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I. OO0 He cBeeHHS

YnpapiieHue NEPCOHAIOM OpraHH3anyHu 07.003
(HauMeHOBaHYe BUIA NPOdeCcCHOHATEHON AeITeIBHOCTH) Kon

OcHOBHas HeJlb BAa Ipo(ecCHOHANBHON e TENPHOCTH:

Ob6ecniegenne 3bheKTHBHOTO (YHKIMOHHPOBAHHS CHCTEMBI YIIPABIEHHS IEPCOHANOM IS TOCTHKEHHS

1enei oprauu3alyum

['pynna 3aHATHH:

1232 PyxoBoguTeny noapasnenenuit (ciyxo) 2412 CrenuamicTsl 110 KaJpam U
yIIpaBlIeHUs KaJpaMH X TPYJOBBIMH IpoOpUEHTAINI
OTHOIIEHUSIMHA

3423 CrenyanucThl KagpOBBIX CIIyX0 B - -

YIpEeXKICHUHN 3aHATOCTH
(xox OK3%) (HamMeHOBaHHME) (xox OK3) (manMeHOBaHue)

OTHeceHHE K BUIAM SKOHOMHYECKON AEATENLHOCTH:
17830 llIe;ITeJILHOCTL o nox6opy nepcoxana npodas T
(xom OKBITY) (HauMeHOBaHUE BHJIA DKOHOMHYECKOM JeATEIHHOCTH)
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III. XapakTepucruka 06001MeHHBIX TPYAOBBIX (PYHKIHH

3.1. O6o6meHHast TpyAoBasi QyHKIHS

HaumeHnoBaHue

JlokyMeHTanuoHHOE obecieueHne paboTrl
C IEPCOHAIOM

VposeHs

Kom| A KB IKAIAN

[ s

rI6p OGH ct?:::g;}me OBOi1 Ovwmrusar X 3aBMCTBOBAHO H3
pyay Rt P OpUTHHAIA
dynxmm

Kon opurusana  Peructpamuoussii Homep

npodeccHORATBHOrO
CTaHgapTa

BoaMmoxHEIE Croenmanuct o KaIpoBoMY AEJIOIPOU3BOJCTBY S—
HauME€HOBaHHUA Cneunaan 110 JOKYMCHTAITHOHHOMY obecreueHHIO pa60'r51 C I'IepCOHaJIOM

JOJDKHOCTEH, npodeccuit

Crenuamuct o JOKYMEHTAalHOHHOMY 00€CIIEIEHHUIO ITepCoHaIa
Crenuamict mo nepcoHaimy

TpeboBarus k
06pazoBaHUIO U
06y4eHHIO

Cpennee npodeccruoHATbHOE 00pa30BaHAE — IPOrpaMMa IOATOTOBKH
CIEUATNUCTOB CPETHEro 3BeHa

JononautensHoe MpodeccHonanbHoe 06pa3oBaHKe — IIPOrPaMME]
mpodeccroHaNbHOM NepeNoAroTOBKY, IPOrpaMMBbI ITOBBINICHUS

KB UKAIMH

TpeboBauus K OMBITY
IpaKTHIeCKOH paboTHI

OcoOkle ycnoBus
nomycka k pabore

Hpyrue
XapaKTEepHCTHKH

JIOHOIHATETBHBIE XapaKTEPUCTHKH

HarMeHoBaH e JOKyMeHTa Kox HanmMeroBaHHe 6a30BOH IpyNIIbl, JODKHOCTH
(mpodeccun) Ml ceMAILHOCTH
OK3 2412 | CoenuanucThl O KaapaM # MpohOpHEHTAITHH
3423 | CnennanrcThl KaIpOBBIX CITyXO0 M yIpexKIeHuUH 3aHATOCTH
EKC® - CrnenuamicT no xaapam
- WHcnexTop no kagpam
OKIIITP’ 27755 | OKOHOMHCT IO TPYAY
22956 | MacnexTop mo Kaapam

3.1.1. Tpynosasi pyHKIHA

Benenue opranu3aioHHOR 1 VposeHs !
HawmeHoBaHKe | pACIIOPSAAMTENHHOM JOKYMEHTALMH 10 Kon | A/01.5 | (momyposens) L5
IIEPCOHATY KBamuQ KAy !
————
ITpoucxoxaeHHe Opurmmanr X 3aUMCTBOBaHO U3 —}
TPYROBOH bYHKLHH OpHIMHATA
Kon opurunana PerucTpalmoHHsI HoMep

NpOoheCCHOHANBHOTO CTARNAPTa



TpyzmoBsle OEHCTBHA

O6paboTka B aHa/IH3 IOCTYNAIOIMEH TOKYMEHTALMH TI0 IIEPCOHAITY

Pa3pa6(3n<a " O(l)(ijJICHI/IC JIOKyMEHTallWd [0 HEPCOHATY (IIepPBHYHOM,
Y9eTHOH, MIaHOBOH, IO COMMANbHOMY OGECIEICHHIO, OPraHH3alHOHHOH,
PacIOPSIATENBHOH)

Permcrpamus, y4er © TEKymlee XpaHEHHWE OPTraHU3AI[UOHHOM §
pacHopsIUTENbHOH JOKyMEHTAUY 110 IEPCOHATY

Heob6xoauMble yYMEHUS

PaspabaTbiBaTe  IPOGKTHI  OPraHM3aOHHBIX H  PaClOPSIOUTEIBEHBIX
JOKYMEHTOB 110 IEPCOHATY

OdopMIIATE JOKYMEHTH B COOTBETCTBAN C TpeOOBAHUAME TDaKJAHCKOrO,
TPYZOBOTO 3aKOHOJATeNhCTBa Poccmiickoit dDemepanud H  JIOKAIBHBIME
HOPMATHBHBIMH aKTaAMH OPTaHH3aIHH

BecTr y4eT ¥ perucTpamuio JOKyMeHTOB B HHGOPMAIHOHHEIX CHCTEMAX U Ha
MaTEepPHATbHBIX HOCHTEILIX

Opranu3oBbBaTh XpaHEHHE NOKYMEHTOB B COOTBETCTBHH C TpPEeOGOBaHHIMH
TPYZOBOTO, apXHBHOIO 3aKOHOAaTenbcTBa Poccuiickod Peneparmum u
JIOKAJIbHBIMH HOPMaTHUBHBIMU aKTaMU OpraHu3allul

AHaHHBHpOBaTB JOKYMCHTBI U II€PCHOCUTDH I/IH(I)OpMaIII/IIO B 0ask1 JaHHEIX U
OTYCTHI

BeiSBNATE  OMMOKM, HETOYHOCTH, MCIPABIEHHS H  HEIOCTOBEPHYIO
AH(OPMAIIHIO B JOKYMEHTAX, OIPENeIATh ISTHTUMHOCTD TOKYMEHTOB

Pa6orars ¢ HHQOpMAIMOHHEIME CHCTEMaMH B 0a3aMM NaHHBIX IIO BEZEHUIO
ydeTa, ABIKEHUIO IIEPCOHANIA

Cobo1aTh HOPMEI 3TUKH JEJIOBOT0 OOMIECHHUS

Heo6xonuMele 3HAaHHASA

[Topsimok odopmiieHns, BeAEHNS H XPaHEHHS JOKYMEHTOB II0 IIEPCOHAITY

HOpSII[OK ydyeTra JBHKCHHS KaJpoB H COCTaBJICHUA YCTAHOBJICHHOM
OTYCTHOCTH

OCHOBEI ,Z[OKYMCHTOO60p0Ta H JOKYMEHTAITHOHHOT'O obecrieueHns1

TexHONMOru|, METOABI ¥ METONUKH MIPOBEICHUS aHANU3a U CHCTEMAaTH3AIMH
JOKYMEHTOB M HHGOpMaIuu

IMopsimok pacdera craxa, JIBrOT, KOMIEHCAWH, OGOPMIICHHS ITeHCHiL
pabOTHHKAM

CrpyKTypa oprasn3anyu

TpynoBoe 3aKOHOZATENBCTBO M HHBIE aKTHI, COIEpXKaIIe HOPMBI TPYIOBOTo
npasa

OCHOBBI apXHMBHOTO 3aKOHOAATEILCTBA M HOPMATHBHBIE MPAaBOBBIE AKTHI
Poccuiickoit Penepanuu, B 4acTH BeICHHS JOKYMEHTAIMH 110 IEPCOHATY

3akoHoaaTenbcTBO Poccuiickoit depepanuu 0 nepCOHATBHBIX JAHHBIX

JloxanpHBIE HOPMATHMBHBIE AKTHI OPraHH3alldM, DEryIMpPYIONHE NOPIIOK
obopMIICHNUS pacCIOpSOWTEIBHBIX M OPraHM3allMOHHBIX JOKYMEHTOB II0

TICPCOHATY

HopMBI 5THKH U I€T0BOT0 OOIMIEHHS

bazoBrie OCHOBBI rHGOpMaTHKHY, CTPYKTypHOE IOCTpOeHHe
HHGOPMAIIMOHHBIX CHCTEM H 0COOCHHOCTH pabOThI C HUMH

Jlpyrre XapaKTepUCTHUKH




3.1.2. TpynoBas pyHKIHS

Benenne noxymeHTanumu no ygery u VposeHs ;
HanMeHOBaHHE | rppcenmio KajIpoB Kon | A/02.5 | (momyposens) i 5
KB HKaIMH ,

IpoucxoxaeHue TpyA0BOH
byrxumu

3auMCTBOBAHO U3

Opuraman X
OpHUTHMHANA

Kox PerucTpaimo s st HoMep
OpHrHHaNa MPOQeCCHOHATRHOIO CTaHAPTa

Tpynossie nefcTeus

IToaroToBka IIPOCKTOB  JOKYMEHTOB  IIO npoueaypam yYopaBJICHUS
OCPCOHAJIOM, VIETY H JBHKCHHIO IIEPCOHATIA

OpI"a.HPI3aJII/I$I CHUCTEMBI IBHXKCHHUA JOKYMCHTOB 110 IIEPCOHAITY

C60p ¥ mpoBepKa JINYHBIX JOKYMEHTOB pabOTHHKOB

IoaroToBka u odopMileHHE MO 3aIpoCy pabOTHUKOB M JODKHOCTHBIX JIHII
KOIIHA, BRITACOK U3 KaJPOBBIX HOKYMEHTOB, CIIPaBOK, HHGOPMAITHy 0 cTaxe,
JIBTOTaX, TAPAHTHAX, KOMIICHCAIHAX U WHBIX CBECHHH 0 paboTHHKax

Briaua pabOTHHKY KaJpOBEIX JOKYMEHTOB O €ro TPYAOBOH JEATEILHOCTH

HOBCIIGHI/Ie J0 CBCICHHA IICpCOHANIa OPraHU3allHOHHBIX, PACIIOPSIAUTENIBLHBIX
H KaJPOBBIX JOKYMCHTOB OpraHU3aItiH

Benenue yuera paGodero BpemeHH pabOTHHKOB

Pernc*rpamm, YYET, OLCPATUBHOC XpPAaHCHHC IOKYMCHTOB IIO Hnepconany,
NOArOTOBKA K CAYC UX B apXWUB

Heobxomumble yMeHUS

PaspabaTrIBaTh IPOEKTH KaPOBBIX JOKYMEHTOB

O¢opMiaTs KaJpoBble INOKYMEHTHl B COOTBETCTBHHM C TPeGOBaHHIMH
TPYZOBOrO 3aKoHOJaTenbcTBa Poccuiickoit PDemepallid H  JIOKAILHBIME
HOPMaTHBHBIMU aKTaMHU OpraHU3alyH

Bectr yd9eT M perucTpanuio KaJpOBBIX IOKYMEHTOB B HH(OPMAIMOHHBIX
CHCTEMaX W Ha MaTCPHATHHBIX HOCUTEIIX

OpI‘aHI/IBOBbIBaTB XpaHCHHE KaIpOBBIX OOKYMCHTOB B COOTBCTCTBHU C
Tp660BaHI/I5[MI/I TPyAOBOTO, AapXWBHOI'O 3aKOHONATEJIbCTBA Poccuiickoit
(I)enepamm H JIOKUIbHBIMM HOPMAaTHBHBIMH aKTaMH OpraHA3aliuy

AHaTH3UPOBaTh KaAPOBBIE JOKYMEHTHI U IIEPEHOCUTH MHGOPMAIMIO B 6a3kl
JTAHHBIX U OTYETHI

Paborath co CIICITHAITA3UPOBAHHBIMHA HH(bOpMaIIHOHHBIMI/I CACTEMaMHU H
6a3aMHM JTAHHEBIX 110 BEICHHUIO ydeTa H IBHXXCHHIO II€pCOHATIA

PaspabaTrIBaTh IIaH KOPPEKTHPOBOK YCTAHOBJIEHHOIO IOPAIKa 0pOpMIECHHAS
JOKYMEHTOB I10 IEPCOHATY ¥ PEATH30BhIBATh NPUHSITHIE H3MEHEHUS

KOHTpo/mMpoBaTh MPUCYTCTBHE pabOTHUKOB Ha pabodeM MecTe

Co6nonaTs HOPMBI 3THKH JEJI0BOr0 00mIeHus

Heob6xonuMele 3HAaHHS

HOleIOK O(POpMJICHI/I}I, BCICHUS ¥ XpaHCHWA JOKYMCHTOB II0 IICPCOHAITY

Ilopsmox ydera [OBWKEHHS KaApOB M COCTaBJIICHHMA YCTAaHOBJIEHHOMN
OTYETHOCTH

IMopsamox pacdera cTaxka, JIBIOT, KOMIEHcanuit, oQOpMIeHHA mNeHCHI
paboTHHKaM

CrtpykTypa opranu3aiuu

TpynoBoe 3aKOHOAATEIBCTBO M HHBIE AKTHI, COAEPIKAIME HOPMBI TPYIOBOTO
npaBa

OCHOBBEI apXMBHOI'O 3aKOHOJATENLCTBA U HOPMATHBHBIE IIPABOBEIE aKTHI
Poccutickoit @enepanyu, B 9aCTH BEJCHHAA JOKYMEHTALMH 110 IEPCOHATY
3akoHOoHaTeIbeTBO Poccuiickoi Penepanuy 0 NEPCOHANBHBIX JaHHBIX




TexHoNOrHM, METOXBI ¥ METOIUKY IPOBEACHMS aHAIN3a M CHCTEMATH3AIMH
JOKYMEHTOB U MHbOpManyn

JloxanpHblE HOPMAaTHBHBIC aKThl OPraHM3alluM, DPErYIHMPYIOIIME HOPSIOK
0(bOpMIIEHHS TOKYMEHTOB [0 IEPCOHATY

OcCHOBBI ,HOKYMCHT006OPOT8. A JOKYMCHTAIIMOHHOTI'O obecrnedeH st

HopMEI 3THKH A€I0BOT0 OOMICHNS

Bazosrie OCHOBBI HHGOPMATHUKH, CTPYKTYpHOE IOCTPOEHHE
HHGOPMAIMOHHEIX CHCTEM U 0COOEHHOCTH pabOoTHL ¢ HUMHI

Ilpyrﬁe XapaKTepUCTUKU

3.1.3. TpynoBas ¢pyHxknus

HanmenoBanue

IIpoucxoxxaeHue Tpya0BOd
byHKIAH

AMUHHCTPHUPOBaHUE IPOIECCOB U y
OBEHE
OKYMEHTO000PO0Ta 110 €Ty U IBHXCHHUIO P
HOKyM P YACTy B A Kon | A/03.5 | (momyposens) 5
KaaposB, OpCACTABJICHUIO JOKYMCHTOB II0 KBaJIPl(bI/lKamm
IIEPCOHATY B TOCYAAPCTBEHHBIE OpPraHbl
Opurumar X 3aHMCTBOBAHO U3
OpHTHHAIA
Kon Peructpauvo b1 HoMep

opurkHana npodeccHOHATBHOro CraHxapTa

TpynoBeie nedcTBUA

Opranu3zanus JOKYMEHTO000pOoTa IO YIETY U ABHKEHHUIO KapoB

Oprasmsanys ZOKyMEHTOO00pOTa MO NPENCTaBIECHHIO NOKYMEHTOB 110
IEpCOHATY B rOCYJapCTBEHHBIE OpraHbl

IlocTranoBka Ha Y4ET OpraHu3aliuy B roCyJapCTBCHHBIX OpraHax

IMoaroroBka mo 3ampocy rOCYZApCTBEHHBIX OpPraHOB, IpodeccHoHanbHBIX
COI030B H JpPYTHX IIPEJCTABHTENBHBIX OPraHOB DPabOTHHKOB OPHIHHANOB,
BBITHCOK, KONHI TOKyMEHTOB

IMogroroBka yBemOMIIEHHMN, OTYETHOM M CTATHCTHIECKOH HHGOpPMAaNuu 1o
MEPCOHATY

IMogroropka mMHGOpMamEX O 3aKIIOYEHHMM TPYAOBOTO HIH TI'PaXIaHCKO-
IpaBOBOTO JIOTOBOpPa Ha BHRIIOJNHEHWE pabor (OKasaHHe ycuyr) c
TPOXJAHHHOM,  3aMEIIaBIIMM  JO/DKHOCTH  TOCYAAapCTBEHHOM  wim
MYHMIUNATBHOR  CIyXOBI, TepedeHb  KOTOPBIX  YCTAHaBIMBAaeTCS
HOPMAaTHBHBIMH IIpaBOBBIMH akTaMu Poccuiickoit Penepanun

HeobxomuMele yMeHHS

OdopmaTe ydeTHBIE AOKYMEHTEHI, IPENOCTaBISEeMble B TOCYNApCTBEHHEIE
Oprassl, IpoQecCHOHATBHBIE COIO3Bl H APYTHE IPEACTABHUTEIBHBIE OPTaHEI
pabOTHHKOB

Opranu3oBEIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPeGOBaHUIMH
TPYZOBOTO 3aKOHOZATENbCTBAa Poccmiickoit dDemepaneit H  JIOKAIBHBIME
HOPMAaTUBHBIMH aKTaMH OpTaHH3alIH

Paborare ¢ uHpOpManMOHHEIME cHCTEMaMH ¥ 6a3aMy JaHHBIX I10 BENECHHIO
y4eTa U IBI)KEHHIO epcoHaia

Pabotars ¢ mHpOPMAIMOHHEIMU CHCTEMaMH W 0a3aMM JAHHBIX II0 BEJEHHIO
CTaTUCTHYECKOM U OTYETHOU HHGOPMAIMH 110 IEPCOHATY

AHaNH3UpOBaTh NPaBHia, IPOLEXYPhl H HOPANOK, PETYIHPYIONIME IpaBa W
0053aHHOCTH TOCYJApCTBEHHBIX OPraHOB K OpraHH3alldM IO BONpOCaM
oOMeHa JOKyMEeHTaluel 10 IepPCOHATY

BecTH IeNOBYIO IIEpemncKy

Cob6moaTh HOPMBI 9THKH JEJIOBOT0 OOIIEHHUS

HeobxomuMeple 3HAHHUS

Texnomorvu, METORBI H METOAUKH IPOBEACHUS aHAIM3a M CHCTEMATH3AIIHK
JIOKYMEHTOB U HHbOpMauu




OCHOBBI JOKYMEHT0060pOTa ¥ JOKYMEHTAIMOHHOTO 00eCIIeYeHE LSy

CtpyxTypa opraHu3auuu

HopmarusHbie nmpaBoBsie akThl Poccuiickoi enepanuy, perympyomue
npaBa H O00S3aHHOCTH TOCYJapCTBEHHBIX OpPraHOB, NPO(PECCHOHANbHEIX
COIO30B M  JPYIrHX MpeACTaBUTENBHBIX OpPraHOoB pabOTHHKOB o
IPEeIOCTaBICHUIO YIETHOM JOKYMEHTAUN

TpynoBoe 3aKOHOZATENLCTBO U MHBIE aKTHI, COMAEPXKAIIUE HOPMEI TPYIOBOTO
HpaBa

OcCHOBBI apXHMBHOI'O 3aKOHOJIATENHCTBA M HOPMATHUBHBIE IIPABOBHIE AKTEH
Poccutickoit Penepallum, B 9aCTH BEICHAS NOKYMEHTAIMH 110 IEPCOHATY

3akoHogaTenbcTBO Poceniickoit Denepanyyt 0 NEPCOHATBHBIX JAHHbIX

JloxanbHble HOpPMATHBHEIE AKTHl OPTAHM3AlMH, DPETYTHPYIONINE MOPSIOK
BEJICHUS JOKYMEHTAIIMH IO YYETY ¥ JBHKEHHIO IIEpCOHANIA

HopMms! 3THKE fenoBoro oOmeHus

Ba3oBrle O0CHOBEI HH)OPMATHKH, IOCTPOCHHS MHPOPMALMOHHBIX CHCTEM H
0COOEHHOCTH PabOTHI C HUMH

Jpyrue xapakTepUCTHKH

3.2. O600menHan TpynoBas GpyHKIHSN

JesrensHOCTE N0 06ecedeH o VposeHs
HammeHoBaHMe Kox| B 6
HEPCOHAJIOM KBATH( UKL
IMpoucxoxnenye
3aUMCTBOBAaHO W3
0606IIeHHOM TPYHOBOM Opurusan X
OpHI'HHAa
byHKIIH
Kon PerucTpanyoHusIi Homep
OpUruHama podheCCHOHATBHOrO
CTaHngmapTta

Bo3MmoXxHBIE HAMNMEHOBAHUS
IoJDKHOCTEH, npodeccit

Crenmanuct no noabopy mepcoHana
Crenuanuct no nepcoHary
Meremxep o mepcoHary

TpeGoBanus k
06pa3oBaHHIO K
00y4eHHUIO

Briciiee o6pa3oBanue — 6akanaBpuar

HononHutensHOE NpodeccCHoHANEHOE 06pa3oBanue — IPOrPaMMBI
HOBBIIICHHS KBaIU(QHKAIMH; TPOrPaMMEI ITPO(eCCHOHATBHOM
IIEPENOATOTOBKY B 0611aCTH [IOMCKA U TOA00pa IepcoHaIa

TpeboBanus K OnBITY
IpPaKTHIECKOH paboThI

Oco65ie ycnoBus
JoIycka K paborte

HApyrue
XapaKTEPHCTUKH

I[OIIOJIHHTCJIBHBIC XapaKTCpHCTHKH

HaumenoBaHne 6a30BO# IPYNIIE]L, JODKHOCTH

HauMmeHOBaHUE NOKYMEHTa Kon
(mpodeccur) WK CIENHATEHOCTH
OK3 2412 | CenHamMCTHI IO KaJpaM | IpodOopreHTaUM
3423 CrenpanicThl KaIpoOBBIX CIIYXKO0 M yIpeXICHHH 3aHSITOCTH
EKC - Crnenpaymct no xagpam

- Meremxep o mepcoHay




OKIIATP

27755 | OKOHOMHMCT IO TPYAY
22956 | MlaCcnexTop o Kajpam

3.2.1. TpynoBan pyHxnus

C6op urdpopManum 0 mOTPeOHOCTIX Yposers - ]
HaameroBanwe | onrappsanum B nepconare Kon | B/01.6 | (momyposens) 6
KBaNupuKanpH I
IMTpoucxoxxeHue TPyROBOH Opurmman X 3auMCTBOBAHO 13
byHKIUR OpHTHHAJIA
Kox Perncrpammo mmmiii HOMep
OpHI'HHAJIA npodecCHOHaTEHOTO
CTaHgapra

TpyznoBeie neficTBHA

AHaJH3 IUIAHOB, CTPATETHHA M CTPYKTYPHI OPraHH3aIlii

AHamu3 ocoOeHHOCTe! oprasu3auy paboTh! X MPOU3BOJCTBA HA KOHKPETHBIX

pabounx Mectax
AHanu3 peIHKA Tpyda 10 OpraHm3amEd  paGoThl Ha AHAIOTHYHOM |
IPOM3BOACTBE B pabouux MecTax

@opmupoBaHHe TpeOOBaHMH K BAKAHTHOM JOJDKHOCTH (ipodeccry,
CIIENUATHEHOCTH) ¥ HX KOPPEKIHUSL

JOJDKHOCTH (IpodecCHH, CreHaTbHOCTH)

Wudopmuposarre B KOHCYIBTHPOBAaHHE PYKOBOAMTENEH IOApA3NENeHHE
OpraHu3alyy IO BOPOCaM PhIHKA TPY/a B YaCTH 00€CIEUCHHS IEPCOHAIOM

Heob6xoqumblie ymMmeHusA

CobupaTs, aHamM3MpOBaTh H  CTPYKTYpHpOBaTh HHGOPManMio o6
0COOEHHOCTSX OpraHHW3alMH PaboT Ha PasiWYHbIX YYacTKaX IPOM3BOICTBA ¥
Ha KOHKPETHBIX pabouMx MecTax ¢ ydeToM Ieieif, 3a1ad, IulaHoR g
CTPYKTYPHI OpraHU3allui

Cobupats, aHamm3mpoBaTh H  CTPYKTYPHpOBaTh HHMOPMammio of
0COOEHHOCTAX ¥ BO3MOXKHOCTSX KaJPOBOI0 IOTEHIHAIA OPTaHM3aALHK

CoGuparb, aHamM3MpOBaTP H  CTPYKTYypUpOBaTh HMHGOPMAamMio o6
OCOOCHHOCTAX PBIHKA TPY/a, BKIIOYAs IPEITOKEHUS OT IPOBaiIepos yeayr
TI0 TOKCKY, IPUBJIEICHHUIO, TOXO0PY U 0TOOPY mepcoHaNa

@opmupoBaTh TpeOOBaHHS K BAaKaHTHOM JOJDKHOCTH (mpodpeccun,
CHENMATBFHOCTH) B ONIPeeNIaTh KPUTEPUH noAOOpa IIepcoHaa

BHOCHTE KOppeKTHpyIOmEE CBENCHHS B TpeOOBaHHMS K KAHIWIATAM Ha
BaKaHTHBIE TOJDKHOCTH (Tpodeccuu, CHenHaTbHOCTH)

[Tonp30BaThCA IIOHMCKOBBIME CHCTEMaMH H HMH()OPMAIHEOHHBIMK pecypcamu
AN MOHMTODHHIA  DBIHKAZ TpyJa, TPaXJaHCKOTO M TPYHOBOTO
3akoHoaarenscTBa Poccuiickoit @enepanuu

KoHCymbTHpOBaTE 1m0 BOmIpOCaM pBIHKA TpyAa B 94acTH oGecrederms
ePCOHAIOM

CobmonaTs HOPMEI 3THKH JEI0BOr0 OOMIEHHUS

Heobxonumere 3HaHAS

TexHONIOrMH, METONBI ¥ METOIMKH IIPOBEJCHHS aHAIN3A ¥ CHCTEMATH3AIAM
JOKYMEHTOB H HHOpMaImu

CrpykTypa oOpraHM3aiMd H  BakaHTHBIE JOJDKHOCTH (mpodeccun,
CIEIHAAILHOCTH)

TTopssoK ONpezenerns nepCleKTHBHOM | TeKyIel IOTpeGHOCTH B Ka/pax

Hcrounuku obecneuenuns OpraHu3allii KagpaMH

Opranusamus paGoT Ha pasIUYHBIX yYaCTKaX MPOM3BOACTBA, OpraHH3anuy,
OTpaciu

—
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O6mue TEHICHIMM HA PBIHKE TPyJa W B OTACILHOM OTPACIH, KOHKPETHOH
npodeccru (TODKHOCTH, CIIEIAAIBHOCTH)

OCHOBEBI IICHXOJIOTHHA ¥ COIHOJIOTHH Tpyaa

OCHOBHI 3KOHOMHKH, Opraiu3allii TpyJa U YIIPABJICHHUA

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKTHI, COAEPXKAIIUE HOPMEI TPYIOBOTO
mpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATENBCTBA M HOPMATHBHEIC IPABOBBIE AKTH
Poccwmitckoit Denepanyn, B 9aCTH BEAEHH JOKYMEHTAIHH 110 IEPCOHATY

3akoHOHATENHCTBO Poccuiickoit Dexepanv 0 NepCOHANBHBIX JAHHEIX

JloxanpHEIE HOPMATHBHBIE aKTHl OPraHM3alHH, PErYTHPYIOIIHME HOPSIOK|
noabopa nepcoHana

HopMms! 3THKE e10BOro 06meHus

BazoBrie OCHOBBEI HHPOPMATHKH, CTPYKTYpPHOE IIOCTPOEHUE
HHGOPMALMOHHBIX CHCTEM U OCOOEHHOCTH PabOThl C HUIMM

Jpyrue xapakTepHUCTHKH

3.2.2. TpynoBas pyHKuHA

[Nouck, mpusnedenue, noabop u oTb6Op YpoBeHns
Hamvenosasue IepcoHaa Kon | B/02.6 | (momypoBeHs) 6
KBaTHQUKALHY
Tpowcxoxenue TpyOoBoH Opurunan X 3aUMCTBOBaHO U3 OpUTHHATA
byHKIHH
Kon Peructpanionssiit Bomep
OpUTHHAIa poheCCHOHANIBHOr0
CTaHITapTa

Tpynossle meficTBUS

ITorck BO BHYTPEHHUX M BHEIIHHMX MCTOYHMKAX MHGOPMAIMH O KaHTMIATAX,
COOTBETCTBYIOIEH TpeOOBaHUAM BaKaHTHOM JODKHOCTH  (mpodeccry,
CHEIMANTHHOCTH)

Pasmemenne  cBemeHMH O  BakaHTHOM  JODKHOCTH (npodeccun,
CIIEIUAIBLHOCTH) B CPeICTBaX MAcCOBOH HHGOPMAIHU

Bribop cmoco60B B METOZOB IPUBICYCHHUS IIEPCOHANA B COOTBETCTBHH C
YTBEPXKACHHBIMH IUIaHAMHU

Ilposepka wmHQOpPMamMM O KaHIWOATaXx HAa BAKAHTHBIE JOIDKHOCTH
(mpodeccrn, cenMatbHOCTH)

[IpoBenerne cobecemoBaHWii M BCTped ¢ KaHAMAATAMEM Ha BaKAHTHBIE
JOJDKHOCTH (TIpodeccHH, CIENMaIbHOCTH) ¢ 0beciedeHHeM 00paTHOM CBS3H

Omenka COOTBETCTBUS KaHAMAATOB TPeOOBAaHMAM BaKAaHTHOX IIOKHOCTH
(mpodeccuu, cnenuaIbHOCTH)

IloxroroBka mnpennoxenuit mo ¢opmMupoBaHMIO OIOMKETa Ha IOHUCK,
IpHBJIedeHNe, ToA00p U 0TOOp ImepcoHana

HudopmupoBanne u KOHCYIbTHPOBAHHE PYKOBOTHUTENEH MOApasnieneHuii u
OpraHW3alliy [0 BOIPOCAM IPUBJIEYCHHS IEPCOHANA C OLIEBKOH 3aTpar

Heob6xomumMelie yMeHUS

OrnpenensaTs KpUTEPHH OKCKa, IPUBICICHHAS, TOA60pa U 0T60pa nepconana

Cobupars, aHATM3APOBATh H CTPYKTYPHPOBATH HHPOPMAIIHIO O KAHIUIATaX H
IIPEUIOKEHUSIX Ha PRIHKE TPyda

Ilonp30BaTECs MOUCKOBHIME CHCTEMAMM H HH(OPMAIMOHHBIMU PECYpCAMHE B
obnactu obecnedeHns epCOHAIOM

1IpEUMEHSTs TEXHOJNOTMH M METOJMKM TOWCKA, NpPHBIEICHHS, moabopa u
0T60pa KaHIUAATOB Ha BaKAHTHEIE JOJDKHOCTH (IPOGECCHH, CICNHATEHOCTH)
B COOTBETCTBHE C HX CIICHHAPHKOM
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Hcnonb3oBath cpencTaa obecnedeHus [IEPCOHATIOM, BKJTIOYas
COIPOBOXJICHHE

KoncynpTHpOBaTEH 10 BOIPOCaM NPHUBIECYCHUS IEPCOHAIA

CocTaBiaTh W KOHTPOJIUPOBAaTH CTAaThM pacxXxoJOoB Ha obecmeuenue
HEePCOHAIOM ISl IUTAHUPOBaHUs OI0KETOB

Co6roiaTh HOPMBI ITHKH IET0BOr0 00MEHUs

HeobxomuMele 3HaHUA

Wcrounukm obecniedeHns OpraHu3alii KagpaMyu
TexHOMOTHH W METONUKH INOUCKA, NPHUBICYECHHS, moabopa wu or6opa
nepcoHaa

Cucremsl, MeTomsl H (GOpPMBI MAaTEpHANBHOIO M HEMATEPHATHHOIO
CTHMYJIHPOBAHUS TPyZa IEpcoHaIa
Texnonoruu u MeTos! GOPMUPOBAHHUS H KOHTPOJII OIODKETOB

TexHonmormu, MeTonsl M METOAMKH IIPOBEICHHS aHANM3a, CHCTEMATH3AUMH
JOKYMEHTOB M HH(OpManuu

Crpykrypa oOpraHMsallid ¥  BAakaHTHbIE JOJ/DKHOCTH  (Tpodeccuu,
CHENHAIBHOCTH)

OOmye TeHAEHIMHM HA DBIHKE TPyJa H B OTHCIBHBIX OTPACISAX M BHIAX
PO ECCHOHATEHOM AeSITENHOCTH

OCHOBBI IICHXOJIOTHHY U COIMOJIOTHH TPyJa

OCHOBBI 5KOHOMUKH, OpraHU3AIMY TPY/Ia U YIIPaBJICHHAS IEPCOHATIOM

TpynoBoe 3ak0HOAATENHCTBO M MHBIE AKTHI, COAEPKAINE HOPMBI TPYAOBOTO
IpaBa

OCHOBBI apXWBHOI'O 3aKOHOJATENbCTBA M HOPMATHBHEIC IIPABOBBIE AKTEL
Poccuiickoli Oenepaiuy, B 9aCTH Be/ICHAA JOKYMEHTAMH 110 IEPCOHATY

OcHOBHI HATOroBOro 3aKoHoAaTeNbCTBa Poccuiickoit deneparnmu

3akoHozaTenscTBO Poccuiickoit @eepanuy 0 NEPCOHATBHAIX TAHHBIX

JloxanbHBIE aKTBl OpraHW3AMH, PETYIAPYIOIMHME MOPANOK obecmeyeHus
HEPCOHATIOM

HopMsI 5THKH J€JI0BOro 00meHus

Ba3oBsle OCHOBBI MH()OpPMATHKH, MOCTPOCHHS HH(POPMAIIMOHHBIX CHCTEM H
0COOEHHOCTH paboThl C HUMH

HApyrue
XapaKTCPUCTUKH

3.2.3. Tpynosast pyHKIMA

AMUHUCTpHUPOBaHHE MPOIECCOB H YpoBeHs
HanmeHoBanwe | JOKYMEHT0000pOTa 0becmeueHns Koa | B/03.6 | (nomyposens) 6
IIEPCOHAJIOM KBatAQuKaym
ITpoucxoxnenue Op ar X 3aWMCTBOBAHO U3
TpYROBOM pyHKIMH OpHTHHAJIa

Kon Peructpauuonnsiit Homep
opurMHal2 NpOHECCHOHATBHOTO CTAHAAPTA

TpynoBeie nefcTBHA

AHaym3 IPOLECCOB JOKYMEHTO000POTA, IOKATBHBIX JOKYMEHTOB IO BONpPOCaM
obecTIedeHAs IEPCOHAIOM

Benenue wuHGOpMamumM O  BaKaHTHBIX  JOJDKHOCTAX  (mpodeccrsx,
CIENMAIPHOCTSIX) ¥ KaHIUIaTaxX

JIoKyMeHTaUMOHHOE ~COMPOBOXJCHHWE KaHIHIATOB Ha JTallaxX IIOMCKa,
OpHBJIcUeHNd, Hoabopa ® OTOOpa IepcoHAlla HAa BAaKAHTHBIE JOJDKHOCTH
(mpodeccun, CIeNUaTbHOCTH), HHPOPMHUPOBAHUE KAHIUIATOB O pe3ymbTaTax
orbopa
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HoxrotoBka 3ampocoB 0 KaHAMJATaX B TOCYAAapCTBEHHBIE OPraHEL, B CITygasix
NPEeAYCMOTPEHHBIX  JNEHCTBYIOIIMM  3aKOHOAATENILCTBOM | 06paboTka
IIPEAOCTABIECHHBIX CBEACHUM

HoxrotoBka u 06paboTka YBeHOMIECHHN B TIOCYAapCTBEHHEBIE Opramgl
npodeccHoHaNBHBIE COIO3BI M APYTHE MPEACTaBUTENBHEIE OPTaHbI PaGOTHHKOB
IO BOIIPOCaM MOUCKA, IPUBJIEYeHNUS, ox00pa U 0TOopa NepcoHaIa

ComnpoBoxieHHe JOTOBOPOB 10 OOECIEICHMIO OPraHM3alMH IIEpCOHANIOM,
BKJIOYasl IIpeABapHUTeIbHbIE IPOIEAYPH IT0 X 3aKIIOYSHHUIO

Heob6xoqmMele yMeHUs

ObecneunBarh NOKYMEHTAIHOHHOE COIPOBOXKIEHWE BBIXONA KAHIMIATA Ha
paboTy U mepeMeIeHns nepconana

O¢opMIATE TOKYMEHTEI IO BompocaMm o0ecredeHns KaIPOBEIME pecypcamuy,
HEOOXO[UMble  JIi  NpPEJOCTAaBIEHHS B  TOCYJapCTBEHHBIE  Oprase
npodeccHOHANbHbIE COIO3BI U APYTHE IIPeCTABHTENILHbIE OPTaHbl PabOTHHKOR

Oprasn30BEIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHHM C TPeGOBaHHSIMY
TPYAOBOIO, apXHBHOTO 3aKOHOAaTeNbCcTBA Poccumifickod Penepanum u
JIOKaJTbHBIMY AKTAMU OpraHH3aIliH

AHam3upoBaTh JOKYMEHTHI H IEPEHOCHTh HHGOpMaNHUIo B UHQOpMarmonsLre
CHCTEMBI 1 0a3pl TAHHBIX 0 KAHIAAATaX

Paborarb ¢ MHQOpPMALMOHHEIME CHCTEMaMH U 0a3aMu JaHHBIX IO BOHpocaMm
obecrieyeHUss IEPCOHAIOM, BEICHMIO IIOMCKA H ydeTa KaHIHMIAaTOB Ha
BaKaHTHBIE JODKHOCTH (IpodeccHH, CelHaTbHOCTH)

IIponsBofuTs mpenBapUTENbHbIE 3aKYNOYHEIE NPONEAYPHl H  0DOpMIIATH
COIYTCTBYIOIIYIO JOKYMEHTAIMIO I10 3aKFOYEHHIO JOTOBOPOB

OpraHu30BBIBAT M IIPOBOAATH KOHKYPCEI, OGOPMIATE H aHAIM3HPOBATH
KOHKYPCHYIO JOKYMEHTAIHIO

Bectu nenoryro mepenucky

CobiroaTh HOPMBI STHKH JEJI0BOTO OOIIEHUS

HeoOxonuMeie 3HaHUS

ITopsmox odopMIICHHS, BENEHHS H XpaHEHHS JMOKYMEHTAIlMH, CBS3aHHON
IIOMCKOM, IPHBJIECYCHHEM, NOAOOpOM M OTOOPOM MEPCOHANAa HAa BaKAHTHEIE
JIOJDKHOCTH

[Topsinok popmupoBanus, BeficHAA 6aHKa JaHHBIX O NMEPCOHANE OPTaHU3AIMH
H IPEeIOCTaBICHHS OTYETHOCTH

OCHOBHI JOKYMEHTO060pOTa M JOKYMEHTAIIHOHHOTO 00ECIeYeHUsI

Texnonoruu, METOABl ¥ METOAMKM NPOBEIEHHS aHANM3a H CHCTEMATH3ALMH
JIOKYMEHTOB U HH)OpMaIuH

ITopsanoK IpOBEICHAS KOHKYPCOB B 0 OPMIIEHHS KOHKYPCHOM JOKYMEHTAIHH

Iopsnok mpoBeIeHus 3aKyTIOYHBIX OPONeyp B 0GOPMICHHS COYTCTBYIOMmEH
JOKYMEHTAIUH

Crpykrypa oOpraHusaldd ¥  BakaHTHEIE JODKHOCTH  (mpodeccuu,
CIIEIHAILHOCTH)

TpymoBoe 3aKOHOAATENECTBO M HHBIE AKTHI, COAEPXKAIIME HOPMEI TPYLOBOTO
IIpaBa

OCHOBBI apXHBHOTO 3aKOHOJATENbCTBA H HOPMATHBHBIC IIPABOBHIE AKTEHI
Poccuiickoi Deziepalnu, B 9aCTH BEICHAA JOKYMEHTAIMHY 110 IEPCOHATY

OcHOBHI HAJIOTOBOTO 3aKOHO#aTeNbcTBa Poccuiickoit Penepanuu

3akoHoAaTeNbCTBO Poccuiickoii demepanuu o NEpCOHAIBHBIX TaHHBIX

JIoKayIbHBIE aKThI OpraHM3al}H, PErYIMpPYIOIHe OPSAoK noabopa mepconana

Hopsamok 3axmoYeHns JOroBOpoB (KOHTPAKTOB)

HopMs1 5THKH fe10BOro o6menus

basoBrie 0CcHOBEI MHQOPMAaTHKH, MOCTPOSHHS HH(POPMAIMOHHBIX CHCTEM H
0COO6EHHOCTH pabOoTHI C HUMH
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Tipyrae

XapaKTepUCTHKU

3.3. O6o0menHnas TpyaoBas GyHKINA

CATCJIBHOCTD II0 OLICHKE U ATTCCTAIlUU VYpoBeHs [. ‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ B
HavMeHOBaHHE A . a Kon! C P i 6
nepcoHana wammemE | 7|
Mpoucxoxmewwe | | 0T ]
3aMCTBOBaHO W3
0606menHHo# TpyIoBOM Opurunan X
OpHIHHAIA
byHKIH ]
Kon Peructpaimionssiit Homep
OpUTHHAJIA npodeccuonaTLHOrO
CTaHIapTa
Bo3MoXxHEIE CHCIII/IEUII/IC’I‘ I10 OIE€HKE U aTTECTAallUH IIEPCOHATIa
HauUMEHOBAHUA CHCI.[I/IaJII/ICT 10 nNepcoHaITy
JIOJDKHOCTEH, Megemxep mo nepconary
npodeccuii

TpeboBanus x
o0pa3oBaHHIO U
00y4eHHIO

Bricmee o6pazoBanue — GaxkaiaBpHar

HononrutensHoe npodeccHoHanbHOE 06pa3oBaHKe — IPOrPAMMEI
IOBBIIIECHUS KBATA(HUKAIKY; IPOrpaMMBEI IPOPEeCCUOHATBHOM
IEPENIOTOTOBKH B 00JIACTH NPOBENEHHS OLEHKH IIEPCOHANA

TpeboBaHUS K ONBITY
IPaKTUIeCKOH paboThl

Oco6sie ycnoBus
JoImycka K pabote

Apyrue
XapaKTepUCTUKH

I[OIIOJIHHTCJ’IBHBIC XapaKTCPUCTUKH

HauMeHoBaHHe TOKYMEHTA Kox HammMenoBaHue 6a30B0i rpymnmsl, JOKHOCTH
(mpodeccun) WM CIENHATBLHOCTH
OK3 2412 | CoenmamicThl IO KaapaM ¥ podhOpHEHTANMH
3423 CrienmamcTs KaJIpOBBIX CIIYXKO M YIpeXIACHUM 3aHATOCTH
EKC - Menemkep 10 nepcoHary N
OKITATP 27755 | DOKOHOMHCT 110 TPyAY
22956 | MacnexTop mo Kaapam

3.3.1. Tpynosas ¢pyHKuus

HaummMeHoOBaHHE

IIpoucxoxaeHue Tpy XOBOMU
byRKIHAA

OpraHnzanus ¥ TPOBENCHHE OLEHKH Yposers
IIEpCOHAIA Kom | C/01.6 | (momyposens) 6
KBaTUQUKAIMI
Opurmmar X 3auMCTBOBaHO U3
OpUTHHAJIa
Kon PerucTpamonHsIi HoMep

OHTHHAIA NPO(ECCHOBAILHOIO CTaHIApTa

TpynoBsie ne#icTBus

AHanM3 CTPYKTYpBI, IUIAHOB M BaKAHTHBIX JOJDKHOCTEH (nporbeccﬁ}‘a
CIIeNMANBHOCTeH) OpraHM3allMM, OCOGEHHOCTEH OpraHHW3alMH PaboTH Ha |
Pa3IHMIHBIX Y9aCTKaX POM3BOACTBA M KOHKPETHBIX Pab0ouuX MecTax f
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ConmpoBoxJeHHE JOrOBOPOB C OpraHM3alMSIMH — HCIIOJHHTE/ISIMHA
MEPOLPUATHA MO OlEHKe [epCOHaNa, BKIIOYasd IPEXBAPHTENBHbIE
IPONENYPHI IO MX 3aKTIOYCHUIO

IIPOBEACHUIO OIICHKHA NEpCOHANIA

Heobxonumeie yMEHHS

OmnpezernaTs napaMeTphbl H KPATEPHH OLIEHKH IepCOHAIA

O6ecrieqnBaTh  COXPaHHOCTh KOHOUACHIMATBHOM HHOOpMAanmu 1IpH |
IIPOBEJICHUH OIIEHKH IIEPCOHANA,

TPYAOBOro, apXHBHOTO 3akKOHOZaTenbcTBa Poccuiickod Penepamum u
JIOKAJIbHBIMM HOPMaTHBHBIMY aKTaM¥ OpraHH3aIiN

Cobupats, aHaTM3UpOBaTE H  CIPYKTYPHpOBaThb  uHGOpMammo o
IIPETIOKEHMSX TI0 OIIEHKe IIePCOHAlIA HA PHIHKE TPYyda

IlponsBosuTe NpeNBAapHTENBHEIE 3aKYNOYHBIE NPOIEXYPHl X OQOPMIIATSH
COMYTCTBYIOMIYIO JOKYMEHTAIMIO IO 3aKFOUYEHHIO IOTOBOPOB

Onpenensm, yCcIoBud Uil 3aKIOYCHHUA JOTOBOPOB HA YCiayru 1o
IIPOBCACHHIO OIICHKH MCPCOHAJIa

CucrematusupoBath, 0000maTh H aHAIM3UPOBATH pPE3YNBTATHl OIEHKH
IepcoHaIa

IIE€PCOHAJIOM H PYKOBOACTBOM

[Tonp30BaThCA MOMCKOBLIMHE CHCTCMaMH, PIH(I)OpMaIIHOHHBIMI’I pPecypcamu I/I_
6azamu JaHHBIX IO DPOBCACHHIO OLICHKH NIEpCOHAala

PaspabaTeiBaTe pPEKOMEHJAIMKM [0 DasBUTHIO MEPCOHATA HA OCHOBE
IIPOBEJCHHON OUCHKH

Cob6mro1aTh HOPMBI 3THKH JIEIOBOrO 0OMICHHS

Heob6xonuMele 3HAHUS

TexHOMOTHA ¥ METOABI ONPENEIECHHS npodecCHOHAIFHBIX 3HAHMIA, YMEHUH U
KOMIIETeHIMH

Texnomoruu u METOAb! OUCHKH JIMYHOCTHRIX KA4YECTB U XapaKTCPUCTUK

Cucremsl, MeTomsl ® (OPMEI MaTEpHAIBHOTO H  HEMATEPHATLHOTO
CTHMYJIMPOBAHUS TpyJa MEpCoHana

Texnonoruu 1 MeTORBI GOPMHPOBAHHUS B KOHTPOJIS GIOKETOB
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TexHOIOTHH, METOIB! ¥ METOIVMKK IIPOBENCHHA aHANM3A U CHCTEMAaTH3arumi
JOKYMEHTOB M HHGOpPMalun

Tpyna
OCHOBBI IPOX3BOACTBEHHOR JIEATENIBHOCTH OpraHU3aIuy

Ilopsnox  npoBeneHHs  3aKyNOYHBIX  IpOHEAyP M OdopMieHms
COIIYTCTBYIOMIEH TOKYMEHTAIHH

CrpykTypa oOpraHM3alldi ¥ BaKaHTHBIE JOJDKHOCTH (zpodeccun,
CIIEIIHAIEHOCTH)

TpynoBoe 3aKOHONATENBLCTBO M MHBIE AKTHL, COAEPXKAITHE HOPMEI TPYIOBOL0
paBa

OcCHOBEI apXHMBHOTO 3aKOHOJATENbCTBA MW HOPMATHBHBIE IPABOBHIE AKTEH
Poccuiickoii @Penepanuu, B 9acTH BeJCHUS TOKYMEHTAIHH 110 Iepcorany
3axoHoMaTenbCTBO Poccutickoit denepamun 0 mepcOHANBHBIX TaHHBIX I

OIICHKH [IepCOHaNIa

ITopsinok 3axiroueHus JoroBOpoB (KOHTPAKTOB)
HopMBI 3THKH Ien0BOro o0NIeHHS

bazoBrle OCHOBBI HH(OpMaTHKH, CTPYKTypHOE HOCTPOEHHE |
AHQOPMAITMOHHEIX CHCTEM H 0COOEHHOCTH pabOThHI C HUMH

Jlpyrue XapaKTepUCTHKA

3.3.2. TpynoBas pyHKOMs

HanmMeHoBaHme TIepcoHaa

[IpoucxoxaeHue TpyI0BOH
byHKIHEH

Oprasu3anys 1 NpoBeIeHHe aTTECTAIUH Yposess
Koz | C/02.6 | (momyposeHsn) 6
KBUTAUKALIAM
Oprruman X 3aMMCTBOBAHO M3
OpHUruHaJia
Kon Perncrpaumo Haniii HOMep
OpHUrHUHAIA TIpOdECCHOHATBHOrO
CTaHxapTa

TpynoBsle AercTBUsA

CIeUAILHOCTEH) OpraHM3anuu, OCOOEHHOCTell OpraHM3aluM paboTh Ha
PA3IMYHBIX YUaCTKaX MPOM3BOJCTBA H KOHKPETHBIX PabOIMX MeCTax

Pa3pa6oTka IpOEKTOB JOKYMEHTOB, OIpPENEMIONIAX MOPSAOK ATTeCTaruH
IIEpCOHAlla, C OLIEHKOMH 3aTpar

[Toaroroska npemioxkeHu#t 1o GOPMUPOBAHUIO GIOJDKETA HA OPraHM3AIMIO |
IIPOBEJICHHE aTTECTAllMH IIepCOHAIa

IlogrotoBka mpemIOXKEHHH O COOTBETCTBHH paboTHHKA  JOJDKHOCTH
(apodeccun, CIENUATBPHOCTH) IO PE3yAbTATAM ATTECTAIIMH B COOTBETCTBHM C
3akoHomareascTBOM Poccutickoit ®enepaipu

HeobxonuMble yMeHHS

Onpenemm: ApaMETPhl U KPUTEPHH aTTECTAIlH ICPCOHANA

Onpe,uen;m; U IIPAMCHATH CPEACTBA K MCTOAbI aTTECTAIIUN

Brigensars IpyIIsI I€EpCOHAIIA OJIA IPOBECACHHS aTTEeCTAlluN

Ob6ecmeunBars JOKYMCHTAIlTHOHHOE COIIPOBOXIACHHUE aTTECTallUN II€pCoHaIa

CocTaBnate u KOHTPOJIMPOBATE CTaThH PACXOJO0B Ha aTTECTaIHIO IIEpcoHana
A1 TTAaHHPOBAHUA OI0IKETOB
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TPYHOBOIO, apXMBHOTO 3aKOHOJATeNbCTBA Poccmiickoii Penepammm
JNOKATBHEIMH JIOKYMEHTAMH OpTaHM3aled |
TIpou3BOTMTE IIpeNBapHTENBHEIE 3aKYNOYHbIE NPONEAYPH M  OQOPMIIATL .
COLYTCTBYIONIYIO AOKYMEHTAIIUIO [I0 3aKIFOYEHHIO TOTOBOPOB
CobirofaTh HOPMBI 3THKH JEJTOBOTO OOIIEHUS

Heo6xomuMmrele 3HaHUA

HOpSII[OK H TEXHOJIOTH NPOBCACHUS aTTCCTAllHH

YMEHUH ¥ KOMIETEHIHH

Cracrembl, MeTOmEl ¥ (OPMEI MAaTepHaNBHOTO ¥  HEMATEPHAIBHOIQ

CTUMYJIHPOBAHHUS TPY/a IepcoHaa
Texnomornu 1 MeToIb! POPMHUPOBAHHS ¥ KOHTPOJII OIOIKETOB

JIOKYMEHTOB H MH(pOpMaIuu
OCHOBBI IPOH3BOICTBEHHOM JIEATEILHOCTH OpraHH3ayH

OcHOBBI OOmEl M CONMANBHOM TNCHXONOTHH, COLHONOTHM H IICHXOJIOIMH |
TpyAa -

Ilopsamok  mpoBeneHMs  3aKYNOYHBIX  NPOUEAyp X O(b—oaﬁienm
CONYTCTBYIOHIEH JOKYMEHTAUN -

CTpykTypa OpramMsalidi ®  BaKaHTHBIE JOIDKHOCTH  (mpode éﬁﬁﬁj
CIELUMATBHOCTH)

Tpynosoe 3akoHONATENBCTBO M MHEIE aKThI, COAEPKAIIUAE HOPMBI TPYIOBOTO
IpaBa )

OCHOBEI apXHBHOrO 3aKOHOJATEIbCTBA M HOPMATHBHBIE IIPABOBEIE AKTH]
Poccuiicko Denepanun, B 9acTH BeCHHA TOKYMEHTAIHH I10 IEPCOHATY
3akoHOAaTeNLCTBO Poceniickoii Qenepanuu 0 MEPCOHATBHBIX JAHHEIX

OLIEHKY IIepCOHaJIa
Iopsinok 3aKIIIOYEHNst JOTOBOPOB (KOHTPAKTOB)

HopMsI 3THKH fenoBoro o6menus

ba3osere OCHOBBI HHGOPMATHKH, CTPYKTYpHOE TIOCTPOEHHME |
HH(POPMAIHOHHBIX CHCTEM M 0COOEHHOCTH PabOTHI ¢ HUMHI

Hpyrue

| XapaKTEepACTHAKH

3.3.3. Tpynosan dpynkuus

AJIMHHACTPHpOBAHHE IIPOIIECCOB H VpoBeHs
Hawmmenosanue | JOKyMEHTOO00POTA IIPH MIPOBENCHUI Kon | C/03.6 (noXypoBeHs) 6
OIIEHKH M aTTECTAIMH NepCoHaa KBaTHGHKaAHY
ITpoucxoxxpeHue TPy AOBO#H Op ar X 3aUMCTBOBAHO M3
byHKIIH OpHTHHANA

Kon Peructpanmonmsit Homep
OpHTHMHA/NA NPOQPECCHOHANBHOTrO CTaHIapTa

TpynoBsie nericTBHA

AHanus npoueccos JOKYMEHTO000pOTa, JIOKAIBHBIX JOKYMEHTOB [0 OLEHKe U
aTTeCTallHy IepcoHaa
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Opl"aHI/I3aIII/IOHHOC COIIPOBOXIOCHUE MCpOIIpI/ISITI/Iﬁ II0 OIICHKE IIEPCOHANA U ero
arrecranuu

O(I)OpMJICHI/IC npouecca u pe3yIbTaTOB aTTCCTAlNU [ICPCOHANIA

HudopmupoBaHue nepcoHana 0 pe3ynbTaTax OUEHKHU M aTTeCTallly

[logroroska npennoxcennﬁ 110 Pa3sBUTHIO I€PCOHANIA TI0 PE3YJIbTaTaM OIeHKU

CompoBOXIEHHEe  IOTOBOPOB IO  OKAa3aHHIO  KOHCYIbTALMOHHBIX X
HHQOPMAIMOHHBIX YCIIYT 1O OLEHKE M aTTeCTAIliH IIepCcoHala

HeobxomuMele yMeHUS

Ob6ecneunBath JAOKYMEHTAlHOHHOC CONPOBOXACHHC ONCHKM H aTTecTaluu
Iepconaia

Odopmiate NOKYMEHTH NO BOIpPOCAM OINEHKHM M aTTECTAlMH IIepCOHAa,
IOpeocTaBIseMble B TOCYapCTBEHHEIE Oprafbl, TPOo(QeCCHOBAIBHEIE COIO3EI K
JpyTHe IIpeICTaBUTEbHBIE OpraHbl pabOTHUKOB

AHamu3¥poBaTh MNpABHIA, IPONIENYPHl H IOPSAAKH MPOBEICHASA OLECHKH H
aTTeCTAallUH IepcoHaNa

MaTCPpHAIBHBIX HOCUTCIIAX

OpraHu30BBIBaTH XpaHEHHE NTOKYMEHTOB B COOTBETCTBHH C TPEeGOBaHMIMY
TPYAOBOTO 3aKOHOAATeNbCTBa Poccuiickoit Denepariiiy U TOKATBHBIME aKTaMy
OpraHU3aIMu

BecTu 1enoByI0 IEepenucKy

Pa6oTats ¢ #HGOPMALMOHHEIMA CHCTEMaMH M 6a3aMH IaHHBIX IIO BOMpOcCam
OPOBENEHMS OLICHKH U aTTECTAlMy NIePCOHAala, BENCHHIO YIeTa KaHIiIaToB Ha
BaKaHTHEIE JOJDKHOCTH (IpodecCHH, CHENHAIEBOCTH)

AHanu3upoBaTh JOKYMEHTHI H IEPEHOCHTH MH(opMamio B HHGOpManmHoHHEIe
CHCTEMBI ¥ 0a3bl JaHHBIX

CobmogaTs HOPMBI 3THKH JEIOBOTO OOMIECHIS

Heobxoapmele 3HAHKUS

IMopsamox odopmieHus, BeNeHUS W XpaHEHWS AOKYMEHTAlUWH, CBS3aHHOU ¢
IIPOBEACHNEM OIIEHKH H aTTeCTAllHy [epCOHAIa

Iopsanox dpopmupoBanus, BeneHus OaHKa NaHHBIX O MEPCOHANE OPraEU3alMy
U [IPeIOCTaBIeHHS OTIETHOCTH

ITopsaok mpoBeNeHHs 3aKyIIOYHBIX OPOLERYP M 0QOPMIIEHHS COMYTCTRBYIOMEH
JOKYMEHTAINH

IMopsnox odopmieHHs TOKYMEHTOB, IPENOCTABIAEMBIX B TOCYyZApCTBEHHEIE
OpraHsl, NpO(ECCHOHANBHBIE COHO3bI M APYTHE MPEICTABHTENbHEBIE OpraHEI
pabOTHHKOB

OCHOBHI JOKYMEHT0000pOTa X TOKYMEHTAIHOHHOTO 00eCIeIeHHS

Crpykrypa oOpraHMsalMd W  BakKaHTHBRIE JODKHOCTH  (mpodecchw,
CHEIUATBHOCTH)

TpymoBoe 3aK0HONATENBCTBO M HHBIE aKTHI, COACPXKAIIUE HOPMEI TPYHOBOIO
pasa

OCHOBBl apXMBHOIO 3aKOHOJATENIECTBA W HOPMATHBHBIE IIPABOBBIE AKTHI
Poccuiicko# Oenepanyy, B 4aCTH BEJECHHS JOKYMEHTAIIHH 1O IIEPCOHATY

3akoHoHarenscTBO Poccmiickoit @enepaury 0 nepCOHANBHEIX JAaHHBIX

Texuonorun, MeTonpl ¥ METOMMKH IPOBENCHUS aHATH3a M CHCTEMATH3AINH
JOKYMEHTOB U HHbOpManuu

JloxanbHele HOPMATHBHBIC aKTHl OpraHH3AlMH, DPEryTHPYIOMHUE [OpSIOK
OLICHKHY ¥ aTTeCTAI[UH NTEPCOHATA

Iopsinok 3aKIFOYEHHS JOTOBOPOB (KOHTPAKTOB)

HopMs! 3THKH fenoBoro obmeHns

Ba3oBrle 0CHOBEI HHPOPMATHKH, CTPYKTYPHOE IIOCTPOCHHE HH()OPMAIHOHHEIX
CHCTEM H 0COOCHHOCTH paboThl ¢ HUMH
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Apyrue -
XapaKTepUCTHKH

3.4. O600meHHas TpyaoBasi QyHKIHNA

Hamvenoparue | ACATEIBHOCTE IO Pa3BUTHUIO IIEPCOHATIA Kox D Yposers 5
KBaNHGUKAIUH

IpoucxoxneHue
06061eHHOM TPYIOBOM Opmrmaan X SamuCTBOBARO 3

OpHTHHANA
GyBKIIHI

Kon Peructpamionssii Homep
OpUTHHANA IpodecCHORaTEHOrO
CTaHnapTa

Bo3moxHbIE Crnenuanuct mo pa3BUTHIO B 00YISHHUIO IEPCOHATA
HaMMEHOBaHHA CroenmamicT o pa3BHTHIO Kaphephl IEpCoHANA
JOJDKHOCTEH, Crenyanuct 1o nepcoHary
npodeccrit . MeHnemxkep o nepcoHay
TpeboBanus K Bricmee o6pa3oBanue
obpa3oBanHIO U JononxutensHOe npogeccHoHaIbHOE 00pa30BaHue — MPOrPAMMBL
oby4eHuIo MIOBBIIICHUS KBAIA(UKAIMY; IPOrPaMMEI IpodecCHOHATHHOM

IIEPETIOTOTOBKH B 00JI1aCTH OPraHU3alHOHHOTO U PO eCCHOHATBLHOr0
Pa3BHUTHS IIepcoHAA

Tpe6oBaHUA K OOBITY | -
NpaKTUIecKOi paboThl
Oco6rble ycnoBus -
gomycka K pabote

Apyrue -
XapaKTCPUCTUKH

JIonoTHAUTEIBHBIE XapaKTePUCTHKA

HaumeHoBanme 6a30BOM IPYNNEL, JODKHOCTH
(mpodeccun) WM CHEIHATBHOCTH

OK3 2412 | CoenuanucTsl IO KafpaM U pohOpHEHTAIHH

3423 CrenmamucTsl Ka[poBBIX CIOyK0 M yUpeXXAeHH 3aHATOCTH

EKC - Menemkep o nepconay

OKIIATP 27755 | OKOHOMHCT 11O TPYIY

22956 | UucnexTop mo Kaapam

HaumeHnopaHUue JOKyMeHTa Kon

3.4.1. TpynoBas pyHKIHS
Oprannsauna H IIPOBCOCHHUC MCpOl’IpKSITHfI VpoBeHs
HauMeHoBaHHE | ITO PA3BHUTHIO H IIOCTPOCHHIO Kox | D/01.6 | (moxyposers)
npoQeCCHOHATBHON Kaphephl HEPCOHAA KpayHuKaLHH
ITpoucxoxaeHue TpynOBOH
dyHKIET Opurmaan X | 3aMMCTBOB2HO M3 OpPUTHHANA
Kon Pernctpaimonmsit Homep
OpHTHHAJIA npodeccroHantbHOrO
CTaHmapra

| TpymoBsie feficTBAS | AHATH3 CTPYKTYpbL, ILIAHOB H BAKAHCHH OpraHu3anuy ]
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Anamus ocobeHHOCTeH pabOTHI Ha Pa3sNMYHBIX YYaCTKaX NPOMSBOLCTBA X
KOHKPETHBIX pabodux MecTax

IloxroroBka IIPOEKTOB MOKYMEHTOB, ONPENENAIONMUX INOPSMOK pa3BHTHI
IIepCOHANa ¥ IOCTPOEHHUA POGeCCHOHATBHON KAaphephI C ONEHKOM 3aTpar

PazpaboTka nmianoB npodeccHoHaTbHOM Kapbepbl pabOTHHKOB

®opMupOBaHKE KaJPOBOTO pe3epBa

OpraHuzanuss ~ MEpONpUATHH [0  pasBHTHIO  H TIOCTPOEHHIO
npodeCCHOHANBHON Kapbephl EPCOHANA

Iloxroroska npennoxenui no GopMEPOBaHHIO OI0DKETA Ha OPraHW3AIMIO |
IPOBEZCHHE MEPOIIPUATHH I10 Pa3BUTHIO U MOCTPOSHHUIO NPODECCHOHAILHOM
KapbepHl lepcoHalia

Ananu3 3¢ GeKTHBHOCTH MEPONIPUATHI IT0 Pa3BUTHIO IEPCOHATA, TIOArOTOBKA
NPETIOKEHUH TI0 pa3BUTHIO

HeobxonumMele ymeHUS

AHaM3MpOBaTh ypOBeHb OOMIEro pasBUTHS H  IPOYECCHOHABHOH |
KBAIN(HKAIIMA DepcoHaia

Onpezenars KpaTKOCPOYHBIE M JOJNTOCPOYHBIE IOTPEOHOCTH pasBUTHA
IEPCOHAJIA M MOCTPOCHHUS €r0 NPOPECCHOHAIBHOM Kapbephl

OnpenenaTs Kpurepua GOPMHPOBAHHS KaJPOBOrO pe3epBa OpraHM3anuy

CocTtapiaTs HHIABHYAJIBHBIC TUIAHBI KAPEEPHOT'O Pa3sBUTHA IICPCOHANA

IIpIMEHSTD TEXHONOrMH W METO[B! PAsBUTHA NEPCOHANA M HOCTPOEHHMS
IpodecCHOHATBHOM Kapbephl

CocTapaTe IpENIOXKEHHS M KOHTPOJIMPOBAaTH CTAaThH DPACXOMOB Ha
IPOrpaMMbl M MEPOIpPHATHS [O DPasBAUTHIO IIEPCOHANTA M IIOCTPOCHHUIO
npodeccHOHATBHOM Kapbepsl IJIs IIAHKPOBAHMS OIOKETOB

HOCTPOEHHIO NIPodeCcCHOHANBHOM Kaphephl

Paborars ¢ uHQOpMaNMOHHEIME CHCTEMaMH M 6a3aMH JaHHBIX 1O TIEPCOHATY

Cobimonars HOPMEI STHKH JEI0BOT0 OONIEHUS

HeobxonuMele 3HaAHUS

Cuctema, cioco6bl, METOBI, HHCTPYMEHTHI IOCTPOEHHUS NPOdECCHORATbHOMN
Kapbephl

Mertonpl omnpenmeneHMs ¥ ONEHKH JIMYHOCTHBIX U IpodeCCHOHAIBHBIX
KOMIICTCHIUH

Cucremsl, Mmerogpl H (OPMBI MAaTEpHANBHOTO M  HEMATEPHANBHOTO
CTHMYJIMPOBAHHUS TPyJa IIEpCOHATA

Texnonoruu, MeTompI HOPMHEPOBAHHS M KOHTPOJIA GIOIKETOB

Texnonoruu, MeTOAB! B METONMKH IIPOBEICHUS aHAIM3A U CHCTEMATH3ANHHA
JOKYMEHTOB ¥ HHQOpMaIHH

OcHOBBI PO eCCHOHATBHOM OPHEHTALHH

OCHOBEI )IOKYMCHTOO60pOTa U JOKYMCHTAIITHOHHOI'O obecrnedeHns

OCHOBEI HpOI/I3B0,HCTBeHHOI7'I ACATCIIBHOCTH OpraHu3aluy

OcHOBBI 00mel W COLMANBHONW I[ICHXOJOTHH, COIMONOTHH M IICHXOJOIMH
Tpyna

CrpykTypa oOpramMsalii ¥  BaKaHTHBIE JOJDKHOCTH  (mpodeccHw,
CHEIUATHHOCTH)

TpynoBoe 3aKOHOAATENECTBO M HHBIE AKTHI, COAEPXKAIIUE HOPMEI TPYIOBOTO
npaBa

3axoHomaTenscTBO Poccriickoit Qenepalyu 0 MepcOHATBHBIX JAHHBIX

JlokanbHEle HOPMATHBHEIE aKTHl OPraHH3AIMH, DETYIHDYIOLIHE IOPSAOK
Pa3BHTHS ¥ IIOCTPOECHHS PO eCCHOHATBHOM Kaphephl HEPCOHAIA

IMops ok 3arumoYeHns 10roBopoB (KOHTPAKTOB)

HopMs! 3THKH femoBoro obmenus
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BbazoBrie OCHOBBI MHGOPMATHKHY, CTPYKTYpHOE IIOCTPOEHHE
HHPOPMAMOHHBIX CHCTEM B 0COOEHHOCTH PabOoThI C HUMH

Hpyrue xapakTepHCTHKA

3.4.2. TpynoBas dpyHKIUA

HammeroBaHUE

ITpoucxoxaeHUE TPYAOBOM
yHKIH

Opraau3amnud oOyIeHus IIepcoHana VpoBeHs (MOXYPOBEHE)
p ya p Kon | D/02.6 KBANEhEKATER 6
Opmrunan X 3apMCTBOBAaHO U3 OpHTHHANIA
Kon Peructpammonusit HOMeEp
OpHIrUHAJIa npoq)eccnonam.noro
CTannapTa

' TpynoBeIe HeHCTBHSA

00YUYEeHHUH IIepcoHaIa

|
!
|
i
|
i
|
|
i
|
]

Pa3paboTka ITaHOB, METOAMYECKHX MAaTepHalioB, YYeOHBIX IUIAHOB H |
IPOTpaMM, MPOEKTOB JIOKATBHBIX aKTOB IO OOYYEHHIO M  pasBHTHIO
HEepCOHalIa, BKIIIOYAs OIIEHKY 3aTpar

!

Opranu3aius MepOIpHSTHIA M0 00YYEHHIO TIEPCOHAIA

IToaroToBka mpemIoXeHHi M0 GOPMHPOBAHHIO GIOKETA HA OPTaHU3AIMIO
00ydeHus nmepcoHaa ‘

Anamus 5 GeKTHBHOCTH MEPONIPHATHH 10 06yYeHHIO IepcoHana

Heo6xonuMble yMEeHHS

COOTBETCTBUH C [EJIIMHU OpraHU3alHH ]
Pa3pabaTeiBaTh IUTaHBI OATOTOBKHM, MEPEHNOATOTOBKA H  ITOBBIIICHHS
KBaTH(HKAIMA KapoB, yaeOHbIE IUIAHbI ¥ IIPOrPaMMBE]

AHaJII/I3I/IpOBaTB PBIHOK 06pa.30BaTCJII>HBIX YCJIYT B TOTOBHUTH IIPEIIOXKEHUS
110 IOCTaBIUKaM yCIIyr

OpraHu30BBIBaTh 00YYAIONIHE MEPONPHATHS

CocTaBisare u KOHTPOJHPOBAThH CTATBH PACXOJOB HA 06Y‘ICHI/IC IIEpCoHana
AV TITaHUPOBAHHA 6IO,IDKCTOB

]
PazpabareIBaTh ¥ KOMILIEKTOBATH YIeOHO-METOAMIECKHE JOKYMEHTEI

[TpoussoauTs ONEHKY 3¢ heKTHBHOCTH 06yUeH S IEpCOHANa

IIpou3BomuTh mHpenBapuTENbHBIE 3aKYNOYHBIE NPOLEAYPHl U OdOopMIeHHe
CONYTCTBYIOIIEH JOKYMEHTALUH 10 3aKIIOYEHMIO JOTOBOPOB

Pa6otarh ¢ HH)OPMAMOHHEIMA CHCTEMaMH B 6a3aMH JAHHBIX 110 HEPCOHATY

PaspabatbiBate @ OQGOPMIATE JTOKYMEHTHl IO NPOLECCAM OpPraHW3AIHE
o6ydeHus epcoHaa ¥ UX pe3yibTaTaM

CO6J’IIOI[3TB HOPMBI 3THMKH IEJIOBOTO obmeHus

Heob6xoaumeie 3HAHUS

MeTozpL, HHCTPYMEHTEI HCCIIeI0BAHMS IOTPEOHOCTH B OGYUEHHN MepConana |

Merononorus o6yuenus

TexHomnorny, METOB! ¥ METOMKH IPOBEIEHHS aHANM3A W CHCTEMATH3AIHY
JIOKYMEHTOB U HHpOpMaIHu

KBaIHUKAIUK KapOB, yICOHBIX IUTAHOB H IPOTrPaMM

Cucremsl, MerTomsl ¥ (GOPMBI MaTepHATBHOTO H HEMAaTEPHATEHOr0
CTHMYJIMPOBAHHS TPYya IIEPCOHAIA

Texnonorun 1 MeTORBI YOPMHPOBAHKSA B KOHTPOIII GIO/KETOB

HOPXHOK BCICHHS Y4Y€Ta M OTYCTHOCTH IIO IIOATOTOBKE U ITOBBINICHUIO
KBaJII/I(i)HKaI_[I/II/I IIepcoHana

OCHOBBI JOKyMEHTO060pOTa M IOKYMEHTAIIMOHHOTO 06eCIIedeH s
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YA

Ilopsmok  mpoBefieHMsS — 3aKyNOYHBIX ~ HPOHEAYP ¥ OQOpMIIeHH:
COITyTCTBYIOIIEH TOKYMEHTAIIMH

CtpyKTypa oprasu3alyu

TpynoBoe 3aKOHONATENECTBO M MHBIE aKTHI, COAEPXKAIHE HOPMEI TPYXOBOL0
npasa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA M HOPMATHBHBIE IIPABOBBIE AKTH |
Poccumiickoit @eneparvin, B 9aCTH BEJCHUS JOKYMEHTAIMH II0 OepCoHay

OCHOBBI HAJIOTOBOTO 3aKOHOAaTENbCTBA Poceriickoi denepanuu

IepcoHana
Topsamox 3aKmoderns Joropopos (KOHTPAKTOB)
Hopmer sTuxu genosoro obmeswst

bazoBsie OCHOBEI HHOPOPMATHKHY, CTPYKTYpHOE TOCTpOeHHe |
MHPOPMAIMOHHBIX CHCTEM U 0COOCHHOCTH PabOThI ¢ HAMH

Hpyrue xapakTepUCTUKH

3.4.3. TpynoBasi pyHKIHA

Oprasu3anys aganTanyy A CTaKHPOBKH Yposern ]
HauMeHOBaHuE nepcoHana Kox | D/03.6 | (momyposeHs) 6
KBaTHGHKATAY

IIpoucxoxaeHue TpyaoBO#
byHKIHH

Opurunan X 3aUMCTBOBAHO M3 OpHIHHAIA

Kox PervcTpammioHHbIH HoMep
OpHrUHaa IPO(ECCUOHATBHOrO
CTaHIapTa

Tpynossle pelicTBus

AHaM3 yCIeMHAIX KOPIOPATHBHBIX IIPAKTHK I10 OpPraHH3alMH aJANTAINH 1
CTaXXUPOBKE IIEPCOHANA

Pa3paboTka J1aHOB ajlanTaly, CTAXKHIPOBKH IEPCOHANA C OIEHKOM 3aTpaT

Opranu3zaiys MEpOIIPHATAM 10 afaNTalMH, CTAKHPOBKE IEPCOHATIA

[Toaroroska HpCIUIO)KCHI/Iﬁ II0 COBCPIICHCTBOBAHHIO CHCTEMBI aJanrtamnuy,
CTQXHPOBKM IICPCOHATIA

IloaroToBka mpemoxeHnd Mo HOPMHPOBAHHIO OIO/DKETa HA OPraHH3AIMIO
aJlalTalM¥ ¥ CTXKHPOBKY IepcoHaa

AHanmu3 5QQEKTHBHOCTM MepONPHATHN [0 aJaNTalMd H CTaXHDPOBKe
[epcoHana

HeobxonumMele yMeHHS

OnpefienaTs rpynIsl DepcoHaNa Ul CTAKAPOBKH ¥ aJalTAlHH

Omnpeznenats paGoume MecTa IS NPOBENEHHMA CTXHUPOBKA M afalTAIHH
nepcoHala

CornacoBBIBaTh MCPONIPHUATHS aJaAlITAlli U CTAOKHPOBKH C BO3MOXHOCTSIMH
IIpOU3BOACTBA

HpOI/I3BO,I[I/ITI> daHAJIN3 H OLCHKY pe3yIbTAaTOB aJanTalldd H CTa’XHPOBOK
nepcoHaia

CocTaBiATe [pEIOXEHHS M KOHTPOJIMPOBATh CTaThH  PACXOOB Ha
IPOrpaMMbI X MEPONPHUSATHA IO aJalTallH H CTaXHPOBKE IIEPCOHANA [Ig

IJIAHUPOBaHUS OFOIKETOB




22

Ipomsomuts onEBKY 3(QQEKTMBHOCTH MEPONPHUSTHM IO ananTanmm u
CTaXUPOBKE NEpCOHANIA

BHezpaTh cHCTEMBI BOBICIECHHS pabOTHAKOB B KOPIOPATHBHYIO  KymsTypy |
Hcnonp3oBath HHQOpPMAITMOHHBIE CHCTEMBI M 6a35]1 TaHHBIX II0 HepcoHany |
Co6monaTe BOPMBI 3THKH JIEJIOBOT0 OOIIEHUSA

HeobxoauMble 3HaHUS

MeToB! afanTanyy d CTAXKAPOBOK

JOKYMEHTOB ¥ mHbOpMaImu

Topsnox pa3paGoTKH IUIAHOB aJanTalWy NepPCOHala Ha HOBBIX pabowmy

MecTax, MOATOTOBKM, MEPENOArOTOBKA M IOBBINEHHUS KBan(pHKaun

IIEpCOHANIa ¥ OPTaHHU3aIdH CTAKHPOBOK

TlopsnoK cocTaBieHys cMeT 3aTpaT Ha afamTallkio ¥ CTAXKHPOBKY IepcoHaa

Hopsmox BejeHHs ydeTa M OTYETHOCTH 0O aJaNTallid H  CTaXHPOBKE

HepcoHasa

Cucrempr, MerTomsl u  (GOpMBI MaTepHATEHOTO M HEMATEpHAIBHOrO

CTHMYJIMPOBAHUS TPYAa IEPCOHATA

Texnonoruu u MeToxs! GOPMHUPOBAHHUS M KOHTPOJIA OFOKETOB

OCHOBBI TEXHOJIOTHH [IPOM3BO/ICTBA U IEATEILHOCTH OPraHM3alE

OcHoBBI 00mIelf W CONMANbHON ICHXOJNIOIHM, COMMOJOTHH H IICHXOJOrHK

Tpyna

CrpykTypa oOpraHMsalMum ¥  BakaHTHBIE JIOJDKHOCTH  (mpodeccrm,

CIEeHAJIEHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U WHBIE AKTHI, COAEPIKAIIAE HOPMBI TPYIOBOTO
aBa

OcHOBEI HAJIOTOBOTO 3aKOHOAarenscTBa Poceuiickoit ®eneparun

3akoHoAaTeNnbCTBO Poccuiickoit Oefepaniy 0 NEpCOHANLHEIX TAHHEBIX

JlokansHBIE HOPMATHBHBIC aKThl OPTraHU3aIty, PEryJIUPYIOMNEC aNarTalu U
CTXHPOBKY II€pCOHANIA

OcHOBBI TOKYyMEHT0000pOTa M TOKYMEHTAIMOHHOIO 06eCeYeH s

IMopsmox 3akir09eHus JOrOBOPOB (KOHTPAKTOB)

HOpMBI STHKH JEJIOBOT0 OOIMEeHM

bazosrie OCHOBBI uHbOpMaTHKH, CTPYKTYpPHOE ITOCTPOCHHUE
HMHGOPMAIMOHHEIX CHCTEM M 0COOEHHOCTH pabOTEI ¢ HUMH

Jpyrue xapakTepHCTHKH

3.4.4. TpynoBas dpyHKOusa

AIMUHUCTpHpPOBaHKE IIPOIIECCOB H vosemn |
OKYMEHTO0060pOTa [0 Pa3BUTHIO U POBCHR

HamMenopauwe OKyM P P Kon | D/04.6 (moxyposeHs) 6

npothecCHOHABHOM Kaphepe, 00YIeHHIO, KBATHMKAEH

ajgallTalilid u CTa)KI/IpOBKC nepconaﬂa

BOM
TporcxokneHye TpyXOBO Opururan X 3aUMCTBOBAHO U3 OPUTHHANIA
byHKIH
Kon Perucrpaimonssrit HOMep

OpHIruHajia lTpO(l)eCCHOH&JILHOl"O CTaHxapTa

TpynoBsie ne#cTBES | AHAIM3 NIPOIECCOB, NPAaBHI W IOPSAKOB OpPraHH3alWd IIpH NIPOBEIECHUN
MEpONpPHATHH II0 pasBHTHIO H MNpOQeCcCHOHANBEHOM Kaphepe, o6yuenwmro,
aJanTalyy ¥ CTAKEPOBKE ITepcoHaIa

HoxymeHnTaruorHOE 0QOpPMIICHHE PEe3yNIbTaTOB MEPOIPHUATHH MO PasBHTHIO H
IpO(ECCHOHATLHOM Kapbepe, 06YIeHMIO, aanTalli i CTAXXUPOBKE IePCOHATa
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IlonroroBka HMHIMBHAYadbHBIX TPEMIOKEHHH HA OCHOBE DPe3yIbTATOB
IPOBEJCHHs MEPOIPHATHA N0 DasBUTHIO M NPOGECCHOHAIBHOMN Kapbepe,
00yYeHHUIO, afaTAMH H CTRKAPOBKE IepCoHaa

[TogroTopka HpeIONKEHWH MO COBEPHIEHCTBOBAHHIO CHCTEM  06ydeHms,
aJanTali ¥ CTAKWPOBKHW, pa3sBUTUA M IOCTPOCHHSI NpodecCHOHANBHOI
Kapbepbl epcoHaIa ‘

CompoBoXXieHHe ~ JOroBOpOB IO  OKA3aHHI0  KOHCY/TbTAllMOHHBIX,
MHOOPMAIMOHHBIX ~ YCIOYT, HEOOXONMMBIX A MPOBENEHHS  o0ydeHms,
ajanTal¥d M CT@XHPOBOK, pasBHTHA H IIOCTPOCHHS NpodecCHOoHATLHOI
Kapbephl IepcOHANa, BKMIOYas IIPEABAPHUTENIBHBIC MNPOLEOYPHI IO  HX
3aKIOYEHHUIO

BemonHeHne TpeOOBaHMH 10 XpaHEHHIO HMHGOPMAlMM O pe3ynbTaTax
o0ydeHHs, ananTalMd M  CTAXKMPOBKH, Pa3BUTHS H  ITOCTPOEHMS
npodeccHoHaTbHOM Kapbephl NepcoHalia

Heob6xonumMmbie
yMEHUs

OdopMaiATs NOKYMEHTHI II0 BOIpPOCaM IPOBEINCHUS OOYUEHHS, alanTaluy w
CT2XUPOBKH, PA3BUTHS U MOCTPOEHHS MpodeCcCHOHANbHOR Kaphephl IepcoHaa,
IIpeIOCTaBIsEMEIE B TOCYJApCTBEHHEBIE OpraHbl, IpOodeCCHOHANBHEIE COIO3BI I
JpYTHE NPEACTABATEbHEIE OpraHbl paOOTHHKOB

O6ecriequBaTh JOKYMCHTAITMOHHOE COIIPOBOXICHUE OGY‘ICHH}I, aaanTtanyu u
CTAXHUPOBOK, PAa3BUTHUA U ITIOCTPOCHUA HpO(beCCHOHaJILHOﬁ KapbCPhI IICPCOHAIa

AHaJIK3PIpOBaTI> IIpaBujia, MNPOLHEAYPHL H MOPAOKH IIPOBCIACHHSI 06y11erm,
ajanTanyy W CTaXHUPOBKH, DPa3sBUTHA H MOCTPOCHHA npo¢beccnonansnoﬁ
KapeCPhI HEpCOHAIA

Opranu3oBEIBaTh XpaHEHHWE MOKYMEHTOB B COOTBETCTBHH C TPEOOBaHMSMU
3aKkoHOZaTenbcTBAa Poccuiickodt ®Depepamu M JIOKATBHBIMH — aKTaMu
OpraHu3aluu

AHaNMM3upOBaTh NOKYMEHTH U IIEPEeHOCHTH MHGOpMAIMIO B HHPOPMAIMOHHEIE
CHCTEMEI B 0a3bl TaHHBIX

Bectn YUI€T ¥ PEruUCTpaluio JOKYMEHTOB B I’IH(l)OpMaI_[I/IOHHBIX CHCTEMaX W Ha
MaAT€PHATIBHBIX HOCUTEIAX

PaGotars ¢ MHGOpPMANMOHHEIME CHCTEMaMH M 6a3aMH JaHHBIX IIO BOIpOcam
ofydeHus, amanTa@d M CTRKHPOBKM, Pa3BHTHS M  IOCTPOECHHSA
npodeccCHOHANbHOM Kapbephl IEpCOHaNa, BeJEHHS YydJeTa KaHIMIATOB Ha
BaKaHTHBIE IOJDKHOCTH (IpodeCCHH, CHENUATTbHOCTH)

BecTu nenoByro nepenucky

Co6moaTh HOPMEI STHKH IE0BOI0 OOMIECHHS

HeobxonuMeie 3HaHUS

ITopsnox opopMIeHHs, BeNEHHS H XpaHEHHI NOKYMEHTAllWH, CBA3aHHOW ¢
CHCTeMOH 0OydeHHs, ajanTanMM H CTQXHPOBKH, PA3sBHTHA M IIOCTPOCHHUS
podeCcCHOHANHLHOM Kaphephl HepCoHaIa

Iopsnox ¢bopMupoBanms, BeneHUA 6aHKA JAHHBIX O MEPCOHAJIE OPraHH3AIMK H
[IPEOCTABICHHUSI OTYETHOCTH

HOpMaTHBHBIe NIpaBOBBIC AaKTbI, PETyJUPYIONIHE IpaBa H 00s13aHHOCTH
TOCYIapCTBCHHBIX OpranoB M OpraHu3amul II0 NOPEAOCTaBICHUIO YYESTHOH
JOKYMCHTallUN

Iopsmox odopMieHHs NOKYMEHTOB, NpPEIOCTAaBIIEMBIX B TOCYNAapCTBEHHBIE
OpraHbl ¥ HHEIE OpTaHU3aI[HH

OcHOBEI JOKYMEHTO000pOTa M JOKYMEHTAIIMOHHOTO 00eCIeueH s

IMopsnok NpoBeneHMs 3aKyIOYHBIX MPOLENyp U O0GOPMICHHUS COMYTCTBYIOMEH
JOKYMEHTAllHH

CrpykTypa  opraHM3alMM M  BaKaHTHBlE  IOJDKHOCTH  (mpodeccuw,
CHENUAIIBHOCTH)
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Tpynosoe 3aKOHONATENHCTBO U WHBIE AKThI, CONEPIKAIIUE HOPMBI TPYXOBOLO
Ipasa

OCHOBEl apXHMBHOTO 3aKOHOJATENBCTBA X HOPMATHBHBIE IPABOBBIE AKTH
Poccutickoii @epepannu, B 9aCTH BEACHUS NOKYMEHTAIUH 110 IEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOIATeNbCTBA Poccuitckoit Penepanuu
3akoHOaTENbCTBO Poccmifckoit Demepartnu 0 mepcOHATBHBIX JaHHBIX T

JOKYMEHTOB H HHbOpMaImu

JloxkanbHEle HOpMATHBHEIE aKThl OpraHM3alliM, PETYIUPYIOIIME MOpPSIoK
Pa3sBHTHS B DOCTPOSHHA IPodecCHOHATBHON Kaphepsl, 00YUeHNS, anantanuy u
CTXUPOBKH [IEpCOHANA

IMopsok 3aKTIOUEHHUs JOTOBOPOB (KOHTPAKTOB)

HopMms! 3THKH IeoBoro oOmeHust

Ba3zoBele 0CHOBBI HHQOPMATHKH, CTPYKTYPHOE IOCTPOCHHE HHDOPMamuoHHEX
CHCTEM B 0COOEHHOCTH pabOoTHI C HAMH

Hpyrue
XapaKTCpUCTHKH

3.5. O606menHas TpyaoBas pyHKIHUS

HarMeHOBAHHS JeaTensHOCTh 10 OpraHu3aly Tpy/Ia U Kox| E Vpoeens 6
OILJIATEI IEPCcoHAlIA KBTI HKAUH
ITpoucxoxnenue
0606meHHo# TpyAOBOM OpurmHan X 3aUMCTBOBAHO W3 OPUTHHANIA
ynKmH
Kon PerucTpalMonHsi Homep
OpHUTIHHANa npodeccronansroro
CTaHAapTa
Bo3MoxxHBIE CnenuamicT no HOPMHPOBAHHIO H OILIATE TPy
HauMEHOBaHHA Crnenuanuct no opraHu3aldy ¥ oIiaTe Tpyna
JOJDKHOCTEH, CroenuanucT Ho KOMIIEHCAUAM U JIBrOTaM
npodeccuii Crnennamict 1o mepcoHary

Menemxep 1o mepcoHary

TpeboBanus x
o0pa3oBaHHIO U
obydeHuro

Bricmee obpazoBanue

HomnonHuTensHOE podeccHoHaTbHOE 00pa3OBaHKE — IPOrPAMMEBI
Npo¢eCCHOHATBHOR IEPETIOATOTOBKH B 06/1aCTH 3KOHOMHEKH, HOPMUPOBAHHS
H OILIaTHl TPYJa, IpOrpaMMEI TOBHIICHNS KBAT(DUKAITAH

TpeboBanus K OIBITY
MpaKTHIecKOH paboThI

Ocobkle ycnoBus
Jomycka K pabore

Apyrae
XapaKTCPHCTHKH

IIOIIOJIHHTCJIBHBIC XapaKTCPUCTHKH

HayMeHoBasHe ToKyMeHTa Koxn HaumenoBanue 6a30B0ii IpyIIIbI, ZOIDKHOCTH
(opodeccun) WK CIEMUAIEHOCTH
OK3 2412 CrnenpamicTsl 10 KaapaM U IpodOpHEHTAIIH
3423 CroenuanucThl KaIpOBBIX CIIYXKO M YIPEXKISHUHN 3aHATOCTH
EKC - WmxeHep 1o EOpMUPOBAHHUIO TPYAA
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- TexHuk mo Tpyay
. OKOHOMHUCT IO TPYAY
Menemkep o nepcoHary

OKIIATP

27755 | DKOHOMHMCT IO TPYRY
22956 | MHcnexTop mo Kajapam

3.5.1. Tpynosas pyHKkuus

HanmmveHoBanme

Opranu3amus Tpyna nepcoHana YpoBeHb

Kon | E/02.6 | (momypoBeHs) 6
KBaTA(pHKALHH

ITpoucxoxneHUE TpYNOBOMH
byHxuun

Opurunan X 3aMMCTBOBaHO U3 OpHTHHATA
Kox PerucTpatMoHusli HoMep
OpUI'MHAJa npodeccHonansHOrO
cTaHpmapTa

TpynoBeie gercTBUS

AHamM3  YCHOEMHBIX  KOPHOPAaTHBHBIX  NPakTHK 10  OPraHW3aIMH
HOPMHPOBAHHS TpyJa UL pa3jIHdHBIX KaTErOpHH IEPCOHANA, OCOGEHHOCTE
IIDOM3BO/ICTBA M NEATCIPHOCTH OpraHM3amy 3
Paspaborka cCHCTeMbl OpraHusalMM TpyAa [E€pPCOHANTa M  IOpSIKa

HOPMHPOBaHHEM C  ONPENENEHMEM  TPYHOEMKOCTH,  HOPMATHBHOH
YHCIIEHHOCTH, IpauKoB paboT U YCIIOBHIA OILIATHI TPYAa NEpCOHaIa
Brisisnenne pezepBOB MOBEHIMIEHWS MPOU3BOJUTENBFHOCTH TPYAAa M KAadecTBa
HOPMHPOBAHHUS TPY/a, OArOTOBKA OPEIOKEHHH 110 H3MEHEHUSIM YCIOBHIA 1
OILIaThI TPyZa IepcoHaa

TpyZa epcoHana
Onpenenenre 3(dexTHBHOCTH paGOTHI CHCTEMBI OpPraHM3aUMM TpyAa H
HOPMMPOBaHHS TpyJa Ha pabouuX MecTax

Heobxonumsie ymeHus

BHeapaTs METOBI panMoOHANBHON OpraHu3alyH TPy Aa

TOBBIIEHHIO IPOU3BOTUTEILHOCTH TPYAa
AHaNM3UPOBATh ~ COCTOSIHHE HODMHDOBaHHA TpyAd, KaieCTBO HOpM,
oKasaTeey o TPyay

AnamusuposaTe 3(QeKTHBHOCT pabOTBI CHCTEMBI OpraHH3ALUHU Tpyna
NIepCOHANla H HOPMHUPOBAHHUS TPya Ha pabo9uX MECTax

CocTaBiaTh ¥ KOHTPOTHPOBAT CTATHH PACXOZOB Ha OIUIATY TPy IepcoHala
JUL4 IUTAHAPOBAHUS OFODKETOB

HOPMHPOBAHHIO U OIUIaTe TpyJa NepcoHaa
PaspabarbBath H 0QOpPMIIATE JOKYMEHTEI 110 HAIPABJIEHHIO AeATETBHOCTH
Cob6monaTh HOPMBI ITHKH JEI0OBOTO OOMIEHNS

Heob6xomoumeie 3uanus

Merozs! ydeta u aHanM3a mokasaresel 0 TPyy M OIUIaTe TpyJaa

Metonsl = ompeneneHMs, ONEHKM U CpaBHEHHS IIPOM3BOJCTBEHHON
HMHTEHCHBHOCTH M HAaPsDKEHHOCTH TPyZa

Metonp! HOpMEpPOBaHHMS TPy A

MexoTpacneBsle u 0TpacieBble HOPMATHBEI TPYIOBBIX 3aTpaT

CoBpemennble (OpPMEI, CHCTEMBI OIIATHL M y9€Ta IIPOM3BOLUTENHHOCTH
TpyZa epCoHaIa
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Cucrempl, Meromsl ¥ (OpPMBEI MAaTepHAJbHOTO M  HEMATEpHABLHOL
CTHMYJIMPOBaHMS TPy IepcoHaa
TexHoNOrHA ¥ METOABI HOPMHPOBAHUS U KOHTPOJIS OI0/DKETOB

IMopsamok Tapudukamuu paboT U pabOYMX, YCTAHOBIEHHS NOJDKHOCTHBLX |
OKJIAJIOB, JIOTLIAT, Han6aBok U K03 ¢uuuenToB K 3apaboTHOR Miate, pacuera
CTUMYJTUPYIOIIUX BHIILIAT

CTpykTypa opraHMsanmuM M = BakaHTHblE JOJDKHOCTH  (mpodeccun,
CIENUATHHOCTH)

Kanposast nomMTHKA K cTpaTerus OpraHu3alun
OKOHOMHUKa TpyAa

JloxanbHple HOpDMATHBHBIC aKTHl OPraHH3AllMH, PETYTHPYIONIME NOPSIOK
OpraHM3alldy TPyAa ¥ HOpMHPOBaHMS IIepcoHaIa
ITopsaox 3aKIIO9eHNs JOTOBOPOB (KOHTPAKTOB)
Hopmei oTuxu nenosoro o6messts
bazosrle OCHOBBI HHPOPMATHKH, CTPYKTYpHOE HOCTpOeHHe
HHGOOPMAIHOHHEIX CHCTEM H 0COOEHHOCTH paboThl C HUMH

Jpyrue xapakTepUCTHKH

3.5.2. TpynoBas pyHKuus

Haunmenoranue

[IpoucxoxaeHue TpyoOBOH
GyHKIUYR

Oprann3anus omIaTsl TpyAa nepcoHana Kox | E/01.6 VpoBeHs (10ZypOBEHE) { 6
) KBaTMUKALEN i
Opurusan X 3aFMCTBOBAHO W3 OpUTHHANIA
Kox PerucrpamoHnsrii HOoMep
OpHI'MHaNa npoeCCHOHATLHOrO
CTaHIZapTa

Tpynoseie neicTBUA

AHanmu3 yCHEMHBIX KOPHOPAaTHBHBIX MPAKTHK [0 OPraHM3alldM CHCTEMEL
OILTATHI Tpya IepcoHaia

Pa3paboTka cHCTEMBI OIIIATHI TpyAa HepCoHaa

®opMupoBaHEe IIAHOBOIO GrobKeTa (POHA OILTATH TPYAA, CTHMYIHPYIONIHX
M KOMITEHCAITMOHHBIX BHILIAT

BHCleCHHe CHCTCMBI OILIATHI TpyJa NCpCOHAA

ITogroroeka npezmoxceﬁnﬁ II0 COBCPIICHCTBOBAHHUIO CHCTEMBI OIIJIATEI TpyZa
IIepcoHajIa

Heo6xomimebie yMeHUS

CocTaBnaTs U KOHTPOIHPOBATH CTATHH PACXOJOB Ha OILIATY TPYAA NEpPCoHaa
JUid TIaHAPOBaHMA OI0DKETOB B GOHI0B
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IIpEMEHATE TEXHOJOTMH MAaTepHANbHOH MOTMBAME B  yIpaBicHHUE
IIepCOHATIOM

PaspabarbiBaTh ~ KOHLENUMIO NOCTPOSHHS MOTHBAUMOHHEIX  OpOrpamM
pabOTHHKOB B COOTBETCTBHY C LIEJISIMU OpraHH3alun

AHamM3HpOBAaTh  COBPEMEHHBIE CHCTEMBl OINATEl H  MaTepUaNbHOM
(MOHeTapHO#) MOTHBAIIMH TPYJA LIS eNiel OpraHu3alyu

AHanM3MpoBaTh YPOBEHb OILIATH TPyAa IEPCOHANA MO COOTBETCTBYIOLIAM
npodecCHOHATFHEIM KBaTHGHKAHSIM

IIpoBoauTe MOHUTOPHHT 3apabOTHOM IIATEI HA PHIHKE TPYAa

Anam3upoBaTh (OPMBI MaTEpPHATFHOTO CTUMYJIMPOBAaHHS, KOMIICHCAIME u
JIBTOT B OILIaTe TpyJa MepcoHala

Paborate ¢ mHGQOPMALMOHHEIMH CHCTEMaMH M 6a3aMH IaHHBIX IO OILIaTe
TpyJZia IepcoHaa

CocraBnaTe IIPOTHO3bI pa3BUTHUA OILIATHI TPyAa I€PCOHAIA

Cobronarh HOPMBI STHKH JEJIOBOTO OOIMIEHHS

Heo6xonuMele 3HAHUS

q)OpMLI H CHCTCMBI 3apa60TH0171 IUTAThl, IOPAOOK COCTABIICHUA 6I0,IDKCTOB

CucreMel, MerTomel ¥ (QOPMBI MaTePHANBHOTO H  HEMATEPHAIBHOTO
CTHMYJIHPOBaHMS TPyJa NepCOHANA

Texnonoruu u MeTOAB! GOPMHUPOBAHHUS U KOHTPOJIL GIOIKETOB U POHI0B

IMopsmok Tapupuxaruu pabor W pabouMX, YCTAHOBIEHMSA NOJDKHOCTHEIX
OKJIaJIOB, NOIUIAT, HaA0aBOK K KO3(QOHUIMERTOB K 3apaboTHOH Miate, pacuera
CTHMYJIUPYIOIIMX BBIOLIAT

MCTOI[BI OIIPEACIICHUS THCICHHOCTH paGOTHI/IKOB

Tapudro-kBaHUKaNHORHEIE CIPaBOYHAKH PaboT # mpodeccit pabounx u
KBaTM(HKAUMOHHBIE XapPAKTEPUCTHKH JOIDKHOCTER CITYKAIIHUX

Mertonp! yaera u aHann3a moxasaTelneil 0 TPYAy U 3apabOTHOM IIaTe

TexHonoruu, METONBI U METOJMKM NPOBENCHHS aHANA3a W CHCTEMATH3AIUK
JOKYMEHTOB H HHGbOpMAIIHH

KanpOBax IIOJIMTAKA U CTpaTerus Opranu3aluu

Crpykrypa opraHusam@M ¥  BaKaHTHBIE JO/DKHOCTH  (mpodeccny,
CHEUAATHFHOCTH)

TpynoBoe 3aK0HOAATENECTBO M HHBIE AKTHI, COIEPXKAIIHE HOPMBI TPYIOBOIO
IIpaBa

OcHOBBI HaJIOroBOro 3aKoHOAaTeNbCTBa Poccuiickoit Geneparyn

3akoHonarenscTBO Poccuiickolt Deepanyu 0 MepCOHANLHLIX JAHHBIX

JloxansHEIE HOPMATHBHBIC aKThI OpraHN3allui, PEryJIupyIOmue OIIaTy Tpyna

OCHOBBI TEXHOJIOTHH IPOU3BOJCTBA U NCATCIIBHOCTH OpraHu3aluy

OCHOBEI JIOK}’MeHTOOGOPOTa H JOKYMCHTAIITHOHHOI'O obecreyeHus

Iopsinok 3axmodeHus JOroBOPOB (KOHTPAKTOB)

OcHOBEI ofmmei u conranTsHOM IICUXOJIOTHH, COITHONIOTHH ¥ TICHXOJIOTHH Tpyaa

Hopwms! atuxu nenoBoro obmenus

Bazosrbie 0OCHOBEI HEQOPMATHKH, CTPYKTYPHOE OCTPOEHHE HUHQOPMAIMOHHEIX
CHCTEM B 0COOEHHOCTH paboTEI C HUMH

HApyrue
XapaKTCPUCTHUKHU

3.5.3. TpynoBasi pyHKIMSA

AJIMMHHCTPHPOBAHHE IIPOIECCOB U YpoBeHs
Haumenopanue | JOKyMEHTO060pOTa 10 BOIpOCaM Kon | E/03.6 | (momyposens) 6
OpraHM3alliy TPYAa U OILIATHI EepCoHAIa KBaTH(UKanuKn




[poucxoxpeHnE TPYAOBOH
dyHxumm
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Opurunan X 3aNMCTBOB2HO W3 OpUI'MHANA

Kon Peructpamio mesiit Homep
OpHIMHANA POECCHOHATLHOTO CTarAapT

Tpynossie geiicTBHS

AHanu3 IIpOIECCOB  JOKyMEHTOO60pOTa, JIOKAJIBHBIX JOKYMEHTOB oo
BOIIpOCAM OpTaHHU3aIMH OILIATHl ¥ TPYJa IepcoHaia

Odopmrerne JOKYMEHTOB O BOIPOCAM OILIATEL M TPY/a NEpcoHaIa

OpraHU3alliy TpYyJa IepcoHata

JOKyMEHTaMOHHOE M  OpraHM3ALMOHHOE CONPOBOXICHHE  CHCTEeME]
OpraHU3alMY U OILIATHI TPY/a MepcoHasa

TOCyNapCTBEHHBIE ~ OpraHbl, —IpPOGECCHOHANBHBIE COO3BlL M apyrme
NpEACTABUTENbHbIE OpraHel pabOTHHKOB, IO CHCTEMAaM  OWIATEI |
OpraHU3alHK TPyJa HepcoHaIa

ConmpoBoXxzieHHe  HOTOBOPOB 10  OKa3aHHIO KOHCYIbTallHOHHBIX,
HHQOPMAMOHHBIX YCIYT 1O CHCTEMaM OIUIATHIl M OpTraHM3aI[HH Tpyna
IIEpCOHANA, BKIIOYas IpeIBapHTeTbHEIE IPOLELYPHI [0 HX 3aKIOYCHHIO

Heobxoaumele yMEHHS

ObecneunBath JOKYMEHTAIMOHHOE CONPOBOXKICHHIE MEPONIPUATHIA 110 O TaTe |
M OpragM3alliy TPYyAa MepCoHaIa

OdopMiiaTs IOKYMEHTHl II0 BONPOCAM OIUIATEl M OpraHM3AIIHH Tpyza
IIepCcOHaIa, IPEOCTABIIEMEIE B roCynapCTBEHHEIE Oprassl,
NpodeccHOHaBHEIE COIO3BI ¥ IPYTHE NpeCTaBUTENbHBIE OPTaHbl PaGOTHHKOR

AHamu3UpoBaTh HOPMATHBHbIE M METOIMYECKHE JOKYMEHTH HO BONpOCaM
OILTaThI ¥ OpTaHU3aIMH TPYAa IepcoHana

OpranM30BBIBATE XpaHEHHE NOKYMEHTOB B COOTBETCTBHH C TPeGOBAHMSIME
3aKoHOJATeNbCTBA Poccmiickod Denepamii H  JOKAIBHBIMH — aKTamu
OpraHu3aluuH

Bectu yuer u perucTparmio JokyMeHTOB B HHQOPMANMOHHBIX CHCTEMAX U Ha
MaTepHaNbHBIX HOCUTEIIIX

Paborats ¢ mHpOpMANMOHHEIMY CHCTEMaMH B 6a3aMM JaHHBIX IIO CHCTEMaMm
OIUIATHI ¥ OpTaHM3alVH TPpyIa MepcoHaia

IIpousBoIuTE IpefBapUTENbHEIE 3aKyNOYHBIE IIPOLEAYPHl U OGOPMIATE
COIy TCTBYIONIYIO JOKYMEHTAIMIO [0 3aKFOYEHHIO JOTOBOPOB

Bectn nenoByro nepenucky

C06JIIO,IIaTB HOPMBI 3THKH ACJI0OBOTO 06H_ICHI/I}I

Heobxomumele 3HaHuS

Ilopsinox odopmyIeHHs, BEACHHA M XPaHEHMsA NOKyMEHTAUMH IO CHCTeManm
OILIaTHI M OpraHU3allMy TPYAa MepCoHaa

HopmaTtuBHEIE IIpaBOBBIE aKThI, PEryNHpPYIONIME 0paBa H OGA3aHHOCTY |
TOCYJapCTBCHHBIX OPraHOB M OPraHH3alli¥ IO IIPEJOCTAaBICHHUIO YUeTHOM
IOKYMEHTAIlHH

TexHONOrMH, METOIBI ¥ METOMKH IIPOBENCHAS AHAIM3A H CHCTEMATH3AMH
JOKYMEHTOB M HHpOpMaIuy

JloxanpHEIE HOPDMATHBHBIC aKTbl OpraHH3alliH, pPEryJupyronue HOpsAOOK
OIJIAThl, OpraHu3ali ¥ HOPMUPOBAHHS Tpya

OCHOBEI ,Z[OKYMCHTOOGOPOT& U JOKYMCHTAITHOHHOT'O obecrieyenus

Hopsanok ¢dopmuposanms, BefeHHs O0aHKa IAHHBIX H IPENOCTARNICHHS
OTYETHOCTH 10 CHCTEMAaM OILIATHL H OPraHU3alliy TPyIa IepCoHala

TpynoBoe 3aKOHOZATENBCTBO K HHEIE aKTHI, COACPXKAIIEE HOPMEI TPYAOBOIO
paBa




29

OCHOBEI apXHBHOTO 3aKOHONATENHCTBA M HOPMATHBHEIE HPABOBHIE AKTH
Poccuiickoi Qenepalys, B JaCTH BEACHAA TOKYMEHTAIMH 110 IEPCOHATY

OCHOBEI HAJIOTOBOTO 3aK0HOIaTeNbCTBa Poccuiickoit Denepauun

3akononarenbcTBO Poccniickoit Penepanun 0 NEPCOHANBHBIX NAHHEBIX

ITopsmok 3aKmro4eHus JOroBopoB (KOHTPAKTOB)

Ilopsmox  mpoBemeHWs — 3aKyMOYHBIX  IpoLENAyp H
COIYTCTBYIONIEH NOKYMEHTAIMH

odopMiteENs

HOpMI:I ITHKHA NEJIOBOI'O oOmeHus

BazoBbIe 0OCHOBBI HH)OPMATHKH, CTPYKTYPHOE TOCTPOEHNE HHPOPMAaHOHHbX
CHCTEM B 0COOEHHOCTH PabOTHI C HUIMH

Hpyrue

XapaKTCPpUCTHKH

3.6. OGo0mennas TpyaoBas pyHKIHSA

JleqaTenbHOCTD 110 OpraHu3aliy VposeHb
HammeHoBaHUE . . Kox F 6

KOPIOPaTHBHOM COIMAIEHON NOJIUTHKH KBATHGUKALHH
IpoucxoxneHue
06001EeHHO TPy ROBOMU Opurmnan X 3aUMCTBOBAHO U3 OPUTHHAIA
$yHKLHAH

Kon PerucTpatrionssIit Homep
OpHUrHHANA npodecCHOHaNEHOro
cTaHxapra

Bo3moxHEIE Crienuayuct 0o conuaibHEIM IporpaMMam
HAaUMEHOBaHUA Crnenuamict o paboTe ¢ IpeACTaBUTEILHEIME OpraHaMé paOOTHHKOB
JIOJDKHOCTEH, CrennamicT o KOPIOPaTHBHOM COIHANIBHOM IIOUTHKE
npodeccuit Coenuanuct o nmepcoHary

Megemxep 1o mepcoHary

TpeboBanus x
006pa3zoBaHHIO U
06y4eHuI0

Bricmee o6pa3oBanue

JononauTenbHOE NpodeccHOHANTBHOE 06pa30BaHUE — IPOrPAMMEI
pothecCHOHATBHOM EPEnoArOTOBKH U IIPOIPAMMBI ITOBHIIIEHHS
KBaATM(HUKAIMY B 00JACTH COIHAIBHBIX IPOrPaMM

TpeboBarus K OIBITY
IPaKTUIECKO paboThl

OcobrIe ycimoBus
JIOITYCKa K paboTe

Apyrue
XapaKTEPHUCTHUKHI

I[OHOJIHI/ITCJILHBIC XapaKTCPUCTHKH

HauMeHOBAHHE JIOKYMEHTa Kox HanmenoBanne 6a30Bo# rpymmsl, JODKHOCTH
(mpodeccun) WK CHENHATLHOCTH
OK3 2412 | CnenpaymcTsl IO KapaM | npoQOpHeHTaIMH
3423 CnenuanucThl KaJpOBBIX CITYXO H YIpEXKISHHH 3aHITOCTH
EKC - Croenmamict 1o Kaapam
- MeHepxep 1o nepcoHay
OKIIOTP 27755 | DKOHOMHCT IO TPyIY
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22956 | MHCcmekTop 1o Kagpam

OKCO

3.6.1. Tpynosas pyHKkmus

HavMenoBanue OHTHKH

IpouncxoxaeHIE TPYAOBOM
byHKIHH

Pa3paboTka KOpIIOpaTUBHOH COIMATBHON YpoeHb
Kon | F/01.6 | (momyporeHs) 6
KBaTH(HKAIIH
Opuruman X 3aUMCTBOBAHO M3 OPUTHHATA
Kon Peructpavonnsit Homep
OpHUrHHaNa npodecCronansHoro
CTaHapTa

TpynoBsle geicTBHSA

Anamu3 YCHCIMHEIX KOPHIOPATHBHBEIX MNPAKTHK IO OPraHU3allMd COIUAAIILHOIO
IIapTHEPCTBA, COLIMAIBHON OTBETCTBEHHOCTH ¥ COMAIILHBIX Iporpamm

Pa3paboTka KOpPIOpaTUBHBIX COLHANBHBIX TPOrpaMM

Pa3pa60TKa CHCTEMEI BRIILIIAT pa60THHKaM COOUAJIPHBIX JIBI'OT

Opranmsanus OEeperoBopoB ¢ NPO(QecCHOHATPHBEIMM COKO3aMH M JPYTHMH
[IPEACTABUTEIbHBIMH OpraHamu pabOTHHUKOB, obIIeCTBEeHHEIMHE
OpraHM3aIMsIMHY, B3aUMOAEHCTBHE C TOCYAAPCTBEHHBIMH OpraHaMK

[TogroroBka mnpemnoxennii mno QopmupoBaHmio OlOmXKeTa B  yacTy
obecredeHrst KOPIIOPaTHBHOM CONMABLHON ITOUTHKA

Heobxomumbie yMEHHS

OmpenensaTs HeleBsle  TPYNIBl  NEpCcoHaja A paspaboTku
CIEHAATN3APOBAHHBIX CONMANBHEIX IPOrPaMM

JoBomuTe HHPOPMAIMIO O CONHMATBHBIX MPOrpaMMax MO UEJIEBBIX Ipymm
IepcoHaNa C HCIONB30BAHHEM HHCTPYMEHTOB BHYTPEHHHUX KOMMYHMKAITHI

Onpenen;m, KPHUTCPHUHU B YPOBHH YHOBJICTBOPCHHOCTH II€PCOHAIIA

Hcnons30BaTh MaTepHalbHbBlE M HEMATCpPHAIBHBIE CHCTEMBI, METOABI H
(bOpMBI MOTHBAIIMY B YIIPABICHHY NEPCOHAIOM

OnpenenaTs 0OGBEMBI CpeNCTB IV pEalM3allMH COIMAILHBIX TapaHTH,
KOPIIOPATABHBIX JIBIOT W HMHBIX JJIEMEHTOB KOPIOPATHBHBIX CONMATHHEBIX
IIporpaMM [uis GopMHpOBaHHS GI0LKETOB

CocTaBiaTh B KOHTPOJIMPOBATh CTAThH PACXONOB Ha COIMANIBHBIE IIPOrPaAMMEI
IUTA IUTRHUPOBAHKUS OI0/DKETOB

IpousBomuTe mnpenBaphTENbHbIE 3aKyNOYHBIE MPONENYPHl ¥ OGOpMilcHHE
COIYTCTBYIOMIEH JOKYMEHTAIUY 10 3aKJIFOYSHHIO JOTOBOPOB

CobmogaTy HOPMBI 3THKH JIEJIOBOTO 00MIEeHNs

HeobxoauMsie 3HAHUS

[Topsamox u MeToxB! pa3pabOTKH IUIAHOB M IPOrPaMM COIMANBHOTO Pa3BHUTHS
OpraHH3aIyuu

Metoas! aHanM3a BHIIONHEHHS COMMANBHBIX IPOTPaMM M OIPEIENICHHS WX
SKOHOMHYIECKOH 3 HEKTHBHOCTH

Cucrempl, MeTomsl X (OpPMBI MaTepUaJBHOTO H  HEMATEPHAILHOTO
CTHMYJIMPOBaHMS TPyJa epcoHala

TexroMOTHE U METOIBI POPMHUPOBAHHA ¥ KOHTPOIIS GIOIDKETOB

MBTOHLI IIPOBEACHHUSA COMHUOJIOTHICCKHUX I/ICCJ’I&I[OB&HPIﬁ, H3y4eHUA
OGI].[CCTBCHHOI‘O MHCHUA

TexHONMOrMYM, METOIBI M METOXMKA NPOBEICHHS aHAIN3a M CHCTEMATH3AIHH
JOKYMEHTOB ¥ HHopMarwu

Ilopsmok  mpoBemeHWs ~ 3aKyNOYHBIX  Npomeayp H  odopMiIeHus
CONYTCTBYIOMIEH JOKYMEHTAIHH
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OCHOBHI HpOHBBOI[CTBeHHOﬁ JCATCIBHOCTH OpraHu3alun

OcHOBBI O0mIEH M CONHMATBHOM IICHXOJNOTHH, COLMOJIOTHH H  IICHXOJIOTHHA
TpyZna

CprKTypa, OETH, CTpaTeTHA A KaApOoBasd IIOJIATHKA OpraHu3aliiA

TpynoBoe 3aK0OHOATENBCTBO M HHBIE aKTHl, COAEPXKANINE HOPMBI TPYIOBOTO
npasa

OcHOBBI HaJIOrOBOTO 3aKOHOAATENBCTBA Poccuiickoit denepanun

HopmaTuBHEIE NpaBOBBIE aKTHI, PETYNIHPYIOIIHE IIpaBa H  OGSI3aHHOCTH
TOCYJapCTBEHHBIX ~ OPraHoB, MPOQECCHOHANBHBIX COK30B M JIpYrux
IpECTABUTENbHBIX OPraHoB pabOTHUKOB

3akoHOHaTENLCTBO Poccuiickoit (I)ez[epaunn 0 IICPCOHANTBHBIX JAHHPBIX

JlokanbHEle HOPMATHBHBIE aKThl OPraHW3alWM, PETYJIUPYIONIME MOPSITOK
(GOpPMUPOBAHUS COLMATBHON ITOJIUTHKA

OcHoBBl mpaBoBoro perynmpoBanus Poccmiickodt Denepamuy mopsxa
3aKJIFOUYEHUH IOTOBOPOB (KOHTPAKTOB)

HOpMBI 3THKH JEJOBOr0 OOIMIEHUS

basoBrle 0CHOBBI HHYOPMATHKH, CTPYKTYPHOE NOCTPOEHHE MHPOPMANHOHEEIX
CHCTEM M 0COOEHHOCTH paboThI C HIMH

Hpyrue

XapaKTEPUCTUKU

3.6.2. TpynoBas pyHKIMS

HammMenosanue ITOTATHKH

IpoucxoxaeHne TpyaoBoi
i1)7:0.910%41

Peanuzanus xopnopaTuBHOHM cOnHANBHOM Yposers
Koz | F/02.6 | (moxyposens) 6
KBATAGUKALUH
Opurnaan X 3aMMCTBOBAaHO B3 OpHIHHANIA
Koxn PerucTpatoHHbIi HoMep
OpUrHHAJIA npodeccuoOHaIBHOrO
CTaHAapTa

Tpynoesle neiicTBHS

Brenperne KOpPIOpPAaTHBHBIX COLMAIBHBIX MPOTPaMM, B TOM YHCIE IO
COLIHANTEHOM IOJIIEPKKE OTAETBHBIX TPy pabOTHHKOB

Peanusaius cuCTeMB! COUMANBHBIX JBIOT, BBOUIAT PaGOTHHKAM C ydeToM
TpeboBaHmI 3aKoHOAaTebCTBa Poccumiickoit enepanuu

Onenka yAOBIETBOPEHHOCTH II€PCOHANA KOPIOPATHBHOM COMHANBHON
DO TUKOU

Onenka >(¢EKTHBHOCTH MepONpUATHI KOPIOPATHBHOM  COUMAIbHON
HOJIATHKH

HoxrotoBka mpennoxeRuit 0O  COBEPIICHCTBOBAHHIO  MEPONPUSTHI
KOPIIOPaTUBHOM COLUAIILHON IOJIMTHKH

Honroroska mpemnoxerui no $HOPMHUPOBAHHIO GIOKETA HA PEATH3ANMIO
KOPIOPaTHBHOM COLMANLHOR IOJUTHKY B COIUAIBHBIX IIPOTPaMM

HeoGxonumble yMeHHS

PaccuuThIBaTh 3aTpaThl Ha IPOBEACHHE CIEIMATM3APOBAHHBIX COLMATLHbIX
porpaMm

IIpoBOAWTE MOHHTOPHHI YCHEUTHBIX KOPIOPAaTHUBHBIX COIHUANBHBIX
IIporpaMm

IIpoBOUTE MEpPONPHUATHL B COOTBETCTBHH C KOPIOPAaTHBHON COIMATLHOM
IIOJINTUKOH

Onpenenars HeNneBkle TPYIIIE nepcoHana ans CO3/TaHHYg
CIEHHATN3HPOBAHHEIX COLMAILHBIX IPOrpaMM
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COoUMalbHOM MOMMTRHKK
Opraun30BBIBaTh B3aUMOAEUCTBHE C TOCYJapCTBEHHBIMH opranaﬁﬁ','
npodecCHOHATPHBIME COIO3aMH M JIPYTMMH [IPEACTaBUTEIBHBIMY OpraHamy
paboTHHMKOB, OOIIECTBEHHHIMA H HHBIMH OpPraHH3alEsIMH IIO BOIIpOcaM
pean3anyy KOPIIOPATHBHOA CONUANBHON IOJMTHK.

AHaJII/I3Kp0BaTI> PBIHOK YCIYT II0 COHNHANBHBIM H CHCHHATH3IHPOBAHHBLIM
IIporpaMmam CONHAIBHOH NOAZICPIKKH YJICHOB IEJICBBIX I'PYIII W I'OTOBHTH
TIPEATOXKCHHUSA MO HX IIOCTABIIUKAM

ITpou3BoxuTh NpeABapUTENbHEIE 3aKyHOYHBIE NPOUEAYPH H  o(opMIILTH
CONYTCTBYIOIIYIO JOKYMEHTAIMIO II0 3aKIFOYEHHIO JOTOBOPOB

Cob6mroaTh HOPMEI 3THKH JIEJIOBOTO OOIMEHMS

HeobxoauMele 3HaAHHUS

BOIIpOCBI YIIPaBJICHHAS CONUAJIIBHBIM Pa3BUTHCM OpraHU3alluu

Mertoap! aHanu3a BBINOJIHEHHA KOPIOPAaTHBHBIX COLHAIBHBIX IIPOTpaMM H.

OIlpesieNIeHNs MX SKOHOMHIECKOH 3@ PEeKTUBHOCTH
Cucremel, MeTozpl, (OPMBI MaTEpHaNTbHOTO M HEMATEPHATHLHOrO
CTHMYJIMPOBAHH TPyZa HepcoHaa

Metomel  mpoBeNeHHS ~— COLMONOTHMYECKHMX  HCCIEHOBAHHH,  H3ydeHms
00MIECTBEHHOTO MHEHU S

JOKYMEHTOB U HHGOpMAIHH

HopMaTHBHBIE MPAaBOBBIE aKThl, DPETYTHPYIOMIME MpaBa H OON3AHHOCTH |
FOCYNapCTBEHHBIX ~ OPTraHoB, NPOGECCHOHANBHBIX COIO30B M APYyTHX
IPEACTABUTENBHBIX OPraHOB pabOTHHKOB IIO IIPEAOCTABICHMIO YYETHOU
JOKYMEHTAIAN

[lopanox  mpoBeneHMs  3aKyHOYHBIX  IpoHexyp H  odopmreHus
COIYTCTBYIOIIEH TOKYMEHTAIHH

CrpykTypa, lenu, cTpaTeras ¥ KapoBas IOJATHKA OpraHi3aliu

OCHOBEI IPOU3BOJICTBEHHO JEATEIHHOCTH OpraHU3al|H

OCHOBBEI OOIIEH M COLMANBGHOM IICHXOIOIHMH, COLUOJOTHH H TICHXOJIOTHH
Tpyna

npasa

OCHOBBI apXHMBHOTO 3aKOHOZATENHCTBA M HOPMATHBHEBIE MPABOBBIE AKTHI |
Poccniickoit Penepanuu, B 9aCTy BeJECHHA JOKYMEHTAIIHH 110 NEPCOHATY

OcHOBEI HJIOTOBOT0 3aKoHOHAaTeNsCcTBa Poccuiickoit Penepanuu

3akoHomaTenscTBO Poccuiickoi Denepaiun 0 HEPCOHANBHBIX JAHHBIX

JlokampHBIE aKTBl OpraHW3alWH, pETYIUPYIOUINE [OPSIOK BHe,upeHnsf
COLIMAIbHON ITOIMTHKY

Hopsinok 3aximrog9eHns JOroBOpoB (KOHTPAKTOB)

HopMe! 3Tuku menoBoro o6menus

Basorbie OCHOBEI AHG)OPMATHKH, CTPYKTYpHOE IOCTPOEHHE
HH)OPMAIOHHBIX CHCTEM H 0COOEHHOCTH PabOThl C HUMHM

Hpyrue xapakTepHCTHKHU
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3.6.3. TpynoBas dpyHKIHS

AMVHHCTPHPOBAaHHE IPOLECCOB U VposeHs
HanmeroBaHue | JOKyMEHTO000POTA IO BOIIPOCaM Kon | F/03.6 | (momypoBeHs) 6
KOPIIOPATUBHOM COIMAIBHON ITOJIUTHKU KBanuQuKaImm

IpoucxoxaeHNe TPYIOBOA
byHKIIH

Opwruman X 3aEMCTBOBAHO U3 OpHIHHANA

Kon PerucrpaloHHbI! HoMep
OpUTHHANA NpodecCHOBATEHOro CTaHnapTa

TpynoBelie necTBUS

AHaIM3 TPOLECCOB JOKYMEHTOO0OpOTa, JIOKAIBHBIX JOKYMEHTOB II0
BOIIPOCAM KOPIIOPATUBHOH CONMMATBHON IOJIMTUKH

JlokyMeHTaIORHOE 0GOPMIICHHE Pe3yIbTaTOB KOPHOPAaTHBHOH COIMaIBHOM
MOJIUTAKA

IToaroToBKa MpPEMIOKEHUH N0 Ppa3sBUTHIO KOPHOPAaTHBHOH CONHANBHOMN
MOJTUTHKHA

[ToaroToBKa pe3yIbTAaTOB aHATH3a COOTBETCTBHSA KOPIOPATUBHOM CONMANBLHOM
HONMTHKHE TpeboBaHMAM 3aKoHOAaTenbcTBa Poccuiickodt Penepanuu u
YCJIOBHSM PHIHKA TPyJa

JIOKyMEHTanMOHHOE ¥ OpPraHU3allMOHHOE COIPOBOXICHHE MEPOIpPHSTHI
KOPIOPATHUBHOMN COLUANIBHON MOJIMTHKA

IMoaroToBka u 00paboTka 3alpOCOB H YBEOOMJIEHHH O DabGOTHHKax B
TOCYJapCTBEHHbIC  OpraHbl, MNpodecCHOHANBHEIE COIO3BI M JpyTHE
IIpeCTaBUTEBHBIE OpraHbl paGOTHHKOB IO BOIPOCAM COLMAIBHOM MOIUTHKH
B OTHONIEHHM II€pCOHANIA

CompoBoXxJeHue JOrOBOPOB IO  OKAa3aHHIO  KOHCYJIBTAllHOHHBIX K
HHOOPMALMOHHEIX YCIAYyT [0 MEPONpPHUATHSIM KOPIIOPaTHBHOH COMaNbLHOM
HOJIMTHKH, BKJIIOYas IPeIBapHTEIbHEIE IPOLENYPHI [0 MX 3aKIIOYSHHUIO

HeobxomuMble yMEHUS

OdopMiIaTs JOKYMEHTBI 10 BOIpOCaM KOPIIOPATHBHOH  COLMANBHOM
TOJIUTHKH, HpeocTaBIsieMbIe B rOCyapCTBEHHbIE OpraHs,
IIpeICTABUTENbHEIE OpraHbl pabOTHHKOB

AHaIM3upOBaTh IIpaBUIIa, DHOPAIKH, IPONENypEl KOPIOPATHBHON COlManbHOM
TIOJTATHKH

ObecneunBaTh JOKYMECHTAIlUOHHOE COIIPOBOXIACHUEC COLMATILHON ITOJIMTHKY B
OTHONICHHMU IICPCOHAIIa

Oprasu30BBEIBaTh XpaHEHHE NOKYMEHTOB B COOTBETCTBHH C TpeGOBaHMAMH
apxXMBHOTO 3aKOHOJaTenscTBa Poccuiickoit PDepmepanvu H  JIOKAIBHEIMA
aKTaM¥ OpraHA3aliH

ITpou3BOAMTE IpeIBapHTENbHBIE 3aKyIOYHBIE IIPOUNEXYPEl H O(OPMIISTH
COIIYTCTBYIONIYIO JOKYMEHTAIHIO IT0 3aKJIFOYEHHIO JOTOBOPOB

Pa6otats ¢ KH(bOpMaIII/IOHHBHVIH cucTeMaMH ¥ 0a3zaMH JaHHBIX 11O BOIIpocaM
COLUMAIbHOH ITOJIMTUKY B OTHOMIEHUN nepcoHaIa

Bectn Y4IE€T H PETACTpAlHI0O JOKYMEHTOB B HH(bOpMaIII/IOHHBIX CACTEMAX M Ha
MAaTCPpHATIBHBIX HOCHUTCILIX

BecTu nenoByro nepenucky

Cob6mro1aTh HOPMBI STHKH JEJIOBOIO OOIEeHHS

HeobxoauMeule 3HaHUI

Topsinok ohopMIECHHSA, BEACHAS U XpaHEHHUs NTOKYMEHTAIlMH [0 COLMANBHOR
IIOJIMTUKE B OTHOIIECHWH IIEPCOHAIA

IMopsmox ¢opMupoBaHus, BefeHHs OaHka [JaHHBIX H IIPeIOCTABIICHEL
OTYETHOCTH 10 BOIIPOCAM COLMATBHOM IOJHTHKY B OTHONICHAN IEPCOHANA
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TexHoMOrNMy, METOBI ¥ METOMUKH IIPOBEICHMS aHAIU3a M CHCTEMATHU3AIMH
JIOKYMEHTOB H HH(GOpMAIUK

OCHOBBI JOKYyMEeHTO0060POTa M JOKYMEHTAlMOHHOT0 00eCIeYeHA sy

[Topsmox  mpoBeleHMS  3aKyMOYHBIX  HpOUEAYP H  odopMieHus
COIIYTCTBYIOIIEN JOKYMEHTAIUU

CTpykTypa OpraHM3alMd ¥  BakaHTHBE JOIKHOCTH  (mpodeccuy,
CIEUATIBHOCTH)

TpymoBoe 3aKOHONATENBCTBO W HHBIE aKTHI, COAEPKAUIME HOPMEI TPYXOBOIO
IpaBa

OCHOBBI apXHMBHOTO 3aKOHOJAATENbCTBA M HOPMATHBHBIC IPABOBHIE AKTHI
Poccuiickoii denepany, B 9aCTH BeICHHS JOKYMEHTAIHH 110 IEPCOHATY

OCHOBEBI HAJIOTOBOTO 3aKOHOaTeNbcTBa Poccuiickoit Penepanun

HopmaTuBHBIE IpPaBOBEIE AKTHI, PETYIHPYIONME IpaBa H OOGsA3aHHOCTH
TOCYJapCTBEHHBIX OpraHOB, INPO(QECCHOHANBHEIX COIO30B W JPYTHX
IPeNCTaBUTENFHEIX OPraHOB PAabOTHHKOB IO INPENOCTaBICHHIO Y4ETHOMH
JOKYMEHTAIHH

3axkoHOHaTeIsCTBO Poccuiickoit (De,uepamm 0 NEPCOHAIBHBIX JAHHBIX

JlokanbHBIE HOPMAaTHBHBIE AKTHl OpraHM3alliH, PEryJUpYIONIMe MOPSIOK
BHEJPEHHS KOPIIOPAaTHBHON COIMAILHON MOJMTHKH M COMMANBHBIX IPOrPaMM

Iopsmox 3aKimo9eHus JOroBOPOB (KOHTPAKTOB)

HopMsI 5THKM 1€10BOTO 00IMEeHUS

Ba3oBbie 0CHOBBI HH)OPMATHKH, CTPYKTYPHOE IOCTPOEHHE HHPOPMAaHOHKBIX
CHCTEM M 0COOEHHOCTH paboThI C HUMH

Apyrue
XapaKTEPUCTHKH

3.7. O600menHas TpynoBas GpyHKIUNA

HaMeHOBAREE OrnepanyoHHOE yIIpaBlIeHNe IEPCOHAIOM U kox| G YposeHs 7
Mo pa3aeICHHEM OpraHu3allin KBaIAQUKALHY
ITpoucxoxnenue
0606menHo TpyROBOM Opwurusan X 3aMMCTBOBaHO M3 OpHIHHANa
dynKaa
Kon PeructpauuoHHsIif HoMep
OpHIrHHaja NpodecCHOHATLHOrO CTaHaapTa
Bo3moxxHBIE PykxoBomguTens CTpyKTYpHOrO MOXpa3ieIeHus
HaHMCHOBAHUA Hagansrux CTPYKTYPHOTI'O II0Apa3ACIICHUA
JOJDKHOCTEH,
npodeccui

TpeboBanus K
06pa3oBaHHIO U
obydeHuI0

Bricmiee 06pa3oBaHHe — CIIENHATUTET, MaTKCTPaTypa

HononuauTensHOE MpodeccuoHaIbHOe 06pa30BaHUE — IPOrPaMME]
IpodeCcCHOHATIFHOM NEePenoATroTOBKH B 00JIaCTH YIIpaBICHUS IEPCOHAJIOM,
‘OIepaMOHHOr0 M TAKTHIECKOTO YIIPABIEHHUS; IPOTPAMMBI OBEIIIECHUS
KBaTH(HUKAIMH B 00JIACTH YIIPaBJICHAS EPCOHANIOM, OIEPAHOHHOTO M
TaKTHIECKOT0 YIPaBJICHUS

TpeGoBaHus K OIBITY
HOpaKTHIeCKOH paboTH

He MeHee 1114 J1eT B 00J1aCTH YIIpaBIIeHHUS HEPCOHAIOM

Oco6blIe ycIIoBHA
nomycka K pabote

Apyrue
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| xapaKTepHCTHKH

_ i

I[OHOJIHHTCJIBHBIC XapaKTCPpUCTUKH

HaumeHoBaHuE JOKYMEHTA Kon

HaumenoBanue 6a30B0i rpynnsl, JOIDKHOCTH
(mpodeccuy) UK CIEUATEHOCTH

OK3

1232 | PykoBoauTenu mojapasaeneHuit (ciyx0) ynpaBierus
' KaJlpaM¥ U TPYJOBHIMU OTHOIEHUSIMU

| EKC

- HaganbHMK OTAEa KaJpoB

- HaganpHpK OT/ENa OpraHu3alliy M OILIATH TPyXa

- HavalbHEK OTENA IOATOTOBKH KagpoB
- HagansHuK OTJEIAa COLMATBHOTO pa3BUTHL

3aBenyronuit (HaganbHUK) OTJEIOM KaJIpOB

OKIIATP

24063 | Menemxep no nepcoHary

3.7.1. Tpynosasa pyHKIUs

Pa3paboTka cucTEMEI OIIEpalHOHHOTO Vposens
HaumeHoBaHue | YIIPABJICHUS IEPCOHATIOM U pabOTHI Kon | G/01.7 | (momypoBeHs) 7
CTPYKTYPHOTO MOAPAa3/IeAeHU KBaTHQHKALHH
[poucxoxcaerie TpyAOBOH OpurgHan X 3aUMCTBOBAHO U3 OPUTMHAIA
yHKIHH
Kon PerucTpanionmsii Homep

OpUTHHANIA MPOYECCHOHATBHOIO CTaHapTa

Tpynossie neficTBuA

AHamM3 yCHemHbIX KOPIOPaTUBHBIX MPAKTHK IO BOIPOCAM CTPATErHYeCKOro
U OIIEpaTHBHOT'O YIIPaBJIEHHUS NEPCOHATIOM OpraHU3allii

ITocTanoBKa OmepaTHBHEIX IeJIE€H [T0 BOIIPOCAM YIIPaBJIEHUS IEPCOHATIOM
PazpaboTka nmnaHOB, IporpaMM U IMpoUERyp B YIPAaBJICHAH NEPCOHATIOM
PazpaboTka mpennoxkeHu# mo CTpyKType MoApasieleHHs M NOTPebHOCTH B
HiepcoHaje

PaspaboTka npemtoxeHHH II0 OGECIEYEHHIO NEPCOHANOM, GOPMMpPOBaHH0
CHCTEM OLEHKH, Pa3BHUTHA, OIUIATHI TPYAa, KOPIIOPATUBHBEIM COIMAIBHBIM
IporpaMMaM ¥ COIIHAIBHOM ITOJIUTHKE

Paspabotka mpepnoxenuit o 3arpaTax ¥ (GOpMHpPOBaHHMIO OromkeTa Ha
nepcoHas

Pazpa6oTka mnpemToXeHHH MO 3aKMIOYEHHMIO JOTOBOPOB IO  YIIPABIEHHIO
IIEPCOHATIOM C IIOCTaBIIMKAMH YCIYI M IIPOBEJCHHE HPEABAPHTENHHBIX
OPOLIEAYP MO HUX 3aKITFOYECHAIO

Heobxomumble yMEHUS

OpraHu30BBIBaTh paboTy IEPCOHANA CTPYKTYPHOTO IOApa3eIeHHUS
Onpenendars 3amadu IepcoHaNa CTPYKTYPHOIO MOIpAa3NENeHHS, MCXOS H3
nened H cTpaTerny OpraHu3aliy

Co3maBaTh W ONMCHIBATH OPraHM3AlMOHHYIO CTPYKTYPY, HeNM, 3ajaq,
GYHKITHY CTPYKTYPHOTO ITOApa3IeIeHus

[IpuMeHATs METOABI  YNPABIECHHS MEXIHYHOCTHBIMH  OTHOLICHWIMH,
GopMHEpOBaHMA KOMaHI, pasBHTHA IHACPCTBA M HCIONHHUTEIHHOCTH,
BBIABJICHHS TAJAHTOB, ONPEJEIeHHs YIOBIETBOPEHHOCTH paboToM
OmpezensaTs, aHaNM3EpPOBAaTh, MOJEIHAPOBATE M BBICTPAHBATL BHYTPECHHHE
KOMMYHHUKAIIMH IIEpCOHAIa

PaspaGarriBaTe OpoeKTHBIE MPEIOKEHUS H MEPOIPHATHA IO 3ddekTHBHOM
pabore nepconana
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BHepATE cTpaTeryio o yIpaBIeHUIO IEPCOHATIOM

CocTaBiiATh, pacCUUTHIBATh, KOPPEKTHPOBATH W KOHTPOIHPOBATL CTATHA
pacxofoB Ha IepCOHAN, pa3pabaTeBaTh MPEMIOXKEHHS O 3aTpaTaM Ha
nepcoHan s GopMupoBaHus OI0mKeTa

HPCI[CTaBJU{TB HHTECPECBI  OpraHu3an iy u BECTH IE€PEroBoOpel ¢
HpO(beCCI/IOHaJIBHBIMI/I COIO3aMH H APYIrdMH NpPCACTaBHUTCIBHBIMHK Oopra”Hamu
pa6OTHHKOB, B3aMOJCHCTBOBATH C TOCYyAapCTBCHHBIMU OpraHu3aItusIMu

AnanusupoBaTe HMHQOpPMAlMIO IO IIOCTABIIMKAM YCIYT B  06JacTH
YIPaBJICHHS IEPCOHATOM H 0 YCIOBHSM 3aKII0IaEMEIX IOTOBOPOB

COITYTCTBYIOIYIO NOKYMCHTAIHIO 10 3aKJIFOYCHHIO JOTOBOPOB

PaboTatk ¢ HHpOPMAMOHHEIME cHCTeMaMH ¥ 6a3aMH NAHHEIX 110 BOIIpOcam
YIIPaBJICHAS IEPCOHAIOM

OpI‘ AHHW30BBIBATH U IIPOBOJUTE KOPIIOPATUBHEIC MCPOIIPHUATHS C IIEpCOHAIOM

Cob6monats HOPMEI STHKH JETIOBOr0 OOMIEHUS

HeobxomuMele 3HaHUA

MCTO,I[BI, CHOCOOHI HHCTPYMCHTBI YIIPABJICHUA IICPCOHATIOM

enu, cTpaTerns pa3BuTHs B GM3HEC-IUIAH OpraHU3alUK

[TonmuTrka YIPAaBJICHU NEPCOHAJIOM OpraHu3aliiy

Mertonr! aHaIH3a KOJIHIECTBEHHOIO M KAYeCTBEHHOTO COCTaBa Iepconana

CHCTeMBI CTaHIapTOB [0 Gu3Hec-IpoleccaM, NpodeccHsaM, HopMam Tpyna

Crcrembl, Mmeromsl ¥ (GOPMBI MaTEepHANBHOTO H  HEMATEPHATLHOIO
CTHMYIMPOBAHUS TPYZAa IEpCOHANIA

Texnonoruu 1 MeTonp! YOPMUPOBAHUSL U KOHTPOIIA OIOHKETOB

Ilopamox  mpoBefeHHMS  3aKymOYHBEIX  OpOLEAYp H odopmiieHHS
CONYTCTBYIOIIEH NOKYMEHTAIHH

OcBOBEI HpOI/I3BOIICTBCHHOfI ACATCIIBHOCTH OpraHu3aluy

OcHOBEI O0OmIE# M COLNMANLHON IICUXOJIOTHH, COIMOJOTMH H TICHXOJIOTHH
TPy, SKOHOMHKH Tpy/a, 0€30IIacHBIX YCIOBHI TPy aa

CrpyKTypa OpraHu3amuu

TpynoBoe 3aKkoHONATENBCTBO M HHBIE AKTHI, COAEPIXKAIINE HOPMBI TPYAOBOIO
ImpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATENbCTBA M HOPMATHBHBIE IIPABOBBIE AKTHI
Poccuiickolt ®eseparyiy, B 9aCTH BEICHHS TOKYMEHTAIMH [0 IEPCOHATY

OcHOBBI HATIOrOBOroO 3aKOHOAATeNLCTBA Poccuiickoit denepanun

OCHOBBI MMIDallHOHHOIO 3aKOHOMATeNbcTBAa Poccmiickod ®enepamum, B
9acTH [PHBJICYCHUS U TPYAOYCTPOHCTBA MHOCTPAHHBIX TPAXAAH M JHI 6e3
I'paXJJaHCTBA

OcHOBEI AIMUHHACTPATUBHOI'O0 3aKOHOJATEJILCTBA B obnactu YpaBieHus
IIEPCOHATIOM U OTBETCTBCHHOCTH JOJDKHOCTHBIX JIAIL

3akoHonaTensCcTBO Poccuiickoit Penepanuu Do 3amure TIEPCOHANLHBIX
JTaHHBIX

JlokanbHble HOPMATHBHBIE aKTBI OpraHH3allMd B 00JAaCTH  YIpaBneHHs
IIEPCOHATIOM

[Topsnok 3aKIIFOYEHUst JOrOBOPOB (KOHTPAKTOB)

Hopwms! aTukH femoBoro o6meHus

Bbasosrie OCHOBEI uHpOpMATHKH, CTPYKTYPHOE TIOCTPOEHHE
HH(OPMAIHOHHBIX CHCTEM H 0COOEHHOCTH PaboTEI C HUMH

Jlpyrue XxapakTepHCTHKH
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3.7.2. TpynoBas pyHknus

Peanu3aius onepallioHHOTO YIPABIECHUSA VposeHs
HamMeHoBaHue | IIEPCOHAIOM M pabOTHI CTPYKTYPHOTO Kon | G/02.7 | (momypoBens)
noapa3eJICHus KBaJIMpHKALHN

[IpoucxoxaeHne TPYROBOH
¢$yHKIAN

OpurpHan X 3auMCTBOBaHO K3 OpHI'HHANa

Kox PerucTpalMoHHbIH HoMep
opuruHana npogecCHOHaTbLHOro CTaHmapTa

Tpynossie geiicTBuS

Y

ITnanupoBaHue NeATENPHOCTH NOAPa3NeIeHUS H IIepcoHaa
OmnepaTuBHOE ynpapieHHE IEPCOHAIOM Opa3AeIeHNs OPraHH3AIHH
Pacuer 3arpar 1o noApasNeNeHMIO M HOATOTOBKA MPENIOXKEHHH g
dopMupoBaHus O610KETA
PazpaboTka CTaHZAapTOB MEATENBHOCTH MONpA3NeNeHHS H yHH(HKAmus
IPOLIECCOB

IIpoBenieHne MHCTPYKTaXa IO OXpaHe Tpyaa

HeobxonuMble yMeHHIS

i
1

Omnpenensars 30HBl OTBETCTBEHHOCTH ¥ 3((eKTHBHOCTH paboThI mepcomana
CTPYKTYpHOIO MOApa3feleHMs, paclpeleNaTh 3aJadd u obecmeumpars
MaTepHaIbHO-TEXHMYECKUE PECYPCHI JUIS X HCHONHEHAS
TIpHMEHSTh METOIBI OLIEPATHBHOTO YIIPABJIEHHS IEPCOHATOM OPTaHM3aIMY
KonrpomiposaTs HCoMHEHERE NOPYYEHUH U 3a1a4, BHOCATH CBOEBPEMEHHEIC |
KOPPEKIIMH B IUIAHBI U 330891

prna et
CocraBmate  mmaHel — JEATENBHOCTH  CTPYKTYPHOrO  IIOJpa3ieNeHHs

Oopranu3anuu

¥l BHEJIPSTH IPOIIEYPEI 1O €€ ONTHMHU3AIHH »
IlpencTaBnaTs  HHTEpeCHl OPraHHW3AMH M  BECTH  I[EPETOBOPEl ¢ |
TOCYNAPCTBEHHEIMU OpraHaMH, IPO(ECCHOHATBHBIMA COM3AMH ¥ IPYTHME
IIpe/ICTaBUTEIbHEIME OpraHaMi paGOTHHEKOB II0 BOIIPOCAM TIePCOHAa

COIYTCTBYIOMIYIO JOKYMEHTALUIO [0 3aKJIFOUEHHIO TOTOBOPOB
IIpoBOIMTE ayIUT pe3ynbTaToOB paboThI C HEPCOHATIOM

YIIPaBJICHUSA IEPCOHATIOM
CobroaTh HOPMBI STHKH JEJI0BOTO OOMEHUS

HeobxonuMmele 3HAHUAL

Teopuwm ynpaBiieHHs IEPCOHANIOM H €0 MOTHBALUH
Meronel aHanM3a BBIIONHEHWS IUIAHOB M 3a1a9, ONPENENCHHS MX
SKOHOMMYECKOH 3G (HeKTUBHOCTH

DOpMEI ¥ METOIBI OLIEHKH ITepCOHANIA U Pe3Y/IbTATOB HX TPYAa
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TexHomorun OIIEPAaTUBHOI'0 YIIPABJICHUS IIEPCOHAJIOM OpraHmM3ariuy

Cucrembl, MeTomsl # (OPMBI MATEPHATHHOTO M  HEMATEPHANBHOIO
CTUMYJIMPOBAHUSA TPYJa epcoHaIa

Texsomornu 1 MeToap! OPMHEPOBAHUST W KOHTPOJIS OIOKETOB
Teopuu u MeTonBI yIIpaBiieHNs pa3BUTHEM IIepcOHANA
OKOHOMHKA TPYIa

OpraEu3alliOHHO-IITaTHAS CTPYKTYpa OpraHu3allin

Llenn, cTpaTerns pa3sBUTHS U OH3HEC-IUIAH OPraHU3aIH ]
Meroauky mIaHUpOBAHUS ¥ NPOTHO3UPOBAHUS IOTPEOHOCTH B Iie
Ilopsmox yperymmpoBaHHUS TPYAOBBIX CIIOPOB

Tpe6oBanus 1 NpaByIIa IPOBEAEHAS ayuTa PabOTEI ¢ IEPCOHATOM

®opMmer COLHATBHOTO [IapTHEPCTBa u B3aUMoAeicTea ¢
IPOGECCHOHANBHBIMA COFO3aMH H IPYTUME IIPETICTABUTENBHEIME OpraHaMy
pabOTHHKOB, H HHEIMU OpTraHU3alUsIMH

Iopsnox odopMIeHHs KaTpOBEIX JOKYMEHTOB ¥ IPUJAHHS MM FOPHINYECKOH
CHJIBI

Iopsimok ~ mpOBENEHHS — 3aKYNOYHBIX  MpONEAYD M OGhOpMIeHHs
CONYTCTBYIOIEH JOKYMEHTAIHH

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThl, COJEPIXKANINE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXHMBHOTO 3aKOHOJATEIbCTBA X HOPMATHBHBIE IPABOBLIE AKTEH |
Poccuiickoi Penepanyu, B 4aCTH BeIEHUS TOKYMEHTAIHH [0 HEPCOHAIY
OcHOBEI HAJIOTOBOTO 3aKOHOAATENLCTBA Poccuiickoit Denepanyn

YaCTH NPHUBJEYEHUS W TPYIOYCTPOMCTBA HHOCTPAHHBIX I'PAXIAH H JHI 6e3
IPaKJAHCTBA

OCHOBBI a/IMMHHCTPATHBHOTO 3aKOHOJATENbCTBA B OONACTH YIpaBieHms |
[IEPCOHAJIOM M OTBETCTBEHHOCTH JOJDKHOCTHBIX JIAIY

3akoHoznaTenbCTBO Poccuiickoit Denepalun 0 NEPCOHANBHBIX JAHHEIX
JlokanbHBle HOPMATHBHBIE AaKTBl OpraHH3alliM B YacTH  YIIpaBlIeHHS
HEPCOHAJIOM )

OcHOBEI IpaBoBOro perymipoBaHus Poccumiickoit Penepamnyun rI(;psunca'
3aKJTIOYEHHS TPAXJAHCKO-IIPABOBBIX TOTOBOPOB
HopMBI 3TUKHM J1€10BOTO OOIIECHHS _
Bazossie OCHOBEI HH()OPMATHKH, CTPYKTYpPHOE MOCTpPOEHHE
MH(OPMAIHMOHHBIX CHCTEM H 0COGEHHOCTH pafoThI C HUMH

Jlpyrue XapakTepUCTHKU

3.7.3. TpynoBas pyHKUHSM

AJMMHHCTPHPOBAHHE IIPOIIECCOB K v
OKYMEHTOO60pOTa 110 OIIEPALHOHHEOM POBCHE
Hanvesoarze |~ 00 0 oP OTCpalHoHHOMY Kom | G/03.7 | (momyposens) 7
YIIPABIICHHIO [IEPCOHAIOM H pa60Te KBATH(HKAIHA
CTPYKTYPHOTO ITOApa3AeICHUSL
[porcxoxcienne TpyA0BOH Opurunan X 3aHMCTBOBaHO U3 OpHIHHANA
dyHKIHH
Kon Perucrpauuonssi Homep

OpHIHHAA NPOPECCHOHATLHOTO CTaHNApTa
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Tpynossie nerictBuA

AHaMM3 INpONECCOB JOKYMEHTOO0OpOTa, JIOKANBHBIX HOKYMEHTOB 110
BOIIPOCaM ONEPAlHOHHOIO YIIPABIICHHUS IEPCOHATIOM U paGOThl CTPYKTYpPHOTO
nonpasfieneHus, OW3HEC-MPOLECCOB  OPTaHM3alMH, YAOBICTBOPEHHOCTH
MepcoHaa

JlokymeHTanMOHHOE OGOPMIICHHE PE3YJIbTATOB ONEPAMOHHOIO YIPABIICHHS
IIEPCOHANIOM M paGOTEl CTPYKTYPHOTO MOApAasfesieHus, Pe3yIbTaToB aynuTa
paboThl ¢ mepcoHaIoM

IlonrotoBka IpeIOKEHHH 1O PasBHTUIO CHCTEM  OIEPalHOHHOLQ
YIpaBlIeHHA IIEPCOHAIOM M paboTel CTPYKTYPHOTO IOAPa3sHEseHHs, o
HEeo6X0MMBIM KOPPEKTHPYIONTMM U IPEBEHTHBHBIM MepaM

Pa3paboTka cucTeMb! aHa3a ¥ KOHTPOJIA paboTEI IepcoHana

Konrposne, cpaBHeHHE M aHaIM3 OpPONECCOB B 0OJACTH OITEpaTHBHOIQ
YIpaBieHUs [EPCOHANOM, pPe3YIbTaToB YIPABICHYECKHX MEPONPUSTHIL,
ompeneneHre  (aKTOPOB, BBIBBIBAIOMIMX OTKJIOHEHHE OT  IUIAHOBEIX
rmokasaresneit

IloaroToBka 1 06paboTKa 3aIPOCOB, YBEIOMIIEHUH, CBEICHHH O PaGOTHHKAX B
rOCYJapCTBEHHBIE OpraHbl, NpOoQecCHOHANBHBIE COIO3bL, OOINECTBEeHHbIe
OpraHU3aIHu{

ComnpoBoj/IeHHe IOrOBOPOB OKa3aHHMs YCIYr MO BOIPOCAM OIEPaTHBHOrO
yIPaBJIeHHS IEPCOHATIOM H paboTe CTPYKTYPHOIrO MOApPA3leNeHHs, BKIIOYas
IIpeBAPATEIHHBIE IPOLEXYPHI IO HX 3AKIFOYEHHUIO

Ilogroroska mpemioxenui no ¢GopMmupopaHHIo OIOKETa Ha IepCcoHan
OpraHU3alAH

Bemonnenne TpebGoBaHmE O XpaHeHHIO HHGOPMALMH O PE3yIBTAaTaxX
NEHCTBUS CHCTEM OIEPAIMOHHOIO YIPABICHHA IIEPCOHAIOM ©  paboThH
CTPYKTYPHOTO IOApa3AeIeHus

Heo6xomumble yMeHUS

KOHTpo/mMpoBaTs [POLECCHl  YIPAaBNECHHS NEPCOHATOM NOApasfeNeHuH,
ONIPENIEIATh WX pEe3YNbTaTUBHOCTh M BHIABIATE (PAKTOPEI OTKJIOHEHHH OT
ITaHOBBIX TapaMeTpoB

Paspa6areBaTh IporpaMMbl JOCTHXXEHHS €€l M OHNEePaTUBHOIO pemenus
3aJa4 noapa3aesIcHui

AHaH3HpOBATh, pa3pabaTeiBaTh B 0QOPMIATH AOKYMEHTHI 110 OMIE€PATHBHLIM
IIpOIeccaM M HX pe3ysibTaTam

ITpoBOZMTE aymUT KaJpOBBIX IIPOIECCOB, HPOLEAYP, ODOPMICHHS KaApOBBIX
JOKYMEHTOB M JOKYMEHTOB IIO YIIPABICHHIO MEPCOHAIOM

KOHTPOIII/IPOB&TB pacXoIOBaHHUC OHOJKETOB HA NIEPCOHAJI

OgopMiATE JOKYMEHTHl IIO ONEPAIMOHHOMY YIPABIEHHIO NEPCOHAIOM H
paboTe CTPYKTYPHOTO HOAPa3AENe NS, IPEIOCTaBIAEMBIE B TOCYIaPCTBEHHEIE
OpraHsl, IPeACTaBUTEIbHBIE OpPraHbl pabOTHUKOB

OGecneynBaTh  JOKYMEHTAI[MOHHOE  CONPOBOXIEHHE 1O  CHCTEMAaM
ONEPallMOHHOTO  YNpPaBIIEHWs MEPCOHATOM M paboTe  CTPYKTypHOro
IIOApa3Ie/IeHAs]

OpraHu30BEIBATE XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPEGOBAHHIMU
TPyAOBOIO M apXHBHOIO 3akOHOZJaTenbcTBA Poccmiickoit Penepanmn u
JIOKaJbHBIMK aKTaMH OpraHH3aIiy

KOHTpOJIHpOBaTB HCITOJIHEHUE JOT'OBOPOB IIOCTABIIUKOB YCIIYT IO BOHpocaE
II€pcoHaIa

IIpoy3BoauTs 3aKymOYHBEIE MpONENYPSl, O(GOPMIATH M aHATH3HPOBATH
3aKyIIOYHYIO JOKYMEHTAIHIO

IlpoBOIUTE TEpPEroBOpEl M NpPENCTABIATh HHTEPECHl OPraHM3aUMH B
rOCYIapCTBEHHBIX ~ OpraHaX, NpO(ECCHOHANBHEIX COI03aX M JAPyrHX
IIPeICTABUTE/ILHBIX OpraHax pabOTHHKOB IO BOIIPOCAM IEPCOHAIA
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Bectn HCJIOBYIO IEPEITUCKY

Becrtu y4er u perucrpanuio JOKYMEHTOB B I/IH(l)OpMaI_II/IOHHBIX CHCTEMax U Hi
MaTepHAITBHBIX HOCUTEIIX

PaGorath ¢ HHQOpPMAIMOHHBIMY CHCTEMaMH i (a3aMd JaHHBIX ITO NEPCOHAY
W CHCTEMaM OIIEPAllHOHHOTO YIPABIECHHS IIEPCOHAIOM W  paGore
CTPYKTYPHOTO NOJpa3AeIeHUs

CobmoaaTs HOPMBI 3THKH AEI0BOr0 0OMEHHUs

HeobxonuMmele 3HaHUA

Metozs! ynpapneHus pa3sBUTHEM H 3)(PEKTHBHOCTHIO OPraHM3ALIAH, METOIH
aHaJIu3a BHITOJHEHNS IUIAHOB M IIPOTrPaMM, OIpeAeIeHHI UX 3KOHOMHYECKON
3¢ dEKTUBHOCTH

Merozp! oueHkr paboThl CTPYKTYPHBIX IIOApasfelieHUH, Pe3yIbTaTtoB Tpyma
HepcoHaia

Mertoxpl IpoBeJeHNUS ayAUTa U KOHTPOJUIMHTA ONIEPATHBHBIX YIPABICHYECKHX
IPOLIECCOB

@OopMBI U CHCTEMBI MaTepHaJbHOrO0 M HEMATEPHATHPHOIO CTHMYIHPOBAHHUA
TpyJa IepcoHaa

OCHOBBI JOKYMEHTAIIHOHHOTO 00eCIIeIeHH

Ilopsimox odbopMneHHsS, BENEHHS W XpaHEHWs JOKYMEHTAIMH IO CHCTEMAaM
OIIEPAIIOHHOTO  YIPABJEHUS MEPCOHAIOM OpraHM3alM¥d ¥ paboTe
CTPYKTYPHOTO IIOJpa3eIeHus

Ilopsmox ¢opMupoBaHws, BeleHHS OaHKA IaHHBIX M IIPEIOCTABJICHHS
OTYETHOCTH II0 CHCTEMaM ONEPALIHOHHOTO YIIPAaBIEHHs NIEPCOHATIOM U paboTe
CTPYKTYPHOTO IOJpa3eIeHAS

HOpMaTI/IBHBIe IIPAaBOBBIC AKTHI, PETrYIHPYIONIAC IpaBa H 065I3aHHOC'I‘I/I
FOCyIapCTBEHHBIX OpPraHOB H OpPraHu3alldy N0 MIPENOCTaBICHHUIO YYCTHOM
AOKYMCHTaAIlN

[lopsnok  mpoBemeHHs  3aKyNOYHBIX  Ipomeayp H  odopMieHus
COILYTCTBYIOIIEH TOKYMEHTAIIHH

[lommtuka YIIPABJICHN:I NCPCOHAJIOM H COHATIbHAA IIOJIMTHKA OpraHH3aIiyu

OpraHu3alMoHHO-INTaTHAS CTPYKTYPa OpraHA3aIHH

Ilenw u cTpaTerus pasBUTHS OpraHU3aNNH

buznec-mian n 6H3HCC-HpOIICCCI>I OpraHusanun

TpynoBoe 3akOHOJATENHECTBO M HMHBIE aKThHI, COJEpXKAIIHe HOPMBI TPYIOBOIO
IpaBa

OCHOBEI apXMBHOIO 3aKOHOJATENHCTBA M HOPMATHBHBIE IPABOBEIE AKTHI
Poccuiicko# Oenepanuy, B 9aCTH BEICHHS JOKYMEHTAIMH IO IEPCOHATY

OcHOBEI HAIOroBOro 3akoHO#aTeNbcTBa Poccuiickoit Deepanuu

OCHOBBI MHIPalIMOHHOTO 3aK0HOAaTenscTBa Poccmiickoit deneparuy, B gacT
IPHUBIEYECHHd M TPYAOYCTPOHCTBA HHOCTPAHHBIX TIpaXAaH H JHI 6e3
TpaXJAHCTBA

OcHOBEI aIMUHHUCTPAaTHBHOIO 3aKOHOIATEJILCTBA B obyactu YpasjiceHua
IICPCOHATIOM B OTBETCTBCHHOCTH JOJDKHOCTHBIX JIHLY

3akonoxarenscTBO Poccuiickoit Peepaimu 0 mepCOHANBHBIX JAHHBIX

JloxanbHbIE HOpMATHBHbIE NOKYMEHTHI OpraHW3alUMHU B 00JacTH ympaBieHus
DEePCOHAIOM

Iopsok 3aKTIO9E€HHs JOTOBOPOB (KOHTPAKTOB)

HopMsI sTHKH 1enoBoro obmenus

ba3oBrie 0CHOBHI HHPOPMATHKH, CTPYKTYPHOE IIOCTPOCHHE HHPOPMAMOHHEIX
CHCTEM M 0COOEHHOCTH paboTHI C HUMH

HApyrue

XapaKTCPUCTHUKU
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3.8. O6o0menHas TpyaoBast pyHKIust

CrpaTerngeckoe aBJICHHUC Vporeun
HauMenosaHue P yop Kon | H p 7
HIEPCOHAJIOM OpraHU3aluy KB HKALHT
Hpoucxoxnenue
o6o6meHH0# TpyAOBOH Opwuraman X 3aWMCTBOBAHO U3 OpHTHHAIA
yHKIIH
Kon Perucrpamuo Byt HOMep
OpHrUHANa NpoheCCHOHATEHOrO CTaHpmapTa
Bo3MmoxHbIE Bune-npesuzieHT 00 yIpaBlIeHHIO NEPCOHATIOM
HaMMEHOBAaHUA JupexTop mo nepcoHary
JOJDKHOCTEH, JIMpeKTop 1o yIpaBIIeHHAIO IEPCOHATIOM
npodeccuii 3aMeCTHTENb TCHEPATBHOTO0 TUPEKTOPA 110 YIPABICHHIO IEPCOHATIOM

TpeboBanus x
obpa3zoBaBUIO ¥
06y4eHuIo

Beicmmee o6pasoBanue — cienHanuTeT, MArACTPaTypa

HononautensHoe npodeccHoHaIbHOE 00pa3oBaHUE — MPOrPAMMEL
IpOo(eCCHOHANBHON IIEPETIOATOTOBKH B 06J1aCTH YIIPABIEHHS IEPCOHANOM,
CTPATETHIECKOT0 U ONEPANHUOHHOTO YIIPABIIEHHS, SKOHOMHUKH OPraHU3aIHy;
IIPOrpaMMBI [OBBIICHIS KBaTK(QHUKAIME B 06IaCTH YIIpaBIeHAS HEPCOHANOM,
CTPaTerHIeCcKOro U ONEePalHOHHOTO YIIPaBIeHHsS

Tpebopauus K ONBITY
HpPaKTHIeCKOR paboTHI

He Menee narTu et B 0611aCTH YIIpaBIIeHAS IEPCOHAIOM Ha PYKOBOISOINX
JOJDKHOCTSX

Oco6slIe ycnoBus
JoImycka K pabore

Apyrue
XapaKTEPUCTHKH

JIOIOMHUTETBHEIE XapaKTePHCTHKU

HaHMeHOBAHH® OKYMEHTa Ko HaumeHnoBanue 6a30BOM IPYMIIIEL, JODKHOCTH
(mpodeccun) mH CrEIMATHHOCTH
OK3 1232 | PyxoBomurenu moapasnenernuit (Ciryx0) yupasieHns
KaZlpaMH Y TPYAOBBIMH OTHOIIEHUSIMH
EKC - 3aMeCTHTENb JUPEKTOpa 10 YIIPaBJICHHIO IEPCOHAIOM
OKILOTP 24063 | MeBemKep 10 IepcoHATy

3.8.1. TpynoBas pyHknus

HawnmerosaHue

Pa3pa60TKa CHCTEMBEI CTPATETHICCKOIO
YIIPABJICHHS IIEPCOHAIIOM OpraHH3alluu

YpoBeHs (HOTypOBeHs)
KBaTA(UKAIMH

Kon | H/01.7

ITpoucxoxXaeHHe TPYAOBOM
GYHKIIHI

Opuranan X

3aUMCTBOBAHO M3 OpHTrAHaNIa

Kox Peructpaumonsbit Homep
OpHTHHAJIa NPOYECCHOHANBHOTO CTaHAapTa

TpynoBeie nercTBUA

AHanu3  yCHEmHBIX  KOPHOPAaTHBHEIX  INPAaKTHK [0  OpraHM3aIyH
CTPaTETHIECKOr0 yIIpaBIeHHs IEPCOHAIOM OpraHU3allud, OpraHU3alHOHHOrO
NIPOCKTHPOBAHHS H B3aUMOJEHCTBHS OApa3AeIcHUN

ITocTaHOBKA CTpaTErHYECKUX LieNeil B YIPaBICHUH IEPCOHAIOM

PaspaboTka KOpIOpaTMBHOH NOJWTHKH, ILTaHOB, NPOTPaMM, IHPOLENYp H
TEXHOJIOTUH I10 YIIPaBIECHUIO IEPCOHAIOM
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Paszpa6oTka KOpHOpAaTHBHOM KYNBTYPHI M COIMANBGHOH NONMMTHKH, CHCTEM
MOTHBaIUH, 3dEKTHBHOCTH, OIIEHKH ¥ Pa3BHTHS IEpPCOHANA

q)OpMI/IpOBa.HPIe CHCTCMEI OILJIATHI A OpPraHU3aliy Tpyaa

PaspaboTka opraHM3alMOHHOH CTPYKTYpEI, IUIRHAPOBaHME NOTpPeOHOCTH B
IIepCcoHaJIe OpraHu3aIiu

PazpaGoTka mporpamMM, NpPHHIWIOB CTaHIapTH3AUWH,  yHH(HKAIWH,
aBTOMATH3AIHM NIPOIIECCOB YIPABIEHHs NEPCOHANIOM H 6€30IaCHEBIX yCIIOBHi

Tpyxa

®opmupoBanne OromKeTa Ha INEPCOHAN, TEXHOJOTHH ayauTa paboTs ¢
IEPCOHAJIOM ¥ KOHTPOJUIMHTA

HeobxomuMele yMeHHS

Pa3pabaThiBaTh CTpaTeriy K MONUTUKY B YIIPABICHHH NEPCOHATOM

CosznaBate W OIMCHIBATH OPraHM3AMOHHYIO CTPYKTYpY, WEJM, 3amaud,
(GYHKIUY CTPYKTYPHBIX IOpa3AeIeHAN U JODKHOCTHBIX JIUIT

[IpuMeHATh METOABl  YNpPABIECHHS MEXIMYHOCTHBIMH  OTHOIIECHHUSMH,
¢opMupoBaHHs KOMaHA, pa3BHTHS JMAEPCTBA M HCHOTHHTEIHHOCTH,
BBIABJICHHS TAJIAHTOB, OLPEAENICHHUS YAOBIETBOPEHHOCTH paboTOk

OHpCIICJISITB H aHAJIM3UPOBATh BHYTPCHHHUEC KOMMYHHKAIIUH, MOIeIpoBaTh
IIOBEOCHHUEC NEpCOHATIA

IlpencraBnaTe HHTEpeChl OpraHU3alldd B TOCYZAapCTBEHHBIX OpraHaxX, BO
B3aMMOJIEHCTBEHE C NPO(COIO3aMM, HHBIMHM IPENCTABUTENBHBIMM OpraHamy
pabOTHHUKOB IO BOIPOCaM IIepCoHAIA

CocTaBinarh, pacCUUTHIBATh, KOPPEKTHPOBATH M KOHTPOIHPOBATh CTATHH
pacxonoe OromkeToB M (GOHIOB Ha IPOrpaMMBI H MEPOIIPHATHS 110
YIIPaBJICHHIO IEPCOHAIIOM OpraHH3alui

ITpoBoaMTE ayAWUT U KOHTPOJUTHHT B 00JIACTH YIPABJICHHUS IEPCOHATIOM

PaBpa6aTBIBaTI> KOPpIIOPAaTHBHEIC COMUATIBHEIC ITPOTPaMMBI

Bectu meperoBopel 10 BOIPOCaM  COIMANBbHOTO  IAPTHEPCTBA
IpeICTaBUTEIbHBIMU OpraHaMu pabOTHHKOB

Pabotars ¢ HHGOPMAIMOHHBIME CHCTEMaMH M 6a3aMM JaHHBIX IIO BOHpOCaM
'YIIPABIICHHUS IEPCOHAJIOM

OpraHu30BEBaTE MEPOIPHATHS II0 OGECHEYESHUIO BRIIONHEHUS TpeOoBaHmit
OXpaHbl TpyAa B COOTBETCTBHHM C JEHCTBYIOIIMM 3aKOHOIATENBCTBOM
Poccuiickoit Penepalyu 1 NTOKaTbHBIMY aKTAMH OPTaHH3AIAM

Opranu30BEIBaTh H NPOBOJMTH MEPONPHATHS C IEPCOHATIOM B COOTBETCTBHE
C KOpPIOpaTHBHOM COLMATBEHON MOJIUTHKOR

CobmogaTs HOPMBI 3THKH JEJIOBOTO 0OIIEHH

Heob6xoaumere 3HaHUS

Mertozs! ynpaBineHns pa3BUTHEM B 3)QEKTHUBHOCTHIO OpTaHHU3ALMH, AHAIN3A
BBIOIOJHEHHS IJJAHOB M IIPOTpaMM, OMpeNeNieHHs HX SKOHOMHYECKOH
3¢ peKTHBHOCTH

Merozs1 onenks paboTsl CTPYKTYpHBIX IIOApa3NeseHHH, pe3yIbTaToB Tpya
nepcoHaia

Mertons: IpOBCACHHS ayUTOB, KOHTPOJUIMHI'A YIIPABICHYECKUX ITPOLECCOB

Metoap! aHaTH3a KOMMIECTBEHHOTO M KAY€CTBEHHOTO COCTaBa IIEpCOHAIa

CrcreMbl CTaHAApTOB 10 6U3HEC-poneccaM, TpodeccHsIM, HOPMBI Tpyaa

CPICTCMBI, METOABLI H Q)OpMBI MaTC€pHAIBHOI'O H HEMAaTCPHAIILHOIO
CTHMYJIMPOBAHHUA Tpyda N€pCOoHaIa

Metozp! ananu3a CONUATBHBIX IPOrpaMM M OIpeAeeHHA HX SKOHOMHYECKOi
3 dexTHBHOCTH

Texnonorun 1 MeTonHl POPMHPOBAHHUS H KOHTPOJIL GI0IKETOB Ha IEPCOHAN

TpeGoBanus oxpaHsI ¥ 6€30MACHBIX YCIOBHH Tpyaa

HCIII/I, CTPaTerus U KagpoBasd IIOJIUTHKA OpraHH3aruu
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OCHOBEI TEXHOJIOTHA TNIPpOU3BOACTBA ¥ NCATCIBHOCTH OpraHu3aliim

OcHOBBI COIMNOJIOTHH, IICUXOJIOTHH U DKOHOMHKHU TpyJda

OcHOBEI YIpaBJICHUA COIIHATIBHBIM Pa3BUTHEM OpraHu3alui

Metonsl  mpoBelEHHMA ~ COLHOJIOTMYECKMX — HCCICNOBAHWA,  M3yYeHus
00IIECTBEHHOIO MHEHUS

CTpyKTypa OpraHd3aiiu

TpynoBoe 3ak0HOJATENECTBO M MHBIE AKTHI, COJIEPXKAIIME HOPMEI TPYAOBOT0
npapa

OCHOBBI apXMBHOTO 3aKOHOJATENHCTBA M HOPMATHUBHBIE INPABOBBIE AKTE
Poccutickoit Oenepan, B 9aCTH BeJCHHs JOKYMEHTAIIMH 110 IEPCOHATY

OCHOBEI HAJIOTOBOT'O 3aKOHOJATENLCTBA Poccuiickoii Deneparye

OCHOBEI MHTpPalMOHHOIO 3aKOHOAATeNbCTBa Poccmiickodl ®enepamun, »
9acTH NPUBJICYCHHUS H TPyAOYCTPOHCTBa HHOCTPAHHBIX IPAXKIAH H JIHI 63
rpakKJaHCTBa

OCHOBEI AIMHHUCTPATHBHOI'0O 3aKOHOXATCIBCTBA B obnactu YIpaBiieHuA
HNEPCOHATIOM A OTBECTCTBCHHOCTH HOJDKHOCTHBIX JIHIT

3axoHozmaTenscTBO Poccuiickoit Peneparuy 0 NepCOHATPHBIX TAHHbIX

JlokanbHbIe HOPDMATHBHBIC AaKThl OpraHnu3alid B obacta YIIpaBIeHUsS
NEpCOHAIIOM

TTopsiIOK 3aKIIOY€EHHs JOTOBOPOB (KOHTPAKTOB)

HopMEI 3THKH A€I0BOr0 OOMEHHS]

OcHOBEI HHPOPMATHKY, CTPYKTYPHOE MOCTPOCHHE HHPOPMAIIMOHHBIX CHCTEM
1 0COOEHHOCTH pabOThI C HUMH

Jlpyrue xapakTepUCTHKHI

3.8.2. TpynoBas pyHKknms

Peam3anus cucTeMbl CTPaTErHIECKOTO Yposenp
HauMEHOBAHHE | yirnap TeHus MepCOHANIOM OpraHH3auY Ko | H/02.7 | (nonyposes) 7
KBauMbukama | |
Tponcxoxuerue TpyAOBOH Opurugnan X 3aUMCTBOBaHO H3 OpUIHHAIA
GyHKIHHA
Kon PerucTpaiioHHEI# Homep

OopuruHana HpO(bCCCHOHaJILHOI‘ O CTanaapTta

TpynoBrie aedcTBUSA

MEPCOHATIOM JJIs1 peaIM3alliy CTPATEerHdeCKUX HEeIei OopraHu3aluu

BrenpeHre NONWTHK, IUIAHOB, MpPOrpaMM, MpPOIENYP M TEXHONOTHH o
YIPaBJICHUIO TEPCOHATIOM

IlocTpoerue opraHu3aHOHHOM CTPYKTYPHI C Y9€TOM IUIAHOBOM MOTpeGHOCTH
B [IEPCOHANIC ¥ B3AHMOAEHCTBHA CTPYKTYPHBIX IIOJJpa3ieeHAH OpraHu3auy

Buenpenne u momnmepxkaHme KOPIOPATHBHOM KYJBTYPHL M COIHMANbHON
IONUTHKY, CHCTEM MOTHBalMM, 3(QQEKTHBHOCTH, OLEHKH M pa3sBHTHA
IIepcoHaa

Brenpenwe u mnomnepkaHHe CHCTEMBI OpraHHM3allMH TPYAA M  OILIATHL
nepcoHana

Ympasienve BHEIAPEHHEM MpOrpaMM M IPUHIMIOB CTaHIAPTH3ALMHY,
YyHUGQUKANKMY, aBTOMATH3AlHM IPOLECCOB YIPABIEHHS IIEPCOHANOM H
Oe30macHBIX yCIOBHH Tpyaa

Opranusanus DNpOBENEHHS ayJMTa M KOHTPO/UIMHIA B  YIPaBJIeHHH
[IEPCOHAIOM
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IlocTanoBka  3amad  PYKOBOAWTENSM  CTPYKTYPHBIX IO Ipas/ielieHuH,
OIpelle/ICHUE MaTepUalIbHO-TEXHHIECKUX PECYPCOB I HX BBIIOJIHEHMS

HeobxonuMele yMeHHS

IlpousBoauTh aHAMM3 [EATENBHOCTH IO YIPABICHHIO  IIEPCOHAIOM,
pa3pabaTsIBaTh mokasarenu 3G (HEeKTHBHOCTH PabOThI

PaccuuThiBaTh 6r0/DKET B 00aCTH yIIpaBIIEHHS IEPCOHATIOM

Onpenenars 30HBI OTBETCTBEHHOCTH PabOTHHKOB M MOMPA3/ICICHHHN, CTABATE
3a[la4¥ PYKOBOIHTEISIM IOApasfeNeHui H 0OecIeduBaTh PECYPCH It X
HCHOJHEHHUS

HHTEpPEChl OpraHH3allid B TOCYJApCTBEHHBIX OpraHax, Hpo()eCCHOHANBHEX
COI03aX M APYTHX NpPEACTaBATENHHBIX OPTraHaX PaGOTHHKOB, H OPraHM3AIMMIX
II0 BOIIPOCaM IepcoHaia

YUpaBleHHd nepcoHasloM
1IpoBOXHTE ayAT U KOHTPOJUIMHT B 06J1aCTH YIIPaBJICHHS IIEPCOHAIOM

QOopMHpOBaTh H IIPOBOJMTb COLHMAIBHYI0 HONHTHKY H  CONUAILHBLG |
IPOTPaMMBI

3aKYTIO9YHYIO JOKYMEHTAIIHIO

CobmroaTE HOPMBI 3THKH JIEIOBOIO OOIEHHS

Heo6xonuMEele 3HaHUS

Meroze! ynpasiierus passutueM H 3pGEKTHBHOCTBIO OPraHU3ANH, METONb!
aHaIM3a BBIIOJHEHHS IJIaHOB H IPOrpaMM, ONpPeIeICHHI HX SKOHOMHUYECKOMR
s dexkTuBHOCTH

Opranuzanms ynpaBiieHUs pa3BHTHEM OpraHH3aIHH

Teopun ynpasnesus opraHu3amyelf, NONMHTHKA M CTPATETWs YIIpaBIeHHs
[IEPCOHATIOM

Meronsl anmanmu3a BRIIONHEHHS IUIAHOB M 3a1ad, ONPENENEHHS HX
9KOHOMUUECKOH 3P PEeKTHBHOCTH

MeTozb1 OEHKH, Pe3yIbTaToB i 3G eKTHBHOCTH Tpyaa

Mertonst BHCAPCHHUS CUCTEMBEI YIIPABJICHHUS [IEPCOHAJIOM

OcHOBBI paboTHI 10 TPOdHOPHEHTAIUY

MeToauKH IIaHHPOBAHKS B IPOTHO3MPOBAHKS IOTPEGHOCTH B IEpCoHane

L[CJII/I, CTPaTCruid pa3BUTHA U OM3HEeC-IUIaH Opra’Husanmuu

Teopuu 1 MeTons! hopMHEpOBaHHIO GPeHIa OPraHU3ANUN

TpeboBannus oxpaHs! # 6e30MacHBIX YCIOBHI Tpyaa

MCTOI[HKH pa3pa60TKn H BHCAPECHHUA JIOKAJIbHEIX HOPMATHBHBIX aKTOB
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CIIOpOB )

OCHOBHI COITMOJIOTHM, IICHXOJIOTHH, 3KOHOMMKH TpyJa H yI—IleBnerf{
COIMATBHBIM Pa3BHTHEM OpTaHH3aIHH -

Mertoasl  NpOBENEHHS  COIMMOJIOTHYECKHX  HMCCIIEIOBAHUI, '"‘ﬁ;"};;;ﬁ;,[
0OIIECTBEHHOTO MHEHHS

TexHoNIOTHM HpOBEACHHA AyIuTa H KOHTPOJUIMETA B  yIpaBlICHHH
TEPCOHATIOM _

Ilopsmox ~ mpoBeleHWs  3aKYNOYHBIX  IpOHENXYP H  O¢opMieHHs
COIIYTCTBYIOMIEH JTOKYMEHTAIHH

YIIpaBIeHHS IePCOHATIOM
CTpyKTypa OpraHu3aiym

Poccuiickoit Qenepanny, B 9aCTH BEACHH TOKYMEHTAIUH 10 IEPCOHATY
OCHOBBI HAIOTOBOrO 3aKOHOAATENbCTBA Poccuiickoit denepanum
OcHOBBI MHTPalIOHHOTO 3aKoHOJaTenscTBa Poccmiickoit ®enepamuy, B
9aCTH IPHBICYCHHS M TPYJOYCTPOHCTBA MHOCTPAHHBIX I'PAXIAH H JIHI[ Oe3
IpaXIaHCTBA

OCHOBBI aMHHHCTPATHBHOTO 3aKOHOJATENECTBA B OONACTH  YIIpaBIEHMS
IIEPCOHATIOM M OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHIL

3axoHoAaTenbcTBO Poccniickoit Oenepanyy 0 NEPCOHAIBHBIX JAHHEBIX
'Tlopsok 3akmodeHus JOroBOpOB (KOHTPAKTOR)

JloxapHBIe BOPMATHBHBIE AKTHI B 00JIACTH YIIPABJICHUS IIEPCOHAIOM

HopMBI 3THKH A€710BOr0 00IIEeHAS

BazoBsie OCHOBBI HHPOPMATHKH, CTPYKTYpHOE HOCTpOeHHe |
HH(QOPMAIMOHHEIX CHCTEM H 0COOEHHOCTH pabOTHI C HUMH

Jlpyrue xapaKTepHCTHKH

3.8.3. TpynoBas dpyHxius

AIMUHHCTPHPOBaHKE [IPOIIECCOB U VpoBeHs
HanmeHnoBanue | JOKYMEHTOOOOPOTA 10 CTPATETHIECKOMY Kox | H/03.7 | (momypoBess) 7
YIIPABJICHUIO IEPCOHATIOM OpraHHU3alHA KBaHGHKAKH

[Mpoucxoxnenue TpyI0BOH
PyHKuvH

Opururan X 3aMMCTBOBAaHO U3 OpUIMHANA

Kon PeructpammonHsIit HoMep
OpHruHana MpOoPecCHOHATLHOTO CTaHaapTa

TpynoBbie neAcTBUS

Ananu3 mpomeccoB JOKyMEHT0000pOTa, JIOKAIBHBIX JOKYMEHTOB MO
BOIIPOCAM  YNPABJICHHA IEPCOHAIOM, OH3HEC-IIPOLECCOB OpraHH3aIHy,
YIOBIETBOPEHHOCTH IIEPCOHAIA

JloxyMeHTanoHHOe 0QOpPMIICHHE PEe3YIIBTATOB YIPABICHHS IEPCOHANIOM, €ro
aynuTa, paboThI CTPYKTYPHBIX IIOJpa3AeICHIH

JIOXyMEHTATMOHHOE ¥ OpPraHU3allMOHHOE COIPOBOXAEHHE CTPATETHYECKOTO
YIIpaBJICHHS IEPCOHAJIOM H pabOThI CTPYKTYPHEIX HOApa3IeIeHui

IToaroroBka NpeaoXeHAR MO Pa3sBUTHIO CHCTEM YIIPABICHHS IIEPCOHATOM,
0 HEOOXOIMMBIM KODPEKTHPYIOIIMM M HpPEeBEHTHBHBIM MepaM H Mo

TTOBBINIEHMIO 3P PEeKTUBHOCTH paboThl CTPYKTYPHEIX OApa3AeIeHmH
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CTPYKTYPHBIX IOApa3/ie/ieHuH, CPaBHEHNE U aHAIH3 IIPOLIECCOB, PE3yIIBTATOB
YIPaBICHYECKHX MEPOIpPHATHH, ONpeAeNeHre (AKTOPOB, BEI3BIBAIOMIHX
OTKJIOHEHWE OT IUIAHOBBIX IOKa3aTeNleit

CornacoBaHme ¥ KOHTPOJIb JOTOBOPOB IO BOIPOCEM M  CHCTEMAaMm
CTPAaTerHdeCcKOro  yNpaBleHHs [epCOHATOM H  paboTe  CTPYKTYpHBIX
IOApa3/Ie/IeHHH, OPraHU3alks MPOUEAYD 110 UX 3aKMIOYEHAI0

[TogroroBska PE3yIBTATOB aHAIM3a COOTBETCTBUA OPraHMU3AIlAM U OILIATEH
TpyJa nepcoHajia YCIICHIHBIM KOPIOpaTHBHEIM NpPaKTHKaM

AEHCTBUSL CHCTEM CTPaTerH9eCKOro YNPABIEHHS MNEPCOHANIOM H paGoTH
CTPYKTYPHBIX HOApa3IeeHUH i

Heobxomumble ymeHus

AHanu3upoBath, paspabaTsBaTh ¥ 0GOPMIATE JOKYMEHTHI IO IIponeccaM u
pesynpTaraM  yIOpaBJ€HHs  IOEpcoHaloM u  pabore CTPYKTYPHBIX
IIoApa3acIeHuN

HprHV[CHSITL METOJEI aHAJIN3a 6PI3HCC-IIpOI.IeCCOB oprapmsampu =~~~

Ompezgensts mporpaMMbl — TOCTHXKEHHS ILlelelf M peNIeHHs 3anaq |
[oApasaeeHui

IIpoBOJHTE ayUT CHCTEMBI YIIPABICHUS IEPCOHATIOM

HpOBO,I{HTB KOHTPOJUIMHI' CHCTEMBI YIIPABJICHHA IEPCOHAIIOM

KonTpomupoBats OIOIDKET Ha IepCOHAN W YIPABIEHHE pACXONaMH Ha
IepCOHAN

OpFaHHSOBBIBaTB CONPOBOXKACHUE JOTOBOPOB IIO BOIpPOCaM ynpa.BJICHI/Iﬁ
ICPCOHAIOM, BKIIIOYAS NIPEABAPUTEIIHLHBIC IPOLIEAYPEI IO UX 3AKJTFOYECHUIO

AOrOBOPEI MOCTABIIHKOB YCIYT

HpOBOIIHTL NEpECroBOPEI H  IIPEACTAB/IATE HMHTCPECHl OPraHM3alluUd B
TOCyNapCTBCHHBIX  OpraHax, HpO(l)CCCI/IOHaJIBHBIX COO3ax H Apyrux
OPENCTABHTECIBHBIX OpraHax pa60THI/IKOB' A Opra"mu3aiyiax I1o BOIIpOCamM
IIepcoHaIa

Bectu enoByio nepenucky

Pa6orats ¢ mH(pOPMAIMOHHEIME CHCTEMAaMH B 6a3aMH JaHHBIX 110 IIepCoHalty,
CHCTEMaM  YNpPaBIEHHS [EPCOHAJIOM M OpraHH3alMH  JEATEIBHOCTH
CTPYKTYPHBIX TOApa3ICICHU#H

ObecmeurBaTte  KaJpoBOe  JENONPOM3BOACTBO M JOKYMEHTAIMOHHO®
CONPOBOXEHHE IPOLECCOB [0 YUPABIEHWIO IIEPCOHAIOM H  paboTe
CTPYKTYPHBIX ITOJpa3acIeHui

OpraHusoBEIBaTE XpaHEHHE NOKYMEHTOB B COOTBETCTBHH C TPEGOBAHMIMY
TPYZIOBOTO M apXHBHOIO 3aKOHOJarenscTBa Poccmifckoit Denmepanum u
JIOKaJIbHBIMH aKTaMH OpraHH3alliHy

CobmonaTs HOPMEI 3THKH [€JI0BOr0 OBIIEHUS

HCO6XO,ZII/IMBIC 3HaHHUA

Kopropatusras Kynerypa, conManbHas NOJMTHKA, CHCTEMB! MOTHBAIHH X |
30 (GEKTHBHOCTH yIpaBJIeHHs NEPCOHANIOM

Meronpt ynpasnenus passutreM H 50 (GEKTHBHOCTBIO OPTaHH3AIlHH, METOIE]
4HaIN3a BBIOIONHEHHUA IUIAHOB U IIPOTPaMM, OLpPENEICHHS HX S3KOHOMMYECKOM
sddexTrBHOCTH

Metoner mpoBeneHms ayamra, KOHTpONS OIEPATHBHBIX ynpaBnquecxnxf

NPOIIECCOB, CONMOJIOTHYECKUX UCCIICIOBAHHM I

Bu3sec-1IaH U GU3HEC-IPOLECCH OPTAHM3AINE l
BromxeTHOe IPOEKTHPOBAHHUE |
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Opranu3anoHHOe IPOEKTHPOBAHHE

(DOPMBI, METOOBI M CHCTEMBI MATCPHATIBHOIO H HEMATEPHAIIBLHOIO

CTHMYIMpOBaHHS TpyganepcoHara
CucreMsl CTaH/apTOB Io fuzHec-nporeccam, rpodeccusm
(cmenmanbHOCTAM), HOpMBITPY#AR

MCTO)IBI aHaJIM3a KOJIHYCCTBEHHOI0 M Ka9€CTBEHHOI'O COCTABA IICPCOHAIa

Kanposas monureka oprapmsamid

ITopsimox ¢opMupoBaHMs, BeleHHUS OaHKa [JaHHBIX H IPEIOCTaBIICHHS
OTYETHOCTH II0 CHCTEMaM YIIpaBIEHUs [IEPCOHAIIOM H palbore CTPYKTYPHBIX
oapa3ieneHui

OCHOBBl  TOKYMEHTAallHOHHOTO  00€CIEYEHHs, MOPSAOK  OQOpMIIeHHS
JOKYMEHTOB, IpeI0CTaBIAEMBIX B TOCYJapCTBEHHEIE OpraHEl
npodeCcCHOHABHEIE COIO3BI, O0IIECTBEHHBIE OpraHU3aliK

Llenu u cTpaTerus pa3sBUTHS OpPraHU3alUK

[lopsimok ~ TpoBeleHMs  3aKYNOYHBIX ~ NPOHEAYP M OdOPMICHHS
CONYTCTBYIOMEH JOKYMEHTAIMA

HopMaTuBHEIE @paBOBBIE aKTHI, pETyJIHpPYIONIHE IpaBa H OOS3aHHOCTH
rOCYapCTBEHHBIX OPraHOB W OPraHM3alUM IO NPENOCTABICHUIO Y4ETHOM
JOKYMEHTAIMH

CrpyxTypa opraHu3aluM M  BaKaHTHBIE JODKHOCTH  (mpodeccuw,
CHEIUATIBHOCTH)

TpynoBoe 3aKOHOAATENBCTBO M HHEBIE aKThl, COAEPXKAIME HOPMBI TPYAOBOTO
paBa

OCHOBBI apXHBHOTO 3aKOHOJATENBCTBA W HOPMATHBHBIE IPABOBBIE AKTHI
Poccuiickoii QPenepanny, B 9aCTH BeICHHS JOKyMEHTAIHH 110 IEPCOHAIY

OCHOBBI HAIOT'OBOTO 3aKoHOAaTenbeTBa Poccuiickoit Penepanun

OCHOBBl MUI'DallMOHHOIO 3aKOHOIATenbcTBa Poccuiickod Penepanum, B
9JaCTH TIPUBIIEYECHHS M TPYAOYCTPOMCTBA MHOCTPAHHBIX IPaXJaH M JMI Oe3
IpaXIaHCTBa

OcHOBHI AIMUHHCTPATUBHOI'O 3aKOHOOATC/IECTBA B obacTh YapaBneHus
TICPCOHAJIOM B OTBETCTBCHHOCTH JOJDKHOCTHBIX JIHIL

3axonomarensctBo Poccriickoi @enepanuu o mepCcoOHANBHBIX TaHHBIX

JlokaipEble HOPMATHBHBIC aKThl OpraHM3alliM B OONACTH yupasieHHs
MEPCOHATIOM

Ilopsnox 3axmodeHus JOroBOpoB (KOHTPAKTOB)

Hopwmzel 3THKH AenoBOro obImeHns

bazoBrie OCHOBBI uHpOpMaTHKH, CTPYKTYpHOE IOCTPOCHME
HH(GOPMaNMOHHBIX CUCTEM B 0COOEHHOCTH paboThl C HUMHU

JlpyrHue XxapakTepUCTHKH

IV. CBenenns 00 opranu3anusx — paspadoTynkax npogeccHoHaJbLHOro CTaHAapTa

4.1. OTBeTCTBEHHAS OPraHH3ALUA-Pa3paboTHHK

O6mepoccuiickoe 06benuHeHre paboronarenet «POCCHMCKUHM COI03 NPOMBIILIEHHHKOB U
npeUpHHAMATENEHy, ropox Mocksa

VicnosmuurensHbli BUle-npe3suacHT Kysemun [IMutpuit Bragumuposua

4.2. HamMeHOBaHHA OpPraHU3anHi-pa3paboTINKOB

|

1 | AHO «HammoHansHOE areHTCTBO pasBHTHS KBaIM(HKANHiL», ropox Mockea
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2 | Accomnanus (Coro3) «Accouuanys KOHCYJIBTAHTOB I10 II0A00pY NepCoHaay, ropoa Mocksa

3 | Ipynna HeadHunter, ropox Mockpa

4 | 3A0 «KPOK MHKOPITIOPEUTE], ropox Mockga

5 | UadopmanmonHo-anasmTrdeckuit nentp «Kanpossii lozopy, ropog Mocksa

6 | MI'O «OIIOPA POCCHMH», ropox Mocksa

7 | MexnaynapoHas accOIManys NeJ0BOr0 COTPYAHHYECTBa, ropox Mocksa N

8 | HOUY IO «MHCTHTYT NpodeCCHOBANBHOTO KaipOBHKa», ropox Mockea i

9 | HII «Accomumamus Esponetickoro 6uznecay, ropox Mocksa

10 | HIT «BKK — HarmoHabHbIA CO03 KaJpOBHKOBY, ropoJ Mockea

11 | HII «Mexaynaponsni anbsc « Tpynosas MArpanusy, ropo Mocksa

12 | HII «HanuoHansHas accoluanys OQUCHBIX CIENHATICTOB U aIMHHECTPATHBHEIX PaGOTHUKORY,
ropol Mocksa

13 | HIT MHO «Acconmanus MeremxepoB Poccuuy, ropos Mocksa

14 | HII CYPO «Haunonansnas kordenepanus «Pa3BuTHe J€0BEIECKOr0 KalMTaNa», Lopox
Mocksa

15 | OAO «BOAHX» (I'AO BBII), ropox Mocksa

16 | OAO «I"asnpom HedTh-HoBoCHGMpCKY, ropox HoBocubupck

17 | OAO «Ob6neMHEHHAs CYTOCTPOUTENbHAS KOPIOpalus», ropox Mocksa

18 | OAO «PX», ropog Mocksa

19 | OAO «Caxamun Onepmxu UapectmenT Komnanmy, ropon IOxuo-CaxanuHck

20 | OAO «TataedTte» umenu B.JI. Hlammua, ropox Kasans

21 | OAO «Hayguno-mpou3sBoscTBeHHOE 06benunenne «Haykay, ropoq Mocksa

22 | 000 «LG Electronics Rus», ropog Mocksa

23 | 00O «buznec Icuxonorn SHL Russia & CIS HII», ropoa Mocksa

24 | OO0 «UT-CKy, ropox Mocksa

25 | 000 «Jlyxoin-UmxuaupuHry, ropox Mocksa

26 | OO0 «OKbB 3enuty, ropox Mocksa

27 | 000 «lletpomrym Tpeiiauary, ropox Mocksa

28 | 000 «Ilomurpad-3ammray», ropox Mocksa

29 | 00O «Ilentp kanpossix TexHoNnorHi — O6ydenue. Craxuposku. Tpya0yCTPORCTBOY, ropox
Mocksa

30 | Poccuiickoe mpencrasutensctBo «Coleman Services UKy («Koymvar CepBucusy), ropon
Mocksa

31 | ToproBo-npoMeinuieHHas najgata Poccuiickoii ®enepanuu, ropog Mocksa

32 | ®I'BOY BIIO «MockoBckuit rocynapcTBeHHbIH yHEBepcHTeT HMerr M. B. JloMoHOCOBa,
[IIxona gupeKTOpa M0 MepCcoHaIy, ropox Mocksa

33 | ®I'BOY BIIO MCY, ropoa Mocksa

34 | ®I'bOY BIIO M3CH, ropoa Mocksa

35 | ®I'BOY BIIO Crbupckuii rocynapcTseRREI yauBepcuTeT myTeit coobmerns (CI'VIIC), ropox
HoBocubupck

36 | ®I'BY «Hayuro-HCCIEN0BATENBCKAR HHCTHTYT TPYAA H CONUATBHOIO CTPAXOBAHHS»
Munucrepcrsa Tpyaa B conmanbHOR 3amuThl Poccriickoit ®epepanuu, ropoa Mocksa

37 | ®I'VII «Ilogra Poccumy, ropox Mocksa

38 | ®K «Ypancuby, ropoq Mocksa

! Oﬁmepoccmicmﬁ KIIacCHPUKATOD 3aHATHIA.
O6mepoccnﬁcmﬁ KJ1acCH(HKATOP BUNOB SKOHOMHYECKOH JeSTeTHHOCTH.
Ezmm,m KBIH(HKAMOHHLI COPABOTHHK I0JDKHOCTEH PYKOBOAUTENEH, CIIELMATHCTOB | IPYTHX CIy/KAIIUX.
O6mepoccpmcmﬁ KIaccuprxaTop npodeccuit pabounx, TODKHOCTER CIlyKalIMX M TAPUDHEIX PaspAIOB.



