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perucTpaiuoHHbIi Ne 39362).

3. VCTaHOBHTB, YTO HACTOSIIMIMA IpHKa3 BCTymaeT B cwiy ¢ 1 centsbpsa 2022 r. u
neiicryet mo 1 cerri6ps 2028 r.
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YrpasneHue NepcOHAIOM OpraHH3aluu [ 07.003 |

(HaMMeHOBaHKe BHAA IPO(ECCHOHANLHOM AeATENLHOCTH) Kon

OcHoBHas LIEIb BUAA HpO(i)CCCHOHaHBHOfI JeATCIBHOCTH:

O6ecneuenue 3¢ PekTHBHOTO PyHKIIMOHUPOBAHHS CHCTEMBI YIIPaBICHH IEPCOHATIOM A NOCTHKCHUA
uenel oprauu3andf

['pynna 3aHdaTui:
1212 Ynpasisomue TpyAOBEIMU 2423 CroenuanucTsl B o6nacTi noabopa 1
pecypcaMu HCIIOJIb30BaHN IIEpcoHaja
2424 CoenuamicThsl B 0651acTi - -
HOATOTOBKH ¥ pa3BUTHS
nepcoHana

(xonm OK3!) (HaMMeHOBaHME) (xox OK3) (HarIMEeHOBaHUE)




OtHecenre K BHIaM SKOHOMHYECKOM JIeSITETbHOCTH:

101-99 . Bce BHIBI 5KOHOMHYIECKOH AEATEIBHOCTH

(xog OKB2/1%) (HarMeHOBaHHE BHJA IKOHOMHYECKOI AEATENLHOCTH)
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III. XapakTepucTuka 06001eHHBIX TPYAOBBIX (PyHKIHI

3.1. O60o6mennasn TpyaoBas GyHKuus

OKYMCHTAIITMOHHOC obecriegeHre paboTHI
Haumenosanue A alt P ¢ Kon A Yposeib 6
NepCOHAJIOM KBaMHKaIMu
TpoucxoxaeHue 0606meHHOMH CTB
p I i Oprusan X 3aMMCTBOBAHO U3
TpyHoBo# GyHKUKH OpHTHHalIa
Kog PerucTpatiyoHHEIH HOMED
OpHIMHANA TIpO(EeCCHOHANBHOTO
cTaHaapTa
Bo3moxHEIe Crnenuanuct 1o o¢pOopMIICHHIO TPYIOBBIX OTHOLUIECHHHA
HaAaUMCHOBaHHA Cnexmanncr I10 JOKYMCHTAIlHOHHOMY obecreYeHHIO nepcoHaina

JoJDKHOCTEH, mpodeccHii

Cnenuanuct no NepcoHay
Crenmanuct no Kajgpam

TpeboBanus K
o0pa3oBaHMIO U
00y4JeHHIO

Cpenuee npodeccHoHaTBHOE 06pa30BaHKE — IPOTPAMMEI TOJATOTOBKH
CIIENMAICTOB CPEAHETO 3BEHA M JONOHUTEIFHOE IPOdECCHOHAIBHOE
o0pa3oBaHHe — POrpaMMBI IpodecCHOHANBHOM NEPENOATOTOBKH B
00JIacTH yIpasJieHHs IIEPCOHAJIOM A B 001aCTH JOKYMEHTAL[MOHHOIO
obecnevenus paboTHI C IEPCOHATIOM

WIH

Bricmee oOpa3oBaHue — 6akanaBpuaT

WA

Bricmee o6pazoBanne (HenpopwibHOE) — OakanaBpHaT H JONOJHUTENBHOE
npodeccroHaIBHOE 00pa3oBaHHE — IPOrPaMMBI IPOGECCHOHATLHOR
HEPENOArOTOBKH B 00JIaCTH yNpaBIIeHHs IEPCOHANIOM MM B 0071aCTH
JTOKYMEHTALMOHHOr0 obecnedeHus paboThl ¢ IEPCOHATIOM

TpeGoBaHus K ONBITY
TIpaKTHYECKOi pabOTEI

He menee Tpex jieT B chepe yInpaBieHHI NEPCOHATIOM IIPH HAJTMYHH
cpeiHero npodeCCHOHAIBHOrO 00pa30BaHus M JONIOJIHATENLHOTO
npod)eCCHOHANIBHOT0 06pa3oBaHus — IPOrPaMM IPO(eCcCHOHATBHOM
TIepenorOTOBKH B 00J1aCTH YIpaBJICHHUs IEPCOHATIOM MM B 0671aCTH
JOKyMEHTAIIOHHOTO 00ecneueHns paboThl C IEPCOHATIOM

OcoO0ble ycoBUsS
JIOIycKa K pabore

Jpyrue XxapakTepHCTHKH

JlonoHATEbHbIE XapaKTEPHCTHKH

HauMeHOBaKHe ZOKyMEHTa Kox HaumMenoBanue 6a30B0# rpyIIibL, JODKHOCTH (Mpodeccrn)
. WIM CHeNUAIbHOCTH
OK3 2423 CuenuatucTtsi B 00s1acTit Noadopa U HCNOJIb30BaHMSA
HiepcoHasa
EKC? - CHenHaIMCT 1O Kaapam
- MeHemkep IO NEPCOHATY
OKIIJITP* 26583 CHelnsamcT 0 Kaapam
OKCO’ 5.38.03.02 | MeHeaXMEHT
5.38.03.03 | YnpaBieHue nepcoHaIoM




3.1.1. TpynoBas pyHKIHUS

Beznenue JOKyMEHTALIHH TI0 YYETY W IBHXKCHHIO Yposenb
HaumeHoBaHuUE nepcoHala Kon: A/01.6 | (momypoBeHb) 6
KBaNUpHKAMH

TpoucxoxneHue Tpyao0BOi
GyHKLTH

X 3auMCTBOBAaHO U3

Opurusan
OpUTHHANa

Koxn PeructpaoHHbIH HoMEp
OpUTHHAIA podeccuoHAILHOTO
cTaHmapTa

TpynoBsle AelcTBUA

CG6op ¥ mpoBepKa JIMYHEIX JOKyMEHTOB pa0OTHHKOB

KoHcynpTupoBanHe paGOTHHKOB 1O BompocaM OQOpMICHHS TpPYAOBBIX
OTHOINEHHH

OdopMmieHre JOKYMEHTOB, DETTIAMEHTHPYIOMIUX TPYJAOBblE OTHOLICHHSA C
KOHKpPETHBIM pabOTHUKOM

IloaroroBka u oxbopMneHne II0 3ampocy paﬁoTHI/IKOB U JOOJDKHOCTHBIX JIMIL
KOHI/IfI, BBEIITACOK H3 KaJIpOBBIX JTIOKYMEHTOB, CIIPABOK, nmbopmalmn 0 CTaxe,
JIproTax, rapaHTuAX, KOMIOCHCAUAX M MHBIX CBEJICHUI O pa60'mmcax

Brinaua paGOTHHKY JOKYMEHTOB O €r0 TPYIOBOH JAeATENbHOCTH

HOBGJ_ICHI/IC O CBCACHUA pa6OTHI/IKOB OpraHM3alMOHHBIX, PAaCIIOPAAUTEIBHBIX 1
KaJapOBbIX JOKYMCHTOB OpraHu3anufd

Benenue  ydera, TpPEeAYCMOTPEHHOIO  TPYJAOBHIM  3aKOHOJATEIHCTBOM
Poccuiickoii ®epepanun

PCI”I/IC’I‘paIII/IH, YU€T, OIIEpaTHBHOC XPAHCHUEC KaAPOBBIX IOKYMCHTOB, IOAI'OTOBKa
HX K CJa4€ B apxXuB

PaGota B KOpHOpDAarMBHBIX M BHEIIHMX MHQOPMAIMOHHBIX CHCTEMax M
HCIIONB30BaHNE NUQPOBBIX CEPBHCOB, BHINONHAIOMMX (QYHKIMH BeJCHH
JOKYMEHTAIMH 10 JBIKSHHIO M y4ETy IIEPCOHANA

Heob6xonumMeie
yMeHUus

JIoKyMEHTHPOBATh TPYAOBBIE OTHOIIEHHS Pa3IMYHbIX KAaTeropuil padOTHHKOB H
CrleNUANBHEIX CyOBEKTOB TPYHAOBOroO IpaBa B COOTBETCTBHH C INECHCTBYIOIIHM
3aKOHOJATeNHCTBOM Poccuiickoit ®efepaluy, periaMeHTaMH (CTaHIapTaMH)
JIOKYMEHTOOO0pOTa OpraHH3alluK

BHISBISTH OIIHOKH, HETOYHOCTH, HCIIPABIIEHHs U HEJJOCTOBEPHYIO HHPOPMALIHIO
B JIOKyMEHTaXx, Olpe/Ie/ATh MOITMHHOCTD NPEACTABIEHHEX TOKYMECHTOB

BecTH ydeT M perHcTpanMio JOKYMEHTOB B HH(OPMAUMOHHBIX CHCTEMaX M Ha
MaTepHaIbHBIX HOCHTEIAX

Pa6Gorare co CIICIIHATM3HPOBAHHBIMHI I/IH(bopMaIII/IOHHBDVII/I CHCTEMaMH H
IIH(I)pOBBIMI/I CCpBHCAMH IO BEJICHHIO yuCTa U JBIDKCHHIO IIEPCOHAJIA

BectH [eNOBYyI0 IEPENHMCKY, HOKyMEHTOOOOpOT, —periaMeHTHPOBAaHHbINA
3aKoHOZaTeIbCcTBOM Poccuiickoi Peepanun B 061aCTH TPYAOBBIX OTHOIIEHHH,
¢ pabOTHUKaMH, BHEINHMMH KOHTParcHTaMH ¥ IpakJaHaMu

O6ecmeunBarh CcoONMOJeHHe TpeOOBaHMH 3aKOHOIATENLCTBA POCCHIACKOM
denepanuu ¥ KOPIOPATUBHEIX NONHTHK B 00/1acTH 00pabOTKH NEPCOHANBHBIX
JaHHBIX ¥ KOHQHACHIMATPHOMK HHOpMalUK

Co6moiaTh HOPMBI 3THKH JET0BOT0 OOIIECHHS]

HeobxoaumMbie
3HAHUA

Tlopsaok ohopMIeHHs, BEACHUS H XPaHEHHS JIOKYMEHTOB HO O(OPMICHHIO
TPYZIOBBIX OTHOLIEHHH, IO YNpPAaBIEHHMIO MEPCOHAIOM B COOTBETCTBHH C
TpeGoBaHUIMHU 3aKOHOaTeNbCTBA Poccutickoi Qenepaliiii 1 KOPHOPaTHBHBIMK
IOJTUTHKAMH

I{enn 1 3aayM OpraHU3alHH 110 IOCTPOSHUIO CHCTEMBI odopmIeHHs TPYIOBBIX
OTHOIIEHHI




TapudHo-KkBaMPUKAIHOHHBIE CIPaBOYHMKK paboT W mpodeccuii paboumx u
KBaJIH()UKAIIMOHHEIE XapaKTepUCTHKH JOJDKHOCTEH CIyXauuX,
npodecCHOHATBHEIE CTaHAAPTHI

Coenuanu3upoBaHubie HHPOPMAIMOHHBIE CHCTEMEI, IM(OPOBEIE YCIYTH H
CEPBHCHI 10 BEJCHHAIO YY€Ta H ABMXCHHUIO IEPCOHANIA, IPAHHLIBI KX IPHMEHEHUA

OcHoBHEIE MCTPHKH H AQHAIIUTHYCCKUEC CPE3BI B obnactu ABHIKCHHUA B YyUCTa
nepcoHajia

Iopsimok o¢opMiIeHNs YCTAHOBIEHHBIX 3aKOHOHATENHCTBOM Poccmiickoit
@epepanuu GopM OTIETHOCTH B rOCYIapCTBEHHBIC OPraHbl

TpeboBanus 3akoHOmaTenscTBa Poccuiickoit ®Peneparmuu mo ohOpMICHHIO
TPYAOBBIX OTHOIICHUM, BOMHCKOMY YYETY, YBEAOMJIEHWIO U TPEICTABICHHUIO
OTYETHOCTH B FOCYJIapCTBEHHBIE OPraHbl CIIENHANBHBIX KaTeropHit paGOTHHKOB:
HMHOCTPaHHBIX paOOTHHUKOB H JHI 6€3 rpaXJaHCTBa, HHBAJIMIOB, JIUII, HMEIOIHX
rapaHTHH H JIbIOTHI, YCTAHOBICHHBIE 3aKOHOJATENBHO, B APYTHX CIICIHHATBHBIX
KaTeropui

HopmatuBHEIE TIpaBOBBIE aKThHI, OINpEAEAIONHE HOPMEI TPYJAOBOTO IIpaBa
Poccuiickoit ®enepanun

3akoHomarenscTBO  Poccmiickoit  ®emepammn 00  MHIWBHIYaTBEHOM
(mepcoHnGUIMPOBAHHOM) Y4eTe B CHCTeMe o00A3aTeNbHOr0 MEeHCHOHHOrO
CTpaxoBaHUs

3akoHOATENECTBO PoccHiickoll @denepauyu 0 NEPCOHAIBHBIX JaHHBIX

JlokanpHBIE HOpPMATHBHBIE aKThl OpraHHM3alMH, peryjJupylomue IOpSIIoK
odpopMiteHHsT pacHOPANMTENBHBIX H OPraHM3alHOHHBIX JOKyMEHTOB TIO
nepcoHaTy, 0(hOPMJICHHIO TPYAOBBIX OTHOIIECHHIH

IlpaBuna BeeHHs AETOBOM MIEPEIHCKA

HopMs1 5THKM JI€10BOr0 OOIEHMS

Hpyrue

XapaKTCPUCTHKH

3.1.2. TpynoBas pyHKnusa

Pa3paboTka THIIOBBIX (popM JOKYMEHTOB 10 YUETY VposeHs
HammeHoBaHHE @ M IBHDKEHHIO IIEPCOHAJIA, COPOBOXACHHE Kon | A/02.6 | (moxypoBeHs) 6
nponeayp oGopMiIeHNs TPy IOBLIX OTHOIICHUMN KBaIHUKALHH

Tpoucxoxaenue TpyaoBoi
(yaxumn

X 3auMCTBOBAHO U3

Opurnsal OpHTHHaja
Kon PerucTpaliioHHELI HOMED
OpHTHHaJAa po¢ECCHOHATTBLHOTO
CTaHHapTa

TpynoBele AelcTBHA

Pa3pa60TKa IIPOCKTOB JIOKAJIbHBIX HOPMATHBHBIX aKTOB OpraHH3aluu,
PEryJupyromux TpyA0BbIC OTHOIICHHS

PaspaboTka MpPOEKTOB JOKYMEHTOB 1O OGQOPMIECHHIO TPYAOBBIX
OTHOIIEHUH ¢ KOHKPETHEIM PabOTHUKOM

IMoaroToBka NpeIOKEHHH MO0 ONTHMH3aMUH (GOpPM IOKYMEHTOB H
1 poBU3aNUH JOKYMEHTO000pOTa OpraHu3aly B 0611acT 0OpPMICHHS
TPYJOBBIX OTHOIIEHHH

Iloaroroska IIPOCKTOB JOKYMEHTOB IO IpoHeaypaM yHnpaBlICHHA
IEpPCOHAIIOM, YY€Ta M ABMXKCHHA ICPCOHAJIa

ITogroroska no 3anpocCy rocyaAapCTBCHHBIX OPraHOB, IIPCACTAaBHTCIBHBIX
OpraHoB pa60THHKOB OPUTUHAJIOB, BBIIHCOK, KOIIHH JOKYMEHTOB H




MpPEeNOCTaBlIeHHE B 3JEKTPOHHOM BHAE CBEICHHH, PeriaMeHTHPYIOLIHX
TPYJOBBIE OTHOIICHHS ¥ WMEIOMUX OTHOIDEHHE K periaMeHTaluu
TPYJOBBEIX OTHOIUEHHI

ITonroroBka 3ampocoB B TIOCYOapcTBEHHBIE OpraHbl W CTOPOHHHE
OpraHM3aliy Ui NOATBEPAICHUS CBEJEHHH B MHTepecaX paOOTHHKOB H
paboTronares

IToarotoBka yBeXOMIIEHHH, OTYETHOM, CTATHCTHYCCKON M aHAIMTHIECKOM
rHdopManmy 1o 0OpMIICHUIO TPYAOBHIX OTHOMIEHHIHA

HeobxoaumMeie ymeHus

Pabotars co cnemuaaM3MpOBaHHHIMH HH()OPMAIMOHHBIMH CHCTEMaMH,
HAPPOBBHIMH YCIHYTaMH H CEPBHCAaMM IO BEACHHIO ydeTa U ABIKEHHIO
MePCOHANA, COIPOBOXKAECHUIO TPYIOBBIX OTHOIIECHH I

AHanmu3upoBaTh JIOKANbHBIE HOPMAaTHBHBIE aKTHl M JOKYMEHTHI IIO
o(OpMIIEHHIO TPYIOBBIX OTHOINEHHUH, (OPMHUPOBATh NPEUIOKEHHS IO UX
axTyaJIM3al}H U YIYIIIEeHUIO

OHpClICJISITB CTPYKTYPY U COIEpPKAHUE, TOTOBUTE IIPOCKTHEI HOPMATHBHLIX
JAOKYMCHTOB ¥ TOKYMCHTOB I10 0(1)0pMJICHIfIIO TPYAOBLIX OTHOINCHHUN

OdopMIIATE KaApoOBEIE JOKYMEHTHI B COOTBETCTBUH C TpeGOBaHUAMH
3aKoOHOJaTenbcTBa  Poccmiickoit  @enmepamim W JIOKAIBHBIMH
HOPMATHBHEIMH aKTaMH OpraHHU3alluy

ObecneunBath cobmoieHre TpeOoBaHM 3aKOHONATENBCTBA Poccuiickoit
Qenepayiii, KOPHOPAaTHBHBIX IIOJMTHK B obmacty  obpabotku
IEePCOHAILHBIX JAaHHBIX H KOHGHICHINAIbHOH HH(OopMauu

Bectn ACJIOBYIO IEPEIIUCKY

Co0J1r01aTh HOPMBI 3THKH JI€JI0OBOT0 OOIICHHS

H606XOJII/IMBIC SHaHHUA

HOpMaTI/IBHBIe IPaBOBEIC aKTHI, ONIPEACIIOMNE HOMBI TDYJOBOTIO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA H HOPMATUBHBIC IPABOBBIE aKTHI
Poccuiickoit ®@enepanuu B o6nacTi oopMileHHs, BEICHHUS M XpaHEHUS
JIOKYMEHTOB 110 0OpPMIIEHUIO TPYAOBBIX OTHOIIEHHUH

3akoHomarenscTBO Poccmiickoit ®Denmepanmum 00 HHIMBHIAYAIHHOM
(mepcoHRGUUHPOBAHHOM) YY€TE€ B CHCTEME O0S3aTEIbHOrO IIEHCHOHHOIO
CTpaxOBaHHsI

IMopsoox  opopmiieHHss  TEpBUYHBIX  JOKYMEHTOB A menei
OyxrajiTepckoro yuera B chepe oGopMIIeHAs TPYAOBBIX OTHOLIECHHH

TapudHo-kBaTMpHUKAHOHHEIE CIIPaBOYHHKH paboT U npodeccuit pabodmx
H KBAIU(QUKAIMOHHBIC XapaKTCPUCTHKH JOJDKHOCTEH  CIy)KaluXx,
npodecCHOHATHHBIE CTAHIAPTHI

TexXHOI0r|H, METOIBI K METOTUKH IIPOBEACHUS aHATHM3a ¥ CUCTEMATH3AI[UH
JOKYMEHTOB ¥ HHpOpMaIiu

3akoHogarenscTBO Poccuiickoil Pesepanuy 0 NEpCOHAIBHBIX JaHHBIX

I_ICJIK B 3a1av9i OpraHvsaliu 110 IHOCTPOCHMIO CHCTEMBI OQJOPMJICHI/ISI
TPYAOBBIX OTHOHICHHM

JIoKaJbHBIE HOPMATHBHBIC aKThl OpraHM3alMM B 00JAacCTH OQOPMIICHHS
PacIopsSAMTENFHEIX U OPraHU3alMOHHBIX, HHPOPMalHOHHO-CIPABOYHBIX
JOKYMEHTOB, PETyIMPYIOIHXX TPYOBbIE OTHOIICHHS

CneunajmznpOBa}mme HH(bOpMaIIKOHHBIe CHCTEMBI, Imcbponme YCIYIH U
CEpBHUCHI IO BCACHHMIO Y4Y€Ta M MABHXXKCHHIO HNEPCOHAIa, IpaHMIbl HX
IIPUMCHCHHUA

OCHOBHBIE METPHKH U aHATHTHYCCKHE CPe3bI B 00IaCTH ABIKCHHS H y4eTa
nepcoHaia

IIpaBuiia BeqeHHS AETOBOH EPEINCKH

HOpMBI 3THUKH JCJIOBOI'O oO1menns




| Ipyrue xapakTepucTukn | -

3.1.3. Tpynoras ¢pyHknus

AJIMI/IHI/ICTPHPOBaHI/IC IIPOHECCOB H v
OKYMEHT0060pOTa [0 Y4ETY U ABHKEHUIO DOBCHB
HaumeHoBaHHe AOKyM P yaCTy M 1 Kon | A/03.6 | (momypoBeHs) 6
nepcoHasia, NpeacTaBJICHHAIO JOKYMEHTOB II0 KBaJ'IPIq)HKaI.II/IH
NEPCOHALY B roCyJapCTBECHHBIE OPraHbl
TIpoMcXOXAeHHE TPYLOBOiA Opurusan X 3aUMCTBOBAHO U3
byHKIUM OpUruHaia
Kon PeructpauroHHLIH HOMED
OpHUrMHana PO ECCHOHANBHOTO
craHjapTa
Tpyznoseie neficTBuA Opraumsaius JOKYMEHT0000poTa 10 YYETY H JBIKEHHIO IIEPCOHANA

OpraHn3aunx IPpECACTABIICHUA JOKYMEHTOB 1o [mepconairy B
roCy1apCTBCHHBIC OpraHbl

IMoAroroBka yBeAOMJICHHH, OTYETHOM, CTATUCTAYECKOH 1 aHAIMTHICCKOM
uHGOpPMaIHY 110 IEPCOHALY

IMoaroToska WH(pOPMALKHU O 3aKIFOYCHUH TPYAOBOTO HIIH I'DaXIAHCKO-
NpaBOBOTO [OrOBOpa Ha BHIOIONHEHHE paboT (OKasaHHE YCIYT) C
IPXAaHHHOM, 3aMENIAIONIMM  JO/DKHOCTH  TOCYJApCTBEHHOH WM
MYHHLHMIAIPHOH  CIyXOBI, TepedeHb KOTOPBIX YyCTaHABJIHBACTCH
HOpMAaTHBHEIMH IPaBOBBIMH akTaMH Poccuiickoii Demepanyu

Heo6xomuMble YMEHHS O¢opMIISTh YUeTHbIE JOKYMEHTBI, IPEOCTaBIAEMBIE B TOCYIapPCTBEHHEIE
OpraHbl, IPeACTABUTEIbHbIE OpraHbl paGOTHHKOB

Opranu30BEIBATH XpaHEHHE TOKYMEHTOB B COOTBETCTBHHM C TpeGOBaHUAMM
3aKoHOJaTeldbcTBAa  Poccuiickoit  ®Depepaumm H JIOKAIBHBIMH
HOPMAaTUBHLIMH aKTaMM OpraHH3allMK

Pa6oTath ¢ MH(OPMAMOHHBIMH CHCTEMaMH, OH(PPOBLIMHU YCIyraMH H
CepBHCAMU IO BEACHHIO YUETa U JBHKEHHUIO IIEPCOHANIA

Paborare ¢ MH(OPMALOHHBEIMH CHCTEMaMH LH(POBHIMH YCIyraMH H
CEpPBHCAMH II0 BEACHUIO CTAaTHCTHYECKOH M OTYETHOH MHpoOpManud u
AQHJIUTHKY 110 IEPCOHATY

®opMEpOBaTE NPEIIOKCHAS IO aBTOMATH3AMM M IH(poBH3aLMH
MPOLIECCOB M JOKYMEHTOO0OpOTa IO y4eTy H MABHKCHHIO IEPCOHANA,
NOKYMEHTOB IO MHEpCOHaly IUIA NpPEACTaBl€HHs B TIOCYXapCTBEHHBIC
oprassl

AHamM3UpOBaTh NPaBHIA, IPOIEAYPHI B MOPANOK, PETYJIMPYIOLIKE NpaBa i
003aHHOCTH TOCYAapCTBEHHBIX OPraHOB M OPraHM3alldHM II0 BOIPOCAM
o6MeHa TOKyMEeHTalliel 110 mepcosany

O6ecnequBaTh cobmoaeHne TpeboBaHuil 3aKOHOAATENLCTBA Poccuiickoit
demepanyi M KOPINOPATHBHBIX IIONMTHK B o6nacTe  0OpabOTKH
NEepPCOHANILHBIX JaHHbIX M KOH(GHACHIMATFHO! HHOpMany

BecTtH ne10BYI0 NEPEIUCKY

Co6moaTh HOPMBI 3THKH JIENIOBOro 06IIeHH

HeoGxoauMele 3HaHASA TexHOMOrHU, METOIBI M METOIUKH IIPOBEICHNS aHAIA3a U CHCTEMATH3allHU
JIOKYMEHTOB H HHpOpMaIH

OCHOBBl JIOKyMEHTOOOOpOTa ¥ JOKYMEHTAaHOHHOTO obecmedeHust
OpraHu3aluuy

OpraHu3aloHHas CTPYKTYpa OpraHu3aluu
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TapudHO-KBAIM(pHKALHOHHEIE CIIPABOYHAKH paboT | mpodeccuii pabounx
A KBalM(MKAOWOHHBIE XapaKTEPHCTUKH JOIDKHOCTEH  ClyXKamux,
npodecCHOHATPHBIC CTaHIAPTHI

Cnenpanm3upoBaHHbie HHGOPMALMOHHEIE CHCTEMB], TH(GPOBEIE YCIYTH U
CEpBHCEI 110 BENCHHMIO yd4eTa M IBIDKCHHIO IEPCOHANA, IPAHMIbBl HX
NPHMEHCHHS

OCHOBHBIE METPUKH ¥ aHATUTHYECKHE CPE3bI B 0071aCTH JBHKCHUSA H yIeTa
nepcoHaia

HopMmaTuBHbIE IPaBOBEIE aKTHI, PETyIMpYIOIIME IIpaBa M 00S3aHHOCTH
rOCY/IapCTBEHHBIX OPraHOB, MPEACTABHTENLHEIX OPraHoB PAOOTHHKOB IO
TNPEeI0CTABJIEHHIO YYETHON TOKYMEHTalUH

HOpMaTI/IBHI:Ie IIPaBOBLIC aKThl, ONPCACIIAIONINE HOMEI TPYJOBOI'O Ipasa

OCHOBBI apXHBHOIO 3aKOHOZATeNhCTBA M HOPMATHBHBIE IIPABOBLIE AKTHI
Poccuiickoit @enepanyy B 0061aCTH BeICHHS JOKYMEHTAIIUH 110 TIEPCOHATY

3akonoaarenscTBO Poccuiickoit @eneparyy 0 NEpCOHANLHBIX TaHHBIX

JloxanbHblE HOPMATHBHBEIE aKThl OpraHW3alUH B 00JIacTH OQOpMIICHHS
PaCTIOPSAAUTENBHBIX M OPraHA3alMOHHEIX, HH()OPMAHOHHO-CIPABOTHbIX
JOKYMEHTOB, PeryJINPYIOIIMX TPYAOBLIE OTHOICHHUS

IpaBuia BegeHAs ACIOBOM MEPEIHCKH

HopMsl 3THKH IET0BOr0 0OLIEHMs

Jpyrue xapakTepUCTHKH

3.2. O6o0omennas TpyaoBas GyHKUHsA

HaumMeHOBaHHE

Ipoucxoxaerne 0606meHHOM
TpyAoBO¥ GYHKLHH

JlesiTeMEHOCTD 10 06ECTIEYEHHUIO IEPCOHATIOM Kox B YposeHb 6
KBanuKauuu
Oprunar X 3auMCTBOBaHO H3
OpMI'MHAJIa
Kon PeructpaioHHEIi HOMED
OpHIUHANa 1po¢eCCHOHANBHOTO
CTaHaapTa

Bo3Mo)XHBIE HAUMCHOBAHMS
JoJpKHOCTEH, ipodeccuit

Creuuanuct no noxbopy nepconana
Crenpamict 1o IepcoHary
Menemkep 0 IEPCOHATY

TpebGoBanus K
00pa3oBaHHIO ¥ 00Y4YEHHIO

Briciuee oOpa3oBaHue — OakaaaBpHaT

WA

Bricmee oOpa3zoBanue (HenpoduibHOE) — OakanaBpuar U
JIOTIOJIHMTENBHOE MpodeccroHaIbHOE 00pa30BaHKUE — IIPOrPaMMBI
npodecCHOHATBHON NEPENOATOTOBKH 10 HANIPABICHHSIM NA€TEIbHOCTH
1o 06GeCIeueHHIO IEPCOHATIOM

TpebGoBaHHus K OIBITY
IpaKTU4IecKoi paboThHl

Oco06bie ycioBus IOMycKa
K pabote

Jpyrue xapakTepuCTHKH

IIOIIOJIHI/ITCJILHBIG XapaKTEepUCTHKH

HanmenoBanue JOKYMCHTa

HaumenoBanue 6a30B0# rpynnel, J0JDKHOCTH

Kon (mpodeccuut) WM CHENHATBHOCTH
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OK3 2423 Cnenuammctsi B 061acT Mog60pa ¥ HCIOJIB30BaHUS
nepcoHana
EKC - Crnenuammct 1o Kajgpam
- Menemxep no nepcoHary
OKIIATP 26583 CrnenuamcT 1o Kajpam
OKCO 5.38.03.02 | MeHeKMEHT
5.38.03.03 | YnpaBieHre NepcoOHAIOM

3.2.1. Tpynosas pyHxums

C6op nHpopmanuu o NOTpeOHOCTAX VposeHs
HaumeHoBaHnue OpraHU3alUH B HEPCOHANE Kon|{ B/01.6 | (momyposeHs) 6
KBaTH(HKALHY
g;::lﬁzxnenue TPYHOBOH Opurmsan X Z:::Ilia;“T:no:ano 3
Kon Peructpammonssiii Homep
opurpHaia HPOgECCHOHAILHOTO
cTaHgapTa
TpynoBele neicTBUA dopMmupoBaHHEe  IepeyHEeH  BaKaHTHBRIX M IUIAHMPYEMBIX K
YKOMILIEKTOBaHHMIO  JOJDKHOCTe#  (mpodeccuii,  cremuManbHOCTEH)
OpraHu3alyuyu

@opMupOBaHHE CaMOCTOATENFHO H (MJIM) COBMECTHO C PYKOBOAHTEIEM
COOTBETCTBYIOIIETO MOApa3ieTieHHs TpeOOBaHMH K BAKAHTHOM JOJDKHOCTH
(mpodeccny) ¥ UX KOPpEKIHs

ABany3 peIHKa TpyZAa H epcoHala OPraHA3alMH 110 NPOGHIIO BaKaHTHOH
JOJDKHOCTH (Ipodeccud, CHEHAIbHOCTH )

HudopmupoBanne ¥ KOHCYJIbTHPOBAHHE PYKOBOJMTENECH MOAPA3IEICHIH
M OPraHM3alMy 10 BOIIPOCaM PHIHKA TPYJa H 00€CIIEYEHHS IEPCOHAIOM

Heob6xonuMmele ymMeHus Cobuparh, aHaIM3MPOBark H CIPYKTYpHpOBaTh HHGpoOpMaimmioo 00
0cOoOEHHOCTAX OpraHA3auy paboT Ha Pa3IMYHBIX YYACTKaX MPOH3BOJICTBA
H Ha KOHKPETHBIX pabovMX MecTax ¢ y4EeTOM LeNei, 3amad, IUIAaHOB M
CTPYKTYPHI OpraHu3aItug

CobupaTh, aHAIM3UPOBATh M CTPYKTYpHpOBaTh HH(poOpMauuio 06
0CO0EHHOCTSIX ¥ BO3MOXHOCTSAX EPCOHAJIA OpTraHU3aluH

CobupaTs, aHAIM3MPOBAaTh M CTPYKTYpHpOBaTh HH(pOpMamuio 06
0COOEHHOCTAX PHIHKA TPYyJa, BKIIOYas IPEIOKEHHS YCIYr MO IMOHMCKY,
IpHMBJIEYCHHIO, IOAOOPY M 0T60pY IEpcoHaia

Pa6oTaTh B HHPOPMAILIMOHHBIX CHCTEMAX, HCIIOIB30BaTh U(POBLIE YCIyrH
H CEepBHCH 1O COOpY, aHaumM3y M CIPYKTYPHPOBAHHIO HOTPeOHOCTH
OpraHu3alyy B Kaapax

dopMHpOBaTh INpPEAJIOKEHHA 1O aBTOMATH3AUMH M U(POBH3ALMU
onepanuii 1 mporeccoB cbopa MOTPEOHOCTH B IIEpcoHale

KoHCy/IsTHpOBaTh COTPYAHHKOB M DYKOBOAHTENCH OpraHM3alld II0 |
BOIPOCAM PHIHKA TpYy/ia H 00ecIeYenns IepCoOHAIOM

O6ecnieynBaTh cOOMONEHHE TpeOOBaHMM 3akoHOAATENbCTBA Poccuiickoit
denepanuy ¥ KOPIOPAaTHBHBIX TOMHTHK B ob6nactu  0o6paboTku
IEpPCOHANBHBIX JaHHbIX ¥ KOHQHACHINAIbHOH HHpOpMauuu

BecTtH 1e10BYIO IEPENUCKY

Cobmonats HOPMBI 3THKH JICJI0BOT'O oO1meHnst

Heo6xoauMble 3HAHUS TeXHOJIOTHH, METO/IBI H METOAMKH IIPOBECHHUS aHAMHM3a H CHCTEMATH3aIHH
JIOKYMEHTOB 1 HHpopManuu
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TMopsiok ompeneneHdss NEPCHEKTHBHOW M TeKyled mHoTpeOGHOCTH B
nepcoHae

HcTounuku o6ecrieyeHus Opraiu3alyy IEPCOHAIOM

Oprauu3zauus padoT Ha pa3IHIHbIX Y9acTKaX IPOU3BOACTBA, OPraHM3altH,
0Tpaciu

OOmpye TeHIEHLMH Ha pHIHKE TpyAa B IIEJIOM M B OTAEIBHOM OTpaciH,
KOHKPETHO# mpodecchH (IOIDKHOCTH, CENHATBHOCTH)

OCHOBBI IICHXOJIOTHH ¥ COIHOJIOTHH Tpyaa

OCHOBEBI 3KOHOMHMKH, OpraHu3aliy Tpy/Ja 4 ynpaBJICHUS

TapudHo-kBaTHPUKAIMOHHbIE CIIPABOYHUKH paboT  mpodeccuit paboumnx
M KBATM(HKAIIMOHHBEIE XAapaKTEPUCTHKH HOJDKHOCTEH — CIyXalluX,
npo()eCCHOHANBHBIE CTaHJAPThI

HOpMaTHBHBIC IIPaBOBEIC AKTEHI, OIIPCACIIAIOIIAC HOMEI TPYZIOBOrO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENBCTBA W HOPMATHUBHBIC IPABOBBIE AKTHI
Poccuiickoit @enepanuu B 061acTH BeAeHUS JOKYMEHTAIHH 110 IEPCOHATTY

3akoH0AaTEILCTBO Poccuiickoit d)ez[epamm 0 IEPCOHAIBHBIX NaHHBIX

JlokanpHble HOPMATHBHBIE aKTHI OPraHUW3aAlUM, PETYIHPYIOMHE IOPSIOK
noadopa nepcoHaia

CnenuanusupoBaHHble HHPOPMALHOHHBIE CUCTEMB], HH(POBbIE YCIYTH H
CEepBHCHI B 00J1acTH 00ecnedeH s IEPCOHATIOM, IPAaHHIIbI HX IIPHMEHCHHS

OCHOBHBIE METPHKM B oOjiactu mombopa m oTbOpa KaHAMZATOB Ha
BaKaHTHBIE JIOJDKHOCTH JIA obecniedeHus TOTPeOHOCTH B IEPCOHANIE

IpaBuna BegeHUs AETOBOM NEPENMCKH

HopMBI 9THKH J1eJI0BOTO 00IeHus

Jlpyrue xapakTepUCTHKH

3.2.2. Tpynosas pyHKUHSA

HamMenoBanue TepcoHaNa

IpoucxoxaeHue TpyIOBOH
(byrKian

ITouck, npuBJiedeHne, moabop ¥ 0TO0p Yposexb

Kon: B/02.6 | (nmomypoBeHs) 6

KBanMHKanuy

OprruHan X 3auMCTBOBaHO M3
OpHIHHANA
Kox PeructpaimoHHsIil HOMep

OpHrHHaNa IpodeCCHOHATEHOTO

CTaHAapTa

TpynoBeie AeHCTBHA

IMorck BO BHYTPEHHMX M BHEIIHHX MCTOYHHMKaXx HHQOpMalMU O
KaHAMAaTaX, COOTBETCTBYIOMIHX TpeOOBaHHMAM BaKaHTHOM MOJDKHOCTH
(npodeccun, CreUUaNbHOCTH) H HMHBIM IOTPEOHOCTSAM OpraHH3auuM B

nepcoHale
PasMelieHne CBEJEHMH O BakaHTHOM JOJDKHOCTH (mpodeccuw,
CIIEHHATBEHOCTH) B CpeJcTBax MaccoBoM uHbopMaIuy,

CIENHATH3HPOBAHHEIX PECypcax M CEpBHCAX

Bri6op crocoGoB W METOJI0B MPHMBJICYCHHS NIEPCOHANA B COOTBETCTBUH C
IUIAHAMH ¥ OTPaHHYCHHSAMH OpraHu3alMu

C6op, COIOCTaBlIEHHE, CTPYKTYPHPOBaHHE M IpoBepka HHpopMauuu o
KaHJUAaTax Ha BAKaHTHAIE JODKHOCTH (MpodecchH, CIeIHaTbLHOCTH)

[MpoBepenue cobecefoBaHuii M BCTpeY C KaHIMJIAaTaMHM Ha BaKaHTHBIC
NOIDKHOCTH (IpodpeccHH, CHENMaNbHOCTH), M3BEHICHHE KaHIWAaTa U
HaHHMAaTeJIs 0 pe3yibTarax codeceJoBaHuUs (BCTPEUH)
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OneHka cCOOTBETCTBHA KaHAMAATOB TpeOOBaHUAM BaKaHTHOM JODKHOCTH M
WHBIM TpeOOBaHHSM OpraHu3aluy (IpodecCHH, CIeIHaTbHOCTH)

IToaroroBka npennoxeHuid mo ¢opmupoBaHmio OMOKeTa Ha IOHCK,
npuBJeUeHue, Toa00p H 0TOOp epcoHaa

HnbopMupoBaH#e U KOHCYJIBTHPOBAHHE PYKOBOJUTENEH MOApa3AeeH i
¥ OpTraHU3al|iy [0 BOIIPOcaM MPUBJICYSHHS EPCOHANA C OEHKOM 3aTpar

Heo6xomumele ymeHHS

Onpenenats KpHTEepHH IIOMCKa, IIpHBIEYeHHsS, oxbopa u oTbopa
IepcoHaa

Cobupars, aHAIM3HPOBaTb M CTPYKTYPHpPOBaThb HMHPOpMANMIO O
KaHUIaTax v NpeUIoKEHHSIX Ha PhIHKE TpyJa

PaGotaTh ¢ TOMCKOBBIMH CHCTEMaMH, HHPOPMANMOHHBIMH peCypcaMH H
nuPOBEIME CEpBHCAMH B 06J1aCTH 00€CTIEUEHHS TEPCOHATIOM

®OpMHpPOBATh TPEIJIONKEHHS 10 aBTOMAaTH3allMH U UU(PPOBH3AIUM
IPOIIECCOB ITOMCKA M IIPUBJICYEHHS IEpCOHalIa

HpI/IMeHSITB TEXHOJIOTHH ¥ MCTOOUKH ITIOHCKA, IPHBJICUCHHA, no,u60pa u
0T60pa KapuaaToB Ha BaKaHTHBIC JAOJDKHOCTH (HpO(i)CCCI/II/I,
CIICI.IPIEUIBHOCTI‘I) B COOTBCTCTBHHU C UX CHCHHq)HKOf‘I

KOHCYJIBTPIpOBaTB II0 BOIpOCaM NIPHUBJICYCHHUA NEpCOHATIA

CocTaBnaTh M KOHTpOJNHPOBaTh CTaTbH pacxofoB Ha obecreyeHHe
IepCOHAJIOM JUIsi IUIAHMPOBaHKs OI0DKETOB

ObecnieunBarh cobmoaenne TpeGoBaHHH 3aKOHOHATENbCTBAa PoccHiicKoi
Qenepaid M NOMMTHK pabotomarens B obimactw  o6paboTku
TMEePCOHANTBHBIX JaHHBIX ¥ KOHOHICHIMAIbHON HHQOpMaIin

BecTH eOBYIO IEPENNCKY

CobmonaTs HOPMBI STHKH JIEN0BOr0 OOIMIEHUS

Heob6xommuMmele 3HaHHA

Wcrounuku obecneyeHus oprafmu3saliii ICpCcoOHaJIOM

TexHoNnOTMH ¥ METOOUAKHA IIOHCKa, HIPHBJICUCHUI, nonﬁopa H 0T60pa
IICpCoHaJIa

CucreMbl, MeToABl H (OpPMBI MaTCPHAIPHOTO H HEMAaTCPHAIBLHOTO
CTHMYJIMPOBaHMS TpYyia IEpCOHANIA

Texnomoruu © MeToAbl (GOPMHUPOBaHHS M KOHTpONIA OIO/HKETOB
OpraHu3auuyu

TCXHOHOFHH, METOABI © METOAWKH IIPOBCACHHA aHAJIN3a, CHCTCMaTH3alu
JOKYMCHTOB 1 I’IH(l)OpMaI.IKI/I

OpraHu3aloOHHAas CTPYKTypa OpraHu3aliH

TMepeuens BAKAHTHBIX JOJDKHOCTEH (ipodeccui, cienuaabHOCTeM )

TapudHo-KBaTHPUKAMOHHBIE CIIPABOYHHUKH paboT 1 npodeccuii pabogux
U KBUIMQUKAIMOHHBIE XapaKTePUCTHKH JODKHOCTEH  CIyXallHX,
npodeccHoHaTbHBIEC CTaHIAPTHI

MeToauKa IUIAaHHPOBAHWA NOTPEOHOCTH OpPraHM3allMd B IIOHCKE H
IPUBJICYCHUH IIEpCOHAlIA

O6imue TeHISHIMH Ha PHIHKE TpyJa M B OTACHBHBIX OTPACIAX M BHIAX
npodecCHOHaNBHOMH NeITEIEHOCTH

OCHOBEI IICHXOJIOTHH ¥ COLHOJIOTHY TPYyAa

OCHOBBI 3KOHOMHKH, OPraHN3alUH TPYAA H YIIPaBJICHHs I€PCOHATIOM

Crenuam3ypoBanHble HHGOPMALOHHEIE CHCTEMBI, TH(POBEIE YCIyIH K
CEpBHCH B OOJIACTH TOWCKA M IIPUBICYEHHS IEPCOHANa, IPAHUIBI HMX
PUMEHEHHS

OcHoBHEBIE METPUKH H AHAIUTUYCCKHE CpE3bI B obmacTi IOWCKA H
IPUBJICYCHUS IICPCOHAIIA

HOpMaTHBHBIC IIPaBOBBIC AKThI, ONPEAC/SIIOMME HOPMbI TPYNJOBOI'O IIpaBa
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OCHOBBI apXHBHOTO 3aKOHOJAATENHCTBA M HOPMATHBHEIE TIPABOBBIE AKTHI
Poccuiickoii @enepannu B 001acTH BeACHHA JOKYMEHTAIHMH 110 IIEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOAAaTENbCTBA Poccuiickoii Deneparum

3akoHonaTenscTBO Poccuiickoit Oenepaliu 0 mepCOHANBHEIX JaHHEIX

JlokanbHBIE aKThl OpraHU3alUM, PETyIHPYIOIHME NOPAHOK oOecreveHus
IIEPCOHATIOM

IlpaBuna BeieHUS A€TI0BOM NEPEINCKH

HopMs! 3THKM A€710BOr0 00IIeHN

Jpyrue xapakTepucTaku | -

3.2.3. TpynoBas ¢pyHknus

AIIMAHHCTPHPOBaHHE IIPOLIECCOB 00ECIICUSHHS VpoBeHs
HanmenoBanne @ [EPCOHAIIOM U COOTBETCTBYIOLIETO Koax: B/03.6 | (momyposeHn) 6
JOKyMeHTo000poTa KBAA(HKAIUH
IponcxoxneHne OBOH
po vl TPY A Opurunan X 3auMCTBOBaHO U3
bynxnun OpHrHHana
Kon PerncrpanoHHEI HOMep
OpHUrHHAJIA MpodeCcCHOHATBHOTO
cTaggapTa
przIOBBIe ﬂeﬁCTBIrI}I Anamis IIpoLECCOB JIOKYMGHTOOGOPOTa, JIOKAJIIBHBIX JAOKYMCHTOB IIO

BoIIpocaM obecneueHUs IIEPCOHAIIOM

Bepenne wmHpoOpMamuum O BaKaHTHBIX JOJDKHOCTAX (mpodeccHsx,
CHICLHAIBHOCTAX) ¥ KaHauaaTax

JloKyMeHTaIMOHHOE CONPOBOXKAECHHE KaHIAMAATOB Ha JTamax IIOHCKa,
IpUBJIeYEHNUs, NoA0opa U o0TOOpa HEpcOHaa Ha BAaKAHTHBIE JODKHOCTH
(mpodeccun, CcHeNUaNBHOCTH), WHPOpPMHpOBaHHE KaHAHAATOB O
pe3ynbTarax orbopa

IloaroToBka 3ampocoB O KaHOUAATaX B TOCYJAapCTBEHHBIE OpraHbl B
CllydasX, HpeAyCMOTPEHHBIX  JACHCTBYIOINMM  3aKOHOAATEIBECTBOM
Poccuiickoii ®enepaiun, n 06paboTka MOJIydCHHBIX CBEJACHHUH

IMoarotoBka W 06paboTka yBEZOMIICHHHM B TOCYHApCTBCHHEBIC OpraHBI,
NpelCTABUTENIbHBIE OpraHbl pabOTHMKOB N0 BOIpOCaM  IIOMCKa,
TIpHBJIEYECHHUS, T0g00pa 1 0TOOpa NepcoHana

COHpOBO)KIIeHI/IC AOTOBOPOB IIO obecreyeHHIo Oprafu3ainuy 1epcoHajiIoM,
BKJIIOYasA NIPCABAPUTCIIBHBIC IIPOLCAYPEI IIPA MX 3aK/MOYCHHN

Heob6xonumeie ymeHHs OGecneunBaTh JOKYMEHTAllHOHHOE COIPOBOXKACHHUE BHIX01a KaHIHIaTa Ha
paboTy U epeMeIleHns IepcoHana

OdopMiaATh OOKYMEHTHI 10 BompocaM ofecledeHHs pecypcaMu
nmepcoHana, HeoOXOOUMBIMH Ul IPENOCTABICHHA B IOCYJapCTBEHHEIE
Oprassl, IPEACTABUTENIFHBIC OpraHbl paOOTHHKOB

OpraHu30BHIBaTH XPaHEHUE JOKYMEHTOB B COOTBETCTBHH C TpEOOBaHUAMMU
3aKkoHojarenscTBa  Poccmiickoii  ®Denmepand  H  JIOKAIBHBIMH
HOPMAaTHBHBIMH aKTaMM OpraHu3allin

PaGotate ¢ WHQOpMAIMOHHBIMM CHCTEMaMM, IH(POBBIMM yCIyraMH H
CepBHCaMH IO BOIpocaM obeclieyeHus HEepcOHAJIOM, BElCHHS MOHCKA U
ydeTa KaHAWJATOB Ha  BakaHTHBIE JODKHOCTH  (mpodeccuw,
CHEeHATBHOCTH)

q)OpMI/IPOBaTL NPpEeANIOKCHUA MO aBTOMaTH3alyl H I.IH(prBI/IBaI_II/IPI
IpoueccCcoB U IIOKYMCHTOOGOPOTa 1o 00eCIeYeHHIO NEePCOHAIIOM
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HpOI/IBBOIII/ITB IPCABApPUTEIILHBIC 3aKYIIOYHBIC ITPOLUECAYPEI H O(bOpMJISITB
CONNYTCTBYIOIMIYIO TOKYMEHTALAIO 10 3aKIIIOYEHHUIO NOTOBOPOB

OpraHu30BEIBaTh ¥ NPOBOIUTH KOHKYPCHI, OQOPMIIATh H aHATH3UPOBAThH
KOHKYPCHYIO JOKYMEHTAIIUIO

Ob6ecneunBath cobmoneHne TpeOOBaHMI 3aKoHOJATENbCcTBAa Poccuiickoi
Qenepanii ¥ KOPHOPAaTHBHEIX HOMMTHK B o0jactd o6GpaboTku
HEePCOHAJIBHBIX JAHHbIX ¥ KOHOUACHIMAIbHON HHPOPMAIMH

BecTu eJI0BYIO HEPEIHUCKY

COGJIIOlIaTL HOPMEI 3TUKH JCIIOBOIO 06HICHI/I}I

Heo06xoapmele 3Hanust

Hopsox opopMiieHus, BeACHUS U XpaHEHHs IOKYMECHTAIHH, CBA3aHHOM ¢
IIOMCKOM, IpHUBJICYCHHEM, INOAOOpPOM M OTOOpPOM KaHAMIATOB Ha
BaKaHTHBIE TOJDKHOCTH

IMopsnox ¢opMupoBanus, BeAEHUS NAHHBIX O MEPCOHANE OpPTaHU3AIUH,
NOPSANOK IPeACTaBIeHUsS OTIETHOCTH

OCHOBBI ,uoxymemooﬁopora U JOKYMCHTAUHOHHOI'O obecnieuenus

TexHomornu, METOIbI ¥ METOIVKY IIPOBEICHHS aHAJIN3a M CHCTEMaTH3alu{
JIOKYMEHTOB ¥ H’HOOPMaIUH

ITopsimox mpoBeleHWs KOHKYpCOB W O(QopMIIEHHS  KOHKYPCHOM
JOKYMEHTalluN

IMopsmox mpoBeaeHHs  3aKyNOYHBIX mOpouenyp #  odopMmieHHS
COMYTCTBYIOIIEH TOKYMEHTAIIUU

OpraHu3alliOHHAs CTPYKTYpa OpraHM3aliM W BaKAHTHBIE IODKHOCTH
(npodeccun, crieualbHOCTH)

Crenyain3upoBaHHble HHPOPMAIHOHHEIE CHCTEMBL, IU(PPOBEIC YCIYIH U
CEPBHCHI B 001acTH 00€CcIIeYeHNs IEPCOHANIOM, IPAHHIBI UX TPUMEHEHHUS

TapudHo-kBaHpUKAIMOHHBIE CHPAaBOYHUKH paboT ¥ npodeccuii paboumnx
W KBAIM(HKAIMOHHBIE XapaKTEPHCTHKH JODKHOCTEH  CIyXalluXx,

‘IIp()(i)CCCI/IOHaJIBHBIe CTaHJapThI

OCHOBHBIE METPUKH WU aHAJIUTUYECKHE Cpe3bl B obnactu obecneyeHUs
TIEPCOHATIOM

HOpMaTHBHLIe IIPABOBBIC AKTEI, OIIPEACILIIOIINAE HOMBI TPYAOBOI'O ITpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA M HOPMAaTHBHBIE IIPABOBHIE AKTHI
Poccuiickoii ®enepaiun B 0071aCTH BeICHAS JOKYMEHTAIMH 110 IEPCOHAILY

OCHOBBI HAJIOrOBOTO 3aKOHOAaTenbCcTBa Poccuiickont @enepanuu

3akoHogaTenscTBO Poccuiickoit @enepanuu 0 mepcOHANBHBIX JaHHBIX

JlokanbHBIE aKTHl OpraHM3aUUH, PETYIHPYIOIHE IOpPAAOK moadopa
nepcoHana

IMopsimok 3aKITt0YeHUs] JOrOBOPOB (KOHTPAKTOB)

IIpaBuia BeIeHNs IeI0BOM NepernucKy

HopMe! 3THKH 1€10BOT0 0OIIEHU

JApyrue XapakTepuCTHKH

3.3. O606mennan TpyaoBas QyHKIHSA

€ATCIIBHOCTD 110 OLICHKE U aTTCCTAIluA Yposens
HaumMeHoBaHHe A 1 I Kox C P 6
nepcoHaja KBaTH(HKALHH
3aUMCTBOBaHO M3
I'Iponcxonmnenue o606meHHOH Opirmmar X
TpyZoBOH QYHKIMH opuruHaia
Kon PerucTpanoHHsIH HOMED
OpuruHana npogecCHOHATEHOTO

cTaHIapTa
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Bo3moxHEIe
HaHMEHOBaHHS
JoJpKHOCTeH, mpodeccuit

CrenyanmcT 10 OIEHKE H aTTECTAl[HH NIEpCOHANIA
CrenyamicT 10 IepCoHaIry
MeHemxep 110 IEPCOHATY

TpeboBanus x
00pa3oBaHUIO H 00YIECHHUIO

Briciee o6pasoBanne — GakajiaBpuat

WIH

Beiciree o6pazoBanue (HenpodunpHoe) — 6akanaBpuar u
JIOITOJTHUTEIEHOE PO eCCHOHANIBHOE 06pa30BaHHE — IPOrPAMMBI
npoeCCHOHAIBHOM NEePENIoATOTOBKH B 00/1aCTH YIIPaBICHHUS IEPCOHAIOM
WM B 00JIaCTH IMPOBEICHMS OLICHKHU M aTTeCTallMy NepcoHana

TpeGoBaHUS K ONBITY
HIPAKTUYECKOH paboThI

OcoOble ycIIoBHS J0IIyCKa
K pabote

JApyrue XxapakTepuCTHKH

I[OI'IOJIHI/ITCJIBHBIG XapaKTCpUCTHKH

HarMeHOBARHE JOKYMCHTA Kox HaumenoBanne 6a30B0# rpyniibl, JOJDKHOCTH
(npodeccry) Ui CIEUHMATBHOCTH
OK3 2423 CrienpanucTsl B 001acTH 110100pa H HCIIOIb30BaHHA
mepcoHata
EKC - MeHeKep 10 NeEpPCOHATY
OKITATP 26583 CrenuaInucT no KajpaMm
OKCO 5.38.03.02 | MeHem>XMeHT
5.38.03.03 | YnpasieHue IEPCOHAIOM

3.3.1. TpyaoBas pyHKIHS

HanmeHoBaHue

[poucxoxaeHue TpyAOBOH
byHKIHA

OpI‘aHI/IBaHI/IH U IIPOBCICHUC OLCHKH YposeHb

nepcoHana Kon C/01.6 | (momypoBeHb) 6

KBaTH(UKALUH

3auMCTBOBaHO U3
Opurnzar X OpHMIHHAIa
Kon PerucTpauoHHBIA HOMED

opuUrMHaia npo¢ecCHOHANBHOTO

CTaHaapTa

TpynoBele AeHCTBHSA

PaspaboTka IUTaHa OLCHKM IIEPCOHAJa B COOTBETCTBHH C LEIAMH
OpraHu3aliy

OnpenienieHne pecypcoB, BEIOOP CPEACTB H METOMOB MPOBE/ICHHS OLICHKH
IepCOHaa B COOTBETCTBHH C LIE/ISIMH OpTaHH3aIuH

HpOBCI[CHPIB OIIEHKH NEPCOHAJIa B COOTBETCTBHUH C IUIaHAMM OpraHu3alin

ConpoBOXeHHE J[IOTOBOPOB C OpTaHU3alUAMH ACIIOTHUTENAMHU
MEpOIPUATHI MO OLEHKe IIEPCOHANa, BKIIOYAasd IpeIBapHTENbHbIC
IpoLEeYPhI IIPH HX 3aKIIOYCHAM

KoHcymsTHpOBaHHE ITEpCOHANA 110 BOIIPOCAM OUCHKH

[ToAroTOBKA PEKOMEHAIMY PYyKOBOACTBY H NEPCOHATY IO pe3yNbTaTam
IpOBEJECHHOU ONMEHKH IIEPCoHANA

IMoaroToBka NpemIOKeHAH 0 HOPMHPOBAHHUIO OKOIDKETA HA OPraHA3AIMIO
¥ [IPOBEJCHHE OMEHKH IEpPCOHaNa

Heo0xoauMble yMeHus1

OnpeziensTh NapaMeTphl B KPUTEPHH OLICHKH II€pCOHalIa
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Pa3pabathiBaTh CpeACTBA ¥ METOBI IPOBEICHHA ONECHKH NIEPCOHATA

Brizenats (onpeneisTh) TPyl HEPCOHaIa I IPOBEACHHUS OLECHKH

OnpeziensTh MOTHBALMOHHEIE (haKTOPHI IPOBEIEHHS OLIEHKHU IIEpCoHalIa

CocTaBiate U KOHTPOJIMPOBATh CTAaThH PacxXoOJOB HAa OLCHKY IE€PCOHAJIA
JU1 INTaHUPDOBAHMA 010/1KETOB

ObecneunBaTh OPra’HH3allMOHHOEC CONIPOBOXICHUAC OLICHKH IICPCOHANIA

Ob6ecrieunBaTh COXPAHHOCTh KOH(QUMICHIMUAIBGHOH HHpOpMalMH IpH
IPOBE/ICHUH OLIEHKH ITEpcoHaNa

Oprasu3oBLIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TpeOOBaHUSIMU
TPY/ZIOBOTO, apXHBHOTO 3aKOHOJaTeNbCcTBa Poccuiickod ®Penepaunu u
JIOKAJIbHBIMA HOPMAaTHBHBIMY aKTaMH OpraHM3alldl

Cobuparb, aHAIM3MPOBaTE H CTPYKTYpHpOBaTh HHQopMaimio o
Hpe UT0KEHNSX 10 OlleHKe NIepcoHana Ha PhIHKE Tpy/a

[Ipou3BOAMTEL IpeABapUTEIbHbIC 3aKyIOYHbIC MPONEAYPEl B OQOPMIATH
COIYTCTBYIOIIYIO JOKYMEHTAIMIO O 3aKIIOYEHHIO JIOTOBOPOB

Ol'[pelICHﬂTB YCJIOBHS JJId 3aKJIIOYCHHS JOrOBOPOB Ha OKa3aHHC yCJIyT IIO
IPOBCACHUIO OLICHKH IIEpCOHAIa

CucTeMaTH3upoBaTs, 0000IIaTh W aHAIM3HPOBATh PE3YJLTATHl OUEHKH
nepcoHajia

OmnoBeniate O pe3ylibTaTax HpOBeI[CHHOfI OLICHKH IICPCOHAJI H PYKOBOIACTBO

Pa6oTars B MHPOPMANMOHHBIX CHCTEMAX, HCIIONIB30BaTh HH(POBLIE YCIAYTH
U CEPBHCHI 110 MPOBE/ICHHIO OIIEHKH IIepCoHana

(I)OpMI/IPOBaTB OpEATOXKCHUS 10 aBTOMAaTH3allHH H lII/I(l)pOBI/I’.'{aHHI/I
IPOIECCOB OLICHKH M aTTECTAllUH NEpCOHAIIA

O6ecneunBaTh cobmoneHne TpeGoBaHHH 3aKoHOAATENbCTBA Poccuiickoi
desepaniy ¥ KOPHOPATHBHBIX NOMMTHK B obnact  06paboTku
IEPCOHATLHBIX JIAHHBIX U KOHQH/ICHIHATEHON HEGOpMaluu

BecTu nenoByio nepenucky

CobmogaTh HOPMBI 3THKH JCJIOBOTIO OGII.ICHI/I}I

Heo0xoaumMsie 3uaHusA

TeXHOJIOTMH B METOABI OlIpeAeIeHHs TPO(ECCHOHANBHEIX 3HAHUHA, yMEHUN
M KOMIIETCHIIVA

TexHomxoruu ¥ METOABI OLICHKY JTMYHOCTHLIX KA9SCTB H XapaKTCPUCTHK

CucteMbl, MeToABl H (OPMBI MaTepHaIBHOTO H HEMaTEPUAIBHOTO
CTHMYJIMPOBAHHSA TPy IIEpcoHaIa

TexHOMOTHH 1 METOBI POPMHPOBAHHS M KOHTPOJI GIOIKETOB

TexHomoruyM, METOABI M METOJMKM aHajuW3a H CHCTEMaTH3alHWH
JNOKYMEHTOB ¥ HHGOpPMaluu

OCHOBBI 06111eﬁ u COIII/IaJ'ILHOﬁ IICUXOJIOTHH, COIIHOJIOTHHN H IICHUXOJIOTHH
Tpyna

OcHOBHI l'IpOI/I3BOJJ;CTBeHHOI71 JCATCIIBHOCTH OpraHu3allii

Tlopaiok mnpoBeleHHs 3aKyNOYHBIX NpoHeayp H  OhOpMICHHA
COITYTCTBYIOIIEH NOKYMEHTAIIMH

Opraun3aiuoHHas CTPYKTypa OpraHM3alid M BakaHTHBIC JIOJDKHOCTH
(upodeccuu, CEHHATBLHOCTH)

TapHbHO-KBaTHUKAIHOHHEIE CIIPABOYHHKH paboT 1 npodeccuit pabodmx
H KBaIM(UKANWOHHBIE XapaKTEPHCTHKH JOJDKHOCTEH  CiyXalluX,
npodecCHOHATEHBIE CTaHapTh

Crenpani3supoBaHHble KHPOPMAMOHHbIE CHCTEMBI, H(POBbIC YCIYTH K
CepBHUCH B 0GJIACTH OIICHKY IIEPCOHANA, IPAHUIBI HX IPUMECHCHHS

OCHOBHBIE METPHKH H aHATUTHYICCKHUE CPE3bI B 00J1aCTH OLIEHKH IICPCOHA

HopMaTuBHEIE PAaBOBBIE aKThl, ONPEENIOIUe HOMBI TPYZ0BOIO Npasa




18

OCHOBBI apXHMBHOTO 3aKOHOAATENILCTBA U HOPMATHUBHBIE MIPABOBBIE aKTHI
Poccuitckoit @eneparuu B 061acTH BeIeHUS TOKYMEHTALUH 110 MEPCOHAIY

3aKOHOJIaTeJIBCTBO Poccuiickoit (I)enepaunn 0 NIePCOHAIBHBIX NJAHHBIX

JloxaneHbBIE HOPMATHUBHBIE AKTHI OpraHu3alluy, PEryIAPYIOMHUE NOPAO0K
OILICHKH IICPCOHAJIA

TMopsiok 3aKTI0YeHHs TOTOBOPOB (KOHTPAKTOB)

Ipaeuia BeneHus AeI0BOM IEPENHCKH

HopMBbI 5THKH I€JI0BOro 0OImeHus

Hpyrue XapakTepuCTHKH

3.3.2. TpynoBas pyHKuus
Oprannsannx H NPOBEICHUE aTTECTAIlUN VposeHsb
HaumeHoBanue nepcoHana Kox C/02.6 | (nomyposens) 6
KBaTH(HKALH
IpoucxoxaeHue TpyIOBOH Opruman X 3aMMCTBOBaHO 3
dbyHKIIH OpHrHHana
Kon PerucrpanmoHHbIil HOMep
opHruHaia npog)eCCHOHATBHOTO
cTanjaapTa

Tpynosele nefAcTBHSA

Pa3pa6oTka MPOEKTOB TOKYMEHTOB, ONIPEAEIIAIONINX MOPAJIOK aTTECTALMH
[EPCOHAJIA, OLEHKA COOTBETCTBYIOIHUX 3aTpar

OpI‘aHI/IBaHI/IOHHOG H JOKYMCHTallHOHHO€ COIIPOBOXICHHE IIpoIlecca
aTrrcCTainuy U pa6OTI>I anecraunonnoﬁ KOMHCCHHA

IToaroToBka npeIIoKeHHA 10 GopMUPOBAHUIO GI0IKETa Ha OPraHH3AIIUIO
¥ TpOBeACHNE aTTeCTalluy IepCoHala

Ioaroroeka Hpe,unomennﬁ II0 pe3yibpTaTaM arrecTaldd 0 COOTBCTCTBHH
pa60THm<a 3aHEMAaeMo JTOJDKHOCTH MU BBIIIOJIHSAEMO#M pa60Te

Heo6xomumMele yMEHHs

OmpezienaTh HapaMeTphbl H KPHTCPHH aTTECTAllH [IepCoHana

OHpe)ICIISITI: U IIPAUMEHATEH CPEACTBA ¥ METOIBI ATTCCTAIMH

Brigensts rpynIibl NepCcoHala A NPOBEeACHUS aTTCCTallii

ObecrieunBaTh  JAOKYMEHTAllMOHHOEC  CONPOBOXKIACHHE  aTTECTAllUH
mepcoHaja

CocraBniate H KOHTPOJHPOBAaTh CTAaTbH pPacXodoB Ha aTTCCTAIHIO
nepco”ala i njiianunpoBaHuA 6IOII)KCTOB

Pa6otaTs ¢ mHPOPMAIMOHHEIMHA CHCTEMaMH, IH(POBBIMHM yCIyramMu H
CepBHCaMH 0 NPOBEICHHUIO aTTECTalluK IIEPCOHANA

®opMHpOBaTh NPEVIOKEHHS IO AaBTOMAaTHM3alMd M IM(pOBU3aLKH
Ipouecca aTTeCTally IIepcoHana

OpraHH30BBIBATH XPaHEHHAE JOKYMEHTOB B COOTBETCTBHH C TPCOOBAHUIMY
TPYZOBOro, apXUBHOTO 3aKOHOZATeNbCTBa Poccumiickodt Pemepaunn u
JIOKAJIbHBIMH JOKYMEHTaMH OpTaHH3alliH

ObecneunBaTh cobmoaeHre TpeboBanmii 3aKkoHoAaTeNbCTBa Poccuiickoi
desepanyy @ KOPIOPAaTHBHBIX IONMTHK B oOnacth  00paboTKH
TIepCOHANbHBIX IAHHBIX ¥ KOHQUIEHIHANbHOH HHPOpMauu

Cobmof1aTh HOPMBI STHKH AEIOBOTO OOIICHHUS

HeobxoauMble 3HAHUSA

HOp}IlIOK M TEXHOJIOTHA IIPOBCACHHUA aTTCCTallK IIEPCOHAIA

TeXHOJOTHH M METOABl ONpENENCHUs ¥ OLEHKH INPOdeCCHOHANBHBIX
3HAHHUM, YMEHNI U KOMIIETCHIIUHA

CHCTCMBI, METOAblI Hu (bOpMBI MaTepHajJbHOI0 W HEMaTepHAIILHOIO
CTHMYJIMPOBAHHUA TPyJa N€pcoHalIa
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Texnonornu 1 MeTOaBI GOPMUPOBAHUA M KOHTPOJISL OIOKETOB

TCXHOJIOI‘I/II/I, METOABI HA  MCTOOMKH IIPOBCACHHA aHaM3a H
CUCTEMATH3allMH JOKYMCHTOB H HH(i)OpMaI.IHI/I

OCHOBEI IIpOI/I3BOIlCTBCHHOﬁ HJCATCIIBHOCTH OpraHu3aliun

OCHOBBI 061.116171 U COI.IHaJIBHOﬁ IICHXO0JIOTHH, COITHOJIOTHH H IICHXOJIOTUU
Tpysa

OpraHusanuoHHasd CTPYKTypa OpraHM3alldM W BaKaHTHBIE NOJDKHOCTH
(mpodeccuu, cienHaNbHOCTH)

CnenuamsupoBaHHble HHGOPMAIMOHHBIE CHCTEMBI, IIUPPOBEIE YCIYTH U
CEpBHCHI B 00/1aCTH aTTECTAIlMM IIEPCOHANIA, TPAHUIIBI HX IPHMEHEHHSA

TapudHo-xBamMpHUKaHOHHbIE CHpPaBOYHMKM pabor ®W  mpodeccuit
pabourx ¥ KBUTH(QAKAIMOHHEIE XapaKTEPUCTHKH JOJDKHOCTEH CIIy)KalIKX,
npodecCHOHANBHBIC CTaHIAPTHI

OcHOBHEIE MCTPHKH H AQHAIIUTHYCCKHE CpPC3bI B obnacTu aTTCCTAalln
II€pCOHa

HopmaTrnBHEIE IPaBOBEIE aKThl, ONPEAEIIONEe HOMBI TPYAOBOIO paBa

OCHOBBI apXMBHOTO 3aKOHOAATENBCTBA U HOPMATHBHBIE NPABOBEIC AKThI
Poccmiickoii ®epmepaumm B 00NacTH BeleHHWsS OOKYMEHTAUWH 10
HNEPCOHATY

3akoHOoHaTeILCcTBO Poccuiickoit (I)enepaunn O IICPCOHAJIBHBIX JaHHBIX

JIokanbHbIe HOPMATHBHBIC aKThl OpraHH3allid, pPEryIMpyroniue NopaaokK
aTTCCTAIlM| NCpCoHala

IIpaBuia BeieHUs 1ETOBOI NEPETHCKA

HopMEbI 5THKH 1e10BOT0 0OIEHHS

Jlpyrue XapakTepuCcTUKH

3.3.3. Tpynosast pyHKIHA

AIMHHHCTPHPOBaHHE MIPOLECCOB IIPOBEACHHUS VpoBeHs
HaumeHoBanue | OLEHKH H aTTECTAaIlMH IIEPCOHANA K Kox | C/03.6 | (moayposens) 6
COOTBETCTBYIOIIETO JOKYMEHTO000pOTa KBaTAQUKALHY
g;:::iimenne TPYAOBOH Opuruman X 2;1::::;:3:%0 3
Kon PeructpanvoHHBIH HOMED
OpHUTHHANIA npo¢ecCHOHAIBHOTO
cTaHaapTa
Tpynoseie neicTBuA AHalmm3 TPOIECCOB JOKYMEHTOOOOpPOTa, JIOKAIBHBIX JOKYMEHTOB IIO
OIICHKE H aTTCCTAllHH NICPCOHATIA
OpraHHBaIIHOHHOC CONIPOBOXKICHHUC MCPOHPHXTYIﬁ I10 OLCHKE IICPCOHATIA
H €ro arrecTamuy
JloKyMEHTaLlMOHHOE CONPOBOKICHHUE IPOLIECCa H PE3YJILTATOB OLICHKH H
arTecTalldy IIepcoHala
MHpopMHEpOBaHHE IEPCOHAIA O PE3Y/IbTATaX OLEHKH M aTTeCTalllH
HOL[I‘ OTOBKa IIpCIIJIO)KeHI/Iﬁ IO Pa3BHTHIO IEpPCOHAJNA IIO peE3yJibTaTaM
OLICHKH H aTTeCTallNH
COl'IpOBO)K,Z[eHI/IC JIOTOBOPOB Ha OKa3aHHAC KOHCYJbTAIlMOHHBIX H
HH(POPMAUMOHHBIX YCIIYT 110 OLIEHKE U aTTeCTallMH IepcoHana
HeobxonuMmeie yMmeHHS PazpabateiBaTh U OQOPMIATE AOKYMEHTHI IO BONpPOCAM IPOBENECHHUS
OLICHKU U aTTeCTallH IIEpCoHAaIa
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IoarorasnuBath U IIPOBOAUTH MCPOHNPHUATHA IO OIICHKC U aTTeCTalluu
nepcoHajIa

OdopMIIATE JOKYMEHTHI IO BOIIPOCAaM OLICHKH M aTTECTALMA NEPCOHAIA,
NpeICTaBIfeMble B TOCYJApCTBEHHBIC OpraHbl, IPEINCTaBHTEIBLHEIE
OpraHbl pabOTHUKOB

AHaJIM3MpOBaTh IpaBH/Ia, IPOLERYPH! U IOPAAKM IPOBEACHH OLECHKH H
aTTeCTalluy IIepcoHaIa

Oprann30BbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TpeOOBaHUAMH
TPYJOBOrO 3aKOHOAAaTeNbcTBa Poccumiickoit ®Penepanyu M JIOKAIBHBIMU
aKTaMH OpraHu3alyn

PaGoTtate ¢ MHGOPMAIMOHHBIMH CHCTEMaMHM, IUGPOBHIMH yCIyraMH U
CepBHCaMH TI0 BOIIpOCaM aJMHHHCTPUPOBaHUSA NOKYMEHTO00OpOTa NpH
IpOBEJICHUY OLICHKH U aTTeCTallH epcoHana

®dopMHUpOBaTh NPEIOKCHHS MO aBTOMAaTH3allMM H LHGpOBH3AINM
nporecca aJMHUHHCTPHPOBAHUA JOKYMEHTOOOOpPOTa IIPH IPOBEACHHUH
OIICHKH W aTTeCTalliyl IepcoHala

O6ecneunBars cobmoieHre TpeboBanuii 3aKoHoAaTenbcTBa Poccuiickoi
®enepaurid ¥ KOPIOPAaTHBHBIX IOJMTHK paboTogarens B 0067acTH

00paGoTKH IEepPCOHATBHBIX JaHHBIX M KOH(MHICHIHATEHOH HHEpopMaluy
BecTH enoByIo nepenucKy

CobmoaTs HOPMBI 3THKH AEJIOBOT0 OOIIEHUS

HeobxoxuMpie 3HaHAA

HOpSII[OK O(bopMIICHI/I}I, BCACHHUA U XpaHCHHUA NOKYMCHTAIINH, CBA3aHHOM C
IPOBEACHUCM OLICHKH H aTTECTAlHH IICPCOHAJIa

IMopsimok  GopMHpOBaHMs, BeleHHMs 0a3bpl [aHHBIX O MEPCOHANE
OpraHH3alHy, HOPSAOK NPEACTaBICHHs OTYCTHOCTH

TapuHO-KBaTH(PUKAIMOHHbIE CIPaBOYHMKH pabor u  mpodeccuit
pabouMx U KBaTH(HUKAIMOHHBIE XapaKTEPUCTHKH JODKHOCTEH ClyKalluX,
npodeccroHaNbHbIE CTaHIAPTH

[Mopsimok  MpOBelEHHs 3aKyNOYHBIX IpOUEAyp U  ohop™MieHHUs
CONYTCTBYIOILEH JOKYMEHTAIUH

[Mopamox opopmieHHsT ~ JOKYMEHTOB, IIPEAOCTABIAEMBIX B
rOCY/IapCTBEHHBIE OPTaHBI, IPEICTABATEIbHBIC OpTraHbl pAOOTHUKOB

OCHOBBI I[OKYMCHTOOGOPOTE[ H JOKYMCHTaALHOHHOI'O obecneucHus

OpraHu3alioHHas CTPYKTypa OpraHM3alld¥ M BaKaHTHBIC JOJDKHOCTH
(mpodreccun, crienHaIbHOCTH)

Crienpain3upoBaHHbie HHGOPMaMOHHEIE CHCTEMBI, U(POBLIE YCIYyTH U
CEePBHCHI aMHHUCTPHPOBAHHA JOKYMEHTOO0OPOTa MPOUECCOB OLCHKH H
aTTecTalliy IIEpCOHajla, BelCHHA Yyd4eTa KaHIUJAaTOB Ha BaKaHTHLIC
JIOJDKHOCTH (Tipodeccry, CIEMUAIbHOCTH), TPAHULBI KX IPAMEHEHU

HopMaruBHbIE [IPaBOBBIE aKThI, ONPEIEILIIOUINE HOMBI TPYAOBOTO NpaBa

OCHOBBI apXHBHOTO 3aKOHOZIATENBCTBA M HOPMATHBHBIE NPABOBBIC AKThI
Poccuiickoit ®@enmeparii B 0061acTM BEIEHUS TOKYMEHTAlUM 10
nepCoHATY

3axoHomaTenbcTBO Poccuiickoii @enepalyy 0 NepCOHANBHBIX TAHHBIX

TexHomoruy, MeTOAbl M  METOAUKH IPOBCACHHA  aHalH3a H
CHCTEMATHU3alIMH JOKYMCHTOB U I/IH(I)OpMaI.H/II/I

JIoKajbHEIE HOPMATHBHBIE aKThl OPTaHHM3AllUM, PETYIMPYIOIHUE NOPSIIOK
OLEHKH M aTTECTAllMH IepcoHana

TlopsiIoK 3aK/IFOYCHHS JOTOBOPOB (KOHTPAKTOB)

IpaBuna BeJeHUs OETOBOH NEPEIIMCKU

HopMBI 5THKH JIETOBOT0 OOmECHNS
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| IlpyrHe XapakTepUCTHKH

i
|-
5.

3.4. O606mennas TpyaoBas GpyHKIHA
HarMeHOBaHHE JleATebHOCTD 110 Pa3sBUTHIO IEPCOHANIA Kon D YposeHb 6
KBaTA(UKaLms
ITpoucxoxaeHue 0606meHHOM 3auMCTBOBAHO H
P e III Opuruzan X OBAHO 13
TpyAOBO#H GYHKLIIH OpUrHHaIa
Kon PeructpamuoHHblii HOMep
OpHruHana npo¢ecCHOHANBHOTO
craHpapTa
Bo3moxxHbIe Crienyaiuct mo pa3BUTHIO H 00YUEHHIO IepcoHaa
HaUMEHOBaHH Coenyanyct Mo pa3BUTHIO Kaphephl IIEpCOHANa

JOJDKHOCTEH, mpodeccuit

Croenuamict no nepcoHary
MeHemxep 1o NEpCoHAIy

TpeboBanus x
o6pa3zoBaHUIO 1 00YyYEHHUIO

' Bricmiee oGpa3oBanue — GakajnaBpHar

70171

Bricinee o6pasoBanue (HenmpoduipHoe) — 6akanaBpuar u
JIONOJIHUTEBHOE TPohecCHOHATPHOE 00pa3oBaHue — IPOrPaMMBI
npogecCHOHATBHO# IIEPENOAT0TOBKH B 0071aCTH YIIPaBJICHUs [EPCOHATIOM
A B 00JIaCTH Pa3BUTHA ¥ NOCTPOCHHA NPOodeCCHOHANBHON Kaphephl
nepcoHana

TpeboBaHus K ONBITY
IPaKTHYEeCKOH paboThI

Oco0Ople ycnoBus JOIycKa
K pabote

Jpyrue xapakTepHCTUKH

PexoMeHyeTCs I0OIHATENBHOE IIpodeccHoHanbHOe 06pazoBaHue —
IpOrpaMMBbI MOBBIIEHNs KBaTH(PHKAIHK B 067aCTH yIPaBICHHUS
IepcoHAaIOM WM OOYUEHHs, HiIM Pa3BUTHS IEepCcoHaa

I[OIIOJIHI/ITCJILHI)IG XapaKTCPUCTUKH

HaumenoBanue 6a30B0#i IpyNiibl, JODKHOCTH
HaumeHoBanme J0KyM€EHTa Kon
(mpodeccun) WM CelHaATbHOCTH
OK3 2424 CroenuanucTsi B 00J1aCTH OATOTOBKH H Pa3BHTHSA
HepcoHaIa

EKC - Menemkep 1o IepcoHaly
OKIIATP 26583 CrienMaIiuCT 10 KagpaMm
OKCO 5.38.03.02 | MeHemKMEHT

5.38.03.03 | YopasieHue IEpCOHAIOM

3.4.1. Tpynosas pynKuus

HaumeHoBaHHE

Opranu3anus 4 poBeICHHE MEPONIPHATHH 110 VposeHs
Pa3BHUTHIO H MOCTPOESHHUIO NPodeCcCHOHANBHON Kon| D/01.6 | (nomyposens) 6
Kapbephl IIEpcoHaIa KBaTH(HKALHH




IIpoucxoxaeHne TPYAOBOH
$yHKIHH
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X 3aMMCTBOBAHO H3

Opurunan
OpUrvHana
Kon PerucTpauoHHBIH HOMED
OpMIuUHaNa npodecCHOHATEHOTO
CTaHJapTa

Tpynoseie neicTBUs

[MoaroToBKa MPOEKTOB JOKYMEHTOB, ONPEAC/IIOMMX HOPSIOK Pa3sBHTHS
IIepCOHAJIa ¥ MOCTPOCSHIA IpodecCHOHANbHOM Kaphephl C OIICHKOH 3aTpar

Pa3paboTka miaHoB npodeccHOHANBHON Kaphephl IEpcoHaja

dopMmupoBaH#Ee KagpOBOTO pe3epBa

OpraHuzanpsd  MEpOIpPHATHH 1O  PasBHTHIO M  IOCTPOCHHIO
npodeccHOHAIBFHOM Kaphephl IEpcoHalia

IoAroToBKa MpeAIoKeHu# 1o GOPMHPOBaHHIO OIOIHKETa Ha OPraHU3aLHIO
H TNpOBEJEHHE MEpPOIpPHATHH @0 pa3BUTHIO M HOCTPOECHHIO
npodecCHOHAIBFHOM Kapbephl IepcoHaIa

Ananu3 >pPeKTHBHOCTH MEPONPHUATHH I10 PpasBHTHIO IEPCOHANA,
IOATOTOBKA NPEIOXKEHNH O pa3BUTHIO

Heo6xonuMele yMeHHA

ABaTH3MpOBaTh YpPOBEHb OOINEr0 pasBUTHA U INpPodeCCHOHANBHOM
KBUTH(HKAIMHU IEPCOHANa

Onpe,uensn"h KpaTKOCPOYHBIE U JTOJIrOCPOYHLIC nmpeﬁnocm pa3BUTHUA
IepcoHallda ¥ NOCTPOCHH €ro HpO(l)eCCHOHaHbHOﬁ KaphEphl

Onpenensats KpuTepur (GOpMHEPOBaHNA Ka[pOBOTO pe3epBa OpraHU3aluu

CocraBiiaTh HHIMBHUIYAJIBHBIC IIJIaHBI KAPEEPHOI'0 pasBHTHS NICpCOHATIA

[IpEMeHATL TEXHONOTHH M METOIbl Pa3sBHTHs NEPCOHANA M IOCTPOCHHS
npodhecCHOHATBHOMH Kapbephl

CocTaBiiaTh MNPEUIOKEHAS M KOHTPOJIMPOBAaTh CTAaThbH pAacxoloB Ha
IPOrpaMMBl M MEPOIPHATHA [O DPa3sBHTHIO MEPCOHANA H IIOCTPOCHHIO
npodeccHoOHAIBHOM Kapbephl Ul ILIAaHAPOBaHHs OI0/DKETOB

Onpepensats 3¢ ¢EeKTHBHOCTE MEPONPHATHI IO Pa3sBUTHIO [IEPCOHAIA M
IOCTPOSHHIO PO eCCHOHANBLHOH Kapbephl

Pa6oTate ¢ MH(GOPMAIMOHHBEIMH CHCTEMaMH, IH(PPOBEIMH yCIyraMu H
CEpBMCaMM IO YIPAaBICHHIO IMEPCOHANIOM B OONACTH €ro pasBHUTUS U
HOCTPOeHHs NpoheCCHOHANBHON Kaphephl

®opMHpOBaTh MPEATOKEHHS IO AaBTOMAaTH3allMd H IH(PPOBU3AIIK
IPOUECCOB pa3BHTHA M TOCTPOEHHA NPOGECCHOHANBHON Kapbephl
nepcoHana

O6ecneunBarh coOmoaeHne TpeOoBaHH#M 3aKoHOAaTeNbCTBA PoccuicKoi
degepalid M KOPHOParTHBHBIX IOJMTHK B oOmactu  o6paGoTku
IIEPCOHAIBHBIX JaHHBIX U KOH(HICHINAILHOH HHpOpMaluu

Cob6noaTh HOPMBI STHUKH AEOBOT0 OOIMICHHS

HeoOxomuMele 3HaHNA

Cucrtema, CnocoOsl, METOBI, HHCTPYMEHTBI IOCTPOECHHUS
npodecCHOHATPHOMH Kapbephl

Meronpl onpeleNeHus M OUCHKH JIMIHOCTHBIX H npodecCHOHATBHBIX
KOMIIETEeHITAH

Cucremsl, MeToasl ¥ (OPMBI MAaTepHAIBHOTO H HEMATEPHAIBHOIO
CTHMYJIMPOBAHUS TPy ia epcoHana

TexHOIOTMH H METO bl GOPMEPOBaHHS M KOHTPOJIA 610/KETOB

TexHONOTHM, METOABl H METOJWKH aHalu3a M CHCTeMaTH3alluu
JOKYMEHTOB W MHpOpMalUH

OcHOBBI IPOdeCCHOHAIBHON OPUEHTALMHA

OCHOBBI HOKYMCHTOOGOPOT& 1 JTOKYMCHTAlMOHHOI'O obecricueHus

OCHOBBI IIpOI/I3BO,HCTBeHHOI71 JACIATCIbHOCTH Opranu3aluy
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OcHOBBI 00LIEH U CONMAIBHON ICHXOJOTHH, COLMOJIOTHH M ICHXOJIOTHH
Tpyna

OpranuM3allHOHHAs CTPYKTypa OpraHW3alldl M BaKaHTHBIE JOJDKHOCTH
(upodeccum, CrieMaTLHOCTH)

TapudHO-KBaNH(pHKAIHOHHEIE CIIPABOYHAKHA paboT 1 mpodeccuii pabounx
U KBAIM(UKALMOHHBIE XapaKTEPUCTUKH MJOJDKHOCTEH CIIyXammx,
npodecCHOHATBHBIE CTAaHIaPThI

HopmartriBHBIE IIpaBOBBIE aKTHI, ONPEEIIONITE HOMBI TPYIOBOTO IIpaBa
3akoHogaTenscTBO Poccmitckoii @enepanyy 0 NEPCOHANBHBIX JaHHBIX
JloxabHbIE HOPMATHUBHBIE aKThl OPTraHU3AIMH, PETryIHpPYIOIIHAE MOPAIOK
pa3sBUTHS U TIOCTPOEHNS PO ECCUOHANBHOMN Kapbephl IepcoHala
TTopsiox 3axITIOYeHHs] TOTOBOPOB (KOHTPAKTOB)

Crenyamm3npoBaHHble HHPOPMAMOHHBIE CHCTEMEI, IM(POBBIE YCIYTH H
CEpBHCHI IO YIPABICHHIO IEPCOHAJIOM B OOJIaCTH €r0 Ppa3BUTHA H
MOCTPOEHHS IPOo(ecCHOHANBHON Kaphephl, FPaHHALBI MX IPHMEHEHHUS
OCHOBHbIE METPHKH H AaHAIATHYECKHE Cpe3bl B O0JIaCTH pa3BUTHSA H
MIOCTPOCHUS Kaphephl IEpCOHAIa

HopMEI 5THKH 1€10BOr0 00IIEHUS

Jpyrue XapakTepuCTHKH | -

3.4.2. Tpynosas pynxknus
Opranau3zamus o0y4eHus nepcoHana ‘ YposeHs
HaumeHoBanune Kon D/02.6 | (nomypoeeHs) 6
kBanupuKaLun
i alMCTBOBAHO
INpoucxoxacHAE TPYAOBO#M Opurusan X 3 3
bynxumn OpHMIHHAIa
Kon PerncrpaupoHnbiil Homep
OpMIHHana npo¢ecCHOHATLHOTO
cTaHiapTa
TpynoBsle aeHACTBUA Pa3paboTka NPOEKTOB JOKANTHHBIX AKTOB MO OOY4YCHHMIO M pa3BUTHIO

MepcoHasa ¢ OLCHKOMN 3aTpaT

Pa3paGoTka y4eOGHBIX IUIAHOB, METOAMYECKHMX MaTE€pHANOB H MPOTpaMM
o0yuenus nepcoHana

OpraHu3zanus MeponpuiATHiA 1o 00y4eHHIO IepcoHala

TToaroroBka npemIoxeHuit o GopMHUPOBAHHIO 6I0/KETa HA OPraHHM3AIIUIO
o0y4eHus nepcoHala

Anamm3 3¢ (eKTHBHOCTH MEPONPHUSITHI 110 00yYEHHIO IEPCOHAA
Heob6xoauMble yMeHHUs OnpenenaTs NO0TpeOGHOCTH B 00y4EHHH I'PYII MEPCOHANA B COOTBETCTBUHU
C LEJISIMH OpTraHU3aluH

AHAIH3UPOBATh PHIHOK 00pa30BaTENBbHBIX YCIYT H TOTOBHTH IPETOKESHIA
[0 HOCTaBIIMKaM YCIIyT

OpraHu30BEIBaTh 00yJarOIHE MEPOIIPUATHS

COCTaBIATh ¥ KOHTPOJIMPOBATh CTATHH PaCXONOB Ha 00ydYeHHeE MEpCoHana
JUIA TUTaHAPOBaHKS GI0KETOB

Pa3pabaThIBaTh 1 KOMIUIEKTOBATh Y4eOHO-METOMMUECKHE MAaTEePHAIBI
IMpousBoauTH OLEHKY 30 GEKTHBHOCTH 00ydJeHHS IIEPCOHAIa
ITpou3BOUTE IpeABapHTEIIBHbIE 3aKyNOYHBIE IPOLEAYPHI H obopmieHHe
CONYTCTBYIOLIEH TOKYMEHTAIMH N0 3aKJIIOYEHHIO IOTOBOPOB

Pa6orars ¢ MHGOPMAMOHHBIMH CHCTEMaMH, IHU(POBLIME yCIyramM |
cepBHCaMH B 001acTH 00y4eHHs IepcoHana
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dopMupoBaTh TNpeANONKEHHE IO aBTOMAaTH3aUUM M IH(POBU3AIMHU
npoliecca 06y4eHus nepcoHaia

PaspabarsiBaTh M OQOPMILITH AOKYMEHTHI IO IpolleccaM OpraHH3aIuy
00y4eHus MepcoHaIa H UX pe3yibTaraMm

Ob6ecneunBath cobmoneHne TpeOoBaHMil 3aKoHOAaTENECTBA Poccuiickoit
Qepepaniid ¥ KOPHOPAaTHBHBIX NOMMTHK B obOmactu  o6paboTku
NEPCOHAIBHEIX JAaHHBIX ¥ KOHGHAEHIHAIBHON HHpOpMAIUH

Bectr AenoByro NEpEnuCKy

Co0moaaTs HOPMBI 3THKH JEJIOBOT0 OOIIEHUS

Heo6xoguMeie 3HaHUS

MeTonsl, HMHCTPYMEHTHI HCCICHOBaHMA IOTpeOHOCTH B 00ydYeHUH
nepcoHala

Merononorus o6yueHus

TexHonoruu, MeTOABl M METOJMKH aHamW3a U CHCTeMaTH3allud
JIOKYMEHTOB M HHGOpMaluy

IMopsok pa3paGOTKH IUIAHOB IOTOTOBKH, IEPENOTOTOBKY U TOBBIIECHHS
KBaTH(HKAIMY IEPCOHANA, YJeOHBIX IUIAHOB H IPOrpaMM

CucreMsl, MeToApl W (OpMBI MaTEpHAIBHOTO M HEMATEPHAIBLHOIO
CTHMYJIMPOBaHMs TpYy/ia IepcoHaIa

Texnonorum ¥ MeToI6! GOPMHUPOBaHMS H KOHTPOILI OFOJDKETOB

TMopsaaoK BeOeHWsS y4eTa M OTYCTHOCTH IO MOATOTOBKE M IOBBIIICHHIO
KBUTM()HKAIMH IEPCOHAIA

OCHOBEI IOKYMEHTO00OPOTA M JOKYMEHTAIOHHOI0 00eCICUeHUS

OcHOBBI 00IIe# M CONMATbHOH NCHXOJIOTHH, COLMOJIOTHH U IICHXOJIOTHH
Tpyaa

TapudHo-KBaMpHKaNHOHHBIE CIIPABOYHUKH paboT 1 npodeccuii pabounx
U KBalUQUMKAIMOHHBIE XapaKTEpHUCTHKM JODKHOCTEH  ClyXaluXx,
npodeccHoHaNbHBIE CTaHAAPTHI

OCHOBHBIE TIOJIOXEHHS TPaXAAHCKOTO 3aKOHOAATENbCTBA PoCCHMCKOM
®esiepanyi B cdepe 3aIuThl HHTEIIEKTYATbHOH COOCTBEHHOCTH

IMopsaok mpoBeNCHHS 3aKyNMOYHBIX IpoHexyp H  odopMieHHs
COMYTCTBYIOIIEH JOKYMEHTAIMU

Opranu3aiioHHas CTPYKTypa OpraHH3aliu

HOpMaTKBHBle IPaBOBBIC AKThI, OIIPEACIIAIONINE HOMBI TDYTOBOTO IIpaBa

OcHOBEBI apXMBHOI'0 3aKOHOAATEIHCTBA U HOPMATHBHBIC IIPABOBBIC AKTEHI
Poccniickoit (I)enepamm B 00J1aCTH BEJICHHA JOKYMCHTAIWH 10 IIEPCOHAITY

OCHOBEI HAJIOTOBOrO 3aKoHOaTenbcTBa Poccniickoit @enepanuu

OCHOBHI 3aKOHOZAATENBCTBa 00 00pazoBanuu Poccuiickoi Oenepanuu

3akonHomarenscTBO Poccuiickoil Pdeaepalyy 0 NEPCOHAIBHBIX JaHHBIX

JlokanpHEIE HOPMATHBHEIE aKThl OpraHU3allHy, PETyIMpYIomue o0ydcHue
nepcoHana

Tops0K 3aKIFOYEHHUS JOTOBOPOB (KOHTPAKTOB)

Crienuanu3MpoBaHHEe HHGOPMAIIMOHHBIE CHCTEMB], LH(POBLIE YCIYTH 1
CEpBHUCHI B 0611acTH 00ydeH s IIEPCOHANIA, TPAHUIIbI X TPUMEHCHHU

OcHOBHBIE METPMKH M aHAIMTHYECKHe cpe3bl B 061acTH obydeHus
TepcoHaIa

[IpaBmiia Be/IeHHS JETOBOH NepenHCKH

HopMBI 5THKH JIeTOBOr0 OOIEHHs

Jlpyrue XapaKTepHCTHKH




3.4.3. TpynoBasi pyHKIHSA
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Opraau3anus ajanTayy ¥ CTAXKAPOBKA YposeHs
HauMeHOBaHMe nepcoHana Kon! D/03.6 | (momypoBeHs) 6
KBaTHQHKaLH
IIpoucxoxaeHue OBO
p 4| TpYAOBO# Opurusan X 3aUMCTBOBAHO M3
GyHKIHA OpWTHHAJIa
Koxn PerucrpaloHHEIi HOMEP
OpHUrHHaNa TpOQeCCHOHANBHOTO
CTaHjapTa

TpynoBsle geficTBHA

Pa3paboTka IUTaHOB alanTAlliH, CTAXHPOBKH NIEPCOHANIA C OLIEHKO# 3aTpaT

Oprasu3anys MEpoIpHATHH [0 afaNTalliy, CTAXHPOBKE NepcoHaa

IMoaroroBKa MpeAIOKEHHH 110 COBEPLICHCTBOBAHMIO CHCTEMEI a/IallTallH ,
CTaKHPOBKH IIEPCOHATIA

TMoaroToBKa npeasioxeHni o GopMHPOBAHHIO OI0/KETa Ha OPraHU3aLMIO
aJanTalyH | CTAXKHPOBKH NIEPCOHAIA

Ananu3z 3pPeKTHBHOCTH MEpPONPHATHH IO ajalTalH U CTaXUPOBKE
HepcoHana

Heo6xoauMeie yMeHUs

OHpeIICJISITL TPYNOIIEI IIEpCOHANIA AN CTAXKHUPOBKH H-ajanrtanun

Onpenenats paboune MecTa s IPOBEJIEHHs CTAXUPOBKH M aJanTalluy
HepcoHaja

CornacoBbIBaTh MCPONPHUATAA @O ajanTand H CTaXHUpPOBKE C
BO3MOXXHOCTSIMH IIPOA3BOZICTBA

HpOI/IBBOIlI/ITL aHaIu3 U OILICHKY pE3yjbTaTOB aJalTallHH H CTaXHPOBOK
IepCcoHalIa

CocTaBisaTh NPEIVIOKEHHss M KOHTPOJNMPOBaTh CTarbd pPacxoloB Ha
IPOTrpaMMBL ¥ MEPOIPHUATHA 110 aNaNTal|K ¥ CTAKUPOBKE IIEPCOHANA UL
IUIAaHAPOBaHHUsA OI0/KETOB

Ipou3BoauTs OUEHKY >0(GEKTHBHOCTH MEPONpPHSTUHA HO aJaNTaldH H
CTKUPOBKE NIEPCOHATIA

BHCleﬂTB CHCTEMBI BOBJICUCHU IEPCOHAJIA B KOPIIOPAaTHBHYIO KYJIbTYPY

Pa6oTath ¢ MHPOPMALMOHHBEIMH CHCTEMaMH, HHQPOBBIMM YCIyramd H
CepBHMCaMH TI0 YIPAaBIEHHIO IIEPCOHANOM B OOJacTH ajanTallMM H
CTa)XUPOBKY MEpCOHANa

OOpMMpOBATH MpEVIOKEHHE IO AaBTOMATH3AMM H LUQpOBH3AUMM
IPOIIECCOB aaNTallii ¥ CTAXHPOBKHU IlepcoHaa

OGecneunBarh cobmozcHUE TpeGoBaHUi 3aKoHOAATENbCTBA Poccuiickoit
defepalyd M KODIOPAaTHBHBIX TNOJMTHK B ob6mactu  o0paboTKH
IepCOHANBHBIX JJAHHBIX H KOH(pHIeHIHATBEHON HH(OpMalHH

Bectu 1enoByio nepenucKy

Co6mroaaTs HOPMBI ITHKH JIEJIOBOTO OOIIEHHS

Heo06xoauMmbie 3HaHHA

MeTtoapl afganranuy U CTAXKHPOBOK IIEpCOHAlIa

TeXHOIOrHH, METOABI H METOJUKH IIPOBEICHHUS aHAIM3a B CHCTEMaTU3allx
JNOKYMEHTOB ¥ HH(OopMaLuy

TopsioK pa3paGoOTKH IUIAHOB AJANTAIlHH NEPCOHANA Ha HOBBIX PabOvHX
MECTaxX, MOATOTOBKH, NEPENOATOTOBKH M NOBBINEHHA KBalM(HKanuu
IepCcOHalIa ¥ OpraHu3allii CTAKHPOBOK

IlopafoK COCTaBIEHHWS CMET 3aTpaT Ha aNanTaldio H CTRXKHPOBKY
nepcoHaia

TITopsoK BeleHHs ydeTa M OTYETHOCTH M0 ajanTallid M CTaXHPOBKE
mepcoHana
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CucteMbl, MeToAsl ¥ (OPMBI MaTEPHAIBHOTO M HEMATEePHAIBHOIO
CTHMYJIHPOBAHUS TpyJia llepcoHata

Texronoruy ¥ MeTos! HOPMHPOBAHHS M KOHTPOJIA OI0IKETOB

OcHOBBI 00IIEH W CONUAIBHON IICHXOJIOIHMH, COLHOIOTHA H IMCUXOJIOTHH
Tpyna

OprauusanMoHHas CTPYKTypa OpraHH3ald M BaKaHTHBIE XOJDKHOCTH
(mpodeccnu, cnenuanbHOCTH)

TapudHO-KBaNTMPHUKANKOHHEIE CIPABOYHHKH paboT 1 mpodeccuii paboumx
H KBaIM(HKAIMOHHBIE XapaKTEpPUCTHKH JODKHOCTEH  CIyKamluX,
npotecCHOHAIBHbIE CTAHAAPTHI

CrienMaT3ApOBaHHble HHPOPMAIIHOHHBIC CHCTEMBI, IU(POBLIE YCIYTH 1
CEpBHCHl 110 YNpPABICHHIO IIEPCOHANOM B MpOIECCE aNaNTalMA |
CTa)XMPOBKH, T'PAaHALBI MX TIPUMCHEHUS

OCHOBHEIE MCTPUKA H AHAIUTHYICCKHC CpC3Bl B obyactu IIPOLECCOB
afaiTalud ¥ CTAXXHPOBKH IICPCOHATIA

HOpMaTI/IBHBIe MIPABOBBIC AKThI, ONPEACILIONINE HOMBI TPYROBOI'O IIpaBa

OCHOBBI HAJIOTOBOr0 3aKoHOAaTeaLCcTBA Poccuiickoi CDezlepaunn

3akoBomaTenbcTBo Poccuiickoii @efepaliii 0 NEPCOHAIBHBIX JaHHBIX

JlokanpHele HOPMATHBHBIE aKTBl  OpraHH3allid, PeryJupyomue
aJaliTALMIO U CTaXXAPOBKY IIEpCOHaa

OCHOBEHI JOKyMEHTO000POTA B JOKYMEHTAIHOHHOTO 00€ECIIEYEHHUA

Tlopsimok 3aKJIIOUEHHS TOTOBOPOB (KOHTPAKTOB)

TpaBuiia BeaeHuS JENOBOR MEPEIMCKH

HOpMBI 3THKH OEJIOBOTrO OGIIICHHSI

Jlpyrue XapakTepuCTHKH | -

3.4.4. Tpynosasa Gpynxuus

AJIMI/IHI’ICTpI/IpOBaHI/IC IponecCcoB pa3BuTHA 1B v
o poBeHb
IIOCTPOCHHUS INPOPCCCHOHATIbBHON KapbEECPhL
HaumMeHoBanune 6 P pod PBEPEL, Kon | D/04.6 | (moxyporeHs) 6
O0y4CHU:, aJalTalui, CTaXXHPOBKH IICpPCOHANIA H KBaJIqumKaHI/m
COOTBCTCTBYIOIICTO I[OKYMCHTOO6OPOTa
ITpoucxoxaeHue TPySOBOH OpurmHan X 3auMCTBOBAHO U3
(yHKLIHH opuUrMsaia
Koxn PerucTpauMoHHBIX HOMED
OpHUIHMHANA nipodeccroHaANBEHOTO
‘CTaHaapTa
Tpynossie neACTBHS JIOKyMEHTaIMOHHOE ~ O0ECHeUeHHe  Pe3y/IbTaTOB  MEPONPHUATHH IO

Pa3sBHTHIO H IMOCTPOCHHIO HpO(ecCHOHATbHOM Kaphbephl, OOYHUEHHIO,
aJlalTallfH ¥ CTa)KUPOBKE IIEpcoHasia

[MoAroroBKa WMHAMBHAYaJIbHBIX INPEMJIOKEHHH Ha OCHOBE DE3yJIbTaToB
MpOBEJECHHs  MEPONPUATHH [0  PasBUTHIO H  IOCTPOCHHIO
npodecCHOHATBHOH Kapbephl, OOYYCHHIO, aJaNnTalMd H CTAKHPOBKE
nepcoHaja

Iloaroroska HpCJIJIOX(eHIIIﬁ 0 COBCPHICHCTBOBAHHIO CHCTEM 06Y‘I€HI/ISI,
ajanTalyuy U CTAXHPOBKH, Pa3BUTHA H IIOCTPOCHHA npocbeccnonanbﬁoﬁ
Kapbephl IepcoHalIa

CompoBoXKIeHHe JOrOBOPOB Ha  OKa3aHHe  KOHCYJIBTallHOHHBIX,
MHPOPMAILMOHHEIX YCIyT, HEOOXONMMBIX JUIA NpOBeleHHs OOydeHus,
afanTalMy ¥ CTaKUPOBOK, Pa3BUTHS H IIOCTPOCHHA IpodeccHoHalbHOM
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Kapbepsl IEpCOHANA, BKIIOYas IpeABapuUTENbHBIC IPOLETYPHl MO HX
3aKJIIOYCHHUIO

HeoOxoauMmbie YMEHHUA

O¢opMIATE JOKYMEHTHI II0 BOIIPOCaM NPOBE/ICHHA 00ydeHH s, a/lanTalluy
M CTAXKUPOBKH, PA3sBUTHA M IOCTPOCHHS HPOGECCHOHATBHOH Kaphephl
NepcoHala,  MPEAOCTaBIsieMble B TOCYJApCTBEHHBIE  OpTaHB,
HpEICTABHTEILHBIE OPTaHbl pabOTHHKOB

ObecrieunBaTh  JOKyMEHTAlHOHHOE  CONPOBOXAEHHE  OOydeHHMI,
afanTaldy ¥ CTaXHPOBOK, Pa3sBHTHS U NOCTPOCHHA NPOodecCHOHATBHON
Kapbepsl IEpCOHaJIa

AHaTM3UpOBaTh MPaBHJIa, MPOLEAyPhl U NOPAIKH NPOBEIEHHA 00yJeHHS,
aJIaNTaliy ¥ CTAXMPOBKH, Pa3BHTHS U MOCTPOCHHUS NpodeccHOHATBHOR
Kapbephl IEpcoHala

Opranu30BBIBaTH XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPEOOBAHHAMH
3aKkoHOJaTenbcTBa Poccumiickoit Penepanuy M JIOKAIbHBIMH - aKTaMM
OpraHHU3aIIH

Pa6oTaTs ¢ MHQOPMALHOHHEIMH CHCTEMaMH, LHQPPOBEIMH YCIYTaMH M
cepBHCAMH [0 BOIpOCaM aJMHHHCTPHPOBAHHMA JOKyMEHTOOGOpOTa
nponeccoB 00ydeHHs, aaNTalMi B CTA)XUPOBKH, Pa3BUTHS U IIOCTPOCHHUS
npodeccHOHATFHOH Kaphephl IIEPCOHANA, BEJCHHs y4eTa KaHIHIAaTOB Ha
BaKaHTHBIE JOJDKHOCTH (pod)eccHu, CHenuaIbHOCTH)

dopMupoBaTh MPEUIOKEHAE IO ABTOMATH3alHM M LupoBU3alMH B
06acTH aJMHUHHCTPUPOBAHUS JOKYMEHTOO00OPOTa MPOIECCOB O0ydIeHHS,
aJanTalliyd H CTAXHPOBKH, Pa3sBUTHSA H NOCTPOCHHS NPOdEeCCHOHANBLHOM
Kapbepbl, BeJeHHS YueTa KaHIMAATOB Ha BaKaHTHBIC JOJDKHOCTH
(upodeccun, celMaIbHOCTH)

O6ecnieunBaTh coOMmoaeHAe TpeOOBaHmMii 3aKOHOAATENBCTBA Poccuiickon
demepaluyi M KOPIIOPATUBHBIX HOJIHTHK B oOmacTH  00paGoTKH
IepCOHAILHBIX JaHHBIX H KOHOHACHINAILHOH HHGOpMaluK

Bectn nenoByio nepenucKy

Co6mogaTs HOPMBI 3THKH JET0BOr0 OOHICHHS

Heo0xoaumMele 3HaHAA

Topsaaox oopMIICHHsI, BEACHHS ¥ XpaHEHHS JOKYMEHTALWH, CBA3aHHO#H C
CHCTEMOM 0OyYeHHs, aanTally U CTRXUPOBKH, Pa3BUTHS U MOCTPOCHHUS
npodecCHOHANTBHON Kaphephl IEpCOHasa

IMopsanok ¢opmupoBaHus, BelcHMs Oasbl JaHHBIX O TIEpCOHANE
OpraH{3alyH, OPAIO0K NPEACTABICHHS OTYETHOCTH

HopMmaTuBHBIE IPAaBOBBIC aKTHI, PEryJIHpYIOIIHE NpaBa W 00S3aHHOCTH
rOCYapCTBEHHBIX OPIaHOB M OPraHH3alliH 10 MPEIOCTABICHUIO YIETHON
JOKYMEHTaUuH

Iopsnox opopMIIeHHs JOKYMEHTOB, IPEACTABIIEMBIX B TOCY1apCTBEHHBIC
OpraHbl H HHbIE OpPraHU3alluH

OCHOBBHI IOKYMEHTO000POTA B JOKYMEHTAHOHHOrO 00€CIICUeHHS

IlopsmoKk NpoOBeAeHHs 3aKymO4HBIX Ipouedyp M OGOpMICHHA
CONYTCTBYIOIIEH JOKYMCHTAIUU

OpraHu3aldoHHas CTPYKTypa OpraHM3allii M BaKaHTHbBIC JOJDKHOCTH
(opodeccun, cienMaIbHOCTH)

TapudHo-KBaHHUKAIMOHHBIE CIIPaBOIHMKH paboT 1 npodeccuit paGounx
H KBAIM(UKALMOHHEIE XapaKTEPHCTUKH JO/DKHOCTeH  ClyXKallmuX,
npodeccHoHaNbHBIE CTaHIAPThI

CrelaTu3upoBanEble HHPOPMAIMOHHBIE CHCTEMBL, IU(GPOBEIC YCIYTH U
CepBHCHl B 00NacTH aJAMHHHCTPHPOBAHHMS JOKYMEHTOOOOpOTa IO
BOIpocaM O0ydeHHs, afalTallid ¥ CTRXHPOBKH, Pa3BUTHA U TIOCTPOCHHS
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npo¢eCCHOHAIFHON Kaphepsl, BEACHHS ydeTa KaHTUIATOB Ha BaKaHTHEIC
JIOJDKHOCTH (Ipod)ecCHH, CIIEAANBHOCTH ), IPAHUIBI HX IPHMEHEHUS

HOpMaTPIBHBIe IPaBOBBIC aKThI, ONIPCACILAIOINEC HOMBI TPYAO0BOI'O IIpaBa

OCHOBBI apXHUBHOTO 3aKOHOJATENbCTBA M HOPMAaTHBHEIC IIPAaBOBBIE aKTHI
Poccuiickoii @eepanuy B 061acTH BeJEHNs] JOKYMEHTalMH 10 IEPCOHATY

OCHOBEI HAJIOTOBOTO 3akoHoAaTenbcTBa Poccmiickoit Peneparuu

3akonogarenscTBO Poccuiickoit @enepanun o nepCOHaNIbHBIX JaHHBIX

TexHOTOTHH, METO/(BI M METOJUKH IIPOBEICHUS aHAJIH3a U CHCTEMaTH3aIluH
JOKYMEHTOB ¥ HH(GOpMaIuu

JlokansHBIE HOPMAaTHBHBIE aKThl OpraHU3allly, PeryIHpYIOIHe MOPSOK

pasBUTHS ¥ MOCTPOEHHS NpodeCCHOHANBHOM Kapbephl, 00ydeHus,
aJlanTalii i CTAXXUPOBKY IIEpCOHANA
TMopsamok 3aKmo4eHnst J0rOBOPOB (KOHTPAKTOB)
ITpaBuna BegeHHs 1€NOBOH NEPENHCKH
HopMEI 3THKH 1€T0BOr0 OOIIEHHs
Jpyrue xapakTepucTuku | -
3.5. O600mennas TpyaoBas GpyHKIUHA
- JleSITeNBHOCTD [0 OPraHM3al|n TPyJa i | | Vposers o
HawnmeHoBanue | A P Py, . Ko ' E P 6
| OIUIATHI IEPCOHAIA S I  KBATMQUKAUEH |
HpoucxoxaeHue 0606meHHOMN X 3auMCTBOBAHO M3
TPynoBoit GpyHKUMH OpUrnHaia
Kon PerucrpansioHHBIN HOMEP
OpHI'HHaNA nmpodecCHOHANBHOTO
CTaHZapTa
Bo3moxHbIe ; CnenMaycT [0 HOPMHUPOBAHHIO H OILIATE TpyJa
HapMCHOBAaHHSA - CenuasucT 110 OpraHu3aliy | oIulaTe Tpyaa

JIOJDKHOCTEH, mpodeccui

5 CrenyanucT N0 KOMIICHCALIMAM H JIBIrOTaM

Croenuamict 1o nepcoHairy
Menemxep 110 IEPCOHALY

TpeboBanus k
06pa3oBaHHUIO U 00YHEHHIO

Bricimee o6pa3oBanue — 6akajiaBpuaT

WIH

Beicniee o6pazoBanue (HenpodunbHoe) — 6aKanaBpuaT u
JIOTIOJIHUTENbHOE MpodecCHOHANBHOE 00pa3oBaHHe — IPOrPaAMMBI
npodecCHOHANBHOM NEPENIOATOTOBKH B 06/1aCTH yIPaBJICHHUS IEPCOHAIOM
WK B 00J1aCTH OpPraHM3allii H HOPMHPOBaHU TPy/a, CTHMYIHPOBaHHS U
OIUIaTHl TPyZAa

TpeboBaHus K ONBITY
IpaKTHIECKOH paboThI

OcoOrple ycnoBus A0IyCKa
K pabote

Jlpyrue XxapaKkTepHCTHKH

PexoMeHyeTcs AONOHUTEIEHOE IPOdeCcCHOHATBHOE 00pa3OBaHUE —
MpOrpaMMEI IOBBIMIEHHS KBATM(HKAINK B 00/1aCTH yIpaBIeHHUS
TIIEPCOHAJIOM HJIM OpTaHHu3alliy TPyZa U OILIaThI IIepcoHaia
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HOHOJIHI/ITCJ'IBHLIG XapaKTCPpUCTHKHA

HamMeroBamHe J0KyMeHTa Kon HaumenoBanune 6a30Boit rpynnsl, ZOKHOCTH
(npodeccun) WM CIEIHATLHOCTH
OK3 2423 Crnenpanuctsl B 061acTH MOa00pa M MCTIOIH30BaHAS
HepcoHasa '
EKC - WHxeHep 10 HOPMHUPOBAHHIO TPYyAa
- IJKOHOMHCT 10 TPyLY
- MeHemxep o nepcoHary
OKIIATP 26583 Crnenuammct no Kaapam
27755 JKOHOMHCT M0 TPYAY
OKCO 5.38.03.01 | OxoHOMHKaA
5.38.03.02 | MeHe>XMEHT
5.38.03.03 | YnpaBneHue nepcoHaIOM
3.5.1. Tpynosas pyHKUHA
Opranmu3anus TpyAa EPCOHANA YposeHp
HavmenoBanue Kon E/01.6 (omypoBeHb) 6
KBaTH(UKALHH
Ipoucxosxkaenue TpyAoBoiH Opwrunan X 3aUMCTBOBAaHO U3
byHKuH OpHTHHAJIA
Kon PeructpannoHHbIi HOMED
OpHruHajia npodwccnonanbﬂoro
cTaHOapTa

Pa3paboTka cHCTeMbI OpraHH3aliid 1 HOPMHPOBaHHUS TPyJa IIEpCoHaa

BHeapenune cHCTEMBI OpraHH3alliy ¥ HOPMHPOBAHHA TPY/a IIEPCOHANA C
ONpeleIcHHEM TPYAOSMKOCTH, HOPMATHBHOH YHCIEHHOCTH, IpaduKoB
paboT u ycIoBHil OITAaTH TPY/a NepcoHana

BhiapieHHe pe3epBOB MOBHINIEHWS NPOM3BOAMUTENBHOCTH TpyJda M
KayecTBa HOPMHUPOBAHUA TpyJa

TMoaroToBka MpeNIOXeHHH MO M3MEHEHHAM YCIOBHH H OILIaTHl TpyJa
niepcoHaIa

IMoaroroBka mpeioXeHuit mo GopMAPOBaHHIO 6F0KETa HAa OpPraHM3aI[1IO
TpyZAa NepcoHaa

Ompenenenne 3bpdexTHBHOCTH  paGOTEHI
HOPMHPOBaHHUS TPyJa Ha pabounx MecTax

CUCTCMBI OpraHu3allid H

Heobxonumelie yMeHHS

BHeApsATh METOJB! PAIlMOHANBHOM OpraHu3aliy Tpyaa

AHau3MpOBaTh COCTOSHHE HOPMMPOBaHMs Tpyda, KavyecTBO HOPM,
nokasarenei Mo Tpyay

AmnanusupoBarh 3pdexTHBHOCTE pabOTEI CHCTEMBbI OpPraHH3alliH TPYZAaA
IIEPCOHAJIA © HOPMEPOBaHHS TpyZa Ha pabounx MecTax

CoCTaBIIATh H KOHTPOJMPOBATH CTaTBH PAacXOJOB Ha OINIaTy Tpyla
HepcoHana Ui IIaHUPOBaHHA GI0KETOB

Pa6orats ¢ MHQOPMAIMOHHEIMH CHCTEMaMH, LM(POBEIMH YCAyraMH M
cepBHcamMi B 0611aCTH OprasM3alliy U OILIaTH TPy/ia epcoHaja

CDopanOBa'rL IpeAIOXKECHUT II0 aBTOMATH3alUuH H umbponnaaunn
MIPOLIECCOB OpraHu3ani 1 HOPMUPOBAHKA TPyJa

Pa3paGatbiBaTh B 0GOPMIATE JOKYMEHTBI IO HOPMHPOBAHHIO M OILIaTe
TpyZa nepcoHaia
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ObecneunBath cobmoieHre TpeOOBaHMit 3aKOHOAaTENbCTBA Poccuiickoit
Qenepallid HX  KOPIOPAaTHBHBIX NOJHTHK B 00JMacTH 00paGoTKM
IIEPCOHAJIBHBIX JaHHBIX M KOHQHUISHIHAIGHOH HHPOPMAIH

Bectu nenoByio nepenucKy

Cobmoaats HOPMBI STHKH JET0BOr0 OOICHHS

Heob6xoauMele 3HaHAS

MertoJpl yaeTa 1 aHa/IN3a [ToKas3arelie o TpyAy H oIiare Tpyjaa

Metost ompeleieHus, OLEHKH ¥ CpaBHEHHS IIPOU3BOJCTBECHHOM
HHTCHCUBHOCTH U HAIIPOKCHHOCTH Tpyda

MeTop1 HOpMHPOBaHHSA TPYZAA

Metons! ONpeACIICHU YUCIICHHOCTH NEpCOHAIa

CoBpeMmeHHbIE (POPMBI, CHCTEMBI OIUIATE M Y4€Ta MPOU3BOJUTENHHOCTH
Tpy/a MepcoHaia

Cuctembl, Meroms! B (GOpPMEl MaTepHalbHOTO0 H HEMATEPHAILHOTO
_CTUMYJIMPOBAHUS TpyJla I€pCOHANA

TexHoNMOrUM U METOMBI (pOpMHpOBaHIfISI H KOHTPOJIA 6I0KETOB

TCXHOIIOFI/II/I, METOAEI W  METOAUKH IPOBCIACHHUS  aHajiv3a H
CUCTCMAaTHU3alluil JOKYMEHTOB H HHEi)OpMaIII/II/I

OcCHOBEI JOKyMEHTO000pOTa H JOKYMEHTallHOHHOT0 00eCIIedeHIS

Ilopsnox Tapudukamuu paboT U paboYmX, YCTAHOBIEHHA JOJKHOCTHBIX
OKJIaJIOB, JOIUIaT, HanbaBoK H Ko3¢¢uIHEeHTOB K 3apabOTHOM Iuare,
pacyera CTEMYJIHPYIOHNIMX BBIILIAT

TapudHo-KBaMUKaIMOHHEIE COpaBOYHHKH pabor u  mpodeccwi
pabounx u kBanHHUKANOHHEIE XapaKTEPHCTHKH JOJDKHOCTEH CIIy)KallluX,
npod)eCCHOHAIBHEIC CTAaHAAPTHI

OCHOBEI TEXHOJIOTHH IIPOU3BOJACTBA ¥ ACATCIBHOCTH Oprafnu3anuy

OpranusanvoHHas CTPYKTypa OpraHH3alMM M BaKaHTHBIE JOJDKHOCTH
(mpogeccun, CieNMaIbHOCTH) - f

IlonuTuka u CTpaTCrui opraiu3aimu 1o NepcoHairy

JKOHOMHKaA TpyJa

OcHOBBI 00IIeH H COIHATLHOM IICHXOJIOTHH, COIMOJIOTHH ¥ IICHXOJIOTHH
Tpyda

HOpMaTIrIBHBIe HIPAaBOBLIC AKTEI, OIIPECACILIIOIINE HOMBI TPYAOBOI'O IIpaBa

OCHOBBI apXHUBHOI'O 3aKOHOJATEILCTBA H HOPMATHBHHIE IIPABOBBIE aKTHI
Poccuiickoii ®epepauvu B o0NacTH BeACHHS JOKYMEHTallMM IO
NIEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOJATENbCTBA PoccHiickoi d)enepamm

3akoHogaTensCcTBO Poccuiickoit @enepanun 0 NEepCOHANBHBIX JaHHBIX

JlokabHBIE HOPMATUBHEBIE aKThl OPTaHU3alWH, PEryJIHPYIOLIHE IOPAIOK
OprasM3aluyy 1 HOPMUPOBAHMS TpyJa NepcoHaia

Crenpann3upoBaHHble HHOOpMAIMOHHBIE CHCTEMBL, IU(POBEIE YCIYTH U
CEpPBHUCHI B 00JIaCTH OpraHM3alUH H OIUIATHI TPyZa I€PCOHANA, FPaHHIbI
UX IPUMEHEHAA

OCHOBHEIE MECTPUKH M AQHAIUTHYCCKHUC CpE3BI B obnacTu IIpoLECCOB
opranusaiuuy 1 HOpMHAPOBaHUA Tpyda

[IpaBuna BeeHNs 1€I0BOH IePENHCKH

HOpMLI 3THKH OCJIIOBOI'O O0IIeHH A

Jpyrue xapakTepuCTHKH
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OpraHu3zanus OIUIaTHl TPy1a IepcoHana Yposens
HaumMenoBanue Kon = E/02.6 | (moxyposeHs) 6
KkBanuuKanuy
TIpowcxoxaeHHe TPYAOBOI Opurmsan X 3aUMCTBOBaHO M3
$yBxumn OpMIUHajia
Kon PerucrtpaliioHHbIH HOMED
OpHruHaja npod)eCCHOHANBHOTO
cTaHjgapTa

TpynoBrie nefcTBUS

Pa3paGoTKa CHCTEMBI OIIAaTHI TPY/a HepcoHala

dopmupoBanre Oroxera ¢GOHAA OILUIATHl TPYAd, CTHMYIHDYIOMIHMX H
KOMIICHCAIIMOHHBIX BBIILIAT

BHez[peHne CHCTEMBI OIIJIaTHI TPyJa IIEpPCOHAA

IMoaroToBka MpeANOXEHHH MO COBEPUICHCTBOBAHHIO CHCTEMBI OIIATHI
TpyJa IepcoHaa

Heo6xoaumMbie yMeHus

[IpUMeHATh TEXHONOTMH MAaTepHANbHOX MOTHBALMM B YIPaBICHUM
HEPCOHAJIOM

AHanM3HpoBaTh COBpEMEHHBIE CHCTEMBI OIUIaThl H MaTepHalbHOM
(MOHETapHO}) MOTHBAIMH TPYyJA AJIA lieNel OpraHu3aluy

AHaIM3HPOBaTh YPOBEHb OILIATHI TPYAA IEPCOHANA [0 COOTBETCTBYIOLIUM
IpodeCCHOHATBHBIM KBAIM(HKAIHAM

ITpoBOAKUTE MOHHTOPHHT 3apabOTHOH ILTATH Ha PRIHKE TPyaa

CoCTaBIIATh M KOHTPOJIMPOBAaTh CTATBH pacXOJdOB HA OIUIATy Tpyla
HepCOHaIa JUIs IUIAaHAPOBaHMs 610/DKeTa

Apanu3upoBats $OPMBI MaTEPHAIBHOTO CTUMY/IHPOBAaHHUS, KOMIICHCAIIMH
H JbFOT B OIUIaTe TPyZa IepcoHana

Pa6orars ¢ MHGOPMAIMOHHBIMH CHCTEMaMHM, HHU(POBEIMH yCilIyraMd H
CepBHCaMH II0 OILIaTe TPyJa MepcoHana

dopMupoBaTh NPEMIOKEHHE @O aBTOMAaTH3alMd H  IHbpoBU3AUMM
MPOIIECCOB OIJIATHI TPYAa

CocTtaBnsaTh IMPOTHO3BI Pa3BUTHUA OIUIATHI TPyJia NIEpCOHATa

O6ecneyrBaTh cobmoaeHne TpeOGoBaHMit 3aKOHOAATENBCTBA PoccHiCKoR
denepanvy M KOPIOPAaTUBHEIX HOMHTHK B obmacta  00paboTku
IIEPCOHALHBIX IAHHBIX H KOHQHICHIMATbHON HHpOpMalmu

BecTtu ne10BYyIO IIEPENUCKY

Cobimogarh HOPMBI 3THKH JIEIOBOTO OOIIEHHSA

Heo6xoamMble 3HaHHA

DopMBbI ¥ CHCTEMB! 3apa00THOM IIATHL, OPSIOK COCTABJICHHS OIOKETOB

CucteMbl, MeToAsl H (OpMBI MaTepHAIBHOIO H HEMAaTCPHAIBLHOIO
CTHMYJIHPOBAHHUS TPY/ia IepcoHaa

TexHonOrUM ¥ METO/IBI HOPMHUpPOBaHUS U KOHTPONA 610/KETOB H GOHIOB

[opsimok Tapudukanuu paboT U paboyMx, YCTAHOBIEHHS NOJDKHOCTHBIX
OKJIaJIOB, MOIUIAT, Han0aBoK M Ko3(GdHUIMEeHTOB K 3apaboTHOM IUIATE,
pacueTa CTUMYJIMPYIOLIMX BBIILIAT

Meroasl ONIPCACNCHUA YMCICHHOCTH IEPCOHAIA

TapudHo-KBATM(pHUKALMOHHBIE CIIPABOYHUKH paboT 1 mpodeccuit paGouux
H  KBaIM(QMKANMOHHBIC XapaKTEPUCTHKH JO/DKHOCTEH  CIyXalluXx,
npodeccroHaATbHbIE CTAHAAPTHI

MeTop! yueTa M aHaIM3a 1oKasaresneii o Tpyay ® 3apaboTHO# 1uiate

TeXHOIOTHH, METO/IbI i METOAMKH MIPOBEACHHS aHAIH3A U CHCTEMATH3ALMU
JOKYMEHTOB M HHpopManun
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IlonuTHKa ¥ cTpaTerus opraHu3alyy 10 IEPCOHATY

OpraHu3alMoHHas CTPYKTypa OpraHH3alMd W BaKaHTHBIE OJDKHOCTH
(npodeccun, CienHaIbHOCTH)

HopmaTuBHBIE IPaBOBEIE aKTh], OIPEAEIIONHE HOMBI TPYA0BOrO IIpaBa

OCHOBBI HAJIOTOBOIO 3aKOHOaTeNnbeTBa Poccniickoit denepanun

3akoHozarenbcTBO Poccuiickoit denepaiuu 0 NeEpCOHATBHBIX JAHHBIX

JloxanbHBIE HOPMAaTHUBHBIE AKTHI OPraHHU3allMH, PETYIMPYIONIME OILIATY
Tpyna

OCHOBBI 5KOHOMHUKH TpyAa

OCHOBEI TEXHOJIOTHH IIPOU3BOACTBA U ACATCIBHOCTH OpraHu3aiuy

OCHOBBI JOKyMeHTO000p0Ta ¥ JOKYMEHTAIIMOHHOTO 00eCeyeH s

Ilopsinok 3aKIIOYEHHS JOTOBOPOB (KOHTPAKTOB)

OcHoBHI 001Iel ¥ CONMATBHOM TNICUXOJIOTHH, COITHOJIOTHH M IICHXOJIOTUU
TpyZa

CrnenuammsupoBaHHBIE HHPOPMalMOHHBIE CHCTEME], H(PPOBEIE YCIYTH U
CEpBHCHI B 001aCTH OpraHu3alliyl ¥ OILUIATHI TPy/Ja EPCOHANA, TPAHUIIBI KX
IPUMEHEHUS

OcHOBHEIE MCTPUKHA H AHAJIHUTHYCCKHE CPC3Bl B obmactu IponIeccoB
obecrieueHus OILIAThI Tpyda IIEpCoOHAIa

HopMsl 3THKH f€10BOro o0IIeHUS

Jpyrue xapakTepucTuka | -

3.5.3. TpynoBas pynkuus

AIIMAHACTPHPOBAHHE IIPOIECCOB OPraHU3alH VposeHs
HaumeHnosanune | TpyJia, OILIATHI HepcoHalia u cooTBeTcTBytomero . Kox | E/03.6 | (momyposens) 6
JOKYMEHT0000pOTa KBaJHGUKaLHH
K IEHH BO# 3auMCTBOBaHO U3
[Ipoucxoxaenne TpyAo: Opurusan X
byHKIMH OpMrHHaia
Kox PeructpaumoHHsiii Homep
OpHrdHaia npo¢ecCHOHANIEHOTO
cTaHgapTa
TpynoBrie aeficTBHS JlokyMeHTaIHOHHOE M OpPraHU3alUOHHOE CONPOBOXICHHE CHCTEMBI

OpraHM3alyy TPyJa U OILUIATHI TPy Aa NEpCcoHaIa

IToaroroBka HpQZUIO)KGHHI’I II0 COBCPIICHCTBOBAHHAIO CHCTCMBI
OpraHu3alyy U OIUVIATHI Tpyda IICPCOHAIIA

ITogroroBka U 006paboTka 3ampocOB H yBEJOMICHMH O pabOTHHKax B
rOCYJapCTBEHHBIE OpraHbl, NPECTaBHTENbHbIE OPraHbl pPaOOTHHKOB IIO
CHCTEMaM OILIATHl ¥ OpraHHU3aluy TpyAa epcoHana

OpraHu3anMoHHOE M JOKYMEHTAIMOHHOE COMPOBOXICHUE JOTOBOPOB Ha
OKa3aHHE KOHCYJIbTAMOHHEIX, HH(QOPMAIMOHHBIX YCIYT [0 CHCTEMam
OILIATHl M OPraHM3alldd TPyAAa IEPCOHANA, BKIOYAs IpeaBapHTEIbHBIE
HPOLEAYPHI IO UX 3aKITIOYCHUIO ‘

Heo6xomxuMble yMeHUS O¢dopMIIATh DOKYMEHTHI II0 BOIpPOCaM OIUIATEl H OpraHM3alld¥ TpyAa
IEpPCOHATa,  NPEACTAaBIsieMBle B TOCY[JapCTBEHHBIE  OPraHBI,
IIpeJICTABATENILHBIE OPraHbl pa0OTHHKOB

AHATH3UPOBATh HOPMATHBHbIE X METOANYESCKHE JOKYMEHTHI II0 BOIIPOCaM
OILIATHI M OpTaHHU3AlUK TPY/ia epCoHaNa
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OpraHu30BEIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TpeOOBaHMAMH
3aKOHOJATeNbCTBa Poccuiickoit ®enepalilydi W JOKATBHBIMH  aKTaMH
OpraHHu3aluy

Bectu YYET U PErUCTpaALlAIO JOKYMEHTOB B I/IH(l)OpMalII/IOHHLIX CUCTEMaAax H
Ha MaTCpUAIBHBIX HOCUTEIIAX

Pa6oTate ¢ MHQOPMALHOHHBIMH CHCTEMaMM, LU(POBBIMU yCIyramu H
CepBHCaMM 110 AIMHHHACTPHPOBAHHIO IOKyMEHTOOOOpOoTa B 00nacTH
OpraHU3alyH ¥ OILIAaTHl TPyJa IEPCOHAIA

dopmupoBaTh OPEAJIOKEHHE [0 aBTOMAaTH3alliM H OH(pPOBH3ALMHU
npolecca aJMAHACTPHPOBAHKS JOKYMEHT0000poTa B 001IaCTH OIIATHL U
opraHu3alnyy Tpyla

ITpon3BoIUTh MpeABapUTENbHBIE 3aKyHOYHBIE IPONEAYPE M 0QOPMILATH
CONYTCTBYIOLIYIO JOKYMEHTAIMIO 10 3aKJIFOYEHHIO JIOTOBOPOB

O6ecneunBars cobmofeHne TpeboBaHU# 3akoHOAATENLCTBA Poccuiickon
Denepani M KOPIOPAaTHBHBIX IMOJMTHK B obmact  o6paboTku
NEPCOHANBHBIX IaHHBIX ¥ KOHQUICHIHANBHOH HHPOpMAIMH

Bectu nenoByro nepenucKy

Cobmonats HOPMEI 3TUKH AEJIOBOI'O oOmeHus

Heo6xonuMeie 3HAHHI

HOpSIJIOI( O(bopMJleHI/IH, BCJICHUS M XpaHCHUA JOKYMEHTaUWH MO0 CHCTEMaM
OIUIAThl ¥ OpraHu3alny TpyJZia n€pcoHalIa

HopMaTHBHEIE IIPaBOBBIC aKThHl, PETYIHPYIOIIME MpaBa W OOA3aHHOCTH
roCyJapCTBEHHBIX OPIaHOB H OPTaHH3allHH IO IPEJOCTABICHUIO YIETHON
JOKyMEHTalHH

TexHoMOTHM, METOAEI U METOAUKH IIPOBCACHU aHA/IN3a U CHCTEMaTH3alliH
JOKYMCHTOB H anbopMauun

TapuHo-KBaTpHKALMOHHEIE CIIPABOYHHEKH PaboT M mpodeccuit pabouux
H KBaIM(MKAWOHHBIE XapaKTEPHCTHKH JODKHOCTEH  CIIyXaIluX,
npodecCHOHAIBHbIE CTaHAAPThH

Crenuani3upoBaHHble HHOOPMAIHOHHbIE CHCTEMBI, IIUPOBLIE YCIYTH U
CEpPBHCHI [0 3IMHHACTPHPOBAHHIO TOKYMEHTO0OOPOTA POLECCOB OMIATHI
¥ OpraHU3alliy TPyZa NepcoHana, TPaHHIB] UX IPUMEHEHHS

JlokanbHEIE HOPMATHBHEIE aKTHI OPTaHM3ALUH, PErYIMPYIOLUIHE HOPSIOK
OILIATHI, OpPraHW3alliy ¥ HOPMHPOBAHHUS TpyZa

OCHOBBI JOKyMEHTOO0OPOTa H JOKYMEHTAIIHOHHOTO obecreveHus

HOpﬂIlOK (i)OpMPIPOBaHI/Iﬂ, BCACHUA 6a3pl JMaHHBIX H pCACTaBICHUA
OTYETHOCTH IO CHCTEMAaM OILIATHI ¥ OpraHM3aliii TpyAa IepcoHala

HOpMaTHBHBIC IIpaBOBLIC AKTHL, ONPEACILIIONNE HOMBI TPYI0BOTO npaBa

OCHOBEI apXHBHOTO 3aKOHOJATE/ILCTBA M HOPMATHBHBIC IIPaBOBBIC aKThI
Poccuiickoii ®enepauny B 00J1acTH BeJICHHS JOKYMEHTALHH II0 IEPCOHATY

OCHOBBI HAJIOTOBOI'O 3aKOHOJATEILCTBA Poccuiickoi (Denepauml

3axkoHOOATENBCTBO Poccuiickoit d)enepamm 0 IIEPCOHAIBHBIX JTaHHBIX

TTopsiIOK 3aKJIIOYEHHS IOTOBOPOB (KOHTPAKTOB)

Tlops oK NpoBeleHUs 3aKYMOYHBIX TPOUEAYP U OQOpPMIICHMA
COMYTCTBYIOIIECH JOKYMEHTAIMU

HopMsI 5THKH JI€I0BOT0 OOLIEHHUS

TIpaBuiia BeIeHH IeTIOBOM NEPEITUCKH

Jlpyrue XapakTepuCTHKA
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3.6. O60o6menHas TpyaoBas pyHKIuSA

eATEeJIFHOCTE 110 POPMHUPOBAHHUIO
HaumeHoBanye /1 . topmup i Kon F Vposenn 6
KOPIOpaTUBHOM COLMAJIbHOW TIOTUTUKH KBaTH(HUKALMH
IIpoucxoxaeHue 0600meHHoH WMCTB
p ol i Opuruman X 3a 0BAHO U3
TpyZoBOi BYHKUMH OpHUTHHANA
Kon PeructpanyoHHBIH HOMEp
OpHIHHANA po¢)eCCHOHANBHOTO
CTaHJapTa
Bo3MoxHEBIE CrenyaiucT H0 COLHAIBHBIM IIpOrpaMMaM
HauMEHOBaHUA Crengamct 110 paboTe ¢ NpeAcTaBUTEIbHBIMU OpraHaMHK pabOTHHKOB

nomxHOCTeH, mpodeccuit | CrienHaucT Mo KOPHOPaTHBHON COLMAIBHOM NOTUTHKE
CrienManucT no nepcoHaty
Menemkep o IEPCOHATY

TpeboBanus x Beiciiee o6pa3zoBaHue — 6akanaBpuar

00pa3oBaHUIO H OOYYECHHIO | MITH

Briciuee o6pasoBanne (HenpodunbHoOe) — 6aKkanaspuar u
JOTIOHUTENBHOE POPECCHOHANBHOE 00pa30BaHKE — IPOrPaMMBI
npodecCHOHANBHOM NIEPENOArOTOBKH B 06JIaCTH yIPaBICHHS NEPCOHATIOM
WM B 00JIaCTH COIMAIBHOM [TOJHTHKH

TpeGoBaHMs K OIBITY -
HpaKTHYECKOH paboThl
Oco0Oble ycioBus JOIycKa | -
K paboTe
Jlpyrie XapakTepHCTHKH | PeKOMEHIyeTCs OTOJHHTENbHOE NPOdeCCHOHAIEHOE 00pa3oBaHHE —
HporpaMMsl OBHIEHNS KBaJIM(pHKAIAA B 00/1aCTH YIIpaBICHA]
NEPCOHAJIOM FUIH COIMAILHOH IIOJIMTHKH

I[OHOJIHI/ITCJII:HBIC XapaKTepUCTHKH

HanmenoBanue 6a30Boi IPYyMIIE], JODKHOCTH
HanmenoBanre JOKyMEHTa Koz
(mpodeccun) UM CIENHATEHOCTH
OK3 2423 CroenuanucTsl B 06J1acTH 1oA60pa H UCNOIL30BaAHUS
nepcoHasna

EKC - CroenpamicT 1o KaapaM

- MeHnexep no nepcoHay
OKIIATP 26583 CrenHaIMCT 1O KagpaM
OKCO 5.38.03.02 | MeHeHKMEHT

5.38.03.03 | YnpasneHue IEPCOHATIOM

3.6.1. TpynoBas gpyHKnHA

PaspaGoTka KOpIIOPAaTUBHOM COLMANbHOH YposeHb
HauMEHOBAHKE | o T THKK Koxn F/01.6 | (monmypoBesn) 6
KBaTH(pHKALIH




I[IpoucxoxaeHHe TPYAOBOH
(yHKIH
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X 3auMCTBOBaHO U3

Opsreman OpHruHajza
Kon PerncrpanuoHHsIi HoMep
OpHIrHHaJIa HpOtbeCCPIOHaJIBHOI‘O
cTaHjgapTa

TpynoBele nefcTBHS

Pa3pa60oTka KOPIHOPATHBHEIX COLHMAILHBIX [IPOrpaMM

Pa3pa60TKa CHUCTCMBI BHIILIAT pa6OTHKKaM COLHAJIBHBIX JIBI'OT

Opranusanus B3aUMOJEHCTBHS C IPEACTABHTENBHBIMH OpraHaMH
paboOTHHKOB, OOLIECTBEHHBIMM OpPraHH3AlMsAMH, C TOCYJapCTBEHHBIMHU
opraamu

[loAroToBKa IpefIoXeHHil 1o QopMupoBaHHIO OlomkeTa B 001acTH
obecnieyeHHs KOPIMOPaTHBHOM CONMANbHON NOJTATHKH

HeobOxonumbie yMeHUs

Omnpenenars  UeNeBble  IPYHOBl  NepcoHama Juisi  pa3paGoTKH
CIIENHATA3MPOBAHHbIX COLUANBHAIX IIPOTPaMM

JToBomuTh MHGPOPMALHKIO O COIHATBHBIX IPOrpaMMax 0 LENCBBIX Iy
IepcoHala € HCIOOJB30BaHHEM HHCTPYMEHTOB  BHYTPEHHHX
KOMMYHUKaLHK

BoibHpaTh KpHTEpHH M OIpENENATh YPOBHH YIOBICTBOPEHHOCTH
TIepCOHaNa

Hcronp30BaTh MaT€PHAILHBIC M HEMAaTEPHAIbHEIE CHCTEMEI, METOABI H
¢dopMbI MOTHBAIIHH B YIIPaBJICHHH IEPCOHATIOM

OmnpenenaTs 06beMbI CPEACTB Ul pean3aliy COUMANIbHBIX [apaHTHH,
KOPIIOPaTHBHBIX JIBFOT ¥ MHBIX 3JIEMEHTOB KOPIOPaTHBHBIX COIHAIBHBIX
nporpamm ist GOpMHpPOBaHKUS OIO/KETOB

CocraBimars H KOHTPOJIMPOBaTh CTaTbH pacXxoJ0B Ha COIIMAJIbHBIC
HporpaMMsl 11 IJIaHHPOBAHUA OI0/KETOB

IIpOM3BOIMTE MPeABAPUTENbHbIE 3aKyTIOYHbIE TPOLERYPBI A 0hOPMICHHE
COMYTCTBYIOMIEH TOKYMEHTAIMH 10 3aKJIFOYEHUIO IOTOBOPOB

PaboTaTh CO CIENMATM3MPOBAHHEIMH WHGOPMANMOHHBIMH CHCTEMaMH,
nu(pPOBEIMH YCIyTaMH M CEPBHCAMH 0O YNPAaBJICHUIO NEPCOHATIOM B
06/1acTH KOPIOPATHBHOM COMAEHON MONTHTHKY

QOopMHpOBaTh NDEMNIOKEHHS 00 AaBTOMAaTH3aMM H LH(POBH3ALKH
npornecca pa3paboTK KOPIIOPaTHBHON CONMAIbHOH OMTHKH

O6ecneunBars coOmoaeHAe TpeOoBaHuil 3aKOHOAATENBCTBA PoccriicKoi
QegepalMi W KOPNOPATHBHEIX IONMTHK paboTomatensi B 0OnacTH
06GpabOTKH epCOHANBHBIX IAHHBIX H KOHOHICHIHANLHON HHOPMAIIHH

BecTH JeOBYIO IIEPENUCKY

Cobmonatb HOPMBI 3THKH J€JI0OBOTO o01meHns

HeobxoauMele 3HaHUS

HOpﬂ}IOK H METOAbI paspa60TKn IJIaHOB H IIporpaMM COLHaJIbHOI'O
Pa3BHTHA OpraHH3alluHA

MeTob! aHATH34 BHIIOIHEHHS COMAIBHBIX IPOrPaMM H ONIPEACIICHHSA HX
3KOHOMIYECKOH 3P HEeKTHBHOCTH

Cuctembl, Meroasl u (OpMBI MaTEpHANPHOTO ¥ HEMAaTepPHAIBHOIO
CTHMYJIHPOBaHHS TPYyZa IEpCcoHaNa

TeXHOIOTHE ¥ METOIbI GOPMHUPOBAHHSA ¥ KOHTPOJIS OIO/DKETOB

Meroasl NPOBEICHUA COUXOJIOrHYCCKUX HCCIeN0BaHu, U3YUICHUA
00IIIECTBEHHOI'0O MHEHHS

Texuosiorm, METOABI H  METOAMKU  NPOBCICHHUA aHajm3a H
CHCTEMATH3allH JJOKYMCHTOB KH(bOpMaIII/H/I

[IopsgoK NOpOBEIEGHHS 3aKyNOYHBIX TpOUEdYp H  OQOPMICHHS
COIYTCTBYIOILEH JOKYMEHTAIlMA
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OCHOBBI HpOHBBOﬂCTBeHHOﬁ JACATCIIBHOCTH OpraHu3alliu

OcHOBEI 001melt ¥ CONMAIBHOM IICUXOJIOTMH, COIIHOJIOTHH H IICHXOJIOTHHA
TpyZa

Crpykrypa, IeH, CTpaTeris U NONHTHKA OpraHU3alliy 10 MEPCOHAIY

Tapuduo-kBanHpUKAMOHHBIE CIPaBOYHUKH paboT ®  mpodeccuif
pabounx U KBaIH(UKAIHOHHEIE XapaKTEPUCTHKH JOJDKHOCTEH CIyKallluX,
npodecCHOHAIBHBIEC CTaHJapThHI

Cneuuan3apoBaHHble HHGOPMAHOHHbIE CHCTEME], U(POBBIE YCIYTH
CEPBHCH II0 YIPABIEHHIO IEPCOHAJIOM B O00IAaCTH KOPIOPATHBHOMN
COIHAIBHON IOJUTHKH, I'PAHANB! HX IPHMEHEHHS

OCHOBHBIE METPHKH U aHAJIATHYECKHE CPe3bl B 00MaCTH KOPHOPAaTUBHOM
COLIHATIBHOM HMOJHUTHKH

HopMaTHBHBIE TPABOBHIE AKTHI, ONIPE/IENAIONIE HOMBI TPYAOBOTO IIpaBa

OCHOBBI HAJIOTOBOT'O 3aKOHOIaTENLCTBA Poccuiickoi (I)e,uepaunn

HOpMaTPIBHBIC IIpaBOBBIC aKTHI, PEryJIHPYIONIUE IIpaBa H 00s13aHHOCTH
roCyJapCTBCHHBIX OPraHOB, NPEACTaBUTEIILHBIX OPranoB pa60THHKOB

3axoHOHATENLCTBO Poccuiickoit depepalniny o nepcoHaNbHBIX AaHHBIX

JlokanbHBIE HOPMATUBHLIE aKTBI OPraHMU3allii, PETYIHPYIOIHE MOPAIOK
($hopMHpPOBaHHUS COLMAILHOHN IMOIMTHKH

TTopsmoK 3aK/II0YEHHs. JOTOBOPOB (KOHTPAKTOB)

IlpaBuiia BeACHU: JEIOBOM MEPENHCKH

HopMs! 5THKH [1€]10BOr0 OOIEHASA

Jpyrue xapakTepuCTHKH

3.6.2. Tpynosasi pyHKuMs

HaumenoBanue IOMUTHKH

[MponcxoxaeHue Tpy 08O
(yHKIMH

Peanu3zanus KOpIOPaTHBHON COLMAIBHOR VposeHb
Kon F/02.6 (nomypoBeHs) 6
ki HuKaImH
Opurunan X 3auMCTBOBAHO M3
OpHIMHAIA
Koxn PeructpanmoHHbIH HOMED
OpUruHaua npo¢eCCHOHATBLHOTO
CTaHjaapTa

Tpynossie feHCTBHA

BHCJIPCHI/IC KOPHOPaATHBHLIX COLMAIbHBIX IIPOIrpaMM

Peanmm3amnus cUCTEMBI COIHANBHBIX JBIOT, BEIILIAT paOOTHHKAM C yYETOM
Tpe6GoBanmii 3akoHoaaTeNbCcTBa Poccuiickoi Penepannu

OLEHKa YJOBIETBOPSHHOCTH NEPCOHAIA KOPIOPATHBHOM COLHATBHOM
TIOJIUTHKOM

Onenka 3p(EeKTHBHOCTH MEPONPHATHH KOPIOPAaTHBHOH CONMATIBHON
NOJATHKA

[oAroToBKa IPENJIOKEHHH II0 COBEPIICHCTBOBAHMIO MEPOIPHATHH
KOPIOPAaTUBHOH COLMAIBHOM IOJIHTHKH

IMoxaroToBka mpexioxeHuit mo GopMupoBanuio 6l0/keTa Ha peanu3alluio
KOPIOPAaTUBHOMN COLMANBHON NOJMTHKH M COUMATBHBIX MPOrpaMm

Heo6xoaumeie yMeHUS

PaccunTheIBaThH 3aTpaThl Ha IpOBEACHUEC CIICIIHATM3HPOBAHHBIX
COLIMAJIBHBIX MporpaMMm

IIpoBO/ATE MOBHTOPHHI YCHEIIHBIX KOPIMOPATHBHBIX ~ COMMATBHBIX
IporpamMm

ITpoBOAUTE MEPONIPHATHA B COOTBETCTBHU C KOPIIOPaTHBHOM CONMaIbHON
MOJIUNTHKOH
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Onpenemm, IICJICBBIC rpymmsl II€pcoHala PIRIE: | Co3nanui
CHICHHMAIN3UPOBAHHBIX COMNANILHBIX IPOIpaMM

OnpenenxTL KPHTEPHH H YPOBHH YIOBJICTBOPCHHOCTH II€PCOHATIA

Onpenenats 3¢ ¢GeKTHBHOCTh MEPONIPUATHH peali3yeMoil KOPIIOpaTHBHOMH
COILMAIbHOM ITOJIMTHKH

OpraHu30BBIBaTh B3aUMOJEHCTBHE C TOCYJApCTBEHHBIMH OpTaHaMH,
IpeCTABUTENILHBIMA OpraHaMu paGOTHUKOB, OOINECTBEHHBIMH H HHBIMM
OpraHM3alMsIMH N0 BOMpOCaM pealu3alli¥ KOPIIOPaTHBHOH COIMATBbHOM
TOJIUTHKH

AHaJII/ISHPOBaTL PBIHOK YCIYIr N0 OCYIIECTBJICHHK COLMATIBHBIX H
CIICIIHATN3UPOBAHHBIX  ITPOTPaMM COLIaILHOM NONJICPXKKH  WICHOB
ICJICBRIX TPYIII H TOTOBUTH MPEUIOKCHUS IO UX NTOCTAaBIIUKAM

Ipou3BOMUTE NpeABapUTE/IbHEIC 3aKYTIOYHEIE NPONEIYPhl H OQOPMIIATH
COIYTCTBYIOUIYIO JOKYMEHTAIMIO N0 3aKIIOYEHHUIO IOTOBOPOB

Paborars co cHeNUATU3NPOBAHHBEIMH HHGOPMAlHOHHBIMH CHCTEMAMH,
mM(POBEIMH YCIyTraMH M CEPBHCAMH IIO YIPABJICHHIO NEPCOHAIOM B
006J1aCTH KOPIIOPATHBHOM COLMAIBLHOM IOJIMTHKH

ObecrneunBars coOmoeHne TpeOOBaHMI 3aKOHOKATENLCTBA Pocchiickoi
denepann M KOPHOPAaTHBHBIX MHONUTHK B obnactu 06paboTku
NEPCOHAIBHBIX JaHHBIX H KOHQHICHINANbHOH MEpOopManuy

BecTu genoByio nepenucky

Cob6moaats HOPMBI STUKH JET0BOTO 06IIeHNs

HeobxoauMele 3HaHUS

MerTozp! aHaNHU3a BBHIIOIHEHUS KOPIOPATHBHAIX COLMANBHBIX IPOrpaMM U
ompe/ieNIeHUs UX SKOHOMUYECKOH 3 PEKTHBHOCTH

CucreMsl, Merofsl, (OPMBI MaTepHATHHOIO M  HEMaTepHAIBLHOIO
CTHMYJIMPOBaHHUA TPyZAa IepcoHajla

MeTtonnl NPOBCACHHUA COIHOJIOTHYCCKUX HCCHCEOB&HHﬁ, H3YUYCHHUA
OGHIGCTBGHHOI‘O MHCHHA

TexHOIOrHH, METOABI X METOJUKH IPOBEACHMS aHAIIM3a H CUCTEMATH3AIIMH
JOKYMEHTOB U HHpopManuu

HopMaTHBHBIE IIPaBOBBIE aKThl, PETYIHPYIOIIHE NpaBa M OOA3AHHOCTH
rOCYJapCTBEHHBIX OPTaHOB, IPEICTABHTEIHHBIX OPraHOB PabOTHUKOB IO
[peOCTABICHHIO YUYETHOH JOKYMEHTAIIMH

[lopsagok IpOBeJCHHs 3aKyMOYHBIX IIpomedyp H  0QOpMIIEHHA
COITYTCTBYIOIIEH NOKYMEHTAIHH

CprKTypa, LEJIM, CTPATCIUA Y MOJIMTHKA OpraHU3alliy 110 IICPpCoOHATY

TapuHO-KkBaTHPUKAMOHHEIE CIPaBOYHUKH paboT 1 mpodeccuii pabounx
H KBATM(HKAIMOHHbIE XapaKTEpPHCTHKM JOJDKHOCTEH  CIyXalluX,
npodeccCHOHAIbHBIE CTaHIaPTHI

OcHOBBI HpOHSBOJ.ICTBGHHOfI JCATCIBHOCTH Opralin3aniu

OcHOBBI OOIIEH M COIUATBHON NICHXOJIOTHH, COLMOJIOTHH M IICHXOJIOTHU
Tpyna

CrienManu3upoBaHHble HHPOPMAIHOHHBIE CHCTEMBI, IU(GPOBbIE YCIYTH U
CEpBHCHl [0 YNPABICHHIO IEPCOHATOM B 006NacTH KOPIOpaTHBHOX
COLMAILHON MOJMTHKY, IPaHUIL]I HX IPUMEHCHHS

OCHOBHBEIC METPHKHM M AHAJTHTHYECKHE CPe3bl B 00J1acTH KOpIIOPaTHBHOMI
COLHAILHON IOJMTHKU

HOpMaTI/IBHbIe MPaBOBHIC AKTHI, OIIPEACILIIOIINE HOMBI TPYAOBOI'O IIpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbCcTBa Poccuiickoi Penepauuu

3akoHOAaTeILCTBO Poccuiickoii Penepaluu 0 NEPCOHAIBHAIX JaHHBIX




38

JlokanbpHble aKThl OpraHU3alM{, PETYIHpYIOIHE MOPAHOK BHEIPECHUSA
COIHAJILHOH ITOIUTHKH

TTopsiok 3aKmoUeHHs J0OrTOBOPOB (KOHTPAKTOB)

HOpMI:I 9THKH JEJI0BOr0 OOINEHUs

Jpyrue XxapakTepuCTHKH | -

3.6.3. Tpynosas pyHxuns

AJIMUHHCTpHpPOBaHUE IIPOIECCOB KOPIIOPATHBHON VpoBeHs
HawmenoBanne | COINMAJIBHOMN ITOJHTHKHA M COOTBETCTBYIOIIETO Koan | F/03.6 | (momyposeHs) 6
JOKyMEHT0000pOTa KBaTH(HKALH
IIpouncxoxaenue TpyaoBOH Oparaman X 3auMCTBOBaHO U3
byHKnyn OpUTHHANIa
Kon PeructpauoHHEIN HOMED
OpHrHHaNa npo¢ecCHOHATBHOTO
CTaHaapTa
TpynoBrie ackcTBHSA IloaroroBka NpeAyiOKECHUH IIO Pa3sBUTHIO KOPIOPATHBHOM COLMAJIBLHOM
TIOJIUTHKH

IMogroroBka  mpemnoXeHWH 1m0  0OECedeHHMI0O  COOTBETCTBHS
KOPIIOPaTUBHOM COIHMANbHON MOMUTHKA TpeOOBaHMIM 3aKOHOAATEILCTBA
Poccuiickoit @eziepaliiyl ¥ yCIOBHIM PHIHKA TPyJa

JlokyMeHTallHOHHOE  OOpMIIEHME  pe3ylabTaTOB  KOPIOpPAaTUBHOMH
COLUAITFHOM ITOJIMTUKA

IIOKYMGHTaHI'IOHHOC H OpraHu3allHOHHOE COIPOBOXICHHUE MepOIIpI/ISITI/Iﬁ
KOpHOpaTI/IBHOI’I COIMANBHOM ITOTHTHKH

IMoaroroBka M 00paGoOTKa 3ampOCOB W YBEAOMIEHHH O paboTHHKAax B
rOCYJapCTBEHHBIE OpraHbl, NPEJCTaBHTENbHBIE OpraHBl paGOTHHKOB IO
BOIPOCAaM COIIMATLHON INOJIMTUKY B OTHOLICHHH NIEPCOHAJIA

ComnpoBoXKA€HHEe OOTOBOPOB II0 OKa3aHHIO KOHCYJIBTAalHOHHBIX U
HH(POPMAIMOHHBIX YCIYT [0 peajli3allid MEPOIIPHATHH KOPIOPaTHBHON
COLMATLHOM MOJMTUKH, BKIIOYAs IIPEBapHTENbHBIC NMPOUEAYPHl [0 HX

3aKIIOYEHHIO
Heob6xonnmele yMeHHs OdopmiaTe JOKYMEHTH IO BOINPOCaM KOPHOPAaTHBHOH COLHAIbHOM
OOJIMTHKH,  INPEJOCTaBIsieMble B TOCYHApCTBEHHBIE  OpraHEl,

HPEACTAaBUTEIBHBIC OpraHbl pa6OTHHKOB

AHamu3MpoBaTh INpaBWia, IOPSOKH, MPOIERYPHl KOPIOPATHBHOMH
COLTHAJILHOM IMOJIUTHKH

O6ecne4ynBaTh AOKYMCHTAITHOHHOE CONMPOBOXKACHUC COITHATBHOM
IIOJIMTHKHA B OTHOINCHWH IICPCOHATIA

OpraHn30BBIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH ¢ TPEOOBaHHUSIMHU
apxXHBHOTO 3aKOHoAaTenbcTBa Poccuiickoii denepanuu ¥ JIOKATbHBIMU
aKTaM# OpraHu3alud

[1pou3BOAUTE NpEABApPUTENbHBIE 3aKYIIOYHBIE IMPOLEAYPH B OQOPMILATH
COILYTCTBYIOIIYIO JOKYMEHTALHIO 10 3aKIIOYEHHIO IOTOBOPOB

Paborate ¢ uMHGOPMAUMOHHBIMH CHCTEMaMH, OHQPOBBIMH YCIYraMd H
CEepBHCaMH II0 BOIPOCaM KOPHOPATHBHOH CONMANBHOM IOJMTHKH B
OTHOIIEHHH HEPCOHAIA

@opMHupOBaTh NpPEIIOXKECHHE [0 aBTOMAaTH3AMH H IH(pOBU3ALHH
Hpolecca J0KyMEHT0000pOTa, CBI3aHHOTO € peanH3aluei KopIopaTHBHOM
COIHANLHOM TTOJIMTHKH
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O6ecneunBars cobmoenne TpeboBaHMit 3aKkoHOHaTeNbcTBA Poccuiickoii
Denepanid 4 KOPINOPAaTHBHBIX TOJMHMTHK B oOnactu  06paboTku
NEPCOHAIBHBIX JAHHBIX ¥ KOHPUACHIHAIHON HHOPMALHH

Bectu f€10ByIO IEPENUCKY

Cobmonarb HOPMEI 3THKH OCJIOBOI'O oOmenns

HeoOxoauMele 3HAHUS

IMopsimoxk oQopMieHHs, BeICHHS W XpaHEHHs NOKyMEHTAllMd 10
COIMAIBHOM IOJIATHKE B OTHOLICHHUY [IEPCOHAIIA

[Mopsimox ¢GopMHpoBaHHuA, BeleHHs Oa3bl JaHHBIX W IIPEICTaBICHUS
OTYETHOCTH I10 BOIMPOCAM COIMAIBHOM MOJMTHKY B OTHOLIEHNY IIEPCOHATIA

TexHOIOrMM, METOIBI M METOAMKY IIPOBEACHUS aHAJIN3a H CUCTEMATH3AlUK
JIOKYMEHTOB ¥ HHOpMaIHH

OcHOBBI I[OKYMCHTOOGOPOTa H JOKYMCHTAIIMOHHOIO obecrieueHuA

TapudHo-KBaIMPUKANHOHHEIE CIIPaBOYHHKY paboT H npodeccuii pabodmx
U KBAIM(QUKAWOHHbIE XapaKTEPHCTUKM JOJDKHOCTEH  CiyXammx,
npodecCHOHANBHbIE CTAaHAAPTHI

[lopsfok OpOBeNEeHHS 3aKyMOYHBIX Mponenyp H  odopmieHus
CONYTCTBYIONIEH NOKYMEHTAIUU

CrenuanusupoBannbie HHPOPMAIMOHHBIE CHCTEMBI, IA(PPOBLIE YCIYTH U
CEepBHCHI B 00NAacTH COIMAIBbHOM INOJMTHKH B OTHOIICHHH IMEpCOHAIA,
TpaHMLb] UX IPHUMECHECHHUSA

HOpMaTI/IBHI:IC IPaBOBBIC aKThI, OIIPEACIIIOINC HOMBI TPYJOBOT'O ITpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHBHBIC IIPABOBBIC AKTHI
Poccuiickoii ®enepanuy B 001acTH BeIeHHsA JOKYMEHTAIMH I10 IIEPCOHATY

OCHOBBI HAJIOrOBOrO 3aKoHOJaTeabcTBa Poccuiickoit @enepanun

HopMaTuBHBEIE NPABOBEIE aKTHI, PEryJHPYIOLIHE NpaBa M 00A3aHHOCTH
roCYIapCTBEHHBIX OPraHOB, MPECTaBUTENLHBIX OPraHoB paGOTHHKOB IO
NPeIOCTABIICHHIO YUETHOH JOKyMEHTAMH

3akxononarenscTBo Poccuiickoit Penepalli 0 NEPCOHANBHBIX TaHHBIX

JloKanpHbIE HOPMATHBHBIE aKTHl OPraHH3alliH, PETyJHPYIOIHe MOPAH0K
BHE/PEHHS KOPHOPATHBHOM COIMAIBHOH IOJNHMTHKH H COLHATBHBIX
OporpamMm

TTopsiioK 3aKIIOUEHHs JOTOBOPOB (KOHTPAKTOB)

HopMBI 5THKH J€0OBOT0 OOMEHHU:

IIpaBuiia BeieHHs JIE/IOBOM MEPETIUCKH

Jpyrue xapakTepuCTHKH

3.7. O6o0menHas TpyAoBas GpyHKIHA
OmnepalinoOHHOE yIpaBlIeHHE IEPCOHATIOM B v
POBEHB

HaumenoBarue | CTPYKTYPHBIM MOApPa3cIICHHEM Koxn G KBaTHGUKALHH 7

OpraHM3alf
TpoucxoxneHne 0600MEHHON 3aumMcTBOBAHO U3
TpYAOBOH (OYHKIMH Oprrusan X OpHMTHHAJIA

Kon PerucTpaliioHHbIH HOMED
opuryHaia 1po¢ecCHOHANBHOTO
CTaHgapTa

Bo3moxHbBIE PyKoBOAMTENH CTPYKTYPHOI'O OAPA3AETICHUS
HauMCHOBaHUA HavansHuk CTPYKTYPHOTI'O IOAPa3aACICHIA
JoJpkHOCTE#, mpodeccuit
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TpeboBanus k
00pa30BaHUI0 U 0OYYECHHIO

Beiciiee o0pa3zoBaHue — MarucTparypa

WA

Bricinee o6pasoBanue (HEMpopuIbHOE) — MaruCTparypa u
JIOTIONTHATENEHOE TIPothecCHOHANBHOE 00pa3oBaHUE — IPOrPaMMBI
npoeCCHOHANBHOI MEPEeNoArOTOBKH B 00IACTH yIPABICHUs NEPCOHATIOM
MM SKOHOMHKH TPYZAa HJIH MEHEDKMEHTa

TpeGoBaHus K ONBITY
IpaKTHYECKOH paboThI

He Menee nsTu €T B o6nacTu YyHIIpaBJICHUA IEPCOHATIOM

Oco0ble yCIOBHSA JIOIyCKa
K pabote

Jpyrue xapakTepuCTHKH

HOI‘IOJ’IHI/ITCJIBHBIG XapaKTepPHUCTHKI

HawnmenoBanue 6a30Boi rpyniibl, JOJDKHOCTH

Haumerosanue 0KyMeHTa Kon (mpodeccHr) WM CIELHAIBEHOCTH
OK3 1212 YpaBisromye TPYAOBEIMU pECYPCaMH
EKC - HauansHUK OTAENa KaJIpoB
- HauaJIbHUK OTA€Na OpraHu3aiyy ¥ OIIaThl Tpyaa
- HauaJsHHK OT/ZIeNIa OJTOTOBKY KaJIpOB
OKIIATP 24696 Hayansuuk oTAena (ynpaBieHUs KagpaMu U
TPYAOBBIMA OTHOLICHHAMH)
24705 HayansHuk otaena (pyHKIHOHAIBEHOIO B IPOYHX
06J1aCTSX IeSTENHHOCTH)
OKCO 5.38.04.01 | DOxoHOMMKA

5.38.04.02 | MenemKMEHT

5.38.04.03 | YopasieHne NepCOHAIOM

3.7.1. TpynoBas QyHKIHSH

Pa3paboTka cHCTEMBI OIIEPATHOHHOTO VpoBeHs
HauMeHoBaHNe yIIpaBlieHus NEPCOHAIOM B paboToi Kox | G/01.7 | (momyposens) 7
CTPYKTYPHOTO TIOJpa3ie/ICHHs OpraHu3aluy KBanHQ KAy
TpoucxoxaeHne TPyI0BO#H Oprunan X 3aMMCTBOBAHO M3
dyHKIUM OpHUrHHajia
Kon PerucrpanOHHEIH HOMED
opuruHana npodeccHOHANLHOro
CTaHAapTa

TpynoBsle AeHCTBHA

Pa3paGoTKa ILUTaHOB, IPOrPaMM H IIPOLEAYD YIPABICHHA IIEPCOHATIOM

IocranoBka ONICPAaTUBHBIX nene 1o BONpOCaM yInpaBJICHU IICPCOHAIOM

Pa3paboTKa IpejIokeH M 110 CTPYKTYpPe NIOApa3/elieHAs i IIOTPEOHOCTH B
nepcoHaje

Pa3paboTka MNpeIOXKeHH: 1o O0becTeueHHIo KaapoBOiH 6e3onacHOCTH,
00ecIIeueHHIO MEPCOHAIOM, HOPMHPOBAHHIO CHCTCM ONCHKH, Pa3sBHTHI,
OpraHu3aLuy U OIIATHI TPY/IA, KOPIIOPATUBHEIM CONMATBHEIM IPOrpaMMaM
U COIMANBHON IOTUTHKE

Pa3paboTka TpeioXeHHul O 3aTpaTax W (OpMHpOBaHHMM GlOJKeTa Ha
nepcoHal

KonTpons ucnonHenus Grokera Goraa omnars! TpyAa, CTAMYTMPYIOIHAX
¥ KOMIEHCAIIMOHHBIX BBIIAT
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PaspaboTka mnpemIoxeHHi 1O 3aKIIOYEHHIO OOTOBOPOB B 00JacTu
YIpaBI€HHA MEPCOHAJIOM C IIOCTABIIMKAMH YCIYI M IPOBEICHHE
TIpeIBapUTENIbHBIX MPOLEAYP IO X 3aKIFOYECHHUIO

Heo6xonumeie ymeHHs

OpI‘aHI/IBOBBIBaTB pa60Ty IICpCOHaJIa CTPYKTYPHOI'O IIOAPasACIICHAS

OIIpC,Z[C.T[SITB 3aJla4¥ IIC€pCoHala CTPYKTYPHOrO nMoaApasaciICHUA UCXOOs1 U3
nene u CTpPAaTE€ruu OpraHu3anun

Co3maBaTh W ONHCHIBATh OPTraHM3aMOHHYIO CTPYKTYpY, LIENH, 3aJaduH,
GYHKUHH CTPYKTYPHOTO HOJpa3Ie/ICHASL

[IprMenaTs MeTOOBI YNPaBICHUS MEXIMYHOCTHBIMU OTHOLICHUSIMH,
¢opMHpOBaHMS KOMaHJ, DPa3BHTHs JHICPCTBA H HUCIOJHHUTENBHOCTH,
BBISBIICHAS TAJTAHTOB, ONPE/IC/ICHNS YIOBIETBOPSHHOCTH paboToM

OnpenensTs, aHAA3HPOBATh, MOJIEIMPOBATh M BHICTPAUBaTh BHYTPEHHHE
KOMMYHHKAIIMH I€PCOHANa

PaspabaTeIBaTh NPOEKTHHIE IIPEAJIOKEHHS B MEPOIIPUATHS 110 IIOBBIICHHUIO
a¢heKTUBHOCTH pabOTHI IEpCOHAA

BHepsTh CTpaTernio YIpaBlIeHHs NEepCOHATOM

CoCTaBIIsATh, PaCCYMTHIBATH, KOPPEKTHPOBATh U KOHTPOJIUPOBATH CTaTHH
pacxoioB Ha TepcoHal, pa3pabaTeIBaTh NMpeUIOKEHUS O 3aTpaTraM Ha

nepcoHa Ui GopMHpOBaHus OrOJDKETa

IIpencTaBnaTe HMHTEPECH] OPraHH3aUMM M BECTH IIEPETOBOPHI €
IpeACTAaBUTEIFHBIME OpraHaMH pa0OTHHKOB, B3aMMOJCHCTBOBATb C
TOCYIAapCTBEHHBIMA OpPraHU3alusIMy

AHamu3upoBaTh HHPOpMAIMIO O IOCTaBOIMKaX YCIyr B o6macTa
yIIpaBJeHUs IEPCOHATIOM H 00 YCIOBHSX 3aK/IIOYAEMBIX JOTOBOPOB

ITpou3BOMUTE MpEABApUTEIbHEE 3aKYIOYHBIE MPOLENYPHl H O(QOPMIIATEH
COIYTCTBYIOIIYIO JOKYMEHTALHIO 10 3aKII0YEHHIO JI0TOBOPOB

OpI‘aHI/IBOBBIBaTB H T[OPOBOAUTH KOPHOPATHBHBIC MCPOIPHATHA C
NMCPCOHAIOM

PaGorars ¢ MH(OPMAIMOHHBIMH CHCTEMaMH, IHQPOBBIMHM YCIYTaMH H
CepBHCaMM [0 BONPOCAaM  YIpPaBI€HHA IIEPCOHAIOM B  YacTH
ONEPAlHOHHOTO YNpaBJIEHHS IEPCOHAIOM H paboThl CTPYKTYpHOIO
nmoJpasAeieHus

dopmupoBaTh NPENJIOKEHHA O peajM3alUid MEPONpPHATHA 1o
obecreyeHnIo He0OXOHMMOro YPOBHS KapoBO# 6€30I1aCHOCTH

@dopMHpOBaTh MNPEIOKEHUS IO aBTOMaTH3aMH M [HGPOBH3ANMH
npoliecca ONEPAaMOHHOIO YIpaBleHHs MepcoHaioM H  paboToit
CTPYKTYPHOTO HOApA3eIeHNUs

Ob6ecneunBars cobmoeHne TpeOOBaHMI 3aKOHOAATENBCTBa PoccHiickoit
Defepanuy ¥ KOPHOPaTHBHBEIX HOMHTHK B 00mactm  00paboTku
HEPCOHANBHBIX JAHHBIX M KOH(HIeHIHANBHOH HH(OpMaIHK

Bectu nenoByio nepenucky

Cob6monaTh HOPMBI 9THKH JIEJIOBOTO OOIIIEeHHMs

Heo6xomuMele 3HaHUA

Meronpl, cmocoOBl HM  HMHCTPYMEHTHI  YIPAaBICHHS  IIEPCOHAJIOM,
obecreyeHns KaApoBoi 6€30IacHOCTH -

Llenu, ctparterusi pa3BATHS ¥ OU3HEC-ILIAH OPraHM3allky

CouuanbHas MOJUTHKA, KOPIIOPaTHBHAS KYJIbTYpa, MIOJIMTHKA YIPABICHUS
MEePCOHATIOM OpraHU3aluK

MeTtoanl aHaIH3a KOMUYSCTBEHHOI0 ¥ KaYECTBEHHOI'0 COCTaBa NEpCcoHaIa

CucTeMBl CTaHIapPTOB 110 OHU3HEC-TIponieccaM, NpodeccusiM, HOpMaM TpyJa

CucreMbl, MeToabl M (GOPMBI MaTepHAIBHOIO H HEMAaTepHAIbHOI'O
CTHMYJIMPOBaHMS TPyJia IEPCOHAIA
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TexHo0rHK ¥ METOIBI GOPMHPOBAHMS B KOHTPOJIS OI0DKETOB

[MopsimoK  NpOBEACHHMS  3aKyNMOYHBIX IpoIeAyp H  odopMieHHA
COIYTCTBYIOMIEH JOKYMCHTANH

OcHOBEI IIpOPIBBOJICTBGHHOﬁ ACATCIIBHOCTH OpraHn3aliu

OcHOBBI 001IEH W COLMAIBHOM IICHXOJIOTHH, COLMOJIOTHY U IICUXOJIOTHH
TpyZa, 5KOHOMHKH TpYy/a, 6€30IacHbIX yCIOBHH Tpyaa

OpraHu3aluoHHas CTPYKTypa OpraHu3ally

TapudHo-KkBaNnK(HKAIMOHHEIE CIPaBOYHUKH paboT U npodeccuii paboymx
H KBAIH(HKANMOHHBIE XapaKTEPUCTHKH JIODKHOCTEH  CiyXKaluXx,
npodecCHOHAIBHBIE CTAHAAPTHI

Crenuanu3upoBaHHble MHPOPMAIHOHHBIE CHCTEME], IA(POBEIEC YCIYTH H
CEPBHCHI B 0GJIACTH ONIEPAIHOHHOTO YIIPaBJIeHHS NEPCOHANOM M paboToit
CTPYKTYPHOTO OJIpa3/ieNeHus, TPAHHUIbI HX IIPHUMEHEHHUS

OCHOBHBIE METPHKH M aHAJIMTUYECKHE CPE3bl CHCTEMBI ONEPAIlMOHHOTO
yIpaBJieHus IePCOHATOM H paboThl CTPYKTYPHOTO HOZIPA3/ICIICHHS

HOpMaTHBHBIe IPaBOBBIC AKTHI, ONIPEACILIIOINE HOMBI TPYZTOBOI'O IpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIHCTBA M HOPMATHBHBIE NIPABOBEIE AKTHI
Poccuiickoit @exepanyy B 00J1acTy BEJICHHSA JOKYMEHTALMH 110 IIEPCOHAITY

OCHOBEI HAIOTOBOTO 3aKOHOHATENILCTBA Poccuiickoii (I)enepaulm

OCHOBEI MHMI'DalHOHHOTO 3aKoHozaTenbcTBa Poccmiickodi @exepauuu B
001acTH IpUBJIEYEHHs M TPYAOYCTPOHCTBA HHOCTPAHHBIX IPaXKJaH U JIHIL
6e3 rpaxxJancTBa

OcHOBBI aJ]MEHHCTPATHBHOTO 3aKOHOAaTeNbCcTBa Poccuiickon denepanuu
B 00NacTH ympaBlieHHS IEPCOHAIOM M OTBETCTBEHHOCTH AODKHOCTHBIX
JIHL

3akoHoxaTenscTBO Poccuiickoit @enepanun mo 3amUTe MEPCOHATIBHBIX
JaHHBIX

JlokanbHBIE HOpMAaTHUBHBIC aKThl OpraHM3allii B obnactu YIIpaBJICHUA
ICpPCOHAIOM

TTops10K 3aKIFOYEHNS IOTOBOPOB (KOHTPAKTOB)

Hopmbl 3THKH IETI0BOT0 00mEH s

Jpyrue XapakTepuCTHKH

3.7.2. TpyaoBas pyHKUHA

Peanmmzanus onepaniMOHHOTO yYIIPABICHUA VposeHs
HaumeHoBanue | IIEPCOHATIOM H pabOTHI CTPYKTYPHOTO Kon| G/02.7  (nmomypoBeHs) 7

nopa3aeieHus OpraHu3alHy KBaIH(UKALAH

2] 3aKMCTBOBaHO U3
TTpoucxoXxaeHHe TpYAOBO Opwrusan X
(pyHKUMH OpHUTHHaJa
Kon PeructpauioHHBIH HOMEp
OpHUTHHaJIa npodeccHoHaIBLHOTO
CTaHAapTa

TpynoBsie ACHCTBHA

HnaanOBaHne JEATEIbHOCTH CTPYKTYPHOIr'O MOAPA3ACIICHU U IICpCOoHAIa

OnepaTuBHOE yIpaBJIeHHE NEPCOHAIOM CTPYKTYPHOIO IOIPa3NeNeHHs
OpraHu3aliy

PacueT 3aTpar [0 MOJPA3AEICHHUIO H IOJIrOTOBKa NPEIVIOKCHHMH i
¢dopMupoBaHus 610/KETa

Pa3paGoTKa CTAaHIApTOB AEATENBHOCTH IIOApasfeiieHHs M yHupuKauus
MPOLIECCOB
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[IpoBeieHAE HHCTPYKTaXa 10 OXpaHe Tpyaa

IMocranoBka 3amad  pabOTHMKaM  CTPYKTYpHOIO  MOJpa3fcieHHUS,
OIpeIeJICHHE PECYPCOB UL X BBIIOJIHEHUA, KOHTPOJIb MCIIONHEHUA

PaspaboTka mpemioXeHHi MO YIy4lICHHIO IOKasaTeledl OeaTeIbHOCTH
NOJIpa3ieICHAS

@opMHEpOBaHHE OTIETOB 0 paboTe CTPYKTYPHOrO NoApaseIeHus

Heob6xonuMele yMmeHust

Onpenensatb 30HbI OTBETCTBEHHOCTH M 3¢ PeKTHBHOCTS paboTHI TEpcoHalIa
CTPYKTYPHOTO NOApa3lelieHHs, pacHpelesiTh 3aJadyd U obeclmednBarth
MaTepHAIbHO-TEXHHYECKHE PECYPCHI A/ UX MCIIOIHEHHS

HpHMCHSITI: MECTOABI OIICPAaTUBHOI'O YipaBJICHHUA II€pCcoHATIOM
Opranmsalyn, obecneueHus KaﬂPOBOﬁ 6e30macHOCTH

KoHnTponupoBaTh HCHOJNHEHHE MOPYYEHHH M 3a7a4, CBOEBPEMEHHO
KOPPEKTHPOBATH IUIaHb! H 33134l

Onpenensate  mokazatemun  3ddexTMBHOCTM  paboTBHl  IepcoHana
noJIpa3/ieICHAs

yllpaBJISITB MOTI/IBaIII'Iei;I IIEpCOHAJIA, €TI0 BOBJICYCHHOCTBIO I[PICIIHIIJII/IHOﬁ
Tpysia

CocTaBIATh IUIAHBI JEATENBHOCTH CTPYKTYPHOTO  IOApa3sJelCHMs
OpraHH3aIHH

CoCTaBIATh, PACCUMTHIBATE, KOPPEKTHPOBAaTh H KOHTPOJIMPOBATEL CTaTbH
PacxofoB CTPYKTYPHOTO IoJpa3ielieHus 11 GOpMHAPOBaHHS OIODKETOB

HpOI/IBBOII,I/ITB aHalnu3 Telcymeﬁ ACATCIIBHOCTH CTPYKTYPHOTI'O
noApa3acIiCcHUA H BHEAPATH NIPOLICAYPEI I10 €€ ONNITUMH3allHH

IIpencraBinaTh HWHTEpECHl OpraHM3allkd H BECTH IIEPETOBOPHI €
rOCYJapCTBEHHBIMH  OpraHaMH,  IPEACTABUTENBHBEIMH  OpraHaMu
pabOTHHMKOB IO BONpOCaM NepcoHala

BecTu meperoBopsl ¢ MOCTABHIMKAMH YCIYT IO YCIOBHAM 3aKIIOYaeMBbIX
JIOTOBOPOB

ITpou3BOAUTH NpEABApUTENBbHBIE 3aKYIIOYHBIE MPOLETYPEl B OGOPMIATEH
COMYTCTBYIOIMYIO JOKYMEHTAIHIO 110 3aKJIFOYECHHIO I0OTOBOPOB

[IpoBOMTE ayUT Pe3yIbTaTOB pabOThI C IEPCOHATIOM

Pa6otath ¢ HHPOPMAUMOHHEIMA CHCTEMaMH, HM(POBBIMH CEPBHCAMH 110
OIICPALAOHHOMY YIIPaBIEHHIO NEPCOHAIOM M paboToi CTPyKTypHOro
oJIpa3AeNcHAs

dopmupoBaTh NPEAIONKEHHS INO aBTOMATH3AIMH H LHQPPOBU3ALKH
OIIEPAllHOHHOTO YIPABJICHHSA IIEPCOHAJIOM M paboTOH CTPYKTYPHOIO
HoJipa3/ic/ICHAs

ObGecneunsaTh coOMoAeHHe TpeOOBaHMH 3aKOHOAATENLCTBA PoccuiicKoi
demepauyd ¥ KOPIOPAaTHBHBIX IOJMTHK B 00macTH  o6paborkm
IIEPCOHAIBHBIX JAHHBIX ¥ KOHQUACHITMAIbHON HHQOpPMALU

Bectn nenoByro nepenucky

Co6moaaTh HOPMBI 3THUKH JENOBOro OOLIEHHUS

Heo06xonumele 3HaHHASA

TGOPI/IPI ynpaBJICHHS IIEPCOHAJIOM M €0 MOTHBAIIMH

(DOPMBI B METOABI OLICHKH IIEpCOHAIa U pE3YJIbTATOB HX TpyJa

TexHonorun ONCPaTHBHOIO YIPABJICHUA IIEPCOHAJIOM Opranu3alnu

Cucrembl, MeTomsl W (OPMBI MaTEPHATBHOTO M HEMaTEPUATBLHOIO
CTHMYJIMPOBaHHs TPY/ia IEpPCOHANA

TexHONMOrHH U METOABI GOPMHUPOBAHHS H KOHTPOJII OI0ODKETOB

MeTonpl yNpaBiieHHs pa3sBUTHEM H 3(Q(EKTHBHOCTHIO OpraHU3aLHH,
METOIBI AHANM3a BBHIIOJHCHHs IUIAHOB M IPOTPaMM, ONpPEAeICHMsA HX
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9KOHOMHYECKOH 3((EKTHBHOCTH, METOJbl 00ecCHedeHuss KaApoBOH
6e30macHOCTH

DKOHOMHKA TpyJa

OpraHu3alOHHO-IITaTHAs CTPYKTypa OpraHy3alyy

[Monuthka ynpaBieHHs MEPCOHAJIOM, KOPIOpAaTHBHas CONHaIbHAA
TOJIATHKA, KOPIIOpaTHBHAA KyIbTypa

Llenu, cTpaTerus pa3sBuTHI U GU3HEC-TUIaH OpraHu3allyuy

Meroguku TUTAHUPOBAHUS U IIPOTHO3UPOBAHUS HOTpCGHOCTI/I B IepCcoHAJIE

Iopsamox yperynupoBaHus TPYIOBBIX CIIOPOB

TpeGoBauus u npaBuia MPOBEEHUS ayiUTa paboThI ¢ NEPCOHAJIOM

@®opMbl  COIMANBHOTO  IIAPTHEPCTBA M B3aMMOACHCTBHA ¢
IpEACTaBUTELHBIMA OpraHaMy pabOTHUKOB M UHBIMH OpraHU3alUsIMHU

[Mopsimox odopMiieHHs KaApoBBIX JMOKYMEHTOB M IIPHJAHHS MM
IOPUANYECKOH CHIIBI

Tapudro-kBanmuduKaHOHABIE CIIPaBOYHHAKH paboT 1 mpodeccuii paboumx
H KBAIN(HKALMOHHBIE XapaKTEPHCTHKH JAODKHOCTEH  CIIy)KalllHX,
npodecCHOHATLHBIE CTaHAAPTHL

[Topsok  mpoBeneHUS  3aKyIOYHBIX MHpOIEeAyp H  OQOpMICHHS
COIYTCTBYIONIEH IOKYMEHTAUUH

CHCIIHaJIPI3I/Ip0BaHHBIC I/IH(i)OpMaIII/IOHHBIe CHCTEMEI, HI’I(I)pOBBIC YCIyIru u
CCPBHCEI 110 YIPABJICHHIO IICPCOHAJIOM, TPAaHHIEI X IIPUMCHCHUA

OCHOBHBIE METPHKH W aHAJIATUYECKHE CPe3bl CHCTEMBI OIEpalHOHHOIO
yIpaBJieHUs IEPCOHAIIOM U paboTHI CTPYKTYPHOTO IOApa3ieIeH s

HopMaTHBHBIE MPABOBEIE aKThl, ONPEENIIONINEe HOMbI TPYI0BOrO IIpaBa

OCHOBBI apXHBHOTO 3aKOHOJATE/ILCTBA M HOPMATHBHBIE NPABOBBIEC aKThHI
Poccuiickoii @efiepanuu B 061aCTH BeJCHHSA JOKYMEHTAIIMH [0 IEPCOHAITY

OCHOBHI HAJIOTOBOTO 3aKoHOAaTenscTBa Poccumitckoii denepaun

OCHOBHI MHTpPAlIMOHHOTO 3aKkoHOnaTenbcTBa Poccumiickoit Penepanuu B
00JIaCTH MPHBJICYEHUS U TPYAOYCTPOHCTBA HHOCTPAHHBIX TPaXJaH M JIHI
6e3 rpaxiaicTBa

OCHOBEI aIMEHHCTPAaTHBHOTO 3aKOHOaTeNbcTBa Poccuiickoit denepannu
B 00J1aCTH ympaBlieHHs HNEPCOHAJIOM M OTBETCTBEHHOCTH JO/DKHOCTHBIX
JIHIL

3axkoHoarenbeTBO Poccuiickoi Denepanyy 0 IEPCOHAIBHBIX TAHHBIX

JlokalbHbIE HOPMAaTHBHBIE aKTBI OpraHHM3alli¥ B O0JacTH yIpaBIICHHS
HEepPCOHAJIOM

OCHOBBI IIPaBOBOTO DETYJIHPOBaHMSA MOPAAKA 3AKIMIOYCHHS I'PaXKAAHCKO-
IPaBOBBIX JOrOBOPOB B COOTBETCTBHH C 3aKOHONATENLCTBOM PoccuiicKoi
Depepanuu

IIpaBuna BeieHHUS JETOBOM MEPETIUCKU

HOPMBI 3THKH JACJIOBOI'O oOIeHus

Jlpyrue XapakTepuCTHKH | -

3.7.3. TpynoBas yHxuus

HaumenoBaHHe

Pa3paboTka H CONPOBOXICHHE IIpoIIecca Vposens
uupOBH3aIMHA U aBTOMATH3alluH yrpaBieHus | Koxn G/03.7 | (nomypoBens) 7
IEPCOHATIOM KBaTH(UKALHH




ITpoHCXOKASHHE TPYIOBOH
$yHxUEH

45

X 3auMCTBOBaHO H3

Opurusan
OpHUruHaJa
Kon PeructpaurOHHBIA HOMED
OpMIHHaNa npoecCHOHAIBHOTO
CTaHAapTa

TpyzoBsle aefcTBHA

Pa3paboTka IpeIIONKEHMI 10 aBTOMATH3AMHA M LHU(POBH3ALHH
IIPOIIECCOB YIIPaBICHUs IEPCOHATIOM

dopMyIupoBaHME LeNeil M 3ajad aBTOMAaTH3alMM ¥ UH(poBH3alMM B
paMKax cTpaTerdd QyHKIHH yIIPaBJICHHS IIEPCOHATIOM, OOLICH CTpaTerHy
opraHM3alpy 1 obecneyeHus KaJpoBoi 6e30macHoCTH

KoopmuHanms 1 SKCIIepTH3a pa3paboTKH cxeM HHGOPMAHOHHOr0 00MeHa,
HOPMAaTHBHO-CIIPaBOYHOH HH(OpMAllMH, 3JIEKTPOHHBIX JOKYMEHTOB H
CHCTEM aBTOMATH3AIMH ITPOIECCOB YIIPABJICHHS IIEPCOHAIIOM

Koop/MHaIHs ¥ SKCTIIEPTH3a PaspaboTKH cXxeM HEGOpMAalHOHHOro 0OMeHa,
HOPMATUBHO-CIIPaBOYHOH HH(GOpMAalMK, 3SNIEKTPOHHBIX JOKYMEHTOB H
CHCTEM aBTOMATH3AI[MH ITPOLIECCOB YIIPaBJICHMs IIEPCOHAIOM

Koopauzanus pa3paGoTKH U COrNacoBaHne GyHKIMOHATBHBIX TpeOOBaHHIH
K aBTOMAaTH3alliM ¥ IU(POBH3AIMH TIPOLECCOB YNPABICHHS MEPCOHAIOM,
B TOM uHcIie TpeboBaHmil K MONb30BaTeIbCKUM HHTEpdeHcam u mabioHaMm

CorilacoBaHME  pErNaMEHTOB M HHCTpyKumd mo  pabore ¢
ABTOMATH3HPOBAHHOM CHCTEMOH B 00JacTH INPOLECCOB YNIPABICHHUS
TIEPCOHATIOM

ConpoBoxieH#e ¥ GyHKIHOHANbHAA IPHEMKA CHCTeM LUGPOBH3ANNHE U
aBTOMATH3alUM IIPOLIECCOB YNpPABJIEHHA MECPCOHAJOM Ha IJTanax
IPOEKTHPOBAHHUsI, TECTOBOH H ONBITHO-IPOMBIIUICHHON SKCIUTyaTalliHd

Opranu3zaimpsi OOYUCHHS CIENMATACTOB 1O YIPABJICHHIO MEPCOHATIOM
HCIOJB30BaHUIO CUCTEM ABTOMATH3AIMH M IU(POBH3ALMH YIIPaBICHUSA
TIepPCOHAIOM H POGECCHOHANBHOM TOUIEPXKKH [0JIb30BaTeIICH

Oprauusamus  (YHKIMOHAILHOTO ~ MOHHTODMHI2  paboTHl  CHCTEM
aBTOMAaTH3auuM¥ ¥  upOBH3aIMH  YIOpPaBIEHHS TMCPCOHAIOM M
npo)eCCHOHaIBHON NOIEPKKH MOJIb30BaTeNeH

BeleHHe TPOEKTHOH, IIOJB30BATENBCKOW M OKCILUIYaTallHOHHOH
JOKyMeHTaIuH (B 061acTH GyHKIMOHATLHEIX BO3MOXHOCTEH) Ha CHCTEMBI
aBTOMATH3alUM U I POBU3ALKIH IPOLIECCOB YIIPABJICHUS IEPCOHAIOM

dopmynupoBaHHE MPEVIOKEHHH 10 MOJEPHH3aUMH M  Pa3BHTHIO
CYIIECTBYIOIMX CHCTEM aBTOMAaTH3alliM # U¥(POBH3AlMH YNPABICHUSA
TePCOHATIOM

O6ecneunBars cobMoAeHNe TpeGOBaHHil 3aKOHONATENhCTBA PoccuitcKkoi
Qepepauy M KOPHOPAaTHBHBIX TOJNHMTHK B obmactu 06paboTKH
MePCOHATBHBIX JaHHBIX U KOH(bHIeHIHATbHON HHOpMAINH

Heo6xonuMble yMEHHS

CobupaTh, aHANM3APOBATH M  CHCTEMATH3MPOBATH  HEOOXOMHMYIO
vEGOpPMAIMIO U aBTOMAaTH3alliH H [M(pPOBH3alMM NPOLECCOB
yIpaBleHHs IEPCOHANOM H ofecnedenus KapoBoi 6e30MacHOCTH

YnpaBiaTh (QYHKIMOHAIGHEIMH TpeOOBaHWSIMH, OJTalaMHM IPOCKTOB
ABTOMATH3alUH M IE(POBU3ALIH YIIPABJICHHS IEPCOHATIOM, H3MEHCHUAMH
B HUX

PaGoTaThb B CHCTEMax YIpaBeHMA NPOEKTaMH, TpeOOBaHHSIMH H
IopaboTKaMH 110 HUM

Pa3pabarbiBaTh TECTOBBIC H IIPHEMOYHBIE CLICHAPHH IEMOHCTPAlOHHbIX H
00y4aromux MaTepranoB
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OpraHu3oBpIBaTh H TPOBOJMTH OOyYaromHe M KOHCYJIbTAllHOHHBIE
MEPOTIPUITHS [UI  IIONB30BaTeNed  CHCTEM  aBTOMATH3allMd U
Q) POBH3aILMH TPOLECCOB YIPABICHUA IEPCOHATIOM

Pabotate B CHCTEMaX aBTOMAarTM3allM¥ W LU(POBH3AIMH IPOLECCOB
yIIpaBJICHHS IEPCOHATIOM

FoTOBHTE ¥ 3amMImaTh 5JKOHOMHYECKHE M KaueCTBEHHBIE 0O0CHOBAHUSA U
3¢deKTsl aBTOMATH3alMHd H LU(QPOBH3ALKU INPOLECCOB YIPABICHUA
MIEPCOHAIOM

Cob6roaTh HOPMBI 3THKH JEJIOBOr0 O0IMIEHH

HeobxoauMble 3HaHAA

Merons! ymnpaBjieHHs pa3BHTHEM M 3(QQEKTHBHOCTBIO OpraHH3allMy,
METOBl aHaIKM3a BBHIIOIHEHHS IUTAHOB H IPOrpaMM, ONpeneNieHHs HX
IKOHOMHYECKOH 3((eKTHBHOCTH, MeTonsl o0ecHedeHHusd KaXpoBOH
6€e30I1acCHOCTH

MeTons! OlleHKH paboThl CTPYKTYpPHBIX MOApa3felcHUR, pe3yNbTaToB H
3¢ HEKTHBHOCTHU ACATECIBHOCTH

MCTOI[BI IPOBCACHHUSA ayaura H KOHTPOJUINHIA OIICPATABHBIX
YHOPpaBJICHICCKNX IIPOLECCCOB

TeXHOJOTHH, METOIbI H METOAMKH IIPOBEACHNUS aHAIN3A H CHCTEMATH3ALUH
JOKYMEHTOB H HH(OOpMAIHH

[TonuTHKa YOpaBIECHHWsS IEPCOHAJIOM, KOPIOPaTHBHAd COLMaNbHAsL
HOJINTHKA, KOPIIOpaTHBHAs KyNbTypa

Tapu¢Ho-KBaTHUKALHOHHBIE CIIPAaBOYHUKH paboT K npodeccuii pabodrx
A KBaIM(HKALMOHHBIE XAapaKTEPHCTHKH JOIDKHOCTEH  Cly)KalluX,
npodeccroHaIbHBIE CTAHAAPTHI

OCHOBEI YIpPaBJE€HHA MPOeKTaMH (IIPUMEHHTENBHO K IPOEKTaM B cdepe
HH(OPMAIIMOHHBIX TEXHOJIOTHH)

OCHOBBI MPOEKTHPOBaHMS M IOCTPOEHHS HMH(POPMAIMOHHBIX CHCTEM,
OCHOBHBIE TEXHOJOTHM H TpEH[bl, HMEIOUMe OTHOIIeHHe K cdepe
yIpaBJeHus IEPCOHATIOM

OCHOBBI JIMICH3UPOBAaHUS IIPOTPAaMMHOT0 06€CHC‘1€HI/IH, 06pa3013aHna IICH
Ha TIporpaMMHBIE CpEICTBA M  OHCHKH CTOMMOCTH  BIQJICHHA
I/IH(I)OpMaIII/IOHHBIMI/I CHCTEMAMH

OCHOBHEIE MOJIOXEHHMS TPAXTAHCKOrO 3aKOHOAaTenbcTBa Poccuiickoi
®enepanuy B 06J1aCTH HHTEIUIEKTYaJIbHOH COOCTBEHHOCTH

HCJ'II/I M CTpaTeruid pasBUTHA OpraHu3aliy

HOpMaTI/IBHbIC IPaBOBLIC AKTHI, ONMPEACILAIOMNE HOMBI TPYAOBOI'O ITpaBa

OCHOBBI apXHBHOT'O 3aKOHOJATeNbCTBA M HOPMATHBHEIE IPABOBBIC aKThHI
Poccuiickoii @enepanmu B 001acTH BEJCHHS JOKYMEHTALMH I10 IEPCOHATY

OCHOBBHI HAJIOTOBOTO 3aKoHoAaTeNbecTBa Poccuiickoit Penepanuu

OCHOBBI aJIMMHHCTPATHBHOTO 3aKOHOAATeNbCTBa Poccuiickoit denepanuu
B 001acTH yIpaBJeHHs MEPCOHATIOM H OTBETCTBEHHOCTH MODKHOCTHBIX
JTHI

3akoHomaTenscTBO Poccuiickoii @enepalinu 0 NEPCOHAIBHBIX JaHHBIX

Tpe6oBanus 3akoHomaTeNbcTBa Poccuiickoit ®enepauuu B 001acTH
[PAMEHEHHS 3JIeKTPOHHON IOJITHUCH

JloxalbHBIE HOpPMATHBHBIE JOKYMEHTHl OpraHmsalug B obmactu
yhpapJieHHs IEPCOHATIOM

ITopsimok 3aKyHOYHOH AEATENPHOCTH, 3aKIIOUSHHS U BE/ICHAS JI0TOBOPOB
(KOHTpaKTOB)

HopMs1 5THKH J€JI0BOT0 OOLIECHHS

Jpyrue XxapakTepuCTHKA




3.7.4. Tpynosas pyHknms

HammMeHoBanue

ITpoucxoxaeHUE TPy JOBOH
GyHKUHH

AJIMHHHCTPHPOBAHHE IIPOLIECCOB OIICPALIOHHOTO v
aBJICHHS HEPCOHATOM H paboTOH CTPYKTYPHOIO POBCHB
yip P P P Kon | G/04.7 | (noxypoBeHs) 7
IoapasacICHUA Oprannu3any 1 KBaJIH(bPIKaLIPIPI
COOTBETCTBYIOLIETO JOKYMEHTO0O0pOTa
Opruman X 3anMCTBOBaHO U3
OpHI'HHaNa
Kon PeructpaunoHHsIi HOMEp
OpUTHHANA pogecCHOHANBEHOTO
CTaHgapTa

Tpynoseie neHcCTBUA

AHamM3 OPOIECCOB JOKYMEHTOOOOPOTa, JIOKAIbHBIX JNOKYMEHTOB IIO
BOIIPOCAM  ONEPAIMOHHOTO YNpaBJIEHWs IIEpCOHANOM H  paboToi
CTPYKTYPHOTO  TIOApa3JeleHHs, OH3HeC-POIECCOB  OpraHU3alluy,
YJIOBJIETBOPEHHOCTH NIepCOHANA

JloxyMeHTaimoHHOe  odopMiIeHHE  pe3yabTaTOB  ONEPALMOHHOIO
yIpaBiicHHA IIepcOHala H paboTBl CTPYKTYPHOIO IIOAPa3lelICHH,
pe3yJILTAaTOB ayauTa paboThI ¢ IEPCOHATIOM

IMoaroroBka MpPEIOKCHHN IO pPa3BUTHIO CHCTEM OIEPAlMOHHOIO
yIIpaBJiCHHsI NEPCOHAIOM M paboThl CTPYKTYPHOIO IOAPA3ACiIeHHA, IO
HEOOXO0MMBIM KOPPEKTHPYIOIIMM M MPEBEHTUBHEIM MEpaM

Pa3paboTKa CHCTEMBl aHaIA3a M KOHTPOJIA paboOTel IIEpCOHAala,
MEPOIPHATHIA 10 00eCIICYEHHIO Ka[pOBOH 0€30I1aCHOCTH

KoHTponb, cpaBHEHHE # aHAIW3 MPOLECCOB B 00JacTH ONEPATHBHOIO
yIIpaBiEHHs MEPCOHAIIOM, Pe3yNbTaTOB YIPaBIEHYECKUX MEPOTPHSITHI,
ompeneneHrne (aKkTOpOB, BHIBBIBAIOIIMX OTKIOHCHHE OT ITAHOBBIX
MmoKasaresei

IMoaroropka ©u 00paGoTka 3ampocoB, YBEAOMIEHHH, CBEIECHHH O
paboTHMKAaX B TOCYJApCTBEHHBIE OpPraHbI, HPOQECCHOHATBHBIC COIO3B,
001IIeCTBEHHBIE OpraHu3alliy

ConpoBoXkeHHe JOrOBOPOB OKa3aHHs YCIYT IO BOIIPOCaM OIEPAaTHBHOTO
yOpaBjieHAuss NEPCOHAIOM M paboToif CTPYKTypHOTrO MOApa3AeNCHuUs,
BKJIIOYAs! IIPEJBAPUTENBHBIC IPOLEAYPHI 110 HX 3AKIIIOYCHHIO

IMoaroroBka mpemIoxeHud mo (popMUPOBaHHIO OIOJUKETa Ha IEPCOHAN
OpraHu3alyHl

Bemonaenne TpeOOBaHHMN IO XpaHeHHIO HHGOpPMAaMK O pe3yibTaTax
JeHCTBHA CHCTEM OIEPAlHOHHOIrO YIIPaBICHHs IIEPCOHAIOM M PaboToMH
CTPYKTYPHOTO NOJpa3ACICHU

Heo6xonumMeie ymeHus

KoHTpoJIpOBaTh  MEpONPHATHA IO  OOECHEYCHHI0  KaApOBOH
6e30macHOCTH, MPONECCHl YNpaBIeHMS MEPCOHANOM IOJpa3ieNieHUH,
ONpefieNIATh MX Pe3yJETATHBHOCTh M BHIABIATE (PaKTOpPHI OTKIOHEHHH OT
IUTAHOBBIX MapaMeTpoB

Pa3pabaThIBaTh IPOrpaMMBI IOCTYDKEHUS LieIed U OePaTHBHOTO PEIICHH
3aJ1a4 NOApa3ICIICHHM

AHamu3upoBaTh, paspabaTeiBaTh H  OQOPMIATH JOKYMEHTBI IO
onepaTHBHBIM MPOLECcaM U UX pe3ysIbTaTaM

TIpOBOMMTS ayAMT KaJpOBBIX IPONECCOB, TNPONERYp, OQopMiICHHA
KaJJpOBBIX JOKYMEHTOB H JIOKYMEHTOB I10 YIIPaBJICHHUIO [IEPCOHATIOM

KoHTpoIMpoBaTh pacXo0BaHHE OIO/DKETOB Ha IEPCOHAT
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OdopMIIATh TOKYMEHTHI [I0 ONEPAIMOHHOMY YIIPaBICHUIO IIEPCOHAIOM H
paboTe  CTPYKTYpPHOTO  NOApa3feNieHHs,  NpeACTaBiIgeMble B
roCyJapcTBEHHBIE OPTAHB], IIPEACTABUTENHHEIE OpraHbl pabOTHUKOB

ObecneunBaTh JOKYMEHTAAOHHOE COINPOBOXACHHE IO CHCTEMaM
ONEPAUMOHHOI0 YIPABICHHS INEPCOHANIOM H paboTe CTPYKTypHOTO
HOJIpa3IeIeHus

OpI‘aHPI3OBBIBaTI> XpaHCHHEC JOKYMCHTOB B COOTBETCTBHH C TpCGOBaHI/ISIMIfI
TPYAOBOrO H apXHBHOI'O 3aKOHOIATC/IbCTBA Poccuiickoit CI)enepaan Hu
JIOKAJIbHBIMH aKTaMy OpraHH3anun

KOHTpOJIHpOBaTB HCIIOJIHEHHE JOTOBOPOB IIOCTABIIMKOB YCIYI' IIO
BOIIpOCaM IEpcoHaia

ITpOM3BOAUTE 3aKYNOUHBIE NpONEAypsl, OQOPMILITP H aHAIH3HUPOBATh
3aKyIOYHYIO JOKYMEHTAlHIO

[TpoBOAMTE MEPETOBOPHI H NPEACTABIATh HHTEPECHl OPraHH3allid B
rOCyJ{apCTBEHHBIX OpraHax, MPeACTaBUTENbHEIX OpraHax paGOTHHKOB IO
BOIIPOCAM IepCoHala

BecTH Ze10BYIO EpeUCKY

BecTH y4eT ¥ periCTpalHio JOKYMEHTOB B HHPOPMAHOHHBIX CHCTEMAX U
Ha MaTepUaIbHBIX HOCHTEIX

Pa6Gotats ¢ uHGOPMAIMOHHBIMH CHCTEMaMH, IU(POBRIMH yCIyraMH H
CEePBHCAMH B 00J1aCTH ONEPAMOHHOTO YIIPABJICHHS IIEPCOHATIOM B paboToi
CTPYKTYPHOTrO IOApa3AeIeHAS

@opMHPOBAaTh MNpPESIUIOKECHHSA II0 aBTOMATH3alMH M IHMQPPOBH3ALMH
npouecca OIEPaliOHHOTO YNpaBJIE€HHMA IIEpPCOHAIOM H  paborToi
CTPYKTYPHOTO ITOApa3AeICHUs

O6ecneunBars cobirogenne TpeboBaHMi 3akoHOMATENECTBa Poccuiickoit
denepanid ¥ KOPIOPAaTHBHBIX MHOMMTHK B oOnacte  06paboTku
HepPCOHANBHEIX JaHHBIX M KOH(HACHIMAIbHOH HHOpMalHH

Bectn JCJIOBYIO NEPEIIUCKY

Co6n01aTh HOPMBI 3THKH AEJIOBOTO OOMIECHHUS

HeoGxoauMelie 3HAHHS

MeTtonsl ympaBlieHHs pa3sBUTHEM H 3((EKTHBHOCTHIO OpraHHM3allHH,
METOJBl aHA/IM3a BHINOJHEHHS IUIAHOB M TPOTpaMM, OMpeleNieHus HX
9KOHOMMYECKOH 3((PEKTHBHOCTH, METOABI obecmedeHHs KaJpoBOH
6e30macHOCTH

Meronsl OLEHKH DPabOTHl CTPYKTYPHBIX HOJpa3sAC/CHHM, pPe3yJIbTaToB
TpY/ia IepcoHaIa

Meroasl mpoBeAcHMS ~ayAWTa M KOHTPOIUIMHIA  ONEPAaTHBHBIX
yIpaBJieHYeCKUX IIPOLECCOB

@OpPMEI B CHCTEMBI MaTEPHATBHOTO H HEMATEPHAILHOTO CTHMYIMPOBAHHUS
TpyZa NepcoHaIa

OcHOBBI JOKYMCHTAIIlMOHHOI'O obecneueHus

IMopsaok odopMiIeHHs, BeICHHS M XpaHEHH] TOKyMEHTAlUH [0 CHCTeMaM
OIEPAllAOHHOTO YIpaBJeHHd MEPCOHANIOM H paboTe CTPYKTYPHOroO
noJpa3AeeHus

IMopsmox ¢GopMupoBanus, BeAcHHs 6a3pl NaHHBIX M MPEAOCTAaBICHUSL
OTYETHOCTH IO CHCTEMaM ONEPAIMOHHOTO YIIPABICHHS MEPCOHAIOM H
paboTe CTPYKTYPHOTO NOAPa3/eICHHA

TapudHo-KBaTM(pHKANHOHHEIE CIIPABOYHAKH paboT U mpodeccuit pabounx
H KBaIM(HKAIWOHHBIE XapaKTEPHCTHKH JOJDKHOCTEH  CITyXKallHX,
npodecCHOHATBHBIE CTaHIapThL




49

HopMaTuBHBEIE TIPaBOBEIE aKThl, PETYJIHpPYIOLIME NpaBa U OOA3aHHOCTH
rOCYJapCTBEHHBIX OPTAaHOB M OpraHHU3aliK 10 NPEAOCTABICHHIO YYETHOR
JNOKYMEHTAIIUH

[opamoK OpOBEJeHHsS  3aKYNMOYHBIX IpPOIEAYpP ¥ OQOpMIEHHA
CONYTCTBYIONICH TOKYMEHTALUH

[Toymtuka yHIpaBJICHHA IICPCOHAJIOM U COMAJIbHAA ITOJIMTHKA Opranu3aluni

Opranu3anHoOHHO-IITAaTHAs CTPYKTypa OpraHHM3aly

HCHI/I H CTpaTCruid pasBUTHs OpraHu3alHH

busnec-nan n 6PI3H€C-HPOIICOCLI oprannsainun

Crenuanu3HpoBaHHble HHPOPMALIHOHHBIE CHCTEMBI, IHU(POBLIE YCIYTH U
CepBHUCHI B 00JIaCTH ONEPAI[MOHHOIO YIpaBJICHUs NEPCOHANIOM B paboToi
CTPYKTYPHOIO MOJIpa3/ieNieHus], 'PaHHLb] HX IPUMEHEHHS

OCHOBHbIE METPHKH M aHATHTHYECKHE CPE3bl CHCTEMBI OIEPAllMOHHOIO
yOpaBJieHH IIEPCOHATIOM U paboThl CTPYKTYPHOTO NOJpa3IECHUs

HOpMaTI/IBHI:IC ITPABOBBIC AKThI, OIIPEACILIIOINE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXHBHOTO 3aKOHOJATENHCTBA M HOPMATHBHEIE IIPABOBBIC AKTHI
Poccwuiickoit ®enepanun B 001acTH BEACHHUS JOKYMEHTAIIMH 110 IEPCOHATY

OCHOBEI HAJIOTOBOrO 3aKoHoaTenbcTBa Poccuiickoi @enepanyn

OCHOBBI MHIPAIHOHHOTO 3aKOHoAaTenbcTBa Poccmiickoit ®enepanuu B
06NacTH MPHBJICYCHAS H TPYAOYCTPOMCTBA HMHOCTPAHHBIX IPaX/IaH U JIALL
6e3 rpaxJaHncTBa

OCHOBBI aIMEHHCTPaTHBHOTO 3aKoHOaTeNbCTBa Poccuiickoit denepanuu
B 00JIaCTH YIpaBJICHHS IEPCOHATOM M OTBETCTBEHHOCTH HOJDKHOCTHBIX
JILL

3akoHomarenscTBO Poccmiickoit @Penepaunn o NepCOHANBHBIX JaHHEIX

JlokanbHBIE HOpPMAaTHBHBIC JIOKYMEHTHI OpranH3allika B obnactu
ynpasJieHHus IEPCOHAIOM

IMopsimoK 3aKiIIOYEHHs JOTOBOPOB (KOHTPAaKTOB)

IlpaBuia BereHUS A€IOBOM EPENMUCKH

HopMmb! 3THKH 1e10BOT0 00IIeHns

Hpyrue xapakTepHCTHKH

3.8. O6o6mennas Tpyaosas GyHKUUS

HanmeHoBaHME

VpoBeHb
Crpateruyeckoe yIpaBjeHHEe NEPCOHATIOM | on H p 7

KBaNHQUKaLIU

Ipoucxoxnaerne 0606meHHON

X 3aMMCTBOBaHO U3

TpYAOBOM GyHKIUH Opururan OpHruHana
Kon PeructpanoHsHLI# HOMEp
OpHIHHaNa npoecCHOHAILHOTO
cTaHzapTa
Bo3smoxubIe JupekTop 1o nepcoHary
HAaUMCHOBAHHS III/IpCKTOp I10 YIIPaBJICHHUIO IIEPCOHAIIOM

JOJDKHOCTeH, Tpodeccuit

3amecTUTENh JUPEKTOopa O YIIPABICHUIO IEPCOHAIOM
3aMeCTUTEND reHEepaJIbHOT0 JUPEKTOPA MO YIIPABJICHHIO TICPCOHATIOM

TpebGoBanus K
00pa30BaHHIO U 00YYEHHIO

Bricimee o6pazoBaHHe — MarucTparypa

170) 174

Briciee o6pazoBanue (HenpodrIbHOE) — MArkCTparypa |
JOTOJHATENEHOE MPpodecCHOoHaNTbHOE 00pa30BaHKe — IPOrPaMMBbI
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npoheCCHOHANBHOM IEPENOAroTOBKH B 061aCTH yIpaBIeHHs IEPCOHATIOM
WJIM CTPATErHIECKOTO YIIPaBICHUS]

Tpe6GoBaHus K ONBITY
TpaKTHYECKOH paboThI

He MeHee IATH JI€T B 00JIaCTH YIPaBJIEHUsA IEPCOHATIOM Ha PYKOBOAALINX
JIOJDKHOCTSIX

Oco0ble yCIIOBHS JOMTyCKa
K paboTe

Jpyrue XxapakTepUCTHKH

I[OHOJIHHT@JIBHBI& XapaKTCPHUCTHKH

3.8.1. TpyaoBas pyHKuus

H HaumenoBanue 6a30B0ii rpymniesl, JOKHOCTH
auMEHOBAaHHE JOKYMEHTA Kon
(upodeccnn) WM CICHHAIEHOCTH
OK3 1212 Ynpassmomye TpyJOBBIMH peCypcaMu
EKC - 3aMeCTHTENIb AUPEKTOpa 10 YIPaBICHHUIO IEPCOHATIOM
OKIIATP 25042 HauanpHuK yrpasiieHus (CIenUanu3upoBaHHOro B
IIPOYHX OTPACIIAX)

OKCO 5.38.04.01 | DOxoHOMHKA

5.38.04.02 | MenemxMenT

5.38.04.03 | YpasiieHH€e IIEpPCOHATIOM

TIponcxoxaeHHE TPYIOBOMH
$yHKIH

Pa3paboTka cHCTEMBI CTPATErHICCKOTO YpoBeHs
HauMeHOBAHNE | yypapenHs MEPCOHAIOM OpraHH3aLUH Kon H/01.7 | (monyposenn) 7
KBaNHHUKanHH
3auMCTBOBAH!
OpuruHan X on
OpuUrHHaia
Kon PerucTpaiOHHBIi HOMED
OpHIHHAJIA npoecCHOHANIBHOTO
cTasgapTa

TpynoBsie AeHACTBHA

[TocraHOBKAa CTpaTerH4ecKWX Ieled B YIPABICHHH I[IEPCOHAIOM H
obecrieueHrH KaipoBoii 6€301aCHOCTH

Pa3paboTka KOpIOpaTUBHOH NOJIMTHKH, IUIAHOB, IIPOrpaMM, NPOUEAYD H
TEXHOJIOTHH yIpaBleHHs EPCOHATIOM

Pa3pa6oTka KOpPHOPATHBHOM KYILTYpPHl H COLMAILHOM MONUTHKH, CHCTEM
MOTHBALKH, 3P PEKTHBHOCTH, OIICHKU H Pa3BUTHSA NEPCOHANA

®dopMuEpoBaHUE CHCTEMBI OILIATHl M OPraHM3alluy TPy/Ja IepcoHana

Pa3paGoTKa CHCTEMBI OpPraHH3alMOHHOrO IIPOEKTHPOBAHH S, IITAHHPOBAHHE
NOTpeOHOCTH B IEPCOHANIC OPraHU3AIIHH

Pa3pa6oTka mnporpamMM, NPHHLMIOB CTaHJApTH3allMH, yHH(uUKaiwy,
aBTOMATH3alMl IIPOIIECCOB YIpABICHHA IIEpCOHAIOM M 0e30macHbIX
yCIIOBHi Tpyla

®opmupoBanue 610[KETa Ha IEPCOHAN

Pa3paboTka TeXHONOIHiA ayAHTa PabOTEI ¢ NEPCOHATIOM ¥ KOHTPOJLIHHIA

Heob6xoaumele yMEHH

PaspaGarbiBaTh CTPATerMH M MOJATHKH YIPABICHHA IEPCOHAIOM,
obecreueHns KapoBoil 6€3011acCHOCTH

Co3/1aBaTh M ONMCHIBATh OPraHH3allMOHHYIO CTPYKTYDY, LIEJH, 3alatd,
yHKIMM CTPYKTYPHBIX IOJPA3ICICHAN U JODKHOCTHBIX JIHI

HpKMeHHTL METOJBl YIpPaBJICHUSA MEXINYHOCTHBIMHU OTHOIICHUSIMMU,
(pOpMI/IpOBaHPIﬂ KOMAaHJ, pa3BUTHA JMACPCTBA U HCIOJIHHUTCIBHOCTH,
BBIABJICHHUS TAJIAHTOB, ONPEACICHUS YAOBICTBOPEHHOCTH pa60T01‘«'1
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Onpenenars ¥ aHAIM3UPOBATh  BHYTPEHHHME  KOMMYHHKAIlHH,
MOJIEIUPOBAaTh NOBECHHE TepcoHana

HpCﬂCTaBJISITB HHTEPECH! OpPraHu3anvy B IroCyJapCTBCHHBIX OpraHax, BO
B3aMMOJICHCTBUM C IPEACTAaBUTCIBPHBIMA OpPraHaMH pa6OTHHI(OB 1o
BOIIpOCaM II€pCcOoHaIa

CocCTaBIsATh, PaCCUYUTHIBATH, KOPPEKTUPOBATh ¥ KOHTPOIMPOBATH CTATHU
pacxogoB OromxkeroB W (GOHIOB Ha IPOrpaMMbl H MEDPONPHUATHS IO
yIpaBJICHHUIO IEPCOHAJIOM OPraHH3alMi

ITpoBOAUTE ayAUT M KOHTPOJUIMHT B 00J1aCTH YIIPaBJICHHUS IIEPCOHAIOM

PaspabaTeiBaTh KOPIIOPAaTHBHEIEC COMMAIBHEIE IPOTPAMMEBI

BecT# meperoBopel MO BOIpOcaM COLHANBHOTO TNapTHEPCTBA C
Tpe/ICTABUTENIFHBIMHE OPTraHaMHU pabOTHHKOB

PaGorats ¢ I/IH(l)OpMaIII/IOHHLIMI/I CHCTEMAaMH, yCIyraMu H CCpBHCaMH B
obnactu CTPATErH4€CKOro yIpaBileHHs NCPCOHAIOM

dopMupoBaTh NPEUIOKEHHS @O aBTOMATH3allMH M IH(poBH3aLUM
npoiiecca pa3paboTKH CTpaTeErHH paboTEI C EPCOHANIOM

OpraHu30BbIBATh ~ MEPONPUATHA 10  OOECHEYEHMIO  BBIIOIHEHHS
TpeGOBaHMt OXpaHbl TpyJa B COOTBETCTBHH C JIECHCTBYIOIMM
3aKOHOJaTeNsCTBOM Poccuiickoit Penepanui H JIOKAIbHBIMH aKTaMH
OpraHy3alyy '

OpraHu3oBbIBaTE H MPOBOJMTH MEPONPHATHA C MEPCOHAIOM B
COOTBETCTBHH C KOPIOPAaTUBHOM COMHAILHOM IIOJIHTHKOM

Ob6ecneunBaTh COOMOACHUE TpeOOBaHHH 3aKOHOAATENILCTBA Poccmiickoi
®enepaun  ®  nonuTHK paboromarens B obigacth  06paGoTKM
NIEPCOHAJILHBIX JAHHBIX M KOHQUICHIHATEHOH HHpOpMaIliK

Bectn JCJIOBYIO IEPCTIUCKY

Cob6mo1aTh HOPMBI STHKH J€TOBOT0 00IIECHHS

Heo6xonumMeie 3HaHUS

Metonsl ympaBiieHHs pa3BUTHEM H 3()GEKTHBHOCTHIO OpPraHU3AlUH,
aHanM3a BBIOOJHEHHS IUIAHOB W IIpOTpaMM, OIpPENENCHHA uX
9KOHOMHYECKOH 3(pEeKTHBHOCTH, METOABl OOECIeYCHUsl KaapoBOH
0€30MacHOCTH

MeTonsl OLEHKH paboThl CTPYKTYPHBIX NOAPA3ACICHHH, DPe3yiIbTaToB
TpyZAa NepcoHAIa

Meronsl IIPOBCACHI ayanuToOB, KOHTPOJUIMHIa  YIPAaBJICHYCCKHX
IIPOLIECCOB

MeTtopl aHanmy3a KOJIMYECTBEHHOrO ¥ KQUECTBEHHOI0 COCTaBa nepcoHaja

MeTonpl OpraHu3aliOHHOI0 IIPOCKTHPOBAHMI

CHcTeMBI CTaHAAPTOB 10 Ou3Hec-nporeccaM, NpoeccuaM, HOPMbI TPy Ia

CucreMbl, MeToasl H (OpMBI MaTEpHAIBHOIO H HEMaTepPHAIBHOTO
CTHMYJIMPOBaHMA TPyZAa IEpCOHANA

MeTtoapl aHAIM3a CONHMAIBHBIX MPOrpaMM M ONpeleNieHHs  HX
sKoHOMIYECKOH 3P PEeKTUBHOCTH

TexHonorMM H MeToAsl (GOPMHPOBAHHS H KOHTpPOJS OODKETOB Ha
HepCoHa :

Tpe6oBanus oXpaHbl H 6€30IIaCHBIX YCIOBHHA Tpya

Ilen, cTparerus, KOpIOpaTHBHAA COIMANbHAsA MONMTHKA U TOJMUTHKA MO
HepCoHalTy, KOpIOpaTHBHas KyJIbTypa

OCHOBBI TEXHOJIOTHH IIPOH3BOJICTBA H NCITCIbHOCTH OpranH3aliny

OCHOBBI COLIHOJIOTHH, IICHXOJIOTHHA H 3KOHOMHKH TpyJa

OCHOBEI YHIpaBJICHHA COUNAILHBIM PA3BUTHEM OpraHu3alyuu
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Mertoast MPOBEACHUS COLMOJIOHYCCKHX HCCHCﬂOBaHHﬁ, H3YYCHHUSA
06HICCTBCHH01‘0 MHCHHUA

OpraHu3aiMoHHas CTPYKTypa OpraHu3aliy

TapuHO-KBAIAUKALUOHHEIE CIPABOYHAKY paboT u npodeccuii paboynx
A KBalM(QUKAMOHHBIC XapaKTCPHUCTHKHM JIOJDKHOCTEH  CIyXKalluX,
npodecCHOHATLHBIE CTAHAAPTHI

Cnenpam3upoBaHHble HHPOPMALMOHHEIE CHCTEMBI, HPPOBEIE YCIYTH H
CEpBHCHI B 00JIACTH CTPAaTErHYECKOro YIPABJICHUS MEPCOHAIOM, TPAaHHUIIBI
UX IPUMEHEHHUs

OcCHOBHEBIE METPHKH ¥ AHAJIUTHYECKHE Cpe3bl CTPATCrHieCKOro
YIIpaBJjICHUS NCPCOHAIIOM

HOpMaTI/IBHBIe IPaBOBBIE AKTHI, ONIPEACIAIOIINE HOMBI TPYJIOBOT'O IIpaBa

OCHOBHI apXMBHOTO 3aKOHOJATEIhCTBA H HOPMATHBHEIE [TPABOBHIE aKThI
Poccuiickoii ®eeparyu B 061aCTH BeJICHHs JOKYMEHTALWH 110 TIEPCOHATY

OCHOBEI HAJIOTOBOT'0 3aKOHOZATEILCTBA Poccuiickoii (Dez[epaunn

OCHOBEl MHIPAIlMOHHOTO 3aKOHOJaTeNbcTBa Poccmiickoit @enepannu B
06NacTy IpHUBJIEYEHNS H TPYAOYCTPOHCTBA HHOCTPAHHBIX TPXK/IAH U JIUIL
6e3 rpaxx1aHcTBa

OCHOBBI 3]MUHECTPaTHBHOTO 3aKOHOJaTeNbCTBa Poccuiickoii ®exepanum
B 00JaCTH yOpaBJeHHS NEPCOHAIOM H OTBETCTBEHHOCTH IODKHOCTHBIX
JIAIY

3akoHoAaTenbCcTBO Poccuiickoit @enepanun o NEPCOHANBHEIX JAHHBIX

JlokanbHEIE HOPMATHBHEIE aKTHl OpraHM3amuu B 0ONacTH ynpaBleHHS
HEepPCOHAIOM

TlopsaoK 3aKIIOYEHNS JOrOBOPOB (KOHTPAKTOB)

IpaBuna BegeHHs AEJI0BOM NEPENUCKH

HOPMLI 3THKH ACJIOBOIO obmenus

Jlpyrue XapakTepuCTUKH

3.8.2. Tpynosas dynkuus

TlpoucxoxneHHe TPy IOBOMH
byHKIMM

Peammzamiis cCHCTEMBI CTPATETHYECKOTO Yposens
HaumeHoBaHue yIIpaBJICHHS IEPCOHATIOM Koo | H/02.7 i (momyporens) 7
KBaTH(UKaLUM
3aMMCTBOBAHO M3
Opurvsan X
OpHMIHHAIA
Kon PerucTpauroHHBIH HOMED
OpHTIHHANIA IpOQeCCHOHATLHOTO
CTaHZapTa

TpynoBble I€HCTBHS

[InasuMpoBaHWe JEATENBHOCTH M pa3paboTka MEpONIpPHATHH 110
VIPaBJIEHAIO NEPCOHAIOM [UIA pealM3alM¥ CTPATCrHYeCKHX Menel
opraHu3auuy 1 obecedeHns KapoBoi 0e30nacHOCTH

BHe/peHre MOJUTHK, IUIAHOB, IPOTPaMM, IPOLEAYP U TEXHONOTHH IIO
yIPaBICHAIO IEPCOHAIOM

IlocTpoeHHe OpraHU3aUMOHHOM CTPYKTypel C Y4YE€TOM ILIAHOBOM
NmoTpeOGHOCTH B TepCOHAlle M B3aUMOJEHCTBHA  CTPYKTYPHBIX
Iopa3ic/IeHHH OpraHu3alHu

BHeqpesne M TOJIepXaHHe KOPHOPATHBHON KyNBTYPH M COLMANBHOM
TOJIUTHKH, CHCTEM MOTHBAlIMHU, 5PPEKTUBHOCTH, OLEHKM H Pa3BUTHA
mepcoHana
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BHeapeHMe ¥ HOMICPXKAHHE CHCTEMBI OpPraHM3allMd TpyJa M OIUIATHI
HepcoHaia

ViopapieHHe BHEIPSHHEM IIPOrpaMM M IIPHHIMIIOB CTaHJApTH3alluH,
yHu(UKAMY, aBTOMATH3alMH IPOLECCOB YNPABJICHHS IIEPCOHAIOM M
6e30MacHEIX YCIIOBHH Tpyaa

Opragusauus NpOBEJCHWS ayAWTa H KOHTPOJUIMHIA B YHPaBJICHHH
TIEPCOHATIOM

IocranoBka 3anxa4 PYKOBOOHUTEILIM CTPYKTYPHBIX nonpa3neneHm71,
oIpeIeyICHHEe MaTCPHAJIBHO-TEXHHYECCKHAX PECYPCOB UL X BBIIOJIHCHUA

CornacoBaHue YCIOBHH 3aKJIOYaeMbIX JOTOBOPOB II0  BOIIPOCAM
ynpaBJieHus NepCOHATIOM

Oprannsaunﬂ IPOBEACHHUS 3aKYIIOYHBIX MOponenyp Io BOIpocaMm
YIPaBIICHUA NIEPCOHAIOM U O(bopMJICHIrIﬂ COHYTCTBYIOIIICﬁ JOKYMEHTallun
o HUM

dopmupoBanye 610pKeTa Ha IEPCOHAN

Pa3paGoTKa TEXHOIOTHI ayuTa paboThI C IEPCOHAIOM M KOHTPOJLIHHIA

INMpuMmeHenne K paGoOTHHKaM Mep IOOMpPEHHS M AUCIHUILIMHAPHOTO
B3BICKaHHS

Heo6xonuMblie yMeHHs

IMpousBonuTe aHAIM3 AEATENBHOCTH II0 YOPABICHHIO MEPCOHAIOM,
paspabarbiBaTh MoKasarenu 3G peKTHBHOCTH paboThI

®OopMHPOBATh IUIAHEI M MEPOIPHSATHA IO YNPABICHHIO IIEPCOHATIOM M
obecnedenuio KapoBoi 6€30IaCHOCTH

PaccunteiBaTh GIOJI)KGT B 00J1aCTH yHpasJICHHA IICPCOHAIOM

Onpe,uemm; 30HBI OTBETCTBCHHOCTH paGOTHPIKOB H no,upasnenermii,
CTaBHTH 3aJa4H PYKOBOIHUTCIIAM nonpasnenennﬁ u obecrieunBaTh PECYPCHI
JJIA UX HCITOJIHCHHU A

KOHTpOJIPIpOBaTB U KOPPEKTAPOBATH NCHOJIHCHHE l'IOpy‘IeHI/Iﬁ H 3a1a4

VopaBmate  9Q(HEKTHBHOCTHIO M BOBJICYEHHOCTHIO  MEPCOHana,
JHUCIHUILTMHON TpyZa U cobmoneHrneM 6e30NacHbIX YCIOBHiA Tpyaa

BecTH ImEperoBOopsl MO BONpPOCaM COIMANBLHOTO IIAPTHEPCTBA M
IpEACTaBIATh HHTEPECH OpPraHH3alldM B TOCYJapCTBEHHBIX OpraHax,
NPE/CTABAUTENLHBIX OpraHaXx paGOTHHKOB W OpraHu3alusx IO BOIpOcaM
nepcoHana

Pa6otars ¢ MHGOPMAIHOHHBIMH CHCTE€MaMH, IH(GPOBBIMH YCIyraMu H
CEepPBHCAMH 110 YIIPABJICHHIO IIEPCOHATIOM

HpOBO,HPITL AyJHT U KOHTPOJUIAHT B obnactu ynpasJICHU IIEPCOHAIOM

q’OpMHpOBaTB H IPOBOJMTH COLMAJIBHYIO IIOJUTHKY M COLNHAJIBHBIC
IIporpaMMBel

BecTn neperoBopsl ¢ MOCTABIIMKAMHK YCIYT IO YCIOBHAM 3aKIHOYaeMBIX
JOTOBOPOB

IpousBoauTs 3aKyMOYHEIE MPOIEAYpPEl, O(GOPMISTL M aHAIW3MPOBATH
3aKyTOYHYIO JJOKYMEHTAIMIO

O6ecneuynBaTh cobmoneHne TpeGoBaHUi 3aKoHOAATENbCTBA Poccuitckoi
denepanuy M KOPIOPaTHBHBIX IOMMTHK B obmactw  oGpaborku
TIIEPCOHAIBHBIX JAHHBIX H KOH(QHUIeHIMATbHON HHOpMaLiH

Co6monath HOPMBI 3THKH JICJIOBOT'O oOmeHus

Heo6xonuMeie 3HaHHS

Mertonsl ympaBieHHs pa3BUTHEM H S3((PEKTHBHOCTHIO OpraHH3aluH,
METOIbI AHAIN3a BHIIOMHEHHA IUTAHOB M TIPOTpaMM, OINpPENEICHHA HX
IKOHOMHMYECKOH 3(PEeKTHBHOCTH, METOABl 0OecledeHHs KaapoBOi
0€e30II1aCHOCTH

Oprau3anys ynpapjieHHs Pa3BHTHEM OpPraHU3allkH
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Teopun ynpaBieHus opraHu3anueif, NOJMTHKA M CTPATErus yIpaBJIeHHs
NEepCOHANIOM

IMonuTuka yOpaBiacHWS IIEPCOHATIOM, KOPIOPATHBHAs CONMANbHAS
IOJINTHKA, KOPIIOPATHBHAS KYJIBTYpa

MeToapl aHanM3a BHINOMHEHHSA IUIAHOB M 3ajad, OIpeleNeHHs HX
9KOHOMHIECKOH 3 HEKTHBHOCTH

MeTozBI OLIEHKH Pe3yIbTaToB H 3 (GEeKTHBHOCTH TpyJa

Mertoast BHCAPCHHUA CUCTEMEI YIIDABJICHHS IIEPCOHATIOM

Metozasl OpPraHu3allHOHHOI'0 IIPOCKTHPOBAHHA

OCHOBHI paboTBHI 110 IPOd)eCCHOHATEHOM OpHEHTALUH

MeTtomuknu IJIAHMPOBAHUSA ¥ IPOTHO3UPOBAHUS IIOTpC6HOCTK B IICpCOHAJIC

HCJ'II/I, CTpaTerus pa3sBUTHA H Ou3Hec-ILIaH OopraHud3anu

Teopuu u MeTobpl GopMHpOBaHHs OpeH/ia OpraHU3alluK

Tpe6GoBanus oxpaHbl TpyAa ¥ 6e30IacCHBIX YCIOBHI Tpyaa

Metonuku pa3pa60TKn M BHCIPCHHUA JIOKAJIBHBIX HOPMAaTHUBHLIX aKTOB

IMopsimok 3aKioYeHHs TPYAOBBIX OrOBOPOB, PETyJIHPOBAaHHS TPYIOBBIX
CIIOpPOB

OcHOBBI COIIMOJIOTHH, IICUXOJIOTMH, 3KOHOMHKH Tpyda H YHIPABJICHHIA
COLIHAJIBHBIM PDa3sBHTHEM OpraHu3aluy

Mertoapl NPOBECACHHUA COIHOJOINYCCKHUX PICCJICIIOB&HI/Iﬁ, H3Y4YCHH
06HI€CTBCHHOFO MHCHHUA

Texnonornu NDpOBCICHUA ayauTa H KOHTPO/UIMHIAa B YIPaBICHHH
NEPCOHAIOM

IMopsmok mpoBedeHHMs 3aKymOYHBIX Ipomeayp H  oQopMICHHS
COIIYTCTBYIOLIEH JOKYMEHTALMH

TCXHOJIOFHH, cTaHJapTH3anusd, YHH(I)HKaIII/IH, aBTOMAaTH3alud MPOILICCCOB
yHIpaBJICHHA [IEPCOHAIIOM

Oprasu3anioHHas CTPYKTypa OpraHu3aluu

TapudHo-kBaHpUKAUHOHHEIE CPABOYHMKH paboT u npodeccuit paboumx
U KBAIM(HUKAMWOHHBIE XapaKTEPUCTHKH JODKHOCTEH  CIyXalluXx,
npodeccHOHAILHbBIEC CTAHAAPTHI

CrienManu3upoBaHHble HHOPMAIIMOHHBIE CHCTEMBI, TH(POBLIE YCIYTH U
CEPBHUCHI B 00J1aCTH CTPAaTETHYECKOIO yIPaBJICHHUs IEPCOHANIOM, IPAaHHUIIbI
HX IPHMEHEHHU

OcCHOBHBIE METPUKH M aHAJHTHYECKHE CPE3Bl  CTPATETHYCCKOTrO
YIIpaBJIECHHUS IEPCOHATIOM

OCHOBBI apXHBHOTO 3aKOHOZATENbCTBA M HOPMAaTHBHBIE IPABOBbIE aKThI
Poccuiickoit @enepauuu B 00JacTy BEACHUS JOKYMEHTAIMH 110 IEPCOHATY

OCHOBBI HAJIOTOBOrO 3aKOHOAaTeNbCTBa Poccuiickon (Denepaunn

OCHOBBl MHIPAlMOHHOTO 3aKkoHojaTenbcTBa Poccmiickoit Penepauny B
o6acTi MPUBIEYEHUS H TPYAOYCTPOMCTBA HHOCTPAHHBIX IPaXKIaH M JIHI
6e3 rpaxgaHCcTBa

OcCHOBHI aIMHHHCTPATUBHOI'O 3aKOHOAATCIHCTBA Poccuiickoit (Denepaumd
B obmactu YIIpaBJI€HUA IICPCOHAIIOM H OTBETCTBCHHOCTH NOJKHOCTHBIX
JIAL]

3akxoHozaTenscTBO Poccuiickoit @eepaluy 0 NEPCOHANBHBIX JAHHbIX

TTops0K 3aK/II09eHHs AOTOBOPOB (KOHTPAKTOB)

JloxanbHBIE HOPMATHBHBIC aKTHI B obnacTu YIIpaBJICHHAS IEPCOHAIOM

I1paBuia BeieHH ACIOBOM IEPENUCKU

HopMEI 3THKH J€JI0BOr0 OOIEHHS

Jdpyrue XxapakrepuCTHKH
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3.8.3. TpynoBas pynxkuns

AJIMUHHCTPHUPOBaHHE MIPOLECCOB VpoBeHb |
HanMeHoBaHHe | CTPATETHYECKOTO YIIPABICHHS IEPCOHATIOM H Kon H/03.7 | (nomyposems) | 7
COOTBETCTBYIOIIETO IOKYMEHT0060pOTa kBamupukany |
gg}(::;i;:lmeﬂne TPYHOBOIA Opuriman X z;unhra;rlnwc;:aﬂo u3
Kon PeructpanvoHHasIi HOMED
OpUIrHHana npoeccHOHATLHOTO
CTaHIapTa
TpyznoBble AeHCTBUS JlokyMeHTanoHHOe 0OopMIICHHE PE3yIbTATOB YIIPABIEHUS [IEPCOHANIOM,
€ro ayuTa, paboThl CTPYKTYPHBIX IIO/Ipa3/ieICHUH
JloxymeHTaIoHHoe u OpraHH3alMoOHHOE COTIPOBOXICHHE
CTPaTErHYecKOro YOpaBIeHHS IHEepcOHANOM M paboTOH CTPYKTYyPHBIX
nofpa3fesIcHUuA

IMoaroToBka MNpPENIOKSHWH 1O  pPa3sBUTHIO CHCTEM  YIPaBIECHHA
nepcoHanoM, obecredeHus KaapoBod 6Ge30IIaCHOCTH, MO HEOOXOMUMBIM
KOPPEKTHPYIOIIAM U IIPEBEHTHBHBIM MEpaM H 110 IOBBIINEHHIO
3¢ ek THBHOCTH paboThl CTPYKTYPHBIX HOpa3JeIeHH

KonTposs mpolieccoB B 00NacTd yIpaBlIeHHs HEPCOHAIOM M paboTel
CTPYKTYpPHBIX IOIpa3fe/ICHHi, CpPaBHCHHE H aHAIN3 [POLECCOB,
pe3yJIbTaTOB YIPAaBICHYECKHX MEPONpPHATHH, ONpencneHne (akropos,
BEI3BIBAIOIIMX OTKJIOHEHHE OT IJIAHOBBIX IOKa3aTelleH

CornacoBaHue ® KOHTPOJb HOTOBOPOB IO BONPOCAaM H CHCTEMaM
CTPaTErM4ecKoro YIpaBlIeHHsS IEpPCOHAIoM H paboTe CTPYyKTYPHBIX
Ho/Ipa3/iesIeH i, OpraHu3alys IPoHeAyp MO WX 3aKIFOYECHHIO

IMoaroroBka npeanoXeHuil Mo 00eceYeHUI0 COOTBETCTBUSA OpraHH3alUH
H OILaTHI TPyJa NepcoHaIa YCIeIIHbIM KOPIOPaTHBHEIM IIPaKTHKaM

Heo6xonuMmelie yMeHHA AHanu3upoBaTh, pa3pabaTeBaTh H 0QOPMIIATE JOKYMEHTHI 110 IIpoLieccam
M pe3ynbTaTaM YOpaBlIeHHs INepcoHamoM H paboTe CTPYKTypHBIX
MOApa3IcCHUA

TTprMeHITH METOZIBI aHANIN3a GH3HEC-TIPOIIECCOB OPraHU3alliK
OnpenensiTe NPOrpaMMBl JOCTHDKCHHA IeENed H pelleHHd 3anay
TOApa3AeIICHUN

[lpoBoIuTh ayaWT CHCTEMBI YOPABICHHS IIEPCOHATOM H CHCTEMBI
obecrieueHus KaJpoBoi 6€3011aCHOCTH

ITpoBoAHTH KOHTPOJUIMHI CHCTEMEI YIIPABIECHHS IEPCOHATIOM
KontponupoBars OIO/KeT Ha IEPCOHAN W YNpPaBICHHE pacXofaMH Ha
1epcoHall

OpraHu3oBBIBaTh CONPOBOXKICHHUE JIOTOBOPOB IO BOIIPOCAM yIPaBIICHHA
IIEPCOHAIOM, BKJIIOYAsi [IPEABAPHTENIBHBIE IPOLIEAYPI [0 UX 3aKIIOYCHHIO
Opradu30BBIBaTh 3aKyHOYHbIE IPONEAYPEL, OQOPMISATE B aHATH3HPOBATH
3aKYIIOYHYIO TOKYMEHTALHIO

KoHTpomupoBaTh ¥ aHATH3HPOBAaTh BOIPOCH! COLMATBHOIO NAapTHEPCTBA,
JOTOBOPHI TOCTABIMKOB YCIIyT

[IpoBOAWTH, MEPErOBOPHl M IpPEACTABJIATH HMHTEPECH OpraHM3alMH B
rOCyJapCTBEHHbIX OpraHaX, NPOo(EecCHOHATBHBIX COI03aX M JpYTHX
NpEICTABUTENBHEIX OpraHax paOOTHHKOB M OpraHH3allHiX IO BOIpOCaM
nepcoHana
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Pa6otate ¢ MH()OPMALKOHHBIMH CHCTEMaMH, IU(POBBHIMH YCIyraMH H
CEepBHCAaMH TI0 YIIPABJICHHIO IEPCOHATIOM

O6ecrieunBaTh  JOKYMEHTAIMOHHOE  COIPOBOXICHHE  IIPOLIECCOB
ylIpaBJieHHs IEPCOHANIOM H paboToi CTPYKTYpPHBIX MOApa3AeeHu i

Oprasn30BBIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPEOOBaHHMAMH
TPYAOBOTO M apXHBHOTO 3aKOHOJaTenbCcTBa Poccumiickodt dexepauuu u
JIOKAJILHBIMH aKTaMH OpraHU3aliy

O6ecncunBaTh coOmoaeHne TpeOGoBaHUI 3aKOHOAATE/IbCTBA PoccHiickoi
desiepalil M KOPNOPATHBHBIX INONMTHK B o0macTe  06paGoTKu
IePCOHAILHBIX JIAHHBIX ¥ KOHpHICHIHANbHON HHpOpManuu

Co6ro1aTh HOPMBI STHKH JIEJIOBOTO OOIMIEHHS

Heob6xoauMEeie 3HaHHASA

ConnaibHas I0JATAKA, KOPIOPAaTUBHAA KyJIbTypa, CHCTEMbI MOTHBAMHA U
3()()eKTUBHOCTH YNIPaBJICHHs [IEPCOHATIOM

Mertonel ynpaBieHHAS pa3BHTHEM H 3(G(EKTHBHOCTBIO OpraHU3alHy,
METOIbl aHAIW3a BBIIOJHEHHS IUIAHOB M INPOrpamMM, ONPEACICHHSA HX
KOHOMHYECKOH 3(EKTHBHOCTH, MeTOmbl oOOecleueHHs KaJapOoBOM
6e301acHOCTH

Meronast IIPOBENCHUA ayAuTa, KOHTPOJIA ONEPATHBHBIX YNPABICHYCCKHX
IpOIECCOB, COMHOJIOrHYCCKUX HCCIIEIOBaHUM

busnec-nnan u 6H3HCC-Hp0HeCCBI OpraHu3anuu

BromxeTHOE IIPOCKTHPOBAHUC

OpraHH3allMOHHOE NPOEKTHPOBAHHE

(I)OPMBI, METOABI U CHCTCMBI MATCPHAIIBHOTO H HEMAaTE€pHAIBHOIO
CTHMYJIMPOBaHH: TPyJZia IICPCOHAIA

CucTeMBl ~ CTaHJapToB 10  OwW3Hec-mpomeccaM,  mpodeccHaM
(cnenuaNbHOCTAM), HOPMBI TPyJia

MeTtoapl aHaIn3a KOJIHYECTBEHHOIO ¥ KAYECTBEHHOT0 COCTaBa IEpcoHala

IMonuTHKa OpraHu3alyy 10 MEPCOHALY

Iopsimox ¢QopMupoBaHus, BeAcHHA Oa3bl JaHHBIX M IPEXOCTABICHUA
OTYETHOCTH [0 CHCTEMAM YIIpaBIeHHA IEPCOHATIOM U paboTe CTPYKTYPHBIX
nojpaseneHuin

OCHOBHl JIOKYMEHTAlMOHHOro oOecmedyeHus, MOPANOK odopMIeHuUs
JAOKYMEHTOB,  TpEeACTaBIeMBIX B  TOCYJapCTBEHHbIE  OpraHBl,
npodheCCHOHATBHBIE COIO3BI, 0OIIECTBEHHBIC OpraHU3aIuK

HCJII/I H CTPaTCrus pasBUTHSA OpraHu3allui

IlopsoK IpOBEHCHUS 3aKYMOYHBIX MpouUEAYp ©  odopmieHus
COMYTCTBYIOLICH JOKYMEHTAIlUH

HopMaTHBHEIE TIPaBOBBIC aKTHl, PETYNHPYIOIHE IpaBa H 00s3aHHOCTH
roCyIapCTBEHHBIX OPraHOB ¥ OPraHH3alHil 1O MPEIOCTABICHUIO YUETHOM!
JIOKYMEHTaIHH

OpranusauyMoHHas CTPYKTypa OpPraHW3alli¥ M BaKaHTHBIC JODKHOCTH
(upodeccun, cueHATEHOCTH)

TapuHO-KBATHpUKALHUOHHBIE CIPaBOYHAKK paboT 1 mpodeccuii paboumx
A KBaTH(QHKAUMOHHBIE XapaKTCPHUCTHKH JO/DKHOCTEH — Ciy)Kamux,
npodeCcCHOHAIBHBIE CTaHAAPTHI

Crenuanu3upoBaHHble MHGOPMALHOHHBIE CUCTEMBI, TM(POBbIE YCIYTH H
CepBHCH B OONIACTH aJMHMHHCTPHPOBAHHS NPOLECCOB CTPATErHYECKOro
yIpaBjieHusi [IEPCOHANOM, B 00JacTH JOKYMEHTOOOOpPOTa, IPaHMIBI HX
NpUMEHEHHS

HOpMaTHBHLIC MIPaBOBBIC AKTHI, ONPEACIIIOIINC HOMBI TPYAOBOIO IIpaBa
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OCHOBBI apXHMBHOTO 3aKOHOZATENBCTBA M HOPMATHBHBIE MPABOBBIE AKTHI
Poccuiickoii ®enepanun B 061acTy BeACHUS JOKYMEHTAIIHH 110 IEPCOHATY

OCHOBHI HAJIOrOBOTO 3aK0HOIaTeNbcTBa Poccuiickoit @enepanuu

OCHOBHl MHTPallHOHHOTO 3aKOHOIaTeNbcTBa Poccuiickoit ®enepanuu B
0611acTH TpHBJIEYCHHS U TPYJOYCTPOHCTBA HHOCTPAHHBIX TpaXKaH U JIMIY
6e3 rpaxJancTBa

OCHOBHI aIMAHHCTPaTHBHOTO 3aKOHOAaTeNbcTBa Poccuiickoit Oenepanuu
B 00JIaCTH YIpPaBJICHHUS NEPCOHAIOM H OTBETCTBEHHOCTH JODKHOCTHBIX
JIAL

3akoHozaTenbcTBo Poccuiickoi Penepauy 0 IEPCOHAIBHBIX JaHHBIX

JlokansHBIE HOpPMATHBHBIE aKTHI OpPraHH3allMHd B 00JacTH YIpaBJICHHS
HEPCOHATIOM

TMopsi10K 3aKIFOYEHHs JOTOBOPOB (KOHTPAaKTOB)

HopMEI1 5THKH 1€JI0BOT0 OOIIEHHS

Jlpyrue xapakTepuCTHKH | -

IV. CBeaenus 06 opraHu3anusx - pa3paéorunkax npogeccHoHajJILHOro CTaHAapTa

4.1. OTBeTcTBEHHAH opraHu3anHs-paspadoTYHK

Coser 110 HpO(I)eCCI/IOHaJIBHBIM KBaJII/I(i)I/IKaHI/ISIM B obnacTu yIpapJICHUA HICPCOHAIOM

IIpencenarens ByuxoBnd Ajuta AneKcaHApOBHA

4.2. HanmeHoBanns opraHu3anuii-paspadéorunkos

1 | Arpoxonmunr «CTEIIb», ropon Poctos-Ha-/lony

2 | AO «Kouuepu Pocaneproaromy, ropos Mocksa

3  AO «OMKbp, ropoxn Brikca, Hmxeropoackas o61acts

4  Kommnanusa «MeTtauionHBecT», ropox Mocksa

5 MocKOBCKHii METPOIOJMTEH, ropos Mocksa

6  UuctatyT 3anaroctd i npodeccuit ®TAOY BO «HayqHo-ucCne10BaTeNbCKHH YHHBEPCUTET
«BrlcmIas mKoJia 5KOHOMHKH», ropos; Mocksa

7 | HOYY «MHcTaTyT Npod)eCCHOHATBHOTO KaJpoBUKay, ropoa Mocksa

8  OOOP «Coro3 paboToziaTesiell pAKETHO-KOCMHYECKOH MPOMBIIUIEHHOCTH Poccumy, ropo MocxkBa

9 | OOP «PoccriiCKHif cOI03 IPOMEIIIEHHAKOB M IpeIIpHHAMaTeNiel», ropon Mocksa

10 | ITIAO «"asnpom Hed 1B, ropon CankT-IletepOypr

11 | ITAO «PocTtenekomy, ropos Mocksa

12 | ITAO «Pycl'ugpo», ropoa KpacHospck

13 | TTAO «Cesepcraiby, ropox Yepenoserr, Bonoroackas 061acTh

14 | TTIAO A®K «Cucremay, ropox Mocksa

15  CPOO «Accoumaius pyKOBOIUTENEH U CIENMAIKMCTOB 110 YIPABICHHUIO YENI0BEYECKUMHA
pecypcamu y, ropo Exarepun6ypr

16  ®I'BOY BO «MOCKOBCKHi aBHAMOHHBINA HHCTUTYT (HAallMOHANBHBIH HCCIIEI0BATENbCKUH
yHHBEpPCHTET)», ropox Mocksa

17 | ®I'BY «BHUU tpyaa» Muntpysna Poccun, ropoa Mocksa

18 4V «lleHTp mIaHMpOBAHHMS U KCIOIB30BaHUS TPYIOBBIX PecypcoB ['asmpomay, ropon Mocksa

! O6mepoccuiickuii knacCupuKaTop 3aHATHH.

2 O6mepoccHiickuil KIacCHMHUKATOP BUAOB SKOHOMUIECKOH NIeATEILHOCTH.

3 EqusbIi KBanHGUKALMOHHBIN CIIPABOYHHK JIOJDKHOCTEH PyKOBONUTE/ICH, CIICLIAAIACTOB H APYTHX CIIyKALHX.
4 O6mepoccuiickuii kaccudukatop mpodeccuii paboauX, JOIDKHOCTEH CIryXalluX A Tapu(HBIX pa3psAzIOB.
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5 O6mepoccuiickuii KaccudukaTop cnenuanpHocTelt mo 06pa3oBaHmo.




