKYMEHTOB U HH(opMamu

Ka,I[I)OBaH IIOJIMTHUKA U CTPpAaTCrus Opranu3alnun

CrpykTypa oOpraHu3any W BakaHTHble JOJDKHOCTH  (mpodeccud,
CHEINAIILHOCTH)

TpynoBoe 3akOHOIATENbCTBO M MHBIE AKTHI, COAEpXKALUE HOPMbI TPYAOBOTO
rpaBa

OCHOBBI HAJIOTOBOT'O 3aKOHOIATENbCTBA Poccuiickoit deneparu

3akoHonarenbcTBO Poccuiickoit denepannn o nepcoHaibHbIX TaHHBIX

JIokanbHEIC HOPMATUBHBIC AKThI OpTraHrU3allii, PETYIUPYIOINIUE OIUIATy Tpyda

OCHOBBI TEXHOJIOTHH IMPON3BOACTBA U ACATCIIBHOCTH OPraHU3aluu

OCHOBBI TOKYMEHTOO0OPOTa U JOKYMEHTAIIMOHHOTO 00eCTIeUeHUs

[Tops ok 3akit0YeHHsI TOTOBOPOB (KOHTPAKTOB)

OcHOBEI 0O0IIEH W COLMAILHOM IICUXOJIOTHH, COLIMOJOTMM U IICUXOJIOTUU

Tpyaa
Hopwmpbl 3TuKH 1e710BOTO OOIIEHHS
bazoBbie OCHOBBI UH(OPMATHKH, CTPYKTYpHOE MOCTPOECHHE

MH(OPMAITMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMU

HeO6XOI[I/IMLIe 3HaHUA

CocTaBiaTh U KOHTPOJIUPOBATH CTAaThU PACXOJIOB HA OIJIATy TPyAa MepcoHasa
JUTSI TUTAaHUPOBAHUs OIO/KETOB M (DOHIOB

[IpuMeHATh TEXHOJNOTMM MaT€pPHaJbHOM MOTHBAIlMM B  YIpPaBICHHH
HIEPCOHAIOM

Pa3pa6aTI)IBaTI) KOHICIIOUIO  IMOCTPOCHHA  MOTHUBAIIMOHHBIX  IIPOrpaMm
paGOTHI/IKOB B COOTBCTCTBUU C LCIIAMHA OPraHU3alun

AHamM3UpOBaTh  COBPEMEHHBIE CHCTEMBI OIUIaTBl W MaTepUalbHOU
(MOHETapHOI) MOTHBAIIMH TPY/A AJIS IeJIel OpraHu3aIuu

AHanM3UpOBaTh yYPOBEHb OIUIATHI TPyAa IMEpCOHaja MO COOTBETCTBYIOIIUM
npodeccruoHaNbHBIM KBaTU(UKAITUSIM

[IpoBOKMTHE MOHUTOPUHT 3apabOTHOI MJIATHI HA PHIHKE TPyJa

Ananu3upoBarh (OpPMbI MAaTEpUAIBHOTO CTUMYIUPOBAHUS, KOMIIEHCAMHA U
JBIOT B OIUIATE TPyJa epcoHaia

PaGorars ¢ MH(OPMAIIMOHHBIMH CHCTEMaMH W 0a3aMH JIaHHBIX MO OIUIATe
Tpy/a nepcoHaia

CocTaBisTh NPOTHO3bI Pa3BUTHUS OILIATHI TPY/AA MEpCOHaNa




Co0uroaTh HOPMBI TUKH JIEJTIOBOTO OOIICHUS

Jpyrue xapakTepuCcTUKH

3.4.3. TpynoBasi pyHKIUSA

Opranuzanus Tpyna rnepcoHana Yposensb
HaumenoBauue Kox | E/02.6 (moaypoBeH») 6
KBaJTU(UKALTNH
[Tpoucxoxnenue 3auMCTBOBAHO M3
. Opurusan
TpyAOBOH QpyHKIMH OpHrHHaJa
Kon opurunana PerucrpanuonHsit
HOMeEp
PO eCCHOHAIEHOTO
CTaHAapTa

TpynoBble neicTBuUs

AHaiu3  ycHemHbIX  KOPHOPAaTHBHBIX  MPAaKTHUK IO  OpraHu3aluu
HOPMHUPOBaHUs TpyJa AJI pa3IU4HbIX KaTeropuil rnepcoHasna, 0COOEHHOCTEH
IIPOM3BOJICTBA U JIEATEIILHOCTU OpPraHU3allu

Pa3zpaboTka cHCTeMbl OpraHu3alMd TpyAa IIepcoHala U IOpsAAKa
HOPMMPOBAHUS TPyJa Ha pabOUYMX MECTax C OLEHKOM 3aTpar Ha epCoHal

Buenpenue cuctempl opraHu3alu Tpyla IEpPCOHaNa M KOHTPOJIS Hal
HOPMUPOBAaHUEM  C  ONPEACIECHUEM  TPYAOEMKOCTH,  HOPMAaTUBHOU
YHCIIEHHOCTH, TpaUKOB pabOT U YCIOBUM OIIATHI TPYyAA IepcoHaa

Brissiaenne PE3CPBOB MOBBIMICHUA IMPOMU3BOAUTCIBHOCTU Tpyda M KadCCTBA
HOPMHUPOBAHUS TPYIa, MTOArOTOBKA MPEIJIOKEHHH 110 M3MEHEHUSM YCIOBHH U
OIUIaThI TPyAA IIepcoHaa

[ToaroroBka mpemyioxkeHuit Mo (HOPMHUPOBAHUIO OIOIKETa HA OPTaHU3AIHIO
Tpy/Aa nepcoHaia

Omnpenenenue >pQeKTUBHOCTH pabOThl CUCTEMbl OpraHM3alMU Tpyda U
HOPMHPOBAHUS TPyJa Ha pabOYNX MeCcTax

Heob6xonumble ymeHUs

Mertoab! ydeTa U aHanM3a IoKas3aresen 1o Tpyany M OIulare Tpyna

MGTOI[I)I OIpCacICHUA, OLCHKHU u CpaBHCHHA HpOI/I3B0}ICTBeHHOI>'I
HHTCHCHUBHOCTHU W HAIIPSP)KCHHOCTU TPYAa

MeTo1b1 HOpMUPOBAHMS TPyAa

MesxoTpacieBble U OTpacieBble HOPMaTUBBI TPYAOBBIX 3aTpaT

CoBpeMeHHBIE (OPMBI, CHUCTEMBI OIUIATBI M Y4YeTa IMPOU3BOIUTEILHOCTH
Tpy/Aa nepcoHaia

Cucrempr, ™metoasl W (GOPMBI MaTEepPHAILHOTO W  HEMaTepPHAIbHOTO
CTUMYJIMPOBAHUS TPyAa MepcoHasa

TexHOJIOTHH U METOJIBI (I)OpMI/IpOBaHI/IH 1 KOHTPOJIA GIOH)KGTOB

TCXHOJ'IOFI/II/I, MCTOAbI U MCTOJAUKHU IMPOBCACHHUA aHalIW3a U CUCTEMaTU3aluu
JAOKYMCHTOB U I/IH(I)OpMaI_[I/II/I

OCHOBBI TOKYMEHTOO0OPOTa M JOKYMEHTAIIMOHHOTO 00eCIIeUeHUS

[Topsimox Tapudukamuu paboT ¥ padOYMX, YCTAHOBJICHHUS JOJKHOCTHBIX
OKJIaJIOB, JOTIJIAT, Ha10aBOK U K0A(h(UIIMEHTOB K 3apabOTHOH Iiare, pacuera
CTUMYJTUPYIOIINX BBITUIAT

Tapudno-kBanMpuKaMOHHBIE CIIPABOYHUKU paboOT U mpodeccuit pabounx u
KBaJTM(UKAIIMOHHBIE XapaKTEePUCTHKH JOIDKHOCTEH CITYKaITiX

OCHOBBI TEXHOJIOTUH IMPOU3BOACTBA U ACATCIIbHOCTH OPraHu3aliuu

CtpykTypa oOpraHm3allid ©W  BaKaHTHBIE JOJDKHOCTH  (mpodeccuu,




CIEIUATILHOCTH )

Ka,Z[I)OBa}I TOJIMTHUKA U CTPATCTUA OpraHu3allun

DKOHOMUKA TpyAa

OcHOBBI O0IICH M COIMAILHOM IICHXOJOTMH, COIIMOJIOTHM M IICHXOJIOTHH
Tpyna

TpynoBoe 3aKOHOJATENILCTBO M UHBIE AKTHI, COAEPKAILME HOPMBI TPYIOBOTO
rpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENIbCTBA W HOPMATUBHBIC TMPABOBBIC AKThI
Poccuiickoit @enepanyu, B 4acTH BEACHUS TOKYMEHTALUH 110 MEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNIbcTBa Poccuiickoit denepanuu

3akoHonarenbcTBO Poccuiickoit denepannn o nepcoHaibHbIX TaHHBIX

JlokanpHbple HOPMAaTHBHBIE aKThl OPraHU3allid, PErYJIUPYIOIUE IOPSAIOK
OpraHu3alyy TPyAa U HOPMUPOBAHMS IIEPCOHATA

[Topsaok 3akii04eHHs TOrOBOPOB (KOHTPAKTOB)

Hopwmpbl 3THKH J1€710BOTO OOIIEHHS

bazoBble OCHOBBI UH()OPMATHKH, CTPYKTYpHOE HOCTPOCHUE
MH(GOPMALMOHHBIX CHCTEM U 0COOEHHOCTH pabOTHI C HUMH

HeoOxonumelie 3HaHUA

BHeapsaTe MeTOIBI pallMOHAIBHON OpraHu3aliu TPyaa

P33pa6aTLIBaTL IUIaHbI OPraHU3allMOHHBIX W TCXHUYCCKHUX Mep0HpI/I$ITI/II71 10
ITOBBIIICHUIO ITPOU3BOANUTCIBHOCTHU TPYAad

AHanu3upoBaTh COCTOSIHME HOPMUPOBAHHUS Tpyla, KauecTBO HOPM,
IoKa3aresen 1o Tpyny

Ananu3upoBaTh 3IPPEKTUBHOCTH PAOOTHI CHCTEMBI OpraHM3alU TpyAa
[IEpCOHAIa U HOPMUPOBAHUS TpyAa Ha paboUuX MecTax

CocTaBiiaTh U KOHTPOJIMPOBATH CTATBbH PACXOA0B HA OIUIATy TpyAda IEPCOHAJIA
JJI IJNTAaHUPOBAHUA 6IO)I)K€TOB

PaGorats ¢ wuHbOPMAIIMOHHBIMH CHUCTEMaMH U 0a3aMHM JaHHBIX IO
HOPMHUPOBAHUIO U OILJIaTe Tpy/Ja epcoHasna

P33pa6aTLIBaTL 151 O(bOpMJ'IfITL JOKYMCHTEBI 110 HAITPABJICHUIO JCATCIBHOCTU

CO6J'IIO,[[3.TL HOPMEI 5TUKHU OCJII0OBOI'O O6H.[CHI/IH

Jpyrue xapakTepuCTUKH

3.5. O0001meHHas TpyaoBasi pyHKIHUSA

HaumeHnoBanue

[TpoucxoxaeHre 06001IeHHOM
TpyaoBoil pyHKIMN

I[eHTeJ'ILHOCTB 10 PAa3BUTHUIO IIEPCOHAJIA Kox D YpoBeHb 6
KBaH(UKAIUH
3auMCTBOBaHO W3
Opurunaan
OpHUTHHAJIA
Kon PerucrpanuonHslit
OpUTHHAJIA HOMED
po¢heCCHOHATBEHOTO
cTaHmapra

Bo3MoxHbIE
HAaMMEHOBAHUS
JOJDKHOCTEH, podeccuii

CHCLII/IEU'II/ICT 10 Pa3sBUTHUIO U O6Y'-ICHI/IIO InepcoHalia

CrienuanucT mo pa3BUTHIO Kapbepbl IEpcoHAa




Crnenuaiuct no nepcoHany

MeHemxkep 1o nepcoHany

TpebGoBanus k
00pa30BaHUIO U
00y4JeHHIO

Briciiee oOpa3oBanue

JononuurensHoe npodeccroHanbHoe 00pa3oBaHue - TPOTPaMMBI
MOBBIIIEHUS KBATM(UKAIIMH; TPOTPaAMMBbI TPO(eCCHOHAIBHOM
HEePEToAroTOBKY B 00IACTH OPTaHU3ALMOHHOTO U MPO(ECCHOHANBEHOTO
pa3BUTHSI [IEPCOHATIA

TpeboBaHMs K OIBITY
MPAKTUYECKOH PabOTHI

Oco0Opble ycroBus
JIOITyCKa K pabore

Jlpyrue xapakTepucTUKu

HOHOJ’IHHTCJ’IBHHG XapaKTCPUCTUKHU

HanmenoBanue 0a30BO# TpyMIIbl, JOTKHOCTH
HaumenoBanue nokymeHrta Kon
(mpodeccun) WM CrienuagTbHOCTH

OK3 2412 CrienanmcTsl 1Mo KagpaMm U npohoprueHTanu

3423 CrienammcThbl KaJpOBBIX CIYKO U yUpexaeHu

3aHSTOCTH

EKC - Menemxep 1o nepcoHany
OKIIATP 27755 OKOHOMMUCT 110 TPYAY

22956 HHcnekTop mo kaapam

3.5.1. TpynoBasi pyHKUusA

AJMUHUCTPUPOBAHUE ITPOLIECCOB U
YpoBeHb
OKYMEHTOO0O0POTa MO PAa3BUTHIO U
HaumeHoBaHue JOKYM p g P Koxn | D/04.6 (omypOBEHB) 6
npodeccuoHalbHON Kapbepe, 00y4eHUIo, KBanuUKALH
aJanTaly U CTAXKUPOBKE MIEPCOHANA
[Ipoucxoxnenue 3auMCTBOBAHO M3
N OpurunHan
TpynoBo# QpyHKIMN OpHUTHHAJIA
Kon opurunana Peructpauumonnsiit
HOMED
po¢heCCHOHATFHOTO
CTaHIapTa

Tpynosblie nercTBus

AHanu3 mpoLeccoB, NMPaBWI M TOPSJIKOB OPraHU3allUMd IpH IPOBEIECHUU
MEPONPUATHIA MO Pa3BUTUI0O U TNPOPECCHOHATIBLHOW Kapbhepe, OOydeHHIO,
aJanTaluy U CTAKUPOBKE ITEpCOHANA

JlokymeHTanmoHnHoe oopMIIeHHE PE3yAbTaTOB MEPONPUITHIA MO Pa3BUTHIO U
npodeccUOHabHOW  Kapbepe, O0O0y4yeHMIo, ajanTalud M  CTAKHUPOBKE
nepcoHana

ITonroroBka WHAMBUAYAJIBbHBIX MPEUIOKEHUH Ha OCHOBE pE3YyIbTATOB
MIPOBEJCHUSI MEpONPUATUN MO pPa3BUTUI0O U TpodecCHOHABHON Kapbepe,
00y4€eHHI0, aJIalTallii U CTAKUPOBKE MepcoHaa

[TonroroBka mMpeMIOKEHUI 110 COBEPIICHCTBOBAHHMIO CHUCTEM OOYy4YEHUS,




aJanTaldd WU CTaXUPOBKH, Pa3BUTHUS M TOCTPOECHHS MpodeCcCHOHATBHOM
Kapbephbl IEpCoHaa

ConpoBokeHHE  JOTOBOPOB  II0 OKa3aHUI0  KOHCYJIETAllHOHHBIX,
UH(POPMAIIMOHHBIX ~ YCIYI, HEOOXOIUMBIX JJIsI TPOBEACHHUS OOydYCHHS,
aJanTallMd U CTaXUPOBOK, PA3BUTUS M IOCTPOEHUS NPOQPeCcCHOHATBHOU
Kapbepbl IEPCOHAJIA, BKIIOYAs IIPEABAPUTEIBHBIE MPOLEAYpPHl II0 HX
3aKJIFOYECHUIO

BreimonHenne TpeOoBaHMA TIO XpaHEHWIO HH(OpPMAIMU O pe3yinbrarax
oOy4eHusi, ajanTalMd W  CTAKUPOBKHU, PA3BUTHA W  I[OCTPOCHUS
npodecCHOHATBLHON Kapbephl IepcoHalia

HeobOxonumbie ymeHus

[Topsmox odopmieHus, BeleHUS U XpaHEHHs] JOKYMEHTAllUM, CBSI3aHHOU C
cucteMoil 0Oy4eHHs, aJanTallud U CTAXUPOBKH, Pa3BUTHS M IOCTPOCHUS
npodeccruoHaIbHOM Kapbephl EpcoHaa

[Topsimox popmupoBanusi, BeIleHUsI OaHKA JTAHHBIX O MEPCOHAIE OPTaHU3AINH
Y IIPEJOCTABICHUS! OTYETHOCTH

HopmaruBHblE NpaBOBbIE aKThl, PEryIUpPYIOLIME IMpaBa U OOS3aHHOCTH
rOCYIapCTBEHHBIX OpPraHOB M OPraHM3alMM II0 MPEAOCTABICHHUIO YYETHOU
JIOKYMEHTaluu

HOpHI[OK O(bOpMJ'IeHI/IH AOKYMCHTOB, IMPEAOCTABIACMBIX B IOCYAAapCTBCHHBIC
OpTraHbl 1 UHBIC OpraHu3alunu

OCHOBBI JOKYMEHTOO00POTa B JOKYMEHTAIMOHHOTO 00CCIICUCHIS

[Topsmox  mpoBeA€HHUS  3aKyMOUHBIX  Opoueayp ©“  ohOpMIICHHS
COINYTCTBYIOIIEH TOKYMEHTALIMHU

CrpykTypa OpraHum3alud M BaKaHTHbIE JIOJDKHOCTH  (mpodeccun,
CHEUAIbHOCTH)

TpynoBoe 3aKOHOIATEIBCTBO U MHBIE aKThl, COAEPIKALINE HOPMbI TPYAOBOIO
npaBa

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

OCHOBBI HAJIOTOBOT'O 3aKOHOaTeNnbCcTBa Poccuiickoit denepannn

3akoHoparenbcTBO Poccuiickoit denepannivi 0 NepCOHANBHBIX TaHHBIX

TGXHOJ'IOFI/II/I, MCTOAbI U MCTOAWKH MPOBCACHUA aHAJIM3a U CUCTEMAaTU3aluu
JOKYMCHTOB U HH(bOpMaHHH

JlokanbHBIE HOpPMAaTWBHBIE AaKThl OpPraHU3ALMH, PETYIUPYIOIIHE TMOPSAI0K
PasBUTHSL M IOCTPOEHHs MPO(eCcCHOHATBHON Kapbephl, 00ydeHHUs, afanTaliu
Y CTQXUPOBKU IIEPCOHAJIA

[Topsimok 3aKITIOYEHHS JOTOBOPOB (KOHTPAKTOB)

Hopmpbl 3 THKM 1€710BOTO OOTIIEHMS

basoBbie OCHOBBI UH(POPMATHKH, CTPYKTYpHOE IIOCTPOEHHUE
MH(OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMHU

HCO6XO,Z[I/IMLIC 3HaHUA

OdopMasaTh TOKYMEHTHI TIO BOMPOCAM MPOBEACHHS OOyueHUSs, afanTaiud u
CTQXHPOBKH, PA3BUTHS W IOCTPOCHUS MPO(HEeCCHOHAIBHONH Kapbepsl
nepcoHana, MPEI0CTaBIIIEMbIE B rOCyIapCTBEHHBIC OpraHsbl,
npoecCHOHAIBHBIE  COIO3BI W JpPYrde  TPEJACTaBUTEIbHBIC  OpraHbI
pabOTHHKOB

ObecneunBarh JOKYMEHTAI[MOHHOE COIMPOBOXKACHUE OOyueHUs, afanTaluyu u
CTQXHUPOBOK, pA3BUTUS U IOCTPOEHUS MNpo(dhecCHOHANIbHON Kapbepsl
[IepCOHAJIa

AHanu3upoBaTh IpaBWia, MPOIENYypbl W TOPSAKH IMPOBENCHHUS OO0y4deHus,
aJanTallMd U CTaKUPOBKM, PA3BUTHUA U MOCTPOEHUS MPOopeCcCHOHAIBHON
Kapbephbl IEpCOHAa




OpraHu30BbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHU C TpeOOBaHHUAMU
3akoHozarenscTBa  Poccuiickont  @epepauMu M JIOKAJIbHBIMH — aKTaMHU
OpraHu3aluu

AHanu3upoBarh JIOKYMEHTBI u IIEPEHOCUTh uH(POPMALINIO B
MH(pOPMALIMOHHBIE CCTEMBI U 0a3bl JaHHBIX

Bectu y4er u peructpainuio J0KyMEHTOB B MH()OPMALIMOHHBIX CUCTEMaX M Ha
MaTepHUAJIbHBIX HOCUTEIIAX

PaGorarh ¢ nH()OpPMAITMOHHBIMU CHCTEMaMHu M 0a3aMu JaHHBIX MO BOIPOCAM
oOy4eHUsi, aJanTallMd W  CTAKUPOBKHU, PA3BUTHA W  I[OCTPOCHUS
npodecCHOHAIBHON Kapbhephl IMEpPCOHANA, BEICHUS ydeTa KaHIUJaTOB Ha
BaKaHTHBIC JOJDKHOCTH (Tpodeccru, CIIeHaIbHOCTH )

Becrtu nenoByro nepenucky

Co0roaTh HOPMbI 3TUKH JICJIOBOTO OOIICHUS

Jlpyrue xapakTepucTUKu

3.5.2. TpynoBasi pyHKUHSA

Opranuzanus aganTaldd U CTAXXUPOBKHU VposeHb
HanmeHoBaHME nepconana Kon | D/03.6 | (nmomyposens) 6
KBaJTU(PUKALIUU
[Ipoucxoxnenue 3aMMCTBOBAHO M3
N Opurunan
TpynoBoi#l QpyHKIMN OpHUTHHAJIA
Kon opurunana Peructpanumonsslit
HOMEp
npodeccroHaibHOrO
cTaHaapTa

TpynoBsle nencTBUs

Ananus YCIOCHIHBIX KOPIIOPATHBHBIX ITPAKTHUK IO OPraHM3anuy agarTalyunu nU
CTA’KUPOBKC IIEpCOHAJIA

Pa3paboTka 11aHOB ajanTaiyy, CTAKHPOBKH IePCOHAlIa C OIIEHKOM 3aTpar

OpFaHI/ISaHI/IH MepOHpI/ISITI/II\/’I o afganTanruu, CTAXXKUPOBKE IIEPCOHATIA

HOI[FOTOBKa HpeI[J'IO)KCHI/II\/'I Mo COBCPHICHCTBOBAHUIO CHUCTEMBI ajallTalluu,
CTA’)KUPOBKHU IICPCOHATIA

[ToarotoBka mpemiokeHUd MO (HOPMUPOBAHUIO OIOMKETa HA OPraHU3AIUIO
aZlanTalyy U CTAXKUPOBKHU TIEPCOHANA

AHanu3 >QQPEKTUBHOCTH MEPONPUATHA MO aJanTallid M CTAXUPOBKE
nepcoHana

Heob6xonumble ymeHUs

MeTtozasl aganTanuu U CTaAXXUPOBOK

TGXHOJ'IOFI/II/I, MCTOAbI U MCTOAWKH MPOBCACHUA aHAIM3a U CHUCTEMaTU3aluu
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

[Topsimok pa3pabOTKM TUTAHOB ajamnTalliyd TEepPCOHalla Ha HOBBIX paboumx
MeCTaxX, IMOJATOTOBKH, TMEPENOArOTOBKA U TIOBBIIICHHUS KBATH(HUKAINH
MepPCOHANAa U OPraHU3alMH CTAKHPOBOK

HOprI[OK COCTABJICHUA CMCT 3aTpaT Ha addallTallui0 U CTAX)KUPOBKY IICpCOHAIIA

[Topsimok BemeHHs ydeTa M OTYETHOCTH M0 aJaNTaldd M CTaXHPOBKE
HiepcoHasa

Cucrembl, wmetonbl U (OpMBI MaTepuaIbHOTO H  HEMAaTEePHAIBLHOTO
CTUMYJIMPOBAHUS TPy/a MepcoHasa

TexHOIOruy U METOBI (pOpMI/IpOBaHI/ISI H KOHTPOJIA 6IO,[[)KCTOB

OCHOBBI TEXHOJIOTHU IMPOU3BOJACTBA U ACATCIIBHOCTU OpraHru3allnun




OcHOBBEI OOIEH M COLIMAJIBHOM IICUXOJOTHH, COLMOJIOTHMH H IICUXOJOTI'MU
Tpyna

CrpykTypa OpraHu3allid M BaKaHTHbIE  JIOJDKHOCTH  (mpodeccuu,
CHEUAIBHOCTH)

TpynoBoe 3aKOHOIATENBCTBO U MHBIE aKThl, COAEPIKALIME HOPMbI TPYAOBOIO
paBa

OCHOBBI HaJIOTOBOTO 3aKOoHOAaTeNbCTBAa Poccuiickoit denepannu

3axkoHonarenbcTBO Poccuiickoit denepanuu o nepcoHanbHbIX TAHHBIX

JloxanbHble HOPMaTUBHbBIE AKThl OPraHU3ALUM, PETYIUPYIOIIUE aJalTalUl0 1
CTaKUPOBKY IIEpCOHAJIA

OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAIIHOHHOTO 00€CTICUCHIS

[Topsok 3aKITIOYEHHS TOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH AeT0BOTO OOIICHUS

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

HeoOxonumele 3HaHUS

Onpenenmb I'pyIIbl IEPpCOHATIA I CTAXKUPOBKU U afallTalluA

Onpenensate pabodne MecTa JUIS TPOBEICHUS CTAKHUPOBKU M aJalTalliH
repcoHana

CoracoBbIBaTh MCpPONPUATHA aJaliTallui U CTAXKUPOBKH C BO3MOXHOCTAMU
IMPpOU3BOACTBA

[Ipou3BomuTh aHAMM3 M OLECHKY pE3YyIbTaTOB aJalTald WU CTaKHPOBOK
HepcoHasa

CocTaBiiaTh MNPENJIOKEHUST W KOHTPOJIMPOBaTb CTarbd pacxXoloB Ha
IIPOrpaMMbl U1 MEPOIPUATUS IO aJANTAlUM U CTAKUPOBKE NEPCOHANA IS
IUIAHUPOBaHUS OOJDKETOB

[Tpon3BoauTh oOLEHKY SPPEKTHBHOCTH MEPONPUATHA 10 ajanTauud |
CTaXUPOBKE IIEPCOHAIA

BrenpsTe cucteMbl BOBJI€UEHUS PAOOTHUKOB B KOPIIOPATUBHYIO KYJIBTYPY

Hcnonp30BaTh I/IH(I)OpMaI_II/IOHHLIC CHUCTEMBI B 0a3bl JAaHHBIX I10 MEPCOHAITY

Co0uroiaTh HOPMBI 3TUKH JICIOBOTO OOIIECHUS

Jpyrue xapakTepuCTUKH

3.5.3. TpynoBasi pyHKUHUSA

Opranusanus o0y4eHus epcoHaa YposeHsb
HanmeHnoBanue Kox | D/02.6 (TI0mypOBEHB) 3]
KBaITU(HUKAIINT
[Ipoucxoxaenue 3auMCTBOBAHO M3
N Opuruaan
TPya0BO# pyHKIIMH OpHUTHHAJA
Kon opurunana PerucrpannonHbIit
HOMED
podeccHOHaIBHOTO
CTaHJapTa

TpynoBblie nercTBus

AHanu3 pelHKa 00pa30BaTelIbHBIX YCIYr M TMOTPEOHOCTEH oOpraHu3aluu B
00y4yeHUH nepcoHana

Paspa60TKa IJIaHOB, MCTOAUYCCKHUX MATcpuaIOB, y‘-Ie6HI>IX IIJTaHOB H
nmporpamMM, IIPOCKTOB JIOKAJIBHBIX AKTOB II0 06yqumo U Pa3sBUTUIO
IMepCcoHalia, BKJIIr0O4ad OLICHKY 3aTrpar

Opranu3zanys MEpONpHUsITHH 110 00y4eHHUIO NepcoHasa




[TonroroBka mpemiokeHUil 0 (HOPMUPOBAHUIO OIOKETa Ha OPTaHH3AIHIO
00y4eHus IepcoHaa

AHanu3 3¢GEeKTUBHOCTH MEPONIPUATHI 110 00YUEHHIO epCOHaa

Heo6xonumbie ymeHHS

MeTonbl, HHCTPYMEHTBI UCCIICAOBAHUS TOTPEOHOCTH B OOYUCHHH ITepCOHATa

MeTtomonorusi o0ydeHust

TexHoJIOruM, METO/Ibl U METOAMKU IMPOBEACHUS aHAIM3a M CHUCTeMaTU3aluu
JOKYMEHTOB U HH(pOpMaIUu

[Topsimok pa3pabOTKU TUTAHOB IMOATOTOBKH, TMEPEMOATOTOBKH U TOBBIIICHHS
KBaJIM(UKALUY KaJpOB, Y4eOHBIX [UIAHOB U POrpamMm

Cucrembl, Mmetonbl U (OpMBI MaTepuaIbHOTO M  HEMaTepHalbHOTO
CTUMYJUPOBAHUS TPyJa EpcoHaa

TexHonoruu u MeTo bl GOPMUPOBAHUS U KOHTPOJISI OFOIKETOB

[lopsimok BeneHUs ydyeTra M OTYETHOCTH IO TMOJATOTOBKE M IOBBIIICHUIO
KBaJIM(UKALIUY TIEpCOHAIIA

OCHOBBI JOKYMEHTOO00pOTa M JOKYMEHTAITMOHHOTO 00CCIICUCHIS

OCHOBBI TEXHOJIOTUH IMPOU3BOACTBA U ACATCIIbHOCTH OpraHU3allun

OcHOBBI OOIIEH U COLMAJIBHON IICUXOJIOTHH, COLMOJIOTHH M IICUXOJOTHU
Tpyaa

[Topsimox  mpoBeneHHMs  3aKyNOYHBIX  mpoueayp ©u  oopMieHHs
COILYTCTBYIOLIEH TOKyMEHTALUU

CrpyKTypa opranuzanuu

TpynoBoe 3aKOHOAATEIBCTBO U MHBIE AKTHI, COAEPKAIIME HOPMBI TPYIOBOIO
npaBa

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

OcHOBBI HaJIOrOBOIo 3aKoHoAarenbcTBa Poccuiickoit denepaunu

OCHOBBHI 3aKOHOJATENIbCTBA 00 0Opa3zoBanuu Poccutickoit deneparuu

3akoHonarenbcTBO Poccuiickoit denepanuu o nepcoHanbHBIX TAHHBIX

JlokanpHble HOpPMAaTHBHBIE AaKThl OpraHU3alUMH, perylupyroume oOyyeHue
IIepCOHAJIA

[TopsiioK 3aKIII0YEHNSI JOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOT'O O6H_ICHI/I$I

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

HeoOxoquMmeie 3HaHUS

AHaIM3UPOBATh U ONPEACIATh MOTPEOHOCTH B OOYUEHUU TPYIIN MEPCOHANIA B
COOTBETCTBUHU C IEJISIMU OpraHU3alUH

Pa3pabarpiBarh MJIaHBl MOATOTOBKM, IE€PEMOATOTOBKM UM IOBBILICHHS
KBaJM(HKALUU KaIpOB, yueOHbIE MJIaHbl M IPOrPaMMBbI

AHanu3upoBaTh PbIHOK 00Pa30BaTENIbHBIX YCIYT U TOTOBUTH MPEIIOKEHUS 110
MIOCTAaBIIMUKAM YCIIyT

OpFaHI/I3OBLIBaTL o6yqa10ume MCPOIIPUATHA

CocTaBisaTh U KOHTPOJIMPOBATH CTAaThbHU PACXOJ0B HAa 00yueHHUe epcoHaia Jyis
TUTAHUPOBAHUSI OIOKETOB

P33pa6aTI)IBaTI> 1 KOMIIJICKTOBATb y‘Ie6HO-MeTO}II/I‘-IeCKI/Ie JOKYMCHTBI

[TpousBoauTh O1IeHKY A (HEKTUBHOCTH O0YUEeHHUS MTepcoHata

[Ipow3BoauTh TpenBapUTEIbHBIE 3aKYMOUYHBIE MTPOLEAYpPHl U O(OpPMIICHHE
COITYTCTBYIOILIEN JOKYMEHTALMH IO 3aKJIKOYEHUIO I0TOBOPOB

Paborath ¢ nH)OpMaIMOHHBIMU cCTEMaMu M 0a3aMy JaHHbBIX 110 TEPCOHATY

PazpabareiBath W OQOpPMISATH JOKYMEHTHI IO TIpolleccaM OpraHHU3aIliu
00y4yeHus TepcoHala 1 UX pe3yiabraraM

Co0uroiaTh HOPMBI 3TUKH JCIIOBOTO OOIIEHUS




\ JIpyrue XxapakTepUCTUKH

3.5.4. TpynoBasi pyHKUHUSA

Opranuzanus 1 IpoBeICHUE
o YposeHb
MEPONPUATUU I10 PA3BUTHIO U
Haumenosanwue porip P . Kox | D/01.6 (TOypOBEHB) 6
MOCTPOCHHIO TTPOJEeCCHOHATHHOM KBaJTU(DUKALIMH
Kapbepsl IEpCOHAIIA
[poucxoxaenue 3auMCTBOBAHO M3
. Opurusan
TpynoBoi#l pyHKIMN OpHUTHHAJIA
Kon opurunana Peructpanmonsslit
HOMED
po¢heCCHOHATFHOTO
CTaHIgapTa

TpynoBbie neicTBuUs

Ananmuz CTPYKTYPBI, IINIAHOB U BaKaHCHUH OpraHmsanuu

AHanu3 ocoOeHHOCTeW pabOThl HAa Pa3IMYHBIX Y4YacTKaX IPOU3BOACTBA U
KOHKPETHBIX paboyrx MecTax

[TonroroBka MPOEKTOB JOKYMEHTOB, OMNPEICISIONIUX TOPSIOK Pa3BUTHUSA
NepCcoHaNa U MOCTPOCHHsI MPOPECCHOHATHLHON Kaphephl C OIICHKOH 3aTpaT

Pa3paboTka miaHoB mpodeCcCHOHATLHON Kapbephbl PAOOTHHKOB

dopMupoBaHHE KaIpOBOTO pe3epBa

Opranuzanus MEpOTPUATHIA o Pa3BUTHIO u MOCTPOCHUIO
npodeccruoHaIbHON Kapbephl EpcoHaa

[ToaroTroBka npenioxeHuii mo GopMupoBaHHIo OIOIKETa HAa OPraHU3ALUIO U
MIPOBEJICHHE MEPOTIPUATHH 10 Pa3BUTHIO U MOCTPOEHUIO MTPOPECCHOHATBHON
Kapbephl IepcoHanta

Ananu3 3 ()EeKTUBHOCTH MEPONIPUSATUH 110 PA3BUTHIO TIEPCOHANIA, TTOATOTOBKA
MPEIIOKEHUHN 110 Pa3BUTHUIO

HeoOxonumbie ymeHus

Cucrema, criocoObl, METObl, HHCTPYMEHTBI TOCTPOEHUS MPOdeCCUOHATBLHON
Kapbepsl

Metonsl ompeneneHus W OICHKA JIMYHOCTHBIX U MPOeCcCHOHATBHBIX
KOMIIETEHIIUHN

Cucrembl, Mmetonbl U (OpMBI MaTepuaibHOTO M  HEMaTepUAIBLHOTO
CTUMYJIMPOBAaHHU TPYJa IEpcoHaIa

TexHonoruu, MeTopl HOPMUPOBAHUS U KOHTPOJIS OIOIKETOB

TexHoOrnM, METOABI U METOAUKH IPOBEACHUS aHAIM3a U CUCTEMaTHU3alUuu
JIOKYMEHTOB U MH(pOpMaIuu

OcHOBBI TPO(hECCHOHAITBPHON OPHEHTAITUN

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

OCHOBEI HpOHSBOJICTBeHHOfI ACATCIIBHOCTH OpPraHu3alun

OcHoOBBI 00mIel M COLMANBbHOM ICHXOJIOTUH, COLMOJOTHM M ICUXOJIOTHU
Tpyaa

CrpykTypa OpraHu3allid M  BaKaHTHbIE JIOJDKHOCTH  (mpodeccuu,
CHEIUAIBHOCTH)

TpynoBoe 3aKOHOIATEIBCTBO M HMHBIE AKThI, COAECPKAILNE HOPMBI TPYILOBOTO
npaBa

3akoHopaarenbcTBO Poccuiickoit denepannvi 0 NEPCOHANBHBIX TaHHBIX

JloxanbHBIE HOPMATUBHBIC AKTbl OpPraHU3aliy, pCeryjupyromuc IMOopsaJa0K




Pa3BUTHSI U TIOCTPOEHHSI TPO(DECCHOHAIBHOM Kapbhephl IIepCoHaa

[TopsiioK 3aKITHOueHHs JOTOBOPOB (KOHTPAKTOB)

Hopmpbl 3 THKH 1€710BOTO OOIIICHHS

bazoBsie OCHOBBI UH(POPMATHKH, CTPYKTypHOE MOCTPOCHUE
MH()OPMALMOHHBIX CHCTEM U OCOOEHHOCTH Pa0OTHI ¢ HUIMHU
Heo6xonumble 3HaHUS AHanu3upoBaTh ypOBEHb OOLIET0 pa3BUTUS U MPO(ECCHOHAIBHOM

KBaJ'II/I(l)I/IKaI_[I/II/I IepcoHajia

OnpenensiTe KpParkOCPOYHBIE W JIOJTOCPOYHBIE TOTPEOHOCTH PA3BUTHSA
HepcoHajia U IOCTPOCHUS €ro NpodecCHOHAILHON Kapbephl

Onpenenstb kputepun GOPMUPOBAHUS KaJpOBOT0 pe3epBa OpraHu3aluu

CocTaBisaTh MHIMBUyaIbHBIE IUIAHBI KAPHEPHOTO PA3BUTHUS IIEPCOHAIIA

[IpyMeHATh TEXHOJOTHMM M METOAbl Pa3BUTHS MEPCOHANA M IMOCTPOCHHS
npodecCHOHATLHON Kapbephl

CocTaBisaTh MNpEJIOKEHUS] U KOHTPOJIMPOBaTb CTaTbH pacxoloB Ha
IIPOrpaMMbl M MEpONPUATUS [0 Pa3BUTHIO IEPCOHANIA M IOCTPOEHUIO
npoeccuoOHAIBHON Kapbephl I MIIAaHUPOBAHUS OIOIKETOB

Onpenensate 3((EKTUBHOCTE MEPONPHUATHIA MO Pa3BUTHIO TEpCOHANA U
MOCTPOEHUIO TPO(HECCHOHABHOM Kapbephl

PaboTtare ¢ nH(MOPMAIMOHHBIMU CHCTEMaMH U 0a3aMu TaHHBIX 10 IEPCOHATY

Co0uroaTh HOPMbI 3TUKH JICJIOBOTO OOIICHUS

Jlpyrue xapakTepucTUKu

3.6. O0001meHnHas TpyaoBasi pyHKIUSA

HaumeHnoBanue

[poucxoxaerne 0600MEeHHOM
TPYHOBO# (pyHKIIUH

I[GSITGJII)HOCTB I10 OLICHKE U aTTeCTalluu Ko C YpoBeHb 6
nepcoHana A KBaIH(UKATUN
3anMCTBOBAHO M3
Opurunan
OpHTI'HHANIA
Kon Perucrpanuonssiit
OpHTHHANA HOMEp
npodeccroHasbHOro
cTaHIapra

Bo3moxHbIe
HalMEHOBaHUs
JOJDKHOCTEH, Tpodeccuii

CHGIII/IaJ'II/ICT 10 OOCHKE U aTTCCTAllUX NICPCOHAIA

CHGHI/IaHI/ICT 110 TIepCcoHaIly

MeHemxep 1o nepcoHany

TpeboBanus k
00pa3oBaHUIO U
00y4eHHIO

Bricuiee oOpa3oBanue - 6akagaBpuar

JlononHurenbHOE npodeccuoHanbHOe 00pa3oBaHue - MPOrpaMMBbI
MOBBIICHUS KBATU(PUKAIINK; POrpaMMbl IpodecCuoHaIbHON
NEePEenoAroTOBKH B 00JIACTH MTPOBEICHUS OLEHKH NepcoHaa

TpeboBaHus K ONBITY
MPAKTUYECKOH pPabOTHI

Oco0bvble ycrnoBus




JoTycKa K paboTe

Hpyrue xapakTepucTHUKH

IIOHOJ'IHI/ITCJII)HI)I@ XapaKTCPpUCTUKU

HaumenoBanue 0a30BOM Ipymiibl, JOIKHOCTH
HanmenoBanue qokymeHTa Kon
(mpodeccun) Wiy CrienuaaTbHOCTH
OK3 2412 CrienanucTsl 1Mo KagpaMm 1 npohoprueHTanuu
3423 CrienanucThbl KaJpOBBIX CIYKO U yUpexaeHui
3aHSTOCTH
EKC - Menemxep 1o nepcoHany
OKIIATP 27755 OKOHOMHUCT 110 TPYAY
22956 HNucnexrop no xaapam
3.6.1. TpynoBasi pyHKUHSA
AJMUHUCTPUPOBAHKE TIPOIIECCOB U YpoBeHsb
Haumenosanue JOKYMEHTOO00O0pOTAa P MPOBEIACHUN Kon | C/03.6 | (momyposens) 6
OLIEHKHU U aTTECTAllU IEPCOHANA KBaTHUKALIH
IIpoucxoxxaenue 3auMCTBOBAHO U3
. Opurusan
TPYHOBOH pyHKIMH OpHUIMHaja
Kox opurunana Peructpanuonssiit
HOMED
o eCCHOHATBEHOTO
CTaHJapTa

Tpynossle nencTBUs

Amnamms mponeccon I[OKYMGHTOO60pOTa, JIOKAJIbHBIX OTOKYMCHTOB IIO OLICHKC
M aTTCCTalllu IE€pcoHaIa

OpFaHI/ISaL{I/IOHHOC COIIPOBOXICHUC MepOHpI/IHTI/Iﬁ IO OLCHKE IIC€pCOHAJIa U
€ro arrecraiguu

O(bOpMJ'IeHI/Ie Imponecca u pe3yjibTaroB aTTCCTAllMU IICPCOHAIA

HHdopMupoBaHue NepcoHalia 0 pe3yibTarax OlleHKH U aTTecTalluu

ITonroroBka NpeaIoKEHUN 110 PA3BUTHIO IIEPCOHANA IO PE3YIbTaTaM OLICHKH

ConpoBoKIEHME  OTOBOPOB IO  OKA3aHHUIO  KOHCYIBTALIMOHHBIX U
MH(OPMAIIMOHHBIX YCIYT MO OL[EHKE U aTTeCTallMM MTepcoHaia

Heob6xonumble ymeHUs

HOpHI[OK O(I)OpMJ'IeHI/IH, BCACHUA U XPAHCHUSA NOKYMCHTAIIUU, CBSI3aHHOM C
MPOBCACHNUEM OLCHKHN U aTTCCTAllH IICPCOHAIA

HOpHI[OK (I)OpMI/IpOBaHI/IH, BCIACHUA Oanka JAaHHBIX O MIEPCOHAJIC OPraHU3allun
N IPCAOCTABJICHUSA OTYETHOCTU

[Topsimox  mpoBeleHHs  3aKYMOYHBIX  mpomenyp ©u  ohOopMIICHHS
CONYTCTBYIOIIEH TOKYMEHTALIMKU

[Topsimox odopmiieHHsT TOKYMEHTOB, MPEIOCTABISIEMBIX B TOCYIapCTBECHHBIC
oprasbl, MmpodeccuoHaNbHBIE COIO3BI U JIPYTHE MPEACTABUTEIbHBIE OPTaHbI
PabOTHUKOB

OCHOBBI ,Z[OI(YMCHTOO60pOTa " JOKYMCHTAIITMOHHOI'O obecrneueHuUs

CtpykTypa oOpraHm3aliid ©  BaKaHTHBIE JIOJDKHOCTH  (mpodeccuu,
CIEIUAITBHOCTH)

TpynoBoe 3aKOHOAATENLCTBO U MHBIE AKTHI, COJEPIKAIME€ HOPMBbI TPYAOBOTO
npaBa

OCHOBBI APXUBHOI'0 3aKOHOAATCJIbCTBA W HOPMATUBHBIC IIPABOBLEIC AKThI




Poccuiickoit @enepanuu, B 4aCTH BEACHUSA TOKYMEHTAIUH 110 MEPCOHAITY

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHaNbHbIX JTAHHBIX

TexHonoruu, MeToAbl U METOAUKU MPOBENCHUS aHAIN3Aa U CHCTEMaTH3aluu
JOKYMEHTOB U HH(OPMAIIH

JIokanpHBIE HOPMATHUBHBIE AaKTbl OpraHu3aluy, pEeryiupyromuc IIOopsaaoK
OLICHKU M aTTCCTallMU IIEpCcoHaIa

[Topsok 3aKIIIOYEHHS JOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH AeTOBOTO OOIICHMS

basoBbie OCHOBBI UH(POPMATHKH, CTPYKTYpHOE IIOCTPOEHUE
MH(GOPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMU

HeoOxonumelie 3HaHUSA

OOecneunBaTh JOKYMCHTAIIMOHHOC COIIPOBOXACHHUEC OLUCHKH W aTTCCTalluU
Ie€pcoHajia

OdopmiIsATh AOKYMEHTHI IO BOIpPOCAM OLEHKM M arTeCTallud IepCcoHaja,
IPEOCTaB/IAEMble B FOCYIapCTBEHHbIE OpPraHbl, MPO(ecCHOHAIbHBIE COIO3bI
U JIpyTHe MpeCTaBUTEIbHbIE OPraHbl pAOOTHUKOB

AHaJ'II/ISI/IpOBaTB npaBujia, MMpoUCAypbl U MOPAAKU IIPOBCACHHUA OLICHKU H
arTecTanuu 1rnepcoHaaia

Bectu YUCT U peruCTpaiio JOKyMCHTOB B I/IH(l)OpMaLII/IOHHLIX CHUCTCMAax M Ha
MaTCpUuajJIbHbIX HOCUTCIIAX

OpranuzoBbIBaTh XpaHEHHE JAOKYMEHTOB B COOTBETCTBUU C TPeOOBaHHUSIMHU
TPYAOBOTO 3akoHonarenbcTBa Poccuiickot dPenepanuu W JIOKaJIbHBIMU
aKTaMU OpraHu3aluu

BecTu nenoByro nepenucky

PaboTare ¢ HHPOPMAITMOHHBIMU CHCTEMaMHU M 0a3aMHU JaHHBIX MO BOIIPOCAM
NPOBEACHUS OLEHKH M aTTeCTAllMU MEpCOHaNa, BEJCHUIO Y4eTa KaHIHJaTOB
Ha BaKaHTHBIE TOJHDKHOCTH (IPOQecCchu, CIeUaIbHOCTH)

AHaIM3UPOBAThH JIOKYMEHTBI U MIEPEHOCUTh uHdopmaruio B
WH(OpPMAITMOHHBIE CUCTEMBI M 0a3bl JaHHBIX

CO6J'IIOI[&TB HOPMBI 3TUKU ACJIOBOIO 06H_IeHI/I$I

Jpyrue xapakTepuCTUKH

3.6.2. TpynoBasi pyHKUHSA

OpraHI/I3aI_II/I$I " MMPOBCACHUC aTTECCTAllN YposeHb
HaumeHoBaHMe nepcoHana Kon | C/02.6 | (momyposenn) 6
KBaITU(UKAINT
[Mpoucxoxaenue 3auMCTBOBaHO M3
. Opuru=aan
TPYHAOBOM pyHKIUH OpHUrHHaJa
Kon opurunana Peructpanumonsslit
HOMeEp
PO eCCHOHATEHOTO
cTaHaapra

TpynoBsle nencTBUs

AHanmM3 CTPYKTypbl, TUIAHOB M BaKaHTHBIX JOJDKHOCTEH (mpodeccuid,
CIEIMAILHOCTEH) OpraHu3aliii, OCOOCHHOCTEH opraHu3aluud paboThl Ha
Pa3IMYHBIX y4acTKaxX MPOW3BOICTBA U KOHKPETHBIX PabOYMX MecTax

Pa3paboTka MPOEKTOB JOKYMEHTOB, OIPEICISIONINX TOPSI0OK aTTeCTaIlH
nepcoHala, ¢ OIeHKOH 3arpar

COHpOBO)KI[eHI/Ie mponecca arreCrauuu u pa60TBI aTTeCTallMOHHON KOMUCCHUH

[TonroroBka nmpemiokeHnii Mo GOPMUPOBAHHUIO OFOMKETA HA OPTaHU3AINI0 U




IMPOBECACHHUEC aTTCCTAllUU IIEPCOHAIA

[TogroroBka mNpemoKeHHH O COOTBETCTBHMM pAOOTHHKA JIOJDKHOCTH
(mpodeccun, crieualbHOCTH) MO pe3yNbTaraM aTTeCTalui B COOTBETCTBUU C
3aKoHozAarenscTBoM Poccuiickoit denepanuun

HeobOxonumbie ymeHus

HOpHI[OK 1 TEXHOJIOIUs NPOBCACHUA aTTECTAllU

TexXHOJIOTUU U METOMBI ONPEEIICHNUS U OLIEHKH MPO(eCCHOHABHBIX 3HAHUH,
YMEHHUI U KOMIETECHIINI

Cucrembl, MeToabl M (GOPMBI MaTepUAIBHOTO W  HEMATEPUAIBHOTO
CTUMYJIMPOBAHHUs TPyJa IEpCcoHaIa

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

TexHoJIOruM, METOIbl U METOAMKK MPOBEJICHUS aHajlu3a U CUCTEMaTH3alUU
JIOKYMEHTOB U HH(pOpMaIUu

OCHOBBI HpOHSBOI[CTBCHHOﬁ ACATCIIbHOCTH OPraHu3aluu

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

[Topsimox  mpoBeneHHs  3aKyNOYHBIX  mpouenyp U ohopMIIeHHS
COINYTCTBYIOILIEH JOKYMEHTALIMU

CrpykTypa oOpraHuszalud M  BakaHTHble JOJDKHOCTH  (mpodeccun,
CHEIHAIBHOCTH)

TpynoBoe 3aKOHONATENBCTBO M HMHBIE AaKThI, COJEpXKAle HOPMbI TPYAOBOIO
npaBa

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

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX JTAHHBIX

JloxanbHbBIE HOPMATUBHBIC AaKTbl OpraHU3aliy, PEryIupPYOIHEe IIOPpATOK
OLICHKHU II€pCOHAJIa

[TopsmoK 3aKITIOYEHHS JOTOBOPOB (KOHTPAKTOB)

Hopwmpbl 3 THKM 1€710BOTO O0TIIEHMS

basoBbie OCHOBBI UH(POPMATHKH, CTPYKTYpHOE IIOCTPOEHHUE
MH(OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMU

HeO6XOI[I/IMLIe 3HaHUA

OHpe,[[eJ'IHTB MapaMeTpbl U KPUTCPHUU aTTCCTALUU IICPCOHAJIA

OHpe,[[eJ'IHTB 1 NPUMCHATH CPCACTBA U METOABI aATTECCTAIUN

BeraensaTs rpynmnsl nepcoHaia Juisi IpOBEAEHUS aTTECTaluN

OO0ecneunBaTh JAOKYMCHTAIIMOHHOC COITPOBOXKIACHUEC aTTCCTAlUU IIEpCOHAJIa

CocTaBisaTh M KOHTPOJIMPOBATh CTAaThbU PAacXOJ0B Ha aTTECTAIMIO MEepCcoHaIa
JUTSI TITAHUPOBAHUS OIOIKETOB

[Tonp30BaTbecsi MH(OPMALMOHHBIMU pecypcaMd U 0a3aMM JaHHBIX 110
IIPOBEICHUIO aTTECTALIMU

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

Oprann3oBbIBaTh XpaHEHUE JTOKYMEHTOB B COOTBETCTBHU C TPEOOBaHUSIMHU
TPYAOBOTO, AapXMBHOTO 3akoHozaarenbcTBa Poccuiickor ®Penepauuu U
JIOKAJIbHBIMU JOKYMEHTAMH OpTraHU3alu1

[Tpon3BoauTh TpeABapUTENIbHbIE 3aKyMOYHbIE MPOLEAYPHl U OQOPMIISTH
COIYTCTBYIOLYIO JOKYMEHTALUIO 110 3aKJIFOYEHUIO JI0TOBOPOB

Co0uroiaTh HOPMBI 3TUKH JICJTIOBOTO OOIICHUS

Jlpyrue XxapakTepuCcTUKU




3.6.3. TpynoBasi pyHKUHUSA

Opranu3anus 1 MpoBEICHHUE OIEHKH VYpoBeHb
Haumenosanwue nepcoHana Koz | C/01.6 (TOypOBEHB) 6
KBaJTU(PUKALIUU
[poucxoxaeHue 3auMCTBOBaHO K3
. Opurunan
TPYHOBO# (pyHKIIUH OpHUTHHAJA
Kon opurunana Peructpanmonsslit
HOMEp
npodeccHoHaIbHOTO
CTaHIapTa

Tpynossle nencTBus

AHanu3 CTPYKTYpHl, IUIAHOB M BaKaHTHBIX JIOJDKHOCTEH (Tpodeccui,
CIEIMAIIbHOCTEH) OpraHu3alii, OCOOCHHOCTEH opraHu3aluu paboThl Ha
Pa3IMYHBIX y4acTKaX MPOU3BOICTBA U KOHKPETHBIX pabO4YnX MecTax

Pa3paboTka mimaHa OIGHKM I[epcoHaia B COOTBETCTBUU C  UENSIMH
OpraHu3aIu

OrneHka IMHAMHUKU TPOU3BOAUTENBHOCTH, MHTEHCUBHOCTHU U 3(pekTuBHOCTH
TpyZa Ha pabounx MecTax

OrmpezenieHne pecypcoB, BBHIOOP CPEACTB U METOAOB IPOBEICHUS OICHKU
nepcoHasna

HpOBeHeHI/Ie OLICHKHU II€pCOHAJIa B COOTBCTCTBHHU C IIJIaHAMH OPraHu3aluu

ConpoBokieHME  JOrOBOPOB €  OPraHU3alUAMH -  UCIOJIHMUTEISAMU
MEPOIPHUATHH 110 OLEHKE ITEPCOHAIIA, BKIIKOYAs IIPEABAPUTEIBHBIC IPOLIEAYPBI
10 UX 3aKIIOYCHUIO

KoHcynpTpoBaHue mepcoHana IO BOINpPOCaM OLEHKH, BKIIIOYas OLEHKY
3arpar

AHanu3 pe3ylbTaToB OLEHKM I€pCOHaNa, IOATOTOBKA pPEKOMEHIalui
PYKOBOZCTBY U IIEPCOHAIY

[TonroroBka mpeaoxeHui Mo GOPMHUPOBAHUIO OIOMKETA 10 OpPraHU3aluU U
IIPOBEJCHUIO OLIEHKU IIEpCOHaja

HeoOxonumbie ymeHus

TexHoJIOrU U METOJBI OmpeeeHus MPodheCcCCUOHATBHBIX 3HAHUM, YMEHHUH U
KOMIIETEHIIUI

TexHoIoruu U METOIbl OLIEHKH JTUYHOCTHEIX Ka4eCTB U XapaKTCpUCTUK

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

TexHonoruu u MeTo bl GOPMUPOBAHUS U KOHTPOJIS OFOIKETOB

TexHOmOoruM, METOBI U METOIUKHU IPOBEACHUS AHAIU3Aa U CUCTEMATU3ALUU
JTIOKYMEHTOB U UH(pOpMAIUn

OcHOBBI 0O0IIEH M COIMANBHON IICUXOJOTMH, COLIMOJIOTUU U TICHUXOJOTMU
Tpyaa

OCHOBBI HpOH3BOI[CTBCHHOﬁ ACATCIIbBHOCTH OPraHUu3alunu

[Topsimox  mpoBeneHUs  3aKYMOYHBIX  mpomenyp ©u  ohOopMIICHHS
CONYTCTBYIOIIEH TOKYMEHTALIMKU

CrpykTypa OpraHumsallid M  BakaHTHble JOJDKHOCTH  (mpodeccun,
CHEIUAIBHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKTHI, COJAEPIKAIINE HOPMBI TPYILOBOTO
npaBa

OCHOBBI apXUBHOTO 3aKOHOJIATEIbCTBA M HOPMATHUBHBIE MPABOBBIE AKTHI
Poccuiickoit @enepanuu, B 4aCTH BEACHUS TOKYMEHTAIUH 110 EPCOHAITY

3akoHopaarenbcTBO Poccuiickoit denepannvi 0 NEPCOHANBHBIX TaHHBIX

JlokanbHBIE HOpPMAaTHBHBIE AKTHl OPTrAHM3ALMH, PETYIUPYIOIIME NOPSAIOK




OLICHKHU II€pCOHAIa

[Topsiok 3aKiTtoueHHs JOTOBOPOB (KOHTPAKTOB)

Hopmpbl 3THKH 1€710BOTO OOIIICHHS

basoBbie OCHOBBI UH(POPMATHKH, CTPYKTYpHOE IIOCTPOEHUE
MH(GOPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMU

HeoOxonumele 3HaHUA

OnpenensTb napameTpbl U KPUTEPUU OLIEHKH IIEpCOHANIa

OmnpenensiTh ¥ TPUMEHSATH CPEACTBA M METOABl MPOBEACHUS OLCHKH
HiepcoHasia

Boiaensats (onpenensiTs) rpynibl IepCcoHala sl IPOBEACHUS OLIEHKU

OnpenensiTb WHTEHCUBHOCTb TPYda M 30HBI TMOBBIILICHUS 3PPEKTUBHOCTH
nepcoHaa

OHpCI[CJ'IHTB MOTHBAallMOHHBIC (I)aKTOpBI ITPOBEACHHUA OLICHKHU IICPCOHAIA

CocraBiiars u KOHTPOJIMPOBATH CTATbH PaCXOAdO0B HAa OLCHKY NCPCOHAJIA IJIid
IJIAHUPOBAHUA 6IO,H}KGTOB

OO0ecnieunBaTh OPraHU3aMOHHOE COMPOBOXKICHUE OIICHKHU ITePCOHAA

ObecrnieunBaTh  COXpPaHHOCTh  KOHOGUIACHIMANBLHON  MHpOpMALMK  MPU
IIPOBEJCHUH OLIEHKH IIEPCOHAIA,

OpFaHI/I3OBI>IBaTI) XpaHCHUC JOKYMCHTOB B COOTBCTCTBHU C Tpe60BaHI/I$IMI/I
TPYAOBOTO, AapXMBHOTO 3aKoHoaareibcTBa Poccuiickoir ®Penepauun u
JIOKaJIbHBIMU HOPMAaTUBHBIMH AKTaMU OpraHU3aIu1

Cobuparb, aHaNU3UPOBATH W  CTPYKTypUPOBaTh  WHMOpPMAIUIO O
MIPEIOKEHUSX IO OLIEHKE MePCOHaIa Ha PhIHKE TPya

[TpousBoaAUTh TNpeABapUTENbHBIE 3aKyMOYHbIE MPOLEAYPHl U OGOPMISTH
COITYTCTBYIOLIYIO JIOKYMEHTALMIO 10 3aKJIOUYEHUIO JOTOBOPOB

OHpeI[eJ'IHTB ycJioBUsA JJI 3aKJIFOUCHUS JOTOBOPOB HA YCJIYT'H IO IIPOBEACHUTIO
OLICHKHU II€pCOHAJIa

CucremarusupoBarb, 0000IIaTh H aHAJIM3UPOBATH PE3YJIBTaThl OICHKH
HiepcoHasa

ObecnieunBarh OOpaTHYIO CBSI3b 10 pe3yJbTaTaM NPOBEJCHHON OLIEHKU C
IEPCOHAJIOM U PYKOBOJCTBOM

ITons30BaThCsl MOHMCKOBBIMU CHUCTCEMaMU, I/IH(l)OpMaI_II/IOHHLIMI/I pecypcamMun u
OazamMu JAaHHBIX 110 IMTPOBCACHUIO OLICHKHU IICPCOHAIA

Pa3pabareiBaTh peKOMEHJALlMM 1O pa3BUTHIO I[I€pCOHAla Ha OCHOBE
MIPOBEAECHHON OLIEHKHU

Co0uroiaTh HOPMBI 3TUKH JICJTIOBOTO OOIIECHUS

Jlpyrue XxapakTepuCcTUKU

3.7. O0001menHas TpynoBasi pyHKIUS

HaumenoBanue

JesaTensHOCTh IO 00ECIICYCHHUTIO
MIEPCOHATIOM

Kox YpoBeHb 6
KBaJTU(HUKALINT

[Ipoucxoxaenne 0600MCHHOM
TPYHAOBOH (pyHKIIUH

3arMCTBOBAaHO U3

Opurunan
OpHTI'HHaNIA
Kon Perucrpanuonnstit
OpHTrHHaNa HOMeEp
npodeccHOHaIbHOTO

CTaHmapTa




Bo3MoxHbIe CrernuanucT mo noadopy nepcoHana
HanMCHOBAHUA

noipkHOCTEH, npodeccuii | CrienUanmcT 1o nepcoHary

MeHemxkep 1o nepcoHany

TpeboBanus x Briciiee oOpa3oBanue - 6akagaBpuar

00pa3oBaHUIO U

JononaurensHOe npodeccuoHanbHOe 00pa30BaHue - MPOrPaMMBbI
00y4eHHIO

MOBBILICHUS KBATU(PUKAIINH; POrpaMMbl TpodheccuoHalIbHON
NEPEenoATrOTOBKH B 00JIACTH MTOKUCKA M 1TOA00pa epcoHaa

TpeboBaHus K OIBITY
MPAKTUYECKOH PabOTHI

Oco0Opble ycrmoBus
JIOITyCKa K pabore

Jlpyrue xapakTepucTUKu

HOHOHHHTCJ’IBHHG XapaKTCPUCTUKHU

HanmenoBanue 0a30BOM TpyMIIbL, JOIKHOCTH
HaumenoBanue nokymeHrta Kon
(mpodeccun) WM CrienuagTbHOCTH

OK3 2412 CrienanmcTsl 1Mo KagpaMm U npohoprueHTanu

3423 CrienanmcThbl KaJpOBBIX CIYXO U yUpexaeHU

3aHSTOCTH

EKC - Crenuanuct 1o Kaapam

- MeHnemxep 1o nepcoHaty
OKIIATP 27755 OKOHOMMUCT 110 TPYRY

22956 WHcnekrop no kagpam
3.7.1. TpynoBasi pyHKUHUSA

AJMUHHUCTPUPOBAHUE TIPOLIECCOB U YpoBeHb
Haumenosanme JIOKyMEHTO000pOoTa 00eCTIeUeHHs Kox | B/03.6 | (momyposeHs) 6
IepCOHAIOM KBaITU(HUKAINT
[Ipoucxoxnenue 3auMCTBOBaHO U3
. Opuru=aan
TPYHOBOH pyHKIUH OpHUrMHaja
Kox opurunana Peructpanuonsslit
HOMED
PO eCCHOHATEHOTO
CTaHIapTa

TpynoBble neicTBuUs AHanu3 TMpoOILECcCOB JIOKYMEHTOOOOpOTa, JIOKAIbHBIX JOKYMEHTOB IO

BOIIpoOCaM obecrieueHust epCOHAJIOM

Benenne wuHpopmanmuu O  BakaHTHBIX  JOJDKHOCTAIX  (mpodeccusx,
CHEUAIBHOCTSX) U KaHAUaTax

JIOKyMEHTAIlMOHHOE CONPOBOXKICHHE KAaHIUAATOB Ha JTamax IOUCKa,
npuBJeYeHUs, Toadopa U oTOOpa IMepcoHala Ha BaKaHTHbIE JOJKHOCTHU
(mpodeccun, crnenuanbHOCTH), HHHOPMUPOBAHNE KaHANAATOB O pe3ysbTarax
orbopa

IToaroroBka 3ampocoB O KaHAUJATaX B FOCYJAPCTBEHHBIE OPraHbl, B CIy4asx




MPEIyCMOTPEHHBIX JCUCTBYIOIIMM  3aKOHOAATEIbCTBOM U 00paboTka
MIPEIOCTABIICHHBIX CBEICHUI

[TonrotoBka M 00paboTKa YBEAOMIICHHH B TOCYJapCTBEHHBIE OpraHbl,
npodecCHOHAIbHBIE  COIO3BI W JIpyTM€  TPEICTaBHTEIbHBIE  OpIaHBbI
pabOTHUKOB 10 BOMpOCaM TIOMCKA, MpHUBICYEHHs, Moxdopa u orbopa
nepcoHaa

COHpOBO}K,I[eHI/Ie J0roBOpoOB II10 obecnevYeHnIo opranu3alvu II€PCOHATIOM,
BKJIIO4as NpCABAPUTCIIbHBIC ITPOUCAYPHI 110 UX 3aAKIIFOUCHUTIO

HeobOxonumbie ymeHus

[Topsimox odopmiieHUs, BEICHUS U XpaHEHUs JOKYMEHTAIMH, CBSI3aHHOW C
MOWCKOM, TIPUBJICUEHUEM, TMOAOOPOM M OTOOPOM IEpCOHAla Ha BaKaHTHBIC
JOJKHOCTH

[Topsimox hopMupoBaHUs, BeJeHUS OaHKa JAHHBIX O MIEPCOHAJIC OpTaHU3aIIN
U IIPEJOCTABICHUSI OTYETHOCTH

OCHOBBI JOKYMEHTO000pOTa M JOKYMEHTAITMOHHOTO 00CCIICUCHIS

TGXHOHOFI/II/I, MCTOAbI U MCTOAUKHU IMPOBCACHHA aHaIM3a WU CUCTCMATU3aAlUU
JOKYMCHTOB U PIH(bOpMaI_II/II/I

[Topsiiok poBeeHHsI KOHKYPCOB U 0(hOpMIICHHUSI KOHKYPCHOM TOKYMEHTALIUU

[Topsimox  mpoBeneHUs  3aKyMOYHBIX — mporenyp U odopmieHus
COINYTCTBYIOILIEH TOKYMEHTALIMKU

CrpykTypa oOpraHuszalud M  BakaHTHble JOJDKHOCTH  (mpodeccun,
CHEIUAIBHOCTH)

TpynoBoe 3aKOHONATENBCTBO M HMHBIE aKThI, COJEpXKAILe HOPMbI TPYAOBOTO
npaBa

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

OCHOBBI HAJIOTOBOT'O 3aKOHOIATENbCTBA Poccuiickoit denepammu

3akoHomaTeabCTBO Poccuiickoit denepanuu 0 MEPCOHATBHBIX TAHHBIX

JlokanpHble aKThl OpraHu3allid, perylupyrolme MOopsAoK Ioxdopa
nepcoHaa

[Topsiok 3aKIII0OYEHNS JOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKHU JCJIIOBOT'O O6H_ICHI/I$I

ba3oBbie 0CHOBBI MH(OPMATUKH, MOCTPOCHUS MH(MOPMALMOHHBIX CHUCTEM H
0COOEHHOCTH PabOThl C HUMHU

HeoOxonuMmeie 3HaHUS

OOGecrneunBaTh JIOKYMEHTAIIMOHHOE COIMPOBOXICHUE BBIXOJA KaHAHMAATa Ha
paboTy U nepemeleHus nepcoHana

OdopMAsATh TOKYMEHTHI IO BOIIpOcaM 00eCIeueHUs KaJpOBbIMH peECypcamu,
HEOOXOIUMBIE Il  IPEJOCTaBIE€HUs B  TOCYIapCTBEHHBIE  OpraHbl,
npodeccuoHalbHBIE  COIO3bl W JIpYI'M€  IPEACTaBUTEIbHBIE  OpraHbl
pabOTHUKOB

OpranuzoBbIBaTh XpaHEHHE JAOKYMEHTOB B COOTBETCTBUU C TPeOOBaHHUSIMHU
TPYAOBOTO, AapXHWBHOTO 3aKoHojaarelnbcTBa Poccuiickoir ®Denepauuun U
JIOKAJIbHBIMHU aKTaMU OpraHu3aliu

AHanu3upoBaTh  JIOKyMEHTBl U MIEPEHOCUTh uHGbOpMaIIIO B
UH(OPMAIIMOHHBIE CUCTEMBI U 0a3bl TAaHHBIX O KaHAMaTax

Paborarh ¢ nHGOpPMAIIMOHHBIMY CHCTEMaMH U 0a3aMH JaHHBIX 110 BOIPOCAM
oOecriedyeHHsT TIEPCOHAIOM, BEIEHUIO IOMCKAa W YydeTa KaHIUAaTOB Ha
BaKaHTHBIE JJOJHDKHOCTH (TMpodecchu, CreuanbHOCTH)

[Tpou3BoANTh TpeABapUTENbHBIE 3aKyMOYHBIE MPOLUEAYPHl U  OGOPMISTH
COITYTCTBYIOILIYIO IOKYMEHTALMIO MO 3aKJIIOUYEHHUIO JOTOBOPOB

Opranu3oBbIBaTh U MPOBOIUTH KOHKYPCHI, O(GOpPMIIATH W aHAIM3UPOBAThH
KOHKYPCHYIO TOKYMEHTAIUIO




Bectu nenoByto nepenucky

Co0oaTh HOPMBI ATHKH JIEJIOBOTO OOIICHUS

Jlpyrue xapakTepucTUKu

3.7.2. TpynoBasi pyHKIUSA

[Towuck, npuBiedYeHue, Moa00p U 0TOOP YpoBenp
Haumenosanwue nepcoHana Kox | B/02.6 (TOypOBEHB) 6
KBaJTU(PUKALIUU
IIponcxoxacHre 3aMMCTBOBaHO W3
. Opurunan
TPyROBOi GyHKIHM OpUTrHHAIA
Kon opurunana Peructpanumonsslit
HOMED
Ipo(heCCHOHATBEHOTO
cTaHzapra

TpynoBsle nencTBus

[Tonck BO BHYTPEHHUX M BHEUIHMX MCTOYHUKAX MH(POPMAIMHM O KaHAMIATaX,
COOTBETCTBYIOIIEH TpeOOBaHMSM BaKaHTHOW JIOJKHOCTH  (mpodeccun,
CHEIHAIBHOCTH)

Pasmemenne  cBeneHMd O BakaHTHOM — JomkHOcTH  (mpodeccuw,
CHELHaIbHOCTH) B CPEICTBAX MacCOBOM MH(POPMAIUH

Bri6op cnoco0oB M METOMOB NPHUBICYCHHUS TEPCOHANA B COOTBETCTBHH C
YTBEP>KICHHBIMU IIJIaHAMHU

[IpoBepka wH(poOpMauu O KaHAWJATaX HA BAKAHTHBIE JOJDKHOCTH
(mpodeccuu, CIeUATBHOCTH )

[IpoBenenne cobecemoBaHMii M BCTped C KaHAWAATaMH Ha BaKaHTHbBIC
JTOJKHOCTH (Tpodeccr, CIIeUaIbHOCTH) ¢ obecredeHrneM 00paTHoOil CBsI3U

OHCHKa COOTBETCTBUA KaHIMWIATOB TpC6OBaHI/I$IM BaKaHTHOM JOJIKHOCTH
(mpodeccun, cnenuagIbHOCTH)

[TonroroBka mpemiokeHUd 1o (GopMupoBaHHIO OOJKETa Ha MOMUCK,
IpUBJIEYEHUE, T0I00P U OTOOP MepcoHaa

NudopmupoBanre u KOHCYITBTHUPOBAHUE PYKOBOIUTEEH MOAPA3ICICHU U
OpraHu3aIy Mo BOIIPOCaM IIPUBJIEUEHHUS NTEPCOHANA C OI[EHKOM 3aTpar

Heob6xonumble ymeHUs

Hcrounuku obecrieueHus OpraHu3alr KapaMnu

TexHosoruM ¥W METOAWKMA TIOMCKA, NPHUBJICYEHUs, Toad0opa U oTOopa
nepcoHaa

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

TexHonoruu u MeTo bl GOPMUPOBAHUS U KOHTPOJIS OFOIKETOB

TexHosOruM, METOABl U METOAMKHU IIPOBEICHHUs AHAINA3A, CUCTEMAaTU3alUU
JIOKYMEHTOB U HH(pOpMaIuu

CrpykTypa OpraHusallid M  BakaHTHble JOJDKHOCTH  (mpodeccun,
CHEIUAIBHOCTH)

OO0me TeHJEHIIMM Ha PBIHKE TPyla M B OTIEIBHBIX OTPACiIsX W BHAAX
npodecCHOHAIBHON IeATeIhHOCTH

OCHOBEI IICUXOJIOTHH U COMOJIOTUHU Tpyaa

OCHOBBI OKOHOMHWKH, OpraHnu3alliu Tpylda U YIIPaBJIICHUS ITICPCOHAJIOM

TpynoBoe 3aKOHOAATENHCTBO U MHBIE AKTHI, COJEpPKAIINE HOPMBI TPYIOBOTO
npaBa

OCHOBBI APXUBHOI'0 3aKOHOAATCJIbCTBA W HOPMATUBHBIC IIPABOBLEIC AKThI




Poccuiickoit @enepanuu, B 4aCTH BEACHUSA TOKYMEHTAIUH 110 MEPCOHAITY

OcHOBBI HAJIOrOBOI0 3aKoHoAarenbcTBa Poccuiickoit denepannn

3akoHonarenbcTBo Poccuiickoit denepannn 0 NepCoOHaTbHBIX JaHHBIX

JlokanbHble aKThl OpraHU3allld, PETYIUPYIOUIHE MOPSII0K obecreueHus
[IEPCOHAJIOM

HopMbI 3THKH AeTOBOTO OOIICHUS

ba3oBble 0CHOBBI MH(OPMATHKH, MOCTPOCHUS MH()OPMAMOHHBIX CHCTEM U
0COOEHHOCTH PabOTHI C HUMHU

HeoOxonumelie 3HaHUSA

OnpenensTe KPUTEPUH MTOUCKA, PUBJICUEHUS, 1T000pa 1 0TOOpa repcoHaa

Cobuparh, aHaTU3UPOBATH U CTPYKTYPUPOBATh MHPOPMALIMIO O KaHIUAATAX U
MIPEJIOKEHUSX HA PHIHKE TPYIa

[Tonb30BaTbCs MOMCKOBBIMHM CUCTEMaMU M MH(POPMAIIMOHHBIMU PECYpCaMH B
obnacTy 00ecreyeH s IIepCoHaIoM

[IpuMeHsSTh TEXHOJOTMH M METOIUKU IOHCKa, MPUBJICYCHHs, Momdopa u
0TOOpa KaHIUAATOB Ha BAaKAaHTHBIC TOKHOCTHU (Mpodeccru, CeIUaIbHOCTH)
B COOTBETCTBHE C UX CIeIU(PUKOI

Hcronp30BaTh cpeacTsa obecrieueHus epcoHalioMm, BKJIrO4as
COIIPOBOXKIACHUC

KoHcynsTHpoBaTh 10 BOpocaM IpUBJICUYEHUS IEPCOHAIIA

CocTaBiiaATh M KOHTPOJIMPOBATbL CTarbu pacxoaoB Ha obecneyeHne
NEPCOHAJIOM IJI IIJIAaHUPOBAHUA 6IOI[)K€TOB

Co0ronaTe HOPMBI STHKH JIEJIOBOTO OOIIECHHS

Jlpyrue xapakTepucTUKu

3.7.3. TpynoBasi pyHKUHUSA

C6op undopmanmu o noTpedHOCTAX Yposenb
HaumeHoBaHue OPraHU3aLMH B [EPCOHATE Kox | B/01.6 | (momyposens) 6
KBaHUKAIUH
[Ipoucxoxnenue 3anMMCTBOBaHO M3
N Opurunan
TpynoBo# QpyHKIIMN OpHUTHHANA
Kon opurunana Peructpaumonssiit
HOMED
po¢eCCHOHAIBEHOTO
cTaHaapTa

TpynoBsle nencTBUs

AHanu3 IIaHOB, CTPATETUU U CTPYKTYPbI OpraHu3aluu

AHanu3 ocoOeHHOCTell opraHu3anuu paboOTbl W TMPOU3BOJCTBA  Ha
KOHKPETHBIX pabounX MecTax

AHanmu3 peIHKA Tpylda IO OpraHu3aluu pa0OoThl HA aHAJOTHUYHOM
MIPOU3BOACTBE U PAOOYNX MECTax

dopmupoBaHue TpeOOBaHMH K BakaHTHOM JOJDKHOCTH  (mpodeccuw,
CHELHATBHOCTH) U UX KOPPEKIIHS

AHanmu3 peIHKa TpyJda W TEpcoHaja OpraHW3aIuu MO MPOQIIII0 BaKaHTHOU
JOJHKHOCTH (Tpodheccuu, CrienaabHOCTH)

HNupopmupoBanre U KOHCYJIbTHPOBaHHE PYKOBOJAUTENEH MOApPA3IEICHUN U
OpraHu3aliy [0 BOIPOCAM PbIHKA TPY/a B 4aCTH 00eCIieYeHHs NEPCOHATIOM

HeoOxonumbie ymeHus

TGXHOJ'IOFI/II/I, MCTOAbI U MCTOJAUKHU MPOBCACHHA aHAIW3a U CUCTEMaTU3aluu
JOKYMCHTOB U I/IH(bOpMaI_II/II/I

CTtpykTypa OpraHm3aliid © BaKaHTHBIE JIOJDKHOCTH  (mpodeccuu,




CTIEIUAITEHOCTH )

[Topsimok onpenesieHus MepCIeKTUBHON M TeKYIei MoTpeOHOCTH B Kajpax

HcTounuku odecrneueHus OpraHu3anu KaapaMu

Opranuzanus paboT HAa Pa3IMYHBIX yYacTKaxX MPOHM3BOJCTBA, OpPraHU3AIUH,
OTpaciu

OO0mue TEeHACHIIMA Ha PBIHKE TPyJda U B OTICIBHOW OTPACIIH, KOHKPETHOM
npodeccuu (T0HKHOCTH, CIICIIHAIIBHOCTH )

OCHOBBI IICUXOJIOTUH B COIMOJIOTUHU Tpyaa

OCHOBBI 5KOHOMHKH, OPraHU3aLMU TPYAA U yIIPaBICHUS

TpynoBoe 3aKOHONATENbCTBO U MHBIE aKThI, COJEpXKALUe HOPMbI TPYAOBOIO
paBa

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

3akoHonarenbcTBo Poccuiickoit denepanun 0 NepCoOHaTbHBIX JaHHBIX

JlokanbHblE HOpPMAaTHBHBIE AKThl OPraHU3ALUH, PETYIHPYIOLIUE IOPAI0K
noa0opa nepcoHaia

HopMbI 3THKH AeTOBOTO OOIICHMS

bazoBrie OCHOBBI WH(OPMATHKH, CTPYKTYPHOE MMOCTPOCHHUE
WH(OPMAITMOHHBIX CUCTEM H OCOOCHHOCTH PabOThl C HUMH

HeoOxonumeble 3HAaHUA

Cobuparp, aHanmM3UpOBaTh W  CTPYKTypHpoBaTh HH(popMamuio 00
0COOCHHOCTSIX OpPraHU3alUK PadOT Ha Pa3IMYHBIX YYacTKaxX MPOU3BOJCTBA U
Ha KOHKPETHBIX paboyMx MecTax C YYeToM IMeJlel, 3aaad, IUIAHOB H
CTPYKTYpPbI OpraHH3a1uu

CoOuparp, aHanMM3UpOBaTh W  CTPYKTypHpoBaTh wuH(popMamuio 00
0COOCHHOCTSIX M BO3MOYKHOCTSIX KaJIpOBOTO MTOTEHIIMANIA OPraHU3aliN

Cobuparp, aHanMM3UpPOBaTh W  CTPYKTypHpoBaTh uH(popMamuio 00
0COOCHHOCTSIX PBIHKA TPY/Aa, BKJIIOYAs MPEIUIOKEHUS OT MPOBAHIEPOB yCIyT
0 TIOUCKY, TPUBJICUEHUIO, TOAO0PY U OTOOPY MepcoHasa

®opmupoBare TpeOOBaHHMS K BaKaHTHOM JOJDKHOCTH  (mpodeccud,
CHEHAIBHOCTH) U ONPEAEATh KpUTEpUHU noadopa nepcoHaia

BHocuTh KOppekTHpyolue CBeAeHUs B TpeOoBaHMS K KaHAMJATaM Ha
BaKaHTHBIE JJOJDKHOCTH (TMpodeccru, CrenuaibHOCTH)

[Tonp30BaThCsi MMOMCKOBBIMU CHCTEMaMU M HH()OPMALMOHHBIMU pPeCypcamu
IUIE ~ MOHWUTOPUHITA  pbIHKA  Tpyda, TPaXIaHCKOIO MW TPYAOBOIO
3akoHomarenscTBa Poccuiickont denepannun

KoHcynpTupoBaTh 1O BONpOcaM pbIHKAa Tpyda B YacTH O0OeCIEeYeHUs
[IEPCOHAJIOM

CO6J'IIOI[&TB HOPMBI 3TUKU ACJIOBOIO 06H_IeHI/I$I

Jpyrue xapakTepuCTUKH

3.8. O0001meHHas TpyaoBasi pyHKIUSA

HaunmeHnoBanue

JlokyMeHTalmoHHOe obecrieueHue paboTsl ¢
IIEpPCOHAIOM KBaJTU(UKALIUU

Kox A VYpoBeHb 5

[Ipoucxoxxaenne 0600IeHHO
TpyaoBoil pyHKIMN

3aMMCTBOBAHO U3

Opurunaan
OpHUTHHAJIA




Kon Perucrpanmonusiit
OpHUTHHAIIA HOMEp
npodeccuoHaIHLHOTO
cTaHmapra

Bo3MoxHbIe
HaWMEHOBAHMS
TOJDKHOCTEH, mpodeccuii

CHeHI/IaHI/ICT I10 KaAPpOBOMY ACTIOIIPOU3BOACTBY

Crienuanmct 1o J0KyMEHTAIlMOHHOMY 00€CIIeYeHUI0 pabOThI C TIEPCOHAIOM

CHCHI/IaHI/ICT 110 JOKYMCHTAllTUOHHOMY o0ecrneyeHnro IneépcoHajia

Crenuanuct 1mo nepcoHany

TpebGoBanus k
00pa30BaHHIO U
00y4eHHIO

Cpennee npodeccuoHaibHOE 00pa30BaHue - MPOrpaMMa MOATOTOBKH
CHEIHAINCTOB CPEIHETO 3BEHA

JlononauTenpbHOE poh)ecCHOHAIbHOE 00pa30BaHUe - POTrPaMMBbI
poecCHOHAIBHON MEePENOATrOTOBKH, IPOTPAMMBI ITOBBIIIICHUS
KBaTHM (UKL

TpeboBaHus K OIBITY
NPAaKTHYECKOH paboThI

Oco0bie ycroBus
J0IyCKa K paboTte

Jpyrue xapakTepuCTUKH

JIOTOTHUTENBHBIE XapaKTEPUCTUKHU

HanmenoBanue 6a30BOM TPYIIIBL, TOTKHOCTH
HaunmenoBanue nokymeHTa Kon
(mpodeccun) WK crennaibHOCTH

OK3 2412 CrienianucTsl 1o KagpaMm U npohopueHTaun

3423 CrienanmcThbl KaJpOBBIX CIY)KO B yUpexaeHu

3aHSATOCTH

EKC - Crenmanuct 1o kaapam

- NHcnexTop 1o kaapam
OKIIATP 27755 DKOHOMHUCT 10 TPYAY

22956 HNucnexTop mo xaapam

3.8.1. TpynoBasi pyHKUHUSA

AJMUHUCTPUPOBAHKE ITPOLIECCOB U

JIOKYMEHT0000pOTa MO yUeTy YpoBeHS
HaumeHnoBaHue JBIDKEHUIO KaJpOB, MTPEICTABICHUIO Kox | A/03.5 | (momypoBens) 5
JIOKYMEHTOB I10 IIEpCOHAITY B KBaJMuKaIn

TOCYIapCTBEHHBIE OPTaHbBI

IIpoucxoxenue
TpyaoBoil pyHKIMN

Opuruaan

3anMCTBOBAHO W3
OpHUTHHaJIA

Kon opurunana PeructpaumonnsIit
HOMEp
podeccHOHaIBHOTO
CTaHJapTa




TpynoBbie nericTBUA

Opranuzanus JOKyMEHTO000pOTa 10 YUYETY U IBHXKEHHUIO KaJpOB

Opranuzanus JOKYMEHTOOOOpPOTa TIO TMPEACTaBICHHIO JOKYMEHTOB IIO
MEPCOHATY B TOCY/IapCTBEHHBIE OPTraHbl

IlocTaHOBKA HA y4eT OPraHU3alUU B T'OCYJaPCTBEHHBIX OpPraHax

[ToaroroBka 1o 3ampocy TOCYIapCTBEHHBIX OpPraHoB, NPOo(ecCHOHATIbHBIX
COI030B M JIPYTUX MPEICTaBUTEIBHBIX OPraHOB PAaOOTHUKOB OPHUTHHAJIOB,
BBIIHMCOK, KOIIMHA JOKYMEHTOB

[ToaroToBka YyBEAOMJICHHIA, OTYETHOM WM CTATUCTHUYECKOH HWH(MOpMAIUU IO
MIEPCOHAITY

[TonroroBka uHGOpPMAIMK O 3aKIIOYEHUH TPYAOBOTO WM TPAXKITAHCKO-
MPaBOBOTO JOTOBOpAa Ha BHINOJHEHHWE paboT (OKa3aHWE YCIyr) ¢
rpak1aHUHOM, 3aMENIaBIINM JIOIDKHOCTH rOCyIapCTBEHHOU 150301
MYHULIMTIAJTILHOU CITYXOBI, repeyeHb KOTOPBIX YCTaHABJIMBACTCS
HOPMaTUBHBIMH MPABOBbIMU akTamu Poccuiickoin denepaunu

Heo6xonumbie ymeHHS

TGXHOHOFI/II/I, MCTOAbI U MCTOAWKU MNPOBCACHUA aHAIM3a U CUCTCMATU3AllUU
JOKYMCHTOB U PIH(bOpMaI_II/II/I

OCHOBBI JOKYMEHTOO00POTa B JOKYMEHTAIMOHHOTO 00CCIICUCHIS

CrpyKTypa opranuzanuu

Hopmarunsie npaBoBeie akThl Poccuiickoit @enepaiuu, perympyomme
mpaBa M OOS3aHHOCTH TOCYIApCTBEHHBIX OPraHoB, Mpo(eccHOHATbHBIX
COI030B M  JIpYIHX TMPEACTaBUTEIbHBIX OpraHoB  pPabOTHUKOB  TIO
MIPEIOCTABIICHUIO YYETHOM TOKYMEHTaluU

TpynoBoe 3aKOHOAATEIBCTBO U MHBIE AKTHI, COAEPKAILIME HOPMBI TPYIOBOIO
npaBa

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

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX JTAHHBIX

JlokanbHBIE HOpPMAaTWBHBIE AaKThl OpPTaHU3ALMH, PETYIUPYIOIIHE TMOPSAI0K
BEJICHUS JOKYMEHTALIMH 110 YYETY U ABUKCHUIO IIEPCOHAJIA

Hopwmpbl 3THKM 1€710BOTO O0TIIEHMS

bazoBrle 0CHOBBI MH(OPMATHUKH, MOCTPOECHUS HWH(POPMALMOHHBIX CHUCTEM M
0COOEHHOCTH PabOTHI C HUMHU

HeO6XOI[I/IMLIe 3HaHUA

OdopMsaTh Y4eTHBIE TOKYMEHTHI, MPEIOCTaBIS€Mble B TOCYIapCTBEHHBIE
oprasbl, NMpo(ecCHOHANBHBIE COI3bl M JPYTUe IMPEICTABUTEIHHBIC OPraHbI
pabOTHHKOB

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBHH C TPEOOBAHHUSIMHU
TPyAOBOTO 3akoHonmarenbcTBa Poccuiickon ®denepauuu U JIOKAIbHBIMU
HOPMaTHUBHBIMH AKTAMH OPTaHU3alu1

Paborats ¢ HH(bOpMaLII/IOHHBIMI/I cucTeMamMu M Oazamu JaHHBIX IO BCACHHIO
yuc€Ta U IBMKCHUIO IICPCOHAIA

Pabotare ¢ MH(GOPMALMOHHBIMUA CUCTEMaMHU U 0a3aMU JTAaHHBIX 110 BEICHUIO
CTaTUCTUYECKON U OTYETHON MH(POPMAILIUU MO EPCOHATY

AHanu3upoBaTh NpaBuiia, MPOLENYPhl U MOPSA0K, PETYIHPYIOIIKE MpaBa U
0053aHHOCTH TOCYJapCTBEHHBIX OPraHOB M OpraHU3alMyd [0 BONPOCaM
oOMeHa IOKyMEHTalluel Mo MepcoHaty

BecTu nenoByio nepenucky

Co0uroiaTh HOPMBI 3TUKH JICJIOBOTO OOICHUS

Jlpyrue XxapakTepuCcTUKU




3.8.2. TpynoBasi pyHKUHUSA

Benenue mokymMeHTaIuy 10 YUYETy U VYpoBeHb
HaumenoBanue JBIKCHHIO KaZPOB Kon | A/02.5 (ToypOBEHB) 5
KBaJTU(PUKALIUU
[poucxoxaeHue 3aMMCTBOBAHO M3
. Opurunan
TPYHOBO# (pyHKIIUH OpHTrHHANA
Kon opurunana Peructpanmonsslit
HOMEp
podeccHoHaIbHOTO
CTaHIapTa

Tpynossle nencTBus

IlonroroBka MpPOEKTOB  JOKYMEHTOB II0  IIPOLIEAypaM  YIpaBICHUs
[IEPCOHAJIOM, YYETY U JBIIKEHUIO IIEpCOHAIA

OpraHmauI/m CUCTCMbI ABUKCHHUA JOKYMCHTOB 110 IICPCOHATTY

COop 1 mpoBepKa JTUYHBIX TOKYMEHTOB PaOOTHHKOB

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

Boigaya paboTHUKY KaJpOBbIX JOKYMEHTOB O €0 TPYAOBOMH AESITEIbHOCTH

I[OB@,I[CHI/IC A0 CBCACHH:A IICPCOHAJIA OPTaHU3AlMOHHBIX, PACIIOPAIUTCIbHBIX
M KaZIPOBBIX JOKYMCHTOB OpraHu3anuu

Benenue yuera pabouero BpeMeHu paOOTHHUKOB

Perucrpanus, yder, onepaTMBHOE XpaHEHUE JOKYMEHTOB IO IEPCOHAINY,
IOATOTOBKA K C/1a4ye MX B apXUB

HeoOxonumbie ymeHHS

[Topsimox oopmiteHus1, BEICHNUS U XpaHEHUS TOKYMEHTOB I10 ITEPCOHATY

HOpﬂIIOK yu€Ta JABWIKCHHUA KaApOB W COCTABJICHHA  YCT AHOBJICHHOM
OTYCTHOCTHU

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

CtpykTypa opraHu3aium

TpynoBoe 3aKOHOIATEIBCTBO M HMHBIE AKThI, COAECPKAILNE HOPMBI TPYILOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOAATEIbCTBA W HOPMATUBHBIE MPABOBBIE AKTHI
Poccuiickoit @enepanuu, B 4aCTH BEACHUS TOKYMEHTAILUH 110 EPCOHAITY

3akoHopaarenbcTBO Poccuiickoit denepannivi 0 NEpCOHANBHBIX TaHHBIX

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

JlokanbHblE HOpPMAaTHBHBIE AaKThl OpPraHU3AlMHU, PETYAUPYIOIIUE MOPSAI0K
odopMIIEHUS TOKYMEHTOB 10 TIEPCOHATY

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

Hopmpbl 3 THKH 1€710BOTO OOTIIEHMS

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

HCO6XO,Z[I/IMLIC 3HaHUA

PaSpa6aTBIBaTB IMPOCKTHI KAAPOBLIX JOKYMCHTOB

OdopmisiTh  KagpoBble JOKYMEHTHI B COOTBETCTBHH C TpPEOOBAHUSIMU
TPpyAOBOTO 3akoHonmarenbcTBa Poccuiickonn ®denepaunu U JIOKAIbHBIMU
HOPMaTHUBHBIMH AKTAMHU OpTaHU3alU1

Bectu YUCT U PErucCTpanuro KaJgpOBbIX JOKYMCHTOB B I/IH(I)OpMaI_II/IOHHBIX
CUCTEMAX U Ha MaTCPpHUAJIbHBIX HOCUTCIIAX

OpFaHI/ISOBI)IBaTB XpaHCHUEC KaJPOBBIX MOOKYMCHTOB B COOTBETCTBHU C




TpeOOBaHUSIMU  TPYIAOBOTO, AapPXHWBHOTO 3aKOHOAATENbCTBA Poccuiickoid
(Deﬂepam/m 1 JIOKAJIbHBIMA HOPMATUBHBIMH aKTaMHW OPraHu3aluu

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

Paborarh co crneuuanu3upOBaHHBIMM WH(GOPMAIMOHHBIMH CHCTEMaMU H
0a3amu TaHHBIX IO BEACHHUIO YUeTa U ABMKCHUIO ITePCOHAa

Pa3pabarbiBaTh I1aH KOPPEKTUPOBOK YCTAHOBJICHHOTO MOpPsaAKa 0OpMIICHUS
JIOKYMEHTOB I10 IEPCOHAITY M PEaTM30BbIBATH MIPUHATHIC U3MEHEHUS

Kontponuposarh npucyrcTBrue pabOTHUKOB Ha paboueM MecTe

Co0uro1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

Jpyrue xapakTepuCTUKH

3.8.3. TpynoBasi pyHKIUS

Benenue opranuzanmoHHON 1 YpoBeHb
HaumeHoBanue pacnopsiANTEILHONU JOKYMEHTAIIUH 110 Kon | A/01.5 (moypoBeHs) 5
IIEPCOHAITY KBaJTU(PUKALIUU
[Ipoucxoxnenue 3aMMCTBOBAHO M3
N Opurunan
TpynoBoi#l QpyHKIMN OpHUTHHAJIA
Kon opurunana Peructpanuonsslit
HOMED
po¢eCCHOHATBFHOTO
CTaHIapTa

TpynoBbie neicTBUs

O6pa60TKa 1 aHaJIu3 HOCTYHaIOH_Ieﬁ JAOKYMCHTAIUU I10 TIEPCOHAITY

Pa3pabotka u odopmiieHHEe TOKYMEHTAllMM IO MepcoHandy (NIEepBUYHOM,
YYETHOHM, IUIAaHOBOH, MO coLMaIbHOMY OOECHEUeHHMIO, OpraHU3allMOHHOM,
pPactopsSIIUTEITLHOMN )

Peructpamusi, yder MW  TeKyllee XpaHEHHE OpPraHU3alMOHHON U
pactopsIAUTENLHON JOKYMEHTAIIUH 110 TIEPCOHATY

Heob6xonumble ymeHUs

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

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

OCHOBBI TOKYMEHTOO0OPOTa U JOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

TexHOmornuM, METOIBl U METOAMKU INPOBEICHUS aHajiu3a U CUCTEMAaTU3aluu
JIOKYMEHTOB U UH(pOpMAIun

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

CTpyKTypa OpraHu3anuu

TpynoBoe 3aKOHOIATEIBCTBO M HMHBIE AKThI, COAECPKAILINE HOPMBI TPYILOBOTO
npaBa

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

3akoHopaarenbcTBO Poccuiickoit denepanniv 0 NEPCOHANBHBIX TAHHBIX

JlokanbHBIE HOpPMAaTWBHBIE AaKThl OpPTaHU3ALMH, PETYIUPYIOIIHE TMOPSI0K
oopMIICHHSI PACTIOPAAUTEIbHBIX W OPraHU3AlMOHHBIX JIOKYMEHTOB IO
IIEPCOHAILY

HOpMLI OTHUKHU U JCJIOBOI'O O6I_I_ICHI/I$I

bazoBrie OCHOBBI I/IH(I)OpMaTI/IKI/I, CTPYKTYPHOC IMOCTPOCHUC




WH()OPMAITMOHHBIX CUCTEM M OCOOEHHOCTH PabOThI ¢ HUMHU

HeoOxonumelie 3HaHUSA

Pa3pa6 aTbIBATh IMPOCKTHI OpraHnu3allMOHHBIX n pacnnopAaUTCIbHBIX
JOKYMCHTOB I10 IIEPCOHAITY

OdopMIsITh AOKYMEHTBI B COOTBETCTBUU C TPEOOBAaHUSMHU TPAXKITAHCKOTO,
TpyAOBOTO 3akoHomarenbcTBa Poccuiickoit ®enepauri W JIOKAIbHBIMU
HOPMAaTUBHBIMU aKTaMH OpPraHU3alUN

Bectn YUYET U PErUCTpalio JOKYMCHTOB B I/IH(bOpMaI_[I/IOHHI)IX CHUCTEMAaX U Ha
MaTCpUuaJIbHbIX HOCUTCIIAX

OpranuzoBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHHM C TpeOOBaHHUSAMHU
TPYAOBOTO, AapXMBHOIO 3akoHojarenbcTBa Poccuiickon Pexepauuu U
JIOKaJIbHBIMU HOPMAaTUBHBIMH AKTaMU OpraHU3aluu

AHanu3upoBaTh JOKYMEHTHl U MEPEHOCHTh MH(OpMaLUi0 B 0a3bl JaHHBIX U
OTUYEThI

BEIIBIATE OH_II/I6KI/I, HETOYHOCTH, HCIIpaBJICHUA u HEOOCTOBEPHYIO
I/IH(i)OpMaI_[I/IIO B JOKYMCHTAaX, ONPCACIATh JICTUTUMHOCTb JOKYMCHTOB

PabGotats ¢ I/IH(1)OpMaI_II/IOHHBIMI/I chucTeMaMu U 0asamu JaHHBIX II0 BCACHHUIO
yuc€Ta, IBUKCHHIO IIEpCOHAIa

Co0roiaTh HOPMbI 3TUKH JICJIOBOTO OOIICHUS

Jpyrue xapakTepuCTUKH

IV. CBenenusi 06 opranuzanusax — pa3padoTyukax npodeccHoHAIbLHOTO CTAHIAPTA

4.1. OTBeTCTBEHHAS OPraHU3ALMA-Pa3PaAdOTUHK

O6mmepoccuiickoe ooveauHeHue padotoaareneit «Poccuiickuii Co03 MPOMBIIIIIEHHUKOB 1
npeanpuHUMareneit», ropoa Mocksa

HcnonHuTenbHbIA BULIE-TIPE3UACHT Ky3emun [IMutpuit Bnagumuposud

4.2. HauMeHOBaHMS OPraHU3aIUii-Pa3padoTUYHKOB

AHO «HannonansHO€ areHTCTBO pa3BUTHS KBaJIM(UKAIHIT», ropol MockBa

Acconmanus (Coro3) «Accouanys KOHCYJIBTaHTOB 110 TOA00py NepcoHanay, ropoa Mocksa

I'pynna HeadHunter, ropox Mocksa

3A0 «KPOK MHKOPITIOPEMTE]I, ropox Mocksa

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

MI'O «OITOPA POCCHWM», ropox Mocksa

MesxnyHapoaHas accolManus AeJI0BOro COTpyIHUYECTBa, ropoa MockBa

HOUY AIIO «MHcTuTyT npoheccuoHanbHOTO KaJpoBHKa», ropox MockBa

O© | oo N oo~ W|IDN|

HIT «Acconmanust EBporetickoro 6uznecay, ropog Mocksa




10

HIT «BKK - HaunonanbsHBbI CO103 KaJIpOBUKOBY», TopoJ MockBa

11 | HIT «MexnyHapoaHslii anbsiHc «TpynoBas murpanus», ropox Mocksa

12 HIT «HanmonanpHas acconuarys OQUCHBIX CHEIHUAINCTOB U aIMUHUCTPATUBHBIX pAOOTHUKOB,
ropoa Mockaa

13 | HIT MHO «Accormmanus meremxepoB Poccuny, ropog Mocksa

14 | HIT CYPD «HaumonaneHas koHdeneparus «Pa3BuTre yeaoBeuecKoro Karuraiay, ropox Mocksa

15 | OAO «BJIHX» (I'AO BBII), 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 Duepmxu UuBectment Kommanuy, ropoxa KOxuo-CaxannHck

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

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

22 | 000 «LG Electronics Rus», roponq Mocksa

23 | 00O «bwusnec Ilcuxomorn SHL Russia CIS HII», ropon Mocksa

24 | OO0 «MUT-CK», ropon MockBa

25 | OO0 «Jlykoitn-UuxuHupuHr», ropog Mocka

26 | OOO «OKBb 3enur», ropon Mocksa

27 | OO0 «lerponuym Tpeiiguary», ropog Mocksa

28 | OO0 «Ilomurpad-3amuray, ropox Mocksa

29 00O «llenTp kanpoBsix TexHoJOTUH - O0yueHne. CTaxupoBKU. TPy10yCTpOHCTBOY, TOPOL
Mocksa

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

31 | ToproBo-mpomsitieHHas nanara Poccutickoit denepammu, ropoq Mocksa

32 OI'BOY BIIO «MockoBckHii rocyaapcTBeHHbIH yHUBepcuTeT iMeHu M.B. JlomoHnocoBay, [llkona
JUPEKTOPa 0 NepcoHaiy, ropoa Mocksa

33 | ®I'bOY BIIO MCY, ropon Mocksa

34 | ®I'bBOY BIIO M3CH, ropox Mocksa

35 ®OI'BOY BIIO Cubupckuii rocynapctBeHnblid yauBepcuteT mytei coodmienus (CI'YIIC), ropon
Hosocubupck

36 OI'bY «HayuHo-uccinenoBaTenbCKuii MHCTUTYT TPYAa U COUAIBHOTO CTPaXOBaHUSI»
MunucrepceTBa Tpya U conranbHou 3amuTsl Poccuiickon @enepanuu, ropox Mocksa

37 | ®I'VII «Iloura Poccum», ropon MockBa

38 | ®K «Ypancuby, ropog Mocksa

! O6mepoccuiickuii KTacCH(UKATOP 3aHSTHIA.
2 O6mepOCCHICKHI KITaCCH(HUKATOP BUIOB YKOHOMHUECKOH AeSTEILHOCTH.
¥ EqunpIil KBaMH(UKAMOHHBIN CIPABOYHHIK JOKHOCTEH PYKOBOIUTEICH, CIICIIHATUCTOB U APYTHX CIIyKALIUX.




4 o v v o
Obwmepoccuiickuii knaccupukarop npodeccuii pabounx, TOHKHOCTEH CIyKaIIUX U TapU(PHBIX Pa3psiIOB.



