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I. O01ue cBeaeHusa

YrpaBieHue nepcoHaaIoM OpraHu3auu 07.003

(HanMeHOBaHME BHA TPO(ECCHOHATIBHOM JeITETbHOCTH) Kon

OcHoBHas 11€71b BUJ1a IPO(hecCHOHAIBbHON JAEeSITEIbHOCTH

Ob6ecnieuenre 3PPeKTUBHOTO (HYyHKIIMOHUPOBAHUS CHCTEMBI YIPABICHUS MEPCOHAIOM IS JOCTHKCHHUS
1esnel opranu3aluu

['pynna 3aHATHIA:

1912 VYrpasnastonme Tpya0BbIMH 2423 Cnenmanuctel B obmactu  moabopa ®
pecypcaMu UCIIOJIH30BaHUS MIEPCOHATIA
Crenuanucrel B 00J1acTH

2424 MOATOTOBKHU U Pa3BUTHUSA - -
nepcoHasa

(xom OK3Y) (HaMeHOBaHHE) (xon OK3) (HaumMeHoBaHMe)



OTHeceHue K BUIaM 3KOHOMUYECKOU IEATEILHOCTH:

01-99 Bce BUIBI DKOHOMUYECKOH TeITENBHOCTH

(xon OKBDJ1?) (HamMeHOBaHWE BUAA YKOHOMUYECKON eI TETLHOCTH)




I1. Onucanue TPyAOBBIX (PYyHKIHI, BXOXAIIUX B MPOeCCHOHANBbHBIN cTaHAAPT (PYHKIHOHATBbHAS KAPTA BUAA

npo¢ecCHOHAIbHOM eI TeJIbHOCTH)

O0600611eHHBIE TPYAOBbIE QYHKIIMU Tpynosie GyHKIMH
KOJI HaMEHOBaHUE YpOBEHBb HaUMEHOBaHUE KO YPOBCHB
KBaNM(PUKAUN (moxypoBeEHb)
KBaJIU(UKALITI
A | JlokyMeHTalnOHHOE 6 Benenue nokyMeHTaluu Mo y4yeTy U ABHKEHUIO IepcoHala A/01.6 6
obecrieuyeHre paboTHI ¢
[epPCOHAIOM Pa3pabotka TUIIOBBIX (POPM JOKYMEHTOB 10 yuery u asuxenuto | AJ02.6 6
MepCoHajia, COMPOBOXKICHUE TpoLenyp 0hOpMIICHUS TPYAOBBIX
OTHOIIICHUM
AJIMUHHCTPHUpPOBAHUE IMPOIECCOB W JOKyMeHTooOopora mo| A/03.6 6
y4eTy W JBHKCHUIO IEepCOHaja, MPEJACTaBICHUIO JOKYMEHTOB
10 TIEPCOHATY B TOCYIaPCTBEHHBIE OPraHbI
B JleaTelbHOCTh 1O 6 Co6op nn(popmaruu o MOTPEOHOCTAX OpraHU3aIMK B IIEPCOHAIIE B/01.6 6
00ecIeuyeHuIo
I1EPCOHATIOM [Touck, npusieyeHue, moadop U 0TOOP MepcoHaia B/02.6 6
AIMUHUCTPHPOBAHHE  TIPOLECCOB M JOKyMeHTooOopota| B/03.6 6
obecreueHus TIePCOHAIOM
C JleATeIbHOCTh 11O 6 OpraHu3anus u IpoBeIeHUE OIIEHKH MTepCoHaa C/01.6 6
OLIEHKE U aTTECTAI[UU
nepcoHana OpraHu3anys 1 IpoBeICHUE aTTeCTAlluK MTePCOHAlIa C/02.6 6
AJMUHUCTPUPOBAHKE IPOIECCOB M JOKYMEHTO00OpOTa MpHU C/03.6 6
MIPOBEJICHUH OIICHKHU M aTTECTAIIMH MTEPCOHAIA
D HesTensHOCTh IO 6 Opranusanus ¥ NPOBEICHHE MEPONPHUATHI IO Pa3BUTHIO M D/01.6 6
Pa3BUTHIO TIEPCOHANA MOCTPOCHUIO MTPOdecCHOHATLHOM Kapbephl EpCoHaa
Opranuzanus 00y4deHus mepcoHaa D/02.6 6
Opranu3anus aJanTalyuy U CTAKHPOBKHU MTepCOHAA D/03.6 6




AJIMMUHHCTPHpPOBAHUE INIPOIECCOB M JOKyMeHTooOopora mo| D/04.6
pa3BUTHIO W  NpodecCHOHANIBHOW  Kapbepe, OOYyUYCHHIO,
aJIaTlITalliy ¥ CTAKUPOBKE TEpCOHAA

JlesTenbHOCTD 10 Opranuzanus Tpyaa nepcoHaia E/01.6

OpraHH3aliy TpyJaa U

OILIATHI [IEPCOHAIA Opranun3zanus omiaTel Tpy/Ja epcoHana E/02.6
AIMUHUCTPHPOBAHKE MPOLECCOB U JOKyMeHToobopora mo| E/03.6
BOMpPOCAaM OpraHU3alliy TPYy/la U OIJIaThl IepCcoHaa

JlesTenbHOCTh Pa3zpaboTka KOpHOpaTUBHOW COIMATBHON MOJTUTHKU F/01.6

110 (hOpMHUPOBAHUIO

KOPIIOPATHBHOM Peanu3anus kopnopaTuBHOH cOLUAIBHOM MOTUTUKH F/02.6

COLMAJIBHON MOJINTUKHU
AJIMUHHCTPHUpPOBAHUE IMPOIECCOB W JOKyMeHTooOopora mo| F/03.6
BOIIPOCaM KOPIOPATUBHOM COLIMATIBbHON MOTUTUKHI

OnepanoHHOE Pa3paboTka crcTeMbl OMEpallMOHHOrO yrpaBieHus nepconaiom | G/01.7

yIIpaBIICHHE 1 pabOTHI CTPYKTYPHOTO TIOJIpa3/ICICHUs] OpraHU3aIHH

MIEPCOHATIOM

¥ CTPYKTYPHBIM Peanusanus onepaumoHHOrO ympaBieHust nepconanom u| G/02.7

TO/pasieIeHIEM paboOThI CTPYKTYPHOT'O MO/IPa3/ICIICHHUs OpraHu3aluu

OpraHu3aIiu

P PaspaboTtka u compoBokaeHue mpouecca mudposusamuu u| G/03.7

aBTOMATU3AllMHU YIPABJICHUS IIEPCOHAIOM
AIIMUHHUCTPUPOBAHUE IMIPOIIECCOB W JOKyMeHTooOopora mo| G/04.7
ONEPAIMOHHOMY  YIIPAaBJICHUIO  TEPCOHAJIOM W paboTte
CTPYKTYPHOT'O MOJIpa3/IeNeHusl OpraHu3aluu

Crpareruueckoe Pa3pabotka CHUCTEMBI CTpaTEeru4ecKoro ynpasinenus |  H/01.7

yIpaBJeHUE MIePCOHAIOM

MIePCOHAIOM
Peanusanus CHCTEMBI CTPaTErnYecKoro ynpasienus | H/02.7
MIEPCOHATIOM
AZIIMUHHUCTPUPOBAHUE TMPOIIECCOB W JOKyMeHToobopora mo| H/03.7

CTPATCITUNYCCKOMY YIIPABJICHHUIO IICPCOHATIOM




II1. XapaxkrepucTika 00001eHHBIX TPYAOBbIX (QYHKIIH A

3.1. O6001meHHas TPyAOBasA QYHKIHUS

HaumenoBanne

[Mpoucxoxnenne 0000IIEHHOH
TPYIOBOH (yHKIIUH

JIOKyMEHTAIITMOHHOE 00ECIICUCHHE Kon A VposeHb 6
paboOTEHI C TepCcoHAIOM KBaIH(pUKALUNA
3auMCTBOBAHO U3
Opurunan X
OpUTHHAIA
Kon PerucrpanuoHHBIM
OpHUTHHAIA HOMeEp
IpodeCCHOHATEHOTO
cTaHzmapra

Bo3MoxHEBIE
HAUMCHOBAHMUS
JOJDKHOCTEH, mpodeccuit

Crnenuanuct no o(pOpMIIEHUIO TPYIOBBIX OTHOIIEHHH
Crienmanuct o JOKyMEHTAl[MOHHOMY 00€ecIedeHHI0 ITepcoHaa
Cnenuanucrt no nepcoHany

Cnennamict no kagpam

TpebGoBanus k
00pa3oBaHUIO U
00y4YCHHIO

Cpennee npodeccnoHanbHOE 00pa3oBaHUWE — MPOrpaMMbl MOATOTOBKHU
CIICIIAJIMCTOB CPEIHEr0 3BEHA

HIJIN

Briciiee oOpa3oBanue — OakanaBpuaT

HIIN

Briciiee  obpazoBanue  (HempoduibHOE) —  OakajlaBpHaT @ H
JIONIOJIHUTENIbHOE TMpodeccroHanbHOe 00pa3oBaHUE - MPOrpaMMbI
mpoeCCHOHALHON ~ TEPENOArOTOBKM B OOJIACTH  YIpaBIICHUS

MIEPCOHAJIOM WJIM B 00JIaCTH IOKYMEHTALMOHHOI0 oOecreueHus: paboTsl
C IEPCOHAJIOM.

TpeboBaHus K ONBITY
IPAKTUYECKOH paboThI

He menee Tpex neT B chepe yrnpaBiieHHs IEPCOHAIIOM NIPU HAINYHUN
CpenHero npogeccuoHalbHOro 00Pa30BaHMsI [0 POrpaMMam
MOJITOTOBKY CIEIHAIMCTOB CPEIHEro 3BeHa B 00JIaCTH KaJApOBOTO
JeTONPOU3BOICTBA WK CPEIHEro NpodeccHoHaIbHOro 00pa3oBaHus
(HerpouIBLHOr0) M TOMOJHUTENFHOTO MPOQECCH OHAIBHOTO
00pa3oBaHMsI 10 MPOrpaMMaM IEPernoAroTOBKY B 00JIACTH YIIPaBJIEHUS
[IEpPCOHAJIOM UJIU B 00J1aCTH KaJpOBOr0 JI€JI0NPOU3BOACTBA

Oco0ble ycroBus
JIOITyCKa K paboTe

Apyrue
XapaKTEePHUCTUKHU

JlononHUTENbHBIE XapAKTEPUCTUKU

HaumeHnoBanue nokymeHnra

Kog HaumenoBanue 0a30B0il Ipynibl, JOKHOCTH

(mpodeccun) UK CIeUATIBHOCTH




OK3! 2423 Crennanvcthl B 001aCTH I0100pa M UCIOJIb30BaHUS
nepcoHaa
EKC?3 - Crenmanucr 1o Kaapam
- MeHemxep 1o nepcoHany
OKIIJATP? 26583 Crenmanucr o Kaapam
OKCO?® 5.38.03.02 | MenemKkMeHT

5.38.03.03 | YmpaBieHue nepcoHaiom

5.38.03.03 | OxoHOMUKA U yIIpaBICHUE

3.1.1. TpynoBasi pyHkuus

HanmenoBanue

Benenue JOKYMCHTALIUU I10 YUYCTY U
JABHXXCHUIO IIEPCOHAJIA

YpoBenb

Kon A/01.6 | (momyposens) 6
KBaTU(UKAITTH

[Ipoucxoxnenue TpynoBoit

dyHKIIH

X 3auMCTBOBAHO U3

Opurusan
OpUTMHana

Kon Peructpanuonsslit
OpHUTHHANA HOMEp
poheccCHOHaTBHOTO
CTaHIapTa

TpynoBsie nefcTBUSA

COop 1 mpoBepKa JIMYHBIX JOKYMEHTOB pa0OTHHUKOB

KoncynpTrpoBanne paOOTHUKOB MO BOIpocaM OGOPMIICHHS] TPYIOBBIX
OTHOIIEHUN

OdopmieHne T0KyMEHTOB, PErJaMeHTUPYIOIIUX TPYJOBbIE OTHOIIECHUS C
KOHKPETHBIM palOTHHUKOM

[TonroroBka u oopMIIeHHE IO 3aPOCY PAOOTHUKOB U JTOJDKHOCTHBIX JIHII
KOMWI, BBIMMCOK M3 KAJAPOBBIX JOKYMEHTOB, CIPAaBOK, HH()OpPMAIHH O
CTake, JIbIOTaX, TapaHTHAX, KOMIICHCAIIUSX W WHBIX CBEACHHHA O
paboTHHKaX

Briaua paGOTHUKY TOKYMEHTOB O €0 TPYJOBOU AESITEIbHOCTH

[oBenenue ity CBEJICHUS pabOTHHUKOB OpraHMU3alUOHHBIX,
pacnopsaUTENIbHBIX U KaJIPOBBIX JOKYMEHTOB OpraHU3aluu

Benenue yuera, npenyCMOTPEHHOTO TPYIOBBIM 3aKOHOIATEIbCTBOM

Perucrpauus, yder, OIepaTMBHOE XpaHEHUE KaApPOBBIX JOKYMEHTOB,
MOATOTOBKA UX K C/lay€ B ApXUB

PaGora B KOPIIOPATHUBHBIX W BHCHIHUX I/IH(l)OpMaIII/IOHHI)IX CHUCTEMAX H
HCITIOJIb30BAHHUC III/I(prBI)IX CCPBHCOB, BBIITOJHAIOIIUX q)YHKI_[I/II/I BCOCHUA




JOKYMCHTAIWUH 11O ABUKCHHUIO U YUCTY IICPCOHAJIa

Heobxomumeie
YMEHHUS

JIOKyMEHTHpOBaTh  TPYAOBBIC  OTHOIICHHWS  PA3JIMYHBIX  KaTEropui
pabOTHUKOB U CHEHHAIBHBIX CYOBEKTOB TPYIOBOIO MpaBa B COOTBETCTBUU
C  JICHCTBYIOIIMM  3aKOHOATEJIbCTBOM Poccuiickoit ®enepanuu,
peraamMeHTaMu (CTaHgapTaMu) TOKYMEHT0000pOoTa OpraHu3aiuu

BoisiBnATh  OMIMOKM, HETOUYHOCTH, MCHPABIEHUS U  HEJOCTOBEPHYIO
nH(GOPMAIUIO B TOKYMEHTaX, OMPEAEIATh MOJIMHHOCTD MPEA0CTaBICHHBIX
JIOKyMEHTOB

Bectun YUCT U PCrucCTpauuo 10KyMCHTOB B I/IH(i)OpMaI_H/IOHHBIX CHUCTEMAX U
Ha MAaTCPUAJIbHBIX HOCUTECIIAX

PaGoTate co crenuanu3upoBaHHBIMM HH()OPMAIMOHHBIMU CHCTEMaMHU U
1M (POBBIMH CEPBUCAMU T10 BEAEHHIO YUeTa U ABM)KEHUIO [IepCoHaa

Bectu penoByro mepenucky, IOKYMEHTOOOOPOT, periiaMeHTHPOBAHHBIN
3akoHojaTenbcTBOM Poccuiickoit ®enepauuu B 00JaCTH  TPYAOBBIX
OTHOILEHUH, ¢ pa0OTHUKaMH, BHEIIHUMH KOHTPAreHTaMH U I'paX<laHaMu.

ObecnieunBaTh cOOMIOEHUE TpeOOBaHWU 3aKOHOAATENLCTBA Poccuiickoit
denepalii M KOPIOPATHBHBIX IMOJIMTHK B 00JacTH  00pabOTKH
MEPCOHABHBIX TAaHHBIX U KOH (PUICHIIHAILHOW HHPOPMALIUH.

Co0r01aTh HOPMBI ATUKH J1€JI0OBOTO OOIIICHUS

Heo0xonumsie
3HAHUS

[Topsinokx odopmieHus, BeACHUS U XpaHEHUs! JOKYMEHTOB 110 0(OPMIICHHIO
TPYIOBBIX OTHOLICHHWH, B 00JAacTH yNpaBIEHHS IEPCOHAIOM B
COOTBETCTBUHU € TpeOOBaHUSAMH 3aKoHO/aTeIbCTBA Poccuiickoit deneparnuu
1 KOPIOPaTUBHBIMU MOJUTUKaAMHU

Ilenu u 3agauu OpraHu3alMM B YacTU MOCTPOEHHS CHUCTEMBbl 0(OpMIICHHS
TPYJOBBIX OTHOILIEHUH.

TapudHo-kBaIMPUKALMOHHBIE CIIPABOYHUKU PabOT U mpodeccuit pabounx
U KBAIM(UKALMOHHBIE  XapPAKTEPUCTUKU  JODKHOCTEH  CIy’KalluX,
1po¢ecCOHaIbHbIE CTAHIAPThI

Crnenuanu3upoBaHHble MH(OPMALMOHHBIE CHUCTEMbI, HU(POBBIE YCIYyTU U
CEpBHUCBHI II0 BEICHUIO YY€Ta M JBIKEHUIO IIEPCOHANA, TPAaHULBI UX
IIPUMEHEHUSA

OCHOBHBIE METPUKH U AaHAIMTHYECKUE CPE3bl B 00IACTH ABMKEHUS U yUeTa
nepcoHana

[Topsimok odopMIIeHHST YCTAaHOBJICHHBIX 3aKOHOJATENhCTBOM PoccHiicKoi
®denepaunu GopM OTYETHOCTH B TOCYJaPCTBEHHBIE OPraHbl

TpeboBanus 3akoHomarenbcTBa Poccuiickoit @Denepauuu B 4acTH
oco0eHHOCTel O(OpMIIEHUS TPYAOBBIX OTHOIIEHUN, BOMHCKOIO YydYeTa,
YBCOAOMIJICHUSA W MPEAOCTABICHUA OTYCTHOCTHU B IOCYAAPCTBCHHBIC OPraHbI
CTIEIHAJIbHBIX KAaTErOpHil paOOTHUKOB: MHOCTPAHHBIX PAOOTHUKOB W JIMII
oe3 rpaxaaHCTBa, HWHBAJIUAOB, JHIL, HUMCHOIIHUX TapaHTUHW U JIbI'OTHI,




YCTAaHOBJICHHBIX 3aKOHOAATCJIbHO U JPYIUX CIICIIHAJIbHBIX KaTerOpHﬁ.

HopmaTtuBHBIE MpaBOBbIE aKThl, OMPEACNIAIONIME HOMBI TPYJIOBOI'O IpaBa
Poccuiickoit @enepanunu

3akoHomarenscTBO  Poccuiickoit  @enepanmmu 00  MHAMBUAYAIEHOM
(mepcoHn(pUIMPOBAHHOM) Y4eTe B CHUCTEME 0053aTebHOr0 IMEHCHOHHOTO
CTpaxOBaHUS

3akoHonaTenbcTBO Poccuiickon denepanny 0 NEPCOHAIBHBIX JaHHBIX

JlokanpHBlE HOPMATUBHBIE AKThl OPraHU3alMH, PErYIMPYIOIIHE MOPSAOK
oopMIIEHUSI PACTIOPSIUTENBHBIX M OPraHU3ALMOHHBIX JOKYMEHTOB IO
nepcoHaty, o(OPMIICHHIO TPYAOBBIX OTHOIICHHUH.

IIpaBuna BeneHUs NE€I0BON IEPENUCKU

HopwMmpbl 3THKY U 1€710BOTr0 001IeHHs

Apyrue
XapaKTCPUCTUKU

3.1.2. TpynoBas pyHKuus

HaumenoBanne

IIpoucxoxkneHue TpynoBon

dyHKIIH

Pa3paboTka THHOBBIX (OPM JTOKYMEHTOB
MO ydeTy M JBMKCHMIO NEPCOHANA,| (| Ao 21,1%(;;;}(1)}1’3%1)) 6
COIIPOBOXKJICHHE TIpoIenyp odopmiecHus ' KBaIUPUKAUN
TPYIOBBIX OTHOIIECHUM
3auMCTBOBAHO 13
Opurunan X
OpUTHMHAJIA
Kon PeructpannoHHsIit
OpHUrHHaa HOMEp
podeCcCHOHAIBLHOTO
cranjapra

Tpynossie nencTBUA

Pa3zpabGoTka mpoeKTOB JIOKaTbHBIX HOPMATHBHBIX aKTOB OpraHU3alluH,
PEryJMpYIOMNX TPYAOBBIE OTHOLLICHUS

PazpaboTka NpOEKTOB JOKYMEHTOB IO OQOPMIEHHUIO TPYAOBBIX
OTHOIICHHUI C KOHKPETHBIM paOOTHUKOM

[ToaroToBka MpeUIOKEHUI MO onTUMH3ANMU (GOPM JOKYMEHTOB WU
nudpoBU3aMK  JTOKYMEHTOOOOpOTa  OpraHu3ald B 00JlacTH
o(hopMIICHUS TPYAOBBIX OTHOILICHUH

IlonroToBka MNpPOEKTOB JOKYMEHTOB II0 IPOLEAypaM YIPABICHUS
IIEPCOHAJIOM, YUETY U ABUKEHUIO IEpCOoHaIa

HOZIFOTOBK& 10 3aIlIpocCy TroCyaapCTBCHHBIX OpraHoB,
NpEeaACTAaBUTCIIbHBIX OpPTraHOB pa6OTHI/IKOB OpPHUI'MHAJIOB, BBbIIIUCOK,
KON AOKYMCHTOB, MW MNPCAOCTABJICHUC B JJCKTPOHHOM BHUIC




CBEICHUM, PEMJIAMEHTUPYIOIIMX W HMEIOIUX OTHOUIEHUE K
periamMeHTaluy TPYAOBbIX OTHOLLIEHHUI

[ToaroTroBka 3ampocOB B TOCYAapCTBEHHBIC OpraHbl M CTOPOHHHUE
OpraHuv3alu A1 HOATBCPKIACHUA CBCZ[GHI/If/'I B MHTEpPCCax pa6OTHI/IKOB
u paboronartens

[TogrotoBka  yBeAOMJEHUH,  OTYETHOW, CTaTUCTUYECKON U
aHAJMTHYECKON MH(POPMAIIUU TT0 OPOPMIICHUIO TPYIOBBIX OTHOIICHUMA

Heobxonumbie ymeHHs

PabGoTate co cnenuanu3upoBaHHBIMUA MH()OPMAIIHOHHBIMH CHCTEMaMH
U (POBBIMU YCIyTaMU M CEPBUCAMM [0 BEJECHUIO YUE€Ta U ABUKEHUIO
IIEPCOHAJIA, CONPOBOXKICHUIO TPYAOBBIX OTHOLIECHUHN

AHaNMM3UPOBATH JIOKAJIBHBIE HOPMATHBHBIC AKThl U JOKYMEHTHI I10
oopMIIEHUIO TPYOBBIX OTHOLIEHHH, (POpMUPOBATH MPEIIOKEHUS IO
UX aKTyaJIu3alyy ¥ yIy4IIeHUIO

OnpenensiTb CTPYKTYpy M COAepKaHUWE, TOTOBUTb MPOEKTHI
HOPMAaTHBHBIX JOKYMEHTOB U JIOKYMEHTOB 110 O(POPMIICHHUIO TPYIOBBIX
OTHOILIEHUN

OdopmiATh KapoBbIE JOKYMEHTHl B COOTBETCTBHHU C TPEOOBaHHUSIMHU
3aKkoHoAatenbcTBa  Poccuiickoin  @Dexepanyu M JOKaJbHBIMH
HOPMATHBHBIMU aKTaMU OpraHMU3aluu

ObecnieunBaTh  coOsrojieHMEe  TpeOOBaHWUK  3aKOHOJATEHCTBA
Poccuiickoit ®enepanuu, KOPIOPATUBHBIX TMOJUTHK B 00IacTu
00pa0OTKH  TEpCOHANBHBIX  JAaHHBIX W KOHOUACHIHMAIHLHOU
uH(popMaIuu

Bectu nenoByro nepenucky

Cobmmo1aTh HOPMBI 3TUKH JIEIOBOTO OO ILIICHHUS.

Heob6xogumele 3HaHUS

HopmaTiBHBIE MpaBOBBIE AaKThl, OMPEAENAIOIINE HOMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOAATEIHLCTBA W HOPMATHUBHBIE MPaBOBbBIC
akThl Poccuiickoit ®enepanuu, B 4acTd OGOPMIICHHS, BEICHHS H
XpaHEHUsI TOKYMEHTOB 110 O(POPMIICHUIO TPYAOBBIX OTHOIICHUN

3akoHoznatenbcTBO Poccuiickoit ®epepanuu 00 HMHIUBUIYaIbHOM
(mepcoHnUIUPOBAHHOM) y4eTeé B  CHUCTEME  0053aTEIbHOIO
MEHCUOHHOI'O CTpaxoBaHUs

[Topsimok  odopmiieHUsT TMEPBUYHBIX JOKYMEHTOB JUIS  IIeliei
Oyxrantepckoro ydera B chepe ohopMISHHS TPYIOBBIX OTHOIICHHIHA

TapudHo-kBanupuKaMOHHBIE CHPABOYHUKK padoT u mnpodeccuit
pabounx W KBaMM(UKANMOHHBIE XaPAKTEPUCTHUKU  JOJDKHOCTEH
CITy’KaIuX, TpodecCHoHabHbIE CTAHAAPTHI

TCXHOJIOFI/II/I, METOABI W MCTOAMKHU TPOBCACHUSA  aHaIM3a U
CUCTCMATHU3AIINN JOKYMCHTOB H I/IH(l)OpMaIII/II/I
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3aKOHOI[aTeJ'IBCTBO Poccuiickoit q)enepaum/l O MIEPCOHAJIbHBIX JTaHHBIX

[Menn wu 3amauM  oOpraHM3allMd B YacTU IOCTPOEHUS CUCTEMBI
ohopmIIeHUS TPYIOBBIX OTHOIICHUI

JlokanbHBIE HOPMATHBHBIE aKThl OPraHM3allUH, PEryJUPYIOIIHE
MOPSIOK  OOPMIICHHS PACIOPSAUTEIbHBIX W OpPraHU3allMOHHBIX,
MH(OPMAIIMOHHO-CITPAaBOYHbIX JIOKYMEHTOB, PEryIupyrommx
TPYJOBBIE OTHOIIECHUS

Cnennanu3upoBaHHble  HWH(MOPMALMOHHBIE CHUCTEMbI, LU(POBBIC
YCIYIM M CEPBHUCBHI II0 BEICHUIO ydeTa U JBHUKCHHUIO IIE€PCOHAIA,
I'PAaHMIIBI UX IPUMEH CHUS

OCHOBHEIE MCTPUKU U AHAJIMTHYCCKUEC CPC3LI B obnactu JBHUXXCHHUA U
ydue€Ta 1IepCcoHajia

HpaBHna BEJICHMS 1€I0OBOM MMCPCIINCKU

HopMpbl 3THKHY U 1€710BOT0 OOIICHHS

Jpyrue xapakTepucTuKu

3.1.3. TpynoBas pyHKuus

AJMUHUCTPUPOBAHUE  MPOLECCOB U

JOKYMEHTOOOOpOTa 1O  ydery | YpoBeHs
HaumeHoBaHue JIBIDKCHUIO TIEpCOHAJla, MpeAcTaBieHuio | Kox A/03.6 | (momyposens) 6
JIOKYMEHTOB mo  mHepcoHamy B KBaHHUKAIIH

TOCYAapCTBEHHBIE OPraHbl

[poncxosxnenne TpynoBoit
yHKIIIH

X 3auMCTBOBAHO U3

OpurnHan
OpHUTHHAIA
Kon PerucrpanuoHHsIi
OpHUTHHAIA HOMEp
IpodeCCHOHATEHOTO
cTaHzmapra

TpynoBeie nelicTBUA

Opranu3zaius J0KyMEeHTO000poTa 10 y4eTy U ABH)KEHUIO MepcoHaa

Opranusaius JOKyMEeHTO000pOoTa M0 MPEACTaBICHUIO JOKYMEHTOB 110
[IEPCOHAJy B TOCYJAaPCTBEHHBIE OPraHbl

Iloaroroska YBEIOMJICHUH, OTYETHOH, CTaTUCTUUECKOU "
aHAJMTHYECKOH MH(POPMAIIUU 10 TIEPCOHAITY

[TonroroBka wuHpOpMAUMU O  3aKIIOYEHUU  TPYJOBOIO  WIH
rpa’kJaHCKO-TIPAaBOBOIO JOrOBOpa Ha BBINOJHEHHE paboT (OKa3aHue
YCIIYT) C TpakJaHWHOM, 3aMEULIABIINM JIOJPKHOCTH TOCYIAapCTBEHHOM
WM MYHULMIAJIBHOU CIIyXOBbI, MepeuyeHb KOTOPBIX yCTaHaBIMBACTCS
HOPMAaTHBHBIMU IIPaBOBBIMU akTamMu Poccuiickoit denepanun
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Heobxonumbie ymeHuUs

OdopmIsiTh yUETHbIE JIOKYMEHTHI, Ipe1oCTaBIIsAeMble B
rOCYJlapCTBEHHBIE OpraHbl, MPO(ECCHOHANBHBIE COI3BI U JIPYTHE
Mpe/ICTaBUTEIIbHBIC OpraHbl paOOTHHUKOB

OpFaHI/I3OBI>IBaT b XpaHCHHUE AOKYMCHTOB B COOTBCTCTBUH C
TpeGoBaHUSAMHU  3akoHopaarenbcTBa Poccuiickoit  denepauuu U
JIOKAQJIbHBIMHW HOPMATHBHBIMU aKTaMU OpraHu3aluu

Pa6oTtaTh ¢ nH(GOPMALIMOHHBIMU CUCTEMaMHU, IIU(PPOBBIMU YCIyraMH U
CEpBUCAaMU 110 BEJEHUIO YU€Ta U JBUKEHUIO ITEpCOHAIA

PaGortath ¢ nH(MOPMAITMOHHBIMHU cHcTeMaMH IUGPOBBIMH YCIyTaMHA U
CepBHCAMH T10 BEICHUIO CTATHCTUYECKON M OTYETHOM MH(pOpPMAINH, U
AHAJMTHUKY 110 [TEPCOHAIY

dopMupoBaTh MPEANOKEHUS MO aBTOMATHU3AIMH W IUPPOBU3ALUU
MIPOIIECCOB M JTOKYMEHT000O0pOTa MO y4eTy M JIBUKEHUIO MepCcoHaa,
IIPEACTABICHUI0 JOKYMEHTOB [0 IIEPCOHANly B TIOCYJAapCTBEHHbBIE
OpraHbl

AHanu3upoBaTh IIpaBUia, NPOUEAYPbl U IMOPSAOK, PEryJIMPYIOIIHE
mpaBa U 005S3aHHOCTH I'OCYJapCTBEHHBIX OPraHOB M OpraHU3aluu IO
BOIpOcaM 0OMEHa JOKYMEHTAaIUeH 10 mepcoHany

ObecnieunBaTh  coOJyitojieHHEe  TpeOOBAaHWUU  3aKOHOJATEIHCTBA
Poccuiickoii ®enepanvii ¥ KOPHOPATUBHBIX IOJUTHK B 00JIACTH
00pa0OTKH  TEpCOHANBHBIX  JAaHHBIX W KOHOUACHIHMAIHLHOU
uH(popMaITuu

Bectu nenoByro nepenucky

Cobimo1aTh HOPMBI 3TUKH J1EIOBOTO OOIIIEHUS

HeoOxonnMele 3HaHUS

TCXHOJIOFI/II/I, METOABI W MCTOAWKH HOPOBCACHHA aHAJIM3a U
CUCTCMATHU3AIINN JOKYMCHTOB H I/IH(I)OpMaIII/II/I

OCHOBBI Z[OKyMeHTOO60pOTa U JOKYMCHTAIIMOHHOI'O obecreyeHus
OopraHu3anuu

Opranu3zalinoHHas CTPYKTypa OpraHu3aluu

TapudHo-kBanu(PUKAIMOHHBIC CHPABOYHMKKA pPaboT M mpodeccuii
pabounx W KBaIM(UKANMOHHBIC XAPAKTCPUCTHKU  JOJDKHOCTEH
CITy’KaIuX, TpoeCCHOHATIbHBIC CTAHIAPTHI

Crnenuanu3upoBaHHble  MH()OPMALIMOHHBIE CHUCTEMBI, LHU(PPOBBIE
YCIYTU U CEPBHUCHI IO BEICHMIO Yy4YeTa M JBUKEHHIO IMEepCOHala,
I'PaHMLIbI UX TPUMEHEHUS

OCHOBHBIE METPHKH U aHAIUTUYECKHE CPE3bl B 00JIACTH JBMIKCHUS U
ydeTa repcoHasa

HopmaTuBHBIE TpaBOBBIE aKThI, PETYIUPYIOLIME IIpaBa U 00A3aHHOCTH
TOCYAAapCTBEHHBIX OPraHoOB, NMPO(ECCHOHANBHBIX COIO30B M JIPYTHX
MPEJCTABUTENILHBIX OpraHOB pabOOTHUKOB IO MPEJOCTABICHUIO
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YYETHOH TOKYMEHTAIIMH

HopmaTtuBHBIE NpaBOBBIE AKThI, ONPEAEIAIOIIME HOMBI TPYIOBOIO
rpaBsa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATUBHBIE IPaBOBBIC
akTel Poccuiickon @enepanuu, B 4acTH BEIEHUS JOKYMEHTALUH IO
NepCoHAILy

3akoHonarenbcTBO Poccuiickoit @enepanyiv 0 epCOHAIbHbBIX JaHHBIX

JlokanbHblE HOPMAaTHBHBIE AaKThl OPraHW3allUH, PErYJIHUPYIOIINE
HOPSI0K O(QOPMIICHHST PACHOPSAUTENBHBIX W OpPraHU3alMOHHBIX,
MH(}OPMaAILIMOHHO-CIIPABOYHbIX JOKYMEHTOB, PeryIupyrommx
TPYJOBBIE OTHOLICHUS

IIpaBuna BeneHMs 1€JI0BOM MEPENUCKH

Hopw™mpbl 3THKEM Ae710BOro 001IeHUs

Jpyrue xapakTepucTUKu

3.2. O000meHHas TpyAOBast QyHKIMSA

ESATEIIBHOCTD 110 00ECIeYCHUIO VposeHb
Haunmvenopanue A Kon B P 6
IEPCOHAIIOM KBaTHpUKaIHH
[Mpoucxoxnenne 0000IIEHHOH 3aMMCTBOBAHO U3
. Opurusan X
TPYAOBOW (yHKIIUH OpUTrHHalIa
Kon PerucrpanuoHHBIM
OopurnHaza HOMEp
podeCCHOHATEHOTO
CTanJaapTa
Bo3moxHbie Crienuanuct 1mo moaoopy rnepcoHana
HAaWMEHOBAHUS Crenuanuct mo nepcoHaty
TOJDKHOCTEH, ipodeccuit | Menemxep 1mo nepcoHary
TpeboBanus k Briciiee oOpa3oBaHue — OakajiaBpuaT
00pa3oBaHUIO U WA
00y4YEeHuI0 Broiciiee  oOpasoBanue (HempoduipHOE) —  OakajgaBpuaT U
JOTIOJIHUTENIPHOE TMPOodeCCHOHAbHOE O00pa3oBaHUE - MPOrPaMMBbI
npodeccruoHabH oM MEePEeroIrOTOBKU o HarnpaBJIeHUAM

ACATCIBbHOCTH 11O o0ecIeueHUIo IEpCoOHAIOM

TpeboBaHuUs K ONBITY
MPaKTUYECKON paboThI

Oco0sble yc1oBHS 10ITyCKa
K pabote
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Jpyrue xapakTepucTuKu

JlonosHUTENbHBIE XapAKTEPUCTUKU

HaumenoBanue n1okymeHra Kon HaunmenoBanue 6a30B0i Ipymmbl, JOHKHOCTU

(mpodeccun) uim cnenuaIbHOCTU

OK3! 2423 Cnenuanuctel B 0071aCTH og00pa 1
HCIOJIb30BaHUS MTEPCOHAIA
EKC3 - Crenuanuct no Kajapam
- Menemxep Mo nepcoHary
OKIITP* 26583 Crienuanuct mo Kajapam
OKCO* 5.38.03.02 | MeHeXMEHT

5.38.03.03 | YnpaBnenue nepcoHaiom

3.2.1. TpynoBasi pyHKIUA

C60p uH(bOpMALIUU O TOTPEOHOCTAX Yposenb
HaumenoBaHMe OpraHM3aLH B [EPCOHANE Kon B/01.6 | (momyposenn) 6
KBaTH(DUKAIMN

[Mpoucxoxaenue TpyI0BOH
dyHKIMH

X 3auMCTBOBaHO U3

Opurusan
OpHTrHHaNa
Kon PeructpannoHHsIit
OpUTHHANIA HOMep
npo¢eCCHOHATBHOTO
cTaHziapra

TpynoBeie neiicTBUA

dopmupoBaHHe TepeyHeld  BaKaHTHBIX U  IUIAHUPYEMBIX K
YKOMIUJIEKTOBAHUIO  JTOJDKHOCTEH  (mpodeccuii, crenuanbHOCTE)
OpraHu3aluu

®opMupoBaHHE CAMOCTOATENBHO U /MM COBMECTHO C PYKOBOJHUTENEM
COOTBETCTBYIOIIETO TMOApPA3ACICHUs] TpeOOBaHWUN K BaKaHTHOM
JOIDKHOCTHU (TTpOeCcCum) U UX KOPPEKIUs

AHanu3 pbIHKAa TpyJa ¥ TEpCOHAla OpraHu3alud M0 MPOQUITIO
BaKaHTHOM JTIOJDKHOCTH (Tpodeccru, CreruaibHOCTH )

WNudopmupoBanue 51 KOHCYJIbTUPOBaHUE PYKOBOJUTENEH
MOJpa3AeIeHUl 1 OpraHU3alMy 10 BOIIPOCaM pBIHKAa TPyAa B 4acTu
obecrieueHus IepCcoHaIoOM

HeoGxoaumbie yMeHus

CoOupaTb, aHaNU3UpPOBATh M CTPYKTypUpOBaTh HHPOpManuio 00
OCOOCGHHOCTSIX ~OpraHM3ali padoT Ha pa3idMyYHbIX y4YacTKax
MPOM3BOJCTBA M HAa KOHKPETHBIX PabOuMX MeCTax C y4yeToM ILiefiei,
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3aJia4v, IJIaHOB U CTPYKTYPHLI OpraHu3anun

CobupaTh, aHAMU3UpPOBATh M CTPYKTYpUPOBATh HWHGOpPMAIUIO 00
OCOOCHHOCTSIX M BO3MOXHOCTSIX MOTEHIIMAA NIEPCOHAIA OPraHU3alluU

CobupaTh, aHANU3UPOBATh M CTPYKTypUPOBaTH HHPOpMAIHIO 00
OCOOCHHOCTSIX PBIHKA TpyJa, BKIIOYas MPEIIOKEHUS YCIyr IO
MIOKCKY, MPUBJICYEHUIO, TOI00PY U OTOOPY IepcoHana

PaGotaTh B MH(OpPMAIIMOHHBIX CHCTEMax, HCIONb30BaTh LU(pPOBHIE
YCIYTH W CEpPBHUCHI, MO CcOOpYy, aHaIM3y U CTPYKTypPHUPOBAHMIO
MOTPEOHOCTH OpraHU3alluu B KaJpax

@dopmHpoBaTh NPEATOKEHUS IO aBTOMATU3alMM U LU(PPOBU3ALMU
orepaiuii u mpoleccoB cOopa MOTPEOHOCTH B TIEPCOHATIE

KoHcynbTHpOBaTE COTPYAHMKOB M PYKOBOIMTENIEH OpPraHU3aLMM 110
BOIIPOCAM pBIHKA TPY/la B 4aCTU 00ECIeUeHUs] IEPCOHAIOM

ObecrieunBath  cobOirofneHre  TpeOOBaHMK  3aKOHOJATENIHCTBA
Poccuiickoii ®enepanyii ¥ KOPHOPATUBHBIX IOJUTHK B 00JIACTH
00pa0OTKM  MEpCOHANBHBIX  JAHHBIX W KOH(UIEHIUATbHOM
uH(popMauu

Bectu nenoByro nepenucky

Cobiro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS

HeoOxonuMmbie 3HAHUA

TexHonmornu, MeTOAbl W METOAMKM IPOBEICHUS aHauu3a |
cHCTEeMaTH3alluu TOKYMEHTOB, U HH(pOpMaluu

HOpr}IOK OIIPCACIICHUA HepCHeKTHBHOﬁ n TeKymeﬁ HOTpeGHOCTI/I B
nepcoHane

Hcrounuku odecreyeHus opranusanuvu nepcoHaioM

Opranuzanuss paboT Ha pa3JMYHBIX ydyacTKax IPOM3BOACTBA,
OpraHU3aluu, OTPACIU

OOmue TeHACHIIMM Ha pHIHKE TpyJa M B OTIEIbHOM OTpaciu,
KOHKPETHOM npodeccuu (JOKHOCTH, CIIEIIHATILHOCTH)

OCHOBBI IICHXOJIOTUH U COLIMOJIOrUM Tpyaa

OCHOBBI 5KOHOMUKHM, OPraHU3al1U TPyAA U YIIpaBICHUS

TapudHo-kBanM(pUKAIIMOHHBIC CIPABOYHUKH paboT u mpodeccuit
paboynx W KBaJU(UKAIMOHHBIC XapaKTEPUCTUKH JOJDKHOCTEH
CITy’KaIuXx, TpodeccCHoHaIbHbIE CTAHAAPTHI

HopmaTuBHBIE NpaBOBBIE aKThl, OMPEAEIAIOIINE HOMBI TPYIOBOrO
npasa

OCHOBBI apXMBHOI'O 3aKOHOAATEIbCTBA M HOPMATUBHBIC MPABOBbHIC
akTel Poccuiickonn @enepanuu, B 4acTH BEICHUS JTOKYMEHTAIlUU IO
IepCoHaNy
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3aKOHOI[aTeJ'IBCTBO Poccuiickoit q)enepaum/l O MIEPCOHAJIbHBIX JTaHHBIX

JlokanbHble HOPMAaTHBHBIE aKThl OpPraHU3aLMH, PEryIUPYIOLIUE
MOPSIOK 1MoA00pa MepcoHaa

Crnenmanu3upoBaHHble  HH()OPMALIMOHHBIE CHUCTEMBI, IU(POBHIE
YCIIYTH U CEPBHUCHI B 00J1aCTH 00ECIEYSHHS TEPCOHAIIOM, TPAHUIIBI UX
MIPUMCHCHU A

OcHOBHBIE METPUKHM B 00OjacTH moxbopa M 0oTOOpa KaHIUAATOB Ha
BaKaHTHBIC JJOJDKHOCTH JJIsl 0OecredeHus IOTPEeOHOCTH B IIepCOHAIIe

IIpaBuna BeneHUs NE€I0BOM MEPENUCKU

Hopw™mpbl 3THKEN Ae710BOro o01eHus

Jpyrue xapakTepucTuKu

3.2.2. TpynoBasi pyHKIUA

[Mouck, mpusiedeHue, moadop u 0TOOP YposeHsb
HaumenoBanme Mepconaa Kox B/02.6 | (momyposensn) 6
KBaTH(DUKAIMN

IIpoucxoxaenue TpyaoBoi
yHKIIIH

3anMCTBOBAHO

Opurunan X
W3 OpUTHHAJIA

Kox Peructpanmonssiit
OpHUTHHANA HOMeEp
poheccCnOHaTBHOTO
CTaHIapTa

TpynoBble nencTBus

[Touck BO BHYTPEHHMX M BHEIIHUX HCTOYHHUKAX HH(POPMAIUH O
KaHJUAaTaXx, COOTBETCTBYIOIIEH TpeOOBaHUSAM BAaKaHTHOW JOJDKHOCTH
(mpodeccuu, criennanbHOCTH) U UHBIM MOTPEOHOCTSAM OpraHU3aluu B
nepcoHaie

Pasmemienne cBeaeHM O BakaHTHOM JOJDKHOCTH (mpodeccuu,
CIIELUAJIbHOCTH) B cpencreax MacCOBOH uH(popmanuu,
CIIELMAJIM3UPOBAHHBIX PECYPCax U CepBUCAX

Br160op crioco60B ¥ METO10B IPUBJICUEHUSI IEPCOHAJIA B COOTBETCTBUU
C IIJIJaHaMH1 U OIrpaHUYCHUAMUA OpraHu3aluiu

CO6op, comocTaBiieHHE, CTPYKTYpUPOBaHUE U IIPOBEPKa HH(OPMAIUHU O
KaH/JHM/1aTaXx Ha BAKaHTHBIE TOJDKHOCTH (Tpodeccru, CrieluaibHOCTH )

[TpoBenenne cobeceqoBaHmii U BCTPEY C KaHIUJATaMU HA BaKaHTHBIC
TODKHOCTH (TIpodheccru, CeUaNbHOCTH) ¢ o0ecrieueHneM 00paTHOM
CBSI3M KaHJUIATy U HAHUMAIOMIEMY PYKOBOJIHUTEITIO

OneHka COOTBETCTBHSl  KaHAMJATOB  TpeOOBAHMSIM  BaKaHTHOM
JODKHOCTM M HMHBIM  TpeOOBaHMSAM oOpraHuzanuu (mpodeccuu,
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CHCHI/IaJ'IBHOCTI/I)

[ToaroToBka mnpemnoxeHuid 1Mo (GpopMUPOBaHHIO OKOJKETAa Ha IOMCK,
MPUBJICYCHUE, TOAOOP U OTOOP MepcoHaIa

WNudopmupoBanue 51 KOHCYJIbTUPOBaHHUE PYKOBOJUTENEH
NoApa3feiNeHuid MW  OpraHv3aly IO BONpPOCaM  MPUBJICYEHUS
IIepCOHAJIa C OLIEHKOW 3aTpaT

HeoGxoanmble yMeHus

Omnpenenate KpUTEpUU MOWUCKa, NMpHUBJIeYeHUs, mnoadbopa u otdopa
nepcoHana

CoOupatb, aHaJIM3UpPOBaTh M CTPYKTYpUpPOBaTh HH(POPMALUIO O
KaHJUJaTax U NpeIJIoKEeHHUsIX Ha PbIHKE Tpyaa

PaGoTtaTh ¢ MOMCKOBBIMU cHCTEMaMH, HH()OPMALIMOHHBIMU PECYpPCAMHU
U IU(PPOBBIMU CEPBHCAMU B 00JIaCTH 00€CIeUEeHNUs IIEPCOHAIOM

dopmMupoBaTh MPENJIOKEHHUS] 1O ABTOMATH3AIMU M HUGPOBHU3ALUN
IIPOLIECCOB IIOKCKA U ITPUBJICYEHUS IIEpCOHaa

[TpuMeHSATh TEXHOJIOTUU M METOJUKU MOWCKa, IPUBIICUEHUS, TTOAO0pa
U oTOOpa KaHIAUAATOB HAa BaKaHTHbIE JOKHOCTH (mpodeccum,
CIIEUAIbHOCTH) B COOTBETCTBUH C UX CIIEIUDUKON

KoHcynpTHpOBaTh 10 BOIIpocaM IIPUBJICYCHUS [IEPCOHAIA

CocTaBisiTh M KOHTPOJIMPOBATH CTaThH PACXOJ0B Ha OOecleueHHe
MIEpPCOHAJIOM JIJIsl TJIAHUPOBAHUS OIOIKETOB

ObecnieunBaTh  coOyroieHHEe  TpeOOBaHM  3aKOHOAATENBCTBA
Poccuiickoit ®enepanyu u TOAMTUK paboronmarenass B obiacTu
0o0pabOTKM  TMEpCOHANBHBIX  JAHHBIX W KOH(PHUICHIHMAJIHHOM
uH(popMauu

Bectu nenoByro nepenucky

Cobio1aTh HOPMBI 3TUKH JIEJIOBOTO OOIIIEHUS

HeoOxonnMmeble 3HaHUS

Hcrounuku obecreuecHus opranu3anuu 1nepcoHajioMm

TexHonorun ¥ METOAMKU TOWMCKA, MPHUBJICUCHHs, MOAOOpa U oTOopa
nepcoHana

Cucrembl, MeTobl U (OPMBI MaTEpHAIbHOTO M HEMATEPUATIbHOIO
CTUMYJIMPOBAHUs TPyZAa IEpCOHaIa

Texnomoruu u Metoabl (GOPMHPOBAHUS M KOHTPOJIS OOKETOB
OpraHu3aluu

TexHonoruu, MeTOABI W METOAMKM  IIPOBEICHUS  aHAIM3a,
cHCTEeMaTH3alluu TOKYMEHTOB U HH(pOpMaIuu

OpraHuszanmoHHasi CTpyKTypa OpraHu3aluu

[TepeueHb BakaHTHBIX JOJDKHOCTEH (podeccuii, crennantbHOCTeN)
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TapudHo-kBanuPUKAIMOHHBIC CHPABOYHMKH pPAbOT M mpodeccuit
paboynx W KBaJU(UKAIMOHHBIC XapaKTEPUCTUKH JOJDKHOCTEH
CITy’KaIuX, TpodheCCHOHATILHBIC CTAHIAPTHI

MeTOI[I/IKa IJIAaHUPOBAHUA HOTp€6HOCTI/I opraHusanvd B IIOUCKE U
IMPUBJICYCHUH IICPCOHAIA

O6HII/IC TCHACHIIMU HA PBIHKE TpyAda U B OTACIIBHBIX OTPACIIAX U BUAAX
npodecCHOHANLHOMN JAEITENbHOCTH

OCHOBBI TICHXOJIOTUH U COLMOJIorun Tpyaa

OCHOBBI 5KOHOMHKH, OPraHU3alliy TPyla U YIpaBICHUsI 1EPCOHATIOM

Crnenuanu3upoBaHHble  MH()OPMALIMOHHBIE CHUCTEMBI, LHU(PPOBBIE
YCIYTH U CEpBHUCHI B 00JACTU IOMCKA U IPHUBJIEYEHHS MEpCOHAa,
I'PaHULbl UX IPUMEHEHUS

OcHOBHEBIC MCTPUKHU W AHAJIUTUYCCKUEC CPE3bI B 00JIacTH TOHMCKAa U
IMPHUBJICYCHHA IICPCOHAIA

HopmaTuBHBIE MpaBOBBIE aKTHI, OMPENEIAIONINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXWMBHOI'O 3aKOHOAATEILCTBA W HOPMATHBHBIE MPaBOBbBIC
akTel Poccuiickoii @enepanu, B 4aCTH BEJICHUS JOKYMEHTAIIMU T10
MepcoHany

OCHOBBI HAJIOrOBOT' 0 3aKOHOAATENbCTBA Poccuiickoit @eaepannu

3akoHonaTenbcTBO Poccuiickoi denepanny 0 NEpCOHAIbHbBIX JaHHBIX

JlokanbHBIE AKTBI opraHmi3anuu, PEryjnpyromuc MOoPAAO0K
obecreueHus MNEpPCOHAJIOM

HpaBHna BCACHU HCHOBOfI MCPCIINCKU

HOpMI)I OTUKH ACJIOBOI'O OGIHGHI/IH

Jpyrue xapakTepucTuKu

3.2.3. TpynoBasi pyHKuus

AJIMHUHUCTPUPOBAHHE MPOLIECCOB " VYpoBeHb
HaumenoBanue JIOKYMEHTO000pOoTa obecnieuenus| Kox B/03.6 | (momyposens) 6
TIepCOHATIOM KBaJIU(DUKALIUU

IIpoucxoxaeHue TpyaoBoi
yHKIIIH

X 3anMCTBOBAHO U3

Opurnaan
OpHUTHHANA
Kox Peructpanuonssiit
OpHUTHHANA HOMED
poheCCHOHATHHOTO

CTanaapTa
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TpynoBeie nelicTBUA

AHanMM3 MmpoIEeccoB JOKYMEHTOO0OPOTa, JOKAJIbHBIX JTOKYMEHTOB IO
BOMpocaM o0ecrieueH sl IepCOHAIoM

Benenne wuHpopManuu O BaKaHTHBIX JOJDKHOCTAX (mpodeccusx,
CMEUATIbHOCTAX) U KaHAUIaTax

JIOKyMEHTaIlHOHHOE COMPOBOXICHUE KaHAMWJATOB HA JTarax MOWCKa,
npuBJieYeHUs, TMoadopa u oTOOpa TmepcoHalda Ha BaKaHTHBIE
nomwkHocTH  (mpodeccwu, — CIENHaNbHOCTH),  WH(OpPMHUpPOBaHHE
KaHHMJIaTOB O pe3ysbTaTax 0TooOpa

[ToaroToBka 3ampocoB 0 KaHAUAAaTaX B TOCYJAapCTBEHHBIE OPraHbl, B
Cllyqasix, TPEeIyCMOTPEHHBIX JEHCTBYIOIIUM 3aKOHOJATEIHCTBOM, W
00paboTKa MPeOCTaBICHHBIX CBEICHUI

[TonroroBka u 00paboTKa yBEAOMJICHHH B TOCYJapCTBEHHBIE OPraHbl,
npodeccoHaIbHbBIE COI3bl M ApPYrue MPEeACTaBUTENIbHBIE OpraHbl
MepcoHaia 1Mo BOIpOcaM TOMCKA, MPHUBJICYCHUS, oadopa U oTOopa
nepcoHasa

ConpoBOXKICHUE JIOTOBOPOB 1O  OOCCIEUEHHIO  OpraHu3aluu
NepCcoHaIoM, BKJIIOYasg MNPCABAPHUTCIBHBIC IMPOUCAYPEI 10 nux
3aKITFOUCHUIO

HeoOxoaumbie ymeHus

Ob6ecrneunBarTh JIOKYMEHTAI[MOHHOE COMPOBOXK/ICHHE BBIXOJa
KaHJuAaTa Ha paboTy U IepeMelIeHHs TepcoHala

OdopMIsITh TOKYMEHTHI IO BONpPOCaM OOECIeYeHUs pecypcaMu
nepcoHana, HeoOXOAUMBIE NSl MPEAOCTaBICHHUSI B TOCYIApCTBEHHBIC
opranbl, MpodecCHOHANBHBIC COK3Bl M JIPYyTrUe TMPEACTABUTCIbHBIC
opraHbl pabOTHUKOB

Opranu3oBbIBaTh  XpaHEHHE JIOKYMEHTOB B  COOTBETCTBUU C
TpeOOBaHUSIMU  3aKoHOaTeNbcTBa Poccmiickoit  ®Demeparuu U
JIOKAJIbHBIMA HOPMATHUBHBIMH aKTaMH OPraHU3allnu

PaboraTth ¢ nH(pOpPMaLIMOHHBIMU CUCTEMAMHU, LIUPPOBBIMU YCIyraMH U
cepBUCaMU 110 BoIpocaM o0eclieueHts IEPCOHANIOM, BESHHUIO IO CKa
U YyyeTa KaHIUAATOB Ha BaKaHTHbIE JOJDKHOCTH (mpodeccuu,
CIIEL[MAJIBHOCTH )

dopMHpoBaTh MPEANOKEHUS MO ABTOMATHU3AIMH W IUPPOBU3ALUU
MPOIIECCOB U TOKYMEHT0000pOTa M0 00eCHe4YeHnI0 MePCOHATIOM

[IpousBoauTh  mIpenBapuUTENbHBIE  3aKYNOYHbIE MPOLEAYpPHl U
OobOpMIIATH  COMYTCTBYIOLIYIO JIOKYMEHTALIMIO [0 3aKII0YEHHUIO
JIOTOBOPOB

OpraHu3oBbiBaTh ¥ NPOBOAUTH  KOHKYPCH, OQOpPMIATH U
aHAJIM3UPOBATH KOHKYPCHYIO TOKYMEHTALUIO

OOecnieunBaTh  coOioJeHHE  TpeOOBaHMM  3aKOHOJATENILCTBA
Poccuiickoit @enepanyu M KOPHOPAaTUBHBIX IOJUTUK B 00JIacTH
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00pabOTKM  TMEpPCOHANBHBIX  JaHHBIX W KOH(HICHIIMAIbHOM
uHpopmauu

Bectu nenoByro nepenucky

Co0ur01aTh HOPMBI 3THKH JICJIOBOTO OO IIECHUS

Heo6xonuMmbie 3HAHUA

[Topsimok odopmieHus, BeleHHUs M XpaHEHHUS JOKyMEHTAIlHH,
CBS3aHHOW C TIOMCKOM, TMIPUBJICYCHHEM, IMOI00pPOM U OTOOpOM
nepcoHaaia Ha BAKaHTHBIC JOJDKHOCTU

HOpr}IOK (bOpMI/IpOBaHI/ISI, BCACHH: JAaHHBIX O IICPCOHAJIC OpraHU3allnun
" IpeaOCTaBJICHUA OTUCTHOCTHU

OCHOBBI JOKyMEHTOO0OpOTa U TIOKYMEHTALMOHHOTO 00€CTIeY eHUS

TexHonoruu, MeToApl W METOAUKHM IPOBEACHUS AaHAIM3a W
CHCTEMAaTH3aluu JOKYMEHTOB, U HH(OpMaLuu

[Topsinok mpoBeneHHs] KOHKYPCOB M OQOpPMIEHUS KOHKYpPCHOM
JOKYMEHTAIUU

ITopsinok mpoBedeHHs 3aKyHNOUHBIX Mpouenyp U  OQOpMIICHHUS
COIIYTCTBYIOILLEH JOKYMEHTAlUU

OpraHu3zaliuoHHas CTPYKTypa OpraHU3allii ¥ BaKaHTHbBIC JTOJDKHOCTU
(npodeccuu, cenuaabHOCTH)

Crenuanu3upoBaHHble  MH()OPMALIMOHHBIE CHUCTEMBI, MH(POBBIC
YCIIYTH U CEPBUCHI B 00JaCTH 00ECTICUCHHS TTEPCOHAIIOM, TPAHUIIBI UX
MIPUMCHCHU A

TapudHo-kBanupUKaIMOHHbIE CIOPAaBOYHUKU pPaboOT U mpodeccuii
pabounx ¥ KBalMM(UKAIMOHHBIE XapaKTEPUCTHKU  JOJDKHOCTEH
CITyXaIuX, TpodeccuoHaIbHbIe CTAaHIAPTHI

OcHOBHBIE METPUKH U aHAIMTUYECKHUE CPE3bI B 00J1aCTU OOecreueHust
MIEPCOHAIOM

HopmaTuBHBIE NpaBOBBIE aKThl, ONPEAENAIOIINE HOMBI TPYIOBOrO
paBa

OCHOBBI apXMBHOI0 33aKOHOJATEIbCTBA M HOPMATUBHBIE MPABOBbHIC
aktel Poccuiickoii @enepanuu, B 4acTU BEACHUS JOKYMEHTAlUU 10
nepcoHany

OcCHOBBI HAJIOrOBOT'O 3aKOHOIaTeNbCTBA Poccuiickoit deneparuu

3akoHonarenbcTBO Poccuiickoit denepannu 0 mepcoHaIbHbIX JaHHBIX

JlokanbHbIE aKThl OpraHu3aluy, PEryJIUPYIOUIME MOPSAO0K Moadopa
IepcoHala

[Topsinok 3aKir04YeHUs JOrOBOPOB (KOHTPAKTOB)

HpaBHna BCACHU HCHOBOP'I MMCPCIINCKU
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HOpMI)I OTUKH ACIOBOI'O 06I_I_ICHI/IH

Jpyrue xapakTepucTUKU

3.3. O600menHas TpyaoBasi GyHKuus

C€ATCIBbHOCTD I10 OLICHKE U aTTECTalluU Yposenn
HaumenoBanue A a 1 Kon C p 3]
nepcoHana KBaIMUKaImn
IIpouncxoxnenne 0000MICHHOM 3anMCTBOBAHO U3
P L H OpuruHan X
TPYAOBOH (yHKIIUH OpUTrUHalIa
Kon PerucrpanuoHHsIif
OpUTHHaNa HOMEDP
podeCCHOHAITLHOTO
CTaHIapTa
Bo3moxHbIe Crenuanuct no OLEHKE U aTTECTalluK MEPCOHAIA
HauMEHOBaHMUS Crenuanuct o nepcoHany
JIOJDKHOCTEH, ipodeccuid | MeHemKep 1o nmepcoHaty
TpebGoBaHus K Briciiee oOpa3zoBaHue — 6akajaBpuaT
00pa3oBaHHIO U WJIH
00y4YeHUI0 Briciiee  oOpa3oBanue  (HempoduimpHOe) —  OakajmaBpuaT U
JIOTIOJIHUTENIbHOE TMpOQecCHoHaIbHOE O00pa3oBaHUE - MPOrpamMMBbl

npoecCHOHALHON ~ TEPENOoArOTOBKH B OOJIACTH  yIPABIICHUS
nepCoHajioM HJIM B o0Jiactu MNPOBCACHHA OICHKH W aTTeCTallun
nepcoHana

TpeboBaHus K ONBITY
IPAKTUYECKON pabOThI

Oco0sle yciioBust
JIOIyCKa K paboTe

Jpyrue xapakTepucTuKu

I[OHOHHI/ITCJIBHBIC XapaKTCPpHUCTUKHU

HaumeHnoBanue qokymeHTa Kon HanmeHoBaHue 6a30BOi TPYIIIBI, JOJDKHOCTH

(mpodeccun) MM CICUATIBHOCTH

OK3! 2423 Cnenuanuctsl B 00JaCTH MOA00pa U HMCIOJIH30BAHUS
nepcoHasa

EKC3 - MeHemxkep 1o ImepcoHay

OKIIATP 26583 Cnenuanuct no Kaapam
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OKCO* 5.38.03.02 | MeHem» MEHT

5.38.03.03 | YnpapiieH#E epcoHaIoM

3.3.1. TpynoBas pyHkuus

Opranusanus ¥ TMPOBEICHHE OILCHKH YpoBeHsb
Hanvenosanie | penconana Kon | C/01.6 | (momyposens) 6
KBaTM(UKAITIT

IIpoucxoxaenue OBOH 3arMCTBOBAHO U3
P A TPyR Opuruzant X
dyHKIMH OpHTrHHaNa
Kon Perucrparnmonssiii
OpUTHHANIA HOMEp
pod)eCCHOHAIBLHOTO
cTaHziapTa
prI[OBBIe ﬂeﬁCTBHH Paspa60TKa IJlaHa ONCHKH II€PCOHAJJIa B COOTBCTCTBUHU C LCIIMU
OpraHu3aluu

Omnpenenenue pecypcoB, BBIOOp CpPEACTB M METOJOB IPOBEACHUS
OLICHKH MEPCOHaja B COOTBETCTBUU C IESIMU OpraHU3AINN

[IpoBeneHne OLEHKM MEpCOHANa B COOTBETCTBUM C IJIAHAMM
OpraHu3aIuu

ConpoBOXk/I€HHE OrOBOPOB C OpPraHU3ALMAMHU - HCIOJIHHUTEISIMU
MEpOIPUATUN IO OLICHKE I[IE€PCOHAaja, BKIIOYas IPEIBAPUTEIIbHBIC
IIPOLIEYPBI 10 UX 3aKII0YEHUIO

KOHCYJIBTI/IpOBaHI/IC IepcoHalia mo BOmpocaM OLICHKHU

IlonroroBka pexkomMeHauuil PyKOBOJACTBY U  IEpPCOHAIY IO
pe3ynbTaTaM IIPOBEIECHHOM OLIEHKHU IIEPCOHAIa

[TonroroBka mpenyokeHuit 1o (QOpMHpPOBAHHUIO OIOpKETa IO
OpraHu3alluy U MPOBEICHUIO OLICHKH IepCoHala

HeoOxoanmbie yMeHuUs Omnpenensats NapaMeTpsl U KPUTEPUH OL[EHKH ITEpCcOoHaa

P33pa6aTI)IBaTB CpeacTBa U MCTOAbI IIPOBEACHUA OLICHKHU IICPpCOHAIA

BoigenaTs (onpenessite) Ipyniibl epcoHaia JJisi IPOBEIEHUS OLEHKH

OnpenensiTh MOTHBAIlMOHHBIC  (AKTOPhI  MPOBEICHUS  OICHKHU
rnepcoHana

CocTaBisiTh W KOHTPOJUPOBATh CTaTbH pPACXOJOB Ha OLEHKY
NepcoHaa JJisl IaHUPOBAaHUSI 010 KETOB

OOecneunBaTh OPraHrU3alflMOHHOC COIIPOBOKICHNUEC OLICHKU IIEPCOHAJIA

ObecneunBaTh COXPaHHOCTh KOH(UACHUIHATHLHOW HHGOpMAIUU MpU
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MMPOBCACHNH OLICHKHU IICpCOHAJIa

Opranu3oBbiBaTh ~ XpaHEHUE JIOKYMEHTOB B COOTBETCTBHUU C
TpeOOBaHUSAMHU TPYJIOBOT0, ApXMBHOTO 3aKOHOJIATENILCTBA Poccuiickoit
denepauuu U JOKaJIbHBIMH HOPMAaTUBHBIMH AKTAMH OpraHU3aliu

CoOupaTb, aHaIM3UPOBATh M CTPYKTYpUpPOBaTh HH(GOPMALUIO O
IIPEIJIOKEHUAX 110 OLICHKE NTePCOHAJIA Ha PhIHKE TPpyJa

[Ipon3BoauTh  mIpenBapUTENbHBIE  3aKYNOYHbIE MPOLEAYpPHl H
0OpPMIIATE  COMYTCTBYIOUIYIO JTOKYMEHTAIIMIO TIO 3aKJIIOYEHHIO
JIOTOBOPOB

OHpC,[ICJIHTB ycCjaoBus Jisd 3aKJIOYCHUSA OOrOBOPOB Ha YCIYIrW IIO
IMPOBECACHUIO OLICHKHU IIEPCOHAJIa

CucremaTu3nupoBaTh, 000011aTh U aHAIU3UPOBATH PE3YJIbTAThl OLIEHKU
nepcoHana

ObecrieunBaTh OOpaTHYIO CBsI3b IO pe3yjbTaTaM IPOBEIECHHOMN
OLIEHKHU C TIEPCOHAJIOM U PYKOBOACTBOM

PaGoTath B MH(pOPMAIIMOHHBIX CHCTEMaX, MCIOJIb30BaTh ITU(POBBIC
YCIIYTH U CEPBHCHI 110 MPOBEICHUIO OIICHKH MIEPCOHAa

®opMHpoBaTh MPEATOKEHUS MO aBTOMATH3AIMU U HU(POBU3ALHIH
IIPOLIECCOB OLICHKU M aTTECTALlMH [IEPCOHAIIA

ObecnieunBaTh  coOsrojieHMEe  TpeOOBaHWUK  3aKOHOJATEHCTBA
Poccuiickoit @enepanuu M KOPHOPATUBHBIX TMOJUTUK B 00JacTu
00pabOTKM  TEPCOHANBHBIX  JIAHHBIX W KOH(HUIACHIIMATBHON
uH(popMauu

Bectu nenoByro nepenucky

Cobiro1aTh HOPMBI 3TUKH JIEJIOBOTO OOIIEHUS

HeoOxonnMmeble 3HaHUS

TexHnonorun u MeroAbl omnpeneseHus MpodeccuoHaIbHBIX 3HAHHM,
YMEHHUI U KOMIIETCHIIUI

Texnomorun u METOABI OLICHKHA JIMYHOCTHBIX Ka4€CTB n
XapaKTCPUCTHUK

Cucrembl, MeToabl U (OPMBI MaTEpHATbHOTO M HEMAaTEepPHAILHOTO
CTUMYJIMPOBaHHUs TpyJAa NepcoHaa

TexHo0ruu U METOIbI (POPMUPOBAHHUS U KOHTPOJIS OIOIKETOB

TexHonoruu, MeToAbl W METOAMKHM IPOBEIECHUS aHalIM3a W
cHCcTeMaTH3alluu JOKYMEHTOB U HH(popManuu

OCHOBBI O0OIIEH M CONUANBHOM TICUXOJIOTHH, COLMOJIOTHM U
IICUXOJIOTMU Tpyaa

OCHOBEI HpOHSBOHCTBeHHOfI JACATCIIbHOCTU OpPraHru3aliun
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[Topsimok mpoBedeHHs 3aKyNOUHBIX Mpouenyp U ohOpMIICHHUS
CONYTCTBYIOIIEH TOKyMEHTALUN

OpranuzanuoHHasi CTPYKTypa OpraHU3allMi U BaKaHTHbIE J1OHKHOCTU
(mpodeccuu, cnenuaabHOCTH)

TapudHo-kBaIMpUKaMOHHbIE CHPaBOYHUKU pPaboT U mpodeccuii
pabounx ¥ KBaJIM(UKAIMOHHBIE XapaKTEPUCTHUKU JOJDKHOCTEH
CITy’KalluX, IpogecCHoHaIbHbIE CTAaHIaPThI

Cnennanu3upoBaHHble  WH(GOPMALMOHHBIE CUCTEMbI, LHU(POBBIC
YCIYTH WM CEpPBUCHl B OOJIACTH OLEHKU II€pCOHaNa, T'PaHULBI HX
IIPUMEHEHUS

OcHOBHBIE MCTPUKHU N QAHAJIMTHUYCCKUEC CPC3bI B obnactu OILICHKH
nepcoHa

HopmaTuBHBIE MpaBOBBIE AaKThl, OMPEAENAIOIINE HOMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOAATEILCTBA M HOPMATHUBHBIE MPaBOBbBIC
akTel Poccuiickoii @enepanuu, B 4acTU BEICHUS JOKYMEHTAIlUUA IO
MepcoHany

3akoHonarenbcTBO Poccuiickon denepanuy 0 NEPCOHAIBHBIX JaHHBIX

JlokanbHBIE HOPMAaTHBHBIE AaKThl OPraHW3allUH, PEryJIMPYIOIIHE
MOPSIOK OLIEHKH IEepCOoHalIa

[Topsinok 3akiroueHust JOrOBOPOB (KOHTPAKTOB)

HpaBHna BCACHU HCHOBOfI MCPCIINCKU

HopwMmpbl 3THKH 1e710BOro 00IIeHHS

pyrue xapakTepucTuku

3.3.2. TpynoBasi pyHK1us

OpraHusanus 1 IpOBEACHUE aTTeCTALUH YposeHsb
HaumenoBanme Mepconaa Kox C/02.6 | (nmomyposeHs) 6
KBaHUKAIMN

[Mpoucxoxaenue TpyI0BOH
dyHKIIH

X 3aMMCTBOBAHO U3

Opurusan
OpUTHHaNIA
Kon PerucrpanuoHHsIif
OpUTHHaNa HOMEp
poheccCHOHaTBHOTO
CTaHzmapTa

TpynoBble nencTBus

PazpaboTka MpPOEKTOB JOKYMEHTOB, OINPEICIAIOMNX MOPSI0K
aTTECTAallMM [IEPCOHAA, C OLIEHKOM 3aTpaT
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OpraHu3anMoHHOE U JIOKYMEHTAIlMOHHOE COMPOBOXKIEHUE Mpollecca
aTTECTAIMK M pa0OTHI ATTECTAIIMOHHOW KOMHUCCHHI

[TonroTroBka mpemyiokeHnid 1o QopmMupoBaHulo Orojpkera Ha
OpraHH3aIHIO U TPOBEICHHUE aTTECTAIlMH NIepCoHaa

[TogroroBka mpemyioKEeHU 1O  pe3yjabTaraM  aTTeCTallid O
COOTBETCTBUM  pab0OTHHMKAa  3aHUMAeMOW  JOJKHOCTHU WIH
BBITIOJTHSIEMOM pabOoThI

HeoOxonumbie ymeHus

OmnpenenaTs napaMeTpsl U KPUTEPUH aTTECTALIMU [TEPCOHAA

OHpCIICJIHTL U NPpUMCHSATH CPCACTBA U MCTOABI ATTCCTAlIUN

Breiensats rpynnel nepcoHaia s MpOBEAEHUS aTTECTALUN

ObecnieunBaTh JOKYMEHTAIIMOHHOE COIPOBOXKJEHUE AaTTECTALUU
repcoHana

CocTaBisiTh W KOHTPOJUPOBATH CTaThH PACXOIOB Ha ATTECTAIUIO
IepcoHaia JJisl MJIaHUPOBAHUSI O0KETOB

PabortaTh ¢ MHPOPMALIMOHHBIMH CHUCTEMaMH, IU(PPOBBIMHU yCIyraMu
U CEpPBHCAaMHU I10 MPOBEJCHUIO ATTECTAllMM [TIEPCOHAIA

dopMupOBaTh MPEIJIOKEHHUS 1O aBTOMATH3AIUU M LU(POBU3AINH
rporecca arrecTaluuuy rnepcoHania

OpraHu3oBbIBaTh  XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C
TpeGoBaHUSIMU TPYIOBOTO, ApXUBHOT'O 3aKOHO/ATENbCTBA
Poccuiickoi @enepanyu U 10KaJIbHBIMU JTOKYMEHTaMH OpraHU3alun

OOecneunBaTh coOmI0IeHNE TpeboBaHMI 3aKOHOIATENbCTBA
Poccuiickoit ®denepaniuun ¥ KOPIMOPATHUBHBIX MOJUTHK B 00JACTH
00pabOTKH  TEPCOHAIBHBIX  JAHHBIX W  KOH(UIEHIMAIBbHOMI
uH(popMauu

Cobiro1aTh HOPMBI 3TUKH JIEJIOBOTO OOILIEHUS

HeoOxonnMmeble 3HaHUS

HOpSI,IIOK N TCXHOJIOTHA NPOBEACHUSA aTTECTAllUN IICPCOHAJIA

TexHOmoruu U METO/ABI ONPEAETCHHS U OIEHKUA MpodeccuOoHaIbHbIX
3HAHUM, YMEHHUI U KOMIIETEHIIUN

Cucrembl, MeTo/bl M (OPMBI MATEPUATBHOIO U HEMATEPUAILHOTO
CTUMYJIMPOBAHUs TPyZAa IIEpCOHAIa

TexHo0ruu U MeTOIbI (POPMUPOBAHHUS U KOHTPOJIS OIOIKETOB

TexHosorun, METOABI M METOAMKM IPOBEACHUS aHaIM3a U
CHCTEMaTH3alluU JTOKYMEHTOB, U HH(GOpMaIUU

OCHOBBI HpOHBBOHCTBeHHOP’I ACATCIbHOCTU OpraHru3aliuu

OcHOBbI 0O0IIEH © CONHAIBHON IICUXOJOIUH, COIHOJIOTUH U
MCUXOJIOTUU TpyAa
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OpraHu3anMoHHas CTPYKTYpa OpraHU3alii ¥ BaKaHTHBIC IOJDKHOCTH
(npodeccuu, cenuaaIbHOCTH)

Crnenuanu3upoBaHHble  MH()OPMAIIMOHHBIE CHCTEMBI, IU(PPOBHIE
YCIYTH U CEpPBUCHI B 00JIACTM aTTECTAllUM TEpPCOHaNa, TPAHMIIBI UX
MIPUMEHEHUS

TapudHo-kBamMpUKAMOHHBIE CIPAaBOYHUKH paboT u mpodeccuit
pabounx u© KBaNU(UKALMOHHBIE XapaKTEPUCTHKU JIOJDKHOCTEH
CIyXaIuX, TpodeccnoHaIbHbIE CTaHAAPTHI

OcHOBHBIE MCTPUKHU U aHAJIUTUYCCKUEC CPC3bI B obJiactu arTeCcrTalnuu
nepcoHa

HopmaTuBHBIE NpaBOBBIE aKThI, ONPEACNSIONIME HOMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOAATEIHCTBA M HOPMATUBHBIE IMPABOBBIE
akTel Poccuiickoit denepauyu, B 4aCTH BEIEHUA JOKYMEHTAIUHU 110
nepcoHany

3akoHomaTenbcTBO  Poccuiickoir  ®enmepanud 0  MEPCOHAIBHBIX
JTAHHEIX

JlokanbHBlE HOPMATHUBHBIE AaKThl OpraHU3alMM, pPEryJIMPYHOIIUe
MOPANOK aTTECTALlMK IIEPCOHAA

[IpaBuiia BeeHUs J€10BOM MepencKu

Hopw™mpbl 3THKHM Ae70BOr0 00TIeHUS

[pyrue xapakTepucTuku | -

3.3.3. TpynoBasi pyHkuus

AJIMHUHUCTPUPOBAHHE MPOLIECCOB " VYpoBeHb
Hanmenosanne | JOKyMEHTOOOOpOoTa Tipu  TpoBeAcHuu | Kon C/03.6 | (moxypoBeHn) 6
OIICHKM M aTTCCTAllMH IIepCOHAaJIa KBanMuKanum
IIpoucxoxaenue OBOI 3anMCTBOBAHO U3
P A TPyR OpuruHan X
byHKIMH OpUTHHAIA
Kon Peructpanuonsslit
OpHUruHaIa HOMED
pohecCHOHATHHOTO
CcTanapTa
TpynoBsie nefcTBUS AHanm3 mpoueccoB JOKYMEHTO000pOTa, JOKAJIbHBIX JOKYMEHTOB I10

OLCHKEC U aTTCCTAalluU IIEPCOHATIA

OpFaHI/ISaHI/IOHHOC COIIPOBOXACHUC MepOHpI/ISITI/Iﬁ II0  OLCHKC
NnepCoHalia U €ro aTreCTalunu
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I[OKYMCHTaLII/IOHHoe COIIPOBOXACHUEC IIpoHecCa M PE3YyJIbTATOB
OLICHKHK M aTTCCTAalluH IICPCOHAIA

HNudopmupoBanue nepconana o pe3yabTaTax OLEHKH U aTTECTalluu

[TonroroBka MpeIIOKEHNUN IO Pa3BUTHIO MEPCOHANA MO pe3ysIbTaTam
OILICHKH M aTTeCTAaI[!

ConpoBoXxaeHHE JOrOBOPOB IO OKa3aHUIO KOHCYJBTAal[MOHHBIX H
MH(OPMAIIMOHHBIX YCIIYT MO OLIEHKE U aTTECTalluy NepcoHaa

Heobxonumbie ymeHuUs

P33pa6aTLIBaTB u O(l)OpMJ'IS[TI) JOKYMCHTBI 110 BOIIPOCAM IIPOBCIACHUA
OLCHKU M aTTCCTAllUH IIEpPCOHATIA

HO,IIFOTaBJII/IBaTB U MPOBOAHUTL MCPONPUATUA 11O OHLCHKE U
arreécranuuu rnepcoHalia

OdopMIsITh TOKYMEHTBI IO BOIPOCAM OICHKHM ¥ aTTeCTalluu
nepcoHaia, TMPEJOCTaBIsieMble B  TOCYJAapCTBEHHBIE  OpraHEI,
npo(eCCUOHAIBHBIC COKO3bI W JIPYTHE IPEICTABUTEIBHBIC OPraHbI
pabOTHUKOB

AHanu3upoBaTh MpaBUiiad, MPOLEAYpPbl U TOPAIKH IPOBENEHUS
OLICHKU U aTTECTALMU IIEPCOHAJIA

OpFaHI/ISOBBIBaTb XPaHCHHUC JOKYMCHTOB B COOTBETCTBUHN C
TpeOOoBaHUSIMU TPYAOBOTO 3aKOHOJATEebCTBA Poccuiickoit
(DGI[ Cpauru 1 JIOKAJIbHBIMH aKTaMH OpraHu3alvun

PaboTtaTh ¢ MHPOPMALIMOHHBIMH CHUCTEMaMHU, HU(PPOBBIMU yCIyraMu
U CepBUCAMH IO BOIPOCAM aIMUHUCTPUPOBAHUS JOKYMEHTOOOOpOTa
IIPU IPOBEJECHUH OLIEHKU U aTTeCTallMy IIepCoHaa

®opMupoBaTh NPENJIOKEHUSI MO aBTOMATHU3AIMU M IH(pPOBHU3ALUN
mporecca aIMUHUCTPUPOBAHNUS JOKYMEHTOO0OpOTa MPU MPOBEIECHUN
OLICHKH U aTTECTALIMU IIEPCOHAIA

ObecrieunBaTh  coOyrojeHue  TpeOOBaHMK  3aKOHOAATENbCTBA
Poccuiickoit denepariuu U KOpIOPATUBHBIX MOJUTHK PaboOTOMATENS B
obiacT 0O0paOOTKM TMEPCOHANILHBIX JaHHBIX W KOH(HUIACHIUAIbHOU
uH(popMauu

Bectu nenoByro nepenucky

Cobiro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS

HeoOxonuMmbie 3HAHUA

[Topsinok odopmieHusi, BeIEHUS U XPAaHEHHUs] JIOKyMEHTAlUH,
CBSI3aHHOMW C IIPOBEIEHUEM OLICHKHU M aTTeCTalluy IIEPCOHANa

[Topsinox QopmupoBanusi, BeaeHUs O0a3bl JaHHBIX O I[EpPCOHAJE
OpraHuv3alu U Mpe€aoCTaBJICHNUA OTYCTHOCTH

Tapudno-kBaM pUKAIMOHHBIE CIPABOYHUKU paboT u mpodeccuii
pabounx W KBAIM(UKAMOHHBIE XaPAaKTEPUCTUKH JIOJDKHOCTEH
CIyXaIuX, TpodeccuoHaIbHbIe CTAaHIAPTHI
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[Topsimok mpoBeneHUs 3aKyMOYHBIX Mpomenyp U odopmieHus
CONMYTCTBYIOIIEH TOKyMEHTALUN

[Mopsimoxk  odopmiieHuss  AOKYMEHTOB,  IPEAOCTABISIEMBIX B
rOCYapCTBEHHBIE OpraHbl, MPO(ECCHOHAIBLHBIE COI3bI U IPYyrue
MIpe/ICTaBUTENIbHBIC OpraHbl pA0OTHHUKOB

OCHOBBI TOKyMEHTOO0OpOTa U IOKYMEHTAIIMOHHOTO 00€CIIeY CHUS

OpranusanuoHHasi CTPYKTypa OpraHv3allid U BaKaHTHbBIE IOJDKHOCTH
(mpodeccun, criennaIbHOCTH)

Cnennanu3upoBanHble HMH(OPMAIMOHHBIE CHCTEMBI, IU(POBHIC
yCIyTM U CEpBUCBI 1O  BOIpOcCaM  aJMUHHUCTPUPOBAHHUS
JOKyMEHTOO0OpOTa IMPOLECCOB IO BONPOCAM OLEHKHU U aTTeCTaluu
IIepCOHaJIa, BEJECHUIO yueTa KaHAMJATOB HAa BaKaHTHBIE JOJKHOCTH
(mpodeccuu, criennanbHOCTH), TPAHULIBI KX IPUMEHEHUS

HopmaTuBHBIE TpaBOBbIE aKThl, OMPENESIOUIME HOMBI TPYAOBOTO
npaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIbCTBA W HOPMATUBHBIE IIPABOBbLIE
akTel Poccuiickoil denepanuu, B 4acTU BEAEHUSA JOKYMEHTalUU IO
IIEpCOHAILY

3akoHonarenbcTBO  Poccniickoir  @Pexepanuu 0 MEPCOHAIBHBIX
JaHHBIX

TexHonornu, MeTOABI M METOJWKU TMPOBENCHHS aHalu3a H
CHCTEMaTH3alluu JOKYMEHTOB U HH(POpMAITUU

JlokambHEBIC HOPMATUBHBIC AaKTbl OpraHu3aliv, pPEryjaupyromme
NopAaOK OLICHKU U aTTCCTAllUX ITECPCOHAIA

[Topsinok 3akioueHust JOroBOpPOB (KOHTPAKTOB)

IIpaBuna BeneHus 1€JI0BOM MEPENUCKH

Hopw™mpbl 3THKEN Ae710BOro 001IeHus

Jpyrue xapakTepucTuKu

3.4. O600meHHas TPyAOBast QyHKUIMSA

HaumenoBanune

IIpouncxoxnenne 0000MIEHHOM
TPYHOBOH (HyHKIHA

JlesITenbHOCTD 110 Pa3BUTHUIO IIEPCOHAA Kox D YpoBeHb 6

KBaTU(UKAITTH

3anMCTBOBAHO U3

OpuruHan X
OpHUTHHAA
Kox Peructpanuonssiit
OpHUTHHANA HOMEp

poheCCHOHATHHOTO

CTaHapTa
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Bo3sMmoxHbIE
HaMMEHOBAHUS
JOJDKHOCTEH, mpodeccuit

Crenuanuct mo pa3BUTHIO U O0yUEHHIO TIEpCOoHAa
Crienuamuct no pa3BUTHIO Kapbephl EpCcOHaIa
Crenuanuct no nepcoHaty

Menemxkep 1o nepcoHary

TpebGoBaHus k
00pa3oBaHUIO U
00y4eHHIO

Bricuiee oOpa3oBanue — OakaiaBpuaT

WIn
Beiciee  oOpasoBanue  (HempoduibHOe) —  OakamaBpuaT WU
TOMOJHUTEIBHOE TpOoQecCHOHalbHOE 00pa3oBaHHE - IPOrPAMMBI
npoeCCHOHATBHON  MEPernoArOTOBKM B O0JIACTH  yIpaBIICHUS
MepcoHaIoM WJAM B o0JacTd  pa3BUTUST M TMOCTPOCHHUSA

npodeccoHaIbHON Kaphephl epcoHaa

TpeOoBaHUA K OIIBITY
IPAKTUYECKON pabOThI

Oco0Osble ycroBus
JIOITyCKa K paboTe

Jpyrue xapakTepucTUKu

Pexomennyercst JOMOTHUTENBHOE TPOPECCHOHATIBHOE 00pa30BaHUE —
nporpaMMBbl IOBBIIIICHHU A KBaJ'II/I(l)I/IKaIII/II/I B oOJracT YHpaBJICHUA
MIePCOHAJIOM MJIM 00YYEHUsI, NI PA3BUTHS ITEPCOHAIIA

JlononHUTENbHBIE XapAKTEPUCTUKU

HaumenoBanue nokymeHra Kon HaunmenoBanue 6a30B0i TpyMbl, JOHKHOCTU
(mpodeccun) M CenUanTbHOCTH
OK3! 2424 CrienanucThl B 00J1aCTH MOATOTOBKH U PA3BUTHUS
nepcoHana
EKC3 - Menekep 1Mo nepcoHany
OKIIATP 26583 Crienuaimct mo Kajapam
OKCO® 5.38.03.02 | MeHemKMeEHT
5.38.03.03 | YnpaBieHue nepcoHaioM
3.4.1. TpynoBas GpyHKUUSA
Opranuzanus u MpOBEICHNE
MeponpHaTHil 110 A3BUTHIO u YPOBCHE
HanmenoBanue porp p .| Kon D/01.6 | (momyposens) 6
MOCTPOCHUIO npodeccuoHaTBHON Dl N ——
Kapbephl ITepCcoHAaa
HpOI/ICXO)K,HeHI/IG TPYyAOBOU OpI/IFI/IHaJ'I X 3anMCTBOBAHO U3
¢yHKITMH OpUTHHAaNA
Kon PerucrpanuoHHBIH
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opHUTrHHaja HOMeEp
HpOo(heCCHOHATEHOTO
cTaHzapra

TpynoBeie nelicTBUA

[ToaroToBka MHPOEKTOB JOKYMEHTOB, ONPEACISIOMUX  MOPSI0K
Pa3BUTHS TEpCOHANA U MOCTPOEHUS MPO(EeCCHOHAILHOW Kapbephbl ¢
OLICHKOM 3aTpaT

Pa3paboTka miaHoB mpodeccHOHaIbHOM Kapbephl IIepcoHaa

dopmupoBaHHUE KaJIpOBOTO pe3epBa

OpraHu3anss  MEpPONPHUATHNA IO  PAa3BUTUIO W TOCTPOEHUIO
npodeccoHaIbHON Kaphephl epcoHaa

[TonroroBka mpennoxxkeHuit 1o ¢GopMUpOBaHHIO OloJKETa Ha
OpPraHu3alMi0 U TPOBENCHHE MEPONPUATHI 1O PpPa3BUTHIO H
IIOCTPOEHUIO ITPO(eccuOHaIbHON Kapbephbl IEPCOHAIA

Ananu3 3(QQEeKTUBHOCTH MEPOIPUSATHH IO Pa3BUTHIO IEpCOHAa,
[IOJITOTOBKA MPEAJIOKEHNUN 10 pa3BUTHUIO

Heobxoaumble ymMeHus

AHanu3upoBaTh YpPOBEHb OOLIEr0 pa3BUTHUS U MpodecCHOHANbHOM
KBaJTM(HUKALIMK [TePCOHAJIA

Omnpenensats KPaTKOCPOUHBIE U TOITOCPOUHBIE TOTPEOHOCTH pa3BUTHUS
MePCOHAJIA ¥ IOCTPOSHHSI €ro MPoQeccHOHANBHON Kapbephl

Onpenensate  kpuTepun  (GOpMHpPOBAHUS  KaJpoBOrO  pe3epsa
OpraHu3aluu

CocTaBisiTh WHIAWBUAYAJIbHBIC IIJIaHbI KapbepHOTro Ppa3BUTUA
nepcoHalia

[IpuMeHsAT, TEXHOJOTMUM W METOJBl Ppa3BUTHS TEPCOHANIA W
MOCTPOEHUs MpodecCHOHATbHON Kapbepbl

CocraBiaTh NPEeNSIOKEHUS U KOHTPOJMPOBATh CTaTbU PACXOAOB Ha
IPOrpaMMbl U MEPONPHIATHS MO Pa3BUTHUIO EPCOHATA U MOCTPOEHHIO
1pohecCOHaIbHON Kapbepbl IS MJIAHUPOBAaHUS OF0/1KETOB

Onpenenats 3QpHEeKTUBHOCTb MEPONPUSITUNA O Pa3BUTHUIO MEpCOHAIa
U TIOCTPOEHUIO PO ECCHOHATBHON Kaphephl

PabortaTth ¢ HH(OPMALIMOHHBIMU CUCTEMAMHU, LIU(PPOBBIMU YCIIyTaMu U
CepBHCAMH IO YIPABJIEHUIO IIEPCOHAJIOM B YacTH Pa3BUTHS U
MOCTPOCHUIO NPOeCcCHOHATIBHOM Kapbhepsl

dopmupoBaTh MPEATOKEHUS O aBTOMATH3AIMU U U(POBU3ALHIH
MPOIIECCOB PAa3BUTHS M TOCTPOCHUS MPOPECCHOHATBHONW Kapbepsbl
nepcoHana

O06ecrieunBarh coOJIroIeHnE TpeOoBaHMi 3aKOHOJATEJIHLCTBA
Poccuiickoit ®enepanyii ¥ KOPHOPATUBHBIX TOJUTHK B 00JIACTH
00paboTKu MEPCOHAIIBHBIX  JTAHHBIX u KOH(UIECHITNATHLHON
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uHpopmanuu

Co0ur01aTh HOPMBI 3TUKH JICJIOBOTO OO IIEHUS

Heo0xonuMmble 3HaHUSA

Cucrema, CIOCOOBI, METO/bI, WHCTPYMEHTBI MOCTPOCHUS
pohecCHOHaTbHON Kaphephl

MeTonpl onpeneneHusl U OLEHKH JUYHOCTHBIX M MPO(eccCnOoHaTbHBIX
KOMITETEHIINH

Cucrempl, MeTOoabl U (POPMBI MATEPUAILHOTO W HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPyAa NEepCcoHala

TexHosoruu u MeTobl (HOPMUPOBAHUS U KOHTPOJIS OIOIKETOB

TexHonoruu, MeTOAbI M METOAUKHM IMPOBEAEHUSA AaHAIM3a W
CHCTEMaTH3alluu TOKyMEHTOB U HH(pOpMauu

OcHoBBI TPO(heCCHOHATBHON OPUEHTAIINHI

OcCHOBBI TOKYMEHTOO0OPOTa U IOKYMEHTAIIMOHHOTO 00€eCIey eHUS

OCHOBEBI HpOH3BOHCTB€HHOI>i ACATCIbHOCTU OpraHu3alnunu

OCHOBBI O0OIIEH M CONUANBHOM TIICMXOJIOTMHU, COLMOJOTHM U
IICUXOJIOT MU TpyJa

OpraHu3annoHHas CTPYKTypa OPraHU3aIMi U BaKaHTHBIC JOJDKHOCTH
(mpodeccuu, cienuanTbHOCTH)

TapudHo-kBanupuKaMOHHBIE CHPABOYHUKK paboT u mpodeccuit
pabounx W KBaMM(UKAIMOHHBIE XaPAKTEPUCTHKU  JOJDKHOCTEH
CITy>KaIuX, TpoeCcCHOHATIbHBIC CTAHAAPTHI

HopMaTuBHBIE TIpaBOBBIE aKThI, OMNPEACIAIOIIME HOMBI TPYAOBOIO
npaBa

3aKOHOI[aTeJ'II>CTBO Poccuiickoit d)ez[epaunn 0 IEPCOHAJIbHBIX TaAHHBIX

JlokanpHple HOpPMAaTHBHBIE aKThl OpraHU3allMd, PEryJIUPYIOLIHe
MOPSIOK  Pa3BUTUSL U TOCTPOCHUSA MPO(GECCHOHATBHONW Kapbepsl
nepcoHana

[Topsinok 3akioueHust JOrOBOPOB (KOHTPAKTOB)

Crnenuanu3upoBaHHble  MH()OPMALIMOHHBIE CHUCTEMBI, LHU(POBBIE
YCIIYTH U CEPBUCHI 110 YNPABIECHUIO MEPCOHAIIOM B YaCTH Pa3BUTHUS U
MIOCTPOEHUIO POo(deccuoHaIbHON Kapbepbl, TPAHUIIBI UX TPUMEH CHUS

OcHOBHBIE METPUKH M aHAIMTUYECKHE CPE3bl B 00JIACTU PAa3BUTUS U
MIOCTPOEHUS Kapbephl ITepcoHaa

HopMBbl 3THKH A€70BOr0 OOIICHUS

Jpyrue xapakTepuCTUKH
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HanmenoBanue

Opranu3anus 00ydeHus nmepcoHaia YposeHsb

Kon D/02.6 | (momyposens) 6
KBaTH(DUKAIMN

[poucxoxaenue TpyaI0BOM
dyHKIIH

3aMMCTBOBAHO U3

Opurunan X
OpUTHHAIA
Kon PeructpannoHssIit
OopHUTrHHAaJa HOMEp
podeCCHOHATEHOTO
CTaHJapTa

TpynoBeie nelicTBUA

Pa3paboTka IMpPOEKTOB JIOKAJbHBIX AaKTOB MO OOYYEHHUIO M Pa3BUTHIO
IIEpCOHAJIA C OLICHKOM 3aTpaT

Pa3paboTka nigaHoB, METOANYECKUX MATEpUajIoB, YUEOHBIX IJIAHOB U
IIpPOrpaMM 10 00y4YEHUIO IIEPCOHAA

Opranu3zaius MeEponpusTui o 00y4eHUIO ITepcoHaa

[TonroTtoBka mpemnoxkeHuidr mo (GOpMHPOBaHHMIO OOJKETAa Ha
OpraHu3alui 00y4YeHHs IepcoHala

AHanu3 3PPEeKTUBHOCTH MEPONPUITHH 110 00YUCHHIO TTepCOHAIa

Heobxonumble ymeHHs

Omnpenensats MOTpeOHOCTH B OOydyeHHMM TpYNIl IepcoHala B
COOTBETCTBMH C LIEJISIMA OpraHU3aluu

AHanu3upoBaTh PBIHOK 00pa3oBaTENbHBIX YCIYyr U T'OTOBUTH
IIPEIUIOKEHHUS 110 MTOCTABIUKAM YCIYT

OpraHu3oBbIBaTh 00y4arOIINE MEPOIPUITHUS

CocTaBnATh M KOHTPOJIMPOBATH CTAaThM pAacXoioB Ha o0OydeHue
HepcoHasa JJis MJIaHUPOBAaHUs OI0/)KETOB

Pa3pa6 aTbIBATb U KOMILJICKTOBATb Y4 eOHO “-METOANYCCKUEC JOKYMCHThHI

[Tpon3BoauTs oreHky 3dekTHBHOCTH 00yUeHHs epcoHana

[IpousBoauTh  mIpenBapUTENbHBIE  3aKYNOYHBIE MPOLEAYpPhl U
oopmiieHHE COMYyTCTBYIOIIEH [TOKyMEHTAlMH 1O 3aKIIOYEHHUIO
JI0OTOBOPOB

PabortaTth ¢ nH(OPMALIMOHHBIMU CUCTEMAaMHU, LIU(PPOBBIMU YCIyraMH U
CEpBHCAMHU B 4aCTH 00yuEHHs [TepCOHAIa

dopmMupoBaTh NPEIJIOKEHHE IO aBTOMATH3AIMU M MUGPOBHU3AINUN
nporiecca 00y4eHus rnepcoHasa

Pa3pabatbiBaTh 1 0QOPMIIATE TOKYMEHTHI IO IpolieccaM OpraHu3aluu
00y4eHUs NepcoHalla U UX pe3ynbTraTaM
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ObecnieunBaTh  coOmoeHMe  TpeOOBaHMII  3aKOHOJATENbCTBA
Poccuiickoit denepaniiu 1 KOPHOPATUBHBIX TMOJUTUK B 00JaCTU
00pabOTKM  TEPCOHANBHBIX  JAHHBIX W KOH(HUACHIIMATBHON
uH(popMauu

Bectu nenoByro nepenucky

Co0biro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS

HeoOxonuMmbie 3HAHUSA

MeTozbpl, MHCTPYMEHTBHI HCCIEIOBaHUS IMOTPEOHOCTH B OOY4YEHHH
IepcoHasa

Mertononorust 00y4eHus

TexHonoruu, MeToAbl W METOAUKHM IPOBEACHUS aHAIHM3a W
CHCTEMaTH3aluu TOKyMEHTOB, U UH(pOpMaluu

[Topsinok pa3pabOTKM TIJIAHOB TMOATOTOBKH, TEPENOArOTOBKH U
MOBBIMICHUS KBATU(UKAIINY TIEPCOHANA, yUeOHBIX IJIAHOB U MPOrpaMM

Cucrembl, MeTOABl U (OPMBI MaTEPHAIBHOIO M HEMATEPUATIbHOIO
CTUMYJIMPOBaHUS TPyZa IEpCOHaIa

TexHo0ruu U METOIbI (POPMUPOBAHHUS U KOHTPOJIS OOIKETOB

[Mopsimok BefeHUs yueTa U OTYETHOCTH 10 MOJATOTOBKE U MOBBILICHUIO
KBaJTM(HUKALMK [TePCOHAJIA

OCHOBBI ,Z[OKyMeHTOO60pOTa U TOKYMCHTAIIlMUOHHOI'O obOecrneueHuUs

OCHOBBI OOIIE M CONUANBHOM IICHXOJIOTHH, COIMOJIOTHH U
MCUXOJIOTUU TpyAa

TapudHo-kBanMpUKaMOHHbIE CIHPaBOYHUKU pPaboOT U mpodeccuii
pabounx ¥ KBaJM(UKALMOHHBIE XapaKTEPUCTUKU JTOJDKHOCTEH
CITy’Kalux, IpodeccuoHabHble CTAaHAAPThI

OCHOBHBIE TIOJIOKEHUS IPAXKAAHCKOr 0 3aKOHOATeIbCTBA Poccuiickon
denepanny B 4aCTU UHTEIIEKTYaJIbHOW COOCTBEHHOCTU

[lopsimok mpoBeneHHWs 3aKyMOUYHBIX Tpoueayp U 0ohOpPMIICHUS
COIYTCTBYIOILIEH TOKYMEHTALIHU

OpraHu3zalinoHHas CTPYKTypa OpraHu3aluu

HopmaTuBHBIE TIpaBOBBIE aKTHI, OMPEAEISIONIME HOMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOAATEILCTBA W HOPMATHBHBIE IPaBOBbBIC
akTel Poccuiickoii @enepaiu, B 4aCcTH BEICHUS JOKYMEHTAIlUU IO
MepcoHaNy

OcHOBBI HAJIOrOBOT'O 3aKOHOAAaTENLCTBA Poccuiickoi deneparuu

OcHOBBI 3aKOHOIaTENNbCTBA 00 00pa3oBannu Poccuiickoit denepanuun
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3aKOHOI[aTeJ'IBCTBO Poccuiickoit q)enepaum/l O MIEPCOHAJIbHBIX JTaHHBIX

JlokajbHbIE HOPMATHBHBIC AaKThl OpPraHU3allUU, PEryJIUPYIOIINE
o0ydJeHHE MepcoHaa

[Topsimok 3akit0O4eHUsT JOrOBOPOB (KOHTPAKTOB)

Crnenuanu3upoBaHHble  MH()OPMAllMOHHBIE CHUCTEMBI, LH(POBBIE
YCIYTH U CEpBUCHI B 00MacTH OOy4yeHHUs IepCcoHaja, TPaHMIBI HUX
MPUMEH EHUS

OCHOBHBIC METPHKM M AQHAJUTHUYECKUE CpPE3bl B YacCTH OOy4YeHUSs
nepcoHana

IIpaBuna BeneHUs NE€I0BON EPENUCKU

Hopw™mpbl 3THKEN Ae710BOro 001IeHus

Jpyrue xapakTepucTuku | -

3.4.3. TpynoBasi pyHKuus

Opranuszanys ajantalyuy U CTA)KAPOBKH YpoBeHsb
HaumeHoBaHue nepcoHana Kox D/03.6 | (momyposens) 6
KB (DUKAIMN

Ipoucxoxnenue OBOH 3aMMCTBOBAHO U3
P a TPyR Opurunan X
byHKIN OpHTHHaJIA
Kon Perucrpanuonssiit
OpUrHHaIA HOMeEp
npodeccnoHaIbHOTO
cTaHjapra
Tpynossie nencTBus Pa3zpaboTka nuaHOB ajanTtanuu, CTaXXMPOBKH IEPCOHANA C OLEHKOM
3aTpaT

Opranu3zaius MEpONpUsATUH 10 aJanTaluy, CTaXXUPOBKE [IEpCOHaa

HOI[FOTOBKa HpeI[JIO)KeHHI)'I o  COBCPIICHCTBOBAHHIO  CUCTCMBI
ajlaniTaliiu, CTAXKUPOBKH IICPCOHAJIA

[ToaroTroBka mpemioxkeHuid 1o (HOPMHPOBAHHMIO OrOJKETa Ha
OpPraHu3allMIo aJaNTallMy U CTaXKUPOBKHU [EPCOHAIA

Ananmu3 3¢ ()EeKTHBHOCTH MEPONPUSTHIA MO afaNTallud U CTaXKUPOBKE
repcoHasia

HeobOxonumbie ymeHUs OmnpenensiTe TpynIbl NepcoHama s CTAXKUPOBKHU U aanTalluu

Omnpenenate paboune MecTta s MPOBENCHUS CTAKUPOBKH U
ajlanTalluy IepcoHaa

CoriacoBbBIBaTh MCPOITPUATUSA aganTanmuu u CTAXKUPOBKHU C




34

BO3MOKHOCTAMHU IMIPOU3BOACTBA

[Ipou3BoauT, aHanM3 M OLIEHKY pe3yJbTaTOB aJanTaluud |
CTa)KUPOBOK MEpCoHalIa

CocTaBnsATh NPENJIOKEHUST U KOHTPOJIMPOBATh CTATbU PAaCXOJ0B Ha
MIPOrpaMMBbl U MEPOIPHUATHS M0 aJaNTaluy U CTaXKUPOBKE MEpCOHANA
JUIs TIJTAaHUPOBaHUS OI0/IKETOB

[Tpon3BoaNTh OLIEHKY 3(PPEKTUBHOCTH MEPONPUATHI MO aganTaluu U
CTAXKUPOBKE IIEPCOHAA

BHGIIpSITb CUCTCMbI BOBJICHCHUA TII€pCOHAJIa B KOPIIOPATHUBHYIO
KYJIbTYpPY

PaGoraTth ¢ nH(pOPMaLMOHHBIMU CUCTEMAMHU, LIU(PPOBBIMU yCIIyTaMu U
CepBUCAaMU [0 YIPABJICHUIO IIEPCOHAJIOM B 4YacTH aJanTallud MU
CTa)XMPOBKH II€pPCOHANA

q)OpMI/IpOBaTB MMpCIIOKCHHUEC I10 aBTOMATU3allUKU H I_II/I(l)pOBI/ISaL[I/II/I
IMpoHeCCOB agallTallu U CTA)KUPOBKHU IICPCOHAIA

Ob6ecrneunBarh coOroienne TpeOoBaHMI 3aKOHOJATEJILCTBA
Poccuiickoii ®enepanyii ¥ KOPHOPATUBHBIX IOJUTUK B 00JIACTH
00pabOTKM  TEPCOHANBHBIX  JaHHBIX W KOH(HUACHIIMATBHON
uH(popMauu

Bectu genoByro nepenucky

Cobimro1aTh HOPMBI 3TUKH JICJIOBOTO OOIIIECHUS

HeoOxonumeble 3HaHUS

MeTOJII)I ajjarntTainuu 1 CTaXKUPOBOK IEPCOHATIA

TexHonmornu, MeTOAbl W METOJUMKHM IPOBEACHUS aHalIu3a W
CHCTEMAaTH3alluu TOKYMEHTOB U UH(pOpMauu

ITopsinok pa3paOOTKM IUIAHOB aJanTalMd I€pCOHala Ha HOBBIX
pabounx MecTax, IOJArOTOBKM, IEPENOArOTOBKA U  IOBBILIEHUS
KBaJIM(PMKALIMY NIEPCOHAIA U OPTaHU3ALIUU CTaKUPOBOK

HOpﬁI{OK COCTaBJICHUA CMCT 3aTpaT HA aJalnTallili0 U CTaXUPOBKY
nepcoHalia

[Topsinok BemeHUs ydyeTa U OTUYETHOCTHU IO aJanTallii ¥ CTaXHPOBKE
nepcoHasna

Cucrembl, Metoabpl U (GOpMBI MaTEpHATIHHOIO M HEMATEPHUATHLHOTO
CTUMYJIMPOBaHHUs TpyJAa NIepcoHaja

TexHosioruu u MeToabl GOPMUPOBAHUS U KOHTPOJIS OI0/IKETOB

OCHOBBI O0OIIEH M CONUANBHOM TICUXOJIOTHH, COLMOJIOTHM U
IICUXOJIOTMU Tpyaa

OpraHu3aliioOHHas CTPYKTYypa OpraHU3allii ¥ BaKaHTHBIC JIOJDKHOCTU
(mpodeccuu, cenuaabHOCTH)
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TapudHo-kBanu(PUKAIMOHHBIC CHPABOYHUKKA pPaboT M mpodeccuii
paboynx W KBaJU(UKAIMOHHBIC XapaKTEPUCTUKH JOJDKHOCTEH
CITy’KaIuX, TpodheCCHOHATILHBIC CTAHIAPTHI

Crnenuanu3upoBaHHble  HH()OPMALlMOHHBIE CHUCTEMBbI, LU(POBbIE
YCIYIH U CEPBHUCHI 110 YIPABICHUIO IEPCOHAJIOM, B HaCTH Ipolecca
aJlanTaluy ¥ CTA)KUPOBKY MEPCOHANA, TPAHUIIBI UX TIPUMEH EHUS

OCHOBHBIE METPUKM U AQHAJIUTUYECKHE CPE3bl B 0OJACTH IMPOILIECCOB
aJanTanyy U CTAXKUPOBKY TMEpCOoHAIA

HopmaTuBHBIE NpaBOBBIE aKThl, OMPEAEIAIOIINE HOMBI TPYIOBOrO
npaBa

OcCHOBBI HaJIOTOBOT' 0 3aKOHOAATENLCTBA Poccuiickoit Denepanun

3akoHoznatenbcTBO Poccuiickoit denepanuy 0 NepCOHANbHBIX JAHHBIX

JlokanbHBIE HOPMATHBHBIE AaKThl OPraHW3allUH, PErYJHPYIOIIHE
aZlanTalyIo U CTAXKUPOBKY IIEPCOHAIIA

OCHOBBI I[OKYMGHTOO60pOTa U JOKYMCHTAIlUOHHOI'O obecrieueHust

[Topsimok 3akir0o4eHust JOrOBOPOB (KOHTPAKTOB)

IIpaBuna BegeHus J€I0BOM NEPENUCKU

HopMpbl 3THKH A€70BOr0 OOIICHHUS

[pyrue xapakTepuCTUKH | -

3.4.4. TpynoBas GpyHKkuust

AIMUHUCTPUPOBAHUE  TPOLECCOB U
YpoBenb
OKYMEHTO00O0pOTa 110 a3BUTHIO u
Haumenosanwe HOKY p - P 6 Kon D/04.6 | (momyposens) 6
npodeccuoHanbHON Kapbepe, O0y4eHHIO, N —
aJlallTalli1 1 CTAXKUPOBKE IICPCOHAIA
IIpoucxoxnenue OBOM 3aMMCTBOBAHO U3
P A TpyR OpuruHan X
GbyHKIUH OpUTHHAIA
Kon PerucrpanuoHHBI
OpUTHHAJIA HOMEp
IpoQeCcCHOHATEHOTO
cTaHziapTa
TpynoBbie neicTBUA JIOKyMEHTAITMOHHOE OOCCIICUCHHE PE3yJbTaTOB MEPONPUATHH TI0

pa3BUTHIO B TPOodeCcCHOHATBHON Kapbepe, OOYy4eHUIO, aJanTalud U
CTaXHPOBKE MepcoHaa

ITonroroBka MHAMBUYAJIBHBIX MPEAJIOKEHUN HA OCHOBE PE3yJIbTaTOB
MPOBEIACHUS MEPONPHUIATHH MO pPa3BUTHI0O M MNpodeccCHOHaTbHOI
Kapbepe, 00y4eHHI0, alallTalluy ¥ CTa)KUPOBKE IepCoHaa
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[loaroToBka mMpenyioKEHUH IO  COBEPILIEHCTBOBAHUIO  CHUCTEM
oO0y4yeHUs, aJanTallii ¥ CTAXHPOBKU, PA3BUTUS U TOCTPOCHUS
npo¢eccroHaIbHON Kaphephl IepcoHala

ConpoBoxaeHHE JOrOBOPOB 10 OKAa3aHUI KOHCYJIbTAl[MOHHBIX,
MH(OPMAIIMOHHBIX YCIIYT, HEOOXOIUMBIX JUIsl IPOBEACHUS O0Yy4eHHUs,
ajanTalyd W CT@XHUPOBOK,  Pa3BUTHSI U MOCTPOCHUS
npodecCHOHaIbHON Kapbephl MEPCOHaa, BKIOYAs MpeABapUTEIbHbIC
IIPOLIEAYPHI IO UX 3aKIIOUEHUIO

HeoOxonumbie ymeHus

OdopmisTh AOKYMEHTHl 1O BONpPOCAaM IPOBENEHUS OOydeHHUs,
ajganTtaliMud U CTaXXUPOBKH, pa3BUTHSA U IOCTPOECHHUS
npodecCHOHAIbHON  Kapbepbl MEpCOHaNa, IPEeNoCTaBsieMble B
rOCYJapCTBEHHbIE OpraHbl, MpPOECCHOHAIbHBIE COI3bl M Jpyrue
[pe/ICTaBUTENIbHbIE OPraHbl PAOOTHHKOB

ObecrieunBaTh  JOKYMEHTAllMOHHOE  CONPOBOXJAEHHE 0OyuyeHus,
ajanranuu U CTa’KHPOBOK, pa3BUTHA U IIOCTPOEHHUS
npodecCHOHALHON Kapbephl IepCcoHaa

AHanmu3upoBaTh IMpaBUia, IPOLEAYPHl M IOPSAAKA IIPOBEICHHUS
o0ydeHus, aganTaluyd M CTAKUPOBKU, PA3BUTHS M IOCTPOEHHS
npodeccuoHaIbHOM Kapbepsl IEpPCOHANA

Opranu3oBbIBaTh  XpaHEHHWE JIOKYMEHTOB B  COOTBETCTBUHU C
TpeOOBaHUAMHU  3aKoHOAaTelbcTBa Poccmiickoit  ®Deneparnuu U
JIOKaJIbHBIMH aKTaMH OPraHu3aiuu

Pa6oTtaTh ¢ nH(OPMALIMOHHBIMU CUCTEMaMHU, IU(PPOBBIMU YCIIyTaMu U
CepBHMCaMU IO BOMPOCAM AIMHUHHCTPHUPOBAHHUS JOKYMEHTOOOOpOTa
MporeccoB O00y4YeHHs, aJanTallid W CTaXUPOBKH, pa3BUTHA U
MOCTPOCHUS NPOeCcCHOHATIBHON Kapbephl MEePCOHAA, BEJCHHUS yueTa
KaHJMJAaTOB Ha BAKAHTHbBIE TOJDKHOCTHU (PO EeCcCuH, CrelualIbHOCTH)

®opMHpoBaTh NMPEATIOKEHUE 110 aBTOMAaTU3alMKU U LU(PPOBU3ALUU B
4acTu aJMUHUCTPUPOBAHUS JOKYMEHTOO0OpOTa MPOLeccoB 00yUeHus,
ajanranuu u CTa’KUPOBKH, pa3sBUTHSA U IIOCTPOCHHUS
npoecCHOHAIbHOM Kapbepbl, BEAEHUs ydueTa KaHAWAATOB Ha
BaKaHTHbIE JOJDKHOCTH (IIpodhecchH, CrieualbHOCTH)

OOecnieunBaTh  coOioJeHHE  TpeOOBaHMM  3aKOHOJATENILCTBA
Poccuiickoit @®enepanu M KOPHOPATHUBHBIX MOJUTHK B 00JIACTH
00pabOTKM  TEPCOHANBHBIX  JAaHHBIX W KOH(HUACHIIMATBHON
uH(popMauu

Bectu nenoByro nepenucky

Co0biro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS

Heo0xoanmble 3HaAHUS

[Topsinok odopmieHHs, BeNEHUS | XpaHEHHUS JOKYMEHTAIIHH,
CBS3aHHOW C CHCTEMOW OOydYCHHMS, aJanTallid W CTaKHUPOBKH,
Pa3BUTHS U TOCTPOCHHSI MPOQPECCHOHATBHON Kapbephl epcoHaIa

[Topsinok ¢opmupoBaHus, BeneHUs O0a3bl JMaHHBIX O IIEPCOHAIEe




37

opraHu3anyvy U Npe€aoCTaBJIICHUA OTYCTHOCTH

HopmaTuBHBIE TpaBOBBIE aKThI, PETYIUPYIONINE IIpaBa U 003aHHOCTU
rOCYJapCTBEHHBIX OpPraHOB M OpPraHu3aluy 10 MPEIOCTAaBICHUIO
YYETHON TOKYMEHTALUU

[Topsimok ~ odopmiaeHUsT  JOKYMEHTOB,  NPEIOCTABISIEMBIX B
TrOCYIapCTBEHHBIC OPTraHbl M HHBIC OpraHU3aINI

OCHOBBI TOKYMEHTOO0OpOTa ¥ IOKYMEHTAIIMOHHOTO 00€CTIeY CHUS

[Topsimok mpoBeneHHWsl 3aKyMOUYHBIX Tpolenyp ¥ ohOpPMIICHUS
COITYTCTBYIOILIEH TOKYMEHTALIMU

OpraHu3almoHHas CTPYKTypa OpraHU3alui U BaKaHTHbBIE JIOJDKHOCTU
(mpodeccun, cennaabHOCTH)

Tapudno-kBanupukanMoHHbIE CHPABOYHUKU paboT u mnpodeccuit
pabounx ¥ KBaJIM(UKALMOHHBIE XapaKTEPUCTHUKU JOJDKHOCTEH
CIIyXalluX, IpodeccuoHaIbHbIC CTaHAAPTHI

Crnenuanu3upoBaHHble  HMH(DOPMALlMOHHBIE CHUCTEMBI, LHU(POBHIE
yCIIyTH u CEPBUCHI B oOsactu aIMUHUCTPUPOBAHUS
JOKyMEHTOOOOpOTa MO  BOIpocaM  OOydYeHHs, aJanTalud |
CTaXXMPOBKM, Pa3BUTUS U MOCTPOEHHUS MPO(PECCUOHAIBHOW Kapbephl,
BEJICHUs y4yeTa KaHAWJATOB Ha BaKaHTHbIE JOIKHOCTU (mpodeccuw,
CIELUAIbHOCTH ), TPAHUIIBI UX PUMEHEHHS

HopMaTuBHBIE TIpaBOBBIE aKTHI, OMPEICISIONIME HOMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATUBHBIE IPaBOBBIC
akTel Poccuiickonn ®enepanuu, B 4aCTU BEICHUS JOKYMEHTALMH IO
IIEPCOHAITY

OcCHOBBI HAJIOrOBOI'0 3aKOHOAAaTENbCTBA Poccuiickoit deneparuu

3aKOHOI[aTeJ'II>CTBO Poccuiickoit d)enepaunn O ICPCOHAJIbHBIX TaHHBIX

TGXHOJ'IOFI/II/I, MCTOABI W  MCTOAWKH IIPOBCACHHA aHAIM3a U
CUCTCMATHU3alINH JOKYMCHTOB H I/IHq)OpMaI_II/II/I

JlokanpHble HOPMATHBHBIE aKThl OpraHU3alldd, PETyJIUPYIOLIHe
MOPSIOK  Pa3BUTUA U TOCTPOCHHS] MPOQPECCHOHATBHON Kapbepsl,
oO0y4YeHHsl, alallTallik U CTAXKUPOBKHU NIEPCOHATIA

[Topsinok 3akiroueHust JOrOBOPOB (KOHTPAKTOB)

[IpaBuiia BeeHUs J€10BOM MepencKu

HopwMmpbl 3THKYM A€710BOr0 00TIeHUS

pyrue xapakTepucTUKH




38

3.5. O600meHHas TpyaoBast QyHKUMSA

HaunmenoBanu | JlessTenbHOCTD IO OpraHU3alyu TpyJa u Ko E Vposens 6
e OILIATHI IIEpCOHAA KBaTH(HUKALHN
[pouncxoxnenne 0000IEeHHON 3anMCTBOBAHO U3
P o B OpwuruHan X
TPYIOBO# DYHKIIHN OpUTHHAIA
Kon Perucrpanuonssiit
opHUTrHHAasa HOMeEp
npodeccnoHabHOTO
CTaHapTa

Bo3MmoxHbIe
HaWMEHOBAHUS
TOJDKHOCTEH, Tpodeccuit

Crennanuct 1o HOpPMUPOBAHUIO U OILJIaTE TPya
Crenuanuct no OpraHu3alyy 1 oriaTe Tpyaa
Crenuanuct no KOMIEHCauusM U JbroTaM
Crennanuct no nepcoHaity

Menemxkep o nepcoHany

TpebGoBaHus K
00pa3oBaHUIO U
00y4EeHHIO

Beicuiee oOpa3oBanue — OakaiaBpuaT

17017}

Briciee  oOpasoBanme  (HempoduibHOE) —  OakajmaBpuar M
JIONIOJIHUTENIbHOE MPOQecCHOHaIbHOE O00pa3oBaHUE - MPOrpamMMbl
npoeCcCHOHAILHONH  MEPENoJArOTOBKM B 00JIACTH  yIPABJICHUS
MEPCOHAJIOM WM B O0JIACTH OpPraHW3alld U HOPMHUPOBAHUS TPYAA,
CTUMYJIMPOBAHUS U OILIATHI TPYAA

TpeOoBaHUA K OIBITY
NPAKTHYECKOH paboThI

Oco0ble ycrioBus
JI0ycKa K pabore

Jpyrue xapakTepucTuKu

PexoMenayeTcst 1OMOJHUTEIbHOE TPO(hecCHOHAIbHOE 00pa3oBaHUe —
IIPOrpaMMbl NOBBIIIEHUS KBaIU(HUKALMKY B 001aCTH YIIPaBICHUS
IIEPCOHAIIOM MJIM OPraHU3aluu TPyAA U OIUIATHI IEPCOHAIIA

JlonoaHUTENBHBIE XapaKTEPUCTHKU

HaumenoBanue nokymeHTta Kon HaumenoBanue 6a30BO# TPYIIIbI, JODKHOCTH
(mpodeccun) viH CIIEUATBHOCTH
OK3! 2423 Crnenravctel B 001aCTH 0100pa U UCII0JIb30BaHUS
nepcoHana
EKC? - WNHxeHep 1o HOPMUPOBAHUIO TPy A

- DKOHOMHUCT MO TPYAY

- Menenxep 1o nepcoHaisy
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OKIIJATP? 27755 DKOHOMHUCT TI0 TPYy
26583 Cnenuanuct 1o Kaapam
OKCO® 5.38.03.01 | DxoHOMHKA

5.38.03.02 | MeunemxMeHT

5.38.03.03 | YpaBnenwue nepcoHaioMm

3.5.1. TpynoBasi pyHkuus

HaunmenoBanue

Opranu3zanus Tpy/ia nepcoHana YposeHsb

Kox | E/01.6 |(momyposens) 6
KBaTU(UKAITUT

[Ipoucxoxnenue Tpy1oBOii
dyHKIMH

X 3arMCTBOBAHO U3

Opurnaan
OpHTHHANA
Kon PerucrparuoHHbIi
OpHTHHAJA HOMeEp
pohecCHOHATHHOTO
CTaHJapTa

TpynoBeie nelicTBUA

PazpaboTka cucTemMbl OpraHW3alid HM HOPMHUPOBAHUA TpyAa
IepcoHaa

BHenpenue cucrembl OpraHu3zallid M HOPMHUPOBaHUS Tpyaa
IepcoHasia ¢  OIpelnelieHueM  TPYJOEMKOCTH, HOPMAaTHBHOMN
YHCIIEHHOCTH, IpaUKOB paboT U YCIOBUH OIJIATHl TPyAa epcoHaia

BrisBieHHe pe3epBOB MOBBIIICHHS MPOU3BOAMTEIBLHOCTH Tpylda M
KayecTBAa HOPMUPOBAHUS TPy

ITonroroBka npemayIoKEHUN 10 U3MEHEHNSM YCIOBHM M OILIATHI TPyJa
IepcoHalIa

ITonroroBka mnpemnoxeHuid 1o (opMupoBaHHIO OroJKeTa Ha
OpraHu3alMio Tpy/a IepcoHaia

Omnpenenenue >¢GQGEeKTUBHOCTH pabOThl CHUCTEMBbI OpraHU3alUU U
HOPMHPOBAHUS TPyJa Ha paboYnX MecTax

HeoOxoaumbie yMeHHS

BHenpars MeTo/bl paliluoOHAIBHON OpraHu3aluu TpyJa

AHanu3upoBaTh COCTOSIHUE HOPMHUPOBAaHUS TPyJa, KauecTBO HOPM,
rokKazaTesien 1mo Tpyay

Ananmu3upoBaTh 3()PEeKTUBHOCTE pPabOTHI CHUCTEMBl OpraHU3aALUU
TpyZAa IepcoHaja i HOpPMUPOBAHUS TPy/a Ha pabounX MecTax

CocTaBiaTh U KOHTPOJIMPOBATL CTATbU PACXOIOB Ha OIUIATY TpyJda
NnepCoHalia AJid IJIaHUPOBAHUSA 61-0)1)KCTOB
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Pabortath ¢ MHGOPMAIIMOHHBIME CUCTEMaMH, HU(GPOBBIMU YCIyraMH
U CepBUCAMH B 00JIACTH OpPraHU3AIMH U OIJIATHI TPy/la epcoHaa

dopMHpOBaTh MPEJIOKEHUE MO aBTOMATH3AIUU U LU(POBU3AINH
MPOLIECCOB OPraHU3alMi U HOPMHUPOBaHUS TpyAa

Pa3zpabarbiBaTh U 0GOPMISATH JOKYMEHTHI 1O HOPMHUPOBAHHMIO H
oIJIaTe TpyJa InepcoHala

ObecnieunBaTh  coONoneHHe  TpeOOBAaHWUW  3aKOHOAATENHCTBA
Poccuiickoit ®denepanun M KOPHOpPAaTUBHBIX IOJUTUK B 00JACTH
00pabOTKM  TEepCOHANBHBIX  JAaHHBIX W KOH(HUIACHIMAILHON
uH(popMauu

Bectu nenoByro nepenucky

Cobio1aTh HOPMBI 3TUKH JIEJIOBOTO OOIIIEHUS

Heob0xonmuMmeie 3HAHUA

MeTozpbl yueTa U aHaIM3a MOKa3aTesel o TpyAy U oIjiaTe Tpyaa

MGTOI[BI OIIpCACIICHUA, OLUCHKH MW CpaBHCHUA HpOI/I3BO):[CTB€HHOI71
HUHTCHCUBHOCTH U HAIIPSAPKCHHOCTU Tpyda

Mertoasl HOpMUpPOBaHUA TpyAa

MexoTpacieBbie U OTpaciaeBble HOPMATUBBI TPYAOBBIX 3aTpaT

CoBpemeHHbIe b opMBl, CUCTEMBI OILJIATHI u ydera
MIPOU3BOUTEIBHOCTH TPYZa IEpCOHAJIA

Cucremsbl, MeTobl M (OPMBI MATEPUATHHOIO W HEMATEePHAIBLHOTO
CTUMYJIMPOBAHUs TPpyAa IepcoHala

TexHosoruu u MeToAbl HOPMUPOBAHUS U KOHTPOJIS OI0/IKETOB

TeXHOJ'IOFI/II/I, MCTOJZbI W  MCTOJUKU TIIPOBCACHHUA aHAJIM3a H
CUCTCMATHU3alINH JOKYMCHTOB H I/IH(I)OpMaLII/II/I

OCHOBBI I[OKYMGHTOO60pOTa U JOKYMCHTAIIUOHHOI'O obecrieueHus

[Mopsimox  tapuduxamuu paboT U  paboyux, YCTAaHOBJIEHHUS
JNODKHOCTHBIX OKJIAJOB, AOMNJAT, Hax0aBOK U KOI(PPHUIIMEHTOB K
3apabOTHOM MJIaTe, pacyeTa CTUMYJIUPYIOLIMX BbIIJIAT

TapudHo-kBanMpUKAIUOHHbIE CIPAaBOYHUKH paboT u mnpodeccuit
pabounx ¥ KBaJU(UKALMOHHBIE XapaKTEPUCTHKU JIOJDKHOCTEH
CIIyXalux, IpodeccuoHaIbHbIe CTaHIAPTHI

OCHOBBI TEXHOJIOTHH MMPOU3BOACTBA U ACATCIbHOCTH OpPraHru3aliin

OpFaHI/IBaHI/IOHHaH CTPYKTYpa OpraHu3anii U BaKaHTHBIC JOJDKHOCTU
(mpodeccuu, criennamTbHOCTH)

ITonmTHKa ¥ CcTpaTerus OpraHu3aluu o epCOHATY

DKOHOMUKA TpyZAa
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OcHOBbI 0O0mIE W COLMANbHOW TCHUXOJOTUHU, COIMOJIOTHH U
[ICUXOJIOTUH TpyAa

HopmaTuBHBIE TpaBOBBIE AKThI, ONPENEIAIOLIME HOMBI TPYIOBOrO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHBHBIE IIPABOBBIC
akTel Poccuiickoit denepanuu, B 4aCTH BEIECHUS JTOKYMEHTALUH IO
HepCoHaIy

OcCHOBBI HaJIOTOBOT' 0 3aKOHOAATENLCTBA Poccuiickoit deaepannn

3akoHomatenbcTBO  Poccuiickoit @Denepanuu 0  MEPCOHATBHBIX
JTaHHBIX

JlokanpHBIE HOPMATHBHBIE AaKThl OpPraHU3alMM, pPETyIMPYHOIIUE
MOPSAI0K OPraHU3alMy U HOPMUPOBAHUs TPy IIEpCOHAIIA

Crnennanu3upoBaHHble HMH()OPMALIMOHHBIE CHUCTEMBI,  LU(POBHIE
YCIYIM M CEepBUCHI B 0O0JACTH OpraHM3allud U OILIaThl TpyAa
HepCoHala, FPAHULbl UX IPUMEHEHUS

OCHOBHBIE METPUKH U AHATUTUYECKHE CPE3bl B 00JACTH MPOIECCOB
OpraHM3alUy U HOPMHUPOBAHUA TPYJa

IIpaBuna BegeHus J€JI0BOM NEPENCKU

Hopw™mpbl 3THKHM A€710BOr0 00TIeHUS

Jpyrue xapakTepucTuku

3.5.2. TpynoBasi pyHkuus

Hanmenosanue

Opranu3zanus orjaaTel Tpyia IepcoHaia Yposenb

Kox | E/02.6 |(momyposens) 6
KBaTU(UKAITUT

[poucxoxaeHne TpyaoBoi
byHKIMH

X 3anMCTBOBAHO U3

Opurnaan
OpUTHHAIA
Kon PerucrparuoHHbIit
OpUTHHANIA HOMED
pohecCHOHATHHOTO
cTaHmapTa

TpynoBbie neficTBUA

Pa3paboTka crcTeMbl OMIaThl TPY/a MepcoHaa

dopmupoBanue Oroxera (GoHAA ONIAThl TPyAd, CTUMYIUPYIOUIMX U
KOMIIEHCAIIMOHHBIX BBITJIAT

Brenpenue cuctembl onaTel Tpy/ia epcoHana

HO)IFOTOBKa Hpe)IJ'IO)KeHI/Iﬁ IO COBCPIICHCTBOBAHUIO CUCTEMbI OILIATHI
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TpyZAa ImepcoHana

HeoOxoaumbie ymeHus

[IpyMEHATEP TEXHOJOIMHM MAaTEPUAIIBHOW MOTHBALMM B YIIPaBICHHUU
[IEPCOHATIOM

AHanu3upoBaTh COBPEMEHHBIE CHCTEMBI OIUIAThI W MaTepHalbHOU
(MOHeTapHOI) MOTUBAIIMY TPYIa JUIS [IeJIel OpraHu3aIuu

AHanmu3upoBaTh ~ ypOBEHb  OIUIAThl  TpyJa  [epcoHaja IO
COOTBETCTBYIOIIUM MPOoeCcCHOHATBHBIM KBaJIH (PUKAIUSIM

HpOBO)II/ITI) MOHHUTOPHHI 3apa60THop“1 IJIAThI HAa PBIHKE Tpyda

CocTaBidTh H KOHTPOJMUPOBATh CTATbHU PACXOJOB Ha OIIJIATY Tpylda
nepcoHaia aJjid nmjiIaHupOBaHUA 6I0,H)K€Ta

AHan3upoBaThb bopMbl MaTEepUaIbHOIO CTUMYJINPOBAHUS,
KOMITEHCALlU{ U JIbIOT B OIUIATE TPY1a IIEpCOHAJIA

Pa6ortaTth ¢ nH(OPMALIMOHHBIMU CUCTEMAaMHU, UPPOBBIMU YCIyraMH U
CEpBHCAMH 10 OIJIATe TPy/Ja IepcoHala

dopmMupoBaTh NPEIJIOKEHHE IO aBTOMATHU3AIMU U HUGPOBH3ALUU
[IPOLIECCOB OIIATHI TPyZAa

CocTaBisTh IPOrHO3bI Pa3BUTHUS OIUIATHI TPyAa IEpCOHAa

ObecrieunBath  coOmofeHre  TpeOOBaHMK  3aKOHOJATENILCTBA
Poccuiickoit ®Denepanui ¥ KOPHOPATHBHBIX TOIUTHK B 00IacTu
00pabOTKM  TEPCOHANBHBIX  JAaHHBIX W KOH(HUAEHIMATHHOU
uH(popMauu

Bectu nenoByto mepenucky

Co0uro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS

Heob6xogumele 3HaHUS

dopMbl M cHUCTEeMBI 3apabOTHOM TUIATHI, MOPSIOK COCTABJICHUS
OIOIKETOB

Cucrembl, MeToabl U (OPMBI MaTEpHATbHOTO M HEMaTepUajbHOIO
CTUMYJIMPOBAHUS TPyAa epcoHala

TexHosornu U Meronbl (OPMHUPOBAHUS U KOHTPOJS OIOIKETOB U
¢donmoB

[Mopsimok ~ Tapudukanuum paboT U  pabouyux, yCTAHOBIICHUS
JOJDKHOCTHBIX OKJIQJIOB, JOIUIAT, HAA0aBOK M KOA(PPHUIIMESHTOB K
3apa0OTHOM TJIaTe, pacyeTa CTUMYJIMPYIOIIUX BBITIAT

MGTOILBI OMpCACIICHUA YMCICHHOCTH IICPCOHAlIa

TapudHo-kBanupuKaMOHHBIE CHPABOYHUKK padoT u mpodeccuit
pabounx W KBaMM(UKAIMOHHBIE XaPAKTEPUCTHUKU  JOJDKHOCTEH
CITyXaIluX, TpodeccunoHaIbHbIC CTAaHIAPTHI

MeTozpl yueTa U aHaIM3a MOKa3aTelNel Mo Tpyay U 3apadoTHOI miaTe
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TexHosorun, MeETOAbBI W METOJAWKM TIPOBEIACHHUS aHauu3a |
CHCTEMaTH3allMK TJOKYMEHTOB ¥ MH(OPMAIIIH

[TonuTuka ¥ cTpaTerus OpraHu3aluu 1o NEPCOHATLY

OpFaHI/IBaHI/IOHHaH CTPYKTYpa OpraHu3allviid U BAKAaHTHBIC NOJDKHOCTU
(mpodeccuu, cenuaabHOCTH)

HopmaTHiBHBIE NpaBOBBIE AaKThl, ONPEEISIONIME HOMBI TPYAOBOTO
npasa

OCHOBBI HAJIOrOBOT'0 3aKOHOAAaTENLCTBA Poccuiickoit deneparuu

3akoHonatenbcTBO Poccuiickoit denepannu 0 NepcoHaIbHbIX JaHHBIX

JlokanbHbIE HOPMATHBHBIE AaKThl OPraHMW3alUH, PErYJIUPYIOLIHE
OILIaTy TpyJa

OCHOBBI PKOHOMHKH TpyAa

OCHOBBI TEXHOJIOTUH MMpOU3BOACTBA U ACATCIbHOCTH OpraHu3alun

OCHOBBI TOKyMEHTOO0OpOTa ¥ TIOKYMEHTAIMOHHOTO 00€CTIeY eHUS

[Topsinok 3akiroueHust JOrOBOPOB (KOHTPAKTOB)

OCHOBBI O0OIIEH M CONUANBHOM TIICMXOJIOTMHU, COLMOJOTHM U
IICUXOJIOTMU Tpyaa

WH(pOpPMAIMOHHBIE CUCTEMBI, IO OIUIATe TPY/a MepCcoHaa,

Crnenuanu3upoBaHHble  MH()OPMAllMOHHBIE CHUCTEMBI, LH(POBBIE
YCIYTH M CEPBHUCHI 10 OIUIaTe€ TpyJa IEpPCOHAaNa, TpaHUIbl HX
IIPUMEH EHUS

OCHOBHBIE METPHKM M aHAJUTUYECKUE CPE3bl B YAaCTU IPOLIECCOB
obecrieueHus oIJiaThl TPyAa epcoHaia

Hopw™mpbl 3THKEN Ae710BOro o01eHus

Jpyrue xapakTepucTuKu

3.5.3. TpynoBas GpyHKuIUsA

AJMUHUCTPUPOBAHUE  MPOLECCOB U YpoBeHb
HanmeHoBanne | JOKyMEHTOOOOpOTa o Borpocam | Kox E/03.6 | (momyposets) 6

OpraHu3aluy TpyJa U OIlIaThl IEpCcoHasa KBaTHHUKAIH
IIpouicxoxaeHue 3aMMCTBOBAHO U3

o Opurnaan X
TPYAOBOH (YHKIIMH OpHUrHHaia
Kon PerucrpanuoHHBIH
OopurnHaiza HOMEp

podeCCHOHATEHOTO
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CTanJgapTa

TpynoBeie nelicTBUA

JIOKyMEHTallMOHHOE U OpPraHU3alMOHHOE COIPOBOXKIECHUE CHUCTEMBI
OpraHM3alUy TpyZAa U OIJjaThl TpyAa

ITonroroBka MpEAIOKEHUH 10 COBEPIICHCTBOBAHUIO  CHCTEMBI
OpraHu3allly ¥ OIJIaThl TPYyAa MEPCoHANA

[TonroroBka u 0OpaboTKa 3alpocoOB U yBEAOMJIEHHH O pabOTHHKaxX B
rocyaapCTBCHHBIC OpraHbl, HpO(bGCCI/IOHaJ'II)HBIe COKO3bl M JIPpYTHUC
NpEaACTAaBUTCIIbHBIC OPIraHbl pa6OTHI/IKOB, 10 CHCTEMaM OIlIaTbl U
OpraHH3alMy Tpy/a epcoHana

OpraHu3allioOHHOE U JOKYMEHTAllMOHHOE CONPOBOXKIEHHE JOrOBOPOB
[0 OKa3aHHUI0O KOHCYJbTALlMOHHBIX, HH(MOPMALMOHHBIX YCIyr IO
cUCTeMaM OIUIaThl M OpraHu3alud TpyAa II€pCOHANIa, BKIIOYas
IIPEIBAPUTEIBHBIE TIPOLELYPHI 10 UX 3aKJIIOUCHHUIO

Heobxonumbie ymeHuUs

OdopMIIsTh TOKYMEHTBI TI0 BOIPOCAM OIJIATHI U OPraHU3alUu TPyAa
MEepCOHaNa, TMPEAOCTABIsIEMble B  TOCYIapCTBEHHBIC  OPraHbl,
npo(hecCHOHANbHBIC COI3Bl M APYTUE IPEACTABHTEILHBIC OPraHbI
pabOTHUKOB

AHaJ'II/ISI/IPOBaTB HOPMATUBHBIC W MCTOAMYECKHUEC JTOKYMCHTHI 110
BOIIpOCaM OIUJIATEI U OpraHu3aluu Tpyaa IepcoHaia

Opranu3oBbIBaTh  XpaHEHHWE JIOKYMEHTOB B  COOTBETCTBUH C
TpeOOBaHUSAMHU  3aKoHOAaTelbcTBa Poccmiickoit  ®emeparuu U
JIOKAJIbHBIMU aKTaMHW OpraHU3aIuu

Bectn yuer m perucrpanmio JOKYMEHTOB B HH(OPMAIMOHHBIX
CHUCTEMaxX U Ha MaTepUaIbHBIX HOCUTESX

PaGoTate ¢ MHGOPMALIMOHHBIMU CHCTEMaMH, HU(PPOBBIMHU yCIyTaMu U
CepBHCAMU IO AJMHHHUCTPUPOBAHHIO JOKYMEHTOOOOpPOTa B YacTH
OpPraHM3allMy U OIJIATHI TPy/Ja IepCoHala

dopMHpoBaTh NPEAOKEHUE MO aBTOMATHU3AlMM W IUPPOBU3ALUU
mpolecca aAMUHUCTPUPOBAHMS JOKYMEHTO000POTa B YACTH OIJIATHI U
OpraHu3aluy Tpyaa

[Ipon3BoauTh  NpenBapUTENbHbIE  3aKyNOYHbIE  IPOLENYpbl U
obOpMIIATH  COMYTCTBYIOLIYIO JIOKYMEHTALMIO 10 3aKII0YEHHUIO
JI0OTOBOPOB

Ob6ecrneunBarh coOroienne TpeOoBaHMI 3aKOHOJATEJILCTBA
Poccuiickoii ®enepaniii M KOPHOPATUBHBIX IOJIMTUK B 00JAaCTH
00pa0OTKH  TEpCOHANBHBIX  JAaHHBIX W KOHOUACHIHMATHLHOU
uH(popMauu

Bectu genoByro nepenucky

Co0uro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS
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Heob6xogumele 3HaHUS

[Topsinok odopmiieHusi, BEACHUS M XPAaHEHUS JOKYMEHTAlUU IO
CUCTEMaM OIUIaThl U OPraHU3aluy TPY/1a IepCOHaJIa

HopmaTuBHBIE TPaBOBBIE aKTHI, PETYIUPYIOIIUE IPaBa U 00A3aHHOCTH
rOCYAApCTBEHHBIX OpPraHOB M OpPraHM3aluy 10 MPEIOCTaBIECHUIO
YYETHOH TOKYMEHTALINHI

TexHonmornu, MeTOAbl W METOAUKHM IPOBEACHUS aHalIW3a W
cucTeMaTH3aluu JOKYMEHTOB U HH(popManun

Tapudno-kBasmpUKaMOHHBIE CIHPABOYHUKKA paboT U mpodeccuid
pabounx W KBadM(UKALMOHHBIE XapPaKTEPUCTUKH JOJDKHOCTEH
CIyXaIuX, TpodeccuoHaIbHbIe CTAaHIAPTHI

Crnenuanu3upoBaHHble  HH(OpPMALMOHHBIE CcUCTEMBl  LU(POBbIE
YCIYrM M CEpBUCHl 10 aJAMUHUCTPHUPOBAHMIO JIOKyMEHTOO0OpOTa
IPOLIECCOB OIJIAThl M OpraHU3allMM TpyAa IepCoHaia, IPaHUIbl UX
HPUMEHEHUS

JlokanbHBIE HOPMATHUBHBIC AKTbl OpraHHU3allid, PpPEryjivupyronue
MOopAAOK OIJIAThI, OpraHnu3allii U HOPMUPOBAHUA Tpyda

OCHOBBI JOKyMEHTOO0OpOTa U TOKYMEHTAIIMOHHOTO 00€CTIeY CHUS

[Topsinox opmupoBanus, BeneHus: 06a3pl JAHHBIX W MPEIOCTABICHUS
OTYETHOCTH I10 CUCTEMaM OIUIaThl M OPraHU3aLMU TPy/1a IIepCOoHaIa

HopmaTuBHBIE TNpaBOBBIE AaKThl, OMPEAENAIONINE HOMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOIO 33aKOHOJATEIbCTBA W HOPMATHBHBIE IIPAaBOBBIC
akTel Poccuiickoit ®enepanuu, B 4aCcTH BEICHUS JOKYMEHTALUH I10
[IEPCOHAILY

OcHOBBI HaJIOTOBOT' 0 3aKOHOAATENLCTBA Poccuiickoit denepannn

3akoHozatenbcTBO Poccuiickoit denepanuy 0 NepPCOHANBHBIX JAHHBIX

[Topsinok 3akioueHust JOroBOpPOB (KOHTPAKTOB)

[Topsinmok mpoBedeHHs 3aKyHOUHBIX Mpouexryp U 0ohOpMIICHHS
COIYTCTBYIOLIEH TOKyMEHTALUN

HOpMI)I OTUKH ACIOBOI'O 06I_I_ICHI/IH

IIpaBuna BegeHus J€I0BOM NEPENCKU

Jpyrue xapakTepucTUKU

3.6. O000meHHas TpyAoBast QyHKIMA

HanmenoBanue

JesTenbHOCTD TTO (hOPMHUPOBAHUIO
KOPHOPAaTUBHOM COLMATIEHON MOIUTUKHA

YpoBeHb

Kon F
KBaJIM(DUKALIUU




IpoucxoxmeHue 0000IICHHOM
TPYAOBOH (yHKIIUH
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X 3anMCTBOBAHO U3

Opurusan
OpUTHHaNa
Kon Perucrpanuonnsiit
OpUTHHaNA HOMEp
pohecCHOHATHHOTO
CTaHzmapTa

Bo3morkHbIe
HaMMEHOBAHUS
JOJDKHOCTEH, podeccnit

Crieruanuct 1o couuagbHbIM MIPOrpaMMaM

Crnenuanuct no paboTe ¢ NpeACcTaBUTENbHBIMY OpraHaMi paOOTHUKOB
Criennanuct Mo KOpnopaTuBHOM coLUaNbHON MOJUTHKE

Crenuanuct 1o nepcoHaity

MeHenxep 1o nepcoHaiy

TpebGoBaHus k
00pa30BaHMIO U
00y4eHHIO

Briciiee oOpa3oBaHue — OakaiaBpuaT

WIN
Briciiee  oOpazoBanme  (HempoduibHOe) —  OakamaBpuar |
JIONIOJIHUTENIBHOE MPOPECcCHOHAIbHOE O00pa3oBaHUE - IPOrpamMMbl

npoeCcCHOHANFHON  MEPENoArOTOBKH B OOJACTH  yIPABIICHUS
MEPCOHAJIOM HMJIA B 00JIACTH COIMATILHOMN MOTUTHKA

TpeboBaHus K ONBITY
MPAKTUYCCKON pabOThI

Oco0sie ycroBus
JI0ITyCKa K pabote

[pyrue xapakTepuCTHKH

PexomenmyeTcst 1OMONHUTENBHOE TTPOecCHOHaIbHOE 00pa3oBaHue —
MporpamMMbl  TIOBBIIICHHS KBamu(ukanmuu B 00JaCTH  yIpaBICHHUS
MEePCOHAJIOM UJIM KOPIOPATUBHOW MOJUTUKHU

HOHOJ’IHI/ITCJ’IBHLIC XapaKTCPUCTUKHU

HaumeHoBanue JOKYMCHTA KO,I[ HaumenoBanue 6a30B0ii I'pyIlIibl, IOJDKHOCTH

(mpodeccun) UK CrIeUAIIBHOCTH

OK3! 2423 CrnenmanucTsl B 00J1aCTH 1O00PA M MCIIOJIb30BAHHS
nepcoHana
EKC3 - Crenuanucr o Kaapam
- MeHemxep 1o nepcoHairy
OKIIATP? 26583 Crenmanucr no Kaapam
OKCO" 5.38.03.02 | MenemxMeHT

5.38.03.03 | YmpaBieHue nepcoHanoM

3.6.1. TpynoBas GpyHKuus
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Pa3paboTka KOpopaTuBHOMN COIUATBHOMN Yposenb
HaumenoBanue O THKH Kon F/01.6 | (momyposens) 6
KBaTU(UKAITTH

IIpoucxoxaenue TpyaoBoi
yHKIIIH

X 3anMCTBOBAHO U3

Opurnaan
OpHUTHHAIA
Kox Peructpanuonssiit
OpHUTHHAIA HOMEp
pohecCHOHATBHOTO
CTaHzmapTa

TpynoBble nencTBus

Pa3paboTka KOpPIOpaTUBHBIX COLMAIBHBIX MPOTrpaMM

Pa3pa60TKa CUCTCMBI BBIILJIAT pa60THI/IKaM COIMAJIBHBIX JIBI'OT

Opranuzanus B3aMMOJEHCTBUSA C MPOPECCHOHATIBHBIMU COK3aMU U
IPYTUMHU NPEACTABUTEIBHBIMU opraHaMu pabOTHHUKOB,
00I11€CTBEHHBIMU OpPraHU3alUsIMHU, C TOCY1apCTBEHHBIMU OpraHaMHU

[TonroToBka mpennoxeHuid Mo (HOPMHPOBAHHMIO OIO/KETAa B YaCTH
o0ecreyeHus: KOPIOPaTUBHON COIMATIHLHON MOTUTHKA

Heobxoaumble ymMeHus

OmnpenenaTey LieJieBble TPyHNbl IepcoHaja i  pa3paboTKu
CIEeUATM3UPOBAHHBIX COLIUATBHBIX MTPOrPAMM

JloBOIUTh MH(OPMAIIMIO O COIMAIBHBIX IporpaMMmax Jo IEJIeBBIX
TPYIIl TE€pCOHaja € HKCIOJIb30BAHUEM HMHCTPYMEHTOB BHYTPEHHUX
KOMMYHUKaIAN

OnpenensaTe KpUTEPUU U YPOBHU YJIOBIETBOPEHHOCTHU MEPCOHAA

Hcnonb30BaTh MaTepuaabHble 1 HEMATEPHAIBHBIE CUCTEMBI, METO/IbI
1 GOpMBI MOTHUBAIIMH B YIIPAaBIEHUH IIEPCOHATIOM

Onpenenats 00beMBbl CPEACTB A peAM3alMM  COLMAIBHBIX
rapaHTui, KOPIOPATUBHBIX JIbI'OT U HHBIX 3JIEMEHTOB KOPIOPAaTUBHbIX
COL[MAJIbHBIX ITPOrpaMM UIst pOpMUPOBaHUS OI0KETOB

CocTaBisATh M KOHTPOJMPOBATH CTATBM PACXOJ0B Ha COLUAJIbHBIC
IIpOrpamMMBbl 11 NJIAHUPOBAHUS OI0JKETOB

[Ipon3BoauTh  MpeABapUTEIbHBIE  3aKYNOYHBIE HIPOLEAYpPbl U
oopmiieHME CONYTCTBYIOLIEH JOKYMEHTAallUd IO 3aKII0YEHHUIO
JI0OrOBOPOB

PaGortath co CHelUaIu3UupOBAaHHBIMU nH(OPMAITMOHHBIMH
cucTeMaMi, IUGPOBBIMU yCIyraMd W CEPBHCAMU IO YIIPABIICHUIO
MIEPCOHAJIOM, B YaCTU KOPIIOPATUBHOM COLIMATIBHOM MOJTMTUKHU

dopMHpOBaTh TPEIJIOKEHHUS 10 aBTOMATH3AIMU M [U(POBU3AINH
mporiecca pa3padoTKH KOPIOPATHBHOM COIMAILHOMN TOJMTUKH

OOecneunBaTh COGHIO)ICHI/IC Tpe6OBaHHI>’I 3aKOHOJATCIbCTBA
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Poccuiickoit denepaiiuu 1 KOpIOPaTUBHBIX MOJUTUK PabOTOMATENS B
o0iacT 0OpabOTKH TEPCOHANILHBIX JaHHBIX W KOH(HUIACHIUAIbHOU
uH(popMauu

Bectu nenoByro nepenucky

Cobimro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS

Heo6xonuMmbie 3HAHUA

[Topsimok u MeTonabl pa3pabOTKH IJIAHOB M MPOTrpaMM COIHAIbHOTO
pa3BUTHUS OpraHU3aUU

MeToasl  aHanm3a  BBINOJHEHHUS  COLMAJIBHBIX MpPOrpaMM U
OIpENEIEHUS UX SKOHOMHYECKON 3P (PEKTUBHOCTH

Cucremsbl, MeTobl M (OPMBI MAaTEPUATBHOIO U HEMATEPUAIBLHOTO
CTHUMYJIMPOBAHUs TPyAa IEpPCOHAIA

TexHomoruu u MeTob! GOPMUPOBAHUS U KOHTPOJIS OIOIKETOB

MGTOI[BI HpOBGI[eHI/DI COIIMOJIOTUYCCKUX I/ICCJIe):[OBaHPIP'I, I/I3yT-I€HI/ISI
0OILIECTBEHHOTI 0 MHEHUS

TexHonornu, MeTOABI M METOJMKM TMPOBEICHHS aHAIM3a H
CHCTeMaTH3alluu JOKYMEHTOB U HH(popManuu

[Topsimok mpoBeneHUs 3aKyMOYHBIX Mpomenyp U odopmieHus
COITYTCTBYIOILEW TOKYMEHTALIMU

OCHOBBI HpOHBBOHCTBeHHOP’I ACATCIbHOCTU OpraHru3aliuu

OcHOBbI 0O0IICH © CONHAIBHON IICUXOJIOTMH, COIHMOJIOTUA U
TICUXOJIOTUH TPY/Ia

CrtpykTypa, 1eiam, cTpaTerus U NOJUTHKA OPraHU3aluy 110 IEPCOHATY

TapudHo-kBaIMpUKAMOHHBIE CIPAaBOYHUKH paboT u mpodeccuit
pabounx © KBaIU(UKALMOHHBIE XapaKTEPUCTUKHU JIOJDKHOCTEN
CIIyXalluX, IpodeccuoHaIbHbIE CTaHAAPTHI

Crenmanu3upoBaHHble  MH()OPMAIIMOHHBIE CHCTEMBI, IU(GPOBHIE
YCIYIH W CEPBUCHI 1O YIPABJICHUIO TMEPCOHAIOM B YacTd
KOPIOPATUBHOM COIMATBHON MOTUTUKH, TPAHUIIBI KX TPUMEH CHUS

OcHOBHBIE METPUKH W AHAIMTHYECKHME Cpe3bl B  o0nacTu
KOPIIOPAaTUBHOW COLIMAIbHON MOJIUTHKH

HopmaTuBHBIE TIpaBOBBIE AKThI, ONPENEIAIOLIME HOMBI TPYILOBOrO
rpaBsa

OcHOBBI HAJIOrOBOT'O 3aKOHOAAaTENLCTBA Poccuiickoi deneparuu

HopmaTuBHBIE  mpaBOBbIE  aKThl, pETyJIMPYIOLIME IpaBa U
0053aHHOCTH  TOCYJapCTBEHHBIX  OpraHoB, MPO(hEeCcCHOHATBHBIX
COI030B U IPYTUX MPEACTABUTEIBHBIX OPraHOB PaOOTHUKOB

3akoHonmatenbcTBO  Poccniickoir  @exepanuu 0  MEPCOHAIBHBIX




49

JaHHBIX

JlokasibHBIE HOpPMAaTUBHBIE aKThl OPraHU3allud, PETYIUPYIOLIUE
MOPSI0K (POPMHUPOBAHUS COITUATBHON MOTUTHKI

OcHoBbl mpaBoBOro peryinupoBanusi Poccuiickoit ®Denepauun
MOps/IKa 3aKJIFOYEHUH JJOTOBOPOB (KOHTPAKTOB)

[IpaBuiia BeeHUs A€I0BOM MepenucKu

HopwMmpbl 3THKH 1€710BOro 00IIeHHS

Jpyrue xapakTepucTuku

3.6.2. TpynoBas pyHKUUSA

Peanmu3anus kopropaTMBHON COLMAIBHON YposeHsb
HauMeHOBaHIE | 110 THKH Kon F/02.6 | (momyposens) 6
KB DUKAIMN

[Mpoucxoxaenue TpyI0BOH
dyHKIIH

X 3aMMCTBOBAHO U3

Opurusan
OpUTHHaNa
Kon PerucrpanuonHsIi
OpUTHHAJIA  HOMEp
poheccCHOHaATBHOTO
CTaHzAapTa

TpynoBble nencTBus

BHe)IpeHI/Ie KOPIOPATHBHLBIX COIIHMAJIBHBIX ITPOI'paMM

Peanmzanmsi cuCTeMBl CONMAIBHBIX JIBIOT, BBIIIJIAT PaOOTHUKAM C
ydeToM TpeboBaHU# 3akoHOAaTeNbLCcTBA Poccuiickoit denepanmu

Ouenka yJOBIETBOPEHHOCTH MEPCOHANIA KOPIIOPATUBHOW COLIMAIBHON
MOJINTUKOU

Onenka 3 PexTUBHOCTH MEPONPUATHII KOPHOPATUBHOW COLMAIbHON
HOJUTUKU

IToaroroska npe):[non(eHHﬁ M0 COBCPHICHCTBOBAHHIO MepOHpI/ISITI/Iﬁ
KOpHOpaTHBHOﬁ COIIMAJILHOM MOJIUTUKHU

[ToaroroBka mpemIokeHUH 10 (GOPMHPOBAHHIO OrODKETa Ha
peasM3aluio KOPHOPATUBHOW COIUAILHOW TOJUTHKUA U COLUABHBIX
porpamMmm

HeoGxoanmble yMeHus

PaccuuThiBaTh 3aTpaThl Ha MPOBEIECHHE CIENHATM3UPOBAHHBIX
COLHMAJIBHBIX NTPOrpaMM

[IpoBOIUTE MOHUTOPHUHI YCHEHIHBIX KOPHOPATUBHBIX COLMAIBHBIX
IpOrpaMm

HpOB OAWUTb MCPOIIpUATHUA B COOTBETCTBHNU C KOpHOpaTHBHOﬁ
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COLIMAJIBHOU M OJIMTUKON

OnpenensTh  IeJeBble  TPyNmbl  HepcoHajda Ui CO3/JaHUsA
CIIEIIMAJIN3UPOBAHHBIX COLIMATILHBIX MTPOrPaAMM

OHpe,Z[eJI}ITB KPpUTCPUHU U YPOBHHU YJOBJICTBOPCHHOCTHU IICPCOHAJIA

Onpenenartsb 3¢ (HEeKTUBHOCTH MEpONPUATHN peanu3yemMon
KOpPIMOPATUBHOW COLMAIBHON MOJUTUKU

Opranu3oBbIBaTh B3aMMOJICHCTBUE C TOCYAAPCTBEHHBIMM OpraHaMH,
npo(eCCHOHATIbHBIMU COI03aMU U JIPYTUMH  TIPEICTaBUTEIbHBIMU
opraHamMu paOOTHHMKOB, OOIIECTBEHHBIMH U MHBIMU OPraHU3alHsIMHU 1O
BOIIPOCAM pealn3alii KOPIIOPATUBHON COLMAIBHON MOJUTUKU

AHanu3upoBaTh PBIHOK yCIyr 1o COLIMAJIBHBIM u
CHELMAaIN3UPOBAHHBIM MIPOrpaMMaM COLUAJIbHOW MOIAEPKKHU UYJICHOB
LEJIEBBIX TPYIII U TOTOBUTH IIPEITI0KEHHUS 10 UX ITOCTAaBIIUKAM

[IpouszBoauTh  MpenBapUTENbHBIE  3aKYMOYHbIE  MPOLEAYpPHl U
opopMIIATE  CONMYTCTBYIOUIYIO JOKYMEHTALMIO IO  3aKJIIOUEHUIO
JIOTOBOPOB

PaGotath co crenuan3upoBaHHBIMA HHPOPMAITUOHHBIMHA CHCTEMaMH,
U(POBBIMH YCIyraMd U CEPBHUCAMH TI0 YIPABJICHHUIO MEPCOHAIIOM B
YaCTU KOPIIOPATUBHOM COLIMATIBHON MOJUTHKA

O6ecneunBaTh cobmtoieHre TpeOoBaHMI 3aKOHOAATEIbCTBA
Poccuiickoit ®exepauun M KOPIOPATUBHBIX IMOJUTHK B 00JacTd
00pabOTKM  MEepCOHAJbHBIX  JAHHBIX W KOH(HICHIIMAIbHON
uH(bOopMaIuU

Bectu nenoByro nepenucky

CobnronaTh HOPMBI ATUKH JIEJIOBOTO OOIICHUS

HeoOxonnMmeble 3HaHUS

MeTonsl  aHanmM3a  BBIIONHEHHS  KOPIIOPATUBHBIX  COIUABHBIX
IpOrpamMM M ONpPEeNeHUs UX SKOHOMHYECKON 3 (HEeKTUBHOCTH

Cucrempl, MeTOnbl, (GOpPMBI MAaTEPHAIBHOTO U HEMaTepUaIbHOIO
CTUMYJIMPOBAHUS TpyJa MepcoHaia

MeTtopasl MMPOBCACHUSA COLHUOJIIOTHUICCKUX HCCHCHOB&HHﬁ, HU3y4YCHUA
06I_HCCTBCHHOFO MHCHUA

TexHonoruu, MeToAbl M METOAMKM IIPOBEICHMS aHalIM3a U
CHCTEMaTH3alluu JOKYMEHTOB U HH(pOpMauu

HopMmaTuBHBIC TPaBOBBIE aKThI, PETYIUPYIONINE MTPaBa U 00S3aHHOCTH
TOCYAapCTBEHHBIX OPraHOB, MPO(EeCcCCHOHATBHBIX COI30B M APYTHX
MPECTABUTEIILHBIX ~ OPraHOB  pPa0OTHHKOB TIO  MPEIOCTABJICHUIO
YYETHOM TOKYMEHTalM!

[Mopsinox mpoBenmeHUs 3aKyMOYHBIX MpoOUEAyp H  OhOpPMICHHS
COIYTCTBYIOIIEN TOKYMEHTALIUU
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CtpykTypa, 1lenu, CTpaTerus ¥ MOJUTUKA OPTaHU3AIMH 110 TePCOHATY

TapudHo-kBaaM (PUKAIMOHHBIC CIIPABOYHUKK padboT u mpodeccuit
pabounx © KBAIM(PHUKAIMOHHBIC XapAaKTEPUCTUKH  JIOJDKHOCTEH
CITy)KaInX, IpoQeCcCHOHabHBIE CTaHAAPTHI

()CHOBBIHpOHSBOHCTBeHHOﬁﬂHeﬂTeHBHOCTHﬁOpFaHHSaHHH

OcCHOBEI 00IIEH ® COLMAJLHOM IICHXOJOTHHM, COLIMOJOTHH U
[ICUXOJIOTMH TpyAa

Crenmanu3upoBaHHble  HMH(OPMAlMOHHBIE  CHUCTEMBI, LH(pOBHIE
YCIIYT'M M CEPBHCBHI 10 YIPABJICHUIO MIEPCOHAJIOM B YaCTU COLMAIBHOU
KOPIOPAaTUBHOM MOJIMTUKH, TPAaHULIBI UX TPUMEHEHUS

OcHOBHBIE METPUKM W  aHAJIUTHYECKHE Cpe3bl B  00JIACTH

KOPIOPAaTUBHOW COLHAIBHON MOJUTHKU

HopmaTuBHBIE MpaBOBBIC aKTHI, ONPEACISIONINE HOMBI TPYIOBOTO
npaBa

OCHOBBI HAJIOI'OBOT'O 3aKOHOAaTeIbCTBA Poccuiickoit deneparuu

3akoHogaTenscTBO Poccuiickoit denepariuy o mepcoHAIbHBIX JTaHHBIX

JlokanbHbIE aKThl OpraHU3allMU, PErYJMPYIOIIKME MOPSIO0K BHEIPEHUS
COLIMAJILHOW MOJIUTUKHA

[Topsinok 3akitoueHus JOroBOpoB (KOHTPAKTOB)

HopMbI 3THKH 1€710BOT0 OO IICHHS

Jpyrue xapakTepucTUKH

3.6.3. TpynoBasi pyHkuus

AJMUHUCTPUPOBAHUE IIPOLIECCOB 5 YpoBeHb
Hanmenosanne | JOKyMEHTOOOOpOTa o Bonpocam | Kox F/03.6 | (momyposenn) 6
KOPIOPATUBHOUN COIMANBHOU MOJUTHKHU KBaTH(HKALHN
IIpoucxoxaenue OBOM 3anMCTBOBAHO U3
P A TpyR OpuruHan X
dyHKIIIH OpHUIHMHAJIA
Kon PerucrpanuoHHsIif
OpHUTHHAJIA HOMeEp
IpoQeCcCHOHATEHOTO
CcTanapTa

Tpynossie nencTBys

[ToaroroBka npeanoKeHui 1Mo pa3BUTHIO KOPIIOPATUBHOW COLUATIBHOM
MTOJIMTUKU

00€eCIIeYEeHUIO
ITIOJIUTUKHN

COOTBCTCTBHUA
TpeOOoBaHUSIM

[TogroroBka  mpeanoKeHud 1o
KOPITIOPaTUBHOM COLIMAIBbHOMN
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3akoHonaTenbCcTBa Poccuiickoit denepanuu 1 yCIOBUSIM PhIHKA TPyAa

JIOKyMEHTAIlMOHHOEe  O(DOPMJICHHE  PE3yJIbTaTOB  KOPIIOPATHUBHOM
COLIMAJILHOW IOJIMTUKU

JIoKyMeHTamoHHOE u OpraHu3alMOHHOE COIIPOBOKJICHUE
MEpPONPUATUIA KOPIOPATUBHOM COIMATLHON MOJUTUKHU

ITonroroBka u 0OpaboOTKa 3arpocoB U yBEJOMJIEHUI O paOOTHUKAX B
TOCYapCTBEHHBIC OpraHbl, MPO(ECCHOHANIBHBIC COIO3BI WM JIPYTHE
IIPEJCTaBUTENIbHBIE OpPraHbl paOOTHUKOB IO BOIPOCAM COLIMAJIBHOM
MOJIMTUKH B OTHOLICHUHW MTEPCOHAJIA

ConpoBoxaeHHE [OTOBOPOB IO OKa3aHUIO KOHCYJIbTAllMOHHBIX U
MH(OPMALMOHHBIX  YCIYr IO MEpONPUSTUAM  KOPIOPATUBHOM
COLMAJIbHON TOJUTUKH, BKIIIOYAs IPEABAPUTENBbHBIE IIPOLEAYPHI 10
UX 3aKJIIOUYEHUIO

Heobxonumbie ymeHuUs

OdopMIITh TOKYMEHTHI MO BOMPOCAM KOPHOPATUBHOW COLMATILHON
MOJMUTHKH, TMPEAOCTaBIsieMble B  T'OCYyJapCTBEHHBIE  OpraHbl,
MIpe/ICTaBUTENIbHBIE OpraHbl paOOTHHUKOB

AHanu3upoBaTh IIpaBUia, IOPSIAKH, MPOLEAYPHl KOPIOPATHUBHOU
COLIMAJILHOU MOJIUTUKU

OOecneuuBaTh JOKYMCHTAllUOHHOC COIIPOBOXKIACHUC COIIMAJIbHOM
MOJIMTUKH B OTHOLICHUU ITEPCOHAJIA

Opranu3oBbIBaTh  XpaHEHHE JIOKYMEHTOB B COOTBETCTBUH C
TpeOOBaHUSMU apXUBHOI'O 3aKOHOATENIbCTBA Poccuiickon
Penepauyy U JOKAJIbHBIMA AKTAMH OpraHU3aluu

IIpousBoauTh  IpeIBApUTENBHBIE  3aKYNOYHbIE  INPOLEAYPHl H
0OpPMIIATE  COMYTCTBYIOUIYIO JIOKYMEHTAIIMIO TIO 3aKJIIOYEHHIO
JIOTOBOPOB

PaboTtaTh ¢ nH(GOPMALMOHHBIMU CUCTEMaMHU, IIU(PPOBBIMU YCIYTaMH U
CepBHCaMHU IO BOMPOCAM KOPIMOPATHUBHOW COLIMATIHHOW TMOJUTHKU B
OTHOIICHHUH TePCOHaa

@dopMmupoBaTh MNPEAIOKEHUE MO aBTOMATHU3alMM U LU(PPOBU3ALUU
mpolecca  JOKYMEHTOOOOpOTa,  CBSI3aHHOIO  C  peanu3anuen
KOPIOPAaTUBHOM COLIMAIBHON ITOJIUTUKHU

ObecnieunBaTh  coOMoieHHE  TpeOOBaHWM  3aKOHOJATEIHCTBA
Poccuiickoii ®enepanyii ¥ KOPHOPATUBHBIX IOJUTUK B 00JIACTH
00pa0OTKH  TMEepCOHANbHBIX  JAHHBIX W KOHOUACHIHMAIHLHOU
uH(popMaITuu

Bectu nenoByro nepenucky

Co0ur01aTh HOPMBI 3TUKH JICJIOBOTO OO IIECHUS

HeoOxonnMeble 3HaHUS

[Topsinox odopmieHus, BemeHHs W XpaHCHHUS IOKYMEHTAIlUH I10
COLIMAJIBHOM MOJINTUKE B OTHOLIEHUH ITEpCOHAIA
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[Topsinox QopmupoBanus, BeaeHus: 0a3bl JaHHBIX U MPEIOCTaBICHHUS
OTYETHOCTH IO BOIPOCAM COLMAJIBLHOW TMOJUTUKH B OTHOUICHUH
nepcoHasa

TexHonornu, MeTOAbl W METOAUMKHM IPOBEIAEHUS aHalIu3a U
CHCTEMaTH3alluu JTOKYMEHTOB U HH(pOpMaIuu

OCHOBBI TOKyMEHTOO0OpOTa ¥ IOKYMEHTAIIMOHHOTO 00€CTIeY CHUS

TapudHo-kBanMpUKaMOHHbIE CHPaBOYHUKU pPaboT U mpodeccuii
pabounx W KBaJdM(UKALMOHHBIE XapPaKTEPUCTUKH JTOJDKHOCTEH
CIyXaIuX, TpodeccuoHaIbHbIe CTAaHIAPTHI

[Topsinok mpoBeAeHHS 3aKyMOUYHBIX TMpouenyp U  OohOpMIICHHS
COITYTCTBYIOILIEH TOKYMEHTALIMHU

Crnenuanu3upoBaHHble  HMH()OPMALlMOHHBIE CHUCTEMBI, LU(POBbIE
YCIYT'M U CEpPBHCHI B 00JIACTH COLMAJIbHOW MOJUTUKU B OTHOLICHUU
IepCoHaa, FPaHULbl UX IPUMEHEHUS

HopmaTuBHBIE MpaBOBBIE AaKThl, OMPEEISIONIME HOMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATUBHBIE IPaBOBBIC
akTel Poccuiickon ®enepanuu, B 4acTH BEIEHUS JOKYMEHTALUH I10
IIEpCOHAILY

OCHOBBI HAJIOrOBOr' 0 3aKOHOAATENbCTBA Poccuiickoit @eaepannu

HopMaTuBHBIE TPaBOBBIE AKTHI, PETYIMPYIOIINE MTpaBa U 00s13aHHOCTH
TOCYapCTBEHHBIX OPraHoB, MPO(ECCHOHATIBHBIX COIO30B H IPYTHX
MPE/ICTABUTEIIbHBIX ~ OpPraHoOB pabOOTHHUKOB 1O MPEIOCTaBICHUIO
YYETHOU TOKYMEHTALIUU

3akoHoznatenbcTBO Poccuiickoit denepanuy 0 NEPCOHANBHBIX JAHHBIX

JlokasibHbIE HOpPMATHUBHBIE AKTHl OPraHU3allMU, PETYIUPYIOLINE
MOPSIIOK  BHEIAPEHUsT KOPIOPATUBHOM COLMAIBHOW IIOJUTUKU H
COLIMAJIbHBIX POrpamMM

[Topsinok 3aKir04eHus JOroBOpOB (KOHTPAKTOB)

HOpMI)I OTUKH ACIOBOI'O 06I_I_ICHI/IH

IIpaBuna BegeHus J€I0BOM NEPENCKU

Jpyrue xapakTepucTUKU

3.7. O600mieHHasA TPYyAOBast PYHKIMS

OmnepaninoHHOE yIpaBJIeHUE TEPCOHATIOM
HauvenoBanue | M CTPYKTYPHBIM TOJIpa3iciicCHUEM Kon
OpraHu3aIiu

VpoBeHnb
G P 7
KBaJTH(UKAIH
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IpoucxoxmeHue 0000IICHHOM 3anMCTBOBAHO U3
TPYIOBOH (hyHKIIMU Opurunan X OpUTHHAJIA
Kon PerucrpanuoHHsIit
OpUruHaa HOMED
pohecCHOHATHHOTO
CTaHIapTa
Bo3morkHbIe PykoBoauTens CTpyKTypHOrO MOApPa3AeIeHus
HaNMMEHOBAHMUS HauvanpHuK CTpYyKTYpPHOTO OAPA3AEICHUS
JOJDKHOCTEH, podeccnit
TpeboBanus Briciiee oOpa3oBaHue — MarucTparypa
00pa30BaHUIO U W
00y4YeHHIO Briciiee  oOpaszoBanme (HempoduIbHOE) —  Marucrparypa H
JOMOJIHUTENIbHOE TpodeccnoHanpHoe 00pa3oBaHHE — MPOrPaMMBbl

npodecCHOHaIbHOW  MEPEenoArOTOBKM B 00JacTH  ympaBlieHHUS
MEPCOHAIIOM MJIM SKOHOMHUKH TPY/1a U MEHEHKMEHTA

TpeboBaHus K ONBITY He menee nsatu et B 00/1aCTH yIIPaBICHUS IEPCOHAIOM
IPAaKTUYECKOH paboThI

Oco0ble ycroBus -
JIOITyCKa K paboTe

Jpyrue xapakTepucTuku | -

JlononHUTENbHBIE XapAKTEPUCTUKU

HaumenoBaHue 10KymMeHTa Kon HaunmenoBanue 6a30B0il Tpynmbl, JOJDKHOCTH
(mpodeccun) UM CIIEUATBHOCTH

OK3! 1212 VYnpasastolye Tpy10BBIMA pecypcaMu

EKC3 - HauanbHuk oT/ena Kaapos

- HauvanpHuk oTAena opraHu3anuy 1 OIIAThl TPYya

- Haganpank oTAC]Ia MOATOTOBKH KaapPOB

OKIIATP? 24696 HavaneHuk otnena (ynpaBieHus Kajpamu U
TPYJOBBIMU OTHOILCHUSIMH)

24705 HauanpHuk oTena (G yHKIIMOHAIBHOTO B IPOYUX
00J1aCTSAX IEATCILHOCTH ).

OKCO8 5.38.04.01 | DxoHOMHKA

5.38.04.02 | MenemxkMenT

5.38.04.03 | YpaBneHue nepcoHaaom
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Pa3paboTka cucTeMbl ONEparMOHHOTO v
OBEHb
MpaBJIEHUS] IIEPCOHATIOM U a00TBI p
HanmenoBanue ymp p p Kon G/01.7 | (momyposens) 7
CTPYKTYPHOT'O noJipa3aeseHus e —
OpraHus3anuu
IIpouncxoxaeHue TpynoBoi 3anMCTBOBAHO U3
P A PYA OpwuruHan X
byHKIHH OpHUTHHAIA
Kon PerucrpanuoHHBIM
OpUTHHATA HOMED
IpodeCCHOHATEHOTO
cTaHjapra

TpynoBeie nelicTBUA

PazpaboTka 1U1aHOB, mporpaMM H MPOLEAYyp B  yIpaBICHHH
MIepPCOHAIOM

[TocraHOBKa OMEpaTHBHBIX LEJEH 10 BOIpPOCAM  YIpPaBJICHHS
HIEPCOHAIIOM

PazpaboTka mpemsio)KeHuUH 1O  CTPYKType IMOApa3feieHus Hu
NOTPEOHOCTH B IEpPCOHAJIE

Pa3paboTka mpenoxkennii mo o0ecrneyeHno KaapoBoil 6€3011acHOCTH,
00eCIeYeHn0 TMepCOHANIOM, (OPMHUPOBAHUIO CHUCTEM  OIICHKH,
Ppa3sBUTHUA, opraHu3alnuvu n OIlJIaThI TpyAaa, KOpIopaTuBHBIM
COoMaJIbHBIM IIpOorpaMmamM U counaanoﬁ IIOJIUTUKE

Pa3pabotka npennoxeHuit o 3arpatax U GOPMHPOBAHUIO OIOPKETa HA
HepcoHal

Konrpons  ucnonmnenust  Owomxera  (oHIA  OMIIATHL  TPYZA,
CTUMYJIMPYIOIIMX U KOMITEHCAIIMOHHBIX BBIILJIAT

Pa3zpaboTka mnpennokeHui IO 3aKJIIOYEHUIO JIOTOBOPOB B 00JaCTH
YIPABJICHHU IIEPCOHAJIOM C IIOCTABIIMKAMU YCIyI M IPOBENCHHUE
IIPEIBAPUTEIILHBIX NIPOLIENYP 1O UX 3aKIFOYECHHUIO

Heobxoaumbie yMeHus

Oprann3oBbIBaTh pabOTY IEPCOHANA CTPYKTYPHOI'O OIPa31eICHUS

OmnpenenaTes 3ajauyud  HEpPCOHANA CTPYKTYPHOI'O IOAPA3JEICHHUs,
MCXOJISl U3 LIeJIel U CTpAaTEeruu OpraHu3aluu

Co3naBaTh U ONKMCBIBATh OPraHU3ALMOHHYIO CTPYKTYPY, LENH, 3a1a4H,
(GYHKIMM CTPYKTYPHOTO IOJpa3/1esICHUs

HpI/IMeHHTI) MCETOABI YyHpaBJICHUA MCKIMYHOCTHBIMU OTHOIICHUAMU,
(I)OpMI/II)OBaHI/IH KOMaHA, pa3dBUTHUA JIUACPCTBA U HCIIOJHUTCIIBHOCTH,
BBISIBJICHUS TAJIAHTOB, OIPCACIICHUA YIOBJICTBOPCHHOCTU pa60T0171

Omnpenensats, aHaJIM3UPOBATh, MOJEIUPOBATb U  BBICTPAWBATH
BHYTPCHHHME KOMMYHHUKALIMY [1IEPCOHAIIA
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Pa3pabarbiBaTh MPOEKTHBIC NPEIJIOKEHHS W MEPONPHUITHS IO
s dekTUBHOI paboTe mepcoHana

BHeapsTe crpaTeruro no ynpapJIeHUIO IEPCOHAIOM

CocTaBisiTh, pacCUUTHIBATh, KOPPEKTUPOBATH M KOHTPOJIMPOBATH
CTaTbl pacxo[0B Ha IMeEpCoHall, pa3pabaTbiBaTh MNPEIIOKEHHUS IO
3aTpaTaM Ha MepcoHals s (opMUpOBaHuUs Or0IKeTa

HpeI[CTaBJ'IHTI) HHTEPECHl OpraHvu3alilii MW BECTU ICPETOBOPLI C
HpO(bCCCI/IOHaJ'IBHLIMI/I CO03aMU W JpYTruMHu MNOPCACTAaBUTCIbHBIMH
OopraHamMun pa6OTHI/IKOB, BSaHMOHCﬁCTBOBaTL C TOoCyAapCTBCHHLIMU
OpraHu3anuiaMunu

AHanu3upoBaTh HMH(QOPMALMIO MO IOCTAaBIIMKAM YCIyr B 00JacTH
YIPaBJIEHU [IEPCOHAJIOM U 110 YCIOBHAM 3aKII0YaEMBIX JOrOBOPOB

[Ipon3BoANTh  MpenBapUTENbHBIE  3aKyIMOYHbIE TPOIEAYypbl U
obOpMIIATE  COMYTCTBYIOLIYID JOKYMEHTALMIO M0 3aKII0YEHUIO
JIOTOBOPOB

OpraHu30BbIBaTh ¥ IMPOBOJUTH KOPIIOPAaTHBHBIE MEPONPHSITHS C
HIEPCOHAIIOM

PabotaTth ¢ nH(OPMALIMOHHBIMU CUCTEMAaMHU, IIU(PPOBBIMU YCIyraMH U
CEepBHCAMU II0 BONPOCAM YIPAaBJIECHUS IEPCOHAIOM B 4YaCTU
OIEPAllMOHHOT'0 YIPABJIEHUSI MEPCOHAJIOM U paboOThl CTPYKTYPHOIO
MOJIpa3/ieNneHus

@opMHUpOBaTh  NPEMJIOKEHUS MO  pealu3alvud  MEpONpUATUN
obecrieueHus: HEOOXOAMMOTO YPOBHS KaIpOBOi 0e30MmacHOCTH

@dopmHpoBaTh MPEATOKEHUS MO aBTOMATU3alMM U LU(PPOBU3ALMU
Iporecca ONEpPallMOHHOIO YNpaBICHUs IEPCOHAIOM U  paboThI
CTPYKTYPHOI O IOAPA3EIECHUS

ObecrieunBath  coOyofeHre  TpeOOBaHMH  3aKOHOJATENILCTBA
Poccuiickoit ®enepanii ¥ KOPIOPATUBHBIX IOJUTHK B 00JaCTH
00pa®OTKM  TEPCOHANBHBIX  JAaHHBIX W  KOH(HACHIIMATbHOU
uH(popMauu

Bectu nenoByro nepenucky

Cobiro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS

HeoOxonuMmbie 3HAHUA

Metonpl, CrmocoObl W HMHCTPYMEHTHI YIPaBJICHUS TEPCOHAIIOM,
oOecreyeHust KaJipoBoil 0€30MMacHOCTH

Ienu, crpaTerus pa3BUTHs U OU3HEC-TJIAH OPraHU3aIuu

ConuanbpHasi TOJMTUKA, KOpPHOpPAaTHBHAs KyJlbTypa, IOJATHKA
YIIPABJICHUS IEPCOHAIIOM OPraHU3aluu

MeTonbl aHalM3a KOJHWYECTBEHHOIO U KA4YECTBEHHOTO COCTaBa
nepcoHana
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Cucrembl cTaHIapTOB MO OM3HEC-TpoIeccaM, MpodeccusiM, HOpMaM
TpyAa

Cucrembl, MeToabpl U (GOpPMBI MaTEpHATBHOTO M HEMaTEpUaJIbHOTO
CTUMYJIMPOBAHUS TPyAa epcoHaa

TexHosioruu u MeToAbl (HOPMUPOBAHUS U KOHTPOJIS OIO/IK €TOB

[Topsimok mpoBeneHHWs] 3aKyMOUYHBIX Tpoueayp u  OopOpPMIICHUS
COIMYTCTBYIOIIEH TOKYMEHTalNN

OCHOBEI HpOHSBOHCTBeHHOﬁ JACATCIIbHOCTU OpPraHru3aliun

OcHOBbI 00mIEll W COIMAJIBHON TCHXOJOTMH, COLUOJIOTUU H
IICUXOJIOTUU TPYAA, SKOHOMUKH TpyJa, 0€30MacHbIX YCIOBUH Tpya

OpraHu3zalinoHHas CTPYKTypa OpraHu3aluu

TapudHo-kBaIMpUKAMOHHbIE CIHPaBOYHUKU pPaboT U mpodeccuii
pabounx ¥ KBaJIM(UKALMOHHBIE XapaKTEPUCTHUKU JOJDKHOCTEH
CIy’KalluX, IpoecCUOHaIbHbIE CTAaHIAPThI

Crnenuanu3upoBaHHble  HMH()OPMALlMOHHBIE CHUCTEMBI, LU(POBbIE
YCIYTM U CEPBHCHI IO BONPOCAM YIPABJIECHUS IEPCOHAJIOM B YaCTH
OIEPAI[IOHHOI'0 YIPABJIEHUS IEPCOHAJIOM M PabOThl CTPYKTYPHOTO
HOJpa3/ieNeHHsl, TPAaHULIbI UX TPUMEH CHHS

OCHOBHBIE ~ METPHKH W  QHAJIUTHYECKHE  CpPE3bl  CHUCTEMBI
OIEPAIlMOHHOT'0 YIPABJIEHUSI MEPCOHAJIOM U paboOThl CTPYKTYPHOIO
HoJpa3eneHus

HopmaTuBHBIE MpaBOBBIE AaKThl, OMPEAENAIONINE HOMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATUBHBIE IPaBOBBIC
akTel Poccuiickon ®enepanuu, B 4aCcTH BEICHUS JOKYMEHTALUH I10
IIEPCOHAITY

OcHOBBI HAJIOTOBOT' 0 3aKOHOAATENLCTBA Poccuiickoit Denepannn

OcCHOBBI MUT'PAaLIMOHHOTO 3aKoHOAATeNnbCcTBa Poccuiickont denepanuu,
B YaCTU NPHUBJIEYCHUS U TPYJOYCTPOHCTBA MHOCTPAHHBIX I'PaKIaH U
nun 6e3 rpaxkJ1aHCTBa

OcCHOBBI ~ aIMUHHCTPATUBHOIO  3aKOHOJAaTelbCTBA  Poccuiickoit
denepanyu B 00aCTH YIIPABJICHHUS MMEPCOHAIOM M OTBETCTBEHHOCTH
JOJDKHOCTHEIX JIUIL

3aKOHOJIaTEIbCTBO Poccuiickon denepannu 0 3alluTe
MEPCOHATIBHBIX JAaHHBIX

JlokanpHBIE HOPMATHBHBIC AKTHI OPraHU3AIMHU B 00JIACTH YIPABIICHUS
MIePCOHAIOM

[Topsinok 3akioueHust JOroBOpOB (KOHTPAKTOB)
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HOpMI)I OTUKH ACIOBOI'O 06I_I_ICHI/IH

Jpyrue xapakTepucTUKH | -

3.7.2. TpynoBas GpyHKUUSA

PeaHI/I?uaHI/If[ ONCPaAlIMOHHOI'O YIIPAaBJICHUA YPOBeHB
Hanmenosanne | [IEpCOHAJIOM U PabOThI CTPYKTYPHOTO Kon G/02.7 | (momyposens) 7
roApasaeieHus OpraHu3anuu KBaTHpUKaIHN
IIpoucxoxaenue OBOI aMMCTBOBAaHO W
p T TPYZIOBO Oprrunan X 3anMCTBOBaHO U3
¢yHKITMH OpUTrUHalIa
Kon PerucrpanuoHHsIif
OpUruHaa HOMEp
podeCCHOHAITLHOTO
cTaHzaapTa
Tpynossie nencTBUs [InanupoBaHue AEATEIBHOCTH CTPYKTYPHOI'O IIOApA3IEICHUS U
repcoHana
OnepatuBHOE yIIpaBICHUE MEPCOHATIOM CTPYKTYPHOTO

MoJIpa3/ieieHus] OpraHu3aluu

Pacuer 3aTpat mo moapaszjeNeHn0 U MOATOTOBKA MPEIJIOKESHUN IS
(dhopMupoBaHUs OO KETa

Pa3paboTka ctaHnapTOB EATEIHHOCTH MOApa3ieieHUs U YHUDUKALIUS
IPOLIECCOB

[TpoBeneHre HHCTPYKTaXxa 10 OXpaHe Tpyaa

IlocranoBka 3amad pa6OTHI/IKaM CTPYKTYPHOI'o ImnoAapa3acjiCHu:Ad,
OIIPCACICHUC PECYPCOB IJIA UX BBIITOJHCHUA, KOHTPOJIb UCITOJIHCHUSA

PazpaboTka  mpeanokeHWH ~— MO YIYYIIEHUIO  IOKa3aTesei
JESITEIbHOCTU TTOAPA3IeIICHUS

®opMupoBaHe OTYETOB O PAOOTE CTPYKTYPHOI'O MOAPA3ACICHUS

Heobxoaumbie yMeHus Omnpenenats 30HBI OTBETCTBEHHOCTH U 3(ddexTuBHOCTH pabOThI
IEpCOHANa CTPYKTYpHOIO IHOJpPA3AEiCHUs, PacHpelessaTh 3aladyd U
obecrieynBaTh  MaTepUaJIbHO-TEXHUUYECKHE  PEecypchl Al UX
UCIIOJTHEHUS

[IpumeHsATs MeTOABI  ONEPATUBHOIO  YIPABJICHUS  [E€PCOHAJIOM
OpraHu3ainu, o0ecneueHus KaIpoBoil 0e30MacHOCTH

KOHTpOJII/IpOBaTL HUCIIOJTHCHUC HOpy"IeHI/Iﬁ n 3aJad, BHOCHUTH
CBOCBPEMCHHBIC KOPPEKI WU B IIJIaHBI U 3aJ1a4

Omnpenenate mnokazatenu d(PGeKTUBHOCTH paboOThl  MepcoHaia
HOZIpa3/IeNIeHHs
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VYhpaBnsaTh MOTHBalMEl IMEpCOHaNa, €ro BOBJEYEHHOCTHIO W
JUACITUTUIMHON Tpy1a

CocTaBisaTh MaHbl JACATEIBHOCTH CTPYKTYPHOIO MOAPA3ACICHUS
OpraHu3aluu

CocTaBisaTh, pacCUUTHIBATh, KOPPEKTUPOBATH M KOHTPOJIMPOBATH
CTaThbM PACXOJOB CTPYKTYPHOTO TOJpa3/efeHus: st (OpMUPOBAHUS
OIO/KETOB

[Ipou3BonuTh aHamM3 TEKYyIIEW JEATEIBHOCTH  CTPYKTYPHOIO
MOAPA3AEIEHUS U BHEAPATH MPOLEAYPHI 10 €€ ONTUMHU3ALUN

HpCI[CTaBJBITB HHTCPCChl OpraHu3allii MW BECTU ICPETrOBOPBI C
rocyaapCTBCHHbIMHU OpraHaMu, HpO(l)CCCI/IOHaJIBHBIMI/I CO3aMn H
APYruMu npeacraBUTCIIbHBIMU OpraHaMu pa6OTHI/IKOB 10 BOIIpoCaM
nepcoHalia

Bectu neperoBoprl € IMOCTaBIIMKAMH  yCJIYyr' IO  YCIOBUSIM
3aKJII0OYaCMbIX JOT'OBOPOB

[Ipon3BoANTh  MpenBApUTENbHBIE  3aKyMOYHBbIE TPOHEAYpbl U
OobOpMIIATH  COMYTCTBYIOLIYIO JIOKYMEHTALIMIO [0 3aKII0YEHHUIO
JI0OTOBOPOB

[TpoBOAUTE ayaUT PE3yIbTATOB PAOOTHI C IEPCOHAIOM

PaGoTtaTh ¢ MHPOPMALIMOHHBIMU CHUCTEMaMH, IU(PPOBBIMU CEPBUCAMHU
[0 BONPOCAM YINPABICHUS IEPCOHAIOM, B YaCTH ONEPalHOHHOIO
yIpaBJIEHUSI IEPCOHATIOM U pa0OTHI CTPYKTYPHOI'O IIOIpa3AeIeHUs

@dopmHpoBaTh NPEATOKEHUS IO aBTOMATU3alMM U LU(PPOBU3ALMU
OINEPALIMOHHOI'0 YIIPABJIEHUSI INEPCOHAJIOM U pabOThl CTPYKTYPHOIO
ozipa3ieIeHus

OOecnieunBaTh  coOJOJeHHE  TpeOOBaHMI  3aKOHOMATENbCTBA
Poccuiickoit ¢denepauun M KOPHOPAaTHBHBIX MOJUTHK B 00JacTH
0o0pabOTKM  MEpPCOHANbHBIX  JAHHBIX U KOH(pUIEHIHMAIbHOU
uH(popMauu

Bectu nenoByro nepenucky

Cobiro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS

Heo60xomuMmbie 3HAHUA

Teopun ynpaBiaeHuUs IEPCOHATIOM U €70 MOTUBALIMHU

MeToapl aHalu3a BBINOJHEHUS IUIAHOB W 3ajiad, ONpPENENIeHUs HUX
HKOHOMUYECKON ((HEKTUBHOCTH

@DopMBI 1 METOJIBI OIIEHKH MEPCOHANA U PE3yIbTaTOB UX TPY/a

Texnomorun OIICPATUBHOI'O YIIPABJICHUA IIEPCOHATIOM OpraHU3aluu

Cucrembl, MeToabl U (OPMBI MaTEpHATbHOTO M HEMaTEepPHAILHOTO
CTUMYJIMPOBAHUs TPyZAa IEepCOHala
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TexHosoruu u MeToabl GOPMUPOBAHUS M KOHTPOJIS OIOIKETOB

Mertonsl ynpaBieHHs pa3BUTHEM H 3()(PEKTUBHOCTBIO OpraHM3alluy,
METO/Ibl aHAJIN3a BBIMOJIHEHUS IUIAHOB U MPOrpPaMM, ONpeesIeHUs] UX
HSKOHOMUYECKOH 3(P(EKTUBHOCTH, METOJbl OOecredyeHus KaJapoBOii
Oe3omacHOCTH

OKOHOMUKA Tpy/ia

OpraHu3alMOHHO-IITaTHAS CTPYKTYpa OpraHu3anuu

[lonmuTrka ynpaBiaeHHs IEPCOHAIOM, KOPHOpPAaTUBHAS COLMaIbHAs
MIOJINTHUKA, KOPIIOPATUBHASA KYJIbTypa

Ienu, cTpaTerus pa3BuTus U OU3HEC-IIJIAaH OPraHU3aluU

MeToauKky TJIaHUPOBAHMSIT W IPOTHO3MPOBAHUS IOTPEOHOCTH B
nepcoHale

ITopsinok yperynupoBaHHus TPYIOBBIX CIIOPOB

TpeboBaHus U MpaBuiia MPOBEACHUS ayIUTa PadOTHI C IEPCOHATIOM

@opMBI  COLMAJIBHOIO  MapTHEPCTBA W B3aUMOACHCTBUA  C
npoQeCCHOHATIBHBIMUA COI03aMH U JIPYTMMH IIPEJCTaBUTEIbHBIMU
opraHamMy paOOTHHMKOB, 1 HHBIMU OpPraHU3aIMsIMU

[Topsinok odopmieHHsT KaAPOBBIX JOKYMEHTOB U TPUIAHUS WM
FOPUIUYECKON CHUIIBI

TapudHo-kBanupuKaMOHHBIE CHPABOYHUKK padoT u mpodeccuit
pabounx W KBaIM(UKAIMOHHBIC XaPAKTCPUCTHKU  JOJDKHOCTEH
CITyXalIuX, TpodeccnoHaIbHbIC CTAaHIAPTHI

[Topsimok mpoBefeHHs 3aKyMOUHBIX TMpouenyp U 0ohOpMIICHHUS
COIIYTCTBYIOILIEH JOKYMEHTAUU

Crnenuanu3upoBaHHble  HH()OPMALMOHHBIE CHUCTEMBI, IU(POBbLIE
YCIYIM M CEpPBHUCHI MO YIPABIECHUIO IEPCOHANIOM, TPaHUIBI HX
MIPUMEH CHUSI

OCHOBHBIE ~ METPUKM M  AQHAJIUTUYECKUE  CpPEe3bl  CHCTEMBI
OIEPALIMOHHOI'0 YIIPABJIEHUSI IEPCOHAJIOM U pabOThl CTPYKTYPHOIO
noJpas/ieseHus

HopmaTtuBHBIE NpaBOBBIE AKThI, ONPEAEIAIOIIME HOMBI TPYIOBOIO
rpaBsa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATUBHBIE IPaBOBBIC
akTel Poccuiickon ®enepanuu, B 4aCTH BEICHUS JTOKYMEHTALMH IO
NepCoHAILy

OCHOBBI HAJIOrOBOr' 0 3aKOHOAATENbCTBA Poccuiickoit @eaepannn

OCHOBBI MUTPAIMOHHOTO 3aKOHOAaTeIbCcTBA Poccuiickoin denepanuu,
B YaCTU MPHUBJICYCHHUS U TPYAOYCTPOHCTBA MHOCTPAHHBIX T'PAXKIAH U
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nu1 6e3 TpaXkIaHCTBa

OcCHOBBI ~ aIMUHHMCTPATUBHOIO  3aKOHOJATelbCTBA  Poccuiickoit
denepanuu B 00JaCTH YIpaBJICHHUS NEPCOHAIOM M OTBETCTBEHHOCTH
JIOJDKHOCTHEBIX JIULL

3akoHonaTenbcTBO Poccuiickoi denepanny 0 NEpCOHAIbHbBIX JaHHBIX

JlokambHEBIE HOPMATUBHBIC aKThl OpraHU3allud B YaCTHU YIIPABJIICHUA
HIEPCOHAIIOM

OcHoOBBI paBoBOTO peryiaupoBanus Poccuiickoit denepannu nmopsiaka
3aKJIFOYEHUS TPAXTAHCKO-TIPABOBBIX 10T OBOPOB

IIpaBuna BeneHUs NE€I0BON EPENUCKU

Hopw™mpbl 3THKEN Ae710BOro 001IeHus

Jpyrue xapakTepucTUKH

3.7.3. TpynoBasi pyHK1usA

Pa3zpaboTka u compoBoXACHHE MpoIiecca YpOBeHS
Hanmenosanue M (POBU3ALMKM U aBTOMATH3AIUU Kon G/03.7 | (momyposens) 7
yIpaBJICHHs TEPCOHATIOM KBaH(pUKauK

[MpoucxoxaeHne TpyI0BoH
hyHKIIIH

X 3aMMCTBOBAHO U3

Opurusan
OpHUTHHAIA
Kon PerucrpanuoHHBIM
OpUTHHANA HOMEp
IpodeCCHOHATEHOTO
CTaHJapTa

TpynoBeie nelicTBUA

Pa3zpaboTka mpenyoxeHuil Mo aBTOMaTH3alMM U U(POBHU3ALUU
MIPOIIECCOB YIPaBIEHUS MePCOHAIOM

dopmynupoBaHMe LIeNIeH U 3a7a4 aBTOMaTH3alMM U LH(POBU3ALUY B
pamMKax cTpaTerud (QyHKIHM YOpaBICHUS I[EpPCOHAIOM, oOmen
CTpaTeruu OpraHu3aliu U odecrnedeHus KaJipoBoi 6€3011acHOCTH

Koopaunanust u skcmeptusza pa3paboOTKH cxeM HH(OPMAIIMOHHOTO
oOMEHa, HOPMATUBHO-CIIPABOYHOM HWH(OpPMAIUU, IIIEKTPOHHBIX
JOKYMEHTOB M CHUCTEM aBTOMATH3aI[MU MPOIECCOB YIPaBICHUS
MIePCOHAIOM

Koopaunauus u sKkcmeptu3a pa3pabOTKu cxeM HH()OPMAIMOHHOTO
oOMeHa, HOpPMAaTHUBHO-CIIPABOYHONW  HMHGOpPMAIMH, 3JIEKTPOHHBIX
JOKYMEHTOB U CHUCTEM aBTOMAaTH3al[M{ MPOILIECCOB YIpaBICHUS
MIepCOHAIOM

Koopaunanus pa3paboTku U corjlacoBaHue  (yHKIMOHAIbHBIX
TpeOOBaHMI K aBTOMAaTHU3alMUd W [OHU(POBU3ALMHU  IPOIECCOB
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yIOpaBlIeHHUsT  TIEPCOHAIOM, B TOM u4ucie TpeOOBaHHW K
0JIb30BaTEIbCKUM HHTEpdericaM U madIoHaM.

CornacoBaHue perjiaMeHTOB M HHCTPYKUMM 1o pabore cC
aBTOMATH3WPOBAHHOM CHUCTEMOM B 4YaCTH IMPOILIECCOB YIpaBICHUS
MIepCOHAIOM

ConpoBoxaeHue U pyHKIIMOHAIbHAS IPUEMKA CUCTEM U (PpOBHU3AIIUU
U aBTOMATH3alMU IIPOLECCOB YIPABJIECHUS IIEPCOHAIOM Ha JTamax
IIPOEKTUPOBAHMS, TECTOBO! U OIBITHO-TIPOMBIIUIEHHON JKCILTyaTalluu

Opranuzaius o0y4yeHHUs CHEIUATMCTOB IO YIPABICHUIO MEPCOHAIOM
UCTIONb30BAHUIO  CHCTEM  aBTOMATH3allMM W [u(poBHU3aIUU
VOpaBJICHUs]  MEPCOHATIOM W NPO(ECCHOHAIBLHON  MOIIEPIKKH
MoJb30BaTeIeH

Opranuzanus (GYHKIMOHAJIBHOTO MOHUTOPUHTAa pabOThl CHCTEM
aBTOMaTH3allMd W [U(GPOBHU3AIMU  YIIPABIECHUS MEPCOHAIOM U
npodecCoHaNBLHON TOIAEPIKKHU MOJIb30BaTeNeH

Benenne nNpOEKTHOH, MOJB30BATENBCKOW M AKCILUIyaTallMOHHON
JOKyMEHTallMM (B 4YacTh (PYHKUHMOHAJIBHBIX BO3MOXKHOCTEH) 110
cHUCTeMaM aBTOMATH3allMU U LU(POBU3ALMH MPOLECCOB YIPABIECHUS
[IEPCOHAJIOM

@opMyIUpPOBAHUE TMPEJIOKECHUNA 1O MOJEPHU3AIUUA U PA3BUTUIO
CYUISCTBYIOIIUX  CHUCTEM  aBTOMAaTH3allMd W  OU(poBHU3AIHH
YIIPaBJICHHUSI [IEPCOHAIIOM.

ObecrieunBath  coOmofeHre  TpeOOBaHMK  3aKOHOJATENILCTBA
Poccuiickoit ®enepanyii ¥ KOPHOPATUBHBIX TIOJUTUK B 00JIACTH
00pabOTKM  TEPCOHANBHBIX  JAHHBIX W KOH(HIACHIIMATBHON
uH(popMauu

Heobxonumbie ymeHuUs

CoOupaTb, aHaIM3UPOBATH U CHUCTEMATU3UPOBATH HEOOXOAUMYIO
uHpopManuioo i1 aBTOMATU3alMU M IU(POBHU3ALUU TPOIIECCOB
yIpaBJIEHMsI IEPCOHATIOM U o0ecreueHus KaJpoBoil 0e30nacHOCTH

VYnpaBiaTh (YHKIHOHAIbHBIMU TpPeOOBAaHUSAMH, 3TallaMU IPOEKTOB
aBTOMaTH3alMd ¥ LU(POBU3ALMU  YHpPABIEHUS  [1EPCOHAJIIOM,
U3MECHEHUSMHU B HUX

PaGoTath B cucremax ympaBieHHS MPOCKTaMH, TPEOOBAaHUSIMH H C
JOpabOTKaMH 10 HUM

PazpabarbiBaTh TECTOBBIE u IIPUEMOYHBIE CLEHapuu
JEMOHCTPAIMOHHBIX U 00YYaIOIUX MaTEPHUAJIOB.

OpraHu3oBbpIBaTh M MPOBOJIUTH OOYyYalOIIMe WU KOHCYJIbTAllHOHHBIE
MEpONpUATUS s T[OJIb30BaTele CUCTeM aBTOMAaTU3allUd U
U GPOBU3ALMH IPOLIECCOB YIPABJIECHHS IEPCOHAIOM

PaGortaTh B cucTemax aBTOMAaTH3allMu U IU(PPOBU3ALMH IPOLIECCOB
YIIpaBJICHUS IEPCOHATIOM
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['OTOBUTP M 3alMIIATE SKOHOMHYECKUE U KAUECTBEHHbIE 000CHOBAHUS
1 3 ekt aBTOMATH3AIMK ¥ [UGPOBHU3ALUU IIPOILIECCOB YIPABIICHUS
MIEPCOHATIOM

Cobiro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS

Heo6xonuMmbie 3HAHUA

MeTozabl ympaBiieHus pa3BUTHEM M 3(P(EKTUBHOCTHIO OpraHU3aluy,
METO/Ibl aHAJIM3a BBIMOJHEHHUS IIJIAHOB U MPOrpaMM, ONPEAENIEHUs uX
SKOHOMHUYECKOH 3(P(EKTUBHOCTH, METOJbl oOecrmeueHus KaJIpoBOii
0e3omacHOCTH

MeTonb! OLIeHKH paboThl CTPYKTYPHBIX MOJpa3/iesieHui, pe3yabTaToB
1 3G (HEeKTUBHOCTH 1ESITEIbHOCTH

MeTOILbI IMpOBCACHUA ayauTa W KOHTPOJUJIMHTAa OINCPATUBHBIX
YIpaBJICHUYCCKUX ITPOLECCCOB

TGXHOHOFHI/I, MCTOABI W  MCTOAWKHW IIPOBCIACHHA aHAJIM3a U
CUCTCMATHU3alINH JOKYMCHTOB H I/IH(bOpMaI_II/II/I

[TonuTHka ympaBlieHHS MEPCOHANIOM, KOPIOPATHBHAsI COLUAIbHAS
MOJIMTHKA, KOPIOpaTUBHAS KYJIbTypa

TapudHo-kBanM(pUKAIIMOHHBIC CIIPABOYHUKH paboT u mpodeccuit
pabounx W KBAIM(UKANMOHHBIC XAPAKTCPUCTHKU  JOJDKHOCTEH
CITy’KaIuX, TpoeCCHOHATIbHBIC CTAHIAPTHI

OCHOBBI ympaBjieHHUS NpPOEKTaMU (MIPUMEHUTEIBHO K MPOEKTaM B
cepe nHPOPMAITMOHHBIX TEXHOJIOTHH)

OCHOBBI IPOEKTUPOBAHUS U TTOCTPOCHHUS NH()OPMALIMOHHBIX CHCTEM,
OCHOBHBIE TEXHOJIOTHH U TPEH]IbI, IMEIOIIIE OTHOILIEHHE K chepe
YIIPABJICHUSI IEPCOHATIOM

OCHOBBI ~ JIMIIEH3UPOBAHUS  IPOrPaMMHOrO  OOeclieueHus |
LIEHOOOpa30BaHMsI MPOrPaMMHBIX CPEICTB M OLEHKM CTOUMOCTH
BJIaJIeHUS UH(OPMALMOHHBIMU CHCTEMaMHU

OCHOBHEIE ITOJIOKCHUS TpaXKAaAHCKOI'O 3aKOHOAATCIILCTBA Poccuiickoit
q)ez[epaum/l B 4aCTHu I/IHTCJIJIGKTyaHBHOﬁ COOCTBEHHOCTH

HCJ'II/I H CTPATCIrvsA pa3sBUTUA OpraHuU3aliuiu

HopMaTuBHBIE IpPaBOBBIE aKThl, ONpENEISIOIINE HOMBI TPYIOBOTO
npaBa Poccuiickoit @enepannu

OCHOBBI apXMBHOIO 33aKOHOJATEIbCTBA W HOPMATHBHBIE IIPABOBBIC
akTel Poccuiickoii ®enepanuu, B 4acTH BEIEHUS JOKYMEHTALUH I10
HepCoHAILy

OcHOBBI HAJIOrOBOr 0 3aK0HOAAaTeENbCTBA Poccuiickoit denepanun

OcHOBBI  aAMUHUCTPATHUBHOTO  3aKOHOJATelbCcTBa  Poccuiickoii
@denepanuu B 007aCTH YIPABICHUS MMEPCOHATIOM M OTBETCTBEHHOCTHU
JIOJDKHOCTHBIX JINIT
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3aKOHOI[aTeJ'IBCTBO Poccuiickoit q)enepaum/l O MIEPCOHAJIbHBIX JTaHHBIX

TpeboBanus 3akoHomaresbcTBa Poccuiickoit ®denepanmu B 4YacTH
MIPUMEHEHUS AJIEKTPOHHOM MOIUCH

JlokanbHble HOPMATHBHBIC JIOKYMEHTHl OpraHu3allid B 00JIaCTH
yIpaBJIEHHs] IEPCOHATIOM

HOprJIOK 321Ky1'[0‘—IHOI71 ACATCIIBHOCTH, 3aKJIIOYCHUA U BCACHUA
JIOTOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKHM 1€70BOr0 00TIeHUS

Jpyrue xapakTepucTUKH

3.7.4. TpynoBasi pyHKIUA

AIMUHUCTPUPOBAHUE  TPOLECCOB U

JIOKYMEHTO00O0pOTa MO ONEPALHOHHOMY YpoBeHb
HamMeHoBaHne | YIIPaBJICHUIO TEpCOHAIIOM U pabote | Kox G/04.7 | (moxyposenn) 7

CTPYKTYPHOTO MoJIpa3 e eHUs KB HUKAIIH

OpraHu3aluu

[Mpoucxoxnenne Tpy10oBoOH
dyHKIIH

3anuMCTBOBAHO U3

Opurunan X
OpHTrHHaNa
Kox Perucrpanuonsslit
OpUTHHAJIA  HOMEp
poheccCHOHaTBHOTO
CTaHzAapTa

TpynoBble nencTBus

AHanu3 mpoieccoB AOKYMEHTO00O0pOTa, JIOKAJbHBIX JTOKYMEHTOB IO
BOMpPOCaM OMNEPALlMOHHOTO YIPaBIEHUS TMEPCOHAIOM M  pabOThI
CTPYKTYpPHOI'O TOJpa3jieieHusi, OU3HEC-NIPOLECCOB OpraHU3aluy,
YZI0BJIETBOPEHHOCTH IEpCOHAIa

JlokyMeHTalluoOHHOEe  O(OpMJIEHHE PpEe3yJbTaTOB  OINEPallMOHHOrO
yIpaBJICHUs] MEPCOHATIOM M pabOThl CTPYKTYPHOIO MOJpa3iesieHus,
pe3yabTaTOB ayJuTa pabOThI C IEPCOHAIOM

[loaroToBka NpeayioOKEHUW 1O Pa3BUTHIO CHCTEM OIEPALMOHHOIO
yIpaBJIeHUs TEPCOHATIOM U pabOThI CTPYKTYPHOT'O MOpa3eNeHus, Mo
HEO0OXOAUMBIM KOPPEKTUPYIOUIUM U IIPEBEHTUBHBIM MepaM

PazpaboTka cucTemMbl aHaimM3a W KOHTPOJS pPabOThl IMepcoHana,
MEpONpUITUI IO 0OecIedeHNI0 KaJpOoBOro 0€301acHOCTH

KonTpons, cpaBHEeHHE U aHAIM3 MPOIIECCOB B OOJIACTH OMEPATUBHOTO
yIpaBJICHUS MIEPCOHAJIOM, pe3yJIbTaTOB YIpaBIE€HY €CKUX
MEPOIPUATHH, OTpeeieHne (HaKTOPOB, BHI3BIBAOIINX OTKJIOHEHUE OT
IJIAHOBBIX TTOKa3aTeleh

IlonroroBka u 00paboTKa 3ampocoB, YBEAOMJICHMM, CBEIEHHH O
pabOTHUKAX B TOCYAapCTBEHHBIE OPraHbl, MPOo(hecCrOHaIbHBIE COIO3HI,
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O6IJ.[€CTB6HHLI€ opraHu3anuu

CompoBoxaeHHEe JOrOBOPOB  OKazaHHWA YyCAyr IO  BOIpoOcaM
OMEPATUBHOTO YIPABIEHHUS TEPCOHAIIOM U pPaboTe CTPYKTYPHOIO
MOJpa3/iesieHus, BKJIOYas IMpeIBAPUTENIbHBIE TMPOLEAYpbl IO UX
3aKIJIIOYEHUIO

[ToaroToBka mpemiokeHui Mo GOpMHUPOBAHUIO OFOKETa HA TTEPCOHAT
OpraHu3aIuu

BrimonHenne tpeboBaHUI 10 XpaHEHHUIO UH(OPMalLUK O pe3yJsbTaTax
TEUCTBHS CHCTEM OIEPallMOHHOT0 YIPABICHUS MTEPCOHATIOM U pabOThI
CTPYKTYPHOTI O IIOAPA3/EICHUS

HeoOxonumbie ymeHus

KontponupoBath  MeponpusaTHss 1O  OOECIIEUEHHI0  KaJIpOBOI
0e30MacHOCTH, IPOLIECChl YIPaBIEHHUs MEPCOHAIOM IOApa3/ieleHui,
OIPENeNATh UX Pe3yJIbTATUBHOCTh U BBIABIIATH (HPaKTOPbI OTKIIOHEHUIH
OT IJIAHOBBIX NTAPAMETPOB,

Pa3pabarbiBaTh IpOrpamMMbl JOCTHXKEHHS L€l M OIepaTHUBHOrO
pelIeHus 3aaa4 MoApa3AeIeHuN

Ananu3upoBaTh, pa3palOaTbiBaTb M O(OPMISTH JOKYMEHTHI IO
OIEPATUBHBIM MPOIIECCaM U UX pe3yJibTaTaM

[IpoBoaUTE ayauT KaApOBBIX MPOIECCOB, MPOIEAYP, ODOPMIICHUS
KaJIPOBBIX JIOKYMEHTOB U JJOKYMEHTOB TI0 YIIPABJICHHUIO TIEPCOHATIOM

KoHTponupoBathk pacxomoBaHHe OFO1KETOB Ha IIEPCOHAI

OdopMissTh  JAOKYMEHTHI 10  ONEPAIlHOHHOMY  YIPaBIICHHIO
MIEPCOHATIOM " pabote CTPYKTYpPHOTO MOJIpa3ieIeHus,
MIPEIOCTaBIsiEMbIe B TOCYAapCTBEHHBIC OpPTraHbl, MPeICTaBUTEIbHbIC
opraHsl paOOTHHKOB

ObecrnieunBaTh OKYMEHTALIMOHHOE COIMPOBOXACHHE IO CHCTEMaM
OIEPallMOHHOT 0 YIMpaBIEHHUS IEePCOHAJIOM H paboTe CTPYKTYPHOIO
noJipa3aeneHus

OpraHu3oBbIBaTh ~XpaHEHHUE JIOKYMEHTOB B  COOTBETCTBHH C
TpeOOBaHUSIMU  TPYAOBOIO M  apXMBHOTO  3aKOHOAATEJbCTBA
Poccuiickoit ®enepannu v JIOKaJIbHBIMU aKTaMH OpraHU3alun

KonTponupoBaTh HCIOIHEHHE JAOTOBOPOB IMOCTABIIMKOB YCIYT TIO
BOIpOCaM IepcoHaja

[Tpon3BoANTH 3aKyNOYHBIE MPOLIEAYPbI, 0GOPMISATh U aHAIU3UPOBATDH
3aKyNOYHYIO JOKYMEHTALUIO

[IpoBOAMTE MEpPEroBOpbl M MPEACTABIATH MHTEPECHl OPraHU3ALUU B
rOCyJIapCTBEHHBIX OpraHax, Mpo(ecCHOHANBHBIX COK3aX M JIPYTHX
MPEICTAaBUTENFHBIX OpraHax pabOTHUKOB IO BOIIPOCaM MepcoHamna

Bectu nenoByro nepenucky
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Bectn yuer u peructpanuio JOKYMEHTOB B HWH(GOPMAIMOHHBIX
CHCTEMax M Ha MaTePUATbHBIX HOCHTEISNX

PaGoTath ¢ MHpOpPMAIMOHHBIMM CUCTEMaMHU, IU(DPOBBIMU yCIyraMu
U cepBUCaMH B 00JaCTH ONEPALMOHHOTO YIPABJICHHUS IEPCOHAIOM H
paboTe CTPYKTYPHOTO MOJpa3IeIeHuUs

dopMupoBaTh MPENJIOKEHHUSI 1O ABTOMATH3AIMU M UG POBHU3AINUN
mpolrecca OINepaliOHHOrO yIpaBiCHHUs MEpPCOHAIOM U paboTh
CTPYKTYPHOI'O IOAPa3aeiaeHUs

ObGecnieunBath  coOmojeHHe  TpeOOBaHW  3aKOHONATENHCTBA
Poccuiickoit @enepanyy M KOpPHOpPAaTUBHBIX IMOJUTUK B 00JacTu
00paOOTKM  TMEpCOHANBHBIX  JaHHBIX W KOH(HICHIIMAIbHOM
nHpopmauu

Bectu nenoByto mepenucky

Co0uro1aTh HOPMBI 3TUKH JICJIOBOTO OO IIEHUS

Heob6xogumeble 3HaHUS

Mertonbl ynpaBieHHs pa3BUTHEM U 3P (GEKTUBHOCTHIO OpraHU3aIUH,
METO/Ibl aHAJIM3a BBINOJIHEHUS IUIAHOB U MPOrpaMM, OIpeesIeHHs] UX
SKOHOMUYECKOH 3(P(EKTUBHOCTH, METOJbl OOecledyeHUsl KaJIpOoBOil
0€30MaCHOCTBIO

MeTozb! OLIeHKH paboThl CTPYKTYPHBIX MOAPA3/IEICHUN, PE3yJIbTATOB
TpyZAa IepcoHaa

Metonpl TpoBeneHHs ayduTa W KOHTPOJUIMHTA  ONEpPaTHUBHBIX
YIPaBJIEHY €CKUX MTPOILIECCOB

@opMBI M CHUCTEMBl  MaTEPHAJIBHOIO WM  HEMATEPUAIBHOIO
CTUMYJIMPOBAHUs TPyZAa IEpCOHAa

OCHOBBI AOKYMCHTAlTUOHHOT'O obOecrneueHus

ITopsinok odopmileHus, BEAEHHUA M XpaHEHUS JOKYMEHTaluu II0
CHUCTEMaM OINEPAallMOHHOIO YIPABJIEHUS ME€PCOHAJIOM OpPraHU3alUM U
paboTe CTPYKTYPHOrO IOJpa3aeneHus

[Topsinox QopmupoBanus, BeaeHus: 0a3bl JaHHBIX U MPEIOCTaBICHHUS
OTYETHOCTH TIO0 CHCTEMaM OMEPAllMOHHOIO YIPaBIEHHUS EPCOHATIOM U
paboTe CTPYKTYPHOIO IO pa3aeieHus

Tapuduo-kBanupUKaMOHHbIE CHPaBOYHUKU pPaboT U mpodeccuii
pabounx U KBaJIM(UKALMOHHBIE XapaKTEPUCTHUKU JOJDKHOCTEH
CIy’KalluX, IpogecCuoHaIbHbIE CTAaHAaPThI

HopMaTuBHBIE TIPaBOBBIC aKTHI, PETYJIUPYIONIUE MTPaBa U 00S3aHHOCTH
FOCYIapCTBEHHBIX OPraHOB M OPraHU3al[Md MO0 MPEAOCTABICHUIO
YYETHOU TOKYMEHTALUU

[Topsinok mpoBeAeHHS 3aKyMOUYHBIX TMpouenyp U  OoQOpMIICHHS
COITYTCTBYIOILIEH TOKYMEHTALIMHU
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[TomuTka ynOpaBiieHUsT TMEPCOHAIOM W COIMAJIbHAA MOJIMTHKA
Opra”u3aluu

Opranu3anMOHHO-IITaTHAS CTPYKTYpa OpraHu3aluu

[lenu u crparerus pa3BUTHS OpraHU3alUU

busHec-1uan 1 OU3HEC-TPOIECCH OpraHu3aIiN

Crnenuanu3upoBaHHble  MH()OPMAllMOHHBIE CHUCTEMBI, LH(POBBIE
YCIIYyTH U CEpPBUCHI 1O BONpPOCaM YIpaBIEHHUS MEPCOHATIOM B YaCTH
OTEPaIIMOHHOT0 YIPABJIEHUSI MEPCOHAJIOM U paboOThl CTPYKTYPHOTO
MOJIpa3/ieNeH s], TPAaHULIbI UX IPUMEHEHUS

OCHOBHbIE ~ METPUKM M  QHAIMTUYECKHME  CPE3bl  CHUCTEMBI
OIEPALIMOHHOI'0 YIIPABJIEHUSI IEPCOHAJIOM U pabOThl CTPYKTYPHOIO
IoIpa3eIeHus

HopMaTuBHBIE TpaBOBBIE aKTHI, OMPEICISIONIME HOMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOAATEILCTBA M HOPMATHUBHBIE MPaBOBbBIC
akTel Poccuiickoii @enepanyu, B 4acTU BEICHUS JOKYMEHTAIUU IO
nepcoHany

OcCHOBBI HAJIOrOBOT'0 3aKOHOIaTENbCTBA Poccuiickoit deneparuu

OcCHOBBI MUT'PAalIMOHHOTO 3aKoHOAaTenbCcTBa Pocceuniickoit denepanun,
B YacTH IPHUBJICYECHUS U TPYAOYCTPOMCTBA MHOCTPAHHBIX T'pa)KaaH U
nu1 6€3 TpaXaaHCTBa

OCHOBBI ~ aAMUHHMCTPATUBHOIO  3aKOHOJATeNbCTBA  Poccuiickoit
@denepanu B 007aCTH YIPABICHHUS MEPCOHATIOM M OTBETCTBEHHOCTHU
JIOJDKHOCTHBIX JIAIT

3akoHoznatenbcTBO Poccuiickoit denepanuu 0 NepCOHANBHBIX JAHHBIX

JlokanpHple HOpPMAaTHBHBIE JOKYMEHTHl OpraHu3aluud B 00JacTu
YIIPABJICHUS IEPCOHATIOM

[Topsinok 3akiroueHust JOrOBOPOB (KOHTPAKTOB)

[IpaBuiia BeeHUs 1€10BOM MepenucKu

Hopw™mpbl 3THKH Ae710BOro 00mIeHus

Jpyrue xapakTepucTUKU

3.8. O000meHHas TpyAoBast GQyHKIMA

HaumenoBanne

CrpaTernueckoe ynpaBjieHUE
IepCOHAIOM KBaJIU(UKALIUU

Kox H YpoBeHb 7




IpoucxoxmeHue 0000IICHHOM
TPYAOBOH (yHKIIUH
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X 3anMCTBOBAHO U3

Opurusan
OpUTHHaNa
Kon PerucrpanuonHsIi
OpUTHHAJa  HOMEp
pohecCHOHATHHOTO
CTaHzAapTa

Bo3morkHbIe
HaMMEHOBAHUS
JOJDKHOCTEH, podeccnit

JlupexTop nmo nepcoHary

JIupeKTop mo ynpaBJIeHUIO EPCOHATIOM

3aMeCTUTENb JUPEKTOPA 110 YITPABJICHUIO TIEPCOHATIOM

3aMeCTUTENb FeHEePAIbHOT0 TUPEKTOPA MO YIPABICHUIO MTEPCOHATIOM

TpebGoBanus k
00pa30BaHMIO U
00y4eHHIO

Briciiee o0pa3oBaHue — MarucTparypa

Win

Briciiee  oOpaszoBanme (HempoduiIbHOE) —  Marucrparypa H
JOMIOJIHUTENIbHOE TpodeccuoHanpHoe 00pa3oBaHHE — MPOrpPaMMBbl
npoeCcCHOHANLHON  MEPEeNoArOTOBKH B OOJIACTH  YIPABIICHUS
MEPCOHAIOM HJIH CTPATETHYECKOTO YIpaBICHUS

TpeboBaHus K ONBITY
PAaKTUYECKOH paboThI

He wmenee mstm netr B 00iacTé ympaBiieHUs T[EPCOHAIOM Ha
PYKOBOJSIINX TOIHKHOCTIX

Oco0Oble ycroBus
JIOITyCKa K paboTe

[pyrue xapakTepuCTHKH

JlononHUTENbHBIE XapAKTEPUCTUKU

HaunmenoBaHue 10KymMeHTa Kon HaunmenoBanue 6a30B0il Tpynbl, JOJDKHOCTH
(mpodeccun) UM CIIEUATBHOCTH
OK3! 1212 Yrpapnsionme TpyJA0BbIMH PECYPCaMHu
EKC3 - 3aMecTUTEIb TUPEKTOpa MO YIPABJICHUIO
HIEPCOHATIOM
OKIIJTP? 25042 HauanpHuk ynpapieHus (Crenuaii3upoBaHHOTO B
IPOUYUX OTPACIAX)
OKCO® 5.38.04.01 | DxoHOMUKa
5.38.04.02 | MeHemXMeHT
5.38.04.03 | YopaBnenwue nepcoHagoM

3.8.1. TpynoBas ¢pyHkuus

HanmenoBanue

PazpaboTka cucTeMbl CTpaTern4eckoro
yIpaBJIeHUs TEPCOHATIOM OpraHu3aluu

YpoBenb
(IOypOBEHB) 7
KBaTU(UKAITIT

Kon H/01.7




[Mpoucxoxaenue TpyI0BOH
dyHKIIH
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X 3aMMCTBOBAHO U3

Opurusan
OpUTHHAaNA
Kon PerucrpanuonHsIi
OpUTHHAJa  HOMEp
podeccHOHaIBHOTO
CTaHzAapTa

Tpynossie nencTBUA

ITocTaHOBKa CTPAaTETMYECKUX LEJIEH B YINPABICHUU IIEPCOHAIIOM H
obecrneyeHus KaJipoBoil 0€30MacHOCTH

Pa3paboTka KoprnopaTUBHOM MOJUTUKH, IIJIAHOB, IPOrPaMM, IIPOLIEAYP
U TEXHOJIOTUH 110 YIPABJICHUIO IEPCOHATIOM

Pa3zpaboTka KOpHOpaTUBHOM KyJIbTYphl M COLMAJIBbHON IOJUTHUKH,
CHCTEM MOTHUBAINH, 3P (HEKTUBHOCTH, OLICHKH U Pa3BUTHS IIepcoHaa

q)OpMI/IpOBaHI/Ie CHUCTCMBbI OIJIAThI U OpraHu3alluy Tpyaa

Paspa60TKa CUCTCMbI OpPraHru3aliluOHHOI O IIPOCKTUPOBAHUA,
IJIaHUPOBAHUC l'IOTpe6HOCTI/I B IICPCOHAJIC OpraHu3alnun

Pa3zpaboTrka mporpaMM, MPHHIMIIOB CTAaHAAPTH3AIUHU, YHU(DUKAINH,
aBTOMAaTHU3allMU IPOLECCOB YNPABIEHHUS MEPCOHATIOM U O€30MacHbIX
YCJIOBUU Tpya

dopmupoBaHue OI0KeTa Ha MepCOHall, TEXHOJIOTUH ayiuTa paboThl ¢
MEePCOHAJIOM U KOHTPOJUIMHTa

HeoGxoanmbie yMeHus

PazpabaTeiBaTh CTpaTeruu W TOJMUTHKU YIPABICHUS TEPCOHAIOM,
obecrneyeHus KaJipoBoil 0€30MacHOCTH

Co3naBaTh U ONUCHIBaTh OPraHU3ALMOHHYIO CTPYKTYPY, LI€/H, 3a/1a4H,
(YHKIIUHM CTPYKTYPHBIX MOJIpa3IeJIeHUI U JODKHOCTHBIX JIUIL

HpI/IMeHSITB MCTOAbI YyHpaBJICHUA MCKIMYHOCTHBIMU OTHOIICHUAMMU,
q)OpMI/IpOBaHI/IH KOMaHA, pa3dBUTHUA JIUACPCTBA U HUCIIOJHUTCIIbHOCTH,
BBIABJICHHUSA TAJIAHTOB, OIIPCACIICHUA YAOBJICTBOPCHHOCTU pa60T0171

OHpeI[eJ'IHTL u AHAJIM3UPOBATH BHYTPCHHHC KOMMYHHKaAllUU,
MOJCIIMPOBATH IMOBECACHUC IICPCOHAJIA

ITpencraBiasTh MHTEPECHl OpPraHU3allMU B IOCYAAPCTBEHHBIX OpraHax,
BO B3aUMOJEHCTBUU C MpPo¢cor03aMu, MUHBIMH MPEICTaBUTEIbHBIMU
opraHaMy paOOTHHMKOB I10 BOIIPOCaM I€pCOHaIa

CocTaBnsATh, paccuuThIBaTh, KOPPEKTHUPOBATh U KOHTPOJIHUPOBATH
CTaThbU PAcX0JI0B OI0/1KETOB U (DOH/IOB HA MPOrpaMMBbl U MEPONPUSATHUS
10 YNPaBJIEHUIO IEPCOHAJIOM OpPraHU3alluu

[IpoBoauT, AayaUT W KOHTPOIUIMHT B OONACTH  yIpaBJICHHS
MEPCOHATIOM

Pa3pabarbiBaTh KOPIOPATUBHBIE COLIMANIBHBIE TPOIPAMMBI
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Bectu mneperoBopsl o BOIpocaM COLMAJIBHOIO IapTHEpPCTBA C
MPEJCTaBUTENILHBIMU OpraHaMu pabOTHHKOB

PaGortath ¢ nH(OPMAIITMOHHBIMU CHCTEMaMH, YCIYyraMl U CEepPBUCAMH
[0 BONpOCAM YIPABIEHUsS MEPCOHAIOM, B YacTH CTPAaTErMYecKOro
YIIPaBJIEHUS IEPCOHATIOM

dopMupoBaTh MPENJIOKEHHUSI 1O ABTOMATH3AIMU M UG POBHU3AINUN
npoiiecca pa3paboTKu cTpaTeruu paboThl C epCOHATIOM

OpraHu3oBbIBaTh MEPONPUATUS IO OOECIEUEHUIO BBINOJHEHUS
TpeOOBaHUI OXpaHbl TpPyAa B COOTBETCTBMM C JIEHCTBYIOLIUM
3aKOHOAAaTeNbCTBOM Poccuiickoit @denepalvy U JOKaJIbHbIMA aKTaMH
OpraHu3alnuu

OpFaHI/ISOBBIBaTB U IIPOBOAUTL MCPOIPUATHA C IICPCOHAJIOM B
COOTBCTCTBHHU C KOpHOpaTHBHOfI COILIMAJIbHOM MOJIMTUKON

OOecneunBaTh cobroeHne TpeOoBaHM 3aKOHOJIaTEJIbLCTBA
Poccuiickoii ®denepany ¥ MNOAMTHK paboromaresis B 00JacTu
00pabOTKM  TEPCOHANBHBIX  JAaHHBIX W  KOH(HUACHIIMATbHON
uH(popMauu

Bectu nenoByro nepenucky

Cobiro1aTh HOPMBI 3TUKH JIEJIOBOTO 00 IIEHUS

Heo6xonuMmbie 3HAHUA

MeTopl yrpaBlieHUsT pa3BUTHEM W 3(P(EKTUBHOCTHIO OpraHU3aIluy,
aHaJM3a BBIMOJHECHUS IUIAHOB W IMPOrpaMM, ONPEICICHUS WX
SKOHOMHYECKOH 3(P(PEeKTUBHOCTH, METOABI OO0CCIICUYCHUS KaJapOBOM
Oe3omacHoCTH

MeTozps! OLleHKH paboThl CTPYKTYPHBIX MOAPA3/IEICHUN, pPe3yIbTaToB
TpyJa IepcoHaa

MeTtonasl MNpOBCACHUSA aYyAWTOB, KOHTPOJUIMHTA YIIPABJICHYCCKUX
IIponeccoB

MeTtoasl aHaiauM3a KOJMYECTBEHHOTO M KadyeCTBEHHOI'O COCTaBa
nepcoHalia

MeTtomasl OPraHru3allHOHHOIO IIPOCKTUPOBAHUA

Cucrembl cTaHIapTOB MO OM3HEc-TpoleccaMm, HpodeccusiM, HOPMBI
TpyAa

Cucrembl, MeToAbl U (OPMBI MaTEpHATbHOTO M HEMATEPUATIbHOIO
CTUMYJIMPOBAHUs TPyAa IEpPCOHAA

MeToapl aHanmM3a COLMANBHBIX MPOrpaMM U ONpENeNeHHUs UX
HKOHOMUYECKON 3(h(HEKTUBHOCTH

Texnonorun u Metoasl (HOPMHUPOBAHHUA M KOHTPOJS OIOJKETOB Ha
IIEpPCOHAI
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TpeboBanus oxpaHbl U 0€30MaCHBIX YCIOBUI TpyAa

Llenu, cTpaTerus, KOpmopaTUBHAs COIMANIbHAS MOJUTUKA U MOJIUTHKA
0 MIEPCOHATY, KOPIOPAaTUBHAS KYJIbTypa

OCHOBBI TEXHOJIOTHH MMPOU3BOACTBA U ACATCIbHOCTH OpPraHru3aliin

OCHOBEBI COLIMOJIOTUH, IICUXOJIOTHU U DKOHOMUKH Tpyda

OCHOBEI YIipaBJICHUA COUUAJBHBIM Pa3BUTUEM OpraHu3alnun

MeToapl TPOBEACHUS COLMOJIOTHYECKAX HCCIACIOBAHUN, W3YYCHHS
0OLIIECTBEHHOT O MHEHHUSA

OpraHu3zalimoHHas CTPYKTypa OpraHu3aluu

TapudHo-kBamu(PUKAIMOHHBIE CHPABOYHUKKA paboT u mpodeccuii
paboynx W KBaJM(PUKANMOHHBIE XapAaKTEPUCTHKH JOJDKHOCTEH
CITy’KaIuX, TpodeCCHOHATILHBIC CTAHIAPTHI

Crnenuanu3upoBaHHble  MH()OPMALIMOHHBIE CHUCTEMBI, LHU(PPOBBIE
YCIYTH U CEpBHCH B 00JAaCTH CTPATErMYECKOro  YIpaBICHUS
[IEpPCOHAJIOM, I'PAHULIbI UX IPUMEHEHUSI

OcHOBHBIE METPUKM M AHAJUTHYECKHE CpEe3bl CTPATErnyecKoro
yIpaBJIEHUS [TEPCOHAIOM

HopmaTiBHBIE TMpPaBOBBIC AaKThl, OMPEACIAIONINE HOMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIHCTBA M HOPMATUBHBIC IMPABOBHIC
akTel Poccuiickonn @enepanuu, B 4acTH BEICHUS JTOKYMEHTAIlUU IO
MepCcCoHaNy

OCHOBBI HAJIOrOBOT'0 3aKOHOAAaTENLCTBA Poccuiickoi denepanuu

OCHOBBI MUTPAIMOHHOTO 3aKOHOAaTeIbCcTBA Poccuiickoit denepanuu,
B YaCTU MPHUBJICYCHUS U TPYAOYCTPONCTBA MHOCTPAHHBIX T'PAXKIAH U
nu1 6e3 rpaXkIaHCTBa

OcCHOBBI  aAMMHUCTPATHBHOIO  3aKOHoOHarelbcTBa  Poccuiickont
®denepanuu B 0071aCTH yIpaBICHUS IMEPCOHATIOM M OTBETCTBEHHOCTHU
JOJDKHOCTHBIX JIMI]

3akoHonarenbcTBO Poccuiickon denepanny 0 NEPCOHAIBHBIX JaHHBIX

JlokanpHbIe HOPMATUBHBIE aKThl OPraHU3aIUU B 00JaCTH yNpaBiICHUS
[IEPCOHATIOM

[Topsimok 3aki0o4eHust JOrOBOPOB (KOHTPAKTOB)

[IpaBuna BegeHUs 1€I0BOM MEPEUCKU

Hopw™mbl 3THKN A€710BOro 001IeHus

Jpyrue xapakTepucTUKH
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3.8.2. TpynoBasi pyHkuus

Peamu3anus cucteMbl CTpaTernyeckoro Vposenb
Haumenosanue YIIPABICHUS TEPCOHATOM Kon H/02.7 | (nonyposens) 7
KBaMUKAIMN
Ipoucxoxnenue OBOI 3aMMCTBOBAHO 13
P A hyR OpuruHan X
byHKIIIH OpHUTHHAIA
Kon PerucrpanuoHHbIN
OpUTHHATa  HOMeEp
podeCCHOHAITLHOTO
cTanjapra
TpynoBbie neicTBUA [InanupoBanune nEATEIHHOCTH U pa3paboTka MEPONPHUSITUN O

YHIpaBJICHHUIO IIEPCOHAJIOM JId pCai3allui CTPATCIHYCCKHUX mesueu
opraHu3anuvu 1 obecreueHus KaﬂpOBOﬁ 0€e30macHOCTH

Buenpenue nonuTHk, MjaaHoB, IporpamMm, Mpoueayp U TEXHOJIOTHH 1o
YIPABIICHUIO MIEPCOHATIOM

IToctpoeHnue oOpraHu3alMOHHONW CTPYKTYphl C YYE€TOM IJIAHOBOM
MOTPEOHOCTH B TEpCOHAjJe W B3aUMOJCUCTBHUSI  CTPYKTYPHBIX
NnoApa3aeieHud OpraHu3alnuu

Brenpenue u nogaepxanue KOPIOPaTUBHOW KyJIbTYphl U COLIMAIbHON
MOJIUTUKH, CUCTEM MOTHUBAIMH, Y(P(EKTUBHOCTH, OLCHKA U Pa3BUTHS
IepcoHala

Buenpenue u nonaep:kaHue CUCTEMbl OPraHU3alMKM TPYAa U OILJIATHI
nepcoHana

VYnpaBineHue BHEAPEHUEM NPOrpaMM U MPHUHIIUIIOB CTaHIAApTH3aLUY,
YHU(UKAIMY, aBTOMATH3alMK [IPOLIECCOB YIPABIEHUS MEPCOHAIIOM U
0e30macHbIX YCIOBU Tpyaa

Opraﬁnsauml IMPOBCACHUS ayauTa W KOHTPOJIJIMHIA B YIIPABJICHUHU
nepCcoHaioM

[TocraHOBKa 3a1a4y PYKOBOAUTENSIM CTPYKTYPHBIX I1OJpa3/eiICHH,
OMpENEJICHUE  MAaTepPUATbHO-TEXHUYECKHX  PECypcoB Ui  UX
BBINTOJIHEHUS

CornacoBaHue YCIOBUH 3aK/IFO4aeMbIX JIOFOBOPOB [0 BOIpPOCAM
yIpaBJIEHUs IEPCOHATIOM

Opranusanus MPOBENEHUs 3aKYNOYHBIX MPOLENYp IO BOIpOcaM
yIOpaBJIeHUs ~ TEpCcOHaIoM W O(OpMIEHHS  COMYTCTBYIOIIEH
JOKYMEHTALIMU 110 HUM

dopmupoBaHue Oro/KeTa Ha MEPCOHAI, TEXHOJIOTUH ayauTa paboThl C
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MNEpCOHAJIOM U KOHTPOJIJIMHI'A

[IpumeHnenue kK pabOTHUKAM Mep MOOIIPEHHS] W JIUCHUIUTMHAPHOTO
B3bICKaHUS

HeobOxonumbie ymeHUs

HpOI/IBBOHI/ITL aHaJlin3 ACATCIIbBHOCTU IO YIPABJICHUIO IMCPCOHAJIOM,
pa3pabaThIBaTh OKa3zaTean 3P PEeKTUBHOCTH pabOThHI

@opMupoOBaTh IJIAHBI U MEPOIPUATUS IO YIPABIECHHUIO IEPCOHATIOM H
oOecreyeHus1 KaipoBoii 0€30MacHOCTH

PaccuuThiBaTh OFOKET B 00J1aCTH YIIPABJICHHS TIEPCOHAIOM

OmnpenensiTe 30HBI OTBETCTBEHHOCTH PAOOTHHKOB W TOApa3ICICHUN,
CTaBUTh 3aJa4M PYKOBOAMTENSAM IOAPA3ACICHUN U OOecledynuBaTh
peCYpPCHI I UX UCIIOJHECHUS

KoHTponupoBaTe 1 KOPPEKTUPOBATH UCIIOJIHEHHUE IOPYYEHUN U 33124

VYnpaBnsath A(P(EKTUBHOCTHIO M BOBJICUEHHOCTBIO  II€PCOHAIA,
TUCIUTUTMHON TpyJa U coOMroieHneM 0e30IacHbIX YCIOBHH TpyAa

Bectn mneperoBopel M0 BONpPOCaM COLHMAJIBHOTO MMApTHEPCTBA U
MPEJICTABIATh UHTEPEChl OPraHU3alUd B IOCYJAapCTBEHHBIX OpraHax,
npo(hecCHOHANBbHBIX COI03aX U JIPYTUX MPEACTAaBUTEIBHBIX OpraHax
pabOTHHUKOB, M OPraHMU3AIUAX IO BOIIPOCAM IEepCOHaa

Pa6oTtaTh ¢ nH(OPMALIMOHHBIMU CUCTEMaMHU, IIU(PPOBBIMU YCIyraMH U
CEpBHCAMH II0 YIPABIICHHUIO IEPCOHAIIOM

[IpoBomuT, aymuT W KOHTPOJUIMHT B 00JIACTH  yHIPaBIICHUS
IIEPCOHAIIOM

@®opmMupoBaTh M NPOBOJAUTH COLMAIBHYIO MOJIUTHKY U COLMAJIbHBIC
IIPOrPaMMBI

Bectn meperoBopbl ¢ IOCTaBIIMKAMU YCIYr IO  YCIIOBUSAM
3aKJIF09aEMBbIX JOTOBOPOB

ITpon3BoaUTH 3aKyNnOYHBIE NPOLEAYPBI, 0QOPMIATh U aHAIN3UPOBAThH
3aKyNOYHYI0 JOKYMEHTALUIO

ObecnieunBaTh  coOyiroieHHEe  TpeOOBaHWUU  3aKOHOJATEIHCTBA
Poccuiickoii ®enepanyii ¥ KOPHOPATUBHBIX IOJUTHK B 00JIACTH
00pa0OTKH  TMEpCOHANBHBIX  JAHHBIX W KOHOUACHIHMAIHLHOU
uHpopmauu

Co0ur01aTh HOPMBI 3TUKH JICJIOBOTO OO IIEHUS

Heo6xonuMmbie 3HAHUA

MeTozabl ympaBiieHus pa3BUTHEM M 3P (EKTUBHOCTbIO OpraHU3aluy,
METO/Ibl aHAJIM3a BBIMOJHEHHUS IIJIAHOB U MPOrpaMM, ONPEAENIEHUs uX
HSKOHOMUYECKOH 3(P(EKTUBHOCTH, METOJbl OOecrneuyeHus KaJIpoBOii
Oe3omacHOCTH

Opranu3zanus ynpaBjeHUs: pa3BUTHEM OpraHU3aluU
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Teopun ympaBiieHMs OpraHu3auued, IIOJIMTUKA M CTpaTerus
YIIPABJIEHUS IEPCOHAIIOM

[TonuTuka yrnpaBieHHs [EPCOHAIOM, KOPIIOpaTUBHAs COLIMAJIbHAsA
MOJIMTUKA, KOPIOPATUBHAS KYJIBTYpa

MeToapl aHalu3a BBINOJIHEHUS IUJIAHOB U 3a/lay, ONpEeAeNeHUs HX
HKOHOMUYECKON 3(h(HEKTUBHOCTH

MeTobl OLIEHKH, Pe3yJIbTaTOB U 3 (PEKTUBHOCTH Tpyda

MCTOJII)I BHCAPCHUS CUCTCMbI YIIPABJICHUS IEPCOHAJIOM

MeTOJII)I OPraHrU3allMOHHOI0 IIPOCKTUPOBAHUA

OcHOBBI paboTHI 11O TPOGOPHEHTALIUN

MeToqukyu IUIAaHWPOBAaHMA M IPOTHO3UPOBAHUS MOTPEOHOCTH B
nepcoHae

enu, crpaTerus pa3BUTUs U OU3HEC-TJIAH OPraHu3aIuu

Teopuu u merons! (HOPMUPOBAHKIO OpEHAA OpraHU3AINT

TpebGoBanus oxpaHbl 1 0€30MIACHBIX YCIOBUHN TpyAa

MGTOI[I/IKI/I pa3pa60TI<H " BHCAPCHU JTIOKAJIbHBIX HOPMATUBHEBIX AKTOB

[lopsimok  3akiro4eHusT TPYAOBBIX JOTOBOPOB, PETYJIHPOBAHMS
TPYJIOBBIX CIIOPOB

OCHOBBI COLMOJIOTUH, IICUXOJIOTUH, SKOHOMHUKHU TPYJa U YIpaBICHUS
COLMAJIBHBIM Pa3BUTUEM OPraHU3aLUU

MeTOI[bI HpOBCI[CHI/ISI COOUOJIOTUYCCKUX I/ICCJ'IC,Z[OBaHI/If/'I, I/I3y‘-ICHI/ISI
0OILIECTBEHHOI 0 MHEHUA

TexHomornu mNpoBeNeHHs] ayqUuTa W KOHTPOJUIMHTA B YIIPABICHHUH
MIePCOHAIIOM

[Topsimok mpoBedeHHs 3aKyMOUHBIX Mpouenyp U ohOpMIICHHUS
CONYTCTBYIOIIEH TOKyMEHTALUN

TGXHOJ'IOFI/II/I, CTaHAapTU3anus, y'HI/I(bI/IKaHI/IH, aBTOMaTHu3alus
IMpOoHECCCOB YIIPABJICHUSA IICPCOHAIOM

OpranuzanuoHHasi CTpyKTypa OpraHu3aluu

TapudHo-kBanM(pUKAIIMOHHBIC CIIPAaBOYHUKH paboT u mpodeccuit
pabounx W KBaIM(UKANMOHHBIC XAPAKTCPUCTHKU  JOJDKHOCTEH
CITy’KaIuX, TpodheCCHOHATILHBIC CTAHIAPTHI

Crnenuanu3upoBaHHble  MH()OPMAllMOHHBIE CHUCTEMBI, LH(POBBIE
YCIYyTU W CEpBHCH B 00JAaCTH CTPATETHYECKOro YIpaBJICHUS
[IEpPCOHAJIOM, I'PAHULIBI UX IPUMEHEHHUSI
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OcHOBHBIE METPUKM M AHAJUTHUYECKHE Cpe3bl CTPATErHYECKOro
YIIPABJIEHUS IEPCOHAIIOM

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPaBOBBIC
akTel Poccuiickoi ®enepanuu, B 4acTH BEIEHUS JOKYMEHTALUH I10
HepCoHaIy

OCHOBBI HAJIOrOBOr' 0 3aKOHOAATENbCTBA Poccuiickoit @enepannu

OcCHOBBI MUT'PALIMOHHOTO 3aKoHOAaTenbCcTBa Pocceuniickoit denepanun,
B YaCTH NPHUBJIEYEHUS U TPYLOYCTPONCTBA MHOCTPAHHBIX TPaKJaH U
nu1 6e3 rpak/laHCTBa

OcHOBBI ~ aAMUHUCTPATHUBHOTO  3aKOHOJATelbCcTBa  Poccuiickoit
@denepanuu B 007aCTH yIPABICHHUS MEPCOHATIOM M OTBETCTBEHHOCTHU
JIOJDKHOCTHBIX JIMIT

3aKOHOI[aTeJ'II>CTBO Poccuiickoit d)enepaunn O ICPCOHAJIbHBIX TaHHBIX

[Topsinok 3aKr04eHus JOrOBOPOB (KOHTPAKTOB)

JlokanbHBIE HOPMATUBHBIC AKThI B obmactu yipaBJICHUA IICPCOHATIOM

IIpaBuna BeeHus J€I0BOM NEPENUCKU

HopMbl 3THKH 1€70BOr0 OOIICHHUS

[pyrue xapakTepuCTHKH

3.8.3. TpynoBas pyHKkuus

AIMUHUCTPUPOBAHUE  TPOLECCOB U YpoBeHs
HauvenoBanne | JOKYMEHTOOOOpPOTa MO cTpaTerndyeckomy | Kon H/03.7 | (moxyposenn) 7
YIIPABJIEHUIO [1EPCOHAIIOM KBaHQUKaLIH

[poucxoxnenne TpynoBoit
dyHKIIIH

X 3anMCTBOBaHO U3

Opurunan
OpUTHHAA
Kon Perucrpanmonssiii
OpUTHHAIA HOMED
poQeCCHOHAITLHOTO
cTaHziapTa

TpynoBbie neicTBUA

JIOKyMeHTalluOHHOE ~ OQOpMIJIEHHE  pPE3YyJIbTaTOB  yIpaBJICHUS
MIEPCOHAJIOM, €r0 ayAuTa, pabOThl CTPYKTYPHBIX MOJpa3aeIeHUI

JIoKyMeHTallMOHHOE u OpraHu3alMoOHHOE COTNIPOBOKIEHUE
CTPaTETHYECKOro YNpaBIEHHUS MEPCOHAIOM U pabOTHI CTPYKTYPHBIX
MoJipa3aeineHui

IlonroroBka npemIOKEHUH 1O Pa3BUTUIO CHCTEM  YIPABIICHUS
IIEPCOHAJIOM, obecriedeHuss  KaapoBod  0Oe30HaCHOCTH, IO
HEOOXOAMMBIM KOPPEKTHPYIOLIMM U MPEBEHTHUBHBIM MepaM H IO
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MOBBIIICHUIO 3(PPEKTUBHOCTH PabOTHI CTPYKTYPHBIX MOAPA3IETCHUN

KoHTpoune mpoiieccoB B 001acTH yImpaBlieHUS! MTEPCOHATIOM U PabOTHI
CTPYKTYPHBIX MOJApA3JCIICHUIN, CpPAaBHEHUE M aHAJIU3 IPOLECCOB,
pe3yJIbTaTOB YIPABJIEHYECKUX MEPONPUATUH, onpeaeneHne GaKkTopos,
BBI3BIBAIOIINX OTKJIOHEHHE OT IJIAHOBBIX IMOKa3aTeei

CornacoBanue M KOHTPOJb JOTOBOPOB IO BOIPOCAM U CHCTEMaM
CTpaTErnyYecKoro YIpaBJeHHs IEPCOHAJIOM U paboTe CTPYKTYPHBIX
MOJIpa3/ieNIeHHH, OpraHu3alus Ipoueayp Mo UX 3aKJIYEHUIO

[lonroToBka  mpemiokeHUH 1O  OOECIEYEHUIO  COOTBETCTBUS
OpraHM3alUM U OIIaThl TPYIA MIEPCOHANA YCIIEMIHBIM KOPIIOPATUBHBIM
MpaKTUKaM

Heobxonumbie ymeHuUs

AnHanu3upoBaTh, pa3pabaTeiBaTh U OQOPMISATH JTOKYMEHTHI 110
mporeccaM M pe3ylibTaTaM YIpaBieHHs] IEPCOHAIOM M pabote
CTPYKTYPHBIX MOAPA3IeIeHUN

HpI/IMeHHTB MCTOABI aHaJIM3a 6H3Hec-npouecc03 OopraHusanuu

OnpenensiTe HporpamMmbl JOCTHXKEHMS L€Jed W pelleHus 3aaad
NoApa3aeaeHu

HpOBOILI/ITB ayJUT CHCTEMbI YIpPaBJICHUA NEPCOHATIOM U CHCTCMbI
o0ecreyeHus KaipoBoii 0€3011acHOCTH

IIpoBOINTE KOHTPOJIIMHT CHCTEMBI YIIPABIIEHHUS IEPCOHATIOM

KoHTponupoBaTh OI0/)KET Ha MEPCOHAT U YIPABIEHHE PACXOAAMU Ha
HepCoHal

OpI‘aHI/BOBBIBaTL COIMPOBOXIACHUC AOroBOpPOB Io BOIIpocaM
yHrpaBJICHHA MIEPCOHAIOM, BKIIKOYasa MPEABAPUTCIIBHBIC MTPOLCAYPHI IO
X 3aKJIHOYCHHUIO

OpraHu3oBbIBaTh  3aKyIOYHbIE  MNpoOLENypbl, OQOPMIATH U
aHaAJIM3UPOBATH 3aKYIIOUYHYIO TOKYMEHTALUIO

KOHTpOJII/IpOBaTB u AHAJIM3UPOBATH BOIIPOCHI COMAaJIBHOI'O
MMapTHEPCTBA, AOI'OBOPLI ITIOCTABIIMKOB YCIYyI

HpOBOI[I/ITB IMEPpEroBopel N MPCACTABIATL HHTCPCChlI OpPraHu3alvi B
rocyaiapCTBCHHbBIX OpraHax, HpO(beCCI/IOHaHBHBIX COrO3ax MU ApYyrux
MNpEACTAaBUTCIIBHBIX OpraHax pa60THI/IKOB u OpraHus3anugax II0
BOIIpOoCaM IE€pCoHala

Pa6otaTth ¢ nH(OPMALIMOHHBIMU CUCTEMAaMHU, LIU(PPOBBIMU YCIyraMH U
CEpPBHCAMH 10 YIPABJIEHHUIO IEPCOHAIIOM

ObecrnieunBaTh JTOKyMEHTAIlMOHHOE COMPOBOXACHHE IPOLECCOB IO
YIIPaBJICHHUIO TIEPCOHAIOM U pabOTE CTPYKTYPHBIX MOpa3IeICHHHI

Opranu3oBbIBaTh ~ XpaHEHHE JIOKYMEHTOB B COOTBETCTBHHM C
TpeOOBaHUSIMU  TPYAOBOIO M  apXMBHOTO  3aKOHOJATEJbCTBA
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Poccuiickoit @enepaiiny U J0KaJIbHBIMU AKTAMHU OPraHUA3aIuU

Ob6ecrneunBarh coOroienne TpeOoBaHMI 3aKOHOJATEJILCTBA
Poccuiickoii ®enepanvii ¥ KOPHOPATUBHBIX IOJUTHK B 00JIACTH
00pabOTKM  TEPCOHANBHBIX  JaHHBIX W KOH(HUACHIIMATBHON
uH(popMauu

Co0biro1aTh HOPMBI TUKH JIEJIOBOTO OOIIIEHUS

HeoOxoauMmeie 3HaHUA

ConumanbHass TOJUTUKA, KOPIOPATHBHAs  KyJIbTypa, CHUCTEMBI
MOTHBAIMH U 3(PHEKTUBHOCTH YIPaBICHUS IEPCOHATIOM

MeToapl ympaBiieHUs pa3BUTHEM H 3(P(EKTUBHOCTHIO OpraHU3alluy,
METO/Ibl aHaJIM3a BBIMOJIHEHUS TUIAHOB U MPOrPaMM, ONPEIACICHUS UX
SKOHOMHYECKON 3(¢eKTuBHOCTH, METOAbl OOECIeueHUus KaapoBOi
0€30I1acHOCTHIO

MeTonasl IMpOBCACHUA ayaurta, KOHTPOJIA OIICPATUBHBIX
YHIpaBJICHUYCCKUX ITPOLCCCOB, COUUOIIOTUICCKUX HCCIeI0BaHUM

busnec-mian u 6H3H€C-Hp0HeCCH OpraHu3anun

BromxeTHOE MpOeKTHPOBaHKE

OpraHu3zalinoOHHOE IPOEKTHUPOBAHHE

@®opMBbl, METOIBl W CHCTEMBI MAaTE€PUATIBHOTO U HEMaTepUaTbHOro
CTUMYJIMPOBaHUS TpyJa MepcoHaa

Cucrembl  cTaHfapToB 1O  OHU3Hec-poleccaM,  IMpodeccusm
(criennanabHOCTSIM), HOPMBI TPy

MeTOJII)I aHaJlu3a KOJIMYCCTBCHHOI'O MW Ka4CCTBCHHOIo COCTaBa
nepcoHalia

[TonuTHKa OpraHU3aIiK 110 IEPCOHATY

[Topsimox ¢opmupoBanus, BeqeHUs 0a3bl JaHHBIX U MPEJOCTABICHUS
OTYETHOCTH TO CHCTEeMaM YIPABICHUS TMEPCOHAIOM U padote
CTPYKTYPHBIX MOJpa3/IeIeHHI

OCHOBBI JJOKYMEHTAIlMOHHOTO OO€ecreueHus], MOpsSA0K OQOopMIIEHUs
JOKYMEHTOB, IPEIOCTaBISEMBIX B TI'OCYJAapCTBEHHBIC OpraHBbI,
podeccuOoHaIbHbIE COI03bI, O0IECTBEHHbIE OPraHU3aLUN

enun n crparerus pasBUTHS OpraHU3alUuU

[Topsinox mpoBeAeHHs 3aKyMOUYHBIX TMpouenyp U ohOpMIICHHS
COITYTCTBYIOILIEW TOKYMEHTALIMHU

HopMmaTtuBHBIE paBOBBIE AKTHI, PETYJIUPYIOILIUE MTpaBa U 00SI3aHHOCTU
rOCYAApCTBEHHBIX OpPraHOB W OpPraHM3alMy IO MPEIOCTaBICHUIO
YYETHOH TOKYMEHTALINHI

OpraHu3aliioHHasl CTPYKTYpa OpraHU3allii U BaKaHTHBIC JODKHOCTH
(mpodeccuu, cenuaabHOCTH)
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TapudHo-kBanM(pUKAITMOHHBIC CIPABOYHUKU paboT u mnpodeccuit
paboynx W KBaJU(UKAIMOHHBIC XapaKTEPUCTUKH JOJDKHOCTEH
CITy’KaIuX, TpodheCCHOHATILHBIC CTAHIAPTHI

Crnenuanu3upoBaHHble  MH()OPMALIMOHHBIE CHUCTEMBI, LHU(PPOBBIE
YCIYyTHU U CEpBUCHI B 00JIACTH aJIMUHUCTPUPOBAHMS IPOLIECCOB U
JOKyMEHTOO00pOTa MO CTPAaTETH4YEeCKOMY YIPABICHUIO MEPCOHAIIOM,
I'PaHULbl UX IPUMEHEHHUS

HopmaTuBHBIE NpaBOBBIE aKThl, OMPEAEIAIOIINE HOMBI TPYIOBOrO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIHCTBA M HOPMATHBHBIC ITPABOBBIC
akTel Poccuiickonn @enepanuu, B 4acTH BEICHUS JTOKYMEHTAIlUU IO
IepCcoHany

OcHOBBI HAJIOrOBOI'0 3aKOHOAAaTENbCTBA Poccuiickoit deneparuu

OCHOBBI MUTPAIMOHHOTO 3aKOHOAaTeIbCcTBA Poccuiickoit denepanuu,
B YaCTU MPHUBJICYCHUS U TPYAOYCTPOMCTBA MHOCTPAHHBIX Tpa)KaH U
nu1 6e3 TpaXkIaHCTBa

OcCHOBBI ~ aAMMHUCTPATHMBHOIO  3aKOHoOJaTelbcTBa  Poccuiickont
®denepaunuy B 00JaCTH yNpaBiIeHUs] EPCOHAIOM U OTBETCTBEHHOCTU
JOJDKHOCTHBIX JIMI]

3akoHonatenbcTBO Poccuiickoi denepanny 0 NEpCOHAIbHbBIX JaHHBIX

JlokanpHBIE HOPMATHBHBIC aKThl OPraHU3aIlMU B 00JIACTH YIIPABJICHHS
MepCOHATIOM

[Topsinok 3akiroueHust JOroBOPOB (KOHTPAKTOB)

Hopw™mbl 3THKEH A€710BOro 001IeHus

Jpyrue xapakTepucTuku | -

IV. CBenennsi 00 opranusanmsx - pa3padoruyukax npogecCuoHaAJIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAsl OPraHU3aANMsA-Pa3padoTUNK

CoBer mno mnpodeccHoHaIbHBIM KBaJU(pUKALUAM B 00JacCTH YHpaBJiCHUS IE€PCOHAIOM
HamwonansHoro cosera mnpu Ilpesmaente Poccuiickoit ®denepanuu 1o npodecCuoHAIbHBIM
KBaJIMHUKALHIM, ropos MockBa

/7
[Ipencenarens CoBeta //// Z—  ByukoBuu Amia AJeKkcaHIpOBHA
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4.2. HauMeHOBaHUs OPraHU3aluii-pa3padoTYNKOB

1. AO «Kounuepn Pocaneproarom», r. Mocksa

2.| Arpoxonaunr «CTEIIby, r. PoctoB - Ha-Jlony, PocToBckas o6sacts

AO «OMKp, r. Boikca, Hmkeroposckast 061acThb

| w

Komnanus «MeTtamionnsect», ropoa Mocksa

MoOCKOBCKMI METPOMOIUTEH, T. MOCKBa

HOUY «MuctutyT npodheccuoHaibHOrO KaapoBHKay, T. MockBa

HWY BUID UucTHuTyT 3aHsTOCTH M TIpodeccuii, r. MockBa

OOP «Poccuiickuii cor03 MPOMBIIIIEHHUKOB U TpEAIpUHUMATENe», . MockBa

©C|® | N O

OOOP «Coro3 paboTonaresneil pakeTHO-KOCMUYECKON POMBIIINIEHHOCTH Poccumy,
r.Mocksa

10.| ITAO «I"a3nmpom HedTh», . Cankr-ITeTepOypr

11.| ITAO «Pocrtenexom», r. MockBa

12.| [TAO «Cesepcranby, . Uepenosen, Bonoroackas o61acts

13.| [TAO A®PK «Cucremay, r. Mocksa

14.'ma0 «Pycl'unpo», r. KpacHospck

15.| CPOO «Accormuanus pyKOBOJUTENEH U CIEIIUATMCTOB 110 YIIPABJICHUIO Y€JI0BEYECKUMHU
pecypcammuy, r. Exatepun0Oypr, CBepioBckas 061acth

16.| ®I'bY BHUU tpyna» Muntpyaa Poccun, r. Mocksa

17.| ®I'YBOY BO «MOCKOBCKHI aBHAITMOHHBIA WHCTUTYT (HAIIMOHAIBHBIA MCCIIEA0BATEbCKUN
yauepcuteT)» (MAN), r. MockBa

18.| YUY «llenTp muaHUpOBaHUS M UCHOJIb30BaHMS TPYAOBBIX pecypcoB ['asmpomay, r. MockBa

1 O6mepoccuiickuii knaccupukaTop 3aHATHIA.

2 Obmepoccuiickuil KaccupuKaTop BUAOB SKOHOMUYECKOH IESATENBHOCTH.

3 Enunbrit KBAJTU(UKAIMOHHBINA CIIPABOYHHK JOJDKHOCTEH PyKOBOAUTENEH, CIIEIHATNCTOB U JPYTHX CIYXKAIIHX.
4 O6wepoccuiickuii knaccupurarop npodeccuii pabounx, JOIKHOCTEN CIIyKalluX U TapU(GHBIX paspsIoB.

6 O6wepoccuiickuii kaccupuKaTop CnenuanIbHOCTel 10 06pa30BaHMIO.




