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l. O01ue cBeaeHns

YnpaBieHne nepcoHaioM OpraHnu3aluu 07.003

(HanMeHOBaHME BUAA IPOPECCHOHANBHON e TEIPHOCTH) Kon
OcHoBHas ocjab BUaa HpO(l)CCCI/IOHaJ'IBHOI\/'I ACATCIIbHOCTH:

Ob6ecnevenne 3 hekTHBHOTO HYHKIIMOHUPOBAHHUS CUCTEMBI YIIPABIECHUS MIEPCOHATIOM JIJISl TOCTHIKEHUS
LeJIe OpraHu3aluu

I'pynna 3anaTwii:

1232 PykoBonuTenu noapazaenenuit (ciyxo) 2412 CrieunanucTsl MO Kaapam 1
VIpaBIIeHUS KaJpaMU U TPYAOBBIMHU npodopreHTaIN
OTHOIIEHUSIMH

3423 CriennanucThl KaJAPOBBIX CIYKO U - -

YUPEXKACHUN 3aHATOCTH
(xox OK3Y) (HamMeHoBaHUE) (xox OK3) (HamMeHOBaHUE)

OTHeceHMe K BUIAM DKOHOMHUYECKOU NEITEIHLHOCTH:

78.30 ‘ﬂeHTeHBHOCTB 0 MOI00PY MepcoHaa mpoyvast

(xox OKBDJT?) (HaMeHOBaHWE BUJa SKOHOMHYECKOHN eATETHHOCTH)



II. Onucanue Tpya0BbIX GyHKUMH, BXOAALIUX B IPO(ecCHOHAIBHBIA CTAHAAPT
(pyHKIHOHAJBbHAS KAPTA BUAA NPO(PEeCCHOHAIBHOMN NeATeILHOCTH)

O06001IeHHbIE TPYAOBBIC (DYHKITMH TpynoBsie GpyHKITUN
YPOBEHb
KOJT HaVMEHOBaHHE YPOBEHD HaVMEHOBaHHE Kox | (IOZYpOBEHB)
KBaTM(UKAITII
KBTI (DUKAITAH
A JlokyMeHTaIlmOHHOE 00ECIICUCHHE 5 Benenne opraHu3anioHHON M pacriopsANTEIbHON A/01.5 5
paboThI ¢ mepCOHANIOM JOKYMEHTAIUH 110 TIEPCOHATY
BeneHnne ToKkyMeHTalMH 110 YYETY U IBU)KEHHIO KaJIpOB A/02.5 )
AJMUHUCTPUPOBAHKE MPOIIECCOB U JOKYMEHTO0O0pOTA O A/03.5 5
yUYETY ¥ JBHKEHUIO KaJpPOB, MPEICTABICHUIO TOKYMEHTOB 110
NepCOHAITY B TOCYIapCTBEHHBIC OPTaHbl
B JesTenbHOCTh 1O 6 CO6op uHpOpMaIUU 0 TOTPEOHOCTSIX OpraHU3aINH B B/01.6 6
o0ecIeueHHIONIEPCOHATIOM nepcoHae
[Mouck, npuBieyeHue, noadOp U 0TOOP MEepCoHaA B/02.6 6
AJMUHHUCTPUPOBAHKE MPOIIECCOB U TOKYMEHTO000pOTa B/03.6 6
o0ecrniedyeHns epcoHaIoM
C JlesTenbHOCTD 110 OLIEHKE U aTTecTaluu 6 Opranuzanys 1 IpoBeJCHNUE OLICHKHU IIEpCOHANa ‘ C/01.6 6
[epcoHalia Opranu3zanys 1 IpoBEJCHHUE aTTECTAIIMUIICPCOHATIA C/02.6 6
AIMHHUCTpUPOBaHKE MPOLIECCOB U JOKyMeHTooboporta pu | C/03.6 6
MIPOBE/ICHUH OIIEHKHU M aTTEeCTAINY TIepCOHANa
D JlesTenbHOCTD 110 pa3BUTHIO MIEPCOHANIA 6 Opranuzanys 1 IpoBeACHUE MEPOIIPUATHI 110 pa3BUTHION D/01.6 6
MOCTPOEHHIO MPO(HECCHOHALHON Kaphephl IepCOHAa
Opranusanus 00y4eHus nepcoHana D/02.6 6
Opranuzanus ajanTalyy U CTAXKUPOBKYU IIEpCOHAa D/03.6 6
AJMHUHUCTPUPOBAHHE MPOIIECCOB U JOKYMEHTO000POTA IO D/04.6 6
Pa3BUTHIO UITPO(ECCHOHABHON Kapbepe, 00yueHHIO,
aJIanTaluy ¥ CTAKUPOBKE NIEpCOHAA
E JlesTenbHOCTD 110 OpraHu3aluuTPpyaa U 6 Opranuzanus Tpyzaa nepcoHaia E/01.6 6
OILJIaThI IepcoHala Opranu3anyst oraThel Tpyia MepcoHana E/02.6 6
AJMHUHUCTpUPOBAHKE MPOLIECCOB U JOKYMEHTOO00POTA 110 E/03.6 6

BOIIpOCaM OpraHU3aluy Tpyaa U OILIAaThI II€pCOHAJIa




JlesTenbHOCTH IO Pa3zpaboTka KopropaTUBHOM COIMATLHON TMOJIUTUKH F/01.6 6
OpraHU3alMUKOPIIOPATHBHOM Peanuzaiust KOpnopaTUBHOW COIUATBHOM MOJUTHKA F/02.6 6
COLMANIEHOM TIOJMTHKH AJIMUHHCTPUPOBAHHUE TIPOIIECCOB U JOKYMEHTOOOO0POTA 110 F/03.6 6
BOIIPOCAM KOPIOPATUBHOW COLMAIBHON MOJIMTUKHU
OrneparinoHHOE YIIpaBjIeHUE IEPCOHATIOM Pa3zpaboTka cucTeMpl ONIEpallMOHHOTO YIIPABJICHHS G/01.7 7
U TOIpa3ieNiCHuEeM OpTaHu3aI|H MIEPCOHATIOM M PabOThI CTPYKTYPHOT'O IMOAPA3ACICHHS
Peanuzarus onepaninOHHOTO yIpaBIECHUS TEPCOHAIIOM U G/02.7 7
paboThI CTPYKTYPHOT'O IOJPA3ICIICHUS
AJMUHUCTPUPOBAHKE MPOIIECCOB U JOKYMEHTO0O0POTA MO G/03.7 7
OTIEpPAaLlMOHHOMY YIPaBJICHHIO MIEPCOHATIOM U paboTe
CTPYKTYPHOTO TOJIPa3ICICHUS
Crparerudeckoe yrpaBieHUe Pa3paboTka cucTeMBbI CTPATErHIECKOTO YIIPABICHIS H/01.7 7
NIEPCOHAIIOM OpraHH3aIUU MIEPCOHAJIOM OpraHU3aIiK
Peanu3anus cucTeMbl CTpaTErHYECKOro YIpaBIeHUs H/02.7 7
MIEPCOHAIIOM OpraHU3aIHH
AJMUHUCTPUPOBAHKE TIPOIECCOB U JOKYMEHTO0O0POTA IO H/03.7 7

CTpaTErnyecKoMy yIpaBJIE€HUIO IEPCOHAIIOM OpPTraHU3alun




I11. XapakTepucTuka 00001IeHHBIX TPYAOBBIX (PyHKIUIA

3.1. O0001mennas TpynoBasi QyHKIus

OKYMEHTAI[MOHHOE o0ecreueHue padoThl YpoBeHs
HamnmenoBanue Hoxym 1 p Kon A p 5
C MEPCOHAIOM KBa(UKALH
IIpoucxoxaeHue
N . 3aMMCTBOBAHO U3
0000IIIEHHON TPYI0BO Opurunan X
OpHUrHHAJA

¢GbyHKIAN

Kon opurnnana  PeructpanimoHHbIN HOMED

po¢heCCHOHATHLHOTO
CTaHmapTa

Bo3MoskHBIC CHCHI/IaJ'II/ICT 10 KaApOBOMY ACJIOIPOU3BOACTBY
HaWMEHOBAaHUS Crenuanmct 1no JOKyMEHTAIIMOHHOMY 00€CIIeUeHUI0 paboThl C IEPCOHATIOM

HOH)KHOCTCﬁ, HpO(beCCI/Iﬁ CHGI_II/IEUII/ICT o JOKYMCHTAlUOHHOMY obecreyeHuIo nepcoHalia

Crienuanuct 1o nepcoHany

TpeGoBanus k Cpennee mpodeccuonansHoe 00pa3oBaHue — MPOrpaMMa MOArOTOBKU
00pa3oBaHMIO U CIEIHAJINCTOB CPEJHETO 3BEHA
00y4YeHUIO JomnonaurensHoe mpodeccuoHaabHOoe 00pa30BaHUE —[IPOTrPAMMBI

po(heCCHOHATTLHOM MEePETIOATOTOBKH, IPOTPAMMBbI TTOBBITIICHHSI
KBaTH(UKAITTH

TpebGoBaHUs K ONBITY | -
MPAaKTUYECKON pabOThI

Ocobble ycrnoBus -
Jorycka K pabote

Jlpyrue -

XapPaKTCPUCTHKHU

JIOOTHUTENBHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30B0ii rpymniibl, JOKHOCTH
HaumenoBanue nokymeHTa Kon
(mpodeccun) niK CrenuaIbHOCTH

OK3 2412 CrienanucTsl 1o Kajapam U npodoprueHTannu

3423 CriennanyicThl KaApOBBIX CIYKO M YUpexkKASHUN 3aHATOCTH
EKC® - Crenuanucr 1no Kajapam

- WNHcnekTop 1o kaapam
OKIIATP* 27755 | DKOHOMHUCT IO TPYY

22956 | MHcmekTop 1o Kajapam

3.1.1. TpynoBas ¢pyHkuus

Benenue opranuzanuoHHON 1 VpoBeHs
HaumenoBanue | pacropsAUTEIBHON JOKYMEHTAIIUH 110 Kon | A/01.5 | (nomyposens) 5
IEPCOHAITY KBaJTU(UKAITHN

IIpoucxoxnexnue

. OpuruHan X
TPYAOBOH (QYHKINN

3auMCTBOBAHO U3
OpHTrHHANA

Kon opurnnana Perucrpanmonusiii Homep
Mpo(heCCHOHATIBHOTO CTaHAapTa




TpynoBsie necTBUs

O6paboTka ¥ aHAIN3 MOCTYMNAIOMIEH JOKYMEHTAIMH 110 IEPCOHATY

Pazpabotka u odopmieHHEe JOKYMEHTAllMd IO NepCOHaNy (IEepBHYHOM,
y4ETHOH, IUIAHOBOH, MO COLMAIFHOMY OOCCIICUYCHHIO, OPraHU3aLUOHHOM,
pacropsIUTeIbHOM )

Peructpamusi, yd4er MW TeKyllee XpaHEHHE  OpPraHU3AlMOHHOW U
pactopsAUTENbHON JOKYMEHTALMU 110 IEPCOHAITY

Heo6xoanumeie ymeHUs

Pa3pabaTpiBaTh  TPOEKTHI  OPraHU3ALMOHHBIX U PACIOPSIUTEIHHBIX
JIOKYMEHTOB 10 EPCOHAITY

OdopMIsaTh JOKYMEHTBI B COOTBETCTBHU C TPEOOBAHUSMHU TPAXkKIAHCKOTO,
TPYAOBOTO 3akoHoAaTeabcTBa Poccuiickoit @eaepaluu W JOKaJbHBIMU
HOPMATHUBHBIMHU aKTaMU OpraHU3aIuu

Bectn YUE€T U PErUCTpalvi0O JOKYMCHTOB B I/IH(bOpMaIII/IOHHLIX CHCTEMAaxX U Ha
MaTCpHAJIbHBIX HOCUTCIIAX

Opranu3oBbIBaTh XpaHEHUE JTOKYMEHTOB B COOTBETCTBUU C TPeOOBAaHUSMU
TPYAOBOTO, AapXMBHOTO 3akoHojarenbcTBa Poccuiickoit @Penepauuu  u
JIOKaJIbHBIMU HOPMATHUBHBIMU aKTaMHU OpraHU3aLHUN

AHaIM3UPOBATh JOKYMEHTHI M NMEPEHOCUTh MHPOPMALUIO B 0a3bl JaHHBIX U
OTYETHI

BrisaBiagaTh OHII/I6KI/I, HETOYHOCTH, HCITPABJICHUA u HCOAOCTOBCPHYIO
I/IH(1)OpMaI_II/IIO B JOKYMCHTAax, OIPECACIIATh JICTUTUMHOCTE NOKYMCHTOB

Paborars ¢ nH(pOpMaMOHHBIMU cHCTeMaMH B 0a3aM¥ JaHHBIX IO BEJICHHIO
y4dera, JBHKEHHUIO IIEpCcoHaa

Co0:1r01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHUS

Heo0xoaumbie 3HAHUS

[Mopsimok opopmieHns, BeIEHUS U XpaHEHUS JOKYMEHTOB I10 IIEPCOHATTY

[lopsgok ywera JABMKEHUS KaJpOB M COCTaBIICHHs YCTAHOBJIECHHOM
OTYETHOCTHU

OCHOBBI IOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCTeYeHus

TCXHOJ’IOFI/II/I, MCTOAbI 1 METOAUKH MPOBCACHUA aHAJIM3a U CUCTCMAaTHU3allun
JOKYMCHTOB U HH(bOpMaI_[HH

[lopsimox pacyera cTaxka, JIbroT, KOMIEHCalUud, O(OpMIIEHUS TEHCUM
paboTHUKaM

CTpyKTypa OpraHuszaiuu

TpynoBoe 3aKOHOIATENBCTBO U MHBIE AKTHI, COAEPKAIINE HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA W HOPMATHUBHBIE IIPABOBBIE aKTHI
Poccniickoit denepanuu, B 4aCTH BEACHUS JOKYMEHTAIUU 110 ITEPCOHAILY

3akoHonarenbcTBO Poccuiickoit denepaiiy 0 MepCOHANbHBIX TaHHBIX

JlokanbHBIE HOPMATUBHBIC aKThl OpPraHU3AIMU, PETYIUPYIOIIUE MOPSIOK
O@OPMHGHHSI PacCiopAAUTCIIBHBIX W OPraHUu3allMOHHBIX JTOKYMCHTOB IIO
TIepCOHAITY

Hopwmpl 3THKH 1 1€710BOTO OOIIICHUS

baszoBsie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOECHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTH PabOThI C HUMU

Jlpyrue xapakTepuCTHKU




3.1.2. TpynoBasi pyHKums

Benenne 10KyMEHTALUK TI0 YYETY U Yposetb
HaumeHoBanue | 1ppreno KaIpoB Kox | A/02.5 | (nomyposenn) 5
KBaJTU(PUKAIHA

[Ipoucxoxaenue TpyaoBoi
¢byHKIAN

3arMMCTBOBAHO U3

Opwuruaan X
OpHMIUHATA

Kong Peructpanuonssiii Homep
opurnHanma Tpo(ecCHOHATHFHOTO CTaHAapTa

TpynoBsie nercTBUs

[TonroroBka MOpPOEKTOB  JOKYMEHTOB IO  MpOLEAypaM  yIpaBICHUS
NIEPCOHAIOM, YUETY U IBUKEHUIO [IEPCOHAIIA

OpFaHI/I3aHI/IH CUCTEMBI IBMKCHHUA TOKYMCHTOB I10 IICPCOHATY

COop u poBepKa JIMYHBIX IOKYMEHTOB PA0OTHUKOB

[ToaroroBka u ohopMIICHHE MO 3aMpPoCy PAOOTHUKOB U JOHKHOCTHBIX JIHI]
KOMUM, BBIMUCOK U3 KaJPOBBIX TIOKYMEHTOB, CIIPaBOK, HH(OPMAIIUU O CTaxe,
JBrOTax, TAPAHTUAX, KOMIICHCAIIUAX U MHBIX CBEJICHUN O paOOTHUKAX

Brigaua pa6OTHI/IKy KaJAPpOBLIX TOKYMCHTOB O €TO pr,[[OBOfI ACATCIIbHOCTH

I[OBCZ[GHI/IG A0 CBCACHHA IEpCOHAIa OPraHu3alluOHHBIX, paCIOPAAUTCIIBHBIX
1 KaJIPpOBLIX JOKYMCHTOB OpPraHU3aluu

Benenune ydyera pabodyero BpeMeHH pabOTHHKOB

PGFI/ICTpaHI/IH, Y4€T, OICPATUBHOC XPAHCHUC HJOKYMCHTOB II0 IICPCOHAIY,
IMOATOTOBKA K CAa4Y€ UX B apXHB

Heo6xoanmeie ymeHust

Pa3pabaTbIiBaTh IPOEKTHI KaIPOBBIX TOKYMEHTOB

OdopMnsaTe KagpoBble TOKYMEHTHI B COOTBETCTBHH C TpeOOBaHUSIMHU
TPYAOBOrO 3akoHoAaTenbcTBa Poccuiickonn @enepanuu W JOKaJbHBIMU
HOPMAaTHBHBIMU aKTaMU OpraHU3alun

Bectu yder m perucrpanuio KaapOBbIX JTOKYMEHTOB B HMH(OPMaIlMOHHBIX
CUCTEMax Y Ha MAaTEPUAIIbHBIX HOCUTEIAX

OpFaHI/I3OBI)IBaTI> XPaHCHUC KaJApOBbIX IOOKYMCHTOB B COOTBCTCTBHUH C
Tpe6OBaHI/I$IMI/I TPYAOBOI'0, AapPXUBHOTI'O 3aKOHOJATCIILCTBA Poccuiickoit
CDenepaulxm 1 JIOKAJIbHBIMU HOPMATUBHBIMH aKTaMH OpraHu3anuu

AHaJ'II/I3I/IpOBaTI> KaJApOBBIC TOKYMCHTHI U IICPEHOCUTH I/IH(I)OpMaI_[I/IIO B 0asbl
JaHHBIX U OTYCTHI

Pabortath co crneuuanu3upoBaHHBIMU HH(POPMALMOHHBIMU CHUCTEMaMHU U
0a3aMu TaHHBIX 11O BEJICHUIO y4eTa U JBHKEHUIO IIepcoHala

Pa3pabatpiBaTh 1U1aH KOPPEKTHPOBOKYCTAHOBICHHOTO MOpsiAka 0(hOpMIICHUS
JIOKYMEHTOB 110 IEPCOHAITY U PEaIn30BbIBAaTh MPUHATHIE H3MEHEHUS

KonTponupoBars npucyTcTBue pabOTHUKOB Ha paboyeM MecTe

CO6J’IIO,[[8.TB HOPMBI 5TUKHU JCJIOBOT'O 06H_[CHI/IH

HeoOxoaumeble 3HaHUSA

[Topsimox oopmiieHus1, BeIeHUS U XpaHEHHS TOKYMEHTOB IO [TEPCOHATY

HOp}IIIOK yu€Ta ABHUXKCHUA KaApOB W COCTABJICHUA YCTaHOBHCHHOﬁ
OTYCTHOCTH

[Mopsimox pacyera cTaxka, JIbroT, KOMIEHCAlUW, OGOpPMIECHUS TEHCUI
paboTHUKaM

CrpykTypa opranuzauuu

TpynoBoe 3aKOHO/IATENbCTBO U UHBIE aKThI, COJAEPKAIINE HOPMBI TPYI0BOTO
npaBa

OCHOBLI apXI/IBHOFO 3aKOHOAATCIIbCTBA " HOpMaTI/IBHBIC HpaBOBBIe AKThI
Poccuiickoit denepanyu, B 4acTy BEACHUS TOKYMEHTAIIUH 110 MEPCOHATY

3akoHoaarenscTBO Poccuiickoilt denepaiiuy o NepcoHaNIbHBIX JaHHBIX




TexHONMOrMK, METOABI U METOJUKU MPOBEACHUS aHAIN3a U CHCTEMaTH3aluu
JOKYMEHTOB M WH(OpMAIUU

JlokanbpHBIE HOPMATHBHBIC AaKThl OpPraHU3AlWHU, PETYIHPYIOIIUE TOPSI0K
0(OpPMIICHHS TOKYMEHTOB TI0 TIEPCOHATY

OCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIIUOHHOI'O obecreyeHus

HopMmpbl 3THKH 1€7T0BOTO OOIICHUS

ba3oBrle OCHOBBI uH(pOpMaTHKHY, CTPYKTYpHOE MIOCTPOEHUE
UH(OPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl ¢ HUMH

Jlpyrue xapakTepucTUKU

3.1.3. TpynoBasi pyHkumsi

HaumeHnoBaHue

IIpoucxoxaeHue Tpy0BOH
GbyHKIUN

AJIMUHHUCTPUPOBAHHUE TIPOIECCOB U
YpoBeHb
OKYMEHTO00O0pOTA IO YUYETY U JIBHIKESHUIO

HOKY p YACTY LA Kox | A/03.5 | (moayposets) 5
KaJpoB, IIPEACTABIICHUIO JOKYMCHTOB I10 KBanI/I(bI/IKaHI/II/I
MEPCOHATY B TOCYaPCTBEHHBIE OPTraHbI

3aMMCTBOBaHO U3

Opurunan X
OpHUTHHANA
Kon PeructpanuoHHb1il HOMED

OopurruHaa HpO(I)eCCI/IOHaJ'ILHOFO CcTa”HJgapTa

TpynoBble nericTBUA

Opranuzanys JOKyMEHTO000pOoTa IO YUETy U JBUKEHHUIO KaJpOB

Opranuzanus JOKYMEHTOOOOpOTa MO MPEACTAaBICHUIO JOKYMEHTOB IO
MIEPCOHAITY B TOCYIAPCTBEHHBIC OPTaHbl

ITocTanoBka Ha YUCT OpraHnu3anu B roCyJapCTBECHHBIX OpraHax

[ToaroroBka mo 3ampocy roCylapCTBEHHBIX OPraHOB, MPOQECCHOHATBHBIX
COI030B M JIpYIMX HpPEICTaBUTENIbHbIX OpPraHOB pPaOOTHUKOB OPUTMHAJIOB,
BBIIIUCOK, KOIIUHA JOKYMEHTOB

[ToaroroBka yBemOMJIEHWH, OTYETHOM W CTATUCTUYECKONW HMHQPOPMALUH IO
IepCcoHaNy

[loaroroBka HH(pOpMAIMK O 3aKIIOYEHUU TPYAOBOTO WIM T'pPakKIaHCKO-
IpaBOBOIO JOroBOpa Ha BBIMOJIHEHHE paldoT (OKa3aHWE YCIyr) C
FPAKIAHUHOM,  3aMELIAaBIIMM  JIOJDKHOCTH  TOCYAAPCTBEHHOW  WJIM
MYHUIUNATBHOH  CIyXOBI,  IMEepedeHb  KOTOPBIX  yCTaHABIIMBAETCA
HOPMAaTHBHBIMH IPABOBBIMU akTaMu Pocculickon @enepanyu

HeoOxonumele ymeHust

O(l)OpMJ'IHTI) YUYE€THBIC OJOKYMCHTBI, IMPEAOCTABIACMBIC B T'OCYAAapPCTBCHHBIC
Oprasbl, MpoQecCUOHANBHBIE COI03bl M APYrue MpeACTaBUTENbHbIC OpTaHbl
pabOTHUKOB

Opranu3oBbIBaTh XpaHEHUE JTOKYMEHTOB B COOTBETCTBUU C TPeOOBaHUSMU
TPYAOBOTO 3akoHoAaTenbcTBa Poccuiickon @Penepauu U JTOKAJTIbHBIMHU
HOPMAaTHBHBIMU aKTaMU OpPTaHU3aIUU

PabGotaTte ¢ mHGOpPMAIIMOHHBIMUA CHCTEMaMHU U 0a3aMu JaHHBIX 10 BEJIEHUIO
ydeTa U JBM)KEHHIO TIepCcoHaa

PabGotaTte ¢ mHGOpPMAIIMOHHBIMUA CHCTEMaMHU U 0a3aMu JaHHBIX 10 BEJIEHUIO
CTAaTHCTUYECKOW U OTUETHOU MH(OPMAIIUU TIO TIEPCOHATY

AHanM3upoBaTh MpaBHiia, MPOIEAYPbl U MOPSIO0K, PETYIUPYIOUINE MpaBa U
0053aHHOCTH TOCYAApCTBEHHBIX OpPraHOB W OPraHU3alUU [0 BOIPOCAM
o0OMEHa JOKyMEHTalUeH 0 NepCoHaIy

Bectu nenoByro nepenucky

Co0mr01aTh HOPMBI OTHKH JICJIOBOTO OOIIICHUSI

Heo0xonnMeie 3HaHUS

TexHomorNMM, METONBI W METOIUKH TPOBEACHUS aHAIN3a M CHCTEMaTH3aLUH
JOKYMEHTOB M HH(pOpMaIUU




OCHOBBI TOKYMEHTOO00POTa U IOKYMEHTAITMOHHOTO 00eCTIeYCHUS

CrtpykTypa opranuzanuu

HopmatusHbie mpaBoBbie akThl Poccuiickoit Denepaniun, peryJIupyromnme
npaBa W OOS3aHHOCTH TOCYJApPCTBEHHBIX OPraHoB, MPO(eCCUOHATBHBIX
COI030B M JPYrUX MPEJICTaBUTEIbHBIX OPraHoB  paOOTHUKOB IO
MPEIOCTABICHUIO YYETHOU TOKYMEHTAIUU

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AKThI, COJAEpPKAIINE HOPMBI TPYAOBOIO
pasa

OCHOBBI ApXMBHOI'O 33aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIE AKThI
Poccuiickoit @eaepanuu, B 4aCTH BEAEHUS JOKYMEHTALMU IO IEPCOHATY

3akoHozaarenbcTBO Poccuiickoit denepariuu o NepcoOHaIbHBIX JaHHBIX

JlokanpHble HOPMATHUBHBIE AaKThl OPraHHU3aLUU, DPETYJIHUPYIOLIUE IOPIAO0K
BEJICHU TOKYMEHTALUH 110 YYETY U JBHKECHHIO IIEpCOHaa

HopMe! 3THKH [1€710BOTO OOIICHUS

bazoBbie OCHOBBI MH()OPMATHUKH, MOCTPOSHUS MH(DOPMAIMOHHBIX CHUCTEM U
0COOEHHOCTH PabOThI C HUMH

Jpyrue xapakTepucTuku

3.2. O0001meHHAs TPYAOBasA (PYHKUIMS

ZICSITeJ'ILHOCTB 110
HaumenoBanue Kong B YpoBeHbKBaMH(UKAITIH 3]

00€CTIeYeHUIOTIEPCOHATIOM
IIpoucxoxnenue

. . 3anMCTBOBAHO U3
0000IIIEHHON TPYI0BO Opurunan X
OpUTHHAIA
GbyHKIUN
Kon Perucrpannonusiii Homep
OpHUTHHAJA po¢heCCHOHATHLHOTO
CTaHJapTa

Bo3moxHbIe HaUMEHOBAaHHUS
JOJDKHOCTEH, podeccuit

Crernuanuct o noadopy nepcoHana
Crienuanuct mo nepcoHany
Menemxep 1o nepcoHany

TpeGoBanus K
00pa3oBaHUIO U
00yUYeHUIO

Bricuiee obpa3oBanue — 6akanaBpuaT

JlononnurensHOe IpodecCuoHaIbHOE 00pa3oBaHUE — IPOrPaMMBI
MOBBIIIEHUS KBATN(UKAIIUH; TPOrpaMMbl TPO(eCcCHOHATBHOM
MEePEnoArOTOBKY B 00JIACTH MOMCKA U MOA00pa mepcoHaia

TpeGoBaHUs K ONBITY
MPAKTUYECKON pabOThI

Oco0Ople ycrmoBus
J0MycKa K pabore

HApyrue
XAPAKTCPUCTHUKHU

Z[OHOJ'IHI/ITCJIBHLIC XapaKTCPUCTUKU

HaunmenoBanue 6a30Boi rpymiibl, JOHKHOCTH

Hauvenosarue 1okymenTa Kon (mpodeccun) MM CTIEUATIBHOCTH
OK3 2412 CrernuanucTsl o KaapaMm U MpoGOpUCHTAITNH
3423 CrernuanucTsl KaJIpOBBIX CITYXKO U YUPEKICHUN 3aHATOCTH
EKC - Crenuanuct 1o kKajapam

- Menemxkep 1o nepcoHany




OKIIJITP

27755 | DKOHOMUCT IO TPYIY

22956 | MHcmekTop mo Kaapam

3.2.1. TpynoBas ¢pyHkuus

COop undpopmaiuu o noTpeOHOCTIIX YpoBeHb
HaumenoBanue OpraHH3aLMH B IlepcoHae Kox | B/01.6 (moaypoBEHS) 6
KBaTH(PHUKAIAN

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

3anMCTBOBAHO U3

Opurmnan X
OpuTHHAJIA
Kong Peructpanuonsslii Homep
OpuUrHHaja po¢heCCHOHATHLHOTO
cTaHaapTa

TpynoBbie neicTBus

Ananuz IIJIAHOB, CTPATCTHUHU U CTPYKTYPbI OPraHU3aliun

Ananm3 ocobeHHOCTel opranu3anuy padoThl M MPOU3BOACTBA HA KOHKPETHBIX
pabounx mMecTax

AHanu3 pPBIHKA Tpyza 1o OpraHu3anuu paboThI Ha
aHAJIOTUYHOMIIPOU3BOCTBE M pabOUnX MECTax

®opmupoBanue TpeOOBaHWMI K BaKaHTHOW JOJDKHOCTH  (mpodeccuu,
CHEIHUATBHOCTH) M UX KOPPEKITUS

AHanu3 peIHKA TpyJa W MEpPCOHANa OpPraHWu3alHuy MO0 NMPO(UII0 BaKAaHTHON
JOJDKHOCTH (TipodeccrH, CrIenabHOCTH )

WNudpopmupoBanre u KOHCYIbTHPOBAHHWE PYKOBOIWTENCH IOApa3AeIeHUHN
OpraHu3aIMK 110 BOIPOCAM PbIHKA TPY/AA B YaCTH 0OeCIIeYeHUs IEPCOHAIOM

Heo6xoanMele ymeHUst

Cobuparp, aHaNM3MpPOBATH M  CTPYKTYpUpOBaTh  HMHPOpPMALUIO 00
O0COOEHHOCTSIX OpraHU3alluy padoT Ha pa3IUYHbIX y4yacTKax MPOU3BOJICTBA U
Ha KOHKpPETHBIX paboyMx MecTax C Y4eToM ILieJei, 3ajady, IJIaHOB U
CTPYKTYpbl OpraHu3aluu

CoOuparp, aHanM3MpPOBATH M  CTPYKTYpHpOBaTh  HMHPOpMaLUIO 00
O0COOEHHOCTSIX ¥ BO3MOXKHOCTSIX KaJIpOBOI'O MOTEHIIMAIa OpraHu3alun

CoOuparp, aHaNM3MpPOBATH M  CTPYKTYpUpOBaTh  HMHPOpMALUIO 00
O0COOEHHOCTSIX pBhIHKA TpyJa, BKIOYasl MPEIJIOKEHNUs OT MPOBaiiIepoB yCIyr
10 IOUCKY, IPUBJICUEHHIO, 10100pY M 0TOOpY NepcoHaa

®opmupoBaTh TpebOBaHMSI K BaKaHTHOW JOJDKHOCTH  (mpodeccuu,
CHELHATbHOCTH) U ONPEAEISATh KpUTEPUH T0100pa IepcoHana

BHocuth KOppekTHpyIOLHe CBeleHUs B TpeOoBaHMS K KaHIWAaTaM Ha
BaKaHTHBIE JTIOJDKHOCTHU (Mpodeccru, CrIeUanbHOCTH)

[Tonb30BaThcst MOMCKOBBIMU CHUCTEMaMHU W WH(GOPMAIMOHHBIMU pecypcamMu
IUIE ~ MOHUTOpPMHIA  pPbIHKAa  Tpyda, TPaXAaHCKOTO U TPYIAOBOIO
3akoHoarenbeTBa Poceniickoit denepanuu

KoHcynpTHpOBaTh 1O BOIMpPOCaM pBIHKA TpyAa B YacTU oOecreueHus
[IEPCOHAIIOM

Co0r01aTh HOPMBI OTHKHU JIETIOBOTO OOIICHHS

HCO6XO,Z[I/IMLIC 3HaHHUA

TexHonornu, METObI U METOJIUKU IPOBEACHUS AHAIM3Aa U CUCTEMaTU3aluU
JIOKYMEHTOB ¥ HH(GOPMAITIH

CTtpykTypa oOpraHu3alii W  BaKaHTHBIE JODKHOCTH  (TIpodeccuw,
CIELHUATILHOCTH )

[Topsimok omnpezaenenus MepCreKTUBHON M TEKYIIEeH MOTPEOHOCTH B Kaapax

HcTtounuku obecrieueHust OpraHu3aluy KaJIpamu

Opranuzanus paboT Ha pa3IMYHBIX y4acTKaxX MPOM3BOJCTBA, OPraHU3ALINH,
oTpaciu
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OOmue TEeHACHIIMU Ha PBIHKE TPyJa U B OTIACIBHOW OTPACiIH, KOHKPETHOM
npodeccuu (I0JDKHOCTHU, CTICIIHATLHOCTH )

OCHOBBI IICUXOJIOTHH U COITMOJIOTHH Tpyaa

OCHOBBI ’KOHOMUKH, OpraHU3aliuy TPYy1a U YIPABJICHUS

TpynoBoe 3aKOHOJATENBCTBO M MHBIE AKThl, COJAEPIKALINE HOPMBI TPYAOBOTO
pasa

OCHOBBI apXMBHOI'O 3aKOHOJATEJIbCTBA M HOPMATHBHBIE IPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTH BEACHUS JOKYMEHTALIMU 11O IEPCOHATY

3akoHozaarenscTBO Poccuiickoil denepaiinu 0 NepcOHAIBHBIX JaHHBIX

JloxanpHblE HOPMATHBHBIE AaKThl OPraHM3ALUH, PETYIUPYIOIIHUE IOPSAIOK
noa0opa nepcoHana

HopMmpl 3THKH 1€7T0BOTO OOIICHUS

baszoBsie OCHOBBI UHPOPMATHKH, CTPYKTYpHOE IIOCTPOEHUE
MH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl ¢ HUMH

Jpyrue xapakTepucTuku

3.2.2. TpynoBasi pyHkuus

[Towuck, npusjeueHue, Moa00p 1 0TOOP YpoBeHb
HaumeHoBaHue nepcoHana Kon | B/02.6 | (momyposens) 3]
KBaTH(PHUKAIAN
IIpoucxoxaeHue Tpy10BOH
p A pya Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJIA
GbyHKIUN
Koz Perucrpannonusiii Homep
OpHUrHHaNIa npodeccoHaNbHOrO
cTaHaapra

Tpynoseie nencTBUs

[Tonck BO BHYTPEHHHUX M BHEIIHUX MCTOUYHUKAX MH(POpPMAIUU O KaHIUAATax,
COOTBETCTBYIOILIEH TpeOOBaHMAM BaKaHTHOM JOJDKHOCTH  (mpodeccuu,
CHEINAIbHOCTH)

Pa3memenne  cBemeHMit 0 BakaHTHOM  JoJDKHOCTH  (mpodeccum,
CHEIHAIbHOCTH) B CPEJCTBAX MACCOBOW MH(OpMaLIUU

BH60p CIIOCO0OB | METOHOB IIPUBJICUCHUS IIEPCOHATIA B COOTBCTCTBHU C
YTBCPXKACHHBIMU IIJIaHAMU

[IpoBepka wuHbOpMaMU O KaHAWJaTaX Ha BaKaHTHBIE JOJDKHOCTH
(mpodeccun, crenuaaTbHOCTH)

[IpoBenenne coOecenoBaHWii W BCTpeY C KaHAWJATaMH Ha BaKaHTHBIE
TOJKHOCTHU (TIpodheccuu, CIeHaIbHOCTH) ¢ obecrieueHneM oOpaTHON CBSI3U

OHeHKa COOTBETCTBUA KaHIMWIAaTOB Tpe60BaHI/I$IM BaKaHTHOH JOJIDKHOCTH
(mpodeccun, crenranTbHOCTH)

[TonrotoBka mpennokeHUi Mo (QOPMUPOBAHUIO OIOPKETa Ha MOMUCK,
IpUBJICUYEHHUE, T0100p U OTOOp MepcoHaa

NudopmupoBanne M KOHCYJIbTHUPOBAHHUE PYKOBOJMUTEICUTIONPA3ICICHUN U
OpraHu3aluu [0 BOIIPOCAMIIPUBIICYCHHS TEPCOHANIA COLIEHKOM 3aTpar

HeoOxonumele ymeHust

OnpenensaTb KpUTEPUH MTOMCKA, IPUBJIEUEHUs, T0J00pa 1 0TOOpa nNepcoHaa

Cobupatp, aHATU3UPOBATh U CTPYKTYPUPOBATH HHPOPMALIMIO O KaHAUJATAX U
NpeJJIOKEHUSIX Ha PIHKE Tpyia

[Tonp30BaThCs MOMCKOBBIMU CUCTEMaMU U MH(POPMALMOHHBIMU pecypcaMH B
obsacTi obecreueHus MepCcoHATIOM

[IpuMeHSITh TEXHOIOTMM W METOJIWKH IOWCKA, TPHUBICYCHHs, Moadopa u
oTOOpa KaHAUAATOB HAa BaKaHTHBIC JOJKHOCTH (ITPodeccuu, CeHaIbHOCTH)
B COOTBETCTBHE C MX CIEUU(UKOM
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Hcnonp3oBath cpeicTBa obecrieueHHs MIEPCOHAJIOM, BKITIOY st
CONPOBOXKICHUE

KOHC}/HBTI/IpOBaTI) 110 BOIIpOCaM IPHUBJICUCHUA IICpCOHAIA

CocraBiaATh H KOHTPOJHUPOBATb CTAaTbH pPaCXOJOB Ha obecneyeHne
NEPCOHAIOM JJIid IIJIAHUPOBAHUA 6IO,Z[)K€TOB

Co0mr01aTh HOPMBI ATHKH JIEJIOBOT'O OOIICHHS

HeoOxonuMble 3HaHUS

HcTouynuku odecneyeHus OpraHr3anuu KaapamMu

TexHONOTMM W METOAWKU TIOWCKA, TPUBICYCHUs, Mmomdopa U orbopa
nepcoHaa

Cucrembl, Meronsl #  (GOPMBI MaTEpPHAIBLHOTO UM  HEMAaTEpUATBHOTO
CTUMYJIMPOBAHUs TPya IEPCOHAA

TexHonornu U MeTo 1l HOPMUPOBAHKS U KOHTPOJISI OIOIKETOB

TexHonornu, MeTonbl U METOAMKHU IPOBEACHMS AaHAIU3a, CUCTEMATHU3ALUU
JOKYMEHTOB M WH(OpMAIHN

CrpykTypa oOpraHusanuy M  BakaHTHble JIOJDKHOCTH  (mpodeccun,
CHEINAIbHOCTH)

OO0mme TEeHIEHUMU Ha PHIHKE Tpylda U B OTAEIBHBIX OTPacisiX M BHAAX
po(hecCHOHANBEHOM NeTeNbHOCTH

OCHOBBI ICUXOJIOTHU U COMOJIOTHU Tpyada

OCHOBEI 9KOHOMMUKH, OpraHu3aliu TpyJda 1 ylpaBJICHUA IICPCOHAIOM

TpynoBoe 3aKOHOJIATEIBCTBO W MHBIC AKTHI, COJEPKAIME HOPMBI TPYJIOBOTO
npaBa

OCHOBBI apXWMBHOT'O 3aKOHOJATEIhCTBA M HOPMATHBHBIC IPABOBBIC aAKThI
Poccuiickoit denepanuu, B 4aCTH BeIeHUs JOKYMEHTAIUH 110 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATeNbcTBA Poccuiickoit denepanun

3akoHoaarenbcTBO Poccuiickoit denepanv 0 MepCOHANBHBIX TAHHBIX

JlokanbpHbIE AaKThl OpraHM3allid, PeryJupylollue MOpsSA0K obecredeHus
HEPCOHAIOM

HOpMLI OTHUKH JCJIIOBOT'O O6H.[CHI/IH

ba3oBbie OCHOBBI MH(QOPMATHKHU, MOCTPOEHHS] MH(OPMALMOHHBIX CHUCTEM U
0Cc00EHHOCTH paboThl C HUMH

HApyrue
XAPAKTCPUCTHUKHU

3.2.3. TpynoBasi pyHkuus

AJIMUHUCTPHPOBAHKE MPOIIECCOB U Vposets
HaumenoBanne | TOKYMEHTOOOOpOTa 0OeCIieueHus Kox | B/03.6 (moaypOBEHS) 6
IepCOHANOM KBaJTU(PUKAIHA

IIpoucxoxnenue
TPYZIOBOH QyHKIMH

3arMCTBOBAHO U3

Opuruaan X
OpHUTHHAIA

Kon Perucrpanuonnslit Homep
OpHUrMHana mnpodeccHOHAILHOTO CTaHAAPTa

TpynoBsie nercTBUs

AHaJIu3 MpOIECCOB TOKYMEHTO000POTa, JTOKAIBHBIX JOKYMEHTOB 110 BOIIPOCaM
o0ecrnevyeHus epcoHaioM

Benenne wHbopManuM 0  BaKaHTHBIX  JODKHOCTAX  (mpodeccusix,
CHEIHNAIbHOCTSIX )M KaHAU1aTax

JloKyMeHTaIlMOHHOE COTIPOBOXICHUE KaHJIUJATOB Ha JTamax
MOMCKA,MPUBJICYCHHUSI, Tom0opa W OTOOpa TepcoHajga Ha BaKaHTHBIC
TOJKHOCTU(TIpOECCHH, CIEUATbHOCTH), MH()OPMHUpPOBAHUE KAHAMIATOB O
pe3yabTaTax oroopa
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[ToaroToBKa 3ampocoB O KaHIWIATaX B TOCYIAapCTBEHHBIC OPTaHbl, B CIyYasx
NOPEIYCMOTPEHHBIX  JCHCTBYIOIIUM  3aKOHOJATEIbCTBOM U 00paboTka
IPEIOCTABICHHBIX CBEIICHUI

IMonroroBka u 00paboTKa yBEIOMJICHMH B TOCYJapCTBEHHBIE OpTaHbI,
npodeccroHaIbHbBIC COO3bI U IPYIHe MPEICTABUTEIbHbBIC OPraHbl pAOOTHHKOB
10 BOITPOCaM TOMCKA, IPUBIICYCHHSI, T000pa U 0TOOpa MepcoHana

COHpOBO)KI[eHI/IC J0OroBOpoOB II0 o0ecrneyeHuIo opraHu3alyvn II€PCOHAJIOM,
BKJIIOYas MpCaABAPUTCIIbHBIC TPOUCAYPHI IO UX 3aKIIFOYCHUIO

Heo6xoanmeie ymeHUst

OOecnieunBaTh JOKYMEHTAI[MOHHOE COMPOBOXJICHHE BBIXOJA KaHAMWIATa Ha
paboTy U nepeMeleHus IIepcoHaa

OdopMiIAT TOKYMEHTHI 110 BOIpPOCaM OOECTeYeHUsT KaIpOBBIMH pecypcami,
HEoOXoAuMBble AN NOPEAOCTaBIEHHsT B  TOCYJapCTBEHHBbIE  OpIaHBbl,
npodeCCHOHATILHBIE COIO3bI U APYTHE MPEICTABUTEIbHbBIE OPraHbl pA0OTHUKOB

OpranuzoBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBHM C TPEOOBAHHSIMHU
TPYAOBOTO, AapXMBHOTO 3akoHojarenbcTBa Poccuiickoit @Penepauuu  u
JIOKaJIbHBIMHU aKTaMH OpPraHu3aluu

AHaIM3UPOBATh JOKYMEHTHI M TIEPEHOCUTh HH()OPMAIHIO B WH(POPMAIIMOHHEIE
cUCTeMbI U 0a3bl JTaHHBIX O KaHUAaTax

Paborath ¢ MHPOPMALMOHHBIMUA CHCTEMaMH W 0a3aMH JAaHHBIX MO BOIPOCAM
o0ecrieyeHHs IEPCOHAIOM, BEJIEHHIO IOMCKAa M YydeTa KaHIUJaTOB Ha
BaKaHTHBIE JTOJDKHOCTHU (Mpodeccuu, CuerualbHOCTH)

[Tpou3BoauTh NpEaBAPUTEIBHBIC 3aKyNMOYHBIE MPOLUEAYPHl U  OPOPMITH
COITYTCTBYIOIYIO TOKYMEHTAIIUIO 0 3aKJIFOUEHHUIO JOrOBOPOB

OpraHu3oBbIBaTh M IMPOBOAUTH KOHKYPCHI, O(QOPMIATh W aHAJIM3UPOBATH
KOHKYPCHYIO JOKYMEHTAIUIO

Bectu nenoByro nepenucky

CO6J'IIOI[3.TB HOPMBI 5TUKH JCJIIOBOT'O 06IJ_ICHI/I$I

HeoOxoaumeble 3HaHUSA

[lopsinox odopmieHus, BeIeHUS U XPAaHEHHs JOKYMEHTAllUH, CBA3AHHOM C
MOUCKOM, MpPUBJIEYEHHEM, MOAOOPOM M OTOOPOM IEpCOHaja Ha BaKaHTHBIE
JOJDKHOCTH

HOpHI[OK (I)OpMI/IpOBaHI/ISI, BCACHUA Oanka JAaHHBIX O ICPCOHAJIC OpPraHU3allun
N IpCAOCTABJICHUA OTYCTHOCTU

OCHOBEBI ,Z[OKYMGHTOO60p0Ta U JOKYMCHTAIUOHHOI'O obecneueHust

TGXHOJ'IOFI/II/I, MCTOABI U MCTOAMKH HNPOBCIACHUSA aHaliu3da U CUCTEMaTHU3alluUn
JOKYMCHTOB U I/IH(I)OpMaI_[I/II/I

[Topsinox mpoBeaeHHsI KOHKYPCOB U 0(pOpMIIEHUSI KOHKYPCHOM TOKYMEHTalluu

[Topsimok poBeneHNsI 3aKYMOYHBIX MPOIIEAYP U 0OPMIICHUS COMMYTCTBYIOMIEH
JIOKYMEHTalUH

CTtpykTypa OpraHW3allii ¥  BakKaHTHbIe JIOJDKHOCTH  (mpodeccun,
CIEINATLHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThl, COAEpIKAllUe HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOIO 3aKOHOJIATEJIbCTBA W HOPMAaTUBHBIE ITPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTH BEAEHUS TOKYMEHTALMU 110 IEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibeTBa Poccuiickoit denepannu

3akoHonarenbcTBO Poccuiickoit denepaiiuu o nepcoOHAIbHBIX TAHHBIX

JlokasibHbIE aKThl OpPraHU3alMU, PETYIUPYIOLINE MOPSIIOK 0100pa NepcoHana

[Topsiiok 3aKI0OYEHHsI TOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH [1€710BOTO O0IIeHUS

ba3oBeie OCHOBBI MH(OPMATHKH, MMOCTPOCHHs HH(GOPMAIMOHHBIX CHUCTEM U
0Cc00EHHOCTH pabOTHl C HUMH
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HApyrue -
XaPaAKTCPUCTHUKHU

3.3. O0o0menHas TpyaoBasi pyHkuus

JesTeabHOCTh MO OIIEHKE U aTTeCTalluu YpoBeHs
HaumenoBanue Kon| C 6

IepcoHaia KBanuQuKanuu
[Ipoucxoxnenue

N . 3anMCTBOBAHO U3
00001IeHHON TPYI0BOIT Opururan X
OpUTrHHAJIA
¢GbyHKIAN
Kon Peructpaunonssiii Homep
OpHUrHHANA podeCcCHOHANTBHOTO
cTaHgapTa

BosmosxHbIe Criennanuct mo oleHKe U aTTecTalluy MepcoHana
HAaMMEHOBAHUSA Crenuanuct 1o nepcoHany
JOJHKHOCTEH, Menemxep 1o nepcoHary
npodeccuii
TpeboBanus Bricmiee oOpazoBanue — OakanaBpuaT
00pa3oBaHMIO U JlononmHuTtenpHOE podecCHoHabHOE 00pa30BaHNE — IPOTPAMMBI
00y4YeHUI0 MOBBILICHUS KBATU(PHUKAIUHU; TPOrpaMMbI IpodeccroHalbHON

MEeperoaAroToBKU B obOnacTu IMPOBCACHUA OLCHKU II€pCOHAIa

TpeboBanus K onpITy | -
MPAKTUYECKON pabOThI

Oco06ble ycrnoBus -
Jorycka K pabote

Jlpyrue -

XapPaAKTCPUCTHKHU

I[OHOJ'IHI/ITCJ'ILHLIC XapPaKTCPUCTUKU

HaumenoBanue 6a3oBoit I'pYIIIbI, TOJKHOCTH

HanmenoBanue nokymeHra Ko
FIOKIM A (mpodeccun) wiM CrenuaIbHOCTH

OK3 2412 CrienanmucThl 1o KaJpaM U npodopueHTauu
3423 CriennanucThbl KaApOBBIX CIYKO M YUpeKICHUN 3aHATOCTH

EKC MeHexep 110 nepcoHary

OKIIATP 27755 | DKOHOMUCT 110 TPYY
22956 | MucnekTop 1o Kajapam

3.3.1. Tpynosast pyHkuus

OpFaHI/ISaHI/Iﬂ M TIPOBEACHUC OLICHKH Yposenb
HaumenoBanue nepcoHana Kon | C/01.6 (omypoBeHb) 6
KB (UK
IIpoucxoxnenue Tpy10Boi Opurunan X 3auMCTBOBAHO U3
byHKITIN OpUrMHaja
Kon Perucrpanmonusiii Homep
opUruHaia MpoQecCHOHAIBHOIO CTaHaapTa
TpynoBbie necTBUS AHanmM3 CTPYKTyphl, IJJAHOB ¥ BAaKAaHTHBIX JOJDKHOCTEH (mpodeccuid,

CIeUAIbHOCTEH )OpraHu3alii, OCOOCHHOCTEH OpraHu3aluu paboThl Ha
pa3IMYHBIX y4acTKaX IPOM3BOJCTBA U KOHKPETHBIX pab0ounX MECTax




Heo0Oxonnmblie ymeHus

Heo0xomuMele 3HaHUS
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Pa3zpaboTka IUIaHAOIICHKHM TMEPCOHANa B COOTBETCTBUU C  IEISIMH
OpraHu3aI|u

OrleHKa JUHAMUKA TPOU3BOAUTEIBHOCTH, HHTCHCHBHOCTH M 3()()EKTHBHOCTH
Tpyaa Ha pabounx MecTax

OmnpeneneHre pecypcoB, BHIOOP CPEICTB M METOAOB MPOBEACHHS OLCHKH

niepcoHasa
[IpoBeneHue OLIEHKHU MEpPCOHANA B COOTBETCTBHH C IIAHAMH OPTraHU3aLUH
COHpOBO)KZ[eHI/Ie A0roBopoB C OopraHu3alvsaIMu - HUCITIOJIHUTCIIIMU

MEPOIPUATHA IO OLEHKE IIepCOHaNa, BKIIOYas IPEIBapUTEIbHBIC
IIPOLIEIYPHI 110 UX 3AKIHOYCHUIO

KoHcynpTHpOBaHME IE€pCOHANa IO BONPOCAM OLEHKH, BKJIIOYas OLICHKY
3aTpar

AHanu3 pe3yabTaTOB OLEHKH IE€PCOHANA, IOATOTOBKA PEKOMEHAALMN
PYKOBOJACTBY M IIEPCOHAILY

[ToaroroBka npeanoxkeHui o GOpMUPOBaHUIO OOKETa 10 OpraHU3aALUN U
IIPOBEICHUIO OLICHKH IIEpCOHAIA

OnpenensTh mapamMeTpbl U KPUTEPUU OLIEHKH IEPCOHANIA

OnpenensiTb ¥ OPUMEHATH CPEACTBA WU METOAbl IPOBEJIEHUS OLICHKU
IIepCOHaJIa

Boiaensats (onpenensaTs) rpynibl epcoHaia i POBEIEHUS OLIEHKH
OnpenensTh MHTEHCHUBHOCTh TpPyJa M 30HBI TOBBIIICHUS 3((HEKTUBHOCTH
nepcoHaa

OnpenensiTb MOTUBALMOHHBIE (PAKTOPHI IPOBEIEHUS OLIEHKH II€pCOHaNa
CocTaBisiTh U KOHTPOJIMPOBATH CTaThbU PACXOJ0B Ha OLIEHKY IepcoHala s
IUTAHUPOBAHMS OFO/IKETOB

ObecnieunBaTh OPraHU3aLIOHHOE COMPOBOKIEHUE OLIEHKU NIEpCcoHalIa
ObecrieunBaTh  COXPAaHHOCTh KOH(QHAEHUHMANbHOM HHOpMaLMKU  NpHU
IIPOBEICHUH OLIEHKU IIEpCOHaa,

OpranuzoBbIBaTh XpaHEHHE JTOKYMEHTOB B COOTBETCTBUU C TPeOOBaHUSAMU
TPYIOBOIO, AapXUBHOIO 3akoHozaarenbcTBa Poccuiickon @enepanuu u
JIOKaJIbHBIMU HOPMAaTHUBHBIMU aKTaMHU OpraHU3aLNH

CoOuparb, aHamIU3UpOBaThb M  CTPYKTYpUpOBaTb  HMHPOPMALUIO O
IIPEIOKEHUSAX 10 OLIEHKE ITEpCOHANIa HA PBIHKE TpyAa

[Tpon3BouTh mHpeaBapUTENbHBIE 3aKyNOYHBIE MPOLEAYPbl U 0GOPMIATh
COMYTCTBYIOIIYIO JOKYMEHTALUIO 110 3aKIYEHUIO JOTOBOPOB

Onpenensats yciaoBusl A 3aKIIOYEHHsS JIOTOBOPOB HA  YCIyTH 110
IIPOBEICHUIO OIIEHKH ITEpCOHAJIA

CucremarusupoBaTh, 0000IIaTh M aHAIM3UPOBATH PE3YJIbTAThl OICHKH
IIepCcoHalIa

ObecneunBaTh OOpPaTHYIO CBSI3b IO PE3yJbTaTaM IPOBEACHHOM OLIEHKU C
IIEPCOHAIIOM U PYKOBOJCTBOM

[Tonp30BaThbCsl MOMCKOBBIMH CHUCTEMaMH, UH(POPMALMOHHBIMU PECypcaMu M
0a3aMu TaHHBIX IO MTPOBEJICHUIO OLIEHKH IepCoHaa

Pa3zpabaTpiBaTh peKOMEHJAlMM TIO0 pa3BUTHIO IIEpCOHANa Ha OCHOBE
IIPOBEICHHON OLIEHKH

CobmroaaTh HOPMBI THKH JI€TIOBOTO OOIIEHHUS

TexHonoruu U METO/AbI onpeaeaeHus Npo(hecCUOHATBHBIX 3HaHUN, YMEHUHN U
KOMIIETCHIIUH

TexHONMOrMKM U METOBI OLICHKH JINYHOCTHBIX KA4E€CTB U XapaKTEPUCTHK
Cucrembl, MeTroabl U (OPMBI MaTEpHAIBLHOIO M  HEMATEPUATbHOTO
CTUMYJIMPOBaHUs TPYyAa IIEpCOHAIA

TexHonmoruu u MeTo bl GOPMUPOBAHMS U KOHTPOJISI OIOAKETOB
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TexHONMOrMK, METOBI U METOAMKHU IIPOBEACHUS aHAIN3a M CUCTEMaTU3aluu
JOKYMEHTOB M HH(OpMAIUU
OcHOBBI 00LIEH M COLMATBHOM ICUXOJOTMM, COLMOJOTHUM W IICUXOJIOTUU

Tpyna
OCHOBBI HpOH3BOI[CTBCHHOI>i ACATCIIBHOCTH OpTraHHU3allun

[lopsimox  mpoBeneHUs  3aKyMOYHBIX  mpomeayp u  odopmieHus
CONYTCTBYIOIIEN JOKYMEHTAUN

CtpykTypa oOpraHu3alnud M  BaKaHTHble JOJDKHOCTH  (mpodeccun,
CIEIMAIBHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThl, COAEPKAILNE HOPMBI TPYI0BOIO
1paBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIbCTBA W HOPMATHUBHBIE IIPABOBBIE AKTHI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALMU IO IEPCOHATY
3akoHonarenbcTBO Poccuiickoit denepanuivl 0 NepCOHANBHBIX TAHHBIX

JlokanbpHble HOPMATUBHBIE AKThl OpraHU3alMM, PETYIHPYIOLIUE MOPSI0K
OLICHKH IepCcoHaja

[Topsiok 3aKiIt04YeHus 10rOBOPOB (KOHTPAKTOB)

HopMe1 3THKH [1€710BOTO OOIICHUS

bazoBsie OCHOBBI UHPOPMATHUKHY, CTPYKTYpPHOE IIOCTPOCHHE
MH(OPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThI ¢ HUMH

3.3.2. Tpynosas pyHKkuus

OpraHI/I3aHI/IH U MMPOBCACHUC aTTCCTAllUU VPOBGHB
Hanmenosanne | penconana Koxn | C/02.6 | (momypoBeHs) 6
KBaTH(QHUKAIAN

[Ipoucxoxaenue Tpy10Bon
¢GyHKIAN

3anMCTBOBaHO U3

TpynoBsie nercTBUS

Heob6xoaumeie ymenwust

Opurmnan X
OpHTHHANIA
Kon Peructpaunonusiit Homep
OpHTrHHANA PO eCCHOHANTBEHOTO
CTaHzapTa

AHanu3 CTPYKTYphl, IUIAHOB UM BaKaHTHBIX JOJDKHOCTEH (mpodeccuid,
CHEIMaIbHOCTEeH) OpraHu3alui, OCOOCHHOCTEM opraHu3zanud paboThl Ha
Pa3JIMYHBIX yYacTKax MPOU3BOJICTBA U KOHKPETHBIX pabOYMX MecTax
Pa3paboTka NpOEKTOB JTOKYMEHTOB, OINpPEACSIONIUX IMOPSA0K AaTTecTaluu
IIEpPCOHAJIA, C OLIEHKOM 3aTpar

ConpoBosk/ieHue mpoliecca aTTecTallii U paboThl aTTeCTAllMOHHON KOMHCCUU
[TonroroBka mpeiokeHUINo GopMUPOBaHHIO OIO/KETa Ha OpPraHU3aLUI0 U
IIPOBEJICHUE aTTECTAIMH [TIepCoHaIa

[Toaroroska IPEIII0KEHUIN 0 COOTBETCTBHUH paboTHHKa
noixHocTU(rIpodeccun,  CHEeNUalbHOCTU)IO — pe3yjbTaTaM  aTTeCcTalluHUB
COOTBETCTBUU € 3aKOHOJATENbCTBOM Poccuiickon denepaunu

OmnpenensaTh napameTpsl U KpUTEPUU aTTeCTallMU IIepcoHana

OnpenensTb U MPUMEHSTh CPEICTBA U METObI aTTECTALIUN

BalaensaTs rpynmnel nepcoHana s IpOBEICHUs aTTECTALUN
ObecneunBaTh TOKYMEHTALMOHHOE COMPOBOXK/ICHHE aTTECTAIlMH IEpCOHAa

CocTaBisTh U KOHTPOJIMPOBATH CTaThU PACXOJIOB HAa aTTECTALIMIO TEepcoHala
JUTSI TTTAHUPOBAHUS OFOKETOB




HeobxonuMble 3HaHUS

Apyrue
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[Tonb3oBaTbecs MHGMOPMALIMOHHBIMU pecypcaMu M 0a3aMHM JTaHHBIX IO
MIPOBEJICHUIO aTTECTAllUU

Bectu yder u peructpanuio 10KyMEHTOB B HH(OPMALIMOHHBIX CUCTEMaxX U Ha
MaTEPUAIbHBIX HOCUTENSIX

OpranuzoBbIBaTh XpaHEHHE IOKYMEHTOB B COOTBETCTBUU C TPeOOBAHUAMU
TPYAOBOIO, AapXMBHOTO 3akoHoAarenbcTBa Poccuiickoir @Penepauun U
JIOKaJIbHBIMH JJOKYMEHTAMH OpPTaHU3alun

[Ipou3BOIUTE TpeABAPUTENBHBIC 3aKYIMOYHBIE MPOUEAYPhl U  OPOPMISTH
COMYTCTBYIOIIYIO JOKYMEHTALHUIO 10 3aKIYEHUIO JOTOBOPOB

Co0ut01aTh HOPMBI TUKHU JACITIOBOTO OOIIEHUS

[TopsiA0K M TEXHOJOTHS IPOBEACHUS aTTECTALUN

TexHonoruu U METOJIbl ONPENEICHUS U OIICHKU MPOEeCCHOHATbHBIX 3HAHUH,
YMEHHUI U KOMIIETEHLINI

Cucrembl, wmetoasl u (GOpPMBI MaTepUaIbHOTO M  HEMaTepUaIbHOIO
CTUMYJIMPOBAHUATPYAA IEPCOHAIIA

TexHonoruu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OIO/KETOB

TexHonoruu, METOBl U METOAMKHU IMPOBEICHHS aHAIW3a U CUCTEMATU3ALNU
JIOKYMEHTOB ¥ MH(OpMAIHH

OCHOBBI IPOU3BOJACTBEHHOM 1€ATEILHOCTH OpraHU3aAINH

OcHoBBl 00mIEH U COLMATBLHOW TCUXOJOTHH, COLMOJIOTHMH W TICHXOJIOTUU
Tpyna

[Topsimox  mpoBeneHWs  3aKyNOYHBIX  mHpoueayp H  odopmiieHus
CONYTCTBYIOIIEH NOKYMEHTAUU

CtpykTypa oOpraHu3alMd W  BaKaHTHbIe JIOJDKHOCTH  (mpodeccuu,
CHEINaIbHOCTH)

TpynoBoe 3aKOHOAATEIBCTBO U MHBIE aKThl, COJEPIKALIME HOPMBI TPYJIOBOIO
rpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHBHBIE IPABOBBIE aAKThI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALIMU IO IEPCOHATY
3akoHonarenbcTBO Poccuiickoin denepanivi 0 NEpCOHANBHBIX TAHHBIX
JlokanpHble HOPMATHBHBIE AaKThl OpPraHU3alMd, PETYIUPYIOIINUE MOPSAI0K
OLICHKH ITepCcoHasa

[Topsimok 3aKITtOUEHUS TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1€710BOTO O0IIIEHUS

bazoBbie OCHOBBI nH(pOpMaTHKH, CTPYKTYpPHOE MOCTPOEHHUE
WH(GOPMAIIMOHHBIX CUCTEM M OCOOEHHOCTH PabOTHI C HUMHU

3.3.3. Tpynosas ¢pyHkuus

AJIMUHHCTPUPOBAHUE TIPOIIECCOB U VpoBeHb
HaumenoBanue | JOKyMEHTOOOOPOTA P IIPOBEIEHUU Kon | C/03.6 | (momyposenn) 6
OIICHKH M aTTECTAIMU TTepCoHaIa KBauQuKamu

[IpoucxoxaeHue Tpya0Boi
GbyHKIHUN

3arMCTBOBAHO U3

Opurunan X
OpHIHHANA

Kon Perucrpanuonnstit Homep
OpHUTrHHaNA MPOQPECCHOHANBHOIO CTaHapTa

TpynoBble nelcTBUA

AHaJIN3 IPOIECCOB TOKYMEHTOO0OpOTA, JTOKATBHBIX JOKYMEHTOB IOOLIEHKE U
aTTeCTalluy IIepcoHaa
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OpraHu3anroHHOE COMTPOBOKACHUE MEPOTIPUSTHIA TI0 OIICHKE NIEPCOHAIaN €ro
aTTeCTalluu

Odopmienue npoiiecca U pe3ynbTaToB aTTeCTAllMU NIEpCOHAIa

WudopmupoBanue nepcoHana o pe3yibTaTaXOIEHKH U aTTeCTalluu

[ToaroroBka npeIoxkeHui Mo pa3BUTHIO NIEPCOHAIIA TOPE3YIbTaTaM OLEHKH

ConpoBoXk/ieHUE  JIOTOBOPOB IO  OKa3aHUIO  KOHCYJIbTAllUOHHBIX U
UH(OPMALIMOHHBIX YCIYT MO OIIEHKE U aTTECTAllMH IepcoHaa

HeoOxomumbie ymeHUst

OOecrieunBaTh JTOKYMEHTAI[HOHHOE COIPOBOXKIACHUE OLEHKH M aTTECTaI[HH
niepcoHaa

OdopMisaTh AOKYMEHTBHI IO BOINPOCAM OIGHKHM M aTTecTallid IepcoHaa,
MPEIOCTABIIIEMbIC B TOCYJAPCTBEHHBIE OpraHbl, TPO(ECCHOHATBHBIC COIO3BI U
JIPYTHe MpeICTaBUTENIbHBIE OPraHbl pabOTHUKOB

AHanu3upoBaTh IpaBWia, NPOLUEAYPbl U IOPSAAKUA IPOBEICHUS OLIEHKU U
aTTecTaluu IepcoHala

Bectn yueT u peructpanuio JOKyMEHTOB B MH(POPMALMOHHBIX CUCTEMax U Ha
MaTepUaAIbHBIX HOCUTEIAX

Opranu3oBbIBaTh XpaHEHUE JTOKYMEHTOB B COOTBETCTBHHM C TPEOOBAHUSIMU
TPYAOBOTO 3aKoHOAaTenbCTBa Poccuiickoit denepanyi v TOKAIbHBIMU aKTaMH
OpraHu3aIu

Bectu nenoByro nepenucky

PaGorare ¢ uHpOpMAIIMOHHBIMH CHCTEeMaMU U 0a3aMU JaHHBIX [0 BOMpPOCAM
MIPOBE/ICHUS OIICHKU U aTTECTAlMK TepCcoHasa, BEJCHUIO yUeTa KaHIuaTOB Ha
BaKaHTHBIE TOJDKHOCTHU (TIpodeccr, CIIeUaIbHOCTH )

AHaIM3UPOBATH JOKYMEHTHI U IEPEHOCUTH MHPOPMAIUIO B MHPOPMAIIMOHHEIE
cucTeMbl U 0a3bl JaHHBIX

Co01r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XOL[I/IMI>Ie 3HaHUA

HOpHI[OK O(I)OpMJ'IeHI/ISI, BCACHUA WU XPAaHCHUA NOKYMCHTALUU, CBSI3aHHOM C
MMPOBCACHUEM OLICHKU U aTTCCTAllUX IICPCOHAJIA

HOpHI[OK (I)OpMI/IpOBaHI/ISI, BCACHUA OaHka JAaHHBIX O IEPCOHAJIC OpraHu3alun
N IPpCAO0CTABJICHUA OTYCTHOCTU

[Topsiiok mpoBeieHus 3aKyIOYHBIX MPOLEAYP U 0POPMIICHHS COMYTCTBYIOIIEH
JOKYMEHTaluu

[Topsimok odopmiieHHsT JOKYMEHTOB, MPEIOCTABISIEMBIX B TOCYAapCTBEHHBIC
oprasbl, Mpo(hecCHOHANBHBIE COI03bl U IPYTHe MpPeICTaBUTEIbHBIE OPTaHbI
pabOTHUKOB

OCHOBEBI ,Z[OKYMCHTOO60p0Ta U JOKYMCHTAIUOHHOI'O obecneueHUs

CTpykTypa OpraHu3allid W  BaKaHTHBIE  JIOJDKHOCTH  (Tipodeccuw,
CIEINATLHOCTH)

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKThI, COJIEPXKALIUE HOPMBI TPYIAOBOIO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBBIE AKThI
Poccuiickoit denepanuu, B 4aCTH BEAEHUS JOKYMEHTALMH 110 IEPCOHAILY

3akoHo1aTenbeTBO Poccuiickoi denepannu 0 MepCOHATBHBIX JaHHBIX

TexHonornu, MeToAbl U METOAUKHU IPOBEICHUS aHAIN3a U CUCTEMAaTU3ALUU
JTIOKYMEHTOB ¥ MH(MOpMAITUU

JlokanpHble HOPMATUBHBIE AaKThl OPraHU3alW{, PETYIHPYIOUIUE TMOPAIOK
OLICHKH U aTTeCTalllU [IepCOHAlIa

[Topsiiok 3aKI0OYEHHSI TOTOBOPOB (KOHTPAKTOB)

HopMb1 3THKH [1€710BOTO O0IICHUS

ba3oBbie OCHOBBI HHPOPMATHKH, CTPYKTYPHOE MTOCTPOCHNE HH(POPMAIIMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUMHU
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HApyrue
XaPaAKTCPUCTHUKHU

3.4. O0o01meHnHas TpyaoBasi pyHKuus

YpoBeHb
Haumenopanme | AACATEIBHOCTD 10 Pa3BUTHIO TIEPCOHANA Kox D p 6
KBaTH(PHUKAIAN
[Ipoucxoxnenue
o . 3anMMCTBOBAHO U3
00001IeHHON TPYI0BOIT Opurunan X
OpuUrMHaa
GbyHKIUN
Kon Peructpanmonsslit Homep
opurMHaa npo¢heCCHOHATBHOTO
CTaHJapTa
Bos3MmoxHEBIE CHeL[I/IaJ'II/ICT I10 pa3BUTHUIO U O6y‘lCHI/IIO nepcoHalia
HAaXMCHOBAHUSI Crenuanmct 1o pa3BUTHIO Kapbephl IIepcCoHalIa
IOJDKHOCTEH, Cnenuanuct 1o nepcoHainy
npodeccuii Menempxep no nepcoHary

TpeboBanus
00pa30BaHMIO U
00y4YeHUI0

Briciiee o6pazoBanue

JlononHuTtenpHOE MpodecCHoHabHOE 00pa30BaHNE — IPOTPAMMBI
MOBBILICHUS KBATHU(PHUKAIUHU; TPOrpaMMbl TPo(hecCHOHATBEHOM
NEPENOArOTOBKH B 00JIaCTU OPraHU3allMOHHOTO U IPO(ECCUOHATIBHOTO
pa3BUTHUSA NIEpCOHAIIA

TpebGoBaHMsI K OIBITY
NpPaKTHYECKOI paboThI

Oco0Oble ycrmoBus
J0IycKa K pabore

HApyrue
XAPAKTCPUCTHUKHU

JIONOTHUTENBHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30B0ii rpymniibl, JOKHOCTH
HaunmenoBanue nokymeHnra Kon
(mpodeccun) niK CrenuaIbHOCTH

OK3 2412 CrienanucTshl 1o KaJpaM U npodoprueHTannu

3423 CriennanucTbl KaApOBBIX CIYKO M yUpeKI€HUN 3aHATOCTH
EKC - MeHexep 110 nepcoHary
OKIIATP 27755 | DKOHOMWCT TIO TPYIY

22956 | MHcnekTop mo Kajapam

3.4.1. TpynoBasi pyHKuust

HaunmeHnoBanue

Opranu3anus 1 IpoBEACHHE MEPOITPUATHIA YpoBeHb
10 Pa3BUTHUIO U TIOCTPOCHUIO Kon | D/01.6 | (moayposens) 6
poQeCCHOHAIBHON Kapbephl MepcoHaIa KBamQuKaLmn

IIpoucxoxaeHue Tpya0BOi
GbyHKIUN

OpuruHan X | 3aMMCTBOBaHO M3 OpUTHHANA
Kon Peructpaunonusiit Homep
OpUTrHHAaJa npoheCCHOHATBHOTO
cTaHaapTa

‘ TpynoBsie neicTBUs

‘ AHanu3 CTPYKTYpHl, IUIAHOB U BAaKaHCUN OpraHU3aLUH
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Ananu3 ocobeHHOCTEeH paboOThl Ha PA3IMYHBIX y4YacTKaxX IPOHM3BOACTBA H
KOHKPETHBIX pabounx MecTax

[loaroroBka NpPOEKTOB JIOKYMEHTOB, ONPEACNAIOMIUX TMOPSAOK DPa3BUTHS
NepCoHaja U MOCTPOCHHUS TPOPECCHOHATBHOIN KaphephIC OIICHKOHN 3aTpaT

Pa3pabotka ninaHoB npodeccrnoHalbHOM Kapbepbl pAOOTHHUKOB

dopmMupoBaHuE KaApOBOro pe3epBa

Opranuszanus MEpPOIPHUATHIA o Pa3BUTHIO u [IOCTPOCHHUIO
poeCCHOHATTLHON Kapbephl IepcoHalia

[ToaroroBka npeanoxxeHuit o GopMUpPOBaHHIO OIOKETa Ha OPraHU3ALUI0 U
MIPOBEJICHUE MEPOTIPHUSATHH TI0 PA3BUTHIO U IIOCTPOCHUIO POGECCHOHATHHON
Kapbepbl MepcoHana

Ananu3s 3¢ peKTHBHOCTH MEPOTPUSATHIA 110 PA3BUTHUIO MIEPCOHATIA, TOATOTOBKA
IIPEUIOKEHUH 110 Pa3BUTHIO

Heo6xoaumeie ymeHust

AHanmuM3upoBaTh  ypOBEHb OOWIETO pa3BUTUS U NPO(HECCHOHAIBLHOU
KBaTM(UKAIMY TIEPCOHANA

OnpenensTb KpaTKOCPOUHBIE U JIOJITOCPOYHBIE MOTPEOHOCTH Ppa3BUTHUSA
MepCcoHaNIa U IOCTPOCHUS €ro NpodeCcCHOHATBHON Kapbephbl

Onpenenste kpurepun GOPMHPOBAHUS KAAPOBOTO pe3epBa OPTaHU3AINH

CocTaBiiTh WHIWBUAYAJIIBHBIC IIJIAHBI KAPbECPHOT'O pa3sBUTUSA IICPCOHAIIA

[IpuMeHSITh TEXHOJOTMM M METOAbl Pa3BUTHA IEPCOHAJa U MOCTPOCHHUS
npodeccnoHanbHOM Kapbepbl

CocTaBnaTh MOpeUIOKEHUS W KOHTPOJIMUPOBATH CTaTbU pAcXofOB Ha
IIPOrpaMMbl U MEPONPUATHS IO PAa3BUTUIO IMEPCOHANA MU IOCTPOCHUIO
npodeccnoHaNbHOM Kapbepsl I JIaHUPOBAHUS OIOIXKETOB

Omnpenenstb 3(QQPEKTUBHOCTb MEPONPUATUN IO Pa3BUTHIO MEpCOHAIA U
MIOCTPOSHMIO MTPO(ECCHOHATILHON Kapbepbl

Paboratk ¢ HHPOpPMAIIMOHHBIMH CHCTEMaMH U 0a3aMU IaHHBIX IO EPCOHATY

CO6J'IIO,I[aTL HOPMBI O9TUKH JCJIOBOTO O6H_ICHI/I$I

HeO6XOL[I/IMI>Ie 3HaHUA

Cuctema, criocoObl, METO/Ibl, HHCTPYMEHTBI TOCTPOEHUS NMPO(HeCCHOHAIBHON
Kapbepbl

Metonsl ompeneneHuss W OIEHKHM JUYHOCTHBIX U TPOodeCcCHOHATBHBIX
KOMIIETEHIIUHN

Cuctembl, MeToAsl ¥ (QOPMBI MaTEepUATBHOTO M  HEMaTepHaIbHOTO
CTUMYJIMPOBAHUs TPY/la IEpCOHAIIA

TexHomorum, METO b (I)OpMPIpOBaHI/IH " KOHTPOJIA 6IOI[)I(CTOB

TCXHOJ'IOFI/II/I, METOABI U METOAUKH NPOBCACHUA aHaIN3a W CHUCTEMATH3allun
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

OcHOBBI TpohecCHOHATBLHON OPUEHTAITUN

OcHOBEI I[OKyMCHTOO60pOTa U JOKYMCHTAIITUOHHOT'O obOecrnieyeHUs

OCHOBEI HpOHSBOHCTBeHHOﬁ ACATCIIBHOCTU OpTraHHU3allnnu

OCHOBBI O6H.ICI‘/JI u COI_II/IaHLHOﬁ IICUXOJIOTHUH, COIMOJOIrnd MU IICHMXOJIOI'nnu
Tpyna

CtpykTypa oOpraHu3zaliii W  BaKaHTHBIE JIOJDKHOCTH  (mpodeccuu,
CHEIUATBEHOCTH)

TpynoBoe 3aKkOHOJATENBCTBO M MHBIE aKThl, COJIEPXKALIE HOPMBI TPYAOBOTO
mpasa

3akoHogarenscTBO Poccuiickoit denepannu o nepcoHaNIbHbIX JaHHBIX

JlokanbHble HOPMATHBHBIE AaKThl OpPraHHU3allUH, PETYIHUPYIOIIHE MOPAIOK
Pa3BUTHSI UTTOCTPOSHHS TPOHECCUOHATILHON Kapbephl epcoHasa

[TopsiaoK 3aKIIFOUEHHS TOTOBOPOB (KOHTPAKTOR)

HopMe1 aTHKH 1e10BOT0 00IIIeHUS
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bazoBrle OCHOBBI MH(OPMATHKH, CTPYKTYpHOE HOCTPOCHHE
MH(GOPMAIIMOHHBIX CHCTEM U 0COOEHHOCTH pabOTHI C HUMH

Jpyrue xapakTepucTUKU

3.4.2. TpynoBasi pyHkuus

HanmenoBanue

[Ipoucxoxaenue TpyaoBoi
¢byHKIHN

TpynoBble neicTBUs

HeoOxonnmblie ymeHus

Heo0xomuMele 3HaHUS

YpoBeHsb (MOLypOBEHD
Opranuzanus 00y4eHus epcoHaa Kox | D/02.6 P (mozyp ) 6
KBaTH(PHUKAIAN
Opurunan X 3anMCTBOBAaHO U3 OpUTHHAIA
Kon Peructpaunonssiii Homep
OpHTHHaNIA npo¢hecCHOHAIBHOTO
cTaHziapra

AHainu3 pbplHKa 00pa30BaTENbHBIX YCIYI M MOTPEOHOCTEH OpraHu3aluu B
00y4eHUHU NIepcoHaa

Pa3zpaboTka I1UIaHOB, METOAMYECKMX MAaTEpUAIOB, YYEOHBIX IUIAHOB U
POTPaMM,ITPOEKTOB JOKAIBHBIX aKTOB IT0 OOYUEHUIO M Pa3BUTHIO MTEPCOHANA,
BKJII0Yasl OLIEHKY 3aTpar

Opraauzanus MEpONPUATHIA TI0 00YICHHUIO TTEPCOHATA

[ToaroroBka npenigoxeHui 1mo (opMHPOBaHUIO OIOPKETa Ha OpPraHU3aLMIo
0o0yudeHus nepcoHana

Ananu3 3¢ (HeKTUBHOCTH MEPONPUATHI 110 00y4eHHIO TepcoHaa
AHaIM3UPOBATh W OMPEACIIATh MOTPEOHOCTH B OOYUCHHUH TPYIIT NIEpCcOHAIa B
COOTBETCTBUM C LIEJISIMU OpraHu3aluu

Pa3zpabaTeiBaTh TUTAHBI TIOJATOTOBKH, TE€PETIOATOTOBKH UM TOBBIIICHUS
KBAJTM(HUKAIMY KaJApPOB, y4eOHbIE IUIaHbl U POTrPaMMBbI

AHanM3upoBaTh PHIHOK 00pPa30BaTENIbHBIX YCIYI M TOTOBUTH IMPEAJIOKEHUS
[0 OCTAaBIIUKAM YCIIYT

OpranuzoBbIBaTh 00yYaroxe MeporpHUsITHS

CocTaBisaTh M KOHTPOJMPOBATH CTAaThbH PACXOJ0B Ha OOydeHHE MEepcoHaIa
JUISI TIJTAHUPOBAHUS OIO/IKETOB

Pa3pa0aTbIBaTh U KOMILIEKTOBATh Y4€OHO-METOAMYECKHE JOKYMEHTBI
[IpousBoauTk o11eHKY 3P HEKTUBHOCTH 00YUEHHUsI TEpCOHaIa

[Tpon3BouTh MpeaBapUTENIbHBIE 3aKYIOYHbIE MpPOLENyphl U OhOopMIIEHHUE
COITYTCTBYIOIIEH JOKYMEHTAIIMH 10 3aKJIF0UEHUIO I0TOBOPOB

Paborath ¢ HHPOPMALTMOHHBIMU CHUCTEMaMHU U 0a3aMH JJaHHBIX MO MEPCOHATY
Pa3zpabarbiBaTh U OQOPMIIATH JTOKYMEHTHI IO IIpOLeccaM OpraHu3aluu
o0y4yeHHsI IepCcoHajIa U UX pe3ysbTaTam

Co0bmronaTh HOPMBI 3THKH JI€I0BOTO OOIIEHUS

MeTo b1, MHCTPYMEHTHI HCCIIEI0BaHUs OTPEOHOCTH B 00YUEHHUH ITepcoHata
Metononorus o0yueHus

TexHONOTHH, METOIBI ¥ METOJWKH TIPOBENICHHS aHaIN3a U CHCTeMAaTH3aI[UH
JIOKYMEHTOB M HH(pOpMaIuu

[Topsimok pa3pabOTKH TUIAHOB MOJTOTOBKH, MEPETIOATOTOBKHA W TIOBBIIICHHS
KBAJTM(HUKAIMU KaJPOB, y4EOHBIX TJIAHOB U MPOrpaMM

Cucrempl, ™Metoasl W (OpPMBI  MaTEPHATBFHOTO W HEMAaTepUATBHOTO
CTHUMYJIMPOBAHU TPyAa EepCcoHaIa

TexHonmornu u MeTo bl POPMUPOBAHMS U KOHTPOJISL OIOAKETOB

HOpSIIIOK BCACHUA Y4YCTa W OTYCTHOCTU II0 IMOATIOTOBKC U MOBBIIICHUIO
KBaATH(UKAIIMK TIEpCcoHasa

OCHOBBI IOKYMEHTOO00POTa U TOKYMEHTAITMOHHOTO 00eCTIeYCHUS
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OCHOBEBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIbHOCTU OpraHru3allun

OCHOBBI O0IIEH U COIMATBLHOW IICHMXOJOTMH, COLMOJOIMH M IICUXOJIOTHU
TpyJa

[lopsimoxk  mpoBeneHHsT  3aKyMOYHBIX — mpoueayp H  ohopMIICHUS
COIIYTCTBYIOIEH JOKYMEHTalu1

CtpyKkTypa opranuzanuu

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COJIEPHKAIIME HOPMbI TPYAOBOTO
npaBa

OCHOBBI ApXMBHOTO 3aKOHOAATEIbCTBA M HOPMATHBHBIC ITPABOBBIC aAKThI
Poccuiickoit @eaepanuu, B 4aCTH BEAEHUS JOKYMEHTALIMU IO IEPCOHATY
OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibcTBa Poccuiickoit denepannu

OcHOBBI 3aKOHOIaTENBCTBA 00 0OpazoBannu Poccuiickoit @enepanuu
3akoHoiatenbeTBO Poccuiickoi denepannu 0 NepCoOHATbHBIX JaHHBIX
JlokaJlbHbIE HOPMATHBHBIE AKThI OpPTaHU3aIlMHU, PETYIHPYIOIIUe OOydeHHE
nepcoHaa

[Topsiiok 3aKiitoueHust JOroBOpoB (KOHTPAKTOB)

HopMmpbl 3THKH 1€7I0BOTO OOIICHUS

BbasoBrie OCHOBBI nH(pOpMaTHKH, CTPYKTYpPHOE MOCTPOCHUE
WH()OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMHU

3.4.3. TpynoBasi pyHkuus

Opranu3zanus agantanuy U CTaXUPOBKU YpoBeHb
HanmeHnoBaHuE nepcoHana Kox | D/03.6 (osypoBeHb) 6
KBaTH(QUKAIAN

[Ipoucxoxaenue TpyaoBon
GbyHKIUN

Opurunan X 3arMCTBOBAHO U3 OpUTHHAJIA
Kon PerucrpannoHHbIil HOMep
OpHTrHHaa npodeccroHaIBHOTO
CTaHIapTa

Tpynoseie nencTBUs

Amnanus YCHCUIHBIX KOPIIOPATHUBHBIX NPAKTUK 10 OpraHru3alu ajarnTanuu u
CTAXHUPOBKE II€pCOHAIIA

Pa3pa60TI<a IUIaHOB aJjarnTaquu, CTa>KUPOBKHU IIEPCOHAJIA C OLICHKOM 3aTpar

Opranu3zaiys MEpoNpHUsITHI 0 aJanTallK, CTAXKUPOBKE IEpCcoHaIa

[ToaroroBka HpeI[J'IO)KeHI/Iﬁ IO COBCPHICHCTBOBAHHWIO CHUCTCMbI alallTallvy,
CTAXHUPOBKHU IICPCOHAIA

[MonroroBka mpeanoxeHuit Mo (HOpMUPOBAHMIO OIOJKETa HA OPTraHU3ALUIO
aZlanTaluy U CTAXXKUPOBKH MEpCcoHaIa

Ananu3 3(QQPEKTUBHOCTH MEPONPUATHA 1O aJanTalldd M CTAKUPOBKE
nepcoHaita

HeoOxonumele ymeHust

Onpenenars Tpynibl NepcoHana Al CTAKUPOBKHU U aanTallliu

Omnpenensath paboune MecTa JUisi TMPOBEACHUS CTAXHUPOBKH M aJaNTalluH
HiepcoHasa

CornacoBbIBaTh MEPONPUATHS alaNTalUl U CTAXUPOBKH C BO3MOXKHOCTAMHU
IIPOU3BOJICTBA

[Ipou3BoauTh aHATU3 W OIECHKY pE3yJbTAaTOB aJalTallid W CTaXHPOBOK
nepcoHaia

CocTaBiaTh MpEMJIOKEHUST U KOHTPOJHMPOBATH CTaThU PAacXoJOB Ha
IpOrpaMMbl U MEPOIPHUSATHS MO aJanTaldd U CTAXKUPOBKE NEpcoHana Il

TUTAHUPOBAHMS OIO/IKETOB




22

[TpousBoauTh oOLEHKY 3(QGEKTUBHOCTH MEPONPUATHII MO aJanTauud U
CTa)KMPOBKE IIEpCOHAIIA

BHenpsth cuctembl BoBieUeHUsI pA0OTHUKOB B KOPIOPATUBHYIO KYJIbTYPY

Hcnonws3oBaTh HHq)OpMaHHOHHBIC CHUCTEMBI K 0a3bl JAaHHBIX IO MEPCOHATTY

Co0ur01aTh HOPMBI TUKHU JACIIOBOTO OOIIIEHUS

HeoOxomumeble 3Hanns | MeTozbl aganTaiu U CTaXKUPOBOK

TexHomoruu, METOAbl U METOAUKU MPOBEACHUS aHAJIM3a U CHUCTEMaTU3aIuU
JIOKYMEHTOB M MH(OpMAINH

[Topsimox pa3paboOTKK IUIAHOB aJaNTalldd TEPCOHANla Ha HOBBIX PabOYMX
MeCTaX, TOJrOTOBKHM, IE€PEHOArOTOBKM M MOBBIIECHUS KBaTU(pUKALUU
[EPCOHAJIa U OPTaHU3ALMN CTAXKUPOBOK

HOpH,I[OK COCTAaBJICHHA CMCT 3aTpaT Ha agalTallluio U CTAXKUPOBKY IIEPCOHAIA

HOpSI,Z[OK BCACHUA YUYCTa W OTUYCTHOCTU IO aAanTaliukn MW CTaKUPOBKE
IepcoHalia

Cucrembl, Meroabl U (OpMBI MaTEpUaIbHOTO M  HEMATEPHAILHOTO
CTUMYJIMPOBAHUs TPya IIEpCOHAlIA

TexHoI0ruu U METOJIbI (bOpMI/IpOBaHI/ISI H KOHTPOJIA 6IOI[)KCTOB

OCHOBBI TEXHOJIOTHU IMPOU3BOACTBA U ACATCIIbHOCTU OpraHru3alun

OCHOBEI 0611_(6171 n COHH&HBHOﬁ IICUXOJIOTHUH, COLOMOJOIrnM M IICHUXOJIOInu

Tpyaa

CrpykTypa oOpraHu3alMd W  BakKaHTHbIE JIOJDKHOCTH  (mpocdeccuu,
CIEINAIbHOCTH)

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AKThI, COJAEpXKALUE HOPMbI TPYJOBOIO
npasa

OCHOBBI HAJIOT'OBOTO 3aKOHOAaTeNbCcTBa Poccuiickoit denepanun

3akoHonarenbcTBO Poccuiickoit denepanniv 0 NepcoOHAIbHBIX TAHHBIX

JloxanpHbIE HOPMATUBHBIE AKThl OPraHU3AlUM, PETYIMPYIOINE aAaNTalU0 U
CTaXKUPOBKY IIEpCOHAIA

OCHOBBI IOKYMEHTO00O0POTa U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUSs

[Topsimok 3aKITIOYEHHS IOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1€710BOTO OOIIEHUS

basoBbie OCHOBBI UHPOPMATHKH, CTPYKTYpHOE IIOCTPOEHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMU

Jlpyrue xapakTepucTHKH| -

3.4.4. TpynoBasi pyHKuus

HaunmeHnoBanue

IIpoucxoxaeHue Tpya0BOi

byHKITIN

AJMUHUCTPUPOBAHKE IPOLIECCOB U
JIOKyMEHTOO00POTA 110 Pa3BUTHIO YPpoBeH®
. Koxn | D/04.6 | (nomyposens) 6
UMPpoPECCUOHATBHON Kapbepe, 00yUEeHHIO, KBaTMHKAHH
aJanTalyy U CTaXXKUPOBKE MepcoHaa
Opurunan X 3aMMCTBOBAHO M3 OpUTHHATIA
Kon Peructpanuonssiii Homep

OpuruHaja mpoheCCHOHAIBHOIO CTaHAapTa

TpynoBble neiicTBUs | AHaIM3 MPOLIECCOB, MPaBWJI U TOPSAKOB OpPraHM3alMM IpU MPOBEACHUU

MEpONPHUATHIA 1O PA3BUTUI0O U MNPO(EecCHOHAIBHOW Kapbepe, OOydeHHIO,
aJlanTallMy ¥ CTaXXUPOBKE MEPCOHATIA

JlokyMeHTaluoHHOE O(OpMIIEHHE PEe3yNbTaTOB MEPONPUATUN MO Pa3BUTHIO U
npohecCHOHANLHOM Kapbepe, 00y4eHHUI0, afanTalluy U CTAKUPOBKE IepCoHaa
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[ToaroToBka WHAMBUIYAIBHBIX TMPEUIOKEHUH HAa OCHOBE PpE3yJbTaTOB
MPOBEIICHUS MEPONPUITHIA TIO0 PA3BUTHIO M MPO(ECCHOHATBLHOW Kapbepe,
00y4eHHIO0, aJanTalliy U CTAXKUPOBKE MepCcoHaIa

[loaroroBka mpennoKEeHUN IO COBEPIICHCTBOBAHUIO CHUCTEM OOYy4YEHHS,
ajanTalMd W CTAXUPOBKH, Pa3BUTUS M IOCTPOEHUS NPo(ecCHOHANBHOM
Kapbephl IIEPCOHANIA

ComnpoBoieHHe JIOTOBOPOB o OKa3aHUIO KOHCYJIbTAI[IOHHBIX,
UH(POPMALIMOHHBIX  YCIYr, HEOOXOAMMBIX JUIS NPOBENEHUS OO0ydeHus,
ajanTaiy W CTAKUPOBOK, PAa3BUTHS W TIOCTPOSHHA NPO(ECcCHOHATBHON
Kapbepbl MEpCOHANa, BKIOYAas IMpEIBAapUTEIbHBIE MNPOLIEIyphl MO  UX
3aKITFOUCHHIO

Boeimonnenue TpeOoBaHMIA MO XpaHEHHWIO WHQPOpPMAIMU O pe3ylbTaTax
oOy4yeHHsI, aJanTallid W  CTAXUPOBKH, PAa3BUTHS W MOCTPOCHHS
npodeCCHOHATBLHON Kapbephl IepcoHaa

Heo0Oxoaumbie
YMEHHSI

O¢opMisaTe TOKYMEHTBHI IO BOIpPOCaM IMPOBEACHUSI OOY4YEHHMs, adanTalud U
CTaKUPOBKH, PA3BUTUS U MIOCTPOEHUS NPOPECCUOHATIBHOI Kapbephl IepcoHala,
IPEJOCTABIIIEMbIE B TOCYJAapCTBEHHBIE OpPTaHbl, TPOPECCHOHATIBHBIE COIO3BI U
JpyTHUe MpeICTaBUTEIbHbIE OpraHbl pA0OTHUKOB

ObecnieunBaTh JTOKYMEHTAIIMOHHOE COMPOBOXKICHHE OOy4YCHHS, alanTalud |
CTaXXMPOBOK, Pa3BUTHSI U MIOCTPOCHUS MPOGECCHOHAIFHON Kaphephl IIepcoHaa

AHanu3upoBarh IpaBWia, NPOLEAYPbl W HOPSAIKU IPOBEIEHUS OOydeHus,
aJanTalMd W CTAXUPOBKH, PA3BUTUS M IOCTPOEHUS NpodeccHOoHaTbHON
Kapbephl IIEPCOHANIA

OpraHu3oBbIBaTh XpaHEHHE JJOKYMEHTOB B COOTBETCTBUU C TpPeOOBaHUSIMHU
3akoHomarenscTBa  Poccumiickor  ®enepanvi M JOKaJIbHBIMM  aKTaMH
OpraHu3anuu

AHanu3upoBaTh TOKYMEHTHI M NEPEHOCUTh MH(POpPMaLHIO B HH(POpPMALIMOHHBIE
cucTeMbl U 0a3bl JaHHBIX

Bectu yder u peructpanuio I0KyMEHTOB B MH(OPMAllMOHHBIX CUCTEMAax U Ha
MaTepUAIbHBIX HOCUTEISAX

Paborare ¢ mHOpMaMOHHBIMU cUCTEMaMHM M 0a3aMM JTaHHBIX IO BOIIPOCaM
oOyuyeHMs, aJanTalMd W  CTAXHUPOBKH, pA3BUTUA M I[OCTPOCHHS
npoecCHOHANBHOM Kapbepbl IMEpCOHAa, BEJIEHUs yuyeTa KaHAMJATOB Ha
BaKaHTHbIE TOJDKHOCTHU (Tpodeccuu, CelnanbHOCTH)

Bectu ACJIOBYHO IEPCIIUCKY

Co01r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HCO6XO,Z[I/IMLIC 3HaHUA

[Mopsimox odopmieHus, BeleHUs W XpaHEHUS JOKYMEHTAllMH, CBS3aHHOW C
CUCTEMOM OOy4yeHHs, aJanTallud U CTAXUPOBKH, DPA3BUTHS U TOCTPOEHUS
npodeccCOHATBLHON Kapbephl IepcoHana

[Topsimok hopmupoBaHusi, BeneHus: 0aHKa JaHHBIX O TIEPCOHAJIE OPTaHU3AIUN 1
MIPEAOCTABIICHHUS] OTYETHOCTH

HopmaTuBHbIE TpaBOBblE aKThl, pEryJIUpylOLIMe mpaBa U 00SI3aHHOCTH
FOCYJapCTBEHHBIX OPraHOB M OpraHU3allMM [0 IPEAOCTABICHUIO YYETHON
JIOKYMEHTaUU

HOp}II[OK O(I)OpMJ'IeHI/ISI AOKYMCHTOB, MPCAOCTABIACMbBIX B TOCYHAPCTBCHHLIC
OpTaHbl 1 UHBIC OpraHu3alun

OCHOBBI ,Z[OKYMCHTOO60p0Ta U JOKYMCHTAIMOHHOI'O obecneueHUs

[opsimok mpoBeAeHUsT 3aKYIMOYHBIX MPOoIenyp U 0(hOPMIICHHUS COMYTCTBYIOIIEH
JOKYMEHTAUU

CtpykTypa  OpraHm3aliiii ¥  BaKaHTHbIE  JIOJDKHOCTH  (mpodeccuu,
CIIEIUATTLHOCTH )
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TpynoBoe 3aKOHOAATENBCTBO M HMHBIE AKThI, COJEpPKaIIle HOPMBI TPYAOBOTO
npasa

OCHOBBI apXMBHOT'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IIPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALMU 10 IEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibeTBa Poccuiickoit deneparnu

3akoHo 1aTenbcTBO Poccuiickoi denepannu 0 MepCOHATbHBIX JaHHBIX

TexHomoruu, METOJAbl U METOJWMKH IPOBEICHUS aHAJU3a U CHUCTEMaTU3alluu
JOKYMEHTOB M HH(POpMAIII

JlokasnpHbIE HOpPMAaTHUBHBIE AaKThl OpPraHU3allUd, PErYIUPYIOIIME IOPSI0K
pa3BUTHUS U MTOCTPOCHUS TPO(HECCUOHATILHON Kapbhepbl, 00y4eHHUs, alalTalluu U
CTa)KMPOBKU IIEpCOHAIIA

[Topsimok 3aKITFOYEHHS IOTOBOPOB (KOHTPAKTOB)

HopMe1 3THKH [1€710BOTO O0IICHUS

ba3oBbie 0OCHOBBI MH()OPMATHKH, CTPYKTYPHOE MOCTPOCHHE MH(OPMAIIMOHHBIX
CHCTEM M 0COOCHHOCTH pabOTH C HUMHU

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.5. O6001meHHas TPyAOBass PyHKIMS

HanMeHOBAHE ILCHTGHBHOCTB 10 OpraHu3anuuTpyaa u Kox E YpoBeHb 6
onJjiaThIIIepCcoHaJIa KBasUUKanuu
[Ipoucxoxnaenue
00001IeHHON TPYTI0BOI Opurunan X 3auMCTBOBAHO U3 OpUTHHAJA
¢GbyHKIAN
Konx Perucrpanuonssiii Homep
OpHTrHHANA podeccroHaIBEHOTO
cTaHmapra

Bo3moxHbIe
HauMEHOBaHUS
JIOJIKHOCTEH,
npodeccuit

Crenuaiuct 1o HOpMUPOBAHUIO U OIUJIaTe TpyAa
Cnenuanuct 1o opraHu3allvy U orviaTe TpyJa
CHGHI/IaIII/ICT 110 KOMIICHCAallUusAIM U JIbI'OTaM
Cnenuanuct 1o nepcoHany

Menemxep 1o nepcoHany

TpeboBanus k
00pa30BaHUIO U
00y4EeHHIO

Briciee oOpazoBanue

JononaurensHOe podeccuoHaIbHOe 00pa3oBaHNE —[IPOTrPAMMBI
poeCCHOHAIBHON TTEPENOITOTOBKU B 00JIACTH YKOHOMHUKH, HOPMHPOBAHUSI
Y OILJIaThl TPY/a, IPOTPaMMBI MTOBBIIIEHUS KBaTU(DUKALIUN

TpeboBaHMs K OIBITY
MPaKTUYECKON pabOThI

Oco0bble ycrnoBHs
JoIycKa K pabote

HApyrue

XapPaKTCPUCTHKHU

JlonoIHUTENBHBIE XapaAKTEPUCTUKH

HanmenoBanue 06a30BOii TPYIIIHI, TOKHOCTH
HaunmeHnoBanue nokymMeHnTa Konx
(mpodeccun) wim crienuanTbHOCTH
OK3 2412 CrienanucTsl 1o Kajapam U npodoprueHTannu
3423 CrernuanucTsl KaJIpOBBIX CITYXKO U YIPEKICHUN 3aHATOCTH
EKC - WHeHep 110 HOPMUPOBAHUIO TPYAa
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- TexHuK 1o Tpyay

- DKOHOMHCT 110 TPYAY

Menemxep 1o nepcoHany

OKIIJITP

27755 | DKOHOMUCT IO TPYIY

22956 | MHcmekTop mo Kaapam

3.5.1. TpynoBasi pyHkuus

HanmenoBanue

Opranuzanus Tpy/a nepcoHaia YpoBeHb

Kon | E/02.6 | (momypoBens) 6
KBaTH(PHUKAIAN

IIpoucxoxaeHue Tpya0BOU
GbyHKIUN

TpynoBbie 1eiCTBUS

Heo6xoaumblie ymeHust

Heo0xomuMele 3HaHUS

OpuruHan X 3aMMCTBOBAHO U3 OpUTHHAJIA
Kon Perucrpannonusiii Homep
OpHTrHHaNa npodeccroHaNnbHOTO
CTaHJapTa

AHanu3  yCHEHIHbIX  KOPHOPAaTHUBHBIX  MPAaKTUK IO  OpraHu3aluu
HOPMHPOBAHUS TPyJa AJIs PA3JIMUYHbIX KaTEeropuil mepcoHana, 0coOEHHOCTEH
IMPOU3BOACTBA U ACATCIIbHOCTHU OpraHru3allviun

PazpaboTka cucTtembl oOpraHuzalMM TpyAa IEepcoHaTa M MOpsAIKa
HOPMHUPOBAHHUA TPyAa Ha pabOUrX MECTax C OLEHKOH 3aTpaT Ha epcoHal
BHenpenue cuctembl oOpraHuzalud TpyJa IepcoHana M KOHTPOJIS HaJ
HOPMHUPOBaHUEM  C  OIpPEOCIEHHEM  TPYAOEMKOCTH, HOPMAaTUBHOU
YHUCIEHHOCTH, IpapuKOB pabOT U YCIOBUH OIJIAThI TPYAA NEpCOHaNIa

BolsiBneHne pe3epBOB IMOBBILEHUS TPOU3BOJUTEIBHOCTH TPyJa M KadecTBa
HOPMHUPOBAHHUS TPY/a, HOJArOTOBKA MPEAJI0KEHUIN 110 U3MEHEHUSIM YCIOBUI U
OILIaThl TPyAA IIEpCOHaNa

[ToaroroBka mnpennoxeHuit mo (GOpMUPOBAHHIO OrO/KETa HA OpraHU3aLUI0
TpyZa IepcoHaia

Onpenenenne 3¢GHEKTUBHOCTH pPabOTHl CHUCTEMBl OpraHU3alluu Tpyla H
HOPMHPOBAHUS Tpy/Ja Ha paboYMX MecTax

BHenpsaTe MeTOABI palliOHAIBHON OpraHu3alnu Tpyaa

Pa3pabaTsiBaTh M1aHbl OpPraHU3alMOHHBIX U TEXHUYECKUX MEpONPUATUH IO
MOBBILIEHUIO IPOM3BOAUTEIBHOCTHU TPYy1a

AHanu3upoBaTh COCTOSSHUE HOPMHUPOBAaHUS TpyJAa, KayecTBO HOPM,
NoKazareseu 1o Tpyay

AHanu3upoBath 3()(PEeKTUBHOCTh pabOThl CHCTEMBbI OpraHU3alUH Tpyla
HepcoHata U HOPMUPOBAHUS TPyAa Ha pabounx MecTax

CocTaBisITh U KOHTPOJIMPOBATH CTaThU PACXO0JIOB Ha OIJIATy TpyAa IepcoHaia
JUIS TUTAaHUPOBaHUS OIO/IKETOB

PaGorate ¢ wHDOpPMAIIMOHHBIMH CHCTEMaMH © 0a3aMd JaHHBIX TI0
HOPMHUPOBAHHUIO U OILIATE TPyJa epcoHala

Pa3pabatsiBaTh U 0POPMIIATH JOKYMEHTHI IO HAMIPABJICHUIO JIEATEIbHOCTH
Co0bmro1aTh HOPMBI 3THKH JI€II0BOTO OOIIEHUS

MeTto/1bl yueTa U aHallu3a MoKasaresiel 1o Tpyay U oIuiare Tpyaa

Metonel  ompeneneHus, OLEHKM W CPaBHEHUS  IPOM3BOJCTBEHHOMN
UHTEHCUBHOCTH U HANpPSHKEHHOCTHU TpyJa

MeTto1b1 HOpMHPOBaHUS TPy
MexoTpacieBble U OTpacieBble HOPMATUBbI TPYAOBBIX 3aTpaT

COBpeMeHHBIe q)OpMBI, CUCTCMbBI OIUIaTBI W Yy4Y€Ta MNPOU3BOAUTCIBHOCTHU
Tpy/a mepcoHana
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Cucrembl, MeTombl W (GOPMBI MaTEepUAIBHOTO M HEMaTEPHAIBHOTO
CTHUMYJIMPOBAHUS TPYAA EpCOHAIa

TexHosornu 1 MeTobI HOPMHUPOBAHHS U KOHTPOJIS OFOJHKETOB

TexHONOrHH, METOJII ¥ METOAWKH TPOBEICHHS aHaIN3a U CUCTEMAaTU3AILUH
JIOKYMEHTOB M MH(pOpManun

OCHOBBI JOKYMEHTO0O0POTa M TOKYMEHTAIIMOHHOTO 00eCIIeYeHUS

[Mopsmok Tapudukanuu paboT W paboYnX, YCTAHOBICHHS IOJDKHOCTHBIX
OKJIAZIOB, JIOTUIAT, HA10aBOK M KO3 PHUIMEHTOB K 3apabOTHOM IiaTe, pacyera
CTUMYJIMPYIOIIUX BBIILIAT

TapudpHo-kBanu(pUKaMOHHBIE CIPABOYHUKU pabOT U mpodeccuil pabounx u
KBaIM()UKAIMOHHBIE XapaKTEPUCTUKH JOIDKHOCTEH CITyKaIlnX

OCHOBBI TEXHOJIOTUH MTPOU3BOACTBA U JEATEILHOCTH OpraHU3aluu
CrtpykTypa oOpraHu3alMd ©  BakaHTHBIE JIOJDKHOCTH  (mpodeccuw,
CIEIHAIbHOCTH)

KanpoBas monmTika u CTpaTerusi OpraHu3auu

DKOHOMMKA TpyJa

OcHOBBI 00IIEH MW COIHMATBHON IICUXOJIOTUH, COLUOJOTHH M IICHXOJIOTUH
Tpyna

TpynoBoe 3aKOHOJATEIBCTBO M MHBIE aKTHI, COJEPIKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIhCTBA M HOPMATHBHBIC IPABOBBIC AaKTHI
Poccwuiickoii @enepannu, B 4aCTy BeICHHS JOKYMEHTAIMH 110 TIEPCOHATY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTesbecTBa Poccuiickoit @enepanuun
3akoHomaTenbcTBO Poccuiickoit @enepanyu 0 mepcoHaNbHBIX JaHHBIX
JlokanpHBIE HOPMATHBHBIE aKThl OpPTaHU3ALWHU, PETYIUPYIOIINE TOPSI0K
OpraHu3aly Tpy/Aa 1 HOPMUPOBAHUs ITepcoHasIa

[Topsiiok 3akitoueHus 10roBOpOB (KOHTPAKTOB)

HopMmsbl 3THKH A€T0BOTO OOLIECHHS

bazoBsie OCHOBBI WHPOPMATHKH, CTPYKTYpHOE MOCTPOEHHE
UH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl ¢ HUMH

3.5.2. TpynoBasi pyHkuus

HanmeHnoBanue

OpFaHI/BaHI/IH OIJIaThI TpyHda IepcoHalia

Kox | E/01.6 VposeHs (110ypOBEHb) 5

[Ipoucxoxaenue Tpya0Boi
GbyHKIUN

KBaJTU(UKAITHA
Opurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
Kon Peructpaunonusiit Homep
OpUTHHaJa po¢eCCHOHATBHOTO
CTaHmapTa

TpynoBble nercTBUSA

AHaJIM3 YCHENIHBIX KOPIMOPATHBHBIX TMPAKTHK IO OPTraHU3aI[MHCUCTEMbI
OIUTATHI TPY/A TIepCOHAA

Pa3pa60TI<a CHUCTCMBI OIJIATHI TPpyAa MEpCcoHaia

dopMHpOBaHUE TUIAHOBOTO OrOKeTa (POHIA OIUIATHI TPY/a, CTUMYIUPYIOIINX
Y KOMIIEHCAIIMOHHBIX BBIILIAT

BHGI[peHI/IC CHUCTCMBI OIIJIAThI TPpyJda NCpCOHAJIa

[TonroroBka MpeIoKEHUI MO COBEPILIEHCTBOBAHUIO CHCTEMBI OIUIATHl TpyJa
nepcoHala

Heo6xomumbie ymeHust

CoCTaBIIATh U KOHTPOJIMPOBATh CTAThU PACXOJ0B HA OILIATy TPyJa IMepCoHaa
JUTSI TTTAHUPOBAHUS OFOKETOB U (DOHIOB
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[IpuMeHsTh  TEXHOJOTHMM  MAaTepUaIbHOM  MOTHBAalMM B  YIPaBJIECHUU
IIEPCOHAJIOM

PaBpa6aTbIBaTb KOHIECIIIHIO IMOCTPOCHUA MOTHUBAIIMOHHBIX Imporpamm
pa6OTHI/IKOB B COOTBCTCTBUU C LCIIAMU OPraHu3aluiu

AHanu3upoBaTh  COBPEMEHHbIE CHCTEMbl OIUIATBI U MaTepuaibHON
(MOHeTapHOI) MOTHBAIIMK TPYyAA JUIS LIEJIe OpraHu3auu

AHanM3upoBaTh YPOBEHb OIUIATHI TPyAa IMEPCOHANA MO COOTBETCTBYIOIIMM
po¢eCCHOHAIBHBIM KBATH(UKAIUSAM

[TpoBOAUTH MOHUTOPHHT 3apabOTHOM IUIAThI HAa PHIHKE TPYAA

AHanu3upoBath (OPMBI MATEPUATBHOTO CTUMYJIHPOBAHUS, KOMIICHCAIUH U
JBIOT B OIUIATE TPYa IIepCoHalIa

Pabortate ¢ MHPOpPMAMOHHBIMU cHCTeMaMH W 0a3aMu JaHHBIX IO OIUIATE
TpyZa IepcoHana

CocTaBisTh IPOTHO3BI PA3BUTUS OILIATHI TPYyla IEPCOHAIIA

Co01r01aTh HOPMBI ATHUKHU JIETIOBOTO OOIICHHS

Heo0xoaumbie 3HAHUS

@DOopMBI U CUCTEMBI 3apabOTHOM TIATHI, MOPSAOK COCTABICHHS OIOIKETOB

Cucrembl, Meroabl ©  (GOpPMBI  MaTe€pUAIbHOIO U  HEMATEPUAIbHOIO
CTUMYJIMPOBAHHUs TPYy1a IIEpCOHAIA

TexHonoruu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OFOKETOB U (POHJIOB

[Mopsimox Tapudukanuu padboT M padOYUX, YCTAHOBJICHHS JTOJDKHOCTHBIX
OKJIaJIOB, JTOTUIAT, Hal0AaBOK U KO3(PPHUIIMEHTOB K 3apabOTHOM 1uiate, pacdera
CTUMYJIMPYIOLIUX BBITIAT

MeTtop1 OIIpCACIICHUA YNCICHHOCTH pa6OTHI/IKOB

Tapudno-kBanupuKalOHHbIE CIPABOUYHUKU PAbOT U mpodeccuil pabouux u
KBAJTM(HUKAIIMOHHbBIE XapaKTEPUCTUKH JOIDKHOCTEH CIyKalux

Mertompl yueTa U aHajau3a rnokasareseil mo Tpyay u 3apaboTHOI 1uiare

TexHonornu, MeToApl U METOAMKHU IMPOBEACHUS AHAIU3Aa U CHUCTEMATU3ALUU
JIOKYMEHTOB ¥ HH(GOpMAITIH

Ka,[[I)OBaH IMNOJIMTHKA U CTPATCTHUA OpTaHHU3allnN

CrpykTypa oOpraHM3allMd M  BaKaHTHble JIOJDKHOCTH  (mpodeccun,
CHEINAIbHOCTH)

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKThI, COJAEpPIKAIINE HOPMBI TPYAOBOIO
npaBa

OCHOBBI HAJIOTOBOTO 3aKOHOAATeNbcTBA Poccuiickoit denepanun

3akoHomarenbcTBO Poccutickoit denepanuu 0 MepCOHATBHBIX TAHHBIX

JlokaibHBIE HOPMATUBHBIE AKTHI OPTaHU3ALIMH, PETYIUPYIONIUE OIUIaTy Tpy/ia

OCHOBEBI TEXHOJIOTHH IMPONU3BOACTBA U ACATCIIBHOCTU OpTraHU3allnun

OCHOBBI TOKYMEHTO00OPOTa U JOKYMEHTAITMOHHOTO 00eCTIeYeHUS

[Topsimok 3aKITIOYEHHS IOTOBOPOB (KOHTPAKTOB)

OCHOBEBI O6I_I_ICI71 1 COIMaJIbHOM IMCHUXOJIOTHUH, COIUOJIOTUHN U IICUXOJIOTUH TPpyda

HOpMLI OTHUKH JCJIIOBOTO O6H_ICHI/I${

Bba3oBbie 0OCHOBBI HHPOPMATUKHU, CTPYKTYPHOE MOCTPOECHUE MHPOPMALMOHHBIX
CUCTEM U OCOOEHHOCTH pabOThI C HUMU

HApyrue
XAPAKTCPUCTHUKHU

3.5.3. TpynoBasi pyHkuus

AJMUHUCTPUPOBAHNE IIPOLIECCOB U Vposenb

Haumenosanue | JOKyMEHTOOOOpOTA MO BOIIPOCaM Kox | E/03.6 | (momypoBens) 6

OpraHM3aluy TPyJa U OILIATHI IIEpCOHAaIa KBaHHKaLH




IIpoucxoxnenue TpyaoBoit
¢GbyHKIAN
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Opwurunan X 3anMCTBOBAaHO W3 OpUTHMHAJIA

Kon Peructpaunonssiii Homep
OpHUTrHHaNa MPOoQEeCCHOHANBHOTO CTaHapTa

Tpynoseie nencTBus

AHanu3 nporeccoB JOKyMEHTO000pOTa, JIOKAIbHBIX JOKYMEHTOB IIOBOIIPOCAM
OpraHu3alK OIIaThl U TPYy/a IepcoHana

OdopmiieHre JOKYMEHTOB 110 BOIIPOCAM OIUIATHI M TPYAA MepCoHaIa

[ToaroroBka npeuiokKeHuil Mo BOIpocam OIUIaThl U Tpy/Ja MepcoHana

[ToaroroBka mpemsioKEHUNM MO COBEPIICHCTBOBAHUIO CHUCTEMBI OIUIATHI M
OpraHu3alyy TpyJa nepcoHana

I[OKYMGHTaI_II/IOHHOG n OpTraHru3allMOHHOC COITPOBOKACHUC CUCTCMBI
OpraHu3anuvu 1 OIUIAThI TPpyJa IICPCOHAJA

[TonroroBka u 00paboOTKa 3ampocoB M YBEJOMJICHHH O paOOTHUKAX B
rOCYJapCTBEHHbIE  OpraHbl, MNpo(pecCHOHANbHBIE COI3bl M JIpyrue
MNpeACTAaBUTCIIbHBIC OpraHbl pa6OTHI/IKOB, 10 CUCTEMaM OIlJIaThl u
OpraHu3alMy TpyJa MepcoHana

COHpOBO)KI[GHI/Ie A0roBOpoOB Io OKa3aHHIoO KOHCYJIbTAllTUOHHBIX,
HH(bOpMaI_[I/IOHHLIX yciayr 1o CHUCTEMaM OIUIaTbl W OpraHu3aluu Tpyada
IIEpCoOHAaJIa, BKIIIOYasa MPCABAPUTCIIbHBIC ITPOLUCAYPHI 110 X 3aKJIIFOYCHUTIO

HeoOxonumelie ymeHust

ObecneunBaTh JOKYMEHTALMOHHOE COIIPOBOXK/ICHUE MEPOIIPUSATHIL 10 OIIaTe
Y OpraHM3aliy TpyJa IepcoHasa

O(l)OpMJ'ISITL AOKYMCHTBI II0 BOIIpOCaM OIUIATbl W OpraHu3anuu Tpyda
nepcoHalia, MpeaoCTaBIsACMBIC B rocyaapCTBCHHBIC OpraHbl,
HpO(beCCI/IOHaHBHLIC COXO3bI U APYTUEC MPCACTABUTCIbHBIC OPTaHbl pa6OTHI/IKOB

AHaJII/I3I/IpOBaTB HOPMATUBHBIC W MCETOJUYCCKHUEC AOOKYMCHTBI II0 BOIIpPOCaAM
OIUIaThl U OpraHU3allvu TpyJda NCPCOHAIA

Opranu3oBbIBaTh XPaHEHHE JOKYMEHTOB B COOTBETCTBHHM C TpeOOBaHUAMHU
3akoHomarenbcrBa  Poccuiickonn ®@enepauv M JIOKAIBHBIMUA — aKTaMH
OpraHu3au

Bectu YUCT U peruCTpaiuo JOKYMCHTOB B I/IH(I)OpMaI_[I/IOHHBIX CHUCTEMAax U Ha
MaTCpHAJIbHBIX HOCHUTECIIAX

PaGorats ¢ nH(MpOpMAMOHHBIMU CUCTEMaMH U 0a3aMu JaHHBIX MO CHCTEMam
OILJIaThl M OPTaHU3ALMU TPYAA [IEpCOHaNa

[Ipou3BOIUTE TpeABapUTENbHBIE 3aKyMOYHbIE MPOLUEAYPhl U O(OPMISATH
COITYTCTBYIOILYIO IOKYMEHTAIIMIO 110 3aKJIFOUEHUIO JI0TOBOPOB

Bectu nenoByto nepenucky

CO6J'IIOI[E[TL HOPMBI OTUKHU JCJIOBOTO O6IJ.I€HI/IH

HeoOxoaumeble 3HAHUSA

HOpr}IOK O(l)OpMJ'IeHI/ISI, BCACHUA W XPAaHCHUA OOKYMCHTAIlMU IIO CHUCTEMaM
OIIaThl U OpraHU3allvu TpyJda NCpCoOHaAIa

HopMaTuBHbIE mNpaBOBbIE aKThl, PETYIUPYIOLIUME IpaBa U O0O0S3aHHOCTU
TrOCYZapCTBEHHBIX OpPraHOB M OPraHMU3alMU 110 IPEAOCTABICHUIO YYETHOU
JOKYMEHTAIUU

TCXHOJ'IOFI/II/I, MCTOABI U METOAWKH IPOBCACHHA aHallM3da U CHUCTCMAaTHU3allUuH
AOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanbHblE HOPMAaTHBHBIE aKThl OPraHU3alMH, PETYIUPYIOIIUE MOPSIOK
OILIATHI, OPraHU3aLUN U HOPMUPOBAHUS TPYy1a

OCHOBBI TOKYMEHTOO0OPOTA U TOKYMEHTAITMOHHOTO 00eCTIeYeHUs

[Mopsimox  ¢dopmMupoBaHus, BeACHHUS OaHKa [AaHHBIX U MPEAOCTABICHUS
OTYETHOCTH 110 CUCTEMAaM OIUIATHI U OPraHU3aluu TPYy1a EpCOHANIA

prHOBOG 3aKOHOAATCIBCTBO U HHBIC AKThI, COACPIKAIINUC HOPMBI TPYAOBOI'O
npaBa
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OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATUBHBIE ITPAaBOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 10 EPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibeTBa Poccuiickoit deneparuu

3akoHonarenbcTBO Poccuiickoit denepanyn o nepcoHaibHbIX TaHHBIX

[Topsa 10K 3aKIIFOUEHUS 10TOBOPOB (KOHTPAKTOB)

[lopsnok  mpoBeneHuss — 3aKylNoOYHBIX — OpOUEnyp U
CONYTCTBYIOIIEH JOKYMEHTaUU

odopMIIeHUS

Hopwmbl 3THKH 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HHPOPMATUKH, CTPYKTYPHOE TOCTPOCHNUE HHPOPMALTMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMU

HApyrue
XapaKTCPUCTHKHU

3.6. O0001IeHHAas TPYAOBasA (PYHKUMS

Z[eﬂTeJ’IBHOCTB I10 OpraHu3anuu YpoBeHb
HaumMeHOBaHMe N N Kon F 6
KOpHOpaTuBHOW COLIMAJIBHOU ITOJIMTUKHU KBaHH(bHKaHHH
IIpoucxoxaeHue
0000IIIEHHON TPYI0BOI Opurunan X 3arMCTBOBAHO U3 OpUTHHAJIA
GbyHKIUN
Kon PerucrpanunoHHbIil HOMEp
opurMHaa po¢heCCHOHATIBHOTO
CTaHjapra

Bo3moxubie
HaVMEHOBaHUS
JTOJKHOCTEH,
npodeccuit

Crieranuct 1o ColuanbHbIM IPOrpaMMaM

Crneuunanuct o padbore ¢ npeAcTaBUTEIbHBIMUA OpraHaMyi paOOTHUKOB
Crienanuct no KOprnopaTUBHON COIMAIBHOM MOJUTHKE

Creunanuct o nepcoHany

Menemxep no nepcoHary

TpeboBanus k
00pa30BaHUIO U
00y4EeHHIO

Briciee oOpazoBanue

JlononaurensHOe podeccuoHaIbHOe 00pa3oBaHNE — MPOTPAMMBI
MpoeCCHOHAIBHON TTEPENOATOTOBKH U TIPOTPAMMBI TTOBBIIIICHHS
KBaJTM(DUKAIIMHUB 00JIACTH COLUATBHBIX MPOTPAMM

TpeGoBaHUs K OMBITY
MPAKTUYECKON pabOThI

Oco0bble ycrnoBHs
JoIycKa K pabote

HApyrue

XapPaKTCPUCTHKHU

JlonOIHUTENBHBIE XapaKTEPUCTUKH

HanmenoBanwne 6a30B0i TPYIIIHI, TOKHOCTH
HaunmenoBanue nokymeHnTa Kon
(mpodeccun) wim cnenuanTbHOCTH

OK3 2412 CrernuanucTsl o KaapaMm U MpoGOpUCHTAITNH

3423 CrienanucThbl KaJIpoBbIX CIYXO0 U YUpeKICHHH 3aHATOCTH
EKC - Crenuanuct 1o kKajapam

- Menemxkep 1o nepcoHany
OKIIATP 27755 | DKOHOMHUCT IO TPYIY
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22956 | MHCTIeKTOD 10 Kaapam

OKCO

3.6.1. TpynoBasi pyHkumsi

Pa3paboTrka KopropaTUBHOW COIMATBLHOM Ypoenb
HaumeHoBanue | ooy Kox | F/01.6 | (momyposens) 6
KBaTH(pUKAIAN

[TpoucxosxneHne TpyA0BOH
GbyHKIUN

Opurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
Kon Peructpaunonusiit Homep
OpHUTHHAJa po¢eCCHOHATHHOTO
CTaHIapTa

Tpynossie nencTBUs

AHanu3 yCHEIIHbIX KOPIOPATUBHBIX MPAKTUK [0 OpraHU3alUd COLHMAIbHOTO
IIapTHEPCTBA, COLIMAJILHOM OTBETCTBEHHOCTU U COLMAJIBHBIX IPOTrPAMM

Pa3paboTka KOpropaTUBHBIX COLUATBHBIX IPOTPAMM

Pa3pa60TKa CUCTCMBI BBIILJIAT paGOTHI/IKaM COLIMAJIBHBIX JIBI'OT

Opranusanus IMeperoBOpoB C MPOPECCHOHATBHBIMU COIO3aMU W JIPYTHMH
NPEeICTaBUTEIIbHBIMU opraHamu pabOTHUKOB,00IIECTBEHHBIMU
OopraHu3anusiMu, B3aHMOI[eI>'ICTBHe C roCyaapCTBCHHBIMU OpraHaMu

[TonroroBka mpeanokeHUd 1Mo  (GOPMUPOBAHHUIO  OIOMKETAaB  YacTH
obecrieueHust KOPIOPaTUBHON COLMATIbEHON TOJUTUKHI

Heo6xoanMele ymeHUst

Onpenendarsb LIEJIEBBIC TPYIIIbI repcoHasna JUIS
Ppa3pabOTKUCTICIIMAIU3UPOBAHHBIX COIIMAIBHBIX MPOTPAMM

JloBoauTh MH(OpPMAIMIO O COLMAIbHBIX MPOTrpaMMax 0 IEJEBbIX TPyl
IIEPCOHAJIA C MCIOJb30BAHUEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHUKALIUNA

OnpenensiTb KPUTEPUH U YPOBHH YAOBIETBOPEHHOCTH NIEPCOHAIIA

Hcnonws3oBaTh MaTCpHaAJIbHBIC W HEMATCpHUAJIbHBIC CHCTCMbI, MCTOJAbI H
q)OpMBI MOTHUBAIUU B YIIPABJICHHUU IIEPCOHATIOM

Onpenenarb 00BEMBI CPEACTB MJIsi  peaU3alliy  COIMATBHBIX TapaHTHUH,
KOPIIOPAaTUBHBIX JIbITOT M MHBIX 3JIEMEHTOB KOPIOPATHBHBIX COLMAIBHBIX
nporpamm aJis GopMHUPOBaHUSI OI0JIKETOB

CocCTaBisTh U KOHTPOJIMPOBATHL CTATbH pACXOA0B Ha COLUAIILHBIC ITPOTPpaMMBbI
JJI TINTAaHUPOBAHU A 6IOJI)K6TOB

HpOI/ISBO)II/ITL NpEABAPUTCIILHBIC 3aKYIIOYHBIC TIPOLCAYPBI U O(l)OpMJ'ICHI/IC
COHYTCTBYIOHleﬁ JOKYMCHTaIWH 110 3aKJITHOYCHUIO TOTOBOPOB

CO6J’IIO,[[8.TB HOPMBI 5TUKHU JCJIOBOTO 06H_[CHI/IH

HCO6XO,Z[I/IMLIC 3HaHHUA

HOp}II[OK N METOJBI pa3pa60TKI/1 IJIaHOB U MpOTrpaMM COLUAJIBHOT'O Pa3BUTHUA
OopraHu3aluunu

MeTtonpl aHanu3a BBITOJHEHUS COLMAIBHBIX IPOrpaMM M ONPENEIICHUS HX
SKOHOMHYECKOH 2P PEKTUBHOCTH

Cucrembl, Meronbl M (OPMBI  MaTEepUATBHOTO U HEMaTepHaJIbLHOIO
CTUMYJIMPOBAHHUs TPy/1a IIEpCOHAIA

TexHoaorum u METOIbl (I)OpMHpOBaHI/IH H KOHTPOJIA 6IOII)KCTOB

Metonsl  TpPOBENEHUS  COIMOJOTHYECKHX  HMCCIEAOBAaHWUH,  HM3YYCHHUS
0O0II[ECTBEHHOIO MHEHUS

TexHomoruu, METOABl U METOAMKU MPOBEACHUS aHAIM3a U CHUCTEMaTU3alluu
JIOKYMEHTOB M HUH(OpMAaINH

[lopsimoxk  mpoBefeHMsT — 3aKyNOYHBIX — mpoueayp W odopmieHus
COIIYTCTBYIOIEH JOKYMEHTAlUU
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OCHOBBI IPON3BOICTBEHHOM JIEATETLHOCTH OPraHU3aluN

OCHOBBI O6I_LICI71 u COHH&]’II—:HOIZ IICUXOJIOTHUH, COLHOJIOTHMHM M IICUXOJIOTHH
Tpyna

CtpykTypa, 1enH, CTpaTerus U KaJpoBasi MOJIUTHUKA OpraHU3alul

TpynoBoe 3aKOHOJATENLCTBO U HMHBIE aKThI, COAEPIKAILINE HOPMBI TPYAOBOTO
pasa

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibcTBa Poccuiickoit denepanuu

HopMaTuBHbIE MpaBOBBIE aKThl, PETYIUPYIOLIUME IIpaBa M O0S3aHHOCTU
TOCY/IapCTBEHHBIX ~ OPraHOB, TNPOPECCHOHANBHBIX COI30B U  JIPYTHX
MIPEJICTABUTENIbHBIX OpPraHOB pabOTHUKOB

3akoHo 1aTenbcTBO Poccuiickoit denepaliniu 0 MepCOHABHBIX JaHHBIX

JlokanpHble HOPMAaTHBHBIE AKThl OPraHU3aLMM, PETYIUPYIOUIUE IOPSIOK
(hOPMUPOBAHUS COITMATLHON IMOJIUTUKH

OcHoBbl mpaBoBOro perynupoBanuss Poccuiickoit denepaunu mnopszaka
3aKJIFOYEHUHN JOrOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH 1€7I0BOTO OOIICHUS

ba3oBbie 0OCHOBBI HH)OPMATHKH, CTPYKTYPHOE MOCTPOCHHE HH(POPMAIIMOHHBIX
CHCTEM M 0COOCHHOCTH pabOTHl C HUMHU

Apyrue

XAPAKTCPUCTHKHU

3.6.2. TpynoBasi pyHkuus

HanmeHnoBanue

[Ipoucxoxaenue TpyaoBoi

GbyHKIUN

Peanusanus kopnopaTuBHON COLMAIBHON YpoBeHb
MOJUTUKHU Koxn | F/02.6 | (momyposens) 6
KBaTH(QHUKAIAN

TpynoBsie 1eHCTBUS

Opurunan X 3auMCTBOBAaHO U3 OpUTHHATA
Kon PerucrpannoHHbIil HOMep
OpHUTHHaIa po¢eCcCHOHATHHOTO
cTaHaapTa

BHenpenne KOpHNOpaTHBHBIX COUHAIBHBIX MPOrpaMM, B TOM YHUCJEIO
COLIMATILHON MOAEP>KKEOTACTBHBIX TPYII PAOOTHHKOB

Peanuzamusi cucteMbl CONMANBHBIX JIBIOT, BHIIUIAT PaOOTHHUKAM C YYETOM
TpeboBaHUil 3akoHOIaTeNbCcTBA Poccuiickoit deaeparun

OueHka yAOBJIETBOPEHHOCTH IE€pCOHANIa KOPIOPATUBHOM  COLMAIBHOMN
MOJIUTHUKOMN

Onenka dS(QQPEeKTUBHOCTH MEPONPUATUN  KOPHMOPATUBHOM  COLMATBHOU
TTOTATHKHA

IlonroroBka mOpEemIOKEHHMH 1O  COBEPLIEHCTBOBAHUIO  MEPOIPHUATHI
KOPIOPAaTHBHOW COLUATIBHON ITOJMTUKU

[MoxroroBka mpemioxxeHuil 1mo QGopMupoBaHUIo OIO/PKETa HA pPeaTHU3alUIo
KOPIOPAaTUBHOMN COLMATbHON MOTUTHKHU M COITMANIBHBIX TPOrpaMM

Heo6xoaumeie ymeHust

PaccunThiBaTh 3aTpaThl Ha MpPOBEIEHHE CIELUAIN3UPOBAHHBIX COLUAIBHBIX
porpamm

[IpoBOUT,  MOHHWTOPWUHT  YCIEIIHBIX  KOPHOPATUBHBIX  COIMAIBHBIX
porpaMMm

[IpoBoauTh MEPONPUATHS B COOTBETCTBHUU C KOPIOPATHUBHOM COLMAIBHOMN
MOJINTUKOMN

OHpGI[eJIHTB OCJICBBIC TPpYIIIbI nepcoHaia JUIA COo3aaHus
CIICHUAIIM3UPOBAHHBIX CONUAJIBHBIX IIPpOrpaMMm




HeoOxoaumeble 3HaHUA
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OnpenensiTh KPUTEPUH U YPOBHH YAOBIETBOPEHHOCTH MEpPCOHAIA

Onpenensate 3QPEKTUBHOCTb MEPONPUATUH peann3yeMol KOPIOpaTUBHON
COLMAJIbHOM MOJIUTHKU

Opranu3oBbIBaTh  B3aUMOJICUCTBHE C TOCYJAapCTBEHHBIMH  OpraHami,
po)eCCHOHAIBHBIMUA COIO3aMH U APYTHMMH TPEACTABUTEIBHBIMU OpPTraHaMH
pabOTHUKOB, OOINECTBEHHBIMH W WHBIMA OPTaHM3AIMSIMH [0 BOIPOCAM
peanu3anyu KOPIopaTUBHON COLUATIBHON MOJIUTHKU

AHaNM3UPOBATh PHIHOK YCIYr MO COLMAIBHBIM U CIEUUATU3HUPOBAHHBIM
MporpaMmaM COLMAJIBHON TMOJAEPKKU YJICHOB IIEJIEBBIX TPYHIl U TOTOBUTh
MPEJIOKEHUS 110 UX OCTaBIIUKAM

[Ipon3BoaUTE TpenBapUTEIbHBIC 3aKYIOYHBIE MPOLEAYpbl W OGOPMIIATH
CONYTCTBYIOIIYIO JOKYMEHTALMIO MO 3aKJIFOYEHUIO JOTOBOPOB

Co01r01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHUS

Bomnpocs! ynpasiieHHs: CONMaIbHBIM Pa3BUTHEM OPraHU3aLNU

Metoapl aHanM3a BBINOJHEHHUS KOPHOPATHUBHBIX COLMAIBHBIX MPOrpamMM M
OTIpeICIICHUSI UX SKOHOMHUYECKOH 3 PeKTHBHOCTH

Cuctembl, Meroabl, (OpPMBI MaTEpUATBLHOTO W  HEMaTEePUAIBHOTO
CTUMYJIMPOBaHUA TPy/ia IepcoHalIa

Metonbpl  TPOBEAEHUS  COLMOJIOTMYECKUX  HCCICIOBAHUM,  U3YYEHHS
0OIIIECTBEHHOTO0 MHEHHUS

TexHonornuu, METOAbl U METOJIMKH MPOBEACHUS aHAIU3a U CUCTEMAaTHU3aALUN
JIOKYMEHTOB ¥ MH(OpMAIIHH

HopmaruBHBIE TIpaBOBBIC aKThl, PETYIHPYIOIIAE IpaBa MU OO0S3aHHOCTU
rOCY/IapCTBEHHBIX OpPraHoOB, MPOPECCHOHANBHBIX COI30B U  JIPYTHX
MPEACTABUTENIBHBIX OpPTraHOB pPAaOOTHUKOB MO TPEIOCTABICHUIO YYETHOU
JIOKYMEHTALUH

[Topsimok  mpoBeAeHUS  3aKYNMOYHBIX  Mpoleayp u  opOpMIICHUS
COIYTCTBYIOIIEN JOKYMEHTALUN

CTpyKTypa, 11e71, CTPAaTerus U KaJpoBasi MOJIUTUKA OPTaHU3alUN

OCHOBBI IPOU3BOACTBEHHOM J1€ATEILHOCTH OpraHU3aAlNH

OcCHOBBI 00IICH W CONUAIIBHON IICHMXOJIOTUH, COIIMOJIOTMH U IICHXOJIOTHH
Tpyna

TpynoBoe 3aKOHOJIATEIBCTBO M MHBIE AKTHI, COJAEPHKAIIME HOPMBI TPYIAOBOIO
npaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIHCTBA W HOPMATHUBHBIE TPABOBBIC AKTHI
Poccuiickoi denepanuu, B 4aCTH BEICHHS JOKYMEHTALMU 110 TIEPCOHAIY
OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibeTBa Poccuiickoit denepannu
3akoHoaarenbcTBO Poccuiickoii denepaiiu o nepcoHalIbHBIX JAaHHBIX
JlokanbHBIE aKThI OpraHu3aInHy, pEryJIUPYIOIINE MOPSAI0K
BHEJAPEHUSACOUUAIBHON MOJIUTUKH

[Topsimok 3aKITIOYEHHS IOTOBOPOB (KOHTPAKTOB)

HopwMmb! 3THKH 1€710BOTO OOIIeHUS

bazosbie OCHOBBI UH(OPMATHKH, CTPYKTYPHOE IIOCTPOEHHUE
WH(GOPMAIIMOHHBIX CUCTEM M OCOOEHHOCTH PabOTHI C HUMHU

Jlpyrue xapakTepucTHKH -
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3.6.3. TpynoBasi pyHKIUsA

AJIMUHHCTPHUPOBAHUE IIPOLIECCOB U YpoBeHb
HammenoBanne | JOKyMEHTOOOOPOTA MO BOIIPOCaM Kox | F/03.6 | (moayposens) 6
KOPIOPATUBHOM COIMATBLHOMN MTOJTUTUKHI KBaHQUKALII

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

OpuruHan X 3anMCTBOBAHO U3 OpUTHHAIA

Kong Peructpanuonssiii Homep
opuruHasia mpo)eCCHOHAIBHOTO CTaHIapTa

TpynoBsie nercTBUs

AHanu3  OPOLECCOB  JOKYMEHTOOOOpOTa,  JIOKAJbHBIX  JOKYMEHTOB
MTOBOIPOCAMKOPIOPATUBHOM COUUAIBHON MOJIUTUKH

JlokyMeHTanmonHoe ohopmMiieHHE PEe3ybTaTOB KOPIOPATUBHOM COIUANBHOMN
MOJINTUKHU

[TonrotoBka MpEeANIOKEHUNW TO Pa3BUTHIO KOPIOPATHBHOW COLIMAIBHOM
MOJIUTUKHU

[TonroroBka pe3yapTaTOB aHAIM3a COOTBETCTBHS KOPIIOPATUBHOM COLIMATIBLHOU
NOJIUTUKA TpeOOBaHUSAM 3aKoHOAaTesnbcTBAa Poccuiickont @Denepanuum  u
YCIIOBUSIM PBIHKA TPyJa

JIOKyMEHTallMOHHOE W OpPraHU3allMOHHOE CONPOBOXKJIEHUE MEPOIPHUATHIMI
KOPIIOPATUBHON COLIUAIBHOM MOTUTHKH

[MonroroBka u 00paboOTKa 3ampocoB W YBEIOMJICHHHA O paOOTHUKaX B
TOCYJapCTBEHHBIE  OpraHbl, TNPO(ECCHOHANBHBIE COIO3BI M JApYTue
MpEaACTaBUTCIIbHBIC OPraHbl pa6OTHI/IKOB 110 BOIIpoCaM COHI/IaJ'II)HOI\/JI IIOJINTUKH
B OTHOILICHUHU IIEpCOHANA

ConpoBo/ieHHE JOrOBOPOB IO  OKa3aHUIO  KOHCYJbTAllMOHHBIX U
UH(POPMALIMOHHBIX YCIYT IO MEpONPHUSATHIM KOPIOPATHUBHOM COIMATbHON
MOJIMTUKH, BKIIIOYAs MPeABapUTEIbHbIE TIPOLEAYPHI MO UX 3aKIFOUYEHUIO

HeoOxonumelie ymeHust

OdopMasaTe JOKYMEHTHI IO BONpPOCAM KOPIOPAaTHUBHOW  COLIMAJIbHOU
MIOJINTHKH, [IPENOCTaBIIAEMBIE B roOCyZapCTBEHHBIE Oprassl,
IPEJICTaBUTENIbHBIE OPraHbl paAOOTHUKOB

AHanu3upoBaTh MpaBUia, MOPSIKU,IPOLETYPbl KOPIIOPATUBHOM COLMAIbHOM
MOJIUTUKU

ObecneunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHUE COIMATBHON MOJUTUKH B
OTHOIICHUH MIepCoHAa

OpranuzoBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHM C TpPeOOBaHUSIMU
apXUBHOI0O 3akoHoAaTenbcTBa Poccuiicko ®Penepanvii ¥ JOKAJIbHBIMHU
aKTaM{ OpraHu3aluu

[TpousBoauTh mpeABapUTENbHBIE 3aKyNOYHbIE MPOIEAypbl U O(QOpPMIATH
COIYTCTBYIOIIYIO JOKYMEHTALHIO 110 3aKI0YEHUIO JOTOBOPOB

PaGorare ¢ nHQOpMaIMOHHBIMU cUCTEMaMH M 0a3aMH JIaHHBIX [0 BOIPOCAM
COLIMAJILHOW MOJINTUKY B OTHOIIEHHWHU NIEPCOHAJIA

Bectu yder u perucrpanuio JOKyMEHTOB B MHGOPMAIIMOHHBIX CHCTEMax U Ha
MaTepUAIbHBIX HOCUTEISAX

Bectu ACJIOBYIO ICPCIIHUCKY

Co0:r01aTh HOPMBI DTHKH JIEJIOBOTO OOIIICHUSI

Heo0Oxoaumsie 3HAHUS

[Mopsimox odopmieHHs], BEIEHUS U XpaHEHUS JOKYMEHTAIIUHU TI0 COIMAILHOM
IIOJIUTUKE B OTHOLIEHUH IIEPCOHAIIA

[Mopsimox  ¢dopMupoBaHus, BeAcHHS OaHKa JMaHHBIX U MPEAOCTABICHUS
OTYETHOCTH IO BONPOCAM COLMAIBHON MOJMTUKY B OTHOILIEHHUH [TEPCOHAIIA
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TexHONMOrMK, METOABI U METOJUKH IPOBEICHUS AHAIU3a U CHUCTEMAaTU3ALUAN
JOKYMEHTOB M HH(OpMaIUU

OCHOBEI I[OKYMGHTOO6OPOT3 U JOKYMCHTAUWOHHOI'O obecneyeHus

[lopsimok ~ mpoBeAeHMsT — 3aKyMOYHBIX  mpoueayp W odopmieHus
COIIYTCTBYIOIEH TOKyMEHTaluU

CrpykTypa  oOpraHu3alud W  BaKaHTHble  JOJDKHOCTH  (mpodeccun,
CHEINAILHOCTH)

TpynoBoe 3aKOHOJATENLCTBO U HMHBIE AKThI, COAEPIKAIINE HOPMBI TPYAOBOTO
pasa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIE aKThI
Poccuiickoit @enepanuu, B 4aCTH BEACHUS JOKYMEHTALIMU 11O IEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBa Poccuiickoit deneparnu

HopmatuBHbIE mNpaBOBbIE aKThl, PETYJIMPYIOIIME TpaBa H OOSI3aHHOCTU
rOCYyJapCTBEHHbIX ~ OPraHoB, NPOQECCHOHATBHBIX COI30B U  JAPYIHX
NPEJCTaBUTEILHBIX OPraHOB PAa0OTHUKOB 110 TIPEIOCTABICHUIO YUETHON
JOKYMEHTalUU

3akoHozgarenbcTBO Poccuiickoit denepaiinu o nepcoHaNbHbIX JaHHBIX

JlokanbHbIC HOPMATUBHBIC AaKTbl OpraHU3aluy, pCeryjiupyromue IMnopsaaoK
BHCOPCHUA KOpHOpaTHBHOﬁ COIII/IEUIBHOﬁ IMOJIMTUKH U COOUAJIBHBIX IIPOrpaMm

[Topsiiok 3aKi1t0OueHus J0rOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1€710BOTO OOIIEHUS

bazoBbie 0cHOBBI HHPOPMATHKH, CTPYKTYPHOE TIOCTPOCHNE MHPOPMAITHOHHBIX
CHCTEM M OCOOEHHOCTH pabOThl C HUMHU

HApyrue
XAPAKTCPUCTHUKHU

3.7. O0001eHHAsA TPyAOBasi PyHKIHUS

HayMeHOBaHNE OHepaHHOHHOC YIIPpaBJICHUEC IIEPCOHATIOM U Kox G YpOBeHb 7
noapasacjieHueM opraHu3anuu KBaJTU(PUKAITHA
IIpoucxoxneHue
0000IIIeHHON TPYI0BO Opurunan X 3arMCTBOBAHO U3 OpUTHHAJIA
GbyHKIUN
Kon Perucrpannonusiii Homep

OpurruHajia HpO(l)eCCI/IOHaJILHOFO cTa”HJgapTa

Bo3moxnbie
HAaMMEHOBaHUS
JTOJKHOCTEH,
npodeccuit

PykoBoauTens CTpyKTYpHOTO MOJIpa3ieieHUs
HauanpHUK CTPYKTYpHOTO MOAPA3ACICHIS

TpeGoBanwus K
00pa3oBaHMIO U
00yUYeHUIO

Bricuiee o6pa3oBaHue — CrielIMAIUTET, MaruCTpaTypa

JlononuurensHOe MpodeccuoHaabHOe 00pa3oBaHNE — IPOrPaMMBI
npodecCHOHATIBLHOM MEePEenoAroOTOBKH B 00JaCTH YIIPABICHHS IEPCOHATIOM,
ONEPpavOHHOI'O U TAKTHYCCKOI'O YIIPABJICHHA, ITPOIrPaMMBbI ITOBBIIIICHUA
KBaJM(HUKAIMK B O0JIACTH YIIPaBJIEHUS IIEPCOHAIOM, OTIEPALIMOHHOTO U
TAaKTHYCCKOI'O YIIPaBJICHUA

TpeboBanwus K OTBITY
MPAKTUIECKON pabOTHI

He menee natu et B 061acTu yrpaBieHUs IEPCOHATIOM

Oco0Ople ycrmoBus
JOITycKa K paboTte

Apyrue
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‘ XapaKTePUCTHKU

I[OHOJ'IHI/ITCJ'IBHBIC XapaKTEPHUCTHUKHU

HaumenoBanue nokymMeHnTa Konx

HanmeHoBanue 6a30BOil rpyIITbL, JOKHOCTH
(mpodeccun) wim crienuanTbHOCTH

OK3

1232 PykoBomuTenu noapasaeneHuii (ciyx0) yrnpaBieHus
KaJ[paM¥ U TPYIOBBIMU OTHOIICHUSIMHU

EKC

- HavanbHuk oTaena kaapos

- HavanpHuk OTAcJIa OpraHru3ali U OIUIAaThl TpyJda

- HauanpHuk OTACJIa MOATOTOBKH KaJpOB

- HavanpHuk OTAcJIa COUUAJIBHOI'O pa3BUTUSA

3aBeyronuil (HaYaaIbHUK) OTACIIOM KaJIpOB

OKII/ITP

24063 | Menemxkep Mo nepcoHary

3.7.1. TpynoBasi pyHKIUS

Pa3paboTka cuctembl OneparuoOHHOTO YpoBeHb
Hanmenosanue | yIpaBJIeHHS IEPCOHATIOM U pabOTHI Kox | G/01.7 | (momyposens) 7
CTPYKTYPHOTO MOAPA3AEIICHUS KBaHQUKAHT

[Ipoucxoxaenue TpyaoBon
GbyHKIUN

Opurunan X 3anMCTBOBAHO M3 OpUTHHAIA

Kon Perucrpannonusiii Homep
opuruHaia mpoeCCHOHAIBHOIO CTaHIapTa

TpynoBsie neicTBUs

Ananuz YCHCUIHBIX KOPIIOPATHBHBIX IPAKTUK IO BOIIPOCAM CTPATECTHYCCKOI'O
N OIICPATHBHOT' OYIIPABJICHU A IICPCOHAIOM OPraHu3annuu

ITocTanoBka OIICPAaTUBHBIX LeiaeH mo BOIIPOCaM YIIpaBJICHUA IICPCOHAIIOM

Pa3zpaboTka miaHoB, mporpamMm U Mporeayp B YIPABICHUH MEPCOHATIOM

Pa3zpaboTka mpeniokeHui Mo CTPYKType MOApa3JesieHUus] U MOTPeOHOCTH B
HepCOHae

Pa3zpaboTka mpemnokeHuil mo oOecreyeHHIo MepCcoHaIoM, (POPMUPOBAHUIO
CUCTEM OLEHKH, Pa3BUTHs, OIUIAThl TPYyJa,KOPIOPATUBHBIM COLIMAIBHBIM
nporpaMMam M COllMaIbHOM MOIUTHKE

Pa3pabotka mnpemioxeHuid o 3arpatax U (QOPMHPOBAHUIO OIO/KETa Ha
nepcoHal

PazpaboTka mnpeanoxkeHWd NO 3aKIIOYEHHUIO JOTOBOPOBIO  YIPABJICHUIO
MIEPCOHAJIOM C TOCTABUIMKAMHM YCIYI W TIPOBEICHHE IIPEIBAPUTEIBHBIX
IIPOLIEYPIIO UX 3aKJIFOUECHUIO

HeoOxonumele ymeHust

OpraHu30BbIBaTh pabOTy NEpPCOHANIA CTPYKTYPHOIO OAPA3ACIICHUS

OnpenensTh 3aJayu MEepcOHaja CTPYKTYPHOTO MOAPA3JENEeHUs, HUCXOId W3
1eJIel U CTpaTeruu OpraHu3aluu

Co3maBaTh M OIMCHIBATH OPTaHU3ALMOHHYIO CTPYKTYpy, L€, 3aJadH,
(GYHKLIUHU CTPYKTYPHOT'O TOJpa3IeIICHUs

[IpuMeHATh  METOABI  YIpaBICHUS MEKIUYHOCTHBIMA  OTHOIICHUSIMH,
dbopMUpOBaHUS KOMaHJA, Ppa3BUTHS JHAEPCTBA U  HCIOJHUTEIHHOCTH,
BBISIBJICHUSI TAJJAHTOB, OIIPE/IeTICHHS YAOBIECTBOPEHHOCTH paboTON

Onpenensitb, aHAJIU3UPOBATh,MOAEINPOBATh UBBICTpauBaTb BHYTPEHHUE
KOMMYHHKAIIMH [IEPCOHANA

Pa3pabaTpiBaTh MPOEKTHBIE MPEIIOKEHHUS U MEPONIPUATUA 110 YPPEKTUBHOM
pabote nepcoHasa
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BHeapsaTh cTpaTeruio mo yrnpapieHUIO TIEPCOHAIOM

CocTaBisiTh, paccuuThIBaTh, KOPPEKTHUPOBAaTh M KOHTPOJIMPOBATH CTAaThbU
pacxoJOB Ha MEpCOHaN, pa3padaThiBaTh IPEAJIOKEHUS IO 3arpaTaM Ha
nepcoHa it (OpMHUPOBAHUS OIOKETA

HpC,I[CTaBJ'IHTB HHTEPECChI OpraHu3anvun u BECTHU IEPETOBOPLI C
HpO(beCCI/IOHaHBHbIMI/I COK03aMH U APYIrUMH NPCACTABUTCIILHBIMU OpraHaMu
pa6OTHI/IKOB, BBaHMOHeﬁCTBOBaTB C roCyaapCTBCHHBIMU OpTraHHU3alsIMU

Ananu3upoBaTh HMH(OpMAIMIO 1O TOCTaBIIMKAaM YCIyr B o0xactu
yIpaBJIEHUs IEPCOHAJIOM U IO YCIOBUSM 3aKJIH0YAEMbIX JOTOBOPOB

[Ipou3BoauTs TpeaBapUTENbHBIC 3aKYIOYHBIE MPOLUEAYPHl U OPOPMISATH
COIYTCTBYIOIYIO JOKYMEHTALUIO [10 3aKIYCHUIO JOTOBOPOB

Paborath ¢ nHpOpPMAITMOHHBIMU CHUCTEMaMU M 0a3aMH JaHHBIX MO BOIPOCaM
YIIPaBJIEHUS IIEPCOHATIOM

OpFaHI/I?;OBI)IBaTI) H IPOBOANTH KOPIOPATUBHBIC MCPOIIPUATHUA C IICPCOHATIOM

Co0:1r01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHHS

Heo0xoaumble 3HAHUS

MeToapl, criocoObl 1 MHCTPYMEHTHI YIPABJICHHUS IEPCOHATIOM

HCJ'II/I, CTpaTerus pa3BUTUAg U Ou3Hec-IIaH OpraHu3anu

[TonuTrka ynpaBieHHs IEPCOHATIOM OpTraHU3aliu

MeToanl aHanK3a KOJIUYSCTBEHHOI0 U Ka4YSCTBCHHOI'O COCTaBa nepcoHajia

CucreMbl cTaHAAPTOB MO OU3HEC-TIpolIeccaM, MpodeccrsiM, HOpMaM TpyAa

Cucrembl, Meroabl U (OpMBl MaTEpUaIbLHOTO M  HEMATEpPHAIIbLHOTO
CTUMYJIMPOBAHUs TPya IIEpCOHAlIA

TexHonorHM U METOIBI (HOPMUPOBAHHS U KOHTPOJIS OFOKETOB

[lopsimox  mpoBefeHHWs  3aKyNOYHBIX  mpouenyp H  odopmieHus
COIYTCTBYIOILEH JTOKYMEHTALUN

OCHOBBI HpOI/I3BO,I[CTBeHHOI>’I ACATCIIbBHOCTU OpTraHru3allun

OcHOBBI 0O0IIeH M COIMAIBLHOM ICHUXOJOTHH, COLIMOJOTMH U TICUXOJOTUU
Tpy/Zla, SKOHOMHUKH TPy/ia, 0€30MaCHbIX YCIOBUM TPyia

CrpykTypa opranuzanuu

TpynoBoe 3aKOHO/IATENbCTBO U MHBIE aKThI, COJAEPIKAIINE HOPMbI TPYI0BOTO
npaBa

OCHOBBI apXWBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIC IPABOBHIE AKThI
Poccuiickoit denepanuu, B 4aCTU BEAEHUS JOKYMEHTALMH 110 IEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHOAATeNbcTBA Poccuiickoit denepanun

OcCHOBBI MHIPAaLIMOHHOTO 3aKoHoJaTenbcTBa Poccuiickon ®Penepanuu, B
YacTU MPUBJICYEHHUS U TPYAOYCTPOMCTBA MHOCTPAHHBIX TpakKIaH U JUIl Oe3
I'PAKIaHCTBA

OCHOBEI AAMUHUCTPATUBHOI'O 3aKOHOAATCIbLCTBA B obnactu YIpaBJICHUA
MEpCOHAIOM U OTBETCTBCHHOCTH JOJIKHOCTHBIX JIMIL

3akoHonarenbcTBO Poccuiickoit @enepanuu 1O  3allUTE MEPCOHATBHBIX
AHHBIX

JlokanbHBIE HOPMATUBHBIC AaKTbl OpraHu3aluid B oOJactu YIIpaBJICHUA
IEPCOHATIOM

[Topsaok 3akiI04eHus JOroBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOT'O O6H.ICHI/I${

bazoBsie OCHOBBI WHPOPMATHKH, CTPYKTYpHOE MOCTPOEHHE
UH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl ¢ HUMH

Hpyrue xapakTepuCTUKHU
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3.7.2. TpynoBasi pyHKIUSA

Peanu3zanus onepanoOHHOIO YIpaBJICHUS YpoBeHb
Hanmenosanne | IEPCOHAIOM U paObOTHI CTPYKTYPHOTO Kox | G/02.7 | (momyposeHs) 7
oApa3AeiICHUs KBATH (UKL

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

TpynoBbie neicTBUS

Heobxonumelie ymeHus

HeoOxonnMeie 3HAHUS

OpuruHan X 3anMCTBOBAHO U3 OpUTHHAIA

Kong Peructpanuonssiii Homep
opuruHasia mpo)eCCHOHAIBHOTO CTaHIapTa

[TnanupoBaHue NeSTEIBHOCTH MOAPA3ICICHUS U TIepCcoHala

OnepatruBHOE yIpaBlieHHE IEPCOHAIOM MOAPa3AeICHUS OpraHU3aluN

Pacyer 3aTpar mo moApa3NeNeHHUI0 W TMOATOTOBKA MPEIIONKEHHH s
(dopMupoBaHus Or0KeTa

Pa3paboTka cTaHIapTOB MAEATEIBLHOCTH TOApa3AeieHUs U yHUDUKAIMSL
IIPOLIECCOB

[TpoBeneHne MHCTPYKTaXKa MO OXpaHe Tpyaa

[TocTanoBka 3aau pabOTHHUKAM CTPYKTYpPHOT'O HOJIpa3fesieHusi, ONpeaesIeHre
PECYPCOB JUIS UX BBIIIOJIHEHUS, KOHTPOJIbUCIIOIHEHUS

AHanmv3 TUJIAHOB M OTYETHOCTH TMOAYMHEHHBIX PAOOTHHUKOB, pa3padOoTKa
MPEJIOKEHUH 10 YIYUIISHUIO TTOKa3aTesei NesATeNbHOCTH MOpa3IeIeHHs
®opMHUpOBaHUE OTYETOB O pabOTE CTPYKTYPHOTO MOIPa3ACICHUS

OrnpenenaTh 30HBI OTBETCTBEHHOCTH M 3(PQPEKTMBHOCTHPAOOTHI TEpcoHaa
CTPYKTYPHOTO TIOApA3/ACIICHUs], paclpeAesarTh 3agadyd U 00ecreurBaTh
MaTEepUAIbHO-TEXHUYECKHUE PECYPCHI ISl UX UCIIOTHEHUS

[IprumeHATh METOABI ONIEPATUBHOIO YIPABICHUS NTEPCOHATIOM OpraHU3alnu
KoHTponupoBaTh UCHIOJIHEHHE NTOPYYEHUH U 3a7a4, BHOCUTh CBOEBPEMEHHBIE
KOPPEKIMU B IUIAHBI U 334K

OnpenensaTh nokazarenu 3PpPeKTUBHOCTH paboThI IEpCOHAA TTOIpa3AeIeHuUs
YrpaBiasiTe MOTHUBAIIMEN MEPCOHANIA, €r0 BOBJICYEHHOCTHIO M JUCHMILUIMHOMN
Tpyna

CocTaBnarh  IJIaHbl  JEATEIBHOCTH  CTPYKTYPHOTO  TOAPA3ACIICHHS
Opra”u3aluu

CocTaBnaTh, pPacCUYUTHIBATh, KOPPEKTUPOBATh W KOHTPOJMPOBATH CTATHU
pPacxo/I0B CTPYKTYPHOTO MOpa3aeTeHus s GOopMUPOBaHUs OIOIKETOB
[Ipon3BoauTh aHANU3 TEKYIIEH AECATEIBHOCTH CTPYKTYPHOIO MOAPA3AEIEHUS
Y BHEAPSTH MPOLEAYPHI TTO €€ ONTUMH3ALINHT

IIpencraBnsTe  WHTEpECHl  OpraHuM3allMd W BECTH  IIEPErOBOPBI  C
TOCYJapCTBEHHBIMU OpTraHaMu,MPOGEeCCHOHATBHBIMA COIO3aMH M APYTHUMH
MPEICTAaBUTEILHBIMU OpraHaMu PaOOTHHUKOB I10 BOIIPOCAM MEepCcoHaa

Bectu meperoBopbl ¢ MOCTABHIMKAMHU YCIYr O YCIOBHSM 3aKIIOYAEMBIX
JIOTOBOPOB

[Ipon3BoauTh TpeaBApUTENbHBIC 3aKYMOYHBIE MPOIEAYPHl U OGOPMIIATH
CONYTCTBYIOIIYIO JOKYMEHTALMIO MO 3aKJIHOYEHUIO JOTOBOPOB

[IpoBOIUTH ayAHUT pe3yabTaTOB PAOOTHI C IEPCOHAIOM

PaGorare ¢ MHGOPMAIIMOHHBIME CHCTEMaMH M 0a3aMu JaHHBIX MO BOMPOCaM
YIPaBIICHUS TTEPCOHATIOM

Co0uto1aTh HOPMBI ATHKH JETOBOTO OOIIECHUS
Teopuu ynpaBieHHs IEPCOHATIOM M €0 MOTHBAIHH

MGTO[[BI aHaJ/In3a BBIMIOJIHCHUA IIJIAHOB UM 3a4a4, ONpPCACICHUA HUX
SKOHOMHUYECKOH 3 (PEKTUBHOCTH

@DOopMBI U METOIBI OLICHKHU IIEPCOHAJIA U PE3YJIBTATOB UX TPYAA




[pyrue xapakTepuCTUKH
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TexHonornu onepaTUBHOTO yIpaBieHUs IEPCOHATIOM OpPraHU3alun

Cucrempl, Metoasl W (OpPMBI  MaTepHAIBHOIO W HEMAaTEpUATBbHOTO
CTUMYJIMPOBAHUA TPy/ia IepCoOHaJIa

TexHonoruu U MeTo 16l HOPMUPOBAHHS U KOHTPOJIS OIOKETOB

Teopun 1 METOBI YIPABJICHUS PA3BUTHEM IIEpCOHAIA

OKOHOMUKA Tpyia

Oprann3alMOHHO-IITATHAs CTPYKTypa OpraHu3aliiun

[TonuTuka ynpasiieHHs IEPCOHATIOM U COLMAIbHAs ITOJIMTUKA OpraHU3aLuH
Lenu, cTparerus pa3BUTHsI U OM3HEC-TJIAH OPraHU3aLMU

MeTouKky IIaHUPOBAHMS U TPOTHO3UPOBAHUS TOTPEOHOCTH B IEPCOHANE
[Topsinok yperynupoBaHusi TPYAOBBIX CIIOPOB

TpeGoBanus U MpaBUiIa MPOBEACHUS ayAUTapabOThI C IEPCOHAIOM
DOpMBICOLIUATBHOTO [IapTHEPCTBA U B3aUMOJCUCTBUSA c
po(ecCHOHANBHBIMH COI03aMH U JAPYTMMHU TMPEACTaBUTEIbHBIMU OpPTaHaAMU
pabOTHUKOB, U MHBIMH OpPraHU3aLUsIMU

[Topsimox opopmiIeHHs KaJAPOBBIX JOKYMEHTOB M MPUJIAHUS UM IOPUIMYECKON
CHJIBI

[Topsmox  mpoBeAeHHMS ~ 3aKyMOYHBIX  MHpoueayp u  ohopMICHHS
CONYTCTBYIOIIEH JOKYMEHTAUN

TpynoBoe 3aKOHOJATENBCTBO M UHBIE aKThl, COJAEPKALLME HOPMBI TPYAOBOIO
IIpaBa

OCHOBBI ApXMBHOI'O 3aKOHOJATENbCTBA M HOPMATHUBHBIE IPABOBHIE AKThI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALMU IO IEPCOHATY
OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

OcCHOBBI MHIPALIMOHHOTO 3aKoHojaTenbcTBa Poccuiickoit ®enepanuu, B
YacTH TMPHUBJICYEHUS U TPYIOYCTPOMCTBA MHOCTPAHHBIX TPaKIAaH M JHIl 63
IPAKIaHCTBA

OCHOBBI AJIMUHUCTPATHUBHOTO 3aKOHOJATEIbCTBA B 00JAacTH YHpPaBICHHS
IIEPCOHAJIOM U OTBETCTBEHHOCTH JOJKHOCTHBIX JIUIT

3akoHonarenbcTBO Poccuiickoit denepany 0 NepcoOHAIbHBIX TAHHBIX
JloxanpHblE HOPMATHBHBIE AaKThl OpraHU3allMM B YacTH YIpPaBJICHUS
[IEPCOHAIIOM

OcHoOBBI TIpaBOBOTO perynupoBanusi Poccuiickoit ®Penepanuu  mopsiaka
3aKIIIOYEHUATPAKJAHCKO-TIPABOBBIX I0TOBOPOB

HopMmsbl 3TUKH A€T0BOTO OOLIEHUS

baszoseie OCHOBBI MH(OPMATHKH, CTPYKTYpHOE IIOCTPOEHHE
UH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl ¢ HUMH

3.7.3. TpynoBasi pyHkuus

HaunmeHnoBanue

[IpoucxoxaeHue Tpya0Boi

byHKITIN

AJIMAHHCTPUPOBAHUE MPOLECCOB U v
OBEHb
OKYMEHTO000pOTA IO ONEPAIIMOHHOM p
JOKY P pall 5 y Kon | G/03.7 | (noayposens) 7
VIIPABICHUIO TIEPCOHAIIOM U padoTe KBaTMQUKaIHH
CTPYKTYPHOT'O NTOAPA3ACICHUS
Opurunan X 3anMCTBOBAaHO M3 OpUTHHATIA
Kon PerucrpanunonHuslit Homep

opHruHaia npopecCHOHaIbHOIO CTaH aApTa
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TpynoBsie necTBUs

AHanu3 mporeccoB 10KyMEHTO000pOTa, JIOKAIbHBIX JOKYMEHTOB ITOBOIPOCAM
ONEPALMOHHOTO  YNPABJICHUS MEPCOHATOM H  pabOThl  CTPYKTYpHOTO
10JIpa3/ieeHus1,0u3HeCc-TPOLECCOB OpraHu3anuu, YIOBJIETBOPEHHOCTH
IepcoHaIa

JlokyMeHTalmoHHoe 0(OpMIICHHE PEe3yNbTaTOB OMEPAIMOHHOTO YIIPaBJICHUS
MEPCOHATIOM U PAa0OOTHI CTPYKTYPHOTO MOJpPA3/EICHUs, PEe3ylIbTaTOB ayAHuTa
paboThI C IEPCOHATIOM

IlogroroBka MpeUIOKEHUH IO  PA3BUTHI0 CUCTEM  OINEPALMOHHOTO
yIOpaBIEHUS TEPCOHAIOM U PabOThl  CTPYKTYPHOIO  IOJpa3/eieHus,
MOHEOOXOAMMBIM KOPPEKTHUPYIOIIUM U TPEBEHTUBHBIM Mepam

Pa3pa60TKa CHUCTEMBI aHAJIN3a U KOHTPOJIA pa60TbI IepcoHajia

KoHTposb,cpaBHEHHE W aHAJIM3 TPOIECCOB B O0JACTH ONEPATHBHOTO
YOpaBJICHUS TEPCOHAIOM, pPE3yJbTaTOB YIPABIECHYECKUX MEPONPUSITHUH,
ompenenacHue  (aKTOpOB,  BBI3BIBAIOIIMX  OTKJIOHEHHE OT  IUIAHOBBIX
noka3areJie

[ToaroroBka u 06paboOTKa 3aMPOCOB, YBEJOMIICHUH, CBEICHUN O paOOTHHUKAX B
rocyJapCTBEHHBIC OpraHsbl, npoQeCCHOHAIIbHBIC COIO3EL,
00IIIeCTBEHHBICOPTraHU3aIluT

ConpoBox/eHHE JOrOBOPOBOKA3aHUAYCIYI IIO BOIPOCAaM OIEPATUBHOIO
yIIpaBJIEHUs] NIEPCOHATIOM M PabOoTe CTPYKTYPHOIO IMOJApa3AeeHUs, BKIIOYas
IIpEABAPUTENIBHBIC ITPOLIEYPHI IO X 3aKIIOYEHUIO

[ToarotoBka mpennokeHud 1o (OPMUPOBAHMIO OOJDKETa Ha TMEepCoHAl
OpraHu3alnu

Boimonnenue tTpeOoBaHUM 1O XpaHeHHIO HHGOpPMALKMU O pe3yjbTaTax
NEHCTBUSL CUCTEM OIEPALlMOHHOTO YIPABJIEHUS IE€PCOHAIOM U paboThI
CTPYKTYPHOTO ITOAPA3IEICHHUS

HeoOxonumelie ymeHust

KonTponupoBaTh mpoueccsl YOpaBlIEHUS IE€PCOHAJIOM  IOApa3/IeIeHUH,
OTIPEETNATh MX PEe3yAbTAaTUBHOCTh W BBIBIATH (DAKTOPHI OTKIOHEHHHA OT
TJIAHOBBIX TTAPaMETPOB

Pa3pabatbiBaTh mporpamMMbl JOCTHKEHHS 1I€Je U OMEepaTHBHOTO pPEIIeHUs
3a7a4 NoApa3aeieHuin

AHanu3upoBath, pa3padaTbiBaTh U 0QOPMIIATH JOKYMEHTHI MO0 ONEPaTUBHBIM
IIpoLeccaM U UX pe3ysbTaraM

[IpoBoANTH ayqUT KaapOBBIX MPOIECCOB, MPOLELYP, OPOPMICHUS KaIPOBBIX
JOKYMEHTOB M JIOKYMEHTOB I10 YIIPABIECHUIO IIEPCOHATIOM

KoHnTponmnpoBats pacxozoBaHue 0I0PKETOB Ha EPCOHAI

OdopMIsATh TOKYMEHTHI IO OINEPAllMOHHOMY YIIPABJICHUIO IEPCOHATIOM U
paboTe CTPYKTYypHOTO MOJpa3aeieH s, MPeAoCTaBIsieMble B TOCYAapCTBEHHBIE
OpraHebl, MPEACTaBUTEIbHBIC OPTaHbl PAOOTHUKOB

ObecnieunBaTh  JOKYMEHTAIIMOHHOE  COMPOBOXKJEHHWE IO  CHUCTEMaM
OTEPAIIMOHHOTO  YIpPAaBIIEHUS TEPCOHAIOM U paboTe  CTPYKTYpHOTO
TTOApa3ACIICHUS

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TpPeOOBaHUSMU
TPYAOBOTO M AapXMBHOTO 3aKOHOHaTelbcTBa Poccuiickoit ®Penepauuu u
JIOKAJIbHBIMU aKTaMU OpraHu3aluu

KoHTpoimpoBaTh MCHONHEHUE JIOTOBOPOB ITOCTABIIMKOB YCIYT IO BOIIPOCAM
nepcoHaia

[Tpou3BoaAUTh 3aKymoyHBIE MPOLEAYpPbl, OGOPMIATH M AHAIU3UPOBATH
3aKyNOYHYIO JOKYMEHTALNIO

IIpoBoguTh TEPEroBOpHl U MPEACTABIATH HHTEPECHl OpraHM3alud B
TOCYJapCTBEHHBIX ~ OpraHax, HpOQECCHOHAIBHBIX COK3aX M JAPYIHX
MPECTaBUTENIbHBIX OpraHax pabOTHUKOB IO BOIIPOCaM IepcoHala
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BecTtu nenoByto nepenucky

BecTu yuer u peructpanuio 10KyMEHTOB B HHPOPMALMOHHBIX CUCTEMaX M Ha
MaTepUabHbIX HOCUTEIAX

Paborarh ¢ nHGOPMALMOHHBIMUA CHCTEMAaMU M 0a3aMU JAHHBIX MO TEPCOHATY
U CUCTEeMaM OIEpallMOHHOIO  YNPaBJIEHUS IEPCOHAJIOM U  pabore
CTPYKTYPHOI'O IOJpa3eIeHuUs

Co0bimo1aTh HOPMBI ATHKH JICTIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

MetoaprynipaBieHusi pa3BUTHEM M 3(PPEKTHBHOCTBIO OpraHHW3aIMd, METObI
aHaJIM3a BBITIOJHEHUS IUIAHOB U MPOTPaMM, OMPEIEICHHSI UX SKOHOMHYECKON
a¢ddexTuBHOCTH

Metoapl OIeHKH pabOThl CTPYKTYPHBIX MOAPA3ICNCHHH, pe3yabTaToB Tpyaa
nepcoHasa

MeTOI[BI IMPOBCACHUA ayaAuTa U KOHTPOJUIMHI'A OIICPATUBHBIX YITPABJIICHYCCKUX
IIpoucCcCoB

q)OpMI)I U CUCTEMBI MATCPUAIBHOTO M HEMATCPHUAJIBHOI0 CTHMYJIUPOBAHUA
TpyHAa IIEpCoHalia

OcCHOBEI JOKYMCHTAIHUOHHOT'O obecneueHuUs

[Topsimox odopmieHus, BeACHUs M XPaHEHUS JTOKYMEHTAlUU [0 CHUCTeMaM
OIIEPALIMOHHOIO  YNPABJIEHUS IIEPCOHAIOM opranuszauuu 4 pabote
CTPYKTYPHOTO IOJIpa3/ieIeHUs

[lopsmox ¢opmupoBaHusi, BeAeHUA OaHKa JAHHBIX M MPEIOCTABICHUS
OTYETHOCTH 110 CUCTEMAM OIEPALIMIOHHOTO YIPaBJICHUs IEPCOHAIIOM U padboTe
CTPYKTYPHOTO MOAPA3ICICHHUS

HopmaruBHBIE TpaBOBbIE aKThl, PETYIHPYIONIME IpaBa W 00S3aHHOCTH
rOCYJapCTBEHHBIX OpPraHOB M OPraHMU3alMU 110 IPEAOCTaBICHUIO YYETHOU
JOKYMEHTAIUN

[lopsmox  mpoBemeHUs  3aKyMOYHBIX  mporeayp u  odopmieHus
CONYTCTBYIOIIECH JOKYMEHTAIUU

HOJII/ITI/IKaYHpaBHeHI/IH MEPCOHAJIOM U COLMAJIbHAs IMMOJIMTUKA OpraHu3alnun

OpraHu3aliOHHO-IITaTHAS CTPYKTYpa OpraHu3aluu

]_IeJ'II/I U CTpaTerus pasBUTHA OpraHHU3allnun

busHec-1uran n GM3HEC-NIPOLIECCH OPTaHU3AIIH

TpynoBoe 3aKOHOAATEIBCTBO M MHBIE AKTHI, COAEPKALINE HOPMBI TPYAOBOTO
npasa

OCHOBBI apXWBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIC TPABOBBIC AKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALUU 110 IIEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHOIaTeNbeTBa Poccuiickoit denepanmu

OCHOBBI MUTPAIIMOHHOTO 3aKOHOaTeNnbeTBa Poccuiickoit denepanuu, B 4acTu
MPUBJICYEHUS] W TPYJOYCTPONCTBA HWHOCTPAHHBIX TpakgaH U Jul 0e3
IPaKJaHCTBA

OCHOBEI AIMUHHUCTPATUBHOI'O 3aKOHOJATCIIBCTBA B obnactu YIIPAaBJIICHUA
NEPCOHAIOM U OTBECTCTBCHHOCTHU JOJLDKHOCTHBIX JIMI]

3akoHogarenscTBO Poccuiickoit deneparinu o nepcoHanbHBIX TaHHBIX

JlokanbHbIe HOPMATHBHBIC TOKYMEHTBI OpraHU3aIlMU B O0JACTH YIPaBICHUS
HIEPCOHAIOM

[Tops ok 3aKiI0OUeHUs T0TOBOPOB (KOHTPAKTOB)

HOpMBI O9THUKHU JCJIOBOTO O6H_IGHI/ISI

ba3oBbie 0CHOBBI HH)OPMATHKH, CTPYKTYPHOE IMOCTPOCHHE HH(POPMAIMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUMHU

Apyrue
XAPaAKTCPUCTHUKHU
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3.8. O6001menHas TpyaoBasi QyHKIMS

HanmenoBanue

Crpateruyeckoe ynpapieHUE
[IEPCOHAJIOM OpPTraHU3aLUH

H YpoBeHb 7

Ko
A KBaJTU(UKAITHA

IIpoucxoxaeHue
000011IeHHON TPYAOBOI
¢GbyHKIAN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJIA

Kong Peructpanuonsslii Homep
OpHUTHHAJIa MPOPECCHOHATHHOTO CTaHAapTa

Bo3MoxHEIE
HaVMEHOBaHUS
TOJKHOCTEH,
npodeccuit

Buie-npe3uaeHT no ynpapIeHUIO IEPCOHATIOM

JupekTop 1o nepcoHany

JupexTop 1o yrnpapjieHUIO NEPCOHATIOM

3aMecTuTeNb reHepaIbHOr0 JUPEKTOPA 10 YIPABIECHUIO IEPCOHATIOM

TpeboBanus
00pa30BaHMIO
00y4eHUIO

Beiciiee oOpa3oBaHue — CIEUATUTET, MaruCTpaTypa

JononuauTtenbHOE IpodeccroHanbHOoe 00pa3oBaHUE — IPOTPAMMBI
npodeccHoHaIbHON NEePEernoAroTOBKY B 00IaCTH YIIPABICHUS MIEPCOHAIIOM,
CTPATETUYECKOTO U ONEPALMOHHOTO YIIPABJICHUS, SKOHOMUKN OPTaHU3AIHH;
IpOrpaMMBbI MTOBBIIICHNS KBATM(HUKAINY B 00IaCTH yIPABICHUS IIEPCOHAIOM,
CTPATETHYECKOTO U ONEPALMOHHOTO YIIPABICHUS

TpeboBanus K OnBITY
NpPaKTHYECKOI paboThI

He menee nsitu neT B 0671aCTH yIpaBlieHUs! IEPCOHAIIOM Ha PYKOBOJSIINX
JOJDKHOCTSX

Oco0bie ycroBus
J0IycKa K pabore

HApyrue
XAPAKTCPUCTHUKHU

JIOOTHUTENBHBIE XapaKTEPUCTUKH

HaumeHnoBanue 6a30Boii rpynimbl, JOIKHOCTH
HaumeHnoBaHue 1O0KyMeHTa Kon
(mpodeccun) wim cnenuanTbHOCTH
OK3 1232 PykoBoauTenu noapasaeneHuii (Ciry:x0) yrpaBieHus
KaJpaMH U TPYIOBBIMU OTHOLICHUSIMHU
EKC - 3amMecTuTeNh TUPEKTOPa MO YIPABICHHUIO IEPCOHAIOM
OKIIATP 24063 | MeHemxkep Mo mepcoHaITy

3.8.1. TpynoBasi pyHkuus

PazpaboTkacucTeMbICTpaTerHuecKOroynpaBieHus H/01. | Yposenb
HanmeHnoBanue TIEPCOHAIOM OPTaHM3aLHH Kon 7 (moypoBeHb) 7
KBaJTU(UKAITHN
gsgz;xlmﬂe}me TPyHOBOH Opururan X 3auMCTBOBAaHO U3 OpUTHHAIA

Kon Peructpanuonsslit Homep
opuUruHaia npohecCHOHAIBHOIO CTaHAapTa
TpynoBsie neicTBUs Ananus YCHEUIHBIX KOPIOPaTUBHBIX MPaKTUK o
OpTraHru3alHUCTPATCTUICCKOTO YIIpaBJICHUA nepcoHaioM
OpraHW3aIii,0pTraHU3alIMOHHOTO  TPOSKTHPOBAHMUS U B3aMMOJICHCTBHS

MOApa3IeICHUI

ITocTaHOBKA CTpAaTErnUECKUX 1EJEH B YIIPABICHUH MTEPCOHATIOM
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Pa3zpaGoTka KOpmopaTMBHOW MOJUTHUKM, IUIAHOB, MpPOrpamMM, HpOLENyp U
TEXHOJIOTHH 110 YIIPABJICHUIO IEPCOHATIOM

Pa3paboTka KOpIOpaTHBHOW KYJIBTYPbl M COIHAJIbHOW ITOJUTHKU, CHCTEM
MOTHUBAINH, YPPEKTUBHOCTH, OLIEHKU M Pa3BUTHA MIEPCOHATIA

(DOpMI/IPOBaHI/IC CHUCTEMBI OIIIAThl U OpraHu3allin Tpyda

Pa3paboTka oOpraHu3allMOHHOW CTPYKTYpbI, IUIAHMPOBaHUE MOTPEOHOCTH B
[IEPCOHAJIE OpraHU3aIUU

Pa3paboTrka mporpamMM, NPUHIUIOB  CTaHIAPTHU3AIMH, yHUDHUKAIWH,
ABTOMATHU3AIMK IIPOLECCOB YIIPABJICHUS MEPCOHATIOM U 0€30MacHBIX YCIOBUI

Tpyda

®opmupoBaHue OrokeTa Ha IEpPCOHajl, TEXHOJOrHil ayauta paboThl C
IIEPCOHAJIOM M KOHTPOJUIMHIA

HeoOxomumbie ymeHust

P33pa6aTBIBaTI) CTPaTCrun 1 MOJUTHUKU B YIIPABJICHUHU IIEPCOHAIIOM

CoznlaBaTh M ONMCHIBATH OPraHU3ALMOHHYIO CTPYKTYpy, LENIH, 3aJaud,
(GYHKLINU CTPYKTYPHBIX MOAPA3ACICHUN U TOJKHOCTHBIX JIUI]

IIpumeHATh METOABI  YHPAaBICHUS  MEKIWYHOCTHBIMH  OTHOILICHUSIMH,
dbopMupOBaHUA KOMaHH, pa3BUTHUS JHMJIEPCTBA M  HCIOJIHUTEIBHOCTH,
BBISIBJICHUS TAJIAHTOB, ONPEICIICHHS YIOBICTBOPEHHOCTH PabOTOM

OHpe,I[eJ'IHTL U aHAJIM3UPOBATb BHYTPCHHUC KOMMYHHUKAIIUHU, MOACINPOBATH
IMMOBCACHHUC IICPCOHAIA

Hpe,I[CTaBJ'IHTB HHTEPCChbl OpraHu3anuu B TOCYAApPCTBCHHBIX OpPraHax,BO
B3aHMOI[CfICTBHH C HpO(bCOIO3aMI/I, HHBIMH MNPCACTABUTCIbHBIMU OpraHaMunu
pa6OTHI/IKOB I10 BOIIpOCaM IICpCOHAIa

CocTaBisiTh, paccuuThIBaTh, KOPPEKTHUPOBAaTh M KOHTPOJIMPOBATH CTAaThbU
pacxooB OwkeToB M (OHJOB Ha IMPOrpaMMbl U MEpPONPUSATHS IO
YIIPABJICHUIO TEPCOHAIOM OpraHU3aALNU

HpOBO,[[I/ITB AyaIUT U KOHTPOJUJIMHT B oOmactu YIIpaBJICHUA [ICPCOHAIIOM

Pa3pabaTsiBaTh KOpPIOpPAaTUBHBIE COLUATBHBIE IPOTPAMMBbI

Bectu MEPETOBOPLI o BOIIpOCaM conuaJibHOIro IMapTHEPCTBA C
MNpEaACTAaBUTCIIbHBIMH OpraHaMun pa6 OTHHKOB

Paborath ¢ MHQOpPMAITMOHHBIMU cHUCTEMaMU M 0a3aMH JaHHBIX IO BOIPOCaM
YIIPABJICHUS IEPCOHATIOM

Opranu3oBbIBaTh MEPOMPUATHS MO OOECIICUECHUIO BBIMOJIHEHUSI TpeOOBaHUM
OXpaHbl TpyJa B COOTBETCTBHM C JEHUCTBYIOIIMM 3aKOHOJATEIHCTBOM
Poccuiickoit denepanuu U JJOKAIbHBIMU aKTaMU OpraHU3aluu

OpraHu30BbIBaTh U MPOBOAUTH MEPOIPHUSITHS C MIEPCOHAIIOM B COOTBETCTBHE
C KOpPIIOPAaTUBHOM COLIMATIbHOM MTOJIUTUKOMN

Co0mr01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

HCO6XO,Z[I/IMLIC 3HaHUA

MeToabl ynpaBieHHs pa3BUTHEM U 3((GEKTUBHOCTHIO OpraHU3alMy, aHATH3a
BBIITOJIHEHHUS [IJIJAHOB M MPOrPaMM, ONPEACICHHS WX HSKOHOMHYECKOM
3¢ (HEeKTUBHOCTH

MeTtoibl OLIEHKH padOThl CTPYKTYPHBIX HOJpa3feieHuil, pe3yabTaToB Tpyaa
nepcoHala

MGTO)II)I MMPOBCACHUA ayJUTOB, KOHTPOJUIMHI'A YIIPABJICHUYCCKHUX IPOICCCOB

Mertoanl aHaIK3a KOJUYSCTBEHHOI0 U Ka4eCTBEHHOI'O COCTaBa nepcoHajia

CucTeMbl cTaHIapTOB MO OM3HEC-TIpolieccaM, IpodeccusiM, HOPMBI TPyAa

Cucrempl, ™meroabl U (OpMBI MaTepUaIbHOTO M  HEMaTepHaIbHOTO
CTUMYJIMPOBAHUS TPYyAa IIEpCOHaNIa

Merto/pl aHaTHM3a COMMATBHBIX TPOTPAMM H OTIPEIICIICHHS X SKOHOMUYIECKOM
3¢ (HEeKTUBHOCTH

TexHonoruu u MeTo bl GOPMUPOBAHMS U KOHTPOJISI OI0/IKETOB Ha IIEpCOHA
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TpebGoBanust OXpaHbl U OE30TACHBIX YCIOBUN TPY/ia

HeJII/I, CTPATCruAa U KaJpoBas INOJIUTUKA OpraHru3alnun

OCHOBBI TEXHOJIOTHU MMPOU3BOACTBA U ACATCIIbHOCTU OpraHru3alun

OCHOBEI COMOJIOTHUH, IICUXOJIOT'MU U SKOHOMUKHU TPpyada

OCHOBBI YIpaBJICHHA CONUAJIbHBIM PA3BUTUCM OpraHu3allin

MGTOHBI IMPOBCACHUA CONUOJIOTNYCCKUX I/ICCJIeI[OBaHI/If/'I, HN3YUCHUA
06H_ICCTBCHHOFO MHCHUS

CrtpykTypa opraHuzanuu

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AKThl, COJAEPIKAIINE HOPMbI TPYAOBOTO
pasa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHBHBIE IPABOBHIE AKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALMU 11O IEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNbecTBA Poccuiickoit denepanuun

OcCHOBBI MHIPAaLIMOHHOTO 3aKoHoJaTenbcTBa Poccuiickoit ®enepanuu, B
YacTU NPUBJICYECHUS M TPYLOYCTPOMCTBa MHOCTPAHHBIX TPaKAaH M JHIl 0e3
IPAKIaHCTBA

OCHOBEBI AJIMUHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B obnactu YIIpaBJICHUA
MEpCoHaJIOM U OTBETCTBCHHOCTH JOJIDKHOCTHBIX JIMIL

3akoHomarenbcTBO Poccuiickoii denepanuul 0 MepCcoOHATbHBIX TAHHBIX

JIokanbHBIC HOPMATUBHBLIC AaKTbl OpraHu3alliid B obractu YIIpaBJICHUA
MepCoHaIOM

[lopsiiok 3aKiitoueHus 10roBOpoB (KOHTPAKTOB)

HopMmpbl 3THKH J1€7T0BOTO OOIICHUS

OcHoBbI HHPOPMATUKH, CTPYKTYPHOE MOCTPOCHNUE NH(OPMALIMOHHBIX CHUCTEM
U 0OCOOCHHOCTH pabOThl ¢ HUIMHU

Jpyrue xapakTepucTuKu

3.8.2. TpynoBasi pyHkuus

Peanu3zanus cuctempl CTpaTernyecKkoro Yposenn
HaumenoBatue | yrnapnenmst mepcoHasoM OpraHH3aIiu Kon | H/02.7 | (nomyposen) 7
KBajHpuKauu

IIpoucxoxaenue Tpy0BOH
GbyHKIUN

OpuruHan X 3aMMCTBOBAHO U3 OpUTHHAJIA

TpynoBsie 1elCTBUS

Kon PeructpanuoHHsiil HoMep
OopHUruHasia npodeccHOHAIBHOTO CTaHAapTa

[[nanupoBaHue AESITEIBPHOCTH U pa3padOTKa MEPONPHUATHN IO YINPABICHUIO
MEPCOHAJIOM ISl PEAIM3ALIMU CTPATErMYECKUX LIEIEN OpraHu3aliu
Buenpenue mnonuTHK, IMUIAHOB, MPOTPaMM, MPOLEAYP M TEXHOJOTHM 1O
YIPABIICHUIO IIEPCOHAIOM

[TocTpoeHne opraHu3alMOHHON CTPYKTYPHI C YUE€TOM IIJIAHOBOW MOTPEOHOCTH
B IIEPCOHAJIEH B3aUMOAEHCTBUS CTPYKTYPHBIX MOIPA3JACIICHUN OpraHu3aliu
Buenpenvne wu noanepKaHUEKOPHOPATHBHOM KYJIBTYPbl U COUUAIBHOMN
MOJIUTUKU,CUCTEM MOTHBAIMK, J(P(OEKTUBHOCTH, OICHKH U Pa3BUTHUSL
nepcoHana

BHGI[peHI/Ie )41 NOoAACPKAHUCCUCTCMBIOPIraHU3 Al Tpyda u OIJIaThI
nepcoHaia

VYnpaBineHne BHEOPEHHEM MPOrpaMM H  MPUHIMIIOB CTAaHAApTU3AIlHH,
yHU(]UKAIMY, aBTOMATH3alMH [POLECCOB YIPABICHHS MEPCOHAIOM U
0e30MacHbBIX YCIOBUH Tpya
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Opranu3anus TNpoBEACHMs ayAuTa M KOHTPOJUIMHIA B  yIPaBJICHUU
[IEPCOHAJIOM

[ToctaHoBKa  3amad  PYKOBOJMUTEISIM  CTPYKTYPHBIX  IOJpa3/eieHuH,
OIpe/ieSIEHuE MaTepUAIbHO-TEXHUYECKUX PECYPCOB JUIsl X BBIIOJIHEHUS
AHaJIn3 OTYETHOCTHUIIO YIPABJICHUIO IIEPCOHAIOM U BBISBIEHUE PECYPCOB 110
YIYULIEHUIO AESITEIbHOCTH OpraHU3aluu

CornacoBaHue yCIOBUH 3aK/IH0YAEMbIX JJOFOBOPOB 10 BOIPOCAM YIPABICHHUS
[IEPCOHAJIOM

Opranu3anys NpoBeIeHHs 3aKyIOYHbIX IPOLEIYp [0 BOIPOCaM YIPaBICHUS
NEPCOHATIOM B O(OPMIICHHSI COITYTCTBYIOIEH TOKYMEHTALUU TI0 HUM
®dopmupoBaHue OO/pKeTa Ha IEPCOHAN, TEXHOJIOTMH ayauTa paboThl C
[IEPCOHAJIOM U KOHTPOJUIMHIA

[TpumeHeHue K pabOTHHKAM Mep MOOIIPEHUS U AUCIUITIMHAPHOTO B3bICKAHUS
[Tpon3BoauTh aHanNM3 JEATEIBHOCTH [0  YIPABJICHUIO IEPCOHAJIOM,
pa3pabatbIBaTh mokazaTenu 3hekTuBHOCTH pabOTHI

DopMUPOBaTh IJIaHBI K MEPOIPUATHS 10 YIIPABICHUIO IEPCOHATIOM
PaccuuTbiBaTh OIO/PKET B 00J1aCTH YIPABJIEHUS NEPCOHATIOM

OnpenensaTs 30HBI OTBETCTBEHHOCTH PAaOOTHHUKOB U MOAPA3ACICHUN, CTAaBUTh
3aJjaud PYKOBOJUTENSAM IOApa3AeieHui M olecrneynBaTh pecypchl Uil UX
MCIIOJTHEHUS

KoHTpoanpoBaTk U KOPPEKTUPOBATh UCIOJIHEHUE MTOPYUEHHUH U 3a1a4
YupaBasate 3QPEKTUBHOCTBIO ¥ BOBJICUEHHOCTBHIO MEPCOHANA, TUCIUILIHHOMN
TpyZAa U cobitoieHneM 0e30MacHbIX YCIOBHM TpyAa

Bectu neperoBopsl 1o BorpocaM COLUAIbHOIO NAapTHEPCTBA U MPEACTABIAThH
UHTEpEChl OpraHM3allMU B TOCYJIApCTBEHHBIX OpraHax, NMpo(ecCHOHaIbHBIX
COI03axX U APYTUX MPEACTaBUTENbHBIX OpraHax pabOTHHUKOB, U OPraHU3ALUAX
10 BOIIPOCaM IEpcoHala

Paborare ¢ MHpOpMAIIMOHHBIMY cHCTEMaMH M 0a3aMu JAaHHBIX IO BOIIPOCaM
YIPaBJIEHUS IEPCOHATIOM

[TpoBOAMTDH ayIUT M KOHTPOJUIMHT B 00JaCTH yIPaBICHUS IEPCOHATIOM
®opmMupoBaTh U MPOBOAMTH COLUUAIBHYIO MOJUTUKY M COLUAIbHbIE
IPOTPaMMBI

Bectu meperoBopbl ¢ IMOCTAaBIIMKAMM YCIAYT MO YCJIOBHUSM 3aKIIFOUYAaEMBIX
JIOTOBOPOB

[Tpou3BOaUTE 3aKyNoOYHbIE NPOUEAYPHl, OQOPMIATH U AHAIU3UPOBATH
3aKyNOYHYIO JOKYMEHTALUIO

Co0r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI

Metoab! ynpaBiaeHHsl pa3BUTHEM U 3PPEKTUBHOCTbIO OpraHU3alluy, METO/IbI
aHaJIM3a BBIMOJIHEHUS TUIAHOB U IPOTrpaMM, ONpeeNIeHUs] X SKOHOMHYECKOH

3¢ (HEeKTUBHOCTH
Opranu3anys yrpaBieHHs pa3BUTHEM OpPTaHU3aI[UH
Teopun  ympaBiieHUss ~ OpraHM3alMeil,  TMOJUTHKA W CTpaTerus

yIIpaBJICHUSTICPCOHATIOM
Metoapl aHanM3a BBINOJHEHHMS IJJAHOB M 33734, ONPEACNCHHUS HX
SKOHOMHUYECKOH 2P PEKTUBHOCTH

MeToab! OLIEHKH, Pe3yIbTaToB U 3PPEKTUBHOCTH TPyIa

MeTobl BHEJIPEHUS CHCTEMBI YIIPABJICHHUS IEPCOHATIOM

OcHOBBI paOOTHI 110 TPOGOpUEHTAITNN

MeToauKH IUTaHUPOBAHUS U TIPOTHO3UPOBAHUS TIOTPEOHOCTH B TIEPCOHAIIE
[lenu, cTparerus pa3BUTHA U OU3HEC-IIJIAaH OPraHU3aLUU

Teopuun 1 MeTo 161 HOPMUPOBAHUIO OPEHIAa OPraHU3AIIH
TpeboBanust OXpaHbl 1 OE30MACHBIX YCIOBUM TPyAa
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MeTtoauku pa3paOOTKH U BHEIPEHUS TOKAIBHBIX HOPMAaTUBHBIX aKTOB

[Topsimok 3aKiiOueHUs TPYAOBBIX JIOTOBOPOB, DPETYJIUPOBAaHUS TPYIOBBIX
CIIOpPOB

OCHOBBI COLIMOJIOTUH, IICUXOJIOTUM, SKOHOMMKM Tpylda U YIpPaBICHUS
COLMAJIBHBIM PAa3BUTHEM OpraHU3aluu

Metonpl  MpOBENEHUS  COLMOJIOIMYECKMX  MCCIEAOBAHUH,  W3YyYEHUs
00I11eCTBEHHOI'O MHEHUS

TexHonoruu TPOBEACHUSI ayauTa W KOHTPOJUIMHIA B  YIPaBICHUU
IEepCOHAIOM

[Topsimok  mpoBeneHHMs ~— 3aKyNOYHBIX — mpoueayp ©u  oopmieHHS
COIIYTCTBYIOILEH TOKyMEHTalluu

TexHonoruu, craHgapTH3alys, YHU(DHUKAIMSI, aBTOMATH3alMs MPOIECCOB
yIpaBJIEHUS IEPCOHAIOM

CTpyKTypa Opranuszanuu

TpynoBoe 3aKOHO/ATENbCTBO U MHBIE aKThl, COJAEPIKAIINE HOPMbI TPYI0BOTO
npaBa

OCHOBBI apXMBHOT'O 3aKOHOJATEIbCTBA W HOPMATUBHBIE IPABOBBIE aKTbI
Poccuiickoii @eneparuu, B 4aCTH BeICHHUs JOKYMEHTALIUH 110 IIEPCOHATTY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBA Poccuiickoit @enepanuun

OCHOBBI MHIPAaLIMOHHOTO 3aKoHonaTenbcTBa Poccuiickonn ®Penepauuu, B
YacTU TIPUBJICYCHUS M TPYIOYCTPOMCTBA MHOCTPAHHBIX TPAKIAaH M JHIl 03
IpaXkJJaHCTBa

OcCHOBBI aJIMMHHMCTPAaTUBHOI'O 3aKOHOJATENbCTBA B 00JAaCTU yIpPaBICHUS
IIEPCOHATIOM M OTBETCTBEHHOCTH JJOJPKHOCTHBIX JIMI

3akoHoaarenscTBO Poccuiickoit denepaiinu o nepcoHanbHbIX JaHHBIX
[Topsiiok 3aKiIH04YEHUs TOTOBOPOB (KOHTPAKTOB)

JlokasibHbIE HOPMATHBHBIE AKThI B 00J1aCTH YIPABJIEHUS IEPCOHATIOM

HopMmbl 3THKH A€T0BOTO OOLIEHUS

bazoBbie OCHOBBI MH(OPMATHKH, CTPYKTYpHOE MIOCTPOEHHE
UH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl ¢ HUMH

3.8.3. TpynoBasi pyHkuus

AJIMAHHCTPUPOBAHHUE MPOLECCOB U YpoBeHb
HaumenoBanne | JOKYMEHTOOOOPOTA MO CTPATETHUECKOMY Koxn | H/03.7 | (moaypoBens) 7
YIPABJICHUIO [IEPCOHATIOM OpraHU3aIuN KBanuukarum

IIpoucxoxaeHue Tpya0BOi
byHKITIN

OpuruHan X 3anMCTBOBAaHO M3 OpUTHMHATIA

TpynoBsle 1elcTBUS

Kon Perucrpanmonusiii Homep
OpUTHHANA MPOPECCHOHATLHOTO CTaHIapTa

AHanmM3  MPOIECCOB  JOKYMEHTOOOOpPOTa,  JIOKATbHBIX  JOKYMEHTOB
MOBOIMPOCAaM YIIPABJICHUS TEPCOHAIIOM, OH3HEC-MPOIECCOB OPraHU3AINH,
yIIOBJIETBOPEHHOCTH TIEPCOHAA

JlokyMeHTarmoHHOe opopMIIEHHE PE3yabTATOB YIIPABIICHHUS IEPCOHATIOM, €r0
aynuTa, paboThl CTPYKTYPHBIX TOApa3IeIeHUN

JIOKyMEHTAIIMOHHOE ¥ OPTaHHU3AIlMOHHOE COMPOBOXKIECHUE CTPATETHUECKOTO
yIIpaBJICHUS IEPCOHAIOM U Pa0OTHI CTPYKTYPHBIX TOpPa3IeIICHHUMA

[ToxroroBka MmpemIokKEeHUH MO Pa3BUTHIO CUCTEM YIPABJICHUS IEPCOHATIOM,
0 HEOOXOAWMBIM KOPPEKTHUPYIOUIMM U NPEBCHTUBHBIM MEpaM H 10
HOBBIIIIEHUIO 3(PPEKTUBHOCTU PabOTHI CTPYKTYPHBIX MOApPA3IeICHHHA
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KoHTposib mporieccoB B 007acTH  ympaBleHUS TIEPCOHATIOM M PabOTHI
CTPYKTYPHBIX HOJpa3AEICHUI, CPABHEHUE U aHAJIMU3 MPOLIECCOB, PE3YJITaTOB
VIPaBICHUYECKUX MEPONPUITUN, oOmpeaeacHrue (HaKTOpPOB, BbI3BIBAIOIIMX
OTKJIOHEHHE OT IJIAHOBBIX IOKa3aTeei

CornacoBanve M KOHTPOJb JOTOBOPOB IO BOIpOCaM U CHUCTEMaM
CTPATeTMYECKOro  YNpaBJIEHUS  NEPCOHAIOMU  paboTe  CTPYKTYPHBIX
MO/Apa3/ieJIEHUN,0pranu3alis IPoLEeIypIIO UX 3aKIIFOUECHUIO

[TonroroBka pe3yiabTaTOB aHalIM3a COOTBETCTBUS OpraHM3alMM U OILIAThI
TpyJla IEPCOHAJIA YCIEIIHBIM KOPIIOPATUBHBIM IPAKTUKAM

Breimonnenue TpeOOBaHWI 1O XpaHCHHIO WHPOPMAIMU O pe3yiIbTaTax
JNEHCTBUSL CHCTEM CTPAaTErHuYecKOro YIpaBieHHs MEePCOHAIOM U pPabOThI
CTPYKTYPHBIX I1OJIpa3AcIICHUI

AHanu3upoBarth, pazpabaTeiBaTh U OPOPMIIATH JOKYMEHTHI MO IpoIeccam U
pe3yibTataM  YIOpaBJI€HHs  HEpcoOHAIoM U paboTe  CTPYKTYpPHBIX
MoJIpa3eIeHu !

[TpuMeHsTh MeTO/Ibl aHaIM3a OU3HEC-TIPOLIECCOB OPraHU3aAIMH

Omnpenendarb HporpamMmbl  JOCTHXKEHMSI LElNe W pelmeHus  3agad
MoApa3IeICHUIM

[IpoBOIUTH ayAUT CUCTEMBI YIIPABJICHUS IEPCOHATIOM

[IpoBOIUTH KOHTPOJUIMHT CUCTEMBI YIIPABICHUS IEPCOHATIOM
KonTtponupoBarh OOMKET Ha MEpPCOHal W YIpaBJIEHHE pacxoJaMH Ha
IepcoHal

OpranuzoBbIBaTh COIPOBOXKJIEHUE JIOTOBOPOB IO BOIIPOCAaM YIPaBICHUS
MIEPCOHAJIOM, BKJIIOYAs PEABAPUTEIBHBIC MPOLEAYPHI 110 UX 3aKIFOUECHUIO
Opranu30BbIBaTh 3aKYIMOYHBIE TMPOIEAYPHI, OQOPMIAT, U aHAIU3UPOBATH
3aKyIMOYHYIO JOKYMEHTAIUIO

KoHTponupoBaTh M aHaIM3UPOBATH BOIPOCH COLMAIBLHOTO TAapTHEPCTBA,
JIOTOBOPBI MOCTaBUIMKOB YCIIYT

[IpoBoUTH TEpPETOBOPHl W MPEACTABIATh HWHTEPEChl OpTraHHW3allid B
TOCYIapCTBEHHBIX OpraHax, Npo(ecCHOHATbHBIX COM3aX H  JIPYTHX
MPEJACTABUTENBHBIX OpraHax paOOTHUKOB W OpraHU3alMsIX IO BOIPOCAM
nepcoHana

Bectu nenoByro nepenucky

PaboraTe ¢ HHPOPMAIIMOHHBIMY cUCTEMaMH U 0a3aMH IaHHBIX O TEPCOHATY,
CUCTEMaM YIpaBJIEHUS [EPCOHAJIOM M  OpraHu3allUu  JIeATeIbHOCTH
CTPYKTYPHBIX MOAPAa3AeICHUN

ObecrieunBaTh  KagpoBOE  JIEJONPOU3BOJICTBO M JIOKYMEHTAllMOHHOE
COIIPOBOKJCHHE TIPOLIECCOB MO YIPABIEHUIO IEpPCOHATIOM U  paboTe
CTPYKTYPHBIX MOJIpa3aeIICHUI

Opranu3oBbIBaTh XpaHEHUE JTOKYMEHTOB B COOTBETCTBUU C TPeOOBaHUSMU
TPYAOBOTO W AapXWBHOIO 3aKoHozarelbcTBa Poccuiickoir denepauuii u
JIOKaJbHBIMHU aKTaMU OpTraHu3aluu

Co0r01aTh HOPMBI OTHKH JIEJIOBOTO OOIIICHUSI

KopnopatuBHasi KynbTypa, COUMaNbHAS TMOJIUTHKA, CUCTEMbl MOTHUBALMHU U
3¢ ()EeKTUBHOCTH YIIpaBICHUS [IEPCOHATIOM

Mertonsl ympaBiieHus pa3BUTHEM U ((EKTUBHOCTHIO OpTaHHU3aAIUH, METO/IbI
aHaJM3a BBITIOJHEHUS TJIAHOB U MPOTPAaMM, OMPEIEICHUS UX YIKOHOMHUYECKOM
3¢ (HEeKTUBHOCTH

Meronpl NpoBeAEHUs ayAUTa, KOHTPOJIA OINEPATUBHBIX YIPABICHYECKUX
IIPOLIECCOB, COLIMOJIOTMYECKUX UCCIIEOBAHUN

busHec-mian u 6M3Hec-mpoIecchl OpraHu3aluu

BrogxeTHOE MPOEKTHpPOBaHKE
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OpraHu3anroHHOE MPOESKTUPOBAHHE

@opmbI, METOABI M CHUCTEMBl MAaTEPUAIBHOIO W HEMATEPUATIBLHOIO
CTUMYJIMPOBAHUA TPy/ia IepCoOHaJIa

Cucrembl CTaHJapTOB o Ou3Hec-mpoIeccam, npodeccusim
(cTIeMaNbHOCTSIM), HOPMBI TPYJa

MeTobl aHaM3a KOJIMYECTBEHHOTO U KAYECTBEHHOTO COCTaBa NepcoHaia
Kanpoas nosmruka opraHu3alnuu

[Topsimox opmupoBaHus, BeAcHHs OaHKa MaHHBIX M MPEIOCTABICHUS
OTYETHOCTHU IO CHCTEMaM YIPAaBIIEHUS MEPCOHAIOM U pabOTe CTPYKTYPHBIX
MoApa3IeICHHUI

OCHOBBI  JIOKYMEHTAILIMOHHOTO  OOecredyeHus, MOpsAIoK  ohopMIIeHUS
JIOKYMEHTOB, MPEAOCTABIIIEMBIX B rOCyJ1apCTBEHHBIE OpraHsbl,
npoecCuoHaNbHBIE CO03bI, 00IIECTBEHHbIE OpraHU3AINH

[enu 1 cTparerust pa3BUTUSL OPTaHU3ALUU

[Topsimok  mpoBeneHHs]  3aKYMOYHBIX  MHpoueayp ©H  oQopMIEHUSA
CONYTCTBYIOIIEH TOKYMEHTalUU

HopmaTuBHbIE TpaBOBBIE aKThl, PETYIHPYIOIIME IpaBa U OOSI3aHHOCTH
rOCYJapCTBEHHBIX OpPraHOB W OPTraHM3alUU MO MPEJOCTABICHUIO YYETHOU
JIOKYMEHTAUH

CTpykTypa oOpraHuM3alMi ¥  BaKaHTHbIE JIOJDKHOCTH  (mpodeccuu,
CIEIHAIbHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M UHBIE aKThl, COJAEPKALLNUE HOPMBI TPYAOBOIO
rpasa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATUBHBIE IPABOBHIE AKThI
Poccuiickoit @eaepanuu, B 4aCTH BEAECHUS JOKYMEHTALIMU IO IEPCOHATY
OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

OcCHOBBI MHIPALIMOHHOTO 3aKoHoJaTenbcTBa Poccuiickoit ®enepanuu, B
YacTU TPUBIICYCHUS] U TPYAOYCTPOWCTBA MHOCTPAHHBIX TPAKIAH U JHIl Oe3
rpaxJaHcTBa

OCHOBBI JIMHUHHCTPATHBHOTO 3aKOHOJATENhCTBA B O0JACTU yIpaBICHUS
MEPCOHAJIOM U OTBETCTBEHHOCTH JOJKHOCTHBIX JIUI]

3akoHonarenbcTBO Poccuiickoit denepaiv 0 NepcoOHAIbHBIX JTAHHBIX
JlokanpHblE HOPMATHBHBIE AaKThl OpraHU3AIMM B OO0JACTH yNpaBIICHUS
[IEPCOHAIIOM

[TopsiioK 3aKITFOYEHUS T0TOBOPOB (KOHTPAKTOB)

HopMbI 5TukH 1emoBoro oomeHus

bazoBbie OCHOBBI nH(pOpMaTHKH, CTPYKTYpPHOE MOCTPOEHUE
WH(GOPMAIIMOHHBIX CUCTEM M OCOOEHHOCTH PabOTHI C HUMHU

V. CBenenusi 00 opranusanusix—pa3padoTynkaxnpodeccuoHaaIbLHOr0 CTaHIaApPTA

4.1. OTBeTCcTBEHHAs1 OPraHM3aALUA-Pa3padoTYUK

O6mepoccuiickoeoobenmHEHNE padoTonaTeneii «Poccuiickuii Cor03 MPOMBIIIJIEHHUKOB U
npeanpuHUMaTesei», ropoa Mocksa

Wcnonnnrensubiil Bunie-npe3nieHT Ky3pmus Jmutpuii Bnagumuposuy

4.2. HammMeHOBaHNs OpPraHu3anuii-pa3padoTInKoB

1 \ AHO «HanmoHansHOE areHTCTBO Pa3BUTHS KBaTU(DUKAIU», ropos MockBa
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2 | Accommarus (Coro3) «Accoruanys KOHCYJIbTaHTOB TI0 MOA00PY MepcoHaiay, ropo Mocksa

3 | I'pynma HeadHunter, ropox Mocksa

4 3A0 «KPOK I/IHKOPHOPEPITEI[, ropoj Mocksa

5 | UudopmanmonHo-anamutudeckuii neHTp «Kaapossrit Jlozop», ropox Mocksa

6 | MI'O «OITOPA POCCHWM», ropog Mocksa

7 | MexayHapoaHas acCcolMaltsl IEJI0BOT0 COTPYAHHUECTBa, ropoa MockBa

8 | HOUY AIIO «MHCcTUTYT npohecCHOHAIBHOTO KaJpOBHKay, Topoa MockBa

9 HIT «Accommanus EBpomneiickoro 6uzneca», ropox Mocksa

10 | HIT «BKK — HarmoHaapHBIN COFO3 KaIpOBUKOBY, Topoa MockBa

11 | HIT «MexayHapoaabiid anbsHc « TpynoBas Murpamus», ropoa MockBa

12 | HII «HauuonanbHas accounanus OpUCHBIX CIIEHUATUCTOB U aIMUHUCTPATUBHBIX PAOOTHUKOBY,
ropoa Mocksa

13 | HI1 MHO «Accoumanus meHemkepoB Poccuny, ropoa Mocksa

14 | HIT CYPD «HanmonanbHas koH(penepanus «Pa3BuTie 4eI0BeYECKOro KaruTanay, Topo
Mocksa

15 | OAO «BAHX» (I'AO BBL), ropox Mocksa

16 | OAO «l"a3mpom HedTh-HoBocubupck», ropoa HoBocubupck

17 | OAO «O0BbeTMHEHHAS CYIOCTPOUTEIbHAS KOPIIOpanus», ropo Mocksa

18 | OAO «PX», roponq Mocksa

19 | OAO «Caxamun DHepmku MaBectmenT Komnanny, ropos FOxuo-CaxanmHck

20 | OAO «Tarnedtp» nmenu B.JI. [llammna, ropon Kazanb

21 | OAO «Hayuno-npousBojcTBeHHOE o0beanHeHne «Haykay, ropon MockBa

22 | OO0 «LG Electronics Rusy», roponMockBa

23 | OO0 «buznec Ilcuxomorn SHL Russia & CIS HII», ropox Mocksa

24 | OO0 «M1T-CK», ropog MockBa

25 | OO0 «Jlykonn-UnmxuaupHHTY, ropo MockBa

26 | OO0 «OKBb 3enut», ropoax Mocksa

27 | OO0 «Ilerpommym Tpeitauary, Topog Mocksa

28 | OO0 «Ilonurpag-3amura», ropog Mocksa

29 | OO0 «llentp xaapoBbix TexHONOTHI — O0ydeHne. CTaxupoBKkH. TpynoycTpocTBOY, TOPOT
Mocksa

30 | Poccwuiickoe npeacraButenbcTBO «Coleman Services UK» («Koynman CepBrcus»), Topot
Mocksa

31 | ToproBo-npomsbinuieHHas naiara Poccuiickoit @eneparuu, ropog Mocksa

32 | ®I'bOY BIIO «MoCKOBCKHIA TOCYIapCTBEHHBIN yHHBEpcHTET MMeHH M. B. JlomoHOCOBaY,
[lIxona qupexTopa 1o nepcoxany, ropoa Mocksa

33 | ®I'bOY BITIO MCYV, ropox Mocksa

34 | ®I'BOY BITIO MBCH, ropon Mocksa

35 | ®I'BOY BIIO Cubupckwuii rocyaapcTBeHHbINH yHUBEpcUTET myTer coobmienwus (CIYIIC), ropox
HoBocubupck

36 | ®I'BY «Hay4Ho-HCCIIeI0BATENBCKHI HHCTUTYT TPY/Ia U COLMAIBHOTO CTPAXOBaHUS
MunucrepceTBa Tpyaa U counalibHoM 3amuThl Poccuiickon denepannu, ropoa Mocksa

37 | ®I'VII «Ilouta Poccum», ropoa Mocksa

38 | ®K «Ypancuby, ropox Mocksa

'O6mepoccuiickuii KTaccupUKaTOp 3aHATHIL.

206 mepoccuiickuii K1accHpHKaTOp BHIOB IKOHOMHUECKON A TEILHOCTH.

*E quHbIil KBaTH(UKAMOHHBIN CIPABOYHUK JODKHOCTEH PYKOBOJUTENCH, CIICIHAIICTOB M APYTHX CIIyKAIIHX.
* O6epoccuiickuii KmaccuduKaTop mpodeccHii paGourx, TOIKHOCTE CIYKAIIUX ¥ TAPH(HBIX Pa3PIIOB.




