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I. Oo0mne cBeAeHHS

YipapneHne NepCOHAIOM OpraHU3aIiHi 07.003

(nauMeHOBaHKe BUA IPOQECCHOHANBHOM NeATENHOCTH) Kon
OcHOBHAS 11eJIb BAJa IPOdEeCCHOHATILHOM NeSITeNEHOCTH:

O6ecmegenne 3pheKTHBHOTO QYHKIMOHUPOBAHUS CHCTEMBI YIIPABICHHUS IEPCOHATIOM JUIS JOCTHKEHHS
neJiei oprasu3anuu

['pynna 3aHATHHA:

1232 PykoBourenu noxpasaeneHuit (ciryx6) 2412 CrienMamCThI IO KaapaM |
YIIPaBIECHUS KaJipaMy ¥ TPYIJOBHIMH npodopHueHTalNA
OTHOIICHUSMHA

3423 CrenpanucTsl KaApOBEIX CJIy>K6 u - -

YIPEXKACHUN 3aHITOCTH ,
(xox OK3") (HauMeHoOBaHuE) (xox OK3) (waumeHoBaHue)

OrHeceHne K BHIAM 9KOHOMHYECKOM AEATENLHOCTH

[78‘.‘30 ]Zles{TenLHocrL 1o moAbopy MepcoHala mpovas

(kox OKBD/IY) (HaMeHOBaHHE BHJA IKOHOMHYECKOM NeATeTIbHOCTH)
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3.1. O600mennas TpyaoBasi pyHKIOHS

III. XapakTepncTnka 06001eHHbIX TPYAOBBIX QyHKIHi

OKYMEHTAITHOHHOE 00ecriedeHne paboThI OBEHb
HanmeHoBaHue HoxymenTan P Koni A vp 5
C IEPCOHAJIOM KBanA(pUKauy
Oﬂé):;;:zﬁgnm noBO#t Opwruran X 3aMMCTBOBAHO M3
Y P OpUTHHAJA
GyHKIMH
Kon opururana  PermcrpanmoHHBI# HOMEp
TpodheCCHOHANEHOTO
CTaHAapTa
Bo3MoxHbIE Crnennanmct no KagpoBOMY IeJIOPOU3BOICTBY
HaHUMCHOBAHHA CHCIII/IaJII/ICT 10 JOKYMCHTAITHUOHHOMY obecreyeHHIo pa60'r1>1 C mepconaiom

JoJDKHOCTEH, npodeccuit

CrienmaymicT 10 JOKyMEHTAIIMOHHOMY 00eCIedeHHIO IIepcoHana
Croenpanmct o nepcoHaIy

TpeboBanus
006pa3oBaHUIO U

00y4YeHHIO

Cpennee npodeccuonasbHOE 00pa3oBaHue — IporpaMMa HOATOTOBKA
CHEIHATMCTOB CPEIHETO 3BEHA

JlonoauTeMEHOE NPOheCCHOHATEHOE 06Pas0BaHHE — IPOTPAMMEI
npodeCcCHOHANBHOM NePENOAroTOBKH, IPOrpaMMEI ITOBBIIICHAS

KB (bUKAITIH

TpeboBaHus K OIBITY | -
IpaKTHIECKOH paboThI

Ocobsie ycnoBus -
JOTIyCKa K pabore

Apyrue

XapaKTCPHACTUKN

JIOIOTHATENbHBIE XapaKTEePUCTHKHI

Hanmenopanue 6a30B0# rpynimsl, JOJDKHOCTH
HaumeHOBaHHME NJOKYMEHTa Koz
(mpodeccun) Him CHENHAATBHOCTH

OK3 2412 | CrenmamucTsl o KaapaM ¥ npodopHeHTalnun

3423 CoennanucTsl KapoBBIX CIYX0 U YIpEexXIeHUN 3aHATOCTH
EKC? - Crenumamict mo Kagpam

- WHcnekTop no kaapam
OKIIJTP* 27755 | OKOHOMMCT 1O TPYAY

22956 | Nucnextop 1o kajapam

3.1.1. TpynoBas ¢pyHkus

Benenue oprannzanuoHHoO 1 VpoBeHs
HauMeHOBaBHE | paCIIOPAIUTENBHOM JOKYMEHTALUH 110 Kon | A/01.5 | (monyposeHn) 5
mepCcoHaTy KB HKaIWH
HponcxovmeHne Opurmsan X 3aMMCTBOBAHO U3
TpyHoBoii GyHKIMHI OpHIHHATIA

Kopn opurunana Peructparuonsslii Homep
npodeccHOHANBHOTO CTaHIapTa



Tpynossie neficTBUS

O6paboTka 1 aHATM3 IOCTYIAIOMIEH JOKYMEHTAMH 110 IEPCOHATY

Pazpaborka m odopMiIeHHE MOKYMEHTAHH II0 NEePCOHANy (IIEPBHYHOIM,
YYETHOM, IITaHOBOH, IO CONMAIBHOMY OOECIEUYCHHIO, OpTraHH3alMOHHOM,
pacopsIIuTENLHOM)

Perucrpamus, y4eT H  TeKymee XpaHEHHe OpraHW3alMOHHOW H
pacopsIUTENbHON JOKYMEHTAIHH 110 IIEPCOHATY

HeobxomuMble yMeHUS

PazpabaTeiBaTh  NIPOEKTHl  OPraHW3allAOHHBEIX W PACHOPSAMTENHHBIX
JOKYMEHTOB IIO IEPCOHATY

OdopMIATE HOKYMEHTHI B COOTBETCTBHH ¢ TpeOOBaHHAMM I'PAXTAaHCKOTO,
TPYIOBOTO 3aKOHOJaTeNnbCcTBAa Poccmiickoit Penepamuu W JTOKAILHBIMH
HOPMaTUBHBIMM aKTaMH OpTraHH3ali{

BecTtH y4et u perucTpanuio JOKyMeHTOB B HH)OPMAITHOHHEIX CHCTEMAaX M Ha
MaTEepHATHHBIX HOCHTEILIX

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TpeOOBaHMSAMHM
TPYAOBOTO, AapXHBHOIO 3aKkoHodarenbcTBa Poccmiickoit @eneparun u
JOKIHHBIMH HOPMATHBHBIMH aKTaMU OpraHHA3aIil

AHanu3HpoBaTh NOKYMEHTHI U HEPEHOCHTh HH(POPMAIuIO B 6a3kl JaHHEIX U
OTYETEI

BrBiATE OMMOKH, HETOYHOCTH, HCIOPABICHHUS ¥  HETOCTOBEPHYIO
HH(OpMANHIO B JOKYMEHTAX, ONPEAEISTh JJETHTUMHOCTD TOKYMEHTOB

PaboTars ¢ MHGOPMaUMOHHEIMA CHCTEMaMH M Ga3aMH JAHHBIX II0 BEACHHIO
ydera, ABHKEHHIO IIepCoHaa

CobmonaTh HOPMBI STHKH AEJIOBOTO OOIEHUS

HeobxonuMeie 3HaHUSI

HNopsnok ohopMieHns, BeASHHS H XPAHEHAA JOKYMEHTOB IO IIEPCOHATY

HOprZ[OI( ydeTa JBHXKCHHS KaJpOB U COCTABJICHUS YCTAHOBICHHOH
OTICTHOCTH

OCHOBBI JOKYMEHTOO00POTA ¥ JOKYMEHTAIIHOHHOTO 00eCIeYeHus

TexHonoruu, METOABI ¥ METOMVIKYM NPOBEJCHUS aHATH3a H CHCTEMATH3AIMU
JOKYMEHTOB ¥ HHGOPMAITHH

Ilopsnox pacuera cTaxka, JIBIOT, KOMIICHCAITH, OQOpPMIIECHUS mNeHCH
paboTHHKaM

CTpyKTypa opranmu3anuu

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKTHI, COJECPIKAIINE HOPMBI TPYAOBOTO
npasa

OCHOBHl apXHBHOTO 3aKOHOJATENHCTBA M HOPMATHUBHEBIE IIPABOBBIE AKTEHI
Poccuiickoii @enepanun, B 9acTH BeJCHNS JOKYMEHTAIIMH 10 IEPCOHATY

3akoHonarenscTBo Poccuiickoi @eneparyu o mepcoOHANBHBIX JAHHBIX

JlokanbHBIE HOPMATHBHBIE aKTHl OpraHH3alldH, PEryIHPYIOIIHE NOPAIOK
OoOpPMIIEHHS pPACHOPAIUTENEHBIX W OPTraHHU3alHOHHBIX JOKYMEHTOB IIO

IEPCOHATY

HOpMI:I STHKH | JEJIOBOr0 OOIIeHHS

bazoBrie OCHOBEI HHPOPMATHUKH, CTPYKTYpPHOE MOCTPOEHHE
HHGOPMAMOHHBIX CHCTEM M 0OCOOEHHOCTH PabOTHl ¢ HUMH

Jpyrue xapakTepucTUKH




3.1.2. TpynoBasi pynkous

Benenne [oKyMeHTAIMH MO YYETY H VpoBeHb
HaumeHoOBaHUE | pypenmio KaJIpoB Kon | A/02.5 | (momyporens) 5
KkBayMuKammm

ITpoucxoxneHue TpyIoBOI
PyHKIIH

3aMMCTBOBAHO U3

Opuruman X opurmHAIa

Kon Perucrpanmornstii HoMep
OpHMTHHaNa IpPo(ecCHOHANLHOTO CTaHIapTa

TpynoBeie aericTBHS

IlogroToBka IPOEKTOB IOKYMEHTOB 1O MOpOIEAypaM  YIpaBICHHS
IIEPCOHAJIOM, YYETY H ABIKCHHIO IEPCOHANA
Opranuzanys CHCTEMBI IBIKEHHS JOKYMEHTOB 110 NEPCOHAITY

C6op 1 npoBepKa JIMIHBIX JOKYMEHTOB PaOOTHHKOB

IToxroroska u odopmMieHMe IO 3aIPOCY PabOTHHKOB H JOJDKHOCTHBIX JIMIY
KOIIUH, BBITHCOK U3 KaJIpPOBEIX JOKYMECHTOB, CIIPABOK, HH)OPMAIIMH O CTaXKE,
JBrOTax, TapaHTHIX, KOMICHCAIIMSIX W MHBIX CBENECHMI 0 pabOTHHKAX

Briiada pabOTHHKY KaJpOBBIX JOKYMEHTOB O €T0 TPYIOBOM JeSITEILHOCTH
JloBenienrie 10 CBENCHHS IEPCOHANA OPraHM3allHOHHEBIX, PACIIOPSIATEIBHBIX
M KaJ[pOBEIX JOKYMEHTOB OpraHU3al#H

Benenue yuera pabouero BpeMeHH pabOTHHKOB

PermcTpamus, yder, onepaTHBHOE XpaHeHHE IOKYMEHTOB IO IEPCOHAIY,
MOJITOTOBKA K CAAYe UX B ApXHB

| HeobxomuMEle yMEHUS

Pa3pabaTbiBaTh IPOEKTHI KaJPOBBIX JOKYMEHTOB

OdopMmisTh KafipoBhle NOKYMEHTHI B COOTBETCTBHH C TpeGOBaHHAMH
TPYAOBOTO 3aKOHOZaTenbcTBA Poccuiickoii Pemepanvt W JIOKAIBHEIMA
HOPMATHBHBIMH aKTaMH OpraHu3aliu

Bectu yder m perucTpamuio KagpOBBIX AOKYMEHTOB B HH(OPMAIMOHHBIX
CHCTEMaX H Ha MaTePHATBHBIX HOCHTENIAX

OpraHu3oBEIBaTh XpaHEHHE KaJpOBBIX MOKYMEHTOB B COOTBETCTBHH C
TpeOOBaHHAMH TpPYIOBOTO, AapXMBHOTO 3aKOHOJATeNLCTBA Poccmifckoi

Qdenepanyy ¥ JIOKAIBHBIME HOPMAaTHBHBIMHI aKTaM¥ OpTaHH3aliK
AHanu3upoBaTh KaJpoBbIe JOKYMEHTHI U NEPEHOCHTh HHGOPMAIHIO B Ga3bl
JIAHHBIX W OTYETHI

Paborats cO cHeNUMaNTM3MPOBAHHBEIME HH(POPMAIMOHHBIMH CHCTEMaMd H
6azaMH TaHHBIX IO BEAEHMIO yUeTa i ABIKCHHIO IiepcoHana

PaspabartsiBaTh miIaH KOPPEKTHPOBOK YCTAHOBIEHHOIO MOpPAAKa OpOpMIICHUL
JOKYMEHTOB I10 IEPCOHANTY M Pealli30BHIBATH MPHHATHIE H3MEHEHUS

KoHTpomipoBaTh NpHCYTCTBHE pabOTHUKOB Ha paboueM MecTe

CobmogaTe HOpMBI STHKH AEJOBOT0 OOIEeHUs

HeobOxonuMble 3HaHAS

Topsinok odopMiteHns, BEACHHUS ¥ XpaHSHHA JOKYMEHTOB I10 IIEPCOHAITY

HOpSI].IOK yu€Ta OBHXKCHHUA KaJpOB H COCTaBJICHUA YCTaHOBHeHHOﬁ
OTYCTHOCTH

Iopsnox pacuera cTaxa, JbroT, KOMIEHcarud, odopmieHHS neHcHi
paboTHIKaM

CTpykTypa opraHu3alun

| TpyZnoBoe 3aKOHOAATENLCTBO ¥ MHEBIE AKTHI, COAEPXKAIIME HOPMEI TPYIOBOrO

Ipasa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA M HOPMATHBHBIE MPABOBEIE AaKTEHI
Poccuiickoit ®eneparyn, B 9acTH BEACHUSI JOKYMEHTAIVH O IEPCOHATY

3akoHOMaTenbcTBO Poccuiickoii Penepaniy 0 NEPCOHAIBHBIX JAHHBIX




TexHonoruy, MeToap! ¥ METONUKYU IPOBEICHAS aHATIW3a W CHCTEMaTH3aIMU
JOKYMEHTOB H HH(popManuu

JlokanbHBle HOPMAaTHBHBIE aKThl OpraHW3alldy, PErYIHPYIOUIHE MTOPAIOK
o(hopMIIEHHS JOKYMEHTOB 110 IEPCOHATY

OCHOBHI JOKYMEHTO000pOTA H TOKYMEHTAMOHHOTO 00ecedeHus

HopwMe! 3TKH [e10BOro oOmIeHHS

Bazosrie OCHOBBI UHPOPMATHKH, CTPYKTYpHOE IIOCTPOEHHE
HH(OPMAIMOHHBIX CHCTEM H 0COOEHHOCTH PabOThI C HUMH

Jpyrue xapakTepuCTHKH| -

3.1.3. TpynoBas ¢pysxnus

HamMmeHoraHue

IIpoucxoxaenue TpyAaoBoi
li1)g: 1910207

AIMUHUCTPHPOBAHKE IIPOIIECCOB H v
OKYMEHT0000pOTa IO VIETY M JBHKECHHIO POBCHB
FOTYM P yaeIy H I Kom | A/03.5 | (momyposens) 5
KaJIpOB, HPEICTaBICHHUIO JOKYMEHTOB 110 NN
IEPCOHATY B FOCYAAPCTBEHHBIE OPraHbI
Opurumanr X 3auMCTBOBaHO U3
OpHTHHAJIA
Kon PeructpanuoHHslii HoMep

OpUrMHaNa MPOGHECCHOHANHHOTO CTAHIAPTA

TpynoBsie neficTBHS

Opraruzanys JOKyMEeHTOO00POTa IO YUETY H ABMKEHHIO KaIpOB
Oprasmsamya  JOKyMEHTOOOOpOTa IO IPEACTaBICHHIO JOKYMEHTOB IO
IIEPCOHATY B rOCYAapCTBEHHBIE OPTaHb

ITocTaHoBKa Ha y4eT OpraHM3aIliy B rOCyJapCTBEHHBIX OpraHax

IMoaroroBka mo 3ampocy rocyAapcTBEHHBIX OpPraHOB, NpOdeCCHOHAIBHBIX
COIO30B M [PYFHX IpEeACTaBUTEIBHBIX OpPraHOB pabOTHUKOB OpPHIHWHAJIOB,
BBIITUCOK, KOIIMH IOKYMEHTOB

IloaroroBka yBemoMIeHHH, OTYETHOH M CTaTHCTHYeCKOM HHpOpMauup IO
HepPCOHATY

INoxroroBka wHGOpPMAIMH O 3aKIIOYEHHH TPYJOBOTO HIH TPaKIAHCKO-
IIpaBOBOTO JOTOBOpa Ha BHIIONHEHHE paboT (OKa3aHHE YCIyr) C
TPOXJAAHHHOM,  3aMEIlaBIIHM  JODKHOCTH  TOCYAApCTBEHHOM — WIH
MYHHLHNAIGHOH  CiIyk0BI, IepeueHb  KOTOPHIX  YCTaHABIMBAETCA
HOPMAaTHBHBIMH [TpaBOBEIMH akTaMu Poccuiickoit denepanyiu

Heo6xoauMele yMeHHS

OdopMnare ydeTHBIE TOKYMEHTHI, IpeAOCTaBiIsSeMble B TOCYAapCTBEHHBIE
OpraHbl, Npo(eCCHOHANBHBIE COIO3BI M IPYrHe NPEACTaBUTENBHEIE OpPTaHbI
pabOTHHKOB

OpraHu30BEIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHU C TpeGOBaHHAMHU
TPYJAOBOTO 3aKkoHozxarenscTBa Poccmiickoit Penmepanuy M JOKAIBHBIMHA
HOPMATHBHBIMH aKTaMH OpraHHu3allin

Pa6orate ¢ HHQOpPMauMOHHBIMU CUCTEMaMH W 0a3aMH JAHHBIX IIO BeJECHHIO
ydeTa U JIBIDKSHHIO IIepcoHalia

Pabotars ¢ mEpOpPMAIMOHHBIME cHCTEMaMH H 0a3aMH JaHHBIX IO BEICHHUIO
CTaTUCTHYECKOU M OTUETHOH HHPOpMalMH 1O HEPCOHATY

AHanH3MpOBaTh NPaBHJIA, IPOLENYPEl H HOPSINOK, PETYIHPYIONIHE IIpaBa U
O0S3aHHOCTH TIOCYJapCTBEHHBIX OpraHOB M OpraHH3allid II0 BOIpocaM
obMeHa JOKYMEHTalueH 110 epcoHany

BecTn nienoByro nepenucky

CobmonaTh HOPMBI STHKH JIEJIOBOT0 OOMIECHHS

HeobxomuMeie 3HaHUS

TexHonorMu, METOAR! U METOJUKH MPOBENCHHS aHAJIM3a U CHCTEMAaTH3AIlHU
JIOKYMEHTOB 1 UH(pOopManuu




OcHOBHI JOKyMEHT0060POTa ¥ JOKYMEHTALIHOHHOTO 00€CIIEUEHHS

CtpyxTypa opraHu3anun

HopmaruBHBIe TipaBoBEIe akThl Poccuniickoit Denepaiuu, peryupyomme
npaBa W OOSA3aHHOCTH TI'OCYJApCTBEHHBIX OPraHOB, IPOECCHOHAIBHBIX
COI030B M JpPYIHX IPEACTABHTENIFHBIX OpPraHOB pabOTHHKOB IO
IPEfOCTABIICHHUIO YIETHOM JOKYMEHTAIUH

TpynoBoe 3aKkOHOAATENBCTBO M MHBIE AKTHI, COAEPIKAIINE HOPMEI TPYIOBOIO
npasa

OCHOBBI apXWBHOTO 3aKOHOJATEIbLCTBA M HOPMATHBHBIE IIPABOBEIE AKTEI
Poccuiickoli Penepanuu, B 9acTH BeJICHHS JOKYMEHTAIHH IT0 TIEPCOHATY

3aKOHOI[aTeJ'H>CTBO Poccuiickoit CDeJIepamm 0 ICPCOHATIBHBIX JaHHBIX

JlokanpHEIE HOPMATHBHBIE AaKTHI OPraHH3AIWH, PETYIHPYIOUIME MHOPSIOK
BEJICHHS JOKYMEHTAIWH 10 YIeTY W ABIKEHHUIO IIepCoHaa

Hopwms! 31HKH Ae510BOTO 00mIeHus

basoBrie O0CHOBEI MHGOPMATHKH, MOCTPOCHHUS HH(POPMAIMOHHBIX CHCTEM H
ocobeHHOCTH paboTH C HUMH

Jpyrue xapakTepuCTHKH

3.2. O600mennas TpyaoBast YyHKIHA

JesTensHOCTE D0 obecneueHHIo Yposens
Hanmenosanue Kon{ B 6
TIEPCOHATIOM KBaTH(HKALMA
Hpoucxoxcnsnne 3auMCTBOBaHO U3
06006meHHoM TpynOBOIH Opuranan X
OpuruHaja
ling:isiit ,
» Kon Perucrpatmonueiit Homep
OpHIHHAJIa npodecCHOHAIBHOTO
CTaHAapTa

Bo3MoxHBIE HaUMEHOBaHU
JIOJDKHOCTEH, podecchii

Cnemuanuct no noxbopy nepcoHana
Crenpanuct no nepcoHamy
MeHnepxep 1o nepcoHary

TpeboBanus
00pa3oBaHUIO U
00ydeHuI0

Bricmiee o6pa3oBanue — 6akajiaBpuat

JlonomauTensHOE NpodecCHOHATEHOE 00pa3oBaHHE — IIPOrPaMMEBI
NOBBINICHNA KBaTH(UKAIUH; IPOrpaMMBI IPOQECCROHATEHON
MepenoroTOBKY B 0071aCTH OKCKa U 1To00pa nmepcoHasa

TpeboBanus K OIBITY
IPaKTHIECKOM PaboTHI

Ocobrle ycnoBus
JoIycKka K paboTe

Hpyrue

XapaKTEPUCTUKH

I[OHOJIHI/ITCJIBHBIC XapaKTCPUCTUKU

HanmeHoBanne 6a30B0i IPYIITEL, JOJDKHOCTH

Hanveropanue J0KyMenTa Koz (npodeccun) WM CHEIHATBHOCTH
OK3 2412 | CenuamcThl IO KajpaM U DpodopHeHTAINH
3423 CrenuamicTs! KaApoBBIX CIIY)XKO M YIPEKICHHH 3aHATOCTH
EKC - Cnenumamict o xazipam

- MeHemxep 10 IepcoHaTy




OKILITP

27755 | OKOHOMMCT 1O TPYAY

22956 | MucnekTop mo kaapam

3.2.1. Tpynosas ¢pyHKIHA

C6op undopmanum o mOTPeOHOCTAX YpoBeHs
Hanmenopanue OpTAHH3ALAH B IIEPCOHATIE Kox | B/01.6 (moxypoBens) 6
KBaNTUGAKAMH
IMpoucxoXxneHue TPYROBOH Opuruman X 3aHUMCTBOBAHO 13
,quHKI-IPII/I OpHMIHHAJIA
Kox PeructpanuoHHsiii Homep
OpHrHHAIA npodeccroHaIbHOro
cTaHnapra

Tpynossie neficTBus

AHanm3 nnaHoB, CTPaTeruy U CTPYKTYPHI OpraHu3al[iK

Anamm3 ocobeBHOCTeH opraHu3anuy paboTh ¥ MPOU3BOACTBA Ha KOHKPETHBIX
pabounx MecTax:

Anamuz PHIHKa Tpyda II0O OpraHusaiiin pa6OTI>I Ha aHaJIOrH9YHOM
IIPOHU3BOJACTBC B pa6oqnx MECTax

@®opmupoBanne TpeOOBaHMH K BaKaHTHOM MJOJDKHOCTH (mpodeccHw,
CIIEITUATIBHOCTH) H MIX KOPPEKIMS

AHanm3 peIHKa TPyZa M HEpPCOHANa OpraHW3aldy M0 NpoQUIHO BaKaHTHOM
JOJDKHOCTH (IpodeccHH, CIEMATBHOCTH)

HndopmupoBaHne W KOHCYJIBTHPOBAHUE PYKOBOTHUTENEH IOIpa3HeIcHUi W
OpraHu3aliy 0 BOIPOCAM PHIHKA TPYyJa B 9acTH 00ecnedeHus nepcoHaoM

HeobxonuMmeie ymMeHUS

Cobupars, aHAMM3HPOBaTH M  CTPYKTYpHPOBaTh HHpOpMamuio 06
0COOEHHOCTSIX OpraHM3aluH paboT Ha Pa3IMIHBIX YYaCTKaX IPOH3BOACTBA M
Ha KOHKPETHBIX paboumx MecTax ¢ y4eToM Ieliei, 3ajad, IUIAHOB M

CTPYKTYPbI OpraHH3aIii

Cobuparp, aHaIM3UPOBaTH W  CTPYKTypupoBaTh HHbpOpManuio 06
0COOGEHHOCTSAX H BO3MOXXHOCTSX KaIPOBOT0 NOTEHIIMAIA OpTaHH3ANHH

Cobuparb, aHaNM3UPOBaTH M  CTPYKTYpUpPOBaTh HHPOpMamuio 06
0coOEHHOCTAX PhIHKA TpyJa, BKIIOYAS NPEJUIOKEHUSI OT IPOBaiilepoB yCiyr
[0 IIOMCKY, IPUBJIEYECHHUIO, HOAO0PY U OTOOPY IepcoHaIa

@opmupoBaTh TpeOOBaHHMA K BakaHTHOH JODKHOCTH  (mpodeccuw,
CHEIHUATBHOCTH) U OIpEAENISITh KpUTEpHH noadopa nepcoHaa

BHOCHTE KOpPPEKTHPYIOLIIHE CBEAcHHsS B TpeOOBaHHMS X KaHAHAATaM Ha
BaKaHTHBIE JO/DKHOCTH (HIpodeccu, CieHalbHOCTH)

Ilone30BaTeCA ITOMCKOBBIMH CHCTEMaMH W MHGOPMAIMOHHBIME pPeECypcaMu
U1  MOHHTOPMHTa pbIHKa TpyZAa, TPaXJaHCKOTO H  TPYIOBOrO
3akoHomarenscTBa Poccuiickoit @epneparuun

KoncynmeTupoBaTh 1O BOIpOCaM pBhIHKA TpyZXa B dYacTH oOecrnedeHus
IEPCOHAIIOM

CobroaTs HOPMEBI 3THKH JEJIOBOTO OOIIECHUS

HeobxonuMyle 3HAHUS

TexHONOrNYM, METONBI ¥ METONUKM IPOBEACHUS aHAIN3a U CHCTEMATU3AIUH
JOKYMEHTOB M HH()OPMAIHI

CtpykTypa oOpraHdM3alMi ¥  BaKaHTHBIE JOJDKHOCTH (mpodeccuw,
COCIMAIGHOCTH)

Iopaaox onpeneneHus NEpCIEKTUBHOM K TEKYIIeH MOTPeOHOCTH B Kapax

Hcrounnxn obecriedeHns Opranu3aIiy Kaapamu

Opranmsanusa paboT Ha pa3NMYHBIX Y9acTKaxX IPOM3BOJACTBA, OpraHH3aIWH,
OTpaciiu
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Ob6mue TeHAEHINH Ha PHIHKE TPyJa W B OTOCIBHOM OTPAaciid, KOHKPETHOM
npodeccun (IOJDKHOCTH, CIIEIHAIBHOCTH)

OCHOBBI IICHXOJIOTHH ¥ COIMOJIOTHH TPYAa

OCHOBHI JKOHOMHKH, OpraHHu3alliy TpyAa B YIIPaBJICHUA

TpynoBoe 3akOHOIATENBCTBO W HHEIE AKTHI, COAEPIKAIE HOPMBI TPYOBOIO
npaBa

OCHOBBI apXHBHOI'O 3aKOHOJIATENHCTBA M HOPMATHBHBIC IIPABOBHIE AKTHI
Poccuiickoit Oezepanyn, B 9acTH BeICHAS JOKYMEHTALMH IO IIEPCOHATY

3akoHOOaTeNbCTBO Poccuiickoit enepany 0 MepCOHATBHBIX JAHHBIX

JloxansHEIE HOPMAaTHBHBIE AKTHI OpPraHU3alliH, pPEryJIMpPYIOIMIHE IIOPANOK

nobopa mepcoHana
HopMmel 5THKH 1€n10BOT0 OOIEeHMSA
Ba3oBrie OCHOBEBI uHGOpMaTHKH, CTPYKTYpHOE IOCTPOEHUE

HHQOPMAIMOHHBIX CHCTEM W OCOOEHHOCTH PabOTHl ¢ HUMHU

Jlpyrue xapakTepUCTHKH| -

3.2.2. TpynoBas ¢pyHKIHSA

ITouck, nmpuBnedenue, nogdop U 0TOOP " | YposeHn
HawmMeHOBaH¥ME mepcoHaa Kon | B/02.6 | (moxyposeHs) 6
KBaIHUKALHH

TIpoucxoxeHue TpyA0BOM

P Opmruran X 3apMCTBOBaHO U3 OpPHUTHHANA

Kon PervcrpanyorHsiif HoMep
OpHTHHAIIA npodeccHoHaILHOrO
CTaHpiapTa

TpynoBele neiicTBus ITorck BO BHYTPEHHUX M BHEIHHMX MCTOYHMKAX HH()OPMAIHH O KaHAUAATaX,
COOTBETCTBYIOIIECH TpeGOBaHMAM BakaHTHONH JOJDKHOCTH (mpodeccH,
CHENHATBEHOCTH)

PasmMemenne cBeeHmit O  BakaHTHOM  JODKHOCTH  (mpodeccuy,
CIENHAIBHOCTH) B CPEACTBAX MacCOBOM HHbOPMAIHH

Bri6op cnoco6oB M MeTONOB NPHUBIIEYEHHS NEPCOHANA B COOTBETCTBHH C
YTIBEPXKICHHBIMH [JIAHAMH

Ilposepka wmBGOpMamMH O KaHAWAATaX HA BaKaHTHEIE JOJDKHOCTH
(mpodeccun, cienuaTbHOCTH)

IIposeneHue cobecenmoBanmii M BCTped ¢ KaHAMAATAMH HA BaKaHTHEIC
JOJDKHOCTH (IpO(ECCHH, CIENHUAIBHOCTH) C 00ecnedecHreM 00paTHOl CBsI3U

Onenka COOTBETCTBUS KaHAWIATOB TPEeOOBAaHMAM BAKAHTHOW JOJDKHOCTH
(mpodeccuu, cnenHaIBLHOCTH)

ITomroroska mpeanoxeHuii mo ¢GopMupoBaHmIO OMOKETa HAa IOHCK,
IpUBIIcYeHHE, TON00p M 0TOOp mepcoHana

MudopMupoBaHre ¥ KOHCYJIBTHPOBAHWE PYKOBOAMTENEH HOApasicieHult u
OpraHHU3alliy 110 BOIIPOCaM IPUBJIEIEHNS IePCOHANA C OEHKOM 3aTpaT

Heob6xomumele ymenus | Onpenensarsh KpHTEPHH IOUCKa, IPUBICYEHHS, Noa6opa H 0T60pa nepcoHana

Cobuparth, aHATM3UPOBATH U CTPYKTYPHPOBATH HH(OPMAIIKIO O KAHIUIATAX U
IIPEAJIOXKEHNIX Ha PhIHKE TPYAa

Ionp30BaTECS NOMCKOBBIMH CHCTEMaMH M MH(OPMAIIMOHHBEIMHA PECYPCaMH B
obnacTu obecredeHns IepcoHaIoM

[IpUMEHATE TEXHONOTMH W METOAMKH IOWCKa, NpPHUBJIEYEHMsA, Moabopa M
0T60pa KaHIMIaTOB HA BaKaHTHBIE JOJDKHOCTH (IpOdECCHH, CEMATBHOCTH)
B COOTBETCTBHE C UX CIEIHMHUKON
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Hcnons3oBath cpenctBa  obecnedeHus IEepPCOHAJIOM, BKJIIOYast
COTIPOBOXXICHHUE

KOHC}’JIBTI/IpOBaTB I10 BOIIpOoCcaM IIPHBJICYCHUA NCPCOHAJIA

CocTaBnsaTh ¥ KOHTPOJMPOBATH CTaTBH pacxodoB Ha obecmedeHHe
MEPCOHAJIOM IS IUIaHNPOBAHUS OIOIKETOB

Cobmronath HOPMBI 3THKH JCJIOBOI'O oOmenus

Heo6xoaumele 3HaHUL

HcTounuku obecneueHys OpraHU3aIH KagpaMu

TexHomOrMH M METOAMKM IIOWMCKa, NpHUBJIEYEHHUHA, moabopa W oTOopa
nepcoHanta

Cucrembl, MeTomsl ¥ (OPMEI MaTEpHaNbHOTO M HEMATepPHAIbHOTO
CTHMYJIMPOBAHUS TPYAa IEPCOHANA

TexHonOrMN ¥ MeToBI GOPMHUPOBAHHUS U KOHTPOJIA OIOPKETOB

TexHonoruu, MeTronpl U METONUKHM IPOBEACHHS aHAIN3a, CHCTEMATH3AIMH
JIOKYMEHTOB ¥ HH(POpMAIHH

CrpykTypa oOpraHuMsallil ®  BaKaHTHBElE JODKHOCTH  (mpodeccuu,
CIEIAAIBHOCTH)

O6mme TeHOEHIMM Ha PBHIHKE TpyJa M B OTAENBHBIX OTPACiiX M BHIAX
IpodeCcCHOHATBHOMN NeITeIbHOCTH

OCHOBBI IICHXOJIOTHH H COLTHOJIOTHH Tpyaa

OCHOBEI 5KOHOMUKH, OPraHA3aIlNH TPY/a U YIPaBJIeHUsS IePCOHAIOM

TpymoBoe 3aKOHOZATENLCTBO M HHBIE aKTHI, COAEpXKaIie HOPMBI TPYAOBOTO
npaBa

OCHOBEl apXWBHOI'O 3aKOHOHATENIbCTBA M HOPMATHBHBIC IIPABOBEIE AKTEHI
Poccriickoii Penepanmy, B 9acT BeJIeHUs JOKYMEHTAIIHH IO MIEPCOHANY

OcHOBBI HAJIOrOBOIoO 3aKOHOAATeNbCTBa Poccuiickoi Penepanuu

3aKkoHOATENBLCTBO Poccuiickoit CI)enepamm 0 IEPCOHAJIEHBIX JaHHBIX

JlokanbHBIE aKTBI OpraHM3allMH, PEryIHPYIOIHE MOPANOK OOecTedeHHs
HEPCOHAIOM

HopMBb! 3THKY 1eI0BOTO 06HIeHHS

ba3oBbie OCHOBBI MHGOPMATHKH, MOCTPOSHHA HH(POPMAIMOHHBEIX CHCTEM H
0cO0EHHOCTH pabOTHI C HUMH

HApyrue
XapaKkTePUCTHKH

3.2.3. TpyaoBas pyRkuus

AZMUHUCTPUPOBaHHE IPOLECCOB H Vposens
HaymeHopaHue | JOKYMEHT0000pOTa 06ecTieueHuS Kon | B/03.6 (MOXYpOBEHB) 6
TIEPCOHAIOM KBANHHKALHH
IIpoucxoxnaeHue 3amMCTBOBAHO U3

TpyRoBO# QyHKIMHE

Opuruman X

OpUrHHaja

Kon Peructpanrornsiii Homep
OpHI¥HaNa TpodhecCHOHANIBHOTO CTaHIAPTA

TpynoBele geicTBUA

Ananmms IIponcccoB JIOKYMGHTOOGOPOT&, JIOKAJIBHBIX TOKYMCHTOB II0 BOIIpoCcaM
obecrnieueHH ICpCoOHAIOM

Benenue wmHpopMammm 0  BakaHTHBRIX  JODKHOCTAX  (mpodeccusx,
CHENHMANBHOCTIX) ¥ KaHIM1aTax

JIOKyMEHTaIHOHHOE ~ COLPOBOXKICHWE KAaHAWAATOB HAa JTalaX I[OHUCKa,
npuBiedYeHns, monbopa # orbopa IepcoHala HAa BaKaHTHBIE JOJDKHOCTH
(mpodeccun, crennanbHOCTH), HHGOPMHPOBaHHE KAHAWUAATOB O Pe3y/bTaTax

otbopa




12

IonaroroBka 3ampocoB 0 KaHIUAATaX B FOCYJapCTBEHHBIE OPTaHEL, B CIydYasx
NPEAYyCMOTPEHHBIX  JEHCTBYIOIMM  3aKOHOAATENECTBOM H  00pabotka
IIPEeOCTABICHHBIX CBECICHMMI

IlogroroBka m 00paboTka yBENOMIEHHH B TOCYJApCTBEHHBIE OPTaHBI,
npodeccHoHaNBHbIE COIO3bI H JPYTHE IPEACTaBUTEILHEIE OpraHbl paGOTHUKOB
II0 BOIIpOCaM IOHMCKa, IpHBIICYeHHs, H0A00pa ¥ 0TOOpa MepcoHaIa

COHpOBO)K,HeHI/IC AOTrOBOPOB IIO obecneueH 0 OpraHm3anvy IIE€PCOHAIIOM,
BKIIIOYas IPCABAPHUTCIILHBIC TPONEAYPHI 10 MX 3aKIFO9CHHIO

Heobxonumeie ymeHUS

Ob6ecnieunBaTts AOKYMEHTALMOHHOE CONPOBOXKACHHWE BHIXOJA KaHAMIATa Ha
paboTy U nepeMenIeHus mepcoHaa

OdopmiaTs TOKyMEHTHI IO BOIpocaM obecredeHHs KaJApOBBIMH PECypCaMH,
HeoOXOIWMMEBIE [UIf  INPEIOCTaBlIeHHA B IOCYJAPCTBEHHEIE  OpraHhl,
npo¢ecCHOHANIbHEIE COIO3BI H IPYTHE IPEICTABHTEIbHEIE OPTraHkl pabOTHUKOB

OpraHu30BBIBaTh XpaHEHWE NOKYMEHTOB B COOTBETCTBHH C TPeOOBaHMAMM
TPYIOBOTO, AapXWMBHOIO 3aKOHOJATeNbCTBa Poccmiickoii @enepaium u
JIOKAILHBIMHU aKTaM¥ OpraHU3alHH

AHaJII/IBI/IpOBaTB JAOKYMCHTHI i IIEPCHOCHTH I/IH(l)OpMaJ.II/IIO B I/IH(I)OpMalII/IOHHLIC
CHCTEMBI ¥ 0a35I JTAaHHBIX O KaHauaarax

Pa6orate ¢ HHMOPMANVOHHEIME CHCTEMaMH H 0a3aMy JaHHEIX IO BOIIPOCAM
obecriedeHHsl IEPCOHANIOM, BEACHUIO IIOMCKA M yd4eTa KaHIWAaTOB Ha
BakKaHTHBIE NOJDKHOCTH (IpodeccHy, CIeHaIbHOCTH)

IlpoussomuTe mpeABapHTENbHBIE 3aKymOYHBIE MPOLUEAYPHl U OPOPMIATH
COIYTCTBYIOIIYIO JOKYMEHTAIHMIO M0 3aKIIOYCHHIO JJOTOBOPOB

Opranu3oBpIBaTE M IPOBOAUTH KOHKYPCH, OQOPMIIATh M AHAJM3HPOBATH
KOHKYPCHYIO JIOKYMEHTALUIO

BecTn 1enoByro nepenucky

CobimonaTs HOPMBI 3THKH AEJIOBOTO OOIIEHHUS

HeobxonuMeple 3HanmAs

IMopsanox odopMiIcHUS, BENEHHAS M XPaHCHHS JOKYMEHTAIWH, CBI3aHHON ¢
MOHCKOM, IPHBJIE€YCHMEM, IIOX60pOM M OTOOpPOM IEepCOHANTa HAa BaKAHTHBIE
JTOJDKHOCTH

Iopsamok dopmupoBaHus, BefeHns GaHKa JaHHEIX O MEPCOHANIE OPraHM3alluH
H [IPeIOCTABICHNUS OTIETHOCTH

OCHOBBI JOKYMEHTOO0OPOTA M JOKYMEHTAIIMOHHOI0 00eCIIe CHH S

TexHonorum, MeTONbl X METOJUKH NIPOBENEHHSA aHANM3a H CHCTEMATH3ALUH
JIOKYMEHTOB i HHpOpMauy

IMopsox npoBeeHNUs] KOHKYPCOB H 0OpMIIEHHS KOHKYPCHOM JOKYMEHTAIIUH

Iopsamox mpoBefeHNs 3aKyNMOYHBIX TPOIEAYP U 0GOPMIIEHNS COMYTCTBYIOMEH
JOKYMEHTAIHU

Crpyktypa opramsangm H = BaKaHTHEIE JODKHOCTH  (TIpodeccuu,
CIEIUAIHLHOCTH)

TpynoBoe 3akOHOJZATENBECTBO M WHBIE aKTHI, COAEPIKANINEe HOPMBI TPYAOBOTO
npasa

OCHOBBI apXHBHOTO 3aKOHOJATENbCTBA W HOPMATHBHBIC IPABOBHIC AKTHI
Poccuiickoit ®eneparyy, B 9acTH BeIeHNS JOKYMEHTAIINH IO TIEPCOHATY

OcHOBEI HaJIOroBOTO 3aKOHOAATeNbCTBa Poccriickoit Denepanun

3akoHofaTenscTBO Poccuiickoii ®enepanun 0 NepCOHATBHBIX TAHHBIX

JlokaJbHbIE aKThI OpTraHU3alKH, PETYIHPYIONIVE MOPAAOK MoAb0pa IepcoHaIa

Ilopsok 3aKmoYeHns JOrOBOPOB (KOHTPAKTOB)

HopwMs! 5THKY nenoBoro obmenus

basoBbie 0CHOBBI HMH(OpPMATHKH, MOCTPOEHHS HHYOPMAIHOHHBIX CHCTEM H
0co0eHHOCTH pabOTHI C HUMH
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Hpyrue -

XapaKTCPUCTHKH

3.3. O600mennas TpyaoBas pyHKous

JesaTenbHOCTD 10 OIEHKE M aTTeCTaluu YpoBeHb
HauMenosasne Kog! C 6
IepcoHaIa KBaTH(HKAIHH
TIpoucxoxnenue
. ., 3aMMCTBOBAHO U3
00006meHHOH TpyJ0BOH Opururan X
OpHUrHHATA
GyHKEm
Kon PeructpanuoHHbIit HOMEp
opuruHana IpodecCHOHATEHOTO
CTaHzapTa
Bo3moxHbIE CrenuaiucT 1o OIeHKe U aTTECTaluy IepcoHaa
HauMEHOBaHUS CroernuamicT 1o nepcoHamy
JTOJDKHOCTEH, MeHemxep 1o nepcoHary
npodeccuit
TpeboBanus x Bricmiee o6pa3oBanue — bakanaBpuat
00pa3oBaHHIO U JononaurensHoe npodeccuonanbHoe 00pa3oBaHUE — IPOTrPaMMEI
00ydeHHIO MIOBHIIUCHNS KBATA(HKAIMH; IPOrPaMMEI podecCHOHATBHOM

nepennoaAroToBKH B obnactu IIPOBCACHUA OLICHKH IICPCOHAJIA

Tpe6GoBanus X OUBITY | -
paKTU4ecKoi paboThl

Oco6sie ycoBus -
JIormycka K pabore

Hpyrue -

XapaKTEpPUCTHKH

JIOTIOTHUTEIBHbIE XapaKTePUCTHKH

HanmenoBanue 6a30Boit rpynnsl, JOJDKHOCTH

HaumeHOBaHME HTOKyMeHTa Kon
; (mpodheccnu) MK CIEIHATIBHOCTH

OK3 2412 | CoenumanmcThl IO KaJapaM U Ipo¢opHeHTaIuH

3423 CrienuaJmcThl KaJAPOBEIX CIIYXKO M YIPSKICHUH 3aHATOCTH

EKC Memnemxep no nepcoHary

OKIIATP 27755 | DKOHOMUCT IO TPYAY

22956 | MHcmexTop 1o kajapam

3.3.1. TpynoBas ¢pyHkuus

Opranuzamnus 1 IpoBeJcHUE OLICHKH YpoBeHs
HaumeHOBaHHE nepcoHana Kox | C/01.6 | (momypoBeHs) 6
‘ KBaTA(pHKAMA
[IpoucxoxaeHye TpyROBOMH Opurmman X 3auMCTBOBaHO H3
byHKIH OpMI'MHAIA
Kon PeructpanuoHHsIi BoMep

OpHIrHHala NpPOoEeCCHOHANLHOTO CTaHAapTa

Tpynossie neHcTBUS AHanu3 CTpyKTypHl, IUIAHOB M BaKaHTHBIX JOJDKHOCTeH (mpodeccuii,

cermuanbHOCTEH) OpraHM3anyuy, ocoOeHHOCTeH opraHu3anmvu paGoTH Ha
Pa3IHYIHBIX YIaCTKaX IPOH3BO/ICTBA M KOHKPETHBIX Pabd0ouMX MecTax




Pa3pa60TKa II'iaHa OICHKYU mepcoHaja B COOTBCTCTBHHM C UCISIMH
OpraHusalmu

Onerka IMHAMHUKY TPOM3BOAUTENHHOCTH, HHTEHCHBHOCTH M 3)()eKTHBHOCTH
TpyAa Ha pabodnXx MecTax

Ompenenenne pecypcoB, BHIOOD CPeICTB W METOJOB IPOBEACHHS OIEHKH
HepcoHaNa

HpOBCHeHI/IC OIICHKH IICpCoHAajia B COOTBCTCTBUH C INTAHAMH OpraHu3anmu

ConpoBoXxieHHE JOTOBOPOB C OpraHH3alUAMH —  HCIOJHHTEILAMH
MEPONIPUATHHA 10 OIEHKE IIEePCOHAJIa, BKIIOYas IpeIBapUTEIIBHbIC
IPONEYPHI IO HX 3aKJIFOUSHUIO

KoncyneTupoBaHue nepcoHala IO BOMPOCaM OIEHKH, BKIIOYas OIEHKY
3aTpar

AHanu3 pe3ynbTaTOB OLCHKH MEPCOHANA, MHOATOTOBKA pPEKOMEH/Ialmi
PYKOBOZACTBY H IIEPCOHAIY

Ilogroroska nmpeasioxxeHuit mo GopMupoBaHuIO OFOKETA IO OPraHA3AUM 1
TPOBEICHUIO OIICHKH MepcoHalIa

Heobxoaumsie yMeHuUA

OrnpenenaTs napaMeTpsl M KPUTEPHH OLICHKH IIEPCOHANA

Onpe,uemn"b H IIPpAMEHATH CPpCACTBA H MCTOABI IIPOBCACHHA OICHKH
IIepcoHala

BeiensiTs (onpeeliaTh) rpyInsl NEpCOHaNa [T IIPOBEACHHS OLECHKH

Onpenenirts MHTEHCHBHOCTD TpPYHa W 30HBI MOBBHINIEHHA 3()(PEKTUBHOCTH
IepcoHaIa

Onpenenars MOTHBaMOHHbIE (HaKTOPHI IPOBEACHUS OLEHKH IIEPCOHANA

CocTaBnsTh B KOHTPONHPOBAThH CTATBH PACXOOOB HA OLEHKY IE€PCOHANA A
IUIaHHPOBAaHUS OIOKETOB

OOGecneunBaTh Opraiu3aluOHHOC CONPOBOXICHHUE OLICHKH IICPCOHATIA

O6ecnequBaTh  COXPaHHOCTE KOHGHMIEHUHANBHOW HHQOPMALMH  IIpH
NPOBENICHAH OLICHKH IIEPCOHAA,

OpraHu30BEIBATE XpaHEHHE JOKYMEHTOB B COOTBETCTBHH ¢ TpeGOBaHHAMH
TPYAOBOIO, AapXHWBHOTO 3aKOHOJarenbcTBa Poccuiickoit @enmepanuu u
JIOKaJIEHBIMY HOPMATUBHBIMY aKTaMH OpraHH3aIiH

Cobupate, aHaMU3UPOBaTH ¥  CTPYKTYPHPOBAaTh HHOOPMALHMIO O
NPENJIOKEHHUSX 1O OIIEHKe MEPCOHANIA Ha PEIHKE TPYia

ITpousBoauTe NpeaBapHUTENbHBIE 3aKyIIOYHBIE NPONEOYPH B O(GOPMILITH
COIIYTCTBYIOIIYIO TOKYMEHTAIMIO IT0 3aK/IFOYSHHIO JIOTOBOPOB

Onpep;enﬂrs yCIOBHS U 3aKIIOYCHHSA JOTOBOPOB Ha YCIYIH IIO
IIPOBCACHUIO OLICHKH IICpCcOoHalia

CucrematusupoBaTh, 0000maTh W aHAIM3HPOBATh PE3YNBTATHL OLECHKH
nepcoHaja

ObGecneunBaTh 0OpaTHYIO CBS3b MO PE3YJIbTATAM MPOBEJCHHOM OLICHKH C
IEPCOHATIOM H PYKOBOACTBOM

ITomp30BaThcs MOMCKOBBIMH CHCTCMaMH, I/IH(bopMaIII/IOHHHMI/I pecypcaMu U
6azamu JaHHBIX TI0 NPOBEACHUIO OLICHKH II€pCcoHaNa

Pa3pabaTeBaTh pPEKOMEHAAIMH 110 PAa3BUTHIO IIEPCOHANA HA OCHOBE
IPOBEACHHON OLIEHKH

CobmonaTs HOPMEI 3THKH JEJIOBOTO OOIMEHMS

Heo6xonumsle 3HaHUS

TexHOMOTMM B METOAB! ONIPEACIIEHUS npodeccHOHANFHBIX 3HAHUM, YMEHHI U
KOMITETEHITH

Texnomorun u MCTO/[bI OIIEHKY JINYHOCTHLIX KAYCCTB U XapaKTCPHCTHK

Cucrembl, MeTomsl H (GOPMBI MAaTepHATLHOTO ¥ HEMATEPHAIHHOTO
CTUMYJIIPOBAHUS TPYJia IIEPCOHANA

Texnonorun u MeToaB! GOPMHPOBAHUS U KOHTPOJIA OIOKETOB
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TexHoI0THH, METOBI © METOAMKHY IIPOBEICHUS aHAN3a M CHCTEMATHU3AIHI
JOKYMEHTOB 1 HH(pOpMAaIUH

OcHOBBEI 00mIEH M CONUAIBHON IICHXOJOTHH, COLMONOIMHM W IICHXOJIOTHH
Tpyna

OCHOBBI IPON3BOJCTBEHHOM JEATEIFHOCTH OPraHU3auy

ITopagox  mpoBeeHMS  3aKymO4HBIX  mpoueayp #  oQopMIEHHS
COIIyTCTBYIONIEH JTOKYMEHTAIu!

CTpykTypa oOpraHM3aliii ¥ BakaHTHBIE JOJDKHOCTH  (upodeccum,
CHENHATHHOCTH)

TpynoBoe 3ak0HOAATENBCTBO U HHBIE aKTHI, COAEPYKAITHEe HOPMBI TPYAOBOTO
mpaBa

OcHOBEHI apXWBHOI'0 3aKOHOMATC/IILCTBA H HOPMATHBHBIC IIPABOBBIC AKTHI
Poccuiickoit d)enepaulm, B JaCcTH B€OCHHUA JOKYMCHTAIUH IO IIEPCOHATY

3akonozarenscTBo Poccuiickoit @enepaliui 0 MePCOHATBHBIX JAHHBIX

JlokansHbBIE HOPMATHBHBIC aKThl OpraHM3alHH, PETYJIHPYIOIHUE HOPATOK
OLCHKMU IICpCoHaa

Ilopsanox 3axiroueHus J10roBOpoB (KOHTPAKTOB)

Hopwms! aTuxu genoBoro o0menust

Bazossie OCHOBHI uHpopMaTHKH, CTPYKTypHOE IIOCTPOEHHE
HH(QOPMALMOHHEIX CUCTEM M OCOOEHHOCTH PabOTHI C HUMH

Hpyrue xapakTepuCTUKHI

3.3.2. TpynoBas pyHKuus

Opranusanys u IpOBEICHHE aTTECTAI[HH Yposens
Hammerosanme | enconana Kon | C/02.6 | (momypoBens) 6
KkBanubuKayu

IIpoucxoXxaeHue TPy AOBOMH Opuruman X 3anMCTBOBaHO U3

$yHKIMR OpHI'MHaIa

Kox PerucTpalMoHHEIH HOMED
OpHMruHaiia npodeccHoHaNbHOTO
CTaHAapTa

TpynoBsie neiicTBUS

AHamu3 CTPYKTypHl, IJaHOB H BaKaHTHBIX JOJDKHOCTeH (mpodeccwii,
CIIENHANILHOCTEH) OpraHM3aluM, oco0eHHocTel opranu3anum paGoTHl Ha
PasIHYHBIX Y9acTKaX IPOM3BOJICTBA M KOHKPETHBIX Paboumx MecTax

PaspaboTka NpoeKTOB IOKYMEHTOB, ONpPENENAIONMX MOPAAOK ATTeCTAlUH
IIEPCOHANA, C OIIEHKOM 3aTpar

COIIpOBO)K,I[CHHC Ipornecca arTeCralfu 1 pa6OTI>I aTTECTAIlMOHHONA KOMHCCHH

Iloaroroska mpeanoxeruii o GopMupoBanuio GI0KETA HA OPraHU3alMIo U
IIPOBEACHHE aTTeCTallH NepCoHATA

IlonroroBka mNpemnoXXeHHH O COOTBETCTBHM pPaOOTHHKA JODKHOCTH
(mpodeccun, cienuamTbHOCTH) MO Pe3yIbTaTaM aTTECTAIlMd B COOTBETCTBHH C
3aK0oHOIaTebCTBOM Poccniickoit @eneparu

Heobxoaumele ymeHuHA

OnpenensaTs napaMeTpsl X KPUTEPUH aTTECTAlMH IEPCOHANA

OHpCZ[CJISITI: U IIPEMCHATE CPEACTBA H METOOBI aTTCCTAHH

Breinenars T'pyIIIBI HEpCOHATA U1 IIPOBCACHMA aTTCCTalluA

OGecmegnBarsh AOKYMCHTAIlMOHHOC CONPOBOXACHHUE aTTCCTALlNH IICPCOHATIA

CocTaB/aTe ¥ KOHTPOIMPOBATh CTaThH PACXOAOB HA aTTECTALHIO MEPCOHAIA
JUISL IUTAHAPOBAHUS OFODKETOB
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ITome3oBaTbess HMHPOPMALMOHHBEIMA pecypcaMH M 0asaMM JaHHBIX IIO
IPOBEICHUIO aTTECTAHI

Bectu yuer u perucTpanuio JOKyMEHTOB B HHGOpPMAIMOHHEIX CHCTEMaX M Ha
MaTepHaIbHBIX HOCHTEIIIX

Opranu3oBEIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPeOOBaHHAMH
TPYAOBOTO, AapXHBHOIO 3aKOHOZAaTelnbcTBa Poccuiickodt ®@enmepamwm u
JIOKAIbHBIMHE JOKYMEHTaMHU OPraHH3aIiH

ITpou3BomuTe IpenBapHUTENbHBIE 3aKyNOYHEIE NPOLEAYPH H 0GOPMIATH
COIYTCTBYIONTYIO JOKYMEHTAIIHIO IO 3aKFOYEHHUIO TOrOBOPOB

Co6roaTh HOPMBI STHKH JIE€JI0BOr0 OOIIEHMS

Heo0xonuMele 3HAHUI

HOpSII[OK B TCXHOJIOTHSL HpOBeI[eHI/DI.aTTeCTaLII/II/I

TexHomoruy ¥ METOIH ONpEENeHNs U OLEHKH NPO(PECCHOHATBHEIX 3HAHMM,
YMEHUH U KOMIICTCHITHIA

Cucrempl, Meromsl #  (OPMBI MaTepHAIBHOTO M  HEMATEPHAILHOIO
CTHMYJIIPOBaHUS TPYAa IIEpCOHaIa

TexHonorHY M1 MeTOIBI GOPMHUPOBAHUS M KOHTPOJIS GIOMKETOB

TexHONnOTMH, METONBI ¥ METOAWKHU IPOBECHUS aHANM3A H CHCTEMATH3aIMH
JOKYMEHTOB ¥ HHOOpMAaIK

OCHOBBI HpOHSBOZ[CTBCHHOfI JCATCIIBHOCTH Opranu3aniny

OCHOBHI . 0611."[6171 u COI.II/IaJ'II:HOi;I IICUXOJIOTHH, COIMHOJIOTHH W IICHUXOJIOTHH
Tpysia

Ilopsamox  mpoBemeHMs  3aKymoOYHBIX  Opouexyp ©u  oQopMIeHHS
COITYTCTBYIOIEH JOKYMEHTAIHI

CrpykTypa oOpraHd3allii W  BakaHTHBIE JOJDKHOCTH  (mpodeccum,
CHEeNUaNbHOCTH)

TpynoBoe 3aKOHOZATENILCTBO U WHbIE AKTHI, COJACPIKALIME HOPMEI TPYAOBOTO
npasa

OCHOBEI apXMBHOTO 3aKOHOJATeNbCTBA M HOPMATHBHBIE TPABOBHIE AKTHI
Poccuiickoii Pesiepanyu, B 4aCTH BEACHHUS JOKYMEHTAIUH 10 IIEPCOHAILY

3akononarenbcTBO Poccuiickoit Menepalyii 0 NepCOHATBHBIX JaHHBIX

JloxanbHBIE HOPMATHBHBIE AaKTHI OpraHW3alMH, PETYIUPYIONIME HOPIIOK
OLICHKHM IIEpCOHANa ' ‘

Iopsanox 3aKkmoueHHs IOTOBOPOB (KOHTPAKTOB)

HOpMBI STHKH JEJIOBOTO OOIIEHHS

BazoBsie OCHOBEI uHpOpMATHKH, CTPYKTYpHOE MIOCTPOEHHE
HMH(OPMAITHOHHBIX CHCTEM M 0COOEHHOCTH pabOTHI ¢ HUMM

Apyrue
XapaKTEPUCTHKA

3.3.3. TpynoBas pynxkumsa

AIMUHNCTPHPOBAHKE NPOLIECCOB U VpoBeHs
Hanmenoranue | TOKyMEHTO000pOTa [IPH IPOBEICHAH Kon | C/03.6 | (momyposeHs) 6
OICHKH H aTTCCTallMH IIepCoHaIa KBaTHQHKaIMH
IIponcxoxaeHue TpyAOBOH 3aUMCTBOBAHO U3

$ysxkumm

Opurmran X

OpHTHHAJA

Kon PerucrpalmoHHLIii HOMEp
OpHIHMHaNa NpodeCcCHOHATBHOTO CTaHAApTa

Tpynosrie neiicTBIA

AHani3 npoIeccoB JOKYMEHT0000pOTa, JIOKAIBHEIX JOKYMEHTOB II0 OICHKE H
aTTCCTallH NIepcoHaIa
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Oprasu3aiiOHHOE CONMPOBOX/IEHAE MEPONPHATHIA 110 OLIEHKE IIEPCOHANA H €70
aTTecTaluy

Odopmrerne npoliecca U pe3yIbTaToB aTTECTAIMN NEPCOHANIA

HudopmupoBanne nepcoHaia 0 pe3yibTaTax OUEHKH H aTTeCTallHy

IToxaroroska IIpeI[JIO)KCHI/Iﬁ IIO PasBUTHIO IEPCOHANIA IO pe3yJIbTaTaM OLICHKH

COHpOBO)KIlCHI/IC JOTOBOPOB no OKa3aHHUIO KOHCYJIBTAITHOHHBIX n
I/IHQ)OpMaI_[I/IOHHI:IX YCJIYT II0 OLICHKE M aTTEeCTAllMU NEPCOHAIA

Heobxonumsbie ymeHus

O6ecneunBaTh NOKYMEHTAIMOHHOE CONPOBOXKICHHE ONEHKH H AaTTECTAIHH
nepcoHaia

Odopmiare JOKyMEHTH IO BOHPOCAM OLEHKH M AaTTECTAMH IEpCOHAIa,
IPEAOCTaBIIIEMBIE B IOCYJapCTBEHHBIE Oprafbl, IPOGeCCHOHANBHBIE COIO3BI 1
JpYyTHe NPEACTAaBUTENHHBIE OpraHbl paOOTHHKOB

AHanM3UpoOBaTh IpPaBUiia, HPOUEAYPHl W MOPAAKH IPOBENCHHS OIEHKH H
aTTeCTalUy HepCOHANA

Bectu yuer m perucTpanuio XOKyMeHTOB B HHGOPMAIIHOHHBIX CHCTEMaX U Ha
MAaTEepPHABHEIX HOCHTEIIIX

Opranu3oBeBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBMH C TpeGOBaHHSIMHE
TPYIOBOTO 3aKOHOJATeNbCTBa Poccuiickoit denepaiyu U TOKAILHEIME aKTaMA
Oprasmu3ainu

Bectn nenosyio nepenucky

PaGorate ¢ mEGOPMANMOHHBIME CHCTeMaMu ¥ 0a3aMM JAHHBIX 110 BOIPOCAM
OPOBEICHHA OUECHKH M aTTECTALH IIEPCOHANA, BEICHHIO YUeTa KaHIu/IaToB Ha
BaKaHTHEIE IOJDKHOCTH (OpO(ECCHH, CIIEIHATBHOCTH)

AHamm3upoBaTh JOKYMCHTEI nepeHochL uHEdopManuio B UHPOPMAIIMOHHEIE
CHCTEMEBI H 0a3bl JaHHBIX

CobmosaTs HOPMEI STHKH JEIOBOr0 0OMEHMS

HeobGxomumele 3HaHUSA

IMopsamox odopmieHus, BeOEHUS M XpaHEHHS NOKYMEHTAIWH, CBI3aHHOH C
HPOBEJCHUEM OLICHKH U aTTECTAllNH IEPCOHANA

ITopsanox ¢popMupoBaHMs, BeACHUA OaHKa JAHHBIX O MEPCOHANE OPraHM3AIHH
1 IIPEROCTABICHUS OTIYETHOCTH

IMopsmok npoBeneHNs 3aKyIIOYHBIX MPOLEAYP X OPOPMIICHHUS COIMYTCTBYIOIIEH
JOKyMEHTaIli{

Hopsanox odopMieHHs] NOKYMEHTOB, NPEAOCTABISEMBIX B TOCYIAPCTBEHHEIE
Oprabl, NpodeccHOHANBHEIE COIO3BI W OPYTHE MPEACTABATEIBHBIE OPTaHBI
pabOTHHKOB

OCHOBEI I[OK}’MGHTOO6OPOTa B JOKYMCHTAITHOHHOI'O obecreueHns

CTpykrypa oOpraHmsallid ¥  BakaHTHbIE JOJDKHOCTH  (mpodeccu,
CIEIMATHHOCTH)

TpynoBoe 3akoHONATENBCTBO M MHBIE aKTEHI, COAEP)KALIAE HOPMBI TPYHIOBOIO
mpaBa

OCHOBBI apXMBHOTO 3aKOHOZATENILCTBA M HOPMATHUBHEIE IIPABOBEIE AKTHI
Poccuiickoii @enepanny, B 4acTH BeJICHUs JOKYMEHTAIHH IO IEPCOHAITY

3akoHOmaTesbeTBO Poccuiickoit Meneparyu o HepcOHAIBHBIX JAHHBIX

Texuonoruu, METONbl U METOOWKH TPOBENEHUS aHANM3a U CHCTEMATH3AIMM
IOKYMEHTOB ¥ HHbOpMAINH

JlokanpHble HOPMATHUBHBIE aKTHl OpPTraHU3alliM, pETYIHPYIOMHE MOPAIOK
OLICHKH W aTTeCTallUH NepCOHATIa

TTopsmok 3aKiO9eHNs TOTOBOPOB (KOHTPAKTOB)

HopMEI sTHKE nenoBoro obmenus

Ba3oBrie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE MOCTPOEHHE HHPOPMAIIMOHHBIX
CHCTEM M OCOOEHHOCTH PabOTHI ¢ HUMHM
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Apyrue
XapaKTepHCTHKH

3.4. O600mennan TpyaoBasa GyHKIHA

VposeHp
HamMenosamue I[eﬂTCJILHOCTL I10 Pa3sBUTHIO [ICPCOHATIA Koxn D P 6
KBAIH(HKAIUA

ITpoucxoxaeane
0000meHHO TPYAOBOMH Opumrunan X 3amMcTBOBaHO 13

OpHrMHaNa
¢$yHKINHA

Kon Perucrpanuonssiit Homep
OpHI'MHANA npodecCHOHAIBHOTO
CTaHgapTa

BozmoxHbIE CroenmamicT 1o pa3BHTHIO H 00Y4IEHHIO IEpCOHANA
HanMMCHOBaHHUA CIICI.II/IaJII/ICT I10 Pa3BATHUIO KapbEPHI IICPCOHAIA
JIOJDKHOCTEH, Coenuanuct 1o nepcoHamy
npodeccuii Mesnemxep o nepcoHary

TpeboBanus k
00pa3oBaHHIO U
00y4EeHHIO

Bricmee o6pazoBanue
JononauTensHOE NpodecCHOHATTBHOE 00pa30BaHKe — IIPOTPaAMME]
MIOBBIMIECHHAS KBaMu(pUKaum; nporpaMMsl IpoGeCCHOHATBHOM
MIEPENIOArOTOBKH B 007IaCTH OPraHU3aI[HOHHOTO U MPO(ECCHOHATBLHOTO
pa3sBUTHA IEepCOHAIA

TpeboBaHUA K OIBITY
NpaKTHUIecKoit paboThI

Ocobrle ycnoBus
JIONycKa K pabore

Apyrue
XapaKTEPHCTUKH

JIOnOJIHUTENbHBIE XapaKTEPUCTHKH

HanmenoBanme 6a30Boii Ipynnbl, AODKHOCTH
HammeHnoBaHHE JOKYMEHTa Kon
(mpodeccun) WK CIENAANBHOCTH

OK3 2412 | CoenmanucTsl IO KajipaM ¥ IpodopHeHTalul

3423 CrenuaymcTsl KaApOBHIX CIIYXKO W YUPEXKJIEHHH 3aHATOCTH
EKC - Menemxkep 110 nepcoHATY
OKIIATP 27755 | OKOHOMHNCT 1O TPYRY

22956 | MiacnexTop no Kagpam

3.4.1. Tpynosan ¢pyHKkuus

HammeHoOBaHNe

Oprasu3ainus 1 NpoBeJICHHE MEPOIPHSTHIA
10 Pa3BUTHUIO H IOCTPOECHHIO
npodecCHOHAIBHON Kaphephl IepcoHana

Kon

IMpoucxoxaeHUe TPYAOBOI
yHKim

D/01.6

VpoBeHb
(nonypoBeHs) 6
KBanHpUKaIyu

Opmrusan X

3anMCTBOBAHO W3 OpUrHHANA

Kon

OpHIrMHaJIa

Peructpaunossstii Homep
npodecCHOHANBHOTO
CTaHAapTa

| Tpynosbie neficTeus

| AHAnU3 CTPYKTYpBI, IIAHOB ¥ BAKAHCHI OpPraHW3alliy
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Anam3 ocoOeHHOCTeH paboOThl Ha pPa3sMMYHBIX YJacTKaxX MPOU3BOICTBA H
KOHKPETHBIX pabodmx MecTax

IToaroToBka NHpPOEKTOB MOKYMEHTOB, OIPENENSIOMIAX IOPSNOK pPa3BUTHSL
IEpPCOHAIA H MMOCTPOEHHA NPOdeCCHOHATBHOMN Kapbephl ¢ OIIEHKO# 3aTpat

Pa3zpaboTka m1anoB npodeccHoHaNbHOM Kapsepbl pabOTHUKOB

®opMupoBaHHe KaJpOBOro pe3epaa

Opranmszanuss  MepONpHATHIH IO  pa3sBUTHIO H  IIOCTPOCHHIO
npodeccHOHaIbHOM Kapbephl IEPCOHANA

IToaroroBka npemnoxenuit mo GopMupoBaHUIo OrOKETa Ha OPraHHU3aLHUIoO U
IPOBEJICHHE MEPONIPHUATHIL [T0 Pa3BUTHIO B IOCTPOSHHUIO NPOGeCCHOHATBHOMN
Kapbepsl IepcoHaIa

Anamms 3¢ QexTHBHOCTH MEPONIPHATHIL [0 Pa3BUTHIO IEPCOHANIA, IOATOTOBKA
IIPEIJIOKEHNH IO Pa3BUTHIO

Heo6xomumeie yMeHUSA

AHanmu3upoBaTh ypPOBEHb OOmIEro pa3BHTHA M IpodecCHOHATBHOM
KBaTH(UKaHH IepcoHaia

Ompenienarts KpaTKOCPOYHBIE M JOJTOCPOYHBIE IOTPeOHOCTH Pa3sBHUTHS
IIEPCOHAJIA ¥ IIOCTPOEHHMS €ro IpodecCHOHATBLHON Kaphephl

Onpegensars kputepnd GOPMHPOBAHHS KaJPOBOrO pe3epBa OpraHu3aIiu

CocraBiarh HHIWBUAYAIBHLIC IUIAHBI KADBEPHOTO Pa3BUTHA IICPCOHAIA

IIpuMEHATh TEXHOJNOTMH K METOBI Pa3BUTHS IIEPCOHANA W IIOCTPOCHUS
npodeCCHOHATEHOM Kapbephbl

CocraBnare Dpemsio)keHMS H KOHTPOJIMPOBAThH CTaTbd pacXoIOB Ha
NpOrpaMMbl B MEPONPHUATHS IO Pa3sBHTHIO IIEPCOHANA M ITOCTPOCHHUIO
IpoeCCHOHAIBHOMN Kapbepsl JJIsl IVTAHUPOBAHUS OIOHKETOB

Ompenenats 3¢@eKTHBHOCTE MEPONPHATHH 1O pPasBUTHIO IepcoHala M
IOCTPOSHHIO IPO(eCCHOHATBHOMN Kaphephl

Pa6orats ¢ HHOOPMaNMOHHEIME CHCTEMaMH U 6a3aMy JaHHBIX O IEPCOHATY

Co6mogaTh HOPMBI 3THKH IEI0OBOT0 OOMIEHUS

HeobxoauMEIe 3HAHAS

Cucrema, crrocobbl, METOBI, HHCTPYMEHTHI IIOCTPOEHHS NPoeCCHOHATBLHOM
Kapbepsl

Mertonpl omnpeneneHds H ONEHKH JIMYHOCTHEIX H npoq)eccnonanmmx
KOMIIETeHIII M

Cucremer, Meromsl ¥ (QopMBI MaTepHaNBHOTO ¥ HEMaTepHANBLHOIO
CTHMYJIMPOBAHMS TPYa IEPCOHAIA

Texsonoruu, MeToas! GOPMHPOBaHHS M KOHTPOJIA OFOKETOB

TexHoMOrMY, METOABI ¥ METOAMKYA NPOBEACHUS aHAIN3A M CHCTEMATH3AIUH
ITOKYMEHTOB M HHGOpMAIHK

OcHOBHI IpodeccHOHANBHON OpPHEHTAITHH

OcHOBBI TOKYyMEHTOO00POTA H TOKYMEHTAalHOHHOTO 00ecTieueHU

OCHOBBI IPOU3BOICTBEHHOMN JEATEIHHOCTH OpraHn3allii

OcHOBBI 00Iiell ¥ CONUATBHOM ICHXOJIOTHH, COIMOJIOTMH M IICHXOJIOTHH
Tpyna

CrpykTypa opraHu3aiuM ¥  BaKaHTHBIE JOJDKHOCTH  (mpodeccum,
CHECLAATTBHOCTH)

TpynoBoe 3ak0OHOAATENHCTBO M HHBIE AKTHI, COACPXKAIIHE HOPMBI TPYAOBOTO
npaBa

3axonomareascTBO Poccuiickol @enepanny 0 NepcOHANBHBIX TaHHBIX

JlokanmbHBIE HOPMATHBHBIE aKThl OPraHU3AIHH, PETYJIHPYIONIHE MOPSIOK
PasBUTHS ¥ IOCTPOCHUS MPOGhEeCCHOHAIBLHOM Kaphephl EpCoHalIa

Iopsanok 3axmogenns JOroBopoB (KOHTPAKTOB)

HopME1 5THKH Ae10BOro 00meHus
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bazoBrie OCHOBEI HHGOPMATHKH, CTPYKTYpHOE MOCTPOCHUE
HHPOPMAIIMOHHBIX CUCTEM M 0COOEHHOCTH paboThl ¢ HUMH

Jpyrue xapakTepuCTHKHA

3.4.2. Tpynosas pyHKIHS
Oprann3aius 00ydeHus nmepcoHana YpoBeHb (IOTYPORCHE)
Hanvenosanue | —P Kon | D/02.6 KBATHGUKAIIR 6
[poncxoxenve TpyRoBoA Opurunan X 3anMMCTBOBAHO W3 OpHUIrHHANA
GyHKIIIH
Kon PeructpanuoHHbIi HoMep
OpHUTHHAJa npodecCHOHANBEHOTO
cTaHaapTa

TpynoBsie neicTBHA

Ananu3 peiHKa 00pa3oBaTENBHBIX YCIAYT M NOTPeOHOCTEN OpraHu3alvi B
00VYEeHNH NEpCOHAIA

Pa3paboTka mIaHOB, METOIUYECKHX MAaTEpHANIOB, YYEOHBIX IUTAaHOB H
OporpaMM, IPOEKTOB JIOKAIBHBIX AaKTOB 10 OOY4E€HHIO M Pa3BUTHIO
NepcoHalIa, BKIIIOYas OLECHKY 3aTpar

Oprazu3zanyst MEpOIIPUATHHA 110 00YJSHHIO IIepCOHANIA

ITogroroBka npeanoxeHuii no ¢GopMUpOBaHMIO OIOIKETa HA OPraHHU3aIMIO
o0yJeHHs nepconaia

Anam3 3¢ peKTHBHOCTH MEpONPUATHIH 0 00YIEHHIO TepCOHANa

HeobxomuMele yMeHUS

AHamM3upoBaTh U OMpeNeNIATh NOTPeOHOCTH B 00yYEeHHH IPYIII IEPCOHAIa B
COOTBETCTBHH C IEJIIMH OpraHH3aldN

PazpabateiBaTe IUTaHBI MOJArOTOBKH, IIE€PEHNOATOTOBKM U  IOBBIIICHHS
KBaTM(pUKaIK KaapoB, YieOHbIe IUIaHbl H IPOrpaMMBI

AHanmu3upoBaTh PHIHOK 0Opa30BaTENbHBIX YCIYT W T'OTOBHTH HPEAJIOKEHUS
110 ITOCTABIIMKAM YCJIyT

Oprann3oBEIBaTE 00ygaroUIe MEPOLPAATHS

CocTaByaTe | KOHTPOJIMPOBATH CTaTbH PacXod0B Ha o6yqune nepconana
AV ITaHUPOBAaHUA OI0/DKETOB

Pa3pabaThIBath H KOMILIEKTOBATH YI€OHO-METONMIECKHE JOKYMEHTHI

ITpousBoguTh o1eHKY 3¢ HEeKTHBHOCTH 00yUeHNS IEPCOHANA

IIpon3BomuTh IpeABapHTENbHBIE 3aKyNOYHBIE MPOHEAYPH U OQOopMIIeHHE
COIYTCTBYIONIEH TOKYMEHTAIIMH [0 3aKJIIOYEHHUIO JOTOBOPOB

PaboTaTh ¢ MHPOpMAIMOHHEIMH CHCTEMAaMH U 0a3aMy JaHHBIX I10 IIEPCOHAITY

PaspabarriBate u 0QOpMITH NOKYMEHTH IO IIpOLEcCaM OpraHH3alud
o0ydeHus epcoHANa U X Pe3YIIbTaTaM

Cobmonarh HOPMBI ATHKH JEJI0BOTO OOIIEHHS

Heo06xoanMele 3HaHug

MerTobl, ”HCTPYMEHTHI HCCIIEI0BAHNS MTOTPEOHOCTH B OOYUESHHH IepcoHala

Mertonoinorus o6ydeHus

Texnonorum, MeTOBI U METOAMKH NMPOBENCHHUS aHAIM3a M CHCTEMATH3aI[HH
JOKYMEHTOB M HH(bOpManun

Iopsimox pa3paboTKH ITAHOB MOATOTOBKH, NEPEHNOATOTOBKH M MOBBIIIEHHSA
KBaTM(PUKAOUM KaapOB, YI€OHBIX IUIAHOB H POrpaMM

Cucrembl, Merompl W GOpPMBI MaTEPHATBHOTO H  HEMAaTEPHAIBHOTO
CTHMYJIMPOBAHUS TPYJa IepCoHaa

Texnosnoruu u MeToibl GOPMUPOBAHHSA M KOHTPOJII OIOIKETOB

Ilopsimox BemeHHMA y49eTa W OTYCTHOCTH IO NOATOTOBKE H IOBBIICHHIO
KBaiA(HKaUH IepcoHaIa

OCHOBBI IOKYMEHTO060pOTA H JOKYMEHTAIIMOHHOTO 06eCIedeHHs
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OCHOBEI TEXHOJIOTHH IIPOXA3BOACTBA H OCATCIBHOCTH OpraHu3alnyuy

OcHOBHI 0O0IIE#l M COIUANBHON IICHXOJIOTHH, COLIMOJIOTHH M TNICHXOJIOTHH
Tpyna

Ilopsgox  mpoBemeHHS  3aKyNHOYHBIX  OpPOIEXYp ¥ O(QOpPMIEHHA
COITYTCTBYIOIIEH TOKYMEHTAIHH

CTpykTypa opranusaniu

TpynoBoe 3aKOHOAATENHECTBO M MHEBIE aKTHI, COAEPKAIINE HOPMEI TPYZIOBOTO
mpaBa

OCHOBBI apXWBHOTO 3aKOHOJATENbCTBA M HOPMATHBHBIE IMPABOBBIE AKTHI
Poccwmiickoi denepanuy, B 9aCTH BEIeHHUS JJOKYMEHTALHH [0 TIEPCOHATY

OcHOBEI HaOTOBOTO 3aKOHOAATENbCTBA Poccuiickoi ®enepanuu

OcHoBHI 3aK0HOAATENbCTBA 00 006pazoannu Poccuiickoit ®eneparym

3akoHonaTeNbcTBO Poccuiickoit @enepaliu 0 nepCOHANBHBIX JaHHEIX

JloxansHbIe HOPMAaTUBHBLIC aKThl OpraHu3alldd, PEryJIHupyroniue 06yquHe
II€pconana

Iopsnox 3aKIr0ueHns JoroBOPOB (KOHTPAKTOB)

HopMEI 3THKH 1€T0BOr0 O0IIeH S

BazoBsie OCHOBBI uHpOpMATHKH, CTPYKTYPHOE NIOCTPOEHHE
HH(OPMAIMOHHBIX CHCTEM M OCOGEHHOCTH PabOTHI ¢ HUMU

Jpyrue xapakTepuCTHKH

3.4.3. TpynoBas pynKnus

Opranusanys afanTanuy 1 CTAXHPOBKH YpoBeHp
Haunvenosanne TepcoHaa Kon | D/03.6 | (momypoBens) 6
KBTAHKAIH

Tpoucxoxaerue Tpy 10BOH Opurunan X 3aMMCTBOBAHO U3 OPHIUHANA

GyHKIEH

Koxn PeructpanmonHEeiii HoMep
OpHTHHala npoecCHOHANBHOTO
CTaHHapTa

TpynoBsie neficTBHS

Anamms YCIICIOIHBIX KOPIIOPATUBHEIX IPAKTHK I10 OpraHH3aluy ananTamnuy 1
CTAKHPOBKC IICpCoHAIA

Pa3pa60TI<a IUJaHOB aanTaliii, CTAXXUPOBKH NIEPCOHANIA C OLIEHKOM 3arpar

Oprannzaiisg MEpONPHATHI 10 aflaNTaIllH, CTAKHPOBKE NEPCOHANA

Ilogroroska HpeI[JIO)KCHI/Iﬁ II0 COBEPIMICHCTBOBAHHIO CHCTCMBI ajanTanuy,
CTAXHPOBKH IICpCOHATIA

Iloxroroska npeanoxenn#t mo ¢opMupoBaHMIO OIODKETa HA OPraHH3AIMIO
aJlalTalvy M CTAXXUPOBKH IIEPCOHAIA

Anamv3 5(QGEKTHBHOCTH MEpOIPHATHI 10 aJanTaliid H CTAXKHPOBKE
HepcoHaa

Heobxonumeie yMeHUS

OmpeienaTs rpyninbl NepcoHaNa IS CTAKAPOBKH M aAaNTaluH

Onpenenars pabouyme MecTa IS HPOBENEHHS CTAXHMPOBKH H AaNalTalUH
NepcoHaia

CornacoBsIBaTh MCPOIIPHUATHA aJallTalldd U CTROKHPOBKH C BO3MOXXHOCTIMH
HIPOU3BOACTBA

[IpowsBoauTe aHANW3 M OLEHKY DPEe3YNbTATOB aalTallii H CTAXKHPOBOK
HepcoHala

CocraBnarb IPpCIUIOKCHHA W KOHTPOJHPOBAaTh CTaTbH pacxoloB Ha
IIporpaMMbl B MEPONPUATHA IO aJalTaluHd H CTAXHUPOBKE IICpCOHANAa A

IJTAaHUPOBAHHUS OIOIKETOB
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ITpom3poauTh OUEHKY O(P(PEKTUBHOCTH MEPOIPHUATHH IO aJanTalud H
CTOXUPOBKE IEpCOHANA

BHuenpsaTs cHCTEMBI BOBIICUEHHS PaOOTHAKOB B KOPHIOPATUBHYIO KYJIBTYPY
HMcnonp3oBaTh HHPOPMAIMOHHEIE CHCTEMBI ¥ 6a3bl TAaHHBIX IO IIEPCOHATY
CobmonaTs HOPMBI STHKHU JEJIOBOT0 OOIMEHUA

Heobxonumele 3Hauust | MeToap! agantanyy ¥ CTaKUPOBOK

TexHONOrNM, METOIBI U METOIMKH IPOBENCHUS aHAN3a H CHCTEMATH3ALHH
JOKYMEHTOB U HHGbOpMAaIiu

Iopsinok pa3paboTku NNaHOB amanTalWH MEPCOHaa Ha HOBEIX paboumx
MECTaX, IOATOTOBKM, IIEPENOATOTOBKM ¢ IOBHINICHUS KBaMH(UKAIAM
HepCOHAJIa M OpraHU3allH CTAKUPOBOK

ITopsmok cocTaBIeHNUs CMET 3aTpaT Ha aJallTAllHIO U CTAXKHUPOBKY ITEPCOHANIA
Ilopamok BemeHms ydeTa M OTYETHOCTH [0 aJaNTAlWH H CTaXXHPOBKE
nepcoHaja ,

Cuctembr, Meroasl H  GOpMBI MaTepHATFHOTO M HEMAaTepPHAILHOIO
CTHMYIMPOBaHMS TPYJa NEPCOHATA

TexrONOTMY B METOABI HOPMHUPOBAHUS ¥ KOHTPOJIA OIOKETOB

OcCHOBBHI TEXHOJIOTHH IPOU3BOJICTBA H JEATSIILHOCTH OpraHH3aIliK

OcHoBEI 00mEl H CONHANBbHOM IICHXOJIOTHM, COIMOJIOTHH M MCHXOJIOTHH

Tpyaa

Crpykrypa oOpraHmsallid W BaKaHTHBEIE JOJDKHOCTH  (mpodeccun,
CIENMATBEHOCTH)

Tpynosoe 3ak0HOIATENBCTBO U MHBIE aKTEHI, COAEPKAINNE HOPMBI TPYHOBOTO
npaBa

OCHOBEI HAJIOTOBOTO 3aKOHOJATeNILCTBa Poccuiickoit Deneparuu
3akoHozatenbcTBO Poccuiickoi Pepepalyi 0 HEPCOHANBHBIX TaHHBIX
JlokanpHEIC HOPMATHBHEIE aKTHl OPTaHW3AIAM, PETYIUPYIONINE aJalTaIiio 1
CTOXHPOBKY MEPCOHAIA .
OcHOBBI TOKYMEHT0000POTa ¥ ZOKYMEHTAIIHOHHOTO 00ECIIeYeHU S

Iopsinok 3aKiro9eHust JOTOBOPOB (KOHTPAKTOB)

HopME1 3THKH N1€710BOr0 OOIIEeHHS

bazoBrle OCHOBBI rHPOPMATHKH, CTPYKTYPHOE HOCTPOCHHE
HH(OPMAITMOHHBIX CHCTEM B 0COOEHHOCTH PabGOTHI C HUMH

Jpyrue xapakTepUCTHKH| -

3.4.4. TpynoBas ¢pyHKUHA

AMHUHHCTPUPOBaHKE IPOIIECCOB H v
OBEHb
OKYMEHT0060POTa [0 PA3BHTHIO H P

Hamvenopamme | 20 P " P Kox | D/04.6 | (momypoeeHs) 6

podecCHOHATBFHOM Kaphepe, 00ydeHHuIo, e

aJalTallik H CTAXHPOBKE IIEPCOHAIA

BOM
Tporcxosiertte Tpyno Opurmnan X 3amMCTBOBAHO U3 OPUTHHANIA
byakouu
Kon Perucrpanmonssrit Homep

OpHUIrHHaNa I'l'pO(l)CCCI/IOHaJII:HOl" 0 CTaHOapTa

TpynoBbie AcHCTBAA | AHaNM3 IPOILECCOB, IPaBMI U IOPAAKOB OpraHU3alluM IIPH IIPOBEICHUH
MEPONPHATHI 5O Pa3BUTHIO H IpPodecCHOHANIBHOM Kaphepe, OOyUYeHHIO,
aJlalTaliy ¥ CTAXKUPOBKE IIEPCOHANA

JIOKyMEeHTaIMoOHHOE 0GOpPMIIEHUE PE3YIHTATOB MEPOIPHATHH II0 Pa3BHTHIO U
Ipo¢eCCHOHANLHOI Kapbepe, 00YIEHMIO, aJanTaIluy ¥ CTKUPOBKE IIEPCOHANA




IloaroToBka WHIMBHIYaNbHBIX INPESIIOKECHHHA HAa OCHOBE pE3YJIbTaTOB
IPOBENCHHS MEPONPHMATHA 1O pasBUTHIO M HPOYECCHOHATBHON Kapbepe,
00YYEHHIO, aflaNTalluy U CTaXHUPOBKE MEPCOHANA

HonroroBka mnpeanoxeHWii MO COBEPIICHCTBOBAHHIO CHCTEM OOYUEHHS,
ajanTaliyd ¥ CT&XHPOBKH, PAa3sBHTHS H IOCTPOEHHSA IPOdeCCHOHAIBHOM
Kapbepsl IepcoHaa '

ConpoBoxicHne ZIOTOBOPOB o OKa3aHUIO KOHCYJIbTallMOHHBIX,
HHQOPDMAIKOHABIX ~ YCIYT, HEOOXONUMBIX JUii TpOBENCHHS OGYYCHHUS,
ajanTaivd M CTaXHUPOBOK, pPa3sBHUTHA H HOCTPOCHHSA TPOodecCHOHAIBHOM
Kappephl IEPCOHANA, BKIIOYas HOpEeJBApUTENbHBIC IPOLEAYPHl IO HX
3aKITFOUEHHIO

Bemonuenue tpeGoBaHmii 1O XpaHEHHIO HMHGOPMAMH O pe3ylbTarax
oby4eHus, ananTallii M  CTAXHPOBKH, DPasBHTHS H  IOCTPOCHHS
npodeccHOHATFHOM Kapbephl IEPCOHATIA

Heob6xoaumeie
YMEHHS

OdopMIATE JTOKYMEHTHI IO BONPOCAM TNpPOBEJEHHS OOYUYeHHS, aJanTaiu¥ H
CTaXHUPOBKH, Pa3BHTHA U IOCTPOECHHS IPo(ecCHOHANBHON Kapbeprl IIEPCOHANa,
NPEIOCTaBISEMbIE B FOCYJApPCTBEHHbIE OpraHEl, NPOQEeCCHOHATIBHEIE COIO3Bl U
JApyIve IPEACTaBUTEIbHbIE OpraHbl paOOTHHKOB

OGecnieunBaTs JOKYMEHTAIMOHHOE CONPOBOXAEHWE OOY9EHHS, afalTalud H
CTaXHPOBOK, Pa3BUTHA U HOCTPOCHHS TPOYECCHOHATBHON Kaphephl EpcoHana

AHau3HpoBaTh INpaBHIA, HPONEAYPHl M IOPAAKA NPOBEACHHA OOyUeHHS,
ajaNTallid W CTKUPOBKH, PAa3BHTUA H IOCTPOEHHSA podhecCHOHAIBHOM
Kapbephl lepcoHaa

OpraHu3oBEIBAaTE XpaHEHHE IOKYMEHTOB B COOTBETCTBHH C TpPeGOBaHUSIMHE
3akoHogarensCcTBa  Poccmiickolt ®epmepanuu H  JOKAIGHBIME — aKTaMu
OpraHM3aluu

AHaNU3MPOBATh JOKYMEHTHl H IEPEHOCHTH MHPOPMAaNKIO B HH()OPMAIHOHHbIE
CHCTEMEI ¥ 0a35I JaHHBIX

Bectu yder B perHCTpanuio JOKYMEHTOB B HHPOPMANHMOHHBEIX CHCTEMAX M HA
MaTepHaIbHBIX HOCHTEIIX

Pabotare ¢ MHQpOPMAIMOHHEIME cHCTeMamu M 0a3aMH JaHHBIX IO BOIIPOCAM
o0yueHHs, ananTalMd W  CT@KHUPOBKA, pasBUTHS M  IIOCTPOCHHS
npodecCHOHANBPHON KaphepHl NEPCOHANA, BEAEHHS y4eTa KAaHIMAATOB Ha
BaKaHTHEIE JO/DKHOCTH (IpoeccuH, CienuaIbHOCTH)

Bectu menoByio nepemnucky

CobmonaTh HOPMEI 3THKH EOBOTO OONMICHHS

Heobxonumsle 3Hanus

Iopsnok odopMieHns, BeNEHHS W XpaHEHHMA MOKYMEHTAIWM, CBS3aHHOH C
cucreMoil OOy4eHHs, aJaNTallid M CTaXHAPOBKH, PA3BUTHS M TOCTPOSHHS
npodecCHOHATBEHOM Kapbephl IEPCOHANA

Hopsnox ¢popmupoBanus, BeAeHUs OaHKA JAHHBIX O EPCOHATE OPraHM3alHA 1
IIPEeIOCTaBICHHS OTICTHOCTH

HopMaruBHEIE TIpaBOBBIE aKTHl, pEryIHpyIOLIHEe MpaBa M OOA3aHHOCTH
TOCYapCTBEHHBIX OPraHOB M OpraHHM3alluy IO IPENOCTABJICHHIO YYETHOM
JIOKYMEHTAITHN

[opsanox odopmiaeHHs JOKYMEHTOB, NPENOCTABISEMEIX B TOCYIAPCTBEHHBIC
OpTraHbl ¥ HHEIC OPraHHU3aIHI

OcCHOBBI IOKYMEHTOO00pOTa U TOKYMEHTAIIMOHHOTO 00ECICYEHHUS

I[Topsamox mpoBeneHAs 3aKYIOYHBIX Nponenyp u oGOpMIIEHHS COIYTCTBYIOMIEH
JOKYMEHTAIlUH

Crpykrypa oOpraHM3allii ¥  BakaHTHBIE JOJDKHOCTH  (mpodeccuw,
CIEOHANBHOCTH)
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Tpynosoe 3aKOHOJATENLCTBO M UHBIE aKThl, COINEPXKAILIME HOPMBI TPYAOBOTO
mpasa

OcCHOBBI apXMBHOTO 3aKOHONATENBCTBA KM HOPMATHBHBIE ITPABOBHIE AKTHI
Poccuiickoli Penepanui, B 9aCTH BeJICHHS TOKYMEHTAUHMH 110 IEPCOHATTY

OcHOBHI HATOrOBOTO 3aKOHOIaTeNILeTBA Poccuiickoit Deepanun

3akononarenscTBO Poccuiickoit ®eneparini 0 NEPCOHATBHBIX JAHHEIX

Texnomoruyu, MeTOABI W METOZMKH HpPOBEJCHHS aHAIM3a M CHCTEMATH3ALUH
JOKYMEHTOB M HHOOpMauH

JloxanbHEIE HOPMAaTHBHEIE aKThl OpPIAaHM3allW{, PETYIMPYIONIME IIOPSIOK
Pa3BUTHS M MOCTPOCHUA IPodecCHOHANBHOM Kaphephl, 00yUeHHUS, aJIalTaluH 1
CTa)XHPOBKH IIepCoHaIa

IMopsaox 3aKrOYeHns JOTOBOPOB (KOHTPAKTOB)

HopMsl aTHKH fnenoBoro obmeHus

ba3zoBeie 0CHOBEI HH(OPMATHKH, CTPYKTYPHOE IOCTPOSHHE HH(POPMAIMOHHEIX
CHCTEM H OCOOCHHOCTH PabOThI C HUMH

Apyrue
XapaKTEPHCTHKA

3.5. O606menHas TpyaoBas GyHKuHA

CATCIIBHOCTE IO OPraHu3anuH T aH ’ VpoBeHn
HaumeHoBaHuE A P 1t PyR Kon| E P 6
OILTIaTHI IEpCOHANIA KBaNHHKAIIH
ITpomcxoxxaeHue
0600meHHo# TpynoBOH Opurunan X 3auMCTBOBAHO U3 OpHUIHHANA
¢yHKIUT
Kon PerucrpannoHssiii Homep
OpHMIrHHaNa podheCcCHOHATLHOTO
cTaHIapTa
BosmoxHBIE CHCIII/IaJII/ICT 110 HOpPMHPOBAHUIO M OIUIATE TpyJa
HAUMECHOBAHUA CHCI.II/IEUII/ICT I1I0 Opra”HU3alliy K OIJIaTS TpyJa
ﬂOH)KHOCTCfI, CI'ICIII/IaJII/ICT II0 KOMIICHCAITUAM U JIBIOTaM
npodeccuit Crieramict 1o nepcoHamy

MeHnemkep 1o mepcoHay

TpeGoBannsg x
00pa3oBaHHIO H
obyueHuIo

Bricee o6pa3oBanmue

JlononuurensHoe mpodecCHOHATBHOE 06pa3oBaHuE — MPOTPAMMEI
npodecCHOHATBHOM IEPEOATOTOBKH B 00J1aCTH 3KOHOMUKH, HOPMUPOBAHMSL
1 OILIATHI TPyJa, IPOrpaMMBI IOBHIIECHHUS KBAIH(HKAUH

TpeboBaHus K ONBITY
IpPaKTH9eCKO# paboThI

Ocobrle ycnorus
ZIOITyCKa K paboTte

Apyrue
XapaKTEePUCTUKU

I[OIIOJIHI/ITGJ'IBHBIG XapaKTCpUCTUKHA

HamMenoBanue 6a30Boii rpyniisl, J0JDKHOCTH
HammenoBanue JOKyMEHTa Kon
(upodeccun) WM cCenHanbHOCTH
OK3 2412 | CnenuamicThl IO KafipaM B mpodopueHTalHu
3423 CrenuamcTEl KaApOBBIX CIIYXXO M YIPEXKJEHHH 3aHATOCTH
EKC - WmwxeHep 10 HOPMUPOBAHMIO TPy




Texnuk 1o Tpyay
- OKOHOMHUCT 1O TPYAY

- MeHemxep no nepcosainy
OKIIITP 27755 | DKOHOMHCT IO TPyAY
22956 | MHCcmekTop 1o kagpam

3.5.1. TpynoBast pynknus

OpraHI/IBaIII/DI TpyAa nepcoHala ypOBeHL
HameroBanue Kon | E/02.6 | (momypoBens) 6
KBaNHHUKAIIH

TIpoucxoxaeHue TpyIOBOH

P Opurunan X 3apMCTBOBaHO M3 OPHTHHAIA

Kon PeructpaioHHbI! HOMEp
OpHUrHHana npodhecCHOHATBHOTO
craHpapra

TpynoBele ne¥icTBus AHamHM3  yCHEmIHBIX  KOPHOPAaTHBHBIX  IPaKTHK 10  OpraHW3allid
HOPMHPOBaHHSA TpyAa U Pa3MYHBEIX KaTeropuil mepcoHajia, 0COOeHHOCTeH
IPOU3BOACTBA U NEATEIHHOCTH OPraHN3aIuI

Pa3paborka cHCTEMBI oOpraHM3anuy TpyJa IE€pcOHAlIA W  HOpsAKa
HOPMHPOBAHUS TPyJa Ha pabouux MecTaX ¢ OLIEHKOH 3aTpaT Ha IepcoHal
Brenpesme cucTeMbl OpraHM3alii TpyJa IIepcoHajla M KOHTPOJIA Hax
HOPMHPOBaHHEM C  ONpEIEJICHHEM  TPYAOEMKOCTH,  HOPMATHBHOM
9HCIIEHHOCTH, rpadHuKoB paboT U yCIIOBHH OILIAaTHI TPyia HEpCOHANIA

BrlBieHHE pe3epBOB MOBHIIEHUS IPOU3BOAUTENILHOCTH TPyHa M KadecTBa
HOPMHPOBAHHUSA TPyZa, HOATOTOBKA NMPEIIOKESHUH 110 N3MEHEHHSM YCIOBHH K
OILTaTHl TPYZAa IepcoHaIa

[ToarotoBka mpeanoxeHui mo (GOpMHEPOBAHHIO OIOKETa HA OPraHM3AIHIO
TpyJia IepcoHaIa

Omnpenenenue 3¢ ¢eKTUBHOCTH paboOTHl CHCTEMBI OpraHH3alliM TPyJAa H
HOPMUPOBAHHUS TPYAa Ha paboTHX MecTax

HeobxonvuMmele yMeHns @ BHeapsTh METO/IBI PAIMOHAIBHOM OpraHu3ally Tpyaa

PaspabaThiBaTh NJIaHBI OPraHM3AMUOHHBIX W TEXHUYECKUX MEPOIPHUSTHH IO
HOBBIIECHHUIO IPOU3BOIUTEILHOCTH TPYAQ

AHaM3MpOBaTh COCTOSHHE HOPMHPOBaHWS TpyZAa, KadecTBO HOPM,
IIOKas3aTesen 1o Tpyay

AnanuzupoBath 3QQexTHBHOCTh pabOTBI CHCTEMBI OpraHM3allM{ Tpyaa
IepcoHalla ¥ HOPMHUPOBaHUS Tpyia Ha pabodIHX MecTax

CocTaBiaTh ¥ KOHTPOIHPOBATh CTaThH PACXOJIOB Ha OIUIATY Tpy/a MepcoHana
JULA IUIAHUPOBAHHUS OI0DKETOB

Paborars ¢ wuHpOpPMaNMOHHEIMH cHCTEMaM#d M 0azaMH JAHHBIX 10
HOPMHUPOBAHHUIO ¥ OIUIaTe TPyJa IIepcoHala

PaspabareBaTh 1 0GOPMILITH JOKYMEHTSI 110 HANPABJIEHHIO AEATENLHOCTH
CobmogaTh HOPMBI 3THKH JEJIOBOTO OOIIEHMUS

HeobOxonumele 3HaHMA . MeTOABI ydeTa M aHali3a [T0Ka3aTeiel mo Tpyay ¥ OILIaTe Tpyna

Metonsl ompezeneHus, OLEHKM M CpaBHEHHsS  I[IPOM3BOACTBEHHOMN
HHTEHCUBHOCTH U HaIPsDKEHHOCTH TPyJa

Meronsl HOpMUpPOBaHHUS TPYAa

MexoTpaciieBbie B OTpac/ieBble HOPMATHBBI TPYIOBBIX 3aTpaT

CoBpeMeHHBIE (OPMBI, CHCTEMBI OIUIATBI H Y4YeTa HPOH3BOJHUTEILHOCTH
TpyJia IepcoHaIa
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Cucrempl, Metombl ¥ (OPMBI MaTepHAIBHOTO M  HEMaTEPHAIBLHOIO
CTHUMYJIAPOBaHUS TPYJAa MepCOHATA

Texnonorun u MeToap! GOPMHPOBAHHS H KOHTPOJIS OIOKETOB

Texsonornu, METOABl ¥ METOIMKH IIPOBEICHUS aHAIU3A U CHUCTEMATH3ALMHA
JOKYMEHTOB U MH(popManun

OCHOBBI TOKYMEHTOO0OPOTA M IOKYMEHTAIHOHHOTO 00ECTIEYEHHUS

Hopsnok Ttapudukanmu paboT ¥ paboumx, YCTaHOBJIEHHSA MODKHOCTHBIX
OKJIaJIOB, JOILIaT, HanbaBoK ¥ k03¢ GUIUEHTOB K 3apabOTHOI ITaTe, pacueTa
CTHUMYJIUPYIOIINX BBHILIAT

TapudHO-KBamMpUKAMOHHEIE CIPAaBOYHHKH paboT | mpodeccuii paboumx u
KBTI (UKAMMOHHEIE XapaKTEPUCTHKHA NOJDKHOCTEH CITyKalluX

OCHOBBI TEXHOJIOTHH IIPOU3BOJICTBA U NCATCILHOCTH OpraHu3alii

CrpykTypa opraHMsanMd ¥  BaKaHTHBIE JOJDKHOCTH  (mpodeccud,
CHENUAITBHOCTH)

KaznpoBasi IOJINTHKA ¥ CTpaTerus OpraHu3aniu

OKOHOMHKa TpyJa

OCHOBEI 06H.[eﬁ H COIIPIﬂJII:HOﬁ IICHXOJIOTH, COHHOJIOTHHM W IICHUXOJIOTHH
Tpyna

TpynoBoe 3akOHOAATENBCTBO M WHBIE AKTHI, COAEPXKAIME HOPMBI TPYIOBOIO
npasa

OCHOBEI apXHMBHOTO 3aKOHOIATENHCTBA W HOPMATHBHEIC IPABOBEIE AaKTHI
Poccuiickoii ®eneparyi, B 9acTH BeACHNUS JOKYMEHTAIMH 10 IIEPCOHATTY

OCHOBHI HAIOrOBOT'O 3aKOHOAATENbCTBA Poccuiickoit Oenepanyu

3akononarenscTBO Poccutickoit denepalyu 0 MepCOHATBHBIX JAHHBIX

JlokanpHEIE HOPMATHBHBIE AaKTHl OPraHM3AIMH, pPETYJIUPYIOIHE MOPATOK
OpraHu3alyy TPyJa ¥ HOPMHUPOBAHHS IIEPCOHAA

Iops ok 3aKkmodeHns JOroBopoB (KOHTPAKTOB)

HopMEI 3THKH JeI0BOro OOIEH

bazoBrie OCHOBEI UHPOPMATHKH, CTPYKTypHOE IIOCTPOEHHE
HH(OPMAHOHHBIX CHCTEM U 0COOEHHOCTH pabOTH ¢ HUMH

Jpyrue xapakTepuCTHKH

3.5.2. TpynoBas ¢pyHKIHSA

HawmeHnoBaHue

IIpoucxoxaeHue TPyAOBO’
dyHKIIH

OpraHu3amys OIUIATH TPYAA HEPCOHANA | yeon E/01.6 | YPoBeEs (monyposexs) 6
) KBIMpUKALMU
Opurunan X 3auMCTBOBAHO M3 OPHTHHANA
Kon PeructpaumonHsiii Homep
OpUIMHaJa podecCHOHANBLHOTO
CTaHAapTa

TpynoBeie neticTBUA

AHanu3 yCOENIHBIX KOPIIOPAaTHBHBIX IPAKTHK II0 OPTaHW3ali¥l CHCTEMBI
OIUIaTHI TPyJia HEPCOHANA

Pa3pa60'r1<a CHCTEMBI OILIATHI TpyAa II€pcoHana

®opmEpoBaHHKE IIAHOBOIO Or0/pKeTa HOHAA OIUTATHI TPYJa, CTUMYJIHPYIOIIHX
¥ KOMITEHCAI[HOHHBIX BHILJIAT

BHuenpenue cucreMsl omiaThl TpyJa HepcoHana

TToaroToBKa NpEnIOXEHUH 10 COBEPHICHCTBOBAHUIO CHCTEMBI OIUIATHI TPYXa
IepcoHaNa

Heo6xomuMpie yMeHUSA

CocTaBaTh U KOHTPOIIMPOBATh CTATBH PACXOIOB Ha OIUIATY TPYJa IepcoHaia
JULS ILTAaHAPOBaHMS OI0MKETOB U (DOHIOB
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HpI/IMeHﬂTB TCXHOJIOTHH MaTepI/IaJIBHOﬁ MOTHBAallMd B  YIPaBJICHHH
IICPCOHATIOM

PaBpa6aTI>IBaTB KOHIENIITHIO IIOCTPOCHUA  MOTHBAITUOHHBIX  IIpOrpamMMm
pa6OTHI/IKOB B COOTBCTCTBWH C LUCIIIMH OpraHy3aliny

AHaM3UpOBaTh COBPEMEHHBIE CHCTEMBI OIUIaTHl M MaTepHAIBHOM
(MoHeTapHOI) MOTHBAaIlMH TPYyAA AJId el opraHu3aluu

AHaJIM3MpOBaTh YPOBEHb OIUIATHl TPyAa MEPCOHANA II0 COOTBETCTBYIOIIHM
npo¢ecCHOHATIBHBIM KBATH(DHKAIHSIM

ITpoBoAXUTE MOHHUTOPHHT 3apabOTHOM ILTATH Ha PHIHKE TPYAa

Anamu3upoBate GOPMBI MaT€pPHAIFHOIO CTUMYJIMPOBAHHUS, KOMIIEHCANMHM U
JBIOT B OILIATe TPyJa epcoHaia

Pa6oTtate ¢ MHGOPMAIMOHHEIMH CHCTEMaMH H 0a3aMH [aHHBIX II0 OIUIATE
TpYyJa epcoHaia

CocTaBIATE IPOTHO3HI PA3BUTHA OIUIATHI TPYa EPCOHAIA

Cobmonath HOPMBI 3THKH AEJI0BOr0 OOIIEHMS

Heo0OxoauMEele 3HaHASA

(I)OpMLI H CUCTEMBI 3apa60TH0171 ILIaThI, HOPAAOK COCTaABJICHHUS OI0MKETOB

Cucrempl, Merompl H  (GOpMBI MaTepUAIBHOTO H  HEMATEPUAIBHOIO
CTHMYJIHPOBaHNS TPYAA IEPCOHANA

Texnonorun u MeTo b1 GOPMHPOBAHNS M KOHTPOJIS GF0UKETOB B POHIOB

Iopsnox Tapudukamuu paboT M pabouUMX, YCTAHOBICHHUS HODKHOCTHBIX
OKJIaJI0B, JOIJAT, HafbaBoK U K03 (HUIUEHTOB K 3apaboTHOM miaTe, pacueTa
CTHMYJIHMPYIOMIKX BHILIAT

Metoapt OIIPEACIICHNA YUCIICHHOCTH pa60THI/IKOB

TapudHO-KBanudHKaHOHHEIE CLIpaBOYHUKA paboT u mpodeccuit pabouux u
KBaIH(QHKAHMOHHBIE XapaKTEePUCTHKHA TOJDKHOCTEH CIIyKAIHX

Meronz: ydera u aHanu3a nokasareneii o Tpyay u 3apaboTHOH riate

TexHOMOrMA, METOABI M METOAWKH IPOBEICHHS AHAIH3A U CHCTEMATH3AIUH
JOKYMEHTOB M HH(POPMAIHH

KajpoBas MONUTHKA M CTPATETHs OpraHU3alAH

CrpyxTypa opraHu3amuM ¥ BakaHTHEIE JOJDKHOCTH  (mpodeccuy,
CIIEIUATHHOCTH)

TpynoBoe 3aKOHOZATENHCTBO M HHBIE aKThI, COAEPXKAIKEe HOPMBI TPYIOBOrO
IpaBa

OCHOBBI BAJIOrOBOTO 3aKOHOAATENbCTBA Poccuiickoit Menepanuu

3akonozaTenscTBO Poccuiickoit demepay 0 mepcoHaNBHBIX JAHHBIX

JlokanpHEIC HOPMATHBHEIE aKTHl OPTraHM3AIMH, PETYTHPYIONIHE OIUIATy TPyAa

OCHOBBI TEXHOJIOTHHA TIPOM3BOACTBA H ACATCIBHOCTH OpraHA3aliin

OCHOBBI TOKYMEHTO000pOTa K AOKYMEHTAIHOHHOI'O 00eCIeYeHH s

Iopsinok 3axiro9eHus JOrOBOPOB (KOHTPAKTOB)

OCHOBEI 061]16171 H COLIMaNBHOM TICHXOJIOTHH, COITHOJIOTAY ¥ IICAXOJIOTHH TPpyJa

HopMzI aTHKH [1e10BOro obImeHns

Ba3oBbie 0CHOBEI HHGOPMATHKH, CTPYKTYPHOE HOCTPOEHHE HH(POPMAIHOHHBIX
CHCTEM M OCOOEHHOCTH pabOTEI C HUMH

Apyrue
XapaKTePUCTHKH

3.5.3. TpynoBas pynkumus

AIMHHACTpHPOBaHHE POIECCOB U YposeHp

HanmeHoBaHue | TOKYMEHTOOO0POTA IO BOIIPOCAM Kon | E/03.6 | (momyposess) 6

OpraHH3alpy TPyIa U OIUIATH IepcoHana KBanHUKaIHH




IIpoucxoxaenne TpyaoBoii
(ynKumn
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Opurnaan X 3aUMCTBOBAHO M3 OPUTHHANA

Kon PeructpauoHHBINH HOMED
OpHI'MHANA Npo¢heCcCHOHAILHOTO CTaHAapTa

TpynoBrle aeiicTBUA

Anamu3 IIponeccon ﬂOKYMGHTOO60pOTa, JOKAIIBHBIX JOKYMCHTOB IIO
BOIIPOCAM OpraHHu3alliy OIIaThl M TPpyJa NEpCoHala

OdopMrerre JOKYMEHTOB II0 BOIPOCAM OIUIATH M TPYAA IEPCOHANA

IToaroTroBka npeioXeHuH 0 BOIIPOCAM OILIATHI M TPYAA EPCOHAIA

IloaroroBka NpenyIOKEHUH IO COBEPIICHCTBOBAHHIO CHCTEMEI OIJIATHI H
OpraHv3alldy TPyZa IepcoHaIa

HOKYMCHT&HI/IOHHOC u Opranru3allioOHHOC COIIPOBOXICHHUE CHCTEMBI
Opranu3alii U OILIATHI TPyJA NEpCoHala

IlogroToBka M 00paboTkKa 3ampocOB M YBENOMJIEHHH O pabOTHMKax B
TOCYAapCTBEHHBIE  OpraHbl, NPOQECCHOHANBHBIE COIO3BI M JApyrHe
OpPeACTAaBUTENbHBIE OpraHbl pabOOTHHKOB, IO CHCTEMaM OIUIAaThHl |
OpraHHU3alyH TPYAa HePCOHATIA

CompoBoxxneHHe  HOTOBOPOB IO OKAa3aHMIO  KOHCYIBTAIHOHHBIX,
UHQOPMAMOBHEIX YCIYT IO CHCTeMaM OIUIAaTHl W OpraHu3aldH TpyAa
MEPCOHANA, BKIIOYasl IIPeIBAPUTENIBHEIE IPOLENYPEI IO X 3aKIIIOUCHHUIO

Heo6xommmeie ymenus

ObecneanBaTh JOKYMEHTAMOHHOE COMPOBOXIEHHE MEPOLIPHSATHI 1O OILTaTe
M OpraHy3alyy Tpy/ia MepcoHaia

Odopmnare JOKyMEHTH IO BONpOCAM OIUIATHI M OpraHM3alMH TpyJa
HepCcoHaNa, IIpeIOCTABIAEMEIE B rOCyIapCTBEHHEIE OpTaHEL,
podecCHOHANBHEIE COFO3BI M IPYTHE IPEICTABUTENBHEIE OPraHsl PAGOTHAKOB

AHaJM3MpOBaTh HOPMATHBHEIE M METOIMYECKHE MOKYMEHTHI IO BOMPOCAM
OILIAaThl ¥ OpPraHM3alliy TpyJa nepcoHaa

Opranu3oBEBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH € TPeOOBaHMAMH
3akoHonarenscTBa Poccuiickoit ®emepanmpr W JIOKAIBHBIMA  aKTaMHU
OpraHu3aIuy

Becrn yger u peructpamuro TOKyMeHTOB B HHQOPMAITHOHHBIX CHCTEMAX M Ha
MaTepHAIBHBIX HOCHTEIIX

Paborate ¢ mHQOpMAITMOHHBIME cHCTeMaMH U 0a3aMH JaHHBIX II0 CHCTEMaM
OILIAThl ¥ OPraHu3aliy TpyAa IepcoHaa

ITponspoauTs npeABapUTENBHBIC 3aKyIOYHBIE MPOLEAYPHI M O(GOPMIIATEH
COIYTCTBYIOIIYIO JOKYMEHTAIMIO 10 3aKJIFOYCSHHIO JOTOBOPOB

Bectu menosyio nepenucky

CobrogaTe HOPMBI 3THKH JETOBOr0 OOIMEHH

HeoOxonuMmele 3uanus

Iopsamox odopmieHNs, BeOCHHS W XpaHEHHsS NOKYMEHTAI[MH IO CHCTEMaM
OIJIaTHl M OpPraHu3alliy Tpya DepcoHaia

HopMaTuBHBIE IpaBOBBIE axTHI, PpEryIHPYIOIIHEe IIpaBa H O6A3AHHOCTH
TOCYAapCTBEHHBLIX OpPraHOB H OpraHW3alHW# IO IPEHOCTABICHHIO YYETHOM
JIOKYMEHTaIH

TexHomornu, METOIBI ¥ METOIUKY IIPOBEJICHHUS AHAIM3A M CHCTEMATH3AIUH
JIOKYMEHTOB 1 wHGOpMalliu

JlokanbHele HOpMAaTHBHBIE AaKTHl OpPraHM3aAlMH, DPETYJIHPYIOIIHE IOPAIOK
OILIATHl, OPTaHU3alMY ¥ HOPMUPOBAHHUS TPYAa

OCHOBBI JOKYMEHTOO00POTA M JIOKYMEHTALMOHHOTO 00eCIIeYeH s

Iopsamox QopmupoBanus, BemeHuss OaHKa MOaHHBIX H IIPEJOCTABICHHS
OTYETHOCTH II0 CHCTEMAM OILNATHl M OpraHu3aliy TPyJa IIepCoHANA

TpymoBoe 3aK0OHOAATENBCTBO M HHBIE aKTHI, COEpPXKaIie HOPMEI TPYHZOBOTO
IIpaBa
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OCHOBBI apXWBHOrO 3aKOHOJATEIhCTBA M HOPMATHBHBIE IIPABOBHIE aKThI
Poccuiickoii ®enepanyu, B 9acTy BeACHUS JOKYMEHTAIHH 110 IIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKoHOHaTenbeTBa Poccuiickoit @enepamun

3axonoparenscTBO Poccuiickoit @epeparyu 0 mepCOHAIBHBIX JAHHBIX

TTopsiioK 3aKMOYeHHs JOrOBOPOB (KOHTPAKTOR)

Iopsmox  mpoBemeHMsT — 3aKymo4HBIX  NponeAyp ©u  odopmireHus

COIYTCTBYIOIEH JOKYMEHTAUH

HopwMmsl 3THKE fenmoBoro obmenus

basoBrie 0cHOBBI HHPOPMATHKH, CTPYKTYPHOE IIOCTPOSHHE HHPOPMAITHOHHEIX
CHCTEM M 0COOEHHOCTH pabOTEI C HUMH

Hpyrue
XapaKTEPUCTHUKH

3.6. O600miennas TpygoBasi PyHKIHA

u JeaTensHOCT 10 OpraHu3aIii VposeHsb
aNMEHOBAHHE | N » Kox| F )
KOPIIOPATHBHOH CONMANILHON IIOJUTHKHA KBaJIMGUKALMY
IIponcxoxneHne
06006menHoi TpynoBOi Opurusan X 3auMCTBOBAHO U3 OpHIHHANA
yHKIH
Koxn PerucTpanyoHHbIH HOMep
OpurmHajia npogecCHOHATEHOTO

CTaHjAapTa
BozmoxHEIE CrnenuammcT o COnMaTbHEIM IporpaMMaM
HauMCHOBaHHA Cneunamcr 1o pa60Te C NPpCACTAaBUTCIIBHBIMHA OpraHaMH pa60THI/IKOB
JOIDKHOCTEH, CrennanucT 0 KOPIIOPaTUBHOM COIMABHOM MOJIMTHKE
npodeccuit CroenuammcT mo mepcoHary

Menemxep 110 nepcoHany

TpeboBanns x
o0pa3oBaHUIO U
00ydeHuIo

Briciiee o6pa3oBanue

JononaurensHoe npodeccuoHambHOE 00pa3oBaHHe — IPOrPaMMEI
npodecCHOHATBHOM NEePenoArOTOBKY ¥ [IPOrPaMMBI TIOBHILIEHHS
KBam(puKauy B 06JIaCTH CONUATBHBIX POrpaMm

TpeboBanus K ONBITY
IpaKTHYeCcKol paboTH

Ocobsle ycioBus
JIOMyCcKa K pabote

Hpyrue

XapaKTepHCTHKH

JlomoTHUTEIbHEIE XapaKTEPUCTHKH

HanmenoBanue 6a30Boit rpymimbl, JOJKHOCTH
HaumeHOBaHuE JOKyMEHTa Kon
(mpodeccun) MM ceNUATHHOCTH

OK3 2412 CrienuanucTs! 10 Kafpam u npohOpUeHTAINH

3423 CrenyanucTel KaJIpoBBIX CIIYXKO0 M YIPeXKACHAHN 3aHATOCTH
EKC - Crenmanucr 1o xajpam

- Menemxep 1o nepcoHary
OKIIATP 27755 | DKOHOMHUCT 10 TPYAY
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22956 | Macnekrop 1o Kagpam

OKCO

3.6.1. TpynoBas pyBKuus

HammeHoBaHHE HOHATHKH

ITpoucxoxaexue TpyZoBOH
PyHKuIH

Pa3paboTka KOpropaTUBHOM CONHATBHOMN YposeHs
Kon | F/01.6 | (momyposeus) 6
KBaAHUKAIH
Opurusan X 3auMCTBOBAaHO U3 OpHTHHATA
Kon PeructpalmoHHbI# HOMeEp
OpMruHaNa Hpo¢ecCHOHATEHOTO
CTaHzapTa

Tpynossle neiicTBus

Anammz YCIEIIHBIX KOPHOPATUBHBIX NPAaKTHK IO OPraHM3alyH COLMAIBHOTO
IIapTHEPCTBA, COIMAJILHOM OTBETCTBEHHOCTH M COIMAIBHBIX porpamMm

Pa3paboTka KOpIOpaTHBHBIX CONHATBHEIX IPOrpaMM

Pa3pa60T1<a CHUCTCMEI BBIIIJIAT pa6OTHHKaM COIMAATIBHBIX JIBI'OT

Oprasusanys IeperoBopoB ¢ IpoGeCCHOHANHHEIMH COIO3aMH M IPYTHMH
IIpeACTaBUTEIbHBIMA opraHamu paboTHUKOB, 06IIeCTBEHHEIMH
OpraHu3alysIMy, B3aUMOAECHCTBHUE C TOCYAAPCTBEHHBIME OPraHaMHu

IMoaroToBka mnpemnoxeHuit 1o (OpPMHpOBaHHIO OlOMKeTa B YacTH
obecnedeHns KOPIOPAaTHBHON COLUATLHOMN MOJIMTHKA

HeobxomumMble ymMEHAS

Ompenensars LeNeBble  TPYNNBl  TepcoHaqa  And  paspaborTkm
CIIEITHAITH3APOBAHHEIX COMUAIBHBIX IIPOrPAMM

HoBomute mHGOpPMANMIO O COIMAIBHBIX MpOrpaMMax A0 LENEBBIX TPYII
NEpCOHAIA C MCHONB30BAHHEM HHCTPYMEHTOB BHYTPSHHUX KOMMYHUKAIHIA

Ornpenensts KpUTEPUH U YPOBHH YIOBIETBOPEHHOCTH IEPCOHANA

Hcnonn3oBaTe MaTepHabHEIC UM HEMaTepHalbHBIE CHCTEMEBI, METOABI H
(OpMBI MOTHBAIIWH B YIIPABJIEHHH IEPCOHATIOM

Ompenensars OOBEMBI CPENCTB U pealu3aldy COLMAIBHBIX TapaHTHH,
KOPIIOPaTUBHEIX JIbFOT W HHBIX 3JIEMEHTOB KOPIOPATHBHBIX COLHAIBHEIX
porpamMm Juist GOopMHPOBaHHS OIOKETOB

CocraBnats u KOHTPOJIHUPOBATE CTATbU PACXOMOB Ha COIMHANILHBIC ITPOrpaMMBbl
JUI1 ITaHUPOBAHUA OI0KETOB

Ilpon3BoauTs mpeaBapHTENbHBIE 3aKYIOYHBIE MPOIEAYPH H OdopMiIeHHE
CONYTCTBYIOIIEH TOKyMEHTAIWH 110 3aKJIOYEHHIO JOTOBOPOB

CobmoaTh HOPMEI 3THKH JEJIOBOTO OOIEHUA

HeobxonuMsle 3HAHNA

Ilopsnok u MeToABI pa3pabOTKH IUIAHOB M MPOTPaMM COLUATBHOTO Pa3BHTHS
Opranu3anuu

Meroap! aHanu3a BBIIOMHEHHS CONUAIBHBIX IIPOTPaMM M OIpPEIeIeHHs HX
SKOHOMHUYECKOH 3heKTUBHOCTI

Cucrempr, MeTomsl W (QOpMBEI MaTepHaJbHOTO H  HEMATEPHAIBHOrO
CTHMYJIHPOBAHMS TPYa IEPCOHANA

TexHonoruu u MeToAb! GOPMHPOBAHHS M KOHTPOJIS OIOIKETOB

Meronel  mpoBemeHHS ~ CONMOJOTHYECKHX  HCCICHOBAHMH, M3YUCHHS
OOIMIECTBEHHOTO MHEHUS

TexHonOrMu, METOAB! ¥ METOAUKH IPOBEICHHS aHAIM3a M CHCTEMATH3alMH
JIOKYMEHTOB ¥ HHPOPMAITHH

Ilopsnox  mpoBemeHHMs  3aKymOYHBIX  HpoHEeXyp ¥ odopmieHHs
COINYTCTBYIOWIEH NJOKYMEHTAIIUH

]
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OCHOBBI TPOM3BOICTBEHHOH IEATEILHOCTH OpraHU3aiiu

OcHOBEI 00mmIeH M CONHMAIBLHON IICHXONOIHH, COLIMOJIOTHH M IICHMXOJIOTMH
Tpyna

CrpyxTypa, Hemu, cTpaTerus U KagpoBast [TOJIATHKA OpraHu3alin

TpynoBoe 3aKOHOIATENBCTBO M MHBIE aKThI, COJEPKAUIMEe HOPMBI TPYJIOBOTO
npaBa

OcHOBBI HAJIOTOBOTO 3aKOHOAATENLCTBA Poccuiickoit Oenepanuu
HopMaTuBHBIE DpaBOBBIE akThl, PETYIHPYIOIIHME IIpaBa W OOSA3aHHOCTH
TOCYJapCTBEHHBIX OPraHoOB, INpOQECCHOHANBHBEIX COIO30B H  JIPYTHX
IPEACTAaBUTENILHBIX OPraHOB PaOOTHHUKOB

3akoHOJaTensCcTBO Poccuiickoit @eneparimu o mepcoOHANBHBIX JaHHBIX
JloxanbHBIE HOpPMATHBHBIE aKThl OpraHW3alldy, PETYJIHPYIOLNIHE MTOPII0K
($hOpMHUPOBaHYS COLMANBHOMN TTOIUTHKA

OcHoBel mpaBoBOro perynmupoBaHus Poccmiickoit Penmepanuu mopsaka
3aKJIIOYCHHUH JOTOBOPOB (KOHTPAKTOR)

HopMs! 5THKH NetoBoro oOmeHus

bazoBrie 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE IIOCTPOECHHE HHPOPMAITHOHHEIX
CHCTEM M OCOOCHHOCTH PabOThI C HUMH

Apyrae -
XapaKTEPUCTHKH

3.6.2. Tpynosas ¢pynkmus

Peanusanus xopnopaTHBHOM COLHATBEHOM Yposenb
HauMeHOBAHKE | 110 moryKH Koxn | F/02.6 | (nomypoBeHs) 6
KBaIH(UKaImm
Tpoucxosiienue TpynoBol Opurusan X 3auMCTBOBaHO M3 OpHIHHANA
bysKIMI
Kon PeructpanmoHHbI HOMEp
OpUTHHAJIA npodecCHOHAILHOTO
cTaHjapTa
TpynoBsle neiicTBus BrenpeHne KOpHOpPATMBHBIX CONUANBHBEIX NPOrpaMM, B TOM YHCIE IIO

COLMANBHOM MOJIEPXKKE OTACIBHBIX Py pabOTHUKOB

Peanusarys CHCTEMBI COIMaIBHBIX JIBIOT, BHIUIAT PAaGOTHHKAM C Y4ETOM
TpeboBaHmil 3aKoHOAaTeNbCTBa Poccuiickoit eneparun

OueHka yHOBICTBOPEHHOCTH II€pCOHANA KOPIOPATHBHOM COIMANBHOMN
TOJIUTUKOU

Onenka >(Q(EKTHBHOCTH MEPONPHATHH KOPIOPATHBHOM  COLMAILHOM
TOJINTHKH

IlogroroBka NpPEIOKEHHH O  COBEPIIEHCTBOBAHUIO  MEPONPUATHI
KOPIOPaTHBHOH COLMAIBEHON IOIMTHKHI

IToxroToBka npemnoxeHuii Mo ¢GOpMHUPOBAHHIO OIOKETA HA peaH3alMIO
KOPIOPAaTUBHOM COIMAILHON ITOJIUTUKH U COIMATILHBIX IPOTrpaMM
Heobxonumele yMeHus | PaccuuThiBaTh 3aTpaThl Ha MPOBEACHHE CICHHANM3HPOBAHHBIX COLHAIBHBIX

IporpaMm
IIpoBOAMTh MOHHWTOPHHI YCHEWHBIX KOPIOPATHBHBIX CONUAIbHBIX
IIporpaMm
ITpoBomUTE MEpOIPUATHS B COOTBETCTBHHM C KOPIIOPATHBHOM COLHAIBHOM
TIOJINTHKOH
Onpenensars IIEJIEBhIE TPYHIIBI mepcoHana IS CcOo3anusg

CIICITHAIM3HPOBAHHBIX CONHUAJIBHLIX IPOrpaMMm
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Onpenensm; KPUTCPUH U YPOBHU YRXOBJICTBOPCHHOCTH IICpCOHAA

Onpenenats 3GPeKTUBHOCTE MEPONPUATHN peallm3yeMoil KOPIIOpaTHBHOM
COITHAJILHOM ITOTHTHKH

OpraHu3oBEIBaTh  B3aHMOJEHCTBHE C [OCYJApCTBEHHBIMH OpraHaMH,
IpodecCHOHATEHBIMU COIO3AMH U IPYTHMH IPEACTABATEILHEIMA OpraHaMu
pabGOTHUKOB, OOINECTBEHHBIMM M HHBIMH OpraHH3alMAMH IO BOIIPOCAM
peau3alyy KOPIOPAaTUBHON COLMAIBHON TONUTHKHI

AHanm3ppoBaTh PHIHOK YCIYI' IO COLMHAIBHBIM H CHEIHATA3HPOBAHHBIM
IporpaMMaM COIHAIBHOW MOJIEPKKH WICHOB LEJCBBIX T'PYII W T'OTOBUTH
IPEUIOKEHNS 10 HX MOCTABIUKAM

Ilpom3BomuTh IpeABapUTENbHBIE 3aKYMOYHEIE NPOLERAYPH H O(OpPMIIATH
CONYTCTBYIONIYIO IOKYMEHTAIHIO 110 3aKFOYEHHIO IOTOBOPOB

CoG6ronars HOPMBI STHKH JEJI0BOT0 OOIIEHHUS

HeobxoauMeie 3HAHMA

BOl'IpOCBI YHOPAaBJICHUA COONUANBHBIM Pa3sBHTHCM OpraHU3aliuii

Merozapl aHanH3a BBHIIOJHEHHMS KOPIOPATUBHBIX COIMANBGHBIX HpPOTpaMM H
OIIpeNIeNIEHAS NX S5KOHOMHYECKOH 3 HEeKTHBHOCTH

Cucremel, Metonsl, GOpPMBI MATEPHATLHOTO ¥ HEMATEPHAILHOIO
CTHMYJIIPOBAHMSI TPyJa EpCcoHalIa

Meronsl mpoBemEHWS ~ COLIMOJIOTMYECKHX  HCCIACHOBAHHM, H3y4eHHS
00IeCTBEHHOTO MHEHNS

TexHoMOrNyM, METOABI ¥ METOJUKHA NMPOBEACHU aHAIH3a U CHCTEMATH3ALUH
JOKYMEHTOB M HH(MOopMamH

HopMmaTuBHBIE NpaBOBBIE aKThI, PErYIHPYIOMHME mpaBa M OOA3aHHOCTH
TOCY[apCTBEHHBIX  OpPraHoB, IPO(ECCHOHATHHEIX COIO30B U JPYTHX
IIPEACTaBUTENLHBIX OPraHOB DPAaOOTHHUKOB IO MPENOCTABICHUIO YYETHOMN
JOKYMEHTAITUN

Ilopsnox  mpoBemeHMs  3aKymO4YHBIX  Ipoueayp H  odopmieHus
COINYTCTBYIOMIEH TOKYMEHTAIUH

CrpykTypa, 1e1H, CTpaTerus U KaJpoBast IOJHTHKA OpraHu3aIiH

OCHOBEI HpOHSBOI[CTBCHHOﬁ ACATCIIBHOCTH OpraHHu3aliy

OCHOBEI 0611.[6171 17 COIII/I&J'IBHOﬁ IICUXOJIOTHH, COIIMOJIOTHH W IICHXOJOTHH
Tpy”na

TpymoBoe 3aKOHOAATENBCTBO U WHBIE aKThI, COAEPKAIAE HOPMBI TPYAOBOTO
npasa

OCHOBEI apXMBHOTO 3aKOHOJATENHCTBA M HOPMATHBHEIE IMPABOBEIE AKTHI
Poccuiickoii @enepanu, B 4acTH BeJIeHHS JOKYMEHTAITAY 110 IEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNnscTBa Poccuiickoii Oenepanun

3akoHOAaTENhCTBO Poccuiickoit @enepaliuy 0 mepCOHANBHBIX JAHHBIX

JlokanpHEIE aKThI OpraHM3allM{, pEryIHPYIOUME TOPSAOK BHEAPEHHS
CONMAIBHOM IONUTHKH

IMopsanoxk 3axiroueHus TOroBOpoB (KOHTPAKTOB)

HopMBI 3THKM 1€10BOro 00IeHus

ba3oBsie OCHOBBI HHQOpMATHKH, CTPYKTYpHOE IIOCTPOEHHE
MHGOPMAIMOHHBIX CHCTEM H OCOOSHHOCTH PaGOTHI ¢ HUMH

Hpyrue xapakTepuCTHKH
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3.6.3. Tpynosas ¢pyskuous
ATMUBWCTpPHPOBAaHHE HPOLECCOB H Vposennb

Hammenosanme | JOKYMEHTO000POTa IO BOIIPOCAM Koxn | F/03.6 | (momypoBens) 6
KOPIIOPATHBHON COUANBHON MOJTUTHKHA KBIUGHKALUH

IIponcxoxneHHE TPYROBOM
PyHKumHN

Opurnran X 3aMCTBOBAaHO W3 OpUIHHATA

Kon Perucrpanmonnsiit HomMep
OpurHHaNa NpodeCCHOHATBHOTO CTAHAAPTA

TpynoBbie neficTBUA

AHalm3 TIpOLECcCOB JOKYMEHTOOOOpOTa, JOKAIBHBIX JOKYMEHTOB IO
BOIIPOCAaM KOPIIOPATHUBHON COLMATBHOH ITONUTHKH

HoxymenTanuoHHoe 0QOPMIICHHE PEe3yIETATOB KOPIOPATHBHOM COIMATBHON
TIOJIUTAKHA

IlonroToBka mpemnoXeHWH @O pasBUTHIO KOPMOPATHBHOM CONMAIBLHOM
MIOJIATHKH :

ITogroToBka pe3ynsTaTOB aHATH3a COOTBETCTBHA KOPIIOPATHBHOM COIHAIBHOM
[OJUTHKA TpeOOBaHMAM 3aKOHOJATeNbCTBa Poccumiickoit ®epepaium u
YCIIOBHSAM PHIHKA TPYya

JIOKyMEBTAallHOHHOE M OPraHM3AUOHHOE CONPOBOXIEHHE MEPOIpPHATHH
KOpIIOPAaTHBHOM COLMAILHOM NOTATHKH

IlogrotoBka m o06pabGoTka 3ampocoB M yBeOOMIEHMH O paGOTHMKAX B
TOCYNapCTBEHHBIC  OpraHbl, OPOQECCHOHANBHBIE COIO3BI M ApYTHE

IPpEACTaBUTEILHBIC OpraHbl pa6OTHHKOB IIO BoIpocaM COUMAIBHOMN MOTUTHKH

B OTHOHLICHHH IICpPCOHAIa

CompoBojkieHHE  JOTOBOPOB IO  OKA3aHUIO  KOHCYIBTAMOHHBIX W
MH(QOPMAIHMOHHBIX YCIYT MO MEPOIpPHATHAM KOPIIOPATHBHON COIHMAIBbHOM
HOJIATAKM, BKIIOYAs IPeBAPUTENbHBIE IPOLEAYPHI [0 MX 3aK/IFOYEHHIO

HeobxoanMele ymeHus

OdopMnaTe JOKYMEHTHI IO BONPOCAM KOPINOPATHBHOM  COLHATBHOM
TIOJIUTHKH, IPENOCTaBIIEMBIE . B roCyAapCTBEHHEIC Oprassl,
[IPEICTABUTENBHEIE OpPraHbl paOOTHHKOB

AHanM3HpOBaTh MPaBUIIA, HOPIIKH, IPOLEAYPHl KOPIOPATHBHOM COMMAILHOM
HOJIUTHKY

Obecneunsars JAOKYMCHTAITHOHHOC COITPOBOXKICHHEC COLMANIBHON IIONTHKH B
OTHOIUCHHH IICPCOHAJIA

Opranu30BEIBaTE XpaHEHHE IOKYMEHTOB B COOTBETCTBHM ¢ TpeGOBaHHSIMH
apXHBHOTO 3aKoHojaTenbcTBa Poccmiickoit @efepauu¥ ¥  JIOKaIbHBLIMHA
aKkTaM{ OpTraHU3aliuH

IIpousBomuTe INpeaBapHTENBHBIC 3aKyIIOYHBIE IPOLEAYPHl M O(GOPMIIATH
COIYTCTBYIOIIYIO TOKYMEHTALHIO 10 3aKJIFOYEHHIO IOTOBOPOB

Paborars ¢ mEGOpMAIHOHHBIME CHCTEMaMH ¥ 0a3aMM JaHHbIX IO BOIIPOCAM
COIMAILHOM IIONMTHKH B OTHOIICHWH ITepcoHalia

Bectn YUE€T B PETHCTPALHIO JOKYMCHTOB B PIH(i)OpMaIII/IOHHBIX CACTEMAxX M Ha
MaTCpHaJIbHBIX HOCHTEIIIX

Bectn genoByro nepenucky

CobmoaTh HOPMBI STHKH JIEJIOBOr0 OOMIEHUS

HeobxomuMeie 3HAHUS

IMopsagox obopMiieHHs, BeNEHUS ¥ XpaHEHAS NOKYMEHTAIMH 0 COLHATBHOM
IIOJIUTUKE B OTHONICHUH ITepCOHANA

Ilopsnoxk QopmupoBaHHS, BefeHHs OGaHKa JaHHBIX M IIPEJOCTABIICHHAS
OTYETHOCTH II0 BOIPOCaM COLIMAIbHOM HONHTHKY B OTHOLIEHHH ITepCoHAIa




TexHomorum, MeTOIBI ¥ METOJMKH MPOBENCHHUS aHAIM3a M CHCTEMATH3AINH
JOKYMEHTOB U HHGOpManuu

OcHOBEI JOKyMEHTO000POTa H JOKYMEHTAIMOHHOI0 00ECIIEIEHUS

ITopsmox  mpoBemeHMA  3aKyHOYHBIX  OpONEAYpP H  OQOpMIIEHHS
COIIYTCTBYIOIICH JOKYMEHTAITUH

Crpykrypa opraHu3alid W = BakaHTHBlE JOJDKHOCTH  (mpodeccun,
CIELIATEHOCTH)

TpymoBoe 3aKOHOATENHECTBO M HMHBIE aKTHI, COAEPXKAIIME HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXHBHOTO 3aKOHOJATENbCTBA M HOPMATHUBHEIE IIPaBOBBIC AKTHI
Poccuiickoi Qenepanuy, B 4aCTH BeACHHS JOKYMEHTAIHH TI0 IIEPCOHATY

OcHOBEI HaJIOTOBOTO 3aKOHOIATENbCTBA Poccuiickoit denepanun

HopMaTuBHEIE NpaBOBEIE aKTHI, PETYIHPYIONIME IIpaBa H  OOS3aHHOCTH
TOCYNapCTBEHHEIX  OpPraHoB, IPOQECCHOHANIBHBIX COIO30B W  APYrHX
IPE/ICTABUTENIFHBIX OPraHoB pPabOTHUKOB IO NPEXOCTABIECHHIO YYETHOM
JIOKYMEHTaLHA

3akonogarenscTBo Poccuiickoit @ezepaliuu 0 NepCOHANBHEIX JaHHBIX

JlokankHEIE HOPMATHBHBIE aKThl OPTraHU3AWH, PErYJHUPYIONME NOPSIOK
BHEJPEHHS KOPIIOPATUBHOM COIMANbHON HOJMTHKH U COIHAIBHEIX POrpaMM

IMopanok 3axmo4eHus1 JOrOBOPOB (KOHTPAKTOB)

HopMel 3Tiku fenoBoro obmeHus

ba3oBrie 0CHOBBI HHGOPMATHKH, CTPYKTYPHOE HOCTPOEHHE HH(POPMAITIOHHBIX
CHCTEM M 0COOCHHOCTH pabOTHI C HUMH

Apyrue
XapaKkTEPUCTUKH

3.7. O606mennas TpynoBasi QyHKIHuA

One HOHHOC ABJICHUC NICPCOHAIIOM U YpoBeHb
HanmeHoBaHue pan ymp P Kon G P 7
MOAPAa3AcIICHUEM OpraHH3alluK KBaH(HKALIH
IIpoucxosxaenue (
0000meHHOMH TpyAOBOiT Opurunan X 3aUMCTBOBAHO M3 OpHIHHANA
Gynxumn
Kon Perucrpanponssiii Homep
OpHIHHaJa MpodeCCHOHANBHOIO CTaHIApPTA
Bo3moxxusie PykoBoguTens CTpYKTypHOTO OApas el ICHuS
HaVMEHOBaHHA HaganeHuK CTpYKTYpHOrO noApasaeneHus
JODKHOCTEH,
npodeccuii

TpeboBanns x
o6pazoBaHuIo 1
00y4eHHIO

Bricmee o6pa3oBaHue — CIIEIUATKTET, MATKCTPATYpa

HononauTensHOe mpodeccrHoHaNbHOE 06pa3oBaHue — IPOrpaMMEI
npodecCHOHATLHON ITePEHOATOTOBKH B 00JIaCTH YIIPABIICHHAS IIEPCOHAJIOM,
‘OIEPalHOHHOTO M TAKTHIECKOTO YIPABICHHS; IPOrPAMMBbI IIOBBIIICHHS
KBaHGHKaIIK B 06)1aCTH YIIpaBJIeHus EPCOHATIOM, ONEPAHOHHOTO H
TaKTU9IECKOT0 YIIPABJICHHS

TpeboBanus K OIBITY
MPaKTUIeCKOH paboThHI

He Menee 141u JieT B 0671aCTH YIIPaBIeHHUS IEPCOHAIOM

Ocobsie ycnoBua
JomycKa K pabote

[pyrue
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| XapaKTepHCTHKH

JlonoTHUTENbHBIE XapaKTEPUCTUKA

HaunmenoBanne JokyMeHTa Kon

HaumMenoBanue 6a30Bo# rpynmbl, 0DKHOCTH
(mpodeccun) nim cenuATBHOCTH

OK3

1232 PyxoBomurenu noapasnenenuii (cnyx0) ynpaBiesus
KaJpaMH ¥ TPYJOBEIMH OTHOIICHHUSIMHU

EKC

- HaganeHuk otsena KaJgpoB

- Havansauk OTJZICJIa OpTraHu3alud U OIUIATEI Tpyaa

- Hagansank OTACHa IIOATIOTOBKH KaapoB

- Havamsank OTICIa COIMMATTEHOIO pa3BUTHA

3aBenyronuii (HaJaJIbHNUK) OTIEIOM KaJpoB

OKII/ITP

24063 | Menemxep 110 mepcoHaIy

3.7.1. TpynoBas ¢pyHKIust

Pa3paboTKa cHCTEMEBI OIIEpalldOHHOTO VpoeHs
HanveHosanue | yIpaBlIeHH IEPCOHANIOM B PabOTHI Kon | G/01.7 | (momyposens) 7
CTPYKTYPHOTO IOpa3ieICHUs KBaH(UKaIIH

Ilporcxoxaenue TpyaoBOH
byHKIIM

Opurunan X 3auMCTBOBAaHO U3 OpPUTHHATIA

Kon PerucTpanmoHHsIit HoMep
OpUruHaNa npogeccHOHaTLHOr0 CTaHAapTa

TpynoBsie neiicTBUs

AHanu3 yCIIeIIHBIX KOPHOPAaTUBHBIX MMPAKTHK O BOMPOCAM CTPATETHYECKOIO
U ONIEPATUBHOTO YIPaBJICHHUS IEPCOHATIOM OpraHU3alHu

IlocraroBka OIICPATUBHEIX geneH mo BOIIpoCaM ynpaBJICHHA IICPCOHATIOM

PaspaboTka nnaHOB, MporpaMM M OPOIEAYD B YIPABJICHHH IEPCOHAIOM

PazpaboTka mpemnoxeHni Mo CTPYKType HOApa3feliCHHS M MOTPEOHOCTH B
HepCcoHaNIe

PazpaboTka npemtoxeHuii 0 OGECIEUEHHIO TEPCOHATIOM, (POPMHUPOBAHHIO
CHCTEM OIICHKH, pa3sBHTHA, OIUIATHl TPYyZa, KOPIOPATHBHBLIM COIHAIBHBIM
nporpaMMaM M COLHATIEHOM MOJIMTHKE

Paspaborka mnpemmoxesuil o 3arpatax W (GOpMHpOBaHMIO OIOMKETa Ha
HepcoHall

PazpaboTka NIpemIoXeHHi IO 3aKIIOYCHHIO .JOTOBOPOB IO YIIPABICHHIO
IEePCOHAJIOM C MOCTAaBIMKAMH YCIyT M IpPOBEJEHHE IpeIBAPHTEIbHEIX
IPOIEAYp HO UX 3aKIIIOYCHHIO

HeobxoauMele ymeHHS

OpraHu30BBIBaTH PabOTY IIEPCOHANIA CTPYKTYPHOTO IOApA3IeICHH s

Onpe,uenﬂb 3aJa49¥ IICpCOHAIa CTPYKTYPHOI'O IOApa3aCIICHUs, HCXOOSA U3
eneit u CTPATCTHH OpraHu3anu

Co3maBaTh W ONHMCHIBATH OPraHU3ALMOHHYIO CTPYKTYPY, LEIM, 3a[1a4H,
GYHKITHY CTPYKTYPHOTO MOApa3Ie/ICHUs

IlpuMeHATE METOAB! YHpaBIECHHS MEKIHYHOCTHBIMH  OTHOIICHHAMH,
dopMUpOBaHHMA KOMAaHX, pa3BUTHS JIAAEPCTBA H  HCIOIHHTEIHHOCTH,
BBIABJICHUS TATAHTOB, ONpe/ICIeHNS YAOBIETBOPEHHOCTH PaboTOM

Ompenensars, aHaIA3HPOBATh, MOAEIMPOBATH W BHICTPAHBATL BHYTPEHHHE
KOMMYHHUKAITAH TepCOHAIA

PazpabaTrBaTh NPOEKTHBIE NPEMIOKEHHS H MEPONPUATHS 10 3P (eKTUBHON
paboTe nepconaia
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BHeapsATs cTpaTeruio 1o ynpasieHUIO IepCOHATIOM

CocTaBnaTe, pacCUWTHIBATh, KOPPEKTHPOBAaTh W KOHTPOJIHMPOBATH CTATHH
pacxolioB Ha MEpPCOHAN, pa3pabaThIBaTh MPEUIOKEHHs IO 3aTparaM Ha
IepcoHAN Uil hopMHUpOBaHHS OI0DKETA ~

HpeI[CTaBJISITB HHTEPECHI Opranusanuu 51 BCCTH IIEPETOBOPEI C
l'IpO(i)CCCI/IOHaJ'IBHHMI/I COI03aMH H PYTIWMH HNpEeACTAaBATCIILHBIMH OpraHaMHu
paGOTHI/IKOB, B3aMMOJEHCTBOBATE C TOCYAAPCTBCHHBIMH OpTranu3alivisIMu

AnanusppoBaTh HHQOpPMAaIMIO IO IIOCTaBIIMIKAM YCIOYr B o6iacta
yIIpaBJICHHS IEPCOHAIOM M II0 YCIOBVSM 3aKJIFO9aeMbIX JTOTOBOPOB

IlpoussoguTe IpeABapUTENbHBIE 3aKyMOYHBIE IPOLEXYPHl M OGOPMIIATH
COIYTCTBYIOINYIO JOKYMEHTAIHIO IO 3aKJIFOUEHHIO JJOIOBOPOB

Paborate ¢ HHGOPMAIIMOHHBIMY CUCTEMaMH U 6a3aMy JaHHBIX II0 BOIPOCAM
YIIpaBJICHUS NEPCOHATIOM

Opl" AHHU30BLIBATE 1 IIPOBOAUTE KOPIIOPATUBHEIC MEPOIIPHATHS C ICPCOHATIOM

CobmofaTh HOPMBI 3THKH JIEJIOBOTO OOMIEHHS

Heob6xonumMeble 3Hanms

MCTOI[BI, CIIoCOOBI B HHCTPYMCHTEI YIIPABJICHUA ICPCOHATIOM

Ienwu, crpaterus pa3suTus U OH3HEC-IUIAH OpPTraHU3AIMH

IonuTuka YIIPaBJICHHA IEPCOHAJIOM OpraHU3aIuy

MeTtonp! anami3a KOJTHYECTBEHHOTO M KAYECTBEHHOTO COCTaBa II€pcoHana

CrcTeMEI cTaHIapTOB N0 GH3HEC-TIpoIieccaM, IpodecChsIM, HOpMaM Tpyaa

Cuctempl, Meronsl u (GOpMBI MaTepHANLHOIO M HEMATEPHAILHOIO
CTUMYJIMPOBaBMS TPY/a IEPCOHANA

Texronornn u MeTo 1 GOPMHUPOBAHUS U KOHTPOJIA GXO/DKETOB

Iopamok  npoBedeHHS  3aKymOYHBIX  Npomeayp M odopmieHMs
CONYTCTBYIOMIEH NOKYMEHTAIUM

OCHOBEI HpOHSBOI[CTBCHHOfI ACATCIABHOCTH OpPranu3aliuu

OcHoBEI OOmed W COLMANbHOM IICHMXONOTHH, COIMOJOTHHM H IICHXOJOTHH
TpyJa, 9KOHOMHUKH Tpyia, 0€30MacHbIX YCIOBHH Tpyaa

CrpykTypa opranu3aimm

TpymoBoe 3aKOHOZATENECTBO M HHBIE AKTHI, COAEpPXKAIHE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOZATEIECTBA H HOPMATHUBHEIE IPABOBHIE AKTHI
Poccuiickoit @enepanyu, B 9acTH BeJIeHUS JOKYMEHTAIMH IO IEPCOHATTY

OCHOBBI HAJIOrOBOTO 3aKOHOAATENbCTBA Poccuiickoit Menepanuun

OcHOBEI MHTpallMOHHOTO 3aKoOHOJAaTenbcTBa Poccumiickoit ®enepanuu, B
9aCTH IPUBICYCHHSI U TPYAOYCTPOHCTBA MHOCTPAHHBIX I'pakdaH H JHI[ 6e3
rpaX1aHCTBA

OcHOBEI AIMHAHUCTPATHBHOrO 3aKOHOJATCIBCTBA B obnactu YHIpaBJICHUA
TIEPCOHAJIOM ¥ OTBCTCTBCHHOCTH NOJDKHOCTHBIX JIHIY

3akoHoAaTenscTBO Poccuiickoit denepanus 10 3amUTe MEPCOHANBHBIX
JaHHBIX

Jlokanpsple HOPMATHBHBIE aKThl OpraHM3alMd B OOJACTH yIpaBieHHS
HEPCOHAJIOM

ITopaok 3axmodeHns JOroBOPOB (KOHTPAKTOB)

HopwMe1 sTrxm genoBoro oOmenus

bazoBrie OCHOBBI uadopmaTuk, CTPYKTYpPHOE IIOCTPOEHHE
HH(OPMAIMOHHBIX CHCTEM B OCOOEHHOCTH pabOTHI ¢ HUMH

Hpyrue xapakTepHCTHKH
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3.7.2. TpynoBas pyHKIHuSsA

Peanuzanus onepaniioHHOTO YIpaBIeHUS VpoBeHB
Haumenopanwe | IEPCOHAIIOM B pabOTHI CTPYKTYPHOT'O Kon | G/02.7 | (momyposens) 7
IIoApa3AeICHus KBaNHU(HKALMH

IIpoucxoxaeHue TPyAOBOH
dyHKIUH

Opuruaan X 3aUMCTBOBAHO M3 OPHTHHANIA

Kon PerucTpanyoHHs1it HoMep
OpHrvHayIa MPodEeCCHOHATBHOrO CTaHIapTa

TpynoBeie nelcTBHS

HJIaHI/IpOBaHI/Ie ACATCIIBHOCTH NOAPasAC/ICHU B NICPCOHAJIa

OnepamBHoe yhnpasJICHHC IIEPCOHATIOM OAPA3ACIICHHUA OpraHh3aly

Pacger 3aTpaT mo monpasmeNeHHMIO M TOATOTOBKA IPENIOKEHHH I
bopMupoBaHus GI0JHKETA

PazpaboTka cTaHAApTOB MEATENBHOCTH MONPA3E/iCHUs W YHH(DHKAIKSI
IPOLIECCOB

IIpoBeieHre HHCTPYKTaXKa ITO OXpaHe Tpya

ITocranoBka 33124 paGOTHHKAM CTPYKTYPHOTO ITOAPa3eNeHUs, ONPEeTICHAE
PECYPCOB JUIS MX BBITOIHEHNSA, KOHTPOJIb HCIIOJHEHUS

AHamu3 IUIAaHOB M OTYETHOCTH NONYMHEHHBIX pPaGOTHHKOB, paspaboTKa
IPEUIOXKEHNAH 10 YIIydIIeHHIO OKa3aTeNell 1eITeIbHOCTH TOApa3AeiICHUs

®opMHpPOBaHHE OTYETOB O PaboTe CTPYKTYPHOIO MMOAPa3ieICHHs

HeobxomuMble yMeHHS

Onpenenars 30HEI OTBETCTBEHHOCTH M 3(dexTuBHOCTH paboThi mepcoHala
CIPYKTYpHOTO IOAPA3[CICHHUA, paclpeleisTh 3amadd H obecrneunBaTh
MaTePHANLHO-TEXHHYECKHE PECYPCHI IS MX MCIIOIHEHMS

HpI/IMCHSITL METOABI OIIEPATHBHOI'O YIIPABICHU NIEPCOHANIOM OpraHu3aIiy

KOHTpOJII/IpOBaTB HCIIOJIHCHHC nopyqum‘fI H 3a7a4, BHOCHTb CBOCBPCMCHHEIC
KOPPCKOWY B IVIAHB! U 3a4a9H

Onpeneniars nokasares 3GpGheKTHBHOCTH paboTEI IEPCOHANA TOApa3IeIeH S

Vrpasnare MOTHBAIMeR HEPCOHaNa, ero BOBICYCHHOCTHIO M IHCIMIUIMHOM
Tpyna

CocraBmaTe  IIAaHBI  OEATENBHOCTH  CTPYKTYPHOIO  IOApA3ieNeHHs
OpraHu3aIuu

CocraBnaTs, pacCUHTHIBATh, KOPPEKTHPOBATh M KOHTPOJMPOBATH CTATHH
PacxoJ0B CTPYKTYPHOTO HOApa3feeH s 11 HOPMUPOBAHHUS GIOMKETOB

ITpon3BoauTs aHAIU3 TEKYINEH AEATETHHOCTH CTPYKTYPHOIO IOIpa3ae/icHUs
H BHEJIPATH HPOLEAYPHI IT0 €€ ONTHMH3AIAH

HpeﬂCTaBJISITB HHTCPECHL Opranusaluu u BCCTH IICPETOBOPEI Cc
roCyIapCTBCHHBIMH OpraHamuy, npo@eccnonanbnbmn COIO3aMH H JOPYIHMH
NIPEACTAaBUTEIILHBIMHU OpradaMH paﬁomnkon 10 BOIIpOCaM nepconaiia

Bectn IIEPETOBOPEL C MOCTaBIIHMKaMH YCIYI IIO YCJIIOBHAM 3aKIIOYaeMBIX
JA0rOBOPOB

IIponsBomuTe IpefBapHTENbHBIE 3aKyIOYHBIE IPOLUEAYPHl H O(GOPMIATH
COIYTCTBYIOIIYIO TOKYMEHTALHIO 10 3aKJTFOUEHHIO TOTOBOPOB

IIpoBOAMTE ayUT Pe3yIbTATOB pabOThI C IEPCOHATIOM

Pa6otats ¢ HHGOPMAIMOHHBIMH CHCTeMaMH U (a3aMu JaHHbIX II0 BOIIPOCAM
YIIPaBICHUS IEPCOHAJIOM

Cobimonate HOPMBI STHKH JETIOBOTO OOIIEHHUSA

Heobxogumeie 3HaHMS

Teopun ynpapnenus nepcoHAJIOM M €ro MOTHBAIHH

Meronsl amanu3a BBIIONHEHHWS IUIAHOB M 3a1ad4, ONpEIECNCHHS MX
5KOHOMMYECKOH 3¢ (eKTHBHOCTH

@opMEI ¥ METOIBI ONIEHKH IIepCOHalIa M Pe3YJIBTaTOB MX TPYAa




TexHosI0rMHN OLEPATHBHOTO YIPABICHHS MIEPCOHAIOM OPTaHH3AHA

Cucrembl, Metonpl M (GOPMBI MAaTepHAILHOTO U  HEMAaTepHAIbHOTO
CTUMYJIMPOBaHHS TPYAa MepcoHaIa

Texnonorun 1 MeToIBI HOPMHUPOBAHHS M KOHTPOIIS OIOMKETOB

Teopuu u MeTOAIBI yIIpaBIICHHS PA3BUTHEM NIEPCOHANA

OKOHOMEKa Tpya

Opl"aHI/IBaI.IPIOHHO-IHTaTHaH CTPYKTYypa opraHmusaniuu

[Tonmutrka YOpaBJICHHA NNCPCOHATIOM ¥ COUHAIBHAS MMOJUTHKA OpraHu3alny

Llemnn, cTpaTerust pa3BUTHS U OU3HEC-ILIAH OPraHM3alui

MeToavky I1aHUPOBAHNS ¥ IPOTHO3UPOBAHKS TOTPEGHOCTH B IEPCOHATIE

INopanox yperynmpoBaHHS TPYAOBBIX CIIOPOB

TpeGopanns v mpaBHIIa IPOBEAEHHS ayIUTa paGOTHI C IEPCOHATIOM

dopmbr COITMATBHOTO IIapTHEPCTBa 7§ B3aUMOIEHCTBHS c
IpoQecCHOHANbHBIME COI03aMH U APYIAMH IPEICTABHTENHHBEIMA OPTaHAMU
PpabOTHHKOB, ¥ MHBIMH OPTraHHM3aIMsIMH

[opsanox opopMeHns KafpOBBIX JOKYMEHTOB M IPUIAHUS UM IOPHAMIECKOH
CHIBL

Ilopsmox  mpoBeNeHMS  3aKyNOYHEIX  Opouenyp Hu  oQOpMICHHS
CONYTCTBYIOMIEH JOKYMEHTAUH

TpynoBoe 3aKOHOZNATENBECTBO M MHBIE AKTHI, COIEPIKAIIUE HOPMEI TPYAOBOTO
npasa

OcCHOBBI apXHMBHOTO 3aKOHOJATENBCTBA M HOPMATHBHBIE HPABOBBIE AKTHI
Poccniickoii ®eepanny, B 9aCTH BEJCHUS JOKYMEHTAIHH 110 IEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOAATeNbCTBa Poccuiickoit ®eneparun

OCHOBBI MHTPAIIMOHHOTO 3aKOHOZATenbCTBAa Poccmiickodt Penepanum, B
YaCTH IPUBJICYECHHSA W TPYIAOYCTPOHCTBA MHOCTPAHHBIX IPaXIaH ¥ JHI| 6e3
TpaKIaHCTBA

OcHOBEI AIMHHHACTPATHBHOIO0 3aKOHOJATEIBCTBA B obnactn yupasicHuA
TIIEPCOHAJIOM H OTBCTCTBCHHOCTH JOJDKHOCTHERIX JIHI]

3akoHogaTenscTBO Poccuiickoit Demepaiun 0 MEPCOHATBHBIX JAHHEIX

JlokanbHble HOpPMATHBHBIE aKTHI OpraHHM3ald¥ B 9ACTH yIpPaBJIeHHA
HepCOHANIOM

OcHoBBI mpaBoBOro perynupoBaHHs Poccuiickodt @Defepamuu — Hopsaaka
3aKJIHOYCHHAS IPAXKIAHCKO-IPABOBHIX JOTOBOPOB

HopMsI 5THKM fe10Boro o6mmeHus

bazossie OCHOBBI HHQOPMATHKH, CTPYKTypHOE IIOCTPOEHHE
HHPOPMAIMOHHBIX CHCTEM B 0COOEHHOCTH PabOTHI ¢ HEMM

Jpyrue xapakTepucTUKH

3.7.3. TpynoBas ¢pyuxkuus

HamveHnoBanme

IIpoucxoxneHue TpyAOBOH
PyHKImH

AJMUHHCTpHPOBaHUE MPOIIECCOB v
OKYMEHTO060pOTa IO OTIEPANHOHHOM POBCHE
AOKYM p pax 6 Y Kon | G/03.7 | (momyposenn) 7
YIIPaBJICHHUIO ITIEPCOHANIOM H paboTe N ——
CTPYKTYPHOTO IIOApa3ICICHUS
OpuruHan X 3aMMCTBOBAHO U3 OpHrHHANA
Kon Perucrpanuonnsiii HoMep

OpHIrHHaNa NpodheCCHOHATBHOIO CTAHNAPTA
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Tpynoseie aeiicTBus

AHanmu3 IpOLECCOB JOKYMEHTOOOOpOTa, JIOKAIBHBIX JOKYMEHTOB IO
BOIIPOCAM OIEPAIMOHHOTO YIIPABICHUS IEPCOHATOM H PabOTHI CTPYKTYPHOTO
noapasJieneHus, OW3HEeC-IpOIEecCOB  OpraHU3allid, YJIOBIECTBOPECHHOCTH
HepcoHaNa

JlokyMeHTaMoOHHOE O0QOPMIIEHHE pPe3y/IbTaToOB ONCPALMOHHOTO YIpPaBICHUS
IEPCOHANIOM M pabOTHl CTPYKTYPHOTO NOApa3fiC/iCHUS, Pe3yNbTaToOB ayIauTa
paboTHI C IEPCOHAIOM

IloaroToBKa mIpeANOXEHWH 110 . Pa3BHTHIO CHCTEM OIEPANlAOHHOIO
yIpaBleHHS IIEPCOHAJIOM H pabOoTHl CTPYKTYPHOIO TOJpPasAeleHHs, II0
HEOOXO0AMMBIM KOPPEKTHPYIOMIAM K IPEBEHTUBHLIM MEPaM

PaspaboTka cucTeMbl aHanH3a ¥ KOHTPOJIs paGoThI IEpCOHAIA

KonTtponb, cpaBHEHHE M aHalW3 IPOLIECCOB B OONAacTH OIEPAaTHBHOIO
VIpaBIICHHS IEPCOHAIIOM, pe3YyJIbTaTOB YIPABICHYECKUX MEPOIPHUATHH,
omnpenencHue (aKTOpOB, BHIBEIBAIOIIKMX OTKIOHEHHE OT  ILIAHOBBIX
oKasaresei

INoaroroBka u 06paboTka 3ampocos, yBeIOMIICHHIH, CBeIEHHI 0 PabOTHHKAX B
TOCYAapCTBEHHBIE OpraHbBl, NPO(ECCHOHANBHEIE COMIO3bl, OOMIECTBEHHEIE
OpraHH3aIH

ComnpoBoskieHHE IOTOBOPOB OKa3aHUA YCIYT MO BONPOCAM ONEPATHBHOIO
YIPaBIEHHA IIEPCOHANIOM B paboTe CTPYKTYPHOTO HOIpa3ieNieHus, BKIFOYAS
IpeIBapUTeNIbHbIE IPOIEAYPHI 110 HX 3aKIIOYCHHIO

IlonroroBka mnpemnokeHuit mo QopMupoBanuio OlOKETa Ha IMEPCOHAI
OpraHu3aIyu

Brmonnenwe TtpeGopammii mo XpaHeHWI0 HHGOPMAmMH O pe3yabTaTax
NEHCTBHS CHCTEM OIEPAllHOHHOIO YIPABICHWS HEPCOHATOM H paGoThI
CTPYKTYPHOT'O MTOAPA3AeICHHUI

Heob6xomuMbie yMeHHS

KoHTpomMpoBaTh IpPOIECCHl YIpaBIEHHS NEPCOHAIOM IOAPa3AcIeHHiA,
ONpENENsITh HMX pE3yINbTaTHBHOCTH M BBUIBIITH (AKTOPHl OTKIIOHEHHH OT
IUTAaHOBBIX TApaMeTPOB

Pa3pabaTeBaTh IpOrpaMMBI IOCTHXXEHHS Ieliel ¥ ONEepaTHBHOTO pelIeHMs
3a7a4 noapasacneHui

AHan3upoBaTh, pa3pabaThBaTh U 0GQOPMIATE JOKYMEHTHI IO OIEpPATHBHBIM
mpoleccaM i HX pe3yiibTaraM

ITpoBoaMTE aymuT KaApOBHIX IPOIECCOB, MPOLEAYP, OHOPMIIEHHSA KaIpOBBIX
JOKYMEHTOB M JOKYMEHTOB IO YIIPABJICHHUIO IEPCOHATIOM

KOHTpOJ'IHpOBaTB pacxog0BaHuC OIODKETOB HA TICpCOHAlI

OdopMiIaTh NOKYMEHTHl IO OIEPAIMOHHOMY YIIPABICHUIO IIEPCOHAIOM H
paboTe CTPYKTYPHOTO NOIpa3AeiieHns, IPEIOCTABISEMbIE B TOCYIapCTBEHHEIE
OpraHbl, IPEICTABUTEIILHBIE OPraHbl pAOOTHHKOB

O6ecneynBaTh  JOKYMEHTAalHOHHOE  CONPOBOXKICHHE MO  CHCTEMaM
ONEPalHOHHOr0  YNPAaBJIEHMS [EPCOHATIOM H  paboTe  CIPYKTYpPHOrO
HOApa3/ieIICHAS

Opranu3oBBIBaTh XpaHEHWE IOKYMEHTOB B COOTBETCTBHH C TpeGOBaHHAMHE
TPYIOBOIO H apXMBHOIO 3aKoHoJaTenbcTBa Poccwiickoii ®enepanuu u
JIOKAIBHBIMHE aKTaMH OpraHu3aliK

KOHTpOJIPIpOBaTB HCIIOHCHHUE OOI'OBOPOB IIOCTAaBIIHKOB YCIYI IIO BOIIpOCaM
n¢pCcoHAIa

IlpousBomuTe 3aKymo4Hble IpONENypH, OGOPMISTE W AHAIH3UPOBATH
3aKyIOYHYIO JOKYMEHTAITUIO

IIpoBOAUTE TIIEperoBOphl M IpEACTABIATh HMHTEPECH OpraHW3aliy B
TOCYJapCTBEHHBIX OpraHax, HpOoQECCHOHANBHBEIX COI03aX W  JPYTUX
IIPEICTABUTENBHBIX OpraHax pabOTHHKOB IO BOIPOCaM HepCcoHaIa
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BecTn 1e10ByIO EPENUCKY

BecTu yder u perucrpanuo JOKyMEHTOB B HHGOPMAIMIOHHBEIX CHCTEMaX M Ha
MaTepHaJIbHBIX HOCUTEIIIX

PaGotars ¢ nHpOpMaOHHBIME cHCTeMaMH H 6a3zaMy NaHHBIX IO IEPCOHATY
M CHCTEMaM OIEpalMoOHHOTO YOpaBliCHHS IIEPCOHAJIOM H  pabote
CTPYKTYPHOTO HIOApa3aeIeHUs

CobrogaTh HOPMBI 3THKH JIEJIOBOTO OOIIEHMS

Heo6xoauMEle 3HAHUA

MeToasl yrpaBieHus pa3sBUTHEM H 3((EKTHBHOCTHIO OPTaHH3AIHH, METOIBI
aHaIW3a BBIIOJIHEHUS IUIAHOB M IPOrpaMM, OIpeAeIeHUS UX SKOHOMHIECKOM
3¢ HEKTHBHOCTH

Mertozms! oneHKH paboOThI CTPYKTYPHBIX MOApa3feieHHid, pe3yJsTaToB TpyHa
mepcoHajia

Meroasl IPOBEACHHA ayAUTa U KOHTPOJUINHTa OIIEPATUBHBIX YIIPABICHUCCKHX
IIPOLICCCOB

@opMBI ¥ CHCTEMBl MaTE€pHaIBHOTO M HEMATEPHAIBLHOTO CTHMYJIHPOBAHMS
TpyZa epcoHaIa

OCHOBEI JAOKYMCHTAIMMOHHOI'O obecrieueHns

ITopspox obopMieHNs, BEAEHUS W XpaHCHHSA INOKYMEHTAlWH II0 CHCTEMaM
OINEPalMOHHOTO  YIIPaBJICHUS IIEPCOHAIOM oprapmsanmMd Hu pabote
CTPYKTYPHOTO HOJpa3eCHHs

Ilopsnox ¢opmupoBanus, BemeHus OaHKa JAHHBIX H IPEJOCTABJICHHS
OTYETHOCTH I10 CHCTEMaM ONEPAlHOHHOTO YIpaBJICHHS IEPCOHATIOM K paboTe
CTPYKTYPHOTO IOApa3eICHUs

HopmaruBHBIE NpaBOBHIE aKThI, PETYIHMPYIOIIHE IpaBa H OOSI3aHHOCTH
rOCYJIapCTBEHHBIX OpPraHOB H OpraHM3allMM IO IPEHOCTABICHUIO YYETHOM
JOKYMEHTaIIN

Hopsamox  mpoBemeHMs — 3aKyNOYHBIX  HpoUeAyp H  O(opMIteHHS
CONYTCTBYIOIEH JOKYMEHTALIUH

INomuTHKA yIpaBlIeHHS IEPCOHAIOM M COIHATbHAS MOJTHUTHKA OpraHu3aliy

Oprasn3allmOHHO-INTATHAS CTPYKTYPa OpraHU3alliy

Llenu u cTparerns pa3sBUTHS OpraHU3ALAM

busHec-mnan # OM3HEC-IPONECCH OpraHu3aliy

TpynoBoe 3aKOHOZATENHECTBO U HHBIE aKThI, COAEpXalIie HOPMEI TPYAOBOTO
mpasa

OCHOBBl apXHBHOTO 3aKOHOJATENbCTBA M HOPMATUBHBIE IIPABOBBIE AaKThI
Poccniickoit @enepanum, B 9acTH BeIeHNs JOKYMEHTAIWH 110 IepCOoHAly

OcHOBBI HAJIOTOBOTO 3aKOHOHaTeNbCTBa Poccuiickoit @eneparu

OCHOBBI MHUTPAIMOHHOTO 3aKOHOAaTeIbcTBa Poccuiickoif Denepannu, B qacTu
IpHUBICYCHUS H TPYAOYCTPOHCTBA MHOCTPAaHHBIX TIpaXJaH H JHI[ 0Oe3
IpakKaaHCTBa

OcHOBEI aIMHHUCTPATHBHOIO 3aKOHOAATCIILCTBA B obacTi YIIpaBJICHHA
IICPCOHAJIOM B OTBCTCTBECHHOCTH JOJDKHOCTHBIX JIMIL

3akononarenscTBO Poccuiickoit @enepanuy 0 nepcOHAIBHBIX JAHHBIX

JloxanbHBIE HOPMATHUBHEIE JOKYMEHTHl OpraHH3alii B OOJACTH YIpaBICHHUS
MIEPCOHAIOM

Iops ok 3aKJF09eHus JOTOBOPOB (KOHTPAKTOB)

HopMEI 3THKM 1€710BOr0 OOMmEeHNS

bazoBbie 0cHOBBI HHGOPMATUKH, CTPYKTYPHOE IIOCTPOCHHE HHPOPMAITMOHHBIX
CHCTEM M OCOOEHHOCTH PabOTHI C HUMH ‘

HApyrue
XapaKTEPUCTHKHU
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3.8. O6o0menHas TpyaoBas QyHKIHS

Harenosanme Crparerndeckoe ynpapieHue Kon | H VposeHsb 7
IIEPCOHAJIOM OpTraHU3alllH KBanuQuKaumu
ITpoucxoxaeHue
0600meHHO! TpyaOBO#H Opurarar X 3anMCTBOBAaHO M3 OPUTHHAJA
$yHKIIM
Kon PerucrpanyoHHLIH HOMep
OPHIHHaNA MPOPECCHOHATLHOrO CTaHAapTa
Bo3moxHbIe BiIle-npe3naeHT no YIpaBIeHHIO MEPCOHATIOM
HauMEHOBaHUS JlMpexTop no nepcoHany
JIOJDKHOCTEH, JIMpEKTOp 1O YIIPaBICHHIO IIEPCOHATIOM
npodeccuii 3aMeCTHTENb FeHEPaIbHOTO JUPEKTOPa II0 YIIPABIEHHIO IIEPCOHATIOM

TpebGoBanus x
00pa3oBaHUIO U
o0ydeHuIo

Bricmee 06pa3oBaHue — CIIELHATUTET, MATHCTPATypa

HononautensHoe npodeccuoHanbHoe 06pa3oBaHUe — IIPOTPAMMEI
npo¢eCCHOHANBHOM IEPENOATOTOBKYA B 00J1aCTH YIPaBJICHHS EPCOHANIOM,
CTPAaTETHYECKOr0O M ONEPAllHOHHOTO YIIPaBICHUSA, SKOHOMUKH OPTraHUu3alliH;
TIPOrpaMMBI IOBBINIEHH KBaTM(UKaIuy B 00JIaCTH YIpaBIeHUS IEPCOHATIOM,
CTPATerM4eCcKOro U ONEPAOHHOTO YIIPaBICHHS

TpeboBaHUS K OIBITY
IPaKTH9YEeCKOH paboTHI

He MeHee maTH jieT B 00/1aCTH yIipaBieHus NepCOHAIOM Ha PYyKOBOASIIUX
JOJDKHOCTSIX

Oco0ble yciioBHs
Jorycka K pabore

Hpyrue
XapaKTepUCTHKH

I[OHOJIHI/ITCJIBHBIC XapaKTCPUCTHKH

HanmenoBanue 6a30B0if TpyIIIIEL, JODKHOCTH
HaumenoBanue 1oKkyMeHTa Koxn
(mpodeccun) uiH ceNHANEHOCTH
OK3 1232 | PyxoBoauTenu noapasneneHuii (Ciyx0) ypasieHAs
KaJpaMH ¥ TPYZOBHIMH OTHOIICHUAMH
EKC - 3aMeCTHTeIh JUPEKTOpa 110 YIIPABJICHHUIO IEPCOHATIOM
OKILOTP 24063 | Menemkep 0 epCOHATY

3.8.1. Tpynosas pyHkous

HanveHnoBanne

Pazpabotka cucTeMBI CTpaTernueckoro
yIpaBJeHHs NEPCOHAIOM OpraHU3alu{

Kon | /017 | YPonets (omposem) |

Ipoucxoxienne Tpyaosoi OpuruHan X 3aUMCTBOBAHO U3 OpHIHHANA
$ynxmIn
Kon PeructpannoHHbIi HomMep
OpHIVHaNa npoecCHOHAIBHOTO CTaHAApTa
TpynoBsle aeicTBUS AMaiu3  yCHEIIHBIX  KOPIOPATHBHBIX I[PAaKTHK [0  OpraHU3aIuf

CTPATEruIeCKOr0 YIIPaBJICHHs IIEPCOHAJIOM OpPraHU3allUH, OPraHU3AIHOHHOIO
NIPOCKTHPOBAHMSA H B3aUMOJIEHCTBUA II0Apa3IeICHAM

ITocTanoBka CTPATCrHYCCKHUX nenei B YHOpaBJICHHN IICPCOHAIOM

PaspaGoTka KOpHOpaTHBHON IIONHTHKH, IUIAHOB, IPOrPaMM, TPOLEAYP H
TEXHOJIOTHIA IT0 YIIPABIECHHIO IIEPCOHAIOM
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Pa3paboTka KOpHOPATHBHOM KyNBTYPH M COLMAIBHON IIOTHTHKH, CHCTEM
MOTHBAIYH, 3)(HEKTHBHOCTH, OLIEHKHU U Pa3BUTHS NEPCOHAIA

(DOPMI/IPOBaHI/IC CHCTEMBI OIJIATEI ¥ OPraHU3ailiy Tpyaa

PaspaboTka opraHM3allHOHHON CTPYKTYpHI, IUIAHHPOBAHHE MOTPEOHOCTH B
HepcoHajle OpraHu3alun

PaspaboTka mporpamMM, NpHHIOWIOB CTaHJAPTHU3ALMH, YHA(DUKALMH,
ABTOMATH3ALMH IIPOLIECCOB YIIPABJICHUA [IEPCOHANIOM H 0€30IacHBIX YCIOBHM
Tpyna

®opmupoBaHHe OIO[KeTa Ha IIEPCOHAN, TEXHONOTHM ayauta paboTBI ¢
IIEPCOHATIOM M KOHTPOJUIMHTA ‘

Heobxoaumseie yMeHUS

PaspabaTeiBaTh cTpaTeruy ¥ NONWTHKY B YIPABJICHAH IIEPCOHATIOM

Co3paBaTh M OIMCHIBATH OPTAHU3ALMOHHYIO CTPYKTYPY, IENH, 3a1add,
(GYHKIMY CTPYKTYPHBIX IOAPA3ACNCHHM U HODKHOCTHEIX JIHIL

[IpuMenATE METOOBI  YNpPaBICHHAS MEXIHIHOCTHBIMH  OTHOIIECHMSIMH,
dopmMupoBaBHs KOMaHA, pa3BUTHS JIMAEPCTBA M HCIONHUTEIHHOCTH,
BLIIBJICHHS TAJIAHTOB, OIpe/IeICHNs YIOBIETBOPEHHOCTH paboToM

OnpezienaTs W aHAIH3HPOBaTh BHYTPEHHHE KOMMYHHKALMH, MOIEIHPOBATEH
HOBEJICHHE IIEPCOHANA

IlpencraBnaTe MHTEpeCHl OpPraHU3allii B TOCYJAPCTBEHHEIX OpraHax, BO
B3aMMOJACHCTBUM ¢ NHpodcoo3aMy, MHBIMH TIPEICTABUTEIBHBIME OpPraHaMH
PpabOTHHKOB 110 BOIIPOCAM IEpCOHAIA

CocTaBniTh, pacCUMTHIBATH, KOPPEKTHPOBATH M KOHTPOIHPOBATL CTaThH
pacxonoB OrmKeToB H (OHIOB Ha IPOTpaMMBI M MEPONPHUATHS IO
YIIPABJICHHAIO IIEPCOHATIOM OpTraHH3aIMH

ITpoBoAMTE ayAUT ¥ KOHTPOJUIHHT B OGJIACTH YIIPaBJICHUS IIEPCOHANIOM

Pa3pa6aTHBaTI> KOpHOPaTHBHBIC CONHAIBHBIC ITPOrpaMMBbl

Bectn neperoBopel IO  BOIpOCaM — COLHAILHOTO  MApPTHEPCTBA C
IpeICTABUTENILHBIMA OpraHaMi pabOTHHKOB

PaGorarts ¢ I/IH(I)OpMaI_II/IOHHLIMI/I cucTeMaMu B 0a3aMH JaHHBIX IO BolipocaM
YIIPABICHHA IICPCOHAIIOM

Opranu3oBEIBaTE MEPONPHUATHS MO OGECIEUESHHMIO BHINOJIHEHHS TpeGoBaHMIMA
OXpaHbBl Tpyda B COOTBETCTBHH C JEHCTBYIOINUM 3aKOHOJATEILCTBOM
Poccuiickoit @enepanuy 1 JOKATGHBIMA aKTaMH OPraHu3aIii

Opraau3oBBIBaTh B IPOBOIMUTH MEPONPHATHS C IEPCOHAIOM B COOTBETCTBHE
C KOPIIOPAaTHBHOM COIMAILHON IOJHUTHKOM

Cob6moaTh HOPMBI 3THKH IENI0OBOTO OOLIEHUS

HeobOxomumsie 3HaHAA

Mertonsi ynpaBleHAs pasBUTHEM U ) eKTHBHOCTHIO OPTaHH3AIMH, AaHAIN3A
BBIIOJIHEHMS IUIaHOB M IPOTPaMM, OIPENENICHHS WX OSKOHOMHYECKOM
sddexTrBHOCTH

Metoanr oneHKM paGoTHl CTPYKTYPHBIX MOAPa3ICICHHUM, Pe3yIbTaTOB TPya
nepcoHaia

Metoast IIPOBCACHUS ayJUTOB, KOHTPOJUIMHTA YIIPABJICHYCCKHUX IIPOLIECCOB

MeTonp! aHanM3a KOJHYECTBEHHOTO M KaY€CTBEHHOIO COCTaBa nepconana

CucTeMBl cTaHIAapTOB IO OHM3HEC-TIpoLieccaM, IPOdeCCHIM, HOPMBI TPy

Cuctembl, Merombl H (GOPMBI MAaTEPHATFHOIO W  HEMATEPHAILHOTO
CTHMYJIIPOBaHMsI TPy epcoHaa

Mertonap! aHATM3a COIUATHHEIX IIPOTPaMM U OIpPENEIICHHS HX SKOHOMHUIECKO#t
9 PeKTUBHOCTH

TexHonorun n MeTonE! GOPMUPOBAHMSA B KOHTPOJIA OI0DKETOB Ha NIEPCOHAN

TpeboBanus oxpaHbl H 6€30IaCHEIX YCIIOBHM TpyAa

HCJII/I, CTPATECruAa U KaapoBasd IOJIMTHKA OpraHH3alHH




43

OCHOBEI TEXHOJIOTHH IIPOU3BOACTBA H ACATCIIBHOCTH OpraHusalun

OcHOBEI COITNOJIOI'UH, IICUXOJIOTHHA U S3KOHOMHKH Tpylda

OcHOBEI yHnpaBJICHUA COMHaNbHBIM Pa3sBUTHEM OpraHHU3aIlludA

Metonpl OpPOBEACHHS  COIHMOJIOTHYECKHX  HCCICHOBAHHMA, H3yuYEHHS
00IIIeCTBEHHOTO MHEHUS

CrpykTypa opranu3amum

TpynoBoe 3aKOHOATENHECTBO M HHBIE aKTHI, COAEpIKAIie HOPMbI TPYAOBOIO
paBa

OcCHOBBI apXWBHOTO 3aKOHOJATENhCTBA M HOPMATHBHBIC MPABOBHIE AKTHI
Poccriickoii Pefepanyn, B 4acTd BeICHUS JOKYMEHTALUH 110 IEPCOHATY

OCHOBEI HAJIOrOBOTO 3aKOHOZAATENBCTBA Poccmiickoit Penepanuu

OcHOBBI MWIpallMOHHOTO 3aKOHOJATeNbCTBa Poccmiickoit ®enepanuu, B
9acTH NPUBJICYCHHUI H TPYJOYCTPOHCTBA MHOCTPAHHBIX TPaKaH W juI Oe3
TpaXJaHCTBA

OCHOBBI aIMHHHCTPAaTHBHOI'O 3aKOHOJATENECTBA B OOJNACTH YIpaBIEeHHS
IIEPCOHAIOM ¥ OTBETCTBEHHOCTH JODKHOCTHBIX JIMI]

3axoHonaTenscTBO Poccuiickoit denepanuu 0 MEPCOHANBHBIX JaHHBIX

JloxaneHBlE HOPMATHBHBIE AaKTHl OpraHU3alM¥d B OOJNACTH  YIpaBICHMS
HEPCOHATIOM

TTOpSIIOK 3aKIIFOUEHHS IOTOBOPOB (KOHTPAKTOB)

Hopwmsl 3THKH #enoBoro oOmeHus

OcHoBbI HHYOPMATHKH, CTPYKTYPHOE IOCTPOEHHE HHPOPMAHMOHHEIX CHCTEM
¥ 0COOEHHOCTH pabOTHI ¢ HUMH

Jlpyrue xapakTepUCTHKH

3.8.2. Tpynosas dpyHKIHSA

Peasymsanst CHCTEMBI CTPATETHYECKOTO YposeHb
HamveHOBaHHE | yinap renms IIEPCOHAIOM OpraHH3aIuH Kox | H/02.7 | (monyposen) 7
KBaTH(UKALIH

IIpoucxoxnexHne prnonoi/’l
yHKIITHU

OpuruHan X 3aMCTBOBAHO U3 OPUTHHANIA

Kon PerucrpanmonHsIii HOMep
opUrHHala NpohecCCHOHATEHOTO CTaHAAPTA

Tpynosesle nelicTBus

IInannpoBanye OeATENHHOCTH U pa3paboTka MEpONpPHATHIl II0 YIpaBJICHHIO
IIEPCOHAJIOM JIJIsl peain3aiiy CTPATerHIeCKHX Heleii opraHu3allium

Bueapenre NONMTHK, IIAHOB, NPOrpaMM, IPOIEAYP H TEXHOJOIHH 110
YIIPaBICHHIO HEPCOHAIIOM

ITocTpoenne opraHu3alHOHHOM CTPYKTYPHI ¢ YISTOM IUIaHOBO#M IOTPeGHOCTH
B IIEPCOHANIEC U B3aUMOJAEHCTBUS CTPYKTYPHBIX ITOIPA3ACIICHNM OpraHu3aiiy

Buenpenne m monnepkaHWe KOPIOPAaTHBHOM KYJIBTYPH M COIHAJILHOM
NOJMTHKH, CHCTEM MOTHBaluH, 3SGQEKTHBHOCTH, ONEHKH U Pa3sBUTHA
IepcoHana

Buenpenve um mnomnmepxaHuWe CHCTEMBI OpraHU3AlMH Tpyda ¥ OILIATHI
nepcoHaia

VIpaBneHHE BHEAPEHHEM I[IPOrPaMM M [PHHIMIOB CTaHIAPTH3AlHMH,
yHu(UKAOMY, aBTOMATH3alMH IPOIECCOB YNPABIEHHS I[IEPCOHANIOM H
6e30IacHBIX YCJIOBHU Tpya

Opranmsanyus @poBeJeHUS ayauTa W KOHTPOJUIHHIAa B  YIPaBJICHHH

HEePCOHATIOM




ITocranoBka 3a0a4 PYKOBOIHUTEIIAM CTPYKTYPHBIX HOJIpEB,I[CJ'ICHPIﬁ,
ONPCACIICHUC MaTCPUATBHO-TCXHUYCCKHUX PECCYPCOB MJI1 UX BBIIOJTHCHHA

AHajM3 OTYETHOCTH IO YHOPAaBJIICHUKO NEPCOHAIIOM U BBIIBJICHHE PECYpPCOB IIO
YIAYUIIOCHUIO ACATCIIEHOCTH OpraHu3aluu

CornacoBanve yCJIOBHI 3aKIIOYaeMBIX JOTOBOPOB IO BOIPOCaM YIIPaBJICHHS
IEPCOHATIOM

Opranusanud NpoBeACHAS 3aKyMOYHBIX IPOLENYp 110 BOIPOCAM YIIPaBICHUS
IIEPCOHATIOM B 0(OPMIIEHNS COMYTCTBYIOIIEH JOKYMEHTAIMH 110 HUM

®opmupoBarue OOpKETa Ha INEPCOHAN, TEXHOJOTHH ayauTa paboTel ¢
IEPCOHAJIOM B KOHTPOJUIMHIA

IIpumeHeHue K pabOTHHKaM Mep IOOHIPEeHNUs ¥ AUCIUILIMHAPHOTO B3BICKAHHS

Heo6xoaumeie ymeHUS

IlponsBoauTh aHaW3 JEATENHHOCTH IO YIPAaBICHHIO IIEPCOHANIOM,
paspabaThIBaTh HoKa3zaresu 3G GbeKTHBHOCTH PaboTE

@ opMHPOBATH IIAHEI H MEPOIIPHATHS IO YIIPABICHHIO IIEPCOHATIOM

PaccunThIBaTh GIOUKET B 00IaCTH YIIpaBICHHS IIEPCOHATIOM

Onpe/:[ensm, 30HBE!I OTBCTCTBCHHOCTH pa6OTHI/II(OB P no,upas,ueneﬂnﬁ, CTaBHTH
3aJa9d PYKOBOJHTCIAM no,z[pasnenennﬁ H obecrieynBaTh PECYPCHL i HX
HCIIOJIHCHUA

KOHTpOJIKpOBaTL 1 KOPPCKTHPOBATE HCIIOJIHCHUC nopyqunifI " 33J1a1

VrpaBnars 3Q(PEeKXTHBHOCTHIO W BOBJICUEHHOCTBHIO IEPCOHANA, TUCHHUILTHHON
TPYyZa B cOOMoAeHNEM 6e30IIacHBIX YCIOBHH TpyIa

Bectu nieperoBopE! 10 BOIIpOCcaM COIMAIBHOTO IMapTHEPCTBA M IIPEACTABIIATE
HMHTEPECH] OPraHM3allil B TOCYAAPCTBEHHBIX OpraHax, MpodeCCHOHATBHBIX
COX03aX M JPYTHX NPEICTaBUTEIHHBIX OpraHaX paOOTHHKOB, H OpraHH3aluIX
IO BOTIPOCaM IepcoHajia

Paborate ¢ HHOpMAMOHHERIMH CHCTeMaMH U 0a3aMH JaHHBIX II0 BOIIPOCaM
YIIpaBICHUS IEPCOHAIIOM

IIpoBoawTH ayaUT ¥ KOHTPOJUIMHT B O0JIACTH YIpaBJICHHS IEPCOHATIOM

@opMupOBaTE ¥ MPOBOJUTH COLHMANBHYIO MOJNUTHKY M COLMAILHEIE
HOpOrpaMMBI

BecTu meperoBopsl ¢ IOCTaBOMKAaMH YCIYF IO YCJIOBHSM 3aKIIOYacMbIX
JOTOBOPOB

Ilpom3BomuTe 3aKymouYHBIE IPOLENYPHL, OQOPMIATE H AHATH3HPOBATH
3aKYTIOYHYIO JOKYMEHTAIIHIO

CobiroaTE HOPMBI STHKH AEJI0BOT0 OOLIEHUS

Heobxoaumeie 3HAHUS

Mertozs! ynpaBieHUs pa3BUTHEM U 3)(GEKTHBHOCTHIO OpPraHU3alldH, METOIBI
aHanM3a BBIIOJIHEHHS IUIAHOB U IIPOrpaMM, ONpeesIeHUI X SKOHOMHYECKOi
3¢ heKTUBHOCTH

Oprauuzanys yIopapieHNs pa3BUTHEM OpraHU3aIlHi

Teopun ynpaenenus opraHuszamueif, NOJUTHKA W CTPaTEerHA YIpaBlIeHHA
NIePCOHAIOM

Meronsl aBanu3a BHIIONHEHHWS IUIAHOB M 3ajad, OINpeNeIeHHs HX
9KOHOMHYECKOit b pekTnBHOCTH

MeTo/b1 OLEHKH, pe3yIbTaTOB B 3G HEKTHBHOCTH TPyAa

Metoanl BHEIPCHMA CUCTCMBI YIIPABJICHUA IICPCOHATIOM

OcHOBEI pab0oThI IO TpodOpHEHTAIIHH

MeTo MK NIaHHPOBAHKS ¥ IPOTHO3HPOBAHHUSA IIOTPEOHOCTH B IEpCOHAIE

Ienu, crparerus pa3BUTHA U OU3HEC-IUIAH OPTraHN3AIHI

Teopuu 1 MeToBI HOPMUPOBAHHIO OpEHIa OpraHU3aliy

TpebGoBanus oxpaHb!l u 0€30IaCHBIX YCIIOBHIA TpYIa

Meronuku pa3spaboTKy M BHEIPEHHUS JTOKAJILHBIX HOPMATHBHBIX aKTOB
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Ilopsamox 3aKTOYEHHs TPYIOBBIX IOTOBOPOB, PErYIMPOBAHMSA TPYZOBBIX
CIIOPOB

OCHOBEI COIIMOJIOTHH, IICHXOJOTHH, 5KOHOMHKH TpyAa H YIpPaBICHHS
COLHAIBHEIM Pa3BUTHEM OpPraHU3aLUH

Meroasl  mpoBelEHHA ~ CONMONOTMYECKMX  HCCIENOBAHUM, HM3y4EHHUS
00IECTBEHHOI0 MHEHHUS

Texnomoruu mpoBeneHHS ayAWTa W KOHTPOJUIMHTA B  YIPaBICHHH
MEPCOHAIOM

Ilopsmok  mpoBeneHHMS — 3aKyHNOYHBIX  IpoHeAyp H  odopMieHHs
COIYTCTBYIOIIECH TOKYMCHTAIIMH

TexHomoruu, crapmaprusanysd, yHAQHKAmWs, ABTOMATH3ALMsS IIPOIECCOB
yIpaBJIeHNS IEPCOHATIOM

Crpyxrypa opranusamnuu

Tpynosoe 3ak0HOZATENBCTBO M HHBIE AKTHI, COAEPIKAIIUE HOPMBI TPYAOBOIO
npaBa

OCHOBBI apXWBHOTO 3aKOHOJATEIbCTBA M HOPMATHBHBIE IPABOBHIE AKTHI
Poccuiickoii Oenepanuy, B 9acTH BeCHUs JOKYMEHTALMH 110 IIEPCOHATY
OcHoBEI HaJIOrOBOTO 3aKOHOAATeNbCTBa Poccuiickoii ®enepanmn

OcHOBEI MHTPallHOHHOTO 3aKOHOZaTenbcTBa Poccmiickoit (denepanum, B
9aCTH NPHUBJICYCHUS M TPYAOYCTPOHCTBA MHOCTPAHHBIX I'PaXIaH M jul 0e3
IpakJaHCTBa -

OCHOBEI aJMHHHCTPaTMBHOTO 3aKOHOZATENLCTBA B OOIACTH YIIpaBIEHHA
HOEPCOHATIOM M OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHI

3akoHOAaTENLCTBO Poccmiickoit Penepauuu O IEPCOHANBHBIX JAHHEIX

‘Tlopsok 3aKJIFOYEHHS JOTOBOPOB (KOHTPAKTOB)

JlokapHbIE HOPMAaTHUBHEIC aKThI B obJyacTu YIIpaBJICHHUA ICPCOHAJIOM

HopMEI 3THKH e510BOr0 o6IeHus

bazoBrie OCHOBBI uHpOpMaTHKH, CTPYKTYpHOE IIOCTPOCHHUE
HHPOPMAIMOHHBIX CHCTEM M 0COOEHHOCTH PabOTH ¢ HUMH

Hpyrue xapakTepucTUKHI

3.8.3. Tpynonas ¢pynxkuus

AJIMHUHHCTPHPOBaHME IPOLIECCOB K VposeHs
HammeroBarue | JOKYMEHTOO00POTA II0 CTPATETHIECKOMY Kon | H/03.7 | (monypoBens) 7
YIOPaBJICHUIO NIEPCOHATIOM OpraHu3ali KBaITHpAKAIHY

ITpoucxoxnaenne TpyA0BOMH
ling:ianiit

Opurunan X 3aMMCTBOBAHO M3 OPHTHHAIA

Kon Perucrpammonssiit HoMep
OpHI'HMHANa ApodeCCHOHAILHOTO CTaHAapTa

TpynoBbie neAcTBUA

Ananus pomeccon ,IIOKYMCHTOO60p0Ta, JOKAIBHBIX JOKYMCHTOB IIO
BompocaM yIIpaBJIICHHUA HICPCOHAIOM, 6H3HeC-IIp0HCCCOB opraHusanuu,
YAOBIIETBOPCHHOCTH IIEPCOHAJIA

JoxymenTanuorHOe 0DOPMIIEHHE Pe3YIIBTATOB YIIPABICHUS IIEPCOHATIOM, €0
ayaura, paboThl CTPYKTYPHBIX HOApa3AeyIeHuiA

JIOKyMEHTallMOHHOE ¥ OPraHW3alMOHHOE CONPOBOXKACHHUE CTPATETHYECKOrO
YIIPaBJICHUS IIEPCOHAJIOM M pabOTHI CTPYKTYPHBIX MOApa3AeIeHuUM

ITonroTroBka ImpeANoXEHHH IO Pa3BUTHIO CHCTEM YIIPABICHHS IEPCOHAIOM,
0 HEOOXOMUMBIM KOPPEKTHPYIOUIMM M IIPEBEHTHBHBIM MeEpaM H II0

HOBBIMICHUIO 3 (PEKTHBHOCTH pabOTHI CTPYKTYPHBIX IOAPa3aeIeHUM
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Koutpoms mpomeccoB B 00NacTd ympaBieHMS IEpCOHAIOM H paboThI
CTPYKTYPHBIX HOJpa3ieieHnl, CpaBHECHHE U aHAIN3 MIPOIIECCOB, PE3YIHTATOB
YIpaBIeHYECKHX MEPONPUATHH, OHpeleNerEne (aKTopoB, BBHI3BIBAIOMINX
OTKJIOHEHME OT ILIAHOBBIX ITOKa3aTelei

CornacoBaHpe H KOHTPOJb JOTOBOPOB @O BONpOCaM M CHCTEMaM
CTPaTerndecKkoro yIpaBIeHHS IEepcoHaoM W paboTe CTPYKTYpPHBIX
HOApa3AeIeHUH, OPraHu3aIys IPOLEAYP IO MX 3aKIFOUEHHIO

[Toxgroroska PEe3YIbTAaTOB aHalIk3a COOTBETCTBHA OpPraHH3aliiid M OILIATHL
TpyAa €pcoHala yCICITHEIM KOPHOPATHBHBIM IIPAKTHKaM

BemonHenne tpeGoBaHHiT MO0 XpaHeHHMIO HHGOpMAalMKM O pe3ylbTaTax
IEHCTBUS CHCTEM CTpPaTeTH4ecKOro YIpaBIeHHS INEePCOHAIOM H paboTh
CTPYKTYPHBIX TOApa3ae/ICHU

Heob6xomiuMelie yMeHUS

Anami3upoBarh, paspabarsiBaTh H 0GOPMIIATH JOKYMEHTHI II0 IpoleccaM U
pesynpTaTaM  yHOpaBICHHA  IIepcoHAlIoM W paboTe  CTPYKTYPHBIX
NoJIpa3AeJICHUI

IIpuMeHSITs METO B aHAIN3a OU3HEC-TIPOIIECCOB OPTaHHU3AIHH

Onpenmensite mporpaMMBl  JOCTHDKEHHS Iieneif M pelmieHMs  3ajad
noapasieneHui

HpOBO,I[,I/ITB ayJIUT CHCTEMBI YIIDABJICHHUA IICPCOHATIOM

ITpoBOIUTH KOHTPOJUIMHT CHCTEMBI YIIPABJICHHS IIEPCOHATIOM

KontpomupoBaTe O6i0IpkeT Ha IepCcOHA] M YIpaBJICHHE pacxoJaMH Ha
HepCcoHA

Opraau3oBBIBaTh CONPOBOXICHHE NOTOBOPOB II0 BOIPOCaM YIPaBICHHA
IIEPCOHANOM, BKIIOYas IIpeIBAPUTENbHEIE TIPOLEAYPHI IO HX 3aKJHOYECHHUIO

Opranu3oBEIBaTh 3aKyNOYHBIE OPOLEAYPHI, OGOPMIIATL H aHAIH3HPOBATH
3aKyTIOYHYIO JOKYMEHTAITHIO

KOH’I‘pOJ’IPIpOBaTB H aHAJIM3UPOBaThk BOUPOCH CONUAJILHOTO IAapTHEPCTBA,
JAOT'OBOPEI MOCTABINMKOB YCIIYT

IlpoBoMTe 1IEpETOBOPHI W MPENCTABIATH MHTEPECHl OpraHU3anuM B
rOCyJapCTBEHHBIX OpraHax, OpoQeCCHOHANBHBIX COIO3aX M  APYrHXx
OPEICTaBUTENBHEIX OpraHax pabOTHHKOB' M OpraHM3alMsX I10 BOIPOCaM
HepcoHalIa

BecTtH nenoByro nepenucky

PaGorarts ¢ mHGOPMAITMOHHBIME CHCTEMaMH H 6a3aMé JaHHBIX 110 EPCOHAIY,
CHCTEMaM YOPaBICHUS IEPCOHATOM © OpraHH3allid  AEATEIbHOCTH
CTPYKTYPHEBIX IOApa3aeeHuii

O6ecneunBaTh  KafpoBOe  JEIOMPOHM3BOACTBO M JOKYMEHTAIHOHHOE
CONPOBOXKICHAEC IIPOIECCOB I10 YIPaBICHHIO MEPCOHAIOM U pabore
CTPYKTYPHBIX OAPAa3AEeIICHUA

Opraeu3oBbIBaTh XpaHEHHE TOKYMEHTOB B COOTBETCTBHH C TPeOOBaHUAMH
TPYZOBOIO M apXHBHOIO 3aKOHoAarelscTBa Poccmiickoit @enmepanum u
JIOKAIGHHIMHA aKTaMH OpraHu3alfu

CobmomaTh HOPMBI 3THKH AEJI0BOr0 OOIEHUS

HeobxomuMele 3Hanns

KopnopaTtuBHas KynabTypa, comuanbHas MOJATHKA, CHCTEMBI MOTHMBALUM M
3} (EKTHBHOCTH YIIPABIEHHUS IEPCOHAIOM

Meronp! ynpaBneHHs pa3BuTHEM H 3()HEKTHBHOCTBIO OPraHU3AI[HH, METO/LI
aHa/M3a BBIIOIHEHUS IVIAHOB W IIPOTPaMM, OIpeIeICHAS HX SKOHOMHUYECKON
3¢ (heKTHBHOCTH

Meroast NPOBCACHUA ayauTa, KOHTPOJIA ONEPAaTHBHBIX YHPABICHYCCKUX
IIPOLECCOB, COIMOJIOTHYECKUX UCCIIEOBaHMI

busHec-miaH v GM3HEC-IPOIECCH OPraHu3aIiK

bromkernoe OPOCKTUPOBAHHUE
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Oprannsaunom{oe IIPOCKTHPOBAHHUEC

(I)OpMBI, MCTOABI M CHCTEMBI MATCPHAJIBHOIO M HEMATCPHAIBHOI'O
CTHMYJIMPOBAHWA TPyOa IICpCOHAIIA

Cucrembr CTaHJapTOB o O6usHec-mpoIeccam, npodeccusIM
(cnemuaabHOCTSM), HOPMEI TPyIa

MCTO,I[BI aHajIH3a KOJMYCCTBCHHOI'O M KaYECTBCHHOI'O COCTaRa IIEpcoHaa

KazpoBas nommtuka opraau3anuu

ITopsmox ¢dopmupoBaHMs, BemeHHs OaHKA JAHHBIX M OPESOCTABICHHA
OTYETHOCTH [0 CHCTEMaM YIPaBICHHS NEPCOHAIOM U paboTe CTPYKTYpPHBIX
nojpasacacHui

OCHOBBl  TOKYMEHTAIIHOHHOTO  OOECIEYEHHUS, IOpAAOK  oopMIeHHS
JOKYMEHTOB, MPEAOCTABIIAEMBIX B roCyJapCTBECHHEIE OpraHsbl,
npohecCHOHANBHBIE COIO3E], OOIIECTBEHHEIE OPraHU3aAIMH

Llenw u cTpaTerus pa3BUTHA OpraHU3aluy

lopsox ~ mpoBeneHHS  3aKymoYHBIX  mpouenyp ¥ oQOpMIEHHS
COITyTCTBYIOIIEH TOKYMEHTAIHH

HopmaTtwBHEIE IpaBOBBIE AaKTHI, PETyIHpPYIONIME IIpaBa H OOS3aHHOCTH
TOCYIapCTBEHHBIX OPTraHOB M OpraHM3alMy¥ IO NPEIOCTABICHHUIO YYETHOM
JOKYMEHTAIlUA

Crpykrypa oOpraEM3allii ¥ BakaHTHEIE JOJDKHOCTH  (Ipodeccuw,
CIEIUAIBHOCTH)

TpynoBoe 3aKOHOIATENBCTBO M MHEIE AKTHI, COAEPIKAIIAE HOPMEI TPYAOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATENHCTBA M HOPMATHBHLIE IIPAaBOBHIE AKTHI
Poccuiickoii ®eepalyy, B 9aCTH BeASHHS JOKYMEHTALMH 110 IIEPCOHATY

OcHOBEI HaloroBoro 3axkoHozaarenscTBa Pocemiickoi Genepamnun

OCHOBBI MHTpallIOHHOTO 3aKOHOZaTenscTBa Poccuiickoit ®enepanum, B
9aCTH IPHBJICYCHUSI U TPYAOYCTpOUCTBA HHOCTPAHHBIX IpaXIaH u JuI 6e3
IpakJIaHCTBa

OcHOBHI AIMHUHHUCTPATHBHOI'O 3aKOHOAATEIbCTBA B obnmacti YHIpaBJICHHUSA
TIEPCOHAJIOM M OTBECTCTBCHHOCTH JOJDKHOCTHEIX JIHIL

3akononaTenscTBO Poccuiickoii deneparuu 0 nepcoHANBHBIX JAHHBIX

JlokankHBIE HOpMATHBHBIE AaKThl OpraHM3aOWk B OOIAaCTH yIOpaBIeHHS
HEepPCOHATIOM

ITopsaok 3aKkOYeHAs TOTOBOPOB (KOHTPAKTOB)

HopMmsI 5TKH fe10BOro 06mIeH A

bazorsre OCHOBBI HHGOPMATHKH, CTPYKTypHOE MOCTPOEHHE
HHGOPMAIMOHHEIX CHCTEM M 0COOEHHOCTH PaGOTHI ¢ HUMM

Jpyrue XapakTepuCTUKH

IV. Ceeiennsi 06 opraHu3anusax — pa3paGéoT4uKax NpogeccCHOHANLHOIO CTAHAAPTA

4.1. OTBeTCTBEHHAN OPTraHH3ANHUA-PA3PAGOTIMK

O6mepoccuiickoe 06bexuHEHNRE paboTonareineii «KPOCCHICKHI COH03 NPOMBIILIEHHUKOB K
npefipuHuMarenein», ropoa Mocksa

HcnonuurensHeli Bune-mpesucHT Kyspmunu [iMutpuit Baagumuposua

4.2. HanmeHoBaHHS Opranu3anuii-pazpadoTunKos

1 | AHO «HansoHaIBHOE areHTCTBO pa3sBuTHA KBanH¢HKarmii», ropoa Mocksa




2 | Accommanus (Coro3) «Acconualys KOHCYJIFTAaHTOB TI0 MOAO0pPY mepcoHaiay, ropoa Mocksa

3 | I'pynna HeadHunter, ropog Mocksa

4 | 3A0 «KPOK MHKOPIIOPEUTE]], ropox Mocksa

5 | Madopmanuonno-anamutaaeckuit nentp «Kaapossii Jlozopy», ropox Mocksa

6 | MI'O «OIIOPA POCCHMy, ropox Mocksa

7 | MexayHapoHas accoIMaIs JeI0BOr0 COTPYAHAIECTBA, ropoa Mocksa

8 | HOYY AIIO «MuCcTHTYT mpodeccroHAIBHOTO KaApOBHKay, TOpox Mocksa

9 | HIT «Accounanus EBponeiickoro 6usHecay, ropos Mocksa

10 | HIT «BKK — HaunoHaIbHbIH cOI03 KaJJpOBHKOBY», ropox Mocksa

11 | HIT «MexayHapoxusii anssuc « Tpyaosas MATpanus», ropoa Mocksa

12 | HIT «HanuonanpHas acconuans 0GUCHBIX CIIENUAIMCTOR ¥ aIMUHACTPATHBHEIX paGOTHHKOBY,
ropog Mocksa

13 | HI1 MHO «Acconunanns MeremxepoB Poccumy, ropog Mocksa

14 | HIT CYPO «HaumonansHas xkoHbenepanus «Pa3BUTHE YETOBEYECKOTO KAMATAIAY», TOPOX
Mocksa

15 | OAO «BJJHX» (I'AO BBLI), ropog Mocksa

16 | OAO «I"asnpom HedTE-HoBocHOGUpCcKy, ropox HoBocubupcek

17 | OAO «Ob6weuHEHHAd CYIOCTPOUTENbHAS KOpIOpalys, ropoa Mocksa

18 | OAO «PX]1», ropon Mockea .

19 | OAO «Caxanun Ouepmxu MupectmMent Kommanmy, ropox HOxa0-Caxammuck

20 | OAO «Tatued1p» mMenn B.JI. Mlammna, ropox Kaszaup

21 | OAO «Hayuno-nponsBojacTBeHHOe 00beunenne «Haykay, ropog Mocksa

22 | OO0 «LG Electronics Rus», roponx Mocksa

23 | 000 «busnec Ilcuxonorn SHL Russia & CIS HIIy, ropog Mocksa

24 | OO0 «"T-CKy, ropog Mockea

25 | 000 «Jlyxoin-MmxuaupuHary, ropox Mocksa

26 | OO0 «OKBb 3enut», ropog Mocksa

27 | 000 «llerponuym Tpeiiauary, ropox Mocksa

28 | OO0 «Ilonurpad-3ammray, ropox Mocksa

29 | OO0 «llenTp xaapoBeIX TexHONOTHH — OOyuenne. CtaxupoBku. TpyX0yCTPOHCTBO», TOPOX
Mocksa

30 | Poccwiickoe mpezacrasutenscTBo «Coleman Services UKy («Koymman CepBHCH3»), TOpOX
Mockga

31 | Toproso-npoMsInuieHHas nanata Poccuiickoit ®enepanuu, ropon Mocksa

32 | ®I'bOY BIIO «MockoBckuii rocyIapCTBEHHEIN YHHBEpCHTET MMeHHM M. B. JIoMoBOCOBa»,
IlTkona AupekTOpa o nepcorHaly, ropox Mocksa

33 | ®I'BOY BIIO MCY, ropox Mocksa

34 | ®I'bOY BITIO MOCH, ropoa Mocksa

35 | ®I'bOY BIIO Cubupckuii rocyrapcTBeHHBIH yHUBEepcuTeT myTeii coobmenus (CI'YIIC), ropon
Horocubupck 4

36 | ®I'BY «Hayuno-HccIeN0BaTeILCKHA HHCTHTYT TPYAA H COLMAIBHOTO CTPAXOBAHMD)
MunvcTepcTBa Tpyia B colmarbHol 3anmTh! Poceritckoit @enepanuu, ropox Mocksa

37 | @I'VII «Ilogra Poccuuy», ropox Mocksa

38 | ®K «Ypancuby, ropog Mocksa

! O6mepoccuiickmit KIaccuuKaTop 3aHATHIA

2 O6mepoccuiickuii KIacCHPUKaTOp BUKOB IKOHOMHIECKOH AEATENLHOCTH.

* EuHbIif KBaTu(UKaIMOHHbIH CIIPABOYHHK JOJDKHOCTEH PYKOBOIHTENEH, CIIETNANUCTOB U APYTHX CIyXKaIluX.
* O6mepoccuiickuii x1accupUKaTOp npodeccrii pabodux, TODKHOCTE! CHYXAMUX U TapudHLIX pa3psLoB.




