[Mpuka3s MuHucTepcTBa Tpyada u couymnansHon 3awmnTbl PO oT 6 oktsabpa 2015 r. N 691H
"O6 yTBEPXKOEHMN NPOdECCMOHANbLHOro cTaHgapTa "CneumanucTt no yrnpaBeHuto
nepcoHanom"

B cooteBeTcTtBMM € nyHkTOM 16 [Mpasun paspaboTkn, yTBEpXKAEHUS N NPUMEHEHUS
npodyeccuoHanbHbIX CTaH4ApTOB, YTBEPXAEHHbIX MocTaHoBneHnem [lpaBuTenbcTea
Poccuinckon ®epepaumm ot 22 aHeapsa 2013 r. N 23 (CobpaHue 3akoHogaTenbcTBa
Poccunckon epepaumn, 2013, N 4, cT. 293; 2014, N 39, cT. 5266), nprkasbiBalo:

YTBEpAuTbL npunaraembln  npodeccuoHarnbHein - ctaHgapTt  “"Cneuymanuct  no
yrnpaBneHuto nepcoHanom".

MwuHuncTp M.A. TonunuH

3apernctpupoBaHo B MuHiocte PP 19 oktabps 2015 .
PernctpaunoHHbin N 39362

FAPAHT:
Cwm. crnpaBky 0 NpodeccuoHarnbHbIX cTaHgapTax
Cwm.:

[AOMKHOCTHYH WHCTPYKLMIO 3aMeCTUTENsi reHepanbHOro AUpPEKTopa Mo ynpaBrieHWuto
nepcoHanom

OOJMKHOCTHYH MHCTPYKLUMKO Ha4valibHUKa OoTAes1a opraHn3aunn n onnathbl Tpyaa
OOJMKHOCTHYHO MHCTPYKLMIO cneunarnncTa no opraHn3auunm n oryiate Tpyaa

OOIMKHOCTHYIO MHCTPYKLUMIO MeHemkepa no paboTe ¢ npencrtaBUTENbHLIMU OpraHamu
pabOoTHMKOB

MpodeccruoHanbHbIN CTaHZapPT
CneuunanucT No ynpasrieHUIO NepcoHarom
(yTB. npukazom MuHuctepcTBa Tpyaa u coumanbHomn 3awmuTbl PO oT 6 okTaA6pA
2015r. N 691H)
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YnpaBJieHMe [IePCOHAaJIOM opIraHM3alum 07.003
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OcHoBHas uenb BMaa npodgeccnoHanbHON 4EATENBLHOCTH:
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ObecneyveHne ahPekTUBHOrO PYHKLMOHNPOBAHNSA CUCTEMbI YNpaBneHus
NepcoHanom Ansi AOCTUXKEHMUS Lienen opraHnsaumm

pynna 3aHATUIA:

1232 PykoBoauntenu nogpasgeneHumn 2412 CneunanucTbl No Kagpam
(cnyx6) ynpaBneHus kagpamu u N NpogopueHTaumm
TPYAOBbIMW OTHOLLEHNSAMMU

3423 CneumanucTtbl KaapoBbIX CIYX0 n - -
yuYpexgeHnn 3aHATOCTU

(koo (HanmeHoBaHwue) (koo (HaMmeHoBaHue)

OK3*(1)) OK3)

OTHeceHue K BMaamM 3KOHOMUYECKON AEeATENbHOCTU:

| 78.30 | [lesTenbHOCTb MO Nog6opy nepcoHana npoyast
(ko (HaMMEeHOBaHMe B1AA SKOHOMUYECKOI AeSTENbHOCTM)
OKBII*(2))

Il. OnucaHune TpyaoBbIX PYHKLUUNA, BXOAALWMX B NpochecCUOoHanbHbIN CTaHAapT
(dbyHKUMOHaANLHaA KapTa Buaa npocgeccMoHanbHOM AeATeNbHOCTH)

O606wWeHHbIe TpyaoBbIe

TpynoBsble pyHKUUN

dyHKUMN
KO4 | HAUMEHOBaHW | YPOBEH HanMeHoBaHue KoA4 YPOBEHb
e b (noaypoBeH
KBanm b)
domkay, KBanudukaw
nmn nm
A [okymeHTaumo 5 Benenne A/01.5 5
HHOEe OpraHn3aLOHHOM U
obecneyeHune pacnopsguTenbHON
paboTbl C AOKyMeHTaumm no
nepcoHasniom nepcoHany
BeneHne gokymeHTauum A/02.5 5
MO y4eTy U OBUKEHMUIO
KagpoB
AOMUHUCTPUpPOBaHME A/03.5 5
npoueccoB u
AOKyMeHToobopoTa no
YyUYETY N OBUKEHUIO
KagpoB, NpeAcTaBfeHnIo
AOKYMEHTOB MO
nepcoHany B
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rocygapCTtBeHHbIE OpraHbl

[leaTenbHOCTb
no
obecnevyenHunto
nepcoHanom

C6op nHdpopmauum o
noTpebHOCTAX
opraHusauum B
nepcoHane

B/01.6

Mowuck, npuBneyeHne,
noanbop n otoop
nepcoHana

B/02.6

AOMUHUCTPUPOBaHKE
NPOLLECCOB U
AoKymMeHToobopoTa
obecneyeHus
nepcoHasnom

B/03.6

[leaTenbHOCTb
Mo OLEeHKe n
aTtTecTauum
nepcoHana

OpraHusaums u
NpoBeAEHNE OLEHKN
nepcoHana

C/01.6

OpraHusaums u
npoBeaeHne aTTecTaumm
nepcoHana

C/02.6

AOMUHUCTPUpPOBAHUE
NPOLLECCOB U
AOKymMeHToobopoTa npu
NpoBeAEHNN OLEHKN 1
aTTecTaumm nepcoHana

C/03.6

[lesstTenbHOCTb
Nno pasBUTUIO
nepcoHana

Opranusaumsa n
npoBegeHne
MepPONPUATUN MO
pas3BUTUIO N MOCTPOEHUIO
npodeccnoHanbHom
Kapbepbl NnepcoHana

D/01.6

OpraHusaumsa obyyeHns
nepcoHana

D/02.6

OpraHusaums agantaumm
N CTaXXMPOBKW NepcoHana

D/03.6

AOMUHUCTPUpPOBaHME
NMPOLECCOB U
AOKyMeHTOOB6opoTa no
pasBUTUIO U
npodeccuoHasnbHom
Kapbepe, 0by4eHuto,
aganTauum N CTaxXnpoBske
nepcoHana

D/04.6

[lesaTenbHOCTb
no
opraHusaumm

TpyAa u

OpraHusauusa Tpyaa
nepcoHana

E/01.6

OpraHusaumsa onnatbl
Tpyaa nepcoHana

E/02.6




onnarbl
nepcoHana

AOMUHUCTpUpoBaHmne
NPOLIECCOB U
AOoKymeHToOB60opoTa no
BOMpOCam opraHusaumm
Tpyaa v onnarbl
nepcoHana

E/03.6

[leaTenbHOCTb
no
opraHusaumm
KoprnopaTuUBHO
1 coumanbHomn
NONUTUKK

PaspaboTka
KoprnopaTuBHOW
coumanbHOW NOMUTUKU

F/01.6

Peanusauusa
KoprnopaTuBHOW
counanbHOW MONUTUKMN

F/02.6

AOMUHUCTPUpPOBAHUE
NPOLLECCOB U
AOKyMeHToobopoTa no
BOMpocam
KoprnopaTuBHOM
coumanbHOW NOMUTUKU

F/03.6

OnepaunoHHo
e ynpaerneHue
nepcoHarnom u
nogpasgeneHu
emM
opraHusauum

PaspaboTtka cucrtemol
onepaunoHHOro
ynpaBreHnsa NepcoHanom
N paboTbl CTPYKTYPHOIO
nogpasgeneHus

G/01.7

Peanusauusa
onepaumoHHOro
ynpaBreHnsa nepcoHanom
N paboTbl CTPYKTYPHOrO
nogpasgeneHus

G/02.7

AOMVHUCTPUpOBaHMNe
NPOLECCOB U
AOKyMeHToobopoTa no
onepawmoHHOMY
yrnpaBneHnto NnepcoHanom
N paboTe CTPYKTYPHOrO
nogpasgeneHus

G/03.7

Ctparternyeck
oe
ynpaBneHune
nepcoHanom
opraHunsauum

PaspaboTtka cucrtemol
cTpaTernyeckoro
ynpaBreHnsa nepcoHanom
opraHumsauum

H/01.7

Peanusauua cuctemsl
cTpaTernyeckoro
ynpaBreHnsa nepcoHanom
opraHusauumu

H/02.7

AOMUHUCTPUpPOBaHME
NPOLLECCOB U
AOKyMeHToob6opoTa no

H/03.7




cTpaTermyeckomy
ynpaBneHno NepcoHanom
opraHusaumm

lll. XapakTepucTtuka o6006LeHHbIX TPYAOBbIX (hYHKLUN

3.1. O606LweHHasn TpyaoBas yHKUMS

HanmeHoB | [lokymeHTaumoHHoe obecneveHne | Kog | A | YpoBeHb 5
aHue paboTbl C NnepcoHanom KBanudukaumm
MpoucxoxaeHne OpuruHan X 3anmcTBOBaHO
0606LeHHOM N3 opurnHana
TPy4oBOW (OYHKLNN
Kon PerncrpaynoHH
opurnHan bl HOMEP
a npodeccuoHarn
bHOIO
cTaHgapTa

BoamoxHble
HanMeHoBaHMUA
JOJKHOCTEWN,
npogreccunn

Cneumanuct no KagpoBOMY AENONPON3BOACTBY

CneumanucTt no JoKymMeHTaunoHHomy obecneveHnto paboTbl €
nepcoHarnom

CneumanucTt no AoKyMeHTaunoHHoMy obecrneyeHnto nepcoHana
Cneunanuct no nepcoHany

TpeboBaHu4 K
obpasoBaHuIO K
00y4eHunto

CpenHee npodeccrmoHanbHoe obpasoBaHue - nporpaMmma
NOArOTOBKM CMeLManicToB CpeaHero 3BeHa

HononHntensHoe npodeccuoHanbHoe obpa3oBaHue -
nporpamMmmbl NpodecCcuoHasnibHON NepenoaroToBkn, NporpamMmmbl
NOBbILIEHNSA KBanndnKkaumm

TpeboBaHus K
onbITY
NpPaKkTU4eCcKomn
paboTbl

Ocobble ycnosus
aonycka kK paborte

Apyrve
XapaKTepUCTUKU

[lononHuTenbHble XapaKTepuCTukun

HanmeHoBaHune Kog HanmeHoBaHne 6a3o0Bow rpynmnbl, 4OSMKHOCTH
AOKYMEHTa (npochbeccun) nnm cneumanbHOCTH
OK3 2412 CneumanucTbl N0 Kagpam 1 npoopueHTaumnm
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3423 CneumanucTtbl KagpoBbIX Cryx6 n
yuYpexgeHnn 3aHATOCTH
EKC*(3) - Cneuunanuct no Kagpam
- MHcnekTop no kagpam
OKMAaTP*(4) 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.1.1. Tpynoosasi yHKUMS

HanmeHoB | BegeHne opraHnsayMoHHOW U Kog | A/01.5 | YpoBeHb 5
aHve pacrnopsauTenbHON JOKYMeHTauum (noaypoBeHb)
Nno nepcoHany KBanudgukaumm
Mpoucxoxpenne | OpurnHan X | 3aumcTeoBa
TPy4oBOW HO 13
QYyHKLMN opurnHana
Koa PernctpaumoHHbIN
opurnHan HOMep
a npodgeccnoHasbHoro
cTaHgapTa
TpynoBble O6paboTka 1 aHanu3 nocTynarLwen JoOKyMeHTaunm no
AencTeus nepcoHany
PaspaboTka n ogpopmneHne JOKyMeHTauum no nepcoHany
(nepBuYHON, Y4E€THOWN, NNIAHOBOW, NO COLNanNbHOMY
obecneyeHunto, opraHM3aUnoHHON, pacnopsaanTENbHON)
Pernctpaums, yy4eT u Tekyllee XpaHeHne opraHn3aumoHHON 1
pacnopsguTenbHON AOKYMEHTaLUuMm No nepcoHany
Heobxogumble PaspabaTbiBaTb NPOEKTbl OpraHN3aLNOHHbIX U
yMeHuUs pacrnopsanTenbHbIX JOKYMEHTOB MO NepcoHany

OdopmMnATb AOKYMEHTbI B COOTBETCTBMM C TpeboBaHUAMU
rpaxgaHckoro, Tpy4OBOro 3akoHogaTenscTea Poccumckon
denepaumn 1 nokanbHLIMU HOPMATUBHbLIMU aKTaMun
opraHusauyum

cuctemMmax u

Bectu yyeT u perncrpaumio JOKYMEHTOB B MHDOPMaLMOHHbIX

Ha MaTtepualribHbIX HOCUTENAX

OpraHun3oBblBaTb XpaHeHWe JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMAMN TPYOOBOro, apXMBHOro 3aKOHO4ATENLCTBA
Poccuinckon degepaummn 1 nokanbHbIMU HOPMaTUBHbLIMU
aKTamum opraHmsaumnm

AHanuanpoBaTtb JOKYMEHTbI Y NEPEHOCUTbL MHPOPMAaLMIO B
6a3bl JaHHbIX M OTYeTHl

BbIABNATL OLUMOKKU, HETOYHOCTU, UCTIPaBIEHNS U
HEeIOCTOBEPHYIO UHbOpPMaLINIO B IOKYMEHTaXx, onpeaensTb
NEermMTUMHOCTb JOKYMEHTOB
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PaboTaTb ¢ MHpOPMAaLMOHHLIMK cUcTEMaMK U 6azamMu JaHHbIX
Mo BEAEHWUI0 ydeTa, ABUXKEHWUIO nepcoHana

Cobnogatb HOPMbI 3TUKN OENOBOro 06LEeHns

Heobxoanmbie
3HaHuA

Mopsigok odbopMneHns, BeAeHUS U XpaHEHUs1 JOKYMEHTOB MO
nepcoHany

Mopsaok yYeTa ABUKEHUS KaApOB U COCTaBNEHUS
YCTaHOBIIEHHON OTYETHOCTU

OcHoBbI 4OKYMEHTOO60OpOTa N AOKYMEHTALMOHHOIO
obecneyeHus

TexHonormmn, MeTogbl U METOAMKN NPOBEAEHUS aHaNu3a u
cucTemMaTn3aumm JOKYMEHTOB M MHpopMaLmm

lMopsigok pacyeTa cTaxa, NbroT, KoMneHcaunn, oopMrieHns
NeHcu paboTHMKaMm

CTpyKTypa opraHusaumnm

TpynoBoe 3akoHOAATENBLCTBO U UHbIE aKTbl, coaepkallme
HOPMbI TPYAOBOroO npasa

OCHOBbI apXMBHOMO 3aKOHOA4ATENLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon ®enepaunmn, B 4acTn BeAeHus
AOKYMEHTaLMM Nno nepcoHany

3akoHogaTtenscTBo Poccunckon depepanmm o nepcoHasibHbIX
AaHHbIX

NokanbHble HOpMaTMBHLIE aKTbl OpraHU3auun, perynmpytoLmne
nopsiAoK opopMMeHUst pacnopsANTENbHbLIX U OpraHN3aLMOHHbIX
[AOKYMEHTOB MO NepcoHany

HopMbl 3TUKK 1 0enoBoro obuieHus

basoBble OCHOBBI VIHd)OpMaTVIKI/I, CTPYKTYpPHOE MNMOCTpoEeHne
I/IHCbOpMaLl,I/IOHHbIX CUcTeM n ocobeHHOCTHU pa6OTbI C HAMU

Opyrue
XapaKTePUCTUKN

3.1.2. Tpynosas yHKUMS

HanmeHo | BegeHve gokymeHTtauum no ydety | Kog | A/02.5 | YposeHb 5
BaHue N OBWKEHWUIO KaapoB (nopypoBeHb)
KBanudgukaumm
MpoucxoxaeHue OpuruHan X 3anmcTBOBaHO U3
TpyooBou opuruHana
YyHKLMN
Kon PerncrpayuoHH
opurnHan bl HOMEpP
a npodyeccroHarnb

HOro cCtaHgapTa

| TpynoBble

‘ [NogroToBKka NPOEKTOB AJOKYMEHTOB No npoueagypam
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JencTBus

yrpaBJiEHNA nepcoHasriomMm, y4eTy n aBMXXeHU0 nepcoHarsa

OpraHmsau,mq CUCTEMbI ABNXEHNA OOKYMEHTOB MO NepcoHaly

C6op 1 npoBepKa NIMYHbIX JOKYMEHTOB paboTHMKOB

MogrotoBka 1 ohopmMneHue rno 3anpocy padboTHUKOB K
AOIMKHOCTHbIX UL, KOMUW, BbIMNCOK N3 KaapPOBbIX JOKYMEHTOB,
CnpaBoOK, MHpOpMaL MK O CTaxe, Nbrotax, rapaHTusXx,
KOMMNEeHcaumMsiX U MHbIX CBEAEHU 0 paboTHMKax

Bblgaya paboTHMKY KaapoBbIX AOKYMEHTOB O ero TPy4oBOM
AeaTenbHOCTH

[loBeaeHne 00 CBeAEHUs nepcoHana opraHu3aunoHHbIX,
pacnopsanTenbHbIX 1 KaApOBbIX JOKYMEHTOB OpraHusauunm

BeneHwue yyeta paboyero BpemeHu paboTHUKOB

Peructpauus, y4eT, onepaTtMBHOE XpaHeHWe JOKYMEHTOB MO
nepcoHany, NoOAroToBka K caaye MxX B apxuB

Heobxoanmbie
yMeHUs

PaspabaTtbiBaTb NPOEKTbI KAOPOBbIX JOKYMEHTOB

OdopmnAaTb KagpoBble JOKYMEHTbI B COOTBETCTBUN C
TpeboBaHUAMKU TPYAOBOro 3akoHoAaTenscrea Poccuimnckon
denepaumn 1 nokanbHLIMWU HOPMATUBHbLIMU aKTaMmn
opraHusauum

Bectn yyeT U permctpaunio KagpoBbiX JOKYMEHTOB B
I/IH(*)OpMaLI,I/IOHHbIX cncremMax nu Ha martepuaribHbIX HOCUTESJIAX

OpraHun3oBblBaTb XpaHEHNE KagpOBbIX JOKYMEHTOB B
COOTBETCTBMU C TpebOBaHMAMM TPYOOBOr0, apXMBHOIO
3akoHogaTtenbcTBa Poccumnckon degepaunmn 1 nokanbHbIMU
HOPMaTUBHbLIMM aKTamMu OpraHn3aumm

AHanuanpoBaTtb KagpoBble JOKYMEHTbI U MEPEHOCUTL
MHopMaumio B 6a3bl AaHHbIX U OTYETHI

PaboTaTb co cneunannampoBaHHbIMU MHPOPMaLMOHHbLIMK
cuctemamu n 6azamMu faHHbIX N0 BeAEeHWUI0 yyeTa 1 ABUKEHUIO
nepcoHana

PaspabaTtbiBaTb NnaH KOPPEKTMPOBOK YCTAHOBNEHHOIO Nopsiaka
ochopMneHns AOKYMEHTOB MO NepcoHany u peanv3oBbiBaTb
MPUHSATbIE N3MEHEHWS

KoHTponupoBaTtb NpUcyTCTBUE paboTHUKOB Ha paboyem MecTe

Cobnogatb HOPMbI 3TUKN OENOBOro O6LLEeHUS

Heobxoanmbie
3HaHuA

Mopsaok ohopMneHus, BeAeHUs 1 XpaHeHs OKYMEHTOB Mo
nepcoHany

nOpﬂ,D,OK yyeTa ABMXKeHNA KaapoB 1M COCTaBEHNA
YCTaHOBﬂeHHOIZ OTHETHOCTHU

Mopsapok pacyeTa cTtaxa, Nbrot, KoMrneHcaummn, opopMIieHNs
neHcu paboTHMKaMm

CTpyKTypa opraHusaumm

TpyAaoBoe 3akoHOA4ATENBCTBO U MHbIE aKTbl, coaepKalyme
HOPMbI TPYAOBOrO Nnpasa

OcCHOBBbI dpPXMBHOIo 3akoHogaTesrnlbCtBa U HOPMaTUBHbIE
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npaBoBble akTbl Poccuinckon degepaumn, B HacTu BEAEHUSA
AOKYMEHTaLUMKN nNo nepcoHany

3akoHogaTtenscTBo Poccunckon ®epepaumm o nepcoHasibHbIX
OaHHbIX

TexHonormn, MeToabl U METOAMKN NPOBEAEHUS aHanu3a u
cucTemaTn3aLmm JOKYMEHTOB U MHpopMaLmm

NokanbHble HOpMaTUBHbIE aKTbl OpraHU3aLmmn, perynupytowme
nopsiaok opopMneHunst AOKYMEHTOB NO NepcoHany

OcHoBbI 4OKYMEHTOO6opOTa U JOKYMEHTALMOHHOIO
obecneyenuns

Hopmbl 3TKKM 4enoBoro obLeHus

ba3soBble 0CHOBbI MIHOPMATUKK, CTPYKTYPHOE MNOCTPOEHNE
NHPOPMALMOHHBIX CUCTEM M OCOBEHHOCTM PaboThbl C HUMMN

Apyrve
XapaKTepPUCTUKM

3.1.3. Tpyoosas yHKUMS

HaumeHo | AQMUHMCTpMpOBaHME NpoLEeccoB U Kog | A/03.5 | YpoBeHb 5
BaHue AOKyMeHToobopoTa no yyeTy u (nopypose
ABWKEHUIO KagpoB, NpeacTaBneHunto Hb)
AOKYMEHTOB NO nepcoHany B KBanuduk
rocyaapCTBEHHbIE OpraHbl aumm
MpoucxoxaeHne | OpurmHan X 3anmcTBOBaHO 13
TPy4oBOW opuruHana
yHKLMN
Kon PerncrpauynoHHsbI
opuruHan N HOMmep
a npodeccrnoHanb

HOro ctaHgapTa

TpynoBsble
JencTBus

OpraHusaunsi OKyMeHTo060opoTa No y4eTy U ABMKEHUIO
Ka[poB

OpraHunsaunsi LOKyMeHToo6opoTa Mo NpeacTaBneHuo
[IOKYMEHTOB M0 NepcoHany B rocyaapCTBeHHbIe OpraHbl

[NocTaHoBKa Ha yyeT opraHn3aun B rocygapCTBEHHbLIX opraHax

MoaroToBka No 3anpocy rocygapCTBEHHbIX OPraHoB,
NpodeccroHarnbHbIX CO30B U APYrMX NPpeacTaBUTENbHbIX
opraHoB paGOTHMKOB OPUTMHANOB, BLIMUCOK, KOMWUIA [JOKYMEHTOB

MogroToBka yBeAOMMNEHNN, OTYETHOM N CTAaTUCTUYECKON
MHdopMaLUmMm No nepcoHany

MoaroToBka MHGOPMAaLMK O 3aKIKYEHUN TPYAOBOro Unn
rpakgaHCKO-NPaBOBOro AOroBopa Ha BbIMOSIHEHME paboT
(okaszaHue ycnyr) ¢ rpaxgaHuHOM, 3aMellaBLUMM AOIMKHOCTHU
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rocygapCTBEHHOW UM MyHULMNANBHOM CNy0bl, NepeyeHb
KOTOpPbIX yCTaHaBnMBaeTCA HOPMaTUBHBLIMU NPaABOBLIMWU aKTaMm
Poccuiickon egepaunm

Heobxoanmbie
yMEHUSA

OdopmMnATb y4EeTHbIE AOKYMEHTbI, NPeaoCcTaBnsiemMble B
rocyaapCTBeHHbIE OpraHbl, NPodeccnoHarnbHble CO3bl U
Apyrve npeacraBuTenbHble opraHbl paboTHUKOB

OpraHn3oBbIBaTb XpaHEHNE AOKYMEHTOB B COOTBETCTBUN C
TpeboBaHMAMU TPYO0BOro 3akoHoaaTensctea Poccuiickon
denepauunm n nokanbHbIMM HOPMaTUBHbLIMU aKTamMm
opraHusaumm

PaboTtaTb ¢ MHOPMALMNOHHLIMKU cUCTEMaMu 1 6azaMu AaHHbIX
No BEAEHUIO y4eTa N ABMXKEHWIO NepcoHana

PaboTaTb C MIHPOPMALMOHHBIMM CUCTEMaMU U Ba3zaMn JaHHbIX
No BEAEHMUI0 CTaTUCTUYECKOM N OTYETHOW MHPOpMaLnK Mo
nepcoHany

AHanuanpoBaTtb nNpaBunia, Npoueaypbl U NOPSAOK,
perynvpytoLine npasa un 06513aHHOCTM rocy4apCTBEHHbIX
OpraHoB M opraHu3auuM no Bonpocam obmeHa OOoKyMeHTaumen
Mo nepcoHany

BecTtu genosyto nepenncky

CobniogaTb HOPMbI 3TUKK AenoBOro obweHns

Heobxoanmbie
3HaHUSA

TexHonormmn, MeTogbl U METOAMKN NPOBEAEHUS aHaNu3a u
cucTemaTn3aLmm JOKYMEHTOB M MHpopMaLmm

OCHOBbI OKYMEHTOOO0pOTa M AOKYMEHTALMOHHOIO
obecneyeHud

CTpyKTypa opraHunsaumm

HopmaTuBHble npaBoBble akTbl Poccuinckon degepaumu,
perynupytowiune npasa n 06a3aHHOCTM rocyaapCTBEHHbIX
opraHoB, NPodeCccnoHanbHbIX COK30B U OPYrux
npeacTaBUTENbHbIX OPraHoB PaboTHMKOB NO NPeaOCTaBEHMIO
y4YeTHOM JOKYMEeHTauum

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, coaepkallme
HOPMbI TPYAOBOroO npasa

OCHOBbI apXMBHOro 3aKoHOAATENbLCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccuiickon ®egepaumm, B HacTn BeAEHUS
AOKYMEHTaLNN no nepcoHany

3akoHogaTtenscTBo Poccunckon deaeparumm 0 nepcoHasnbHbIX
AaHHbIX

NokanbHble HOpMaTMBHLIE aKTbl OpraHM3auun, perynupytoLimne
NOPSAOK BEAEHUS AOKYMEHTALUN MO YYETY U OBUKEHMIO
nepcoHana

HopMbl 3TUKM 4enoBoro obLeHus

BasoBble 0CHOBbI MHDOPMATUKK, MOCTPOEHUS
NHAPOPMALMOHHbBIX CUCTEM M OCOBEHHOCTM paboThbl C HUMM

Opyrue
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XapaKTEPUCTVKU |

3.2. O606LwweHHada TpygoBas PyHKLMS

HanmeHo | [leaTenbHOCTb Mo obecneyeHunto Kog| B |YpoBeHb 6
BaHue rnepcoHanom KBanudukaum
n
MpoucxoxaeHne | OpurnHan X 3anMCcTBOBaHO 13
06006LeHHOM opuruHana
TpyooBoOW
dYHKLUK
Kon PerncrpaunoHHsbI
OpuUrnHa N HOMep
na npodeccuoHarb
HOro ctaHgapTa
Bo3moxHble Cneuunanuct no nogbopy nepcoHana
HanMeHOBaHUS Cneumanuct no nepcoHany
OOIMKHOCTEN, MeHexep no nepcoHany
npodgreccunim
TpeboBaHu4 K Bbicluee obpasoBaHue - 6akanaspuat
obpasoBaHuio 1 [ononHuntensHoe npogeccunoHansHoe obpasoBaHue -
o0y4eHunto NporpamMmmbl NOBbILLEHMS KBanudukauum; nporpaMmmbl

npodeccrnoHanbHON NepenoaroToBKN B 06nactu noncka u
nogbopa nepcoHana

TpeboBaHu4 K -
onbITY
npakTu4eCcKom
paboThbl

Ocobble ycnosus -
aonycka kK paborte

[pyrve :
XapaKTePUCTUKA

[lononHuTenbHble XapaKTepUuCTunKun

HanmeHoBaHune Kog HanmeHoBaHne 6a30Bow rpynmnbl, 4OSMKHOCTH
AOKYMEHTa (npocpbeccun) nnm cneumanbHOCTH

OK3 2412 CneunanucTtbl No Kagpam u
npodpopreHTauunm

3423 CneumanucTtbl KaapoBbIX CIYX0 n
YYPEXKOAEHNIN 3aHATOCTU

EKC - Cneunanunct no Kagpam
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MeHexep no nepcoHany

OoKnAaTpP

27755 OKOHOMWUCT Mo TpyAy

22956 MHcnekTop no Kagpam

3.2.1. TpynoBasi yHKUMS

HaunmeHo | C6op nHgopmauum o Koa | B/01.6 | YpoBeHb 6
BaHue noTpebHOCTAX opraHmM3aunm B (noaypoBeHb
nepcoHane )
KBanudwukaw
nm
MpoucxoxaeHne | OpurnHan X 3anmMcTBOBaHO 13
TpyooBou opurnHana
YHKLUK
Kon PerncrpaynoHH
opurnMHan bl HOMEP
a npodeccuoHan
bHOrO
cTaHgapTa
TpyooBble AHanua nnaHoB, CTpaTerMm U CTPYKTYpbl OpraHm3aumm
AencTeus AHann3 ocobeHHoCcTen opraHnsaumm paboTsl U NPoON3BOACTBA
Ha KOHKPETHbIX paboymnx mecTtax
AHanu3a pbiHKa Tpyga no opraHusaumm paboTbl Ha aHanorM4YHOM
NPOM3BOACTBE N paboynx mecTtax
dopmupoBaHune TpeboBaHUN K BaKaHTHOM JOMMKHOCTH
(npodpbeccuu, cneumanbHOCTU) U NX KOPPEKLUNS
AHanua pblHKa Tpyaa v nepcoHana opraHusauum no npodunto
BakaHTHOW JOMKHOCTM (Npodheccun, crneunanbHOCTH)
NHdopmMrpoBaHMe N KOHCYIbTUPOBaHE pyKoBoaUTENEN
noapasgeneHnin n opraHnsauumn no Bonpocam pbiHka Tpyaa B
yactn obecnevyeHns nepcoHanom
Heobxogumeble CobupaTtb, aHanManpoBaTb N CTPYKTYpUpOBaTb MHpOpMaLMIO
yMEHUSA 06 0coBeHHOCTSAX opraHmnsaumm paboT Ha pasnnyHbIX y4acTKax

NPON3BOACTBA M HA KOHKPETHbIX paboymx MecTax ¢ y4eTom
Lienen, 3agad, NnaHoB U CTPYKTYPbl opraHv3aunm

CobupaTtb, aHannanpoBaTtb 1 CTPYKTYpMpOBaTb NMHpOpMaLIMIO
006 0COBEHHOCTAX M BO3MOXHOCTSAX KagpOBOro noTeHuymana
opraHusauum

CobupaTtb, aHannanpoBaTtb 1 CTPYKTYpMpOBaTb NMHpOpMaLIMIO
006 0COBEHHOCTSAX pblHKA TPyAa, BKOYasa NpeasoxXeHms ot
NpoBangepoB YCryr No noucky, NpMBreyYeHnto, nogodopy u
oTbopy nepcoHana

dopmupoBaTtb TpebOBaHUS K BaKaHTHOW OOIMKHOCTH
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(npodheccuu, cneumanbHOCTH) 1 oNpeaensaTb KpuTepum
nogbopa nepcoHana

BHocuTb kKOoppekTupytowmne ceegeHms B TpeboBaHus K
KaHOuaaTamM Ha BakaHTHble AOMKHOCTM (npodeccun,
cneumanbHOCTN)

Monb3oBaTbCsl MOUCKOBBIMKU CUCTEMaMMU N MHPOPMaLMOHHbLIMU
pecypcamu Asisi MOHUTOPUHIa pblHKa Tpyaa, rpakKaaHcKoro u
TPYAOBOro 3akoHogatenscrea Poccunckon ®egepaymm

KoHcynbTpoBaTb MO BONpocam pbiHKa Tpyda B 4acTu
obecneyeHns nepcoHanom

Cobnogatb HOpMbI 3TUKN 4ENOBOro 06LLEeHNs

Heobxoanmbie
3HaHUS

TexHonormmn, MeToabl U METOAMKN NPOBEAEHUS aHanu3a u
cucTemMaTM3aummn JOKYMEHTOB M MHCpopMaLmm

CTpyKTypa opraHusaumm n BakaHTHble SOMKHOCTU (Npodheccun,
cneunanbHOCTH)

Mopsgok onpeneneHna NepcnekTMBHON U TEKYLLLEN
noTpebHOCTM B Kagpax

NcTouHmkn obecnevyenus opraHn3auunn Kagpamu

OpraHu3aumsi paboT Ha pasnMyHbIX y4acTKax NPoOu3BOACTBa,
opraHusaumu, oTpacnm

OOwme TeHAEHUUN Ha pbIHKE Tpyaa MU B OTAENbHOM OTpacnu,
KOHKPETHOWN npodeccnn (JOMKHOCTWN, CneunanbHOCTK)

OCHOBbI NCMXONOTNUM U COLIMONIOTNI Tpyaa

OCHOBbI 3KOHOMWKM, opraHm3aunmn Tpyga v ynpaBJieHnA

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, coaepkallme
HOPMbI TPYAOBOrO Npasa

OCHOBbI apX1BHOro 3aKoHOAAaTENbCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccurckon ®egepauunm, B HacTn Be4EHUS
AOKYMEHTaUnn no nepcoHany

3akoHogaTtenscTBo Poccunckon depepanmm 0 nepcoHasibHbIX
OaHHbIX

NokanbHble HopMaTUBHbIE aKTbl OpraHu3aLnn, perynupyoLime
nopsiAok nogbopa nepcoHana

HopMbl 3TKKM 4eNOBOro obLeHus

ba3soBble OCHOBBI I/IHd)OpMaTI/IKI/I, CTPYKTYypPHOE MNMoCcTpoeHune
I/IHCbOpMaLl,I/IOHHbIX cucTem n ocobeHHoCTn pa6OTbI C HAMU

Opyrue
XapaKTePUCTUKU

3.2.2. TpynoBasi yHKUMS

HaumeHo | MNowuck, npuenevenune, nogdop m Kog | B/02.6 | YpoBeHb 6

BaHue oTbop nepcoHana (noaypoBeHb)

KBanudgukaumm
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lNpouncxoxaeHune
TpyooBou
YHKLMN

OpurmHan X | 3anmcTBoBaHoO 13

opurMHana

Kon PerncrpayuoHHbIn
OPVIVH HOMep
ana  npodeccuoHanbHo
ro ctaHgapTa

Tpynosble
JencTBus

[Monck BO BHYTPEHHUX U BHELUHMX UCTOYHMKAX MHOpMaLnn o
KaHOguaaTax, CoOOTBETCTBYHOLLEN TpeboBaHNAM BakaHTHOWM
AO0JMKHOCTM (Npodheccuu, cneumanbHOCTH)

PasmelleHne cBefeHnn 0 BaKaHTHOM JOMMKHOCTM (Mpodheccuum,
cneunanbHOCTK) B CpeacTBax MaccoBon MHdopmaumm

Bbibop cnocoboB 1 MeTO4OB NPpUBNEYEHMS NepcoHana B
COOTBETCTBMM C YTBEPXKAEHHBIMW NNaHaMU

lMpoBepka nHdopMaLmm o KaHanAaTax Ha BakaHTHbIE
AOIMKHOCTM (Npodheccuu, cneumanbHOCTH)

lNMpoBeageHne cobecegoBaHmin U BCTPEY C KaHAnaaTaMmum Ha
BakaHTHble JOMMKHOCTKM (Npodheccumn, cneumansHOCTH) C
obecneyeHmnem obpaTHON CBA3U

OueHka coOTBETCTBUSA KaHAMAATOB TpeboBaHWSIM BakaHTHOM
OOJDKHOCTM (Npodoeccuu, crneumansHOCTH)

MogroToBka NpeanoXxeHun no dopmMmpoBaHunio Brogxeta Ha
NOUCK, NpueneyeHne, nogbop n otbop nepcoHana

NHdopMrpoBaHUe 1 KOHCYNbTUPOBaHUE pyKOBoAUTENEN
noapasdeneHnin n opraHnsaLmm no Bonpocam npuBrevYeHus
nepcoHana c oueHKon 3aTpaT

Heobxoanmbie
yMeHUs

Onpenenatb KpUTEPUKU NOUCKa, NpuUBeYeHus, nogdbopa u
oTbopa nepcoHana

CobGupaTb, aHanManpoBaTb U CTPYKTYpMpOBaTb MHAOPMALIMIO O
KaHOuaaTax v NPeanoXeHusix Ha pbiHke Tpyaa

Monb3oBaTbCA MOMCKOBBLIMU CUCTEMAMMN N MHOPMALMOHHBIMU
pecypcamu B obnacTtn obecneyeHms nepcoHanom

MPpUMEHATH TEXHOMNOIMMM U METOAUKUN NOUCKa, NPUBNEYEHNs,
nogbopa n otbopa KaHAMAATOB Ha BakaHTHbIE JOMMKHOCTH
(Nnpodreccuu, cneunanbHOCTN) B COOTBETCTBUE C UX
cneundunkon

Mcnonb3oBaTtb cpeacTBa obecneyeHust NnepcoHanom, Bkovas
COMPOBOXAEHNE

KOHcyﬂbTI/IDOBaTb Nno BOrpocam rnpusrievdeHnd nepcoHarna

CocTaBnsiTb Y KOHTPONUPOBATbL CTaTbM PACXOA0B Ha
obecneyeHne nepcoHanomM Ans nnaHMpoBaHust OIO4XKeTOB

CobniogaTb HOPMbI 3TUKK AenoBOro obLeHns

Heobxoanmbie
3HaHUSA

NcTouHmkM obecnevyeHuns opraHMsauumn kagpamm

TexHonorum n MeToAnKM NonucKa, NPUBIIEYEHNS, no,£|,6opa n




oTbopa nepcoHana

Cuctembl, MeTOAbl M POPMbI MaTEPUANbHOIo U
HemMaTtepuarbHOro CTUMYNnMpoBaHus Tpyda nepcoHana

TexHonornm n metToabl GOPMUPOBAHNS U KOHTPONS OOaXEeTOB

TexHonornn, MeToabl U METOANKM NPOBEAEHUS aHanNu3a,
cucTemMaTmsaumm AOKYMEHTOB M MHdopmMaumm

CTpyKkTypa opraHmsaumm n BakaHTHblE OOMKHOCTK (Npodheccun,
cneumanbHOCTN)

O6Lwume TeHAEHUMN Ha pbIHKE Tpyaa U B OTAENbHbIX OTPACsX U
Buaax npodeccrnoHanbHON OeATENbHOCTU

OCHOBbI NCMXONOTMUM U COLIMOSIOTNI Tpyaa

OCHOBbI 3KOHOMMKW, OpraHu3auun Tpyaa v ynpasneHus
nepcoHanom

TpyAaoBoe 3akoHO4ATENBCTBO U MHbIE aKTbl, coaepKalime
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apX/MBHOMO 3akOHOA4ATENLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon ®enepaunm, B 4acTn BeAeHus
AOKYMeHTauuMu Nno nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckom
depepaumn

3akoHogaTtenscTBo Poccunckon depepanmm o nepcoHasibHbIX
AaHHbIX

JlokanbHble aKTbl opraHm3auunun, perynmpyrowime nopaaok
obecneyvyeHuns nepcoHasjioMm

HopMbl 3TUKK 0enoBoro obueHus

basoBble OCHOBBI VIHd)OpMaTVIKI/I, NOCTPOEHNA
I/IHCbOpMaLl,I/IOHHbIX CcCuUcTemM n ocCobeHHOCTHU pa6OTbI C HAMU

Opyrue
XapaKTepPUCTUKM

3.2.3. Tpynoosas yHKUMS

HanmeHo | AoMuHucTpuposaHue npoueccoB 1 | Kog | B/03.6 | YpoBeHb 6
BaHue AOKyMeHToOBopoTa obecneyeHus (noaypoBeHb)
nepcoHanom KBanugukaum
n
MponcxoxaeHne | OpurnHan X 3anmcTBOBaHO
TpyooBow N3 opurmHana
YHKLMN

Kon PernctpaumoHH
opurmHana bIi HOMEp
npodreccnoHan
bHOIo

CTaHOapTa
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TpynoBble 0encTBuS

AHanm3 npoueccoB AOKYMEHTO0O0pOTa, NOKanbHbIX
AOKYMEHTOB N0 BonpocamM obecnevyeHnsa nepcoHanom

BeneHune nudopmaumm o BakaHTHbIX JOSTKHOCTAX
(npocpeccusx, cneumanbHOCTSX) N KaHauaaTax

[loKyMeHTaLUMOHHOE CONPOBOXAEHNE KaHANOATOB Ha 3Tanax
nowucka, npmeneYyeHus, nogdbopa n otbopa nepcoHana Ha
BaKaHTHble JOIMKHOCTU (Npodyeccuu, cneumnasnbHOCTH),
MHOPMUPOBAHME KaHOMAATOB O pe3ynbTatax oTbopa

[MogroToBka 3anpoCcoB O kKaHAnAaTax B rocya4apCTBEHHbIE
opraHbl, B Criydasx npegyCMOTPEHHbIX OEACTBYHOLLNM
3akoHogaTenbCTBOM M 06paboTka NpeaoCcTaBNeHHbIX
cBeOeHumn

MogrotoBka 1 06paboTka yBe4OMEHNIN B rocy4apCTBEHHbIE
opraHbl, NpodeccmnoHanbHble Co3bl U apyrue
npeactaBuTeNbHbIE OpraHbl paboTHMKOB MO BONpPOCam Noucka,
npueneyeHnsi, nogdopa n otbopa nepcoHana

COI'IpOBO)K,EI,eHI/Ie JOroBopos no obecne4veHmnto opraHmnsauunnm
nepcoHasioMm, BKIo4Yaa npeasaputesibHble npouenypbl no nx
3aKJTIO4YEeHWNI0

Heobxoanmbie
yMeHUs

OGecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHUE BbiXxoaa
KaHguaaTa Ha paboTy 1 nepeMeLleHnsi nepcoHana

OdhopmMnaTb 4OKYMEHTLI MO BonpocamMm obecneveHuns
KaapoBbIMKU pecypcamMn, Heobxoanmble ANA NpeaoCTaBeHns B
rocyaapCTBEHHble opraHbl, NPodeCcCcMoHanbHble COK3bl U1
Apyrve npegcraBuTeNbHblE opraHbl paboTHUKOB

OpraHusoBbiBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHUAMK TPYAOBOro, apXMBHOIro 3aKoHOAaTENbCTBA
Poccuinckon ®egepaumm v nokanbHbIMW akTamu opraHmsaumm

AHanuanpoBaTb JOKYMEHTbI 1 NEPEHOCUTb MHAPOPMALMIO B
MHOPMALIMOHHbIE CUCTEMBI U 6a3bl AaHHbIX O KaHAnaaTax

PaboTtatb ¢ MHGOPMALMOHHBIMK cUCTEMaMK 1 Ba3aMmn JaHHbIX
no Bonpocam obecrneyvyeHnsa nepcoHanom, Be4eHNIO NoMcKa u
yyeTa KaHOMAaToB Ha BakaHTHbIE AOSMKHOCTHU (npodheccun,
crneunanbHOCTK)

MNpov3BoauTb NpeaBapuTenbHbIE 3aKyNoYHble NpoLeaypbl 1
ochopMNATL CONYTCTBYHOLLYIO AOKYMEHTALMIO MO 3aKMTHOYEHNIO
[OrOBOPOB

OpraHun3oBbIBaTb 1 NPOBOAUTL KOHKYPCbl, 0DOPMIISTb U
aHanM3npoBaTb KOHKYPCHYHO AOKYMEHTaLMIO

BecTu genoByto nepenucky

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLeHUs

Heobxoanmbie
3HaHuA

Mopsiaok oopMneHusi, BEAeHUS U XpaHEeHUs1 AOKYMEHTaLMN,
CBSI3aHHOW C MOUCKOM, NpuBrie4yeHnem, nogdbopom n otbopom
nepcoHarna Ha BakaHTHblE JOJIKHOCTH



http://ivo.garant.ru/document?id=12025268&sub=5
http://ivo.garant.ru/document?id=12037300&sub=400

Mopsiaok dhopmmpoBaHud, BeaeHus baHka gaHHbIX O
nepcoHane opraHmsaumm u npegocTaBneHns OTYETHOCTH

OcHoBbI 4OKYMEHTOOBOpOTa N JOKYMEHTALMOHHOIO
obecneyeHmns

TexHonornmn, MeToabl U METOAMKWN NPOBEAEHUS aHanu3a u
cucTemaTMsaumm JOKYMEHTOB U MHpopMaLmm

[Mopsagok npoBeaeHNA KOHKYPCOB U OPOPMITEHUS KOHKYPCHOM
AOKYMEHTaummn

Mopsiaok NpoBeAeHMs 3aKyNOYHbIX npoueayp U ohopMIIeHNs
CONyTCTBYKOLEN AOKYMEHTaLNN

CTpyKTypa opraHusaumm n BakaHTHble OJDKHOCTU (npodheccun,
crneunanbHOCTH)

TpynooBoe 3aKoHOAATENBCTBO U UHbIE aKTbl, coaepKallne
HOPMbI TPYAOBOro npasa

OcHOBbI apxXMBHOrro 3akoHo4aTeNbCTBa N HOPMATUBHbIE
npasoBble akTbl Poccuickon denepaumm, B HacTn Be4eHUs
AOKYMEHTaUMn No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckomn
depepaummn

3akoHogaTtenscTeo Poccunckon degepaumm o nepcoHasbHbIX
AaHHbIX

JlokanbHbIe aKkTbl OpraHn3aumm, perynmpyowme nopsaok
nogbopa nepcoHana

[MopsaaokK 3aknveHna JOroBoOpoB (KOHTPAKTOB)

HopMbl 3TMKK AEeN0BOro 00LEeHNs

ba3soBble OCHOBBI I/IHC*)OpMaTI/IKI/I, NOCTpOEHNA
I/IH(*)OpMaLI,I/IOHHbIX CUCTEM N 0COBEHHOCTU paGOTbI C HAMU

Opyrue
XapaKTePUCTUKN

3.3. O606LweHHasa Tpygosas yHKLUMS

HanmeHo | [leaTenbHOCTb NO OLEHKE U Kog| C |YpoBeHb 6
BaHue aTTecTauum nepcoHana KBanudumka

Lmn
MpoucxoxaeHve OpurnHan X | 3anmMcTBOBaHO 13

0606LLeHHOM
TPyOooBOW PYyHKLUMN

opvrMHana

Ko PernctpauyoHHbIN
OPVIVH HOMep
ana npodeccrnoHanbHo
ro ctaHgapTa

| BO3MOXHble

‘ CneunanucTt nNo oLUeHKe 1 aTTectayum nepcoHarsia
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HanMeHOBaHUS Cneumanuct no nepcoHany
AOIMKHOCTEN, MeHepxep no nepcoHany
npodgreccunn

TpeboBaHus K
obpasoBaHuio n
o0y4eHunto

Bobicwee obpasoBaHue - 6akanaspmat

HononHuTtenbHoe npodeccnoHanbHoe obpasoBaHue -
NporpamMmmbl NOBbILEHMS KBanudukauum; nporpaMmmel
npodeccruoHanbHON NepenoaroToBkn B obnactn nposeneHns
OLEHKWN nepcoHana

TpeboBaHua Kk
onbITY
NpaKkTU4eCcKomn
paboThl

Ocobble ycnosus
aonycka K pabote

Opyrve
XapakTepUCTUKK

D,OI'IOJ'IHI/ITeJ'IbH ble XapaKTepUCTukun

HanmeHoBaHwue Koa HanmeHoBaHne 6a3oBow rpynnbl, AOSHKHOCTH
AOKYMEHTa (npodheccun) nnu cneumanbHOCTH

OK3 2412 CneumanucTtbl N0 Kagpam n npodopueHTaumm

3423 CneumanucTtbl KaapoBbIX CIYX0 n
YYPEXOEHNIN 3aHATOCTU

EKC - MeHexep no nepcoHany

oKngrTpP 27755 OKOHOMUCT Mo TpyAy
22956 MHcnekTop no kagpam

3.3.1. Tpyoosas dyHKUMS

HanmeHo | OpraHmsaumns u npoBeaeHue Kog | C/01.6 | YpoBeHb 6
BaHWe OLIEHKM nepcoHana (noaypoBeHb
)
KBanudgwvkaw,
nm
MpoucxoxaeHne OpurmHan X | 3aMmMcTBOBaHO U3
TpyooBow opurnHana
YyHKLMN
Kon PerncrpauynoHHbIN
OPUIVH HOMep

ana NpodeccuoHanbsHoro
cTaHgapTa
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TpynoBble oencTBUA

AHanun3 CTpyKTypbl, NNAHOB N BaKaHTHbIX AOJMKHOCTEN
(npodheccun, cneumnanbHOCTEN) OpraHn3auumn, oCobeHHOCTEN
opraHmnsaumm paboTbl Ha pasnMYHbIX y4acTkax NPOM3BOACTBA U
KOHKPETHbIX pabo4ymx mecrax

PaspaboTka nnaHa oLeHKN nepcoHana B COOTBETCTBUM C
LensMu opraHusaumnm

OueHka gMHaMMKM NPON3BOAUTENBHOCTU, UHTEHCUBHOCTU N
apdekTUBHOCTM Tpyda Ha pabounx mecrax

OnpepneneHne pecypcos, BbIGOP CPeacTB U METOA0B
NPOBeAeHNsA OLeHKN nepcoHana

MpoBenAeHne OLIEHKN NepcoHana B COOTBETCTBUM C NnaHamm
opraHusaummu

ConpoBoxaeHne 4OroBOPOB C OpraHn3aLmsimm -
NCMNONMHUTENSMN MEPONPUATUIA MO OLIEHKE NepcoHana, BKoyas
npeaBapuTenbHble NpoLeaypbl NO NX 3aKNHYEHUO

KoHcynbTupoBaHmne nepcoHana no BonpocaM OLEHKM, BKIoYasi
OLEHKY 3aTpaT

AHanus pe3ynbTaToB OLIEHKM NepcoHana, noarotoeka
pekomMeHZauni pykoBoACTBY M NepcoHany

MogroToBka NpeasioXeHnn no opmMmpoBaHunio drogxeTta no
opraHusaumm n NposegeHnto OLIEHKN nepcoHana

Heobxoanmbie
yMeHUs

Onpeaensitb napameTpbl M KPUTEPUN OLIEHKM NepcoHana

OnpeaensTb U NPUMEHATL CPeacTBa U MeToabl MPOBEAEHUS
OLIEHKM nepcoHana

Bbligenatb (onpeaensitb) rpynnbl nepcoHana Aans npoBeaeHus
OLIEHKM

Onpepenatb MHTEHCMBHOCTbL TpyAa M 30HbI NOBbILLEHUS
3hPEKTUBHOCTU NepcoHana

OnpeaensTb MOTUBALMOHHbIE hakTopbl NPOBEAEHUS OLIEHKM
nepcoHana

CocTaBnsATb 1 KOHTPONMPOBATb CTaTbM PACXOA0B Ha OLIEHKY
nepcoHana ans niaHnpoBaHus 6o4KeTOB

ObecneumBaTtb OpraHn3aLUMOHHOE CONPOBOXAEHNE OLEHKN
nepcoHana

Ob6ecneuymBaTb COXpPAHHOCTb KOHMAEHLMANBHON
nHdopMaLmn Npu NPoBeAEHUN OLLEHKN nNepcoHana

OpraHunsoBblBaTb XpaHEHNE AOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMN TPYOOBOro, apXMBHOrO 3aKOHO4ATENLCTBA
Poccuinckon degepaummn 1 nokanbHbIMU HOPMATUBHbLIMU
aKTamu opraHmsaumnm

CobupaTtb, aHanuanpoBaTb U CTPYKTYpUpOBaTb MHOPMaLIMIO O
npeanoXeHnax no OLEHKe nepcoHarna Ha pbiHKe Tpyaa

Mpon3BoanTb NpeaBapuUTeNbHbIE 3aKyNoYHbIe NpoLeaypbl U
0dhopMIIATb COMYTCTBYIOLLYIO JOKYMEHTALNIO MO 3aKNHYEHUIO
[10rOBOPOB
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OI'Ipe,D,eJ'IFITb ycnoBusa Aansa 3akrno4eHmnd oroBopoB Ha YCIyru
no npoBsegeHnto oLleHKN nepcoHana

CuctematmnsnpoBatb, 0606LaTh 1 aHaNM3NpoBaTh pe3ynbTaThl
OLEHKM nepcoHana

Ob6ecneuynBaTtb 06paTHYO CBA3b MO pe3ynbTaTtam NpPoBeAEeHHON
OLEHKM C MePCOHanom n pykoBOACTBOM

Monb3oBaTbCsA NOUCKOBLIMU CUCTEMaMM, MHPOPMALIMOHHBIMU
pecypcamu 1 6a3amy JaHHbIX MO NPOBEAEHNIO OLIEHKN
nepcoHana

PaspabaTtbiBaTh pekomeHaaumm no pa3BuTUO NepcoHana Ha
OCHOBE NpoBeAEeHHOWN OLIEHKM

Cobntogatb HOPMbI 3TUKK 4eN0BOro 0bLeHns

Heobxoanmbie
3HaHuA

TexHonorum n meToabl onpeaeneHna npogeccrmoHanbHbIX
3HaAHUN, YMEHNW N KOMMETEHLUMN

TexHonorMm n MeToabl OLLEHKM NMMYHOCTHBIX Ka4ecTB U
XapaKTepUCTUK

Cucrtemsbl, MmeToabl U CbOprI MaTtepunaribHoOro n
HemMaTepualribHOro CTuMyJinpoBaHuAa Tpyga nepcoHasna

TexHonornm n metogbl GOPMUPOBAHNS U KOHTPONS OLO4KETOB

TexHonorum, Mmetoabl U METOANKN npoBegeHmnAa aHanm3a u
cucremMmatTmn3aumn JOKYMEeHTOB U VIHCbOpMaLl,I/IVI

OcHoBbl 00LLIEN 1 COLMarbHOW NMCUXONOrMK, COLIMOSIOTUN U
ncuxonornun Tpyaa

OcHoBbl I'IpOI/I3BOLI,CTBeHHOIZ OeATeJs1IbHOCTU OpraHn3auunm

MNMopsiAoKk NpoBeAeHMs 3aKyNOYHbIX Npoueayp 1 0opMIeHNs
CONyTCTBYIOLWEN AOKYMEHTaLNN

CTpyKTypa opraHM3aumm n BakaHTHble JOSMKHOCTM (Npodeccun,
crneunanbHOCTK)

pr,D,OBOG 3aKOHOOAaTESNIbCTBO U NHbIE aKTbl, cogepXaLune
HOPMbI TPyAOBOIO npaea

OCHOBbI apXMBHOIO 3aKOHOAATENLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuickon denepauun, B YacTn BeAeHUS
[OKYMEeHTauuMu Nno nepcoHany

3akoHogaTtenscTBo Poccurckon ®egepaumnm 0 nepcoHanbHbIX
JAaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHu3aLUun, perynupyoLime
NOpPSAAOK OLIEHKM NepcoHana

[MopsaaokK 3aknYeHnsa 4OroBOpoB (KOHTPAKTOB)

HopMbl 9TMKK AenoBoro ooLweHns

BasoBble 0CHOBbI MHPOPMATUKKN, CTPYKTYPHOE MOCTPOEHUE
MHGOPMALMOHHBIX CUCTEM M OCODEHHOCTM paboThbl C HUMKN

Apyrve
XapaKTepUCTUKU

3.3.2. TpynoBasa pyHKUMSA
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HanmeHo | OpraHusauma n nposeneHune Kog | C/02.6 | YpoBeHb 6
BaHue aTTecTaumm nepcoHana (nogypoBeHb

)

KBanudwukal

nm

MpoucxoxpeHne | OpurmHan X | 3aMmMCcTBOBaHO U3

TpyooBOW opurmHana
yHKLMN
Kopa PerncrpayuoHHbl
opurnHan N HOMep
a npogeccnoHarsbH

Ooro ctaHgapTa

TpyaoBble gencTBusa | AHanM3 CTPyKTypbl, NSIAHOB U BaKaHTHbIX JOHKHOCTEN
(npodhbeccun, cneymanbHOCTEN) OpraHn3aummn, ocobeHHoCTeN
opraHu3aumm paboTbl Ha pas3nNU4YHbIX ydacTkax NpoM3BoACTBaA U
KOHKPETHbIX paboymx mecrtax

Pa3paboTka NpOEKTOB JOKYMEHTOB, ONpeaensioLmnx Nopsiaok
aTTecTauum nepcoHarna, c OLeHKon 3aTpaT

ConpoBoxgeHne npouecca atrectaunm n padoTbl
aTTecTaLlMOHHON KOMUCCUU

MogroToBka NpeasioXXeHnn no oopmMmpoBaHnio BrogxeTa Ha
opraHusaumio n npoeBeAeHne aTTectaumm nepcoHana

MogroToBKka NpPeasioXXeHUn 0 COOTBETCTBUN pabOoTHMKA
AOSHKHOCTYM (Npodbeccun, cneynanbHOCTK) NO pesyrnbTaTtam
aTTecTauMm B COOTBETCTBUN C 3aKOHOL4ATENLCTBOM
Poccuinckon depepaumm

Heobxoanmble OnpeaensTb napameTpbl U KPUTEPUM aTTecTauumn nepcoHana

YMEHUNA Onpep,enmb N NPpUMEeHATb cpeacrtea N METOObl aTTeCTalln

Bblgensatb rpynnbl nepcoHana ans NpoBeaeHnst atTectaumm

Ob6ecneumBaTtb AOKYMEHTALMOHHOE CONPOBOXAEHNE
aTTecTauMm nepcoHana

CocTaBnsATb U KOHTPONMPOBAaTbL CTaTbW PAcXOAO0B Ha
aTTecTauuio nepcoHana ans nnaHnpoBaHus G6KETOB

Nonb3oBaTtbcA I/IHqJOpMaLI,I/IOHHbIMI/I pecypcamMn n 6azamu
JaHHbIX MO NPpoOBEeAEHUNIO aTTeECTALNN

BecTn y4eT 1 permctpauunio JOKYMEHTOB B MHPOPMALIMOHHbIX
cMcTeEMax 1 Ha MmaTepuanbHbIX HOCUTENAX

OpraHunsoBblBaTb XpaHEHNE AOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMN TPYOOBOro, apXMBHOrO 3aKOHO4ATENLCTBA
Poccurickon degepaunmm n nokanbHbIMU OKYMEHTaMU
opraHusaumm

Mpon3BoanTb NpefBapuUTeNbHbIE 3aKynoYHble Npoueaypsb! v
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0hOpPMIISiTb COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKIHOYEHUIO
LLOrOBOPOB

Cobntogatb HOPMbI 3TUKK AENOBOro 0b6LEeHns

Heobxoanmbie

MopsiAoK U TEXHOMNOIMS NPoBeAeHUs aTTectTaumnm

3HaHU4A

TexHonorm n MmeToabl onpeaeneHnsa n OLeHKn
npodeccuoHasibHbIX 3HaHUW, YMEHUN U KOMMETEHL N

Cuctembl, meToabl 1 OpMbl MaTepUanbHOro u
HemaTepuanbHOro CTUMYNMPOBaHUSA Tpyaa nepcoHana

TexHonornm n metoabl GOPMMPOBAHUS U KOHTPONSI OLOAXKETOB

TexHonornmn, MeToabl U METOAMKN NPOBEAEHUS aHaNn3a u
cucTemaTmMsaumm JOKYMEHTOB U MHpopMaLmm

OcCHOBbI NPOM3BOACTBEHHON AEATENBHOCTUN OpraHM3auum

OcHoBbI 00LLIEN 1 COLMaribHOM NMCUXOSIOrMK, COLIMONOrUnN 1
ncuxonornuun Tpyaa

MopsiAok NpoBeAeHMs 3aKyNOYHbIX Npoueayp U ohopMIeHNs
CONyTCTBYKOLEN OOKYMEHTaLNN

CTpyKTypa opraHmM3aumm n BakaHTHble LOSMKHOCTM (Npodeccun,
crneunanbHOCTK)

TpynooBoe 3aKoHOAATENBCTBO U UHbIE aKTbl, coaepKallne
HOPMbI TPYAOBOro npasa

OCHOBbI apXMBHOrO 3akoHo4aTeNbCTBa U HOPMATUBHbIE
npaBoBble akTbl Poccuickon ®enepaumm, B HacTn BeeHUs
AOKYMEeHTauMn No nepcoHany

3akoHogaTtenscTBo Poccuinckon ®egepaumnm 0 nepcoHanbHbIX
AaHHbIX

JlokanbHble HOPpMaTMBHbIE aKTbl OpraHn3aunn, perynmpyrowine
nopAaoK OUeHKU nepcoHarna

[MopsaaokK 3akn4YeHNa 4OroBOPOB (KOHTPAKTOB)

HopMbl 9TMKK AEN0BOro 00LeHns

basoBble OCHOBbI MIHPOPMATUKN, CTPYKTYPHOE NOCTPOEHME
NHAOPMALMOHHbBIX CUCTEM M OCOBEHHOCTM paboThbl C HUMN

Apyrve
XapaKTepUCTUKM

3.3.3. TpyooBasa pyHKUMSA

HanmeHo | AOMUHUCTpMpPOBaHWE NPOLIECCOB U Kog | C/03.6 | YpoBeHb 6

BaHWe AoKymeHToobopoTa npu (noaypoBeHb)
NpoBeAEHMN OLEHKM U aTTecTauunm KBanudunkaum
nepcoHana n

MpoucxoxaeHne | OpurnHan X | 3aMMcTBOBaHO U3

TPyaoBOW
YHKLMN

opvrMHana

Kopa PerncrpaunoHHbl
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opurnHan N HoMep
a npodeccuoHarsbH
oro ctaHgapTa

Tpynosble
OENCTBUS

AHanuna npoueccoB JOKYMEHTOO60pOTa, NIOKaNbHbIX AOKYMEHTOB
MO OLEeHKe 1 aTTecTaumm nepcoHana

OpraHn3auMoHHOe CONpPOBOXAEHNE MEPONPUATUAIA NO OLEHKe
nepcoHana u ero attecrauum

OdopmneHne npouecca 1 pesynbTaToB aTTecTaunm nepcoHana

NHdopmurpoBaHMe nepcoHana o pesyrbraTtax OLEHKN U
atrectaumm

MoaroToBka NpeanoXeHui No pasBMTUIO NepcoHana no
pe3ynbTaTtaM OLEHKM

COI'IpOBO)K,EI,eHI/Ie OOroBopoB Mo oKa3aHMo KOHCYIbTAaUlNOHHbIX U
I/IHq.)OpMaLI,I/IOHHbIX YCIyr 1no oueHke n atrecraunm rnepcoHana

Heobxoanmbie
yMeHUs

OGecne4ynBaTb AOKYMEHTALMOHHOE COMPOBOXAEHNE OLIEHKUN U
aTTecTaumm nepcoHana

OdhopMnsiTb AOKYMEHTbI MO BONPOCaM OLeHKM M aTTecTauum
nepcoHana, npeaocTaBrsieMble B roCyJapCTBEHHbIE OpraHbl,
npodheccnoHanbHble CO3bl U Apyrne NpeacTaBUTErNbHbIE
opraHbl paboTHUKOB

AHanuanpoBaTtb npaBwua, Npoueaypbl U NOpsAKM NPoBeaeHS
OLIEHKWN M1 aTTecTaumm nepcoHana

Bectun ydqyeT un permctpaumio JOKYMEHTOB B VIHCbOpMaLl,I/IOHHbIX
CUctemMax n Ha MmatepunasibHbIX HOCUTENAX

OpraHun3oBblBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHUAMU TPYAOBOro 3akoHoAaTenscTea Poccuimnckon
depepaumn 1 nokanbHLIMU akTamMm opraHn3aunm

BecTtu genosyo nepenncky

PaboTaTb ¢ MHpOpMaUNOHHBIMK cUuCTEMaMU 1 BazamMn JaHHbIX
Mo BOMpocam NpoBeAEHUs1 OLIEHKN N aTTecTaumm nepcoHana,
BEAEHM IO yyeTa KaHAN4ATOB Ha BaKaHTHbIE JOMKHOCTU
(mnpodpeccuu, cneumanbHOCTH)

AHanuanpoBaTb JOKYMEHTbI Y NEPEHOCUTbL MHPOPMaLMIO B
MHGOPMALIMOHHbIE CUCTEMbI 1 6a3bl AaHHbIX

CobniogaTb HOPMbI 3TUKK AenoBOro obLeHns

Heobxoanmbie
3HaHuA

Mopsiaok obopMeHUs, BEAEHUS U XpaHEHUS OKYyMEHTaUuMm,
CBSI3aHHOW C NPOBEAEHNEM OLIEHKM W aTTecTalun nepcoHana

Mopsaok dhopMUpoBaHus, BegeHus 6aHka AaHHbIX O NepcoHane
opraHusaLmm 1 NpeaocTaBneHns 0TYETHOCTU

MopsiAok NpoBeAeHMs 3aKyNOYHbIX npoueayp 1 opopMIeHNs
conyTCTBYOLWEN AOKYMEeHTaLUn

Mopsiaok obopMMeHUst AOKYMEHTOB, NPeAoCTaBNsAEMbIX B
rocygapCTBEHHbIe OpraHbl, NPOdeCccMoHarbHbIe CO3bl U
Apyrve npeacraBuTeNbHble opraHbl pabOTHUKOB
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OcHoBbI JOKYMEHTOOBOpOTa N LOKYMEHTALMOHHOIO
obecneyvyeHuns

CTpyKTypa opraHmsaumm n BakaHTHble OOMKHOCTU (Npodheccun,
cneunanbHOCTK)

TpyaoBoe 3akoHO4ATENBCTBO U MHbIE aKTbl, coaepKalyme
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apXMBHOro 3aKOHOAATENLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccurckon ®egepauunm, B HacTn BeAEHUS
OOKYMEHTaLUNUKn no nepcoHany

3akoHogaTenbcTBO Poccurickon ®epepaumnm 0 nepcoHanbHbIX
AaHHbIX

TexHonormm, MeToabl U METOAMKN NPOBEAEHUS aHanu3a u
cucTemMaTM3aummn JOKYMEHTOB M MHCpopMaLmm

JlokanbHble HOPMaTUBHbIE aKTbl OpraHun3auunn, perynmpyrwime
nopAaaoK OLUEeHKMN 1 aTTecTaunn nepcoHana

[MopsagoK 3aKno4YEHN LOroBOPOB (KOHTPAKTOB)

HopMbl 9TUKM AenoBoro obuieHuns

basoBble 0CHOBbI MIHGOPMATUKK, CTPYKTYPHOE MNOCTPOEHNE
NHAPOPMALMOHHbBIX CUCTEM U OCOBEHHOCTM paboThbl C HUMM

Apyrve
XapaKTepPUCTUKM

3.4. O6obLweHHasa Tpygosas PyHKUMS

HaumeHo | [leatenbHOCTb MO pas3BUTULO Kog D YpoBeHb 6
BaHue nepcoHana KBanudukaum
n

MpoucxoxpeHne | OpurnHan X | 3anMcTBOBaHO U3
0600 eHHOon opuriuHana
TPy4oBOW
dYHKLMN

Kon PerncrpayuoHHbIn

OPUIUH HOMep
ana npodpeccruoHanbHor
O CTaHgapTa

Bo3moxHble Cneumanuct no pas3suTuio n oby4yeHno nepcoHana
HanMeHOBaHUS CneumanucTt nNo pa3BUTUIO Kapbepbl NepcoHana
AOJKHOCTEN, Cneumanuct no nepcoHany
npodgeccun MeHemxep no nepcoHany

TpeboBaHu4 K
obpasoBaHuio 1
00y4eHunto

Bhicluee o6pasoBaHue
JononHuTensHoe npodeccroHansHoe obpasoBaHue -
nporpamMmmbl NOBbLILLIEHUSA KBanNUMKaLMmn; Nporpammei
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npodeccnoHanbLHOM NnepenoaroToBku B obnactu
OpraHn3aynoHHOro N NPoeCcCMOHaNbHOIro pasBUTUS NepcoHana

TpeboBaHus K
onbITy
NpaKkTU4eCcKom
paboThl

Ocobble ycnosus
gonycka kK paborte

Apyrve
XapakTepUCTUKN

D,OI'IOJ'IHI/ITeJ'IbH ble XapaKTepUCTukun

HaunmeHoBaHune Koa HanmeHoBaHne 6a30Bow rpynmnbl, 4OSMKHOCTH
AOKYMEHTa (npodpeccumn) nnu cneumnansbHOCTU
OK3 2412 CneumanucTtbl No Kagpam u
npodopueHTaummn
3423 CneumanucTtbl KagpoBbiX Cryx6 n
yyYpexgeHnn 3aHATOCTH
EKC - MeHekep no nepcoHany
oKngrTpP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.4.1. Tpyoosas dyHKUMS

HanmeHo | OpraHusaumsa n nposeneHmne Kog | D/01.6 | YpoBeHb 6
BaHue MEepPONPUATUI MO Pas3BUTUIO U (noaypoBeHb
NOCTPOEHNIO NMPOdPEeCCNOHANBHON )
Kapbepbl nepcoHarna KBanudgwvkaw,
nmn
MpoucxoxaeHue OpurnHan X | 3aMmcTBOBaHO U3
TPy4oBOU (PYHKLNK opurnHana
Kon PernctpaumoHH
OpUrMH bIl HOMEp
ana npodeccuoHanb

HOro CtaHgapTa

TpynoBble oencTBUA

AHanus CTPYKTYpPbI, NJ1aHOB A BakaHCUN opraHn3auunm

AHanms ocobeHHocTen paboTbl HA PasnNUYHbBIX y4acTKax
NPON3BOACTBA U KOHKPETHbLIX pabo4ymx Mectax

MoaroToBka NPOEKTOB AOKYMEHTOB, ONpeaensiowmnx nopsaaok
pasBUTUA NepcoHana u NOCTPoOEHNs NPOdECCUOHANbHOW
Kapbepbl C OLLeHKOW 3aTpar

PaspaboTka nnaHoB NpodgeccroHanbHol Kapbepbl paboTHUKOB
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dopMurpoBaHMe KagpoBoro pesepsa

OpraHusaums MeponpuaTUin No PasBUTUIO U MOCTPOEHUIO
npodeccnoHanbHOM Kapbepbl NnepcoHana

MoaroToBka npeanoXeHun Nno GopMMpoBaHMo BrogxeTa Ha
OpraHu3aumio 1 NpoBeaeHne MeponpuUATUN NO Pa3BUTUIO U
NOCTPOEHMIO NPOECCNOHANBHON Kapbepbl NepcoHasna

AHanns adpeKTUBHOCTN MEPONPUATUN NO Pa3BUTUIO
nepcoHana, NnoAroToBka NPeaIoXXeHU no pasBUTUIO

Heobxoanmbie
YMEHUS

AHanuanpoBaTb YpOBEHb 0OLLEr0 pasBuUTUA K
npodeccnoHanbHoOn KBanndunkaunm nepcoHana

OnpeaensTb KPaTKOCPOYHbIE U JONTOCPOYHbIE NOTPEBHOCTH
pa3BUTMS NepcoHana 1 NoCTPOEHUS ero NPogEeCCMoHanbHoOM
Kapbepbl

OnpepaensaTb kKpuTepun opMUpoBaHNs KaapoBOro pe3epsa
opraHusaumm

CocTaBnaTb MHANBUAYanbHbIE NaHbl KAPLEPHOTO Pa3BUTUS
nepcoHana

MpUMEHATb TEXHONOMMU U METOAbI Pa3BUTUS NepcoHana u
NOCTPOEHNA NPOhecCcMoHanbHON Kapbepsbl

CocTtaBnAaTb NpeanoXeHUs N KOHTPONMpoBaThb CTaTby
pacxofoB Ha NporpaMmbl U MEPOMNPUATUSA NO Pa3BUTUIO
nepcoHana n NoCTpPoeHMo NPodeCccnoHanbHOM Kapbepbl A4
nnaHMpoBaHNS BIOOXKETOB

Onpenenatb ahHEeKTUBHOCTbL MEPOMPUATUIN NO PasBUTUIO
nepcoHana 1 NOCTPoeHN0 NPodeCccnoHanbLHOM Kapbepbl

PaboTaTb ¢ MHpOpMaLMOHHLIMK cUCTEMaMU U 6azamMm JaHHbIX
Mo nepcoHany

Cobntogatb HOPMbI 3TUKN AENOBOro 06LLEHUS

Heobxoanmbie
3HaHuA

Cuctema, cnocobbl, MeTOAbl, MHCTPYMEHTbI MOCTPOEHNSA
npogeccnoHanbHOM Kapbepbl

MeToabl onpeaeneHnsi U OLEHKU NIMYHOCTHBIX U
npodeccnoHasbHbIX KOMNEeTEHUUN

CucteMbl, MeToabl U popMbl MaTepUanbHOro u
HeMaTepuanbHOro CTUMYNMPOBaHMSA Tpyada nepcoHana

TexHonornn, MmetToabl opMMPOBaHUS 1 KOHTPONS BloaXeToB

TexHonormmn, MeToabl U METOAMKN NPOBEAEHUS aHanu3a u
cucTemMaTn3aumMm JOKYMEHTOB M MHpopMaLmm

OcHoBbI NpodeccnoHaribHON OpUEHTaLINK

OcHOBbI AOKYMEHTOO60pOTa U OKYMEHTALMOHHOO
obecneyvyeHuns

OcCHOBbI I'IpOVI3BO,EI,CTBeHHOl7I JEATENNIbHOCTU OpraHn3auunmn

OcHoBbI 00LLEN 1 coumanbHOM NMCUXONOrMn, COLMONOrn n
ncuxonormm Tpyaa

CTpyKTypa opraHusaumm n BakaHTHble OOIMKHOCTU (Npodheccun,
crneumanbHOCTH)




TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, cogepxallime
HOPMbI TPYA0OBOrO Npasa

3akoHogaTtenscTBo Poccunckon ®epepaumm o nepcoHasibHbIX
OaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3auuu, perynupyroLimne
NopsAO0K PasBUTUA U NOCTPOEHUS NPOeCCNOHarbHOM Kapbepbl
nepcoHana

[Mopsagok 3aKnYeHns JOroBopoB (KOHTPAKTOB)

Hopmbl 3TUKK AenoBoro obLeHus

BasoBble OCHOBbI MH(POPMATUKN, CTPYKTYPHOE MOCTPOEHME
NHPOPMALMOHHBLIX CUCTEM N OCOBEHHOCTU paboTbl C HAMM

Apyrvie

XapaKTepUCTUKM

3.4.2. Tpyoosas yHKUMS

HanmeHo | OpraHusaumsa oby4eHus Kog | D/02.6 | YpoBeHb(noayp 6

BaHue nepcoHana OBEHb)
KBanmukaumm

MpoucxoxaeHne OpurmHan X | 3anmMmcTBoBaHoO 13

TPy4oBOW opuruHana

dYyHKLMN

Kon PerncrpaumoHHbIN
OPUrNH HOMep
ana npodeccuoHasrbHo
ro ctTaHgapTta

TpynoBble oencTBuA

AHanmus pblHka obpasoBaTenbHbIX YCNyr N NOTpebHOCTEN
opraHusauuu B oby4eHun nepcoHana

PaspaboTka nnaHoB, METOANYECKMX MaTeEPUANOB, y4eOHbIX
NAaHoOB U NPOrpamMm, NPOEKTOB FIOKasbHbIX aKTOB MO 00yYEHUIO
1 pa3BUTUIO NepcoHana, BKNYas OLeHKy 3aTpat

OpraHusauns MeponpuaTUii No oby4yeHno nepcoHana

MoaroTtoBka npeanoXeHnn Nno hopMMpoBaHUIo BroakeTa Ha
opraHusaumio obyyeHusa nepcoHana

AHanms aeKTUBHOCTM MEPONPUSATUIA NO OOYHEHUIO
nepcoHana

Heobxoanmbie

YMEeHWs

AHaﬂI/I3I/IpOBaTb nonpegenAaTb I'IOTp66HOCTI/I B O6y‘—IeHI/II/I rpynn
nepcoHalsia B COOTBETCTBUUN C LieJTAMU OpraHn3auunn

PaspabaTtbiBaTb NnaHbl NOArOTOBKM, NEPENOATrOTOBKM U
NOBbILIEHMS KBanudmkaumm kaapos, y4eOHble nnaHbl 1
nporpaMmsi

AHanuanpoBaTb pbIHOK 06pa3oBaTebHbIX YCNYr U FOTOBUTb
NpeasioKeHnst No NOCTaBLLMKaM ycnyr
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OpraHunsoBbliBaTb 06y4atoLne MeponpuaTms

CocTaBnsiTb 1 KOHTPONMPOBATb CTaTbM Pacxof4oB Ha 0bydeHue
nepcoHana Ans niaHnpoBaHus 6104KeTOB

Pa3pabaTbiBaTb 1 KOMNMEKTOBaTb y4eOHO-MeToanYeckume
[OKYMEHTbI

[Mpon3BoaMTb OLLEHKY IPPEKTUBHOCTN OBYYEHNSA NepcoHana

Mpoun3BoanTb NpeaBapuTeNbHbIE 3aKynoYHble NpoLeaypbl 1
odhopmMIieHne conyTCTBYHOLLEN JOKYMEHTALUN MO 3aKIHYEHUIO
[10roBOpOB

PaboTtaTtb ¢ MHpOPMALMOHHBIMK cUCTEMaMM U 6GasamMu AaHHbIX
no nepcoHany

PaspabaTtbiBaTb 1 0POPMNSATb AOKYMEHTbI MO npoueccam
opraHu3aumm obyyYeHus nepcoHana n nx pesynbrTaram

Cobntogatb HOPMbI 3TUKK 4eN0BOro 0bLeHns

Heobxoanmbie
3HaHUS

MeToAbl, UHCTPYMEHTbI UCCreaoBaHMsa NOTPeBbHOCTH B
oby4eHunn nepcoHana

MeTogonorus oby4yeHus

TexHonornm, MeToabl U METOAMKN NPOBEAEHUS aHaNn3a u
cucTemaTmM3aumm JOKYMEHTOB U MHpopMaLmm

Mopsnok pa3paboTky NNaHoOB NOArOTOBKW, NEPENOAroTOBKU U
NOBLILLEHNS KBaNUUKaLuM KaapoBs, y4eOHbIX NaHoB U
nporpamm

Cucrtemsbl, meToabl U CpOprI MaTtepunaribHoOro n
HemMaTtepualrnibHOro CTuMyJinpoBaHuAa Tpyga nepcoHalna

TexHonornm n metoabl GOPMUPOBAHNS U KOHTPONS OLO4KETOB

rlOpﬂ,El,OK BeJeHNA yd4eTa n OTHETHOCTU NO NoAroToBke U
NMoBbILLEHUNIO KBaJ'II/ICbI/IKaLI,I/II/I nepcoHalsia

OcHoBbI JOKYMEHTOOBOPOTA N JOKYMEHTALMOHHOIO
obecneyeHus

OcHOBbI TEXHOMOMMN NPOU3BOACTBA U AEATENBHOCTU
opraHusaummu

OcHoBbI 00LLEN 1 coLuranbHON MCUXONOrMn, COLMONOrMn u
ncuxonornun Tpyaa

MopsiAok NpoBeAeHMs 3aKyNOYHbIX Npoueayp 1 0opMIeHNs
CONyTCTBYOLWEN AOKYMEHTaLUN

CTpyKTypa opraHusaumm

prqosoe 3aKoHOOaTesIbCTBO N UHbIE aKTbl, cogepXallne
HOPMbI TPyAOBOIO npaea

OcHOBbI apXMBHOro 3akoHOA4AaTENbCTBA N HOPMATUBHbIE
npaBoBble akTbl Poccuinckon denepaumm, B HacTn BeAeH s
AOKYMEHTaLMn No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTBa Poccumnckomn
depepaummn

OcHoBbl 3akoHogaTtenscTBa 06 obpasoBaHum Poccuimnckom
depepaumn
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3akoHogaTtenscTBO Poccurickon ®egepaumnm 0 nepcoHanbHbIX
JAaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHM3aunn, perynupyoLlmne
oby4yeHune nepcoHana

[Mopsagok 3aknveHna 4oroBopoB (KOHTPAKTOB)

HopMmbl 3TUKK AenoBoro oduieHus

BasoBble OCHOBLI MIHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
NHPOPMALIMOHHBIX CUCTEM U OCOBEHHOCTM PaboThbl C HUMMK

Opyrve
XapaKTepUCTUKN

3.4.3. Tpyoosas dyHKUMS

HanmeHo | OpraHusaumsa agantaumm u Kog | D/03.6 | YpoBeHb 6
BaHue CTaXXMPOBKM NnepcoHana (noaypoBeHb
)
KBanugukaw
nmn
MpoucxoxaeHne OpurnHan X | 3aMmcTBOBaHO U3
TpyooBou opurnHana
YHKLMN
Ko PerncrpayuoHH
opurnmHana bIl HOMEpP
npodeccuoHarn
bHOIO
cTaHgapTa
TpynoBble AHanus ycneLHbIX KOpnopaTuBHbLIX NPaKTUK MO OpraHn3aumm
AencTeng agantauum N CTaXXMpoBKe nepcoHana
PaspaboTka nnaHoB agantaumm, CTaXXUPOBKU NepcoHana ¢
OLIeHKOM 3aTpart
OpraHusauums MeponpuaTnin No agantaumm, CTaknposke
nepcoHana
MogroToBka NpeanoXeHun No CoBepLIEHCTBOBAHUIO CUCTEMDI
agantauuu, CTaXMPOBKM NepcoHana
MogroToBka NpeasioXkeHu no hopMmpoBaHunio BrogxeTa Ha
opraHvMsauuio aganTtaunm u CTaXXMpPOBKM NepcoHana
AHanun3 appeKTUBHOCTM MepPONPUATUA MO adanTaunm u
CTaXXMPOBKE nepcoHana
Heobxogumble OnpegenaTtb rpynnbl nepcoHasna ans CTaxXnpoBKU 1 agantauum
yMeHUS Onpepgenatb paboyne mecta Ansi NpoBeaeHUs1 CTaXXUPOBKU U

agantaunn nepcoHarna

CornacoBblBaTb mMeponpuaTna agantaumn 1 CTaxXnpoBkn C
BO3MOXHOCTAMU NPON3BOAOCTBA
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Mpon3BoANTbL aHaNU3 1 OLEHKY pe3ynbTaToB aganTauuun u
CTaXXMPOBOK NepcoHana

CocTaBnsTb NPeAnoXeHns U KOHTPONMPOBaTb CTaTbW PAaCXOA0B
Ha NporpamMmmbl U MEPONPUATUS MO aganTaumm U CTaXXMPOBKe
nepcoHana Ans nnaHupoBaHNs OloaXeToB

Mpon3BoanTb OLEHKY aPPEKTUBHOCTU MEPONPUATUIA MO
agjanTtaumm N CTaXXMpoBKe nepcoHana

BHeOpsTb cucTeMbl BOBeYeHUs paboTHMKOB B KOpNopaTUBHYIO
KynbTypy

Mcnonb3oBaTb MHpOPMALMOHHBLIE CUCTEMbI M 6a3bl AaHHbLIX MO
nepcoHany

CobniogaTb HOPMbI 3TUKK Oen0BOro obeHns

Heobxoanmbie
3HaHuA

MeToabl aganTauumn 1 CTaXKMPOBOK

TexHonorum, Mmetoabl U METOAUKN npoeeneHMA aHann3a u
cucreMmatTmn3aumn JOKYMEHTOB U I/IHd)OpMaLI,I/II/I

Mopsiaok pa3paboTky NNaHOB aganTaumm nepcoHana Ha HOBbIX
paboynx mecTax, NoAroTOBKW, NEPENOATOTOBKM U NOBbILLEHWS
KBanudukaumm nepcoHana u opraHnsaumm cTaknpoBoK

Mopsaok cocTaBneHnss CMET 3aTpaT Ha aganTauumio 1
CTaXXMPOBKY NepcoHana

Mopsnok BeAeHUs ydeta 1 OTYETHOCTU MO aganTaummn u
CTa)XXMPOBKE NnepcoHana

Cuctembl, MeToabl U CbOprI MaTtepuarnbHoOro n
HemMaTepualribHOro CTuMyJinpoBaHuAa Tpyga nepcoHalna

TexHonornm n metogbl GOPMUPOBAHNS U KOHTPONS BLOAKETOB

OCHOBbI TEXHOMOrMM NPOU3BOACTBA M AEeATENBHOCTU
opraHu3saLmm

OcHoBbI 06LLIEN U COLMaribHOM NMCUXOOrMKn, COLIMONIOrUn 1
ncuxonornvm Tpyaa

CTpyKTypa opraHm3aumm 1 BakaHTHble JOMKHOCTU (Npodheccuu,
cneunanbHOCTK)

TpyaoBoe 3akoHOAATENBCTBO U MHbIE aKTbl, coaepKallme
HOPMbI TPYAOBOrO NpaBsa

OcHoBBbI HanoroBoro 3akoHogaTtenscTea Poccumckon
depepauymmn

3akoHogaTtenscTBo Poccunckon ®epeparnmm 0 nepcoHasnbHbIX
AaHHbIX

JlokanbHble HOPpMaTUBHbIE aKTbl OpraHun3auun, perynumpyrouimne
aganTaunio N CTaXKUpPOBKY NnepcoHasna

OcCHOBbI 4OKYMEHTOOBOpOTa N JOKYMEHTALMOHHOIO
obecneyeHus

[MopsagokK 3aknYEHN JOroBOPOB (KOHTPAKTOB)

HopMbl 3TUKM 4enoBoro obLeHns

ba3oBkle 0CHOBbI MH(pOpMaTMKM, CTPYKTYypPHOE MNoCTpoeHune
MHCbOpMaU,MOHHbIX cuctem n 0cobeHHOCTH pa6OTbI C HUMUA
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Opyrve
XapakKTePUCTUKM

3.4.4. TpynoBasa pyHKUMSA

HanmeHo | AOMUHUCTpUpOBaHME NPOLECCOB Kog | D/04.6 | YpoBeHb 6
BaHue n nokymeHToobopoTa no (noaypoBeHb
pasBuUTUIO 1 NpodeccruoHanbHoOM )
Kapbepe, 00y4yeHuto, agantauum um KBanudukaw
CTaXMpOBKe nepcoHana nn
MpoucxoxaeHue OpurnHan X 3anmMcTBOBaHO 13

TPy4oBOW (OYHKLNN

opvrvHana

Kon PernctpaumnoH
opurmHa HbIN HOMEpP
na npodgeccnoHa
nbHOro
cTaHgapTa

TpynoBble
JencTBus

AHanus npoueccoB, NpaBuIl U NOPSAKOB OpraHu3aumm npu
NPOBEAEHUN MEPONPUSTUI MO Pa3BUTUIO 1 NPOdEeCCUOoHaNbHON
kapbepe, 0by4YeHunto, aganTauum U CTaXkMpoBKe NepcoHana

[lokyMeHTaunoHHOe oopMIieHne pesynbTaToB MEPONPUATUN
MO PasBUTUIO U NPOdECCMOHAaNbHON Kapbepe, 0byyYeHuio,
agjanTtauum N CTaXXMpoBKe nepcoHana

MogrotoBka MHANMBUAYANbHbLIX NPEANOXEHNA HA OCHOBE
pe3ynbTaToB NPOBELAEHNA MEPOMNPUATUI MO PA3BUTUIO U
npodeccuoHanbHoOn Kapbepe, 0byyeHuto, agantauum u
CTaXXMPOBKE nepcoHana

MogroToBka nNpeanoXeHun No cCoBepLUEHCTBOBAHUIO CUCTEM
o0y4eHuns, agantaumm n CTaXXMPOBKKU, PasBUTUSA U NOCTPOEHUS
npodeccrmoHarnbHoM Kapbepbl NepcoHana

ConpoBoaeHne AoroBOpoB N0 OKa3aHUIO KOHCYbTaLMOHHBbIX,
MHAOPMAaLIMOHHBIX YCIyr, He0BX0ANMbIX Ans NPoBeaeHs
oby4eHus1, aganTaumm U CTaXKMPOBOK, Pa3BUTUSI U NMOCTPOEHNS
npodeccnoHanbHOWM Kapbepbl NepcoHana, BKMyas
npeasapuTenbHble NPoLeaypbl N0 UX 3aKMYEHNIO

BbinonHeHne TpeboBaHUM NO XpaHEHWIO MHOPMaLUK O
pesynbrtaTtax obyyeHus, agantaunmn n CTaxXMpoBKX, Pa3BUTUS U
NOCTPOEHNA NpoheccMoHanbHON Kapbepbl NnepcoHana

Heobxoanmbie
yMEHUSA

OdopMnATb AOKYMEHTLI NO BOMpOcaM NpoBeaeHns obyyeHus,
agantauum N CTaXXMpOBKKU, PasBUTUSA N NOCTPOEHUS
npodgeccnoHanbHOM Kapbepbl NepcoHana, npegocTaBnsiemMble B
rocyaapCTBEHHbIE OopraHbl, MPOdEeCCUOHaNbHbIE COK3bI U
Apyrve npegcraBuTenNbHbIE OpraHbl paboTHMKOB

Ob6ecneymBaTb AOKYMEHTALMOHHOE COMPOBOXAEHNE 00yYeHus,




agjanTtaumm N CTaXXMpOBOK, Pa3BUTUSA N NOCTPOEHUS
npodeccnoHanbHOM Kapbepbl NepcoHana

AHanuanposaTb Npasuna, npoueaypbl U NOPSAKN NPOBEeAEHUS
oby4yeHuns, aganTaumm n CTaXXMPOBKKN, Pa3BUTUSA N MOCTPOEHUS
npodeccnoHanbHOM Kapbepbl NepcoHana

OpraHun3oBblBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHuaMKN 3akoHogaTenscTea Poccunckon deagepaunm m
nokanbHbIMW akTaMu opraHmsaumm

AHanuanpoBaTb JOKYMEHTbI U NEPEHOCUTbL MHPOPMaLMIO B
MHAOPMALIMOHHbIE CUCTEMbI 1 6a3bl AaHHbIX

Bectu yyeT 1 perncrpaumio JOKYMEHTOB B MHDOPMaLMOHHbIX
cucTemMax U Ha MatepuarnbHbIX HOCUTENSAX

PaboTtaTtb ¢ MHOPMALNOHHBIMK cucTeMamMm 1 6aszamm gaHHbIX
Nno Bonpocam obyyeHusi, aganTauumn n CTaXKUPOBKK, Pa3BUTUSA U
NOCTPOEHUs NpodheccnoHanbHOM Kapbepbl NepcoHana, Be4eHus
yyeTa KaHAMAATOB Ha BakaHTHbIE JOMKHOCTM (Nnpodeccun,
cneunanbHOCTK)

BecTtn genosyto nepenucky

Cobntogatb HOPMbl 3TUKN ENOBOro O6LLEHUS

Heobxoanmbie
3HaHuA

Mopsigok ohopMneHunst, BeOeHUs U XpaHEeHNS AOKyMeHTauum,
CBSI3aHHOW C CUCTEeMOW 0By4eHns, agantauum n CTaxXnpoBKK,
pa3BUTUA U MNOCTPOEHUS NPoddecCcnoHanbHON Kapbepbl
nepcoHana

Mopsaok dhopMunpoBaHus, BegeHus 6aHka AaHHbIX O NepcoHane
opraHu3aLmm 1 NpeaocTaBneHns 0TYETHOCTU

HopmaTnBHble NpaBoBbIE aKTbl, PEryNupyoLLMe npaea u
00513aHHOCTM rocyAapCTBEHHbIX OPraHOB M opraHM3aLun no
NpeaocTaBNeHNI0 Y4ETHOWM AOKYMeHTaUum

Mopsiaok ocbopMneHUs AOKYMEHTOB, NPeAOCTaBNSEMbIX B
rocyapCTBEHHbIE OpraHbl M UHbIE OpraHn3aunm

OCHOBbI OKYMEHTOOO0pOTa M AOKYMEHTALMOHHOIO
obecneyeHuns

MopsiAoK NpoBeAeHMs 3aKyNOYHbIX Npoueayp 1 ohopmMIeHNs
conyTCTBYOLWEN AOKYMEHTaLUN

CTpyKTypa opraHusaumm n BakaHTHble JOJDKHOCTU (npodheccun,
cneumnanbHOCTH)

TpynoBoe 3akoHOAATENBCTBO U MHbIE aKTbl, coaepKallme
HOPMbI TPYAOBOrO Npasa

OCHOBBI apXMBHOMO 3aKOHOATENLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon denepaunmn, B 4acTn BeAeHus
AOKYMEHTaLMM No nepcoHany

OcHoBBbI HanoroBoro 3akoHogaTtenscTea Poccumckon
depepaummn

3akoHopaTtenscTBo Poccuickon ®egepaumm o nepcoHanbHbIX
JAaHHbIX
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TexHonormm, MeTogbl U METOAMKN NPOBEAEHUS aHaNu3a u
cucTemMaTn3aumm JOKYMEHTOB M MHpopMaLmm

JTokanbHble HOpMaTUBHbLIE aKTbl OpraHn3aunun, perynupytowime
NopsiA0OK pasBUTUSA U NOCTPOEHUSA NPOGECCUOHANLHOW Kapbepbl,
o0y4eHuns, agantaumm N CTaXXMpPOBKN NepcoHana

[MopsiAoK 3aKnyYeHns 4oroBopos (KOHTPaKTOB)

Hopmbl 3TMKK fenoBoro obLeHns

basoBble 0CHOBbI MHPOPMATUKKN, CTPYKTYPHOE MNOCTPOEHNE
NHPOPMALMOHHBLIX CUCTEM N OCOBEHHOCTN PaboTbl C HUMM

Opyrve
XapaKTepPUCTUKMN

3.5. O606LweHHasn TpyaoBas QyHKUUS

HaumeHo | [leaTenbHOCTb NO OpraHM3auum Kon E | YpoBeHb 6
BaHue Tpyda v onsniatbl nepcoHana KBanudukaumm
MpoucxoxaeHue OpurnHan X 3anmMcTBOBaHO 13
0606LeHHOoM opurnHana
TPYy4oOBOM (PyHKLUMN
Kon PernctpaumnoH
opuruHa HbIN HOMEp
na npodgeccnoHa
NBHOrO
cTaHgapTa

Bo3MoXxHble
HanMeHoBaHMUA
JOJMKHOCTEWN,
npodeccnn

Cneuuanuct no HOPMUPOBaHUIO 1 onnaTe Tpyaa
CneumanucT no opraHvsauum u onnarte Tpyaa
CneumanucTt no KoMrneHcauusam 1 nbrotam
CneuuanucT no nepcoHany

MeHemxep no nepcoHany

TpeboBaHu4 K
obpasoBaHUIo K
00y4eHunto

Bbicliee obpasoBaHue

[ononHntenbHoe npogeccunoHanbHoe obpasoBaHue -
nporpaMmmbl NpodeccnoHanbHOM NepPenoaroToBkM B 06racTtu
3KOHOMMKM, HOPMUPOBaHMSA 1 onnaTbl TpyAda, NporpamMmmel
NOBbILLEHNA KBaNUuKaLumnm

TpeboBaHus K
onbITY
NpPaKkTU4eCcKomn
paboTbl

Ocobble ycnosus
gonycka K pabote

Apyrve
XapaKTepUCTHKM




[lononHuTenbHblE XapakTepUCTUKN

HanveHoBaHue Kon

OOKYMEHTa

HanmeHoBaHne 6a30Bon rpynmnbl, 4OSHKHOCTH
(npocbeccun) nnm cneumanbHOCTH

OK3 2412

CneunanucTtbl No Kagpam 1
npodopmneHTaunm

3423

CneumanucTtbl KaapoBbIX CIY0 n
yupexgeHnn 3aHATOCTH

EKC

H)XeHep N0 HOpMUPOBAHUIO Tpyaa

TexHuk no Tpyay

OKOHOMUCT Mo Tpyay

MeHexep no nepcoHany

OKnaTtpP 27755

OKOHOMMUCT Mo Tpyay

22956

MHcnekTop no kagpam

3.5.1. Tpynosasi pyHKUMS

HanmeHo | OpraHusauna Tpyaa nepcoHana | Kog | E/02.6 | YpoBeHb 6
BaHWe (nooypoBeHb)
KBanudgukaumm
[MpoucxoxaeHune OpwuruHan X 3anmCcTBOBaHO U3
TPy4oBOU (PYHKLNK opurnHana
Ko PerncrpauynoHHbI
OpUruH N HOMep
ana npodeccuoHanb

HOro ctaHgapTa

TpynoBsble
JencTBus

AHanu3s ycneLHbIX KOPNopaTUBHbLIX NPaKTUK MO OpraHn3aumm
HOPMUPOBaHUSA TpyAa 418 Pa3fMYHbIX KaTeropuii nepcoHana,
0cobeHHOCTEN NPON3BOACTBA U AEATENBHOCTU OpraHn3aLmm

PaspaboTka cMcTemMbl opraHu3aumm Tpyga nepcoHana u
nopsigka HOpMUPOBaHUA Tpyada Ha pabounx mectax C OLEHKOM
3aTpaTt Ha nepcoHan

BHeapeHne cucteMbl opraHusaumm Tpyaa nepcoHana u
KOHTPOMNS HaJ4 HOPMMPOBAHUEM C onpeaeneHnem
TPYOOEMKOCTU, HOPMATUBHOW YNCNIEHHOCTM, rpadduKoB paboT u
yCnoBUi onnaTbl TPyAa nepcoHana

BbisiBNeHne pe3epBOB NOBbILLEHMSI TPOU3BOAMTENBHOCTU TpyaAa
N Ka4yecTBa HOPMUPOBAHWUS TPYAa, NOArOTOBKA NPeaioXeHWU Nno
N3MEHEeHNsIM YCNOBMI U onnaThl TPyAa nepcoHana

MogroToBka NpeasioXeHu no hopmMmpoBaHnio BrogxeTa Ha
opraHusauuio Tpyaa nepcoHana

OnpeneneHune apdeKTUBHOCTM paboTbl CUCTEMbI OpraHu3aLum
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TpyAda ¥ HOPMUPOBaAHWS TpyAa Ha paboynx mectax

Heobxoanmbie
yMeHUs

BHeapaTb MeToabl paumoHanibHOM OpraHu3aumm Tpyaa

Pa3pabatbiBaTb NnaHbl OpraHN3aunoHHbIX U TEXHUYECKNX
MepOoNpUATUI NO NOBbLILLEHNIO NPOM3BOANTENBHOCTM Tpyaa

AHanusnpoBaTb COCTOSAHME HOPMUPOBAHUA Tpyaa, Ka4yecTBO
HOpPM, NnoKasaTesneun no Tpyay

AHanunanpoaTb 3 HEKTUBHOCTb PabOTbl CUCTEMBI
opraHusauum Tpyga nepcoHana u HopMupoBaHUS Tpyada Ha
paboumnx mecTtax

CocTaBnsATb M KOHTPONMPOBaTb CTaTbM PAcXo4oB Ha onnaty
Tpyaa nepcoHana ans nnaHnpoBaHusi 6roKeToB

PaboTaTtb ¢ MH(pOpPMaLUNOHHBIMM CUCTEMaMU N BazaMn OaHHbIX
N0 HOPMMPOBAHUIO N oNfiaTe Tpyaa nepcoHana

Pa3pa6aTblBaTb n OCbOpMJ'IFITb AOKYMEHTbI NO Hanpasili€HUKO
OeATEeNIbHOCTU

Cobntogatb HOPMbl 3TUKN OENOBOro O6LLEHNS

Heobxoanmbie
3HaHuA

MeToabl ydyeTa 1N aHalnumaa nokasarerneun no Tpy4Ay n onnarte
TpyAa

MeToabl onpeaeneHnsi, OLEHKN N CpaBHEHUS
NPOM3BOACTBEHHOM MHTEHCUBHOCTU U HanpsKeHHOCTW Tpyada

MeToabl HOPMUPOBaAHUS Tpyaa

MexoTpacneBble 1 OTpacneBble HOPMaTMBbI TPYAOBbLIX 3aTpaT

CoBpeMeHHble (POPMbl, CUCTEMbI ONNaThl U y4eTa
NPoOn3BOANTENBHOCTM TPyAa NepcoHana

CucTteMbl, MeToabl U hopMbl MaTepuanbHOro u
HemMaTepuasnbHOro CTUMYNMPOBaHWUS Tpyada NnepcoHana

TexHonormm n metogbl GOPMUPOBAHNS U KOHTPONS BLOAKETOB

TexHonorum, Metoabl U METOAUKMN npoBeageHnd aHanmaa "
cucreMmatTmn3aumn JOKyMEHTOB U MH(pOpMaLI,I/IM

OcHoBbI JOKYMEHTOOBOpOTa N JOKYMEHTALMOHHOIO
obecneyeHus

Mopsiaok Tapudukaumm paboT n pabounx, ycTaHOBNEHUS
[AOMKHOCTHbIX OKagoBs, gonnaTt, HaabaBok U KO3MMULMEHTOB K
3apaboTHoW nnaTe, pacyeTa CTUMYNMPYOLWKMX Bbinnat

TapudHo-kBanngukaLMOHHbIE CPaBOYHMKM PaboT n
npodeccuit pabounx n KBanUPUKaLMOHHbIE XapaKTEePUCTUKN
OOIMKHOCTEN Cry>KaLLnX

OCHOBbI TEXHOMOrMM NPOU3BOACTBA U AEeATENBHOCTU
opraHu3saLmm

CTpyKTypa opraHnsaumm n BakaHTHble OOIMKHOCTU (Npodheccun,
cneumnanbHOCTH)

Ka,D,DOBaFI NOJINTUKA N CTpaTerna opraHn3aynm

OKOHOMMUKa Tpyaa

OcHoBbI 06LLEN N coLmanbHOM NCUXONOrMn, CoOLUONOrun mn
ncuxonornn Tpyaa




TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, cogepkallime
HOPMbI TPYAOBOrO npasa

OCHOBbI apX1BHOro 3aKoHOAATESbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuinckon degepaumn, B HacTu BEAEHUSA
AOKYMEHTaLUMKN nNo nepcoHany

OcHoBbI HaNoOroBoro 3akoHogaTtenbcrTesa Poccumnckomn
depepaymmn

3akoHogaTtenscTeo Poccumrckon degepaunm o nepcoHanbHbIX
AaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHM3aLUunKn, perynmpyouime
NopsiAOK opraHn3aumm Tpyaa u HOpMMPOBaHUS NepcoHana

[MopsagokK 3aknYeHNs OroBOPOB (KOHTPAKTOB)

HopMbl 3TVKK 0enoBoro obuieHus

ba3oBble OCHOBbI VIHCbOpMaTVIKI/I, CTPYKTYypHOE MNMoCTpoeHne
MH(bOpMaLlMOHHbIX cucTem n ocobeHHOCTn pa6OTbI C HAMU

Opyrve
XapaKTePUCTUKN

3.5.2. TpynoBasa pyHKUMSA

HanmeHo | OpraHusauyus onnatbl Tpyada Koa E/01.6 | YpoBeHb(nogyp 6
BaHue nepcoHana OBEHb)

KBanuukaumm
MpoucxoxaeHue OpurnHan X | 3aMMCTBOBaHO 13

TPy4oBOW (OYyHKLNN

opvrvHana

Kog PernctpaumoHHbI
OPUrNH N HOMep
ana npodgeccuoHarsbH
oro ctaHgapTa

TpynoBble oencTBuA

AHanu3 ycnewHbIX KOpnopaTUBHbLIX MPaKTUK MO OpraHn3aumm
cUCTeMbI onnaTtbl TpyAa nepcoHana

PaspaboTka cuctembl onnaTtbl Tpyaa nepcoHana

dopmmpoBaHmne nnaHoBoro GrogxkeTta hoHga onnaTbl TPyAa,
CTUMYNUPYIOLMX U KOMAEHCAUMOHHbIX BblnniaT

BHeapeHue cucTembl onnathl Tpyaa nepcoHana

MogroToBka NpeanoXeHnn No CoBepLIEHCTBOBAHUID CUCTEMDI
onnaTtbl TpyAa nepcoHana

Heobxoanmbie
yMeHUs

CocTaBnsATb 1 KOHTPONMPOBATbL CTaTbM PACXOA4OB Ha onnarty
Tpyga nepcoHana ans nnaHnpoBaHus 61aKeToB 1 OHO0B

MpPUMEHATb TEXHOMNOMMN MaTepuanbHON MOTUBaLUA B
ynpaBneHMn NepcoHanom

Pa3pabaTbiBaTb KOHLIEMNLMIO NOCTPOEHNS MOTUBALMOHHbIX
nporpamm paboTHUKOB B COOTBETCTBMM C LIENsIMN OpraHmn3aLum
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AHannanpoBaTb COBPEMEHHbIE CUCTEMbI ONMaThl U
MarepuaribHoM (MOHeTapHOW) MOTMBaUMUKN Tpyaa Ans uenemn
opraHusaumm

AHanuanpoBaTtb YpOBeHb onsiathl TpyAa nepcoHana no
COOTBETCTBYIOLUM NpodheCcCMOHanbHbIM KBanngukaumsm

MpoBOAMTb MOHUTOPUHT 3apaboTHONM NNaTthbl HA PbIHKE Tpyaa

AHanuaupoBaTb hOpMbl MaTepUanbHOro CTUMYNMPOBaHUS,
KOMMeHcauui 1 NbroT B onnaTe Tpyaa nepcoHana

PaboTtaTb ¢ MHPOPMALMOHHLIMU cUCTEMaMK U BaszamMu AaHHbIX
no onnare Tpyaa nepcoHana

CocTtaBnsiTb NPOrHO3bl pa3BUTMS onnaTbl TPyAa nepcoHana

Cobntogatb HOPMbI TUKK 4e0BOro 0bLeHns

Heobxoanmbie
3HaHuA

dopMbl 1 cuctembl 3apaboTHONM NNaTbl, NOPSA0K COCTaBNEHNS
OrooxeToB

CuncteMbl, MeToabl U hopMbl MaTepranbHOro u
HemMaTtepuasnbHOro CTMMYMpPoBaHWsA Tpyda nepcoHana

TexHonorm n MetToabl POPMUPOBAHUS N KOHTPONS BIo4KeToB
n oHOOB

Mopsagok Tapudumkaymm paboT 1 pabounx, yctaHOBNEHNS
AOJMKHOCTHBIX OKNagoB, gonnar, HagbaBok 1 KO3 pUUNEHTOB
K 3apaboTHOM NnaTe, pacyeTa CTUMYNNPYOLWMX Bbinnat

MeToabl onpeaeneHnst YUCIEHHOCTU paboTHMKOB

TapundHo-KBanndmKauMoOHHbIE CNPaBOYHUKN paboT n
npodpeccuit paboumnx n KBanMrKaunMoHHbIE XapakTePUCTUKN
AOIMKHOCTEN Cny)KaLUnx

MeToabl ydeTa n aHanu3a nokasaTenen no Tpyay v
3apaboTHOM Nnarte

TexHonorum, MetToabl U METOANKU npoBegeHnA aHarnnia u
cucremMmatTmn3aumn JOKYMEeHTOB U VIHCbOpMaLl,I/IVI

Kap,posa;l NOJNIMTUKa U cTpaTerna opraHm3auummn

CTpyKTypa opraHusaumm n BakaHTHbIE AOJHKHOCTM (Npodheccun,
crneunanbHOCTH)

TpynoBoe 3aKoHOAaTENbCTBO U UHbIE aKTbl, COAepKaLlme
HOpPMbI TPYAOBOrO Npasa

OcHoBbI HanoroBoro 3akoHogaTtenbcTBa Poccumnckomn
depepaummn

3akoHogaTtenscTBo Poccurckon ®egepaumnm 0 nepcoHanbHbIX
JAaHHbIX

JNokanbHble HOpMaTMBHbIE aKTbl OpraHu3aLun, perynupyoLumne
onnaTty Tpyaa

OCHOBBI TEXHOMNOMMM NPOU3BOACTBA U AEATENbHOCTH
opraHusaumm

OcHoBbI 4OKYMEHTOOBOpOTA N JOKYMEHTALMOHHOIO
obecnevyeHuns

MopanoK 3akn4YeHns JoroBopoB (KOHTPAKTOB)
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OcHoBbl 00LLEN 1 COoLMaribHON NMCUXONOrMn, COLIMONOrn 1
ncmxonornm Tpyga

Hopmbl 3TUKK 4eN0BOro obLeHus

BasoBble OCHOBLI MIHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
NHPOPMALIMOHHBIX CUCTEM U OCOBEHHOCTM PaboThbl C HUMMK

Opyrve -
XapaKTepUCTUKN

3.5.3. Tpynoosasi yHKUMS

HanmeHo | AOMUHUCTpUpOBaHue Kog | E/03.6 | YpoBeHb 6
BaHWe NpoLieCccoB 1 (nogypoBeHb)
AOKyMeHToOb6opoTa no KBanudukaum
BOMpoOcam opraHu3aumv Tpyaa u n
onnartbl nepcoHana

MpoucxoxaeHue Opurunan X 3anmMcTBOBaHO
TPYAOBOWN (PYyHKLMNM N3 opurnHana
Kon PerncrtpaumoHHbIn
opuruHana HOMep
npodeccuoHarbH
oro ctaHgapTa
TpynoBble AHanus npoueccoB AOKYMeHTO000poTa, NoKanbHbIX
AencTeng AOKYMEHTOB NO BOMpOCaM opraHu3aunmn onnatbl 1 Tpyaa
nepcoHana
OdbopmneHne JOKYMEHTOB NO Bonpocam onnaThbl U Tpyaa
nepcoHana
MogroToBka nNpegnoXeHun No Bonpocam onsatbl U Tpyaa
nepcoHana

MoaroToBKa NpeanoXeHn No COBEPLUEHCTBOBAHNIO CUCTEMbI
onnaTtbl M opraHn3auuy Tpyaa nepcoHana

[loKyMeHTaUMOHHOE 1 opraHn3aLMOHHOE CONPOBOXAEHME
CMCTEMbI OpraHusaunm 1 onnatbl Tpyaa nepcoHana
MogrotoBka 1 ob6paboTka 3anpocoB 1 yBEAOMIEHUIN O
paboTHMKax B roCy4apCTBEeHHble OpraHbl, MpodeccnoHarnbHble
COH3bl 1 Apyrue npeacTaBuUTENbHbIE OpraHbl paboTHMKOB, MO
cucTtemMam onnaTtbl U OpraHu3auum Tpyaa nepcoHana
ConpoBoXaeHne OOroBOpoB Mo OKa3aHMK KOHCYINbTaLMOHHbIX,
MHOPMAaLIMOHHbIX YCNYr NO cUcTeMaM onnaTthbl U opraHM3aumm
TpyAa nepcoHana, Bkh4asi npeasapuTenbHble npoueaypbl No
NX 3aKINHYEHNIO

Heobxoaumble OGecneuynBaTb AOKYMEHTALMOHHOE COMNPOBOXAEHNE
yMeHMs MEepPONPUSTUIA NO onnarte WU opraHn3aumm Tpyaa nepcoHana
OdhopMnsiTb AOKYMEHTbI N0 BoNpocam onsiaTbl M opraHnsaumm




Tpyda nepcoHana, npegocTaBnsieMble B rocyJapCTBEHHbIE
opraHbl, NpodeccruoHanbHble Col3bl 1 Apyrue
npeacTaBuTeNbHble opraHbl PaGOTHUKOB

AHanManMpoBaTb HOPMAaTUBHbIE U METOANYECKNE JOKYMEHTbI MO
BOMpOcaM onnaTtbl U opraHusaumm Tpyaa nepcoHana

OpraHun3oBblBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHuaMKN 3akoHogaTenscTea Poccunckon deagepaunm m
nokanbHbIMW akTaMu opraHmsaumm

BecTu yyeT 1 perncrpaumio JOKYMEHTOB B MHpOPMaLMOHHbIX
cucTemMax U Ha MatepuarnbHbIX HOCUTENSAX

PaboTtaTtb ¢ MHOPMALMOHHLIMU cUcTeMaMu U 6aszaMu AaHHbIX
Mo cMcTemMam onnatbl U opraHusauumn Tpyaa nepcoHana

Mpon3BoanTb NpeaBapUTENbHbIE 3aKyNOYHbIE NPOLeaYpbl U
ochopMnATb CONYTCTBYHOLLYIO AOKYMEHTALMIO NO 3aKIHOYEHUIO
[OroBOpOB

BecTtu genosyo nepenncky

Cobntogatb HOPMbl 3TUKN OENOBOro O6LLEHNS

Heobxoanmbie
3HaHUS

Mopsiaok obopMIeHUsi, BEOAEHUS U XPaHEHUS AOKYyMEeHTaumm no
cucTemMam onnatbl U opraHnsauumn Tpyga nepcoHana

HopmaTnBHble NpaBoBbIE aKTbl, pErynupytoLLme npaea u
00513aHHOCTM rocyAapCTBEHHbLIX OPraHOB M opraHM3auum no
NpegoCTaBMEHNI0 YYETHOW AOKYMEHTaunm

TexHonormm, MetToabl U METOANKMN npoBegeHnd aHanmaa "
cucreMmatTmn3aumn JOKyMEeHTOB U MH(pOpMaLI,I/IM

NokanbHble HOpMaTMBHLIE aKTbl OpraHU3auun, perynupytoLmne
NopsiA0OK onfathl, OpraHn3aunmn 1 HopMUPOBaHNS Tpyaa

OcCHOBbI OKYMEHTOOO60pOTa M AOKYMEHTALMOHHOIO
obecneyvyeHuns

Mopsigok dopmurpoBaHns, BeaeHna 6aHka AaHHbIX U
npefocTaBfieHna OTYETHOCTM NO cMCTeMaM onnaThbl U
opraHusauuu Tpyga nepcoHana

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, coaepkallne
HOPMbI TPYAOBOrO Npasa

OCHOBbI apX1BHOro 3aKoHO4ATESbCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccuickon ®egepauunm, B HacTn Be4EHUS
AOKYMEeHTauMm no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckom
depepaummn

3akoHogaTtenscTBo Poccunckon depepanmm 0 nepcoHasbHbIX
AaHHbIX

[Mopsagok 3aKn4YeHns JOroBOPOB (KOHTPAKTOB)

Mopsiaok NpoBeAeHMs 3aKyNoYHbIX npoueayp U obopMneHus
conyTCTBYOLWEN AOKYMEHTaLUN

HopMbl 3TUKM AenoBoro obLeHus

ba3oBble OCHOBbI MHPOPMATUKN, CTPYKTYpPHOE MNMoCTpoeHne
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MHAOPMAaLMOHHbBIX CUCTEM 1 OCOBEHHOCTN PaboTbl C HAMM

Opyrue
XapaKTepuCTnKn

3.6. O606LweHHasa TpygoBas PyHKLMS

HanmeHo | [JeaTenbHOCTb NO OpraHu3aumm Kog F | YpoBeHb 6
BaHue KopnopaTUBHOW coumarnbHOM KBanudukaum
NOJSINTUKK n
MpoucxoxaeHne OpuruHan X 3anmcTBOBaHO U3
0600w eHHOoN opuruHana
TPy4oBOW (OYyHKLNK
Kon Pernctpauyuo
OpUrMHan HHbIN HOMEP
a npodgeccnoH
anbHOro
cTaHgapTa

Bo3MoXHble
HanMeHoBaHMUA
JOIMKHOCTEWN,
npogreccun

Cneunanuct no coyunarnbHbIM NporpaMmmam

Cneuunanuct no paboTe ¢ npeacTaBUTENbHLIMU OpraHamu
paboTHMKOB

Cneumanuct No KopnopaTMBHOM coumnarnbHOM NONUTUKE
Cneuwnanuct no nepcoHany

MeHexep no nepcoHany

TpeboBaHu4 K
obpasoBaHuIo K
o00y4eHunto

Bbicluee o6pa3oBaHue

[lononHutenbHoe npodeccrnoHanbHoe obpasoBaHue -
nporpammbl NPOgEeCCUOHaNbHOM NEPENnoAroTOBKM U NporpamMmbl
NOBbILLEHMS KBanuduKaumm B 06nacTu coumarnbHbiX NporpaMmm

TpeboBaHu4 K
onbITY
npakTu4eCcKom
paboThbl

Ocobble ycnosus
aonycka kK paborte

Apyrve

XapaKTeEPUCTUKA

[lononHuTenbHble XapaKTepuCTukKun

HanmeHoBaHwue Kon HanmeHoBaHvne 6a30BoW rpynnbl, OSHKHOCTH
AOKYMEHTa (npocheccun) nnm cneumanbHOCTH
OK3 2412 CneumanucTtbl N0 Kagpam 1 npoopueHTaumnm
3423 CneumanucTtbl KagpoBbIX Cryx6 n
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yuYpexgeHnn 3aHATOCTH

EKC - Cneumanunct no kagpam
- MeHekep no nepcoHany
oKnaTP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam
OKCO - -

3.6.1. Tpynoosasi yHKUMS

HanmeHo | PaspaboTka kopnopaTuBHOWM Kog | F/01.6 | YpoBeHb 6
BaHue coumarnbHOM NOSNTUKN (noaypoBeHb
)
KBanugukaw,
nmn
MpoucxoxaeHue OpurnHan X 3anmMcTBOBaHO M3
TpyaoBOW pyHKUMN opurnHana
Kon Peructpauyuo
OpUrMHam  HHbIN HOMEP
a npodeccnoH
anbHOro
cTaHgapTa
TpyaoBble AHanu3 ycneLHbIX KOPNopaTMBHbIX NPaKTUK NO OpraHmM3aunm
AencTBus coumnanbHOro NnapTHepPCTBa, counanbHOM OTBETCTBEHHOCTU U
coumanbHbIX Nporpamm
PaspaboTka KopnopaTMBHbIX COLMaNbHbIX NPOrpaMmm
PaspaboTka cuctembl BbinnaTt paboTHMKaAM coumarnbHbIX NbroT
OpraHusaumsa neperoBopoB ¢ NpodeCccnoHanbHbIMN CO3amMm K
ApYrMMn npeactaBUTeNbHbIMKM OpraHaMmn paboTHUKOB,
00LLECTBEHHLIMW OpraHM3auusaMmn, B3anMoaemncTamne
rocygapCTBEHHbIMU OpraHamm
MoaroToBka nNpeanoXeHun No opMmMpoBaHMo BrogKeTa B YacTu
obecneyeHns KOpNOpaTMBHON coLmanbHON NOANTUKK
Heobxogumble OnpegenaTtb Lenesble rpynnbl NepcoHana ans paspaboTku
yMeHus cneunann3npoBaHHbIX coLUManbHbIX NPOrpaMmm

[loBoanTb MHOPMaLNIO O coumarnbHbIX NporpaMmmMax 4o
LenesbIX rpynn nepcoHarna ¢ UCrnosib3oBaHNEM UHCTPYMEHTOB
BHYTPEHHNX KOMMYHUKaL M

OnpegenaTb KpUTEPUN U YPOBHW YAOBNETBOPEHHOCTU
nepcoHana

Mcnonb3oBaTtb MaTepunaribHble N HeMaTepualibHble CUCTEMBbI,
MeToabl U ¢)0pr| MOTMBaUuUKn B ynpasJjieHUN nepcoHaJioM

Onpenenatb 06BEMbI CPeacTB ANs peanu3aunmn colmanbHbIX
rapaHTU, KOPNOPaTMUBHbLIX NbroT U UHbIX 3NIEMEHTOB



http://ivo.garant.ru/document?id=80422&sub=3037
http://ivo.garant.ru/document?id=80422&sub=3253
http://ivo.garant.ru/document?id=80422&sub=3037
http://ivo.garant.ru/document?id=1448770&sub=0
http://ivo.garant.ru/document?id=1448770&sub=27755
http://ivo.garant.ru/document?id=1448770&sub=22956
http://ivo.garant.ru/document?id=86755&sub=0

KOpropaTMBHbIX coLunarnbHbIX NporpaMm Ans dopMUpoBaHns
oookeToB

CocTaBnsaTtb u KOHTPOINMpoBaTb CTaTb pacxogoB Ha
couunarnbHblie nNporpamMmmbl A niiaHMpoBaHUA OroKeToB

Mpon3BoanTb NpeaBapuTeNbHbIE 3aKyNoYHble NpoLeaypbl U
ochopMneHne conyTCTBYHOLEN AOKYMEHTALUMM NO 3aKNHYEHNIO
[A0roBOpOB

Cobnogatb HOPMbl 3TUKN 4ENOBOro 06LLEeHNs

Heobxoanmbie
3HaHUS

Mopsiaok n meToabl pa3paboTky NNaHoOB M NporpaMm
coumanbHOro pasBMTUS OpraHn3auum

MeToabl aHann3a BbINOSTHEHMSA coLManbHbIX nporpamMmm 1
onpepgesyieHnAa nx 3KOHOMUYECKOW SC*)Q)GKTI/IBHOCTI/I

CucTteMmbl, MeToabl U hopMbl MaTepuanbHoOro u
HeMaTepuanbHOro CTUMyNMPOBaHMSA Tpyada nepcoHana

TexHonorum n MeToasbl CbOpMI/IpOBaHI/IFI N KOHTPOJIA OroaxeToB

MeToabl NpoBeAeHUS COLMONOrMYEeCcKNUX nccrnegoBaHum,
N3y4yeHnst obLEeCTBEHHOr0 MHEHNS

TexHonornn, MeToabl U METOAMKN NPOBEAEHUS aHanu3a u
cucTemaTnsaumm JOKYMEHTOB M MHCpopMaLmm

MopsiAoK NpoBeAeHMs 3aKyNOYHbIX npoueayp 1 ohopmMIeHns
conyTCTBYOLWEN AOKYMeHTaLnn

OCHOBbI NPON3BOACTBEHHOW AEATENBLHOCTM OpraHn3aunm

OcHoBbl 06LLEN N coLManbHOM NMCMXOMNOrMn, COLMONOrun mn
ncuxonornm Tpyaa

CTpykTypa, Lenu, ctpaTterns n kagposasi NofiMTUka opraHmsaumm

TpynoBoe 3akoHOAAaTENbLCTBO U UHbIE aKTbl, coAepkalline HoOpMbI
TPyQoBOro npaea

OcHoBbI Haroroeoro 3akoHogatenscrea Poccunckon degepaymnm

HopmaTuBHble NpaBoBbIE aKTbl, pErynupytoLLme npaea u
00513aHHOCTY rocyAapCTBEHHbIX OpraHoB, NPOdecCcnoHanbHbIX
COH30B U APYrnx NpefcTaBUTENbHbBIX OpraHoOB PabOTHUKOB

3akoHogaTtenscTBo Poccunckon depepanmm 0 nepcoHasbHbIX
AaHHbIX

NokanbHble HOpMaTMBHbIE aKTbl OpraHM3auun, perynupytoLine
NopsiAoK hopMMUPOBaHMS coLManbHOM NONMUTUKK

OcHoBbI NpaBoBOro perynupoBaHusa Poccuinckon degepauyunm
nopsgKa 3akni4eHnn 4oroBopos (KOHTPAKTOB)

HopMbl 9TUKK AenoBoro obuieHus

basoBble 0CHOBbI MIHGOPMATUKK, CTPYKTYPHOE MNOCTPOEHNE
NHPOPMALMOHHBLIX CUCTEM N OCOBEHHOCTUN paboTbl C HUMM

Apyrve
XapaKTepUCTUKM

3.6.2. Tpyoosas yHKUMS
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HaunmeHo | Peanunsauusi kopnopaTnBHON Koa | F/02.6 | YpoBeHb 6
BaHue couunanbHOW NOSIUTUKN (nogypoBeHb)
KBanudukaum
n
MpoucxoxaeHne OpuruHan X 3anmcTBOBaHO U3

TPy4oBOU (PYHKLNK

opurnHana
Kon Pernctpauuno
OpurMHan HHbIA HOMEP
a npodeccnoH
anbHOro
cTaHgapTa

TpynoBble oencTBuA

BHenpeHue kopnopaTuBHbIX coUManbHbIX NporpamMmm, B TOM
4ymncre no coumnanbHON NogaepXKKe OTAENbHbIX rPymn
pabOTHMKOB

Peanunsaums cuctembl coumanbHbIX NbroT, BoinnaT paboTHUKam
C y4yeToM TpeboBaHuin 3akoHodaTenbcTBa Poccuickon
depepaummn

OueHka yaoBneTBOPEHHOCTM NepcoHana KopnopaTUBHOM
counanbHOW NMONUTUKOWU

OueHka 3 peKTUBHOCTN MEPONPUATUIA KOPNOPATUBHOM
coumanbHOW NOMUTUKU

lNogroToBka Hpeﬂ,J'IO)KeHI/IIZ no coeepLeHCTBOBAHUIO
MGpOﬂpI/IFITI/IVI KOpl'IOpGTI/IBHOVI coumanbHOW NONUTUKN

MogroToBka NpeanoxeHun no popmmpoBaHuto brogxeTa Ha
peanusaunto KopnopaTtueHoOU coumaribHOW NOSUTUKA U
coumnanbHbIX NporpamMmm

Heobxoanmbie
yMeHUs

PaccunTbiBaTb 3aTpaThbl HA NPOBEAEHME Cneumnan3mpoBaHHbIX
coumanbHbIX Nporpamm

MpoBOANTL MOHUTOPUHT YCNELLHbIX KOPNOpaTUBHbIX
coumanbHbIX Nporpamm

MpoBoaAUTL MePONPUATMSA B COOTBETCTBUM C KOPNOPaATUBHOM
counanbHOW NONUTUKOWU

Onpe,u,enmb LueneBble rpynnbl nepcoHana anAa co3gaHuA
cneynann3npoBaHHbIX CoUMarnbHbIX NpOorpamMmm

OnpenensaTb KpUTEPUU 1 YPOBHU YOOBNETBOPEHHOCTU
nepcoHana

Onpenenatb aPEKTUBHOCTbL MEPOMNPUATUI peanmsyemMon
KoprnopaTnuBHOW couunaribHOW NONUTUKN

OpraHu3oBbliBaTb B3anMOAENCTBME C rocyapCTBEHHbIMU
opraHamu, npogeccrnoHanbHbIMU COK3aMU U APYrMMu
npeacraBuTenbHbIMU opraHamu paboTHMKOB, OBLLLECTBEHHBIMU
N UHBIMW OpraHM3aunaMm No Bonpocam peanusauum
KOpnopaTUBHOW coLMasibHOM MOSIUTUKM




AHaJ'IVI3VIpOBaTb PbIHOK YCIyr no counalribHbIM U
cneunann3npoBaHHbIM NporpamMmmMmam counanbHom noaaep>XxXKku
YrneHoB ueneBbiX rpynn n rotoBUTb NpeanoXeHund no nx
nocTtaBLWMKaM

Mpon3soanTb NpeaBapuUTeNibHbIE 3aKyNoYHble NpoLeaypbl 1
0ohopMNSTb COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKNHYEHUIO
[AOroBOpoOB

Cobntogatb HOPMbI 3TUKN OENOBOro 06LEeHUs

Heobxoanmbie
3HaHUS

BOI'IpOCbI ynpaBJiEHN4 counalribHbIM pa3BUTUEM OpraHn3aLlnn

MeToabl aHanu3a BbINOSIHEHUSA KOPNOPaTUBHbIX COLMarbHbIX
nporpaMmm 1 onpegeneHns nx 9KOHOMMUYEeCKON a(pPeKTUBHOCTHU

CucteMbl, MeToabl, popMbl MaTepranbHOro u
HeMaTepuanbHOro CTUMYNMPOBaHMS Tpyda nepcoHana

MeToabl npoeegeHnsa counornorm4eckmnx nccrnegoBaHun,
N3yyeHuns obuecTBEHHOro MHEHUS

TexHonormm, MeToabl U METOAMKN NPOBEAEHUS aHanNu3a u
cucTemMaTn3aumm JOKYMEHTOB 1 MHpopMaLmm

HopmaTnBHble NpaBoBbIE aKTbl, pErynupytoLLme npaea u
0053aHHOCTM rocyAapCTBEHHbIX OPraHoB, NPOdecCcnoHanbHbIX
COH30B U ApYrnx NpeacTaBUTENbHLIX OPraHOB PaboTHMKOB MO
NnpeaocTaBNeHNI0 y4eTHOM AOKYMeHTaLnn

MopsiAok NpoBeAEHMS 3aKyNOYHbIX Npoueayp U 0opMIeHNs
CconyTCTBYKOLWEN AOKYMEHTaLNN

CTpykTypa, Lenu, ctpaTterust n kagposasi nonuTunka
opraHusaumm

OCHOBbI NPON3BOACTBEHHOW AEATENBHOCTM OpraHn3aunm

OcHoBbI 00LLEN 1 coLmanbHOM NMCUXONOrMn, COLMONOrMn m
ncuxonornn Tpyaa

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, coaepkallne
HOPMbI TPYAOBOrO NpaBsa

OCHOBbI apXMBHOMO 3akoHo4aTeNbCTBa U HOPMATUBHbIE
npaBoBble akTbl Poccuickon ®egepauunm, B HacTn BeAEHUS
AOKYMEHTaunn no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenscTea Poccumckon
depepaummn

3akoHogaTtenscTBo Poccunckon depepanmm o nepcoHasnbHbIX
AaHHbIX

NokanbHble akTbl OpraHn3auuun, perynmpytoLimne nopsaok
BHEAPEHMS coLmarnbHOM NONUTUKK

[Mopsagok 3aKnYeHns JOroBopoB (KOHTPAKTOB)

HopMbl 3TUKM AenoBoro obLeHus

Ba3zoBble 0CHOBLI MHGPOPMATUKK, CTPYKTYPHOE NOCTPOEHNE
NHPOPMALMOHHBLIX CUCTEM N OCOBEHHOCTU paboTbl C HAMM

Opyrue
XapaKTeEPUCTUKU
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3.6.3. Tpynoosasi yHKUMS

HaunmeHo | AgMUHUCTpUpoOBaHUE Kog | F/03.6 | YpoBeHb 6
BaHue NpoLeccoB u (noaypoBeHb)
AOKyMeHToobopoTa no KBanudukaumm

BOnpocam KoprnopaTuBHOMU
coumanbHOW NOMUTUKU

INpouncxoxaeHune
TPy4oBOU (PYHKLNK

OpurunHan X 3anmcTBOBaHO
13 opurnHana

Kog PernctpaunoHHbIn
opuUruHan HOoMeEp
a npogeccnoHarsbH

Ooro craHgapTa

TpynoBble
JencTBus

AHanu3 npoueccoB AOKYMEHTO0O0pOoTa, fIoKanbHbIX
[AOKYMEHTOB MO BOMpOcaM KoprnopaTUBHOW coLmarnbHOM
MNONTUTUKM

[lokyMmeHTaunoHHOe ohopMIieHne pesynbTaToB KOprnopaTUBHON
coumanbHOW NOMUTUKU

MogroToBka NpeanoXeHun No pasBUTUO KOpnopaTUBHOW
coumanbHOW NOMUTUKU

[MoaroToBka pe3ynbTaToB aHanm3a CoOTBETCTBUSA
KOprnopaTUBHOM coLmanbHOM NONNTUKK TpeboBaHUAM
3akoHogaTenbcTBa Poccunckon denepaummn 1 ycrioBUAM pbiHKa

TpyAa

[OKyMeHTaUMOHHOE 1 OpraHn3aLUMoOHHOE CONPOBOXAEHME
MEPONPUATUM KOPNOPATUBHOM COLIMANbHOM NOSTUTUKK

MogrotoBka 1 ob6paboTka 3anpocoB 1 yBEAOMIEHUIN O
paboTHUKaxX B rocyJapCTBEHHbIE OpraHbl, NpodeccnoHanbHble
COM03bl M Apyrue npeacraBuUTeNbHbIE OpraHbl paboTHMKOB MO
BONpPOCaM CoUManbHON NONMTUKM B OTHOLLEHUN NepcoHana

ConpoBoXxaeHne JOroBOpOB NO OKa3aHWK KOHCYMbTaLWOHHbIX U1
MHAOPMALIMOHHbIX YCITyr MO MEPONPUSATUSIM KOPNopaTUBHOM
coumnanbHON NONUTUKK, BKMOYasi NpeaBapuTenbHble npoueaypbl
MO MX 3aKMYEHMIO

Heobxoanmbie
yMEHUSA

OdopMnsiTb AOKYMEHTbI MO BONPOcaM KoprnopaTUBHOM
couunanbHON NONUTUKK, NPeAoCTaBNsieMble B rOCyAapCTBEHHbIE
opraHbl, NpeAcTaBuTeNbHblE OpraHbl paboTHUKOB

AHanusnposaTb nNpasuna, NopsakK, npoueaypbl KOpnopaTMBHON
coumanbHOW NOMUTUKU

O6ecneuynBaThb OKYMEHTALIMOHHOE COMPOBOXAEHNE
couunanbHON NONMUTUKM B OTHOLLIEHUW NepcoHana

OpraHun3oBblBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUN C
TpeboBaHUAMN apXMBHOIO 3akoHogaTenscTBa Poccumnckon
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depepaunn 1 nokanbHbIMKM aKkTaMy opraHu3aLnm

Mpon3BoanTb NpeaBapuTeNbHbIE 3aKyNnoYHble NpoLeaypbl U
ochopMnsATb CONMYTCTBYOLLYIO OKYMEHTALMIO NO 3aKNHYEeHUIo
[A0roBOpOB

PaboTtaTtb ¢ MHOPMALMOHHBLIMKU cucTeMaMn 1 6azaMn AaHHbIX
Mo BOMpocam coLmanbHOW NOMUTUKN B OTHOLLEHWUM NepcoHana

BecTu yyeT 1 permctpauunio JOKyMEHTOB B MHGDOPMaLMOHHbIX
cucTeMax U Ha maTepuanbHbIX HOCUTENAX

BecTtu genosyo nepenncky

CobniogaTb HOPMbI 3TUKK AEnoBOro obLeHns

Heobxoanmbie
3HaHUS

Mopsaok odbopMieHns, BEAEHUSA U XpaHEHUS1 AOKYyMEHTaLum no
coLmanbHOW NONUTUKE B OTHOLLIEHWUM NepcoHana

Mopsagok dopmupoBaHnsd, BeaeHns 6aHka JaHHbIX U
npegocTaBfieHNa OTYETHOCTM NO BONPOCaM CoLManbHON
NONIMTMKM B OTHOLLEHUKN NepcoHana

TexHonorum, MetToabl U METOANKMN npoBegeHnd aHanmaa "
cucremMatmn3aumn JOKYMEHTOB U I/IHd)OpMaLI,I/II/I

OCHOBbI JOKYMEHTOOO0pOTa M AOKYMEHTALMOHHOIO
obecneyvyeHuns

MopsiAoK NpoBeAeHMs 3aKyNOYHbIX npoueayp 1 ohopmMIeHNs
conyTCTBYOLWEN AOKYMEeHTaLUn

CTpyKTypa opraHusaumm n BakaHTHbIE AOJMKHOCTM (Npodheccun,
cneunanbHOCTH)

TpyaoBoe 3akoHOAATENBCTBO U MHbIE aKTbl, coaepKallime
HOPMbI TPYAOBOrO Nnpasa

OCHOBbI apXMBHOMO 3aKOHOAATENLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon denepaunmn, B 4acTn BeAeHus
AOKYMEHTaLMM No nepcoHany

OcHoBbI HaNoroBoro 3akoHogaTtenbcTea Poccumnckom
depepaummn

HopmaTnBHble NpaBoBbLIE aKThl, PEryNUpYoLLMe Npaea u
00653aHHOCTM rocyAapCTBEHHbLIX OPraHoB, NPOdeCcCUOoHanNbHbIX
COH30B U ApYrnx NpeacTtaBUTeNbHbIX OpraHoB PaboOTHUKOB MO
NpegoCTaBMNEeHNI0 Y4ETHOW AOKYMeHTaunm

3akoHopaTtenscTBo Poccuickon ®egepaumm o nepcoHanbHbIX
JaHHbIX

NokanbHble HOPMaTMBHbIE aKTbl OpraHM3auun, perynupytoLmne
NopsiAOK BHEAPEHUSI KOPMOPaTMBHOW COLMarnbHOM NOMUTUKN U
coumanbHbIX Nporpamm

[Mopsagok 3aknYeHns JOroBoOpoB (KOHTPAKTOB)

HopMbl 3TKKM 4enoBoro obLeHus

basoBble 0CHOBbI MIHOPMATUKK, CTPYKTYPHOE MNOCTPOEHNE
NHPOPMALMOHHBLIX CUCTEM N OCOBEHHOCTU paboTbl C HUMM

Opyrue
XapaKTeEPUCTUKU
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3.7. O6o6LweHHaa TpygoBas PyHKLMS

HanmeHoB | OnepaunoHHoe ynpasreHune Kog G | YpoBeHb 7
aHue nepcoHarniom n nogpasgeneHnem KBanudukaw,
opraHusauumu nm
MpoucxoxaeHve OpurnHan X 3anMcTBOBaHO 13
0600LeHHON opurMHana
TPy4oBOU (PYHKLNK
Kon Perncrtpauyuo
OpurMHasm  HHbIA HOMep
a npodeccnoH
arnbHOro
cTaHgapTa
Bo3amoxHble PykoBoauTenb CTPYKTYpPHOro nogpasgeneHus
HanMeHOBaHUS HavanbHWK CTPYKTYPHOro nogpasgeneHuns
JOIMKHOCTEWN,
npodreccunu

TpeboBaHu4 K
obpasoBaHuio 1
o00y4eHunto

Bbicluee obpasoBaHue - cneumanuTeT, marucTpatypa
HononHntensHoe npodeccuoHanbHoe obpa3oBaHue -
nporpaMmmbl NPpodeccnoHanbHOM NepPenoaroToBkM B 06r1actu
ynpasfieHnss nepcoHanom, onepaumoHHOro 1 TaKTUYECKOro
ynpasfneHus; NporpaMmbl NOBbLILLEHUS KBanudukauum B
obnacTtu ynpasrneHusi nepcoHanom, onepaumoHHOro u
TaKTMYECKOro yrnpaBneHus

TpeboBaHu4 K
onbITY
NpaKkTU4eCcKomn
paboThbl

He meHee naTv net B 06nact ynpaBreHusi nepcoHarnom

Ocobble ycnosus
aonycka kK paborte

Apyrve
XapaKTepUCTUKU

[lononHuTenbHble XapaKTepuCTukun

HanmeHoBaHue
AOKYMEHTa

Kog HanmeHoBaHne 6a30Bow rpynmnbl, 4OSMKHOCTH
(npocpbeccun) nnm cneumanbHOCTH

OK3

1232 Pykosoautenu nogpasgeneHunn (cnyxo)
ynpasfeHust Kagpamu n TpyaoBbIMU
OTHOLLUEHUAMU

EKC

- HavanbHWK oTAena kagpos

- HavyanbHuK oToena opraHn3auunm n ornJiaTtbl
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Tpyna

- HavyanbHWK oTaena noaroToBKn KagpoB

- HayanbHuK oTAena coumanbHOro passutms

3aBefyoLmnn (Ha4anbHKK) OTAENOM KagpoB

OoKnarmP

24063 MeHexep no nepcoHany

3.7.1. TpynoBasa pyHKUMSA

HaunmeHo | PaspaboTka cuctembl Kog | G/01.7 | YpoBeHb 7

BaHWe onepaunoHHOro yrnpasneHus (noaypoBeHb
nepcoHanom n paboThbl )
CTPYKTYPHOro nogpasaeneHus KBanuduka

nn

MpoucxoxaeHne
TPy4oBOW (OYHKLNK

OpurnHan X 3anmcTBoBaHO
N3 opuruHana

Kon PerncrpaynoHH
opuUrnHan bl HOMEP
a npodeccuoHarn
bHOIO
cTaHgapTa

Tpynosble
JencTBus

AHanu3 ycneLHbIX KOpnopaTUBHbLIX NPaKTUK MO BONpocam
CTpaTerM4yeckoro 1 onepaTUBHOIO ynpaBreH1st NepcoHanom
opraHusaumm

lMocTaHoBKa onepaTMBHbLIX Lenen No Bonpocam ynpasneHus
nepcoHasriom

PaspaboTka nnaHoB, NporpaMm 1 Npoleayp B ynpasrieHnn
nepcoHanom

PaspaboTka npeanoxeHu No CTPYKType nogpasneneHus n
noTpebHOCTM B NepcoHarne

PaspaboTka npeanoxeHnin no obecneyeHnto nepcoHanom,
bopMMPOBaHMIO CUCTEM OLLEHKN, pa3BUTUS, onnaTthbl Tpyaa,
KOpMOpaTMBHbLIM COLMarbHbIM NporpaMmmam 1 CoumnanbHOM
NONUTUKE

PaspaboTka npeanoxeHum o 3atpatax n GoOpMMPOBaHNIO
OrooKeTa Ha nepcoHan

PaspaboTka npeanoXxeHnin no 3aknio4eHno 4OroBopoB Nno
ynpaBfeHno NepcoHanom C NocTaBLMKaMn yCrnyr u npoBegeHne
npeaBapuUTENbHbIX Npoueayp NO UX 3aKTHYEHNIO

Heobxoanmbie
yMeHUs

OpraHu3oBbiBaTb paboTy nepcoHana CTPYKTYpHOro
nogpasgenexHus

Orlpe,u,enmb 3alavyn nepcoHasna CTpPYKTypHOro nogpasgeineHund,
ncxoasa 13 Lenen m cTpatermm opraHm3auumm

CosgaBaTb 1 ONUCbIBaTb OpraHn3aunoHHYK CTPYKTYpPY, LUeln,
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3aga4n, QYHKUMKN CTPYKTYPHOro noapasaerneHus

MpMeHATb MeToabl YNPaBMeHNst MEXITUYHOCTHLIMU
OTHOLLUEHNAMU, HPOPMUPOBAHMS KOMaHA, Pa3BUTUS NNOEpPCTBa U
NCMNONHNTENbHOCTU, BbIIBNEHNS TanaHToB, onpeaeneHus
yOOBNETBOPEHHOCTN paboTomn

Onpe,qenmb, aHann3npoBaTb, MOAOENIMPOBATb U BbICTPanMBaTb
BHYTPEHHNE KOMMYHUKALUN NepCcoHalla

PaspabaTbiBaTb NPOEKTHbIE NPEASIOXKEHNS U MEPONPUATUS MO
adhdpekTnBHOM paboTe nepcoHana

BHeapsTb cTpaTerno no ynpaeneHno nepcoHanom

CocTaBnsiTb, paccynTbiBaTh, KOPPEKTMPOBATL U KOHTPONMPOBATL
cTaTbW pacxodoB Ha nepcoHan, paspabaTtbiBaTb NpeanoXeHus
Mo 3aTpaTam Ha nepcoHan Ans opmMnpoBaHus GrogxeTa

MpencTaBnsTb MHTEPECHl OpraHn3aLmm U BECTU NeperoBopbl C
npodpeccroHanbHbLIMM COK3aMN U APYrMMU
npeacTaBUTENbHLIMU OpraHamn paboTHUKOB,
B3aMMOENCTBOBATbL C rOCy4apCTBEHHbIMM OpraHn3aunsiMm

AHanuanpoBaTtb NHGOPMALMIO MO NOCTaBLUMKaM YCyr B
obnacTv ynpaBneHusi NnepcoHasniom 1 no ycrioBUSM
3aKn4yaeMblX JOroBOPOB

Mpoun3BoanTb NpeaBapuUTeNbHbIE 3aKyrnoYHble NpoLeaypbl 1
ochopMnATb CONYTCTBYOLLYIO AOKYMEHTALMIO MO 3aKIHOYEHUIO
[A0roBOpoOB

PaboTaTb C I/IHC*)OpMaLI,I/IOHHbIMI/I cuctemamm 1 6asamm gaHHbIX
Nno BOMpOCam ynpasiieHnAa nepcoHasiomM

OpraHun3oBbIBaTb M NPOBOAUTL KOPNOPaTMBHLIE MEPONPUSATUS C
nepcoHanom

CobniogaTb HOPMbI 3TUKK AenoBOro obLeHns

Heobxoanmbie
3HaHuA

MeToabl, cnocobbl 1 MHCTPYMEHTbI YNpaBieHUsl NepCoHanom

Ll,envl, cTparerna pa3BnutnAa n OusHec-nnaH opraHmn3auunnm

MonuTuka ynpaeneHns NepcoHanomM opraHmsaunm

MeToabl aHann3a KonnmyeCTBEHHOIO M KaYEeCTBEHHOIO COCTaBa
nepcoHarsa

Cuctembl cTaHaapTOB No GusHec-npoueccam, npodeccusam,
HopMaMm Tpyaa

CucTteMbl, MeToabl U hopMbl MaTepuanbHoOro u
HeMaTepuanbHOro CTUMYNMPOBaHMS Tpyada nepcoHana

TexHonormm n metoabl GOPMUPOBAHNS U KOHTPONS BoaXeToB

Mopsagok npoBeaeHus 3aKkynoYvHbIX npoueayp U ooopMnieHns
CONYTCTBYHOLLEN AOKYMEHTALMN

OcCHOBBbI I'IpOVI3BO,EI,CTBeHHOI7I OeATeNbHOCTU OpraHn3aunmn

OcHoBbI 06LLEN 1 coLmanbHOM NMCUXONOrMn, COLUONOrun n
NCUXonornm Tpyaa, 9KOHOMUKM Tpyaa, 6e3onacHbIX YCroBui

TpyAa

CTpyKTypa opraHusaumm




TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, cogepkallime
HOPMbI TPYAOBOro npasa

OCHOBbI apX1BHOro 3aKoHO4ATESIbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuinckon degepaumn, B HacTu BEAEHUSA
AOKYMEHTaLUNKn nNo nepcoHany

OcHoBbI HaNoOroBoro 3akoHogaTtenbcTea Poccumnckomn
depepaymmn

OcHOBbI MUIpaLMOHHOIo 3akoHogaTenbCcTBa Poccuinckom
degepaunn, B HacTu NpuBNEYEHUs U TPyAOYyCTPOUCTBA
MHOCTPaHHbIX rpaxkgaH 1 nuy, 6es rpaxgaHcTea

OcHosBbl AOMUHUCTPATUBHOIO 3akoHoOJaTesNbCTBa B obnacTtu
yrnpasJieHnd nepcoHasom n oTBeTCTBEHHOCTU OOJIKHOCTHbIX 1ML,

3akoHopaTenscTeo Poccunckon ®eagepauunm no sawmte
NepcoHanbHbIX AaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHM3auumn B obnacTu
ynpaBfieHusl nepcoHasniom

[MopsagokK 3aknYEHNA OroBOPOB (KOHTPAKTOB)

HopMmbl 9TUKM AenoBoro obuieHns

ba3oBble OCHOBbI MHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
MHPOPMALMOHHBIX CUCTEM M OCOBEHHOCTU paboTbl C HUMM

Apyrve
XapaKTepUCTUKM

3.7.2. Tpyoosas dyHKUMS

HaumeHo | Peanusauns onepaumoHHOro Kon G/02.7 | YpoBeHb 7

BaHWe ynpaBreHnsa NnepcoHanom u (noaypoBeHb)
paboTbl CTPYKTYPHOIO KBanudukaum
nogpasgeneHns "

MpoucxoxaeHue OpuvruHan X 3anmcTBOBaHO 13

TPy4oBOW (OYyHKLNN

opvrvHana

Kopa Perncrtpauu
opurmHana OHHbIN
HOMep
npodgeccunoH
anbHOro
cTaHgapTa

TpynoBble oencTBuA

rlﬂaHI/IpOBaHI/Ie OeATENIbHOCTU nogpasgeneHnd n rnepcoHana

OnepaTtnBHOE ynpaBrneHne nepcoHanomM nogpasneneHus
opraHusaummu

PacuyeT 3aTpaT no nogpasgeneHunio n nogrotoska
npeanoXeHnn ans dopMmpoBaHms BoaxkeTa

Pa3pa60T|<a CTaHOapTOB AedATesJIbHOCTU noapas3gesieHnAa 1
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YHUMKaUMS NpoLLeCCOB

MNpoBeaeHne MHCTPYKTaXa Nno oxpaHe Tpyaa

MocTaHoBKa 3agay paboTHMKaM CTPYKTYPHOro nodpasaeneHus,
onpeeneHne pecypcoB Ansi X BbINOMHEHMWS!, KOHTPOIb
NCMNONHEHUS

AHanus nnaHoB M OTYETHOCTM NOAYNHEHHbIX PAabOTHUKOB,
pa3paboTka NnpeanoXeHnn No yny4lleHuo nokasaTenemn
AesaTenbHOCTU nogpasneneHns

dopmmpoBaHMe 0TYETOB 0 paboTe CTPYKTYPHOro
noapasaeneHns

Heobxoanmbie
YMEHMUS

Onpepenatb 30HbI OTBETCTBEHHOCTU Y 3 PEKTUBHOCTU
paboTbl NepcoHana CTPYKTYPHOro nogpasaeneHus,
pacnpenenatb 3agayn n obecnevvsaTb
MaTepuanbHO-TEXHUYECKME PeCcypChbl AN UX UCNONHEHUS

MpUMeHsTL MeToAbl ONepaTUBHOIO yrnpaBreHUs NepcoHanom
opraHusaumm

KoHTponupoBaTtb UCNOMHEHNE NOPYYEHUI 1 3a[a4, BHOCUTb
CBOEBPEMEHHbIE KOPPEKLUMN B NNaHbl U 3aaa4um

Onpepenatb nokasatenu addekTMBHOCTU paboTbl nepcoHana
nogpasgenexus

Ynpaensatb MOTUBaLMEN NepcoHana, ero BOBIEYEHHOCTbLIO U
ANCuMnivHoOm Tpyaa

CocTtaBnATb NnaHbl AesiTENbHOCTU CTPYKTYPHOIO
nogpasgenexHns opraHmsaumm

CocTaBnaTb, paccunTbiBaTh, KOPPEKTUPOBATDL U
KOHTPONMpOBaTb CTaTbW PacXoA4oB CTPYKTYPHOIo
nogpasgeneHunsa ona gopMmmpoBaHusi 6104XeToB

Mpon3BOANTbL aHANU3 TekyLen eaTeNbHOCTU CTPYKTYPHOro
noapasfeneHns U BHeAPSATb NpoLeaypbl N0 ee onTuMmusauunm

MpeacTaBnaTb MHTEPECHI OpraHn3aLmm U BeCTU NeperoBopbl ¢
rocygapCTBeHHbIMM opraHamu, NpodeCCMOHaNbHbIMK CO3amMm
n ApYrMMuy npeacTaBUTENbHbIMU OpraHaMy paboTHMKOB MO
BOMpOCcam nepcoHarna

Bectu neperosopbl C NnocrtaBwWnMKamMt ycnyr no ycrioBnuam
3aKn4aeMbiX JOroBOpoB

MpousBoauTb NpeaBapuTenbHbIe 3aKynoYHble NpoLeayphbl 1
0hbOpPMINATL COMYTCTBYHIOLLYIO AOKYMEHTALMIO MO 3aKMHYEHNIO
LLOrOBOPOB

MpoBoaMTb ayauT pe3ynbTaToB paboThl C NEPCOHANIOM

PaboTaTb ¢ MH(POPMAaLMOHHLIMU cUCTEMaMU U 6azamMu JaHHbIX
no Bonpocam yrnpaBreHns NepcoHanom

Cobntogatb HOPMbI 3TUKK AEeN0BOro 0bLeHns

Heobxoanmbie
3HaHuA

TGOpVII/I yrnpaBJieHnda nepcoHasioMm n ero MmoTnesauunmn

MeToabl aHanusa BbINOSIHEHNA NIAHOB M 3adad, onpegeneHns
NX 9KOHOMMNYECKON 3(PFEKTUBHOCTH




dopmbl 1 METOAbI OLIEHKM NepCcoHana 1 pesynbTaTtoB Ux Tpyaa

TexHonornm onepaTMBHOIO ynpaBrieHUs NepcoHanom
opraHusaunmu

Cuctemsbl, meToabl 1 OpMbl MaTepUanbHOro u
HemaTepuanbHOro CTUMYNMPOBaHUSA Tpyaa nepcoHana

TexHonornm n metoabl GOPMMPOBAHUS U KOHTPONSI OHOAXKETOB

Teopun 1 MeToAbl yNpaBneHnss pasBUTMEM NepcoHana

OKOHOMMKA Tpyaa

OpraHu3aumMoHHO-LLITaTHas CTPYKTypa opraHvsaumm

MonuTuka ynpaBneHus nepcoHanoM v colmnanbHas nonuTmka
opraHusauum

Llenu, ctpaterusi passutus n OU3Hec-nnaH opraHn3aumm

MeToanku nrnaHnpoBaHunA N NMNPorHo03npoBaHnA I'IOTpe6HOCTI/I B
nepcoHarsie

MopsiAoK yperynnmpoBaHnsi TPYAOBbIX CMNOPOB

Tpe6OBaHI/IFI n npasuna npoeegeHna aygnta pa6OTbI C
nepcoHasjiom

dopmMbl coumanbHOro napTHepCTBa U B3aMOLENCTBUSA C
npoceccmoHanbHbIMMN COK3aMn U OPYrMK
npegcraBuTenbHbIMU OpraHamMu paboTHUKOB, N UHBIMU
OopraHmsaumsmu

Mopsagok ohopmMneHna KagpoBbiX JOKYMEHTOB U NpuaaHUa UM
HPNANYECKON CUMbI

MopsiAok NpoBeAeHMs 3aKyNOYHbIX Npoueayp 1 0opMIeHNs
CONyTCTBYHOLWEN AOKYMEHTaLNN

TpynoBoe 3aKoHOAaTENbCTBO U UHbIE aKTbl, COAepKaLlme
HOpPMbI TPYAOBOrO Npasa

OCHOBbI apXMBHOIO 3aKOHOAATENLCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuickon denepaunn, B YacTn BeAeHUs
[OKYMEeHTauuMu Nno nepcoHany

OcHoBBbI HanoroBoro 3akoHogaTtenscTea Poccurckon
depepaummn

OcHoBbl MUrpaLMOHHOIO 3akoHoadaTenbCcTBa Poccmnmnckom
denepaunun, B HacTu NpUBNEYEHUs U TPYLOYCTPOUCTBA
WHOCTPAaHHbIX rpaxkgaH u nuy 6e3 rpaxxgaHcTea

OCHOBbI aAMUHUCTPATUBHOIO 3akoHoAaTeNnbLCTBa B 0bnacTu
yrnpaBneHns NnepcoHanoM 1 0TBETCTBEHHOCTM AOMKHOCTHbIX
nuy

3akoHogaTtenscTBo Poccunckon degepaumm o nepcoHasrbHbIX
OaHHbIX

INokanbHble HOpMaTUBHbIE aKTbl OpraHU3aLun B 4acTu
ynpaBneHusl nepcoHanom

OcHoBbl NpaBoBOro perynuposaHus Poccuickon ®egepauymm
nopsigka 3akniyeHns rpaxgaHcKo-NpaBoBbIX JOrOBOPOB

Hopmbl 3TUKK AENOBOro 00LEeHNs
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BasoBble OCHOBLI MIHPOPMATUKN, CTPYKTYPHOE MNOCTPOEHME
NHPOPMALIMOHHBIX CUCTEM U OCOBEHHOCTM PaboThbl C HUMMK

Apyrve
XapakTepUCTUKN

3.7.3. Tpynoosasi yHKUMS

HaumeHo | AomuHucTtpupoBaHue npoueccoB | Kog | G/03.7 YpOBEHb 7
BaHue n [OKyMeHToobopoTa no (nogypoBeHb
onepauMoHHOMY YyrpasreHuto )
nepcoHarnom un pabote KBanudukaw,
CTPYKTYPHOro nogpasgeneHns nn
MpoucxoxaeHue OpuruHan X 3anmMcTBOBaHO 13
TPYAOBOWN (PyHKLMNM opurMHana
Kon Pernctpauu
opurnHan OHHbIN
a Homep
npodgeccuno
HanbHOro
cTaHgapTa

TpynoBble oencTBuA

AHanus npoueccoB AOKYMEHTOO60pOTa, NoKarbHbIX
[IOKYMEHTOB M0 BOMNpPOCcaM ornepaLnoHHOro yrnpasBneHnus
nepcoHanom 1 paboTbl CTPYKTYPHOrO NoapasaeneHus,
GusHec-npoLeccoB opraHn3aLmm, yaoBneTBOPEHHOCTU
nepcoHana

[lokyMeHTaUMoHHOe ohopMIeHMe pe3yrbTaToB
onepauMOoHHOro yrnpaBreHns NepcoHanomM n padoThbl
CTPYKTYPHOro noapasaeneHusi, pesynbtaTtoB ayamTa paboThbl C
nepcoHanom

MoaroToBka NPeAnIoXeHU No pasBUTUIO CUCTEM
onepaumnoHHOro ynpaBneHns nepcoHanomM 1 paboThl
CTPYKTYPHOro nogpasaenexHusi, no HeobxoanmbiM
KOPPEKTUPYIOLLIMM M NPEBEHTUBHLIM Mepam

Pa3paboTka cucTembl aHanm3a 1 KOHTpons paboThbl nepcoHana

KoHTposb, cpaBHEHWE 1 aHanm3 npoueccoB B o6nacTtu
onepaTUBHOIO ynpaBrieHUs NepcoHanom, pesynsLTaTos
yrnpaBneHYeCcKNx MeponpusaTuin, onpeaeneHme akropos,
BbI3bIBaKOLLINX OTKNIOHEHME OT NJIaHOBLIX NOKa3aTenewn

MoarotoBka 1 06paboTka 3anpocoB, yBEAOMIEHUI, CBEAEHUN
0 paboTHMKaXxX B rocyJapCTBEHHbIE OpraHbl,
npodyeccrmoHanbHble COK3bl, 00LLECTBEHHbLIE OpraHn3aunm

ConpoBoXxaeHne 10roBOPOB OKa3aHUs ycrnyr nNo Bonpocam
onepaTUBHOrO ynpaBreHusi nepcoHanom n paboTe
CTPYKTYPHOro nogpasaeneHus, Bkn4vas npegaputenbHble




npouenypbl no nx 3akKim04eHno

[MoaroTtoBka npeanoXeHnn No opMMpoBaHUIO BroaKeTa Ha
nepcoHarn opraHmsauunm

BbinonHeHne TpeboBaHUM No XpaHeHUo MHopmaunmn o
pesynbTaTtax 4eNCTBUA CUCTEM ONepaLnoHHOro ynpasneHns
nepcoHanom n paboTbl CTPYKTYPHOro nogpasgeneHuns

Heobxoanmbie
yMEHUSA

KoHTponnpoBaTb Npouecchl ynpaBneHns nepcoHanom
noapasaeneHuii, onpenensTb UX Pe3ynbTaTUBHOCTb U
BbISABMNSATb (paKTOPbl OTKITOHEHWU OT NNaHOBbLIX NapaMeTpoB

PaspabartbiBaTb NporpaMmbl JOCTUXKEHUA LEeNen n
onepaTMBHOIO peLleHns 3agady nogpasgenieHnm

AHanuanpoBaTb, paspabaTtbiBaTb 1 0POPMNSATb AOKYMEHTbI MO
onepaTUBHbIM NpoLEeccaM M Ux pesynbtaTam

MpoBoauTb ayauT KaapoBbIX NPOLLECCOB, NpoLleayp,
0hOpMIIEHUS KAaaPOBbIX JOKYMEHTOB M IOKYMEHTOB MO
yrnpaBreHno NepcoHanom

KoHTponupoBaTtb pacxofgoBaHue GIQKETOB Ha NepcoHan

OdopMnsiTb AOKYMEHTbI NO OnepauvoHHOMY yrpaBreHuto
nepcoHanom un paboTe CTPYKTYpPHOro noapasgaeneHus,
npenocTaBnsieMble B roCy4apCTBEHHbIE OpraHbl,
npeacTaBuUTENbHbIE OpraHbl PaboOTHUKOB

Ob6ecneymBaTtb AOKYMEHTALMOHHOE COMNPOBOXAEHNE NO
cucTemMaMm onepaunoHHOro yrnpaerneHusi nepcoHanom un paborte
CTPYKTYPHOro nogpasgeneHus

OpraHusoBbliBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHUAMN TPYOOBOIO U apXMBHOIO 3aKOHOA4ATENLCTBA
Poccuinckon degepaumm 1 nokanbHbIMU akTamMu OpraHn3aumnm

KoHTponupoBaTtb UCMONMHEHNE OroBOPOB MNOCTABLLMKOB YCIyr
no BonpocaM nepcoHana

Mpon3BoanTb 3aKynoYHble Npoueaypbl, 0popPMASTb U
aHanM3npoBaTb 3aKyNnoYHY AOKYMeHTaLUMo

MpoBoanTbL NEPEroBopbl U NPEACTaBNSATb MHTEPECHI
opraHu3aumM B rocyaapCTBEHHbIX opraHax,
npodeccuoHanbHbIX Col3ax U APYrnx NpeacTaBUTENbHbIX
opraHax paboTHMKOB NO BoOMpocaM nepcoHana

BecTu genoByo nepenuncky

Bectu yyeT n permcTtpaunmio JOKYMEHTOB B I/IH(*)OpMaLI,I/IOHHbIX
cucrtemMax n Ha MmatepmasibHbIX HOCUTENAX

PaboTaTb ¢ MHPOPMAaLMOHHLIMU cUCTEMaMmU U 6azamMu JaHHbIX
Mo NepcoHany v cucTemMaM onepawLnoHHOro ynpaBneHus
nepcoHanom 1 paboTte CTPYKTYPHOro nogpasaeneHust

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLEeHUs

Heobxoanmbie
3HaHuA

MeTonbl ynpaBreHnsa pa3sutmem n apekTUBHOCTbIO
opraHusauum, MeToabl aHanusa BbINOSHEHMS NTaHOB U
nporpamMmm, onpeaenieHns x 3KOHoMm4eckon apPeKTUBHOCTHU
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MeToabl OLEeHKM paboTbl CTPYKTYPHbIX NOApasaeneHui,
pe3ynbTaToB Tpyda NepcoHana

MeToabl NpoBeAeHUs ayamuTa U KOHTPONMMHIa onepaTmuBHbIX
yrnpaBneH4yeckmMx nNpoLeccoB

®opMbl U CUCTEMBI MaTepUanbHOro U HemaTepuanbHOro
CTUMYNMPOBaHUSA Tpyaa nepcoHana

OCHOBbI JOKYMEHTALMOHHOIO obecneyeHus

Mopsaok odbopMieHns, BEAEHNS U XpaHeHUs JOKyMeHTaLun
Mo cuctemam onepaLmnoHHOro yrnpaBneHus nepcoHanom
opraHusaumm 1 paboTe CTPYKTYPHOro noapasaeneHus

Mopsagok dopmupoBaHusa, BeaeHust 6aHka aHHbIX U
npegocTaBfieHNs OTYETHOCTU MO CUCTEMAaM OnepaLnoHHOro
ynpaBneHusi nepcoHanom n pabote CTPYyKTYPHOro
nogpasgeneHuns

HopmaTnBHble NpaBoBble aKTbl, pErynupyoLLme npasa u
00513aHHOCTN rocy4apCTBEHHbLIX OPraHOB M OpraHvM3auum no
NpeaoCTaBNEHUIO YYETHOW JOKYMEHTaLNN

MopsiAok NpoBeAeHMs 3aKyNOYHbIX Npoueayp 1 0opmMneHus
CONyTCTBYKOLWEN JOKYMEHTaLNN

MonuTuka ynpaBneHust NepcoHanom 1 coumanbHas nonuTmka
opraHusaummu

OpraHu13aumnoHHO-LITaTHas CTPYKTypa opraHn3aumm

Llenu n ctpaterns passuMtusi opraHnsaumum

busHec-nnaH n 6|/|3H€C-Flp0Ll,eCCbI opraHn3auunm

TpynooBoe 3aKoHOAATENBCTBO M UHbIE aKTbl, coaepKallne
HOPMbI TPYAOBOro npasa

OcHOBbI apxXMBHOrro 3akoHoAaTeNbCTBa N HOPMATUBHbIE
npaBoBble akTbl Poccuinckon denepauymm, B HacTn BeeHUs
AOKYMEHTaLMn No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckomn
depepaumm

OcHoBbI MUrpaLMOHHOIO 3akoHoAaTenbcTBa Poccuinckon
denepaunn, B HacTu NpUBNEYEHUs U TPYAOYCTPONUCTBA
MHOCTPaHHbIX rpaXkaaH n nuy 6e3 rpaxgaHcTea

OCHOBbI aIMVHUCTPATMBHOIO 3aKoHoJaTernbLCTBa B 0bnacTtu
ynpaBneHusi NepcoHarioMm U 0TBETCTBEHHOCTU AOIMKHOCTHbIX
nuy

3akoHogaTtenscTBo Poccurckon ®egepaumm o nepcoHanbHbIX
JAaHHbIX

NokanbHble HOpMaTUBHbIE JOKYMEHTbI OpraHvM3aumm B obnactm
ynpaBneHusi NnepcoHanom

[MopsaaokK 3aknYeHnsa 4OroBOpoB (KOHTPAKTOB)

Hopmbl 3TUKM 4eNOBOro 0bLeHns

BasoBble 0CHOBbI MHPOPMATUKKN, CTPYKTYPHOE MOCTPOEHUE
NHPOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU paboTbl C HUMMU
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Opyrve
XapakKTePUCTUKM

3.8. O606LweHHasn TpygoBas yHKUMS

HanmeHo | CTpaTternyeckoe ynpasreHue Koo| H |YposeHb 7
BaHue nepcoHasioM opraHnsauuu KBanudukaumm
MpoucxoxaeHve OpurnHan X 3anMCcTBOBaHO 13
06006LeHHOM opuruHana
TPYyLooOBOM (PyHKLUMN
Kon Pernctpauuo
OpuUrMHan HHbIN HOMEP
a npodeccnoH
anbHOro
cTaHgapTa

BoamoxHble
HaMMeHOoBaHUA
JOJKHOCTEWN,
npodgreccunim

Buue-npesngeHT no ynpaeneHuto nepcoHanom
HAunpekTop no nepcoHany

AnpeKkTop No ynpaBneHuo nepcoHanom

3amecTuTenb reHepanbHOro gMpekrTopa no ynpasneHuto
nepcoHasriom

TpeboBaHu4 K
obpasoBaHuIo K
00y4eHunto

Boeicwee obpasoBaHue - cneynanuteT, Maructpartypa
[ononHuTenbHoe npodeccnoHanbHoe obpasoBaHue -
nporpaMmmbl NPodeccnoHarnbHOM NepPenoaroToBKM B 06r1actu
ynpaBneHns nepcoHasnom, CTpaTerm4eckoro u onepaumoHHOro
ynpaBfieHNsl, 3KOHOMUKW OpraHunsaumu; NporpaMmmbl NOBbILLEHUS
KBanudukaLmm B obnacTtu ynpasneHunst nepcoHanom,
CTpaTernMyeckoro 1 onepaumMoHHOro ynpasneHus

TpeboBaHu4 K
onbITy
npaKkTu4eCcKom
paboThbl

He meHee naTtu net B obnactu yrnpasJlieHnd nepcoHarioMm Ha
pyKoBOOALWLNX OOJTKHOCTAX

Ocobble ycnosus
gonycka K paborte

Apyrve
XapaKTepUCTUKM

[lononHuTenbHble XapaKTepUuCTunKun

HanmeHoBaHwue Kon HanmeHoBaHne 6a30BoW rpynnbl, OSKHOCTH
OOKYMeHTa (npodpeccun) unu cneumanbHOCTH
OKS3 1232 PykoBoguTenu nogpasgerneHui (cnyxo)

yrnpaBli€eHna KagpamMmn 1 TpyaoBbIMU
OTHOLLUEHNAMU
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EKC

- 3amecTuTenb gMpekTopa no ynpasneHnto

nepcoHasniom
OoKngrTrP 24063 MeHexep no nepcoHany
3.8.1. Tpynosasi yHKUMS
HaumeHo | PaspaboTtka cucrtemol Kog | H/01.7 | YpoBeHb(noayp 7
BaHue cTpaTernyeckoro ynpasneHns OBEHb)
NepcoHanioM opraHmsauum KBanudmkaumm

MpoucxoxaeHne
TPYy4oOBOM (PyHKLUMN

OpuruHan X 3anmcTBOBaHO U3

opurnHana
Kon PernctpauunoH
opurMHan  Hbli HOMep
a npodeccunoHa
NbHOro
cTaHgapTa

TpynoBble oencTBuA

AHann3 ycnewHbIX KOpnopaTUBHbIX NPAKTUK NO OpraHM3aumm
cTpaTern4eckoro yrnpasrieHusi NepcoHanomMm opraHnu3sauuu,
OpraHn3auMoHHOro NPOEKTUPOBaHNSA 1 B3aUMOLEUCTBUA
nogpasnesieHumn

[MocTaHoBKa CTpaTerMyeckux Lenemn B yrnpaBrieHum
nepcoHasriom

PaspaboTka kopnopaTUBHOWN NOMUTUKK, NNAHOB, NPOrpamm,
npoueayp U TEXHOMOMNIA MO YNpaBfeHNo NepcoHanom

PaspaboTka koprnopaTUBHOWN KyrbTypbl U coLManbsHON
MOMUTUKKN, CUCTEM MOTUBALMMK, 3PDEKTUBHOCTM, OLIEHKN U
pa3BUTUSA NepcoHana

q)OpMMpOBaHI/Ie CUCTEMbI OofJiaThbl U OpraHn3aunmn Tpyaa

PaspaboTka opraHn3aUMOoHHOM CTPYKTYpbI, NNaHNpoBaHWe
NoTPeOHOCTM B MepcoHane opraHnsauum

Pa3paboTka nporpamMmm, NPUHLMMNOB CTaHO4apTU3aL MK,
yHMdMKaumm, asTomaTusauum NnpoLeccoB yrnpaBneHus
nepcoHanom n 6es3onacHbIX yCrioBu Tpyaa

dopmMupoBaHue GloaxeTa Ha NepcoHar, TEXHONormik ayanTta
paGoThbl C NePCOHaNOM W KOHTPONNMHra

Heobxoanmbie
yMeHUs

PaspabatbiBaTth CTpaTerumn 1 NOSIMTUKM B YNpaBrieHnm
nepcoHanom

CosgaBaTtb 1 ONUCbIBaTb OpraHn3aLMOHHYO CTPYKTYPY, Luennu,
3agayn, PyHKUNN CTPYKTYPHbIX NogpasaeneHun un
OO0JTHKHOCTHbIX JnLY

MpUMeHsTbL MeToAbl YyNpaBneHUst MEXITUYHOCTHBIMU
OTHOLUEHMAMU, POPMMPOBaAHUS KOMaHZ, Pa3BUTUS NMOEPCTBa
N UCMOJNTHUTENBHOCTH, BbISIBNEHWS TanaHToB, onpeaeneHus
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yOO0BIIETBOPEHHOCTN paboTon

OnpeaensTb U aHanNM3MpoBaTb BHYTPEHHUE KOMMYHMKALIMW,
MoAEeNMpPoBaTh NoBeaeHne nepcoHana

[MpeacTaBnATb MHTEPECHI OpraHn3auumn B rocygapCTBEHHbIX
opraHax, BO B3aMOAENCTBMM C NPOogCcor3amu, MHbIMU
npeactaBuTeNbHbIMKM OpraHaMmmn paboTHUKOB MO BONMpocam
nepcoHarna

CocTtaBnsaTb, paccynTbiBaTb, KOPPEKTUPOBATL U
KOHTPONMpOBaTb CTaTbM pacxogoB OaXeToB 1 OHAOB Ha
nporpamMmmMbl 1 MEPONPUATUA NO yNpaBNeHUIO NepcoHanom
opraHunsauum

MpoBoanTbL ayauT U KOHTPOMMMHT B 06M1acTu ynpaBneHus
nepcoHanom

PaspabaTtbiBaTb KOpnopaTUBHbIE CoLManbHble MPOrpaMmbl

BecTu neperosopbl N0 BONpocam couunanbHOro napTHeEpPCTBa C
npeacTaBuUTENbHLIMU OpraHamn paboTHUKOB

PaboTtaTtb ¢ MHGOPMALMOHHBIMK cucTEMamMu 1 6asamum
AaHHbIX NO BOMpOCcaM yrnpaBfeHns NepcoHanom

OpraHun3oBbIBaTb MEPONPUSATUS MO 06ecneyeHnto BbINONTHEHMS
TpeboBaHWI oxpaHbl Tpyaa B COOTBETCTBUM C AENACTBYHOLLUM
3akoHogaTernbcTBoM Poccuiickon ®enepaumm n nokanbHbIMK
aKTamu opraHusaumm

OpraHusoBbiBaTb U NPOBOANTL MEPONPUATUS C NEPCOHANIOM B
COOTBETCTBME C KOpNopaTUBHOW coumanibHOM NONTUKON

Cobntogatb HOPMbI 3TUKM AENOBOro 0bLeHns

Heobxoanmbie
3HaHuA

MeToabl ynpaBneHus passutnemMm n aadOeKTMBHOCTbLIO
opraHusauummn, aHanmsa BbINOSIHEHMS MIAHOB U NporpamMm,
ornpegeneHnsa nx 3KOHOMMYeCckon adPPEKTUBHOCTU

MeToabl oueHkM paboTbl CTPYKTYPHbIX NOApa3aeneHui,
pe3ynbTaToB TpyAda NepcoHana

MeToabl NpoBeaeHNst ayauToB, KOHTPOSIIMHIA
ynpaBfieH4YeCKMX NpoLeCCoB

MeToabl aHann3a Kofim4eCTBEHHOIo U Ka4eCTBEHHOIo cocTaBa
nepcoHarsia

Cuctembl cTaHgapTOB Mo GU3Hec-MpoLueccam, npodeccusam,
HOPMbI TpyAa

Cucrtemsbl, meToabl U q:)OprI MaTtepunaribHoro n
HemMaTepunanbHOro CTUMYJIMpOBaHNA Tpyaa nepcoHana

MeToabl aHanusa coumarbHbIX NporpaMm n onpegeneHns ux
9KOHOMMUYECKOoU 3PPEKTUBHOCTH

TexHonornn n metoabl GOPMUPOBAHNS U KOHTPONS OLO4KETOB
Ha nepcoHarn

TpeboBaHUs oxpaHbl 1 6e3onacHbIX YCNoBun Tpyaa

Ll,eJ'IVI, cTparternd n Kagposad NoJINTUKa opraHn3aLlnmn

OCHOBbI TEXHONOMNK npon3BoacTtea U AeATeJIbHOCTU
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opraHusaumm

OCHOBbI COLMOSIONMN, NMCUXONOrMN N SKOHOMUKN Tpyaa

OcHoBbI ynpaBJjieHnda counasibHbIM pa3BUTneEM opraHm3aummn

MeToabl NnpoBeaeHNs COLIMONOrMYeCcKnX nccrenoBaHum,
n3y4yeHms obLEeCTBEHHOIO MHEHMS

CTpyKTypa opraHnsaumm

TpynoBoe 3aKoHOAATENBCTBO U UHbIE aKTbl, coaepKallne
HOPMbI TPYAOBOro npasa

OcCHOBbI apX1MBHOIro 3aKOHOAATENBLCTBA N HOPMATUBHbIE
npasoBble akTbl Poccuimnckon ®egepaunn, B HacTu BeaeHus
AOKYMEHTaLUMKM no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckomn
depepaumn

OcHoBbl MUTPaLMOHHOIO 3akoHoadaTenbCcTBa Poccmnmnckom
depepaummn, B YaCcTu NpUBIIEYEHUS N TPYOOYCTPOMUCTBA
WMHOCTPaHHbIX rpaXkgaH u nuy, 6e3 rpaxxgaHcTea

OCHOBbI aAMUHUCTPATUBHOIO 3aKoHOAaTeNnbLCTBa B 06nacTu
ynpaBfeHusi NepcoHarioMm 1 0TBETCTBEHHOCTU JOIMKHOCTHbIX
nmy,

3akoHogaTtenscTeo Poccunckon degepaumm o nepcoHasbHbIX
AaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHu3aUun B obnacTu
ynpaBneHusi NnepcoHanom

[MopsaaokK 3akn4eHna 4OroBoOpoB (KOHTPAKTOB)

HopMbl 3TMKK AenoBOro ooLweHns

OcHoBbl MHOPMATUKK, CTPYKTYPHOE NOCTPOEHME
NHEOPMALIMOHHBIX CUCTEM N 0COBEHHOCTN PaboTbl C HUMM

Opyrue
XapaKTepPUCTUKM

3.8.2. TpynooBas yHKUMS

HavumeHo | Peanusauua cucremsl Kog | H/02.7 | YpoBeHb 7
BaHue cTpaTernyeckoro ynpasreHus (nogypoBeHb)
NepcoHanoM opraHMsayum KBanugukaumnm
MpoucxoxaeHue OpuruHan X 3anmcTBOBaHO n3
TPy4oBOU (PYHKLNK opurmHana
Ko Perncrtpauyu
opurnHan OHHbIN
a HOMep
npogeccuno
HarlbHOro

cTaHaapTa
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TpynoBble oencTBUA

[MnaHnpoBaHne oeaTenbHOCTU 1 pa3paboTka MepoOnpPUATUNA No
ynpaBfeHuo nepcoHanom Ans peanusaunm ctpatermyecknx
Lenen opraHmsaunm

BHeapeHue nonuTuk, nnaHoB, nporpamMmm, npoueayp v
TEXHOIOTMIN MO yrNpaBneHUIo NePCoOHaNoMm

[MocTpoeHne opraHM3aunMoHHON CTPYKTYPbl C y4€TOM Mi1aHOBOW
noTpebHOCTM B nepcoHane n B3anMoLencTBUA CTPYKTYPHbIX
nogpasgeneHnn opraHmsaumm

BHeapeHne 1 nogaepaHme KopnopaTUBHOW KyNbTypbl U
coumanbHOW NOSIUTUKK, CUCTEM MOTUBALUK, dPFEKTUBHOCTH,
OLIEHKM N Pa3BUTUSA NepcoHana

BHe,ElpeHI/Ie n nogaepxaHme cuctemol opraHm3aumm Tpyda n
onnarThbl NnepcoHana

YnpaBneHue BHeAPEHNEM NPOrpaMm 1 NPUHLMMOB
cTaHAapTu3aumm, yHudukaumum, aBTomMmatmsaumm npoLeccoB
ynpaBfieHusi NnepcoHaniom 1 6e3onacHbIX YCroBUA Tpyaa

OpraHu3auusi NpoBeaeHNst ayamTa 1 KOHTPOSINIMHIA B
ynpaBfeHnn NnepcoHanom

MNMocTaHOBKa 3ag4ay pyKoBOAUTENSM CTPYKTYPHbIX
nogpasgeneHuii, onpegeneHne MmatepnanbHO-TEXHUYECKNX
pecypcoB Ansi UX BbINOHEHUS]

AHanu3 oTYETHOCTU MO YNpPaBfEHUIO NEPCOHANIOM u
BbISIBIIEHNE PECYPCOB MO YIyYLlEHWIO AeATENbHOCTH
opraHusauumu

CornacoBaHue yCrnoBuiA 3akroyaembiX JOrOBOPOB Mo
BOMpocaM ynpaBfeHus NepCoHanom

OpraHusauus NpoBeAeHUs 3aKyNoYHbIX npoueayp no
BOMpoOcaM yrnpasreHusi NepCoHanom 1 opopmieHus
COMyTCTBYOLWEN AOKYMEHTALMM MO HUM

dopmMupoBaHue BloaxeTa Ha NepcoHar, TEXHOMNOorMi ayanTa
paboThbl C NePCOHaNOM U KOHTPONNMHra

MpumeHeHne kK paboTHMKAM Mep NOOLLPEHUS U
AVCLUMNIIMHAPHOIO B3bICKaHUS

Heobxoanmbie
yMEHUSA

Mpon3BoauTb aHanNu3 AeAaTerlbHOCTU MO YNpaBieHnIo
nepcoHarnom, paspabatbiBaTb Nnokasatenn acpdekTnBHOCTH
paboThl

dopmMmpoBaTh MNaHbl U MEPONPUATUS MO YNPaBeHUIo
nepcoHarnom

PaccunTbiBaTh GHOOKET B 0611aCTN yNpaBneHns NepcoHanom

Onpeaenatb 30HbI OTBETCTBEHHOCTM PabOTHNKOB U
noapasgeneHnin, CTaBuTb 3aga4vm pykoBoauTensam
nogpasgeneHnn n obecneynsaTb pecypchbl 41 UX UCNOSTHEHUS

KOHTpOJ'II/IpOBaTb N KOppPEKTUpoOBaTb UCMNOJTHEHNE I'IOpy‘-IeHI/IIZ n
3aaad

Ynpaensatb 3eKTMBHOCTBIO N BOBNEYEHHOCTBIO NepcoHana,




AVCUUNNUHOW Tpyada n cobritogeHmeM 6e3onacHbIX YCNnoBui
TpyAa

BecTu neperosopbl N0 BONpocam couunanbHOro napTHepCTea U
npencTaBnsATb UHTEPECHI OpraHM3aLnn B rocy4apCTBEHHbIX
opraHax, NpodeccroHarnbHbIX Co3ax U ApYyrmx
npeacTaBUTENbHbLIX OpraHax paboTHMKOB, U OpraHn3aumsX no
BOMpocam nepcoHana

PaboTtaTtb ¢ MHGHOPMALMOHHBIMK cucTeMamm 1 6asamum
AAHHbIX MO BONpOCaM ynpaBneHusi nepcoHanom

MpoBOANTL ayANUT U KOHTPONNUHF B 06NnacTu ynpaBneHus
nepcoHanom

(DOpMVIpOBaTb M npoBoANTb COUMaAlribHy MOJIUTUKY U
counasibHble nNporpamMmebl

BecTy neperoBopbl C NOCTaBLLMKaAMM YCITYT MO YCIOBUAM
3aKnyaeMblX 40roBopoB

[Mpon3BoauTb 3aKyrnoYHble npoueaypbl, 0POpPMNATb U
aHanM3MpoBaTb 3aKYMNOYHYI JOKYMEHTALMIO

Cobntogatb HOPMbI 3TUKK 4e0BOro 0bLeHns

Heobxoanmbie
3HaHUS

MeToabl ynpasneHus passutnemMm n appeKTUBHOCTbLIO
opraHusauum, MeTobl aHanu3a BbINOSIHEHMWS NIaHOB U
nporpamm, onpegeneHns nx 3KOHOMMYeckon apPEeKTUBHOCTH

OpraHusauns ynpaBfeHusi pasBuTMeM opraHn3aumm

Teopwuu ynpaBrneHus opraHnsaumnen, NonMTnka n cTpaTerus
ynpaBfeHusi NnepcoHanom

MeToabl aHanu3a BbINOMIHEHUSA NIAHOB 1 3a4ad, onpeaeneHuns
NX 9KOHOMWNYECKON 9P EKTUBHOCTU

MeToabl OLUEHKM, pe3ynbTaToB U apeKTUBHOCTM TpyAa

MeToabl BHEAPEHUS CUCTEMBI YNPaBIEHNS NEPCOHANIOM

OcHoBbl paboTbl N0 NpodopueHTaLUn

MeToavkn NnaHMpoBaHMs 1 NPOrHO3MPOBaHMS NOTPeGHOCTY B
nepcoHane

Ll,e.l'll/l, cTparternma pa3Bmutma 1 OunsHec-nnaH opraHn3auunm

Teopun n metoabl hopMMpoBaHUO BpeHaa opraHn3aumm

TpeboBaHnsa oxpaHbl U 6e30nacHbIX YCNoBUn Tpyaa

MeToanku pa3p360TK|/| 1N BHeApeHUA NoKalribHbIX HOPMaTUBHbIX
aKTOB

MopsiAoK 3aKno4YeHUs TPYAOBbIX AOFOBOPOB, PErynMpoBaHus
TPYAOBbIX CMOPOB

OcHoBbI counonornn, NCUXonornm, 3KOHOMUKN Tpyaa un
ynpaBJiEHNA counaribHbiIM pa3BUTUEM OpraHmn3aLnmn

MeToabl npoeegeHmnAa counonorm4eckmnx nccnenoBaHun,
n3yvyeHuns 0obLecCTBEHHOroO MHEHMUA

TexHonornm npoBeAeHNs ayauTa U KOHTPONMMHra B
ynpaBneHMn NepcoHanom

Mopanok NpoBeAeHNs 3aKynoYHbIX npoueayp 1 opopmneHus




ConyTCTBYHOLWEN AOKYMEHTaLUUN

TexHonorum, ctTangapTmaaums, yHudukauns, asTomaTnsaums
NpoueCccoB ynpaBieHNa NepcoHanom

CTpyKTypa opraHusaumm

TpynoBoe 3akoHO4ATENbLCTBO U MHbIE aKTbl, coaepXallune
HOPMbI TPYAOBOro npasa

OCHOBbI apX1BHOro 3akoHoAaTerlbCTBa U HOPMaTUBHbIE
npaBoBble akTbl Poccuickon degepaymm, B HacTn Be4eHUs
AOKYMEHTauMn No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTea Poccumnckomn
depepaumn

OcHoBbI MUrpaLMOHHOIO 3akoHoAaTenbcTBa Poccuinckon
depepaummn, B YaCcTu NpUBIIEYEHUS N TPYOOYCTPOMUCTBA
WMHOCTPaHHbIX rpaxkgaH u nuuy 6e3 rpaxxgaHcTea

OCHOBbI aAMUHUCTPATMBHOIO 3akoHo4aTelbCTBa B obnactu
yrnpasreHnsi NepCcoHasioM N OTBETCTBEHHOCTU LOMKHOCTHbIX
nmy

3akoHogaTtenscTeo Poccunckon degepaumm o nepcoHarnbHbIX
OaHHbIX

[MopsagokK 3akveHna 4OroBopoB (KOHTPAKTOB)

JlokanbHble HoOpMaTMBHbIE akTbl B 06nacTy ynpaBrneHns
nepcoHasniom

Hopmbl 3TKKK genoBoro obuieHus

BaszoBble 0CHOBLI MIHGOPMATUKK, CTPYKTYPHOE NOCTPOEHNE
MHAOPMALMOHHbBIX CUCTEM M OCOBEHHOCTM PaboThbl C HUMN

Apyrve

XapaKTeEPUCTUKHU

3.8.3. Tpynosasi yHKUMS

HanmeHo | AOQMUHUCTpUpOBaHME NpoLEeccoB U Kog | H/03.7 | YpoBeHb 7
BaHue AOKyMeHToobopoTa no (noaypoBeHb)
cTpaTermyeckomy ynpasreHuo KBanudukaum
NnepcoHanoM opraHMsauum n
MpoucxoxaeHue OpurnHan X 3anmMcTBOBaHO 13
TPy4oBOW OyHKLNK opurnHana
Kon Pernctpauyuo
opurMHana HHbI HOMeEp
npodeccnoH
anbHOro
cTaHpapTa
TpynoBsble AHanua npoueccoB JOKYMEHTOO60opOTa, NIOKaNbHbIX
AencTeus AOKYMEHTOB NO BOMNPOCaM ynpasneHusi nepcoHarnom,
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GU3Hec-NPoLIeCcCcoB opraHn3aLmm, yaoBNeTBOPEHHOCTH
nepcoHana

[lokyMeHTaunoHHoe ohopMIeHne pesynbTaToB yrnpaBneHns
nepcoHanom, ero ayguta, paboTbl CTPYKTYPHbIX
nogpasgeneHnm

[lokyMeHTaUMOHHOE U opraHn3aLMOHHOE CONPOBOXAEHME
cTpaTern4yeckoro ynpasreHusi NnepcoHanom n paboTbl
CTPYKTYPHbIX NoapasaeneHnin

MoaroToBka NpeAnoXeHun no pa3BUTUIO CUCTEM YNpaBreHus
nepcoHarnom, No HeoOXoANMbIM KOPPEKTUPYOLLUM U
NPEBEHTUBHBLIM MepPaM 1 No NOBbILEHNIO 3P(PEKTUBHOCTH
paboTbl CTPYKTYPHbIX NogpasaeneHui

KoHTponb npoueccoB B 06n1acTn ynpaBneHusi nepcoHanom m
paboTbl CTPYKTYPHbIX NOAPa3aenieHnin, CpaBHEHNE U aHanNn3
NpouUeccoB, pe3ynbTaToB ynpaBreHYeCKUX MEPONPUATUNA,
onpegeneHne gakTopos, Bbi3blBAOLLMX OTKIIOHEHME OT
NNaHOBbIX NOKa3aTenemn

CornacoBaHue 1 KOHTPOSb JOFOBOPOB MO BOMpOcCaM U
cucTemMam cTpaTerM4eckoro ynpasrneHust nepcoHanom n padote
CTPYKTYPHbIX NoapasaeneHnin, opraHmsauus npoueayp no mx
3aKMNIYEHUIO

MoaroToBka pe3ynbTaToB aHanm3a COOTBETCTBUSI opraHM3aunm
M onnaTtbl TpyAa nepcoHana ycnewHbIM KopnopaTUBHbIM
NpaKkTMKam

BbinonHeHne TpeboBaHMI MO XpaHEeHUo MHopMaLumn o
pesynbTaTtax 4eNCTBUS CUCTEM CTPATErM4YECKOro ynpaeneHus
nepcoHanom 1 paboTbl CTPYKTYPHbLIX NoApa3faeneHni

Heobxoanmbie
yMeHUs

AHanunauposartb, pa3pabaTtbiBaTb U 0POPMNATL JOKYMEHTbI MO
npoweccam 1 pesynbTaTam yrnpaBreHusi NepcoHanom u pabote
CTPYKTYPHbIX NogpasaeneHuni

MprUMeHATbL MeToabl aHanm3a GU3Hec-NpPoLIECCOB OpraHu3aLum

OnpegensaTtb nporpaMmmbl JOCTUXKEHNS LEenen u peleHna 3agav
nogpasaenieHnn

npOBO,D,I/ITb ayagnTt CUCTEeMbI yrnpaBlieHUd nepcoHasiom

npOBOﬂ,VITb KOHTPOJIMUHI CUCTEMbI YnpaBJ1IiEHNA NepCOHAJIOM

KoHTponnpoBaTb OloaXeT Ha nepcoHan u ynpasrneHue
pacxogamun Ha nepcoHarn

OpFaHVISOBbIBaTb conpoBoXxageHmne Oorosopos no Borpocam
yrnpaBliEHUA nepcoHanom, BKIo4Yaa npegBapuUTesibHble
npoueaypbl No X 3aKi4YeHuto

OpraHu3oBbIBaTb 3aKyno4yHble npoueaypbl, 0POpPMNNATb U
aHanM3MpoBaTb 3aKyNoYHY AOKYMeHTaUu

KOHTpOﬂI/IpOBaTb N aHanm3npoBaTb BOMPOCHLI coLunalsibHOro
napTHepcTBa, AOroBopbI NOCTaABLUMKOB YCIyr

MpoBoaMTb NEPEroBopbl 1 NPeacTaBNAsiTb MHTEPECHI




opraHusauuy B rocyapCTBEHHbIX OpraHax,
npodeccuoHanbHbIX COK3ax U ApYrmx npeacTaBUTENbHbIX
opraHax paboTHMKOB M opraHun3aumsix no Bonpocam nepcoHana

BecTtu genosyo nepenncky

PaboTtaTtb ¢ MHOPMALMOHHLIMU cUcTEMaMn U 6aszaMu AaHHbIX
Mo nepcoHany, cuctemam ynpaBneHusi nepcoHanom u
opraHu3aumm AesTenbHOCTU CTPYKTYPHbIX NoapasaeneHnii

Ob6ecneumBaTb KagpoBoOe AENONPOM3BOACTBO U
AOKYMEHTaLMOHHOE CONPOBOXAEHME NPOLIECCOB MO
yrnpaBfieHMo NepcoHarnom n paboTe CTPYKTYPHbIX
nogpasgeneHumn

OpraHun3oBblBaTb XpaHeHWe JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMAMN TPYOOBOIrO N apXMBHOIO 3aKoHoAaTeNbCTBa
Poccunckon degepaummn 1 nokanbHbLIMWU akTaMy opraHnsaunm

CobniogaTtb HOPMbI 3TUKU AEeN0BOro 0bLweHus

Heobxoanmbie
3HaHUS

KopnopatuBHas KynbTypa, counanbHas nonnTmnka, CUCTEMbI
MOTMBaLUMM U 3O PEKTUBHOCTU yNpaBNeHNsi NEPCOHANOM

MeToabl ynpaBneHnsa pa3sutmem n apPekTUBHOCTbIO
opraHusauuu, MeToabl aHanu3a BbINOSIHEHUS NSIAHOB U
nporpamMmm, onpenesieHns nx 9KOHoMm4eckon apEKTUBHOCTHU

MeToabl nposeaeHnd ayanta, KOHTpPOJIA ornepaTtuBHbIX
yrnpaBJieH4EeCKMX npoueccoB, COUNOJIOTMY4ECKMNX nccnegoBaHum

BusHec-nnaH n 6usHec-NpoLecchbl opraHn3aumm

bromkeTHOE NPOEKTUpoBaHNe

OpraHu3aUnoHHOe NPOeKTUpoBaHme

CDOprI, mMeToabl U CUCTEMbI MaTepunaribHoro 1
HemMaTepuaribHOro CTuMyJinpoBaHua Tpyga nepcoHalna

Cuctembl cTaHgapToB No 6uaHec-npoueccam, npodeccuam
(cneumanbHOCTAM), HOPMbI TpyAa

MeToabl aHannsa KonM4ecTBEHHOro U Ka4eCTBEHHOMO CocTaBa
nepcoHana

KagpoBasi nonutuka opraHnsaumm

Mopsaok dhbopMUpoBaHUs, BeaeHUs 6aHka AaHHbIX U
NpeaocTaBneHnst OTYETHOCTU MO cUCTEMAaM yrpaBneHus
nepcoHanom 1 paboTte CTPYKTYPHbIX NoapasaeneHuni

OCHOBbI JOKYMEHTaLMOHHOIO obecnevyeHusi, NopsiaoK
0hOpMIEHUS AOKYMEHTOB, NPeaoCTaBNAEMbIX B
rocyqapCTBEHHbIe OpraHbl, NPOdeccMoHarnbHble COo3bl,
06LLieCTBEHHbIE OpraHM3aLum

Llenun n ctpaterns passmTus opraHnsaumm

MopsiAok NpoBeAeHMs 3aKyNOYHbIX npoueayp 1 ohopMIeHNs
conyTCTBYOLWEN AOKYMeHTaLUn

HopmaTuBHbIe NpaBoBbIE aKThl, perynupyolLie npaea u
0653aHHOCTM rOCyJapCTBEHHbIX OPraHOB U OpraHu3auum no
NpeaoCcTaBMNeHN0 Y4eTHOM AOKYMeHTaLnm
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CTpyKTypa opraHm3aumm 1 BakaHTHble JOMMKHOCTU (Npodheccuu,
cneumanbHOCTN)

TpynoBoe 3akoHO4ATENbCTBO U MHbIE aKTbl, COAepKaLLme
HOPMbI TPYZAOBOro npasa

OCHOBBbI apXMBHOIO 3akoHoAaTerbCTBa U HOPMaTUBHbIE
npaBoBble akTbl Poccurckon ®egepauunm, B HacTn BeAEHUS
AOKyMeHTaunn nNo nepcoHany

OcHoBbI HaNoOroBoro 3akoHogaTtenbcTesa Poccumnckomn
depepaummn

OcHOBbI MUTPaLMOHHOIO 3akoHoadaTenbcTBa Poccuinckom
degepaunn, B HacTu NpuBNEeYEHUs U Tpya4oyCTponucTBa
MHOCTPAaHHbIX rpaXgaH 1 nvu 6e3 rpaxgaHcTea

OCHOBbI aIMUHNUCTPATMBHOIO 3aKoHo4aTenbCcTBa B obnactu
ynpaBneHnsa nepcoHanioMm n 0TBETCTBEHHOCTU LOIMKHOCTHbIX
nmy

3akoHopaTenscTBo Poccumrckon ®egepaumnm 0 nepcoHanbHbIX
OaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl opraHMsauum B obnactu
ynpaBfeHns NepcoHaniom

[MopsagoK 3aknYEHN OroBOPOB (KOHTPAKTOB)

HopMmbl 9TUKM AenoBoro obuieHus

basoBble OCHOBbI MIHPOPMATUKN, CTPYKTYPHOE MOCTPOEHME
NHAPOPMALMOHHbBIX CUCTEM U OCOBEHHOCTU paboThbl C HUMM

Apyrve -
XapaKTepPUCTUKM

IV. CBegeHusa 06 opraHusauusx - paspaborumkax npodeccnmoHanbLHOro craHgapTa

4.1. OTBETCTBEHHAsA opraHmnsaumns-pas3paboTyunk

O6wepoccurickoe obbeanHeHne pabotogaTtenen "PoccmMnckuim cor3s
NPOMBbILLITIEHHUKOB 1 npegnpuHumaTenen”, ropog Mockea

VicnonHutenoHbin Buue-npe3vaeHT KysasmMuH Omutpun Brnagummposuy

4.2. HanmeHoBaHus opraHunsaummn-pa3paboTymkos

1 AHO "HaumoHanbHoe areHTCTBO pa3BuUTua kBanugukaumn", ropog Mockea

2 Accoumauums (Coro3d) "Accoumaums KOHCYNbTaHTOB No nogbopy nepcoHana",
ropog Mockea

3 'pynna HeadHunter, ropog Mocksa

4 3A0 "KPOK MHKOPMOPEWTEN", ropoa Mocksa

5 MHdopmaunoHHo-aHanutnyeckun ueHTp "Kagpossin losop”, ropog Mocksa

6 MI"O "OINOPA POCCUWN", ropog MockBa

7 MexgyHapogHaa accouunaunsa genoBoro cotTpyaHuyecTsa, ropog Mocksa

8 HOYY OMNMO "HcTuTyT NnpodeccrnoHanbHoro kagposuka", ropogq Mockea
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9 MI1 "Accoumnauma EBponenckoro 6usHeca", ropog Mocksa

10 HIM "BKK - HaumoHanbHbIN coto3 KagpoBunkos", ropoq Mocksa

11 HIM "MexgyHapogHbln anbaHc "Tpygosas murpaums”, ropog Mocksa

12 HIN "HaumoHanbHasa accounaumsa oOUCHBIX CNeLnanmcToB U
agMWHUCTPaTMBHbIX paboTHMKoB", ropog MockBa

13 HIM MHO "Accoumnauma meHemxepoB Poccun”, ropog Mockea

14 HIM CYP3 "HaumoHnanbHas koHpeaepauns "Pa3Butme 4enoBeyeckoro

kanutana", ropog Mocksa

15 OAO "BOHX" (TAO BBLl), ropog Mocksa

16 OAOQ "lNasnpom HedbTb-HoBOCKMOUPCK", ropoa HoBocnbumpck

17 OAOQO "Ob6beanHeHHas cygocTpouTenbHas kopnopauus”, ropog Mocksa

18 OAOQO "P>XX[1", ropog Mocksa

19 OAOQ "CaxanuH QHepoxun MuBectmeHT KomnaHn", ropog KOxHo-CaxanuHck
20 OAOQ "TaTtHedTb" nmenun B.[]. WawmnHa, ropog KasaHb

21 OAOQO "Hay4Ho-nponssogcTBeHHoe 06beamHeHne "Hayka", ropog MockBa

22 00O "LG Electronics Rus", ropog Mocksa

23 OO0 "busHec lNMcuxonorn SHL Russia & CIS HIT", ropog Mocksa

24 000 "UT-CK", ropog Mocksa

25 OO0 "Nlykonn-NHxunHupuHr", ropog Mocksa
26 OO0 "OKBE 3enut", ropog Mockea

27 OO0 "TeTtponuym Tpengunr", ropog Mocksa
28 00O "Monurpag-3awmrta”, ropog Mocksa

29 OOO "UeHTp KagpoBbIx TexHonornn - ObyyeHme. CTaxXMpoBKU.
Tpygoyctpouncteo”, ropog Mocksa

30 Poccuinckoe npegcrasutensctBo "Coleman Services UK" ("KoynmaH
Cepsucus"), ropog Mocksa

31 Toproso-npomblwneHHas nanara Poccuiickon ®egepauyum, ropog Mocksa

32 ®IrbOY BIM1O "MockoBCKUn rocygapCTBEHHbIN YHUBEPCUTET UMEHM

M.B. JlomoHocoBa", LLikona gupektopa no nepcoHany, ropog Mocksa
33 OIr6OY BIMO MCY, ropog MockBa
34 ®IreQY BIMO MA3CH, ropog Mocksa

35 ®IreQY BIMO Cubupckuii rocyaapCTBEHHbIN YHUBEPCUTET NYTEN COOOLLEHUS
(CI'YNCQC), ropog Hosocmnbupck
36 ®I'bY "Hay4yHo-uccrnegoBaTenbCKUN MHCTUTYT TpyAda U coumanbHOro

cTpaxoBaHua" MuHucTepcTBa Tpyaa v coumanbHON 3alnTbl Poccmimnckom
depepaumnn, ropoa Mocksa

37 Oyl "Moyrta Poccnn”, ropog Mocksa

38 @K "Ypancub", ropog Mocksa

*(1) ObLepoccuicknin krnaccmumnkaTop 3aHATUN.

*(2) OBbLepoccnnckmnin knaccudmkaTop BUAOB 9KOHOMUYECKON OeATENbHOCTH.

*(3) EOuHbIA  KBAnNUMUKAUMOHHBLIA  CrpaBOYHUK OOSMKHOCTENW PYKOBOAUTENEN,
crneunanncToB 1 ApYrnx cnyxawmx.

*(4) O6uwepoccuicknin - knaccudukatop npodeccun  paboumnx, [OMMKHOCTEN
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cnyxalumx n TapudHbIX pas3psiaos.



