Mpuka3 MuHuctepcTBa Tpyaa 1 coumansHom 3awmTsl PO ot 6 oktabpsa 2015 r. N 691H
"O6 yTBEPXKAEHUM NpodreccnoHanbHOro ctangapta "Cneunanumct no ynpasneHuto
nepcoHanom"

B cooTtBeTcTBMM C rnyHkToMm 16 [MpaBun paspaboTku, yTBEpXOAEeHUA U NpUMEHEHUs
npodeccuoHanbHbIX  CTaHOApPTOB, YTBEPXAEHHbIX MocTaHosreHnem  [paBuTenbcTBa
Poccunckon ®epepaumm o1 22 gaHBapsa 2013 r. N 23 (CobpaHue 3akoHogaTenbCTBa
Poccunckon ®epepaunn, 2013, N 4, cT. 293; 2014, N 39, cT. 5266), npukasbiBato:

YTBepanTb  npunaraembln  npodheccnonansHelh - ctaHgapt  "Cneumnanuct  no
yrnpasfieH1o nepcoHanom".

MuHUcTp M.A. TonunuH

3apernctpupoBaHo B MuHtocte PP 19 oktabps 2015 T.
PernctpauynoHHbin N 39362

FAPAHT:
Cwm. cnpaBky 0 npodeccnoHarnbHbIX CTaHgapTax

Cwm.:

OOIDKHOCTHYK  MHCTPYKUMIO 3aMecTUTEensl reHepanbHOro AWpekTopa no  ynpaBfieHuo
nepcoHarnom

AOJMKHOCTHY MHCTPYKLMIO HaYarbHMKa oTAena opraHnsaumm 1 onnatbl Tpyaa
AOJMPKHOCTHY MHCTPYKLMIO cneumanicTa no opraHnsauumn n onnate Tpyaa

OOIDKHOCTHYIO WMHCTPYKUMIO MeHegkepa no pabote C npeacTtaBUTENbHbIMM  OpraHamu
paboTHMKOB

MpoceccuoHanbHbIN cTaHAapPT
CneumanucT no ynpaBneH1Io NepcoHanom
(yTB. npvkazom MuHuctepcTBa Tpyaa u counanbHon 3awmTbl PP ot 6 okTtabpsa 2015 r.
N 691H)

559

PePMCTpaHMOHHHﬁ HOMEP

|. O6wme cBegeHUs

YnpaBJieHMe INePCOHAaJIOM OpTraHM3alum 07.003

(HaMMeHOBaHME BMIOa HpO@eCCMOHaﬂbHOﬁ OeaTeJIbHOCTH) Kom

OcHoBHas uenb Buaa npodeccnoHanbHOn 4eAaTeNbHOCTH:

| OBecneveHne ahdeKTUBHOrO dyHKLIMOHMPOBAHUSA CUCTEMbI YMPaBIIEHWs NEPCOHANOM Ans
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‘ OOCTUXEHUS Lenemn opraHn3aunmn

pynna 3aHaTUn:

1232 PykoBoautenu nogpasgeneHum 2412 CneunanucTbl No Kagpam 1
(cnyx6) ynpaBneHus kagpamu u npodopreHTaumm
TPYAOBbIMU OTHOLLEHUAMMU
3423 CneuyunanncTbl KagpoBbIX CIYX0 U - -
yuypexneHun 3aHATOCTU
(kon (HanmeHoBaHue) (koo (HaMmeHoBaHue)
OK3*(1)) OK?3)

OTHeceHue K BuaamM 3KOHOMUYECKOM OeATENbHOCTH:

| 78.30

| NeatenbHocTb No noa6opy nepcoHana npoyas

(kog

(HaI/IMeHOBaHI/Ie BUAA 3KOHOMMUYECKOW LleFITeJ'IbHOCTI/I)

OKB3O*(2))

Il. OnucaHmne TpyaoBbIX PYHKLMK, BXOAALWMX B NpoceccuoHarnbHbIA CTaHAApT

(dbyHKUMOHanNbHas KapTa BuAa npodeccnoHanbHOM AeATeNbHOCTH)

O606LueHHbIE TPYAO0BbIE PYHKL MK Tpyaosble pyHKUMM
Kog HauMeHoBaHWe | ypOBEH HanMeHoBaHme Koq YPOBEHb
b (noaypoBeHb)
kBanud KBanudwukal,
nKauum nn
A [okymMeHTaumoH 5 BeneHune opraHnsauMoOHHON A/01.5 5
Hoe N pacnopsiauTenbHON
obecneyveHne AOKyMeHTaumm no
paboTbl C nepcoHany
nepcoHanom BeneHue gokymeHTaumm no A/02.5 5
y4yeTy 1 ABMKEHUIO KagpoB
AOMUHUCTPUpOBaHMeE A/03.5 5
NpoLEeCccoB U
AOKyMeHToobopoTa no
y4yeTy 1 ABWKEHUIO KaapoB,
npeacraBneHuno
OOKYMEHTOB NO nepcoHany
B roCyJapCTBEHHbIE OpraHbl
B [eaTenbHOCTb 6 C6op vHpopmaumm o B/01.6 6
no NoTpebHOCTAX OpraHM3aunm
obecne4veHnto B NepcoHane
nepcoHasnom Mouck, npuene4veHwue, B/02.6 6
nogbop n otbop nepcoHana
AOMUHUCTPUpPOBaHME B/03.6 6
NpoLEeCcCcoB U
AOKymMeHToobopoTa
obecneyeHns nepcoHanom
C JeatenbHoCTb 6 OpraHunsaums u C/01.6 6
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Mo oueHke “n
arrecrtaunm
nepcoHana

npoeegeHne OoLueHKN
nepcoHana

OpraHusauus u
npoBeneHne atrecraumm
nepcoHana

C/02.6

AOMUHUCTPUPOBaHUE
MPOLIECCOB U
AOKyMeHTooGopoTa npu
NPOBEAEHUN OLIEHKM U
aTTecTaumm nepcoHana

C/03.6

[leatenbHOCTb
no pasBuUTUIO
nepcoHana

OpraHusauus n
npoBeaeHne MeponpusaTuin
Mo pa3BUTUIO U MOCTPOEHUIO
npodeccnoHanbHoOn
Kapbepbl nepcoHana

D/01.6

OpraHunsaums oby4eHus
nepcoHana

D/02.6

OpraHusaumsa aganTtauum u
CTaXXVMPOBKW nepcoHana

D/03.6

AOMUHUCTPUpOBaHMeE
NpoLeccoB U
AOKyMeHToobopoTa no
pas3BUTUIO U
npodeccmnoHanbHoOn
Kapbepe, oby4yeHuto,
agantauum n CTaXKmpoBke
nepcoHana

D/04.6

[eatenbHoCTb
no opraHMsaumm
Tpyaa v onnaTbl
nepcoHana

OpraHunsaums Tpyaa
nepcoHana

E/01.6

OpraHnsauus onnarbl
Tpyaa nepcoHana

E/02.6

AOMWHUCTPUpPOBaHUE
NpoLLEeccoB U
AOKyMeHToobopoTa no
BOMpocam opraHusaumm
Tpyda v onnatbl nepcoHana

E/03.6

JleatenbHoCTb
no opraHusaumm
KopropaTuBHOM
counanbHoun
NONNTUKN

PaspaboTtka koprnopaTuBHOM
coumanbHOW NONUTUKU

F/01.6

Peannsauusa
KopnopaTuBHOM
coumanbHOW NONMUTUKU

F/02.6

AOMWHUCTPUPOBaHME
NpOoLLEeCCOB U
AOKyMeHToobopoTa no
BOMNpoOCcaM KoprnopaTueHOW
coumanbHOW NONMUTUKU

F/03.6

OnepaunoHHoe
ynpaeneHme
nepcoHanom u

PaspaboTtka cucrtemsl
onepaumoHHOro
ynpaBfeHnsi NepcoHanoMm m

G/01.7




nogpasgeneHune paboTbl CTPYKTYPHOIO
M opraHvsaumm noapasaeneHuns

Peanusauus G/02.7 7
onepaunoHHOro
ynpaBfeHnsi NepcoHanom m
paboTbl CTPYKTYPHOrO
noapasaeneHus

AOMUHUCTPUpPOBaHWe G/03.7 7
npoueccoB U
AOKyMeHToobopoTa no
onepaunoHHOMY
ynpaBneHuo nepcoHasniom u
paboTe CTPYKTYPHOro
nogpasgeneHus

H Ctparternyecko 7 PaspaboTka cuctemsl H/01.7 7

e yrnpaBrneHue cTpaTern4yeckoro
nepcoHarnom
opraHusauumn

ynpasrneHus nepcoHanom
opraHusauum

Peannsauusa cuctemsl H/02.7 7
cTpaTern4yeckoro
ynpaBneHusi NnepcoHanom
opraHusaumm

AOMWHUCTPUPOBaHME H/03.7 7
NpOoLEeCCoB U
AOKyMeHToobopoTa no
cTpaTermyeckomy
yrpaBreHno NepcoHanom
opraHmsauum

lll. XapakTtepuctuka o6006LWeHHbIX TPYAOBbIX (hyHKLUN

3.1. O600LweHHas TpyaoBas yHKUNSA

HanmeHoB | [lokymeHTaLmoHHOE obecneyeHne Kog A | YpoBeHb 5
aHve paboTbl C NnepcoHanIoM KBanudmkaumm
MponcxoxpeHne OpurnHan X 3anmcTBOBaHO 13
06006LLeHHON opurnHana
TPy4oBOU (PyHKLUN

Kon PernctpaunoHHbl

opuruHana N HOMep
npodeccunoHanb

HOro craHgapTa

Bo3amoxHble
HanMeHoOBaHUA
JOJKHOCTEN,
npodeccun

CneumanucT no kKagpoBoMy Oenonpon3BoACTBY

CneuunanuncT no AOKyMEHTaLNoHHOMY obecnevyeHnto paboTbl C
nepcoHanom

CneuunanncT no AOKyMEHTaUNOHHOMY obecneveHnto nepcoHana
CneuuanncT no nepcoHany




TpeboBaHus Kk
obpasoBaHuo n
oByyeHunio

CpeaHee npodeccroHansHoe obpasoBaHue - nporpaMmma
NOAroTOBKWU CreumnanucToB cpeHero 3BeHa

HononHutenbHoe npodeccrnoHanbHoe obpasoBaHme - NporpaMmmbl
npodeccnoHanbHoOM NepenoaroToBkn, NPorpamMMbl MOBbILLEHUS
KBanudukaumm

TpeboBaHus K onbITy
NnpakTn4ecKomn
paboTbl

Ocobeble ycnosus
gonycka Kk pabéote

Opyrue
XapaKTePUCTUKN

ﬂ,OI’IOJ’IHMTeJ'II:HbIe XapaKkTepucTmkun

HanmeHoBaHMe OOKyMeHTa Kog HanmeHoBaHne 6a3oBon rpynnbl, 4OSMKHOCTH
(npocpeccun) nnu cneumnanbHOCTU

OK3 2412 CneuunanuncTbl No Kagpam u npodopueHTaumm

3423 CneumanucTbl KagpoBbIX CNYXO U yupexaeHui
3aHATOCTH

EKC*(3) - Cneumanuct no Kkagpam
- MHcnekTop no Kagpam

OKMATP*(4) 27755 OKOHOMWUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.1.1. TpygooBas oyHKUMSA
HaunmeHoB | BegeHue opraHnsaumMoHHOM u Kog A/01.5 | YpoBeHb 5
aHuve pacrnopsauTenbHOM AOKyMeHTauumn no (nogypoBeHb)
nepcoHany KBanudukaumm

MpouncxoxpeHue OpurnHan X 3anmcTBoBaH

TpyLoBou
dYHKLMN

ous
opurnHana
Kog PernctpaunoHHbIn HoMep
opurnHan npodgeccnoHanbHoOro
a cTaHgapTa

TpynoBble oencTems

O6paboTka 1 aHann3 NocTynarLen JOKYMEHTaLMM N0 NepcoHany

PaspaboTtka n ohopmneHne goOKyMeHTaLmMm NO NepcoHany
(nepBunYHOM, y4ETHON, NIIAHOBOW, MO couuanbHOMYy obecneyeHuto,
OpraHM3aumoHHON, pacnopsaanTenbHON)

Pernctpauusi, y4eTt 1 Tekyllee XpaHeHne opraHn3aLnoHHON 1
pacnopsigMTenbHOM JOKYMEHTaUMKM No nepcoHany

Heobxognmble
yMeHUs

PaspabatbiBaTb NPOEKTHI OPraHN3aLMOHHbIX U pacnopsanTeNbHbIX
AOKYMEHTOB MO NepcoHany

OdopMnATb JOKYMEHThLI B COOTBETCTBUU C TpeOOBaHNSIMM
rpaXkaaHcKoro, TPYA0BOro 3akoHodaTtenscTea Poccuiickon
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Cbep,epau,mm N NNOKaJIbHbIMAN HOPMATUBHbIMW akKTaMW opraHn3auinn

Bectu ydqeT n permctpaunmo JOKYMEHTOB B I/IH(*)OpMaLI,I/IOHHbIX
cnucremax n Ha MmatTepuasribHbIX HOCUTESAX

OpraHu3oBbIBaTb XpaHEHME JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMAMN TPYAOBOro, apXMBHOMO 3aKOHOAATENLCTBA
Poccuiickon degepauumn 1 nokanbHbIMU HOPMAaTUBHBLIMU aKkTaMu
opraHvsauum

AHaJ'II/ISI/IpOBaTb OOKYMEHTbI U NepeHOCUTb I/IH(*)OpMaLI,I/IIO B Oasbl
OaHHbIX N OTHEThI

BbIsiBNSATb OLWINOKK, HETOYHOCTH, ncnpasneHna n HeOCTOBEPHYHO
I/IH(*)OpMaLI,IMO B OOKYMEHTaXx, onpeaendartb NeruiTMMHOCTb
OOKYMEHTOB

PaboTaTb ¢ HGOPMALNOHHBbIMK CUCTEMaMK 1 BazamMu JaHHbIX NO
BEJEHMI0 y4eTa, ABUXKEHMIO NepcoHana

CobniogaTb HOPMbI 3TUKM A4E0BOro 00LLEeHUs

Heobxognmblie
3HaHusA

nOpﬂ,D,OK Od)OpMJ'IeHVIFI, BeeHUd N XpaHeHNA JOKYMEHTOB Mo
nepcoHarny

|_|Op$I,EI,OK ydyeTa OBUXEeHUA KaapoB U CoOCTaBl1EHUA yCTaHOBJ'IeHHOI‘/JI
OTYETHOCTU

OcCHOBbI JOKYMEHTOOBOpOTa 1 OKYMEHTaLMOHHOIo obecneyeHus

TexHonorun, meToabl U METOAMKN nposeaeHna aHanmsa 1
cucrematTn3aumn JOKyMEeHTOB U I/IHC*)OpMaLI,I/II/I

MNopsgok pacyeTa cTaxa, NbroT, KoMNeHcaunn, oPopMNeHNs NEHCUN
paboTHUKaMm

CTpyKTypa opraHmsaumm

TpynoBoe 3akoHOAATENBCTBO U UHbIE aKTbl, coAepKallue HOpMbI
TPYAOBOro npasa

OcCHOBbI apXxMBHOrO 3akoHO4ATENLCTBA U HOPMATMBHbIE NMPaBOBLIE
akTbl Poccuiickon degepauunm, B YacTu BeAeHUs1 AOKyMEHTaLUMmM Nno
nepcoHany

3akoHogaTenscTBo Poccumnckon denepaumm o nepcoHanbHbIX
JaHHbIX

NokanbHble HOpMaTMBHbIE aKTbl OpraHM3aumm, perynupyoLime
NopsiA0K 0POPMIEHUS pacnopsaNTENbHbIX U OpraHn3aLMOHHbIX
AOKYMEHTOB MO NepcoHany

HopMbl 3TUKM 1 AenoBoro obLLeHMs

BasoBble OCHOBbI MHOPMATUKN, CTPYKTYPHOE MOCTPOEHNE
NHAPOPMALMOHHBIX CUCTEM N 0COHBEHHOCTM PaboTbl C HUMM

Opyrve
XapaKTepUCTUKM

3.1.2. TpypooBas pyHKUMA

HanmeHoB | BegeHne fOKyMeHTaLmMm No yyeTy u Koo | A/02.5 | YpoBeHb 5
aHue ABWKEHMWIO KaapoB (noaypoBeHb)

KBanuukaymm
MpoucxoxaeHune OpurnHan X 3anmcTBOBaHO 13

TPYyOooBOU (PYHKLUN

opvrMHana
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Kog PernctpaumnoHHsbl
opurnHana N HoMep
npodeccnoHarnbH
oro ctaHgapTa

TpynoBble oencTBuA

MogroToBka NPOEKTOB AOKYMEHTOB MO rnpoueaypam ynpasrneHud
nepcoHasriom, y4eTty 1 ABMXEHUIO nepcoHana

OpFaHI/I3aLI,I/19I CUCTEMbI ABWXEeHNA OOKYMEHTOB NO nepcoHany

C6op 1 npoBepka NMNYHbIX OKYMEHTOB pabOTHUKOB

MoaroToBka n ocpopmneHune no 3anpocy paboTHUKOB N JOIMKHOCTHbIX
NNL, KOMWIA, BbIMUCOK U3 KagpoBbIX JOKYMEHTOB, CNPaBoK,
MHOPMaLUKN O CTaxe, NbroTax, rapaHTUAX, KOMNEHcaUMSX N UHBIX
cBefeHun o paboTHUKax

Bbligava pa6OTHI/1Ky KaapoBblX OOKYMEHTOB O €ro pr,D,OBOI7I
OeATesIbHOCTU

[loBeaeHne [0 cBeAeHUs nepcoHana opraHM3aLmoHHbIX,
pacnopsavTenbHbIX U KagpoBbiX JOKYMEHTOB OpraHn3aumm

BefeHne yyeta paboyero BpemMeHn paboTHMKOB

PeFMCTpaLI,I/IFI, yyeT, onepaTtnBHoe XpaHeHne JOKYMEeHTOB Mo
nepcoHarsy, noArotToBka K cgade nx B apxmB

Heobxoanmbie
yMeHUs

Pa3pa6aTblBaTb NPOEeKTbl KagpoBbIX JOKYMEHTOB

OdopmnaTb KagpoBble AOKYMEHTbI B COOTBETCTBUM C TpeboBaHNAMM
TpyaoBoro 3akoHogdaTenscTea Poccumnckon degepaumm n
nokanbHbIMU HOPMAaTUBHbLIMW aKTamMu OpraHmM3auum

BecTn yyeT n permctpaunto kKagpoBbiX JOKYMEHTOB B
NHOPMALIMOHHBIX CUCTEMAaX U Ha MaTepuanbHbIX HOCUTEMSX

OpraHn3oBbiBaTb XpaHEHNE KagpoBbIX AOKYMEHTOB B COOTBETCTBUM C
TpeboBaHUAMM TPYLOBOro, apXMBHOMO 3aKoHOLATENbCTBA
Poccunckon ®efepaunmn n nokanbHbIM1U HOPMATUBHBIMW akTamu
opraHmsauum

AHanunampoBaTb KagpoBble OKYMEHTbI U NePEeHOCUTb MHAOpMaLMIO
B 6a3bl JaHHbIX M OTYETHI

PaboTaTtb co cneunanvManpoBaHHbIMM MHPOPMALIMOHHBIMU
cuctemamy 1 6azaMm gaHHbIX MO BEAEHMI0 y4YeTa U ABUKEHUIO
nepcoHana

PaspabatbiBaTb NiaH KOPPEKTUPOBOK YCTAHOBEHHOIO Nopsiaka
ochopmneHns JOKYMEHTOB MO NepCcoHany U peanu3oBbiBaTb
NPUHSITbIE U3MEHEHNS

KoHTponupoBaTtb npucyTcTBne paboTHMKOB Ha paboyem mecTe

Cobnogatb HOPMbl 3TUKN AENOBOro 06LeHns

Heobxognmble
3HaHUA

MopsiAok 0hopMNeHUsi, BEAEHNsI U XpaHEeHWUs1 JOKYMEHTOB MO
nepcoHany

MopsigoK yyeTa ABMXKEHWUSI KaApPOB U COCTaBIEHMS YCTaHOBMEHHOM
OTYETHOCTU

Mopsagok pacyeTa cTaxa, NbroT, KOMNeHcaumm, 0POPMIEHNS NEHCUIN
paboTHMKaMm

CTpyKTypa opraHmsaumm

TpynoBoe 3akoHOAATENBCTBO U UHbIE aKThl, coAepKallue HOpMbl
TPYAOBOro npasa
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OCHOBbI apxMBHOIO 3aKkoHO4ATENbCTBA U HOPMATUBHbLIE MPaBOBbLIE
akTbl Poccuiickon degepauuu, B HacTu BeeHUss AOKyMeHTaumm rno
nepcoHany

3akoHopaTenscTBo Poccuickon degepaumm o nepcoHanbHbIX
JaHHbIX

TexHonornu, Metoabl U METOANKN nposeaeHna aHanmnsa 1
cucrematTn3aumn JOKyMEHTOB U I/IHCbOpMaLI,VII/I

JlokanbHble HOPMaTUBHbIE aKTbl OpraHn3auunn, perymnmpyrouime
nopAaaokK OCbOpMJ'IeHMFI OOKYMEHTOB MO nepcoHarsny

OcHoBbI JOKYMEeHTOOBopOoTa N JOKYMEHTaUMOHHOro obecneyeHus

HopMbl 3TUKM AenoBoro obLeHns

basoBble OCHOBbI VIHd)OpMaTI/IKI/I, CTPYKTYPHOE NOoCTpoEeHune
I/IH(*)OpMaLI,I/IOHHbIX CUCTEM 1 OCOBEHHOCTU pa6OTbI C HUMK

Opyrue
XapaKTEPUCTUKN

3.1.3. TpyooBas pyHKUMS

HanmeHoB | AODMUHUCTpMpPOBaHME NPOLLECCOB U Kog | A/03.5 | YpoBeHb 5
aHue AOKyMeHToo6opoTa No y4eTy 1 ABMKEHUIO (nogypose
KagpoB, NpeaCTaBeHno AOKYMEHTOB Mo Hb)
nepcoHarny B rocyjapCTBEHHbIE OpraHbl KBanudmka
Lmm
MpoucxoxaeHune OpuruHan X 3anmcTBoBaHO U3
TPYy4oBOU (PyHKLUN opurnHana
Kon PerncrtpaunoHHbIn
opurnHan HOoMep
a npodgeccnoHarnbH

Ooro cCraHpgapTa

TpynoBble oencTems

OpraHusaums gokymeHToobopoTa Nno y4eTy 1 ABMKEHUIO KaapoB

OpraHusaums gokymeHToobopoTa Nno NpeacTaBneHnio JOKYMEHTOB
No NepcoHany B rocyaapCTBEHHbIE OpraHbl

MNMocTaHOBKa Ha y4eT opraHn3aunn B rocy4apCTBEHHbIX OpraHax

MoaroToBka Mo 3anpocy rocyAapCTBEHHbLIX OPraHoB,
npodheccroHarnbHbIX COI30B 1 APYrMX NpeacTaBUTENbHbLIX OPraHoB
pabOTHMKOB OPUIMHANoB, BbINUCOK, KONWUIA JOKYMEHTOB

MogrotoBka yBegOMISTEHUIW, OTYETHOW U CTAaTUCTUYECKON
MHdOPMaLIMKM MO NepcoHany

MogrotoBka MHGOpMaLMK O 3aKITHOYEHUN TPYL0BOro Unm
rpakgaHCKo-NpaBoOBOro A0roBopa Ha BbiNosiHeHWe paboT (okasaHue
yCryr) ¢ rpaxgaHvHOM, 3ameLlaBLUMM AOSMKHOCTU rocyaapCTBEHHOM
NN MyHULMNANbHOM Cnyx0Obl, NepevyeHb KOTOPbIX YCTaHaBNMBaETCS
HOpMaTMBHbIMU NMPaBoBbIMK akTaMmn Poccuinckon ®egepaumm

Heobxognmble
yMeHUs

OdhopMnATb y4eTHble JOKYMEHThI, MpeaoCcTaBnsieMble B
rocyapCTBEHHbIE OpraHbl, NpoeccrMoHarbHble Co3bl U Apyrne
npeacTaBUTENbHbIE OpraHbl PaboTHMKOB

OpFaHl/I3OBbIBaTb XpaHeHne JOKyMeHTOB B COOTBETCTBUU C
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Tpe6OBaHVIFIMVI TPyAOBOIo 3aKkoHogaTesibCTBa Poccuickon
Cbep,epau,mm 1 NoKaJibHbIMXU HOPMAaTUBHbIMW aKTaMW OpraHn3auunmn

Pabotatb C VIH(bOpMaLWIOHHbIMVI cucteMamum u 6asamum gaHHbIX NO
BeJEeHNK y4eTa U ABUXEHUIKO NepcoHala

PaboTaTb ¢ MHGOPMaLNOHHBbIMK CUCTEMaMM 1 BazamMu JaHHbIX NO
BEJEHUI0 CTaTUCTUYECKON N OTYETHOW MHhOopMaLIMM NO NepcoHany

AHanuanpoBaTb NpaBuna, npoLeaypbl 1 NOPAAOK, perynupyoLimne
npaBa 1 0653aHHOCTUN rocyAapCTBEHHbIX OPraHoB M opraHM3aumm no
BoMpocam o6MeHa JOoKyMeHTaumel no nepcoHany

Bectu OENN0BYO Neperincky

CobniogaTb HOPMbI 3TUKK AENTOBOr0 O0LLIEHUS

Heobxognmblie
3HaHUsA

TexHonornu, Metoabl U METOANKN nposeaeHna aHanmsa 1
cucrematTn3aumn JOKyMEHTOB U I/IH(*)OpMaLI,I/II/I

OcCHOBbI JOKYMEHTOOBOpOTa 1 JOKYMEHTaLMOHHOIo obecneyeHus

CTpyKTypa opraHusauum

HopmaTueHble NnpaBoBble akTbl Poccuinckon degepaumn,
perynupytoime npasa n 06s13aHHOCTUN roCcygapCTBEHHbIX OPraHoB,
NpodeccnoHanbHbIX CO30B U APYrMX NpeacTaBUTENbHbIX OpraHoB
pabOoTHMKOB NO NPeOCTaBNEHMIO YHETHON JOKYMEHTaUNn

TpyaoBoe 3akoHOAATENBLCTBO M UHbIE aKTbl, COAep’Kalnue HoOpMbl
TPYOoOBOro npaea

OcCHOBbI apxMBHOro 3akoHO4aTEeNbCTBA U HOPMATMBHbIE NPaBOBLIE
akTbl Poccuiickon ®degepauunm, B HacTu BeAeHUs1 AOKyMEHTaumm no
nepcoHany

3akoHogaTenscTBo Poccuiickon ®egepaumm o nepcoHanbHbIX
JaHHbIX

JNokanbHble HOpMaTUBHbIE aKTbl OpraHM3auun, perynupyrowme
nopsaoK BegeHUst 4OKyMeHTauum no y4eTy 1 ABWXKEHMIO NepcoHana

HopMbl 3TUKM AENOBOro 00LEeHNS

BbasoBble OCHOBbI MHGOPMATUKN, NOCTPOEHNA NHAOPMALIMOHHBIX
cUcTeM N 0CO6EHHOCTM PaboTbl C HUMM

Opyrue
XapaKTepUCTUKM

3.2. O600LweHHas TpyaoBas yHKUNSA

HanmeHoB | [JleaTenbHOCTb MO obecnevyeHunto Kog B YpoBeHb 6
aHue nepcoHanom KBanudukaumm
MponcxoxpeHne OpurnHan X 3anmcTBOBaHO 13
06006LLEeHHON opurnHana
TPYy4oBOU (PyHKLMN

Kon PernctpauunoHHbIn

opurmHa HOMeEp
na npodeccnoHarnbH

Ooro craHpgapTa

Bo3MoxHble
HanMeHoBaHUg

Cneumanuct no nogbopy nepcoHana
Cneumanuct no nepcoHany



garantf1://12025268.5/
garantf1://12025268.5/
garantf1://12037300.2/
garantf1://12048567.4/

JOJIKHOCTEN,
npodeccunn

MeHeJ:pKep no rnepcoHany

TpeboBaHus Kk
obpasoBaHuio 1
00y4eHunto

Bbiclwee obpasoBaHue - 6akanaespuaTt

[ononHutensHoe npodeccuoHanbLHoe o6pas3oBaHue - NPorpaMmbl
NOBbILLIEHUS KBanudukauum; nporpammbl NPodeCcUoHanbLHoM
NnepenoAroToBkn B 06nacTy nomcka n nogbopa nepcoHana

TpeboBaHus K onbITy
NnpakTn4ecKomn
paboTbl

Ocobble ycnosusi
gonycka kK pabote

Opyrue
XapaKTepPUCTUKN

ﬂ,OI’IOJ’IHMTeJ'II:HbIe XapaKkTepucTmkun

HanmeHoBaHMe OOKyMeHTa Kog HanmeHoBaHve 6a3oBon rpynnbl, 4OMKHOCTH
(npodpeccun) nnu cneumnanbHOCTU
OK3 2412 CneumanuncTbl No Kagpam u npodoprueHTaumm
3423 CneumanucTbl KagpoBbIX CNYXO U yupexaeHui
3aHATOCTH
EKC - Cneunanuct no Kagpam
- MeHepkep no nepcoHany
OKnAaTpP 27755 OKOHOMUCT No Tpyay
22956 MHcnekTop no Kagpawm
3.2.1. TpypooBas oyHKUMSA
HanmeHoB | C6op nHpopmaumm o notpebHoctsax | Kog | B/01.6 | YpoBeHb 6
aHue opraHuMsauun B nepcoHane (noaypoBeHb)
KBanudukaum
n
MponcxoxpeHne OpurnHan X 3anmcTBOBaHO 13
TPy4oBOU (PyHKLUN opuruHana
Kon PernctpaunoHHbl
opurnuHan N HOMep
a npodeccunoHanb

HOro craHgapTa

TpynoBble oencTemsa

AHanus nnaHoB, CTpaTerMm 1 CTPYKTYpbl OpraHm3aumm

AHanms3 ocobeHHOCTEN opraHmM3auumn paboTbl U NPOM3BOACTBA Ha
KOHKPETHbIX pabounx mecTtax

AHanus pbiHka Tpyaa no opraHusauum paboTbl Ha aHanoOrMYHOM
npounsBoAcTBe 1 paboynx mecrax

dopmupoBaHme TpeboBaHUn K BAKaHTHOW OOIMKHOCTU (Npodheccun,
cneumanbHOCTU) U UX KOPPEKLMS

AHanus pbiHKa Tpy4a U nepcoHarna opraHvsaumm no npodunto
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BaKaHTHOW JOIMKHOCTU (npodpeccumn, cneunanbHOCTH)

WHdopmmnpoBaHmne 1 KOHCYNbTMPOBaHWE pyKoBOAUTENEN
NoApasgeneHnn n opraH13auumn nNo BONpocaMm pbiHka Tpyaa B YacTu
obecneyeHns NnepcoHanom

Heobxognmbie
yMeHUs

CobupaTtb, aHannanpoBaTb U CTPYKTypUpoBaTb MHOpMauuio 0o
0COBEHHOCTAX opraHM3aummn paboT Ha pasnUYHbIX yYacTkax
NPON3BOACTBA N HA KOHKPETHbLIX paboynx MecTax c y4eToM Lenen,
3agay, NNaHoB N CTPYKTYpPbl OpraHM3aumnm

CobupaTtb, aHanuanpoBaTb U CTPYKTypupoBaTb MHopMaLuno 0o
0COBEHHOCTAX U BO3MOXXHOCTSIX Ka4pOBOro noTeHumana
opraHmsauuu

Co6upaTb, aHanM3nMpoBaTh U CTPYKTYpMpOBaTb MHAOpMaLuo 06
0COBEHHOCTSIX pblHKa TPyAa, BKMYas npeasiokeHns ot
npoBanaepoB yCnyr nNo fnoucky, NpuBnedeHnto, noabopy n otéopy
nepcoHana

dopmupoBaTh TpebOBaHMS K BakaHTHOW AOMKHOCTU (Npodheccun,
cneunanbHOCTK) 1 onpeaensTb Kputepum nogbopa nepcoHana

BHOCUTb KOppekTupyloLlmne ceedeHust B TpeboBaHns K kaHamaaTam
Ha BakaHTHble JOIMKHOCTU (Npodheccuu, cneumanbHOCTH)

Monb3oBaTbCA NOUCKOBBLIMU CUCTEMAMM N MHPOPMALIMOHHBIMU
pecypcamMmu s MOHUTOPUHIa pbiHKa Tpyaa, rpa)aaHCcKoro u
TPYOoBOro 3akoHoAartensctTea Poccuiickon ®enepaunm

KoHcynbTpoBaTh Mo BONpocaM pbiHKa Tpyaa B YacTu obecneyeHus
nepcoHasnom

CobniogaTb HOPMbI 3TUKK AENTOBOro 00LLIEHUS

Heobxognmble
3HaHusA

TexHonoruu, MeToabl U METOAUKM NPOBEAEHUS aHanusa u
cUcTeMaTu3aunm JOKYMEHTOB M MHOpMaLMK

CTpyKTypa opraHm3aumm 1 BakaHTHble OOMMKHOCTM (Npodheccuum,
cneunanbHOCTH)

Mopsagok onpeaeneHns NepcnekTMBHOM M TeKyLLen NoTpebHOCTH B
Kagpax

NcToyHmKkn obecneyeHns opraHMsaunm kagpamm

OpraHusaums paboT Ha pasnuyHbIX y4acTkax Npon3BOACTBa,
opraHvsauuu, oTpacnu

OO6LwWwme TeHAEeHUUN Ha pbIHKE TPyAa U B OTAENbHOW OTpacnu,
KOHKpETHOM npodeccnn (JOmMKHOCTM, CNeumanbHOCTH)

OCHOBbI MCMXONOMMN U COLIMOSIOTNN Tpyaoa

OCHOBbI 3KOHOMVKWN, OpraHn3aumn Tpyaa 1 ynpasreHus

TpynoBoe 3akoHOAATENBLCTBO U UHbIE aKTbl, COAepKaLlmMe HOPMbI
TPYAOBOro npasa

OCHOBbI apX1MBHOroO 3aKOHOAATENLCTBA U HOPMATUBHbIE NPaBOBbLIE
akTbl Poccuickon ®epepaumm, B HacTn BeAeHNA JOKYMEHTaLUKN Mo
nepcoHany

3akoHopaTensctBo Poccuickon defepanmm 0 nepcoHanbHbIX
JAaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHM3aUun, perynupytoLme
nopsiAok nogbopa nepcoHana

Hopmbl 9Tukmn genosoro obuieHus

basoBble 0OCHOBbI MIHPOPMATUKN, CTPYKTYPHOE MOCTPOEHUE
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I/IH(*)OpMGLI,VIOHHbIX CUCTEM N 0COBEHHOCTH pa6OTbI C HUMU

Apyrve
XapaKTepUCTUKY

3.2.2. TpypooBas pyHKUMS

HanmeHos | Nouck, npusneyeHune, nogdop m Koo | B/02.6 | YpoBeHb 6
aHve oTbop nepcoHana (nopypoBeHb)

KBanudukaumm
MpoucxoxaeHune OpurmHan X | 3aMMcTBOBaHO 13

TPYAOBOW (PYHKLMU

opurnHana

Kon PernctpaunoHHbIn
OPUIHH HOMep
ana npodeccnoHanbHor
O cTaHgapTa

TpyooBble oencTems

[Monck BO BHYTPEHHMX N BHELUHUX UCTOYHMKAX MHGOpMaumm O
KaHguaaTax, CooTBeTCTBYOLLEN TpeboBaHUAM BakaHTHOW AOSMKHOCTH
(mpodheccuun, cneunanbHOCTH)

PaamelueHne ceegeHnin o BakaHTHOW SOMMKHOCTY (npodbeccun,
cneumnanbHOCTH) B CpeacTBax MaccoBon MHopmaumm

Bbibop cnocoboB 1 MeToA0B NpUBrEYEHUst nepcoHana B
COOTBETCTBUWN C YTBEPXKAEHHbLIMMW NiiaHaMu

MpoBepka nHdopmaumnm 0 kKaHanaaTax Ha BakaHTHbIE JOJIKHOCTH
(mpodheccuun, cneumnanbHOCTH)

lMpoBeageHue cobeceagoBaHMin U BCTPEY C KaHaMaaTaMun Ha
BaKaHTHble JOIMKHOCTM (Npodheccuu, cneumnanbHOCTH) C
obecnevyeHnem obpaTHON CBA3M

OueHka cooTBETCTBUSA KaHanAaToB TpeboBaHMAM BakaHTHOM
OOJKHOCTM (Npodheccuu, cneunansHOCTH)

MogroToBka NpeanoXeHun no GopMmnpoBaHnto BrogkeTa Ha NOWCK,
npuenedeHune, nogdop n otbop nepcoHana

NHdopMupoBaHue 1 KOHCYIbTUPOBaHUE pPyKOBOAUTENEN
noapasgeneHuin n opraHnsaumm no Bonpocam npuBnevYeHus
nepcoHana c oLeHKon 3aTpar

Heobxognmble
yMeHUs

OnpepenaTtb KpuTepumn noucka, NnpmeneveHns, nogbopa n otéopa
nepcoHana

CobupaTtb, aHannanpoBaTb 1 CTPYKTYpUpPOBaTb MHPOPMaLINIO O
KaHgmAaTax n NpeanoXeHUsax Ha pbiHKke Tpyaa

Monb3oBaTbCs NONCKOBBLIMWU CUCTEMAMMN N MHPOPMALIMOHHBIMIA
pecypcammn B obnactu obecneyeHns nepcoHanom

MpMEHATbL TEXHONOMMN U METOLMKM NMOUCKa, NpuBreYeHnd, nogbopa
n oTbopa KaHANOATOB Ha BaKaHTHbIE JOMMKHOCTM (Npodeccum,
cneunanbHOCTN) B COOTBETCTBUE C UX CELNUKON

Wcnonb3oBaTh cpeacTsa obecneveHns nepcoHanom, Bkroyas
COMpPOBOXaeHNe

KoHcynbTrpoBaTh No Bonpocam nNpuBriedeHunst nepcoHana

CocTaBnaTb U KOHTPONMPOBATbL CTaTbW PacxofoB Ha obecnevyeHne




nepcoHasnom an4d rinaHnpoBaHUA GrooxeToB

CobnogaTtb HOPMbI 3TUKN AEN0BOro obLeHns

Heobxognmble
3HaHuA

McTouHunkmn obecneveHms opraHmn3aunn Kagpamu

TexHonornm n MeToaMKN noucka, npmBnevyYeHunA, no,u,6opa 7 0T6opa
nepcoHana

Cuctembl, MeToabl U (bOprI MaTepmnasibHoro n HematepuarbHoOro
CTUMyIMpoBaHUA Tpyda nepcoHarla

TexHonornm n metogbl (bOpMVIpOBaHI/IFI N KOHTPOJ1A4 OlooKeToB

TexHonornu, Metoabl U METOANKN nposeaeHnda aHanumsa,
cucrematTn3daunmn JOKyMEHTOB U MHCbOpMaU,VII/I

CTpyKTypa opraHu3aumm n BakaHTHbl€ AOSPKHOCTH (Mpodeccun,
crneunanbHOCTH)

Obwue TeHaeHUMN Ha pbIHKE Tpyada 1 B OTAOEJIbHbIX OTPACIIAX U
Bnaax ﬂpOCbeCCMOHaﬂbHOVI OEeATENIbHOCTH

OCHOBbI NCMXOSIOMMN U COLIMOSIOTUN Tpyada

OCHOBbI 3KOHOMUKMU, opraHun3auum Tpyaa v ynpasriieHna nepcoHariom

TpyaoBoe 3akoHOAATENBLCTBO M UHbIE aKTbl, COAep’Kalnue HoOpMbl
TPYOOBOro npaea

OCHOBBbI apXMBHOIO 3akoHOAATENbLCTBA U HOPMATUBHbIE NPaBOBbLIE
akTbl Poccuiickon denepauun, B YacT BeAeHUst JOKYMEHTaUum no
nepcoHany

OcHoBbI Hanoroeoro 3akoHogarenscrea Poccunckon ®egepaunm

3akoHopgaTenscTBo Poccuiickon ®egepaumm o nepcoHanbHbIX
JaHHbIX

JlokanbHble akTbl OpraHM3aumu, perynmpyroLime nopsiaok
obecneyvyeHns nepcoHanom

HopMmbl 3TUKM AenoBoro obLeHus

ba3oBble 0CHOBbLI MHGOPMATUKN, NOCTPOEHNA UHPOPMALIMOHHbIX
cucTeM N 0cO6eHHOCTM paboTbl C HUMM

Opyrue
XapaKTepUCTUKM

3.2.3. TpypoBas pyHKUMA

HanmeHoB | ADMUHUCTpUpPOBaAHME MPOLLECCOB U Kog | B/03.6 | YpoBeHb 6
aHue AOKyMeHToobopoTa obecneyeHmns (noaypoBeHb)
nepcoHasioMm KBanudmkaumm

MponcxoxpeHne OpurnHan X 3anmcTBOBaHO 13
TPy4oBOU (PyHKLMN opuruHana

Kon PernctpaunoHH

opuruHana bl HOMEP
npodeccunoHanb

HOro craHgapTa

TpynoBble oencTemsa

AHanun3 npoLieccoB AOKYMEHTO060pOoTa, NoKarnbHbIX JOKYMEHTOB MO
BOMNpocaM o6ecrnevyeHns nepcoHanom

BeneHune nHdopmauumn o BakaHTHbIX JOIMKHOCTSX (Npodheccusix,
crneumanbHOCTSX) U KaHangaTax
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[lokyMeHTaLMOHHOE CONPOBOXAEHWE KaHOMAATOB Ha 3Tanax novcka,
npvBneyeHus, nogbopa n otbopa nepcoHana Ha BakaHTHbIE
AOIMKHOCTUM (Npodheccuu, cneumansHOCTH), MHpopMUpoBaHme
kKaHOMAATOoB O pesynbTatax otbopa

lMoaroToBka 3anpocoB O KaHaAnAaTax B rocyaAapCTBEHHbIE OpraHbl, B
crny4vasix NnpeayCMOTPEHHbIX AEACTBYIOLNM 3aKOHOAATENBCTBOM U
obpaboTka npegocTaBfieHHbIX CBEAEHNN

MoaroToBka 1 06paboTka yBEAOMMEHUIA B FOCYAapCTBEHHbIE
opraHbl, NPogeCCHOHanbHbIE CO3bl U ApYrne NpeacTaBUTENbHbIE
opraHbl paboTHMKOB MO BOMpocaM noucka, npusnedyeHuns, nogdopa u
oT60pa nepcoHana

COI'IpOBO)K,D,eHI/Ie JOoroBopos no obecneveHno opraHn3auunm
nepcoHariom, BKr4daa npenBaputersibHbie npoueaypbl no nx
3aKIMK4YEHNIO

Heobxoanmble ymeHus

Ob6ecneunBatb OOKyMEeHTaluMOHHOE COoNnpoBOXAeHNE BbiXoOa
KaHOnOaTa Ha pa60Ty N nepemMeleHnd nepcoHana

O(bOpMJ'IFITb OOKYMEHTbI NO BONpocam obecneveHus KagpoBbiMUA
pecypcamu, Heobxoanmble Ang npenocrtasrieHnA B
rocygapCrtBeHHbl€ OpraHbil, I'IpO(*)eCCI/IOHaJ'IbeIe COKO3bl U Aapyrue
npeagcraBuUTesibHble OpraHbl pa6OTHI/IKOB

OpraHn3oBbiBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMM TPYAOBOro, apXMBHOMO 3aKOHO4ATENbCTBA
Poccuinckon degepaunmn 1 nokanbHbIMU akTamu opraHmsaumm

AHanuanpoBaTb JOKYMEHTbI U NepeHoCUTb MHpopMaLmio B
NHOPMALIMOHHBIE CUCTEMBI U 6a3bl AaHHbLIX O KaHaMaaTax

PaboTtaTtb ¢ MHOPMAaLIMOHHBIMK cUcTeMamMm 1 6aszaMm JaHHbIX NO
Bonpocam obecneveHnsi NnepcoHanomM, BEAEHMIO MOMCKa 1 yyeTa
KaHAMOATOB Ha BakaHTHble JOMKHOCTM (Npodheccun,
cneunanbHOCTH)

Mpon3BoanTb NpeABapUTENbHbIE 3aKyrnOoYHbIE NPoLeaypbl U
ohopMNATL COMYTCTBYIOLLYHO JOKYMEHTALMIO MO 3aKIOYEHMIO
[OroBOpOB

OpraHu3oBbIBaTb ¥ NPOBOAUTbL KOHKYPCbl, 0CPOPMISTL U
aHanM3npoBaTb KOHKYPCHYH JOKYMEHTaLMo

BecTtun genoByto nepenucky

Cobnogatb HOPMbl 3TUKU AENOBOro 06LeHns

Heobxognmble 3HaHMSA

Mopsinok ohopMneHns, BEAEHNS U XpaHEeHUst LOKYMeHTauuu,
CBsI3aHHOW C NMOMCKOM, NpuBreYeHmnem, nogdbopom n otéopom
nepcoHarna Ha BakaHTHble JOJMKHOCTU

Mopsagok opmmpoBaHus, BeaeHus 6aHka gaHHbIX O nepcoHane
opraHusauumn n NnpegocTaBneHnsa OTYETHOCTH

OCHOBbI JOKYMEHTOOBOpOTa 1 JOKYMEHTALMOHHOIo obecneyeHus

TexHonoruu, MeToabl U METOAUKM NPOBEAEHUs aHanus3a u
cucTeMaTusaunm JOKYMEHTOB U MHopMaLmm

Mopsagok npoBeaeHUs1 KOHKYPCOB U OOOPMIEHUS] KOHKYPCHOM
OOKYMeHTauuu

Mopsagok npoBeaeHMst 3aKynoYHbIX npoueayp n odopMneHus
CONYTCTBYHOLLEN JOKYMEHTaLMN

CTpyKTypa opraHusauum 1 BakaHTHble JOMmKHOCTM (npodheccum,
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creumansHoCcTn)

TpynoBoe 3akoHOAATENBLCTBO U UHbIE aKTbl, COAepXKaLlmMe HOPMbI
TPYOoBOro npaea

OCHOBbI apXxMBHOro 3akoHO4aTebCTBA U HOPMATUBHbIE NPaBOBbLIE
akTbl Poccuiickon degepauyuu, B YacTu BeAeHUss AOKyMeHTaumm rno
nepcoHany

OcHoBbI Haroroeoro 3akoHogarenscrea Poccunckon egepaunm

3akoHogaTenscTeo Poccunckon denepaumm o nepcoHanbHbIX
OaHHbIX

NokanbHble akTbl opraHM3aunn, perynupyoLLme nopsaok nogdopa
nepcoHana

[Mopsagok 3aknoyeHns 4oroBopoB (KOHTPAKTOB)

HopMbl 9TUKM eNoBOro 0bLeHNs

BasoBble 0CHOBbI MHPOPMATUKKN, MOCTPOEHUS NHADOPMALIMOHHBIX
CUCTEM N 0COGEHHOCTUN PaboThbl C HUMM

Opyrue
XapaKTEPUCTUKN

3.3. O6obLieHHasn TpyaoBas PyHKUNSA

HanmeHoB | [lesaTenbHOCTb NO OLEHKE U Kog | C | YpoBeHb 6
aHue aTTecTauum nepcoHana KkBanudumka

Lunm
MpoucxoxaeHne OpuruHan X | 3aMmcTBOBaHO 13

0606LLEeHHOon
TPYy4oBOU (PyHKLUN

opuruHana
Kon PerncrpaunoHHbIn
OpPUIVH HOMep
ana npodgeccnoHanbLHoOro
cTaHgapTa

Bo3amoxHble
HanMeHoBaHUA
JOIMKHOCTEWN,
npodeccunn

Cneumanuct no oueHKe 1 aTTectaumu nepcoHana
Cneuunannct no nepcoHany
MeHepkep no nepcoHany

TpeboBaHus Kk
obpasoBaHuio n
00y4eHunto

Boicluee obpasoBaHue - 6akanaspuar

[ononHutensHoe npodeccnoHanbHoe obpasoBaHmne - NporpaMmmel
NOBbILWEHUS KBanudukauumn; nporpamMmmel NpogeccrnoHansHom
nepenoaroToBKM B 0611acTn NpoBefeHns OLEHKM nepcoHana

TpeboBaHus K OnbITy
npakTu4ecKomn
paboThl

Ocobblie ycnosusi
gonycka Kk pabote

Opyrve
XapaKTEePUCTUKHN
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[lononHuTenbHble XapaKkTepuctnkmn

HanmeHoBaHMe OOKyMeHTa Kon HanmeHoBaHue 6a3oBow rpynnbl, 4OMKHOCTH
(npodreccun) nnu cneumnansHoOCTU
OK3 2412 CneunanucTbl N0 Kagpam 1 NnpodopueHTaumnm
3423 CneumanucTbl KagpoBbIX CNYXO U yupexaeHui
3aHATOCTH
EKC - MeHemxep no nepcoHany
OKnarTpP 27755 OKOHOMUCT No Tpyay
22956 MHcnekTop no kagpam
3.3.1. TpyooBas pyHKUMS
HanmeHoB | OpraHusauusi 1 NpoBeaeHNE OLLEHKN Kon C/01.6 | YpoBeHb 6
aHve nepcoHana (nopypoBeHb)
KBanudgukawum
n
MpoucxoxgeHue OpurnHan X | 3aMmcTBOBaHO 13
TPYy4oBOU (PYyHKLUN opurnMHana
Koa PernctpaunoHHbIn
opurmHa HOMep
na npodgeccnoHanbHoOro
cTaHpapTa

TpynoBble oencTems AHanua CTpykTypbl, NNIAHOB N BaKaHTHbIX JOHKHOCTEN (Npodeccui,

cneuunanbHOCTEN) opraHmsaumm, 0CobeHHOCTEN opraHn3aLmm
paboTbl HA Pa3nMYHbIX y4acTKax NPOM3BOACTBA U KOHKPETHbIX
paboymx mectax

Pa3paboTka nnaHa oLeHKn nepcoHana B COOTBETCTBUM C LiENsSIMU
opraHvsauum

OueHka oMHaMKKM NPOU3BOANTENBHOCTU, MIHTEHCUBHOCTU U
ahPEKTUBHOCTM TpyAa Ha pabounx mectax

OnpepgeneHne pecypcos, BbIGOp CpeacTs U METOLOB NPOBEAEHUS
OLEHKM nepcoHana

MpoBeaeHne OLEHKM NepcoHana B COOTBETCTBUM C NnaHaMmu
opraHvsauum

ConpoBoXaeHne A0roBOPOB C OpraHM3aumsiMm - UCMONHUTENSMM
MepOonpuATUIA MO OLEHKE NepcoHana, BKIoYas npeasapuTesbHble
npoLeaypbl N0 UX 3aKIHOYEHMIO

KoHcynbTnpoBaHue nepcoHana no Bonpocam OLEeHKM, BKIHOYas
OLIEHKY 3aTpat

AHanu3 pe3ynbTaToB OLEHKM NepcoHana, NnoaroToBka
pekoMeHaauunin pykoBoACTBY U NepcoHany

MogroToBka npeanoXxeHun no GopMnpoBaHuto GrogxeTta no
OopraHusauuun n NpoBeAeHUI0 OLLEHKN NnepcoHana

Heobxoammble ymeHus | Onpefensitb napameTpbl U KPUTEPUM OLEHKM NepcoHana

OnpenenaTb U NPUMEHATb CPEACTBA M METO/blI NPOBEAEHNS OLIEHKM
nepcoHana
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Bolgenatb (Ol'lpe,D,eJ'IFITb) rpynnbel nepcoHarla anda nposeneHuaA
OLEeHKN

OnpepensaTb UHTEHCUBHOCTbL TPYAa U 30HbI NOBbILLEHUS
3¢ PEKTUBHOCTN NepcoHana

OI'Ipe,D,eJ'IFITb MOTMBaLUWNOHHbIE CbaKTOpr npoBeaeHnA OoUueEHKN
nepcoHana

CocTtaBnatb u KOHTPOJIMPpOBaATb CTaTbU pacxXxogoB Ha OUEHKY
nepcoHana gnd niaHnpoBaHUA OloKeTOB

Ob6ecneunBaTb OpraHnM3aLMOHHOE COMPOBOXAEHNE OLLEHKN
nepcoHana

O6ecneunBaTb COXPaHHOCTb KOH(MAEHUMANLHON NHAOPMaLIUK Npu
NpoBeAeHWM OLIEHKN nepcoHana

OpraHu3oBbIBaTb XpaHeHWe JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMAMN TPYAOBOro, apXMBHOMO 3aKOHOAATENLCTBA
Poccuiickonn degepauumn 1 nokanbHbIMU HOPMAaTMBHBLIMU aKTaMmu
opraHusauum

Co6upaTb, aHanM3nMpoBaTh U CTPYKTYpMpPOBaTb MHAOPMaLUIO O
npeanoXXeHUsIX No OLeHKe nepcoHana Ha pblHke Tpyaa

|_|p0I/I3BO,D,I/1Tb npegBapuTesibHble 3aKyrno4Hble npoueaypbl 1
O(bOpMJ'IFITb COnyTCTBYOLWYHO OOKYMEHTaUNMO NO 3aKriio4YeHnto
J0oroBopos

Onpe,u,enmb yCcrnoBua ana 3akniyeHnd aoroBopoB Ha ycnyru no
nposegeHno oLueHK nepcoHarsna

CuctemaTtunampoBatb, 0600LaTh 1 aHanuanpoBaTb pe3yrbTaThl
OLLEHKWN nepcoHana

O6ecneunBaTb 06paTHYO CBA3b MO pe3ynbTaTaM NPoOBEEHHOMN
OLEHKWN C NepcoHanioM 1 pyKOBOACTBOM

Monb3oBaTbCsi MOMCKOBbLIMM CUCTEMAMMW, MHCPOPMALIMOHHBIMU
pecypcamu n 6azammn JaHHbIX NO NPOBEAEHMIO OLIEHKM NepcoHana

PaspabaTtbiBaTb pekoMmeHaaumm no pasB1TUIO NepcoHarna Ha OCHOBe
NpoBeEeHHON OLEHKM

Cobnogatb HOPMbl 3TUKW 4ENOBOro 06LeHns

Heobxognmble 3HaHMA

TexHonornm n metoabl onpeneneHns NnpodeccmoHanbHbIX 3HaHUN,
YMEHUN N KOMMNETEHLNN

TexHonornm n MeTofbl OLEHKN JIMYHOCTHbIX KAa4YecTB U
XapaKTepPUCTUK

CucTtembl, MeToabl 1 DOPMbI MaTepUansHOro 1 HemaTepuansbHOro
CTUMYNUPOBaHWSA Tpy4a nepcoHana

TexHonornm n metoabl POPMMUPOBAHNSI U KOHTPONS GHOAXKETOB

TexHonoruu, MeToabl U METOAUKM NPOBEAEHUSI aHanu3a u
cucTeMaTusauum JOKYMEHTOB U MHApopMaLIMK

OcHoBbI 06LLIEN U coumanbHOWM NCUXOSIOMUKN, COLMONOrNU U
ncuxonormn Tpyaa

OCHOBbI NPOV3BOACTBEHHOWN AEATENBHOCTW OpraHn3aLmm

Mopsigok NpoBeAeHMs 3aKynoYHbIX Npoueayp 1 oopmneHms
COMNyTCTBYHOLLEN JOKYMEHTaLMK

CTpyKkTypa opraHusaumm n BakaHTHblE JOIMKHOCTM (Mpodheccuu,
cneumanbHOCTH)

prﬂ,OBoe 3adKoOHOOaTeJ1bCTBO U UHbIE aKThbl, coaepXaline HOpMbl
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TPYA0BOro npasa

OCHOBbI apXxMBHOro 3akoHO4aTebCTBa U HOPMATUBHbIE NPaBOBbIE
akTbl Poccuiickon ®degepauuu, B HacTu BeAeHUss AOKyMeHTaumm rno
nepcoHany

3akoHogaTenscTeo Poccunckon denepaumm o nepcoHanbHbIX
AaHHbIX

NokanbHble HOpMaTMBHbIE aKTbl OpraHM3auum, perynupyoLime
NopsAA0K OLIEHKM NepcoHana

MopsiAoK 3aKMnioYeHUs1 A0roBOpoOB (KOHTPAKTOB)

HopMbl 3TUKK 4enoBOro odLeHns

basoBble OCHOBbI VIHd)OpMaTI/IKI/I, CTPYKTYPHOE NoCTpoeHune
I/IH(*)OpMaLI,I/IOHHbIX CUCTEM N 0OCOBEHHOCTU pa6OTbI C HUMK

Opyrue
XapaKTepPUCTUKN

3.3.2. TpygooBas oyHKUNSA

HanmeHoB | OpraHusaums u npoBeaeHune Kog | C/02.6 | YpoBeHb 6
aHve aTTecTauyum nepcoHana (noaypoBeHb)
KBanudukaum
n
MpoucxoxaeHne OpuruHan X | 3anmcTBoBaHO n3
TPYy4oBOU (PyHKLUN opurnmHana
Kon PernctpaunoHHbIn
opuruHan HOMep
a npodgeccmnoHarnbHo

ro ctaHgapTa

TpynoBble oencTems

AHanua CTpykTypbl, NNIAaHOB N BaKaHTHbIX JOHKHOCTEN (Npodeccui,
cneuunanbHOCTEN) opraHnsauum, 0CobeHHOCTEN opraHu3aLmm
paboTbl HA Pa3nMYHbIX y4acTKax NPOM3BOACTBA U KOHKPETHbIX
paboymnx mectax

Pa3paboTka NPOEKTOB AOKYMEHTOB, ONpeaensoLmX Nopsiaok
aTTecTauum nepcoHana, ¢ OLeHKoN 3aTpat

ConpoBoxaeHune npouecca atrectauum n paboTtbl aTTeCTaLNOHHON
KomMumccum

MogroToBka npeanoXxeHun no dopmMmpoBaHuio brogxeTta Ha
opraHu3aumio u NpoBefeHne aTTectalmm nepcoHana

lMoaroToBka NpeanoXeHnn 0 COOTBETCTBMM pabOoOTHMKA JOSDKHOCTU
(npodhbeccun, cneumanbHOCTM) NO pedynbTaTtam aTTecTauum B
COOTBETCTBUM C 3aKoHOoZaTeIbcTBOM Poccuinckon ®epepaumm

Heobxoanmble ymeHus

Onpepenstb NapameTpbl U KPUTEPUN aTTECTaLMM NepcoHana

Onpepensitb M NPUMEHSATbL CpeacTBa U MeToAbl aTTecTaunm

BblgenaTb rpynnbl nepcoHana aAns npoBeaeHns atrectauum

OGecneuymBaTb JOKYMEHTALMOHHOE COMPOBOXAEHNE aTTecTaumm
nepcoHana

CocTtaBnartb 1 KOHTpOJIMpOBaTb CTATbM pacxogoB Ha aTTecTauuto
nepcoHana gnd nnaHnpoBaHUA OroaKeToB
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Monb3oBaTtbcs l/IHCbOpMaLWIOHHbIMI/I pecypcamu n 6asamu gaHHbIX
no npoBeaeHuno atrecraunm

Bectu ydqeT n permctpaumo JOKYMEHTOB B I/IH(*)OpMaLI,I/IOHHblx
cnucremax n Ha MatepunaribHbIX HOCUTENAX

OpraHn3oBbiBaTb XpaHEHNEe JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMM TPYAOBOro, apXMBHOIO 3aKoHO4AaTeNbCTBA
Poccunckon ®efepaunmn n nokanbHbIMU JOKYMEHTaMW OpraHn3aumm

npOI/ISBO}J,I/ITb npenBapuTeribHble 3aKyno4Hble npoueaypbl U
OCbOpMJ'IFITb COnyTCTBYOLWYH AOKYMEHTaUUIO NO 3aKIM4YEeHUIO
AJ0oroBopos

CobniogaTb HOPMbI 3TUKK AENTOBOr0 O0LLIEHUS

Heobxognmble 3HaHMA

nOpﬂ,D,OK N TEXHOJOINA npoBegeHna atrecrtaynn

TexHonormm n Metoabl onpefeneHns U oLueHKU NpodecCnoHanbHbIX
3HaHUN, YMEHUM 1 KOMMETEHL N

CucTtembl, MeToabl 1 DOPMbl MaTepuarnbHOro U HemaTepuansbHOro
CTUMYNMPOBaHMA Tpyaa nepcoHana

TexHonornm n metoapbl CbOpMI/IpOBaHI/IFI N KOHTPOJ1A4 OlooxKeToB

TexHonornu, meToabl U METOAUKMN npoBeaeHna aHanmsa 1
cucrematTnsaumn JOKyMEHTOB U I/IHC*)OpMaLI,I/II/I

OcHoBbI I'IpOI/I3BO,D,CTBeHHOIZ OeATesIbHOCTU OopraHn3aunn

OcHoBbl 06LLEeN U coumanbHOM NCUXOSTOMMKN, COLMONOrNn
ncuxonorun Tpyaa

Mopsiaok NpoBeaeHUs 3aKyrnoYHbIX npoueayp 1 oddopMIeHns
CONYTCTBYHLLEN AOKYMEHTaLNN

CTpyKTypa opraHm3aumm 1 BakaHTHble OOMMKHOCTM (Nnpodheccuum,
cneunanbHOCTH)

TpynoBoe 3akoHOAATENBCTBO U UHbIE aKTbl, coAepKallue HOpMbl
TPYAOBOro npasa

OCHOBbI apX1MBHOroO 3akoHOAATENLCTBA U HOPMATUBHbIE NPaBOBbIE
akTbl Poccuiickon ®degepauunm, B HacTu BeAeHUs1 AOKyMEHTaLMmM rno
nepcoHany

3akoHogaTensbcTeo Poccumnckon denepaumm o nepcoHanbHbIX
JaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHM3aLun, perynupytoLume
NOpPSAOK OLIEHKM NepcoHana

[MopsaaokK 3akyYeHns 4OroBopoB (KOHTPAKTOB)

HopMbl 3TUKM AENOBOro 00 EHNS

BasoBble OCHOBbI MHOPMATUKN, CTPYKTYPHOE MOCTPOEHNE
NHAPOPMALMOHHBIX CUCTEM N 0COHBEHHOCTM PaboTbl C HAMM

Opyrve
XapaKTepUCTUKM

3.3.3. TpygoBas pyHKUMA

HanmeHoB | ADMUHMCTPUPOBaHME MPOLIECCOB U Koa C/03.6 | YpoBeHb 6
aHue AOKyMeHTooO0opOoTa Npm NpoBeAEHUN (mnoaypoBeHb)
OLEHKM 1 aTTecTalmm nepcoHana KBanudukauum

MpoucxoxaeHune | Opurvian X | 3aumcTeoBaHoO 13 |
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TPy4oBOM (PYHKUUM

| opurnHana | |
Kon PernctpaunoHHbin
opurnHan HOMep
a npodeccnoHanbLHoO

ro CraHgapTa

TpynoBble oencTeusA

AHanua npoueccos D,OKyMGHTOO60pOTa, JTOKallbHbIX OKYMEHTOB MO
OLEeHKe N atTectaunn nepcoHarna

OpFaHI/I3aL|,|/10HH08 conposoXxaeHne MGpOI'IpI/IFITI/IVI Nno OoLeHKe
nepcoHasna n ero atrecraunm

O(*)OpMJ'IeHI/Ie npouecca un pe3ynbTaTtoB aTTectaynm nepcoHana

NHdopmMmupoBaHme nepcoHana o pesynbTaTtax OLEHKU 1 aTTecTaumm

MoaroToBka NpeanoXeHuii No passBUTUIO NepcoHana no pesynstatam
OLIEHKM

COI'IpOBO)K,D,eHI/Ie 40roBopos NoO OKa3aHMK KOHCYJTIbTAaUWOHHbLIX U
I/IH(*)OpMaLI,I/IOHHbIX YCIyr no OoUeHKe n atrtecraunn rnepcoHarsna

Heobxoanmbie
yMeHUs

Ob6ecneunBatb OOKyMEeHTaUuOHHOE conpoBoXxXaeHne oUueHKn 1
artrTecrtaunm nepcoHasa

OdopMnsaTb JOKYMEHTbI MO BOMPOCaM OLIEHKM W aTTecTauum
nepcoHana, npeaocTaBnsiemMble B rocyJapCTBEHHbLIE OpraHbl,
npodeccuoHarnbHble COK3bl U ApYyrne NpeacTaBUTENbHbIE OpraHbl
paboTHUKOB

AHanuaupoBaTb nNpasuna, Npoueaypbl U NOpsAKM NPOBEAEHUS OLIEHKN
M aTTecTauum nepcoHana

Bectn yyeT n peructpaunto JOKYMEHTOB B UHGOPMALIMOHHbIX
CUCTEMAX M Ha MaTepuarnbHbIX HOCUTENAX

OpraHn3oBbiBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMM TPyAOBOro 3akoHoAaTenscTea Poccmnmnckon
degepaumm n nokanbHbLIMM aKkTamMmn opraHmM3aumnm

BecTtun genoByto nepenucky

PaboTaTb ¢ MHpOpPMaALMOHHBIMK cUCTEMaMn 1 6azammn JaHHbIX NO
BOMpocam NpoBeAeHUst OLEHKN 1 aTTecTaunmn nepcoHana, BeAeHuo
yyeTa KaHOua4aToB Ha BakaHTHbIE AOMKHOCTU (npodheccun,
cneunanbHOCTH)

AHanunanpoBaTb JOKYMEHTbI U NEPEHOCUTb MHGOPMAaLMIO B
MHOPMaLMOHHbIE CUCTEMbI U 6a3bl JaHHbIX

CobnogaTtb HOPMbl 3TUKU 4ENOBOro 06LWeHNs

Heobxognmble
3HaHUA

Mopsaok ohopMNeHNs, BEAEHUS U XpaHEHUS AOKYMeHTaLuun,
CBSI3aHHOW C NPOBEeAEHNEM OLIEHKM M aTTecTalmm nepcoHana

Mopsagok opmmpoBaHns, BeaeHus 6aHka gaHHbIX O nepcoHane
opraHusauumn n NnpegocTaBneHnsa OTYETHOCTH

Mopsigok NpoBeAeHMs 3aKynoYHbIX Npoueayp U obopmneHus
COMyTCTBYHOLLEN JOKYMEHTaL MK

MopsiAok 0oPopMIeHUst LOKYMEHTOB, NpeaoCTaBNsieMbIX B
rocyapCcTBEHHbIE opraHbl, NpodeccMoHanbHble COl3bl U Apyrue
npeacTaBUTENbHbIE OpraHbl paboOTHUKOB

OCHOBbI OKYMEHTOOBOpOTa 1 JOKYMEHTALMOHHOIo obecneyeHus

CTpyKTypa opraHM3aumm 1 BakaHTHble JOIMKHOCTM (Nnpodeccuu,
crneumanbHoCTH)
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TpynoBoe 3akOHOAATENBCTBO M UHbIE aKTbl, COAEpXaLLMe HOPMbI
TPYOoOBOro npaea

OCHOBbI apXxMBHOro 3akoHO4aTEeSNbCTBA U HOPMATUBHbIE NPaBOBbLIE
akTbl Poccurickon degepauuu, B HacTu BeeHUs1 JOKyMeHTaLuumm no
nepcoHany

3akoHogaTenscTBo Poccunckon denepaumm o nepcoHanbHbIX
OaHHbIX

TexHonornu, Metoabl U METOANKN nposeaeHna aHanmsa 1
cucrematTn3aumn JOKyMEHTOB U I/IHCbOpMaLI,VII/I

JlokanbHble HOPMaTUBHbIE aKTbl OpraHn3auunn, perynmpyrouime
nopAaaoK oueHkn n atrectaumnm nepcoHasa

[Mopsagok 3aknyeHns 4oroBopoB (KOHTPAKTOB)

HopMbl 9TUKM AenoBoro obLeHns

basoBble OCHOBbI VIHd)OpMaTI/IKI/I, CTPYKTYPHOE NOoCTpoEeHune
I/IH(*)OpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTU pa6OTbI C HUMU

Opyrue
XapaKTEPUCTUKN

3.4. O6obLeHHasa TpyaoBas PyHKUNA

HanmeHoB | [leaTenbHOCTb MO pasBUTULo Kog D YpoBeHb 6
aHue nepcoHana KBanuukaumm
MpoucxoxaeHne OpuruHan X | 3aMmcTBOBaHO 13
0606LLEeHHOoN opurmHana
TPYy4oBOU (PyHKLUN

Kon PernctpaunoHHbIn

opuruHa HOMep
na npodgeccnoHanbLHoOro
cTaHgapTa

Bo3amoxHble
HanMeHoBaHUA
JOIMKHOCTEWN,
npodeccunn

Cneuunanuct no passuTuio 1 0by4yeHuo nepcoHana
Cneumanuct no pasBuTUIO Kapbepbl NepcoHana
Cneuunannct no nepcoHany

MeHepkep nNo nepcoHany

TpeboBaHus Kk
obpasoBaHuo
00y4eHunto

Bobicluee obpasoBaHue

[ononHutensHoe npodeccnoHanbHoe obpasoBaHmne - NporpaMmmel
NOBbILWEHUS KBanudukauumn; nporpamMmmel NpogeccrnoHansHom
nepenoaroToBKM B 0611acTn OpraHmM3aLoOHHOMo M
npodeccuoHanbHOro pasBnTna nepcoHana

TpeboBaHus K onbITy
npakTn4ecKomn
paboThbl

Ocobblie ycnosusi
gonycka Kk pabote

Opyrve
XapaKTEePUCTUKHN
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[lononHuTenbHble XapaKkTepuctnkmn

HavmeHoBaHWe foKyMeHTa Kog HanmeHoBaHue 6a30BoW rpynnbl, AOMKHOCTM
(npodreccun) nnu cneumnansHoOCTU
OK3 2412 CneuyunanuncTbl No Kagpam u npodopueHTaumm
3423 CneumanucTbl KagpoBbIX CNYXO U yupexaeHui
3aHATOCTU
EKC - MeHemxep no nepcoHany
OKnarTpP 27755 OKOHOMUCT No Tpyay
22956 MHcnekTop no kagpam
3.4.1. TpypoBas pyHKUMSA
HanmeHoB | OpraHusauus u npoBegeHune Koag | D/01.6 | YpoBeHb 6
aHve MepOonpUATUIA MO PasBUTUIO U (nopypoBeHb)
NOCTPOEHNIO NpodeccrnoHanbLHoOm kBanudukaum
Kapbepbl nepcoHana n
MpoucxoxaeHne Opwurunan X 3aMMCcTBOBaHO 13

TPYyOo0BON PYHKLNN

opuruHana
Kon PernctpaumnoHHsbl
opurnHa N HOMep
na npodeccmnoHarnbH

Ooro CraHpgapTa

TpynoBble oencTems

AHanmns CTpyKTypbl, NNaHOB U BaKaHCUIN opraHusaumm

AHanua ocobeHHoCcTen paboThbl HA PasfNUYHbIX y4acTKax
NPOM3BOACTBA M KOHKPETHbIX pabounx mecrax

lMoaroToBKa NPOEKTOB AOKYMEHTOB, ONpeaensitoLmx nopsagok
pa3BUTUSA NnepcoHana n NOCTPoeHNs NpogeccnoHarnbHON Kapbepbl C
OLleHKou 3aTpar

PaspaboTka nnaHoB NpodecCcnoHanbHon Kapbepbl pabOTHMKOB

dopmrpoBaHe KaapoBoro pesepsa

OpraHusaumsa MeponpuaTuiA Mo pasBUTUIO Y MOCTPOEHMUIO
npodeCccnoHasnbHON Kapbepbl NepcoHana

MogroToBka npeanoXxeHun no dopMmpoBaHuio brogxeTta Ha
opraHu3aumio u NpoBeaeHne MepornpuUATAN NO PasBUTUIO U
NOCTPOEHMIO NPOECCNOHANbHON Kapbepbl NepcoHana

AHann3 aPEeKTUBHOCTN MEPONPUATUIA NO Pa3BUTUIO NepcoHana,
NOAroTOBKA NPEASIOKEHNIN NO PA3BUTUIO

Heobxognmble
yMeHUs

AHanuanpoBaTtb YpOBEHb 0OLLErO pa3BUTUA U NPOdECCUOHANBHOM
KBanudukaumm nepcoHana

OnpefnensitTb KpAaTKOCPOYHbIE U AONTOCPOYHbIE NOTPEBHOCTH
pa3BUTUA NepcoHana n NOCTPOEHNS ero NpodeccMoHanbHoOM
Kapbepbl

OnpenenaTb KpuTepun (OPMUPOBaHNSA KaapoBOro pesepsa
opraHusaumu

CocTtaBnatb nHamBmagyanbHble MJ1aHbl KAPbEPHOIro pa3BnUTUA

nepcoHana
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MPUMEHATL TEXHOMOMMU N METObI Pa3BUTMS NepcoHana u
NoCTpoeHnsa NpodeCccroHanbHON Kapbepbl

CocTtaBnsTtb npensnioxXeHna n KOHTpPpoJinpoBaTb CTaTb pacxodoB Ha
nporpamMmmbl U MEPONPUATUA MO Pa3BUTUIO NMepCcoHasla 1 noCTpoeHuto
I'IpOCbGCCI/IOHﬁJ'IbHOI?I Kapbepbl A4 ninaHnpoBaHNA BrooKeToB

OnpepensaTtb a(pPeKTUBHOCTL MEPONPUATUIA MO PA3BUTUIO
nepcoHasna u NOCTPOEHM0 NPOdeCCNOHaITbHON Kapbepsbl

PaboTaTb ¢ HGOPMaLMNOHHBbIMK CUCTEMaMK 1 BazamMu JaHHbIX NO
nepcoHany

CobniogaTb HOPMbI 3TUKK AENTIOBOro 00LLEHUS

Heobxognmble 3HaHMA

Cuctema, cnocobbl, MeTOAbI, MHCTPYMEHTbI MOCTPOEHNS
NpogecCcnoHanbHoOM Kapbepsbl

MeToabl onpeaeneHnst n oLEeHKN NMUYHOCTHLIX 1 NPOdEeCCUOHANbHbIX
KOMMNeTeHL M

CucTtembl, MeToabl 1 DOPMbI MaTepuarnsbHOro U HemaTepuansbHOro
CTUMYNMPOBaHMA Tpyaa nepcoHana

TexHonornu, MeToapl (bOpMI/IpOBaHI/IFI N KOHTPOJ1A4 OooxeToB

TexHonorum, MmetToabl U METOOUKN npoeeageHna aHannsa 1
cucrematTnsaumn JOKyMEHTOB U I/IHC*)OpMaLI,I/II/I

OcHoBbI NpodeccroHanbHOW opueHTaLum

OcHOBbI JOKYMEHTOOBOPOTa 1 JOKYMEHTALMOHHOIo obecneyeHus

OcHoBbI I'IpOI/I3BO,D,CTBeHHOIZ OeAaTesibHOCTUN opraHn3auunin

OcHoBbl 06LLEen 1 coymanbHOM MCUXONOrMnN, COLMONOrnn mn
ncuxoniorMn Tpyaa

CTpyKTypa opraHm3aumm 1 BakaHTHble OOMMKHOCTM (Npodheccuum,
cneunanbHOCTH)

TpynoBoe 3akoHOA4ATENBCTBO U UHbIE aKTbl, coAepKalliue HOpMbI
TPYAOBOro npasa

3akoHogaTenscTBo Poccumnckon denepaumm o nepcoHanbHbIX
JaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3aunn, perynupytoLme
NOpPSAOK pa3BUTUA MU NOCTPOEHNA NPOJPECCUOHANBbHOW Kapbepbl
nepcoHana

[Mopsagok 3akyYeHns 4OroBopoB (KOHTPAKTOB)

HopMbl 3TUKM AeNoBOro obLeHns

BasoBble OCHOBbI MHOPMATUKN, CTPYKTYPHOE MOCTPOEHNE
NHAPOPMALMOHHBLIX CUCTEM U 0COBEHHOCTU paboTbl C HUMU

Opyrve
XapaKTepUCTUKM

3.4.2. TpygooBas pyHKUMSA

HanmeHoB | OpraHmsauus obyyeHus Kon D/02.6 | YpoBeHb(noaypo 6
aHue nepcoHana BEHb)

KBanudukaymm
lMpoucxoxaeHune OpurnHan X | 3aMmcTBOBaHO 13

TPYyOooBOU (PYHKLUN

opvrMHana

Koa PernctpaynoHHbIn
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opuruHa HOMep
na NpPogeccuoHanbHoro
cTaHfapTa

TpynoBble oencTBuA

AHanus pbiHka obpasoBaTenbHbIX YCNyr n NnoTpebHocTen
opraHmsauuun B oby4yeHun nepcoHana

Pa3pa60TKa nnaHoB, METOONYECKNX MaTeEPUarios, y‘-le6HbIX nJiaHoB
M riporpamMmm, rnpoeKToB J1OKaJIbHbIX aKTOB Mo o6yqumo n pa3BnUTUIO
nepcoHarsa, BKr4dad OUEHKY 3aTpaTt

OpraHunsaums MmeponpuaTnin no oby4eHno nepcoHana

MogroTtoBka npeanioXkeHnn Nno opMMpoBaHuio GroakeTa Ha
opraHmsaumio oby4eHnsa nepcoHana

AHanus aHeKTUBHOCTM MEPONPUATUI NO 0OYyYEHUIO NepcoHana

Heobxoanmble ymeHus

AHaJ'II/I3I/IpOBaTb nonpenenaTb I'IOTpe6HOCTI/I B O6y‘-IeHI/II/I rpynn
nepcoHasna B COOTBETCTBUN C LieJTAMU OpraHn3aunmn

Pa3pa6aTblBaTb nnaHbl NOAroToBKU, NepenoarotoBkn N noBbIiLLEHNA
KBaJ'II/ICbI/IKaLI,I/II/I KagpoB., yqe6Hb|e nnaHbl U NporpamMmmbl

AHaJ'II/l3I/1pOBaTb PbIHOK O6pa3OBaTeJ'IbeIX yCnyr n rotoBuTb
npegnoXxeHuna no nocrtasLmnkKam ycnyr

OpraHu3oBbiBaTb 06y4YatoLLmMe MeponpUSaTUS

CocTtaBnatb n KOHTPOJINPOBATb CTAaTbW pacxXogoB Ha o6yqume
nepcoHana and ninaHnpoBaHUA OrooxeToB

Pa3pa6aTblBaTb N KOMMJIEKTOBATb y‘-le6HO-MeTOLI,VI‘-IeCKVIe
OOKYMEHTDI

[Mpon3BoauTb oLEHKY 3dEKTUBHOCTM 0BYyYEeHUs nepcoHana

Mpoun3BoanTb NpeaBapuUTenbHbIE 3aKynoYHble Npoueaypbl
odhopMrieHre ConyTCTBYOLLEN AOKYMEHTaLMM NO 3aKHYEHWIO
JIOrOBOPOB

PaboTtaTb ¢ MHOPMaLMOHHBIMKU cucTeMamun 1 6azaMm AaHHbIX NO
nepcoHany

PaspabaTtbiBaTb 1 0OpMNATb JOKYMEHTbI NO Npoueccam
opraHusauun obyyeHnsa nepcoHana n nx pesynbraram

CobnogaTb HOPMbl 3TUKU 4EN0BOro 06LeHns

Heobxognmble 3HaHMA

MeToabl, UHCTPYMEHThI UccreoBaHms NOTPeBHOCTM B 00yYeHUN
nepcoHana

MeTtogonorna obyyeHus

TexHonormm, MeToabl U METOAMKN NPOBEAEHUS aHanu3a u
cucTeMaTtusaunm JOKYMEHTOB U MHopMaLmK

Mopsigok pa3paboTkM NNaHOB NOArOTOBKW, NEPENOATrOTOBKM U
NOBbILLIEHWUS KBannuKauum kagpos, y4ebHbIX NNaHOB 1 NporpamMm

CucTtembl, MeToabl 1 OPMbI MaTepuansHOro 1 HemaTepuanbHOro
CTUMYINMPOBaHWSA TpyAa nepcoHana

TexHonornm n metoabl POPMMPOBAHNSI U KOHTPONS GHOOXKETOB

ﬂop;lp,ox BeJeHund ydeTta 1 OTHeTHOCTU MO NoArotoBke 1
NOBbILLUEHNIO KBaJ'IVI(pVIKaLWIVI nepcoHarsna

OcCHOBbI OKYMEHTOOBOpOTa 1 JOKYMEHTALMOHHOIo obecneyeHus

OCHOBbI TEXHONOIMA npon3BoacTBa U AeATENIbHOCTU OpraHn3aumnmn

OcHoBbI 06LLIEN U coumanbHOWM NCUXOSIOMUK, COLMONOrNU U
ncuxonoruu Tpyaa




Mopsiaok NpoBeaeHUs 3aKyrnoYHbIX npoueayp 1 odopMIeHns
COMNYTCTBYHIOLLEN JOKYMEHTaL MK

CTpyKTypa opraHusauum

TpynoBoe 3akoHOAATENBLCTBO U MHbIE aKTbl, COAepXKaLlmMe HOPMbI
TPYOoBOro npaea

OcCHOBbI apxMBHOro 3akoHO4aTeNbCTBA U HOPMATUBHbIE NMPaBOBLIE
akTbl Poccuiickon ®egepauuu, B YacTu BeeHUs1 AOKyMeHTaumm rno
nepcoHany

OcHoBbI Haroroeoro 3akoHogarenscrea Poccunckon egepaunm

OcHoBbl 3akoHoaaTenscTBa 06 obpasoBaHum Poccuickon
depepauymn

3akoHogaTenscTeo Poccunckon denepaunm o nepcoHanbHbIX
AaHHbIX

JlokanbHble HOPMaTUBHbIE aKTbl OpraHun3auunn, perynmpyrowine
o6yqu|/|e nepcoHana

[Mopsagok 3aknyeHns 4oroBopoB (KOHTPAKTOB)

HopMbl 3TUKM AenoBoro ooLeHns

ba3oBble OCHOBbI VIHd)OpMaTI/IKI/I, CTPYKTYPHOE NOoCTpoEeHune
MH(bOpMaLI,I/IOHHbIX CUCTEM M 0COBEHHOCTM pa6OTbI C HUMK

Apyrve
XapaKTepPUCTUKY

3.4.3. TpypooBas pyHKUMA

HanmeHoB | OpraHusaunsa agantaumm un Kon D/03.6 | YpoBeHb 6
aHue CTaXXMPOBKWN nepcoHana (noaypoBeHb)
KBanudukaum
n
MpouncxoxpeHue OpurnHan X | 3aMmcTBOBaHO 13

TPYy4OBOU (PYyHKLUN

opurmHana
Kon PernctpaunoHH
opuruHana bl HOMEP
npodgeccunoHanb

HOro craHgapTa

TpynoBble oencTems

AHanu3s ycneLHbIX KOPMopaTUBHbIX NPAKTUK MO OpraHn3aLmmn
ajanTaumm 1 CTaXMpOoBKe nepcoHana

PaspaboTtka nnaHoB aganTtauun, CTaXXMPOBKM NepcoHarna ¢ OLEeHKON
3aTtpar

OpraHusaums MeponpusiTMin No aganTaumm, CTaXMPOBKE nepcoHana

MogrotoBka NpeasioXXeHu No COBEPLUEHCTBOBAHUIO CUCTEMBI
agantauuu, CTaXXMPOBKN NepcoHana

MogroToBka npeanoXxeHun no dopmMmpoBaHuio brogxeTta Ha
opraHusaumio aganTtauum n CTaXKMPOBKM NepcoHana

AHann3 aPEeKTUBHOCTN MEPONPUATUIA NO aganTaunmn n CTaxXnpoBke
nepcoHana

Heobxognmble
yMeHUs

OI'Ipe,D,eJ'IFITb rpynnbl nepcoHalia anda CtTaXXnpoBkK1 U agantaunm

Onpepensitb paboyne MecTa ansi NPOBEAEHMUS] CTAXKUPOBKM U
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agantaunn nepcoHarna

CornacoBbiBaTb MeponpuaTna agantaunn 1 CTa>XMpoBKu C
BO3MO>XHOCTAMU MNMPOnN3BOACTBA

npOI/I3BO,D,l/ITb aHalliM3 U OUEHKY pe3yribTaToB adantaunn n
CTa>XMPOBOK NnepcoHasa

CocTaBnATb NPeAnoXeHns U KOHTPONMPOBAaTbL CTaTbW PacXooB Ha
nporpamMmmbl 1 MEPONPUATUSA MO aganTaLmm U CTaXUPOBKe NepcoHana
ANs NaHMpoBaHUs OloaKeToB

Mpon3BoguTb oueHKY 3EKTUBHOCTM MEPONPUATUIN NO adanTaunm n
CTaXVpOBKe nepcoHana

BHe,D,pFITb CUCTEMbI BOBJ1€4YEeHUA pa6OTHI/IKOB B KOPMopaTnBHYHO
KyInbTYypy

Mcnonb3oBaTb I/IH(bOpMaU,VIOHHbIe cuctembl 1 6a3bl AaHHbIX MO
nepcoHary

CobniogaTb HOPMbI 3TUKK AENTIOBOro O0LLEHUS

Heobxognmbie MeToabl aganTaummn U CTaXXMpOBOK

3HaHUA TexHonornu, meToabl U METOAUKN nposeaeHna aHanmsa 1
cucrematTn3aunmn JOKyMEeHTOB U I/IHC*)OpMaLI,I/II/I

Mopanok pa3paboTky NNaHoB aganTauun nepcoHana Ha HOBbIX
paboymx MecTax, NoAroTOBKWU, NepenoaroTOBKA U NOBbILLEHUS
KBanudukauum nepcoHana v opraHnsaunm CTaxKnpoBOK

MopaOok cocTaBneHnsa CMeT 3aTpaT Ha aganTaluio U CTaXUPOBKY
nepcoHana

Mopsaok BegeHUst ydeTa M OTYETHOCTM MO aganTauumn 1 CTaXMpoBke
nepcoHana

CucteMbl, MeToabl U OPMbl MaTepuanbHoro 1 HemaTepuanbHOro
CTMMYNMPOBaHNS TpyAa nepcoHana

TexHonormm n metoabl OPMUPOBAHNS U KOHTPONS OOaXeToB

OcCHOBbI TEXHONOIMMU npon3BoacTBa U AedATelibHOCTU OpraHn3auunmn

OcHoBbl 06LLIEN U colmanbHOWM NCUXOSIOMMKN, COLMONOrNn U
ncuxonorun Tpyaa

CTpyKTypa opraHm3aumm 1 BakaHTHble OOMKHOCTM (Npodheccun,
cneunanbHOCTH)

TpyOoBoe 3akoHOAATENbCTBO M UHbIE aKTbl, coAepKallime HOpMbl
TPYAOBOro npasa

OcHOBbI Hanoroeoro 3akoHogartenscrea Poccurckon ®egepauunm

3akoHopaTenscTBo Poccuickon defepaumm o nepcoHanbHbIX
JaHHbIX

NokanbHble HOpMaTMBHbIE aKTbl OpraHM3aumm, perynupyoLume
aganTaumio U CTaXMpPOBKY NepcoHarna

OCHOBbI JOKYMEHTOOBOpOTa 1 JOKYMEHTALMOHHOIo obecneyeHus

lMopsaaok 3aknyeHnst 40roBOpPoB (KOHTPaKTOB)

HopMbl 3TUKM AeN0oBOro 0bLeHns

basoBble OCHOBbI MHGOPMATUKN, CTPYKTYPHOE MOCTPOEHNE
NHAPOPMALIMOHHBIX CUCTEM N 0COHBEHHOCTM PaboTbl C HAMM

Opyrve -
XapaKTEepPUCTUKHN

3.4.4. TpypooBas oyHKUNSA
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HanmeHoB | AOMUHUCTpUpPOBaHUE NPOLLECCOB U Kon D/04.6 | YpoBeHb 6

aHue AOKyMeHToo60opOoTa No pa3BuUTUIO U (nopypoBeHb)
npodeccunoHanbLHoOn Kapbepe, KBanudukaum
oby4eHunto, aganTauumn u "

CTa>XMPOBKe nepcoHana

MpoucxoxaeHune
TPYAOBOW (DYHKLMM

OpurnHan X 3anmcTBOBaHO 13
opurnHana
Kon PernctpaunoHH
opurmHa bl HOMep
na npodpeccnoHan
BbHOIO
cTaHgapTa

TpynoBble oencTBuA

AHanus npoueccos, rnpasuji n NopAaKoB opraHmn3aunn npu
npoeegeHunn MepOI'IpI/IFITVIIZ no pa3BUTUIO A I'IpO(*)GCCI/IOHGJ'IbHOI?I
Kapbepe, o6yquwo, agantaunm n CtaKmpoBke nepcoHana

[lokyMeHTaLMOHHOE OhopMieHne pe3ynbTaTtoB MEPONPUSATUIA MO
pas3BUTUIO U NpodeccrnoHanbHOM Kapbepe, 0by4eHunto, agantauum n
CTaXXUPOBKe nepcoHana

MogroToBKa UHAMBMAYaNbHbIX NPEASIOXEHNA HA OCHOBE pe3yribTaToB
npoBeaEHUS MEPOMNPUATUIA MO Pa3BUTUIO U NpodreccnoHanbHON
Kapbepe, 06y4yeHuto, agantaumm N CTaXXMpoBKe NepcoHana

lNoagroToBka NpeanoXeHnn no CoBepLLUEHCTBOBAHUIO CUCTEM
o0y4eHuns, agantaumm n CTaXXMpoBKK, PasBUTUS U MOCTPOEHUS
npodeccmnoHanbHOW Kapbepbl NepcoHana

ConpoBoxaeHve A0roBopoB MO OKa3aHUK KOHCYNbTAUNOHHbIX,
MHPOPMALMNOHHBIX ycnyr, HeobxoauMbIX ANa npoBeaeHnsa obyveHus,
afjanTtaumm 1 CTaxXmpoBOK, PpasBUTUSA N NOCTPOEHNS
npodgeccnoHanbHON Kapbepbl NepcoHana, Bkoyas
npeaBapuTenbHble NpoLeaypbl MO UX 3aKMHYEHNIO

BbinonHeHne TpeboBaHUn No XxpaHeHno nHgopMauum o pesynbTaTax
obyyeHus, aganTauumn n CTaXXUPOBKK, PasBUTUSA U MOCTPOEHMS
npodeCccnoHanbHON Kapbepbl NepcoHana

Heobxognmble
yMeHUs

OdopMnsATbL JOKYMEHTLI MO BONpocaM nposeaeHus obyyeHus,
afjanTtaumm n CTaxXMpoBKKU, PpasBUTUSA N NOCTPOEHNS
npodgeccnoHanbHON Kapbepbl NepcoHana, npeaoctaBnseMble B
rocyfapCTBeHHbIe opraHbl, MPOdeCcCcMoHarnbHble Co3bl N Apyrue
npeacTaBUTeNbHbIE OpraHbl PaboOTHUKOB

Ob6ecneunBaTb JOKYMEHTALMOHHOE CONPOBOXAEHNE 0BYyYeHMs,
agantauumn U CTaKMPOBOK, Pa3BUTUS U NOCTPOEHUS
npodeCcnoHanbHON Kapbepbl NepcoHana

AHanusnpoBaTtb Npasuna, npoueaypbl U NOPSOKN NPOBELEHNS
obyyeHuns, agantauun n CTaXKUPOBKK, Pa3BUTUS U NOCTPOEHUSA
npodeCCcnoHanbHON Kapbepbl NepcoHana

OpraHn3oBbiBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUU C
TpeboBaHuaMM 3akoHogaTenscTea Poccunckon degepaumm n
nokanbHbIMM aKkTaMn opraHmsaumm
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AHanusnpoBaTtb AOKYMEHTbI 1 NepPeHOCUTb MHpopMaLnio B
NHPOPMALIMOHHBIE CUCTEMbBI M 6a3bl AaHHbIX

Bectn yyeT u peructpaymnto JOKYMEHTOB B MHOPMAaLMOHHbIX
cucTemMax U Ha MatepuanbHbIX HOCUTESSIX

PaboTaTb ¢ MHGOPMaLNOHHBbIMK CUCTEMaMK 1 BazamMu JaHHbIX NO
BOMpocam oby4yeHusi, agantauum u CTaKUPOBKN, Pa3BUTUS U
NocTpoeHnsa NpodeccnoHanbHOM Kapbepbl NnepcoHana, BegeHuns
yyeTa KaHOVAAaTOB Ha BakaHTHbIE AOIMKHOCTM (npodeccun,
crneunanbHOCTN)

Bectn genosyto nepenucky

CobniogaTb HOPMbI 3TUKK AENTOBOro O0LLIEHUS

Heobxoaumble Mopsigok odhopmneHns, BEAEHNS U XpaHEHUST LOKYMEHTaUuu,
3HaHuSA CBSAI3AHHOW C CUCTEMON 0ByYeHns, agantaumm n CTaknMpoBKH,
pa3BMTMS U NOCTPOEHNSA NPOdECCUOHaNbHOM Kapbepbl NepcoHana
Mopsagok opmmpoBaHus, BeaeHus 6aHka gaHHbIX O nepcoHarne
opraHusauumn n NpegocTaBneHnsa OTYETHOCTH

HopmaTtnBHbIE NpaBOBbIE aKTbl, PErynMpyoLLme npasa u
0653aHHOCTIN rocy4apCTBEHHbIX OPraHoB 1 OpraHM3aumm rno
NpeaoCTaBNEHNIO YH4ETHOW AOKYMEHTALNN

Mopsimok odopMneHnst LOKYMEHTOB, NPeaOCTaBNSAEMbIX B
rocyaapCTBEHHbIE OpraHbl U MHblEe OpraHu3aLmm

OcCHOBbI JOKYMEHTOOBOpOTa N JOKYMEHTaLMOHHOIo obecneyeHus
Mopsigok npoBeAeHNs 3aKynoYdHbIX npoueayp 1 opopmneHus
COMyTCTBYHOLLEN JOKYMEHTaL MK

CTpykTypa opraHusaumm 1 BakaHTHblE JOMKHOCTH (Npodheccun,
cneunanbHOCTH)

TpyaoBoe 3akoHOOAaTENBCTBO U UHbIE akTbl, cogepXXallune HopMbl
TPyAoBOro npaea

OCHOBbI apXx1MBHOroO 3akoHOAATENLCTBA U HOPMATUBHbIE NPaBOBbIE
akTbl Poccuiickon ®degepauunm, B HacTu BeAeHUs1 AOKyMEHTaLMmM no
nepcoHany

OcHOBbI HanoroBoro 3akoHogartenscrea Poccuickon ®egepauunm
3akoHogaTenscTeo Poccumnckon denepaumm o nepcoHanbHbIX
OaHHbIX

TexHonormm, MeToabl U METOANKM NPOBEAEHUS aHanmsa u
cucTemMaTusauumn JOKYMEHTOB M MHpopmaumnm

JlokanbHble HOpMaTKBHbIE aKTbl OpraHu3aunn, perynupytoLme
NoOpsSAOK pasBUTUA U NOCTPOEHNA NPOGECCUOHANbHOW Kapbepbl,
oby4yeHuns, aganTauumn n CTaXXMPOBKM nepcoHarna

[MopsaaokK 3aknyYeHns 4OroBopoB (KOHTPAKTOB)

HopMmbl 3TUKM genoBoro obLieHuns

basoBble OCHOBbI MHGOPMATUKN, CTPYKTYPHOE MOCTPOEHNE
NHAPOPMALIMOHHBIX CUCTEM U 0COBEHHOCTU paboTbl C HUMU

[pyrue -
XapaKTepUCTUKM

3.5. O600wweHHas TpyaoBas yHKUNSA

Haumenos | JeatenbHocTb no opraHusaumn | Kog YpoBeHb [ 6 |
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aHue

| Tpyaa v onnatbl nepcoHana |

[ |kesamucpuvkaumm | ]

MpoucxoxaeHune
0606LeHHoN
TPYAOBOW (DYHKLMM

OpurnHan X 3anmMcTBOBaHO 13
opuruHana
Kon PernctpaunoHH
opuruHan bll HOMEP
a npodeccmnoHan
bHOIo
cTaHgapTa

Bo3moxHble
HaMMeHOBaHUS
JOJIKHOCTEN,
npodeccui

CneumanucT No HOPMMPOBaHMIO 1 onnaTte Tpyaa
CneumanucT no opraHusauuy u onnare Tpyaa
CneunanucT no KoMneHcaumsam 1 nerotam
CneumanucT no nepcoHany

MeHempkep No nepcoHany

TpeboBaHus K
obpasoBaHuio 1
00y4eHunto

Bobiclwee obpasoBaHue

[ononHutensHoe npodeccuoHanbHoe obpasoBaHmne - NporpaMmmel
npodeccnoHanbHON NepenoaroToBkn B 00NnacTn SKOHOMUKN,
HOPMMPOBaHWA 1 onnaTbl TPyAa, NPOrpaMmbl NOBbLILLEHNS
KBanvgukaumm

TpeboBaHus K OnbITy
npakTuyeckomn
paboThl

Ocobble ycnosusi
gonycka kK pabote

Opyrvie
XapaKTepUCTUKM

[lononHuTenbHble XapakTepUCTUKK

HanmeHoBaHne OJOKyMeHTa Koa HanmeHoBaHne 6a30Bon rpynnbl, 4OSMKHOCTH
(npodhbeccun) nnu cneumnanbHOCTU
OK3 2412 CneuunanncTbl No Kagpam n npodoprueHTaumm
3423 CneumnanncTbl KagpoBbIX CIyX6 1 yuypexaeHumn
3aHATOCTU
EKC - MH)xeHep No HOPMUPOBAHUIO Tpyaa
- TexHuK no Tpyay
- OKOHOMUCT No TpyAy
- MeHepkep no nepcoHany
OKnAaTpP 27755 OKOHOMMCT No Tpyay
22956 MHcnekTop no kagpam
3.5.1. TpygooBas pyHKUMSA
HanmeHoB | OpraHmsaunsa Tpyaa nepcoHana Koa E/02.6 | YpoBeHb 6
aHue (nogypoBeHb)
KBanuukaymm
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lMpoucxoxgeHune
TPyOooBOM (PYHKLNN

OpurnHan X 3anmMcTBOBaHO 13

opuruHana
Kon PernctpaumnoHHbIn
opuruHa HOMep
na npodeccnoHanbH

Oro ctaHgapTa

TpynoBble oencTBuA

AHann3 ycnewHbIX KOpnopaTUBHbLIX MPaKTUK MO OpraHn3aumnm
HOPMUPOBaHWS TpyAa 4SS pas3nNUYHbIX KaTeropui nepcoHana,
0CODEHHOCTEN NPOMN3BOACTBA U AEATENbHOCTU OpraHmnsaumm

Pa3paboTka cMCTeMbl OpraHusaummn Tpyaa nepcoHana v nopsigka
HOPMUPOBaHMWSA TpyAa Ha pabounx MecTax C OLEeHKOW 3aTpaT Ha
nepcoHarn

BHeapeHve cucteMbl opraHusaumm Tpyaa nepcoHana U KOHTpons Hag
HOPMUPOBAHMEM C onpedernieHneM TPYA0EeMKOCTU, HOPMATUBHOM
YMUCIEHHOCTU, rpadmKoB paboT 1 yCNoBUii onnaTbl TpyAa nepcoHana

BbisiBneHue pe3epBoB NOBbILLEHNA NPON3IBOAUTEINTBHOCTU Tpyaa 1
KadeCTBa HOpMMUPOBaHUNA Tpyada, NoAroTtoBka I'Ipe,EI,J'IO)KeHI/II‘/'I no
M3MEeHEHNAM yCJ'IOBI/IIZ M onartbl Tpyaa nepcoHana

MogroToBka npeanoXxeHun no gopMnpoBaHuto BrogxkeTta Ha
opraHvsaumio Tpyga nepcoHana

OnpepeneHne 3addeKTUBHOCTM paboTbl CUCTEMbI OpraHn3aumm Tpyaa
N HOPMMPOBAaHMSA Tpyaa Ha paboymx Mectax

Heobxognmble
yMeHUs

BHegpaTb MeToabl paumoHanbHOW opraHnsaumm Tpyaa

PaspabaTbiBaTb NnaHbl OpraHU3aLNOHHbIX N TEXHUYECKUX
MepOonpUATUIA NO NOBbLILLEHNIO NPON3BOANTENBHOCTU Tpyada

AHannsnpoBaTb COCTOSAHWE HOPMUPOBAHUS TPyAa, KAYeCTBO HOPM,
nokasarenemn no Tpygy

AHanuampoBaTtb 3(pPEKTUBHOCTb paboTbl CUCTEMbI OpraHM3aumnm
Tpyda nepcoHana u HopMupoBaHUs Tpyda Ha paboymx MmecTax

CocTaBnaTb U KOHTPONMPOBATbL CTaTbM PACXOAOB Ha onnaTy Tpyaa
nepcoHana ans niaHnpoBaHns 6o4)KeToB

Pa6oTaTb ¢ MHPOPMALMOHHBIMM cUCTEMaMU U 6aszamMu AaHHbIX MO
HOPMUWPOBAHMIO 1 onnarte Tpyaa nepcoHana

PaspabatbiBaTbh 1 0OpMATbL JOKYMEHTbI MO HanpaBrieHnto
AeaTenbHOCTH

Cobnogatb HOPMbl 3TUKN AEN0BOro 06LeHns

Heobxognmble
3HaHUSA

MeToabl y4eTa 1 aHanvMsa nokasartenen no Tpyay v onnare Tpyaa

MeToapbl onpeaeneHns, oLeHKM U CpaBHEHUS NPOU3BOACTBEHHOMN
WHTEHCMBHOCTU W HaMNPSPKEHHOCTU Tpyaa

MeToabl HOpMUMPOBaHUSA Tpyaa

Me>xoTpacneBble 1 oTpacneBble HopMaTVBbl TPYAOBbLIX 3aTpaT

CoBpeMeHHble opMbl, CUCTEMbI OnnaThl U yyeTa
NPON3BOANTENBHOCTM TPYAA NepcoHarna

CucTtembl, MeToabl 1 OPMbI MaTepuansHOro 1 HemaTepuansbHOro
CTUMYNMPOBaHWA TpyAa nepcoHana

TexHonornm n metoabl POPMMUPOBAHNS U KOHTPONS GHOAXKETOB

TexHonornu, MetTogbl U METOANKN npoBeaeHna aHanmsa u




cucrematTn3aumn JOKyMEHTOB U I/IH(*)OpMaLI,I/II/I

OcHoBbl AOKYMeHTOOBopOoTa 1 AOKYMEHTaUMOHHOro obecneyeHus

Mopsigok Tapudukauum paboT 1 paboumx, yCTaHOBNEHMS
AOIMKHOCTHBIX OKMNaaoB, gonnar, HaabaBoK U KO3MULIMEHTOB K
3apaboTHON NnaTe, pacyeTa CTUMYNMPYHOLLMX BbiNnaTt

TapudHo-KBanuguKaLMoHHbIE CNpaBoOYHMKM paboT u npodeccun
paboynx 1 KBannUKaLMoHHbIE XapaKTEPUCTUKN LOIMKHOCTEN
cnyxaLumx

OCHOBbI TEXHONOIMU npon3Boactea U eATesIbHOCTU OpraHn3auunin

CTpyKkTypa opraHu3aumm n BakaHTHble AOSDKHOCTH (Mpodeccun,
crneunanbHOCTH)

Ka,qposaﬂ NOJNIMTUKa U CTpaTerna opraHm3aunn

OKOHOMMKA Tpyada

OcHoBbl 06LLEeN 1 coumanbHOW NCUXOSTOMMKN, COLMONOrNn un
ncuxoniormmn Tpyaa

TpyaoBoe 3akoHOAATENBLCTBO M UHbIE aKTbl, COAepKalnue HoOpMbl
TPYOoBOro npaea

OCHOBbI apXMBHOIO 3akoHOAATENbLCTBa U HOPMATUBHbIE NPaBOBbLIE
akTbl Poccuiickon denepauun, B YacT BeAeHUst JOKYMEHTaUMm no
nepcoHany

OcHOBbI Hanoroeoro 3akoHogarenscrea Poccunckon ®egepaunm

3akoHogaTenscTeo Poccunckon denepaumm o nepcoHanbHbIX
OaHHbIX

JNokanbHble HOpMaTUBHbIE aKTbl OpraHM3auun, perynupyowme
nopsAoK opraHnsaummn Tpyaa u HOpMUPOBaHUS NepcoHana

[MopsaaokK 3aknyYeHns 4OroBopoB (KOHTPAKTOB)

HopMmbl 3TUKM AenoBoro ooLeHus

BasoBble OCHOBbI MHOPMATUKN, CTPYKTYPHOE MOCTPOEHNE
MHPOPMALIMOHHBIX CUCTEM N OCOHBEHHOCTM PaboTbl C HUMK

Opyrue
XapaKTepUCTUKM

3.5.2. TpypooBas pyHKUMSA

HanmeHoB | OpraHmnsauyus onnatbl Tpyaa Koa E/01.6 | YpoBeHb(nogypo 6
aHue nepcoHana BEHb)

KBanudukaymm
MpouncxoxpeHue OpurnHan X 3anmcTBOBaHO 13

TPy4oBOU (PyHKLMN

opurnHana
Kon PernctpauunoHHbIn
opurmHa HOMeEp
na npodeccnoHanbLHoO

ro cTaHgapTa

TpynoBble oencTemsg

AHanu3s ycnewHbIX KOPNopaTMBHbIX MPAKTUK MO OpraHM3aLmm
cMcTeMbl onnaThl TPyAa nepcoHana

PaspaboTka cuctembl onnatkl Tpyaa nepcoHana

dopmmpoBaHue nnaHoBoro brogxeta poHaa onnatbl TPyAa,
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CTUMYINMPYHOLLNX N KOMNEHCAaUUOHHbIX BbIlNJ1aT

BHep,peHme CUCTEMbBI ONNaThbl Tpyda nepcoHara

MoaroToBka NpeanioXeHUin MO COBEPLUEHCTBOBAHMIO CUCTEMbI
onnaTbl TPyAa nepcoHana

Heobxoanmble ymeHus

CocTtaBnatb u KOHTPOJIMpOBaTb CTAaTbM pacxXxodoB Ha onaty Tpyaa
nepcoHana gnd niaHnpoBaHUA OLKETOB U C*)OH,D,OB

an/IMeHﬂTb TEXHONOIMMmM MaTepmaanoPl MOTMBaUMK B ynpasreHnn
nepcoHasriom

P83pa6aTblBaTb KoHLUEeNnuutio nocTpoeHnda MoTuBaLNOHHbIX
nporpamMmv paGOTHMKOB B COOTBETCTBUN C LieJITAMAN OpraHn3auunmn

AHanunampoBaTb COBPEMEHHbIE CUCTEMbI ONnaTbl U MaTepuanbHOn
(MoOHeTapHOM) MOTUBAUMKW TPyAa ANg uenen opraHnsaumm

AHanuaunpoBaTb YpOBEHb onnaThl Tpyaa NepcoHana no
COOTBETCTBYHLLMM NPOdECCUOHANBHBLIM KBannudmkaumam

npOBO,D,I/ITb MOHUTOPWUHI 3apa6OTHOIZ nnaTtbl Ha pbIHKE TpyAa

AHaJ'II/I3I/IpOBaTb (pOprI mMaTepuarnbHOro CtTumynmpoBaHus,
KOMneHcauun 1 NuroTt B onnare TpyAa nepcoHana

PaboTaTb C I/IH(bOpMaLWIOHHbIMI/I cuctemamm n 6aszamm gaHHbIX MO
onjiate Tpyga nepcoHana

CocTtaBnsTtb NPOrHO3bl Pa3BUTUA ornJiaTtbl Tpyda nepcoHana

CobniogaTb HOPMbI 3TUKK AENTOBOro 00LLEHUS

Heobxognmble 3HaHMA

dopmbl U cnucteMbl 3apaboTHOWM NNaTbl, NOPSAOK COCTaBNEHUS
OtooxeToB

CucteMbl, MeToabl U POPMbI MaTepuanbHoOro 1 HemaTepuanbHOro
CTMMYNMPOBaHWS Tpyaa nepcoHana

TexHonornm n metoabl GOPMUPOBaHMSA N KOHTPOMSA BIOOXKETOB U
doHO0B

Mopsagok Tapudukaumm paboT n paboymx, ycTaHOBNEHNUSA
AOJMPKHOCTHLIX OKNagoB, gonnat, HanbaBok 1 ko3 dMUMEHTOB K
3apaboTHON NnaTe, pacyeTa CTUMYNMPYIOLWNX Bbinnat

MeToapbl onpeaeneHns YNCIeHHOCTU paboTHMKOB

TapudHo-KBaNnuguKaLMoHHbIE CNpaBoYHMKM paboT u npodeccun
pabo4mx N KBanMPUKaLMOHHbIE XapaKkTePUCTUKN JOSDKHOCTEN
cny>aLmnx

MeToabl y4eTa 1 aHanuaa nokasarenen no Tpyay v 3apaboTHon
nnarte

TexHonoruu, MeToabl U METOAUKM NPOBEAEHUS aHanus3a u
cucTeMaTtu3aunm JOKYMEHTOB M MHpopMaLImm

KagpoBas nonuTuka 1 ctpaternsi opraHusauum

CTpyKTypa opraHM3aumm 1 BakaHTHble OOMKHOCTM (Nnpodheccuu,
cneumanbHOCTH)

TpynoBoe 3akoHOAATENBLCTBO U MHbIE aKTbl, COAepKaLlMe HOPMbI
TPYAOBOro npasa

OcCHOBbI HaNoOroBoro 3akoHogarenscrea Poccurckon ®egepauunm

3akoHopaTensctBo Poccuickon defepanmm 0 nepcoHanbHbIX
JaHHbIX

NokanbHble HOpMAaTMBHbIE aKTbl OpraHM3auum, perynupyolime
onnaty Tpyaa

OCHOBbI TEXHONOIMA npon3BoacTBa U AedTeJiIbHOCTU OpraHn3aunmn
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OcHoBbl AOKYMeHTO060pOTa M OKYMEHTaUNOHHOro obecneyeHums

Mopsagok 3akmnyeHns 4oroBopoB (KOHTPAKTOB)

OcHoBbl 06LeNn 1 coumanbHOM NCUXOMOrnmn, COLNONIOrMn 1
ncunxonorun Tpyaa

HopMmbl 3Tnkn genoBoro obLeHns

basoBble OCHOBbI VIH(bOpMaTI/IKI/I, CTPYKTYPHOE NOCTpOoEeHune
I/IHCbOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTU pa6OTbI C HUMK

Opyrue
XapaKTepPUCTUKN

3.5.3. TpygooBas oyHKUMSA

HanmeHoB | ADMUHUCTPUPOBaHME NMPOLIECCOB U Koa E/03.6 | YpoBeHb 6
aHve AOKyMeHToobopoTa No Bornpocam (noaypoBeHb)
opraHusauuun Tpyaa u onnarsl KBanudukaumm
nepcoHana
IMpoucxoxaeHwe OpurmnHan X 3anmcTBOBaHO
TPYy4oBOU (PYHKLUN 13 opurnHana
Koa PerncrtpaunoHHbIn
opuruHana HOoMep
npodgeccnoHansLHor

o cTaHgapTa

TpynoBble oencTems

AHanu3 npoLeccoB OKYMeHTO000poTa, fokarbHbIX AOKYMEHTOB MO
BONpoOCcam opraHu3auum onnaTtbl U Tpyaa nepcoHana

OdopmneHne 4OKYMEHTOB No Bonpocam onnaThl M TpyAda nepcoHana

MoproToBKa NpeafioXeHUn No Bonpocam onnatbl U Tpyaa nepcoHana

MoAroToBKa NpeasoXeHUiA No COBEPLUEHCTBOBAHMIO CUCTEMbI OMNaThl
1 opraHusaumm Tpyada nepcoHana

[loKyMeHTaLMOHHOE M OpraHn3aLnoHHOE CONPOBOXAEHNE CUCTEMBI
opraHusauumn 1 onnatbl Tpyga nepcoHana

MogrotoBka n o6paboTka 3anpocoB U yBEAOMIEHNN O pabOTHMKax B
rocygapCTBEHHbIE OpraHbl, NpodeccMoHanbHbIe COK3bl U Apyrve
npeacTaBUTENbHbIE OpraHbl pabOTHUKOB, MO cMCTEMaM onnaTbl 1
opraHvsauum Tpyga nepcoHana

ConpoBoXaeHne 4OroBOPOB N0 OKa3aHWI0 KOHCYMNbTaLMOHHbIX,
MHOPMAaLMOHHbIX YCIyr MO cUcTeMaM onfaThl M OpraHn3auum Tpyaa
nepcoHana, Bknto4yas npeaBapuTerbHble Npoueaypbl Mo Ux
3aKM4YeHUo

Heobxognmble
yMeHUs

Ob6ecneunBaTb AOKYMEHTALNOHHOE COMPOBOXAEHNE MEPONPUATMIA MO
onriaTe u opraHusauuv Tpyaa nepcoHana

OdopmMnATb 4OKYMEHTBI MO BONPOCaM OnnaThl M opraHvM3auum Tpyaa
nepcoHana, NpegocTaBnsieMble B rOCyapCTBEHHbIE OpraHbl,
npodeccroHarnbHble COK3bl U Apyrne NpeacTaBUTENbHbIE OpPraHbl
pabOoTHMKOB

AHanuanpoBaTb HOPMaTUBHbIE M METOANYECKNE OOKYMEHTbI MO
BOMpOCaM onnaThl U opraHusauuy Tpyaa nepcoHana

OpFaHMSOBbIBaTb XpaHeHne JOKyMeHTOB B COOTBETCTBUN C




TpeboBaHuAMM 3akoHoOaTenscTBa Poccuiickon degepaumm n
nokanbHbIMU aKkTaMn opraHmsaumm

Bectu ydqeT n permctpaumo JOKYMEHTOB B I/IH(*)OpMaLI,I/IOHHbIX
cnucremax n Ha MmatepunaribHbIX HOCUTENAX

PaboTaTb ¢ MHGOPMALNOHHBbIMK CUCTEMaMM 1 BazamMu JaHHbIX NO
cucTtemam onnartbl U opraHu3aumm Tpyga nepcoHana

npOI/ISBO}J,I/ITb npegBapuTeribHble 3aKyno4Hble npoueaypbl 1
OCbOpMJ'IFITb COnyTCTBYOLWYH AOKYMEHTaUMIO NO 3aKIM4YEeHUIO
Aorosopos

Bectu OENNI0BYO Neperincky

CobntogaTb HOPMbI 3TUKK AENTOBOr0 O0LLIEHUS

Heobxognmble
3HaHuA

nOpﬂ,D,OK Od)OpMJ'IeHVISI, BeeHUd N XpaHeHnAa JOKyMeHTauunm no
cucrtemam ornjiatbl U opraHn3auunn Tpyga nepcoHana

HOpMaTI/IBHbIe npaBoBbl€ aKTbl, perynmpyroLime rnpasa u
ob6sa3aHHOCTHK rocygapcCrtBeHHbIX OpraHoB 1 opraHn3auunu rno
npegocrtaBneHunto yquHoM OOKyMEeHTalunn

TexHonornu, meToabl U METOAUKN npoBeaneHna aHanmsa 1
cucrematTnsaumn JOKyMEeHTOB U I/IHC*)OpMaLI,I/II/I

JlokanbHble HOPpMaTUBHbIE aKTbl OpraHn3auuun, perynmpyrouwme
nopAdokK onjiathbl, opraHn3aunnn 1 HOpMMpPoBaHUA Tpyada

OcHOBbI JOKYMEHTOOBOpOTa 1 JOKYMEHTALMOHHOIo obecneyeHus

Mopsaok dopmmnpoBaHns, BeaeHus 6aHka AaHHbIX U
npefocTaBneHnst OTYETHOCTM MO cMcTeMam onnaTtbl U opraHM3aunm
Tpyda nepcoHana

TpynoBoe 3akoHOAATENBCTBO U UHbIE aKTbl, coAepKallue HOpMbl
TPYAOBOro npasa

OcCHOBbI apXxMBHOro 3akoHO4aTENbCTBA U HOPMATMBHbIE NMPaBOBLIE
akTbl Poccuiickon ®degepauum, B HacTu BeAeHUs1 AOKyMEHTaumMm rno
nepcoHany

OcHOBBbI HanoroBoro 3akoHogartenscrea Poccuickon ®egepaumnm

3akoHogaTensbcTBo Poccumnckon denepaumm o nepcoHanbHbIX
JaHHbIX

Mopsaaok 3aknoyeHns 4OroBopoB (KOHTPAKTOB)

Mopsigok NpoBeaeHMs 3aKynoYHbIX Npoueayp 1 obopmneHus
COMyTCTBYHOLLEN JOKYMEHTaLMK

HopMbl 3TUKM AenoBoro obLeHus

BasoBble OCHOBbI MHOPMATUKN, CTPYKTYPHOE MOCTPOEHNE
NHAPOPMALMOHHBIX CUCTEM N 0COHBEHHOCTM PaboTbl C HAMM

[pyrve
XapaKTepUCTUKM

3.6. O600LweHHas TpyaoBas yHKUNSA

HanmeHoB | [leaTenbHOCTb MO opraHuM3auum Kon F YpoBeHb 6

aHue KoprnopaTuUBHOM coLnanbHON KBanudukaymm
NOJSIUTUKN

MpoucxoxaeHune OpurnHan X 3anmcTBOBaHO 13

0600LeHHON opuruHana
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TPYAOBOW (PYHKLUUN

Koa PernctpauuoH
opurMHana  Hblii HOMep
npodgpeccnoHa
nbHOro
cTaHgapTa

Bo3moxHble
HaMMeHOBaHUS
JOJIKHOCTEN,
npodeccui

CneuuanncT no couunanbHbIM NporpaMmMmam

Cneuuwanuct no paboTte ¢ npeacTaBUTENbHBIMK OpraHamm
paboTHUKOB

CneuunanucT no KopnopaTMBHOM CoLManbHOM NONUTUKE
Cneumanuct no nepcoHany

MeHexep no nepcoHany

TpeboBaHus K
obpasoBaHuio 1
00y4eHunto

Bbicluee obpasoBaHue

[ononHutensHoe npodeccrnoHansHoe obpasoBaHue - NporpaMmmel
npodeccuoHanbHOM NepenoroToBKM M NPOrpamMmbl NOBbILLEHNS
kBanudukaumm B obnactu coumanbHbiX Nporpamm

TpeboBaHus K onbITy
npakTuyeckomn
paboTbl

Ocobble ycnosusi
gonycka Kk pabote

Opyrvie
XapaKTEPUCTUKM

[lononHUTENbHbIE XapakTePUCTUKN

HanmeHoBaHne JOKyMeHTa Koa HanmeHoBaHne 6a30BoW rpynnbl, 4OSMKHOCTH
(npodpbeccun) nnu cneumnanbHOCTH
OK3 2412 CneuunanncTbl No Kagpam u npodoprueHTaumm
3423 CneumnanncTbl KagpoBbIX CIyX0 1 yuypexaeHumn
3aHATOCTU
EKC - Cneumanuct no Kkagpam
- MeHepkep no nepcoHany
OKnaTpP 27755 OKOHOMMCT No Tpyay
22956 MHcnekTop no kagpam
OKCO - -
3.6.1. Tpygoosas pyHKUMSA
HanmeHoB | PaspaboTka kopnopaTnBHOWM Koa F/01.6 | YpoBeHb 6
aHue couunanbHOM NONUTUKN (noaypoBeHb)
KBanudukaum
n
MpoucxoxgeHne OpurmnHan X 3anmcTBOBaHO 13
TPYyOooBOU (PYHKLUN opuruHana
Kon PerncTtpaunoH
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opurmHana  HblA HOmMep
npodeccunoHa
NbHOrO
cTaHgapTa

TpynoBble oencTBuA

AHanua yCneLwHbIX KOPNopaTuUBHbIX NMPaKTUK NO opraHn3aunn
coumnanbHOro nNnapTHepCTBa, coumnanbHON OTBETCTBEHHOCTU U
counanbHbIX NporpamMmmv

PaspaboTka KopnopaTuBHbIX coLnarbHbIX NporpaMmm

Pa3pa60TKa CUCTEMBbI BbIlJ1aT pa6OTHI/IKaM coumnaribHbIX J1brot

OpraHu3aumsa neperoBopoB ¢ NPOdECCUOHANBHBIMU CO3aMU U
APYrMMU NpeacTaBUTENbHbIMU OpraHaMn paboTHUKOB,
06LLIeCTBEHHbIMW OpraHu3aLuaMu, B3anmoaencTeme ¢
rocy4apCTBEHHbLIMWU OpraHamMu

MogroTtoBka NpeanoXeHun Nno opM1MpoBaHuio GroaxeTta B YacTtu
obecneyvyeHns KopnopaTUBHOM coUmnanbHOW NOSIUTUKN

Heobxognmbie
yMeHUs

Onpe,u,enmb Luenesble rpynnbl nepcoHana and paspa60TKM
crneunann3npoBaHHbIX coLUMalibHbIX NMporpamMmmv

[oBoauTb MHGOpPMaLMIO O coLmanbHbIX NporpaMmmax Ao LerneBblX
rpynn nepcoHarna ¢ Ucrosib30BaHWEM UHCTPYMEHTOB BHYTPEHHUX
KOMMYHUKaLMn

Onpenensitb KPUTEPUN U YPOBHW YAOBNETBOPEHHOCTU NepcoHana

Ncnonb3oBaTb MaTepuarbHble U HemaTepuarnbHble CUCTEMbI, METOAbI
1 opMbl MOTUBALMK B YrpaBrieHUM NepCoHanom

OnpenenaTtb 00bEMBbI CPEACTB ANs peanmsaumm counanbHbIX
rapaHTUn, KOPNOPAaTMBHbIX NIbrOT U NHbIX 3NEMEHTOB KOPNOpPaTUBHbIX
couuanbHbIX nporpamMmm anst opMnpoBaHust B10pKeToB

CocTaBnaTb U KOHTPONMPOBATbL CTaTbW PACXOAOB Ha couManbHble
nporpamMMbl Ansi NlaHMpoBaHWs BaKeTOoB

Mpon3BoanTb NpeABapUTENbHbIE 3aKyrnoYHbIE NPoLeaypbl U
ochopmneHne conyTCTBYOLLEN JOKYMEHTaLMN NO 3aKIMIOYEHMIO
[OroBOpPOB

Cobnogatb HOPMbl 3TUKU 4ENOBOro 06LEeHs

Heobxognmble
3HaHUA

Mopsigok 1 MeToabl pa3paboTky NNaHOB M NPOrpaMM COLMarnbHOro
pasBUTUS OpraHn3aLmm

MeToabl aHanm3a BbINOIHEHNS coLMarnbHbIX NporpamMm 1
onpeneneHnsa nx 3KOHOMMYeCcKon apPeKTUBHOCTU

CucTtembl, MeToAbl 1 POPMbI MaTepUansHOro 1 HemaTepuansHOro
CTUMYNUPOBaHWA TpyAa nepcoHana

TexHonornm n metoabl POPMMPOBAHNS U KOHTPOIS BOaXKEeTOB

MeToabl NpoBeaeHUs COLMONOrMYeCKNX nccnegoBaHnin, N3yveHus
0o6LLEeCTBEHHOro MHEHUSA

TexHonoruu, MeToabl U METOAUKM NPOBEAEHUs aHanus3a u
cucTeMaTtusaunm JOKYMEHTOB U MHopMaLmm

Mopsigok NpoBeaeHWs 3aKynoYHbIX Npoueayp 1 oopmneHus
COMYyTCTBYHOLLEN JOKYMEHTaL MK

OcCHOBbI NPOV3BOACTBEHHOWN AEATENBHOCTM OpraHM3aLunm

OcHoBbl 06Len 1 couunanbHOM MCUXONOrNN, COLMOIIOTMA N NCUXONOrnK
TpyAa




CprKTypa, uesin, ctpatermda 1 KagpoBas nosyimTuka opraHmn3aumnm

TpynoBoe 3akoHOAATENBLCTBO U UHbIE aKTbl, COAepXKaLlme HOPMbI
TPYOoBOro npaea

OcHOBbI Haroroeoro 3akoHogarenscrea Poccunckon egepaunm

HOpMaTI/IBHbIe npaBoBbl€ aKTbl, perynupyroLime rnpasa u 0b65a3aHHOCTH
rocygapCTtBeHHbIX OpraHoB, I'IpOCbeCCI/IOHaJ'IbeIX COHO30B U Apyrmnx
npegcraBuUTEsIbHbIX OpraHoOB pa6OTHI/IKOB

3akoHogaTensctBo Poccurickon ®egepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble HOpMaTMBHbIE aKTbl OpraHM3auum, perynupyolime
nopsaoK OPMUPOBAHUSA CoOLIMaNbHOM MONUTUKK

OcHoBbl NpaBoBOro perynuposaHus Poccuinckon degepaumm nopsgka
3aKnNYeHNN 40roBopoB (KOHTPAKTOB)

HopMbl 9TUKM AenoBoro obLeHns

basoBble OCHOBbI VIHd)OpMaTI/IKI/I, CTPYKTYPHOE NOoCTpoEeHune
I/IH(*)OpMaLI,I/IOHHbIX CUCTEM 1 OCOBEHHOCTU pa6OTbI C HUMM

Opyrue
XapaKTEPUCTUKN

3.6.2. TpygooBas pyHKUMS

HanmeHoB | Peanusauma kopnopaTtnBHOM Kog | F/02.6 | YpoBeHb 6
aHue coumanbHOM NOSIUTUKN (noaypoBeHb)
KBanudukaumm
MpoucxoxaeHne OpuruHan X 3anmcTBoBaHO U3
TPYy4oBOU (PyHKLUN opurnmHana
Kon PernctpaunoH
opurnHana HbI HOMEP
npodeccunoHa
NBHOrO
cTaHgapTa

TpynoBble oencTems

BHeapeHve kopnopaTMBHBIX COLManbHbIX MPOrpamMm, B TOM Yucre
No coumnanbHON NogAepKke OTAENbHbIX rpynn paboTHMKOB

Peanusauusa cuctemMbl coumanbHbIX NbroT, Bbinnat paboTHMKaM ¢
y4yeTom TpeboBaHun 3akoHogaTenbcTBa Poccuinckon ®egepaunm

OueHka yaoBneTBOPEHHOCTM NepCcoHarna KopnopaTtMBHOM
coumanbHOW NONMUTUKON

OueHka 3 HEKTUBHOCTN MEPONPUATUIA KOPNOPATMBHOW COLManbHOM
NONNTUKN

MogroTtoBka NpeasioXXeHu No COBEPLUEHCTBOBAHUIO MEPONPUATUI
KOpNopaTuBHOM CoLMaribHOM NOSIUTUKN

MogroToBka npennoXxeHun no dopMmMpoBaHuio BrogxeTa Ha
peanusauuio KopnopaTUBHOW counarnbHOM MNOMUTUKN U COLManbHbIX
nporpaMmm

Heobxognmble
yMeHUs

PaccuutbiBaTb 3aTpaThl HAa NPOBEAEHME Crneunan3npoBaHHbIX
coumarnbHbIX Nporpamm

npOBO,EI,l/ITb MOHUTOPUHT yCNneLlHbIX KOPNOopaTUBHbIX COLialibHbIX

nporpamm
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MpoBOANTL MEPONPUATUS B COOTBETCTBMU C KOPNOPATUBHOMN
coumanbHOW NONMUTUKON

OﬂpeﬂeﬂﬂTb uenesble rpynrnbl nepcoHana and co3gaHua
crneunann3npoBaHHbIX colnalJibHbIX NMporpamMmm

OI'Ipe,D,eJ'IFITb Kputepun n ypoBHM yaoBrieTBOPEHHOCTU NepcoHasa

Onpepensatb 9(pPeKTUBHOCTL MEPONPUATUIA peannu3yemomn
KOpnopaTuBHOW coLmaribHOM NOSIUTUKN

OpraHu3oBbIBaTb B3aMMOAENCTBUE C rOCYAapCTBEHHLIMIU OpraHamu,
npodpeccroHanbHbIMU Co3aMu 1 APYrMMU NPEACTaBUTENbHbIMU
opraHaMmu paboTHUKOB, OOLLLECTBEHHbIMM U UHBIMW OpraHU3aLUaMn
Mo BOMpPOCaM peanuaauumn KopnopaTUBHOW CoOLManbHOM MNONMUTUKM

AHaJ'II/ISI/IpOBaTb PbIHOK YCJ1yT Mo coumnalnbHbIM U
cneunann3npoBaHHbIM nporpaMmmam coumanbHon nogaepXxku
YNeHOoB UeneBbiX rpynn 1 rotoBuUTb NpennoXeHna no nx
nocTtaBLLiMKaM

|_|pOI/I3BOJJ,I/1Tb npenBapuTesibHble 3aKyrno4Hblie npoueaypbl 1
O(bOpMJ'IFITb COMyTCTBYOLWY AOKYMEHTaUMIo No 3aKIMio4YeHno
J0oroBopos

CobniogaTb HOPMbI 3TUKK AENTOBOro 00LLEHUS

Heobxognmble 3HaHMA

BOI'IpOCbI ynpaBJieHnd counaribHbiIM pa3BUTnem opraHmi3auunm

MeToabl aHanmsa BbINOSIHEHUSA KoprnopaTuBHbIX COLUMarbHbIX
nporpamMmm un onpepneneHna nx 9KOHOMWYECKOM SCbC*)eKTI/IBHOCTM

CucteMmbl, MeToabl, POPMbl MaTepuanbHOro u HemaTepuanbHOro
CTMMYNMPOBaHNS Tpyaa nepcoHana

MeToabl NpoBeaeHUs COLMONOrMYECKNX NCCneaoBaHnin, N3yveHus
06LLLEeCTBEHHOro0 MHEHUSA

TexHonoruu, MeToabl U METOANKM NPOBEAEHUS aHanu3a u
cMcTeMaTusaunm JOKYMEHTOB M MHGpopMaLmMK

HopmaTtuBHbIE NpaBOBbIE aKTbl, perynupyoLme npaea u
00653aHHOCTUN rOCyAapCTBEHHbLIX OPraHoB, NpodeccMoHarnbHbIX
COI30B U ApYrnx npeacTaBUTENbHbIX OpraHoB paboTHMKOB MO
NpegoCTaBNEHNIO YYETHON JOKYMEHTaL MK

Mopsigok NpoBeAeHMs 3aKynoYHbIX Npoueayp 1 opopmneHus
CONyTCTBYHOLLEN JOKYMEHTaL MK

CTpyKTypa, Luenu, ctpaterns u kagposasi NoiMT1ka opraHMsaumnm

OCHOBbI NPOV3BOACTBEHHOWN AEATENBHOCTM OpraHM3auunm

OcHoBbI 06LLIEN U coumanbHOWM NMCUXOSIOMMKN, COLMONOTNU K
ncuxonoruu Tpyaa

TpynoBoe 3akoHOAATENBLCTBO U UHbIE aKTbl, COAepKaLLMe HOPMbI
TPYAOBOro npasa

OCHOBbI apX1MBHOrO 3aKOHOAATENLCTBA U HOPMATUBHbIE NPaBOBbLIE
akTbl Poccuickon ®egepaumm, B HacTn BeAeHNA JOKYMEHTaLMKN Mo
nepcoHany

OcCHOBbI HaNoOroBoro 3akoHogarenscrea Poccuickon ®egepauunm

3akoHopaTensctBo Poccuickon defepanmm 0 nepcoHanbHbIX
JaHHbIX

JlokanbHbIe aKTbl OpraHM3auuun, perynupytowume nopsagok BHeLpeHUs
coumarnbHOW NONMUTUKK

[Mopsaok 3akniYeHss 40roBopoB (KOHTPAKTOB)
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HOprI 3TUKN OEeNnoBoro odueHns

basoBble OCHOBbI VIH(bOpMaTI/IKI/I, CTPYKTYPHOE NOCTpOoEeHune
I/IH(*)OpMGLI,VIOHHbIX CUCTEM N OCOBEHHOCTU pa6OTbI C HUMU

Apyrve
XapaKTepPUCTUKY

3.6.3. TpygooBas oyHKUMSA

HanmeHoB | AAMUHUCTPUpPOBaHUE NMPOLLECCOB U Koa F/03.6 | YpoBeHb 6
aHue AOKyMeHToobopoTa no Bornpocam (noaypoBeHb)
KoprnopaTuUBHOW counanbHOM KBanuukaumm
NOJIUTUKN
MpoucxoxaeHune OpuruHan X 3anmcTBoBaHO U3
TPyaoBOM (OYHKLNN opuruHana
Kog PernctpaumnoHHbIn
opuriuHan HOMep
a npodgeccnoHanbHor

O CTaHOapTa

TpyooBble oencTems

AHanua npoLeccoB AOKYMEHTOO60POTA, NoKanbHbIX AOKYMEHTOB MO
BOMpocam KoprnopaTUBHOM coLMaribHOW MOSIUTUKN

[lokymeHTaunoHHoe ohopMIieHne pesyrnbTaToB KOpnopaTuBHOW
coumanbHOW NONUTUKK

lNogroToBKa NpeanoXeHnn no pasBuTUO KOPNopaTUBHOM COLManbLHON
NONUTUKK

lMogroToBKa pes3ynbTaToB aHanu3a CoOOTBETCTBUSA KOPNOpaTUBHOMN
coumanbHOM NonMTUKN TpeboBaHMsaM 3akoHogaTenbcTBa Poccuimnckon
degepaumm n ycnosusam pbiHka Tpyaa

[oKyMeHTaLMOHHOE 1 OpraHM3aLMOHHOe CONPOBOXAEHNE
MEpPONPUATUIA KOPNOPaTUBHOM CoLMalibHON NONTUKN

MogroToBka n 06paboTka 3anpocoB U yBeAOMIEHNN 0 paboTHMKaxX B
rocygapCTBEHHbIE OpraHbl, NpodeccMoHanbHbIe COK3bl U Apyrve
npeacTaBUTENbHbIE OpraHbl pabOTHMKOB MO BOMPOCaM CoLmanbHOM
MONMUTUKN B OTHOLLEHMM NepcoHana

ConpoBoXaeHne OOroBOpPoOB MO OKa3aHWMIO KOHCYIbTaLMOHHbIX 1
NHOPMALMOHHBIX YCIYr MO MEPONPUATUSM KOPropaTUBHOM
coumanbHoM NONUTUKK, BKNOYas NpeaBapuTenbHble npoleaypbl no
NX 3aKITOYEHUIO

Heobxognmble
yMeHUs

OdopmnaTb 4OKYMEHTLI NO BONPOCaM KOpNopaTUBHOW coLManbHON
NONUTUKK, NpefoCTaBnseMble B rocyAapCTBEHHbIE OpraHbl,
npeacTaBUTENbHbIE OpraHbl PaboTHUKOB

AHanuanpoBaTtb npasunia, NOpsakn, Npoueaypbl KoprnopaTnBHOM
coumarnbHOW NONMUTUKU

OGecneuynBaTb JOKYMEHTALMOHHOE COMPOBOXAEHNE coLmnarnbHON
NONUTUKM B OTHOLLEHWM NepcoHana

OpraHn3oBbiBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMM apxMBHOro 3akoHogaTenscTtea Poccumnckom
denepaumm 1 nokanbHbLIMWU akTamu OpraHn3aunm
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npOI/I3BO,D,l/ITb npeaBapuTeribHble 3aKyrno4YHble npouenypbl 1
O(bOpMJ'IFITb COnyTCTBYOLWYH AOKYMEHTaUMIO NO 3aKIM4YEeHUIO
Aorosopos

PabGotatb C VIH(bOpMaLWIOHHbIMI/I cucteMamum u 6asamum gaHHbIX NO
BOMnpocam coumanbHOW NOSIUTUKM B OTHOLLEHUM nepcoHarna

Bectn ydeT un permctpaumo JOKYMEHTOB B I/IH(*)OpMaU,I/IOHHbIX
cnucremax n Ha MatepunaribHbIX HOCUTENAX

Bectu OENNI0BYO Neperincky

CobntogaTb HOPMbI 3TUKK AENTOBOr0 OOLLIEHUS

Heobxognmbie
3HaHUsA

nOpﬂ,D,OK OCbOpMJ'IeHVIFI, BeeHUd N XpaHeHnAa JOKyMeHTauunm no
coumanbHOM NOSIUTUKE B OTHOLLIEHUW nepcoHarsa

Mopsigok opmupoBaHust, BeaeHust 6aHka gaHHbIX U
npeaocTaBneHns OTYETHOCTU MO BONPOcaM CoLmarnibHOM NOSIUTUKN B
OTHOLLEHMM nepcoHana

TexHonornu, Metoabl U METOANKN nposeaeHna aHanmsa 1
cucrematTn3aumn JOKyMEHTOB U I/IH(*)OpMaLI,I/II/I

OcHOBbI JOKYMEHTOOBOpOTa 1 JOKYMEHTALMOHHOIo obecneyeHus

Mopsiaok NpoBeaeHUs 3aKynoYHbIX Npoueayp 1 oopmneHus
COMYTCTBYHOLLEN AOKYMEHTaLMK

CTpyKkTypa opraHu3aumm n BakaHTHbl€ AOSPKHOCTU (Mpodeccun,
cneunanbHOCTH)

TpynoBoe 3akoHOAATENbCTBO U UHbIE aKTbl, coAepKallue HOpMbl
TPYAOBOro npasa

OcCHOBbI apXxMBHOrO 3akoHO4AaTENTbCTBA U HOPMATMBHbIE NMPaBOBLIE
akTbl Poccuiickon ®degepauunm, B YacTu BeAeHUs1 AOKyMEHTaumm rno
nepcoHany

OcHoBbI Hanoroeoro 3akoHogartenscTea Poccunckon Gegepaunn

HopmaTtunBHblE NpaBOBbIE aKTbl, perynupyoLme npasa u
00653aHHOCTUN rOCyAapCTBEHHbLIX OPraHoB, NpodeccMoHarnbHbIX
COI30B M ApYrnx npeacTaBUTeNbHbIX OpraHoB paboTHMKOB MO
NpeaoCTaBNEHNIO YYETHON JOKYMEHTaL MK

3akoHogaTenscTeo Poccunckon degepaunm o nepcoHanbHbIX
JaHHbIX

NokanbHble HOpMaTMBHbIE aKTbl OpraHM3aumm, perynupyoLyme
NOPSAOK BHEAPEHUS KOPNOpPaTUBHONM COLManbHOM NOMUTUKM U
coumarnbHbIX Nporpamm

Mopsaaok 3aknoyYeHns 4OroBopoB (KOHTPAKTOB)

HopMbl 3TUKM AeNoBOro obLeHns

BbasoBble OCHOBbI MHOPMATUKN, CTPYKTYPHOE NOCTPOEHME
NHAPOPMALMOHHBIX CUCTEM N 0COHBEHHOCTM PaboTbl C HAMM

[pyrue
XapaKTepUCTUKM

3.7. O600LweHHas TpyaoBas yHKUMSA

HanmeHoBa | OnepauumoHHOe ynpaBrneHme Koa G | YpoBeHb 7

Hue nepcoHanoMm 1 noapasaeneHnem KBanudukay,
opraHvsauum nmn
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MpoucxoxaeHune
0606LeHHoN
TPYAOBOW (DYHKLMM

OpurnHan X 3anmMcTBOBaHO 13
opuvrnHana
Koa PerncTtpaunoH
opurmHana  Hbl HOMep
npodpeccnoHa
NBHOTO
cTaHgapTa

Bo3amoxHble
HaMMeHOBaHUS
OOIMKHOCTEN,
npodeccui

PykoBoaMTENb CTPYKTYPHOrO NoApasaeneHus
HayanbHWK CTPYKTYpHOro noapasneneHus

TpeboBaHus K
obpasoBaHuio 1
00y4eHunto

Boeiclwiee obpasoBaHue - cneunanuteT, marmctpaTtypa
[ononHntensHoe npodeccuoHanbHoe obpasoBaHune - NporpaMmmel
npodeccnoHanbHoOM NePenoaroToBkM B 06nactu ynpasneHus
nepcoHanom, onepaunoHHOro N TakTU4YEeCKOro ynpaBneHus;
nNporpaMmbl NOBbILWEHWS KBanudurkaumm B obnactu ynpaBneHus
nepcoHanom, onepaunoHHOro 1 TakTU4ECKOro ynpasneHus

TpeboBaHus K onbITy
npakTuyeckomn
paboTbl

He mMeHee nsaTv neT B o6nactu ynpaeneHust nepcoHanom

Ocobble ycnosusi
gonycka Kk pabote

Opyrvie
XapaKTePUCTUKN

[lononHuTenbHble XapakTepUCTUKK

HanmeHoBaHne OOKyMeHTa Koa HanmeHoBaHne 6a30Bon rpynnbl, 4OMKHOCTH
(npodpbeccun) nnu cneumnanbHOCTH
OK3 1232 Pykosoantenu nogpasgenenunn (crnyxo)
yrnpaBrieH1s Kagpamu u TpyaoBbIMU
OTHOLUEHNAMN
EKC - HavanbHWK oTaena kagpos
- HavanbHWK oTAena opraHusauuu u onnaTtbl Tpyaa
- HavanbHWK oTAena NnoAroToBKW KaapoBs
- HavanbHWK oTAena coynanbHOro passuTtng
- 3aBefyoLmin (Ha4anbHKK) OTAENOM KaapoB
OKInAaTP 24063 MeHe[pxkep no nepcoHany
3.7.1. TpygooBas pyHKUMSA
HanmeHoB | PaspaboTtka cuctemsl Kog | G/01.7 | YpoBeHb 7
aHue onepaumoHHOro yrnpasneHns (noaypoBeHb)

nepcoHanioMm n paboTbl KBanudukaum
CTPYKTYPHOro nogpasfeneHusi 7
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MpoucxoxaeHune
TPyaooBOW (PYHKLUN

OpurnHan X 3anmMcTBOBaHO U3
opurnHana
Koa PernctpaunoHHsbl
opurnHana " HomMep
npodeccnoHanb

HOro CtaHgapTa

TpynoBble oencTBuA

AHanu3 ycnewHbIX KOPNopaTMBHbIX NPAKTUK NO BOMpocam
CTpaTern4yeckoro 1 onepaTMBHOIO yrpaBrieHNsi NepcoHanom
opraHusauum

lMocTaHoBKa onepaTtuMBHbIX ueneun no BOMpocCam ynpasrieHnd
nepcoHasrom

PaspaboTka nnaHoB, nporpamm 1 npoueayp B ynpaeneHum
NepcoHanom

PaspaboTka npeanioxeHnn No CTpyKType nogpasgeneHna n
noTpebHOCTM B nepcoHane

Pa3pa60TKa npep,no>|<eH|/||7| no obecne4yeHnio nepcoHarnom,
(bOpMI/lpOBaHIMO CUCTEM OLEHKKN, pa3BuUTuA, onnatbl Tpyaa,
KOoprnopaTtuBHbIM COLMaribHbIM nNporpamMmmam 1 counanbHOM NOSINTUKE

PaspaboTka npegnoxeHun o 3atpatax u dopmMmpoBaHuto brogxkeTta
Ha nepcoHan

PaspaboTka npeanoXxeHui Nno 3aknio4YeHno JOroBOpoB Mo
yrnpaBneHuno NepcoHanomM ¢ NocTaBLUMKaMK YCryr U NpoBeaeHne
npeaBapuUTenbHbIX NPOLIEAYP MO MX 3aKMIOYEHNIO

Heobxognmble
yMeHUs

OpraHn3oBbiBaTh paboTy nepcoHana CTPYKTYpHOro nogpasaeneHus

OnpepensTb 3agayn nepcoHana CTPYKTYPHOro noapasaenenHus,
ncxoas U3 Lienen u ctpaTermm opraHmsaunm

CospaBaTb U OnuUCbIBaTb OpraHM3auUMOHHY0 CTPYKTYpPY, Lienu, 3agaym,
PYHKUMN CTPYKTYPHOTO nogpasgeneHust

MpUMeHATL METOAbI YNPaBNeHUst MEXITMYHOCTHBIMM OTHOLLEHUSIMM,
dhopMUpoBaHMs KOMaHZ, pPa3BUTUS NNOEPCTBA U UCMONTHUTENBHOCTH,
BbISIBNIEHMS TANAHTOB, ONpeaeneHns yaoBNeTBOPEHHOCTM paboTom

Onpepensitb, aHanM3MpoBaTb, MOAENMPOBaTb M BbiCTpanBaTb
BHYTPEHHWE KOMMYHMKaLMW NnepcoHana

PaspabaTtbiBaTb NPOEKTHbIE NPEeaNIOXEHUS U MEPONPUATUSA MO
adhdpekTUBHON paboTe nepcoHana

BHegpsTb cTpaTermio no ynpaBrieHuo nepcoHanom

CocTaBnsiTb, pacCYnNTbIBaTb, KOPPEKTUPOBATL U KOHTPONMPOBATL
cTaTbM pacxogoB Ha nepcoHarn, paspabaTtbiBaTb NPearioXXeHus no
3aTpaTtam Ha nepcoHan ans dopmMmnpoBaHus GrogxeTa

MpeacTaensATb MHTEPECH! OpraHM3aumm U BECTU NepPeroBopsbl ¢
npodheccroHarnbHbLIMU Co3aMu 1 APYrMMU NPEeACTaBUTENbHbIMU
opraHamu paboTHUKOB, B3aMMOAENCTBOBATb C rOCy4apCTBEHHbIMM
opraHusauusimm

AHanuanpoBaTb MHOPMALMIO NO NOCTaBLUMKaM ycryr B o6nacTtu
ynpaBfeHnsi NepcoHasioM 1 no yCrnoBmsiM 3aknio4aemblX JOTOBOPOB

Mpon3BoanTb NpeABapUTENbHbIE 3aKyrNOYHbIE NPoLeaypbl U
0hbopMNATL COMYTCTBYIOLLYHO JOKYMEHTALMIO MO 3aKNOYEHNIO
[OroBopoB




PabGotatb C VIH(bOpMaLWIOHHbIMI/I cucteMamu 1 6azamMum AaHHbIX NO
BOINpocCam ynpasJjieHnd nepcoHasioMm

OpFaHI/I3OBbIBaTb M NpoBOAUTb KOpNopaTUBHbIE MEPONPUATUA C
nepcoHasiom

CobntogaTb HOPMbI 3TUKK AENTOBOr0 OOLLIEHUS

Heobxognmblie
3HaHUsA

MeToabl, cnocobbl 1 MHCTPYMEHTDbI ynpaBlieHNA nepcoHaliomMm

LleJ'II/I, cTparterna pa3Butma u OusHec-nnaH opraHn3auunmn

Monutnka ynpasJieHnd nepcoHasioMm opraHmn3auunn

MeToabl aHanu3a KofiM4eCTBEHHOIO N Ka4eCTBEHHOrO COCTaBa
nepcoHana

CucTeMbl cTaHaapToB Mo GusHec-npoueccamM, NpodeccusM, Hopmam
TpyAa

CucTtembl, MeToabl 1 OPMbl MaTepuarnbHOro U HemaTepuansbHOro
CTUMYNMPOBaHMA Tpyaa nepcoHana

TexHonornm n metogbl q)OpMI/IpOBaHVIFI N KOHTPOJ1A4 OlooxKeToB

Mopsiaok NpoBeaeHUs 3aKynoYHbIX Npoueayp 1 ohopmneHus
COMYTCTBYHOLLEN AOKYMEHTaLMK

OcHoBbI I'IpOI/I3BO,D,CTBeHHOIZ OeATesIbHOCTU OpraHn3aulmnm

OcHoBbl 06LLEeN U coumManbHOM NCUXOSIOMMKN, COLMONOrNn un
NCUXonorMm Tpyaa, 3KOHOMUKN Tpyaa, 6e3onacHbIX yCrnoBui Tpyaa

CTpyKTypa opraHusauum

TpynoBoe 3akoHOAATENBCTBO U UHbIE aKTbl, coAepallue HOpMbl
TPYAOBOro npasa

OcCHOBbI apXxMBHOrO 3akoHO4AaTENLCTBA U HOPMATMBHbIE NMPaBOBLIE
akTbl Poccuiickon ®degepauunm, B HacTu BeAeHUs1 AOKyMEHTaumm no
nepcoHany

OcHoBbI Hanoroeoro 3akoHogartenscTea Poccunckon Gegepaunn

OcHoBbI MUrpaunoHHoOro 3akoHogartenscrea Poccuinckon ®egepaunn,
B YaCTU NPUBIIEYEHUS U TPYOOYCTPOMNCTBA MHOCTPAHHbIX rpaxaaH v
nny, 6e3 rpaxgaHcTea

OcHoBblI AAMUHNCTPATUBHOIO 3aKOHOOaTesIbCTBa B obnactu
yrnpaBJieHNA nNepcoHaJioM N OTBETCTBEHHOCTU AOJIKHOCTHbIX JTNL,

3akoHopaTenscTBo Poccunckon degepaumm no 3awumte
nepcoHanbHbIX AaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHM3auuy B 06racT ynpaBneHus
NepcoHanom

[Mopsagok 3aknoyYeHns 4OroBopoB (KOHTPAKTOB)

HopMbl 3TUKM AENOBOro 00 EeHNs

BasoBble OCHOBbI MHOPMATUKN, CTPYKTYPHOE MOCTPOEHNE
NHAPOPMALIMOHHBIX CUCTEM N OCOHBEHHOCTM PaboTbl C HAMK

[pyrue
XapaKTepUCTUKM

3.7.2. TpypooBas pyHKUMA

HanmeHoB | Peanusauus onepaumoHHOro Kon G/02.7 | YpoBeHb 7

aHue ynpasneHust NepcoHanom 1 (nogypoBeHb)
paboTbl CTPYKTYPHOIO KBanudukaumm
nogpasgeneHmnsa
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lMpoucxoxgeHune
TPyOooBOM (PYHKLNN

OpuvrnHan X 3anmMcTBOBaHO 13
opurnHana
Koa Peructpauno
opurMHana  HHbI HOMep
npodeccunoHa
NBHOTO
cTaHgapTa

TpynoBble oencTBuA

nﬂaHI/IpOBaHI/Ie OeATeNNbHOCTN noapa3gerieHnd N nepcoHarna

OnepaTuBHOE ynpaBneHve nepcoHanom noapasaeneHuns
opraHusauum

Pacuet 3atpart no noapasgeneHuio 1 NoAroToBKa NpeasioxXeHnn ons
dopmmnpoBaHus BrogxeTa

PaspaboTka ctaHOapToB AeATENbHOCTU NogpasaeneHns u
YHUUKaLms npoLecconB

MpoBeaeHVe NHCTPYKTaXa Mo oxpaHe Tpyaa

lNocTaHoBKa 3agad pa6OTHI/IKaM CTPYKTYPHOro nogpasaerneHud,
onpepeneHne pecypcoB ana nx BbllNMOJIHEHNA, KOHTPOI1b UCIMOJIHEHUA

AHanus nnaHoB N OTYETHOCTM NOAYNHEHHbIX pa6OTHI/IKOB,
pa3pa60TKa npeanoXxeHnn no ynyydweHuo nokasateneu
OeATesibHOCTU nogpasgenieHnsa

dopmupoBaHme 0T4ETOB 0 paboTe CTPYKTYPHOro nogpasgeneHms

Heobxoanmble ymeHus

Onpepensitb 30Hbl OTBETCTBEHHOCTU U 3DEKTUBHOCTM paboThI
nepcoHarna CTPyKTYPHOro noapasaeneHuns, pacnpeaenstb 3agayun u
obecneymBaTb MaTepuanbHO-TEXHUYECKNE pecypchbl AN UX
NCMNONHEHUS

MpUMeHATb MeTodbl ONepaTUBHOIO yNpaBfeHNs NepcoHanom
opraHvsauum

KoHTponnpoBaTb UCNOMHEHME NOPYYEHUIA U 3aad, BHOCUTb
CBOEBPEMEHHbIE KOPPEKLMM B MIaHbl U 3aga4m

OnpepenaTtb nokasaTtenu addekTUBHOCTM paboTbl NepcoHana
nogpasgeneHns

Ynpasnsate MOTMBaLKWEN NepcoHarna, ero BOBI€4YEHHOCTbIO U
OVCUMNNnHON Tpyaa

CocTaBnaTb NnaHbl AeATeNbHOCTU CTPYKTYPHOrO noapasaeneHus
opraHusauum

CocTtaBnsaTb, paccunTbiBaTb, KOPPEKTUPOBATL U KOHTPONMPOBATb
CTaTbW PACXOLOB CTPYKTYPHOro noapasnenenns ans
dopmMmnpoBaHus BIOIKETOB

Mpon3BOANTL aHanNU3 TeKyLLen AesTeNbHOCTM CTPYKTYPHOro
noapasaeneHns 1 BHeApPsTb NpoLeaypbl No ee onTuMmnsaumm

MpeacTaensATb MHTEPEChl OpraHM3aLmmn 1 BeCTU NeperoBopbl ¢
rocyaapCTBEHHbIMM OpraHaMu, NPpodeCccnoHarbHbIMU Col3aMm U
ApYrMMun npeacTaBUTeNbHbIMU OpraHaMu paboTHMKOB MO BONpocam
nepcoHana

BecTu neperoBopbl C NOCTaBLUMKaAMW YCIYT MO YCNOBUSAM
3aKn4aeMblX 4OrOBOPOB

Mpon3BoanTb NpeaBapuUTENbHbIE 3aKynoYHble npoueaypbl 1




O(bOpMJ'IFITb COnyTCTBYOLWYH OOKYMEHTauuto Nno 3aKin4YeHnto
A0oroBopos

npOBO,D,I/ITb ayaunT pe3yrnbTaTtoB pa6OTbI C nepcoHasrioMm

PabGotatb C VIH(bOpMaLWIOHHbIMI/I cucteMamu u 6asamm gaHHbIX NO
BOIMNpocCam ynpasJjieHnda nepcoHasioMm

CobniogaTb HOPMbI 3TUKK AENTIOBOro 00LLEHUS

Heobxognmble 3HaHMA

TeOpI/II/I ynpasJiieHna nepcoHasriom n ero MoTmsauunm

MeToabl aHanu3a BbINOSMIHEHUS NAHOB M 3ajady, onpeaeneHns nx
9KOHOMMYECKON 3PPEKTUBHOCTU

CDOprI M MeTodbl OLUEHKU nNepcoHasna n pe3ysibTaTtoB UX Tpyada

TexHonoruu onepatnBHOIo yrnpasJieHnd nepcoHasioMm opraHmn3auunm

CucTtembl, MeToabl 1 DOPMbl MaTepuarnbHOro U HemaTepuansbHOro
CTUMYNMPOBaHMA Tpyaa nepcoHana

TexHonornm n Metogbl q)OpMI/IpOBaHVIFI N KOHTPOJ1A OrooKeToB

Teopun 1 MeToabl yNpaBneHns pa3BuUTUeM nepcoHana

OKOHOMMKA Tpyaoa

OpFaHI/I3aLI,I/lOHHO-UJTaTHaFI CTPYKTYpa opraHnsauunm

Monutrka ynpasneHusi NepcoHanoM 1 coumanbHas nonuTmka
opraHusauumn

Ll,enm, cTparterna pa3BuTtma n OunsHec-nnaH opraHn3auunmn

MeToaunkn nnaHnpoBaHUA N NPoOrHo3npoBaHUA I'IOTpe6HOCTI/1 B
nepcoHane

Mopsaok yperynpoBaHust TPYA0BbIX CMOPOB

TpeboBaHWs U NpaBuna NpoBeAeHUs ayamTa paboTbl C NepCoHaNoM

dopmbl coumanbHOro NnapTHEPCTBa M B3aMMOAENCTBUS C
NpodeccrMoHanbHbIMIN CO3aMn U APYrMMU NPpeacTaBUTENbHbIMU
opraHamu paboTHUKOB, U UHBbIMW OpraHM3aunsMn

Mopsagok odhopMneHns KagpoBbIX AOKYMEHTOB 1 NpuaaHnUs UM
OPMONYECKON CUIbl

Mopsigok NpoBeaeHMs 3aKynoYHbIX Npoueayp 1 obopmneHus
CONyTCTBYHOLLEN JOKYMEHTaL MK

TpyOoBoe 3aKOHOAATENbCTBO M UHblE aKTbl, coaepKallme HOpMbl
TPYAOBOro Npasa

OCHOBbI apXx1MBHOro 3akoHOAATENLCTBA U HOPMATUBHbIE NPaBOBbIE
akTbl Poccuickon ®enepaumm, B HacTn BeeHNA JOKYMEHTaLUK Mo
nepcoHany

OcHOBbI Hanoroeoro 3akoHogartenscrea Poccuickon ®egepaumnm

OcHOBbI MUrpaUMOHHOro 3akoHogaTenbcTBa Poccumnckon
depepaummn, B HacTu NpuBrevYeHNa U TpyaoycTpomucTea
MHOCTPaHHbIX rpaxkaaH 1 nuy, 6e3 rpaxgaHcTea

OcHoBblI adMWHNCTPAaTUBHOIO 3aKOHOOATESIbLCTBA B obnactu
yrnpaBJieHNA NepcoHarioM N OTBETCTBEHHOCTU OOJTKHOCTHbIX JTAL,

3akoHopaTensctBo Poccuickon defepanmm 0 nepcoHanbHbIX
JAaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpPraHM3aL i B 4acTu ynpasreHus
nepcoHanom

OcHoBbl NpaBoBOro perynupoBaHust Poccuinckon degepaumm
nopsiaka 3akmo4eHns rpaXXgaHCcKo-npaBoBbIX 4OrOBOPOB

Hopmbl 9Tnkmn genosoro obuieHus
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basoBble OCHOBbI VIH(bOpMaTI/IKI/I, CTPYKTYpPHOE NOoCTpOEeHUe
I/IH(*)OpMGLI,VIOHHbIX CUCTEM N OCOBEHHOCTU pa6OTbI C HUMW

Apyrve
XapaKTepUCTUKY

3.7.3. TpyooBas pyHKUMS

HanmeHoB | AOMUHUCTPUPOBaHME NPOLIECCOB U Kog | G/03.7 YpoBeHb 7
aHve AOKymMeHToobopoTa no (nopypoBeHb)
onepaunmoHHOMY YrpaBreHuto KBanudukaum
nepcoHanom n pabote CTPYKTYPHOro n
nogpasgeneHus
MpoucxoxaeHune OpuruHan X 3anmcTBoBaHO U3
TPyaoBOM (OYHKLNN opuruHana
Kog Peructpauno
opvrMHana HHbI HOMep
npodgeccnoH
anbHoOro
cTaHgapTa

TpyooBble oencTems

AHanu3 npoLeccoB JOKYMEHTO060pOoTa, NoKanbHbIX OKYMEHTOB Mo
BOMpOCaM onepaLoHHOro yrnpaBneHus nepcoHanom n patoTsl
CTPYKTYPHOrO noapasaeneHns, 6usHec-npoLLeccoB opraHn3aLuu,
y0BNEeTBOPEHHOCTW NepcoHana

[lokymeHTaLnoHHoe ohopMIieHne pe3yrnbTaToB onepaunoHHOro
ynpaBrieH1si NepcoHanom n paboTbl CTPYKTYPHOrO nogpasaeneHus,
pesynbTaTtoB ayguTta paboTbl C NepCcoHanom

MogrotoBka npeasioXXeHun No pasBuTUIO CUCTEM OrnepaLoOHHOro
yrnpaBfieH1si NepcoHanom n paboTbl CTPYKTYPHOro nogpasaeneHus,
N0 HEOBXOAUMbBIM KOPPEKTUPYIOLLMM U NPEBEHTUBHBLIM Mepam

PaspaboTka cuctembl aHanmsa 1 KOHTpons paboTbl NnepcoHana

KoHTponb, cpaBHeHME 1 aHanu3 npoueccos B obriactu
onepaTMBHOIO YNpaBrieHNs NepcoHanoM, pesynbTaToB
ynpasreHYeCcKNX MeponpuaTumn, onpeaernieHne akropos,
BbI3bIBAKOLLMX OTKITIOHEHME OT NSIAHOBLIX NoKasaTenem

MogroToBka n o6paboTka 3anpocoB, yBeAOMIIEHUA, CBEAEHUN O
paboTHMKaXxX B rocyJapCTBEHHble OpraHbl, NPodeccnoHarnbHble
COH3bl, 00LWECTBEHHbIE OpraHM3aumm

ConpoBoXaeHNe OroBOPOB OKasaHUs YCryr o Bonpocam
onepaTUBHOIO yrnpaBlieHUsl NepcoHanom n paboTte CTPyKTYpPHOro
noapasaeneHns, BKIoYas npeaBapuTenbHble NpoLeaypbl Mo ux
3aKII0YEHMIO

MogroToBka npeanoxeHun no dhopmmpoBaHuio dogxeTa Ha
nepcoHan opraHnsaumm

BbinonHeHne TpeboBaHnn No xpaHeHMo MHOPMaLnmn o
pesynbTatax 4eNCcTBUSA CUCTEM ONEepPaLMOHHOro ynpaseHus
nepcoHanom n paboTbl CTPYKTYPHOro nogpasgeneHus

Heobxognmble ymeHus

KoHTponupoBaTb npouecchl ynpaBneHus nepcoHanom




nop,paa,qeneHMVl, onpenendTtb Ux pe3dysibTaTUBHOCTb U BbIABIATb
CbaKTOpr OTKINOHEHUN OT NaHOBbIX napamMmeTpoB

PaspabaTbiBaTb NporpaMmbl AOCTUXKEHUSA LiENEN 1 onepaTMBHOMO
peLlleHns 3agad nogpasgenieHum

AHaJ'II/I3I/IpOBaTb, pa3pa6aTb|BaTb n Od)OpMJ'IFITb OOKYMEHTbI No
onepaTtuBHbIM NnpoueccamMm 1N UxX pedylibTatam

npOBO,D,I/ITb ayanT KagposbiX npoueccos, npoueayp, OCbOpMJ'IeHMFI
KadpoBbIX JOKYMEHTOB U JOKYMEHTOB MO ynpaBJ/ieHN NepcoHalloM

KoHTponuvpoBaTh pacxoaoBaHue O1oakeToB Ha nepcoHan

OdopMnATL AOKYMEHTbI MO OrnepauUnoHHOMY YrpaBrieHuo
NnepcoHanomM n paboTe CTPYKTYpPHOro noapasaeneHus,
npenocTaBnsieMble B rOCYyAapCTBEHHbIE OpraHbl, NpeAcTaBUTeNbHbIE
opraHbl pabOTHUKOB

Ob6ecneunBaTb OKYMEHTALMOHHOE CONPOBOXAEHME MO CUCTEMaM
onepauuoHHOro ynpaBreH1s NepcoHanomM n paboTte CTPYKTYpHOro
nogpasaeneHus

OpraHn3oBbiBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMM TPYLOBOIO U apXMBHOMO 3aKOHOOATeNbCTBA
Poccuinckon ®egepaunmn 1 nokanbHbIMKU akTamu opraHmsaumm

KOHTpOJ’IMpOBaTb ncnoJiHeHne OoroBopoB NOCTaBLUKMKOB YCIyr no
BOMNpocam nepcoHana

Mpon3BoanTb 3aKynoYHble npoueaypbl, 0hopMNsaTh 1
aHanM3npoBaTb 3aKyNOYHYK JOKYMEHTALMIO

MpoBOANTL NEPEroBopbl M NPeACTaBNsATb MHTEPECHI OpraHM3auun B
rocyqapCTBEHHbIX OpraHax, NpodeccrMoHarnbHbIX CO3ax U Apyrnx
npeacTaBUTENbHbIX OpraHax paboTHMKOB MO BOMpocaM nepcoHana

BecTtun genoByto nepenucky

Bectn yyeT n peructpaunto JOKYMEHTOB B UHGOPMALIMOHHbIX
CUCTEMAX M Ha MaTepuarnbHbIX HOCUTENSAX

PaboTaTb ¢ MHOPMaLMNOHHBIMK cucTeMaMm U 6azamu AaHHbIX NO
NnepcoHany u cuctemMam onepaunoHHOro ynpaerieHusl NnepcoHanom u
paboTe CTPYKTYpHOro nogpasgeneHus

CobnogaTb HOPMbl 3TUKU 4EN0BOro 06LeHns

Heobxognmble 3HaHMA

MeToabl ynpasneHus passutnemMm n apekTMBHOCTLIO OpraHu3aunu,
MeTobl aHanu3a BbINOSIHEHUSA NAHOB M NPOrpamMm, onpeaeneHus
NX AKOHOMMYECKON 3 EKTUBHOCTU

MeToapbl oLEeHKM paboTbl CTPYKTYPHBIX NoApa3aeneHni,
pe3ynbTaToB TpyAa NepcoHana

MeToabl NpoBeAEeHUs ayauTa U KOHTPOSIMHIA onepaTuBHbIX
ynpaBfeHYeCcKMX NpoLEeccoB

®opMbl U CUCTEMbI MaTepUanbHOro 1 HemaTepuarnbHOro
CTUMYNUPOBaHWA TpyAa nepcoHana

OCHOBbI JOKYMEHTaLMOHHOro obecneyeHmns

MopsiAok 0hopMIeHUsi, BEAEHWUSI U XpaHEeHUs1 OKYMeHTaLMmn no
cucTemam onepaLMoHHOro yrnpaBneH st NepcoHanom opraHusaumnm u
paboTe CTPYKTYpHOro nogpasgeneHus

Mopsagok opmmpoBaHns, BeaeHus 6aHka gaHHbIX K
npegocTaBneHnsa OTYETHOCTU MO cMCTEMaM OnepaLnoHHOro
yrnpaBrieHnsi NepCcoHanom n paboTe CTPYKTYPHOro nogpasgeneHms
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HOpMaTI/IBHbIe npaBoBbl€ aKTbl, perynupyrouune rnpasa 1
06s13aHHOCTH rocygapcCrtBeHHbIX OpraHoB 1 opraHn3auunu rno
npegocrtaBiieHno yquHOVI OOKyMEeHTalunun

Mopsiaok npoBeaeHUs 3aKynoYHbIX Npoueayp 1 obopmneHus
COMyTCTBYHOLLEN JOKYMEHTALMK

Monutrka ynpaBneHnsi NnepcoHarnoM 1 coumanbHas nonutmka
opraHusauum

OpFaHI/I3aLI,I/IOHHO-UJTaTHaFI CTPYKTYpa opraHn3aunm

LleJ'II/I N cTparternd pa3Bnutmna opraHn3aumn

busHec-nnaH un 6I/I3HeC-I'IpOLI,eCCbI opraHn3auunmn

TpyaoBoe 3akoHOAATENBLCTBO M UHbIE aKThbl, COAepKalnue HoOpMbl
TPYOoOBOro npaea

OcCHOBbI apXxMBHOro 3akoHO4aTENbCTBA U HOPMATMBHbIE NMPaBOBbLIE
akTbl Poccuiickon ®degepauyuu, B HacTu BeAeHUs1 AOKyMeHTaumm rno
nepcoHany

OcHoBbI Hanoroeoro 3akoHogartenscrea Poccunckon degepaunm

OcHOBbI MUrpaUMOHHOro 3akoHogaTenbcTBa Poccuinckon
depgepaummn, B 4aCcTn NpuBNeYeHnsa n TpyaoycTponcTaea
MHOCTPaHHbIX rpaxkgaH n nuy, 6e3 rpaxgaHcTea

OcHoBbl AAMUHNCTPATUBHOIO 3aKOHOOaTesIbCTBa B obnactu
yrnpaBJieHNA nepcoHaJioM N OTBETCTBEHHOCTU AOJIKHOCTHbIX JTNL,

3akoHogaTensbcTeo Poccunckon denepaumm o nepcoHanbHbIX
OaHHbIX

JNokanbHble HopMaTUBHbIE AOKYMEHTbI OpraHu3auumn B obnactu
ynpaBneHusi NnepcoHanom

[Mopsaaok 3akoyYeHns 4OroBOpPoB (KOHTPAaKTOB)

HopMmbl 3TUKM AenoBoro ooLeHus

BasoBble OCHOBbI MHPOPMATUKN, CTPYKTYPHOE MOCTPOEHNE
MHPOPMALMOHHBIX CUCTEM N OCOHBEHHOCTM PaboTbl C HUMK

Opyrve

XapaKTEPUCTUKM

3.8. O6o0LeHHas TpyaoBas yHKUNSA

HanmeHoB | CtpaTernyeckoe ynpasneHue Koa H | YpoBeHb 7
aHve nepcoHasioM opraHu3aumm KBanudmkaumm
MpouncxoxpeHne OpurnHan X 3anmcTBOBaHO 13
06006LLeHHON opurnHana
TPYy4oBOU (PyHKLUN
Kon PeructpaunoH
opurMHana  Hbli HOMep
npodeccunoHa
nbHOro
cTaHgapTa
BoamoxHble Buue-npe3naeHT no ynpaBneHno nepcoHanom
HaVuMeHOBaHUS [uvpekTop no nepcoHany
OOJDKHOCTEWN, [npekTop no ynpaBneHno nepcoHanom
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npodeccuin

‘ 3amecTtutenb reHeparibHoro AMpeKkTopa no yrnpasJjieH1 nepcoHariom

TpeboBaHus Kk
obpasoBaHuo n
00y4eHunto

Bhicliee obpasoBaHue - cneuynanuTeT, MarucTpaTypa
[ononHutenbHoe npodeccuoHanbHoe o6pas3oBaHue - NporpaMmbl
npodpeccroHarnbHol NepenoaroToBkM B 06n1acTv ynpaeneHus
NepcoHanoM, CTpaTernyeckoro 1 onepaumMoHHOro yrnpaBneHus,
3KOHOMMKW OpraHu3aLmm; NnporpamMmmbl NOBbILLEHMS KBanMpUKaLum B
obnactu ynpaeneHusi nepcoHanom, CTpaTerm4eckoro u
onepaLmoHHOro yrnpasreHus

TpeboBaHus K onbITy
NpPaKkTU4eCcKomn
paboTbl

He meHee natn net B obnactu ynpasrieHna nepcoHarioMm Ha
pyKkoBOOALLMNX OOJI)KHOCTAX

Ocobble ycnosusi
gonycka kK paborte

Opyrue
XapaKTePUCTUKN

[lononHuTenbHblE XapaKTepucTmkun

HanmeHoBaHWe fOKyMeHTa Kog HanmeHoBaHue 6a30Bow rpynnbl, 4OMKHOCTH
(npocpbeccnn) nnu cneumnanbHOCTU
OKS3 1232 PykoBogutenu nogpasgeneHunn (crnyxo)
yrnpasrieH1s Kagpamu u TpyaoBbIMU
OTHOLUEHNAMMN
EKC - 3amecTutenb gMpekTopa no ynpasrieHuto
nepcoHanom
OKMNAaTP 24063 MeHepxkep no nepcoHany
3.8.1. TpypooBas pyHKUMA
HanmeHoB | PaspaboTka cuctemsl Kog | H/01.7 | YpoBeHb(nogypo 7
aHve cTpaTermyeckoro ynpasneHus BEHb)
nepcoHanioMm opraHmsaumm KBanudmkaumm
MponcxoxpeHne OpurnHan X 3anmcTBOBaHO 13
TPy4oBOU (PyHKLUN opuruHana
Kon PernctpaunoHH
opuruHana bl HOMEP
npodeccunoHan
bHOIO
cTaHgapTa

TpynoBble oencTemsa

AHanmu3 ycnewHbIX KopnopaTuBHbIX NPaKTUK MO OpraHn3aumm
CTpaTernyeckoro ynpaBrieHusi nepcoHanomM opraHmsauuu,
OpraHM3auUnoHHOro NPOEKTUPOBAHUS U B3aMMO4ENCTBUS
nogpasgeneHum

MNMocTaHoBKa CTpaTerMyeckunx Lienen B ynpaBneHum nepcoHanom

PaspaboTka kopnopaT1BHOW NOMUTUKM, NIIAHOB, MPOrpamMm,
npoueayp ¥ TEXHONOMMIA NO yrNpaBfieHNo NepcoHariom
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PaspaboTka kopnopaTUBHOMN KyrbTypbl U cOLManbHON NOMUTUKMK,
CcUCTEM MOTMBALNN, 3PDEKTUBHOCTU, OLIEHKM U pa3BUTUS
nepcoHana

CDOpMI/IpOBaHVIe CUCTEeMbI orJiatbl U opraHn3aunn Tpyaa

PaspaboTka opraHM3aLMOHHOWN CTPYKTYpbl, NaHUpoBaHue
noTpeBGHOCTM B NepcoHarne opraHMsaumm

PaspaboTka nporpamm, NPUHLMMNOB CTaHAapTM3aLUMK, YHUdUKaUuu,
aBTOMaTM3aLMM NPOLECCOB YNpaBreHnUsi NepcoHanom u
Ge3onacHbIX ycrnoBui Tpyaa

dopmumpoBaHune GrogKeTa Ha nepcoHan, TeXHorormin ayamTa
paboTbl C NEPCOHANIOM M KOHTPOSMHIa

Heobxoanmble ymeHus

Pa3pa6aTblBaTb cTparermm n noJIMTUKK B ynpasJyieHn nepcoHaliom

CosgaBaTb U ONUCbIBATb OPraHM3aUMOHHY CTPYKTYPY, LENw,
3a4aun, PYHKLMN CTPYKTYPHbIX NoapasaeneHnin U A0MKHOCTHBIX
nmy

MpYMeHsTb MeToab! YNPaBreHUs MEXITMYHOCTHLIMU OTHOLLIEHUAMMU,
dopMUpoBaHUa KOMaHz, pa3BUTUA NMOEPCTBa U
UCMONMHUTENbHOCTU, BbIABNEHUS TanaHToB, onpeaeneHns
y0BNEeTBOPEHHOCTU pabGoToMn

Onpe,qenmb n aHann3nposaTb BHYyTPEHHNUE KOMMYHUKaL UK,
MogennpoBaTtb nNoBegeHmMe nepcoHana

MpenctaBnATb MHTEPECHI OpraHM3aumn B rocyaapCTBEHHbIX
opraHax, BO B3auMoaencTemm ¢ npodcorosamm, MHbIMU
npeacTaBUTENbHBIMU OpraHamn paboTHMKOB NO BONpocam
nepcoHana

CocTtaBnsTb, paccuynTbiBaTb, KOPPEKTUPOBATL U KOHTPONMPOBATb
cTaTbyM pacxoaoB 6oaKeToB U POHAOB Ha NpPorpaMMbl U
MepOonpuATUS No ynpaBleHno NepcoHanom opraHnsaumm

MpoBoaUTL ayauT U KOHTPOSIINHI B 0611acTu ynpaBnieHus
NepcoHanom

PaspabatbiBaTb KOpnopaTMBHbIE COLMasbHble MPorpaMmbl

BecTu neperoBopbl Mo BoNpocam coumanbHOro napTHeEPCTBa C
npeacTaBUTENbHbIMM opraHamn paboTHMKOB

Pa6oTaTb ¢ MHPOPMALMOHHBIMU CUCTEMAMW U Ba3aMu OaHHbIX MO
BOMPOCaM ynpaBrieHus NepCcoHanom

OpraHnsoBbiBaTb MEPONPUATUA MO 06ECNEYEHUNIO BbINOSTHEHUS
TpeboBaHUN oxpaHbl TpyAa B COOTBETCTBUM C AENCTBYIOLLUM
3akoHogartenbcTteoM Poccuinckon ®egepaummn n nokanbHbIMU
aKkTaMu opraHusaumm

OpraHu3oBbiBaTb 1 NPOBOAUTL MEPOMPUATUSA C NEPCOHANIOM B
COOTBETCTBME C KOPNOpaTUBHOM CoLMaibHON NOSIUTUKON

CobnogaTtb HOPMbl 3TUKK LENOBOro 06 EeHNs

Heobxognmble 3HaHMSA

MeToabl ynpasneHus passutnemMm n 3peKkTUMBHOCTLIO OpraHn3aLuunu,
aHanusa BbIMOMHEHMSA NNAHOB M NporpamMm, onpeaeneHns mux
9KOHOMMYECKON 3PFEKTUBHOCTM

MeToapbl OLEHKM paboThbl CTPYKTYPHbIX NoApasaeneHuni,
pe3ynbTaToB TpyAa NepcoHana

MeToabl NpoBEAEHUS ayaUTOB, KOHTPOSNMHIA YNpaBrieHYeCcKnxX
npoLieccoB
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MeToabl aHanu3a KofiM4eCTBEHHOMO U KA4ECTBEHHOIO COCTaBa
nepcoHana

CucTtembl cTaHOApTOB Mo GusHec-npoueccam, npodeccmsiM, HopMbl
TpyAa

Cuctembl, MeToabl U (bOprI MaTepmnasibHoro n HematepuarbHoOro
CTUMyInumpoBaHuAa Tpyda nepcoHarsa

MeToabl aHanu3a coumasbHbIX NPorpaMmm 1 onpeaernieHns nx
9KOHOMMYECKON 3EKTUBHOCTH

TexHonornm n metoabl (bOpMI/IpOBaHI/IFI N KOHTPOJ1A OtooKeToB Ha
nepcoHarn

TpeboBaHusi OxpaHbl U 6e30nacHbIX YCIoBUM Tpyaa

LleJ'II/I, cTparterna U Kagposasd NnoJyiMTrka opraHn3aunin

OCHOBbI TEXHONOIMU npon3Boactea U geATesibHOCT OpraHn3aunmn

OCHOBbI COLIMONOMMK, MCUXOSNOrMN N SKOHOMMUKN Tpyaa

OcHOBbI ynpasJsieHna counalibHbIM pa3BnUTnemM opraH13auunm

MeToabl NpoBeaEeHUSA COLMONOrMYECKNX nCCnegoBaHnin, N3yveHms
06LLEeCTBEHHOrO MHEHMA

CTpyKTypa opraHusauum

TpyaoBoe 3akoHOAATENBLCTBO M UHbIE aKTbl, COAepKalne HoOpMbl
TPYOOBOro npaea

OCHOBbI apXMBHOIO 3akoHOAATENbLCTBa U HOPMATUBHbIE NPaBOBbLIE
akTbl Poccuiickon denepauun, B YacT BeAeHNst AOKYMeEHTauUum rno
nepcoHany

OcHoBbI Hanoroeoro 3akoHogarenscrea Poccunckon Gegepaunm

OcHOBbI MUrpaUMOHHOro 3akoHogaTenbcTBa Poccuinckon
depgepaummn, B 4aCcTn NpUBREYEHNA U TPYAOYCTPONCTBA
MHOCTPaHHbIX rpaxkaaH n nuuy, 6e3 rpakxgaHcTea

OcHoBblI AAMUHNCTPATUBHOIO 3aKOHOOaTesIbCTBa B obnactu
yrnpaBJieHNA nepcoHannom N OTBETCTBEHHOCTU OOJTXXHOCTHbIX JTUL

3akoHogaTensbcTBo Poccumnckon denepaumm o nepcoHanbHbIX
JaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHM3aumm B obnacTu
ynpaBfeHnsi NnepcoHariom

Mopsaaok 3aknoyYeHns 4OroBopoB (KOHTPAKTOB)

HopMbl 3TUKM AeN0oBOro obLeHns

OcHOBbI MHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
NHAPOPMALMOHHBIX CUCTEM N 0COBEHHOCTM PaboTbl C HUMM

Opyrve
XapaKTepUCTUKM

3.8.2. TpypooBas pyHKUMSA

HavmveHoB | Peanusauusa cuctembl Kog | H/02.7 | YpoBeHb 7
aHue CTpaTern4eckoro ynpaBreHus (noaypoBeHb)

nepcoHanomM opraHusaumm KBanudukaumm
MpoucxoxaeHune OpurnHan X 3anmcTBOBaHO 13

TPYyOooBOU (PYHKLUN

opvrMHana

Kon PerucTtpauno
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opurMHana HHbIA HOMep
npodeCccmnoH
anbHOro
cTaHgapTa

TpynoBble oencTBuA

MnaHupoBaHue AeATenbLHOCTU U pa3paboTka MeponpusaTUn No
ynpaBreHuno NepcoHarnoMm Ans peanusaummn ctpaTermyeckux Lenem
opraHvsauum

BHe,D,peHI/Ie NOJINTUK, NJ1aHOB, NporpamMmm, npouenyp u TEXHOMNOrnm
no ynpasJi€HUO NepcoHaliomMm

lMocTpoeHne opraHn3aumMoHHOM CTPYKTYPbI C y4€TOM Mi1aHOBOW
noTpebHOCTN B NepcoHane n B3auMoOAeNCTBUSA CTPYKTYPHbIX
nogpasaeneHnin opraHnsaumm

BHe,qpeHme n nogaepxaHme KOpI'IOpGTI/IBHOI7I KynbTypbl U
coumarnbHOM NOSIUTUKN, CUCTEM MOTMUBALMN, SCb(beKTVIBHOCTI/I,
OLEHKN N pa3BUTUA nNepcoHasa

BHe,u,peHme n nogaepXxaHme CUCTteMbl oOpraHn3aunn Tpyaga u
onnartbl NnepcoHana

ynpaBneHme BHeapeHnem nporpamMmm m npnHUNNoOB
CTaHOapTU3aunu, yHI/I(bI/IKaLWII/I, aBToMaTun3auummn npoueccoB
yrnpaBJieHNA NepCoHaJIOM U ©e3onacHbIX yCJ'IOBI/IIZ Tpyaoa

OpraHu3aumvsa NpoBeaeHUs ayauTa 1 KOHTPONIMHIa B yrnpaBneHun
nepcoHanom

MocTaHoBKa 3a4ay pyKOBOAUTENSIM CTPYKTYPHbIX NoapasaeneHuni,
onpeaeneHve MmaTepuanbHO-TEXHUYECKUX PECYPCOB ANS UX
BbIMONHEHUA

AHanu3 oTYETHOCTU MO ynpasiieHNo nepCcoHanom n BbidBIieHNe
pecypCoB Mo yny4dlweHno aedTesibHOCTUN OpraHmM3auunmn

CornacoBaHue yCroBuii 3akmntodaeMblX JOFOBOPOB MO BOMpocam
ynpaBlieHUsi NepcoHanom

OpraHusaumsa npoBeaeHns 3akynoyHbIX npoueayp no sonpocam
ynpasneHusi nepcoHanom 1 opopmMneHna conyTCTBYHOLLEN
OOKYMEHTaLUMmM No HUM

dopmupoBaHue brogkeTa Ha nepcoHarn, TEXHOMNOrMmn ayauTa
paboTbl C NEPCOHANOM M KOHTPONINHIa

MNMpumeHeHne K paboTHMKaM Mep MOOLLPEHMS U AUCLUNIIMHAPHOIO
B3bICKaHWS

Heobxoanmble ymeHus

Mpoun3BoanTb aHanNM3 AeATENbHOCTM NO YNpaBeHNO NePCoOHarnioMm,
paspabarbiBaTb nokasaTtenm apeKTMBHOCTN paboThbl

dopmrpoBaTb NNaHbl 1 MEPONPUSATUS NO YNPaBEHNIO NEPCOHANIoM

PaccuntbiBaTb OrogKeT B 0611acTu ynpaBneHnsi nepcoHanom

OnpenensaTtb 30HbI OTBETCTBEHHOCTN PAabOTHMKOB U
NoApa3neneHnn, CTaBuTb 3agayvn pykoBogMTeNsm nogpasneneHni
n obecneynBaTb pecypchbl AN8 UX UCNONHEHMUS

KoHTponnpoBaTb U KOPPEKTUPOBaTbL UCMONTHEHWE NOPYYEHWUIA 1
3agad

Ynpaensatbe 3¢EeKTUBHOCTLIO 1 BOBIEYEHHOCTbLIO NepcoHana,
ANCUMNIMHON Tpyaa n cobnogeHnem 6e3onacHbiX yCrnoBumn Tpyaa

BecTu neperoBopskl Mo BONPOCaM COLManbHOro napTHepCTBa U




npencTtaenATb MHTEPECHI OpraHn3auunn B roCyJapCTBEHHbIX
opraHax, I'IpO(beCCMOHaJ'IbeIX COK3ax 1 apyrux npencraBUTENIbHbIX
opraHax pa6OTHVIKOB, N opraHn3aumnax rno Bornpocam nepcoHarna

PabGotatb C VIH(bOpMaLWIOHHbIMI/I cucteMamum u 6asamum gaHHbIX NO
BOIMNpocam ynpasJjieHnda nepcoHasiomMm

npOBO,D,I/ITb ayanT N KOHTPOJIJTUHT B obnactu yrnpaBlieHnA
nepcoHarnom

dopmumpoBaThb M NPOBOAMTL COLMArbHYO NONUTUKY U coumarnbHble
nporpaMmbl

Bectu neperosopbl C NoctasiMKamMmun ycnyr rno ycrioBuam
3aKro4aeMbiX JOroBopoB

Mpon3BoanTb 3aKynoYHble npoueaypbl, 0POPMNSTL U
aHanM3npoBaTb 3aKyNOYHYH JOKYMEHTaLMIO

CobniogaTb HOPMbI 3TUKK AENTOBOr0 O0LLIEHUS

Heobxognmble 3HaHMA

MeToabl ynpaBneHus pa3sutunemM n apdeKkTMBHOCTLIO OpraHmMsaumnm,
MeTOobl aHanu3a BbINOSTHEHUA MMAaHOB U NporpamMm, onpeaeneHna
NX 3KOHOMUYECKON 3PFEKTUBHOCTU

OpraHmsau,m;l ynpaBneHnda pa3sutnem opraHm3aunm

Teopwuu ynpasneHus opraHusaumeit, NonuTHKa n ctpaterus
ynpaBneHus nepcoHanom

MeToabl aHanusa BbINONMHEHUA NAHOB U 3a4ad, onpeaeneHus ux
9KOHOMUYECKON 3(PPEKTUBHOCTU

MeToabl OLLEHKN, pe3ynbTaToB U SPEKTUBHOCTU Tpyaa

MeToabl BHEOAPEHNA CUCTEMbI ynpaBJiEHNA NEPCOHAIIOM

OcHoBbl paboTbl N0 NpodopueHTaunm

MeToaukn NnaHNpoBaHUS U NPOrHO3NPOBaHMSA NOTPEOHOCTH B
nepcoHane

Llenwn, cTpaTerns passutus u GU3HeC-NnaH opraHnsaunm

Teopun n metoabl opMUpoBaHuio 6peHga opraHmMsauunm

TpeboBaHust OxpaHbl U 6e30nacHbIX YCroBUM Tpyaa

MeToankun pa3paboTku U BHEAPEHUS NTOKalbHbIX HOPMATUBHbIX
aKkToB

MopsiAoK 3akmnoyeHnst TPYAOBbLIX JOrOBOPOB, PEryMpoBaHus
TPYAOBbIX CNIOPOB

OcHOBbI COLMONOTNK, MCUXOSTOTNN, SKOHOMUKN Tpyaa v ynpaBlieHuA
counarnbHbIM pa3BUTUEM OpraHmn3aunn

MeToabl NpoBeaeHUs COLMONOrMYeCKnX nccnegoBaHnin, N3yveHus
06LLEeCTBEHHOro MHEHUA

TexHonornm NpoBeAeHUs ayamTa U KOHTPOSNIMHIA B yNpaBneHnn
NepcoHanom

Mopsigok NpoBeAeHMs 3aKynoYHbIX Npoueayp 1 oopmneHms
COMyTCTBYHOLLEN JOKYMEHTaLMK

TexHonoruu, cTaHaapTM3auus, yHudukauus, asTomaTmsaums
NPOLIECCOB YNpaBIeHns NepCcoHanom

CTpyKTypa opraHmsaumm

TpynoBoe 3akoHOAATENBLCTBO U MHbIE aKTbl, COAepKallmMe HOPMbI
TPYAOBOro npasa

OCHOBbI apX1MBHOIO 3aKOHOA4ATENLCTBA U HOPMATUBHbBIE NPABOBbLIE
akTbl Poccurckon degepayuu, B YacTu BeeHUss AOKyMeHTauum rno
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nepcoHany

OcHOBbI Hanoroeoro 3akoHogarenscrea Poccunckon ®egepaunm
OcHOBbI MUrpaUMOHHOro 3akoHogaTenbcTBa Poccuimnckon
depgepaummn, B 4aCcTn NpuBnedYeHna n TpyaoycTponcTaa
MHOCTPaHHbIX rpaxkgaH n nuy, 6e3 rpakgaHcTea

OcHOBbI aAMUHUCTPATUBHOIO 3akoHO4aTeNbCTBa B obnactu
ynpaBfieH1si NepcoHarioMm U OTBETCTBEHHOCTWN JOIHKHOCTHbIX L,
3akoHogaTenscTeo Poccunckon denepaumm o nepcoHanbHbIX
OAaHHbIX

[Mopsagok 3aknyeHns 4oroBopoB (KOHTPAKTOB)

JlokanbHble HOpMaTUBHbLIE aKTbl B 0611aCTU ynpaBneHus
nepcoHanom

HopMmbl 3Tnkn genoBoro obuieHns

basoBble OCHOBbLI MHGOPMATUKN, CTPYKTYPHOE NOCTPOEHME
MHGOPMALIMOHHBIX CUCTEM M 0COBEHHOCTU paboTbl C HAMMU

Opyrue
XapaKTEPUCTUKN

3.8.3. TpygoBas oyHKUMSA

HanmeHoB | AQMUHUCTPUPOBaHME NPOLLECCOB U Kog H/03.7 | YpoBeHb 7

aHve AOKyMeHToobopoTa no (mnoaypoBeHb)
cTpaTernyeckomMy yrnpasrieHUto KBanudukawumm
nepcoHanomM opraHusaumm

IMpouncxoxgeHune
TPYy4oBOU (PyHKLUN

OpuruHan X 3anmcTBoBaHO U3
opurnHana
Kon PerncrtpaunoH
opuruHana HbIW HOMEp
npodeccunoHa
NBHOIO
cTaHgapTa

TpynoBble oencTems

AHanu3 npoLeccoB AOKYMEHTO060pOTa, NoKanbHbIX OKYMEHTOB MO
BOMpocaM ynpaBreHnsi nepcoHarnom, 6usHec-npoLeccoB
opraHvsauuu, yaoBneTBOPEeHHOCTM nepcoHana

[lokyMeHTaLMoHHOEe ohopMIeHne pe3ynbTaToB yrNpaBrieHns
NepcoHarnoM, ero ayauTa, paboTbl CTPYKTYPHbIX NogpasgeneHui

[loKyMeHTaLMOHHOE N OpraHn3auMoHHOE CONPOBOXAEHNE
CTpaTernyeckoro ynpaBrieHnsi nepcoHanom n paboTbl CTPYKTYPHbIX
nogpasgeneHum

lMogroToBka NpeanoXeHun no pasBuUTMIO CUCTEM YyrpaBrieHns
nepcoHanom, no Heob6XoANMbIM KOPPEKTUPYHOLLUM N MPEBEHTUBHbBIM
Mepam 1 No NoBbIWEHNIO 3PFHPEKTUBHOCTU paboTbl CTPYKTYPHbIX
nogpasgeneHum

KoHTponb npoueccoB B 06riacTv ynpaBneHunsi nepcoHarioMm 1 paboTsl
CTPYKTYPHbIX NoapasneneHnin, cpaBHeEHNE 1M aHanu3 NpoLeccos,
pe3ynbTaToB yNpaBneHYeCcKkUX MepPONpUATUIA, onpeaeneHme

(*)aKTOpOB, BbI3bIBAOLLMX OTKIIOHEHME OT MI1aHOBbLIX NOKa3aTeneun
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CornacoBaHue un KOHTpPOJIb 4OroBopoOB no Bornpocam n cuctemam
cTpaTterm4eckoro ynpasrieHunda nepcoHalioMm n pa60Te CTPYKTYPHbIX
nonpa3,u,eneH|/|l7|, opraHun3auud rnpouenyp no Ux 3akn4eHuno

MogroToBka pe3ynbTaToB aHalim3a CoOOTBETCTBUA OpraHn3aunn n
onnartbl Tpyda nepcoHalia ycnelwHbIM KOpnopaTuBHbIM MNMPaKTUKam

BbinonHeHne TpeboBaHU NO XpPaHEHUIO NHGOpPMaLMN O
pesynbTaTtax 4eNCTBUA CUCTEM CTpaTEerM4eckoro yrnpasneHus
nepcoHanom v paboTbl CTPYKTYPHbIX NogpasgeneHni

Heobxognmbie
yMeHUs

AHanuanpoBaTb, paspabatbiBaTtb 1 0POPMIIATbL JOKYMEHTbI MO
npoLeccam u pesynbtaTtamM ynpaeneHus nepcoHanom n pabote
CTPYKTYPHbIX NoapasgeneHun

[MpuMeHATb MeToabl aHann3a busHec-NPoLLECCOB OpraHm3aumm

OnpenensaTtb NporpaMmbl AOCTMXKEHNSA Lenen n pelleHns 3agad
nogpasgeneHmmn

npOBO,D,I/ITb ayaunT CUCTeMbl ynpaslieHNUA nepcoHaioM

npOBO,D,I/ITb KOHTPOJUIUHI CUCTEMbI yNpaBJieHNA NepCOoHaJ1OM

KoHTponupoBaTb BloaKeT Ha nepcoHan v ynpasneHue pacxoaamMmu Ha
nepcoHan

OpFaHM3OBbIBaTb conposoXxXageHmne aorosopos no Bonpocam
yrnpaBJieHNA NepcoHasiomMm, BKIo4vad npeasaputeribHble npouenypbl
no X 3aKJM4eHuto

OpFaHI/I3OBbIBaTb 3aKyrno4Hble npoueaypsbl, O(*)OpMJ'IFITb "
aHan3npoBaTb 3aKyrno4vHy OOKyMEHTaUuMko

KoHTponupoBaTb 1 aHannanpoBaTb BONPOCHI COLManbHOro
napTHepCTBa, OroBOPbI MOCTABLUMKOB YCIyr

MpoBOANTL NEPEroBopbl U NPeACcTaBNsATb MHTEPECHI OpraHM3auumn B
rocyqapCTBEHHbIX OpraHax, NpodeccrMoHarnbHbIX CO3ax U Apyrnx
npeacTaBUTENbHbBIX OpraHax paboTHUKOB 1 OpraHn3aumsx no
BOMNpocam rnepcoHana

BecTtun genoByto nepenucky

PaboTaTtb C MH(OPMaLMNOHHBIMK cucTeEMaMm U 6azamMm gaHHbIX MO
nepcoHany, cuctemam yrnpaBrneHUsi NepcoHarioM 1 opraHnsaunm
AEeATENbHOCTM CTPYKTYPHbIX NOApasaeneHnii

ObecneunBaTtb kKaapoBOe AENONPON3BOACTBO U AOKYMEHTALMOHHOE
COMpOBOXAEHNE NPOLIECCOB MO YNpaBrieHnto nepcoHanomM u pabore
CTPYKTYPHbIX NoApasaeneHui

OpraHn3oBbiBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMM TPYLOBOro U apXMBHOMO 3aKOHO4ATENbLCTBA
Poccuinckon ®egepaunmn 1 nokanbHbIMU akTamu opraHmsaumm

Cobnogatb HOPMbl 3TUKN AEN0BOro 06LeHns

Heobxognmble
3HaHUA

KopnopaTtusHas KynbTypa, couuansHas Nonmtuka, cMcTeMmbl
MOTMBALMMN N 3PEKTUBHOCTM yNpaBneHMs NEPCOHANoOM

MeToAab! ynpasneHus passutnemMm n apeKkTUMBHOCTLIO OpraHn3aunu,
MeTobl aHanu3a BbINOSIHEHUSA NAHOB M NPOrpamMm, onpeaeneHns
NX AKOHOMMYECKON 3FEKTUBHOCTM

MeToapbl NpoBeAeHUs ayauTa, KOHTPONs onepaTUBHbIX
yrnpaBneH4Yecknx NpoLeccoB, COLMONOIMYECKNX nccrneaoBaHum

BusHec-nnaH n 61sHec-NpoLecchl opraHM3auun

BromxeTHOE NpoekTupoBaHue
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OpraHn3aLMoHHOE NPoeKTMpoBaHne

CDOprI, MeTodbl N CUCTEMbI MaTepunasibHOro  HemMaTepuaribHoOro
CTUMYIIMPOBaAHNA Tpyda nepcoHalla

CucTtembl cTaHAapToB No BuaHec-npoueccam, npodeccuam
(cneuunansHOCTAM), HOPMbI TPyAa

MeToabl aHanu3a KofiM4eCTBEHHOIO N KA4eCTBEHHOrO COCTaBa
nepcoHana

Ka,D,pOBaFI NOJINTUKa OpraHmn3aumnn

Mopsigok hopmupoBaHus, BeaeHusi 0aHka gJaHHbIX U
npegocTaBneHns OTYETHOCTM MO CUCTEMaM ynpaBrieHUs
nepcoHanom un paboTe CTPYKTYPHbIX noapasgeneHnm

OCHOBbI [OKYMEHTaALUMOHHOIo obecnedeHns, nopsagok opopmneHuns
OOKYMEHTOB, NpeaoCcTaBNsAEMbIX B rOCy4apCTBEHHbIE OpraHbl,
npodeCccnoHarnbHble CO3bl, 0OLECTBEHHbIE OpraHn3auUmnm

Llenv n ctpaTerust passuTnsi opraHnsauunm

Mopsiaok NpoBeaeHUs 3aKynoYHbIX Npoueayp 1 ohopmneHus
COMNYTCTBYHOLLEN AOKYMEHTaLMK

HOpMaTI/IBHbIe npaBoBbl€ aKTbl, perynupytoLime rnpasa u
ob6sa3aHHOCTK rocygapcCrtBeHHbIX opraHoB 1 opraHn3auunu rno
npegocrtaBneHunto yquHOﬁ OOKyMEHTaLnn

CTpyKkTypa opraHu3aumm n BakaHTHble AOHKHOCTU (Npodheccun,
cneunanbHOCTH)

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, coAepKallue HOpMbl
TPYAOBOro npasa

OcCHOBbI apXxMBHOrO 3akoHO4AaTENLCTBA U HOPMATMBHbIE NMPaBOBLIE
akTbl Poccuiickon ®degepauunm, B YacTu BeAeHUs1 AOKyMEHTaumm no
nepcoHany

OcHoBbI Hanoroeoro 3akoHogarenscrea Poccunckon Gegepaunn

OcHOBbI MUrpaUMOHHOro 3akoHogaTenbcTBa Poccumnckon
depnepaummn, B 4aCTn NpUBNEYEHNA N TPYOOYCTPONCTBA MHOCTPAHHbIX
rpaxkgaH n nuy 6es rpaxxgaHcTsea

OcHoBbl AAMUHNCTPATUBHOIO 3aKOHOOaTesIbCTBa B obnactu
yrnpaBJieHNA NepcoHasioOM N OTBETCTBEHHOCTU OAOJIKHOCTHbIX JTNL,

3akoHogaTenscTeo Poccumnckon denepaumm o nepcoHanbHbIX
JaHHbIX

NokanbHble HOpMaTMBHbIE aKTbl OpraHM3aumm B obnactu
ynpaBneHunsi NnepcoHasniom

[Mopsaaok 3aknyeHns 4OroBopoB (KOHTPAKTOB)

HopMbl 3TUKM AENOBOro 00 EeHNS

BasoBble OCHOBbI MHOPMATUKN, CTPYKTYPHOE MOCTPOEHNE
NHAPOPMALIMOHHBIX CUCTEM N 0COBEHHOCTM PaboTbl C HAMM

[pyrue
XapaKTepUCTUKM

IV. CBegeHnsa o6 opraHusauumsix - paspadbotumkax npodeccMoHanbLHOro craHgapTta

4.1. OTBEeTCTBEHHasA opraHM3aumnsa-paspaboTyunk
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O6wepoccurickoe o6beanHeHne pabotogatenen "PoccuUinckmnin coo3 NpoMbILLIIEHHUKOB U
npegnpuvHumatenen”, ropoog Mocksa

McnonHutensHbi BuUe-npe3ngeHT Kyssmud OmuTtpun Bnagummposuy

4.2. HanmeHoBaHuWs opraHMsaunn-paspaboTynkos

'_\

AHO "HaumoHanbHoe areHTCTBO pa3BuTus KkBanudukaumn”, ropog Mocksa

N

Accoumaumnga (Coro3s) "Accoumaunsa KOHCYNbTaHTOB Mo noabopy nepcoHana”,
ropog Mocksa

'pynna HeadHunter, ropog Mocksa

3A0 "KPOK MHKOPMNOPEUTEN", ropog Mockea

NHpopmaumnoHHo-aHanuTnyeckmin LeHTp "Kagposbii Jo3op", ropog Mocksa

Mem,quapop,Haﬂ accounauua genoBoro coTpygHnyecTBa, ropo MockBa

HO4YY AOIMO "MHcTUTYT npodeccuoHanbHoro kagposuka", ropog Mockea

3
4
5
6 MIO "OMNOPA POCCUWN", ropog Mockea
7
8
9

MI1 "Accouunauns EBponenckoro busHeca", ropog Mocksa

10 HIM "BKK - HaumoHanbHLIM CcO3 kagpoBukos", ropog Mocksa

11 HIM "MexgyHapoaHbin anbaHc "Tpygosasa murpaums”, ropog Mocksa

12 HIN "HaumoHanbHas accounaumst 0PUCHbIX CreumanmncToB U agMUHUCTPATUBHbIX
paboTHukoB", ropog Mocksa

13 HIM MHO "Accounaunsa meHemxepoB Poccun”, ropog Mocksa

14 HIM CYP3 "HauunoHanbHas koHdenepauus "Pa3Butme 4enoBeyeckoro kanutana",

ropoa Mocksa

15 OAO "BOHX" (TAO BBL), ropog Mockea

16 OAO "lasnpom HedpTb-HoBOCKMOMpPCK", ropoa HoBocnbupck

17 OAO "Ob6begunHeHHas cygocTpouTensHas kopnopauma”, ropog Mocksa

18 OAOQO "PXO", ropog Mocksa

19 OAOQ "CaxanuH QHepoxun MuBectmeHT KomnaHn", ropog KOxHo-CaxanuHck
20 OAO "TaTtHedTb" nmenun B.[. lawwnHa, ropoa KasaHb

21 OAO "Hay4Ho-npounssoacTeseHHoe obbeamHeHne "Hayka", ropog Mocksa

22 OO0 "LG Electronics Rus", ropog Mocksa

23 OO0 "busHec lNcnxonorn SHL Russia & CIS HIM", ropog Mockea

24 000 "NT-CK", ropog MockBa

25 OO0 "Nykonn-UuxumHmpnHr", ropog Mockea

26 00O "OKBE 3enut", ropoa Mocksa

27 00O "MeTtponuym TpenguHr", ropoa Mockea

28 OO0 "Monurpad-3awmra”, ropog Mocksa

29 OO0 "UeHTp kagpoBbIx TexHonornn - O6yyeHne. Ctaxmnposku. TpyaoyCcTponcTBO",
ropog Mocksa

30 Poccunckoe npegcrasmtensctBo "Coleman Services UK" ("Koynman Cepucus"),
ropog Mocksa

31 Toproso-npombllineHHada nanara Poccunckon ®epepaunm, ropog Mocksa

32 ®rbOY BINO "MocKkoBCKUI rocy4apCTBEHHbIN YHUBEPCUTET UMEHN

M.B. JlomoHocoBa", LLIkona gnpektopa no nepcoHany, ropog Mocksa

33 ®r60Y BINO MCY, ropog Mocksa

34 ®r60Y BINO M3CW, ropog Mockea

35 ®IrbOY BINO Cubupckmii rocyaapCTBEHHbIV YHUBEPCUTET NyTen coodLeHns
(CIrync), ropog Hosocunbupck




36 ®IrbY "Hay4Ho-uccnegoBaTenbCKUA MHCTUTYT Tpyda U coumanbHOro ctpaxosaHna”
MwuHucTepcTBa Tpyaa u coumnarnbHoun 3awmTtbel Poccuiickon denepauumm,
ropog Mocksa

37 OIYI "Moyvra Poccun", ropog Mockea

38 OK "Ypancmnb", ropog Mocksa

*(1) ObLepoccnnckmii knaccnuukaTop 3aHATUR.

*(2) ObLepoccnnckmi knaccnukaTop BUOOB 9KOHOMUYECKON AEATENBHOCTM.

*(3) EAuHbIM  KBanMMUKaUMOHHLIN  CNPaBOYHUK  OOFHKHOCTEN  PYKOBOAUTENEMN,
cneumnanucToB 1 OpYrnx ciyxatumx.

*(4) Obwepoccuicknin knaccuukatop npodeccun paboumnx, JOMKHOCTEN ChyXaLlumx
N TapudHbIX paspagos.
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