[Tpuka3z MunucrepcTBa TpyJa U cCOnUanbHOM 3amuThl PO ot 6 okts6ps 2015 r. N 6911
"O06 yTBepkaeHNH NpopeccHoHANbHOrO cTanaapTa "Crenuanuct no ynpasieHUIO IEpCoHaIoM"

B coorBerctBum ¢ myHkTom 16 IlpaBun pa3paboTku, YTBEpKACHUS U [PUMEHEHUS
npoeCCHOHATBHBIX ~CTaHIApTOB, YTBEPXKAEHHBIX mocTaHoBienuem IlpaButensctBa Poccuiickoii
Oenepannn ot 22 saBaps 2013 r. N 23 (Cobpanue 3akoHoaatenbcTBa Poccuiickoit denepanum, 2013,
N 4, ct. 293; 2014, N 39, c1. 5266), npuka3biBao:

V1Bepauth npunaracMeli  npodgeccuonaibubiii - ctaHaapt "CHoenquaiucT 1O YHNPaBJICHUIO
nepcoHaiom".

Munuctp M.A. Tonunux

3apeructpupoBano B Muntocte PO 19 okrs6ps 2015 .
Peructpanmonnsiii N 39362

TAPAHT:
CwMm. cipaBKY 0 MpohecCHOHAIBHBIX CTaHAApPTaX

CwMm.:

AOJKHOCTHYI0 HHCTPYKIIMEK) BHIIC-TIPE3UICHTA 110 YIIPABJICHUIO IIEPCOHATIOM

MOJZKHOCTHYH HHCTPYKIIUK) TUPEKTOPA 110 YIPABICHHIO TEPCOHATIOM

AOJIZKHOCTHYK) HHCTPYKIIHIO THPEKTOPA IO MIEPCOHATY

AOJIZKHOCTHYK) HHCTPYKIIHIO 3aMECTHUTEIISI TCHEPAITBHOTO JUPEKTOPA IO YIIPABICHUIO TIEPCOHAIOM
AOJIKHOCTHYH HHCTPYKIIHIO HadaIbHUKA OT/ENIa OPTaHU3AIMH U OTUIATHI TPyAa

AOJIZKHOCTHYH) HHCTPYKIIHIO CTICTIHAIIMCTA 110 OPTaHU3AIMH U OTIaTe TPyaa

AOJKHOCTHYK) HMHCTPYKLIMIO PYKOBOAUTENS CTPYKTYPHOTO ToJpa3felieHus (omepannoHHOe
yIpaBlieHUE MEPCOHATIOM U TIOJIpa3ieIieHueM OpraHu3allug)

AOJIKHOCTHYI0 MHCTPYKIHMI0 HadyaJbHUKA CTPYKTYpHOTO HOJpa3zesieHus (ONepalioHHOE YIpaBlIeHHe
MIEPCOHAJIOM U MOAPa3/IeIeHUEM OpraHU3aI1H)

AOJIZKHOCTHYI0O MHCTPYKIMIO MEHEJKEPA IO pa60Te C IPpEACTABUTCIIbHBIMU OpraHaMUn pa6OTHI/IKOB
AOJIZKHOCTHYI0O MHCTPYKIUIO CIICTHATIUCTA I10 KOpHOpaTHBHOﬁ COIIMAILHOM ITOJINTHUKE
AOJIGKHOCTHYH0 HHCTPYKIUIO CIICTIHAIMCTA ITO KOMIICHCAIIUAM U JIbTOTaM

AOJIZKHOCTHYH0 MHCTPYKIHUIO CIICTIHAIMCTA 11O KaAPpOBOMY JCIOIIPOU3BOACTBY

AOJIKHOCTHYK) HMHCTPYKLMIO CIEUalINCTa 1O JOKYMEHTAallMOHHOMY OOecledeHHio padoThl ¢
MIEPCOHAIOM

JAOJIZKHOCTHYI0 HHCTPYKIHUIO CIIEIHATINCTA MO JOKYMEHTAIIMOHHOMY O0ECIIEYeHHIO MepCoHama
JAOJIZKHOCTHYI0 HHCTPYKIMIO MEHEXKepa 110 MePCOHATY (AEATeNbHOCTb 0 Pa3BUTHIO IEPCOHANA)

AOJKHOCTHYI) WHCTPYKIMI) MEHEDKEpa IO MEepCOHaNy (AEATENbHOCTh 1O OIIEHKE M aTTeCTalluh
repcoHaa)

JAOJZKHOCTHYI0 MHCTPYKLIMIO MEHEKepa MO IMepcoHany (AESTeNbHOCTh 10 OpraHu3alMu Tpyda H
OIJIaThI IEPCOHANA)

AOJKHOCTHYI0 HMHCTPYKIHMIO MEHEKepa IO TepCoHany (IeATeNbHOCTh TI0 OpTaHHW3allud
KOPIOPATHBHOW COLMATBHON MOIUTHKH )

JAOJKHOCTHYI0 HHCTPYKIMIO MEHEKEpa 10 MepCoHATY (IeITeIbHOCTD MO 00ECIIEYSHHUIO TEPCOHAIOM )
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AOJIKHOCTHYI0 MHCTPYKIHIO CIEIHAIMCTA 110 COLUATbHBIM IIporpaMmmam

AOJIKHOCTHYI0 MHCTPYKIUIO CIIEIIMANIUCTA 110 Pa3BUTHIO Kapbephl MepcoHaa

AOJIKHOCTHYI0 MHCTPYKIUIO CIIEIIMATIUCTA 110 Pa3BUTHIO U 00YYEHHUIO IepcoHaa

AOJIKHOCTHYI0 MHCTPYKIIUIO CIIEIIMANIUCTA 110 paboTe C MpeACTaBUTEIbHBIMU OpraHaMyu pabOTHUKOB
JAOJIZKHOCTHYI0 HHCTPYKIUIO CIIEIIHATINCTa 0 ToAO0pY MepcoHana

JAOJIZKHOCTHYI0 MHCTPYKIMIO CIIEHUAINCTA TI0 MEepPCoHay (JOKYMEHTAlMOHHOE o0ecrieueHne paboThl ¢
MIEPCOHAJIOM)

AOJIKHOCTHYI0 MHCTPYKIIUIO CIIEIIMATIUCTA 110 MIEpCOHANy (AeSITeIbHOCTD M0 PA3BUTHIO NTEPCOHANA)

JAOJIKHOCTHYI0O MHCTPYKIHIO CIEIHMAINACTAa 10 NEPCOHANY (AEATENBHOCTH IO OLIEHKE M aTTECTaIlHH
IIepcoHaIa)

AOJIKHOCTHYI) MHCTPYKIHIO CIICUANKNCTA MO MEPCOHANy (IeATENbHOCTh MO OpraHU3allud TpyAa U
OILJIaThI IEPCOHATIA)

AOJKHOCTHYI0 HMHCTPYKIHMIO CIEIUAINCTa 1O TEpPCOHany (IeATeNbHOCTh IO OpraHu3aluu
KOPIOPATUBHOM COIMATTLHOM MOJTUTHKHN)

AOJLKHOCTHYH) HMHCTPYKIHMIO CIHCIHMAJIMCTa 10 MEpCOHaNy (HeATENHHOCTh 10  O0ECHCUCHHIO
MIEPCOHAJIOM )

AOJIGKHOCTHYH MHCTPYKIUIO CIICTIUAJIMCTA IO OLUCHKEC U aTTCCTAllMU IICPCOHAIA

AOJIZKHOCTHYI0O MHCTPYKIMIO CIICNHUAIUCTA 110 HOPMHUPOBAHUIO U OIJIATE TpyJda

[MpodeccnonanbHblii CTAHAAPT
Cnenmnanucr no ynpapjaeHHIO EPCOHATIOM
(yTB. npukazoM MuHHCTepcTBA TPyAa U couuanbHol 3amMThl PD ot 6 oxkTsi0ps 2015 r. N 691H)

559

PeI‘MCTpaLU/IOHHbIIZ HOMEP

I. O0ue cBexenus

YnpaBJieHMe [1ePCOHAaJIOM opIraHM3alum 07.003

(HamMeHOBaHMEe BUIa NPOYECCUOHAJNIBHOM OesATeJIbHOCTH) Konm

OcHoBHas 117 BH1a TPOPECCHOHATBHON JEATETLHOCTH:

Ob6ecneuenne 3P hekTHBHOTO (HYHKIIMOHUPOBAHUS CUCTEMBI YITPABIICHUS TTEPCOHAIIOM IS
JOCTHKEHHS 1IeTIel OpraHu3aluu

I'pynmna 3ansTuii:

1232 PykoBonuTenu noapazaeneHuit (cmyxo) 2412 Crenuanuctsl O Kagapam U
YIIpaBJICHUS KaJPaMH U TPYIOBBIMH poOpUCHTAITUH
OTHOIICHUSMU
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3423 CrienanicThbl KaJIpoBBIX CIyXO0 U - -
YUPEKICHUH 3aHSATOCTH

(xon (HauMeHOBaHUE) (xon (HauMeHOBaHUE)
OK3*(1)) OK3)

OTHeceHHE K BUaaM SKOHOMHYECKOH JCATCIIBHOCTH.:

| 78.30 ‘ JlesitenbHOCTD 10 MOA00PY MepcoHala npoyas

(xon (HauMeHOBaHWE BHJIa YKOHOMUYECKOH S TEIIBHOCTH )
OKB2/1*(2))

II. Onucanue Tpya0BbIX (PYHKIMIA, BXOASIIUX B NP0 ecCHOHAIbHBIN CTAHAAPT ((PYHKIMOHAIbHAS
KapTa BuAa nNpodeccHoOHAIbLHOI 1eATeJTbHOCTH)

O060011eHHbIE TPYI0BbIE HYHKLIUU TpynoBbie pyHkunn

KO HAaUMEHOBAHHE | YPOBCHB HAaNMCHOBAHUE KOJI YpOBEHB
KBaTM U (OaypOBEHB)

Kaluu KBaJTM (DUKAIIH
"

A JloxymeHTanmoH 5 Benenne oprannzanuoHHON 1 A/01.5 5
HOe o0ecreYeHne pacropsIuTeIbHON
paboTsI ¢ JOKYMEHTAIIH T10 IEPCOHATY

MepCcoHAIOM Benenne noxkymeHnranuu mno A/02.5 5
YYETy U JBMIKEHUIO KaJPOB

AJMUHUCTpUPOBAaHUE A/03.5 5
MIPOIIECCOB U
JOKYMEHTO000pOTa 0 y4eTy
Y JIBIDKEHHIO KaJ[POB,
MPEJCTABICHUIO JOKYMEHTOB
0 TIEPCOHATY B
rOCYJJapCTBEHHbIE OPTaHbl

B JesaTensHOCTh 1O 6 Co6op uadopmanuu o B/01.6 6
o0ecreyeHno MOTPEOHOCTSAX OpPraHu3alluy B
NIEPCOHAIOM nepcoHae

ITouck, npuBneueHue, Noa00p B/02.6 6
1 0TOOp nepcoHaa

AJMUHUCTpPUPOBAHNE B/03.6 6
MPOLIECCOB U
JIOKYMEHTO00O0poTa
o0ecreyeHns NepCcoHaIoM

C JlesTenbHOCTh MO 6 Opranuzanys 1 IpoBEACHUE C/01.6 6
OIIEHKE U OIICHKHU MepCcoHalIa

aTTecTaluuu Opranusanys u MpoBeAcHUE C/02.6 6
nepcoHala aTTecTalluy epcoHala

AJMUHUCTpPUPOBAHNE C/03.6 6
MIPOLIECCOB U
JIOKYMEHTO000pOTa TP
MIPOBE/ICHUH OLICHKH U
aTTeCTAIlMM NepcoHaja
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JlesTenbHOCTh MO
Pa3BUTHIO
nepcoHana

Opranuzanys u IpoBeAcHHUE
MEPONPUATHH 110 Pa3BUTHIO U
IOCTPOECHUIO
poecCHOHATILHON Kapbepbl
nepcoHana

D/01.6

Opranu3zanus o0ydeHus
IIepcoHaIa

D/02.6

OpFaHI/ISaHI/IH ajarnTaninuy U
CTAXHUPOBKHU IICPCOHAIA

D/03.6

AJMUHUCTpPUPOBAHNE
IIPOLIECCOB U
JOKYMEHTO000pOTa 110
pa3BUTHIO U
npodeccrHoHaIbHOM Kapbepe,
00y4YeHM10, alanTalluy U
CTaXXHPOBKE IEPCOHANIA

D/04.6

JlesTenbHOCTh IO
OpraHu3aINH
TpyJia U OTUIATHI
nepcoHaia

Opranuszanus Tpyna
repcoHasa

E/01.6

Opranusanus oriaTsl Tpyna
nepcoHaia

E/02.6

AJMUHUCTPUPOBAHUE
IIPOLIECCOB U
JIOKYMEHTO000pOTa IO
BOIIPOCaM OpraHu3aluy TpyAa
Y OTLIAThI TIEpCOHAA

E/03.6

JlesTenbHOCTh MO
OpraHu3aIu
KOPIIOPaTUBHOU
COLMAIIBHOU
TTOJTUTUKH

Pa3paboTtka kopnopaTUBHON
COLMAJIbHOM MOJIMTUKH

F/01.6

Peanusanus kopnopaTuBHON
COLIMAJIbHOW MOJIMTUKU

F/02.6

AJIMAHHCTPHUPOBAHUE
IIPOLIECCOB U
JTOKYMEHTO000pOTa IO
BOIIPOCAM KOPIIOPaTUBHOM
COIMAJIbHOW MOJUTHUKHU

F/03.6

OneparnoHHOE
yIIpaBJIeHUE
MIEPCOHAIIOM H
NOJpa3ieIeHueM
OpTraHu3aIuu

PazpaboTka cucremsl
OTIEPAIIMOHHOTO YIIPABICHUS
MIEPCOHATIOM H PabOTHI
CTPYKTYPHOTO TIOJIPA3/ICICHUS

G/01.7

Peanu3zanus onepaiimOHHOTO
yIIpaBJIEHUS IEPCOHATIOM U
paboThI CTPYKTYPHOTO
10/Ipa3JIEIEHUS

G/02.7

AJIMAHHCTpHUPOBAHUE
IIPOLIECCOB U
JIOKYMEHTO000pOTa 10
OTIEPALIMOHHOMY YIIPABICHHIO
MEPCOHAJIOM U paboTe
CTPYKTYPHOTO MOJIPa3/IeICHUS

G/03.7

Crparerndeckoe

Pa3zpaboTka cucremsl

H/01.7




yIpaBJicHUE
MEePCOHAIOM
OpraHu3aluu

CTPaTErnyecKoro ynpaBjieHUs
NIEPCOHAJIOM OpraHu3alu

Peanu3arus cuctemsl H/02.7 7
CTPaTEernyecKoro yrnpaBieHHUs

MEPCOHAJIOM OpraHU3aAINI

AJIMUHUCTPUPOBAHKE H/03.7 7

IIPOLIECCOB U
JIOKYMEHTO000pOTa 10
CTpaTErnyecKoOMy yIpaBICHUIO
MIEPCOHAJIOM OpraHU3ALNH

II1. XapakTrepuctuka 00001eHHBIX TPYAOBBIX QyHKIIUI

3.1. O6obuieHHas Tpya0Bast QYHKIHS

HaumenoBa | JlokymMeHTannmoHHoe o0OecrieueHne Kon A | YpoBeHb 5
HUe paloThI ¢ NEPCOHATIOM KBaJTM(HUKALMU
ITpoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
00001IeHHOH OpUTHHANA
TPYAOBOH (hyHKIMH

Kon Perucrpanmonnslii

OpUTHHAaNa HOMED
po(hecCuOHATILHO

To CTaHJapTa

Bo3MoxHEbIE
HAauMEHOBAaHUS
JIOJDKHOCTEH,
npodeccuit

CHCLII/IaJ'II/ICT 110 KaApOBOMY ACIOIIPOU3BOACTBY

Crnenuanuct 1o JOKyMEHTAIIMOHHOMY 00eCIIeYeHHI0 padoThI C TIEPCOHATIOM
Crenanuct no JOKyMEHTAI[HOHHOMY 00€eCIeueHHIo epcoHala
Crienyaimct 1o nepcoHaity

TpeboBanus k
00pa3oBaHMIO U
00y4eHUIO0

Cpennee mpodeccuonanpsHoe 00pa3oBaHue - MPOrpaMMa MOArOTOBKU
CHEIMAIMCTOB CPEHETO 3BEHA
JlononHutenbHOE podeccoHaIbHOe 00pa3oBaHKe - MPOTPAMMBI
npodeccnoHaNbHOM MepenoaroTOBKH, MPOTPaAMMBbI TTOBBITIICHHS

KBaJIM(DUKALIMU

TpeGoBaHUs K ONBITY
PAKTUYECKON pabOThI

Oco0Opble ycrmoBus
J0MycKa K pabore

HApyrue
XAPAKTCPUCTHUKHU

I[OHOHHI/ITCJ'IBHBIC XapaKTCPUCTHUKU

HaumenoBaHnue n1oKymMeHTa Kon HaunmenoBanue 6a30B0ii TpyIIIBL, JOJKHOCTH
(mpodeccun) nau CnenuatbHOCTH
OK3 2412 CrienanucTsl 1o KaJapam U npodoprueHTannu
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3423 CrienanucThbl KaIpoBbIX CIYXKO U yUpeKICHHH
3aHATOCTH
EKC*(3) - CrenuaJjuct no Kajapam
- MHcnekTop no kaapam
OKIIATP*(4) 27755 DKOHOMMCT 110 TPYAY
22956 MHcnekTop 1o kaapam
3.1.1. TpynoBas pyHKIIS
HaumenoBa | Benenue opranuzaniioHHON 1 Kon A/01.5 | YpoBeHb 5
HUe pacrnopsauTeIbHON TOKyMEHTALUH 110 (moxypoBeHb)
IIEPCOHAILY KBaJTH(PUKAITN
IIpoucxoxaeHue Opurunan X 3alMCTBOBAaHO
TPYAOBOH (hyHKIIMH U3 OpUTHHAJIA
Kon Peructparmonubiii Homep
OpUTHHANA npo¢eCcCHOHATHLHOTO
CTaHJapTa

TpynoBbie neicTBus

O6pa60TKa 1 aHalInu3 HOCTYHaIOH_[eﬁ AOKYMCHTAIMHU I10 NIEPCOHAITY

Pazpabotka u opopmieHrne TOKyMEHTANUHU 10 IepCOHATY (IEPBUYHOH,
Y4ETHOH, IJTAHOBOM, TI0 COLIMAIBEHOMY 00€CIICUEHHIO, OPraHU3aOHHOM,
pacropsiANTEIILHOMN )

Perucrpanus, yder u TeKylllee XpaHEeHUEe OpraHU3allMOHHOU U
pacopsIANTENIBHON JOKYMEHTAIUU 110 NIEPCOHAILY

H606XOI[I/IMI>IG YMCHHA P33pa6aTBIBaTB MMPOCKTHI OPraHU3alIUOHHBIX U PACIIOPAAUTCIIBHBIX

JJOKYMEHTOB 110 IEPCOHAITY

OdopMIsATh JOKYMEHTHI B COOTBETCTBHH C TPEOOBAHUSIMU I'PAKIAHCKOIO,
TPYAOBOI0 3aK0HOAaTebLCTBA Pocculickoit @enepaiuu U J0KaTbHbIMU
HOPMAaTUBHBIMU aKTaMM OpraHU3aluu

Bectu YUYET U PEruUCTpannio J0KyMCHTOB B I/IH(i)OpMaHI/IOHHI)IX CUCTEMAX U
Ha MAaTCPUAJIbHBIX HOCUTCIIAX

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSAMU
TPYAOBOI0, APXMBHOI0 3aKOHOAaTeIbCTBA Pocculickont denepanuu u
JIOKQJIbHBIMU HOPMATHUBHBIMU aKTaMU OpPTraHU3aluu

AHanu3upoBaTh JOKYMEHTHI U IEPEHOCUTh UH(OpMaLINIO B 0a3bl JaHHBIX U
OTYETHI

BEIIBAATE OHII/I6KI/I, HETOYHOCTHU, UCHTPABJICHUA U HCAOCTOBCPHYIO
I/IH(I)OpMaI_[I/IIO B TOKYMCHTAaxX, ONPCACIIATh JICTUTUMHOCTE JOKYMCHTOB

PaboTaTh ¢ mHGDOPMAIIMOHHBIMU CHCTEMaMH U 0a3aMH TaHHBIX 110 BEJICHUIO
yueTa, JBUKEHHUIO MepcoHaa

Co06ro1aTh HOPMBI OTHKH JIEJIOBOTO OOIICHHS

HCO6XO,Z[I/IMLIC 3HaHUA

HOpSIJIOK O(I)OpMJIeHI/IH, BCACHHA U XPAHCHUA NOKYMCHTOB I10 ICPCOHATY

[Topsaok yuera IBUKEHUS KaIPOB U COCTABIICHUS YCTAaHOBJIECHHOMN
OTYETHOCTHU

OCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIITMOHHOT'O obecrnieueHUs

TexHoNOrMK, METOABI M METOAMKHU IPOBEACHMS aHATIN3a U CHCTEMaTU3alluu
JOKYMEHTOB M HH(OpMaluu

ITopsimok pacueTa cTaka, JbIoT, KOMIICHCAIHH, 0()OPMIICHHSI TICHCHIT
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paboTHUKAM

CtpyKTypa opranu3anuu

TpyaoBoe 3aK0HOAATE/ILCTBO U UHBIE aKThI, COJIEPKAINE HOPMBI
TPYAOBOTO IpaBa

OCHOBBI apXMBHOI'0 32KOHOAATEJILCTBA U HOPMATUBHBIE IIPABOBHIE aKThI
Poccuiickoiit denepanuu, B 4aCTU BEACHUS TOKYMEHTAHUH 110 IEPCOHATY

3akononaresbcTBO Poccuiickoit @eaepanuu 0 NepCOHAIbHbBIX JaHHBIX

JlokanbHble HOPMATUBHBIE AKThl OPTaHU3ALMH, PETYIUPYIOLINE TOPSII0K
oopMiIeHNs PaCIOPSAUTENIBHBIX U OPIraHU3aLMOHHBIX TOKYMEHTOB 110
IEPCOHAILY

Hopwmbl 3THKM 1 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HH()OPMATHUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M 0OCOOEHHOCTH PabOTHI C HUMHU

HApyrue
XapaKTCPHUCTUKHU

3.1.2. TpynoBast pyHKIHS

Haumenosa | Benenue nokymeHTanuu 1o y4ery u Kox | A/02.5 | YpoBenb 5
HUe JBYKEHUIO KaJ[pOB (moxypoBeHb)
KBTI (DUKAITAH

IIpoucxoxaenue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (hyHKIIMH OpUTHHANA

Konx PerucrpanmonHublit

OpUTHHAaNA HOMEp
npodeccuoHanIbHOT

0 CTaHJAapTa

Tpynossie nencTBUs

IToaroroBka MpoeKTOB JOKYMEHTOB I10 IPOLEAYPAM YIIPABICHUS
MIEPCOHAJIOM, YUETY U JIBU)KEHUIO IEpCOHaIa

OpraHI/I3aHI/I$I CHUCTCMBI IBUKCHHUS NOKYMCHTOB I10 ICPCOHAITY

COop u mpoBepKa TNYHBIX TOKYMEHTOB paOOTHUKOB

[ToaroroBka u opopmiieHHE MO 3apocy pabOTHUKOB U JOKHOCTHBIX JIUIT
KOIIM, BBIIMHUCOK U3 KaPOBBIX TOKYMEHTOB, CIIPABOK, HHPOPMALIUU O
CTaXE, JIbIroTax, rapaHTHUAX, KOMIICHCAIIUAX U NWHBIX CBGJIGHI/Iﬁ (6] pa6OTHI/IKaX

Brigaua pa60THI/IKy KaZIpOBBIX TOKYMCHTOB O €TO prIlOBOﬁ ACATCIIbHOCTHU

HOBC}IGHI/IC A0 CBCACHHA IIEPCOHATIa OPTraHU3aAlMOHHBIX, PACTIOPAAUTCIIBHBIX
1 KaJJpOBbIX JOKYMCHTOB OpPraHU3aluu

Benenue ydera pabouero BpeMeHU paOOTHHUKOB

PeFI/ICTpaI_II/ISI, YUCT, OTICPATHUBHOC XPAHCHUEC JOKYMCHTOB I10 ICPCOHAITY,
IMOATOTOBKA K CIAY€ UX B apXWB

Heo6xoaumele ymeHUst

Pa3pa6aTBIBaTB IMPOCKTHI KAAPOBLIX TOKYMCHTOB

OdopMsaTh KaApOBBIE JOKYMEHTHI B COOTBETCTBUHU C TPEOOBAHUSIMHU
TPYAOBOI0 3aK0HOAaTebLCTBA Poccuiickoit @eneparuu v JT0KaTbHIMU
HOPMAaTUBHBIMU aKTaMH OpraHU3aluu

Bectu yuet u peructpanuio KaapoBbIX JOKYMEHTOB B HH()OPMALIMOHHBIX
CHCTEMax M Ha MaTepUaTIbHBIX HOCUTEISIX

OpFaHI/ISOBBIBaTI) XPaHCHHUEC KaAPOBBIX JTOKYMCHTOB B COOTBETCTBUU C
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TpCGOBaHI/ISIMI/I TPYAOBOI0, apXMBHOI'0 3aKOHOAATEC/IbLCTBA Poccuiickoit
q)ez[epaum/l W JIOKAJIbHBIMU HOPMATUBHBIMH dKTAMU OpraHHU3alun

AHanmM3upoBaTh KaJIpOBbIe JOKYMEHTHI U TIEPEHOCUTH HH(POpMAINIO B 6236l
JAHHBIX U OTYETHI

Paborath co cnenuann3upoBaHHBIMUA HHPOPMALMOHHBIMUA CHCTEMaMHU U
0a3aMy JAHHBIX 110 BEJICHUIO YUeTa U JBM)KEHUIO IepCoHalIa

Pa3pabatbiBaTh I1aH KOPPEKTUPOBOK YCTAHOBJICHHOTO MOPSIKA
oopmIeHNs JOKYMEHTOB I10 IEPCOHATY U PEaJIn30BbIBATH PUHSTHIC
W3MEHEHUS

KonTponupoBars npucyrcTBue pabOTHUKOB Ha paboyeM MecTe

Co0mro1aTh HOPMBI OTHKH JICJIOBOT'O OOIICHHS

HeoOxonumeie 3Hanust | [lopsimok odopMieHus, BEIEHUS M XPAHSHHS TOKYMEHTOB 110 IEPCOHATY

HOpH,Z[OK yd€Ta ABUKCHUA KaJIpOB U COCTABJICHUSA YCTaHOBHeHHOﬁ
OTYCTHOCTH

[opsimok pacyera craxa, JIbroT, KOMIIEHCAIUN, 0)OPMIICHUS TICHCHUI
paboTHHKaM

CtpyKTypa Opranuszanuu

TpynoBoe 3aK0HOIATEIBLCTBO U UHBIE AKTHI, COJIEPKAILUE HOPMBI
TPYAOBOI'0 IIpaBa

OCHOBBI apXMBHOI'0 32KOHOAATEJILCTBA U HOPMATUBHBIE IIPABOBHIE aKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS TOKYMEHTAUH 110 MIEPCOHATY

3akoHonare/ibcTBO Poccuiickoit denepannn 0 IEPCOHATBHBIX TaHHBIX

TCXHOJIOFI/II/I, MCTOAbI 1 MCTOAWKH IMTPOBCACHUA aHaJIM3a U CUCTEMATU3alluu
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIMPYIOIINE TOPSII0K
oopmIIeHHs JOKYMEHTOB I10 IEPCOHATY

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

Hopwmbl 5THKN 1em10BOT0 O0IIEHUS

bazoBbie 0OCHOBBI HHPOPMATUKH, CTPYKTYPHOE MIOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMU

Tlpyrue -

XAPAKTCPUCTHKHU

3.1.3. TpynoBas pyHKIMs

HanmenoBa | AIMMHUCTpHpPOBaHHE MTPOLIECCOB U Kox | A/03.5 | YpoBenb 5
HUE JOKYMEHTO000pOTa M0 YUeTy U IBUKECHUIO (moxypoBeH
KaJIpOB, IPEJICTABICHUIO IOKYMEHTOB T10 b)
IIEPCOHAILY B TOCYJapCTBEHHBIE OPraHbl KBaJIM(HKAIL
un
[Ipoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIIHH OpUTMHAaJIa
Kon PerucrpanuonHslii
OpUTHHAJa HOMED
npodecCruoHaIbLHOTO
CTaHzapTa

| TpynoBbie 1eCTBUS \ Opranu3anys JOKyMEHT0000pOTa 0 YUETY U ABMIKEHUIO KaJApOB
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Opranu3anus J0KyMEHT0000pOTa 1O MPEACTABICHUIO JOKYMEHTOB I10
MIEPCOHAY B TOCYJJaPCTBEHHBIE OPraHbl

IlocTtanoBka Ha YUCT Oprainn3alv B roCyJJapCTBCHHBIX OpraHax

[ToaroroBka 1o 3anmpocy rocy1apCTBEHHBIX OPraHOB, MPOPECCUOHANBHbBIX
COO30B U JIPYTHX MPEICTABUTEIILHBIX OPraHOB PAOOTHUKOB OPUTHHAIIOB,
BBIIIMCOK, KOMUH JTOKYMEHTOB

[ToaroroBka yBeIoMJICHHH, OTYETHOM U CTATUCTUYECKON MH(OPMAITUH 110
MepCoHAIy

[ToaroroBka nHpopmManuy 0 3aKIOYCHUN TPYAOBOTO WU
IpakJaHCKO-TIIPaBOBOT'0O JIOIOBOpa Ha BBIIIOJHEHHE PA0OT (OKa3aHUE YCIIYT)
C TPaXJAAaHUHOM, 3aMEIIaBUIUM JOKHOCTH FOCYJapCTBEHHON WIH
MYHUIIUTATBHON CITY>KOBI, IEPeYeHb KOTOPBIX YCTaHABINBACTCS
HOpPMaTUBHBIMU IIpaBOBBIMH akTaMu Poccuiickoit denepanmn

Heo6xoanmeie ymeHUst

O(i)OpMJISITI) YUCTHBIC NOKYMCEHTHI, IPEAO0CTABIISICMBIC B TOCYAAPCTBCHHLIC
OpraHsl, MPO(ECCUOHATBHBIC COFO3bI U IPYTUE MPEACTABUTEILHBIC OPTraHbl
pabOTHHKOB

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUAMU
TPYAOBOI0 3aK0HOAaTebLCTBA Poccuiickoit deaepauu U J0KaTbHbIMU
HOPMAaTUBHBIMU aKTaMH OpraHU3aluu

Paborath ¢ nHGOPMAITMOHHBIMU CHCTEMAaMHU M 0a3aMH JaHHBIX 10 BEJICHUIO
ydeTa U JBH)KEHUIO IIEpCoHasa

Paborars ¢ nHQOPMAITMOHHBIMU CHCTEMAaMHU M 0a3aMH JaHHBIX 0 BEJICHUIO
CTaTUCTHYECKON M OTYETHOM MH(OPMAIIUH 110 IEPCOHATY

AHanmM3upoBaTh NPaBUIIA, IPOLEAYPHI U MOPAIOK, PEryJIUPYIOIIME IIpaBa U
0053aHHOCTH TOCYIapCTBEHHBIX OPraHOB M OPraHU3aIMH 10 BOIPOCAM
o0OMeHa IOKyMEHTalllel 1o MepCoHaly

Bectu nenoByro nepenucky

C06J'IIOI[aTL HOPMBI OTUKH JCJIOBOTO O6IJ.I€HI/IH

HeoOxoaumeble 3HaHUSA

TCXHOJ'IOFI/II/I, MCTOABI 1 MCTOAWKH IMMPOBCACHUA aHaJIM3a U CUCTEMATU3 Al
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCIIeYeHUs

CtpyKkTypa opranusanuu

HopmartusHbie ipaBoBbie akThl Poccniickoin denepanniu, peryiupyronme
MpaBa 1 00s13aHHOCTH TOCYJaPCTBEHHBIX OPraHoOB, MPo(decCcCHoHaTbHBIX
COI030B U JIPYTUX MPECTABUTEIHLHBIX OPTaHOB PAOOTHUKOB TI0
MPEIOCTABJICHUIO YUYETHON JOKYMEHTALIUU

Tpynosoe 3aK0H01aTe/ILCTBO U UHBIE aKThl, COJIEPKAIINE HOPMBbI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOI'0 32KOHOAATEJIHLCTBA U HOPMATUBHBIE ITPABOBBIE aKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS TOKYMEHTAIIUH 110 MEPCOHAITY

3akononarenbcTBo Poccniickoit denepanuu 0 NepCOHANbHBIX JaHHBIX

JlokanbHBIE HOPMATUBHBIE aKThl OPTAHU3ALNHN, PETYIUPYIOLIUE MTOPSIA0K
BEJICHUs JOKYMEHTALUHU 10 YYETY U JIBUKECHHIO IIEPCOHAsA

Hopwmbl 5THKH 1e710BOTO OOIIIEHUS

bazoBbie 0CHOBBI HHPOPMATHKH, TOCTPOEHUS UH(POPMAIIMOHHBIX CUCTEM U
0COOEHHOCTH pabOThl ¢ HUMH

Apyrue
XapaKTePUCTHKU
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3.2. O6o6uieHHas Tpya0Bas QyHKIHS

Haumenosa | JlesarenpHOCTh IO 00ECTICYCHHTIO Kon B | Yposens 6
HUE MIEPCOHAIOM KBaJIU(DUKALIMH
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
00001eHHON OpUTHHANA
TpyI0BOU (HyHKIIUU
Kon Peructpanuonnblit
OpUTHHAI HOMED
a npodeccuoHanIbHOTO

CTaHJapTa
Bosmosxnbie Crenuanuct 1o noadopy nepcoHana
HAaUMEHOBAHHUS Criennaiuct 1o nepcoHany
JOJKHOCTEH, Menexep 1o nepcoHay
npodeccuit
TpeboBanus k Briciiee oOpazoBanue - OakajaBpuaT
00pa3oBaHMIO U JlononHHUTENbHOE MPO(HECCHOHATTEHOE 00pa30BaHKE - IIPOTPAMMBI
00y4eHUIO MOBBILICHUS KBaTU(UKAIIMU; TIPOrpaMMbI TpodeccroHanbHOM

MEPEnoIrOTOBKH B 00JIACTH MOKCKA U TI000pa mepcoHasia

TpeboBaHus K ONBITY -
MPAKTUYECKON pabOTHI

Ocobble ycrnoBus -
JoIycKa K pabote

Hpyrue -

XapPaAKTCPUCTHKHU

I[OHOJ'IHI/ITCJ'IBHBIG XapaKTCPUCTHUKU

HanmenoBanue 1oxymeHTa Kon HanmenoBanue 6a30B0ii rpymniibl, JOKHOCTH
(mpodeccun) WK crenuantbHOCTH

OK3 2412 CrenanycThl 1o KaJipaM U npodopueHTaun

3423 CriennanucThbl KaApOBBIX CITYKO U yUpeKIeHUuN
3aHITOCTH

EKC - CrnenuaJjucr no kaapam
- MeHeqxep 10 NepCOHATY

OKIIATP 27755 DKOHOMHCT MO TPYAY
22956 HNucnekTop no kaapam

3.2.1. TpynoBas GpyHKIMs
Haumenosa | Coop urdopmaiuu o noTpeOHOCTSIX Kox | B/01.6 | Yposenb 6
HUE OpraHM3alMM B IEPCOHANE (moypoBeHb)
KBaJIM(pUKAITIH
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3

TPYAOBOH (hyHKIHH

OpUruHaja
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Kon PerucrpanuonHslii
OpUTMHaNa HOMED
npodeccCHoHATBEHO
ro CTaHjapTa

TpynoBsie nercTBUs

AHanu3 IIaHOB, CTPATETUU U CTPYKTYPbl OPraHU3aINH

Amnanuz ocobeHHocTel opranu3anuu padoThl M MPOU3BOACTBA HA
KOHKPETHBIX pab0o4ymX MecTax

Ananuz PBbIHKA TpyJa I10 OpraHu3aluu pa6OTBI Ha aHAJIOTHYHOM
IIPONU3BOJCTBC U pa6oq1/1x MECTax

dopmupoBaHue TpeOOBaHUH K BAKAaHTHOM JOJKHOCTH (Ipodeccun,
CHEIMAILHOCTH) U UX KOPPEKLUS

AHanu3 pblHKa Tpy/a U IepcoHaIa OpraHu3aiuy mo npoQuIr BaKaHTHOM
JOJHKHOCTH (Tpodeccru, CIeHaaTbHOCTH)

NudopmupoBanme u KOHCYIbTUPOBAHUE PYKOBOIUTENEH MOAPA3ICICHUN 1
OpraHu3aIiH [0 BOIPOCAM PhIHKA TPYAA B YaCTH 00ECIICUEHUS IIEPCOHAIOM

HeoOxonumelie ymeHust

Cobupath, aHaTU3UPOBATH U CTPYKTYPUPOBATH HHPOpMAIUIO 00
O0COOEHHOCTSIX OpraHu3aluyu padoT Ha pa3IMYHbIX y4aCcTKax MPOU3BOACTBA
Y Ha KOHKPETHBIX pabounX MecTax C yueToM LieJieil, 3a/1a4, JIaHOB U
CTPYKTYpbl OpraHu3aluu

Cobupath, aHaTU3UPOBATH U CTPYKTYPUPOBATH HHPOPMAIHIO 00
0COOEHHOCTSIX ¥ BO3MOXKHOCTSX KaJ[pOBOTO MOTEHIIMAJIA OpTraHU3aIiu

CoOuparp, aHaTM3UPOBATH U CTPYKTYPUPOBATH HHPOPMALIUIO 00
0COOCHHOCTSIX PhIHKA TPYZa, BKJIIOUask MPEJI0AKEHUS OT IPOBANJIEPOB yCIYyT
110 MTOMCKY, MIPUBJICUEHUIO, 10100pY ¥ 0TOOPY MepcoHaa

dopmupoBaTh TpeOOBaHUS K BAKaHTHOM JI0JDKHOCTH (Tpodeccun,
CHEIMAIbHOCTH) U ONPENENSTh KPUTEPUH 10A00pa NepcoHaIa

BHoCHUTH KOppEKTHUPYIOLIHE CBEICHUS B TpeOOBaHMS K KaHM1aTaM Ha
BaKaHTHBIE JIOJDKHOCTHU (podeccuu, CeUaIbHOCTH)

[Tonb30BaThCs MOMCKOBBIMU CUCTEMAaMU U UH(GOPMAITMOHHBIMU pecypcaMu
JUISI MOHUTOPUHTA PhIHKA TPYAa, IPAKIAHCKOI0 U TPYA0BOI0
3akoHoaarenberBa Poccuiickon denepannu

KoHcynpTupoBaTh 10 BOpocaM phIHKa TPy/ia B 4aCTU 00€CIIeUeHUsI
[IEPCOHAJIOM

Co06ro1aTh HOPMBI ATHKH JIEJIOBOTO OOIIEHHS

HeO6XO,Z[I/IMLIC 3HaHHUA

TexHomoruu, MeToAbl U METOJAUKHU IIPOBEICHUS aHAJIN3a U CUCTEMATU3ALUN
JJOKYMEHTOB M HH(OpMaIuu

CtpykTypa opraHu3aliiii 1 BaKaHTHBIE JOKHOCTH (TIpodeccun,
CTIEIUATLHOCTH)

[Topsimok onpesenenus NepCeKTUBHON M TEKYIIEH MOTPEOHOCTH B Kaipax

HcTtounnku oOecreueHus OpraHu3ali KaJpaMn

Opranu3zanus padoT Ha pa3IMYHBIX ydacTKaX MPOU3BOJICTBA, OpraHU3alnY,
oTpaciu

OO0mme TeHACHIINKA Ha PBIHKE TPYAa U B OTJEIBHON OTPACIIN, KOHKPETHOU
npodeccuu (I0IKHOCTH, CIIEIIHATbHOCTH)

OCHOBHI IICUXOJIOTHH U COIIMOJIOTHH TPpYyada

OCHOBEI 9KOHOMMKH, OpraHu3alivv TpyJda U YIIpaBJICHUA

TpynoBoe 3aK0HOIATEBLCTBO U UHBIE aKThI, COJICPIKAIINAE HOPMBI
TPYIOBOTO TIpaBa
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OCHOBBI apXMBHOI'0 3aKOHOIATEJILCTBA U HOPMATUBHBIC PABOBHIE aKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUA IOKYMEHTAIIUM 110 MEPCOHATY

3akononarenbcTBO Poccuiickoil Denepaiiv 0 NEPCOHAIBHBIX JAHHBIX

JlokapHBIC HOPMATHBHBIC aKThl OPTaHU3AUH, PETYIHPYIOIIUE TOPSTIOK
noadopa nepcoHasna

Hopwmbl 3THKM 1€510BOr0 00IIeHus

bazoBble 0CHOBBI HH(OPMATHKH, CTPYKTYPHOE OCTPOCHUE
MH(POPMAIIMOHHBIX CHCTEM H 0COOEHHOCTH pabOTHl C HUMHU

HApyrue

XaPAKTCPUCTHUKHU

3.2.2. TpynoBas pyHKIHISA

Haumenosa | [Touck, mpusnedenue, mogoop u ot6op | Kog B/02.6 | YpoBeHn 6
HUE nepcoHasa (OaypOBEHB)
KBaJTM(DUKAITIH
[IpoucxoxaeHue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOM (QYHKITHH OpUTHHAJIA
Kon Peructparmonubrit
OpHUTHHA HOMEp
na poeCCUOHATILHOTO
CTaHJapTa

Tpynoseie nencTBUs

[Tonck BO BHYTPEHHUX M BHEIIHUX UCTOYHUKAX MHPOpPMAIUH O KaH/H11aTax,
COOTBETCTBYIOLIEH TpeOOBaHUAM BaKaHTHOM JOJKHOCTH (TIpodeccuH,
CHEIHAIbHOCTH)

Pazmernienue cBe/ileHU 0 BaKaHTHOM JOJKHOCTH (podeccui,
CHEIMaIbHOCTH) B CPEJCTBAX MacCOBOM MH(pOpMaluu

BLI60p CII0CO00B U METOHOB IIPUBJICUCHU IIEPCOHAIA B COOTBETCTBUU C
YTBCPKIACHHBIMU IIJIAHAMHU

[IpoBepka nHpopmManuy 0 KaHAUJATaX Ha BaKaHTHBIC JOHKHOCTH
(mpodeccun, crienaIbHOCTH)

[IpoBenenue codbecenoBaHuil 1 BCTpeU ¢ KaHAUAaTaMU Ha BaKaHTHBIS
JIOJDKHOCTH (Tpodheccru, CeraIbHOCTH) ¢ 00€CTIeUeHUEM 00PaTHON CBSI3U

OreHKa COOTBETCTBUS KaHAMIATOB TPEOOBAHUSAM BaKaHTHOM JIOJDKHOCTH
(mpodeccun, crienaIbHOCTH)

[ToaroroBka npeanoxxeHuit o GopMUPOBaHHIO OFOJKETA HA TTOUCK,
IpUBJICUYEHUE, TOJ00P U 0TOOp NepcoHana

NudopmupoBanme u KOHCYJIbTUPOBAHNE PYKOBOIUTENEH TTOApa3ICTICHUN 1
OpraHu3aliy MO BOIIPOCAM MPUBIICYEHUS NTIEPCOHAJIA C OLICHKOM 3aTpaT

HeoOxonumelie ymeHust

OnpenensiTb KpUTEPUH MOKCKA, IPUBJIEUEHUS, MoA00pa u 0TOOpa nepcoHana

CoOupatp, aHaTM3UPOBATH U CTPYKTYPUPOBATH MHPOPMALIMIO O KaHAUIATAX
1 IPeJUI0KEHHSIX Ha PhIHKE Tpyia

[Tonp30BaThcs MOUCKOBBIMU CUCTEMAaMHU M HH(OPMAIIMOHHBIMHU pECYpCaMu B
o0yactu obecredeHusl epcoHaIoM

[TpuMeHsITh TEXHOJIOTHH U METOIUKH MOMCKA, PUBJICUEHUS, TO00pa U
oTOOpa KaHIUIATOB Ha BAKaHTHBIE JOHKHOCTH (TTpodeccu,
CIELUANTBHOCTH) B COOTBETCTBUE C UX CHEIM(PUKOI
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Hcmons3oBaTh cpeacTBa obecneueHust IIepCoOHAJIOM, BKJIHO4aA
COITPOBOXACHUEC

KoHcynpTupoBaTh 10 BOIpocam NpUBJIEUYEHUs IEPCOHAIIA

CocTaBiaTh U KOHTPOJIMPOBAThb CTATbU pACXOa0B HA obOecrieueHue
IICPCOHAJIOM JJIA IIJIaHUPOBAHUA 6IOI[)KGTOB

Co0imro1aTh HOPMBI ATHKH JISTIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

HcTounnku odecrieueHus OpraHru3alu KaapaMu

TexHOIOTHH U METOJMKY TIOUCKA, TPUBJICYCHHS, 10100pa U 0TOOpa
nepcoHasa

Cuctemsbl, MeTOABI ¥ (POPMBI MATEPHAIEHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBaHUs TPyla NEpCOHAIA

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJISL OFOIKETOB

TexHomoruu, MeToAbl U METOJAUKHU IIPOBEICHUS aHAIN3a, CUCTEMATU3 AT
JOKYMEHTOB M WH(OpMaIuu

CrtpyKkTypa opraHu3aiiii ¥ BaKaHTHBIC JODKHOCTH (TIpodeccun,
CIEIUATLHOCTH )

OO6mue TeHICHIIMKM Ha PBIHKE TPYAA U B OTJIEIBHBIX OTPACISAX U BUIAX
npoeccroHabHOI 1eATENbHOCTH

OCHOBBI IICUXO0JIOTHH U COIIMOJIOTHH TPpYyOda

OCHOBBEI 9KOHOMMKH, OpraHu3alivu Tpyaa U yIpaBJICHUS IICPCOHAIIOM

Tpynosoe 3aK0HOIATEJILCTBO U UHBIE aKThl, COAECPIKALINE HOPMBI
TPYAOBOIO IIpaBa

OCHOBBI apXMBHOI'0 3aKOHO/ATEJILCTBA U HOPMATUBHBIC PABOBHIE aKThI
Poccuiickoii denepanuu, B 4aCTU BEACHUS TOKYMEHTALUH 110 IIEPCOHATY

OCHOBBI HAJIOTOBOT0 3aK0oHOAaTeNbcTBA Poccuiickoit deneparun

3akononarenbcTBO Poccniickon denepanny 0 NepCOHAIbHBIX JaHHBIX

JlokasbHbIE aKThl OpPraHU3aLUH, PETYIUPYIOIIUE MOPAIOK 00ecreueHs
EPCOHATIOM

HOpMBI O9THUKHU JCJIOBOTO O6H.I€HI/IH

bazoBble 0cHOBBI HH(DOPMATHUKH, TOCTPOCHUS HH()OPMALIMOHHBIX CUCTEM U
0Cc00E€HHOCTH pabOThl ¢ HUIMH

HApyrue
XAPAKTCPUCTHUKHU

3.2.3. TpynoBas pyHKIMSA

HaumenoBa | AiMHUHHCTpHpPOBaHHUE NIPOLIECCOB U Kog B/03.6 | Yposenb 6
HUE JOKYMEHT0000poTa o0ecreyeHus (moaypoBEHb)
IIEPCOHAJIOM KBaJTM(HUKALIMN

[Ipoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIIHH OpUTHHaJIA

Kon opurnnana PeructpanuoHHbIN

HOMEp
npodeccuoHanbHO

ro cranzaapra

Tpynossie nencTBUs

AHau3 MpoIeccoB TOKYMEHTO000pOTa, TOKATBHBIX JOKYMEHTOB 110
BOIIPOCaM 00ecneueHHs IEPCOHATIOM
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Beznenue nadopManum 0 BAKaHTHBIX JTOJDKHOCTSIX (MTpoeccHsx,
CHEeLMAIbHOCTSIX) U KaHAUJATax

JIOKyMEHTaIlMOHHOE COIIPOBOK/ICHUE KaHU/IaTOB HA dTanax MoucKa,
IpUBJICUEHMS], TO00pa U 0TOOpa MepcoHala Ha BAKaHTHBIE JIOJKHOCTH
(mpodeccun, ciennanbHOCTH ), UHHOPMHUPOBAHNE KaHAUIATOB O
pesyiabTarax oroopa

IToaroroBka 3anpocoB 0 KaHAUAATaX B TOCYJapCTBEHHBIE OPTaHbI, B
Clly4asix MpeayCMOTPEHHBIX ICHCTBYIOIIMM 3aKOHOIATEIbCTBOM U
00paboTKa MPe0CTaBICHHBIX CBEJICHUN

[ToaroroBka n 00paboOTKa yBEAOMIIEHUI B rOCYIapCTBEHHBIE OPraHbl,
npodecCHOHaIbHBIC COIO3bI U IPYTHE MPEACTABUTEIIbHBIC OPTaHbI
pabOTHUKOB 1O BOIPOCAM IMOUCKA, TIPUBIICUCHHUS, TIOI00pa 1 0TOOpa
nepcoHaia

COHpOBO)KI[CHI/IC AOT'OBOPOB I10 00eCIICYCHHIO opraHusanyu NepCoHaJIoM,
BKJIFOYas MPEABAPUTCIIbHBIC ITIPOUCAYPHI IO UX 3aKIIFOYCHUIO

Heo6xonumeie ymeHust

O0ecrieunBaTh AOKYMCHTAIIMOHHOC COIIPOBOKACHUEC BbIX0OJa KaHAWJaTa Ha
pa60Ty " IICPpCMCIICHMA IICPCOHAJIA

OdopMIIsATh TOKYMEHTHI TIO BOIIPOCAM 00ECTICUEHUS KapOBBIMH
pecypcamu, He0OXOUMBIE JIJIS IPEIOCTABIICHUS B TOCYaPCTBCHHBIC
Oprasbl, MPOPECCHOHATBHBIC COIO3BI U APYTUE TPEICTABUTEIILHBIC OPTraHbI
pabOTHHUKOB

OpFaHI/I3OBI)IBaTB XpaHCHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe60BaHI/I$IMI/I
TPYA0BOI0, APXUBHOI0 3aK0HOAaTeIbLCcTBA Poccuiickoit denepanuu u
JIOKAJIbHBIMHW dKTaMU OpraHu3allnin

AHaJ'II/I3I/IpOBaTI> JAOKYMCHTBI U ICPECHOCUTD HH(bOpMaLII/IIO B
I/IHq)OpMaHI/IOHHBIG CHCTEMBI B 0a3bl JaHHBIX O KaHaugarax

Paborats ¢ I/IH(I)OpMaI_[I/IOHHBIMI/I cucTeMamMu U 6azamu JaHHBIX I10
BOIIpocaM o0OecreyeHus NnepcoHaaoM, BEACHUIO ITOMCKA U yUCTa
KaHIUAAaTOB Ha BAKAHTHBIC JOJDKHOCTHU (HpO(I)eCCI/II/I, CHCI_II/IEUIBHOCTI/I)

[TpousBoauTh MpeaBapUTEIbHBIE 3aKYTIOUYHBIE TPOLIETYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTAIIMIO MO 3aKJIIOUEHHUIO JJOTOBOPOB

OpraHu30BbIBaTh U MPOBOAUTH KOHKYPCHI, 0QOPMIIATH U aHAIU3UPOBATh
KOHKYPCHYIO JOKYMEHTAIUIO

Bectu nenoByro nepenucky

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XO,Z[I/IMLIC 3HaHUA

HOpHI[OK O(bOpMJ'IeHI/IH, BCACHUA U XPAHCHUA NOKYMCHTAIUH, CBSI3aHHOM C
IMOMCKOM, ITPUBJICYCHUEM, HO)160p0M n OT60pOM NepcoHajla Ha BAKaAaHTHEIC
JOJIKHOCTH

[Topsinox popmupoBanus, BeAeHHs OaHKa JaHHBIX O IIEPCOHATIE
OpraHM3alH U MIPEIOCTABIEHUS OTYETHOCTU

OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAITMOHHOTO 00eCTIeYCHUS

TeXHOJ'IOFI/II/I, METOJbI U METOAWKH MMPOBCACHUA aHAJIW3a U CUCTEMATU3 Al
JOKYMCHTOB U I/IH(I)OpMaI_[I/II/I

[Topsimox mpoBeaeHNsI KOHKYPCOB U 0(pOpPMIIEHUSI KOHKYPCHOM
JIOKYMEHTAIUU

[Topsimox mpoBeAeHUsI 3aKyITOYHBIX MTPOLETyp U 0hOpMIICHUS
COIYTCTBYIOIIEH TOKYMEHTALUH

CrtpyKTypa opraHuzaluy 1 BakaHTHbIE JODKHOCTH (mpodeccun,
CIEUATBLHOCTH)
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TpynoBoe 3aK0H01aTeILCTBO U UHBIE aKThI, COJIEPKAILNE HOPMBI
TPYJOBOTO IIpaBa

OCHOBBI APXMBHOI'0 3AKOHOATEJILCTBA U HOPMATUBHBIC PABOBHIC aKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS IOKYMEHTALMU 110 MIEPCOHATY

OCHOBBI HAJIOTOBOT0 3aK0HOAaTeabcTBA Poccuiickoit denepanuu

3akonoaareabcTBo Poccuiickoit denepaliyiv 0 NEPCOHAIbHBIX JIaHHBIX

JlokasibHbIE aKThl OpraHU3AIMH, PETYIUPYIOLIUE MOPSAOK MoaA00pa
nepcoHalia

[Topsiiok 3aKITI0YEHMS IOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1e10BOT0 00IIeHus

ba3oBbie 0OCHOBBI HH)OPMATHUKH, OCTPOCHUSI UHOOPMAIIHOHHBIX CHCTEM U
0Cc00EHHOCTH pabOTHI C HUMH

Hpyrue
XapaKTEPUCTUKU

3.3. O6o0miennas TpyaoBast pyHKIUS

HaumenoBa | JlearenbHocTb 1o oueHke u arrecranu | Kon | C | YpoBsens 6
HUE nepcoHaa KBaJIH(PHUKAIL

uu
ITpoucxoxaenue Opurunan X 3auMCTBOBAHO U3
00001IeHHOH OpUTHHaNa
TPYAOBOH (hyHKIIMH

Kon Perucrpanuonnslii
OpUTHHA HOMED
na po(eCCHOHATIEHOTO
CTaHJapTa

Bo3MoxHEbIE
HAauMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Crienmanuct 1o OLEHKE U aTTeCTalliy IIepcoHana
Criennanuct 1o nepcoHaty
MeHexep 1o nepcoHairy

TpeGoBanus k
00pa30BaHMIO U
00y4YEeHHIO

Bricuiee oOpa3oBanue - 6akanaBpuaT

JlonoaHUTENbHOE MPO(hecCHOHATEHOE 00pa30BaHKE - IPOTPAMMBI
MOBBIIIEHUS KBaTU(UKALMU; TPOrpaMMBbI ITpodeccroHalbHON
NEPEnoIrOTOBKH B 00J1aCTH MPOBEICHHSI OLIEHKH NIEpCOHAa

TpeboBaHus K OIBITY
MPaKTUYECKON pabOThI

Oco0bble ycrnoBHs
JoIycKa K pabote

HApyrue

XapPaKTCPUCTHKHU

JlononHuTENBHBIE XapaKTEPUCTUKH

HanmeHnoBanue 1oKkymMmeHTa Kon HaumenoBanue 6a30B0i rpymiibl, JOTHKHOCTH

(mpodeccun) mim crienuarTbHOCTH



http://ivo.garant.ru/document?id=12025268&sub=5
http://ivo.garant.ru/document?id=12037300&sub=2
http://ivo.garant.ru/document?id=10800200&sub=20001
http://ivo.garant.ru/document?id=12048567&sub=4

OK3 2412 CrienanmcThl 1Mo KaJapaM U npodoprueHTannm
3423 CriennanucThl KaAPOBBIX CIYKO U yUpeKIeHUN
3aHATOCTH
EKC - MeHemxep 1Mo nepcoHay
OKIIATP 27755 DKOHOMMCT 110 TPYAY
22956 NHcnekTop 1o kagpam

3.3.1. TpynoBas pyHKIISA

Haumenosa | Opranusanus v poBeIEHUE OLIEHKU Kon C/01.6 | YpoBeHb 6
HUE repcoHasa (moTypoBEHb )

KBaJTH(PUKAITN
IIpoucxoxaeHue Opurunan X 3alMCTBOBaHO U3

TPYAOBOH (hyHKIIMH

OpUTHHAaja
Kon Peructpaimonnslii Homep
OpUTHHA npodeCcCuOHAIHLHOTO
jIa cTaHaapTa

TpynoBbie neicTBus

AHanmM3 CTPYKTYpHI, IUIAHOB U BaKaHTHBIX JOJDKHOCTEH (Tpodeccuid,
CHEeHaJIbHOCTEN) OpraHu3ali, 0COOEHHOCTEN opranu3anuy padboTsl Ha
Pa3IMYHBIX y4acTKaX MPOU3BOJICTBA U KOHKPETHBIX pabodnx MecTax

Pa3paboTka niaHa oleHKH IepcoHala B COOTBETCTBUU C LEISIMU
OpraHu3aIluu

OrneHka TUHAMUAKA TIPOU3BOTUTEILHOCTH, MHTEHCUBHOCTH U
3G HEKTUBHOCTH Tpy/ia Ha pabOUUX MECTax

nepcoHaja

Ornpezenenne pecypcoB, BEIOOp CPEICTB U METOJOB IIPOBEICHUSI OLIEHKH

HpOBGI[CHI/IC OIICHKHU IEPCOHATIa B COOTBCTCTBUH C IIJIaHAMHW OPraHu3aluu

COHpOBO)KI[eHI/IC AOT'OBOPOB C OpraHu3atusaIMU - UCIIOJIHUTCIISIMU
MGpOHpI/IHTI/Iﬁ IO OLCHKCE MEPCOHANA, BKIIIOYas MPCABAPUTCIIBHBIC
npoucaypsl Mo MX 3aKJIHOYCHUIO

3aTpar

KOHCYJ'IBTI/IpOBaHI/Ie IepCcoHajla 1Mo BOIpPOCaM OLICHKH, BKIIIOYasd OLUCHKY

AHanu3 pe3yabTaToB OLICHKH IIEPCOHANA, TOATOTOBKA PEKOMEH Iallni
PYKOBOJICTBY M IIEPCOHAITY

IToaroroBka Hpe,[[J'IO)KCHI/Iﬁ 1o (I)OpMI/IpOBaHI/IIO 6IO,EI)KCT8. 10 OpraHu3alnun
W MPOBCACHUIO OICHKH IIEPCOHAJIa

Heo6xoaumelie ymeHUst

OHpeI[eJ'IHTL MapaMCTPbl U KPUTCPHUU OLICHKU IICPCOHAJIA

nepcoHaja

OHpC}IGJ’IﬂTB 1 IPUMEHATH CPEACTBA U METOAbI IIPOBEACHU A OLICHKU

Briiensate (onpenensTh) rpynnsl NepcoHaa s POBEISHHUS OLEHKH

HiepcoHasia

OHpeI[eJ'IHTL HHTCHCUBHOCTDH TpyAda U 30HbI ITOBBIIIICHUA B(I)(pCKTI/IBHOCTI/I

OnpenensiTh MOTUBAIIMOHHBIE (PAKTOPHI MPOBEJIEHNUS OLIEHKH IepCcoHaa

CocTaBsITh U KOHTPOJIMPOBATH CTATHU PACXOJIOB HA OIIEHKY TIEpCcoHAaIa AJIs
TJIAHUPOBAHMS OFOPKETOB

OO0ecneunBaTh OpraHnu3allMOHHOC COIMPOBOXKIACHUC OLICHKU ICPCOHAJIa

OGecneynBaTh COXPAHHOCTh KOH(DUICHIINATEHON HH(GOPMAITUU TIPU
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IMPOBCACHNH OILICHKU IICPCOHAJIA

Opranu30BbIBaTh XPAHEHHUE IOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMH
TPYAOBOI0, APXMBHOI0 3aKOHOAaTeJIbCTBA Pocculickoit @enepanuu u
JIOKAJIbHBIMU HOPMATHUBHBIMHM aKTaMU OpTraHU3aI1

Cobupatb, aHATM3UPOBATH U CTPYKTYPHPOBATH HHPOPMALIUIO O
NpeTI0KEHHSIX 110 OIIEHKE MEPCOHANIA Ha PhIHKE TPYAa

[TpousBoauTh NpeaBapuTeIbHbIC 3aKYIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIYIO IOKYMEHTALMIO 110 3aKJIFOUEHUIO JOTOBOPOB

OHpC,I[eJ'ISITB YCII0BUSA OJIs1 3aKJIIFOYCHHA JOTOBOPOB Ha YCIYI'd IO
IMPOBCACHUIO OICHKH IICPCOHAJIA

Cucremarn3npoBarb, 0000IIaTh U aHATU3UPOBATH PE3yIbTATHI OLICHKU
niepcoHasa

ObecneunBaTh 0OPATHYIO CBSI3b 0 PE3YJIbTATaM POBEIEHHON OLIEHKH C
IEPCOHAIOM U PYKOBOJICTBOM

ITonb30BaThCs MOMCKOBBIMH CHUCTEMAaMU, HH(bOpMaHHOHHBIMH pecypcamMu u
Oazamu JAaHHBIX 110 IMPOBCACHHIO OLICHKHU IICPCOHAJIA

Pa3pabarbiBaTh peKOMEHIAIMH 10 PA3BUTHIO IIEPCOHATA Ha OCHOBE
MIPOBEJICHHON OLICHKH

Co0:1r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHSI

HeoOxonuMble 3HaHUS

TexHonoruu U METObI ONpeeNeHus: IPo(heCCUOHATBHBIX 3HAHUM, YMEHHI
U KOMIIETEHIIUI

TexHOIOrMM M METOABI OLICHKH JIMYHOCTHBIX KAa4eCTB U XApaKTCPHUCTUK

Cucrembl, METOBI ¥ (POPMBI MATEPUAIIEHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHUs TPyla NEPCOHAIA

TexHonornu u MeTopl GOPMHUPOBAHMS U KOHTPOJIS OFOJIKETOB

TexHomoruu, METOIBI U METOJAMKH ITPOBECHUS aHaJIM3a U CUCTEMAaTU3alluu
JIOKYMEHTOB ¥ HH(GOPMAITIU

OCHOBBI 061116171 U COIIMAJIbHOM ICHUXOJIOTHH, COLTMOJIOTHH U IICUXOJIOTHH
Tpyda

OCHOBEI HpOI/ISBOI[CTBeHHOI\/JI ACATCIIBHOCTU OpraHru3alln

[Topsimox mpoBeAeHUSI 3aKYIIOYHBIX MPOLETYP U 0(hOpMICHHUS
CONYTCTBYIOIIEN JOKYMEHTAIUN

CrpyKkTypa opraHM3aluu 1 BaKaHTHBIE T0JDKHOCTH (ipodeccun,
CHEIHAIbHOCTH)

TpynoBoe 3aK0HOIATEILCTBO U MHBIE aKThI, COJEPKAIIE HOPMBI
TPYJOBOT0 IIpaBa

OCHOBBI APXMBHOI'0 32KOHOATEJILCTBA U HOPMATUBHBIE IPABOBBIE aKThI
Poccuiickoit denepaiuu, B 4aCTH BEACHUS IOKYMEHTAMH 0 MEPCOHATY

3akoHoaareabcTBO Poccuiickoit depepanny 0 NIEPCOHAIBHBIX TAHHBIX

JloxanpHbBIE HOPMATHUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIINAE MOPSIA0K
OLICHKH IIEpCOHAJIA

[Topsimok 3aKITFOYEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 5THKH 1€710BOTO OOIIIECHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE MTOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTU pabOThI C HUMHU

Jlpyrue xapakTepuCTHKH

3.3.2. TpynoBast pyHKIHS
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HaumenoBa | Opranuzanus u nposeaenue arrecrauuu | Kox | C/02.6 | YpoBeHb 6
HUE repcoHasa (moTypOoBEHb )
KBaTU(pUKAITIH
[Ipoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (HYHKIIUU OpHUTHHAJA
Kon Peructpanmonublit
OpUTHHAaNa HOMEDP
npodeccuoHanIbHOTO
CTaHJapTa

TpynoBsle 1eHCTBUS

AHanu3 CTpyKTYpbI, IUTAHOB M BaKaHTHBIX JJOJDKHOCTEH (Tpodeccuid,
CreLMalbHOCTEN) OpraHu3aluu, 0COOCHHOCTEN OpraHu3aluy padoThl Ha
Pa3IMYHbIX YYaCTKax MPOU3BOACTBA U KOHKPETHBIX pab0YMX MECTax

Pa3pa60TKa IMPOCKTOB JOKYMCHTOB, OIIPCACIIAIOMIUX MMOPALOK aTTCCTallun
IepcoHala, ¢ OLICHKOM 3arpar

COHpOBO)I(,I[eHI/Ie mpouecca arreCralluu 1 pa6OTBI aTTGCTaHHOHHOﬁ
KOMHCCHH

[ToaroroBka npeanoxxeHuit mo GopMUPOBAHUIO OIOKETa HA OPTaHU3AIIHUIO
U IPOBEJICHUE aTTECTAllM [TepCOHaIa

[ToaroroBka npeIoKeHud 0 COOTBETCTBUM PAOOTHHUKA JTOHKHOCTH
(npodeccun, cnenualbHOCTH) IO Pe3yJIbTaTaM aTTeCTallii B COOTBETCTBUU
¢ 3aKoHOJaTenbCTBOM Poccuiickoi denepannu

Heo0Oxonnmblie ymeHus

OnpenensTh napamMeTpbl U KpUTEPUHU aTTECTALIMU IIEPCOHATIA

OHpGILGJ’ISITI) W NPUMCHATH CPCACTBA U MCTOABI aTTCCTAIUN

Brigensate T'pyHIIbI IIEPCOHAJIA JJII TPOBCACHU S aTTCCTALlUU

O0ecrnieunBaTh JOKYMEHTAMOHHOE COMPOBOKACHUE aTTECTAI[UH
nepcoHaa

CocTaBiiaTh U KOHTPOJMPOBATH CTATbH PACXOJ0B HA aTTCCTAIUIO
TIIEpCcoOHaJIa IJIs TIJIAaHUPOBAHU S 6IOI[)I(CTOB

[Tonb30Barbes MHGOPMALIMOHHBIMU pecypcaMu U 0a3aMH JaHHBIX 110
IIPOBEACHUIO aTTECTAllUU

Bectu YUYET U PETrUCTpalnio J0KyMCHTOB B I/IH(i)OpMaHI/IOHHI)IX CUCTEMAX U
Ha MAaTCPUAJIBHBIX HOCUTCIIAX

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSAMU
TPYAOBOI0, APXMBHOI0 3aKOHOAaTebCTBA Pocculickon Penepanuu u
JIOKAIbHBIMU JOKYMEHTaMU OpPraHu3aIuu

[Ipou3BoauTh MpeaBapUTEIbHbIE 3aKYIIOUHBIE TPOLIETYPHI U OPOPMIISTH
CONYTCTBYIOIIYIO JOKYMEHTALUIO 10 3aKIYEHUIO JOTOBOPOB

Co0r01aTh HOPMBI DTHKH JIEJIOBOTO OOIIICHHS

HCO6XOI{I/IMBIC 3HaHUA

HOpSI)IOK N TCXHOJIOTHA NPOBCACHUA aTTCCTAlUN

TexHOMOTHH 1 METO/ABI OTIPEICTICHUS U OIICHKU MTPO(PECCHOHATBHBIX
3HAHUM, YMEHUN U KOMIIETEHLIUI

Cucrembl, MeTOIbI U (HOPMBI MATEPUAIBHOTO M HEMATEPHAILHOTO
CTUMYJIMPOBAHUs TPy/la NEPCOHAIA

TexHonoruu u Mmetozpl GOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

TexHOMOTHH, METO/IBI U METOIUKH TIPOBE/ICHUS aHAIHM3a U CHCTEMAaTH3alluu
JOKYMEHTOB M HH(pOpMaluu

OCHOBBI IPOU3BOJICTBEHHOM JIEATEITLHOCTH OPraHU3aINH
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OcCHOBBI 00IICH M COLMAILHOM ICUXO0JI0THH, COLIOJIOTHH U IICHXOJIOTUH
Tpyaa

[Mopsitox poBeeHSI 3aKYIIOYHBIX MPOIIETYp U 0hopMIIeHUS
CONYTCTBYIOIICH JOKYMEHTAIUU

CrtpyKkTypa opraHu3aiiiy 1 BaKaHTHBIC JODKHOCTH (TIpodeccun,
CIEIUATLHOCTH )

TpynoBoe 3aK0HOIATEIBLCTBO U UHBIE AKTHI, COJIEPKAILUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI ApXMBHOI'0 32KOHOAATEJILCTBA U HOPMATUBHBIE IIPABOBHIE aKThI
Poccuiickoii denepanuu, B 4aCTU BEACHUS TOKYMEHTAUH 110 IEPCOHATY

3akononaresbcTBO Poccuiickoit @eaepanuu 0 NepCOHAIbHbBIX JaHHBIX

JlokanbHblE HOPMATUBHBIE aKThl OPraHU3aLMH, PETYIUPYIOLINE TOPSII0K
OLICHKHU IIepCOHAJIA

[lops /10K 3aKJIF0OUEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1€710BOTO OOIIECHUS

ba3oBbie 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE TIOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H 0COOCHHOCTH pabOTHI C HUMH

Hpyrue
XapaKTEPUCTUKH

3.3.3. TpynoBast pyHKIHS

HaumenoBa | AaMHHHMCTpUpPOBaHUE MPOLIECCOB U Kon C/03.6 | YpoBeHb 6
HUE JIOKYMEHTO000pOTa MPH MPOBEAECHUU (momypoBeHb)
OIICHKHM M aTTECTAIlUH MTePCOHATIA KB (PUKAITAN
[Ipoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYA0BOH (QyHKIIMU OpUTHHANA
Kon Perucrpanuonnsii
OpUTHHAaNa HOMED
po(hecCuOHATILHOTO
CTaHJapTa

TpynoBsie 1eHCTBUS

AHaIM3 IpoIeccoB JOKYMEHTOO00POTA, JIOKATBHBIX JOKYMEHTOB IO OLIEHKE
U aTTeCTallMy NepcoHaia

OpranuzalvoHHOE COMPOBOXKACHUE MEPOIIPUITHIA MO OLIEHKE NIEpCcoHaIa U
€ro arTecTaluu

OdopmiieHune mpoiiecca U pe3ynbTaToB aTTECTAIlMU MePCOHAa

HHdopmupoBaHue epcoHala O pe3ysbTaTax OLIEHKH M aTTeCTaIlllH

[TonroroBka nmpenoKeHui Mo pa3BUTHIO IEPCOHAJIA IO Pe3yabTaTaM OIEHKU

ConpoBok/ieHHE TOrOBOPOB N0 OKAa3aHUIO KOHCYJIBTAllUOHHBIX U
MH(OPMAIIMOHHBIX YCIIYT MO OIEHKE M aTTEeCTaIlH NepcoHaa

Heo6xoaumelie ymeHust

OOecrieunBaTh JOKYMEHTAMOHHOE COTPOBOKACHUE OLIEHKH U aTTeCTalluu
HiepcoHasia

OdopMIsaTh JOKYMEHTBHI IO BOIIPOCAM OLIEHKH U aTTeCTalluu IepcoHara,
Ipe0CTaBIIsIEMbIE B TOCY/IapCTBEHHBIE OPTaHbl, MPO(PECCHOHATBHBIE COO3BI
U IpyrUe NpeACTaBUTEIbHbIE OpraHbl PAOOTHUKOB

AHanu3upoBaTh NPaBUJIa, IPOLIEAYPHI U MOPSIIKU IPOBEIEHUS OLIEHKH U
aTTecTaluy IepCoHaIa
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Bectn yder u peructpanuio J0KyMEeHTOB B HH()OPMAITHOHHBIX CUCTEMAaX U
Ha MaTEepPUAJIbHBIX HOCUTEIAX

Opranu3oBbIBaTh XPAHEHHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
TPYA0BOT0 3aKk0oHoAaTe/ILeTBA Poccuiickoit denepaiinu U J0KaaIbHbIMU
aKTaMH OpTraHu3aluu

Bectu nenoByto nepenucky

Paborate ¢ MHPOPMAIIMOHHBIMU CUCTEMAMH U 0a3aMU JaHHBIX MO BOIIPOCaM
MIPOBE/ICHUS OLICHKHU U aTTECTAIlMU NIEpCOHala, BEACHUIO yueTa KaH/I1/1aTOB
Ha BaKaHTHBIE JOJDKHOCTH (mpodeccuu, crennaabHOCTH)

AHaIM3UPOBATH IOKYMEHTHI M IEPEHOCUTH HH(OPMAIIHIO B
MH(POPMALIMOHHbIE CUCTEMBI U 0a3bl JTaHHBIX

Co01r0/1aTh HOPMBI ATHKH JISTIOBOTO OOIIEHUS

HeoOxonuMble 3HaHUS

HOpHI{OK O(bOpMJ'IeHI/ISI, BCACHUA U XPpAHCHUA NOKYMCHTAIUU, CBSI3aHHOM C
IMPOBCACHNEM OLICHKH U aTTCCTAllUN IICPCOHAJIA

[Topsimox ¢popmupoBanus, BeAeHU 0aHKa JaAHHBIX O MIEPCOHAJE OpPraHUu3aluu
Y TIPEI0CTABIICHUS OTYETHOCTHU

[Topsimox mpoBeACHUS 3aKYIOYHBIX MPOLEeayp U 0hOpMIICHUS
CONYTCTBYIOIIEN JOKYMEHTAlUU

[Mopsiok opopMiIeHHST JOKYMEHTOB, IPEIOCTABIIIEMBIX B TOCYIapPCTBEHHbBIE
Oprasbl, MPOPECCHOHATBHBIC COIO3BI U APYTUE MPEICTABUTEIHLHBIC OpTaHbl
PabOTHUKOB

OCHOBEBI ,Z[OKy'MeHTOO60pOTa 1 TOKYMCHTAIITMOHHOI'O obecneyeHus

CtpyKTypa Opranu3aiuy U BaKaHTHBIE JOJDKHOCTH (Tpodeccuu,
CHEINAIbHOCTH)

Tpynosoe 3aK0HO01aTEeILCTBO U HHBIE AKThI, COJAEPKAIINE HOPMBI
TPYIOBOTO IIpaBa

OCHOBBI APXMBHOI'0 32KOHO/ATEJILCTBA U HOPMAaTUBHBIC PABOBHIE aKThI
Poccuniickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALUU 11O NIEPCOHAILY

3akoHoaareabcTBO Poccuiickon Penepanny 0 NEPCOHAIBHBIX JaHHBIX

TexHonm0rnuu, METOABI U METOJAMKH ITPOBEICHUS aHAJIM3a U CUCTEMATU3aluN
JTIOKYMEHTOB ¥ HH(GOpMAIIU

JloxanpHbBIE HOPMATUBHBIE aKTHl OPraHU3ALNH, PETYIUPYIOIINE TOPSIA0K
OLICHKH U aTTECTalliy [IEPCOHAJIA

[Topsiiok 3aKiIt0oueHus J0roBOpoB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOT'O O6H.[CHI/IH

ba3oBbie 0cHOBBI HH()OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
UH(OPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl ¢ HUMH

Apyrue
XaPaKTCPUCTHUKHU

3.4. O6o0uieHHas Tpya0Bas QYyHKIHS

HaumenoBa | JlestensHOCTB 1O pa3ButTHio nepconana | Koa D VYpoBeHb 6
HUE KBaJIM(pUKAITIH
[Ipoucxoxnenue Opurunan X 3aMMCTBOBAHO U3

000011IeHHOH OpUTHHaja

TPyAOBOU (HyHKIMU

Kon Peructpanmonublit
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OpUTMHA
na

HOMED
pohecCuoHaTBLHOTO
CTaHJapTa

Bo3moxHbIE
HaNMCHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Crienanuct no pa3BUTHIO U O0YUYEHHUIO TIepcoHaa
CrienuanucT 1o pa3BUTHIO Kapbephl IEpcoHalIa
Crenuanuct 1o nepcoHany

Menemkep 1o nepcoHany

TpeboBanust k
00pa3oBaHUIO U
00y4YeHHIO

Bricuiee oOpa3oBanue

JononaurensHOe npodeccuoHaibHOoe 00pa30BaHUE - IPOTPAMMBI
HOBBIIIEHUS KBAIN(UKALMK; TPOrpaMMbl IPO(ECCHOHANTBHOM
NEePEnoArOTOBKH B 00JIACTH OPTraHU3alMOHHOTO U MPO(ECCHOHATBHOTO

Pa3BUTHA IICPCOHAJIA

TpeboBaHus K ONBITY
IPAKTUYECKON pabOThI

Oco0ble ycroBust
JOTycKa K pabore

Hpyrue
XapaKTEPUCTUKH

JlononHuTEbHBIE XapaKTEPUCTUKH

HaunmenoBanue nokymeHnra Kon HaumenoBanue 6a30Boii rpymniibl, JOHKHOCTH
(mpodeccun) mim crenuagTbHOCTH
OK3 2412 CrienpanaucTsl 0 KagpaM U npodopreHTaun
3423 CrienancThbl KaJpoBbIX CIYXO U yUpexIeHUH
3aHSITOCTH
EKC - MeHenskep 1o nNepcoHay
OKIILATP 27755 OKOHOMMUCT 110 TPYLY
22956 HNucnekTop no kaapam
3.4.1. TpynoBas pyHKuMs
HaumenoBa | Opranuzanus u nposenenue meponpustiuii | Kox | D/01.6 | Yposens 6
HUE 10 Pa3BUTHIO U IOCTPOECHHUIO (moxypoBeHb)
po)eCCHOHAIBHON Kapbephl MepCcoHaIa KBaTM(UKAITIT
[Ipoucxoxnenue Opurnnan X 3auMCTBOBAHO U3
TPyAOBOU (HyHKIMU OpUTMHajIa
Kon PerucrpanuonHslii
OpUTHHA HOMeEp
na npo¢eccuOHATBLHOT

0 CTaHgapra

TpynoBsie 1eHCTBUS

AHaNM3 CTPYKTYPBHI, TUTAHOB M BAKAHCHUM OpPTraHU3aIluu

KOHKPETHBIX paboynx MecTax

AHanu3 ocoOCHHOCTEH pa60TBI Ha Pa3/IMYHbIX Y4aCTKaXx MPOU3BOACTBA U

HOIIFOTOBKa IIPOCKTOB NOKYMCHTOB, OIIPCACIIAIOIINX MOPAAOK pa3BUTHUS
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NepCOHANA U MOCTPOCHUS MPO(PECCHOHATBHON Kaphephl C OLEHKON 3aTpar

Pa3paboTka niuaHoB npodeccnoHanbHOI Kapbepbl paOOTHUKOB

DopMUPOBAHUE KAaJPOBOTO PE3EPBa

Opranu3zanys MEpOIpUsITHHA 10 Pa3BUTHIO U TIOCTPOEHHUIO
npodeccHoHaIbHOM Kapbephl NepcoHaIa

[ToaroToBka nmpeIokeHuit mo GopMupoBaHUIO OIOKETa Ha OPraHU3AIHIO
Y IIPOBEICHUE MEPOIIPUATHI 110 Pa3BUTHIO U TIOCTPOCHHUIO
npodeccroHaIbHOM Kapbepbl IEpcOHAIA

AHanu3 3¢pGeKTUBHOCTH MEPOIIPHUATHI 110 pa3BUTHIO MIEPCOHAA,
MOATOTOBKA MPEJIOKEHUMN 10 Pa3BUTHUIO

Heobxomumbie ymeHus

AHaIM3UPOBATh YPOBEHb OOIIETO Pa3BUTHA U MTPOPECCHOHATIBHOM
KBaJM(HKAIIMY TIepCOHANA

OnpenensaTb KPaTKOCPOUHbBIE U JOITOCPOYHbIE TOTPEOHOCTH Pa3BUTHUS
HepCcoHajIa U MOCTPOCHHUS €ro MpohecCHOHANBHON Kapbephl

Onpenensth Kpurepuu GOPMUPOBAHUS KaJPOBOTO pe3epBa OPraHu3aliu

CocTaBIiaTh HWHAWBUAYAJIBHBIC IIJIAHBI KADBCPHOT'O Pa3BUTHUSA TICPCOHAIIA

IIpuMEHATH TEXHOJIIOTMHM M METO/IbI PA3BUTHUS IEPCOHAIIA U IOCTPOEHUS
npodeccuOHAIbHON Kapbepsl

CoCTaBIISITh MPEIIOKEHUS M KOHTPOJIUPOBATH CTATHH PACXOJIOB Ha
POTPaMMBbI U MEPOTIPUSATHS 1O PA3BUTHIO MIEPCOHAJIA U TIOCTPOCHHUIO
po(heCcCHOHAITLHOM Kapbephl ISl IUTAHUPOBAHMSI OI0J[KETOB

Onpenensatsh 3 (HEKTUBHOCTH MEPOIIPHUITUH 110 PA3BUTHUIO TIEPCOHAIIA U
MIOCTPOCHUIO NMPO(ECCHOHATHHOIN Kaphephl

PaGoTatb ¢ mHQOpPMAIIMOHHBIMU CHUCTEMaMH M 0a3aMH TaHHBIX O
HepCoHATY

CO6J’IIO,[[8.TB HOPMBI 5TUKH JCJIOBOT'O O6H.[CHI/IH

Heo0xomuMele 3HaHUS

Cucrema, criocoObl, METO/1bI, HUHCTPYMEHTBI TOCTPOCHHUS
npodecCHOHATbHON Kapbephl

MeTo/b1 Onpe/ieNie s U OLIEHKH JTUYHOCTHBIX U MPO(HeCcCHOHATBHBIX
KOMIIETEHIIUUA

CucreMsbl, METOJIbI U (HOPMBI MATEPUAIBLHOTO M HEMATEPHALHOTO
CTUMYJIMPOBAHHUs TPy/la IEpCOHAIIA

TeXHOJ'IOFI/II/I, MCTOJBI q)OpMI/IpOBaHI/I}I 1 KOHTPOJIA 6IO,[[)KCTOB

TGXHOJ'IOFI/II/I, MCTOJbl U MCTOAWKU MMPOBCACHUA aHaJIn3a U CUCTEMATU3 Al
JOKYMCHTOB U HH(bOpMaHHH

OcHOBHI TPo(hecCHOHATLHON OpUEHTAIUN

OCHOBBI ,I[OI(YMCHTOO60p0Ta U TOKYMCHTAIIMOHHOI'O obecreueHust

OCHOBEI HpOHSBO}ICTBeHHOI\/'I ACATCIIBHOCTH OpraHru3allnn

OcCHOBEI 001IIEH U COLUAIILHON ITCUXOIO0THH, COLIMOJIOTHN U IICHXO0JIOTUHA
Tpyaa

CTpyKTypa opraHu3anyy ¥ BakaHTHBIC JOJDKHOCTH (TIpodeccu,
CIEIAIILHOCTH)

TpynoBoe 3aK0HOAaTeILCTBO U UHBIE aKTHI, COJEPIKAIINE HOPMBI
TPYAOBOI'O IIpaBa

3akoHoaareabcTBO Poccuiickon dexepanny 0 NEPCOHAIBHBIX JaHHBIX

JlokanbHbIC HOPMATHBHBIC aKThl OPTaHU3AIUH, PETYIHPYIOIIUE MTOPSIOK
pa3BUTHSI U TIOCTPOCHUS TPOQECCHOHATBHOMN Kaphephl EpCcoHAa

[TopsiioK 3aKIII0UE€HHsI TOTOBOPOB (KOHTPAKTOB)

HopMbI 5THKH 1e10BOT0 001IeHus
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bazoBbie 0OCHOBBI HH(DOPMATHUKH, CTPYKTYPHOE MTOCTPOCHHE
MH(OPMALMOHHBIX CUCTEM H OCOOEHHOCTH PabOThI C HUMHU

Jpyrue xapakTepuCTUKU

3.4.2. TpynoBast pyHKIIS

HanmenoBa | Opranuzamnus o0ydeHus Kon D/02.6 | YpoBenn(oaypoB 6
HUE repcoHana €Hb)
KBaTMUKAITUT
[Ipoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (YHKITUU OpUrMHaja
Kon Perucrpanmuonsbiit
OpUTHHA HOMED
na npodeccnoHanIbHOTO
cTaHjapra

TpynoBsie 1eHCTBUS

AmnHanu3 peiHKa 00pa30BaTeIbHBIX YCIYT U OTPEOHOCTEH OpraHn3alluy B
00y4eHHMH IlepcoHaa

PazpaboTka 1m1aHoB, METOJMUECKUX MAaTEPHAIIOB, y4EOHBIX TJIAHOB U
IIPOrpamMM, IPOEKTOB JIOKAIBHBIX aKTOB IO O0YYEHHIO U PAa3BUTHUIO
IIEpCOHAJIA, BKJIKOYAsl OLICHKY 3aTpar

Opranu3zaiys MeponpusIThii Mo 00Y4YEeHUIO epcoHaa

[ToaroroBka npeanoxxeHuit Mo GoOpMUPOBAHUIO OIOKETa HA OPTAHU3AIIUIO
o0y4eHus mepcoHasna

Ananu3z 3¢ GeKTUBHOCTH MEPONPUSATHI 0 00YYEHHIO MepcoHalIa

Heob6xoaumbie ymeHust

AHanM3UpOBATh U OMPENETATH MOTPEOHOCTH B OOYUEHHUH TPYIII IepcoHaIa
B COOTBETCTBHH C LIEJSIMUA OPTaHU3AIUU

Pa3pabatbiBaTh IIaHBI MOATOTOBKH, IEPENOATOTOBKH U IMOBBIILICHUS
KBaJIM(HUKAIMK KaJpOB, y4eOHbIE IJIaHbl U IPOTPaMMBbI

AHanu3upoBaTh PHIHOK 00Pa30BATENbHBIX YCIYT U TOTOBUTH MPEIJIOKEHUS
I10 TIOCTABILMKAM YCIIyT

Opranu3oBbIBaTh 00yYaroniye MepornpusITHS

CocTaBiiATh U KOHTPOJIMPOBATH CTaThH PACXO0JI0B HA 00YUYEHHUE MepCcCoHalIa
JUIs TUTAHUPOBaHUS OFOJIKETOB

Pa3pa6aTLIBaTL 1 KOMIIJICKTOBATb y'-Ie6HO-MeTO,ZII/I'—IeCKI/Ie JOKYMCHTBI

ITpon3BoaNTh OLIEHKY 3P PEKTUBHOCTH 00yUEHHsI TepCcoHaa

[Tpon3BoanTE TIpeABAPUTEIbHBIE 3aKYIIOYHBIEC TPOIIEAYPHI U 0OPMIICHHE
CONYTCTBYIOIIEN JOKYMEHTAIMH I10 3aKJIOUYECHHUIO TOrOBOPOB

PaboTaTh ¢ mHGDOPMAIIMOHHBIMU CHCTEMaMH U 0a3aMH JTaHHBIX 110
MepCoOHAIY

Pa3zpabareiBath 1 0OpMIISATH TOKYMEHTHI 110 MPOIIECCaM OpraHU3aINH
o0yueHusl IepCcoHalla U MX pe3yabTaTaM

Co0r01aTh HOPMBI DTHKH JIEJIOBOTO OOIICHHS

Heo0xomuMele 3HaHUS

MeTo/1bl, UHCTPYMEHTBI UCCIIEA0BAHUS MOTPEOHOCTH B O0yUEHUH
IIepCoHaJIa

Mertopomnorust 00yueHus

TexHomoruu, MeToAbl U METOJAMKHY TPOBEICHUS aHAJIN3a U CUCTEMATU3ALNH
JJOKYMEHTOB M HH(OpMaluu




[Topsiaok pa3paboTKH MJIaHOB MOJATOTOBKH, IIEPETIOATOTOBKH U MOBBIIICHUS
KBaJIM(UKAIMK KaJIpOB, Y4€OHBIX IMJIAHOB U IPOTPaMM

Cuctemsbl, MeTOBI ¥ (POPMBI MATEPHAIEHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBaHUs TPyla NEpCOHAIA

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJISL OFO/IKETOB

[Topsimok BegeHuUs yuera U OTYETHOCTH 1O MOJATOTOBKE U MOBBIIICHUIO
KBaJIM(DUKAIMK TTepcoHaa

OCHOBBI JOKYMEHTO00O0POTA U IOKYMEHTAIIMOHHOTO 00eCIICYCHHUS

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIbHOCTHU OpraHu3alin

OcCHOBBI 00IICH M COLMAILHOM ICUXO0JI0THH, COLIOJIOTHH U IICHXOJIOTHH
Tpyaa

[Mopsitox poBeAeHMSI 3aKYIIOYHBIX MPOIIETYp U 0hopMIICHUS
COMYTCTBYIOIIEH TOKYMEHTAlUU

CTpyKTypa Opranuszanuu

Tpynosoe 3aK0HOIATEJILCTBO U UHBIE aKThl, COAECPIKALINE HOPMBI
TPYAOBOIO IIpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIC PABOBHIE aKThI
Poccuiickoit denepanuu, B 4aCTH BeJICHUS JOKYMEHTAIIMH 10 TIEPCOHATY

OCHOBBI HAJIOTOBOT0 3aK0HOAaTeNbcTBA Poccuiickoit deneparu

OcHOBBHI 3aK0HO/IaTeJILCTBA 00 00pazoBanuu Poccuiickoit deneparuu

3akoHonarenbcTBo Poccniickon denepanny 0 NepCOHAIbHBIX JaHHBIX

JlokapHBIE HOPMAaTUBHBIE AKTHl OPraHU3alMH, PETyIHPYIOLIHe 00ydeHHe
nepcoHaa

ITops ok 3akitoueHus J0roBOpoB (KOHTPAKTOB)

HOpMBI O9THUKHU JCJIOBOTO O6H.I€HI/IH

bazoBble 0CHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(GOPMAIIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl C HUMH

Jpyrue xapakTepuCTUKH

3.4.3. TpynoBas pyHKIMS

HaumenoBa | Opranuzanus ajgantainuu u Kon D/03.6 | YpoBenn 6
HUE CTaKUPOBKH TEepCoHaIa (moxypoBeHb)
KBTI (UKAITTT

[Ipoucxoxnenue Opurnnan X 3auMCTBOBAHO U3
TPyAOBOU (HyHKIIMU OpHUTHHaJIA

Kon Perucrpanuonnsii

OpUTHHANA HOMEp
npogeccuoHaIbHO

ro CTaHaapTa

TpynoBsie 1eHCTBUS

Ananus YCHECITHBIX KOPIOPATHUBHBIX IMIPAKTUK IO OpTraHHU3allvi aJallTaluu U
CTAXXUPOBKC IIEPCOHAJIA

Pa3paboTka IUIaHOB aJanTalyu, CTAKUPOBKH IIEpCOHANIa C OLICHKOI 3aTpar

Opl" aHu3anus Mep0HpI/IHTI/Iﬁ Mo aganTainuu, CTAXXUPOBKE MEPCOHATIA

[ToaroToBKa NMpeIOKEHU 1O COBEPIICHCTBOBAHUIO CUCTEMBI aJIalTalllH,
CTQXXUPOBKHU NEPCOHATIA

[TonroroBka nmpeoxeHuii o GopMUPOBAHUIO OI0/KETAa HA OPraHU3aLINIO
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aJlalTalyy U CTAKUPOBKU IIEPCOHAIA

AHanu3 3¢ (GeKTUBHOCTH MEPOIIPUATHIH 10 aanTalii U CTAXXUPOBKE
nepcoHalia

Heobxomumbie ymeHus

OHpe,I[CJ'IHTB T'pyIIbl I€pCoOHANIA IJI CTAXKUPOBKHU U adalTallun

Omnpenensats pabodne MecTa ISl IPOBEACHHS CTAKMPOBKU M 3l TalluH
nepcoHaa

CornacoBbIBaTh MEPOIIPUATHS alalTAllMU U CTAXKUPOBKU C BO3MOXKHOCTAMU
IIPOU3BOJICTBA

[Ipon3BoANTH aHATIM3 U OLEHKY PE3yIbTAaTOB aJIallTAIl[H M CTAXKUPOBOK
niepcoHaa

CocTaBiATh NPEAIOKEHUS U KOHTPOJIUPOBATH CTATBH PACXOJ0B Ha
IIPOrpaMMbl U MEPOIIPUATHSA 10 ANANTALMK U CTAXXUPOBKE IIEPCOHAIIA JUISL
IUIAHUPOBAHMsI OFO/IKETOB

[Tpon3BouTH OLICHKY () PEKTHBHOCTH MEPOTIPUATHIA TIO TN TAIIN U
CTaKUPOBKE IIEPCOHAJIA

BaenpsaTh cucteMbl BOBI€UEeHNs paOOTHUKOB B KOPIIOPATUBHYIO KYJIBTYPY

Hcmons30BaTh I/IH(l)OpMaHI/IOHHI)IC CHUCTEMBI K 0a3bl JAaHHBIX IO MEPCOHATTY

Co0:1r01aTh HOPMBI ATHKHU JIEJIOBOT'O OOIICHMS

Heo0Oxoaumeble 3HaHUA

MGTOI[I)I azalTanuu U CTAXXKUPOBOK

TexHomornu, METoAbl U METOAUKYU IIPOBEICHMS aHAJIN3a U CUCTEMATU3aLUH
JIOKYMEHTOB M HH(OpMaLUH

HOpHI{OK p33pa6OTKI/I IUIAHOB aJallTalluy IICPCOHAJIa Ha HOBBIX pa60‘lI/IX
MECTax, NOATrOTOBKH, ICPECIIOATOTOBKH 1 ITOBBIICHUA KBaJII/ICI)I/IKaIII/II/I
INEpCOHAJIa U OpraHnU3alu CTAXKUPOBOK

HOpSII[OK COCTAaBJICHHA CMCT 3aTpaT Ha aJalTaluio U CTAXKUPOBKY ICPCOHAIA

[Topsimok BepeHMs ydeTa ¥ OTYETHOCTH TI0 aJlalTalliy U CTaXKHPOBKE
niepcoHasa

CucreMsbl, MeTOIbI U (HOPMBI MAaTEPUAIIBHOTO U HEMATEPHAJILHOTO
CTUMYJIMPOBAHUs Tpyla NEPCOHANIA

TexHonoruu u MeTo bl GOPMUPOBAHMSI U KOHTPOJISI OF0JKETOB

OCHOBBI TEXHOJIOTHHI IMPON3BOACTBA U ACATCIILHOCTU OpraHnu3alun

OCHOBBI 00IIIEH U COMAILHOM IICUXOJIOTHH, COLIMOJIOTHH U IICUXOJIOTHH
Tpynaa

CtpyKTypa OpraHu3aiuy U BaKaHTHBIE TOJDKHOCTH (Tpodeccuu,
CHEINAIbHOCTH)

Tpynosoe 3aK0HOAaTeILCTBO U UHBIE AKTHI, COJEPIKAIINE HOPMBI
TPYAOBOI'O IpaBa

OCHOBBI HAJIOT0BOI'0 3aK0HOAaTebcTBa Poccniickoit denepannn

3akoHoaareabcTBO Poccuiickon denepanny 0 NEPCOHAIBHBIX JaHHBIX

JlokanbHbIE HOPMATHUBHBIE aKTHl OPraHU3AINH, PETYTUPYIOIIUE a1allTAI[UIO
U CTOKHUPOBKY NEpCcoHaa

OCHOBEBI ,Z[OKYMCHTOOGOPOTa 1 JOKYMCHTAIMOHHOI'O obOecnieueHUs

[TopsiioK 3aKITIOYEHHS IOrOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOT'O 06II_ICHI/I$I

ba3oBbie 0CHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
UH(OPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl ¢ HUMH

Apyrue
XapakTECPUCTUKHU
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3.4.4. Tpynoas pyHKIHSA

HaumenoBa | AnMuHHCTpUpPOBaHHE MIPOLIECCOB U Kon D/04.6 | YpoBeHb 6
HUE JIOKYMEHTOO0O0pOTA TI0 PA3BUTHIO U (TmoTypOBEHb )
npodeccCHoHALHOM Kapbepe, KBaTM(pUKAITIH
00y4eHHI0, aIaNTalluu U CTAXKUPOBKE
nepcoHaia
[Ipoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH HYyHKIIUU OpuUTHHAaJIa
Kon Peructparimonnbl
OpUTrvHAaI 1 HOMED
a npodeccuoHanbH

oro cragaapra

TpynoBsie 1eHCTBUS

AHanu3 IpoueccoB, IPaBUII U MOPSAKOB OPraHU3aluy IPU IPOBEIECHUU
MEPONPUITHIA IO PA3BUTHIO U TPO(HECCHOHATIEHOM Kapbepe, 00y4eHHIO,
aJlanTalyy U CTAKUPOBKE NepcoHaa

JlokymMeHTarmoHHOe 0(hopMIIeHHE Pe3yIbTaTOB MEPONIPUATUI IO PA3BUTHUIO
U Tpo(pecCHOHANBHOM Kapbepe, 00yUeHHIO, aanTalii U CTAKHPOBKE
nepcoHaia

[TonroroBka MHAMBUAYAIBHBIX MIPEAJIOKEHUN HA OCHOBE PE3YJILTAaTOB
MIPOBEJICHUS] MEPOTIPUATHI IO PA3BUTHUIO U TPO(dECCHOHATBHON Kapbepe,
00y4Y€HHI0, aflaNTallui U CTAKUPOBKE MEepcCoHasa

[ToaroToBka mpeIoKeHHH 10 COBEPIIEHCTBOBAHUIO CUCTEM 00y4eHUs,
aJanTalyy U CTAKUPOBKH, Pa3BUTHUS U MIOCTPOEHUS MPOPECCHOHATBHON
Kapbephl IEpCOHANIA

ConpoBosk/ieHUE T0TOBOPOB MO OKA3aHUIO KOHCYJIbTAllMOHHBIX,
UH(POPMALIMOHHBIX YCIIYT, HEOOXOIUMBIX ISl IPOBEICHHs 00yueHMs,
aJanTalyy U CTAKUPOBOK, Pa3BUTHS U MMOCTPOECHUSI MPOPECCUOHAIBHON
Kapbephl IEpCOHAA, BKIKOYas IIPEABAPUTEIIBHBIE TIPOLIEYPHI 10 UX
3aKJIF0YECHHUIO

Beinonnenue TpeboBaHuii o XxpaHeHHIo HHGOpMAIMK O pe3ybTaTax
0o0y4deHus, aanTaluu U CTaXUPOBKH, Pa3BUTHUS U IIOCTPOCHUS
npodecCHOHATBLHON Kapbephl IepcoHaa

Heob6xoaumeie ymenwust

OdopMasaTs JOKYMEHTBHI IO BOIIPOCaM MPOBEACHUS 00yUeHHUsI, aAanTaluu 1
CTaXKUPOBKH, Pa3BUTHSI U TOCTPOCHUS MPO(HECCHOHATEHON Kapbephl
MepCcoHalIa, PEI0CTABIIIEMBIC B TOCYIaPCTBEHHBIC OPTaHEI,
npodecCHOHANLHBIE COIO3bI U IPYTHE MPEICTaBUTEIbHBIE OPTaHbI
pabOTHUKOB

OGecneunBaTh JOKYMEHTAITMOHHOE COMTPOBOXKCHUE OOYUCHHS, aIallTallud U
CTaXKUPOBOK, PA3BUTHUS U TIOCTPOEHUS MPOhECCHOHATHHON Kapbephbl
nepcoHasna

AHaM3upoBaTh MpaBUiIa, MPOLEAYPHI U TOPSIIKA IPOBEACHUS 00yUYeHus,
aJanTalyy U CTAKUPOBKH, Pa3BUTHUS U MIOCTPOEHUS MPOPECCHOHATBHON
Kapbephl IEpCcOHAIA

Opranu30BbIBaTh XPAaHEHHUE IOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMH
3akoHoaaTenbcTBa Poccniickoit denepannu u J0KaIbHBIMA AKTaMHU
OpraHu3aIuu
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AHaIM3UPOBATH IOKYMEHTHI M IEPEHOCUTH HH(OPMAIIHIO B
MH(POPMALIMOHHbIE CUCTEMBI U 0a3bl JTaHHBIX

Bectn yder u peructpanuio J0KyMEeHTOB B HH()OPMAITHOHHBIX CUCTEMAaX U
Ha MaTEepUAJIbHBIX HOCUTEIAX

PaGorats ¢ HHPOPMALMOHHBIMU CHCTEMaMU U 0a3aMU JJaHHBIX IO BOIIPOCaM
o0ydeHus, alanTaluu U CTAXKUPOBKH, PA3BUTHUS U IIOCTPOCHUS
npodeccCHOHATIBLHON Kapbepbl IepCcoHala, BEJCHNUS yueTa KaHAUIaTOB Ha
BaKaHTHBIE TOJDKHOCTH (Mpodeccuu, CHerualbHOCTH)

Bectu nenoByro nepenucky

Co0ur0/1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

HeobxonuMble 3HaHUS

[Topsnox oopmiieHusi, BeIeHUS U XpaHEHUS IOKYMEHTALlUU, CB3aHHOM C
cUCcTeMOW 00y4YeHHs, alaNTalluy ¥ CTAXKUPOBKU, PA3BUTHUS M TOCTPOCHUS
npoecCHoHANBLHOM Kapbephl IepcoHalIa

[Mopsimok hopmupoBanwms, BeaeHus: OaHKa JaHHBIX O IEPCOHAIIE
OpraHu3alyy U NPeJOCTaBICHUS OTYETHOCTH

HopmartuBHbIe IpaBoOBbIE aKThI, PETYJIUPYIOLIUE IIpaBa U 00A3aHHOCTH
rOCYIapCTBEHHBIX OPTaHOB M OPraHU3ALUHU T10 IIPEIOCTABICHUIO YyUETHOU
JOKYMEHTaluu

HOpHI{OK O(bOpMJ'IeHI/IH JAOKYMCHTOB, ITPEAOCTABJIACMbBIX B T'OCYAAPCTBCHHLIC
OpTraHbl 1 UHBIC OpraHu3alnun

OCHOBEI ,Z[OKy'MeHTOO60pOTa 1 TOKYMCHTAIITMOHHOI'O obecneyeHus

[Topsimox mpoBeAeHUS 3aKYIOYHBIX MIPOLEayp U 0hOpMIICHUS
CONYTCTBYIOIIEN JOKYMEHTAUN

CrpyKkTypa opraHu3aluu 1 BaKaHTHBIE JTOJDKHOCTH (Ipodeccun,
CHEINAIbLHOCTH)

TpynoBoe 3aK0HOJATEILCTBO U MHBIE aKThI, COJEPKAIIE HOPMBI
TPYZOBOI0 IpaBa

OCHOBBI aPXMBHOI'0 32KOHOATEJILCTBA 1 HOPMATUBHBIE IPABOBHIE aKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUS TOKYMEHTAMH MO MEPCOHATY

OCHOBBI HAJIOTOBOT0 3aK0HOAaTeabcTBa Poccuiickoilt denepanuun

3akoHoaareabcTBO Poccuiickon Penepanny 0 NEPCOHAIBHBIX JaHHBIX

TCXHOJ’IOFI/II/I, METOJbl U MCTOAWKU IMPOBCACHUA aHAJIM3a U CUCTEMATU3 Al
JOKYMCHTOB U HH(bOpMaHHH

JlokasibHbIE HOPMATHUBHBIE AKThl OPraHU3AIUH, PETYIUPYIONINE TOPS 0K
Pa3sBUTHSL U TIOCTPOCHUS MPO(PECCUOHATBHOM Kapbephl, 00ydeHus,
aJlanTalyy U CTAKUPOBKH MepCOHaIa

[Topsgok 3aKiI04eHus: J0roBOpoB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIICHUS

Bba3oBbie 0CHOBBI HHPOPMATUKHU, CTPYKTYPHOE IIOCTPOCHUE
MH(OPMALIMOHHBIX CHUCTEM H 0COOEHHOCTH PabOThl C HUMU

Hpyrue
XapaKTEPUCTUKHI

3.5. O600mienHas TpyaoBast pyHKIUS

HaunmenoBa | [leATenbHOCTB IO OpraHU3alUu TpyAa Kon E | Yposens 6

HUEC W OILIATBI IIEPCOHAJIA KBaJ'II/I(l)I/IKaI_II/II/I

[Ipoucxoxaenue

| Opurunan X | 3auMcTBOBaHO M3 \ \
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0000111eHHO
TPYIOBOM YHKIIUH

OpUruHazia

Kon
OpUTHHAJ
a

Perucrpanmonnsl
1 HOMeEp
npodeccuoHanbH
Oro CTaHjaapra

Bo3MoxxHEbIE
HauMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Crienuanuct o HOPMUPOBAHUIO U OIUIATE TPya
Crennanuct 1o opraHu3alyu U oriare Tpyaa
CrienuanucT 1o KOMIEHCAUsIM U JIbFoTaM
Crenuanuct 1o nepcoHany
Menemkep 1o nepcoHany

TpeGoBanust K
00pa3oBaHUIO U
00y4eHHIO

Bricmiee oOpa3zoBanue
JononnurensHoe mpodeccuoHaabHoe 00pa30BaHUE - IPOTrPAMMBI
po(heCCHOHAITLHOM MEePETIOrOTOBKU B 00JIACTH IKOHOMUKH, HOPMUPOBAHUS

" OIUIATHI TpyZa, IPOrpaMMbI ITOBBIIICHUSA KBaJ'II/I(l)I/IKaI_II/II/I

TpeboBaHMs K OTBITY
HPaKTUYECKOIl paboThI

Oco0Oble yciioBust
JIOITyCKa K pabote

Apyrue
XApPaKTCPHUCTHKH

I[OHOJ'IHI/ITCJ'IBHBIG XapaKTCPUCTHUKU

HaumenoBanue nokymeHTa Kon HaumenoBanue 6a30B0ii rpymniibl, JOKHOCTH
(mpodeccun) niM crenuatbHOCTH

OK3 2412 CrnenpanucTsl N0 KagpaMm U npodopueHTaluu

3423 CrienanucThbl KaJIpOBbIX CITYKO U yUpexIeHUi

3aHATOCTH

EKC - NnxeHep Mo HOPpMUPOBAHUIO TPY/AA

- TexHuk nmo Tpyay

- IKOHOMMUCT MO TPYAY

- MeHeaxep 1o nepcoHaIy
OKIIATP 27755 OKOHOMHUCT M0 TPyy

22956 WMHcnekTop 1o Kaapam

3.5.1. TpynoBas pyHKIHsS
HaumenoBa | Opranusanus Tpyzaa nepcosana Kon E/02.6 | YpoBenb 6
HUE (moxypoBeHb)
KBaJTU(DUKAITIH
[Ipoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYAOBON QYHKIIUU OpUTHHAaJA
Kon PerucrpanuonHslii
OpHUTMHA HOMED
na npo¢ecCuOHATBLHOT
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0 cTaHjapra

TpynoBsie 1eHCTBUS

AHanu3 yclenHblX KOpIOPaTUBHBIX MPAKTUK 110 OPraHU3aluu
HOPMUPOBAHUA TPYZAA ISl pa3TUYHbIX KaTeropuil mepcoHasna, ocooeHHOCTe!
IIPOU3BOJICTBA U JIEATENBHOCTH OpPraHu3alun

Pa3pa0oTka cucTeMbl OpraHu3aluy Tpya NepcoHaia U nopsijaka
HOPMUPOBAHHUS TPyZAa Ha pabOYMX MECTax C OLIEHKOM 3aTpaT Ha IepCOHal

Bueapenue cucreMbl opraHu3aiii Tpyaa nepcoHana U KOHTPOJIsS Hajl
HOPMHUPOBAHUEM C OIpe/IeJICHUEM TPYJIO0EMKOCTH, HOPMAaTUBHON
YHCICHHOCTH, rpahuKOB pabOT M YCIOBUH OIJIATHI TPYAA NEPCOHANA

BerlsiBIIeHHE pe3epBOB MOBBIIIEHUS TPOU3BOAUTEIILHOCTU TPYAA U KaYECTBA
HOPMHUPOBAHUS TPY/Ia, MOATOTOBKA MPEIIIOKEHNUN 110 U3MEHEHUSAM YCIOBHI
Y OIUIAThI TPYZA NepcoHana

[ToaroToBka mpeiokeHui 1Mo GopMUpOBaHUIO OIOKETa HAa OPraHU3AIHIO
TpyZa IepcoHazia

Onpenenenne 3¢ (HEKTHBHOCTH paOOTHI CHCTEMbI OpraHU3aIluU TPyIa U
HOPMHUPOBAHUS TPY/a Ha pabounx MecTax

HeoOxonnmblie ymeHus

BHenpsaTe MeTOIbI pallMOHAIBHONM OpraHu3aluy Tpyaa

PaBpa6aTbIBaTb IJIaHbI OPraHU3allMOHHBIX U TCXHUYCCKHUX MepOHpI/IHTI/Iﬁ 10
IMOBBIIICHWIO IMTPONU3BOAUTCIILHOCTHU TPpyaa

AHaIM3upoBaTh COCTOSTHUE HOPMHUPOBAHUS TPY/a, KAYECTBO HOPM,
MOKa3areyie no Tpyay

Amnanmzupoath 3Q(PEeKTUBHOCTH PabOTHI CUCTEMBI OPTaHU3AIUH TPy
HepcoHala U HOPMUPOBAHUS TPyAa Ha pabounX MecTax

CocTaBisITh U KOHTPOJIUPOBATh CTaThU PACX0O/I0B HA OIIATYy TpyAa
nepcoHaia JJisl INIAHUPOBAaHUS OFOJIKETOB

PabotaTh ¢ nH(DOPMAIITMOHHBIMUA CUCTEMAaMH U 0a3aMH TaHHBIX 110
HOPMHPOBAHUIO U OIJIATE TPYAA epCcoHana

PazpabarbiBath 1 0hOPMIISITH TOKYMEHTHI 110 HANPABIICHUIO I€ITEIILHOCTH

CO6J’IIOI[8.TB HOPMBEI 5TUKH JCJIOBOT'O O6IJ.[€HI/I$I

Heo0xomuMele 3HaHUS

MeTto/1bl yueTa U aHaJIu3a MoKasaresel 1o Tpy1y U oIiare Tpyjaa

MGTOI[I)I OmnpeaAcICHNA, OUCHKHU U CPaBHCHUSA HpOH3BOI[CTB€HHOﬁ
HWHTCHCHUBHOCTH U HAIIPSPKCHHOCTU Tpyadad

MeToabpl HOpMUPOBAHMS TPYAA

MG)I(OTpaCJ'IeBBIe 1 OTPACJICBBIC HOPMATUBLI TPYJOBLIX 3aTPAT

CoBpemeHHbIe (OPMBL, CUCTEMBI OIIAThI U yYeTa MPOU3BOAUTEIHHOCTH
TpyZa IepcoHana

Cucremsbl, MeTOJIbI U (HOPMBI MAaTEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS Tpy/la NEPCOHAIA

TexHonoruu u MeTo bl GOPMUPOBAHMSI U KOHTPOJISI OI0JKETOB

TexHon0rnu, METOABI U METOJMKH ITPOBEICHHS aHAJIM3a U CUCTEMaTU3alux
JTIOKYMEHTOB ¥ MH(GOpMAITIN

OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAIMOHHOTO 00eCTIeYCHUS

[Topsimox Tapudukanuu padboT u pabounx, YCTAaHOBIEHUS JTOJKHOCTHBIX
OKJIAJIOB, JIOTUIAT, HA0ABOK M KOA((PHUIIMEHTOB K 3apab0THOM TU1aTe, pacyeTa
CTUMYJIUPYIOIIMX BBITIAT

TapudHo-kBanmnpUKAIMOHHBIE CIIPABOYHUKH padOT U mpodeccuii pabodnx u
KBTM(DUKAIIMOHHBIC XapaKTePUCTHKH JTOJDKHOCTEH CITY)KaluX

OCHOBEBI TEXHOJIOTHH IMPON3BOACTBA U ACATCIIbHOCTHU OpraHnu3allui




CrtpyKTypa opraHu3aliy 1 BakaHTHBIC JODKHOCTH (TIpodeccun,
CIIEIIUAIILHOCTH )

KaHPOBaH IMOJIMTHUKA U CTPATCIrud OpraHnu3alun

DKOHOMHUKA TPyia

OCHOBBI 0611_[6171 nu COHH&HBHOﬁ INCUXOJIOTHUH, COOUOJOINH U IICUXOJIOTHH
Tpysa

TpynoBoe 3aK0HOJATEILCTBO U MHBIE aKThI, COJAEPKALIE HOPMBI
TPYZOBOI'O IpaBa

OCHOBBI aPXMBHOI'0 32KOHOAATEJILCTBA U HOPMATUBHBIE IIPABOBBIE aKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUS TOKYMEHTAUH 110 NIEPCOHAILY

OCHOBBI HAJIOTOBOT'0 3aK0HOAaTeILCTBA Poccuiickoilt denepairuu

3akonoaarenbcTBo Poccniickoit Denepaniyiv 0 NEPCOHAIbHBIX JIaHHBIX

JIokanpHbIE HOPMATUBHBIE AKTHl OPraHU3aLMU, PETYIUPYIOLIUE TOPII0K
OpraHu3aluyu TPyAa U HOPMUPOBAHUS NIEPCOHAIIA

[Topsiiok 3aKiIt0ueHus J0roBOpOB (KOHTPAKTOB)

HopMmbl 3THKH J1€7I0BOTO OOIICHUS

bazoBbie 0CHOBBI HH()OPMATHUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(OPMAIIMOHHBIX CUCTEM M 0OCOOEHHOCTH PabOThl C HUMH

Apyrue
XApPaKTCPHUCTHKH

3.5.2. TpynoBas GpyHKIHs

HaumenoBa | Opranusanus oriarsl TpyJa Kon E/01.6 | Yposens(momypose 6
HUE IIepCOHAJIA Hb) KBaJIU(PUKAUU
[Ipoucxoxnenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBON (QYHKIIUU OpUTHMHAaJa
Kog Perucrpanuonnsiii
OpUTHHA HOMED
na npo¢eccuoHaIBLHOIO
CTaHJapTa

TpynoBsie 1eHCTBUS

Ananns YCHICHIHBIX KOPIMOPATHUBHBIX MPAKTUK 10 OpraHu3alu CUCTCMbI
OIJIaThI Tpyda MEpCoOHAJIa

Pa3paboTka cucTeMbl OIUIAThI TPY/Ia MEPCOHANA

cDOpMI/IpOBaHI/IC IIJIaHOBOI'O 6IO,Z[)KCT3. (I)OH,[[a OIJIaThI TPpyAa,
CTUMYJIHPYIOIUX U KOMIICHCAIITMOHHBIX BBITIJIAT

BHC,I[pCHI/IC CHUCTCMBI OIJIAThI TpyAa NNCpCOHAJIA

[ToaroroBka npeanoKeHui Mo COBEPUICHCTBOBAHUIO CUCTEMBI OTLIATHI
TpyZAa epcoHana

Heo6xoaumblie ymeHust

CocTaBiATh U KOHTPOJIUPOBATH CTAThU PACXOJOB HA OIJIATy TPY/la
TepcoHaJIa JyIsl TUTAHUPOBAHUS OI0/KETOB U (DOHIOB

[TpuMeHATh TEXHOJIOTUU MaTEPHATBHON MOTHBALIUH B YIIPABICHUH
HIEPCOHAIOM

Pa3pa6aTBIBaTB KOHICIIIHIO IMMOCTPOCHUSA MOTHBAIUOHHBIX IPOIrpaMM
pa6OTHI/IKOB B COOTBCTCTBUHU C LHCJIIMU OpraHu3allii

AHaHI/ISI/IpOBaTB COBPCMCHHBIC CUCTECMBI OIIATHI U MaTepI/IaJIBHOﬁ
(MOHETapHOI) MOTHUBAITUU TPYAA JJIs 1IEJIei OpraHu3aluu
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AHanu3upoBaTh YPOBEHH OIUIATHI TPY/A MEPCOHANIA IO COOTBETCTBYIOIIUM
po¢eCCHOHATBHBIM KBaTU(UKAIUSIM

[TpoBOIMTH MOHUTOPUHT 3apabOTHOM TUIATHI HA PHIHKE TPya

Ananu3upoBath GOPMbI MATEPHATLHOTO CTUMYJIMPOBAHMS, KOMIIEHCAIUI U
JBIOT B OIUIATE TPYAA IEpcoHaNa

Paborarh ¢ nHPOPMAITMOHHBIMU CHCTEMaMHU M 0a3aMH JaHHBIX IO OIJIaTe
TpyZa NepcoHasa

CocTaBiiTh IPOrHO3bI Pa3BUTHS OIUIATHI TPYJ1a IEPCOHAIIA

Co06r01aTh HOPMBI OTHKH JICJIOBOT'O OOIIICHHS

HeoOxoaumeble 3HaHUA

@DOpMBI U CHCTEMBI 3apabOTHOM TUIATHI, TOPSIIOK COCTABJICHUS OIOIKETOB

Cuctemsbl, MeTOBI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPYJa IEPCOHAIIA

Texnonoruu u Mmetozbl HOPMUPOBAHUS U KOHTPOJIS OI0KETOB U (OHIOB

[Mopsimok TapuduKanuu padoT U pabounX, YCTAHOBICHHUS TOHKHOCTHBIX
OKJIJIOB, JTOTUIAT, HAT0ABOK M KOA((HUIIMEHTOB K 3apabOTHOMH I1aTe,
pacyera CTUMYJIUPYIONIUX BBITLIAT

Mertoap! onpeieNIeHUs YUCICHHOCTH PAaOOTHUKOB

TapudHo-KBaTM(DHUKAITMOHHBIC CIIPABOYHUKH padOT U mpodeccuii padbodmnx
Y KBTM()MKAIIMOHHBIC XaPaKTEPUCTUKU JTIOJDKHOCTEH CITY)KaITUX

MeTto b1 y4€Ta U aHaJIn3a IoKa3aTejieH 1o TPYAY U 3apa60TH0171 Ij1aTe

TCXHOJIOFI/II/I, MCTOABI 1 MCTOAWKH IMPOBCACHUA aHaJIM3a U CUCTEMATU3alluU
JAOKYMCHTOB U I/IH(1)OpMaI_II/II/I

KaIIpOBaSI IIOJIMTHUKA U CTPATCTHUA OpTraHHu3allun

CtpyKkTypa OpraHu3aluy U BaKaHTHBIE TOJDKHOCTH (TIpodeccun,
CHEIMAIbHOCTH)

Tpynosoe 3aK0HOIATEJILCTBO U UHBIE aKThl, COAECPIKAIINE HOPMBI
TPYAOBOIO ITpaBa

OcCHOBBI HAJIOTOBOT 0 3aKoHOAaTeNbcTBA Poccuiickoit deneparuu

3akononarenbcTBo Poccniickoit denepanuu 0 NepCOHANbHBIX JaHHBIX

JlokanpHbIE HOPMATUBHBIE aKThl OPraHU3aLMH, PETYIMPYIOIINE OIUIATY
TpyJa

OCHOBBI TEXHOJIOTUH IMPON3BOACTBA U JCATCIbHOCTHU OpraHu3aliin

OcCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIITMOHHOT'O obecrnieueHUs

ITops ok 3akitoueHus J0roBOpoB (KOHTPAKTOB)

OcCHOBBI 00IIIEH M COIHATBLHOM ICUXO0JI0TMH, COLIOJIOTHH U IICHXOJIOTUH
Tpyna

Hopwmbl 5THKN 1€710BOTO O0IIIEHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE IMIOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH PabOThl C HUMU

Hpyrue
XapaKTEPUCTUKHU

3.5.3. TpynoBas GpyHKIHs

HaumenoBa | AIMUHHCTpUpPOBAHUE TIPOIIECCOB U Konx E/03.6 | YpoBenb 6

HHE JIOKYMEHTO000pOoTa MO BOIIPOCaM (moypoBeHb)
OpraHU3aIy TPyAa U OTLIATHI KBaTH(UKAITII
nepcoHana
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[Ipoucxoxnenue
TPYAOBOH (QyHKIIMU

Opurunan X 3aMCTBOBaHO U3

OpUTrHHaJIa
Kon Perucrpanuonnsii
OpUTMHaNa HOMED
po(hecCHOHATLHOTO
cTaHJapTa

TpynoBbie neicTBUS

Ananmuz IIponIeCcCcoOB I[OKYMGHTOO60pOTa, JIOKAJIBHBIX JOKYMCHTOB I10
BOIIPOCaM OpraHu3aliii OIUIAThI M TPpyJa NICPCOHAJIA

OdopmiieHne JOKYMEHTOB 110 BOITPOCaM OIIATHl M TPY/Ia NepcoHaia

HOI[I"OTOBK& HpCI[J'IO)KCHI/Iﬁ I10 BOITpOCaM OIIaThbl U TpyJa II€pCoHAIa

HOIIFOTOBKa HpeZ[JIO)KeHI/Iﬁ 110 COBCPIICHCTBOBAHHUIO CUCTCMBbI OILIAThI U
OpraHHu3allii TpyJa [ICpCoOHAJIa

,Z[OKYMGHTaHI/IOHHOC 1 OPraHu3aiuOHHOC COIIPOBOKACHNUEC CUCTCMbI
OpraHu3allvui 1 OIUIATHI TPpyJa ICPCOHAJIA

[ToaroroBka u 00paboOTKa 3aPOCOB M YBEIOMIICHHH O paOOTHUKAX B
TOCY/IapCTBEHHBIE OpraHbl, NPo(ecCHOHaIbHbBIE COIO3bI U IPYTHUE
MMpEaACTAaBUTCIIbHBIC OpIraHbl pa6OTHI/IKOB, 10 CUCTEMAaM OILJIaThl 1
OpraHM3aluy TpyJa epcoHana

COHpOBO)KZIeHI/Ie J0OroBOpPOB M0 OKA3aHUIO KOHCYJIbTAlMOHHBIX,
I/IH(1)OpMaI_II/IOHHBIX YCJIYT 110 CUCTEMAaM OIUIAaThl U OpTaHU3allui TPpyda
MEpCcoHajia, BKJIOYasa MpCABAPUTCIbHBIC ITPOLUCAYPHI IO UX 3aKJIFOUYCHHUTIO

Heobxonumelie ymeHus

Ob6ecnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOKICHIE MEPOIIPUSATHII 110
OIlIaTE U OpraHU3alluy TpyJla IepcoHaia

OdopMIIATH TOKYMEHTBI TIO BOIIPOCAM OILIATHI Ml OPraHU3alluy TPy
nepcoHala, mpeoCcTaBIsieMble B TOCYIapCTBEHHBIE OPTaHBI,
po(heCcCHOHATTLHBIC COIO3BI M IPYTHE MPEICTABUTEIIHHBIC OPTaHbI
pabOTHUKOB

AHaJ'II/ISI/IpOBaTB HOPMATUBHBIC U MECTOANYCCKUC NJOKYMEHTEI 110 BOIIpOCaM
OIUIAaThl U OpTraHn3alluu TpyJa IICPCOHAJa

Opranu3oBbIBaTh XPAaHEHHUE TOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMH
3akoHoaaTenbcTBa Poccniickont denepanuu u JT0KaIbHBIMA AKTaMHU
OpraHu3aIuu

Bectun YUCT U pETUCTpallio JOKYMCHTOB B I/IH(I)OpMaI_[I/IOHHBIX CUCTEMAX U
Ha MaTCpUaJIbHBIX HOCUTCIIAX

PaGortath ¢ nHGOPMAIMOHHBIMH CHCTEMaMU M 0a3aMy JaHHBIX 11O CUCTEMaM
OIJIaThl M OPTaHM3AlMU TPYJAA MepcoHaa

[TpousBoauTh MpeaBapUTETHHBIE 3aKYTIOYHBIEC TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO TOKYMEHTAIIMIO M0 3aKJIFOUEHHUIO JJOTOBOPOB

Bectu ACJIOBYIO MCPCIIHUCKY

CO6HIO,Z[8.TB HOPMBI 5TUKH JCJIOBOT'O 06H_ICHI/IH

Heo0xomuMele 3HaHUS

HOpH}IOK OCbOpMJ'IeHI/ISI, BCACHUA U XPAaHCHUA JOKYMCHTAIHUU 10 CUCTEMaM
OIUIAThl U OpTaHuU3alui TpyJa NICPCoOHAJIA

HopMmaTuBHBI€ ITpaBOBbBIE aKThl, PETYIUPYIOLIUE MpaBa U 00S3aHHOCTH
rOCYJapCTBEHHBIX OPraHOB U OPraHU3al|u 110 NIPEAOCTABICHUIO YYETHON
JIOKYMEHTaluN

TexHomoruu, METOAbl U METOAMKHU MTPOBEICHUS aHAJIN3a U CUCTEMAaTU3ALUN
JIOKYMEHTOB M HH(OpMaINH

JIokanpHbIE HOPMATUBHBIE AKThl OPraHU3ALHUH, PETYIUPYIOLIUE 0P I0K
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OIIIAaThl, OpraHru3ali 1 HOPMUPOBAHUA TPyada

OCHOBEI I[OKYMCHTOO60pOTa 1 JOKYMCHTAUMOHHOI'O obecneyeHus

[Mopsimox hopMupoBanusi, BeJieHus OaHKA JTaHHBIX U MTPEIOCTABICHUS
OTYETHOCTH 110 CUCTEMAaM OIUIaThl U OpraHu3aluy Tpyaa nepcoHaia

TpynoBoe 3aK0HOJATEILCTBO U MHBIE aKThI, COAEPKALIIE HOPMBI
TPYZOBOI'O IpaBa

OCHOBBI aPXMBHOI'0 3AKOHOAATEJILCTBA U HOPMATUBHBIE ITPABOBBIE aKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUS TOKYMEHTAUU 10 NIEPCOHALY

OCHOBBI HAJIOTOBOT'0 3aK0HOAaTeILCTBA Poccuiickoilt deneparuu

3akonoaarenbcTBO Poccniickoit Denepaiyiv 0 NEPCOHAIbHBIX IaHHBIX

[Topsiok 3aKIIt0UEHUS T0TOBOPOB (KOHTPAKTOB)

[Topsitok mpoBeeHUS 3aKYIIOYHBIX MPOIIeAYp U oopmIIeHuUs
CONYTCTBYIOIIEH TOKYMEHTallUU

HopMmblI 3THKH 1€7IOBOTO OOIICHUS

bazoBbie 0OCHOBBI HH()OPMATHUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(OPMAIMOHHBIX CUCTEM H OCOOEHHOCTH PabOThHI C HUMU

Apyrue
XApPaAKTCPUCTHKH

3.6. O6o0menHas TpyaoBast pyHKIUS

HaumenoBa | JlesATenbHOCTH IO OpraHUA3aluu Kon F YpoBeHb 6
HHE KOPIIOPAaTUBHOM COLIMATIBLHOM KBaJIM(DUKAITIH
MOJINTUKHU
[Ipoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOM OpUTHHaja
TPYAOBOH (YHKIIUU
Kon Perucrpanmonn
opuruHaia BIi1 HOMEpP
npodeccuoHanb

HOT'O CTaHIapTa

BosmoxHbIe
HaMEHOBAaHHS
JIOJIKHOCTEH,
npodeccuit

Crenuanmct 1o ColHabHBIM ITporpaMmmam

Crnennanuct mo paboTe ¢ MpeACcTaBUTEIbHBIMU OpraHaMu PaOOTHUKOB
Crnenuauct no KOprnopaTUBHON COIMAITBHON MOJUTHUKE

Crenuanuct 1no nepcoHany

MeHnemkep 1o nepcoHany

TpeboBanust k
00pa3oBaHUIO U
00y4YeHHIO

Briciiee oOpa3zoBanue

JononaurensHOE TpodecCuoHambHOEe 00pa30BaHUE - MPOTPAMMEI
poeCCHOHAIBHON TTEPENOATOTOBKH U TTPOTPAMMBI TTOBBITIICHUS
KBaTM(UKAIMK B 00JIACTH COITMAIBHBIX TPOTPaMM

TpeGoBaHMs K OIBITY
NPaKTUYECKON paboThI

Oco0Oble yciioBHst
JIOIycKa K pabote

HApyrue
XapaKTCPUCTUKH
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I[OHOJ'IHI/ITCJ'IBHI)IC XapaKTECPUCTUKHU

HaunmenoBanue nokymeHnTta Kon HanmenoBanue 6a30Boii TPYIIIHI, TOKHOCTH
(mpoceccun) wim crienuagTbHOCTH
OK3 2412 CrienaiMcThl 0 KaapaM U MpopOpUCHTAIUN
3423 CrienanmmcThbl KaIpoOBBIX CIYXO U yUpexKIeHHUH
3aHSTOCTH
EKC - CrnenuaJjucr no Kaapam
- MeHeKep 110 nepcoHaxy
OKIIATP 27755 DKOHOMMCT 110 TPYAY
22956 NHcniekTop 1o kagpam
OKCO - -
3.6.1. TpynoBas GpyHKIHs
HaumenoBa | PazpaboTka koprnopaTuBHOMI Kon F/01.6 | YpoBenn 6
HUE COLIMATILHON MOJIMTUKU (moaypoBeHb)
KBaTH(UKALTIH
[Ipoucxoxnenue Opurunan X 3alMCTBOBaHO U3
TPYAOBOH (HYHKIIUU OpUTHHAJA
Konx Perucrpamonn
OpUruHaja BIi HOMEP
npodeccuoHanb

HOTr'0 CTaHAapTa

TpynoBsie 1eHCTBUS

Ananuz YCHICIIHBIX KOPIOPATHBHBIX IIPAKTUK IO OpTraHU3allui COLMUAJIBHOTO
MapTHCPCTBA, COIII/IHJ'IBHOﬁ OTBCTCTBCHHOCTH U COUAJIBHBIX ITPOTrpaMM

Pa3pa60TI<a KOpPHIOPATUBHBIX CONHUAJIBHBIX IPOI'paMM

Pa3pa60TKa CUCTCMBI BBIILJIAT pa6OTHI/IKaM COIIMAJIBHBIX JIBI'OT

Opranu3anus neperoBopoB ¢ MpohecCuoHaIbHBIMU COI03aMH U IPYTUMHU
MPEJICTAaBUTEILHBIMU OpTaHaMU paOOTHUKOB, OOIIIECTBEHHBIMU
OpraHU3aIMsIMHU, B3aUMOJICHCTBHE C TOCYJaPCTBEHHBIMU OpraHaMu

[ToaroroBka mpenaoxeHui mo GopMUPOBAHUIO OIO/KETA B 4aCTH
obecrieueHnst KOPIOPATHBHON COMAITbHON MOJUTHKHI

Heo6xoaumelie ymeHust

OHpCI[CJ'IHTL HCJICBBIC I'PYIIILI IEPCOHAJIA IJIA pa3pa60TI<H
CIICTHAIM3UPOBAHHBIX CONUAJIBHBIX IPOrpaMM

JloBonTh MH(OPMAITUIO O COIMATIBHBIX MTPOrPaMMaXx JI0 LIEIEBbIX IPYIIT
MIEPCOHAJIA C UCIOJIb30BAHNEM NHCTPYMEHTOB BHYTPEHHUX KOMMYHUKAIMI

OHpCI[CJBITL KPUTCPUH U YPOBHH YIAOBJICTBOPCHHOCTH IICPCOHAJIA

Hcmons30BaTh MaTCpHaJIbHbIC © HEMATCPHUAJIbHBIC CUCTEMBI, METOJbI 1
(I)OpMBI MOTHUBAIIMHU B YITPABJICHHUU IICPCOHATIOM

Onpenensatb 00BEMBI CPEACTB IS peaTn3alliy COITMATbHBIX TApAHTHH,
KOPIOPATHUBHBIX JIbI'OT U UHBIX 3JIEMEHTOB KOPIOPATUBHBIX COLIMAIBHBIX
nporpaMM AJis GopMHUpOBaHHMsI OF0JKETOB

CocTaBnaTh U KOHTPOJHUPOBATH CTATbU PACX0J0B HA COIUAJIBHBIC ITPOrpaMMBbI
JJId THNTAHUPOBAHU S 6I0,H)K€TOB

[TpousBoauTh NpeaBapuTeIbHbIE 3aKYIOYHBIE TPOLEAYPHI U 0hopmiieHnE
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COITYTCTBYIOIIEH JOKYMEHTAIMH 10 3aKJIIOUEHHUIO I0TOBOPOB

Co01r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHUS

Heo0Oxoaumeble 3HaHUA

[opsimok u MeTo1bl pa3pabOTKHU TIAHOB U MPOTPAMM COIIMATIBHOTO Pa3BUTHUS
OpraHu3anuu

Mertopl aHaM3a BHIIOIHEHHS COLMAIBHBIX MPOrPaMM H OTIPEEIICHUS HX
HKOHOMHYECKON AP PEKTHBHOCTH

Cucremsbl, MeTOIbI M (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPy/1la IEpCOHAIIA

TexHonoruu u MeTo bl GOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

MCTOI[BI MMPOBCACHUA COIUOJIOTHYCCKUX I/ICCJIGI[OBaHI/If/'I, N3YUYCHUA
06H_ICCTBCHHOFO MHCHU

TCXHOJIOI‘I/II/I, MCTOJbl U MCTOAWKHU IMMPOBCACHUA aHaJIN3a U CUCTEMAaTU3allun
JAOKYMCHTOB U I/IH(bOpMaI_[I/II/I

[opsimok mpoBeeHus 3aKyIMOYHBIX POLEAYp U 0hopMIIeHHUs
COIIYTCTBYIOIIEH JOKYMEHTalu1

OCHOBEBI HpOI/ISBO,Z[CTBeHHOﬁ JACATCIIbHOCTHU OPraHru3aliin

OCHOBBI 00IIIEH U COLMAIBHOM IICUXO0JIOTHHU, COIMOJIOTHH M IICHXOJIOTHU
Tpyaa

CTpyKTypa, 1IeJU, CTPATerus U KaIpoBasi MOJIMTUKA OpTraHU3aIuN

TpynoBoe 3aK0HOJATEILCTBO U MHBIE aKThI, COJEPKALIE HOPMBI TPYIOBOTO
npasa

OCHOBBI HAJIOTOBOT0 3aK0HOAaTeILCTBA Poccuiickoit deneparuu

HopmartuBHbIe IpaBoBbIE aKThI, PETYJIMPYIOLIUE IIpaBa U 00A3aHHOCTH
rOCyJapCTBEHHBIX OPraHOB, MPO(ECCHOHATBHBIX COI030B U APYIHX
IIPEJICTAaBUTENIbHBIX OpraHoB pabOTHUKOB

3akonoaareabcTBO Poccuiickoit depepanny 0 N€pCOHATBHBIX JAHHBIX

JloxaibHBIE HOPMATUBHBIE AKThl OPraHU3aLUH, PETYIUPYIOIIUE TOPSIA0K
(bopMHUPOBaHUS COIMATTEHON TTOJIUTUKHI

OcHoBbI IpaBoBOTO perynupoBanus Poccuiickoin denepanyu nopsaka
3aKJIFOYEHHUH JOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOTO O6H_I6HI/I$I

bazoBbie 0cCHOBBI HHGOPMATHKHU, CTPYKTYPHOE IMTOCTPOCHHE
WH(OPMAIIMOHHBIX CHUCTEM H OCOOEHHOCTH PabOTHI C HUMU

Apyrue
XaPaKTCPUCTHUKU

3.6.2. TpynoBas pyHKIIsS

HaumenoBa | Peanuzauus kopnopaTuBHON Kox | F/02.6 | Yposenn 6
HUE COIIMAIBHON MTOJIUTUKN (moaypoBEHb)
KBaJTM(pUKAITIH
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPyAOBOU (HyHKIMU OpUTHHaJIA
Kon Peructpanmonn
OpUTHHAaNA BIi HOMED
npodeccruonanb

HOro CTa”HAapTa
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TpynoBsie 1eHCTBUS

Brenpenne KOprnopaTuBHBIX COLMAIBHBIX IIPOIPAMM, B TOM YHUCJIE 110
COLIMAJIBHOM MOJIIEP>KKE OTJCNIBHBIX IPyNI paOOTHUKOB

Peanu3anus cCTeMbI COITUATBHBIX JIBTOT, BHITUIAT PAOOTHUKAM C YUETOM
TpeboBaHMi 3aKOHOaTENbCTBA Poccuiickoit deaepanun

OrueHka yJI0BIETBOPEHHOCTH NIEPCOHAIIA KOPIIOPATUBHON COITUATBHOM
OJIUTUKOH

Ouenka 3¢ (HEeKTUBHOCTH MEPOTIPUATHNA KOPITOPATUBHOM COIMATBLHOM
MOJIMTUKHU

[ToaroroBka npeaIoxKEHUN O COBEPLUIEHCTBOBAHUIO MEPOIIPUATUI
KOPIIOPAaTUBHOM COIIMAJIbHOM MTOJTUTUKHU

[ToaroroBka npenaoxxeHuit no GopMUPOBAHUIO OIOKETA HA peaTn3aluio
KOPHOPATUBHOM COIMATIBLHOM MOJUTHUKU U COIMAIBbHBIX MTPOrpaMMm

Heobxonumelie ymeHus

PaccuuTbiBaTh 3aTparhl Ha MPOBEJICHHE CHIEIIMATU3MPOBAHHBIX COLIMATIBHBIX
IporpaMm

[TpoBOIUTH MOHUTOPUHT YCHEIIHBIX KOPIOPATUBHBIX COLMATIBHBIX
IporpaMm

[IpoBOIUTH MEPOTIPUATHS B COOTBETCTBUM C KOPIOPATUBHON COLIMAIBHOM
HOJIUTUKOM

OHpeI[eJ'ISITL HCJICBBIC I'PYIHIIBI IIEPCOHAJIA JJIA CO3JaHUS
CIICHUAIM3UPOBAHHLIX CONUAJIBHBIX IIPOIrpaMM

OnpenensiTb KpUTEPUU U YPOBHH YAOBJIETBOPEHHOCTH NIEPCOHAIIA

Onpenensatb 3 PeKTUBHOCTH MEPONPUITHIA peau3yeMoi KOPIOpaTUBHON
COLMATILHOU MOJIMTUKUA

OpranuzoBbIBaTh B3aUMOJIEHCTBUE C TOCYAAPCTBEHHBIMH OpraHaMH,
HpO(l)eCCI/IOHaJ'[BHBIMI/I COI03aMU U JPYIrUMH NPEACTAaBUTCIIBHBIMU OpraHaMiu
pabOTHUKOB, OOLIECTBEHHBIMU M HHBIMU OpPTraHU3alMsIMHU IO BOIIpOcaM
peanu3anuy KOPIOPATUBHON COLMATIbHON MOJUTUKH

AHaJ'II/I3I/Ip0BaTI> PBIHOK YCJIYT IO COMAJIBHBIM U CIICIUAIM3UPOBAHHBIM
nporpamMmmam COHI/IaJ'II)HOI\/’I MOAACPIKKHU YICHOB LICJICBBIX I'PYIIIT U TOTOBUTH
MPEIJIOKCHUS 110 UX MOCTABHINKAM

[Tpon3BoauTh NpeaBapUTEIbHBIE 3aKYIIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COMYTCTBYIOIIYIO JOKYMEHTALHUIO [10 3aKIYEHUIO JOTOBOPOB

Co0:1101aTh HOPMBI ATHKH JIEJIOBOTO OOIIECHHS

Heo0xomuMele 3HaHUS

BOHpOCI)I YIIpaBJICHHUA COTUAJIBHBIM PA3SBUTUCM OpraHu3allun

MeTtop! aHanM3a BBIIOJIHEHNS KOPIIOPATUBHBIX COLIMAJIBHBIX IPOrpaMM U
ornpezieNIeHus] UX SKOHOMUYECKOM 3ppexTuBHOCTH

CucreMsbl, METOIbI, (HOPMBI MATEPUAITBHOTO U HEMATEPHAIEHOTO
CTUMYJIMPOBAHHUs TPyJla IEpCOHAIIA

MeTo/1p1 TPOBEICHUST COLIMOIOTMYECKUX UCCIEIOBAHUHN, H3yUEHUS
0OIIIECTBEHHOTO MHEHU S

TexHomoruu, METOABI U METOJIMKH ITPOBECHHS aHaJIM3a U CUCTEMAaTU3alluu
JIOKYMEHTOB ¥ MH(GOpMAITIU

HopMaTuBHBIE ITpaBOBBIE aKThI, PETYIUPYIOIIUE MPaBa U 00S3aHHOCTH
TOCYJaPCTBEHHBIX OPTraHOB, MPO(PECCHOHATBHBIX COI030B U APYTUX
MPEJICTABUTENBHBIX OPraHOB PAOOTHUKOB MO MPEIOCTABICHUIO YUYETHON
JIOKYMEHTaIUN

[Topsiiok poBeieHus 3aKyOYHBIX MPOLEAYp U 0(OpMIICHUS
COIYTCTBYIOIIEH TOKYMEHTAallUuU

CtpyKTypa, 1IelH, CTpaTerus ¥ KaapoBas MOJUTHKA OpraHu3alun




OCHOBBI HpOH?;BOI[CTBGHHOfI ACATCIIbHOCTHU OpraHru3allin

OCHOBEHI 061].16171 u COL[HaJIBHOfI IICUXOJIOTHUH, COIUOJOINH U IICUXOJIOTHH
Tpyda

TpynoBoe 3aK0HOJATEILCTBO U MHBIE aKThI, COJAEPKALIE HOPMBI
TPYJOBOI'O IpaBa

OCHOBBI APXMBHOI'0 3AKOHOATEJILCTBA U HOPMATUBHBIC MPABOBHIC aKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS IOKYMEHTALMU 110 MIEPCOHATY

OCHOBBI HAJIOTOBOT0 3aK0HOAaTeNbcTBA Poccuiickoit denepanuu

3akoHonareabcTBO Poccuiickoit denepanyu 0 NepCOHAIbHBIX JaHHBIX

JlokanpHbIE aKThl OPraHU3aLUU, PETYIHPYIOLIUE TIOPAIOK BHEAPEHUS
COLIMAIILHOW MOJIMTUKH

ITopsi 10K 3aKIIFOYEHUS IOTOBOPOB (KOHTPAKTOB)

HopMmbI 3THKH 1€7T0BOTO OOIICHUS

bazoBble 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE ITIOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTU PabOThI C HUMU

Jlpyrue xapakTepucTuKu

3.6.3. TpynoBas GpyHKIHs

HaumenoBa | AQMUHUCTPUPOBAHHUE MPOLECCOB U Kon F/03.6 | YpoBenb 6
HUE JIOKYMEHTOO00O0pOTa IO BOIPOCcCaM (oTypOBEHbD)
KOPIIOPaTUBHOMN COLMATbHON KBaJIM(pUKAITIH
HOJINTUKU
[Ipoucxoxnenue Opurunan X 3alMCTBOBaHO U3
TPYA0BOH (QyHKIIMU OpUTHHAJA
Kon Perncrpanmonnslii
OpUTHHAlA HOMEp
npodeccuoHalIbHOTO
CTaHaapTa

TpynoBsie 1eHCTBUS

AHanM3 NporeccoB JOKYMEHTO000pOTa, TOKATbHBIX JOKYMEHTOB 1O
BOINPOCaM KOPIMOPATUBHOM COIMATEHOM MONTUTHUKH

JoxymeHnTanmonHoe o(hopMIIeHHE Pe3yIbTaTOB KOPIIOPATUBHON COITUATBHON
MOJIUTUKU

IToaroToBKa MpeIIOKEHUIN IO Pa3BUTUIO KOPITOPATUBHOW COLMATIBHOMN
TIOJINTUKU

[ToaroroBka pe3yJbTaTOB aHAJIW3a COOTBETCTBUSI KOPIIOPATUBHOM
COILIMATILHOM MOJIMTUKH TPeOOBAHMIM 3aKOHOIaTeNIbcTBa Poccuiickoii
denepalviy ¥ yCIOBHSIM PhIHKA TPyAa

JIOKyMEHTallMOHHOE U OPTaHU3alMOHHOE CONTPOBOXKICHUE MEPOITPUATHI
KOPIOPATUBHOMN COIMATIBLHON MTOJTUTUKHI

[TonroroBka n 06paboOTKa 3aIIPOCOB M YBEAOMIIEHUH 0 pabOTHHUKAX B
rocy/1apCTBEHHbIE OPTraHbl, MPOPECCHOHANBHbBIE COIO3bI U APYTUE
IpeCTaBUTENIbHBIE OPTaHbl PAOOTHUKOB IO BOIIPOCAM COLMAIBHOM
MOJIMTUKY B OTHOIIEHUH NIEPCOHAIIA

ComnpoBOoX/JIeHUE JOTOBOPOB M0 OKA3aHUIO KOHCYJIbTAIIMOHHBIX U
MH(OPMALIMOHHBIX YCIYT MO MEPOTIPUSATHSIM KOPIIOPATUBHOM COIMAIbHOM
MOJINTUKY, BKJIIOYAs PEABAPUTEIbHBIE TPOLIEAYPHI MO MX 3aKIIOUYEHUIO
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Heo6xoaumbie ymenust | OQopMiIssTh JOKYMEHTHI 110 BOIIPOCaM KOPIIOPATHBHOM COIIMAIBLHON
MIOJINTUKH, IIPEJOCTABIISIEMBIE B TOCYIaPCTBEHHBIEC OPIaHBI,
NPEJCTaBUTENIbHBIE OPTaHbl PAOOTHUKOB

AHanu3upoBaTh MpaBUIIa, MOPSAIKH, IPOLIEAYPHl KOPIIOPATUBHOM
COLIMAIILHON MOJIMTUKUA

O0ecrieunBaTh JOKYMCHTAIIUOHHOC COIIPOBOXKIACHUC COHH&HBHOﬁ IIOJIMTHUKH
B OTHOIICHHWH IICPCOHAJIA

Opranu3oBbIBaTh XPAHEHHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
APXUBHOIO0 3aK0HOAaTeNbcTBA Poccuiickoit denepaviv ¥ JTOKaIbHBIMU
aKTaMH OpraHu3aluu

[TpousBoauTh npeaBapUTeIbHbIC 3aKYIIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIYIO JTOKYMEHTAIMIO 10 3aKJIFOUEHUIO JJOTOBOPOB

PaGoTtath ¢ I/IH(bOpMaI_[I/IOHHBIMI/I chcTeEMaMu U 0a3aMu JaHHBIX I10 BOIIpOCaM
COHH&HBHOﬁ INOJIMTUKN B OTHOIICHHWHU IICPCOHAJIA

Bectn YUCT U perucTpaliuo J0KYMCHTOB B I/IH(I)OpMaI_II/IOHHLIX CHUCTEMAX U
Ha MaTCpUaJIbHBIX HOCUTCIIAX

Bectn ACJIOBYHO IICPCIIUCKY

Co0mrogaTh HOPMBI THKH JIETIOBOTO OOIICHHUS

HGO6XOI[I/IMHG 3HaHHUA HOpHI{OK O(bOpMJ'IeHI/IH, BCACHU U XPAHCHUSA JOKYMCECHTAIUU 10 COHH&HLHOﬁ
IMOJIMTUKE B OTHOIICHWH IICPCOHAJIA

[Mopsimox hopMupoBanus, BeACHHs OaHKA JaHHBIX U MIPEIOCTABICHUS
OTYETHOCTH 110 BONPOCAM COLIMAJIbHON MOJIMTUKU B OTHOLIEHUHU NTEPCOHAIIA

TGXHOJIOFI/II/I, MCTOJbl U MCTOAWKHU IMPOBCACHUA aHaIW3a U CUCTEMAaTU3allun
JOKYMCHTOB U HH(bOpMaHHH

OCHOBBI IOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUs

[Topsimox mpoBeACHUS 3aKYMOYHBIX MPOLETYp U 0(hOpMICHUS
CONYTCTBYIOIIEN JOKYMEHTAIUU

CrpyKTypa opraHM3aluy 1 BaKaHTHBIE IOJDKHOCTH (podeccun,
CHEINAILHOCTH)

TpynoBoe 3aK0HOIATEILCTBO U MHBIE aKThI, COJEPKAIIE HOPMBI
TPYZOBOI0 IpaBa

OCHOBBI APXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIC PABOBHIE aKThI
Poccuniickoit denepanuu, B 4aCTU BEICHUS JOKYMEHTALUU 10 IEPCOHATY

OCHOBBI HAJIOTOBOT0 3aK0HOAaTeIbLCcTBA Poccuiickoit deneparun

HopmaTtuBHBIE IPaBOBBIE aKThl, PETYIUPYIOIIUE MTpaBa U 0053aHHOCTH
roCy/IapCTBEHHBIX OPTaHOB, MPOPECCHOHANBHBIX COI030B U IPYTUX
NPECTaBUTENIbHBIX OPTaHOB PAOOTHUKOB IO MPEIOCTABICHUIO YUETHOM
JIOKYMEHTaIuu

3akonoaarebcTBo Poccuiickoit denepanuu 0 MepCOHATBHBIX TaHHBIX

JloxanpHbBIE HOPMATUBHBIE aKThl OPraHU3aLUH, PETYIUPYIOIIUE TOPSIA0K
BHEJIPEHUSI KOPIIOPATUBHOU COLUATIbHOM ITOJIUTUKU U COLUAJIBHBIX
porpamm

[Topsaok 3aki04eHus: J0roBopoB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIICHUS

bazoBbie 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
UH(OPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl ¢ HUMH

HApyrue -
XapaKTCPUCTUKH
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3.7. O6o6uienHas TpyaoBas QyHKIHS

HaumenoBan | OnepanroHHOE yIipaBieHUE IEPCOHATIOM 1 Kon G | YpoBenb 7
ue noJipa3zielieHueM OpraHu3aluu KBaJIM(DUKALH
u

[Ipoucxoxnenue Opurunan X 3aMMCTBOBAHO U3
000011IeHHON OopUruHaja
TPYAOBOU (HyHKIIMU

Kon Perucrpamonn

OpUTHHAala bIif HOMEp
npodeccuoHaib

HOT'O CTaHdapTa

Bo3moxHbie
HauMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

PykoBonuTeNnb CTpyKTYpPHOTO MOApa3iesieHus
HauanpHuK CTpYKTYpHOTO MOAPA3ACICHHS

TpeGoBanust K
00pa3oBaHUIO U
00y4YeHUIO

Beiciiee oOpa3oBaHue - CHENUAINTET, MaTUCTpaTypa

JononHautenbHOe NpodeccnoHanbHOoe 00pa30BaHuUE - IPOrPaMMBbI
npodeccuoHaIbHON NEePEeNoArOTOBKY B 00IaCTH YIIPABIECHUS [IEPCOHAIIOM,
OIIEPAIIMOHHOTO U TAKTHYECKOTO YIIPABIICHUS; IIPOrPAMMBbI TIOBBILICHUS
KBaJM(PUKAIIMY B O0JIACTH YIIPABIICHUS IEPCOHATIOM, OIIEPALIMOHHOTO U
TaKTUYECKOT'0 yIpaBJICHUS

TpebGoBaHMs K ONBITY
NPaKTUYECKON paboThI

He menee nsitu et B 061acTH ynpaBieHUs IepCOHATIOM

Oco0Oble yciioBUst
JIOIycKa K pabote

Apyrue
XapaKTCPUCTHUKU

JlonomHuTENbHBIE XapaKTEPUCTUKH

HaunmenoBanue nokymeHnra Kon HaumenoBanue 6a30Boii rpymibl, JOTHKHOCTH
(mpodeccun) niM CreuaIbHOCTH
OK3 1232 PykoBonuTenu noapasaenenuit (ciyx0) ynpaBiaeHus
KaJ[paMH U TPYAOBBIMHU OTHOIICHUSIMU

EKC - HavaabHuK o112 KaAPOB
- HavyajbHHUK 0T/Ie/1a OPraHUu3aliu U OILIATHI TPYAA
- HavanbHuK oT/1€/1a OATOTOBKH KA/JPOB
- HavyajbHHK 0T/I€/1a COHAJBLHOTO Pa3BUTHS
- 3aBeaywoimii (Ha4YaJbHUK) OTIEJI0M KAJIPOB

OKIIATP 24063 Menemxep 1no nepcoHany

3.7.1. TpynoBas pyHKIMs
HanmenoBa | Pa3zpaboTka cuCTeMBbI ONIEPAIIIOHHOTO Kon G/01.7 | YpoBeHb 7

HUE yIpaBJICHUS IEPCOHAIOM U PAOOTHI (mogypoBeHb)
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[ CrpyKryproro noxpasaeneana | [ | cowmbmeamn [ ]

[Ipoucxoxnenue
TPYAOBOH (QyHKIIMU

Opurunan X 3aMMCTBOBaHO U3
OpUTHHaja
Kon Peructparnmonubrit
OopUruHasia HOMED
po¢eCCHOHATBHO

ro CTaHapTa

TpynoBsie 1eHCTBUS

AHanu3 yclenHblX KOPIOPAaTUBHBIX MPAKTUK 110 BOIIPOCAM CTPATErMYECKOI0
U OIIEPATUBHOIO YIIPaBJIEHUs [IEPCOHAIOM OpraHU3aluu

ITocTaHoBKa OnepaTUBHBIX 1I€JIEH IO BOMPOCaM yIPABJICHUS IEPCOHATIOM

Pa3paboTka miaHoB, mporpamMm ¥ Npoueayp B ypaBIeHUH IEPCOHATIOM

Pa3zpaboTka npeioxkeHuit Mo CTpyKType MoApa3AesieHHs] U MOTPEOHOCTH B
nepcoHae

Pa3paboTka npennoxeHuil o 00ecnevyeHnIo NepcoHanoM, GOpMUPOBAHUIO
CHCTEM OLIEHKH, Pa3BHUTHsI, OIUIATHI TPY/A, KOPIIOPATUBHBIM COIIMAIBEHBIM
IIporpaMmam 1 COLMAJIBHON ITOJIMTUKE

Pa3paboTka npennoskeHuit o 3arparax 1 GOpMUPOBAHUIO OIOKETa Ha
nepcoHall

Pa3paboTka npennokeHuil o 3aKJIF0UEHHUIO JOTOBOPOB 10 YIIPABIICHUIO
HEPCOHAJTIOM C [TOCTABIIMKaMHU YCIYT U IPOBEIECHUE MPeIBAPUTEIbHBIX
IpoLEeLyp M0 UX 3aKII0UYECHUIO

Heo6xoanmelie ymeHust

OpraHu3oBbIBaTh paboTy NMepcoHaa CTPYKTYPHOTO OJpa3IesIeHUs

OnpenensaTs 3a1a4u MepcoHaa CTPYKTYPHOTO MOAPA3IEICHUs, UCXOS U3
1[eJIel ¥ CTPAaTEeruu OpraHu3aluu

CozniaBaTh U ONUCHIBaTh OPraHU3aLMOHHYIO CTPYKTYPY, LIEIH, 3a/1a4H,
(YHKIUU CTPYKTYPHOI'O NOJpa3IesIeHUs

[IpuMeHsATh METOABI YIIPABICHHS MEXINYHOCTHBIMUA OTHOLIEHUSIMU,
dbopMUpOBaHUS KOMaH]I, Pa3BUTHUS JTUJIEPCTBA U UCTIOTHUTEILHOCTH,
BBISIBJICHUS TAJIAHTOB, OTIPEJICIICHHS YIOBICTBOPEHHOCTH PabOTOM

OHpeI[eJ'ISITL, AHAJIIU3UPOBATh, MOJACIINPOBATH U BBICTPANBATh BHYTPCHHUC
KOMMYHUKAIIUW IEPCOHAJIA

Pa3pabarbiBaTh NPOEKTHBIE MPEITIOKEHUS U MEPONIPUATHUS 10 AP (HEKTUBHON
paboTe nepcoHana

BrenpsTh cTpaTeruio mo ynpasieHHIO IEPCOHATIOM

CocTaBisTh, PACCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTATHU
pacxo/10B Ha MepCcoHall, pa3padbaTbIBaTh NPEIJIOKEHUS 10 3aTpaTaM Ha
nepcoHa Juisg GopMUpPOBaHUS OrO/KETa

[IpeacraBisaTh HHTEPECHI OPraHNU3alMU U BECTH IEPETOBOPHI C
npo¢eCCHOHATBLHBIMHU COI03aMH U APYTUMHU MPEICTABUTEIbHBIMUA OpTaHaMU
pabOTHUKOB, B3aUMOJIEHCTBOBATh C FOCYIaPCTBEHHBIMU OpraHU3aUsIMU

AHaJ'II/ISI/IpOBaTL I/IH(l)OpMaI_II/IIO 10 MOCTaBIIMKaM YCIIYT B o0iactu
YIpaBJICHUA IIEPCOHAIOM U 110 YCIIOBUAM 3aKJIHOYAaCMBIX JTOIOBOPOB

[Tpou3BoauTh MpeaBapUTENbHBIC 3aKYIIOYHBIEC TPOLIETYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO TOKYMEHTAIIMIO IO 3aKJII0UEHHUIO JOTOBOPOB

Paborats ¢ mHPpOpPMAIIMOHHBIMHA CHCTEMaMH U 0a3aMU JTaHHBIX IO BOIIPOCaM
yIpaBieHUs EPCOHATIOM

OpranuzoBbIBaTh U MPOBOJAUTH KOPIOPATUBHBIE MEPOIPUSITHSI C IEPCOHAIOM




Co01r0/1aTh HOPMBI ATUKHU JACIIOBOTO OOIIECHUS

HeobxonuMble 3HaHUS

MeTo/1b1, CHOCOOBI 1 HHCTPYMEHTHI YIIPaBICHUS EPCOHAIIOM

Ilenwn, cTparerusi pa3BUTHs U OM3HEC-TINIAH OPTaHU3AINH

ITonuTHKa ynpasieHus NEPCOHAIIOM OpraHU3aluu

MCTOI[H aHaJIn3a KOJIMYECTBCHHOI'O U KAYCCTBCHHOI'O COCTaBa IEpcoHaaia

Cuctembl CTaHIAPTOB 0 OM3HEC-TIpolieccaM, MpoQeccusiM, HoOpMaM Tpyaa

Cucrembl, MeTObI M (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPy/1a IEpCOHAIIA

TexHonoruu u MeTopl HOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

[Topsiiok poBeneHus 3aKyOYHBIX MPOLEAYp U 0(OpMIICHUS
COIIYTCTBYIOIEH JOKYMEHTalUU

OCHOBEHI HpOPI3BO,I[CTB€HHOI>i ACATCIIBHOCTH OpraHru3allin

OCHOBBI 00IIIEH U COLMAIBHOM IICUXO0JIOTHH, COIMOJIOTHH M IICHXOJIOTHU
TpyJa, SKOHOMHKH TpyJia, 0€30MacHBIX YCIOBHM Tpyda

CTpyKTypa Opranuszanuu

TpynoBoe 3aK0HOATEILCTBO U UHBIE aKThI, COJEPKAIIE HOPMBI
TPYJOBOIO IpaBa

OCHOBBI APXMBHOI'0 3AKOHOAATEJILCTBA U HOPMATUBHBIE IIPABOBBIE aKThI
Poccuiickoiit denepanuu, B 4aCTU BEACHUS JTOKYMEHTAUH 10 MEPCOHAITY

OCHOBBI HAJIOTOBOT0 3aK0HOAaTeILCTBA Poccuiickoit deneparuu

OcHOBBI MUTPALITMOHHOTO 3aKOHOAaTenbCcTBa Poccuiickoit denepanuu, B
YaCTH MPUBJICYECHUS U TPYAOYCTPONCTBA HMHOCTPAHHBIX IPaX/1aH U JuLl 6e3
I'paXK1aHCTBA

OCHOBEBI AAMUHUCTPATHBHOI0 3AaKOHOAATEC/JILCTBA B obOacTu YIIPpaBJIICHHUA
MEPCOHAIOM U OTBETCTBCHHOCTH JOJDKHOCTHBIX JIMI]

3akoHoaareabcTBO Poccuiickoi @epepanni 1o 3amuTe NEPCOHAIBHBIX
JAHHBIX

JIokanbHBIE HOPMATUBHBIC AKThI OpraHru3alu B obiactu YIIpaBJICHUA
NIEPCOHATIOM

ITopsi1oK 3aKIIFOYEHUS] TOrOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOTO O6H_I6HI/I$I

bazoBbie 0cHOBBI HHGOPMATUKH, CTPYKTYPHOE MTOCTPOCHUE
MH(OPMAIIMOHHBIX CUCTEM M OCOOEHHOCTH PabOTHI C HUMHU

Hpyrue

XapPaKTCPUCTHUKHU

3.7.2. TpynoBast pyHKIMS

HaumenoBa | Peanu3anus onepaimoOHHOTO Kon G/02.7 | YposeHnb 7
HUE yIpaBIeHUS IEPCOHATIOM U PabOTHI (moypoBeHb)
CTPYKTYPHOTO MOApa3IeIeHUs KBaTM(UKAITTH

[Ipoucxoxnenue Opurnnan X 3auMCTBOBAHO U3
TPYAOBOH (HYHKITUU OpUruHaza

Kon Perucrpammon

OpUruHana HBII1 HOMEp
npodeccuoHat
BHOTO

CTaHJapTa
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TpynoBbie neicTBUS

HJ'IaHI/IpOBaHI/Ie ACATCIIBHOCTH IMOAPa3aACIICHUA U IIEPCOHAIA

OnepaTtuBHOE yIpaBlIeHUE NIEPCOHAJIOM MOPa3IeICHNs OpraHu3aluu

Pacuer 3aTpar 1o noapaszieneHuIo U MoAr0TOBKA MPEIOKEHUN /ISt
(dhopmupoBaHus OrOKETA

PazpaboTtka cTaHIapTOB EATEILHOCTH MOAPA3ACICHUS U YHUDUKAIHS
IIPOLIECCOB

[IpoBeieHne MHCTPYKTaKa 10 OXpaHe TpyJa

[TocranoBka 3a1a4 pabOTHHUKAM CTPYKTYPHOT'O TOpa3AeieHus,
OTNpeJICJICHUE PECYPCOB JIJISl X BBIMOJHEHUS, KOHTPOJb UCIIOJIHEHUS

AHanu3 MIaHOB ¥ OTYETHOCTH MMOJAYMHEHHBIX paOOTHUKOB, pa3paboTKa
IIPEIJIOKEHUH 10 YIYUYIIEHHIO IT0Ka3aTeel 1eATeNbHOCTH NOApa3AeIeHUs

DopMuUpOBaHUE OTYETOB 0 pabOTE CTPYKTYPHOTO MOAPA3ICICHUS

Heo0Oxonnmblie ymeHus

OmnpenensaTs 30HBI OTBETCTBEHHOCTH M 3()()EeKTUBHOCTH pabOTHI IIepcoHalia
CTPYKTYPHOTO MOJIpa3/IeCHUs, pacpeAesATh 3aJa4ul U 00ecreunBaTh
MaTepUAIbHO-TEXHUUECKUE PECYPCHI ISl UX UCTIOTHEHUS

[IpyMeHsITh METO/1bI ONIEPATUBHOIO YIIPABJIEHMSI IEPCOHATIOM OpraHU3aluu

KOHTpOHI/IpOBaTB HUCIIOJIHCHUC nopyquI/Iﬁ " 3aaa4, BHOCHUTb
CBOCBPCMCHHBIC KOPPCKIHU B IIJIAHBI U 3a1a41

Omnpenensts nokazarenu 3pPexTuBHOCTH PabOTHI IEpCcoHAala
110/1pa3JIeJIeHUs

praBJ’IHTL MOTHBaLUEH nepcoHalia, €ro BOBJICYCHHOCTBIO U JUCITATIIIMHOM
Tpyaa

CocTaBiATh MJIaHBI I€ATEIBHOCTH CTPYKTYPHOTO MOApa3AeieHUs
OpraHu3aIu

CocTaBisATh, paCCUUTHIBATh, KOPPEKTUPOBATH U KOHTPOJIUPOBATh CTaThbU
pPacxoJI0oB CTPYKTYPHOTO TOIpa3ieNeHus Jyisi GOpMUPOBAHUS OI0KETOB

IIpon3BoaUTE aHAIU3 TEKYILIEN ACATEIBHOCTH CTPYKTYPHOTO
MIOAPA3ACIICHNS U BHEAPATH MPOLIEAYPHI IO €€ ONTHUMH3ALUN

[IpencraBiasTh HHTEPECH OPraHU3ALMHI U BECTH IIEPETOBOPHI C
rOCyJJapCTBEHHBIMH OpraHaMu, MPo(hecCHOHAIbHBIMU COI03aMHU M IPYTUMHU
MIpe/ICTaBUTENbHBIMU OpraHaMu paOOTHHUKOB 10 BOIIPOCAM MEPCOHAA

Bectu nmeperoBopsl ¢ MOCTaBIIMKAMU YCIIYT 110 YCIOBUSAM 3aKII0YaeMbIX
JOTOBOPOB

[IpousBoaUTE peaBapUTEIbHBIEC 3aKYMTOUHBIE IPOLIETYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO IOKYMEHTAIIMIO 110 3aKJIFOUYEHHUIO T0TOBOPOB

[TpoBOIUTH ayIUT pE3yabTATOB PaObOTHI C IEPCOHATIOM

PaboTaTh ¢ mHGOPMAIIMOHHBIMU CHCTEMaMH U 0a3aMH TaHHBIX 110
BOIIPOCAM YITPaBJIEHUS IEPCOHAIOM

Co0ro1aTh HOPMBI OTHKH JIEJIOBOTO OOIIICHHS

HCO6XOI{I/IMBIC 3HaHUA

TCOPI/II/I YIIpaBJICHHUA IICPCOHATIOM U €0 MOTHUBAllUN

MeTto/1pl aHaIKM3a BBIIIOJIHEHNS IUIAHOB U 3a7ia4, ONPEAEICHUS X
SKOHOMMYECKOH 3P PeKTHBHOCTH

cDOpMBI 1 MCTOIbI OLICHKU MICPCOHAJIA U PC3YJILTATOB UX TPYyJdad

Texmomorun OICPAaTUBHOI'O YIIPaBJICHUA IMCPCOHAIOM OpraHu3alivn

CucremMbl, METOJIBI U (HOPMBI MATEPUAILHOTO M HEMAaTEPHAILHOTO
CTUMYJIMPOBAHUS TPyJia NepcoHaia

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJISL OFOIKETOB

Teopun u MeTo/1bl yIpaBiieHUsI pa3BUTHEM IEpCOHAIA




DKOHOMMKA Tpyia

OpraHu3aliOHHO-IITaTHAS CTPYKTYpa OpraHu3aluu

Ilonutuka YIpaBJICHUA IICPCOHATIOM U COIIMAJIbHAA IMMOJIMTUKA OpraHru3allun

Ienwn, cTparerus pa3BUTHs U OM3HEC-TUIAH OPTaHU3AINH

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

ITopsiaoK yperyaupoBaHusi TpYAOBBIX CIIOPOB

TpeboBanust 1 mpaBuIIa NPOBEJCHUS ayAUTa pabOTHI C IEPCOHATIOM

@OopMBI COLIMAIBHOIO ITAPTHEPCTBA U B3AMMOJICHUCTBHUS C
po¢eCCHOHATIBHBIMU COK03aMH U APYTMMHU IIPEJCTaBUTEIILHBIMU OpraHaMU
pabOTHUKOB, U HHBIMH OPTaHU3ALUIMHI

[opsanox odopmiteHus: KaJpOBbIX JOKYMEHTOB U MPUAAHUS UM
FOPUANYECKON CHIIBI

[Mopsimok mpoBeeHuUs 3aKyIOYHBIX MPOLEAYP U 0hOPMIICHUS
COIIYTCTBYIOLIEH JTOKYMEHTAINH

Tpynosoe 3aK0HOIATEJILCTBO U UHBIE aKThl, COAECPIKALLINE HOPMBI
TPYAOBOIO IIpaBa

OCHOBBI apXMBHOI'0 32KOHOATEJIHCTBA U HOPMATUBHBIC PABOBHIE aKThI
Poccuiickoit denepanuu, B 4aCTH BeJICHUS JOKYMEHTAIIMH 110 TIEPCOHATY

OcCHOBBI HAJIOTOBOT0 3aKOHOAaTeNbcTBA Poccuiickoit deneparu

OCHOBBI MUTPAIIMOHHOTO 3aKOHOIaTeNbeTBa Poccuiickoit denepaiu, B
YaCTH MPUBJICUCHUS U TPYOYCTPOICTBA HMHOCTPAHHBIX TPAXIaH | JIUIL O€3
rpakJIaHCTBA

OCHOBEI AIMUHUCTPATUBHOT'0 3AKOHO/IATEJILCTBA B obOnactu YIIpaBJICHUA
TIEPCOHAJIOM U OTBECTCTBCHHOCTHU JOJDKHOCTHBIX JINI]

3akoHonarenbcTBO Poccniickon denepanny 0 NepCOHAIbHBIX JaHHBIX

JIokanbHBIE HOPMATUBHBIC aKThI OPraHu3alui B 4aCTH YIIPaBJICHUA
TIEPCOHATIOM

OcHoBBI paBoBOTO perynupoBanusi Poccuiickoit deaepannu mopsika
3aKJIFOYEHUS TPaXKJaHCKO-IIPABOBBIX IOTOBOPOB

Hopwmbl 5THKM 1e10BOTO OOIIIEHUS

bazoBbie 0OCHOBBI HHPOPMATUKH, CTPYKTYPHOE IOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH pabOThl C HUMU

Jlpyrue xapakTepucTHKH

3.7.3. TpynoBas pyHKIMS

HanmenoBa | AQMUHUCTPUPOBAHKE IPOLECCOB U Kox | G/03.7 YpoBeHb 7

HUE JIOKYMEHTOO0O0pOTA IO ONEPAITHOHHOMY (moypoBeHB)
yIIpaBJIEHUIO TIEPCOHAIOM U paboTe KBaJTH(pHUKAIUN
CTPYKTYPHOTO TIOJIpa3/ICICHUS

IIpoucxoxnenue
TPYAOBON QYHKIIUU

Opurunan X 3aMMCTBOBAHO U3
OpUTHHAaJA
Kon Peructpanmon
opuruHaia HBIIl HOMEp
npodeccruoHan
BHOTO

CTaHzapTa
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TpynoBsie 1eHCTBUS

AHanum3 mporeccoB JOKyMEHTO000pOTa, JIOKATbHBIX JOKYMEHTOB 110
BOIIPOCaM OIEPAIMOHHOTO YIPABIICHUS IEPCOHATIOM U paOOTHI
CTPYKTYPHOTO MOJIpa3/ie]eHus, ON3HEC-TPOLIECCOB OPTaHU3AIIH,
yJIOBJICTBOPECHHOCTH TIEPCOHANA

JlokyMeHTaIoHHOE 0(hopMIIeHHE Pe3yIbTaTOB ONEPAMOHHOTO
yIpaBJICHUS MIEPCOHATIOM U PabOThI CTPYKTYPHOTO MOpa3ieiIeHHUs,
pe3yJabTATOB ayAuTa pabOTHI C MEPCOHATIOM

[ToaroroBka npeagoKeHui Mo pa3BUTHIO CUCTEM ONEPALMOHHOTO
yIIpaBJICHUS IEPCOHATIOM U pabOThI CTPYKTYPHOTO MO/Ipa3ieeHuUs, 110
HE00XO0IMMBIM KOPPEKTHPYIOIIKUM U MPEBEHTHUBHBIM MepaM

Pa3pa60TKa CHUCTEMBI aHAJIM3a U KOHTPOJIA pa6OTBI IICPCOHAJIA

Kontposnb, cpaBHEHHE U aHATIU3 MPOIIECCOB B 00JIACTH OMEPATUBHOTO
yIpaBJIeHHS MIEPCOHATIOM, PE3YJIbTATOB YIPABIECHYECKHX MEPOIPUSITHIA,
ornpezesieHue GaKkTOPOB, BHI3BIBAIOIINX OTKJIOHEHHE OT TTAHOBBIX
nokasareJiei

[ToaroroBka u 006paboOTKa 3aIIPOCOB, YBEIOMIICHUH, CBEICHUH O
paboTHUKAX B rOCYJAapCTBEHHBIE OpraHbl, Ipo(heCcCHOHAIbHbIE COIO3bI,
00lIECTBEHHbBIE OPraHU3aluu

ConpoBoxk/ieHHE JOrOBOPOB OKa3aHUs YCIIYT IO BOIIPOCaM ONEPaTUBHOIO
yIIpaBJICHUS IIEPCOHAIIOM U pabOTE CTPYKTYPHOIO MOAPA3ACIICHHUS,
BKJIIOYasl [TpeIBAPUTEIIbHBIE IPOLIEYPHI M0 UX 3aKIHOYEHUIO

[ToaroroBka npeanoxxeHuit o (GopMHUPOBAHHIO OIOKETA HA TICPCOHAI
OpraHu3alyu

BrimonHenue TpeboBaHUi 110 XpaHESHUIO HHPOPMAITUH O Pe3ybTaTax
JEHCTBHS CHCTEM OTIEPAIIMOHHOTO YIIPABJICHUS IEPCOHATIOM U paOOTHI
CTPYKTYPHOTO TOAPA3ICICHIS

Heo6xoanmelie ymeHus

KOHTpOHI/IpOBaTB MMpOLECChI YIIPABJIICHUS IICPCOHATIOM HO,[[pﬁSI[CJICHHfI,
OIPECACIIATh UX PC3YJIbTATUBHOCTL U BBISBIIATH q)aKTopI)I OTKJIOHCHHI OT
TIJIAHOBBIX IMTapaMETPOB

Pa3pabatbiBaTh IpOrpaMMBbl JOCTHKEHUS IIeNIEH U ONEPAaTUBHOTO PEIICHHS
3a7a4 Nopa3AeeHui

AHanu3upoBarth, pa3padarbiBaTh U 0QOPMIIATh JOKYMEHTHI IO
OINepaTHUBHBIM ITPOLIECCaM M UX pe3ylbTaTaM

HpOBOI[I/ITL AyIUT KaAPOBBIX IMMPOLICCCOB, IpoueaAyp, Oq)OpMJ'IeHI/ISI
KaJIPOBBIX TOKYMCHTOB U TOKYMCHTOB 110 YIIPABJICHHIO IICPCOHATIOM

KOHTpOJII/IpOBaTB pPacxog0BaHUC 6IOZ[)KCTOB Ha ICpCoHAJ

OdopMasATh TOKYMEHTHI IO ONIEPALIMOHHOMY YIPABIECHUIO IEPCOHAIOM U
paboTe CTPYKTYPHOTO M0/ipa3ieieHus, IPeAOCTaBIsEMbIC B
roCy/1IapCTBEHHbIE OPTaHbl, IPEACTABUTEIbHBIE OpraHbl PA0OTHUKOB

ObecneunBaTh JOKYMEHTALIMOHHOE COTPOBOXKICHHE MO CUCTEMaM
OIIEPALMOHHOTO YIPABJIEHUS IIEPCOHAIIOM U PabOTE CTPYKTYPHOTO
10/1pa3JIEJICHUs

OpFaHI/ISOBBIBaTB XPaHECHHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe6OBaHI/I${MI/I
TPYAOBOI'0O U aPXHBHOI'0 3aKOHOAATEC/JIbCTBA Poccuiickoit (I)G,I[CpaLII/II/I )51
JIOKQJIbHBIMH aKTaMH OpraHu3aluunu

KoHTpommpoBaTh UCIIOTHEHNE TOTOBOPOB MTOCTABIIMKOB YCIYT 110
BOIIpOCAaM MepcoHasa

[Ipou3BoauTh 3aKyOYHBIE TPOLEAYPHI, OPOPMIIATH U aHATU3UPOBATD
3aKyNOYHYIO JOKYMEHTAIUIO
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[IpoBoaUTH EPETOBOPHI U MPEACTABIATH HHTEPECH OPraHU3ALUH B
roCy/IapCTBEHHBIX OpraHax, MpojeccuoHalbHbIX COI03aX U APYTUX
MPEJCTABUTEIBHBIX OpraHax pabOTHHKOB MO BOIPOCAM IepCcCoHaIa

Bectu ngenoByro nepenucky

BecTu y4eT u peructpanuio J0KyMEHTOB B HH()OPMAIIHOHHBIX CUCTEMAX U
Ha MaTepUaJIbHBIX HOCUTEIIAX

PaGoratb ¢ nHGOPMAITMOHHBIMU CHCTEMaMHU U 0a3aMH JJaHHBIX 10
MEPCOHATY M CUCTEMaM OIEPALMOHHOTO YIIPABICHHUS TIEPCOHAIIOM U paboTe
CTPYKTYPHOTO TOJIpa3/IeJICHHUS

Co0imro1aTh HOPMBI ATHKH JISTIOBOTO OOIICHUS

HeobxonuMble 3HaHUS

MeTob! yrpaBieHUs pa3BUTHEM U d3PHEKTUBHOCTHIO OpTraHU3aIINH,
METO/IbI aHAJIM3a BBIMOJTHCHUS TIAHOB U TIPOTPaMM, OMPEICICHUS UX
AKOHOMUYECKOH 3 (HEKTUBHOCTH

MeToab! OIIeHKH pabOoTHI CTPYKTYPHBIX MOJIPA3/IEICHUH, pe3yIbTaToB
TpyJa IepcoHaa

MCTOIII)I MMPOBCACHUA ayJUTa U KOHTPOJIJIMHI'a OIICPATUBHBIX
YIIPaBJICHYCCKUX ITPOLECCOB

CDOpMI)I 1 CUCTEMBI MATCPUAJIBHOTO U HEMATCPUAJIBHOT'O CTUMYJIMPOBAHUA
TpyHda ICpCoHaIa

OCHOBBI TOKYMEHTAIIMOHHOTO 00€CTICUCHUS

[Topsimox oopmieHust, BeCHUS U XPaHEHUSI IOKYMEHTAIIUU 110 CUCTEMaM
OTIEPAIIMOHHOTO YIIPABJICHUS [IEPCOHAIIOM OpPraHU3allU U padoTe
CTPYKTYPHOTO MOJIpa3/IeJICHUs

Iopsinok popmupoBaHus, BeieHUs] OaHKA TaHHBIX U TPEAOCTABICHUS
OTYETHOCTH TI0 CUCTEMaM ONEPaLlMOHHOTO YIIPABJICHUS IEPCOHATIOM U
paboTe CTPYKTYPHOTO MO/Ipa3AeIeHus

HopmaTtuBHbIe TpaBOBBIE aKThl, PETYJIUPYIOLIUE MPaBa U 00A3aHHOCTH
rOCyZapCTBEHHBIX OPraHOB U OPraHU3alMH 110 IIPEAOCTABICHUIO YYETHOM
JOKYMEHTAluU

[Tops ok mpoBeeH s 3aKYIIOYHBIX MPOIeaAyp U opopmIIeHuUs
CONYTCTBYIOIIECH JOKYMEHTAIUU

Ilonutuka YIIpaBJICHUA IICPCOHAJIOM U COLIMAJIbHASA ITOJIMTUKA OpraHru3allun

OpraHu3aloOHHO-IITaTHAs CTPYKTYpa OpraHu3aluu

]_IeJ'II/I W CTPATCrus pasBUTHA OpraHHU3allvun

busznec-nnan u 6I/I3HGC-HpOLIeCCLI opraHu3anuun

TpynoBoe 3aK0H01ATE/ILCTBO ¥ HHBIC aKTHI, COJIEPIKAIINE HOPMBI
TPYJIOBOTO IIpaBa

OCHOBBI APXMBHOT0 3AKOHO/IATEJILCTBA 1 HOPMAaTUBHBIE MIPABOBBIE aKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 IEPCOHAILY

OCHOBBI HAJI0T0BOT0 3aK0HOaTeNbeTBa Poccniickoit denepanuun

OcCHOBBI MUTPALIMOHHOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanun, B
YacTH MPUBJICYEHUS U TPYIOYCTPOICTBAa MHOCTPAHHBIX I'Pa)/1aH U JUL 6e3
I'PAKJAHCTBA

OCHOBEI AIMUHUCTPATUBHOI0 3AKOHO/IATEJIbCTBA B obnact YIIpaBJICHUA
TICPCOHAJIOM U OTBCTCTBCHHOCTHU JOJLDKHOCTHBIX JIWI]

3akononarebcTBO Poccniickoit denepanuu 0 NepCoOHANbHBIX JaHHBIX

JlokanbHble HOPMATHUBHBIE IOKYMEHTHI OPTaHU3allluy B 00JaCTH
YIPABJICHUS IEPCOHATIOM

[Topsiaok 3aKIIFOUYEHHS TOTOBOPOB (KOHTPAKTOR)
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Hopwmbl 5THKH 1€510BOT0 O0IIeHUS

ba3oBble 0CHOBBI HH(OPMATHKH, CTPYKTYPHOE TIOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H 0COOEHHOCTH pabOTHl C HUMHU

HApyrue
XaPaKTCPUCTHUKU

3.8. O606meHHas TpyaoBas GyHKIIHS

HaunmenoBa | Ctparerndeckoe ynpaBieHHE Kon H | Yposenb 7
HUE NIEPCOHAJIOM OpPTraHU3alNH KBaJTM(pUKAITIH
[Ipoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
000011IeHHOI OopuruHajia
TPYAOBOW (HyHKIMU
Kon Perucrpanuonn
opuruHaia Bl HOMEp
npodeccruoHab

HOT'O CTaHJapTa

Bo3mosxHbIe
HaMMCHOBAHUS
JIOJDKHOCTEH,
npodeccuit

Bune-nmpe3suieHT 10 yIpaBJIeHUIO IEPCOHAIOM

JupekTop no nepcoHainy

JIMpeKTop MO yIpaBIEHUIO IEPCOHATIOM

3aMecTUTeNb IeHEPaIbHOI0 JUPEKTOPA 10 YIPABJICHUIO IEPCOHAIOM

TpebGoBanust x
00pa3oBaHUIO U
00y4YeHHIO

Beiciiee o6pa3oBaHue - CIEUATUTET, MaruCTpaTypa

JlononHurtensHOe npodeccuoHalbHOEe 00pa30BaHUE - IPOTPAMMBI
npodeccHoHaIbHON NEepenoAroTOBKY B 00IaCTH YIIPABICHUS IEPCOHAIIOM,
CTPATETUYECKOr0 U ONEPALMOHHOrO YIPaBJIE€HUs, SKOHOMUKU OpPTraHU3aLNH;
IIPOTPaMMBI MTOBBIIICHUST KBATH(PHUKAIINN B 00JIACTH yIIPABICHUS
IEPCOHAJIOM, CTPATErNYECKOT0 M ONEepallMOHHOIO YIPaBJICHUs

TpebGoBaHMs K ONBITY
PaKTUYECKON paboThI

He menee nsitu et B 0671acTH ynpaBieHUs IEPCOHAIOM Ha PYKOBOASIINUX
JOJKHOCTSIX

Oco0Oble yciioBUst
JIOIycKa K padote

Apyrue
XAPaKTCPUCTHUKN

I[OHOJ'IHI/ITCJ'ILHBIC XapaKTCPUCTHUKU

HaumenoBaHnue n1oKymMeHTa Kon HanmenoBanue 6a30B0ii rpymIibl, JOKHOCTH
(mpodeccun) niK crenuantbHOCTH
OK3 1232 PykoBoauTenu noapazaeneHuit (ciryx0) yrnpaBieHus
KaJpaMU ¥ TPYJOBBIMH OTHONICHHUSIMU
EKC - 3aMecTHUTEb JMPEKTOPA 10 YIIPABJIEHHUIO
NEePCOHAIOM
OKIIATP 24063 Menemxep 1o nepcoHany

3.8.1. TpynoBas pyHKITHS
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HaumenoBa | Pa3paboTka cuctembl Kon H/01.7 | YpoBenb(mmomypose 7

HUE CTPaTErnyecKoro yrnpaBJieHUs Hb) KBaJTU(pUKAUU
NIEPCOHAJIOM OpPTraHU3alNH

[Ipoucxoxnenue
TPYAOBOH (QyHKIMU

Opurunan X 3aMMCTBOBaHO U3
OpuUTHHAaJIa
Kon Peructparimonnel
opuruHaia 1 HOMED
npo¢eCCHOHAIIbH

oro cra"nagapTa

TpynoBsle 1eHCTBUS

AHanu3 ycnemHbsIX KOPIOpaTUBHBIX MPAKTUK 110 OPraHu3aluu
CTPATErunyeCKOoro yrnpasaeHUs IEPCOHATIOM OPraHU3aLNH,
OpPraHU3aIlMOHHOI0 NPOEKTUPOBAHUS U B3aUMOJIECHCTBUS NIOApa3/IeICHUN

ITocTanoBka CTPATCTUYCCKUX ueneﬁ B YIIpaBJICHUH IICPCOHAJIOM

PazpaboTka KOPIOpaTUBHOHN MOJUTHKH, IIJIAHOB, IPOTPaMM, TIPOIIETyp H
TEXHOJIOTMH 110 YIPABJICHUIO IEPCOHAIOM

PazpaboTka KOPIOpPaTUBHOMN KYJIbTYPbI U COLUAIBHON MOTUTUKH, CHCTEM
MOTHUBaIUH, 3PPEKTUBHOCTH, OLIEHKU U pa3BUTHsI IEPCOHATIA

DopMUPOBAHUE CUCTEMBI OIJIATHI M OpraHu3aluy TpyAa

Pa3paboTka opraHu3almoOHHON CTPYKTYPHI, TNIAHUPOBAHKUE TOTPEOHOCTH B
IIepCOHAJIe OpraHu3aluu

Pazpabotka nporpamm, IpUHIIUIIOB CTAHJAPTH3AIMH, YHUPUKAIAH,
aBTOMaTH3allM1 MPOLIECCOB YIPABIEHUS EPCOHATIOM U 6€30IacHbIX
YCIIOBUH Tpyza

q)OpMI/IpOBaHI/IC 6IO,[[)K€Ta Ha ICPCOHAJI, TEXHOJIOTHI ayaura pa6OTI>I C
IICPCOHAJIOM U KOHTPOJIJIMHI'A

Heo6xoanmelie ymeHust

PaBpa6aTBIBaTB CTPATCTHUU U NTOJIUTUKU B YIIPABJICHUH IICPCOHAJIOM

Co3znaBaTh ¥ ONUCHIBATH OPraHU3ALMOHHYIO CTPYKTYPY, LEJH, 3aJJa4H,
(YHKIMU CTPYKTYPHBIX MOAPa3AeIeHUN U TOJKHOCTHBIX JIUI]

[IpumeHATh METOABI YIPABICHHS MEXKINYHOCTHBIMUA OTHOLIEHUSIMU,
(hopMUpOBaHUSI KOMaH]I, pa3BUTHS JTUAEPCTBA U UCTIOTHUTEIBHOCTH,
BBISIBJICHUSI TAJIAHTOB, ONPEJICIICHUS YIOBJIETBOPEHHOCTH PabOTOMN

OnpeneJme " aHAJIM3UPOBATHh BHYTPCHHUEC KOMMYHHUKAIIUH,
MOJCIIMPOBATH MOBCJACHUC MEPCOHATIA

HpC,Z[CTaBJ'IHTL HHTCPCChI OpTraHrU3allii B TOCYJapCTBCHHBIX OpraHax, BO
BSaHMOHeﬁCTBHH C HpO(l)COIOSaMI/I, HWHBIMHA NPEACTABUTCIbHBIMH OpraHaMnu
pa60THI/IKOB 110 BOIIpOCaM IepCoHalIa

CocTaBisTh, paCCUNTHIBATH, KOPPEKTUPOBATh U KOHTPOJIUPOBATH CTAThH
pacxoa0B OI0PKETOB M (POHJIOB HAa IPOTPaMMBbI U MEPOIIPUSITHS 110
YIPABIEHUIO IEPCOHAIOM OpPraHU3aluN

[IpoBOANTH ayIUT U KOHTPOJUTMHT B 00JIACTH YNPABJIEHHS IEPCOHATIOM

Pa3pa6aTBIBaTB KOpHOPATHUBHBIC COLTMAJIBHBIC ITPOTPAMMBI

BecTu neperoBopsl 1o BOIpOCcaM COLUAIIBHOIO MapTHEPCTBA C
MPEJCTAaBUTEIbHBIMUA OpraHaMH paOOTHUKOB

PaboTaTh ¢ mHGDOPMAIIMOHHBIMU CHCTEMaMH U 0a3aMH TaHHBIX 110
BOIIPOCAM YITPaBJIEHUS IEPCOHAIOM

Opranu3oBbIBaTh MEPONIPUATHUS IO 00ECTIEUEHUIO BBITTOTHEHUS
TpeOOBaHUIl OXpaHbI TPYJa B COOTBETCTBUH C ACHCTBYIOLIIM




3akoHoaaTeIbecTBOM Poccniickoin denepanuu 1 JTIOKaIbHBIMA AKTAMHU
OpraHu3aIu

Opranu3oBbIBaTh U MPOBOAUTH MEPOIIPUATHS C IEPCOHAIIOM B
COOTBETCTBHUE C KOPIIOPATUBHON COLIMAIILHOM MOJIMTUKON

Co0imro1aTh HOPMBI ATHKH JISTIOBOTO OOIICHUS

HeoOxoaumeble 3HaHUA

Mertoab! ynpaBieHus pa3BUTHEM U 3PHEKTUBHOCTHIO OpraHU3allNH,
aHaJIM3a BBIIOJIHEHUS [UIAHOB M ITPOTPAMM, ONIPEICIICHUS X
HKOHOMHUYECKOH I (PEKTUBHOCTH

MeTo/1b1 O1IEHKH pa0OThI CTPYKTYPHBIX MOAPA3/ICICHUM, Pe3yIbTaTOB
TpyZa NepcoHana

MeTopl IPOBENCHHS Ay TUTOB, KOHTPOJIIMHTA YIIPABICHYCCKIX
MPOIIECCOB

MeToapl aHaIU3a KOJIMYECTBEHHOI0 M KQUueCTBEHHOT'O COCTaBa IICpCoHAJIA

Cuctembl CTaHIAPTOB 10 OM3HEC-TIpoIieccam, MpodeccusiM, HOPMBI Tpyia

Cuctemsbl, MeTObI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPYJla IEPCOHAIIA

MeTo/1bI aHaTH3a COIUATBHBIX IPOTPAMM U OTIPEACTICHUS MX
SKOHOMHUYECKOH 2 (PEKTUBHOCTH

TexHonornu 1 MeTo 161 GOPMUPOBAHUS U KOHTPOJIS OFO/IKETOB Ha
IIepCOHAI

TpebGoBaHust OXpaHbl M OE30MMACHBIX YCIOBHHA TPYJa

HGHI/I, CTpaTCrus U KaapoBas INOJIMTUKA OpraHu3allun

OCHOBBI TEXHOJIOTHH IMPON3BOACTBA U ACATCIbHOCTHU OpraHnu3allin

OcHOBEI COIMOJIOTHH, ICUXOJIOTMHU U SKOHOMUKHU Tpyda

OCHOBEI YIIpaBJICHUA CONUAJIBHBIM PA3BUTUCM OpraHru3alvn

MCTO}ILI HpOBeI[CHI/Iﬂ COIMUOJIOTUYCCKHUX I/ICCHCI[OBaHHi/JI, I/I3y‘~IeHI/I$[
00ILIIECTBEHHOIO MHEHUS

CTpyKTypa Opranu3ainuu

TpynoBoe 3aK0HOIATEILCTBO U UHBIE AKTHI, COJIEPKAIUE HOPMBI
TPYAOBOTO IIpaBa

OCHOBBI apXMBHOI'0 32KOHOAATEJIHLCTBA U HOPMATUBHBIE ITPABOBBIE aKThI
Poccuiickoit denepaiuu, B 4aCTH BEACHUS TOKYMEHTAUH 110 MEPCOHATY

OCHOBBI HAJI0TOBOT0 3aKOHOAaTeNbcTBAa Poccuiickoit deneparumn

OcCHOBBI MUTPAIIMOHHOTO 3aKOHO1aTenbeTBa Poccuiickoit denepanuu, B
YaCTH NMPUBJIEYEHUS U TPYAOYCTPOHCTBA HHOCTPAHHBIX TPAXKAaH U JIUI Oe3
IPAKJAHCTBA

OCHOBEI AIMUHUCTPATUBHOI'0 3aKOHOAATECJIbCTBA B obnactu
YHpaBJICHUA TEPCOHAIIOM U OTBETCTBCHHOCTHU JOJDKHOCTHBIX JIMI]

3akoHonarenbcTBO Poccniickont denepanny 0 NepCOHANBHBIX JaHHBIX

JlokabHBIE HOPMATUBHBIE aKThl OPraHU3AIMU B 00JIACTH yIPaBICHUS
HIEPCOHAIOM

ITopsiok 3aKIt0UeHUs TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1e710BOTO OOIIIEHUS

OcHOBBI HHPOPMATUKH, CTPYKTYPHOE OCTPOCHNE HH(POPMAITUOHHBIX
CUCTEM U 0COOEHHOCTH pabOThl C HUMU

Jlpyrue xapakTepucTHKH

3.8.2. TpynoBas pyHKITUS
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HaumenoBa | Peanu3zanusi cucTeMbl CTpaTErHYeCKOro Kox | H/02.7 | YpoBens 7
HUE yIpaBJIeHUs IEPCOHAIOM OPraHU3ALUU (moxypoBeHb)
KBaJTH(HUKAIUN
[Ipoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (QyHKIMU OpUTHHAaNIA
Kon Peructparmon
OpUrMHaIa HBII HOMEp
npodeccuoHat
BHOTO
cTaHJapTa

TpynoBble neicTBUs

[InanupoBaHue NEATEIBHOCTH U pa3paboTKa MEPONPUSITUIA TTO
YIPaBICHUIO IEPCOHAIIOM JUISl pean3alii CTPATErnYecKuX Leen
OpraHu3aIu

BrenpeHne nonuTuk, I1aHoOB, MPOrpaMM, IPOLEypP U TEXHOJIOTHM 110
YIPABJICHUIO IEPCOHAIIOM

[TocTpoeHne opraHu3aMOHHON CTPYKTYPBI C YY4ETOM IUIAHOBOM
NOTPeOHOCTH B NIEPCOHAJIE U B3aUMOJICHCTBUS CTPYKTYPHBIX
MOJIpa3/IeJICHUIl OpraHu3aluu

Buenpenue u nojaaepxaHiue KOPIOPaTUBHON KYJIbTYPhI M COIUAIBHON
MOJINTUKH, CUCTEM MOTHBAIHH, () (HEKTUBHOCTH, OIICHKU U PA3BUTHS
repcoHaa

BHGI[pCHI/Ie " NOAACPKaHNUEC CUCTCMbI OpraHu3aluu Tpyaa U OIlJIaThl
nepcoHaa

VYrpasineHue BHEIPEHUEM IPOrPaMM M IPUHIMIIOB CTAaHIaPTU3ALNH,
yYHU(PHUKAIIMU, aBTOMATU3AIlMHU TPOIIECCOB YIPABICHUS MIEPCOHATIOM U
0e30MacHbIX YCIOBUN Tpy/a

OpFaHI/ISaHI/ISI IMMPOBCACHUA ayJUTa U KOHTPOJUIMHI'A B YIIPAaBJICHUU
TIEPCOHATIOM

ITocTanoBKa 3a1a4 PyKOBOJUTEISAM CTPYKTYPHBIX MOAPA3AECICHUM,
OINpeJIETICHUE MATEPUAIIBHO-TEXHUYECKUX PECYPCOB JUIsl X BBITOJIHEHUS

AHanM3 OTYETHOCTH T10 YNPABJICHUIO TIEPCOHATIOM U BBISBIICHUE PECYPCOB
110 YIYUYIIEHUIO JIEATEIbHOCTH OpraHu3aliu

CornacoBaHue ycI0BUH 3aKIF0YaEMbIX JJOTOBOPOB 110 BOIIPOCAM
YIIPaBJIEHUS IEPCOHATIOM

Opranusanys NpoBeAeHUS 3aKyIOYHBIX MTPOLIEAYP 110 BOIIPOCAM
yTIpaBJIEHUS IEPCOHAIOM U 0(hOPMIIEHHUS COMTYTCTBYIOLIEH TOKYMEHTAUU
110 HUM

cDOpMI/IpOBaHI/IC 6IOI[)KCT2[ Ha ICPCOHaAJI, TEXHOJIOTHU ayaura pa6OTLI C
ICPCOHAJIOM U KOHTPOJIJIMHIa

HpI/IMCHCHI/IC K pa60THI/IKaM MCP NMOOIIPCHUA U JUCHUIITIMHAPHOTO
B3bICKaHHUA

Heob6xoaumeie ymenwust

[Tpou3BoANTE aHATH3 NEATETHLHOCTH IO YIIPABICHUIO TIEPCOHAIIOM,
pa3pabarbIBaTh okazatena 3p(HEeKTUBHOCTH pabOTHI

DOopMHPOBATH IIJIAHBI K MEPONPHUSTHS IO YIPABICHUIO IEPCOHAIOM

PaccuutsiBaTh 6IOII)KCT B 00JacTu YIIpaBJICHUA IICPCOHATIOM

Onpenenarh 30HbI OTBETCTBEHHOCTH PAOOTHUKOB M MOPA3CICHHM,
CTaBUThH 33a4U PYKOBOJUTEISIM MOAPA3ICICHHI U 00ECTICUNBATh PECYPCHI




JJIA UX UCITOJTHCHUA

KoHnTponanpoBaTh 1 KOPPEKTUPOBATH UCIIOJIIHEHUE MOPYUYCHUH U 33724

YnpaBasath 3¢ (HEeKTUBHOCTHIO M BOBICYEHHOCTBIO MIEPCOHAA,
JHMCIUIIMHON Tpy/a U coOII0/IeHHeM Oe3011aCHBIX YCIOBHUI Tpya

BecTu neperoBopsl 110 BOIpocaM COLUAIBHOTO MapTHEPCTBA U
MIPEICTaBIIATh MHTEPECH OPraHU3alMK B OCY1apCTBEHHBIX OpraHax,
Ipo(eCCUOHATIBHBIX COI03aX U IPYTUX MPEICTaBUTEIbHBIX OpraHax
pabOTHHUKOB, U OpPraHU3aIMSIX 110 BOIIPOCAM IIepcoHaa

Paborath ¢ MHQOPMALIMOHHBIMU CHUCTEMAaMU U 0a3aMH JaHHbIX 110
BOIPOCaM YIPABICHHS NEPCOHATIOM

HpOBOI[I/ITB AyJIUT U KOHTPOJUJIMHT B obnactu YIIpaBJICHHA IIEPCOHATIOM

®opMUPOBATH U TPOBOJIUTH COLUATBHYIO MOJUTUKY U COILIUAIbHBIC
MIPOrPaMMBbI

Bectu MEPETOBOPLI € NOCTABIIUKAMH YCIIYT 110 YCJIOBHAM 3aK/IIOYaCMBbIX
J0roBOpPOB

[Ipon3BoauTh 3aKyNOYHBIE TPOLEAYPHI, ODPOPMIIATH U aHAIU3UPOBATD
3aKyIOYHYIO JOKYMEHTALUIO

Co0r01aTh HOPMBI ATHKH JICJIOBOT'O OOIICHHS

Heo0Oxoaumeble 3HaHUA

Metoap! ynpaBieHus pa3BUTHEM U YPHEKTUBHOCTHIO OpPTraHU3aIINH,
METO/Ibl aHAJIM3a BBIIIOJIHEHUS IUTAHOB U ITPOTPAMM, OTIPEICIICHUS X
HKOHOMHUYECKOH I (HEKTHBHOCTH

OpraHI/I3aHI/I$I YIIPpaBJICHUA PAa3BUTUCM OpraHU3allun

Teopuu ynpaBieHus OpraHu3alueil, MOJUTUKA U CTPATErUs YIIPABICHUS
IIEPCOHAIOM

MeTop!l aHaM3a BHITIOTHEHUS IJIAHOB | 3314, ONPEISIICHIUS UX
HKOHOMHUYECKOH 3 (PEKTUBHOCTH

MeTo/1bl OIIEHKH, pe3yNbTaToB U 3 PEKTUBHOCTH TPyAa

Metoast BHCAPCHHA CUCTCMBI YIIPABJICHUS IICPCOHAJIOM

OcHOBBI paboOTHI 10 MPOGHOPUEHTALUU

MeTouKH MJIaHUPOBAHUS U MPOTHO3UPOBAHUS NOTPEOHOCTH B NIEPCOHANIE

HeHI/I, CTPATCTUA pa3BUTHA U OM3HeC-TUIaH OopraHu3anun

Teopuu 1 MeToabl HOPMUPOBAHUIO OPEH/Ia OpTraHU3aIIH

TpeboBaHust 0XpaHbl U O€30MACHBIX YCIOBUH Tpya

MCTO}II/IKI/I pa3pa60TKH 1 BHCAPCHUA JIOKAJIBHBIX HOPMATHBHBLIX dKTOB

[Topsaok 3aKiIFOYEHNS TPYIOBBIX TIONOBOPOB, PETYJIMPOBAHUS TPYIOBBIX
CIIOPOB

OCHOBBI COIMOJIOTUH, TICUXOJIOTHH, SKOHOMUKH TPYy/1a U YIPABICHUS
COLIMAJIBHBIM Pa3BUTHEM OpPraHU3aLUU

MeTo1bl TPOBEAECHHUS COLMOJIOTUYECKUX UCCIEA0BAHUM, H3YUCHUS
00LIIECTBEHHOTO MHEHUS

Texnonornu IMPOBCACHUA ayJJUTa U KOHTPOJUIMHIAa B YIIPaBJICHUHU
MIEPCOHATIOM

[ops ok mpoBeeH s 3aKyIIOYHBIX MPoLeTyp U ohopmIIeHus
COIYTCTBYIOIIEH JOKYMEHTALUU

TexHonoruu, cTanapTU3alys, yHUQHUKaIus, aBTOMaTU3alKs IPOLECCOB
YIIPaBJIEHUS IEPCOHATIOM

CTpyKTypa opraHusanuu

TpynoBoe 3aK0HOIATEILCTBO U UHBIE AKTHI, COJIEPHKAIUE HOPMBI
TPYAOBOI'O IIpaBa
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OCHOBBI apXMBHOI'0 32KOHOIATEJILCTBA U HOPMATUBHBIC PABOBHIE aKThI
Poccuiickoit dexnepaiuu, B 4aCTU BEACHUA IOKYMEHTAIIUM 110 MEPCOHAITY
OcHOBBI HAJI0TOBOT0 3aK0HOAaTeNbcTBA Poccuiickoit deneparuu
OCHOBBI MUTPALIMOHHOTO 3aKOHOIaTeNbcTBa Poccuiickoit dexnepaiuu, B
YaCTHU MPUBJICUCHUS U TPYIOYCTPOICTBA MHOCTPAHHBIX TPAXAaH U JIUIl O€3
rpak1aHCTBA

OCHOBBI IMUHUCTPATHBHOI'0 3aKOHO/IATEJIbCTBA B 00J1aCTH
YIPABJICHHS IEPCOHATIOM M OTBETCTBEHHOCTH JIOJKHOCTHBIX JIUI]
3akonoaaresbcTBO Poccuiickoit denepanuu 0 NepCOHAIbHbBIX JaHHBIX
[Tops /10K 3aKJIFOUEHUS T0TOBOPOB (KOHTPAKTOB)

JlokaapHBIC HOPMATUBHBIE aKTHI B 00JIACTH YIPABICHUS IIEPCOHATIOM
Hopwmbl 3THKM 1€710BOT0 O0IIEHUS

bazoBbie 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE TOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H 0COOCHHOCTH pabOTHl C HUMH

Jpyrue xapakTepuCTUKU

3.8.3. TpynoBast pyHKIHSA

HaunmenoBa | AnMuHUCTpUpPOBaHME MIPOLIECCOB U Kon H/03.7 | YpoBens 7
HUE JIOKYMEHTOO00pOTa 110 CTPATErnYeCKOMY (momypoBeHb)
YIPaBJICHUIO IEPCOHAIOM OpraHu3aluu KB (PUKAITAN
[Ipoucxoxnenue Opurunan X 3alMCTBOBaHO U3
TPYAOBOH (QyHKIIMU OpHUTHHasIa
Kon Perucrpanmonn
OpHUruHaia BIii HOMEDP
npodeccruonan
BHOTO
CTaHaapTa

TpynoBsie 1eHCTBUS

AHanM3 MpoIeccoB JOKYMEHTO000pOTa, TOKATbHBIX JOKYMEHTOB IO
BOIPOCAM YIIPaBIIEHUs IEPCOHAIOM, OU3HEC-TTPOLIECCOB OPTraHU3AIINH,
yJIOBJIETBOPEHHOCTH TIEPCOHAIIA

JlokyMeHTarmoHHOE 0(hOpMIICHUE PE3YJIbTATOB YIIPaBJIEHUS IEPCOHATIOM,
€ro ayauTa, paboThbl CTPYKTYPHBIX [TOJIpa3ieieHU

JIOKyMEHTaIlMOHHOE U OpraHN3allMOHHOE COITPOBOXKIEHNE CTPATETNYECKOTO
yTpaBJIEHUS IEPCOHAJIOM U PaOOThI CTPYKTYPHBIX MOJpa3esIeHUH

[TonroroBka mpenoKeHUH M0 Pa3BUTHIO CUCTEM YIIPaBJICHUS IEPCOHATIOM,
0 HEOOXOAUMBIM KOPPEKTUPYIOIIMM U MPEBEHTUBHBIM MEpPaM H 110
MOBBIIICHHUIO 2P PEKTUBHOCTH PabOThl CTPYKTYPHBIX MOJIpa3aeeHui

KoHTpons mporieccoB B 001acTu yrpaBieHHs IEPCOHATIOM U PabOThHI
CTPYKTYPHBIX TTOAPA3ACIICHU, CPAaBHEHHUE U aHAJIU3 MPOIIECCOB,
pPEe3yNbTaTOB YIPABIEHYECKUX MEPOTPUATHH, onpeeneHne (akTopos,
BBI3BIBAIONINX OTKJIOHEHHE OT MJIAHOBBIX MTOKa3aTeen

CornacoBaHue U KOHTPOJIb JOTOBOPOB 10 BOIPOCAM U CUCTEMAM
CTPaTEruuecKoro yrnpaBiIeHHsl IEPCOHATIOM U paboTe CTPYKTYPHBIX
[OJpa3AeJIEHUH, OpraHu3alus IPOLEeAyp 10 X 3aKJIFOUEHUIO

HOI[FOTOBKa PE3YIBTATOB aHAJIM3a COOTBETCTBUA OPraHuU3alii U OIJIAThI

TpyZa NepcoHaja YCHEIIHbBIM KOPIIOPATUBHBIM NIPAKTUKAM
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BrinmonHnenue TpeboBaHUi 110 XpaHEHUIO HHPOPMAITUHU O Pe3yabTaTax
JNEHCTBUS CUCTEM CTPATErHueCcKOro yrpaBJIeHHsI IEPCOHATIOM U pabOThI
CTPYKTYPHBIX IOJIpa3/ICICHUI

HeoOxomumbie ymeHus | AHaJIM3UPOBATh, pa3padaThiBaTh M OPOPMIATH JOKYMEHTHI IO MPOIeccaM 1
pe3yJibTaTaM YIpaBJICHUS IEPCOHAIOM B padOTe CTPYKTYPHBIX
Nopa3/IeICHUA

[IpuMeHsTh METO/IbI aHAJIM3a OM3HEC-TTPOIIECCOB OPraHU3alun

OrnpenensaTs NporpaMMbl JOCTHXKEHHUS 1IEJIEH U PEIICHUS 3a]1a4
Noipa3/IeICHUIA

[IpoBOANTH ayAUT CUCTEMBI YIIPABICHUS IEPCOHATIOM

HpOBOI[I/ITB KOHTPOJUJIMHI' CUCTEMBI YITPABJICHHU IIEPCOHATIOM

KonTtponupoBats OI0/KeT Ha IEPCOHAI U YIIPABICHUE PACXOAaMH Ha
nepcoHall

OpranuzoBbIBaTh COIPOBOXK/IEHUE I0TOBOPOB 10 BOIIPOCAM YIIPaBJICHUS
[IEPCOHAJIOM, BKJIIOUYAs IIPEABAPUTENBHBIC IPOLICAYPHI 110 X 3aKIIOYEHUIO

Oprann30BbIBaTh 3aKYMOYHBIE TPOLEAYPHI, OPOPMIISTH U aHATTU3UPOBATH
3aKyINOYHYIO JOKYMEHTALUIO

KOHTpOJ’IHpOBaTB H AaHAJIU3UPOBATH BOIIPOCHI COLMHAJILHOI'O IIapTHEPCTBA,
AOT'0OBOPLI ITOCTABIIUKOB YCIIYT

IIpoBOAUTE EPETOBOPBI U IPEACTABIIATH UHTEPECHI OPraHU3aLUN B
rOCyJapCTBEHHBIX OpraHax, NpopeCcCHOHATIBHBIX COI03aX U IPYTUX
MPEJICTAaBUTENbHBIX OpraHax padOTHUKOB U OpraHU3AIMIX [0 BOIIPOCaM
IIEpCOHAJIA

Bectu ACJIOBYHO IMCPCIIUCKY

PabotaTe ¢ nH(DOpMAITMOHHBIMU CHCTEMaMH U 0a3aMu JaHHBIX 1O
MEPCOHAIY, CHCTEMAaM YIIPABIICHUS [IEPCOHAIIOM U OpraHU3aluu
JIESATETbHOCTH CTPYKTYPHBIX MOJIpa3ieJIeHUuI

ObecneunBaTh KaJIpoOBOE JEIONPOU3BOJCTBO U JJOKYMEHTAIL[MOHHOE
COITPOBOKJICHHE TPOIIECCOB IO YIPABJICHUIO TIEPCOHAIIOM U paboTe
CTPYKTYPHBIX HOJpa3esIeHHH

OpFaHI/I?,OBI)IBaTI) XpaHeHI/Ie }IOKYMGHTOB B COOTBCTCTBHUU C Tp€6OBaHI/I$IMI/I
TPYAOBOI0 U APXMBHOI0 3aK0HOAaTeabcTBA Poccuiickon denepaunu u
JIOKAJIbHBIMHU aKTaMH OpFaHI/ISaIII/II/I

CO6J’IIOI[8.TB HOPMBEI 5TUKH JCJIOBOT'O 06IJ_IGHI/I$I

Heo6xoaumeie 3Hanus | KoprnopaTuBHast KynbTypa, colManbHas HOIUTHKA, CHCTEMBl MOTHBALIUU U
3 PEKTUBHOCTH YIIPABIECHUS IEPCOHAIOM

Metoap! ynpaBieHUs pa3BUTHEM U 3((HEKTUBHOCTHIO OPTaHU3AIMH, METO/IbI
aHaJIN3a BBITOJHEHUS TUIAHOB U TIPOTPAMM, ONIPEICTICHHSI UX
HKOHOMHUYECKON AP EKTUBHOCTH

MGTO)II)I MMPOBEACHUA ayJUTa, KOHTPOJIA OIICPATUBHBIX YITPABICHYCCKUX
MponeccoB, CONUOJIOTNICCKUX I/ICCJ'IG,ZLOBaHI/Iﬁ

busHec-1u1aH 1 GM3HEC-TIPOIECCHl OpraHHU3aIHH

bromxeTHoe IMPOCKTUPOBAHNC

OpranuzanoHHOE MPOEKTHPOBAHNE

DopMBI, METOJBI U CUCTEMBI MATEPUATIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPyJla IEpCOHAIIA

CucreMbl cTaHAAPTOB 1O OU3HEC-TIpolIeccaM, PO ecCHsIM
(criennaabHOCTSM), HOPMBI Tpyia

MeToap! aHaIU3a KOJWYECTBEHHOI'O M KQUECTBEHHOTO COCTaBa IEpcoHajia
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KaHpOBaH IMOJIMTHKA OPraHu3alnuu

[Topsimok popMupoBanus, BeJieHNs OaHKa TaHHBIX U MPEJ0CTABICHUS
OTUYETHOCTH TI0 CUCTEMAaM YIPABIICHUS IEPCOHAIOM B pabOTE CTPYKTYPHBIX
Nopa3/IeICHUIA

OCHOBBI JOKYMEHTAITMOHHOTO 00ecTeueHu s, MOpsA0K oopMieHus
JIOKYMEHTOB, [IPEAOCTABIISIEMBIX B TOCYIapPCTBEHHBIC OPraHbl,
po(heCCHOHANTLHBIC COFO3bI, OOIIECTBEHHBIC OPTaHU3AIIH

HeJ'II/I 1 CTPATCrus pasBUTHA OpraHu3allun

[Topsimok mpoBeAeHUS 3aKYIOYHBIX MTPOLETYp U 0hOpMIICHUS
CONYTCTBYIOIIEN JOKYMEHTAlUN

HopMaTuBHBI€ ITpaBOBbBIE aKThl, PETYIUPYIOLIUE MTPaBa U 00S3aHHOCTH
rOCYJapCTBEHHBIX OPraHOB U OpTraHU3aIMH MO MPEAOCTABICHUIO YUYETHOMN
JIOKYMEHTaIuu

CtpyKTypa Opranu3aiuy U BaKaHTHBIE JOJDKHOCTH (Tpodeccuu,
CIICIIUAJILHOCTH )

Tpynosoe 3aK0H01aTe/ILCTBO U UHBIE AKTHI, COJIEPKALLNE HOPMBbI
TPYAOBOIrO IIpaBa

OCHOBBI APXMBHOI'0 32KOHO/ATEJILCTBA U HOPMAaTUBHBIC PABOBHIC aKThI
Poccuiickoit denepanuu, B 4aCTH BeIeHUS JOKYMEHTAIUU 110 IEPCOHAITY

OCHOBBI HAJIOTOBOT0 3aK0HOAaTeNbCcTBA Poccuiickoit deneparun

OcHOBBI MUTPAIIMOHHOTO 3aKOHO1aTenbeTBa Poccuiickoit denepanun, B
YaCTH NMPUBJICUECHUS U TPYAOYCTPONCTBA HHOCTPAHHBIX IPAXKAAH U JUIL Oe3
I'PaKIaHCTBA

OCHOBEBI AAMUHUCTPATHBHOI'0 3AKOHOAATEC/JIbCTBA B obnacTu YIIpaBJICHUA
NEPCOHAJIOM U OTBETCTBCHHOCTH JOJIDKHOCTHBIX JIMIT

3akonoaareabcTBO Poccuiickoit depepanny 0 NEPCOHATBHBIX JAHHBIX

JlokanbHbIE HOPMATUBHBIC AKThI OpraHu3alu B obiactu YIIPpaBJICHUA
NIEPCOHAIIOM

[Topsiiok 3aKiI0oueHus 10roBOpoB (KOHTPAKTOB)

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

bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE ITOCTPOEHUE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU pabOThI C HUMU

Hpyrue

XapPaKTCPUCTHUKHU

IV. CBenennst 00 oprann3zanmsx - paspadoTynkax npogecCHOHaIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs OpraHU3alUsA-Pa3padOTUUK

O6mepoccuiickoe 00beTMHEHHE padoToaaTene "Poccuiickuii Cor03 MPOMBIITUICHHUKOB 1
npeanpuHuMaresneil’, ropox Mocksa

HcnonaurensHeii Bune-npe3uaeHt Kysemus IMutpuit Bnagumuposud

4.2. HaumeHOBaHUs OpraHu3alii-pa3paboTuNKOB

1 AHO "HanmonansHOE areHTCTBO pa3BUTHs KBanukanuii', ropoa MockBa

2 Acconmanus (Coro3) "Acconmanusi KOHCYJIbTaHTOB 10 MO00py nepcoHana', ropoa Mocksa

3 I'pynnia HeadHunter, ropon Mocksa
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4 3A0 "KPOK HHKOPHOPEﬁTEﬂ", ropoa Mocksa

5 Nudopmanmonno-ananmuruyecknii neHTp "Kamapossiid [{o3op", ropon Mocksa

6 MI'O "OITOPA POCCHUHN", ropog Mocksa

7 MexnyHapoaHas acCouuanus J1eJI0BOro COTpyAHUYECTBa, ropo Mocksa

8 HOUY JITO "NuctutyT npodeccrnonanbHOro KajapoBuka', ropox Mocksa

9 MII "Acconmanus EBponeiickoro 6usneca'", ropog Mocksa

10 HII "BKK - HanpioHanbHbI# CO03 KaipoBUKOB', ropoa MockBa

11 HII "Mexaynapoansiii anbsiHe "TpynoBas murpanus', ropog Mocksa

12 HIT "HarmmonanpHast acconuarysi OQPUCHBIX CIEIUATUCTOB U aIMUHUCTPATUBHBIX
paboTHUKOB", ropo MockBa

13 HIT MHO "Accouuanus menemxepo Poccun', ropon Mocksa

14 HIT CYPD "HanumonansHas koH(penepamus "Pa3BuTue 4eI0BEYECKOTo KamuTaia'",
ropoa Mocksa

15 OAO "BJJHX" (I'AO BBII), ropox Mocksa

16 OAO "T"azmpom HedTh-HoBocuOmpck", ropox HoBocubupck

17 OAO "OObennHeHHas CyIoCTpouTeNIbHas Kopropanus'", ropox Mocksa

18 OAQO "PX/1", ropog Mocksa

19 OAO "Caxanun DHepxku MuBectMenT Komnanu", ropon FOxxno-CaxanuHck

20 OAO "Tarnedts" umenu B.JI. [ammna, ropon Kazanp

21 OAO "Hayuno-npousBoactseHHoe oobennHenue "Hayka'", ropog Mocksa

22 00O "LG Electronics Rus", ropog Mocksa

23 00O "busnec [Icuxonorn SHL Russia & CIS HII", ropog Mocksa

24 000 "UT-CK", ropoag Mocksa

25 000 "Jlykonn-Uuxunupusr", ropon Mocksa

26 00O "OKBb 3ennt", ropon Mocksa

27 00O "llerponanym Tpelaunr", ropon Mocksa

28 00O "lNonurpad-3amura", ropog Mocksa

29 OO0 "LenTp kaapoBbIX TexHoiorui - O6ydyenue. CtaxupoBku. TpynoycTpoiicTBo",
ropoa Mocksa

30 Poccuiickoe npencraButensctBo "Coleman Services UK" ("Koynaman Cepsucuz"),
ropoa Mocksa

31 Toproso-npomslinneHHas nainara Poccuiickon @enepannu, ropog Mocksa

32 ®I'BOY BIIO "MockoBckuil rocyaapcTBeHHbIN yHuBepcuTeT uMenn M.B. JIomoHocoBa",
[ITxona gupekropa 1mo nepcoHanry, ropoa Mocksa

33 OI'BOY BIIO MCY, ropoa Mocksa

34 OI'BOY BIIO M3CH, ropox Mocksa

35 OI'bOY BIIO Cubupckuii rocyaapcTBeHHbIN yHuBepcuTeT myteit coobmenus (CIYIIC),
ropoa HoBocuGupck

36 ®I'BY "Hay4yHo-uccienoBaTenbCKU HHCTUTYT TPY/la ¥ COLUAIBHOIO CTPAXOBaHUS'"
MuHncTepcTBa TpyJa U conMalbHOM 3amuThl Poceniickont @enepannu, ropox Mocksa

37 ®I'VII "[Toura Poccun", ropog Mocksa

38 OK "VYpancub", ropoq Mocksa

*(1) Odmepoccuiickuii KiaccupukaTop 3aHIATHH.

*(2) Odmepoccuiickuii kKjiaccu(pukaTop BUIOB SKOHOMUIECKON AESITETLHOCTH.

*(3) Ennnblii kBaaupuKaIMOHHBIN CIPABOYHUK JTOJDKHOCTEH PYKOBOJUTENEH, CIICITUATMCTOB U
JIPYTUX CIyKAIlKX.

*(4) Oomepoccuiickuii kiaaccuurarop mnpodeccuit pabouyux, MAOHKHOCTEH CIyXallUX W
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Tapu(HBIX pa3psioB.



