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OcHoBHas OcJib BUaa HpO(I)CCCHOHaHBHOﬁ JACATCIIBHOCTH

Ob6ecnieuenrie YPpPeKTUBHOTO (HYHKITMOHHUPOBAHUS CUCTEMBI YIIPABICHUS MEPCOHAIOM I TOCTHXKEHUS
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I'pynna 3aHaTHi:

1212 VYnpasnstomue TPYAOBBIMU | 2423 Cneuuanuctel B objactu moadopa U




pecypcamu

HCIIOJIb30BaHU: IMIEPCOHAIA

CroenuanncTsl B o0Jactu

ATEHTBI 10 TPYAOBBIM JIOTOBOPaM U Haillmy

2619 nmpaBa, He Bxojsmue B apyrue | 3333
TPYIIIBI
Crnyxaiue o ydery pabodero .
4313 BpEMEHHU u pacuery | 4416 Cryxamme 1m0 BEACHWIO  KaApOBOi
. JTIOKYMEHTAITU!
3apabOTHOM IJIaThI
(xox OK3Y) (HamMeHOBaHUE) (xox OK3) (HaMeHOBaHNE)

OrHeceHue K BuUaaM SKOHOMUYECKOM ACATCIIBHOCTHU

78.30

JlesTenbHOCTh 10 NoA0Oopy IepcoHaa mpoyast

(xox OKBDJ1?)

(HauMeHOBaHME BUAAa YKOHOMHYECKOH 1eATeIbHOCTH)




II. Onucanue TPyaA0BbIX PYHKUMHA, BXOAAIIUX B IPO(PeCcCHOHANBHBIN cTaHAAPT (PYHKIHOHANbHAN KAPpTa BUAA

npodeccnoHaIbLHOM 1eATEJIHbHOCTH)

Pa3BUTHIO IICPCOHAJIA

[0 Pa3BUTHIO M TIOCTPOCHHUIO MPO(ECCHOHAILHOW Kaphephbl
nepcoHana

O06001IeHHBIE TPYIOBBIE PYHKIIUU Tpynossie pyHKINU
KOJT HaVMEHOBaHHE YPOBEHb HaMMEHOBaHHE KOJT YPOBEHb
KBaJIM(pUKAIN (moxypoBeHb)
KBaTMUKAITUT
A | lokyMeHTanMoOHHOE 6 Benenue 1okyMeHTalMU 110 YUETY U JBUKECHUIO A/01.6 6
obecrieyeHue padoThI nepcoHaja
¢ MepCoHATIOM
PazpaboTka THTIOBBIX ()OPM H COTIPOBOXKICHHE A/02.6 6
npoueayp opopMIICHUS TPYAOBBIX OTHOLICHUH
AJMUHUCTPUPOBAHKE TIPOIIECCOB U JOKYMEHTO0O0pOTa A/03.6 6
no y4ery H JABIDKEHHIO T[€pCOHANA, IPEICTABICHHIO
JTOKYMEHTOB
0 TIEPCOHAY B TOCY/IaPCTBEHHBIE OPTaHBbI
B | HdesarenbHOCTH o 6 C6op napOopMaIHH 0 MOTPEOHOCTAX OPraHU3aAUU B/01.6 6
o0ecreyeHno B IIEpCOHAaJIe
IIepCOHATIOM
Iouck, npuBneueHue, noa00p 1 0TOOp MepcoHana B/02.6 6
AJMUHUCTPUPOBAHUE TIPOLIECCOB U B/03.6 6
JOKYMEHT0000poTa 00ecreyeHns epcoHaIoM
C |HesarenbHOCTH o 6 Opranuzanys 1 IpoBeJCHNE OLIEHKHU IEpCOHAla C/01.6 6
OIICHKE M aTTeCTalluu
IepcoHaa Opranusanys ¥ NpoBeJCHNE aTTECTALUU IIEPCOHAIA C/02.6 6
AJMHUHUCTPUPOBAHKE MIPOIIECCOB U JOKYMEHTOOO0pOTa C/03.6 6
IIPY TIPOBE/ICHUH OIICHKH U aTTECTAIlMH IepCcoHala
D | HdesrenpHOCTD o 6 Opranu3anus 1 MpoBeACHUE MEPOTTPUATUI D/01.6 6




Opranm3anys o0y4deHus repcoHasa D/02.6
Opranu3anys ajanTtalyuyd U CTAXKUPOBKHU IIEpCoHaa D/03.6
AJIMUHHCTPHUPOBAHUE TTPOLIECCOB U JOKYMEHTOO0OpOTa D/04.6
10 Pa3BUTHIO U MPO(ECCHOHATBHON Kapbepe,
00y4YCeHHIO, QIalITAIlMH U CTAXKUPOBKE MEPCOHATIA
JlesTensHOCTD o Opranu3zanus Tpyaa nepcoHana E/01.6
OpraHu3alii Tpyaa u
OILIATHI MEpCOHANA Opranu3zaiys oIIaThl TPya epcoHasa E/02.6
AJIMHUHUCTPUPOBAHKE MPOIIECCOB U JOKYMEHTOO00pOTa E/03.6
10 BOIPOCaM OpraHU3allly TPY/a ¥ OTUIAThI IIEPCOHAA
JlesTeIbHOCTh o Pa3zpaboTka KopriopaTHBHOM COLMATBLHOMN TOJIUTUKH F/01.6
OpraHu3aIH
KOPIIOPaTHBHO Peanuzarus KoprnopaTUBHON COIMAIIBHON MTOJTMTHKA F/02.6
COLMAIIBHOW MOJUTUKHU
AJMHUHUCTpUPOBaHKE MPOLIECCOB U JOKYMEHTOOO0pOTa F/03.6
10 BOIPOCaM KOPIIOPATUBHOM COLMAIbHON MOJTUTUKHU
OnepannonHoe PazpaboTka cucTeMbl OnepaliOHHOTO YIPABICHUS G/01.7
yIIpaBJIeHUE MIEPCOHATIOM M PabOTHI CTPYKTYPHOTO TTOAPA3ICTICHHS
HEPCOHAIOM u
OZpa3/IeNeHneM Peanuzarys onepanyoHHOTO yIIpaBiIeHHs G/02.7
OpraHu3aLyy NIEPCOHATIOM M pabOThI CTPYKTYPHOI'O MOAPa3AeICHUS
Pa3paboTtka u conmpoBoKAeHHE Mpoliecca G/03.7
ABTOMATH3AIMH YIIPABICHUS ITEPCOHATIOM
AJMUHUCTPUPOBAHUE TIPOIIECCOB U JIOKYMEHTO000pOTA G/04.7
10 OTEPAlMOHHOMY YITPABICHHUIO IEPCOHAIOM
1 paboTe CTPYKTYPHOTO TTOAPA3ICTICHHS
Crpaternueckoe Pa3pabotka CHUCTEMBbI CTPaTErnyecKoro ympasnenus | H/01.7
yIpaBlIeHHE MIEPCOHATIOM
NIEPCOHAIIOM OpTaHu3aIH




OpraHu3anniun

Peanuzarust cucTeMbl CTpaTErH4eCKOTO yIpaBIeHUS H/02.7
MEPCOHATIOM OpPTraHU3aINH
AJIMHUHUCTPUPOBAHHE MPOIIECCOB U JOKYMEHTO000pOTa H/03.7

II0 CTPATECTUYCCKOMY YIIPABJICHUIO IICPCOHAIIOM OpTraHHU3alllun




I11. XapakTepucTuka 00001IEHHBIX TPYAOBBIX QyHKIMIA

3.1. O0o01menHas TpyaoBasi pyHKumus

HaumeHnoBanue

ITpoucxoxnenue 0000IEHHON
TPYAOBOH (QyHKIIHU

I[OKyMeHTaIII/IOHHOQ odecreyeHue Kox A YpoBeHb 6
PadoThI C MEPCOHAIOM KBaIM(UKaLuy
3alMCTBOBAHO U3
OpuruHan X
OpHIHMHANIA
Kon PeructpanuoHHsIil
OpHTHHANa HOMeEp
npodeccHoHaNbEHOTO
cTaHJapTa

BosmosxHbIE
HaMMEHOBaHUA
TOJDKHOCTEH, mpodeccuii

Creunanuct no opopMIEHUIO TPYAOBBIX OTHOIICHHH.
Creunanuct 1o 10KyMEHTallMOHHOMY 00€CIIeUEHUIO0 IepcoHaia
Crienuanuct mo nepcoHaty

TpeboBanus K
00pa3oBaHMIO u
00yUYeHUIO

CpenHee mnpogeccuoHalbHOe 00pa3oBaHue W JIONOJHHUTEJIbHOE
npogeccHOHAIbHOE o0pa3oBaHue NPOrpamMMmbl
npogecCHOHAIBHOM NepPenoAroTOBKH B 00J1aCTH  yNpaBJIeHUsA
MEePCOHATIOM MJIH JOKYMEHTHPOBAHNS TPYAOBbIX OTHOLICHUI WIN
BbICIlIee OOpa3oBaHME I10 HAIPAaBJICHUIO IOATOTOBKHU 'YmpaBieHHe
niepcoraioM" 1160

BbICIIee  O0pa3oBaHME W  JIOMOJHUTEIbHOE MNPOQEeCcCCHOHATHLHOE
o0Opa3oBaHHe — MpOrpaMMbl MPO(HECCHOHATBLHON MEepPenoAroTOBKA B
o0jacTy ympaBjieHHs MEPCOHAJIOM WJIM JOKYMEHTHUPOBAHHUS TPYAOBBIX
OTHOLIEHUH.

TpeboBanus K OIBITY
MPaKTUYECKON pabOThI

Oco0Oble ycrmoBus
J0MycKa K pabore

HApyrue
XapPaKTCPUCTHUKHU

IIporpammbl noBbIIeHUs KBAJIUPUKAIIUHN (I0NIOJHUTEIBHOE
npogeccuoHaIbHOE 00pa3oBaHue).

Z[OHOJIHI/ITGHBHBIC XapPaKTCPUCTUKU

HaunmenoBanue nokymeHnTa Kon HaunmenoBanue 6a30B0ii rpymiibl, JOHKHOCTH

(mpodeccun) miM crienuarIbHOCTH
OK3* 4416 Caiyxamue 1o BeIEHUIO KaJIpOBOM JOKYMEHTALMH
EKC® - Cnenuanuct no kKajapam

Menemxep 1o nepcoHainy

WHcnekrop no kaapam




OKH,Z[TP4 26583 Cnenuanuct 1o Kajapam
22956 HHcnekTop 1o kaapam
OKCO® 5.38.03.03 | YpaBnenue rnepcoHaioMm

5.38.04.03 | YipaBneHue nepcoHaiom

5.38.03.02 | MeHemKkMEHT

5.38.04.02 | MeHe»KMEHT

3.1.1. TpynoBasi pyHkumsi

HaumeHnoBanue

Benenue n1oxkyMeHTanuu 10 y4ery u
JBHKEHHUIO IIEpCOHAa

YpoBeHb
Kox | A/01.6 |(momyposens) 6
KBaJTHU(QUKAIIAN

IIpoucxoxaeHue Tpy0BOH

GbyHKIUN

X 3auMCTBOBAHO U3

Opurusan
OpHUTuHaIa

Kong PeructpanuonHsiit
OpHUTHHaJA HOMEp
po(eCCHOHATHHOTO
cTaHmapTa

TpynoBble nencTBus

COop u poBepKa JIMYHBIX IOKYMEHTOB PAOOTHUKOB

KoucynpTupoBanue pabOTHHKOB B 4YacTH OQOPMIICHHUS TPYIOBBIX
OTHOIIIEHW.

O(l)OpMJ'IeHI/Ie AOKYMCHTOB, PCTIIAMCHTUPYIOIINUX TPYAOBBIC OTHOIICHUA C
KOHKPCTHBIM pa6OTHI/IKOM

[TonroroBka u oopmiieHne Mo 3anpocy pabOTHUKOB U JOJKHOCTHBIX JIUIL
KOMNWM, BBIMUCOK W3 KaJPOBBIX JTOKYMEHTOB, CIIPaBOK, MH(QOpPMALUU O
CTa)ke, JIb[OTaX, TapaHTUSAX, KOMIIEHCALUSIX M UHBIX CBEJIEHUH O
paboTHHKaX

Bbitaua paGOTHUKY JOKYMEHTOB O €0 TPYAOBON JAESITEIbHOCTH

I[OBCI[CHI/IC A0 CBCACHU pa6OTHI/IKOB OpTraHHU3allMOHHBIX,
PacCIopAAUTCIbHBIX U KaAPOBbIX JOKYMEHTOB OpraHu3anuu

Benenne ywera paboyero BpeMEHM U JIpYI'MX BHUJOB  ydYera,
IIPEyCMOTPEHHBIX 3aKOHOAATEIBCTBOM

PCFI/ICTpaL[I/ISI, YUCT, OINCPAaTUBHOC XPAHCHUC KaIAPOBBIX JOKYMCHTOB,
IMOoATrOTOBKA UX K CIA4Y€ B apXHB

Heo0Oxoaumsie
YMEHUS

JIoKyMEHTUpOBaTh  TPYNOBBIE  OTHOLIEHHUS  PA3JIMYHBIX  KaTErOpUi
PaOOTHHUKOB W CHEIUATBHBIX CYOBEKTOB TPYAOBOTO TpaBa B COOTBETCTBUU
C  JICUCTBYIOIIMM  3aKoHOAATeNbCTBOM  Poccuiickonn — Penepauuu,
COJIepKallliM HOPMBI TPYJIOBOTO MpaBa, W periJaMeHTaMM/CTaHIapTaMu




JOKYMEHTO000pOTa OpraHH3aIlny.

BreIABIATh OMIMOKH, HETOYHOCTH, WCIPABICHUS U HEIOCTOBEPHYIO
uH(OPMAIIHIO B IOKYMEHTAX, OMPELNIATh OUIMHHOCTh MPEIOCTABICHHBIX
JIOKYMEHTOB.

Bectn YUCT U pCrucTpanuro 10KyMCHTOB B I/IH(bOpMaI_II/IOHHBIX CHUCTEMAaxX U
Ha MaTCpUaJIbHbBIX HOCUTCIIAX.

PaGoTate co CIICUAJIN3NPOBAHHBIMU I/IH(bOpMaHI/IOHHBIMI/I CHUCTEMaMH H
06azamu AAaHHBIX 11O BEACHHUIO YUYC€Ta U JIBUKCHUIO IIEpCOHATIA

YMeHHne MCHoJIb30BATH ABTOMATH3HPOBAHHbIE CHCTEMbI YNpPaBJIeHUSs
MEepPCOHAIOM

Bectu nenoByto nepenucky u opopmisTh 0pUIIUAIbHbIE TUCHMA.

Co0mr01aTh HOPMBI ATHUKHU JIETIOBOTO OOIICHHMS.

Heo0Oxoaumsie
3HAHUS

3aKOHOAATEILCTBO M HMHBIC HOPMATUBHBIE IIPABOBBIE AKTHI, COAEpIKAILUE
HOPMBI TPYJIOBOTO IIpaBa

TpeboBaHusi 3aKOHOJATENbCTBA B YAaCTH OCOOEHHOCTEH O(hopMIIeHUS
TPYJOBBIX OTHOLICHHH, BOMHCKOIO y4yeTa, IOCTAHOBKHM HA CIICLHATbHbIN
YUC€T, YBCAOMIICHHA W MPEAOCTABJIICHHA OTYCTHOCTH B I'OCYyAapCTBCHHBLIC
OpraHbl CIEHATbHBIX KaTerOpuil paOOTHUKOB: MHOCTPAHHBIX PaOOTHUKOB
n JIuI oes3 rpaxaaHCTBa, HHBAJIMAOB, JIMIL, UMCIOIIUX TapaHTHU U JIbI'OTHI,
YCTaHOBJICHHBIX 3aKOHOJATENILHO U IPYIHX CIHELHATbHBIX KaTerOPH.

[Topsimox oopmiieHus, BEIEHUS U XpaHEHUsI TOKYMEHTOB 10 0(OpMIICHUIO
TPYIOBBIX  OTHOIIEGHWM, B OOJACTH YIpaBJEHUsS TEPCOHATIOM B
COOTBETCTBUU C TPEOOBAHUSIMHU 3aKOHOIATEIHCTBA.

IlencnonHOE 3aKOHOJIaTEIbCTBO Poccniickoit denepanuy,
3aKoHOAATeNnbCTBO  Poccuiickoii  denmepauuu 00  MHIWBUIYaTBHOM
(nepcoHn(pUIIMPOBAHHOM) y4yeTe B cHUCTeMe 00s3aTeIbHOTO MEHCHOHHOIO
CTPaxOBaHMUs

3akoHonarenbcTBO Poccuiickoit denepanniv 0 epCOHANBHBIX TaHHBIX

Ilenu u 3amaun OpraHU3alUU B YaCTHU MOCTPOEHUS CUCTEMBI O(OPMIICHUS
TPYOBBIX OTHOILICHHM.

JlokanpHbIE HOPMATHBHBIE AKTHl OPraHU3ALMU, PETYIMPYIOLINE IOPSIOK
oopMIIeHHs pacTOpAIUTENbHBIX U OPraHU3ALMOHHBIX JOKYMEHTOB I10
nepcoHany, ohOpMIIEHUIO TPYIOBbIX OTHOIIEHUH.

[Topsimok BefaeHUs 1€T0BOM MEPEMUCKH.

[Topsimok  odopmileHHsT  YCTAaHOBJICHHBIX  3aKOHOJATENHCTBOM  (opM
OTYETHOCTH B FOCYJAapCTBEHHBIE OPTaHBbI.

bazoBbie OCHOBBI MH(OPMATHKH, CTPYKTypHOE MIOCTPOEHHE
MH(OPMALIMOHHBIX CUCTEM H OCOOEHHOCTH PabOTHI C HUMHU.




HopMmpl 3THKH 1 1€7I0BOTO OOIICHMS.

HApyrue -
XapPaKTCPUCTHUKHU

3.1.2. TpynoBasi pyHkumsi

Pazpabotka THITOBBIX dbopMm 5 VpoBeHs
Hamvenosanwe | cCONpoBOXKICHUE mporueayp odopmienus| Kox | A/02.6 |(moxyposens) 6
TPYIOBBIX OTHOIIEHHIA KB HKaIIH
IIpoucxoxaeHue T OBOM auMCTBOBAHO U
p A pyA Opuruzan X SaMCTBOBAHO 113
byHKIMN OopuruHaaa
Kong PeructpanuonHslit
OpuUTHHaJIa HOMCD
npodeccHOHANBEHOTO
CTaHIapTa
TpynoBsie nelicTBUS [loaroToBka MNpPOEKTOB JOKYMEHTOB IO MpOLEAYypaM YIpaBICHUS

[IEPCOHAJIOM, YUETY U JIBUYKEHUIO IIepCcoHalIa

Pa3pa60TKa IMPOCKTOB JIOKAJIbHBIX HOPMATUBHBIX AKTOB OpraHU3aluu,
PEryjimpyromux TpyaoBbIC OTHOILICHU A

Pa3paboTka TPOEKTOB MJOKYMEHTOB MO OGOPMIICHUIO TPYIOBBIX
OTHOIIEHHUH C KOHKPETHBIM PaOOTHUKOM

Amnanmus CYIICCTBYIOIIIUX B OpraHu3aluu (I)OpM JAOKYMCHTOB Ha
npeaMET COOTBCTCTBHA 3aJa4aM OpraHu3aliun

[TonroroBka mpemIoKEHUH IO ONTUMH3AaUUU (POPM TOKYMEHTOB
paboTtonaresns B 00J1acTH 0(pOpMIIEHHS TPYAOBBIX OTHOLIEHUIH

Pa3zpaGoTka THUNOBBIX ()OpM JOKYMEHTOB B 0Ojactu odopmieHus
TPYOBBIX OTHOILICHHUN

[ToaroroBka o 3anpocy roCy/1apCTBEHHBIX OpraHoB,
NPEJCTaBUTENIBHBIX OpPraHOB pabOTHUKOB OPUTMHAJIOB, BBIIUCOK,
KONUI IOKYMEHTOB, PETJIaAMEHTUPYIOLIUX TPYAOBbIE€ OTHOILIEHUS

IToaroroeka 3ampocoB B roCyJIapCTBEHHBIE OpraHbl,
MPE/ICTABUTENbHBIE OpraHbl, YYpEXKJICHUS U OpraHu3anuu s
MTOATBEPK/ICHUS CBEICHUI B HHTEpecax paOOTHUKOB U pabOTOAATEINS

ObecnieueHne NPEACTaBICHUS] JIOKYMEHTOB, periaMeHTHPYIOIINX
TPYAOBbIE OTHOLIECHMS, B roCy/1apCTBEHHbIE OpTraHbl,
IIpEJICTaBUTENbHBIE OPraHbl pAOOTHUKOB

[IpencraBnenne WHTEpPECOB pabOTHUKOB U paboTomaTenst B
TOCY/IapCTBEHHBIX M MHBIX OpraHax

[ToaroroBka yBe1OMIICHHI, OTYETHOM U CTATUCTUYECKON MH(OpMaIun
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110 0(OPMJICHHUIO TPYIOBBIX OTHOILICHUH

HeoOxomumbie ymeHUst

AHaTM3UPOBATh JIOKAJIBHBIC HOPMATHUBHBIC AKThl M JOKYMEHTBHI TI0
O0(OPMIICHHIO TPYJOBBIX OTHOIICHUH.

OdopmisaTh KaJpoBBIE TOKYMEHTHI B COOTBETCTBHH C TPeOOBAaHUSIMU
TPYAOBOTO 3aKOHOJaTenbCcTBa Poccuiickoit denepaniv U J0KaIbHBIMU
HOPMAaTHUBHBIMHU aKTaMU OpraHU3aIuu

O(l)OpMJ'IHTB OTUECTHOCTh M HHBIC AOKYMCHTBI, IPEAOCTABIIIEMBIC B
TOCYAapCTBCHHBIC U HHBIC OPTraHbl

PaboTath co crienuanu3upoBaHHBIME HH(POPMALMOHHBIMA CHCTEMaMHU
1 0a3aMu JIaHHBIX 110 BEJICHUIO YYE€Ta U IBUKEHUIO IIEPCOHATIA

YMeHHe  HCHOJB30BATH  ABTOMATH3HPOBAHHbIE  CHCTEMBI
yIpaBJieHUs MEPCOHAIOM

Pa3pabarbiBaTh IJIaH KOPPEKTHMPOBOK YCTAHOBJIEHHOI'O IMOpPSAAKA
o(opMIIeHHS JOKYMEHTOB IO MEPCOHAIY U PEaIM30BbIBATh IIPUHATHIE
U3MEHEHUS

Co0u1t01aTh HOPMBI ATHKH JICTIOBOTO OOIICHHUS.

Heo0xoaumble 3HAHUS

33.KOHOI[3T€JII)CTBO u HWHBIC HOPMAaTHUBHBIC IIPaBOBLIC aKThI,
COJCprKalinue HOPMbI TPYAOBOI'O IIpaBa.

[Topsimox odopmiieHHs, BeAEHUS M XPaHEHUs JIOKYMEHTOB I10
oopMIICHHIO TPYIOBBIX OTHOIICHUH, B OOJACTH YHpaBJICHUS
MEPCOHAIIOM B COOTBETCTBHH C TPEOOBaHHUAMH 3aKOHOJATENILCTBA.

TGXHOJ'IOFI/II/I, METOAbl W  MCTOAUKHU IPOBCACHHA aHalIM3a U
CUCTEMATU3allu JOKYMCHTOB U I/IH(l)OpMaI_II/II/I.

OCHOBBI OyXTaJTepcKOro ydera U MOpsA0K 0pOpMIIEHHUs EpBUYHBIX
JIOKYMEHTOB JJIsl Liesiel OyxranTepckoro ydera B chepe odopmiieHus
TPYAOBBIX OTHOLIEHUH.

OCHOBBI apXHMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIE
akTel Poccuiickoii denepanunu, B 4aCTU BEACHUS JOKYMEHTALMU 10
0(OPMIICHUIO TPYJOBBIX OTHOIICHUH.

3akoHomarenscTBO  Poccuiickonn ®enepauuu 0  NEPCOHAIBHBIX
JTAHHBIX.

HCJ'II/I U 3aJa4u oOpraHu3allii B 4YaCTU IIOCTPOCHUA CHCTCMBbI
O(I)OpMJICHI/IH TPYAOBBIX OTHOIIICHUM.

JlokanbHBIE HOPMATHBHBIE AaKThl OpraHU3allUM, PETYIHUPYIOIINE
NOpAI0OK O(OPMIICHUS PACHOPSAUTENBHBIX M  OpPraHU3alMOHHBIX,
MH(POPMALMOHHO-CITPABOYHBIX JOKYMEHTOB, PETYIHNPYIOINX
TPYJOBbIE€ OTHOILIECHHUS.

Hopwmpl 3THKH 1 1€710BOTO OOIICHMS.
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[Topsimok BeaeHuUs 1€I0BOM MEPEMUCKH.

[Tencuonnoe 3akonogatenbcTBo Poccuiickoit denepariuu.
3akoHonarenscTBo Poccuiickoit denepanmu 00 HHIUBUAYATHLHOM
(mepcoHnUIIMPOBAaHHOM)  y4e€T€ B  CHCTEME  00s3aTeIIBHOTO
MIEHCUOHHOTO CTPAaXOBaHUSI.

bazoBeie  OCHOBBI ~ HMH(DOPMATHKH, CTPYKTYPHOE  TOCTPOCHHUE
MH(OPMALIMOHHBIX CUCTEM H OCOOEHHOCTH PabOTHI C HUMHU.

Jpyrue xapakTepucTUKU

3.1.3. TpynoBas ¢pyHkuus

AIMUHUCTPUPOBAHHE  TPOLECCOB U

JOKYMEHTOO0OpOTa IO yd4eTy H VpoBes
HauvenoBanne | IBMDKEHUIO TIEPCOHAJNIA, MpEICTaBiIeHUI0 | Kox A/03.6 | (momyposens) 6
JOKYMCHTOB 110 IepcoHaly B KBaTH(QHUKAIAN

TOCYyHdapCTBCHHBIC OPIraHbl

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIHN

X 3anMCTBOBAHO U3

Opurunain
OpHIHHANIA
Kon PerucrparuoHHsIit
OpHTrHHaNa HOMeEp
po¢eCCHOHATHLHOTO
CTaHJapTa

Tpynoseie nencTBUs

Opranu3zainys JOKyMEHTO000pOoTa M0 YUeTy U JBUKEHHIO IIepcoHana

Opranuzanus T10KyMeHTO000poTa MO MPECTaBICHUIO TOKYMEHTOB 10
MEPCOHAITY B TOCY/IAPCTBEHHBIC OPTaHbI

[ToaroroBka o 3anpocy roCy/1apCTBEHHBIX OpraHoB,
npoeCCHOHATIBHBIX COI030B M JIPYTUX MPEICTABUTENbHBIX OPraHOB
pabOTHUKOB OPUTHHAJIOB, BBIIHCOK, KOIUHN TOKYMEHTOB

[TonroroBka yBe1OMJIEHHH, OTYETHON U CTATUCTUYECKON MH(pOpMaLIUU
IO TIEPCOHAILY

[TonroroBka wWHGOpPMALMK O  3aKIIOUYEHUH  TPYAOBOTO  WIU
rpaKAaHCKO-TIPAaBOBOI'O JIOTOBOpa HA BBIMOJHEHHE paboT (OKazaHue
YCIIYT) ¢ TPakJIaHWHOM, 3aMEIIaBIIMM JOKHOCTH TOCYIapCTBEHHON
WM MYHHUIIUTATBHOU CITY>KOBI, TepedeHb KOTOPHIX YCTAHABIMBACTCS
HOPMaTHUBHBIMU MpaBOBbIMU akTaMu Poccuiickoit denepanmnu

Heo6xoaumelie ymeHUst

OdopmnsTh YUETHBIE JNOKYMEHTBI, MPEIOCTABIIIEMBIE B
TOCYJapCTBEHHBIE OpraHbl, NPO(ECCHOHATBHBIE COIO3Bl U JIPyTHe
MIPEJICTaBUTENbHBIE OPTaHbl PAOOTHUKOB

Opranu3oBbIBaTh  XpaHEHHE JOKYMEHTOB B  COOTBETCTBUU C
TpeOOBaHUSIMHU TPYIOBOTO 3aKOHOaTeabcTBa Poccuiickoit deneparumn
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H JIOKAJIbHBIMU HOPMATUBHBIMH aKTaMH OpPraHu3anuu

PaGoTath ¢ I/IH(l)OpMaI_II/IOHHI)IMI/I cucTeMaMu U Oasamu JaHHBIX II0
BCACHUIO YUCTa U ABUXKCHUIO IICPCOHAJIA

Paborates ¢ WHGOPMAIMOHHBIMU CHUCTEMaMH W 0a3aMu JaHHBIX T10
BEJICHUIO CTATUCTUYECKON U OTYETHOU MH(OPMAIIUU 110 IEPCOHAITY

AHaIM3UpoBaTh MpPaBHUIIA, MPOIECAYPHl U MOPSIOK, PETYIHUPYIOIINE
npaBa U 00A3aHHOCTH T'OCYIapCTBEHHBIX OPraHOB U OpPTraHU3allUU T10
BOIIPOCaM OOMEHa IOKyMEHTAIHEN 110 IepCOHAITY

Ymenue HCNO0JIb30BATH aBTOMATU3HPOBAHHbIE CUCTEMBI
ylpaBJ/ieHHs NePCOHATIOM

Bectu nenoByto nepenucky

Co0:1r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHS

HeoOxonuMble 3HaHUS

TexHomornu, MeTOABI M METOAMKM IIPOBEICHUA aHaau3a |
CUCTEMAaTU3alMH JOKYMEHTOB U UH(POpMaLUU

OCHOBBI IOKYMEHTOO00POTa U IOKYMEHTAIIMOHHOTO 00eCrIeYeHUs

CrtpykTypa opranuzanuu

HopMmaruBubie  mpaBoBeie  akThl  Poccuiickoit ~ denepanuu,
peryJiMpyooIye mpaBa U O0S3aHHOCTH TOCYJApPCTBCHHBIX OpPTaHOB,
mpo(ecCHOHANBHBIX COI030B U APYTUX MPEACTaBUTEIBHBIX OPraHOB
PaOOTHHUKOB TIO MPETOCTABICHUIO YUETHON JOKYMEHTAIIUU

TpynoBoe 3aKOHOAATENBCTBO M MHBIE AKThI, COAEpXAIIUe HOPMBbI
TPYZOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA W HOPMATHUBHBIE IPaBOBbBIE
aktel Poccuiickoii denepanuy, B 4aCTH BEACHUS JOKYMEHTALUU 110
[IEPCOHAITY

3akoHonaarenbcTBO Poccuiickoil denepaiiv 0 epcoOHANbHBIX TaHHBIX

JlokanbHbIC HOPMATUBHBIC aAKTbl OpraHu3aliu, pPeryjanupyromumue
MOPAAOK BEACHUA JOKYMCHTAUH 110 YUCTY U ABUKCHUIO IIEPCOHAIA

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

bazoBele OCHOBBI MH(OPMATHKH, MOCTPOCHUS HH(MOPMAIIMOHHBIX
CUCTEM U OCOOEHHOCTH pabOThI C HUMU

Jpyrue xapakTepucTuKu

3.2. O0o0menHas TpyaoBasi pyHKnus

HaunmeHnoBanue

JleaTenbHOCTD TT0 00eCTICYCHUTO Ko B YpoBeHb

KBaTU(QUKAIAN
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NIEPCOHAIIOM

L

[Ipoucxoxnenne 0600IICHHON
TPYAOBOH (HYHKINN

3anMMCTBOBAHO U3

Opurunan X
OpHUTHHaJIa
Kon PeructpanuoHHslil
OpuruHaaa HOMED
npodeccHoHaNbEHOTO
CTaHJapTa

Bo3MoxHBIE HANMEHOBAHMSA

JOJDKHOCTEH, Tpodeccuit

Crnenuanuct no nogoopy nepcoHana
Crennanuct 1o nepcoHainy
MeHnemkep 1o nepcoHainy

TpebGoBanus
00pa3oBaHHIO U
00yUYeHUIO

Bricmiee o0Opa3oBaHue O HAampaBICHHUIO TOATOTOBKM 'YTIIpaBlieHHE
niepcorasioM" 1160

BbICIIee 00pa3oBaHWE ¥ JIOTIOJIHUTEIBbHOE MPOECCHOHATHLHOE
o0Opa3oBaHHe — MPOTrpamMMbl MPOQPECCHOHATBHON MEPEenOArOTOBKU B
00J1acTH ympaBlieHUs EpCOHANIA WK MTOAO0pa MEPCOHATIOM.

TpeboBanus K OnbITY
IPaKTHYECKOI paboThI

OcoOsble ycroBHs JT0ITycKa
K pabore

JHpyrue xapakTepucTuKu

IIporpaMmbl nNOBbIIEHUSA KBAJTU(PUKAIUY (T0NOJTHUTEIBHOE
npogeccuoHaIbHOE 00pa3oBaHue).

JIOOTHUTENBHBIE XapaKTEPUCTUKH

HaumeHnoBaHue 10KyMeHTa Kon HaumenoBaHnue 6a30B0ii IpyIIIbL, JOJKHOCTH
(mpodeccun) WK crienuanbHOCTH
OK3! 2423 Crneunanuctsl B o0actu noadopa u
UCIOJIb30BaHUS MIEpCOHAIA
EKC? - Cnenuanuct 1o kKajapam
- Menemxep 1o nepcoHany
OKHI[TP4 26583 Cnenuanucr no kKajapam
OKCO° 5.38.03.03 | YnpasiieHue nepcoHaaoMm
5.38.04.03 | YpaBneHue nmepcoHaaIoM
5.38.03.02 | MenemxMeHT
5.38.04.02 | MenemxMeHT
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C60p uHdopmanuu o moTpedHOCTIX Yposennb
HauMeHoBaHME OpTaHW3AIMH B TIEPCOHATE Koz B/01.6 |(momypoBens) 6
KB HUKAIAN

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

3anMMCTBOBAHO U3

OpuruHan X
OpHUTHHaJIa
Kon PeructpanuoHHslil
OpuruHaaa HOMEp
po(eCCHOHATHHOTO
CTaHIapTa

Tpynossie nencTBus

AHau3 II1aHOB, CTPATETUU U CTPYKTYPbl OPraHU3aLUH

AHanm3 OCOOCHHOCTEH OpraHM3aluy pabdOThl W MPOM3BOJCTBA Ha
KOHKPETHBIX pabo4YHnX MecTax

AHanmu3 pblHKa TpyAa IO OpraHu3alud paboThl Ha AHAIOTHUYHOM
MIPOU3BOJICTBE M pabOYHX MECTax

dopmupoBaHue TpeOOBaHUN K BaKaHTHOW JODKHOCTH (mpodeccuw,
CIIELUATIBHOCTH) U UX KOPPEKIUs

AHanu3 pBIHKA Tpyla M IEpPCOHAja OpTaHM3AlMH 10 MPOQHITIO
BaKaHTHOM JODKHOCTH (TIpodeccru, CrienruaIbHOCTH )

NudopmupoBanue u KOHCYJIbTUPOBaHUE PYKOBOJHTENCH
NOJIpa3ieiieHUil ¥ OpraHU3alUK MO BOIPOCAM PBIHKA TPYyAa B 4acTH
o0ecreyeHns: NepCcoHaNIoOM

Heo6xoanMele ymeHUs

Cobupatb, aHaIU3UPOBaTh M CTPYKTYpUpOBaTh HHOpMaLUIO 00
OCOOEHHOCTSIX OpraHu3aluu paboT Ha pa3IMYHBIX  YydacTKax
MPOM3BOJICTBA M Ha KOHKPETHBIX pabouumx MecTax ¢ y4eTOM Lejei,
3aJa4, IUIAHOB U CTPYKTYpPhl OpraHu3aluu

Cobupath, aHaNM3UpPOBaTh U CTPYKTYpUpPOBaTh HH(pOpMaLHI0 00
0COOEHHOCTSX U BO3MOXKHOCTSIX IMOTEHIMAIa TIEpCOHaa OpraHU3aIiu

Cobupatb, aHaIU3UpOBaThb M CTPYKTypUpOBaTh HH(OpManuio 00
OCOOEHHOCTSIX PBIHKA TPyJla, BKJIIOYAs MPEIOKEHUS OT IPOBaiIEpPOB
YCIIYT 110 MIOUCKY, IPUBJIEYEHHIO, TOJ00PY U 0TOOPY MepcoHaa

BHocuTh KOppekTupyrolme cBeeHus B TpeOOBaHUS K KaHAM1aTaM Ha
BaKaHTHBIE JTOJDKHOCTHU (TIpodeccuu, CrelnatbHOCTH)

[Tonb30BaTbcsi TOUCKOBBIMH CUCTEMaMH U WH()OPMAIMOHHBIMU
pecypcaMu Uil MOHHMTOPHUHIA pbIHKA TpyAa, TPaxJIaHCKOTO U
TPYAOBOTO 3aKoHoAaTenbcTBa Poccuiickon denepannun

YMmeHue  HMCHOIb30BaTh  aBTOMAaTH3HPOBaHHbIE  CHCTEMBI
yHpaBJIeHHsl EPCOHATIOM
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KoncynpTupoBaTh Mo BONpocaM pbIHKA Tpyla B YacTH oOecreyeHus
MEePCOHAIIOM

Co0utr01aTh HOPMBI ATUKHU JCIIOBOTO OOIIEHUS

Heo0Oxoaumbie 3HAHUS

TGXHOJIOI‘I/II/I, MCTOAblI W  MCTOAUKH IIPOBCACHHA aHAJIM3a U
CUCTEMATU3AlMU JOKYMCHTOB U I/IH(bOpMaI_[I/II/I

CtpykTypa oOpraHu3alid H BaKaHTHBIE JOJKHOCTH (mpodeccun,
CIIEIIUATILHOCTH )

[Topsmox ompenenaeHus] MEPCIEKTUBHOW U TEKylled MoTpeGHOCTH B
nepcoHaie

Hcrounnku obecrnieueHust Opranu3auu IepcoHagIoM

Opranuzanus pabOT Ha pa3IMYHBIX y4acTKax IPOHM3BOJICTBA,
OpraHu3aluy, OTPaciu

OOmue TeHAEHIMM Ha pPBIHKE Tpyla U B OTAEIHHOM OTpaciu,
KOHKPETHOU TIpoeccuu (IOIKHOCTH, CIICIIHATFHOCTH )

OCHOBBI IICUXOJIOTHU U COIMOJIOTHH Tpyaa

OCHOBEBI 9KOHOMUKH, OpraHu3aliu TpyJa U yYIIpaBJICHUA

TpynoBoe 3aKOHOJATEIbCTBO M HMHBIE AaKThl, COAEPXKAIME HOPMBI
TPYZOBOI'O IIpaBa

OCHOBBI apXHMBHOT'O 3aKOHOJATEJILCTBA M HOPMATHUBHBIC IPABOBHIC
akThl Poccuiickoii @enepaliii, B 4acTH BEACHHS JTOKYMEHTALUU I10
MepCoOHATY

3akoHogarenscTBO Poccuiickoit denepaiinu o nepcoHaNIbHBIX JaHHBIX

JlokasibHbIE HOpPMATHBHBIE aKThl OPraHU3AllMU, PETYIUPYIOLIUE
MOPSAIOK MOA00pa MepcoHana

HOpMLI OTHUKH JCJIIOBOT'O O6H_I6HI/I$I

bazoBele  OCHOBBI ~ HMH(MOPMATHKH, CTPYKTYpHOE  IOCTPOECHHE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PabOThI C HUMHU

Jlpyrue xapakTepuCTHKU

3.2.2. TpynoBasi pyHkuus

[Towuck, mpuBseueHHE, TOAO0P ¥ OTOOP YposeHb
HaumeHoBaHME NepcoHana Kon B/02.6 | (nonyposens) 6
KBaTU(QUKAIIAN

IIpoucxoxaenue Tpya0Boi
byHKITIN

3anMCTBOBAHO

Opurunan X
U3 OpUTHHANA
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Kon Perucrpanuonnstit
OpHTrHHaNIA HOMeEp
npodeccHoHaNbEHOTO
cTaHziapra

TpynoBble neicTBUA

[Torck BO BHYTPEHHMX M BHEIIHUX HMCTOYHHKAX HH(pOpManuu o
KaHJUJAaTaX, COOTBETCTBYIOIICH TPeOOBAaHUSM BAaKAHTHOM JTOJDKHOCTH
(mpodeccun, crienMaTIbLHOCTH)

Pa3memenne cBeeHHMi O BakaHTHOW JOJDKHOCTH (mpodeccun,
CHENHATBHOCTH) B CPEJICTBAX MAaCCOBOW MH(pOpMALIUU

Bb160p cioco60B 1 METOAOB PUBJICUCHHS IEPCOHAIA B COOTBETCTBUU
C YTBEpXK/IEHHBIMU IIJITAHAMU

[TpoBepka uHpOpMAIMK O KaHAWAATAX HA BAKAHTHBIC JTOJHKHOCTH
(mpodeccun, CeMATEHOCTH)

[IpoBenenue cobeceoBaHU U BCTPEY ¢ KaHAMJIaTaMH HA BaKaHTHBIC
JIOJDKHOCTH (Tmpodeccru, CIeuaIbHOCTH) ¢ 00ecTieueHneM 00paTHOM
CBSI3U

OneHka COOTBETCTBUS  KAHAUJATOB  TPEOOBAaHUSM  BAaKaHTHOMN
JIOJDKHOCTH (TIpodeccrH, CrienabHOCTH )

[ToaroToBka mnpemiokeHui Mo (HOPMUPOBAHUIO OOKETa HA TOUCK,
MIPUBJICYCHHE, IOJO00P U OTOOP MepcoHaa

HNudopmupoBanue u KOHCYJbTUPOBaHUE pyKoBoAUTENEH
MoApa3eiecHud W  OpraHu3alud 1O BOMpPOCaM  IPHUBJICUYCHUS
MepCOHAJIa C OLICHKOM 3aTpaT

Heo6xoanMele ymeHUst

OnpenensaTb KpUTepUH TIOMCKa, MpPUBJIEUEHHs, Moadopa U oTdopa
nepcoHasna

Cobupatp, aHaIM3UPOBaTh M CTPYKTYpUPOBaTh HUHGPOPMAILUIO O
KaHJIUAATax U MPEIJIOKEHUAX Ha PhIHKE TpyAa

[Tonb30BaTbcsl TOUCKOBBIMH CUCTEMaMH U WH(OPMAIMOHHBIMU
pecypcaMu B 001acTH 00ecriedeHus! IEPCOHATIOM

[TpyMeHsTh TEXHOJIOTMHU U METOJMKH MOMCKA, IPUBJICUEHMS, T0/100pa
U oTOOpa KaHIMAATOB HAa BaKaHTHbIE JOJDKHOCTH (mpodeccuw,
CHEINAIbHOCTH) B COOTBETCTBHE C UX CIIeUU(DUKON

Hcmons30BaTh cpeacrsa oOecreyeHus epCcoHajaioM, BKIIIO4Yasd
COIIPOBOKACHUC

KoHncynpTupoBaTh 110 BOonpocam MpuBJeueHus IepcoHaa

CocTaBiaTh W KOHTPOJUPOBATH CTAaThU PACXOJOB Ha oOecredeHue
MIEPCOHAJIOM JIJIsl TUTAHUPOBAHUS OI0)KETOB

YMmeHue  HMCHOIb30BaTh  ABTOMAaTH3HMPOBaHHbIE  CHCTEMBI
yHpaBJIeHHs EePCOHATIOM
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Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI

H606XOI[I/IMI)I€ 3HaHUA HcToynuku odecneueHus OpraHu3anuu 1nmepCoHaJIoM

TexHosorMM M METOAMKHM TIOMCKA, NPHUBJIEYCHUs, Mogdopa u otdopa
HiepcoHasa

Cucrembl, MeTobl U (OPMBI MaTEPUATHLHOTO W HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS TPY/ia IepcoHalia

TexHonoruu U MeTOIbI HOPMUPOBAHHS U KOHTPOJISI OIOKETOB

Texuomor nu, MCTOABI u METOJHNKHU IMPOBCACHUA aHajm3a,
CUCTEMATU3aAllMU JOKYMCHTOB U I/IH(i)OpMaI_II/II/I

CrpykTypa OpraHu3allid W BaKaHTHbIE JIOJDKHOCTH (mpodeccuu,
CIEIAJIbHOCTH)

OO0mre TeHACHIIMU Ha PHIHKE TPYJA U B OTACIBHBIX OTPACIAX U BHAAX
npoecCuOHANBHOM e TeNIbHOCTH

OCHOBBI IICUXOJIOTHH U COITMOJIOTHH Tpyada

OCHOBBI ’KOHOMUKH, OpraHU3aluy TPy/la U YIIPaBJICHUS [IEPCOHATIOM

TpynoBoe 3aKOHOATEILCTBO W HMHBIE AaKThl, COJEp)KAIIUe€ HOPMBI
TPYZOBOTO IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEJIbCTBA W HOPMATUBHBIE IPaBOBbBIE
aktel Poccuiickoii denepanuy, B 4aCTU BEACHUS JOKYMEHTALUU 110
IIEpCOHAILY

OCHOBBI HAJIOT'OBOTO 3aKOHOAaTeNbCcTBa Poccuiickoit deaepannn

3akoHonaarenbcTBO Poccuiickoit denepaiiv 0 epcoOHANbHBIX TaHHBIX

JlokanpHBIE ~ aKThl ~ OpPTaHU3ALMUH,  PEryJUpyIOIIHe  MOPSAIO0K
o0ecrneyeHus epcoHaIoM

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

bazoBele OCHOBBI MH(OPMATHKH, MOCTPOCHUS HH(OPMAIIMOHHBIX
CUCTEM U OCOOEHHOCTH pabOThI C HUMU

JHpyrue xapakTepucTuKu

3.2.3. Tpynosast pyHkuus

AJIMHUHUCTPUPOBaHUE MIPOIIECCOB 51 VpoBeHs
HanmeHoBanne | IOKYMEHTOOOOPOTA obecrieyennsi| Kon B/03.6 | (momypoBens) 6

IIpoucxoxnenne OBOM 3auMCTBOBAHO U3
p A THyA Opurunan X
GbyHKIHUN OpUrHHaa
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Kon Perucrpanuonnstit
OpHTrHHaNIA HOMeEp
npodeccHoHaNbEHOTO
cTaHziapra

TpynoBble neicTBUA

Ananuz MpoueccoB ,Z[OKYMGHTOO60pOTa, JIOKAJIbHBIX JTOKYMCHTOB IIO
BOIIpoCaM obecneueHUs nepcoHaaioMm

Benenne wHdopmanmuu 0 BaKaHTHBIX JOJDKHOCTSIX (Tpodeccusix,
CHEIHUAIbHOCTSIX) ¥ KaHAuaTax

JIOKyMEHTAIIMOHHOE COTIPOBOXKIICHHE KAHIUIATOB HA dTAlax IOUCKa,
NpHUBJICYCHHS, Toa00pa W OTOOpa TepcoHalla Ha BaKaHTHBIC
JNOJDKHOCTH  (mpodeccun,  CIIENMATBHOCTH),  HMH(POPMUPOBAHUE
KaHIMJIATOB O pe3yibTaTax oToopa

IToaroroBka 3ampocoB O KaHAWJATaX B FOCYJApPCTBEHHBIE OPIaHbI, B
cilydasix, MPEIyCMOTPEHHBIX JCHCTBYIOIIMM 3aKOHOJATEIILCTBOM, MU
00paboTKa MPeI0CTaBICHHBIX CBEICHUM

[ToaroroBka m 00paboOTKa yBEIOMIICHHH B TOCYAapCTBEHHBIE OPTaHBI,
npoeCCUOHATILHBIE COKO3bI M JIPYTHE MPEICTABUTEIBHBIC OPraHbl
NepcoHaNa 1Mo BOMPOCAaM MOWCKA, NMPUBJICUEHHs, 1M0oa0opa u 0TOOpa
nepcoHasia

ConpoBox/eHue JOroBOpOB IO  OOECIEYEHUI0  OpraHu3aluu
IIEPCOHAJIOM, BKJIKOYas IPEABAPUTEIbHBIE IPOLEAYpHl IO HX
3aKJII0YEHUIO

HeoOxonumelie ymeHust

ObecneunBaTh ~ JTOKYMEHTALIMOHHOE  COINPOBOXKIEHHE  BBIXOZA
KaHJWJ1aTa Ha paboTy U NEpPEMEILEHUs IIepCoHalIa

OdopMnsaTe JOKYMEHTHI MO BOmpocaM oOOEeCIedYeHHsl pecypcaMu
nepcoHana, HeoOXOaUMbIe Ui MPEIOCTABICHUS B IOCYJapCTBEHHbBIE
oprasbl, MpodecCHOHaIbHbIE COIO3bI M JIPYTHe MpeAcTaBUTEIbHBIC
OpraHbl paOOTHUKOB

OpFaHI/I3OBI)IBaTI> XPaHCHUC JOKYMCHTOB B COOTBECTCTBHUH C
TpeGOBaHI/IHMI/I TPYAOBOT O, ApXUBHOI'O 3aKOHOJAATCIILCTBA Poccuiickoit
CDeI[epauI/H/I 1 JIOKAJIBHBIMU aKTaMU OpraHu3aluunu

AHanu3upoBaTh JOKYMEHTHI M TEPEHOCUTh HH(pOpMalnuio B
MH(OPMAaLMOHHbIE CUCTEMBI U 0a3bl JTaHHBIX O KaHUAaTax

PabGorats ¢ I/IH(I)OpMaI_II/IOHHBIMI/I cUCTeMaMu M 0Oa3aMu JaHHBIX II0
BOIIpocaM obOecreyeHus IEpCoOHAIOM, BCACHHUIO IIOMCKa MW Y4C€Ta
KaHIUAaTOB Ha BAKAHTHBIC JOJDKHOCTH (HpO(bCCCI/II/I, CHCI_II/IaJ'ILHOCTI/I)

[Ipou3BoauTh  TpeABapUTENIbHBIE  3aKyNOYHbIE  MOPOLUEAYpPbl U
OQOpMIISITH  COMYTCTBYIOIIYIO JOKYMEHTAIMIO0 10 3aKJIIOYEHHUIO
JIOTOBOPOB

OpraHu3oBbIBaTb M NPOBOJUTH  KOHKYPCHI, OGOpMIATH U
AHAIU3UPOBATH KOHKYPCHYIO IOKYMEHTALIUIO
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YMeHune HCNOJIB30BATH ABTOMATH3HPOBAHHbIE CHCTEMbI
ylpaBJ/ieHHs NePCOHATIOM

Bectu nenoByto nepenucky

Co0:mr01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHS

Heo0Oxoaumbie 3HAHUS

[Topsimok  odopmileHUs, BEICHUS W XPAHCHUS JOKYMCHTAIUH,
CBS3aHHOW C TIOMCKOM, IMPUBJICUCHUEM, MOAOOPOM H OTOOpPOM
nepcoHala Ha BAKAHTHBIC JOJKHOCTH

[Topsimox dopmupoBanusi, BeaeHHss OaHKa JaHHBIX O IIEpCOHANE
OpraHHU3aLUH U PEIOCTABICHUS OTYCTHOCTH

OCHOBEI I[OKYMGHTOO60pOTa U JOKYMCHTAIIHOHHOI'O obecnieueHus

TexHomornu, MeTOABI M METOAMKM IIPOBEICHUA aHaau3a |
CHCTEMaTH3alMH JOKYMEHTOB U HHPOPMALIUU

[Topsimox mpoBeneHHS KOHKYpCOB M O(OpMIICHHS KOHKYPCHOMW
JOKyMEHTaluu

[Topsimox mpoBedeHUS 3aKYyMOUYHBIX Mporenyp u ohopMIeHHUS
COINYTCTBYIOIIEH JOKYMEHTALUU

CtpykTypa oOpraHM3alid W BaKaHTHBIC JOJDKHOCTH (mpodeccuu,
CIICIIUATILHOCTH )

TpynoBoe 3aKOHOATEILCTBO W HMHBIC AaKThl, COJEp)KAIIUE€ HOPMBI
TPYZOBOTO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA W HOPMAaTUBHBIE IPaBOBBIE
aktel Poccuiickoii denepanuy, B 4acTH BEACHUS JOKYMEHTALUU 110
[IEPCOHAITY

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbCcTBA Poccuiickoit deaepannn

3akoHonaarenbcTBO Poccuiickoil denepaiiv 0 epcOHANBbHBIX TaHHBIX

JlokanpHBIE aKTBl OPraHU3aIMH, PErYIUPYIOLIHE MOPSIOK IMoadopa
HiepcoHasa

[Topsiok 3aKiI0UEHUS I0rOBOPOB (KOHTPAKTOB)

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

bazoBele OCHOBBI MH(OPMATHKH, TMOCTPOCHUS HWH(POPMAIMOHHBIX
CUCTEM U OCOOEHHOCTH pabOThI C HUMU

Jpyrue xapakTepucTuKu

3.3. O0o01menHas TpyaoBasi QyHKuus

HaumenoBanue

JlesTeTbHOCTD TI0 OI[CHKE M aTTeCTALUH
nepcoHaja

C YpoBeHb 6

Ko
A KBaTA(DUKAITIH




[Ipoucxoxaenne 0600MEHHOM’
TPYAOBOH (QYHKINN
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X 3arMCTBOBAHO U3

Opurnusan
OpHUTHHaJIa
Kon PeructpanuoHHslil
OpuruHana HOMEp
npodeccHoHaNbEHOTO
CTaHIapTa

Bo3moxuble
HaMMEHOBaHHUS
JOJDKHOCTEH, Tpodeccuit

Crnennanuct 1o OLEHKE U aTTeCTaluy IepcoHaa
Cnenuanuct 1o nepcoHany
MeHnemxkep 1o nepcoHany

TpebGoBanus
00pa3oBaHHIO U
00y4YeHUIO

Beicuiee oOpa3oBaHue MO HampaBICHUIO TOATOTOBKM '"YTpaBJieHHE
nepcoHasioM" 00

BhICIIIEE OOpa3oBaHME W  JIOTOJHUTENbHOE MpodeccuoHaIbHOe
o0Opa3oBaHue — IMpOrpaMMbl MPO(ECCHOHANBHON MEpernoAroTOBKH B
o0acTu ynpasJieHHUs IEPCOHAJIA WJIN OLIEHKH I1epCoHala.

TpeboBanus K OnBITY
IpPaKTHYECKOH paboThI

Oco06ble ycroBus
JoryckKa K pabote

Jpyrue xapakTepucTUKu

IIporpaMmbl NoBbIIEHUS KBAJTU(PUKAIIUM (TONOJTHUTETIBHOE
npogdeccuoHaIbHOE 00pa3oBaHue).

JIOOTHUTENBHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHTa Kon HaumenoBanue 6a30Boii rpymiibl, J0HKHOCTH

(mpodeccun) miM crenuaTbHOCTH

OK3! 2423 |Crnenmanuctbl B 00JacTH 1MOAOOpa W HCIIOIB30BAHHS
nepcoHasa

EKC’® - MeHexep 1o nepcoHairy

OKCO° 5.38.03.03 | YmpaBneHue nepcoHaioM

5.38.04.03 | YipaBneHue nepcoHaioM

5.38.03.02 | MenemxMeHT

5.38.04.02 | MenemxMeHT

3.3.1. Tpynosast pyHkuus

HaunmeHnoBanue

Opranusainds W TPOBEIECHUE OLEHKH YposeHb
nepcoHalia Kox | C/01.6 |(momyposens)

KBaTU(QUKAIAN




IIpoucxoxaeHue Tpya0Boi
GbyHKIUN
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3arMCTBOBAHO U3

Opurunan X
OpHTI'HHaJIa
Kong PeructpanuonHslit
OpHTHHAJIA HOMEp
po(heCCHOHATHHOTO
cTaHziapra

TpynoBble neicTBUA

AHanM3 CTPYKTYpBI, TUIAHOB M BAaKaHTHBIX JOJDKHOCTEH (Tpodeccuii,
CHeNHaTbHOCTEN) OpraHU3aIlK, OCOOCHHOCTEH OpraHu3alui paboThI
Ha pPa3IMYHBIX y4YacTKaX IPOM3BOACTBA M KOHKPETHBIX paboumx
MecTax

Pa3paboTka mjaHa OIEHKHM MEpcoHalla B COOTBETCTBUU C ILEISAMU
OopraHu3alu

OneHka JWHAMUKA  TPOU3BOJUTEILHOCTH, HWHTCHCUBHOCTH U
3¢ (HeKTUBHOCTH Tpyia Ha paboyux MecTax

OmnpeneneHne pecypcoB, BBIOOP CPEIACTB U METOAOB IPOBEICHUS
OLICHKH IIepCcoHaa

HpOBeILGHI/IC OLCHKM TIE€pCoOHala B COOTBCTCTBHMM C IIJIAHAMHA
OpraHu3anin

COHpOBO)KI[eHI/Ie JOroBOpoOB C OpraHu3alvsMM - HCIIOJIHHUTCIISIMHA
MGpOHpI/IﬂTI/Iﬁ [0 OLCHKE ICpPCOHAIa, BKIIOYAad NPCABAPHUTCIBHBIC
npoucaypsl o X 3aKJIHOYCHUIO

KoHcynpTHpOBaHHME TEpCcOHANTa IO BONPOCAM OLECHKH, BKIIOYas
OLICHKY 3aTpar

AHanu3 pe3yabTaToB OLEHKU MEPCOHANa, MOJATOTOBKA PEKOMEHAalui
PYKOBOJCTBY U IIEPCOHAITY

[TogroroBka mpenyoxkeHuit 1o (opMUpOBaHHIO OOJKETa IO
OpraHu3aluyu U IIPOBEACHUIO OLIEHKH IIepcoHana

Heo6xoanMele ymeHUs

OHpeI[eJ'ISITL napaMeTpbl U KPUTCPHUU OLICHKHU IICPCOHAJIA

Brigensate (OHpeI[e.]'IHTL) TPpYIIIbI IEPCOHATIA AJId ITPOBCACHHU OLICHKU

Omnpenensatb  MHTEHCUBHOCTb  Tpyda W 30Hbl  TIOBBIIICHUS
3¢ peKTUBHOCTH TIEpCOHAa

Omnpenensth MOTHUBAalIMOHHBIE  (DAKTOPBHI  MPOBEJACHUS  OIICHKHU
repcoHasa

CocTaBiATh M KOHTPOJMPOBATH CTAaTbU pAcXOJIOB Ha OILIEHKY
nepcoHasa JJis IIaHUPOBaHUSI OI0JKETOB

OO0ecneunBaTh OpraHnu3aliuOHHOC COIIPOBOXKIACHUC OLICHKU IIEpCOHATIa

ObecneunBaTh COXPAHHOCTh KOH(HJIEHIMAIbHON HMH(pOpManMu mpu
MIPOBEJICHUH OLIEHKU IIepCcoHasa
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Opranu3oBbIBaTh ~ XpaHEHHWE JOKYMEHTOB B  COOTBETCTBHM C
TpeOOBaHUSAMH TPYJOBOT0, ApXMBHOTO 3aKOHOAATENbCTBA Poccuiickoi
denepanyy U JOKAIBHBIMA HOPMAaTUBHBIMY aKTAMH OpraHU3aluu

Cobupats, aHaIM3UPOBATh M CTPYKTYpUPOBATH HHQPOPMAIHIO O
MIPEAJIOKEHUSX TI0 OI[EHKE IePCOHAIa Ha PhIHKE Tpya

[Ipou3BoauTh  NpeABapUTENbHBIE  3aKYINOUYHBIE  IPOLEAYpPHl U
OopOpMIISITH  COMYTCTBYIOIIYIO JOKYMEHTAIMIO 1O  3aKIIOYCHHUIO
JIOTOBOPOB

OHpCI[eJ'IfITB YCIOBUA MJIA 3aKIOYUCHUA OJOrOBOPOB Ha YCIYIH IIO
MMPOBCACHUIO OLICHKH II€pCOHAJIa

Cucrematu3upoBaTh, 000011aTh U aHATM3UPOBATH PE3YIIBTATHI OLIEHKU
nepcoHaja

ObecneunBaTh OOpaTHYIO CBSI3b II0 pe3yJibTaTaM MPOBEAECHHON
OLIEHKH C I1IEPCOHAIIOM U PYKOBOJCTBOM

ITons30BaThCs ITOMCKOBBIMHU CHUCTEMaMU, HH(bOpMaHHOHHLIMH
pecypcamMu 1 6azamu JaHHBIX I10 ITPOBCACHUIO OLICHKH! IICPCOHAJIa

Pa3pabarbiBaTh peKOMEHAALMU 1O PA3BUTHUIO NEPCOHAlla Ha OCHOBE
MPOBEJICHHON OLICHKH

Ymenue HCMO0Jb30BATH ABTOMATU3UPOBAHHbIE CHCTEMBI
ylpaBJ/ieHHs ePCOHATIOM

Co0:1r01aTh HOPMBI ATHKH JICJIOBOT'O OOIICHHS

HeoOxoaumeble 3HaHASA

TexHOMOTMM W METONBI OMpeAeNieHus] MPOPECCHOHANBHBIX 3HAHUU,
YMEHHUI U KOMIIETEHLINI

TexHomornu W METOABI  OLICHKM  JIMYHOCTHBIX  KayecTB U
XapaKTEPUCTUK

Cucrembl, MeTobl U (OpPMBI MaTEPUATBLHOTO W HEMAaTEpUAIBHOIO
CTUMYJIMPOBAHUS TPyJAa IIEpCOHaNa

TexHomorum U METOIbI (bOpMPIpOBaHI/IH H KOHTPOJIA 6I-O,Z[)K€TOB

TexHomornu, MeTOABI M METOAMKM IIPOBEICHUA aHaau3a |
CUCTEMAaTH3alNK TOKYMEHTOB U MHQOpMAaIUH

OCHOBBI OOmIE W COIMAIBHOM TIICUXOJIOTHMH, COIIMOJIOTHH U
MICUXOJIOTHH TPyAa

OCHOBEI HpOHSBO}ICTBeHHOI\/’I ACATCIIBHOCTH OpraHu3alunu

[Topsimox mpoBeneHUs 3aKyMOYHBIX Mpoleayp U odopmieHus
COIyTCTBYIOILEH TOKYMEHTALUH

CrpykTypa OpraHu3allid W BaKaHTHBIE JIOJDKHOCTH (mpodeccuu,
CHEINAIIbHOCTH)
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TpymoBoe 3aKOHOIATEILCTBO W HMHBIC AaKThI, COJEp)KAIIUE HOPMBI
TPYZIOBOTO IpaBa

OCHOBBI apXMBHOT'O 3aKOHOJATEJIbCTBA M HOPMATHUBHBIE IPABOBHIC
akTel Poccuiickoii denepaiuu, B 4aCTU BEACHUSA JOKYMEHTAIMHU 10
MepCcCoHay

3akoHozaarenscTBO Poccuiickoit deneparinu o nepcoHalIbHBIX JaHHBIX

JlokanbHBIE HOPMATUBHBIC AaKTbl OpraHu3alid, pPEryiaiupyroumue
MOPAJOK OLICHKHU IICPCOHAJIA

ITopsiioK 3aKIIOUEHUS I0TOBOPOB (KOHTPAKTOB)

HopMbI 3TukKH 1e10BOTO 00IIIEeHUS

bazoBeie  OCHOBBI ~ MH()OPMATHKH, CTPYKTYPHOE  TIOCTPOCHHUE
MH(OPMALIMOHHBIX CUCTEM H OCOOEHHOCTH PaOOTHI C HUMU

Jlpyrue xapakTepucTUKU

3.3.2. TpynoBas pyHkuus

OpraHI/ISaI_[I/I}I U IIPOBCACHUC aTTCCTAallH VPOBeHb
HanmenoBanne | epcoHana Koxn C/02.6 | (moayposens) 6
KBaTH(QUKAIAN

[Ipoucxoxaenue TpyaoBon
¢GbyHKIHN

X 3anMCTBOBAHO U3

Opurunain
OpHTHHaJIA
Kon PerucrparnonHsIit
OpHTrHHaNa HOMeEp
npodeccrnoHaILHOTO
cTaHziapra

Tpynossie nencTBUs

AHanmu3 CTpYKTYpbI, IIJIAHOB M BaKaHTHBIX JOJDKHOCTEH (mpodeccui,
CHEIMaIbHOCTEH) OpraHu3aluy, 0COOEHHOCTEN OopraHu3alui padoThI
Ha pa3lMYHBIX YYacTKax MPOU3BOJCTBA M KOHKPETHBIX pabodnx
MecTax

Pa3paboTka mNpOEKTOB JAOKYMEHTOB, OMNPEACTSIOMMUX  TOPSIOK
aTTeCTallMy NIEPCOHAJIa, C OLIEHKOM 3aTpar

COHpOBO)KI[CHI/Ie nmponecca arrecrtauuun u pa6OTBI aTTeCTallMOHHOM
KOMHCCHH

[TogroroBka mpemioxkeHuid 10 GOPMHUPOBAHUIO OIOPKETa Ha
OpPraHU3alMIO U IPOBEICHUE aTTECTALIMU NIEpCOHaNa

[ToaroToBka MpEUIOKEHU O COOTBETCTBHH PAaOOTHHKA JOKHOCTH
(mpodeccun, cnenuaIbHOCTH) TIO pE3yibTaTaM aTTeCTallud B
COOTBETCTBUU € 3aKOHOJATeNbCTBOM Poccuiickon denepaunu

Heo6xoanumelie ymeHUst

OHpe,I[CJ'I}ITB napaMeTpbl U KPUTCPHUU aTTECCTAllUU IICPCOHAJIA
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OHpG,Z[CJ'ISITB " IPpUMCHSATH CPCACTBA U MCTOABI aTTECTAlUN

BBII[GJ'IHTB Tpy1Iibl II€pCOHAJIA JJIA IMIPOBCACHUA aTTCCTAllU

OOecrieunBaTh JJOKYMEHTALMOHHOE CONPOBOXKJICHHE AaTTECTallUu
nepcoHaa

CocTaBlaTh U KOHTPOJHUPOBATh CTAaTbW PACXOJOB Ha aTTCCTAIlUIO
nepcoHalia 4Jid mIaHuPOBaHUA 6IOﬂ)KeTOB

[Tonp30BaTbcs MHPOPMALIMOHHBIMU pecypcamMu U 06a3aMu JaHHBIX 110
MIPOBEACHUIO aTTECTallUU

Bectu yuer u perucrpanuio JOKYMEHTOB B HH(OPMAaLMOHHBIX
CHUCTEMax M Ha MaTepUATIbHBIX HOCUTEISAX

Opranu3oBbIBaThb XpaHEHHWE JOKYMEHTOB B COOTBETCTBHM C
TpeOOBaHUSAMU TPYAOBOTO, apXUBHOT'O 3aKOHOZATEIbCTBA
Poccniickoit ®denepanuu U JIOKAIBHBIMUA JOKYMEHTAMU OpraHU3aluu

[Ipon3BoauTe mpeaBApUTEIbHBIE  3aKYINOYHBIE  IPOLEAYPHl H
O0(OpMIIATH  COMYTCTBYIOIIYIO JIOKYMEHTALMIO 10 3aKIIOUYCHHIO
JOTOBOPOB

YMeHne  HMCHOJb30BAaTh  ABTOMATH3HPOBAHHbIE  CHCTEMBI
ylpaBJieHHsl IePCOHATIOM

Co0ro1aTh HOPMBI ATHKHU JIEJIOBOTO OOIIEHHS

Heo0xoaumMble 3HAHUS

HOpSII[OK N TCXHOJIOTUA NPOBCACHUA aTTCCTaAlluN

TexHOMOTUH M METOABI ONPEICICHUS U OLICHKU MPOodhecCuOHaAThHBIX
3HAaHUW, YMEHUN U KOMIIETEHLIUI

Cuctembl, MeTopl U (OPMBI MaTEpUATbHOIO U HEMAaTEPUATBbHOTO
CTUMYJIMPOBAHUs TPYJla IIEpCOHAIIA

Texnonoruu u MeToasl HOPMUPOBAHMS U KOHTPOJISI OI0/IKETOB

TCXHOJ'[OFI/II/I, MCTOABI W MCETOJAUKHW TIPOBCACHUA aHAIW3a U
CUCTCMATHU3allu JOKYMCHTOB U I/IH(l)OpMaLII/II/I

OcCHOBEI HpOI/I3BO,Z[CTBCHHOI>'I ACATCIIBHOCTU OpraHru3alnunu

OcHOBBI OOIIEH W COIHMAJILHOM IICHXOJIOTHM, COIIHOJIOTHMH U
TICUXOJIOTUH TPy/a

[Mopsimox mpoBeAeHHUs] 3aKyMOYHBIX MpOLEAYp H  OPOPMIICHHUS
CONYTCTBYIOWIEH JOKYMEHTAIUU

CtpykTypa OpraHu3alid M BaKaHTHBIE JOHKHOCTH (mpodeccuu,
CHEIHATBLHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M HHBIE aKThHI, COAEPIKALIUE HOPMBI
TPYAOBOIO IIpaBa
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OCHOBBI apXHMBHOI'O 3aKOHOJATEIIBCTBA M HOPMATHBHBIE IPAaBOBBIC
akTel Poccuiickonn @denepanuy, B 4aCTH BEACHUS JOKYMEHTALMU I10
IIEPCOHAILY

3akoHogarenbcTBO  Poccuiickoit  ®expepaiui 0 MEPCOHAIBHBIX
TAHHBIX

JlokanbHble HOPMATUBHBIE AaKThl OpraHU3AlMM, PEryIupYOIIHe
MOPAAOK OLICHKU II€pCOHaa

[Topsaok 3aKiIF0YeHHS TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3TuKM 1e10BOro oluieHus

bazoBble  OCHOBBI ~ WMH(OPMATUKH, CTPYKTYPHOE  IOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTU PabOThl C HUMU

Jlpyrue xapakTepucTUKU

3.3.3. TpynoBas ¢pyHkuus

AJIMUHHCTPUPOBAHUE MPOLECCOB 171 YpoBeHb
HaumeroBanme | JOKyMeHToOoOOpoTa mpu  mnposenenun | Kox | C/03.6 |(momyposes) 6
OLIEHKH M aTTECTal[{H TIepCcoHala KBayuKaIu

[Ipoucxoxaenue TpyaoBoi
GbyHKIUN

X 3anMCTBOBAHO U3

Opurunain
OpUTHHAJA
Kong PeructpanuonHslit
OpHUTHHAJIA HOMEp
po¢eCCHOHATHHOTO
CTaHIapTa

Tpynoseie nencTBUs

AHanmu3 npoueccoB JOKyMEHTOO0OpOTa, JIOKAIBHBIX JOKYMEHTOB IO
OLICHKE U aTTECTALIMU [IEPCOHAJIA

OpFaHI/I3aI_II/IOHHOC COIIPOBOXKACHHUC MepOHpI/IHTI/Iﬁ IO  OIICHKEC
InepcoHalia U €ro arreCranuu

Odopmienne nporiecca U pe3yJbTaToB aTTECTAlUN ITEpCOHAIA

NudopmupoBaHue rnepcoHana o pe3ynbTrarax OLUEeHKH U aTTeCTalluu

[ToaroroBka NnpenoKEHUN MO Pa3BUTHUIO IEPCOHAIIA 10 PE3yJIbTaTaM
OIICHKU

COHpOBO)K}IeHI/Ie JOrOBOPOB 110 OKa3aHWIO KOHCYJIbTAOWMOHHBIX U
HH(bOpMaHHOHHBIX YCIYT 1O OLCHKE U aTTCCTAalluU IEpCOHAJIa

Heo6xoaumelie ymeHUst

OO0ecrieunBaTh JOKYMCHTAIUOHHOC COIMPOBOXIACHUC OLCHKU U
arTeécTalu nepCcoHaia

OdopmisiTh JTOKYMEHTBI TIO BOMpPOCAaM OIEHKHM U aTTecTalluu
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MepcoHana, IMPeNoCTaBIsieMble B  TOCYIAAPCTBCHHBIC  OpTaHBbI,
npodeccruoHabHBIE COI03Bl U JAPYTUe€ MPEICTABUTEILHBIC OPraHbI
pabOTHHUKOB

AHanu3upoBaTh MpaBWia, MPOLEAYPbl M TOPSAKUA TPOBEIACHHUS
OLIEHKH U aTTECTALUU [IEpCOHAIA

Bectn yueTr u perucTpanuio JOKyMEHTOB B HH(OPMALMOHHBIX
CUCTEMaxX Y Ha MAaTEPUAIbHBIX HOCUTENIAX

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHUU C
TpeOOBaHUSIMU TPYZOBOTO 3aKOHOJATENIbCTBA Poccuiickoii
denepanvu v JTOKATLHBIMU aKTaMU OpPraHU3aluu

Bectu nenoByro nepenucky

Paborars ¢ mHDOpPMANMOHHBIMH CHUCTEeMaMH W 0a3aMH JAHHBIX I10
BOIIPOCaM ITPOBEJCHUS OIICHKH W aTTECTAIIMM IEePCOHAja, BEICHHIO
ydeTa KaHIUJAaTOB Ha BaKaHTHBIC JOJDKHOCTH  (mpodeccuw,
CIEIUATILHOCTH )

AHanu3upoBaTh JOKYMEHTHl M MEPeHOCUTh HH(OpMAIMIO B
MH(OPMAIIMOHHBIC CUCTEMBI M 0a3bl JAHHBIX

YMeHne  HMCHOJb30BaTh  ABTOMATH3HPOBAHHBbIE  CHCTEMBI
ylpaBJ/ieHHsl IePCOHATIOM

Co0mroaTh HOPMBI ATHKHU JEIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

HOpr,Z[OK O(l)OpMJ'IeHI/ISI, BCACHUA MW XpPAaHCHUA JOKYMCHTALIUH,
CBSI3aHHOM C IMPOBCACHHUEM OLCHKHU U aTTECTAllUU ITEPpCOHAIIA

HOpﬂ,Z[OK q)OpMI/IpOBaHI/I}I, BCACHUA OaHka JaHHBIX O TIIEpCOHAJIC
opranu3anv U Mpea0CTaBJICHUA OTYECTHOCTU

[lopsiok mpoBeAeHMs] 3aKyMOYHBIX MpOLENYp U OQOpMIIEHHUS
COIYTCTBYIOILEH JOKYMEHTALUU

[Mopsmox  odopmieHHs  TOKYMEHTOB,  MPEIOCTaBISEMBIX B
roCyJapCTBEHHBIE OpraHbl, MPO(ecCHOHATBHBIE COIO3BI W JpPYTUe
MIpe/ICTaBUTEIbHBIE OPTaHbl pAOOTHUKOB

OcCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAlIlMOHHOT' O obecrnieueHUs

CTpykTypa oOpraHu3allid M BaKaHTHBIE JOJKHOCTH (mpodeccud,
CIIEIUATEHOCTH)

TpynoBoe 3aKOHOJATENLCTBO M HWHBIE aKThI, COJAEp)KALUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEJIbCTBA M HOPMATHBHBIE IPaBOBbHIC
akTel Poccuiickoit denepanuu, B 4aCTU BEACHUS JOKYMEHTALMU I10
MepcoHay

3akoHonarenbcTBO Poccuiickoit  ®enepanuu 0  HEPCOHAIBHBIX
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MaHHBIX

TexHomornn, MeTOOBI W METOOUKH IIPOBEIACHUS
CHCTEMaTH3aluU JOKYMEHTOB U HHPOPMALIUU

aHallu3a H

JlokasipHblE HOPMATUBHBIE aKThl OPraHU3allU{, PErYIMPYIOLINe
MOPAZIOK OLIEHKH U aTTeCTalliu IepcoHaa

[Topsaok 3aKiIF0YEHHS TOTOBOPOB (KOHTPAKTOB)

HopwMmbl 3THKM 1€710BOT0 0011IeHUS

bazoBeie  OCHOBBI ~ WMH(OPMATHUKH, CTPYKTYpPHOE IOCTPOCHHUE

I/IH(bOpMaHI/IOHHBIX CHCTEM B 0OCOOEHHOCTH pa6OTBI C HUMH

Jpyrue xapakTepuCcTUKU

3.4. O0o01meHHas1 TpyaoBasi pyHKuMs

HanmeHnoBanue

[Ipoucxoxnenne 0600IICHHON
TPYAOBOH (HYHKINU

JesTeabHOCTh M0 Pa3BUTHIO MIEPCOHATIA Kox D YpoBeHp 6

KBaTH(QHUKAIAN

3auMCTBOBAHO U3

OpurnHan X
OpHTrHHANA
Kon PerucrparuoHHsIit
OpHTrHHaNa HOMeEp
npodeccrnoHaILHOTO
cTaHziapra

Bo3moxHble
HaMMEHOBaHHUS
JOJDKHOCTEH, podeccuit

Crienuanuct 1o pa3BUTHIO U 00YYEHHUIO MepcoHaa
Crernuanmct 1o pa3BUTHIO Kaphephl IepcoHalIa
Cnenuanuct 1o nepcoHany

Menemxep 1o nepcoHany

TpeboBanus k
00pa3oBaHUIO U
00y4eHUI0

Beiciiee oOpa3oBaHue MO HampaBIEHUIO HOATOTOBKU '"YIIpaBiieHHE
nepcoHanom" a11udo

BbIclIee OOpa3oBaHME W  JIONOJIHUTENbHOE MpodeccuoHaNbHOe
o0Opa3oBaHue — MPOrpaMMbl MPO(ECCHOHATBHON MEPErnoArOTOBKH B
o0JacTH ympaBieHHs MEpCOHAla WM pa3BUTHS WM OOy4YeHHUs
nepcoHaa.

TpeGoBaHMs K ONBITY
MPAKTUYECKON pabOThI

Oco0bble ycrnoBus
JoycKa K pabote

Jpyrue xapakTepucTuKu

IIporpaMmbl NOBbIEHHUS KBATU(PUKALUH (10IIOJTHUTEIBHOE
npogeccnoHaIbHOE 00pa3oBaHue).
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JlomoHUTEIbHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHra Kon HaumenoBanue 6a30Boii rpyIiibl, JOHKHOCTH

(mpodeccun) Uu CHeUaTbHOCTH

EKC?

- Menemxkep 1o nepcoHany

OKCO®

5.38.03.03 | YmpagsieHue nepcoHaiom

5.38.04.03 | Ympasienue nepcoHagoMm

5.38.03.02 | MeHemxkMeHT

5.38.04.02 | MeHemxkMeHT

3.4.1. Tpynosast pyHkuus

OpFaHI/ISaHI/Iﬂ u IIPpOBCACHUC
o YpoBeHb
MEPOIIPUATHUN 110 A3BUTHUIO nu
HaumenoBanue porip p .| Kox D/01.6 |(momyposens) 6
MIOCTPOCHUIO npodeccuoHabHON KBaTH(HKAIIHH
Kapbephl IIepcoHaa
IIpoucxoxaeHne TPyaI0BOH 3auMCTBOBAHO U3
p A pyA Opurusan X
GbyHKIUN OpHUTuHaIa
Kong PeructpanuonHsiit
OpHUTHHaJa HOMEp
po(eCCHOHATHHOTO
CTaHIapTa

Tpynoseie nencTBUs

AHanM3 CTPYKTYpBHI, TUIAHOB U BaKaHCUN OpTraHu3aIluu

AHanu3  ocoOeHHocTell  paboThl  Ha  pa3dMYHBIX  YydacTKax
IPOM3BOJICTBA U KOHKPETHBIX pabounx MecTax

IlogroroBka MPOEKTOB JOKYMEHTOB, OIPEAECIAIOMUX IOPALOK
pa3BUTHS TEpCOHAa M MOCTPOEHUS NPO(EeCCHOHATBLHOW Kaphepbl C
OLICHKOM 3aTpar

Pa3paboTka miaHoB npodecCHOHAIBHOM Kapbhephl epcoHaa

dopMHUpOBaHUE KaAPOBOTO pe3epBa

Opranuzanuss MEpONpUATHA 1O  Pa3BUTUI0 U MOCTPOCHHIO
npoeccHOoHALHOM Kapbephl IepcoHalIa

[TonroroBka rmpemiokeHudt 1o (OpMUpPOBaHMIO OIO/pKETa Ha
OpraHM3alMl0 M MPOBEJEHUE MEPOINPHUSATUI 10 pa3BUTHIO U
MOCTPOCHMIO MPO(ecCHOHATFHON Kapbephl IIepcoHaa

Ananu3 3¢ (GEeKTUBHOCTH MEpONpPUATHI IO pa3BUTHIO IE€pcoHala,
MOJIFTOTOBKA MPEJI0KEHUH M0 Pa3BUTHIO
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Heo6xomumbie ymeHust

AHanu3upoBaTh YPOBEHL OOINETO0 pPa3BUTHUS W TPOQECCHOHATBHON
KBaJTM(HUKAIMY TIepCOHANa

OnpenensaTb KpaTKOCPOUYHBIE U JOJIITOCPOYHBIE TOTPEOHOCTH PA3BUTHUSA
MepCcoHaNIa U IOCTPOEHUS €ro NpodecCUOHaTbLHON Kaphephbl

Onpenenste  Kputepud  (GOPMUPOBAHMUS ~ KaJpPOBOTO  pe3epBa
OopraHu3alu

CocraBnaTh ~ MHOVBHIyaJbHBIC IUIAHBI  KapbepHOTO  Pa3BHTHUS
HiepcoHasa

[IpuMeHATh TEXHOJOTMM M METOABl Ppa3BUTUSL MepcoHala U
MOCTPOCHHUS MPO(ecCHOHABHOM Kapbephl

CocTaBisTh NPEAJIOKEHUS U KOHTPOJIUPOBATH CTaThbH PacxoJ0B Ha
IIPOrpaMMbl U MEPOIIPUATHUS IO PA3BUTHIO NEPCOHATA U IOCTPOCHUIO
npodeccCHoHaNBbHOM Kapbephl AJIs IUTAHUPOBAHUS OIOIKETOB

Onpenensate 3¢ (HEeKTUBHOCTh MEPOIPUSATHI MO Pa3BUTHUIO MEpPCOHANA
U TIOCTPOCHUIO MTPO(eCcCHOHATBHOM Kapbephl

Paborats ¢ WHGOPMAIMOHHBIMU CHUCTEMaMH W 0a3aMu JaHHBIX I10
[epcoHay

YMeHue  HCHOJIB30BAaTh  ABTOMATH3MPOBAHHBIE  CHCTEMBI
yIpaBJieHUs MEPCOHAIOM

Co01r0,1aTh HOPMBI ATUKH JCIIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

Cucrema,  cmocoObl,  METOAbl,  HMHCTPYMEHTbl  IOCTPOEHHUS
npodeccuoHanbHON Kapbepsl

Mertoapl onpeneneHus U OICHKU JIMYHOCTHBIX U MPOPECCHOHATBHBIX
KOMIIETEHIIU U

CucreMbl, MeToabl U (GOPMBI MaTEPUATHLHOTO W HEMATEPUATBHOTO
CTUMYJIMPOBAHUS Tpy/ia epcoHana

TexHonoruu, MeTo sl HOpMUPOBAHUS U KOHTPOJIS OIOJIKETOB

TGXHOJ'IOFI/II/I, METOAblI W  MCTOAUKHU IPOBCACHHA aHalIM3a U
CUCTEMATU3allu JOKYMCHTOB U HH(bOpMaHHH

OcHoBBI TPO(hecCHOHATFHON OPUEHTAIIUU

OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUs

OCHOBEI HpOHSBO}ICTBeHHOI\/’I ACATCIIBHOCTU OpraHrU3allnunu

OCHOBBI OOIIE W COIMAIBHOM TIICUXOJIOTMH, COIIMOJIOTHH U
MICUXOJIOTHH TPyAa

CrpyKkTypa OpraHu3allid W BaKaHTHBIE JIOJDKHOCTH (mpodeccuu,
CHEINAIbHOCTH)
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TpynoBoe 3aKOHOAATENHCTBO M HMHBIE aKThl, COJEpPKAIIME HOPMBI
TPYZIOBOTO IpaBa

3akoHozaarenscTBO Poccuiickoit denepaiiny o NepcoHaIbHBIX JaHHBIX

JlokanpHble HOpPMATUBHBIE aKThl OpraHU3AlMHU, PETYIHPYIOLIUE
MOPSAIOK pa3BUTHUS M IOCTPOCHHS Mpo(ecCHOHANBbHON Kapbepbl
nepcoHalia

[Topsmok 3aKT0YEHHS TI0TOBOPOB (KOHTPAKTOB)

Hopwmpl 3TKH 1€710BOTO OOIIICHUS

ba3zoBble  OCHOBBI ~ MH(OPMATHUKH, CTPYKTYpPHOE  IIOCTPOCHHE
MH(POPMALMOHHBIX CHCTEM U 0COOEHHOCTH pabOThI C HUMH

Jpyrue xapakTepucTuKu

3.4.2. Tpynosasi pyHkuus

HaumeHnoBaHue

Opranuzanus o0ydeHus nepcoHana YpoBeHb

Kox | D/02.6 |(momyposeHs) 6
KBaJTHU(QHUKAIIAN

IIpoucxoxaeHue Tpy0BOI
GbyHKIUN

X 3auMCTBOBAHO U3

Opurusan
OpUTHHAJA
Kong PeructpanuonHslit
OpHUTHHaJa HOMEp
po(eCCHOHATHHOTO
cTaHaapTa

TpynoBble nencTBUs

AHanu3  pblHKAa  00pa3oBaTelbHBIX  yCIYyr H  HOTpeOHOCTEH
OpraHu3anyy B 00y4eHHH IepcoHaia

Pa3pa60TKa IJIaHOB, METOAUYCCKUX MATCpHAIIOB, y‘{e6HHX IIJIAaHOB U
nporpamMmm, IPOCKTOB JIOKAJIBHBIX AKTOB II0 O6yT-I€HI/IIO U Ppa3sBUTUIO
MEepCcoHala, BKIII0O4YasaA OOCHKY 3aTpar

Opranuzanys MeponpusATHHA 0 00yUEHHIO MTepCoHaa

[TonroroBka mpemioxkeHudt 1o (opMUpOBaHMIO OO/pKETa Ha
OpraHu3anuio o0yuyeHus nepcoHaia

AHanu3 3¢ ¢GeKTUBHOCTH MEPOIIPUATHI 110 00y4EeHHUIO IEpcoHalIa

HeoOxonumele ymeHust

AHaIu3upoBaTh U ONPENENATh MOTPEOHOCTH B OOYYEHHM TpYIII
[IEPCOHAJIA B COOTBETCTBUU C LEISIMU OpraHU3aLUN

Pa3paOaTbiBaTh MiIaHbl MOATOTOBKH, MEPETNOATOTOBKH M TOBBIIICHUS
KBaJIM(UKAIIMK [TepCOHaa, yueOHbIE TUIaHbl U TPOTrPAMMBI

AHaJ'II/ISI/IpOBaTL PBIHOK 06pa3OBaTCJ'IBHBIX yCciayr #Hu TOTOBUTH
NPpCAJIOKCHUS 11O IOCTAaBIIUKaM YCIIYT
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OpranuzoBbIBaTh 00yYaroxe MeporpusITHs

CocTaBisiTb U KOHTPOJMPOBATH CTaTbU pPAacxXxoJ0B Ha OOydeHHe
nepcoHana JJisl TNIAHUPOBAHUS OFOJIKETOB

Pa3pabaTbIBaTh U KOMIUICKTOBATh Y4€OHO-METOAMYECKHE JOKYMEHTBI

[TpousBoauTh oLleHKY 3 PEeKTUBHOCTH 00YUEHHUS ITepCOHaNa

[IpousBoauTh  mpeABapuUTENbHBIE  3aKyNOYHBIE  MPOLEAYpPHl U
oopmiieHHE COMYTCTBYIOIIEH JOKYMEHTAllMHd TI0 3aKJIIOYCHHIO
JIOTOBOPOB

PaGoTtate ¢ MHPOPMALMOHHBIMHA CHUCTEMaMH M 0a3aMH JaHHBIX IO
nepcoHaly

Pa3pabareiBaTh 1 0POPMIIATE JOKYMEHTHI 10 TPOIIECCaM OpraHU3aluN
o0ydeHus NepcoHaa u uX pe3yabTaTam

YMeHue  HCHOJIB30BATH  ABTOMATH3HPOBAHHBIE  CHCTEMBI
yIpaBJieHUs MEPCOHAIOM

Co0u1r01aTh HOPMBI ATUKH JCIIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

Mertoapl, MHCTPYMEHTHI HCCIECIOBaHHS IOTPEOHOCTH B OOy4EeHUH
HiepcoHasa

Metononorus oOyueHus

TGXHOJIOFI/II/I, MCTOAblI W  MCTOAUKHM IIPOBCACHHA aHaJIM3a U
CUCTEMATU3allu JOKYMCHTOB U I/IH(1)OpMaI_II/II/I

HOpHI[OK pa3pa60TI<H IUIaHOB MOATOTOBKH, TMCPCIIOATOTOBKU U
IIOBBIIICHUA KBaJ'II/I(i)I/IKaHI/II/I nepcoHala, yLIe6HI)IX IJIaHOB ¥ IpOoIrpaMm

Cucrembl, MeTobl U (OpPMBI MaTEPUATBLHOTO W HEMAaTEpUAIBHOIO
CTUMYJIMPOBAHUS TPya IEpCOHaIA

TexHomorum U METOIbI (I)OpMI/IpOBaHI/I}I " KOHTPOJIA 6IO)1)KCTOB

ITopsanok BeeHNs yyeTa U OTYETHOCTH O MOATOTOBKE U MOBBILIECHUIO
KBaJIM(DUKALIMK [TepCOHaNa

OCHOBBI ,Z[OI(YMCHTOO60pOTa " JOKYMCHTAIITUOHHOTI'O obecneueHust

OCHOBBI TEXHOJIOTHU IMPOU3BOACTBA U ACATCIILHOCTU OpTraHU3allun

OcHOBBl 00mIed ¥ COLMATBHOW TICHMXOJIOTUH, COIIMOJOTUU U
MICUXOJIOTHH TPyJa

[Topsimox mpoBedeHUs 3aKyMOYHBIX Mpoleayp U  odopmieHus
COIyTCTBYIOILEH TOKYMEHTALUH

CrpykTypa opranuzanuu

TpynoBoe 3aKOHOIATEILCTBO W HMHBIE AaKThl, COJEpKAllhue€ HOPMBI
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TPYAOBOTO TIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA M HOPMATUBHBIE IPaBOBBIC
akTel Poccuiickoii denepanuy, B 4acTU BEACHUS JOKYMEHTALUU 110
IIepCOHAILy

OCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNibcTBa Poccuiickoit deneparuu

OcHOBBI 3aKOHOIaTENBCTBA 00 0OpazoBannu Poccuiickoit denepannu

3akoHoaarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX

JlokasibHpIE HOPMATUBHBIE AKThl OPraHU3AllMU, PETYIUPYIOLIUE
oOydeHue nepcoHasna

[Topsmok 3aKI0YEHUS TI0TOBOPOB (KOHTPAKTOB)

HopMmbl 3THKH 1€7T0BOTO OOIIICHUS

ba3zoBble  OCHOBBI ~ HMH(OPMATHUKH, CTPYKTYPHOE  IIOCTPOCHHUE
MH(POPMALMOHHBIX CHCTEM H 0COOCHHOCTH pabOTHI C HUMH

Jlpyrue xapakTepucTUKU

3.4.3. Tpynosast pyHkuus

Opranuzanys agantaluuy 1 CTaXXKUPOBKU Yposennb
HanmeHnoBanue nepcoHaa Kon D/03.6 (TTomypOBEHB) 6
KBaTH(QUKAIAN

[Ipoucxoxaenue TpyaoBoi
GbyHKIUN

X 3anuMCTBOBAHO U3

Opurunain
OpHUTHHAJA
Kong Peructpanuonssiit
OpHUTHHAJIA HOMEp
poeCCHOHATHHOTO
CTaHIapTa

Tpynoseie nencTBUs

AHaju3 yCHEIIHBIX KOPIOPAaTUBHBIX MPAKTUK IO OpraHu3aluu
aJjanTaluy U CTaXKUPOBKE IIEpPCOHAa

Pa3paboTka MmiaHOB ajanTaliu, CTRKUPOBKU IEPCOHAIA C OICHKOU
3aTpar

Opraau3zanyst MEpONPHUATHH MO aJanTalyy, CTAXXKUPOBKE IIEPCOHAA

[ToaroroBka MNpenyioKEHU MO COBEPIICHCTBOBAHUIO  CUCTEMBI
aJlanTaluy, CTaXKUPOBKHU NIEpcoHaNa

[TogroToBka mpennmoxkeHuii 10 (opmupoBaHuio OromKkera Ha
OPraHMU3aLMIO AJallTalluy U CTAXKUPOBKHU MEPCOHANA

Ananu3 3¢ppeKTUBHOCTH MEPONPUATHI MO aAanTalld U CTaXKUPOBKE
nepcoHasna
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Heo6xomumbie ymeHust

OnpenensTh rpyNIbl IEpcoOHaNa JUIsl CTAXUPOBKU U aaNTaluu

OHpCI[eJ'IﬂTB pa60tme MECTa [JId TPOBCACHUA CTAXKHUPOBKH U
aJjarrTaliuy rnepcoHaia

CortacoBbIBaTh MCPOIIPUATHA ajalTalinuu n CTAXXUPOBKU C
BO3MOJKXHOCTAMHU ITPOU3BOJCTBA

IIpou3BoauTe aHaMM3 W OLEHKY pe3yJbTaTOB aJalnTallui |
CTaXKUPOBOK IEpCOHaa

CocTaBiATh NPENIOKEHUS U KOHTPOJUPOBATH CTATbH PAacXOJOB Ha
IIPOrpaMMbl U MEPOIPUATHSA 110 aJallTallid U CTAXKUPOBKE IIEpCOHAA
JUIS TUTAaHUPOBaHUsL OO1’KETOB

[TpousBoauTh O1IEHKY 3(PHEKTUBHOCTH MEPONPUITUNA MO alanTalli U
CTa)XXKMPOBKE IIEpcoHalIa

BHenpsth cucTeMbl BOBJIEUEHHS IIE€PCOHANa B KOPIIOPATUBHYIO
KYJIBTYpY

Hcnonb3oBate HH)OpPMAIMOHHBIE CHUCTEMBI M 0a3bl JIAaHHBIX II0
HepCcoHaIy

Ymenue HCMO0Jb30BATH aBTOMATH3MPOBAHHbIE  CHCTEMBI
ylpaBJ/ieHHs IePCOHATIOM

Co01r0/1aTh HOPMBI ATUKH JCIIOBOTO OOIICHUS

Heo0xoaumble 3HAHUS

MGTOI[I)I aganTalnyu U CTaXXUPOBOK

TGXHOJ'IOFI/II/I, METOAblI W  MCTOAUKHU IPOBCACHHA aHalIW3a U
CUCTEMATU3allu JOKYMCHTOB U PIH(I)OpMElI.[PIPI

HOpHI[OK p83p8.6OTKI/I IUIaHOB aJallTaliuy TIEpCOHAJIa Ha HOBBIX
pa60q1/1x MECTax, IOAIOTOBKH, TIICPCIIOATOTOBKM MW ITOBBIIICHUA
KBaJ'II/I(l)I/IKaI_[I/II/I NepcoHalia U OpraHru3al CTA)KUPOBOK

[Topsimok cocTaBieHHsT CMET 3aTpaT Ha aJanTali0 U CTaXHPOBKY
HepcoHasa

HOpr}IOK BCACHUA y4€Ta U OTUCTHOCTHU II0 aJallTallii U CTA)KUPOBKE
nepcoHaja

Cucrembl, MeToabl U (GOPMBI MaTEPUATBLHOTO W HEMATEPUATBHOTO
CTUMYJIMPOBaHUS Tpy/a epcoHana

TexHomorum 1 METOIbI (bOpMPIpOBaHI/ISI N KOHTPOJIA 6IOI[)KCTOB

OCHOBBI TEXHOJIOTHU MMPOU3BOACTBA U ACATCIILHOCTU OpTraHHU3allun

OcHOBBl 00mIEd ¥ COLMATBHOW TICHXOJIOTUH, COIIMOJOTHH U
MICUXOJIOTHH TPyJa

CTtpykTypa oOpraHm3aliid W BaKaHTHBIC JOJDKHOCTH (Tpodeccum,
CIEIUAILHOCTH)
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TpymoBoe 3aKOHOIATEILCTBO W HMHBIC AaKThI, COJEp)KAIIUE HOPMBI
TPYZIOBOTO IpaBa

OcHOBBI HAJIOrOBOT0 3aKoHO1aTeNnbeTBa Poccuiickoit denepanun

3akoHozaarenscTBO Poccuiickoit denepaiinu o nepcoHalIbHBIX JaHHBIX

JlokanbHBIE HOPMATUBHBIC aKThl OpPraHM3AlWH, PErYJIUPYIOIIHe
aJIaNTalyIo U CTAXKUPOBKY TMIEPCOHANA

OCHOBBI JOKYMEHTOO00POTa U JJOKYMEHTAI[HOHHOTO 00eCTIeYeHNUs

ITopsi1oK 3aKIIFOUEHUS I0TOBOPOB (KOHTPAKTOB)

HopMbI 3TuKH 1e10BOTO 00IIEeHUS

bazoBeie  OCHOBBI ~ HMH()OPMATHKH, CTPYKTYPHOE  TOCTPOCHHUE
MH(OPMALIMOHHBIX CUCTEM H OCOOEHHOCTH PadOTHI C HUMU

Jlpyrue xapakTepucTUKU

3.4.4. TpynoBas pyHkuus

HaumeHnoBaHue

IIpoucxoxaeHue Tpy0BOH
GbyHKIUN

AI[MI/IHI/ICTpI/II)OBaHI/Ie IIpoueccoB nu
YpoBeHb
JOKYMEHTO000OpOTa IO a3BUTHIO U
M P - P Kon D/04.6 | (moayposens) 6
npodeccuoHaNbHOM Kaphepe, 00y4YeHHIO, KBATH(UKALMH
azalTanuy U CTAXXUPOBKE MEpCOHAIA
Oprrunan X 3auMCTBOBAHO U3
opurMHaa
Kong PerucrpanuonHsiit
OpHUTHHAJIA HOMEp
npodeccruoHaITLHOTO
CTaHIapTa

Tpynossie nencTBUs

AHanu3 TPOLECCOB, NPAaBWJI U MOPSAKOB OpraHu3aluu  IpU
MPOBEJCHUN MEPOIPHUATHM 10 Ppa3BUTHIO U MPOPECCHOHANbHON
Kapbepe, 00yueHHI0, aAanTalll U CTaXUPOBKE NEpPCOHATIA

JlokyMeHTalMoHHOe OQOpMIICHHE pPe3yJIbTaTOB MEPOINpPUIATUH IO
pa3BUTHIO U TPOo(decCHOHANBbHON Kapbepe, 00y4YeHHIO, aJanTalud U
CTa)XKMPOBKE NIEpCOHAIIA

IToaroToBKa MHAMBHUAYAIBHBIX NPEIIOKEHUN Ha OCHOBE PE3YJIbTaTOB
NPOBEICHUS MEPONPUATHI MO pa3BUTHIO U MPO(hecCHOHAIBbHON
Kapbepe, 00yueHH1o, aaNnTalluu U CTAKUPOBKE MepcoHaa

[TongroroBka MNpenyioKEHU 1O  COBEPIICHCTBOBAHUIO  CHCTEM
oOydeHus, afanTallud W CTaXHUPOBKU, PA3BUTHUS U TOCTPOCHUS
poeCCHOHAIBHON Kapbephl MepcoHaIa

COHpOBO)K,HeHI/Ie JOroOBOPOB II0 OKa3aHUWIO KOHCYJIBTAIlMOHHBIX,
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WH(POPMAITMOHHBIX YCIYT, HEOOXOAUMBIX ISl TIPOBEICHUsI OOYy4CHMS,
aganTaimuu )41 CTaXXUPOBOK, Pa3BUTHA u MOCTPOCHUSA
npoeCCHOHATBLHON Kaphephbl MEPCOHANA, BKIIOYAs MPEIBAPUTEIILHBIC
MPOLEAYPHI TIO UX 3aKITFOYCHUIO

Bremonnenue TpeboBaHuil 0 XpaHEHUIO HHPOPMAITUU O PE3yIbTaTax
oOy4yeHHsl, aJanTallid W CTaXHPOBKH, DPAa3BUTHSI W TOCTPOCHUS
npodeCCHOHATBLHON Kapbephl MepcoHala

Heo6xoanMeie ymeHUs

OdopmiATh TOKYMEHTHI 1O BOIpOCaM MpOBeNeHUs OOydYeHHs,
ajanTaluMu = M CTaXXHPOBKH, pasBUTHS U IOCTPOEHHUs
npodeccCHOHaIbHOM  Kapbepbl IE€PCOHANA, IIPENOCTAaBISEMbIE B
rOCyJapCTBEHHbIE OpraHbl, NPO(EeCCHOHAIBHBIE COI3bl U JpYyrue
IPEJICTaBUTEIIbHBIE OPTaHbl PAOOTHUKOB

ObecnieunBaTh  JIOKYMEHTAIMOHHOE  COIMPOBOXJACHHUE OOyueHus,
azlanTanuu u CTaXXUPOBOK, pa3BUTHS u MOCTPOCHUS
npodeccuoHaNbHOM Kapbephl epcoHalIa

AHanu3upoBaTh MpaBuia, NPOUEAYPHl U TOPSAKH IPOBEICHUS
0o0y4eHus, aganTallid W CTAKUPOBKH, PA3BUTUA M TOCTPOCHUS
npodeccuoHaNbHOM Kapbephl epcoHalia

Opranu3oBbIBaTh ~ XpaHEHUE JOKYMEHTOB B  COOTBETCTBUM C
TpeOoBaHUSAMHU  3aKOHojarenbcTBa Poccuiickoit  ®enepanuu
JIOKaJIbHBIMHU aKTaMU OpraHu3aluu

AHanM3upoBaTh JOKYMEHTHI M TEPEeHOCHTh HH(pOpMaluio B
WH(OPMAIMOHHBIC CUCTEMBI M 0a3bI TAHHBIX

Bectu yder u perucTtpanuio JOKYMEHTOB B HMH(QOPMAIMOHHBIX
CHUCTEMax U Ha MAaTEPUAIIHBIX HOCUTEIAX

PaboTtats ¢ MHQOPMALMOHHBIMU CHUCTEMaMH M 0a3aMM JaHHBIX IO
BOIlpocaM OOyd4eHMs], aJanTalud M CTaXHUPOBKH, pa3BUTUS U
HOCTPOEHUs MPO(ecCHOHATLHON Kapbephl MepcoHana, BeIeHUs yuera
KaHJUJAaTOB Ha BaKaHTHbBIE JOJKHOCTH (IIpodeccuu, crennaibHOCTH)

YMmeHue  MCHOIb30BaTh  ABTOMATH3HPOBAHHbIE  CHCTEMbI
yYIpPaBJICHHS MEPCOHATOM

BecTtu nenoByto nepenucky

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUS

HeoOxoaumeble 3HAHUSA

[Topsimok  odopmiieHHs, BeICHHWs] W XPaHEHHUsS] JTOKYMEHTAIWH,
CBSI3aHHOW C CHUCTeMOH o0OyueHHs, aJanTalMd M CTaXKHUPOBKH,
pa3BUTHA U TIOCTPOEHUS PO EeCCHOHATBLHON Kaphephl MepcoHana

[Topsnox dopmupoBaHus, BeleHHs OaHKa JTaHHBIX O IE€pCcOHAIE
OpraHM3alH U NIPEIOCTABIECHNS OTYETHOCTU

HopmatuBHBIE TpaBOBbIE aKThI, PETYJIUPYIOIINE MTPpaBa U 00A3aHHOCTH
rOCYy/IapCTBEHHBIX OPraHOB W OpraHM3alllM IO MPEIOCTABICHUIO
YYETHOM TOKyMEHTALlUU




36

[Topsmox  odopmieHuss  JTOKYMEHTOB,  NIPEIOCTaBISIEMBIX B
rOCYJapCTBEHHBIE OPTaHbl U MHBIE OPraHU3aALUN

OCHOBBI JOKYMEHTOO00POTa U JJOKYMEHTAI[HOHHOTO 00eCTIeYeHNUs

[Topsimoxk mpoBeieHHUs 3aKyIMOYHBIX Mpouexnyp Hu  ohopMIIeHUsS
COILYTCTBYIOIEH JOKYMEHTaluU

CtpykTypa oOpraHu3alid H BaKaHTHBIE JOJKHOCTH (mpodeccun,
CIIEIIUATILHOCTH )

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AaKThI, COAEP)KAIME HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEJILCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoii denepaiuu, B 4aCTU BEACHUSA JOKYMEHTAIMHU 10
MepCcoHay

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNbecTBa Poccuiickoit @enepanuu

3akoHogarenscTBO Poccuiickoit deneparuu o nepcoHanbHbIX JaHHBIX

TGXHOJIOFI/II/I, MCTOAblI W  MCTOJAUKHM IIPOBCACHHA aHaJIM3a U
CUCTEMATU3allu JOKYMCHTOB U I/IH(bOpMaI_[I/II/I

JlokanpHble HOpPMATHUBHBIE aKThl OpraHU3AIMH, PETYIHPYIOIINE
MOPSATOK PAa3BUTHS M TMOCTPOEHUS NPO(ECCHOHATBHOW Kapbephl,
00ydeHus1, afanTalui U CTAXKUPOBKH TIEpcoHasa

[Topsiiok 3aKIIOUEHUS I0rOBOPOB (KOHTPAKTOB)

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

ba3oBble  OCHOBBI  HMH(OPMATUKH, CTPYKTYpHOE  IOCTPOEHHUE
MH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH paboThl ¢ HUMH

Jlpyrue xapakTepuCTHKU

3.5. O0o01menHas TpyaoBasi pyHKuus

HaunmenoBanu |/lesTenbHOCTH MO OpraHU3alvy Tpyaa U K E VpoBeHb 6
o
c OIIIaThI ICPCOHAIA KBaﬂH(bHKaHHH
[Ipoucxoxnenne 0600IICHHON 3aMMCTBOBAHO W3
N OpuruHan X
TPYIOBOH (HYHKIIUH OpUTMHaja
Kon Perucrpanuonnstit
OpHTHHANA HOMeEp
po(eCCHOHATHHOTO
CTaHJapTa

Bo3moxHbIE
HaNMEHOBAHUA

Crenuanuct no HOpMUPOBAHUIO U OIUIaTe TPyAa
Criennanuct 1o OpraHu3allyy U oriate Tpyaa
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TOJDKHOCTEH, mpodeccuii

Crienuanuct 1o KOMIEHCAUsAM U JIbroTaM
Crnennanuct 1o nepcoHaty
MeHnempkep 1o nepcoHamy

TpebGoBanus k
00pa3oBaHHIO U
00yUYeHUIO

Beiciee oOpa3oBaHue MO HANpaBlICHUIO MOATOTOBKH «OJKOHOMHUKA»,
"VYrpasnenue nepconagom" 1m6o

BEICIIEE OOpa3oBaHWE W  JOIMOJHHUTEIBHOE TMPOGECCHOHATHHOE
o0Opa3oBaHue — HporpamMmbl MpodeccHoHaNbHON MepernoaroTOBKU B
00J1acCTH SKOHOMHKH, YIPaBJICHUS MEPCOHAJIA WJIM OpraHU3alMd H
OILIaTHI TPYAA.

TpeboBanus K ONBITY
IPaKTHYECKOI paboThI

Oco0Opble ycroBus
JoryckKa K pabote

Jpyrue xapakTepucTuKu

IIporpaMmbl noBbIIEHUS KBAJTU(PUKAIUM (TONOJTHUTEIBLHOE
npogeccuoHaIbLHOE 00pa3oBaHue).

JIOOTHUTEIBHBIE XaPaKTEPUCTUKH

HaumenoBanue nokymeHnTa Kon HaumeHnoBanue 6a30BOM rpyNIIbL, JOKHOCTH
(mpodeccun) WU CEUATBHOCTH
OK3! 1212 VYnpasaustoniye TpyJ10BbBIMU pecypcamu
4313 Crnyxamnye 1mo y4ery padbo4yero BpeMEeHHU U pacueTy
3apabOTHOI TIaThI
EKC® - NHeHep 1o HOPMUPOBAHUIO TPYAA
- OKOHOMHUCT 10 TPYY
- Menemxkep 1o nepcoHany
OKIIATP* 27755 DKOHOMHCT T10 TPYAY
22956 WHucnekrop nmo kaapam
OKCO® 5.38.03.01 | DxoHOMHKa
5.38.04.03 | DxoHOMUKA
5.38.03.03 | YipaBneHue nepcoHaioM
5.38.04.03 | YipaBneHue nepcoHaioM
5.38.03.02 | MeHemxMeHT
5.38.04.02 | MenemxMeHT

3.5.1. TpynoBasi pyHkuus
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Haumenopanu | OPTaHU3aLKUs TPya HEPCOHAA VposeHb
Kon E/06.1 |(nomyposens) 6
¢ KB HUKAIAN

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

X 3arMMCTBOBAHO U3

Opurnusan
OpHUTHHaJIa
Kon PeructpanuoHHslil
OpuruHaia HOMED
po¢eCCHOHATHHOTO
CTaHJapTa

TpynoBsie nencTBUs

AHanu3 YCHEIIHbIX KOPIOPAaTUBHBIX IPaKTUK II0 OpraHMU3alUU
HOPMHUpPOBAaHMS TpyAa I pa3IM4YHBIX KaTeropuil mepcoHana,
0COOEHHOCTEH MPOU3BO/ICTBA U JIEATEILHOCTH OPraHU3alUU

Pa3zpaboTka cHCTEMBI OpraHM3alMd TPyAa MHEpCOHala M IOpsAKa
HOPMHUPOBaHUS TpyJa Ha pabouMx MecCTax C OLEHKOW 3aTpaT Ha
HEepCOHAT

Buenpenue cucreMbl oOpranu3alii Tpyaa MepcoHana u KOHTPOJIS HaJ
HOPMHUPOBAHHEM C OMNpPEACICHUEM TPYAOEMKOCTH, HOPMATHUBHOM
YHCIIEHHOCTH, TpaUKOB pabOT U YCIOBHH OIUIATHI TPY/la TIEpCcOoHAlIA

BrisiBaenue PE3CPBOB IMOBBIICHUA HNPOU3BOAUTCIIBHOCTH Tpyda H
KaueCTBa HOPMUPOBAHUA Tpydd, IMTOATrOTOBKaA Hpel[JIO)KCHI/If/'I I10
HU3MCHCHHUAM yCHOBI/Iﬁ " OILIAThI TpyZda II€pCOHAIA

IlonroroBka mnpemyio)keHU 1O QopMHpoBaHMIO OO/DKETa Ha
OpraHM3alIo Tpy/la IepcoHana

Onpenenenne 3¢p(HEeKTUBHOCTH pabOThl CUCTEMBI OpraHU3alUu Tpyaa
1 HOPMHUPOBAHUS TPyAa Ha pabodnx MecTax

Heo6xoanMele ymeHUst

BHeILpHTB METOAbI paHHOHaHBHOﬁ OopraHu3aluu Tpyaa

Pa3pa6aTBIBaTB IIJ1aHbI OpraHnu3alluOHHBIX u TCXHUYCCKHUX
MCpOHpI/ISITI/Iﬁ 110 MOBBIMICHUIO TPOU3BOJUTCIIBHOCTU Tpyada

AHanmM3UpOBaTh COCTOSIHUE HOPMHMPOBAHHS TPYJAd, KadeCTBO HOPM,
IIOKa3aTeNen 1o TpyLy

AHnanu3upoBath 3G(HEKTUBHOCTH pabOThl CHUCTEMBI OpraHU3AIMH
TpyJa MepcoHaaa U HOPMUPOBAHUS TPy/Ja Ha pabodrX MecTax

CocTaBnaTh ¥ KOHTPOJIMPOBATH CTAaThU PACXOJ]OB Ha OIUIATy Tpya
repcoHaa Juis IaHUpOBaHUs OI0/IKETOB

PabGortate ¢ uHpOpPMANMOHHBIMU CHUCTEMaMU W 0a3aMu JaHHBIX IO
HOPMHUPOBAHMIO U OIIATE TpyJa NepcoHana

Pa3p a0aThIBaTh W O(l)OpMJ'ISITB JOKYMCHTBI 110  HAaIllPaBJICHUIO
JCATCIIBHOCTH
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YmMmenne HCITO0JIb30BATHh ABTOMATU3UPOBAHHbBIEC CHUCTEMBbI
YiupaBJi€cHUA IIEPCOHATIOM

CobnronaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHUS

Heo0Oxoaumbie 3HAHUS

MeTtopl yuera ¥ aHaIM3a oKa3aTesel 1o Tpyay U oIiaTe Tpyaa

MCTO,I[BI OonpeaAcICHNsA, OLCHKW MW CpaBHCHUA HpOHSBOI{CTBCHHOﬁ
HHTCHCHUBHOCTU U HAIIPSIP)KCHHOCTHU TPpYyAdad

Meroasl HOpMUPOBAHMS TPYAA

MexoTpacneBble U OTpaciIeBble HOPMATUBBI TPYAOBBIX 3aTpaT

CoBpemeHHbIE bopmsl, CHUCTEMBI OILIATHI u ydera
MIPOU3BOJUTENIBHOCTH TPY/1a IIEPCOHAIIA

Cuctembl, MeTopl U (OPMBI MaTEpPUATbHOIO U HEMAaTEPUATbHOTO
CTUMYJIMPOBAHUs TPY/la IIEpCOHAIIA

TexHonoruu u MeToabl GOPMUPOBAHUS U KOHTPOJISI OIOJKETOB

TexHomoruu, MeTOABl M METOAMKM IIPOBEICHHS aHaIM3a U
CUCTEMAaTH3alMM JOKYMEHTOB U HH(pOpMauu

OCHOBBI IOKYMEHTOO00POTa U IOKYMEHTAIIMOHHOTO 00eCIICYCHHUS

[Mopsimox  Tapudukanmu paboOT ©  pabOUYMX, YCTAHOBJICHHUS
JOJDKHOCTHBIX OKJIAZIOB, JOIUIAT, HAJ0aBOK U KO3(PQUIIMEHTOB K
3apabOTHOM IJIaTe, pacyeTa CTUMYIHUPYIOMUX BBIILIAT

TapudHo-kBanMpUKaMOHHBIE CHPAaBOYHUKU pPabOT U mnpodeccuit
pabounx ¥ KBaJIM(PUKALMOHHBIE XapaKTEPUCTUKU JIOJHDKHOCTEH
CITy>KalluX

OCHOBBI TEXHOJIOTUH MMPOU3BOACTBA U ACATCIbHOCTHU OpraHu3aliun

CtpykTypa OpraHu3alMi ¥ BaKaHTHBIE JODKHOCTH (mpodeccuu,
CHELHATBHOCTH)

ITonmutnka u CTpaTerus OpraHru3alnu 110 ICPCoOHAITY

DKOHOMHUKA Tpyia

OcHOBBI OOIIEH W COLUMAJILHOM IICHXOJIOTHHM, COIIHOJIOTHMH U
TICUXOJIOTUH TPy/a

TpynoBoe 3aKOHOJATENBCTBO M HHBIE AKThHI, COAEPIKALIUE HOPMBI
TPYAOBOIO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEJIbCTBA M HOPMATHBHBIE IPaBOBbHIC
akTel Poccuiickoit denepanuu, B 4aCTU BEACHUS JOKYMEHTALUHU I10
MepcoHay

OcCHOBBI HAJIOTOBOTO 3aKOHOAATENbCcTBa Poccuiickoit deneparun
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3akoHogarenbcTBO  Poccuiickoit  ®dexpepanuun 0 MEPCOHATBHBIX
JaHHBIX

JlokanpHblE HOPMATUBHBIE aKThl OPraHU3allU{, PErYIMPYIOLIe
MOPSIA0K OPraHU3alMy TPYJa U HOPMUPOBAHUS [IEPCOHAIIA

[Topsaok 3akit0ueHus 10roBOpOB (KOHTPAKTOB)

Hopwmbl 3TuKM 1€10BOT0 O0IIeHUs

bazoBble  OCHOBBI ~ WMH(OPMATUKH, CTPYKTYPHOE  IOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH PabOThl C HUMH

Jpyrue xapakTepuCcTUKU

3.5.2. TpynoBas pyHkuus

HanmenoBanue

Opranu3anus ormiaTsl Tpya nepcoHana Yposennb

Kon E/02.6 |(momyposens) 6
KBaTH(QHUKAIAN

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIHN

X 3anMCTBOBAHO U3

Opurunain
OpHTIHHaJIA
Kon PerucrparuoHHsIit
OpHTrHHaNa HOMeEp
podeCcCHOHANIBEHOTO
CTaHzapTa

Tpynoseie nencTBUs

AHaju3 yCHEIIHBIX KOPIOPAaTUBHBIX MPAKTUK IO OpraHu3aluu
CHUCTEMBI OILIAThI TPYAA IEpcoHaa

Pa3pa60TKa CHUCTCMBI OIJIAThI TpyAa MEpCoHala

dopMupoBaHue TUTAHOBOTO Oro/keTa (QoHAA OIUIaThl  TPYyHa,
CTUMYJHUPYIONINX U KOMIIEHCAIIMOHHBIX BBITLIAT

BHeI[peHI/Ie CHUCTCMBI OIIIAThI TPpyZda IE€pCOHAJIA

[ToaroToBka MpeIoKEHUH IO COBEPIIIEHCTBOBAHUIO CUCTEMBI OTLIATHI
Tpylia mepcoHaa

HeoOxonumelie ymeHust

CocTaBisiTh U KOHTPOJUPOBATh CTATbU PACXOJOB Ha OIUIaTy Tpyaa
nepcoHaia Jyis INIAaHUPOBaHUS OIOIKETOB U (POHI0B

[IpUMEHATh TEXHOJIOTHH MaTEepPHaIbHOW MOTHBAIIMU B YIPABICHUU
HIEPCOHAIIOM

Pa3pa6aTI)IBaTI) KOHICIIHIO IMOCTPOCHUA MOTHBALIMOHHBIX ITPOrpamMm
nepcoHajia B COOTBETCTBUU C LCIIIMH OpraHU3allnun

AHaMM3UPOBAaTh COBPEMEHHBIE CHUCTEMBI OIUIATHI M MaTePHAIBHOU
(MOHETapHOI) MOTHBAIIUY TPY/a AT IeJiel OpraHu3aIiu
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AHanM3upoBaTh ~ ypOBEHb  OIUIATBl  TpyJa  IEpCOHala  II0
COOTBETCTBYIOLIUM MPO(HECCHOHAIBHBIM KBATH(PHUKALIAIM

[TpoBOIUTH MOHUTOPHUHT 3apa0OTHOMN TIATHI HA PHIHKE TPya

AHanu3upoBarthb bopmbI MaTepUaIbHOIO CTUMYJIMPOBAHU,
KOMIIEHCALUH U JIBI'OT B OIUIATE TPYyJAa EpCOHaIa

Paborate ¢ WHGOPMAIMOHHBIMU CHUCTEMaMH W 0a3aMu JaHHBIX I10
oIuIaTe TpyJa nepcoHasna

CocTaBlIiATh IIPOrHO3bI pa3BUTHUA OILIATBHI TPpyda IICPCOHAJIA

YMmenue HCIOJIB30BATDH ABTOMATU3UPOBAHHbBIC CHUCTEMBI
YHpaBJICHUS ITEPCOHATIOM

Co01r01aTh HOPMBI TUKH JCIIOBOTO OOIIECHUS

Heo0Oxoaumble 3HAHUS

@®opMbl M cHCTEMBbI 3apabOTHOW IIIAThl, TOPSIOK COCTaBJICHHS
OIOIKETOB

Cucrembl, MeTobl U (OPMBI MATEPUATHLHOTO W HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS Tpy/1a IepcoHaIa

TexHonmoruu ¥ MeETOJBl (POPMUPOBAHUS U KOHTPOJIA OKOJKETOB WU
¢dbonI0B

[Topsimox  Tapudukamuu  pabor W pabouMx, YCTAaHOBIICHUS
JOJKHOCTHBIX OKJIAJIOB, JOIUIAT, Haa0aBOK M KOd()PHUIMEHTOB K
3apabOTHOM IJIaTe, pacyeTa CTUMYJIUPYIOIINX BBIILIAT

MeTtonpl OmnpeaACIICHNA YUCIICHHOCTHU IIEPCOHAIA

Tapudno-kBanupuKaloOHHbIE CIPAaBOYHUKK paboT u mpodeccuit
pabounx W KBaTU(PHUKAIMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH
CITy Kallux

Mertoapl yuera U aHaIM3a MoKa3aTesIel 1Mo TpyAy U 3apaboTHOM 1iaTe

TGXHOJ'IOFI/II/I, METOAblI W  MCTOAUKKU IPOBCACHHA aHalIM3a U
CUCTEMATU3allu JOKYMCHTOB U I/IHq)OpMaLII/II/I

ITonuTnka u CTpATCruAa OpraHmu3aluu 1o rnepcoHany

CtpykTypa oOpraHu3aliid W BaKaHTHBIC JOJDKHOCTH (Tpodeccum,
CIEIUAILHOCTH)

TpynoBoe 3aKOHOJATEILCTBO W HMHBIE aKThl, COJEpKAllUe€ HOPMBI
TPYIOBOTO TIpaBa

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit @enepanuu

3akoHonmarenbcTBO Poccuiickoi denepanuv 0 MEpCOHANBHBIX TAHHBIX

JloxanpHblE HOPMAaTUBHBIE aKThl OpPraHU3AlMM, PETYIHMPYIOIINE
OIIaTy Tpyaa
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OCHOBEBI TEXHOJIOTHH IMPONU3BOACTBA U ACATCIIBHOCTU OpTraHHU3allun

OCHOBEHI I[OKYMGHTOO60pOTa H JOKYMCHTAIITHOHHOI'O obecneyeHus

[Topsmok 3aKI0YEHUS T0TOBOPOB (KOHTPAKTOB)

OcHOBBI O0IIEM ¥ CONHUAIBHON IICHMXOJIOTUM, COIUOJOTHU U
MICUXOJIOTHH TPYJa

Hopwmbl 3THKH 1€710BOTO OOIICHUS

ba3zoBele  OCHOBBI ~ MH(MOPMATHUKH, CTPYKTYpPHOE  IIOCTPOCHHE
MH(POPMALMOHHBIX CHCTEM U 0COOEHHOCTH pabOTHl C HUMHU

Jpyrue xapakTepucTuKu

3.5.3. Tpynosasi pyHkuus

AJIMUHHCTPUPOBAHHUE MIPOIIECCOB 51 VpoBeHs
HanmenoBanue | JOKYMEHTOOOOpOTA o BorpocaM | Kox | E/03.6 |(momyposens) 6
OpraHu3allui Tpyda U OIUIAThI IICPCOHAJIA KBaJ'H/ICI)I/IKaI_lI/II/I
[Ipoucxoxaenne 3auMCTBOBaHO H3
. Opurusan X
TPYIOBOU (DYHKITUN OpHTHHANA
Kong PeructpanuonHslit
OpHTHHaNA HOMeEp
npodeccHOHANBEHOTO
cTaHaapra
prI[OBLIe HeﬁCTBHH Ananuz IMponIeccoB JIOKYMCHTOO60p0Ta, JIOKAJIBHBIX HJOKYMCHTOB IIO

BOIIpOCaM OpraHu3alivy OIIaTbl U TPy/Jda IEPCoOHAIa

OdopmiieHne JOKYMEHTOB 110 BOIIPOCaM OIUIAThl U TPyZAa EpCcoHaIa

IToaroroBka Hpe,[[J'IO)KeHI/Iﬁ 110 BOIIpOCAaM OILIaThI U TpyJa IEPCOHAIA

[ToaroroBka npeI0KEeHU IO COBEPIIEHCTBOBAHUIO CUCTEMBI OILIATHI
Y OpraHu3allly TpyZa IepcoHana

I[OKyMeHTaIII/IOHHOe U OpPraHu3allMOHHOC COIMPOBOXIACHUC CHUCTCMbI
OpraHu3allvui U OIUIAThI TPpyJa IIEPCOHAJa

[ToaroroBka n 00paboOTKa 3arpoOCOB U YBEIOMIICHUI O pabOTHUKAX B
roCy/1apCTBEHHbIE OpraHbl, MpodeccHoHalbHbIE COI03BI U ApYyTHe
NpEeJCTaBUTENIbHBIE OpraHbl pabOTHMKOB, MO CHUCTEMaM OIUIaThl U
OpraHu3alyy Tpy/a nepcoHana

ComnpoBOXXJIEHHE JIOTOBOPOB IO OKa3aHWUIO KOHCYJIbTAIMOHHBIX,
WH(OPMALIMOHHBIX YCIYT 1O CUCTEMaM OIUIAThl U OpraHu3allud Tpyaa
MepCcoHasia, BKJIIOYAs TPEIBAPUTEIBHBIE MPOIEAYPHl IO  HUX
3aKITIOYEHUIO
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Heo6xomumbie ymeHust

ObecnieunBaTh TOKYMEHTAIIMOHHOE COMPOBOXKACHUE MEPONPUITUN TIO
OIIaTE ¥ OpraHu3alluy Tpyia IepcoHala

OdopMIsATh JOKYMEHTBI 110 BOMPOCAM OIUIATHl M OPTaHHU3AINH TPYa
NEepCOHaNa, NPEAOCTaBIIsIEMble B  TOCYIApCTBCHHBIC  OpTaHBI,
npodecCHOHANIbHBIE COIO3bI U JIPYTHE NPEICTABUTEIILHBIC OpPTaHbI
PabOTHHUKOB

AHanM3upoBaTh HOPMATHUBHBIE U METOJIMYECKUE JOKYMEHTHI IO
BOIIPOCAaM OIUIAThl U OpraHU3aluyu Tpyia NepcoHaa

Opranu3oBbIBaTh ~ XpaHEHUE JOKYMEHTOB B  COOTBETCTBHUM C
TpeOOBaHUSAMHU  3aKoHOAarenbcTBa Poccuiickoit  denepanyu  u
JIOKQJIbHBIMH aKTaMH OpraHu3aluu

Bectu yder u perucTtpanuio JOKYMEHTOB B HH()OPMAIIMOHHBIX
CHUCTEMax M Ha MaTepUAIbHBIX HOCUTEIISAX

Paborate ¢ WHGOPMAIMOHHBIMU CHUCTEMaMH W 0a3aMu JaHHBIX I10
CHCTEMaM OIUIaThl U OpPraHU3alMu TPyJa IIepcoHasa

[IpousBoauTh  mpeABapuUTENbHBIE  3aKyNOYHBIE  MPOLEAYpPHl U
OQOpMIISIT  COMYTCTBYIOILYK) JOKYMEHTAIMI0 [0 3aKJIIOYEHHUIO
JIOTOBOPOB

YMeHue  HCHOJIB30BAaTh  ABTOMATH3MPOBAHHBIE  CHCTEMBI
yIpaBJieHUs MEPCOHAIOM

BecTtu nenoByto nepenucky

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUS

HeO6XOI[I/IMI>Ie 3HaHUA

[Topsimox odopmiieHHs, BeOeHUS W XpaHEHUS JAOKYMEHTAIMH T10
CHUCTEMaM OIUIaThl U OpraHU3aluy Tpy/la IepcoHaa

HopMmaTuBHbIE IpaBOBbIE aKThl, PETYJIUPYIOLINE MTpaBa U 00A3aHHOCTH
rOCYAApCTBEHHBIX OpPraHOB M OPraHM3alid II0 IPEJOCTABICHUIO
YY4ETHOU JOKYMEHTALUN

TGXHOJ'IOFI/II/I, METOAbl W  MCTOAUKHU IPOBCACHHA aHalIM3a U
CUCTEMATU3allu JOKYMCHTOB U HH(bOpMaHHH

JlokanbHbIC HOPMATUBHBIC aKTbl OpraHu3alnyv, peryInpyromue
MOPAAO0K OIUIAThI, OpraHru3allii U HOpMHUPOBAHUSA TPpyda

OCHOBBI IOKYMEHTO000POTa U IOKYMEHTAITMOHHOTO 00eCTIeYeHUS

[Topsimox dopMupoBanus, BeieHUss OaHKa JTaHHBIX M MPETOCTABICHUS
OTYETHOCTH I10 CUCTEMaM OIUIaThl U OpraHU3alyy TpyAa IepcoHana

TpynoBoe 3aKOHOAATENBCTBO M HMHBIE AKThI, COAEpXAIlWe HOPMBbI
TPYZOBOI'O IIpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIE
akTel Poccuiickori denepanuu, B 4aCTU BEACHUSA JOKYMEHTAIMHU 10
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MIEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNIbcTBa Poccuiickoilt denepanuu

3akoHo atenbCcTBO Poccuiickoi denepaniuu 0 MepCcoHaIbHbIX JaHHBIX

ITopsi1oK 3aKIIOUEHUS I0TOBOPOB (KOHTPAKTOB)

[Topsimoxk mpoBeAeHHUs 3aKyIMOYHBIX Mpouexnyp H  OhopMIICHUsS
COILYTCTBYIOIEH JOKYMEHTaluU

Hopwmpbl 3THKH 1€710BOTO OOIIICHUS

ba3zoBele  OCHOBBI ~ MH(GOPMATHKH, CTPYKTYpHOE
MH(POPMALMOHHBIX CHCTEM U 0COOEHHOCTH pabOThI C HUMH

IMOCTPOCHUEC

Jpyrue xapakTepucTuKu

3.6. O0001eHHAs TPYAOBasA PYHKIMS

HaumeHnoBaHue

[poucxoxnenne 0600ICHHOM
TPYAOBOH (HYHKINU

JlesTenpHOCTh IO OpraHnu3anuu Kox E YpoBeHb 6
KOPIIOPaTUBHOM COLUAIbHOMN IOJUTUKU KBaJIM(HUKALIMU
3anMCTBOBAHO U3
OpuruHan X
OpuUrruHajia
Kon PerucrparuoHHsIit
OopurvHaia HOMEp
po(eCCHOHATHHOTO
CTaHdapTa

Bo3moxHbIe
HaMEHOBaHUS
JOJLKHOCTEH, podeccuit

Crenuanuct 1o CoraIbHBIM ITporpaMmmam

Crnennanuct mo paboTe ¢ MpeACcTaBUTEIbHBIMUA OpraHaMu pabOTHIUKOB
Crenuanmct 1no KOpnopaTuBHON COIUATBHOM MOTUTHKE

Cnenuanuct 1o nepcoHany

Menemxep 1o nepcoHany

TpeboBanus k
00pa3oBaHUIO U
00yUYeHUIO0

Beiciiee oOpa3oBaHue MO HampaBIEHUIO HOATOTOBKU '"YIIpaBiieHHE
nepcoHanom" a1udo

BbIclIee OOpa3oBaHME U  JIONOJIHUTENbHOE MpodeccuoHaNIbHOe
o0pa3oBaHue — MPOrpaMMbl MPO(PECCHOHATBHON MEPErnoArOTOBKH B
001acTH yIpaBlieHUs] NEepCOHaNa WM KOPIOPATUBHOM COIMaTbHOU
IIOJINTHUKU.

TpeboBaHus K ONBITY
MPaKTUYECKON pabOThI

Oco0Oble ycrmoBus
J0MycKa K pabore

Jlpyrue xapakTepuCTHKU

[IporpaMMbl ~ TMOBBIIEHHUA  KBaJH(PHUKAIUU
npodeccroHaabHOe 00pa3oBaHuE).

(ILOHOJIHI/ITGHBHOG
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JlomoHUTEIbHBIE XapaKTEPUCTUKH

HaumeHnoBanue nokymeHTa Kon HaumenoBanue 6a30Boii rpymiibl, JOHKHOCTH
(mpodeccun) WU CHEUATBHOCTH
EKC? - Cnenuanuct 1o kajapam
- Memnemxep 1o nepcoHany
OKIIATP* 27755 OKOHOMMUCT 110 TPYy
22956 HNucnexrop mo kaapam
OKCO°® 5.38.03.03 | Yrpasienwue rnepcoHanoMm
5.38.04.03 | YpaBnieHue nepcoHagoMm
5.38.03.02 | MeHemKkMEHT
5.38.04.02 | MeHemKMEHT

3.6.1. Tpynosasi pyHkuus

HanmenoBanue HOJIMTHKHI

Pa3paboTka KoprnopaTUBHOM COLIMATIEHON

YpoBeHb
(TTomypOBEHB)
KBaJTHU(QHUKAIIAN

Kon F/01.6

IIpoucxoxaeHue Tpy10BOH
GbyHKIUN

3auMCTBOBAHO U3
opuruHaa

X

Opurunan

Kong
OpHUTHHAJIA

Peructpanuonssiit
HOMEp
poeCCHOHATHHOTO
CTaHIapTa

Tpynossie nencTBUs

Ananuz YCICIIHBIX KOPIOPATUBHLBIX IIPAKTHK IO OpraHyu3alun
couaJibHOIro MapTHCPCTBA, COHI/IEU'IBHOﬁ OTBECTCTBECHHOCTH u
COMAJIbHBIX IPOrpaMM

Paspa60TKa KOPIOpPAaTUBHBIX CONHUAJIBHBIX IPOTpaMM

Pa3paboTka cructemsbl BbIIUIAT paOOTHUKAM COIUANIBHBIX JIbIOT

Opranm3anus MeperoBopoB ¢ MNpodeCcCHOHATHHBIMA COIO3aMH U
JIpYTUMU MpEACTaBUTEIbHBIMU opraHamu pabOTHUKOB,
06HIGCTBCHHI)IMI/I opranmsanusmu, BBaHMOHeﬁCTBHe C
rocyaapCTBEHHbIMH OpraHaMH

[ToaroroBka mpemIokKeHU MO (OPMHUPOBAHUIO OIOKETa B YACTH
obecrieueHrs KOPIIOPATUBHOW CONUATTLHOM TOJUTHKHI

HeoOxonumelie ymeHust

OmnpenensaTs 1eneBble IPYNNbl  IEPCOHANA pa3paboTku

CIICTIUAJIM3UPOBAHHBIX COITUAJIBHBIX IPOTpaMM

JUTSA
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JloBomuTh WMHGOPMAITUIO O COIMATBHBIX MPOrpaMMax N0 IEJEBhIX
TPYIIl TMEepCOHANa C MCHOJIb30BAHUEM HHCTPYMEHTOB BHYTPEHHHUX
KOMMYHUKaIUH

OnpenensTb KpUTEPUH U YPOBHH YAOBIETBOPEHHOCTH MIEpCOHAIIA

Hcnonbp30BaTh MaTepUalbHble U HEMATEPUAIbHBIE CUCTEMBI, METOBI
1 (GOpPMBI MOTHBAIIMU B YIIPABICHUH MIEPCOHATIOM

Omnpenenarb 00BEMBI  CPEICTB JJIsI  pEANTM3alldd  COIMATBHBIX
rapaHTHil, KOPIOPATUBHBIX JBIOT U UHBIX 3JIEMEHTOB KOPIOPATUBHBIX
COIMAIBHBIX TIPOrpaMM JJist GOPMUPOBAHUS OFOHKETOB

CocTaBiATh M KOHTPOJIMPOBATh CTAaThbU PAcXOZOB Ha COLMAIBHBIC
MIPOTrpaMMBbl [T TUTAHUPOBAHMS OIOKETOB

[Ipon3BoauTe  mpeaBApUTEIBHBIE  3aKYINOYHBIE IIPOLEAYPHl H
oopmieHre COMYTCTBYIOIIEH JOKYMEHTAllUH IO 3aKIIOYEHHIO
JOTOBOPOB

YMeHne  HMCHOJb30BaTh  ABTOMATH3HPOBAHHBbIE  CHCTEMBI
ylnpaBJieHHsl IePCOHATIOM

Co0mro1aTh HOPMBI ATHKHU JEJIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

HOpH,Z[OK n MCTOAbI pa3pa60TKH IUIAHOB W IIpOorpaMm COOHUAJIbHOI'O
Pa3BUTHA OpraHru3allun

Meroasl  aHanu3a  BBIIOJIHEHHUS  COLMAIBHBIX  MPOTpaMM U
orpezeNeHus: UX YKOHOMUYECKOH d(hPpeKTHBHOCTH

Cucrempl, MeToabl U (OPMBI MaTEpPUATBLHOTO U HEMaTepUaIbHOIO
CTUMYJIMPOBaHUs TPy/la IEpCOHAIA

TexHoI0ruM U METOIBI q)OpMI/IpOBaHI/IH " KOHTPOJIA 6IOI[)KCTOB

MeToapl TpOBENEHUsT COIMOJIOTHYECKUX HWCCIEIOBAHUMN, W3YYECHHUS
OOIIIECTBEHHOTO MHEHUSA

TCXHOJ'[OFI/II/I, MCTOABI MW MCETOJAUKHW TIPOBCACHUA aHAIW3a U
CUCTCMATHU3alu JOKYMCHTOB U I/IH(l)OpMaLII/II/I

[Mopsmox mpoBeAeHHs] 3aKyMOYHBIX MpOLEAYp U OQOPMICHUS
CONYTCTBYIOIIEH JOKYMEHTAIUU

OCHOBEI HpOI/ISBO)ICTBeHHOﬁ JACATCIBbHOCTH OpraHu3aluu

OcHOBBl O0IIE ¥ COIUANBHON TICUXOJIOTUH, COLMOJIOTHH U
MICUXOJIOTUH TPY/Ja

CtpykTypa, 1enH, CTpaTerus 1 MOJIUTHKA OpraHU3alUH 110 IEPCOHAITY

TpynoBoe 3aKOHOJATENLCTBO M HWHBIE aKThHI, COJAEpIKALUE HOPMBI
TPYAOBOI'O IIpaBa

OcHOBBI HAJIOrOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit denepannn
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HopmaTtuBHbIE  mpaBOBBIE  aKTBl, pEryJupylOUIMe IpaBa W
0053aHHOCTH  TOCYIAapCTBEHHBIX  OPraHoB, MNPO(GECCHOHATBHBIX
COI030B U JIPYT'HX MPE/ICTABUTEIBHBIX OpraHOB paOOTHUKOB

3akoHogarenbcTBO  Poccuiickoit  ®expepaiui 0 MEPCOHAIBHBIX
TAHHBIX

JlokaipHblE HOPMATUBHBIE aKThl OpraHU3alll{, PErYIUPYIOLINe
opsAI0K (OPMUPOBAHHUS COLIUATILHON MOJIUTUKU

OcHoBbl mpaBoBoro peryinupoBanus Poccuiickoit  ®Denepanuu
MOPAJIKA 3aKJIFOUEHUH JI0TOBOPOB (KOHTPAKTOB)

HOprI O9THUKH JCJIOBOTO O6H_I€HI/I${

bazoBble  OCHOBBI ~ MH(GOPMATHKH, CTPYKTYPHOE IOCTPOCHHE
WH(POPMAIIMOHHBIX CHCTEM H 0COOCHHOCTH pabOTH C HUMHU

Jpyrue xapakTepucTuKu

3.6.2. Tpynosasi pyHkuus

Peanu3anys KOpIopaTUBHON COLUAILHON YpoBeHsb
HaumenoBanue HOMATAKH Kon F/02.6 |(momyposens) 6
KBaJTU(QUKAIIAN

IIpoucxoxaeHue Tpy0BOH
GbyHKIUN

X 3auMCTBOBAHO U3

Opurusan
OpUTHHAJA
Kong PeructpanuonHsiit
OpHUTHHAJA HOMEp
po¢heCCHOHATHHOTO
cTaHaapTa

Tpynossie nencTBUs

BrenpeHne KOpIopaTuBHBIX COLMAIBHBIX IIPOTpaMM, B TOM YHUCIE I10
COLIMAJIbHOW MOAJIEPKKE OT/IEIbHBIX TPYII paOOTHUKOB

Peanu3zarusi cucTeMbl COIMANBHBIX JbIOT, BBHIMIAT PAaOOTHUKAM C
y4eToM TpeOOBaHMI 3aKOHOAaTeNbCTBA Poccuiickoit depepanun

OreHka yIOBIETBOPEHHOCTH TEPCOHANIA KOPIIOPATHBHOMN COIMATBHOM
IOJINTUKOH

Onenka >QQPEeKTUBHOCTH MEPOIPHUITUN KOPIOPATUBHON COIMATIBHOMN
MOJINTUKU

[TogroroBka mNpeUIOKEHUNH IO COBEPIICHCTBOBAHUIO MEPONPHUITHI
KOPIIOPAaTUBHOW COLMATIbHOM IOJIUTUKH

[MoarotoBka mpennoxkeHudt 1o GOpMUPOBaHUIO OIOKeTa Ha
peanu3anui KOPHOPaTUBHOW COUMAIBHOW MOJUTHUKA W COUUAITBHBIX
MpOrpamMm

Heo6xoanumelie ymeHUst

PaccuutsiBaTh 3aTpaTbel Ha  IMPOBCACHHUC  CIICHUAIIN3UPOBAHHBIX
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COLIMAJILHBIX MPOTpaMM

[IpoBOIUT MOHHUTOPUHI YCIEHIHBIX KOPIOPAaTHBHBIX COLIMAIBHBIX
IIpOrpaMm

[IpoBoauTh MeEpONpPUATUSA B COOTBETCTBHUM C  KOPHOPATHBHOM
COLIMAIbHOMN MOJIMTUKOHN

Ompenenarb  LeJIeBble  TPYNIbl  MepcoHana s CO3JaHusA
CIIELIMAIIM3UPOBAHHBIX COLMAJIBHBIX IIPOrpamMM

OnpenensiTb KPUTEPUH U YPOBHH YAOBIETBOPEHHOCTH MIEpCOHAIIA

Onpenenars 3¢ peKTUBHOCTH MEpONPUATHI peanuzyemoit
KOPIIOPAaTUBHOM COLMAJIbHON IMOJUTHUKU

Opranu3oBbIBaTh B3aMMOJAEHCTBUE C TOCYJAapCTBEHHBIMU OpraHamH,
npoeCCUOHATIBHBIMU  COI03aMU U APYIMMM  HPEJICTaBUTEIIbHBIMU
OpraHaMy paOOTHUKOB, OOIIECTBEHHBIMU U MHBIMU OPTaHU3aLUsIMU 110
BOIIPOCAM peaau3aluy KOPIOPaTUBHON COLIMAIBHON MTOJIUTUKU

AHaJ'II/ISI/IpOBaTB PBIHOK yciayr 110 COoLMaJIbHBIM n
CIICIIMAJIM3UPOBAHHBIM IIpOrpaMmMam COHHaHLHOfI MOAACPIKKU YJICHOB
LEJICBBIX I'PYHIT U TOTOBUTH MPCAJIOKCHUS 110 UX MMOCTABIINKAM

[IpousBoauTe  MpeABapUTENbHBIE  3aKyNMOYHbIE  MPOLEAYpPHl U
0opOpMIIATH  CONMYTCTBYIOUIYIO JOKYMEHTALMIO M0  3aKIFOYEHUIO
JIOTOBOPOB

YMeHHe  HCHOJIB30BATh ABTOMATH3MPOBAHHBIE  CHCTEMBI
yIpaBJieHHUs EPCOHAIOM

C06J'IIOI[aTI> HOPMBI 3TUKHU JEJIOBOTO 06IJ_IGHI/IH

HeO6XOI[I/IMI>Ie 3HaHUA

BOHpOCLI YIipaBJICHHUA COOHUAJIBHBIM PA3BUTUCM OpraHU3allun

Meronpl  aHanu3a  BBINOJHEHUS  KOPIIOPATUBHBIX  COLUAIBHBIX
MpOTrpamMM U OTIPeICTICHUSI UX SIKOHOMHYECKOU d(pPeKkTuBHOCTH

Cucrempl, MeTonbl, (OPMBI MaTEPUAIBHOIO U HEMaTepUaIbLHOTO
CTUMYJIMPOBaHUs TPy/la IEpCOHAIA

MeToasl TpPOBEACHUS] COLMOJIOTMYECKUX WCCIECAOBAHUN, H3YYCHHUS
0OIIIECTBEHHOTO MHEHUSA

TeXHOJIOFI/II/I, MCTOABI W  MCETOAHMKHU TIPOBCACHUA  aHalln3a U
CUCTCMATHU3allu JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

HopMmaTtuBHbIe paBoBbI€ aKThI, PErYIHPYIOIIME MIpaBa U 00SA3aHHOCTH
rOCYJapCTBEHHBIX OPIaHOB, MPO(MECCHOHATBHBIX COIO30B U JIPYTHX
MPE/ICTaBUTENbHBIX ~ OpPraHoB pPaOOTHUKOB IO MPEAOCTaBICHHUIO
Y4ETHOU JOKyMEHTAlUU

[Mopsimok mpoBeAeHHs] 3aKyMOYHBIX TMpoUeayp #  OhOpMIICHHS
CONYTCTBYIONIEH JOKYMEHTAIUU
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CtpykTypa, 1enH, CTpaTerus 1 MOJIUTHKA OpraHU3alUu 110 EPCOHAITY

OCHOBEI HpOHSBOI[CTBCHHOfI ACATCIBbHOCTH OpraHu3anuunu

OcHOBbl OOmHIEH W COLMANBHOM ICHUXOJOTHH, COIMOJOTHH H
IICUXOJIOTUH TPYJa

TpynoBoe 3aKOHOIATENBCTBO M HHBIE AKThl, COAEPXKAIME HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOAATEJIbCTBA U HOPMATHBHBIC IIPABOBBIC
akTel Poccuiickoii ®denepannu, B 4acTH BEACHUSA JOKYMEHTAIlUU IO
MepcoHaly

OcHOBBI HAJIOTOBOT0 3aKOHO1aTeNbecTBA Poccuiickoil @enepanuun

3akoHoaarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX

JlokanbHbIE aKThl OPraHU3alUy, PETYJIUPYIOIIME MOPSAIOK BHEIPECHUS
COLIMAJIbHON MOJIMTUKU

[Topsamok 3aki0ueHus 10rOBOPOB (KOHTPAKTOB)

Hopwmbl 3Tk# nemoBoro oOieHus

bazoBeie  OCHOBBI ~ MH(OPMATHUKH, CTPYKTYpPHOE  IIOCTPOCHHUE
MH(POPMALIMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMHU

Jlpyrue xapakTepucTUKU

3.6.3. TpynoBas pyHkuus

AJIMUHHCTPUPOBAHUE MPOLECCOB 171 YpoBeHb
HaumeHoBanme | JIOKYMEHTOOOOPOTa o Bompocam | Kox F/03.6 |(momypoBens) 6
KOPIOPAaTUBHOW COLMAIIBHOW ITOJTUTUKU KBayuKaIm

IIpoucxoxaeHue Tpy0BOH
GbyHKIUN

X 3auMCTBOBAHO U3

Opurunan
OpHUTHHAJA
Kong Peructpanuonssiit
OpHUTHHAJIA HOMEp
po¢heCCHOHATHHOTO
CTaHIapTa

TpynoBeie nencTBUS

AHaiIM3 MpoLECCOB JOKYMEHTOOOOpOTa, JOKAIBHBIX JOKYMEHTOB IO
BOIIPOCAM KOPIIOPATUBHOMN COLIMAIBHON OJIUTUKHU

JlokyMeHTarmoHHoe odopmiieHue pe3yiabTaToB  KOPIOPATUBHOU
COLMATIbHOU HOJIUTUKHA

IToaroToBKa NMpeUIOKEHUH IO Pa3BUTHIO KOPIIOPATUBHON COLIMAIBHON
MIOJINTUKHU




50

ITonroroBka pe3yapTaTOB aHalIW3a COOTBETCTBHS KOPIOPAaTHBHOU
COLMAJIbHOW TOJUTUKU TPeOOBAaHUAM 3aKOHOJATeNnbCTBa Poccuiickoit
@enepanyy U ycI0BUAM PhIHKA TPya

JlokymeHTaumoHHoe u OpraHU3alMOHHOE CONPOBOXKACHUE
MEPOIPUATHI KOPITOPATUBHOM COLIMATIBHOM MTOJIUTUKHU

[ToaroroBka n 00pabOTKa 3apOCOB M YBEIOMIICHUI O pabOTHUKAX B
rOCYy/IapCTBEHHBIE OpraHbl, Npo(ecCHOHATIbHBIE COIO3bl U JIpyrue
NPEeJCTaBUTEIIbHBIE OpraHbl PabOTHUKOB 1O BOMPOCAM COIHATLHOU
HOJHUTUKH B OTHOIICHHH TIEPCOHANA

ConpoBoxXk/ieHHE JOTOBOPOB 110 OKa3aHUIO KOHCYJIbTAllMOHHBIX U
UHOOPMALIMOHHBIX ~ YCIYT MO  MEPONPUSTUAM  KOPIOPATUBHON
COLIMAJILHOW IOJUTHKH, BKIIOYas IPEIBAapUTEIbHBIE IPOLEAYpPHI 10
UX 3aKJIFOYECHUIO

HeoOxonumelie ymeHust

OdopMIsATs TOKYMEHTHI MO BOIMPOCAM KOPHMOPATHUBHOW COLMAIbHOU
MOJINTUKH,  TPEAOCTaBIseMblE B  TOCYAApCTBEHHBIE  OPTaHbl,
MIPEJICTaBUTENbHBIE OPraHbl pAOOTHUKOB

AHanmM3upoBaTh MpaBuiia, MOPSAAKH, MPOLEAYPbl KOPHOPATUBHOM
COLIMAIILHOU MOJIMTUKA

O0ecrieunBaTh AOKYMCHTAIMOHHOC COITPOBOXIACHUC COILTMAJIbHOM
IIOJIMTUKHU B OTHOIICHHH IICPCOHAJIA

Opranu3oBbIBaTh ~ XpaHEHUE JOKYMEHTOB B  COOTBETCTBUM C
TpeOOBaHUAMU aApPXHUBHOTO 3aKOHO/IaTEIbCTBA Poccuiickoit
denepanyy 1 JIOKAIbHBIMU aKTaMU OpTaHU3aLUH

[Ipou3BoauTe  mHpeABapUTENIbHBIE  3aKyNOYHbIE  MNPOLEAYypbl U
OQOpMIISITH  COMYTCTBYIOIIYIO JOKYMEHTAlMI0 TI0 3aKJIFOUEHUIO
JIOTOBOPOB

PabGorats ¢ I/IH(I)OpMaI_II/IOHHBIMI/I cucTeMaMd U Oasamu JaHHBIX II0
BOIIpocaM counaanoﬁ INOJIMTUKW B OTHOIICHHHU IICPCOHATIA

Bectun YY4€T U PpPEerucTtpairo JOKYMCHTOB B I/IH(I)OpMaI_II/IOHHLIX
CUCTEMAaX U HAa MAaTCPUAJIBHBIX HOCUTCIIAX

YMmeHue  HMCHob30BaTh  ABTOMAaTH3HMPOBaHHbIE  CHCTEMbI
yYIpPaBJICHHUS MEPCOHATOM

Bectu nenoByro nepenucky

CO6J’IIO,Z[8.TB HOPMBbI 5TUKHA ACIIOBOTO O6H.ICHI/I$I

HCO6XO,Z[I/IMLIC 3HaHHUA

HOpﬂI{OK O(I)OpMJ'ICHI/ISI, BCACHUA U XpaHCHHUA JOKYMCHTALWUH 110
COHHaJILHOﬁ IMMOJIMTUKE B OTHOICHUHU IICPCOHAIA

[Topsimox opMupoBanus, BeeHUs: OaHKa JaHHBIX U MPETOCTABICHUS
OTYETHOCTU IO BOIPOCAM COLMAJIBHOW TIOJMTUKH B OTHOIIEHUU
IepCcoHalIa
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TexHomornu, MeToAbl W METOAMKM IPOBEICHHMS aHaIH3a U
cUCTeMaTH3allluy JOKYMEHTOB U HH(POPMALIUU

OCHOBBI JOKYMEHTO00OOPOTa U TOKYMEHTAIIMOHHOTO 00ECTICUCHISI

[Topsimoxk mpoBeieHHUs 3aKyIMOYHBIX Mpouexnyp Hu  ohopMIIeHUsS
COILYTCTBYIOIEH JOKYMEHTaluU

CtpykTypa oOpraHu3alid H BaKaHTHBIE JOJKHOCTH (mpodeccun,
CIIEIIUATILHOCTH )

TpynoBoe 3aKOHOJATEIbCTBO U HMHBIE aKThl, COAEPXKAIME HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXHMBHOT'O 3aKOHOJATEJILCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoii denepaiuu, B 4aCTU BEACHUSA JOKYMEHTAIMHU 10
MepCcoHay

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNbecTBa Poccuiickoit @enepanuu

HopMmaTuBHbIE IpaBOBbIE aKThl, PETYJIMPYIOLIUE ITpaBa U 00A3aHHOCTH
rOCYJapCTBEHHBIX OpPraHoB, NPOQECCHOHATBHBIX COK30B U APYrHX
IIPEJICTABUTEIIBHBIX ~OPraHOB pPAa0OTHUKOB IO  MPEJOCTaBICHUIO
YYETHOM TOKyMEHTALUN

3akoHomarenbcTBO Poccuiickoit denepariii 0 MepCcoOHAIbHBIX IAHHBIX

JlokasibHbIE HOPMATUBHBIE aKThl OPraHU3AllMU, PETYIUPYIOLIUE
MOPSAJOK BHEAPEHUS KOPHOPATHBHOM COLMAJIBHOM TMOJHUTHUKA U
COLIMAJIBHBIX [IPOrPaMM

[Topsiok 3aKIIOUEHUS I0rOBOPOB (KOHTPAKTOB)

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

bazoBble  OCHOBBI  HMH(OPMATUKH, CTPYKTYpHOE  IIOCTPOEHHUE
MH(POPMALMOHHBIX CUCTEM U 0COOEHHOCTH paboThl ¢ HUMH

Jlpyrue xapakTepuCTHKH

3.7. O6001mieHHas1 TpyaoBasi pyHKumMs

OnepanroHHoe aBJICHHUE [IEPCOHAIOM YpoBeHb
HaumeHnoBaHue pan yup p Kon G P 7

U IOAPAa3ACJICHUEM OpraHu3allun KBaIM(pUKAIMH
[Ipoucxoxnenne 0600IICHHON 3aMMCTBOBAHO W3

o Opurunan X
TPYIOBOH (HYHKIIUH OpUTMHaja
Kon Perucrpanuonnstit
OpHTrHHaNa HOMeEp
po(eCCHOHATHHOTO

CTaHapra
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Bo3moxHble
HaWMEHOBaHUS
JOJDKHOCTEH, mpodeccuii

PykoBoauTenb CTpyKTYpHOTO MOAPA3AECICHUS
HavanpHuK CTPYKTYpHOTO NOApA3ACICHUS

TpebGoBanus k
00pa3oBaHHIO U
00yUYeHUIO

Breiciiee  oOpa3zoBaHue  (CreLUANIMTET,
HANpaBJICHUIO MOJTOTOBKH «YIIpaBJieHHE
«MeHeI:KMEeHT», WIH «IKOHOMHUKA JU00

Marucrparypa)
MePCOHAJIOM,

1o
HJIN

BBICITICE oOpaszoBaHHe (cnermanwurer, MarucTparypa) u
JIOTIOJTHUTENbHOE TMpOodecCHOHATbHOE 00pa3oBaHUE — MPOTPAMMEI
npoeCCHOHATBPHON  MEPernoJroTOBKM B OOJACTH  YIPABICHHS
MIEPCOHAJIOM.

TpeOGoBanus K OmbBITY
MPAaKTUYECKON pabOThI

He meHee Ty jieT B o0nactu YIIPpABJICHHUA IIEPCOHATIOM

Oco0bie ycroBus
J0IyCKa K paboTe

Jlpyrue xapakTepucTUKU

IIporpamMMbl NOBbILIEHUS] KBATU(PUKALUH (IONOJTHUTEIbHOE
npogeccuonaibHOEe 00pa3oBaHue).

JIOOIHUTEBHBIE XapaKTEPUCTUKH

HaunmenoBanue 1okymeHTa Kon HanmenoBanue 6a30Boii rpymmbl, JOKHOCTH
(mpodeccun) MM CIeNUATIEHOCTH
OK3! 1212 VYpasisouye TpyA10BbIMU pecypcaMu
EKC® - Hauvaneauk otaena kaapos
- HauanpHuK OTIIeNIa OpraHU3alMy U OIUIATHl TPYAA
- HauanpHuK oTJeM1a MOTOTOBKY KapOB
- HauanpHuK OTJ€M1a CONMATBHOTO Pa3BUTHUS
- 3aBenyronyii (Ha9aIbHUK) OTJEIOM KaJIpOB
OKIIATP* 24063 Menemxep 1o nepcoHairy
OKCO® 5.38.03.01 | DxoHOMHUKa
5.38.04.03 | OxoHomumKa
5.38.03.03 | YnpasieHnue nepcoHaioMm
5.38.04.03 | YipaBiieHre TIepCcOHAIOM
5.38.03.02 | MeHemxMeHT
5.38.04.02 | MeHemxMeHT

3.7.1. Tpynosas pyHKkuus
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Pa3zpaboTka cHCTEMBI OINEpPalMOHHOTO VpoBeHs
HanmenoBanue | ynpaBJIGHUSI I€PCOHAIOM U paboThl | Kox G/01.7 | (nomypoBeb) 7
CTPYKTYPHOI'O IOJAPA3ACIICHUSA KBaTH(HKALIH

IIpoucxoxaeHue Tpya0BOU
GbyHKIUN

X 3auMCTBOBAHO U3

Opuruzan
OpHTI'HHaIA
Kong PeructpanuonHslit
OpHTHHAJIA HOMEp
po¢eCCHOHATHHOTO
CTaHzapTa

TpynoBsie nencTBUs

AHajau3 yCHEWIHBIX KOPIOPAaTHBHBIX MPAKTUK IO  BOIIpOCaM
CTPAaTETMYECKOr0 M ONEPaTUBHOIO  YIPABICHUA  IIEPCOHAIOM
OpraHu3anuu

IlocTaHOBKAa ONEPAaTHBHBIX IL€JIEHM IO BOIpPOCAM  YIPaBJICHUSA
IIEPCOHAJIOM

PaspaboTka mnaHOB, mporpaMM U TPOLEAYp B  YIpPaBICHUU
[IEPCOHAIOM

PaspaboTka mnpemioKeHU 1O  CTPYKType MOApa3AeieHus u
HOTpeOHOCTH B IIEPCOHANIE

Paspabotka  mpeanokeHUd MO OOECHEUEHHUI0  MEPCOHAJIOM,
(GOpMHUPOBAHHUIO CUCTEM OLIEHKH, pa3BUTHs, OIUIaThl  TPYJa,
KOPHOPATUBHBIM COLMATIBHBIM IPOrpaMMaM M COLIMAIIBHON MOJIUTHUKE

Pa3pa0oTtka npeanoxxeHuii o 3arparax U (GOpMUPOBAHMIO OrO/KETa Ha
HepCoOHa

Pa3pa60TKa npe,uno;erI/Iﬁ oo 3aKJIFOYCHHIO A0roBOpPOB 1o
YIOpaBJICHUIO MNCPCOHAJIOM C IMOCTAaBIIMKaMH YCIyr U IPOBCIACHUC
NpEABApUTCIIbHBIX NPOUCAYP MO UX 3aAKIHOYCHUIO

Heo6xoanMele ymeHUst

Opranu3oBbIBaTh paboTy MepcoHaa CTPYKTYPHOTO TOpa3iesIeHUs

OHpeI[eJ'ISITL 3aladyi  MepCoOHalla CTPYKTYPHOI'0 MOApPA3ACIICHHA,
HUCXOs U3 IeNIei u CTPaTCTuu OpraHru3alnu

CozniaBaTh U ONMKMCHIBATh OPraHU3AIMOHHYIO CTPYKTYpPY, LI€TH, 331a4H,
(GYHKLIUU CTPYKTYPHOTO OJpa3IeIeHUs

HpI/IMeHHTL MCTOJbl YHPAaBJICHUSA MCKIIMYHOCTHBIMU OTHOLICHUSMU,
(1)OpMI/Ip0BaHI/I5[ KOMaH/, pa3BUTHA JIUJACPCTBA U HCIIOJTHUTCIIBHOCTH,
BBISABJICHUS TAJIAHTOB, OIPCACIICHUA YAOBJICTBOPCHHOCTHU pa60T0171

Onpenenstb, aHaIUM3UPOBATh, MOJEIUPOBAaTL W  BBICTPAaUBaTh
BHYTPEHHUE KOMMYHHUKAIINH IIEPCOHAIA

Pa3zpabaTpiBaTh TPOEKTHBIE TMPEUIOKEHUS W MEPONPHATHS IO
3¢ PeKTUBHOM paboTe MmepcoHaza
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BHenpsth cTpaTteruio mo ynpapieHUIO IEPCOHATIOM

CocTaBisiTh, pPacCUUTHIBATh, KOPPEKTHPOBATH U KOHTPOIUPOBATH
CTaTbU pPAacXOJOB Ha TMEPCOHAJ, pa3pabaThIBaTh MPEUIOKEHUS IO
3aTpaTam Ha nepcoHal i GopMupoBaHUs Or0IKETa

IIpeacraBnsaTe HMHTEpECHl OpraHU3aldd M BECTH IEPErOBOPHI C
npo(ecCHOHABHBIME COI03aMH U JAPYTUMHU  IPEACTaBUTEIHHBIMU
opranaMu pabOTHUKOB, B3aUMOJICHCTBOBATh C TOCYIAapPCTBEHHBIMU
OpraHu3aLUsIMHU

AHanu3upoBath MHGOpPMAIMIO MO MOCTaBIIMKaM YCIyr B o0iactu
YIpaBJICHUS IEPCOHATIOM U MO YCIOBUSIM 3aKIIFOYa€MbIX JOTOBOPOB

[Ipou3BoauTh  mpeABapUTENbHBIE  3aKYINOYHBIE  IPOLEAYpPHl U
OopOpPMIISITH  COMYTCTBYIOIIYIKO JOKYMEHTAIMIO T[O0 3aKIIOYCHHUIO
JIOTOBOPOB

Paborate ¢ WHGOPMAIMOHHBIMU CHUCTEMaMH W 0a3aMu JaHHBIX I10
BOIIPOCaM YIIPABJICHUS [IEPCOHAIIOM

YMeHue  HCHOJB30BATHh  ABTOMATH3HPOBAHHBIE  CHCTEMBI
yIpaBJieHUs MEPCOHAIOM

OpranuzoBbiBaTh M INPOBOJUTH KOPIIOPATUBHBIE MEPOINPUATUS C
[IEPCOHAIIOM

Co0:1r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHS

HeoOxonuMble 3HaHUS

MeTOI[BI, CIIOCOOBI U HHCTPYMCHTHBI YIIPABJICHUSA IEPCOHAJIIOM

[enu, cTparerust pa3BuTHs U OU3HEC-TUIAH OPTaHU3aIuN

[TonuTuka ynpaBieHHs IEPCOHATIOM OpraHU3aluU

Meroapl aHanM3a KOJMYECTBEHHOTO M KAueCTBEHHOTO COCTaBa
nepcoHasa

CucreMsl CTaHAApTOB IIO 6H3Hec-npoueccaM, HpO(l)eCCI/I}IM, HOpMaM
Tpyda

Cucrembl, MeTopl U (OPMBI MaTepUATBLHOTO W HEMAaTEPUAIBHOIO
CTUMYJIMPOBAHUs Tpya IEpCOHaIA

TexHomoruM U METOIBI (bOpMHpOBaHHH H KOHTPOJIA 6I-O,Z[)K€TOB

[Topsimox mpoBeneHUs 3aKyMOYHBIX Mpoleayp U odopmieHus
COIyTCTBYIOILEH TOKYMEHTALUH

OCHOBBI HpOPI3BOI[CTBCHHOfI ACATCIIbHOCTU OpraHU3allnn

OcHOBBl 00mIEd ¥ COLMATBHOW TICHXOJIOTUH, COIIMOJOTHH U
TICUXOJIOTHH TPY/1a, SdKOHOMUKH TPy/ia, 0€30MaCHBIX YCIOBHH Tpyaa

CtpyKTypa opranu3aiuu
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TpymoBoe 3aKOHOIATEILCTBO W HMHBIC AaKThI, COJEp)KAIIUE HOPMBI
TPYZIOBOTO IpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEJILCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoii denepaiuu, B 4aCTU BEACHUSA JOKYMEHTAIMU 10
MepCcCoHay

OcHOBBI HAJIOTOBOT0 3aKOHO1aTeNnbeTBa Poccuiickoit @enepanuu

OCHOBBI MUTPALIMOHHOTO 3aKOHO1aTeNibcTBa Poccuiickoit deaepanuu,
B YacTH MPHUBJIICYEHUSI U TPYIOYCTPONCTBA MHOCTPAHHBIX TPakJaH U
Ju1 6€3 TpaKJaHCTBA

OCHOBEI AJIMUHHUCTPATUBHOI'O 3aKOHOJaTC/IbCTBA B obnactu
Y1paBJICHUA IIEPCOHAIOM U OTBCTCTBCHHOCTH JOJLDKHOCTHBIX JINI]

3aKOHOATENBCTBO Poccuiickoi denepanuu 1o 3aluTe
HEPCOHAIbHBIX JAHHBIX

JlokanpHbBIe HOPMATHBHBIC aKThl OPTaHU3alUU B 00JACTH YIIPABICHUS
HIEPCOHAIIOM

[Topsiiok 3aKIIOUEHUS I0TOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1eI0BOTO 00IIEeHUS

bazoBele  OCHOBBI ~ HMH(MOPMATHKH, CTPYKTYpHOE  IIOCTPOECHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOTHI C HUMU

Jpyrue xapakTepucTuKu

3.7.2. TpynoBas pyHkuus

Peanu3anus onepanyoHHOr0 yIpaBIeHuUs VpoBeHs
HaumeHoBanme | [IEPCOHAJIOM U PabOTHI CTPYKTYPHOTO Kox G/02.7 | (nonyposenb) 7
noapasieaeHus KB HKALIH

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

X 3anuMCTBOBAHO U3

Opurunain
OpHTIHHaJIA
Kon PerucrparnoHHsIit
OpHTrHHaNa HOMeEp
npodeccrnoHaILHOTO
cTaHziapra

Tpynossie nencTBUs

HJ'IaHI/IPOBaHI/Ie ACATCIIBHOCTU MOAPA3ACIICHUA U IICPCOHATIA

OHepaTI/IBHOC YIIPpABJICHUC ICPCOHAIIOM MMOAPA3ACIICHUA OpraHu3allin

Pacyer 3arpar nmo moapasaeNeHHI0 U MOATOTOBKA NMPEMAJIOKEHUN s
dbopMupoBaHus Or0KeTa

Pa3paboTka craHIapTOB A€ATEILHOCTU MOIpa3iesieHusl U YHU(PUKAIIS
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MIPOIIECCOB

[IpoBeneHne MHCTPYKTaXka MO OXpaHe Tpyaa

[locranoBka 3amady pabOTHHKAM CTPYKTYPHOTO MOJApa3/eiIeHus,
ONpeJIeTICHUE PECYPCOB JJIsl UX BBIMOJIHEHHUS, KOHTPOJIb UCIIOTHEHUS

AHanu3 TUIAaHOB M OTYETHOCTH MOJYMHEHHBIX PaOOTHHKOB,
pa3paboTka  MPEIJIOKEHUH 10 YIIYYLIEHUO roKaszareJyeu
JESTEIIbHOCTH TOAPA3ICICHUS

dopMHUpOBaHUE OTYETOB O PabOTE CTPYKTYPHOIO MOAPa3/IeIICHUs

HeoOxomumbie ymeHUst

OnpenensiTb 30HBI OTBETCTBEHHOCTH U 3(P(HEKTUBHOCTH PabOTHI
NEepCOHaNa CTPYKTYPHOTO MOApa3AeiCHUs, PACIpelesaTh 3aJadud U
oOecrieunBaTh ~ MaTePUAIbHO-TEXHUYECKHE  pEeCcypchl  Uid  HX
UCTIOJTHEHUS

[IpuMeHaTh METOABI ONEPATHMBHOTO  YIPABIEHUS IEPCOHAIOM
OpraHu3aluu

KOHTpOJ'II/IpOBaTB HUCIIOJIHCHUC HOpy‘IeHI/Iﬁ K 3aJad, BHOCHUTH
CBOCBPCMCHHBLIC KOPPCKIWH B IUIAHBI U 3a/1a4n

Omnpenensate mokazarenn dddekTuBHOCTH pabOTHI  MEepcoHaa
HO/pa3IeICHUsI

YnpaBiasiTe MOTHMBaUMEWd IE€PCOHANA, €ro BOBJICYEHHOCTBIO U
JTUCLUIUIMHOM Tpyaa

CocTaBisATh TIIaHBI JEATEIBHOCTH CTPYKTYPHOTO TMOJpa3felieHus
OpraHu3aIu

CocTaBisiTh, pPacCUUTHIBATh, KOPPEKTHUPOBAaTh U KOHTPOJIUPOBATH
CTaThbM PACXOJOB CTPYKTYPHOTO MOApa3AeneHus s (GOopMUPOBaHUS
OIO/KETOB

[Ipou3BoguTh aHanM3 TEKYyIIEH JESITEIbHOCTA  CTPYKTYPHOTO
MOApa3IeJICHNs] U BHEPATH MPOLIEAYPHI I10 €€ ONTUMU3ALUU

IIpencraBnaTe HMHTEPECHl OpraHU3alMd W BECTH IIEPErOBOPHI €
rOCy/IapCTBEHHBIMU OpraHaMH, Mpo(ecCHOHATBHBIMU COIO3aMHU U
JPYTUMH TPEACTaBUTEIBHBIMU OpraHaMU PaOOTHUKOB MO BOIpPOCAM
nepcoHala

Bectn meperoBopbl ¢ IOCTaBUIMKAMHM  YCIyr IO  YCIOBHSIM
3aKJI0YaEMBIX JOTOBOPOB

[Ipou3BoauTh,  TpeABapUTENIbHbIE  3aKYMOYHbIE MPOLENYypbl U
OQOpPMIISITH  COMYTCTBYIOIIYKD JOKYMEHTAIMIO 10 3aKJII0YEHHUIO
JIOTOBOPOB

[TpoBOAUTH aynuT pe3yabTaTOB PabOTHI C IEPCOHATIOM

PaGoTtate ¢ mHpOpManMOHHBIMH cUCTEMaMU W 0a3aMu JaHHBIX I10
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BOIIPOCaM YIPaBJICHUS IEPCOHATIOM

YMmenue HCIOJIB30BATDH ABTOMATU3UPOBAHHLIC CHUCTEMBbI
YIpaBJICHUS ITEPCOHATIOM

Co0ur01aTh HOPMBI ATUKHU JCIIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

TeopI/m YIpaBJICHUA IIEPCOHATIOM U €0 MOTHBallUA

Meronpl aHanmM3a BBINOJIHEHHS IUIAHOB W 33134, OMNPENCICHHS HX
HKOHOMHYECKON 3P PEKTHBHOCTH

@DopMBI 1 METO/IbI OLIEHKHU NIEPCOHANIA U PE3yJIbTATOB UX TPyAa

Texuomorun OIICPATUBHOI'O YIIPABJICHHUA IICPCOHAIOM OPraHu3aluu

Cucrtembl, MeToAbl U (GOPMBI MaTEPUAIBHOTO W HEMATEPHAIBLHOTO
CTUMYJIMPOBAHUS TPy1a IIEpCOHAlIa

TexHoI0ruM U METOJIBI (bOpMPIpOBaHI/IH W KOHTPOJIA 6IOI[)K€TOB

Teopun 1 METOBI YIIPABICHUS PA3BUTHEM IIEPCOHAIA

DKOHOMUKa Tpya

Opranu3aloOHHO-IITATHAS CTPYKTYpa OpraHU3aliu

ITonutuka yIpaBJICHUA TIIEPCOHAJIOM W COoLUalibHasA IIOJMTHKA
OpraHu3anun

I_[CJ'II/I, CTpaTerus pa3BUTUAg U Ou3Hec-IaH OpraHu3annin

MeToauKy TUIAHUPOBAaHWS W IPOTHO3MPOBAHMS IOTPEOHOCTH B
HIepcoHalIe

ITopsinok yperynupoBaHus TPYAOBBIX CIIOPOB

TpeboBaHus U IpaBUiIa IPOBEAECHUS ayAUTa paboOTHI C IEPCOHATIOM

cDOpMI:I conuaJibHOIo mapTHECPCTBA n B3aHMOJEHCTBUSA C
HpO(l)eCCI/IOHaJ'IBHBIMI/I COI03aMM W JpYTMMHU TNPCACTABUTCIbHBIMU
OopraHaMu pa6OTHI/IKOB, 1 UHBIMH OpPraHU3alusIMn

[Topsimox odopmieHuss KagpoBbIX JOKYMEHTOB M TMPHUAAHUS UM
FOPUINYECKON CHIIBI

[Topsimox mpoBeneHUs 3aKyMOYHBIX Mpoleayp U odopmieHus
COIyTCTBYIOILEH TOKYMEHTALUH

TpynoBoe 3aKOHOIATEIBCTBO W HMHBIE aKThl, COJEpKAllUe€ HOPMBI
TPYIOBOTO TIpaBa

OCHOBBI apXHMBHOTO 3aKOHOJIATEILCTBA M HOPMATHUBHBIE MPABOBBIE
akTel Poccuiickori denepanuu, B 4aCTU BEACHUSA JOKYMEHTALIMU 10
MepcoHany
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OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit deneparuu

OCHOBBI MUTPALIMOHHOTO 3aKOHO1aTeNIbcTBa Poccuiickoit denepanuu,
B YacTH MPHUBIICYEHUSI U TPYIOYCTPONCTBA MHOCTPAHHBIX TPakJaH U
Ju1 6€3 TpaKJaHCTBA

OCHOBEHI AIMUHUCTPATUBHOI'O 3aKOHOJaTC/IbCTBA B obnactu
YIpaBJICHUA IIEPCOHAIOM U OTBCTCTBCHHOCTH JOJLDKHOCTHBIX JINIL]

3akoHo atenbCcTBO Poccuiickoi denepanun 0 NepCoOHaIbHbIX JaHHBIX

JlokanpHBle HOPMATHBHBIC aKThl OPraHU3AllMd B YacTH YIPABICHUS
IIEPCOHAIIOM

OcHOBBI TTpaBOBOTO peryiupoBanus Poccuiickoit denepanuu nopsiaka
3aKJIFOYEHUS TPAKIAHCKO-TIPAaBOBBIX JOTOBOPOB

HopMmbl 3THKH 1€7T0BOTO OOIICHUS

bazoBele  OCHOBBI ~ HMH(OPMATHKH, CTPYKTYpHOE  IOCTPOEHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOTHI C HUMU

Jpyrue xapakTepucTuKu

3.7.3. Tpynosasi pyHkuus

Pa3paboTka 1 COITPOBOKIACHUE Mpoiiecca YposeHnb
Hanvenosanue | apromarusanum ynpasienus nepconaiom | KOA G/03.7 | (monyposerin) !
KBanu(pUKauu
IIpoucxoxaeHue Tpy0BOH OpuruHan X 3anMCTBOBAHO U3
GbyHKIUN P OpHUTHHasa
Kong Peructpanuonssiit
OpHIHHaNIA HOMeEp
npohecCHOHATBLHOTO
CTaHJapTa

Tpynoseie nencTBUs

AHanu3 UMeIlelcs B OpraHU3alUd  CUCTEMbl  YIPABIIECHUS
NEPCOHAJIOM C LENbI0  Pa3padOTKU MPEATOXKEHUH IO CO3AAHHUI0
ABTOMAaTHU3UPOBAHHON CHCTEMBI

CornacoBanue Lenaed M 3a4ad  CO3JaHMs aBTOMATU3MPOBAHHOU
CUCTEMBI YIIPaBJICHUsI IEPCOHATIOM

CO3,Z[8.HI/IC 1a0JIOHOB OJICKTPOHHBIX  TOKYMCHTOB B obmactu
YHIpaBJICHUA TMEPCOHAJIOM MW OIMMCAHUE JIOTUCTHKU HUX JIBUIKCHUSA B
aBTOMaTHSHpOBaHHOﬁ CUCTEMC

KoHCcynpTHpOBaHME H  COIVIACOBAaHME C  COOTBETCTBYIOIIUMH
criequaiancraMu BHYTPHU KOMITaHHUHN I/I\I/IJ'II/I C OpFaHH3aHHeﬁ'
HNOJPSAYMKOM METOJAMKHA aBTOMATH3allMM CHCTEMbI  YIPaBJICHUS
HIEPCOHAIIOM
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Pa3paboTka  pernmamMeHTOB W HMHCTPYKIIMA 1O  paboTe ¢
ABTOMATU3UPOBAHHOM CUCTEMOM B MPOLIECCE YITPABICHUS MTEPCOHATIOM

ComnpoBOKJIEHHE TECTOBOTO JTama padOThl CHUCTEMBI, BBISBICHUE
OTKJIOHEHHUH OT MPOCKTHBIX JIOKYMEHTOB.

O6y‘IGHI/Ie CIiIenuaJInucToB 10 YIpaBJICHUIO epCoHaJIOM
HCIIOJIB30BaHHIO ABTOMATU3HUPOB aHHOH CUCTEMBI YIIpaBJICHUA
IepcoHaaioM

MoHuTOopuHT pabOThl aBTOMATU3MPOBAHHOW CHCTEMBI YIPABJICHUS
[IEPCOHAIIOM

HeoOxomumbie ymeHUst

Cobupatp, aHaIU3UPOBATh U CUCTEMATU3UPOBATH HEOOXOAUMYIO IS
peanu3aldd MPOEKTa [0 AaBTOMATHU3ALMH CHCTEMbl YIpaBICHUS
MEePCOHAIIOM HH(POPMAIIHIO.

AHaJ'II/I3I/IpOBaTb Tpe60BaHI/I${ 3daKOHOAATCJIIbCTBA B Y4CTHU YIIPABJICHUS
NEpCoOHAIOM U OLICHUBATH BO3MOKHOCTb UX aBTOMAaTU3allun

CoznaBath 1a0JIOHBI JIOKYMEHTOB, HEO0OXOIUMBIX TSt
OCYILIECTBJICHHUS IIPOLIECCA YIIPABIECHUS IEPCOHATIOM

CTaBUTH HCHOJHUTENAM 3aladd C YETKUMU KPUTEPUSMH PEILCHUS.
[TpoBepsTh U OLIEHUBATh PadOTy UCIIOIIHUTEIEH

PaGotare B cucremax yrpaBieHHs TpeOOBAaHUSMH, YIPaBICHUS
BEPCUSIMH, B CUCTEMAaX TPEKMHIa OINOOK

PaspabarbiBath  paGoune  MHCTPYKIMH,  MpaBWia,  MaMSTKHU,
peryiaMeHThl

Pa3pabareiBaTh TpeOOBaHMs MU CIICHAPUU JEMOHCTPAIMOHHBIX H\WIIH
00yJaroux poIUKOB.

[IpoBomuTh mpe3eHTalMu, OOydYaIIMEe W  KOHCYJIbTAallMOHHBIE
MEPOTPHUATHS 1151 paOOTHUKOB MOJIpa3aeNieHus

Bectun YY4€T U PpPEerucTtparo JOKYMCHTOB B I/IH(I)OpMaLII/IOHHLIX
CUCTEMAX U HAa MAaTCPUAJIBHBIX HOCUTCIIAX

PaGotate ¢ mHpOpMaMOHHBIMH cCUCTEMaMU U 0Oa3aMu JaHHBIX I10
MEPCOHANTY M CUCTEMaM ONEPALMOHHOTO YIpPaBJIEHHUS MEPCOHAIIOM U
paboTe CTPYKTYPHOIO MOIpa3iesieHus

YMeHue  HMCHOIb30BaTh  ABTOMATH3HMPOBAHHbIE  CHCTEMbI
yIpaBJIeHHs MEPCOHATIOM

CO6J’IIO,Z[8.TB HOPMBbI 5TUKHA ACIIOBOTO O6H.ICHI/I$I

HeoOxoaumeble 3HAHUSA

Metoasl ympaBieHus pa3BUTHEM M 3G (EKTUBHOCTHIO OpraHU3alluy,
METO/Ibl aHAJIN3a BBHINIOJHEHMS IUIAHOB M MPOTrpamMMm, ONPEIEICHUS HX
HKOHOMUYECKOH 3(hpexTHBHOCTH

MeTtop! OIIeHKH pabOThI CTPYKTYPHBIX MOJpa3/ieieHuil, pe3ylbTaToB
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Tpy/a nepcoHana

Mertonbl mpoBeAeHUs ayauTa W KOHTPOJUIMHrA  OIEpaTHBHBIX
YIIPaBJIEHYECKUX IIPOLIECCOB

TGXHOJIOI‘I/II/I, MCTOAblI W  MCTOAUKH IIPOBCACHHA aHAJIM3a U
CUCTEMATU3AlMU JOKYMCHTOB U I/IH(bOpMaI_[I/II/I

OCHOBBI ymIpaBlieHUS MPOCKTaMH (MIPUMEHHUTEIHHO K IPOCKTaM B
chepe nHOOPMAITMOHHBIX TEXHOJIOTH )

3HaHus B 00/1aCTH JIMIECH3UPOBAHMUS IIPOIrPpaMMHBIX CPEACTB

OcHOBHBIE TIOJNIOXKEHHS TIPaXAAHCKOIO 3aKOHONATENbCTBA B YacTU
MHTEJUIEKTYaJIbHONH COOCTBEHHOCTH

HCJ'II/I " CTpATCrusd pa3sBUTHUA OpraHu3aliun

TpynoBoe 3aKOHOATEILCTBO W HMHBIE AaKThI, COJEp)KAIIUe€ HOPMBI
TPYZOBOTO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEJIbCTBA W HOPMATUBHBIE IIPaBOBbIE
aktel Poccuiickoii denepanuy, B 4aCTH BEACHUS JOKYMEHTALUU 110
IIepCOHAILY

OcHoBBI HAJIOrOBOT0 3aKOHO1aTeNnbecTBa Poccuiickoit denepanun

OcHOBBI MUTPALIMOHHOTO 3aKOHOAaTenbcTBa Poccuiickoit denepanumy,
B YaCTHU NPUBJICYCHUS M TPYIOYCTPOWCTBA MHOCTPAHHBIX I'pa)KlaH U
nu1 6e3 rpaKIaHCcTBa

OCHOBEI AIMUHHUCTPATUBHOT'O 3aKOHOJAaTCJIbCTBA B obnact
y1paBJICHUA IIEPCOHAIOM U OTBECTCTBECHHOCTH JOJIZKHOCTHBIX JIUI]

3akoHonaarenbcTBO Poccuiickoil denepaiiv 0 epcoOHANbHBIX TaHHBIX

JlokanbHBIE HOPMATUBHBIE JOKYMEHTHl OpraHu3alMu B O0JIaCTH
YIIPABJICHUS IIEPCOHATIOM

[Topsiok 3aKIIOYEHUS I0rOBOPOB (KOHTPAKTOB)

Hopwmpbl 3TuKH 1e710BOTO OOIICHUS

bazoBele  OCHOBBI ~ HMH(MOPMATHKH, CTPYKTYpHOE  IOCTPOEHHE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PabOThI C HUMHU

Jpyrue xapakTepucTuKu

3.7.4. Tpynosasi pyHkuus

HaumenoBanue

AIMUHUCTPUPOBAHWE  NPOLECCOB U

CTPYKTYpPHOTO MOJpa3ieIeHHs

Yposenb
OKYMEHTOO000pOTa IO OIEPAIMOHHOM

JIOKYM p pail Y Kon G/04.7 | (nonyposets) 7
VIOpaBIEHUIO TEPCOHAIOM ©  padore KBaTH(HKAIAH




IIpoucxoxnenue TpyaoBoit
¢GbyHKIAN
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X 3arMCTBOBAHO U3

Opurnusan
OpHUTHHaJIa
Kon PeructpanuoHHslil
OpuruHana HOMEp
npodeccHoHaNbEHOTO
CTaHjapra

TpynoBsie nencTBUs

AHaJIN3 MPOIECCOB TOKYMEHTOO0OpOTa, JIOKAIBHBIX JTOKYMEHTOB IO
BOIPOCaM  OMNEPAIMOHHOTO YIPABIICHUS TEPCOHAIIOM U pabOThI
CTPYKTYPHOTO TOApa3JefieHusl, OW3HEC-NPOLECCOB OpraHU3alnH,
YIIOBJIETBOPEHHOCTH TIEPCOHAA

JlokymeHTanmonHoe  oopMiIeHHE PpPe3yJbTaToB  OINEPALUOHHOTO
yIOpaBiIeHUS NEPCOHAIOM U PabOTHI CTPYKTYPHOTO MOApAa3/IEiIeHHUS,
pe3yabTaTOB ayauTa paboThI C IEPCOHATIOM

IloaroroBka NpemIOKEHUM 10 Pa3BUTHUIO CUCTEM OIIEPALHOHHOTO
yIpaBJIEHUS IEPCOHAIIOM M pabOThl CTPYKTYPHOTO MO/pa3AeIeHUs, IO
HEO0OXOUMBIM KOPPEKTUPYIOIIUM U PEBEHTUBHBIM MEpam

Pa3zpaboTka cucteMbl aHaIM3a U KOHTPOJIsE pabOThI IepcoHaa

KonTponb, cpaBHeHHE U aHANIM3 MPOLECCOB B 00JaCTH ONEPATUBHOIO
YIPaBJICHUS MIEPCOHAJIOM, pe3ynbTaTOB YIPaBJICHYECKUX
MEPOTPHSITHIA, ONIpe/ie]IeHIe (aKTOPOB, BEI3BIBAIONINX OTKIOHCHHUE OT
IJJAHOBBIX MTOKa3aTesen

[TonroroBka u 00paboTkKa 3ampocoB, YBEJOMIICHHWW, CBEIACHHH O
pabOTHHUKAX B TOCYJaPCTBEHHBIE OpraHbl, TPO(PEeCCHOHATILHBIE COIO3HI,
00IIECTBEHHBIE OPTaHU3AINH

ConpoBoXkJIeHHE  JIOTOBOPOB  OKa3aHUs YCIyr IO  BOIpOCaM
OIIEPATUBHOIO YIPABJICHUs MEPCOHAJIOM U paboTe CTPYKTYpHOIO
NOJpa3JeJICHNs, BKIIOYas MpEABapUTEIbHBIE IPOLELYpPHl IO HX
3aKIIIOYEHUIO

[ToaroroBka npeioxeHuii Mo GOpMUPOBAHHIO OIOKETa HA TIEPCOHAT
OpraHu3aIuu

Brimonaenune TpeOoBaHUN 1O XpaHEHUI0 UHPOPMALIUKA O PE3yJbTaTax
JENCTBUS CUCTEM OIEPAI[MOHHOTO YIPaBJICHHs IEPCOHATIOM U PabOThI
CTPYKTYPHOTO TIO/Ipa3/ieNIeHUs

HeoOxonumelie ymeHust

KonTponuposats IIPOLIECCHI yIIpaBICHUS MIEPCOHAIOM
MOJpa3JCIICHNH, ONpEAENATh WX pPE3yIbTaTUBHOCTb U BBIABIATH
(bakTOpbI OTKJIIOHEHUH OT IJIAHOBBIX MTAPaMETPOB

Pa3pabarbiBaTh mporpaMMmbl JOCTHDKCHHS II€JIe W ONepaTHBHOTO
peLIeHus 3a/1a4 oApa3IeIeHUI

AHanu3upoBath, pa3pabaTeiBaTh U O(GOPMIATH JOKYMEHTHI IO
OTepaTUBHBIM IIPOLIECCaM U UX pe3ylbTaTaM
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[TpoBoauTh ayAWUT KagpOBBIX MPOLECCOB, Mpouenyp, odopMieHus
KaJIpOBBIX JTOKYMEHTOB U JOKYMEHTOB 110 yIPaBJICHUIO IEPCOHATIOM

KonTponupoats pacxooBaHue 0I0PKETOB Ha TIEPCOHAI

OdopmiATe  TOKYMEHTBHI IO  ONEPAllMOHHOMY  YIPABJICHHUIO
MIEPCOHAIIOM u pabote CTPYKTYPHOT'O MoApa3AeiICHuUs,
IIPEIOCTABIIIEMbIE B TI'OCYJAPCTBEHHBIE OpPraHbl, INPEACTaBUTEIbHBIC
opranbl paOOTHUKOB

OO0ecrieunBaTh JOKYMEHTAIIMOHHOE COIPOBOXJICHUE IO CHCTEMaM
OMEpAIMOHHOTO YIPABIICHUS MNEPCOHAIOM U PadOTe CTPYKTYPHOTO
no/pa3iesieHUs

Opranu3oBbIBaTh  XpaHEHHE JOKYMEHTOB B  COOTBETCTBUU C
TpeOOBaHUSIMU  TPYAOBOTO W  apPXMBHOIO  3aKOHOJIATEIhCTBA
Poccuiickoit denepannu v J10KaJIbHBIMA AKTAMHU OpraHU3alUuN

KonTponupoBaTh HCHOTHEHHE TOTOBOPOB MOCTABIIMKOB YCIYr IO
BOIPOCaM IMepcoHaia

[Tpou3BoauTh 3aKymOYHbIE TPOIEAYPHI, 0DOPMIATh U aHATU3UPOBATH
3aKyIOYHYI0 JOKYMEHTALUIO

[IpoBoaMTH NEPEroBOPHI U MPEACTABIATH MHTEPEChl OpPraHU3aluUd B
rOCYJapCTBEHHBIX OpraHax, NpO(ecCHOHANbHBIX COI033aX U APYruX
IIPEJICTaBUTENIbHBIX OpraHax paOOTHUKOB 110 BOIPOCAM II€PCOHANA

BecTtu nenoByto nepenucky

Bectu yder u perucrtpanuio JOKYMEHTOB B HMH(QOPMAIMOHHBIX
CHUCTEMax U Ha MAaTEPUAIIHBIX HOCUTEIIAX

PaGoTtate ¢ mHpOpMAMOHHBIMH CUCTEMaMU U 0Oa3aMu JaHHBIX I10
MEPCOHAYy M CUCTEMaM ONEPALMOHHOIO YIpPaBJIEHUS MEPCOHAIOM U
paboTe CTPYKTYPHOIO MOIpa3iesieHus

YMmeHue  HMCHOIb30BaThb  ABTOMATH3HPOBAHHbIE  CHCTEMbI
yYIpPaBJICHHS MEPCOHATOM

CO6J’IIO,[[8.TB HOPMBI 5TUKHU JCJIIOBOTO O6H.[CHI/IH

HeO6XOI[I/IMI>Ie 3HaHUA

Mertoabl ympaBineHusl pa3BUTHEM U 3((GEKTUBHOCTHIO OpraHU3alUM,
METO/bI aHaJM3a BBHIIIOJHEHUS TUIAHOB W MIPOTPAMM, OIIPENEIICHUS X
HKOHOMHUECKON 3P HEKTUBHOCTH

MeTobl OLIEHKH PabOTHl CTPYKTYPHBIX MOJApPA3ACICHUM, Pe3yIbTaToB
Tpy/a IepcoHaa

MeTO)II)I INPOBCACHUA ayauTa HW KOHTPOJUIMHIa OIICPAaTUBHBIX
YIpaBJICHUYCCKUX MMPOLICCCOB

®opMbI W CHUCTEMBl  MaTEPHAIBHOTO W  HEMaTEePHAIBHOTO
CTUMYJIMPOBAHUS Tpy/a NepcoHana
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OCHOBBI IOKYMEHTAIITMOHHOT'O 00CCTICUCHHS

[Topsmox odopmiieHus, BeOEHUS M XpaHEHUS JAOKYMEHTAIMH I10
CHUCTEMaM OIEPaIlMOHHOTO YIPAaBIEHUS MEPCOHAIOM OpraHu3aluu U
paboTe CTPYKTYPHOIO MOIpa3iesieHus

[Topsimox ¢opmupoBanus, BeAeHUs] OaHKa JAHHBIX U MPEIOCTABICHUS
OTYETHOCTH TI0 CUCTEMaM ONEPAIMOHHOIO YIIPaBJIEHUS MEPCOHATIOM U
paboTe CTPYKTYPHOTO MOIpa3iesieHus

HopmatuBHBIE TPaBOBbIE aKTHI, PETYIUPYIOIINE MTPaBa U 00A3aHHOCTH
rOCyJlapCTBEHHBIX OpPraHOB M OPraHU3allAd 10 NPEJOCTABICHUIO
YYETHOU JOKYMEHTALUU

[Topsimoxk mpoBeieHUs 3aKyINMOYHBIX Mpouexnyp Hu  odopMIIeHUs
COILYTCTBYIOILEH JOKYMEHTaluU

[TonmuTuka ympaBieHUsT TMEPCOHAJIOM M COLUalbHAas MOJUTHKA
OpraHu3aIu

OpranuzaloOHHO-IITaTHAs CTPYKTYpa OpraHu3aluu

HCJ'II/I " CTpATCrusd pa3sBUTHUA OpraHu3allun

busHec-1u1an u GM3HEC-TIPOIIECCH OPTaHU3aIHN

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AaKThl, COAEP)KAIME HOPMBI
TPYZOBOIO IIpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEJILCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoii @enepariiy, B 4acTU BEJCHHS JOKYMEHTALMH I10
MepCoOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNIbCTBA Poccuiickon denepanun

OCHOBBI MUTPAITMOHHOTO 3aKOHO1aTenbcTBa Poccuiickoit deneparumy,
B YaCTU MPUBJIEYCHUS U TPYAOYCTPOICTBA MHOCTPAHHBIX TPaKIaH U
nu1 6€3 TpaKJaHCTBA

OCHOBEI AIMUHHUCTPATUBHOT'O 3aKOHOJAaTCJIbCTBA B obnactu
yrpaBJICHUA IIEPCOHAIOM U OTBECTCTBECHHOCTH JOJKHOCTHBIX JIUI]

3akoHonaarenbcTBO Poccuiickoil denepaiiv 0 epcoOHANbHBIX TaHHBIX

JlokanbHBIE HOPMATUBHBIE JOKYMEHTHl OpraHu3alMu B O0JIaCTH
YIIPABJICHUS IEPCOHATIOM

[Topsimok 3aKITFOUEHUS TIOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOT'O O6I.I.ICHI/I$I

bazoBele  OCHOBBI ~ HMH(MOPMATHKH, CTPYKTYpHOE  IOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PabOThI C HUMHU

Jpyrue xapakTepucTuKu
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3.8. O000mennas TpynoBasi QyHKIUA

HaumenoBanue

[Ipoucxoxnenne 0600IICHHON
TPYAOBOH (QyHKINN

Crparerudeckoe yrpaBieHUe Kont H YpoBeHb v
IEpCoOHAIOM OpraHu3anuu KBaHI/I(l)PIKaHI/II/I
3anMCTBOBAHO U3
Opurunan X
OpHIHHANIA
Kon PeructpanuoHHslil
OpHUTHHANa  HOMEp
npodeccHoHaNbEHOTO
cTaHgapra

Bo3moxkHbIe
HaNMEHOBAHUS
JOJDKHOCTEH, mpodeccuii

JupekTop 1o nepconany
JIupeKTop 1o ynpaBJIEHUIO [IEPCOHATIOM
3aMmecTuTeNb reHepaIbHOr0 JUPEKTOPA M0 YIPABICHUIO IEPCOHATIOM

TpebGoBanus k
00pa3oBaHMIO U
00y4YeHUIO

Bricuiee  oOpa3zoBaHue  (CreLUAIMTET,
HANPAaBIEHUIO TIOJTOTOBKH «YNpaBjeHHE
«MeHeTKMEeHT», HIH «IKOHOMHKA)

aubo Bbicliee oOpazoBaHuEe (CHEIMAIUTET, Marucrparypa) u
JOTIOJTHUTENbHOE TMPOodEeCcCHOHATbHOE 00pa3oBaHUE — MPOTPAMMEI
npoeCCHOHATILHON TEPENoArOTOBKM B 00JIaCTH yIIpaBJICHUS
nepcoHaa.

Marucrparypa)
MePCOHAIOM,

110
HJIN

TpeboBanus K ONBITY
MPAaKTUYECKON pabOThI

He wMenee naru ner B o0nacTu yOpaBlIEHHs IIEPCOHAIOM Ha
PYKOBOJSIIIIUX JOJAKHOCTSIX

Oco06ble ycrnoBus
Jorycka K pabote

JHpyrue xapakTepucTuKu

IIporpaMmbl nNoOBbIMIEHUS KBAJTUPUKAIUM (TOMOJTHUTEIBLHOE
npogeccuoHaIbHOEe 00pa3oBaHue).

JlonoIHUTENBHBIE XapAKTEPUCTUKH

HaumeHnoBaHue 1O0KyMeHTa Kon HanmenoBaHnue 6a30B0ii IpyIIIbL, JOJKHOCTH
(mpodeccun) miu CrienUualbHOCTH
OK3! 1212 VYnpasinsmoye TpyA0BbIMH pecypcaMu
EKC? - 3aMeCTHUTENb JUPEKTOPA MO YIPABJICHUIO
MIEPCOHATIOM
OKIIATP* 24063 Menemxep 1o nepcoHany
OKCO® 5.38.03.01 | DxoHOMHKa
5.38.04.03 | DxoHOMUKA
5.38.03.03 | YrpaBiieHue nepcoHaiom
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5.38.04.03 | YopaBieHue nepcoHagiom

5.38.03.02 | MernemkMeHT

5.38.04.02 | MenemKkMeHT

3.8.1. TpynoBas ¢pyHkuus

Pa3paboTka cHCTEMBI CTPATErHUECKOTO YpoBeHb
Haumenosanne | ynap ey epcoHanoM OpraHH3aIuu Koz H/01.7 | (nomyposenr) 7
KB UKAIAN

IIpoucxoxaeHue Tpya0BOU
¢GbyHKIAN

X 3auMCTBOBAHO U3

Opurusan
OpHIHHANIA
Kon PerucrparuoHHsIit
OpHUTHHANAa  HOMEp
po¢eCCHOHATHLHOTO
cTaHaapra

TpynoBble nencTBus

Ananuz YCIICHIHBIX KOPIHOPATUBHBIX IIPAKTUK TII0 OpraHu3alun

CTPaTEruyecKoro yIIpaBJICHHUS IIEPCOHAIIOM OpraHu3aluy,
OpraHU3aIlMOHHOIO IIPOEKTUPOBAHUS u B3aUMOJCICTBUSA
MOJpa3IeICHUI

ITocTaHOBKA CTPATErMUECKUX LIEJEH B YIIPABICHUH MIEPCOHATIOM

Pa3zpaboTka koprnopaTUBHOM MOJUTUKH, TUTAHOB, IPOTPAMM, MPOLETYP
Y TEXHOJIOTHUM MO YIIPABICHUIO IEPCOHAIIOM

Pa3pa60TKa KOpHOpaTHBHOﬁ KYJIbTYPBI U COHH&HBHOﬁ IIOJIMTHUKH,
CHCTEM MOTHUBAIMH, 3(1)(i)€KTI/IBHOCTI/I, OLICHKHW U pa3BUTUA IICpCOHAIIA

@opMUPOBAHHUE CUCTEMBI OTUIAThI M OpraHu3aluy Tpyaa

Pazpabotka OpraHU3aI[MOHHON CTPYKTYPHI, IUTaHUPOBaHHE
OTPEOHOCTH B IEPCOHAJIE OpPraHU3alun

Pa3paboTka mporpamMm, NpUHIUIOB CTaHJIAPTHU3ALMM, YHU(PUKALINU,
ABTOMATHU3AIMK TPOIECCOB YIPABICHUS MEPCOHAIOM M 0e30IMacHBIX
YCJIOBUU Tpyaa

®opmupoBanue Or0KeTa Ha EPCOHAI, TEXHOJIOTMH ayiuTa paboTsI C
[IEPCOHAJIOM M KOHTPOJUIMHTa

Heo6xoaumelie ymeHUst

PaBpa6aTLIBaTL CTPATCTUH U IMOJIMTUKU B YIIPABJICHUU IICPCOHAIIOM

Co3naBaTh U ONUCHIBATh OPTraHU3AIMOHHYIO CTPYKTYPY, LI€TH, 33/1a4H,
(GYHKIMH CTPYKTYPHBIX MOIPA3EICHUN U JIOJKHOCTHBIX JIHI]

[IpuMeHsATh METONBl YNPABIEHUS MEXJIMYHOCTHBIMU OTHOIICHUSIMH,
dbopMUpOBaHUS KOMaHJ, Pa3BUTUS JTHAECPCTBA M HMCIOJIHUTEIHHOCTH,
BBISIBIICHUS TaJJAHTOB, OTIPEJICIICHHS YIOBICTBOPEHHOCTH PabOTOM
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OnpenensiTb W aHATUM3UPOBAThb BHYTPEHHHUE  KOMMYHHKAIUH,
MOJEJIUPOBATh MOBEJCHUE TIEPCOHANA

HpeIICTaBJISITB HHTCPCChI OpraHu3allii B IOCYyAapCTBCHHBIX OpraHax,
BO B3aUMOJEHCTBHU C HpO(COr03aMH, MHBIMHU IPEICTABUTEIbHBIMU
opraHamy paOOTHHKOB IO BOIIPOCAM II€pCOHaa

CocTaBisiTh, pacCUUTHIBATh, KOPPEKTHUPOBAaTbH U KOHTPOJIUPOBATH
CTaTbH PacxooB OI0/HPKETOB M (POHIOB HA MIPOTPAMMBI U MEPOTIPUSTUS
10 YIPABJIEHUIO IEPCOHAIOM OpPraHU3alNuN

[IpoBoauTh ayauT U KOHTPOJUIMHT B  OOJACTH  yHpaBICHUS
[IEPCOHAJIOM

Pa3pabarbiBaTh KOPIIOPATUBHBIE COLUANIBHBIE IPOTrPaMMBbl

Bectu mneperoBopsl IO BOIPOCAM COLMAIBHOIO IIAPTHEPCTBA C
IPEJCTaBUTEIILHBIMU OpraHaMH PaOOTHUKOB

PaGoTtars ¢ MHPOPMALMOHHBIMU CHUCTEMaMH M 0a3aMM JaHHBIX IO
BOIIPOCAM YIPABICHUS IEPCOHATIOM

Ymenue HCNO0Jb30BATH ABTOMATU3HPOBAHHbIE CHCTEMBI
ylpaBJ/ieHHs IEPCOHATIOM

OpranuzoBbIBaTh MEPOINPHUSATHS 1O OOECIEYEHUIO BBINOJHEHUS
TpeOOBaHUN OXpaHbl TpyJa B COOTBETCTBUU C JACHCTBYIOLIUM
3aKOoHO/aTenbcTBOM Poccuiickoit denepaiy U JIOKaJbHBIMU aKTaMU
OpraHu3aluu

Opranu3oBbIBaTh W MPOBOJAWTH MEPONPHUATHS C TEPCOHAIIOM B
COOTBETCTBUE C KOPIIOPATUBHON COLMAIIBHON MMOJIUTUKOMN

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUS

HeoOxoaumeble 3HaHASA

Metoapl ympaBieHus pa3BUTHEM M 3((EKTHUBHOCTHIO OpraHU3alluy,
aQHaJINM3a BBINOJHEHUS IIJJAHOB W IpOrpamM, OINPEACNIEHUus HX
HKOHOMHUYECKOH 3(hPexTHBHOCTH

MeTtoap! o1leHKH pabOThl CTPYKTYPHBIX MOJpa3/ieieHUil, pe3ylbTaToB
TpyJa IepcoHala

MeTtoibl TIPOBENCHUS AyJUTOB, KOHTPOJUIMHTA YIPABICHUECKUX
HPOLIECCOB

Meroapl aHanaM3a KOJMYECTBEHHOTO M KAYeCTBEHHOTO COCTaBa
nepcoHaja

CI/ICTCMBI CTaHAapTOB IIO 6H3HCC-Hp0L{CCC&M, HpO(bCCCI/IHM, HOPMBbI
Tpyna

CucreMbl, MeTOabl U (OPMBI MATEPUATHLHOTO W HEMATEPUAIBHOTO
CTUMYJIMPOBaHUS Tpy/a NepcoHana

MGTO)II)I aHaJIM3a COOWAJBHBIX IIpOorpaMM MW OINPCACICHUA HX
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YKOHOMUYECKOH 3P (HEKTUBHOCTH

TexHonorun U MeTolbl (POPMHUPOBAHUS U KOHTPOJIA OIOHPKETOB Ha
nepcoHal

TpeGoBanwms OXpaHbl U OE30MACHBIX YCIOBHH TPy/Ia

HCJ'II/I, CTpaTeruA 1 MOJUTHUKA OpTraHru3alu 110 IIEPCOHATY

OCHOBEBI TEXHOJIOTHH IIPOMU3BOACTBA U ACATCIIbPHOCTU OpraHHU3allvun

OCHOBEI COMOJIOTUH, IICUXOJIOTMU U DKOHOMUKHU TPpyaad

OCHOBEHI YIipaBJICHHA CONHUAJIBHBIM Pa3BUTHUEM OpraHu3alin

MeToapl TIPOBEJCHHS COIMOJOTHYECKMX HCCICAOBAHUN, H3ydYCHUS
00IIIECTBEHHOTO MHEHUS

CtpyKTypa opranuszanuu

TpynoBoe 3aKOHOJATENbCTBO U MHBIE AaKThl, COAEP)KAIME HOPMBI
TPYZOBOIO IIpaBa

OCHOBBI apXHMBHOT'O 3aKOHOJATEJILCTBA M HOPMATHUBHBIC IPABOBHIC
akThl Poccuiickoii @eneparii, B 4acTH BEACHHS JTOKYMEHTALUU I10
MepCoHay

OcHoBBI HaJIOrOBOT0 3aKoHOAaTeNnbeTBa Poccuiickoit denepanun

OcHOBBI MUTPALIMOHHOTO 3aKOHOAaTenbcTBa Poccuiickoit denepanumy,
B YaCTHU NPUBJICYCHUS M TPYIOYCTPOWCTBA MHOCTPAHHBIX I'pa)K/laH U
nu1 6€3 TpaKJaHCTBA

OCHOBEI AIMUHHUCTPATUBHOT'O 3aKOHOJAaTCJIbCTBA B obnactu
YHpaBJICHUA IIEPCOHAIOM U OTBCTCTBECHHOCTH JOJLDKHOCTHBIX JIUI

3akoHonaarenbcTBO Poccuiickoil denepaiiv 0 epcoOHANbHBIX TaHHBIX

JlokanbHBIE HOPMATHUBHBIE aKThl OPTaHU3alUU B 00JACTH YIIPaBICHUS
HIEPCOHAIIOM

[Topsmok 3aKITIOYEHUS TI0TOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOTO O6H_I6HI/I$I

OcHOBBI HH(OPMATUKH, CTPYKTYPHOE MOCTPOEHHE HH(OPMAIIMOHHBIX
CUCTEM U OCOOEHHOCTH pabOThI C HUMU

Jpyrue xapakTepucTuKu

3.8.2. TpynoBas pyHkuus

HaumenoBanue

Peanu3anusi CHCTEMbI CTPATErHUECKOTO YpoBeHsb
YIIPaBIICHHS [IEPCOHATIOM OpraHmsaruy | KOA H/02.7 | (nonyposesn) 7

KBaTA (UK




IIpoucxoxnenue TpyaoBoit
¢GbyHKIAN
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X 3arMCTBOBAHO U3

Opurnusan
OpHUTHHaJIa
Kon PeructpanuoHHslil
OpuruHana HOMEp
npodeccHoHaNbEHOTO
CTaHjapra

TpynoBsie nencTBUs

[InanupoBaHue MAEATENBHOCTH M pa3paboTKa MEpPONPUATHA 1O
YIPaBJIEHUIO IEPCOHAIOM JJIsl peaju3allid CTpaTerHuyecKux Ieinei
OpraHu3aluu

BHenpeHue noiuTuK, MIAHOB, MPOTPaMM, IPOLEAYpP U TEXHOJIOTUN 110
YIPaBIEHUIO IEPCOHAIOM

IlocTpoeHne OpraHU3allMOHHOM CTPYKTYpPBl C Y4YE€TOM ILIAHOBOM
HoTpeOHOCTM B TMEpPCOHATE UM  B3aUMOJCHCTBUS  CTPYKTYPHBIX
MOJpa3/IeICHUI OpraHu3aluu

Brenpenune u noanep:xanue KOpIOpaTUBHON KyJIbTYpPhl U COLUAIBHON
HOJUTUKH, CUCTEM MOTHUBALUH, 3()(HEKTUBHOCTH, OLEHKU U PA3BUTUSA
nepcoHala

BHGIIpeHI/Ie U nIoAACPKAaHNUEC CHUCTCMbI OpraHu3alviu Tpylda U OIJIAThI
nepcoHalia

VYrpaBieHue BHEAPEHUEM MPOrpaMM U MPHUHLMIIOB CTaHJapTU3ALUH,
YHU(UKALUY, aBTOMAaTU3alUN [IPOLIECCOB YIPABJIEHUS [IEPCOHAIOM U
0e30nacHbIX yCIOBUH TpyAa

Opranuszanus NPOBEICHUS ayAuTa W KOHTPOJUIMHTA B YIPaBICHUH
HIEPCOHAIIOM

IlocTaHoBKa 3a1a4 PyKOBOAMTENSAM CTPYKTYPHBIX IOApA3/IEICHUN,
OIPEIEICHUE  MAaTepUaIbHO-TEXHUYECKUX  pEeCcypcoB Il HX
BBIITOJIHEHU S

AHanM3 OTYETHOCTH MO YIPABIECHUIO TIEPCOHAJIOM M BBISBICHUE
PECYPCOB IO YIYYIIEHUIO JESTEIbHOCTH OpraHu3aluu

CornacoBanue YCJIOBI/Iﬁ 3aKIII09YaCMbIX OJOTOBOPOB 110 BOIpOCaM
YHpaBJICHUA IIEPCOHATIOM

Opranuzanusi NPOBEAEHUS 3aKyMOYHBIX MPOLEAYyp IO BOIpocaM
yOpaBieHUS  MEPCOHAIOM U OQOPMIIEHHS  COMYTCTBYIOILEH
JIOKYMEHTAIUH TI0 HUM

(I)OpMI/IPOBaHI/IC 6IOI[)KCT3. Ha nepcoHal, TEXHOJIOTUI ayauTra pa60TBI C
MEPCOHAJIOM U KOHTPOJUUIMHIA

[IpumeneHrne k pabOTHUKAM Mep MOOMIPEHUS U AUCLMILTIUHAPHOTO
B3BICKAHUs

Heo6xoanmelie ymeHUs

HpOI/ISBO,Z[I/ITL AHAJIN3 JCATCIBHOCTU II0 YIPABJICHUIO IMEPCOHAIOM,
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paspabaThiBaTh Mokazarenu 3 (HEKTUBHOCTH PabOTHI

®opMUpOBaTh MIIAHBI U MEPOIIPUSITUS 10 YIIPABIICHUIO [IEPCOHATIOM

PaccunTriBaTh 6I-O,H)KGT B o0JiacTu YIIpaBJICHHUSA IIEPCOHATIOM

OnpenensaTh 30HBI OTBETCTBEHHOCTH PAOOTHHKOB W TOJpAa3JCIICHUH,
CTaBUTh 3a/la4d PYKOBOAMTEISIM MOApa3JeleHuii u obecrneynBarhb
peCypChI I UX UCIIOJIHEHUS

KoHTposmpoBaTh 1 KOPPEKTUPOBATH UCIIOJIHEHUE IOPYUYCHHM U 3a1a4

YopaBnasate  3((EKTUBHOCTHIO ¥ BOBJICYCHHOCTHIO  IE€pCOHAa,
JMCLUILITMHON Tpy/a U coOIroIeHreM 0e30IacHbIX YCIOBUH Tpyna

Bectu mneperoBopbl 1o BOIpoOcaM COLMAIBHOIO IApTHEPCTBA H
IIPEJICTaBIISITh UHTEPECH OPraHU3alluKd B TOCYJApPCTBEHHBIX OpraHax,
npoeCCHOHATBHBIX COI03aX U JIPYTUX IPEICTaBUTEIbHBIX OpraHax
pabOTHUKOB, U OPraHU3aLUAX 10 BOIIPOCaM IlepcoHala

Paborate ¢ WHGOPMAIMOHHBIMU CHUCTEMaMH W 0a3aMu JaHHBIX I10
BOIIPOCAM YIIPABJICHUS [IEPCOHAIIOM

YMeHue  HCHOJIB30BAaTh  ABTOMATH3MPOBAHHBIE  CHCTEMBI
yIpaBJieHUs MEPCOHAIOM

[lpoBoanTh aymIuT © KOHTPOJUIMHT B OOJACTH  YIpPaBJICHUS
HIEPCOHAIIOM

dopMUpOBaTh U MPOBOJAUTH COIHUAIBHYIO MOJUTHUKY M COIMAIbHBIC
IPOrPaMMBbI

Bectun neperoBopel €  MNOCTaBIIMKAMH  YCIIyr' IO  YCJIIOBUAM
3aKJIIO9YaCMbIX JOTOBOPOB

[Tpon3BoauTh 3aKyNOYHbIE TPOLEAYPbI, 0QOPMIATh U aHATU3UPOBATH
3aKyINOYHYIO JOKYMEHTAIUIO

CO6J’IIO,[[8.TB HOPMBI 5TUKHA JCJIOBOTO O6H_ICHI/I$I

HeO6XOI[I/IMI>Ie 3HaHUA

Mertoabl ynpaBineHUsl pa3BUTHEM U A(PQPEKTUBHOCTHIO OpPTraHU3aINH,
METO/bI aHaJM3a BBHIIIOJHEHUS TUIAHOB W MIPOTPAMM, OIIPENEIICHUS X
HKOHOMHUECKON 3P HEKTUBHOCTH

OpFaHI/ISaHI/IH YIIpaBJICHHUA PAa3BUTUCM OpraHU3alluA

Teopun ympaBiaeHuss OpraHu3alyed, IOJIUTHKA W CTpaTerus
YIIPABJICHUS [IEPCOHATIOM

MeToapl aHain3a BBIIOJIHEHMS IUJIAaHOB M 3a/ad, ONPEACNICHUs HX
HKOHOMUYECKOH 3(hpexTHBHOCTH

MeToapl OTICHKH, PE3YNIBTaTOB U 3(PPEKTUBHOCTH TPYIa

MeTonbl BHEIPEHUS CUCTEMBI YITPABIEHUS ITEPCOHAIOM
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OcHOBBI pabOTHI 11O POHOPUEHTAITUN

MeToauky IUIAHUPOBAaHMS M NPOTHO3MPOBAHMS IOTPEOHOCTH B
HepcoHae

[{enwn, cTparerusi pa3BUTHs U OM3HEC-TINIAH OPTaHU3AINH

Teopuu 1 MeTo1b1 POPMUPOBAHUIO OpEHIa OPraHU3aLNuN

TpeGoBanus oxpaHbl U OE30MACHBIX YCIOBHM Tpyaa

MeTOI[I/IKI/I pa3pa60TKH W BHEAPCHUA JIOKAJIBHBIX HOPMAaTUBHBIX aKTOB

[lopsmok  3aKkirO4eHHs TPYIOBBIX JOTOBOPOB,  PEryIHMpOBaHUS
TPYIOBBIX CIIOPOB

OCHOBBI COLIMOJIOTUY, IICUXOJIOTUH, SKOHOMUKH TPYyJa U YIPaBICHUS
COLIMAJIbHBIM Pa3BUTUEM OpraHU3aALUU

Metoabl TIPOBEICHUSI COIMOJIOTUYECKUX HCCIICAOBAHUMN, H3yYCHUS
0OIIIECTBEHHOTO MHEHUS

TexHonornu NpPOBENCHUS ayIuTa ¥ KOHTPOJUIMHTA B YIPaBICHUH
HIEPCOHAIIOM

[Topsimox mpoBedeHUS 3aKYyNOUHBIX Mpolenyp U  0ohopMIIeHHUS
COILYTCTBYIOILEH JOKYMEHTaluU

Texnomornu,  craHgapTH3auus,  yHU(UKALOWsS,  aBTOMAaTH3aLUs
IPOLIECCOB YIIPABIICHUS IEPCOHAIIOM

CtpyKTypa opranuszanuu

TpynoBoe 3aKOHOAATENBCTBO M MHBIE AKThI, COAEpXKAIIUE HOPMBI
TPYZOBOI'O IIpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATENbCTBA M HOPMATHUBHBIE IPABOBHIE
akTel Poccuiickoii denepaiuu, B 4aCTU BEACHUSA JOKYMEHTALMU 10
[epcoHay

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbCcTBA Poccuiickoit deaepannn

OCHOBBI MUTPAITMOHHOTO 3aKOHO1aTenbcTBa Poccuiickoit deneparumy,
B YaCTU MPUBICYCHUS U TPYAOYCTPOMCTBA MHOCTPAHHBIX TPAKIaH U
nu1 6€3 TpaKJaHCTBA

OCHOBEI AIMUHHUCTPATUBHOT'O 3aKOHOJAaTCJIbCTBA B obnactu
yrpaBJICHUA IIEPCOHAIOM U OTBCTCTBCHHOCTH JOJDKHOCTHBIX JIUIL]

3akoHonaarenbcTBO Poccuiickoil denepaiii 0 NepcOHANbHBIX TaHHBIX

[Topsimok 3aKITFOUEHUS IOTOBOPOB (KOHTPAKTOB)

JlokanbpHbIC HOPMATUBHBLIC aKThHI B obmactu YIIpaBJICHHUA IIEPCOHATIOM

HOpMLI OTHUKH JCJIIOBOTO O6I.I.ICHI/I$I
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ba3zoBele  OCHOBBI ~ MH(MOPMATHKH, CTPYKTYpPHOE  IIOCTPOCHHE
MH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl C HUMH

Jpyrue xapakTepucTuKu

3.8.3. TpynoBas pyHkumsi

AIMUHUCTPUPOBAHWE  NPOLECCOB U YpoBeHb
HaumenoBanne | JOKyMEHTOOOOpOTa IO cTpaTermdeckomy | Kox H/03.7 | (moxypoBens) 7
YIPaBJIEHUIO IEPCOHATIOM OpTraHU3aluU KBa/H(pHKALHH

IIpoucxoxaeHue Tpya0BOU
GbyHKIUN

X 3auMCTBOBAHO U3

Opuruzan
OopuUrMHaa
Kong PeructpanuonHslit
OpHUTHHAaJA HOMEp
npodeccHOHANBEHOTO
cTaHmapTa

TpynoBble nencTBUs

AHaJIU3 TPOIECCOB TOKYMEHTOOOOPOTA, JIOKAIBHBIX JIOKYMEHTOB IO
BOIIPOCAM YITPABJICHUS TIEPCOHATIOM, OM3HEC-TIPOLIECCOB OpraHU3allHH,
YIIOBJICTBOPEHHOCTH TIEPCOHAA

JlokymenTanmonnoe  odopmiieHHE  pE3yNbTaTOB  YIpPaBICHUS
MIEPCOHAJIOM, €T0 ayIUTa, padOTHI CTPYKTYPHBIX IMOAPA3ICICHHIMA

JloKyMEHTallMOHHOE u OpPraHu3alMOHHOE CONIPOBOXKJICHUE
CTPaTEeruyecKoro YIpaBJieHHs] MEPCOHATIOM M pabOThl CTPYKTYPHBIX
MOpa3IeICHUI

IToaroroBka mpemIOKEHUM 10 PaA3BUTUIO CHUCTEM  YIIPABICHUS
MEPCOHAIOM, N0 HEOOXOANUMBIM KOPPEKTHUPYIOIIMM U MPEBEHTUBHBIM
MepaM M M0 TOBBIIIECHUIO 3((HEKTUBHOCTH pPabOThl CTPYKTYPHBIX
MOpa3IeICHUI

KoHTposib mporieccoB B 00J1acTu yIpaBieHUs MEPCOHATIOM U padOThHI
CTPYKTYpPHBIX TOJApa3JelieHuid, CpaBHEHHWE U aHallu3 MPOIIECCOB,
PE3yJIbTATOB YIPABICHUYSCKUX MEPOIPHSITHIA, OTpeiesieHne (PaKTOpoB,
BBI3BIBAIOIINX OTKJIIOHEHHE OT IJIAHOBBIX MMOKa3aTesei

CoryacoBanre M KOHTPOJIb JOIOBOPOB IO BOIPOCAM M CHUCTEMaM
CTPaTEeruyecKkoro yIpaBlIE€HUs MEPCOHAIOM U paboTe CTPYKTYPHBIX
NOJpa3eJIEHU I, OpraHu3alus IPoUEeAyp 10 UX 3aKIIFOUEHUIO

ITonroroBka pe3ynbTaToOB aHalIM3a COOTBETCTBUS OpraHu3alluud U
OIIaThl TPy MEepPCOHaa YCIEIIHBIM KOPIIOPATUBHBIM MPAaKTUKAM

Brimonaenune TpeboBaHU 10 XpaHEHUI0 HHPOPMAIIUKA O Pe3yabTaTax
JIEUCTBUSI CHCTEM CTPATErMYECKOTO YIPABICHUS TEPCOHAIOM U
PpaboOTHI CTPYKTYPHBIX TO/Ipa3ieTIeHUIN

HeoOxonumelie ymeHust

AHanu3upoBath, paszpabarbiBaTh U OPOPMIISITH JOKYMEHTBI IO
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mporieccaM M pe3ysbTaTaM YIpaBiICHHsS IEpPCOHAIoM W pabote
CTPYKTYPHBIX TOPa3ICICHHH

[TpuMeHsITh METOIBI aHATTN3a OM3HEC-TPOIIECCOB OPTaHU3AIHH

Ornpenensatb NpPOrpaMMbl JOCTHXKEHHUS LeJed U peuieHus 3ajady
MoJipa3ieICHUI

IIpoBOAUTE ayAUT CUCTEMBI YIIPABJICHUS IIEPCOHATIOM

IIpoBOANUTE KOHTPOJUIMHT CUCTEMBI YIIPABJICHUS IIEPCOHAIIOM

KonTtponupoBarh O0r0KeT Ha MEepCcoHaN M YIPABJICHUE pacxoJaMH Ha
HepcoHall

OpFaHI/ISOBBIBaTB COIIPOBOXACHHUEC JA0roBOpoOB 110 BOIIpoCaM
YIpaBJICHUA IIEPCOHATIOM, BKJIKOYad MPEABAPUTCIIBHBIC TPOUCAYPHI 11O
KX 3aKIIOYCHUIO

OpFaHI/ISOBBIBaTB 3aKYIIOYHBIC IIpoLCaAypPHI, O(bOpMHHTL u
AHAJIM3UPOBATH 3aKYIIOYHYIO JOKYMCHTAIUIO

KonTponupoBatb ¥ aHaIM3UPOBaTh  BONPOCHl  COLUAIBHOIO
[apTHEPCTBA, J0TOBOPHI MOCTABUIMKOB YCIYT

HpOBOILI/ITI) MEPETOBOPLI U HNPCACTABIATH MHTCPEChI OpraHru3alvi B
rocyAapCTBCHHbIX OpraHax, HpO(l)eCCI/IOHaHBHBIX COK03axX MU APYyrux
MNPpEACTAaBUTCIIbHBIX  OpraHax pa6OTHI/IKOB H opraHusanuiax 110
BOIIpOCaM IrepcoHalia

Bectu ACJIOBYIO IICPCIIUCKY

PaboTtats ¢ MHPOPMALMOHHBIMU CHUCTEMaMH M 0a3aMM JaHHBIX IO
NepCOHaly, CHCTEMaM yIpaBICHUS IMEPCOHAIOM M OpraHu3aluu
JIESATENIBHOCTH CTPYKTYPHBIX MTOApa3AeICHUN

YMeHue  HCHOJIB30BAaTh  ABTOMATH3MPOBAHHBIE  CHCTEMBI
yIpaBJieHUs MEPCOHAIOM

ObecnieunBaTh JOKYMEHTAIMOHHOE COIPOBOXIECHHUE IPOLECCOB IO
YIIPaBJIEHUIO TIEPCOHAIOM U PabOTe CTPYKTYPHBIX MO/Ipa3ieieHUi

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B  COOTBETCTBUHU C
TpeOOBaHUSIMU  TPYAOBOTO W  ApPXMBHOTO  3aKOHOJIATEJIhCTBA
Poccuiickoit denepanuu 1 J10KaJIbHBIMA AKTaMU OpraHU3alnN

CO6J’IIO,Z[8.TB HOPMBI OTUKHA ACIIOBOTO O6H.ICHI/I$I

HeoOxoaumeble 3HAHUSA

KopnopatuBHas  KynbTypa, colMaldbHas MOJHUTHUKA, CHUCTEMBbI
MOTHUBaIMH U YP(HEKTUBHOCTH YIPABICHUS IEPCOHATIOM

Mertoapl ynpaBieHHUsT pa3BUTHEM U A(PQPEKTUBHOCTHIO OpPTraHU3aINH,
METO/IbI aHaJIM3a BBHIIIOJHEHUS TUTAHOB W MIPOTPAMM, OIIPENEICHUST X
HKOHOMHYECKON 3P PHEKTUBHOCTH

Metoapl IMPOBCACHUA ayaura, KOHTPOJIA OIICPATUBHBIX
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YIpaBJICHUYCCKHUX MPOHECCOB, CONNOJIOTUYCCKUX I/ICCJ'IG,Z[OBaHI/II\/'I

busnec-mian n 6I/I3HCC-HpOI_IeCCBI OpraHu3anu

BIOI[}KCTHOC IIPOCKTUPOBAHUEC

OpraHuzanroHHOE IPOEKTHPOBAHNE

@®opMbI, METOJbI M CHCTEMbl MATEpUATIBLHOTO W HEMaTEepUAIBHOTO
CTUMYJIMPOBAHUS TpyAa MepcoHaa

Cucrembl  cTaHzapToB 1o  OusHec-mpoueccam, mpodeccusm
(criennanabHOCTSAM), HOPMBI TpyZia

Metonpl aHanmM3a KOJMYSCTBEHHOIO M KauyeCTBEHHOI'O COCTaBa
nepcoHaia

ITonuTuka OopraHu3aluvu 110 INepCoHaAIly

[Topsimox dopmupoBaHus, BeAeHHUs OaHKa JAHHBIX U MPEIOCTABICHUS
OTYETHOCTH TIO CHCTEMaM YIPABJICHUS NEpCOHATOM u pabote
CTPYKTYPHBIX MOJIpa3/iesieHui

OCHOBBI JIOKyMEHTAIIMOHHOTO OOecreueHust, MopsaoK odopMieHus
JOKYMEHTOB, IIPEJOCTaBIsIEMBIX B TOCYAAPCTBEHHBIE OpraHbl,
npodecCHOHATBHBIE COI03bI, O0IIECTBEHHBIE OpPraHU3aINN

HCJ'II/I " CTpATCrusd pa3sBUTHUA OpraHu3allun

[Topsimox mpoBedeHUS 3aKYyNOUHBIX Mpolenyp U  0ohopMIIeHHUS
COILYTCTBYIOILEH JOKYMEHTaluU

HopmatuBHBIE TpaBOBbIE AKTHI, PETYJIUPYIOIINE MTpaBa U 00A3aHHOCTH
rOCYy/IapCTBEHHBIX OPraHOB W OpraHM3allM IO IPEIOCTABIECHUIO
YYETHOM TOKyMEHTALUN

CrpykTypa OpraHu3allld M BakaHTHbBIE JOJDKHOCTH (mpodeccun,
CHEINAILHOCTH)

TpynoBoe 3aKOHOAATENBCTBO M MHBIE AKThI, COAEpXKAllUe HOPMBbI
TPYZOBOI'O IIpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIE
akTel Poccuiickoii denepanuu, B 4aCTU BEACHUSA JOKYMEHTALMU 10
[epcoHany

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit deneparuun

OCHOBBI MUTPAIMOHHOTO 3aKOHO1aTeNbcTBa Poccuiickoit deaepanuu,
B YaCTU MPUBICYCHUS U TPYAOYCTPONCTBA MHOCTPAHHBIX TPAKIaH U
nu1 0€3 TpaKIaHCTBA

OCHOBEI AIMUHHUCTPATUBHOT'O 3aKOHOJAaTCJIbCTBA B obnactu
yrpaBJICHUA IIEPCOHAIOM U OTBCTCTBCHHOCTHU JOJIZKHOCTHBIX JIUIY

3akoHonaarenbcTBO Poccuiickoil denepaiiii 0 NepcoOHANbHBIX TaHHBIX
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JlokasibHbIE HOPMATUBHBIE aKThl OPraHU3ALUK B 00JIACTH YIPaBJICHUS
MEePCOHAIIOM

ITopsi1oK 3aKIIOUEHUS I0TOBOPOB (KOHTPAKTOB)

HopMbI 3TukH 1e10BOT0 00IIeHUS

ba3zoBble  OCHOBBI ~ MH(MOPMATHUKH, CTPYKTYPHOE  IIOCTPOCHHE
MH(POPMALMOHHBIX CHCTEM U 0COOEHHOCTH pabOThI C HUMH

Jpyrue xapakTepucTuKu

IV. CBenenust 00 opranuzanmsx - paspador4nkax
NpogecCHOHAIBHOIO CTAHJAPTA

4.1. OTBeTCcTBEeHHAs1 OPraHM3aALUSA-Pa3padoTYUK

Oobmepoccuiickoe ob0beauHEHUE paboTonateneid "PoccWiiCKuil COO3 MPOMBINUICHHUKOB U
npeanpuaumatesnei”, ropoa Mocksa

Ucnonnurenshsbiii BuLie-npe3uaeHT Kysemun Jmutpuii Bnagumuposuy

4.2. HammMeHOBaHHs OpPraHu3anuii-pa3padoT4ynKoB

1| AHO "HanuoHaibHOE areHTCTBO Pa3BUTHUS KBanudukanuii", ropox Mocksa

2| Accounanus (Coro3) "Accoruaiys KOHCYJIbTaHTOB 110 TO00py nepcoHana", ropox Mocksa
3| I'pynna HeadHunter, ropog Mocksa

4|3A0 "KPOK MHKOPITOPEUTE/, ropox Mocksa

5| Mndpopmannonno-ananutuueckuit nentp "Kanpossriii lozop", ropox Mocksa

6| MI'O "OIIOPA POCCHHN", ropog Mocksa

7| MexayHapo/iHasi acCoLMaIMs JIEJI0BOTO COTPYAHUYECTBA, ropo]] MockBa

8| HOUY AIIO "MucTtuTyT podecCHoHaATBHOTO KaapoBuka', ropoa Mocksa

HII "Accommanusa EBponetickoro 6uszHeca", ropox Mocksa

10

HIT "BKK - HaninonasabsHBIHM cO03 KaJipoBUKOB", TOpo1 MockBa

11

HIT "Mexnynapoaubiil anbsHe "TpynoBas murpanus’, ropoq Mocksa

12

HIT "HarmmonanpHast acconuarusi OPUCHBIX CIENHUATUCTOB U aIMUHUCTPATUBHBIX
paboTHuKOB", Topor MockBa

13

HIT MHO "Accouunauust menemxepo Poccun", ropon Mocksa

14

HIT CYPD "HanmonansHas koH(enepaius "Pa3BuTre 4emoBe4ecKoro kanurana'", Topos
MockBa
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15

OAO "BJIHX" (T AO BBILI), ropox Mocksa

16

OAOQ "T"aznpom HedTh-HoBocuOupck", ropon HoBocubupck

17

OAOQO "O0benuHEHHAs CyI0CTPOUTENbHAS Kopriopamnus'", ropoa MockBa

18

OAOQO "PX/1", ropog Mocksa

19

OAO "Caxanun DHepxu MuBectMenT Komnanu", ropon FOxxno-CaxanuHck

20

OAO "Taruedts" umenu B.JI. [llamuna, ropon Kazanb

21

OAO "Hayuno-npou3BoacTBeHHOe 00benuHenue "Hayka", ropoq Mocksa

22

OOO "LG Electronics Rus", ropox Mocksa

23

00O "busnec IIcuxonorn SHL Russia & CIS HII", ropox Mocksa

24

00O "UT-CK", ropon Mocksa

25

00O "Jlykoun-Unxunupunr", ropox Mocksa

26

00O "OKBb 3enut", ropon Mocksa

27

00O "Ilerponuym Tpeiinunar", ropog Mocksa

28

00O "Tlonurpad-3amura, ropog Mocksa

29

00O "UenTp kaapoBsix TexHonoruit - O0yuenue. CtaxxupoBku. TpynoycTpoicTBo", ropoa
MockBa

30

Poccuiickoe npencraButenbetBo "Coleman Services UK" ("Koynmsn CepBucus"), ropos
MockBa

31

Toproso-npomsinieHHas naiara Pocecniickont @enepanun, ropox Mocksa

32

OI'BOY BIIO "MockoBckuii rocyaapcTBeHHbIN yHUBepcuTeT uMeHun M.B. JlIomoHocoBa",
IIxosa qupeKkTopa 1o nepcoxany, ropox Mocksa

33

OI'bOY BIIO MCY, ropoa Mocksa

34

OI'BOY BIIO M3CH, ropoa Mocksa

35

OI'bOY BIIO Cubupckuit rocyaapcTBeHHbIN yHuBepcuteT nyreit coodmenus (CI'VIIC),
ropoa HoBocuGupck

36

OI'BY "HayuyHo-uccienoBaTenbCKUil HHCTUTYT TPYy/la U COLUATBHOIO CTPAXOBaHUs"
MunucrepceTBa Tpyaa U counalibHOM 3amuThl Poccuniickon denepannu, ropoa Mocksa

37

OI'VII "Iloura Poccun", ropoa Mocksa

38

OK "VYpancub", ropon Mocksa

1 N .
OO0uIepoccuiiCkmii KIacCUPUKATOP 3aHATHH.

2 N .
OO0uIepoccuiickmii KIacCU(PUKATOP BUOB SKOHOMHUYECKOH IeATETHHOCTH.

® E ummit KBaJTH(PHUKAIMOHHBIA CIIPABOYHHK JTOJKHOCTEH PyKOBOAUTENEH, CIIEINANNCTOB U IPYTHUX CITY/KAIIHX.
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Jai HHCKHI KTacCHU(UKATOP IT i UHX, JOJDKHOCTEH CIIyKallnX ¥ TapH(GHBIX SITTOB.
4 O6mepoccuiic acc aro oecc a0o 0. OCTEH C aj a a3psI0
® O6Gmepoccniickuii KIaccuhUKATOP CIEHAILHOCTEH 110 0GPa30BaHMIO.




