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I. Oo0mne cBeAeHHS

YipapneHne NepCOHAIOM OpraHU3aIiHi 07.003

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

O6ecmegenne 3pheKTHBHOTO QYHKIMOHUPOBAHUS CHCTEMBI YIIPABICHHUS IEPCOHATIOM JUIS JOCTHKEHHS
neJiei oprasu3anuu

['pynna 3aHATHHA:

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

3423 CrenpanucTsl KaApOBEIX CJIy>K6 u - -

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

OrHeceHne K BHIAM 9KOHOMHYECKOM AEATENLHOCTH

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

(kox OKBD/IY) (HaMeHOBaHHE BHJA IKOHOMHYECKOM NeATeTIbHOCTH)



II. Onucanne TpyAoBHIX PyHKIHH, BXOAAIIHX B IPpoecCHOHAIBHbIH CTAHAAPT
(pynxuuoHaNbHAsA KapTa BHAA NPodecCHOHAIbLHOI 1eATeJbHOCTH)

OG6o061meHHbIe TPy IOBbIE YHKIIAN Tpynosbie hyHKimn
YpPOBEHb
KOJ Ha¥MeHOBaHHe YPOBEHb HalMEHOBaHHE KOA | (IoxypOBEHB)
KBaM(pUKAIIH
KBaJ(pUKauu
A JlokyMeHTanuoHHOoe oOecriedecHre 5 Beznerue opranu3anmoOHHON M paclOpSAUTEIBHON A/01.5 5
paboThI C MEPCOHATIOM JOKYMEHTAIIUH 110 IEPCOHATY
Benenue noxymMeHTanuu 10 YUETy U ABMIKCHHUIO KaIpOB A/02.5 5
AIMHUHUCTpUPOBaHUE TIPOLECCOB H JOKYMEHTO000POTA IO A/03.5 5
YUYETy U ABIKEHHUIO Ka/IpOB, IIPEICTABIEHUIO JOKYMEHTOB IO
TIEPCOHATY B TOCYJIAPCTBEHHBIE OPraHkl
B JleATenbHOCTh O 00EeCTIEICHHUIO 6 C6op undopMaIul 0 NOTPEOHOCTAX OPraHH3aI[HH B B/01.6 6
NEPCOHANIOM HepcoHaIe
IMouck, npupnedeHune, moa6op U 0TOOP mepcoHana B/02.6 6
AIMUHHCTpUPOBAHUE IPOLECCOB M TOKYMEHTO0O0poTa B/03.6 6
obecneueHns mepcoHaIoM
C JIeATeIbHOCTE O OLICHKE U aTTECTaIlu 6 Opranusanys ¥ IpoBeICHUE OICHKH IIEPCOHAJIA [ C/01.6 6
nepcoHaa Opraxm3anys ¥ IPOBeICHHE aTTECTAIlMH IIEPCOHANA C/02.6 6
AMuHUCTpHpOBaHME IIpoIieccoB U JokyMeHTooOopoTa npu | C/03.6 6
IPOBEJICHHH OLCHKH U aTTECTAlliH IIEPCOHATIA
D JlesITeNsHOCTD 10 pa3BUTHIO IEPCOHAA 6 Opranuzanus ¥ IpoBeICHAEC MEPOIPUATHIL ITO PA3BUTHIO U D/01.6 6
MOCTPOEHHUIO MPOdeCCHOHANBLHON Kapbephl HepcoHaIa
Oprauusanus oOyueHus mepcoHaia D/02.6 6
Opranu3zamnms afanTanuy ¥ CTaXKUPOBKY ITEPCOHATA D/03.6 6
AZIMUHHCTPUPOBAaHUE MIPOLECCOB ¥ JOKYMEHTO000pOTa 10 D/04.6 6
Pa3sBUTHIO M IPOPECCHOHANBLHOM Kaphepe, 00ydeHHMIO,
a/IalTalliy W CTAXKUPOBKE MEPCOHAIA
E JesaTensHOCTh 110 OpraHu3alyy TpyAa u 6 Oprasuzanus TpyZa NepcoHajia E/01.6 6
OILIaTHI IEPCOHANIA Opraumsanus oIIaThl TpyAa HepcoHaia E/02.6 6
AZIMUIHUCTpHPOBaHHE MIPOLECCOB U IOKYMEHTO000pOTa 10 E/03.6 6

BOIIpOCaM OpraHM3allMy TPyZa U OIJIATHl HepcoHaIa




JlesTenbHOCTD 0 OpraHu3anin Pa3paboTka KoprOpaTHBHOM CONUATBHON MOMUTHKA F/01.6 6
KOPHOPATHBHOM CONUANBHON MONTHTHKY Peanmzaius KOpIOPaTHBHON COMMANBHON IOTUTHKY F/02.6 6
' AMUHMCTpUpPOBAHKE IPOLIECCOB U JOKYMEHTO000pOTA 110 F/03.6 6
BOIIPOCaM KOPIIOPATUBHON COLMATBHOM IOJUTHKA
OnepannoHHOE yIpaBlIeHUE IEPCOHAIOM Pa3paGoTKa CHCTEMEI OIIEPAIIHOHHOTO YIPABICHHS G/01.7 7
U TI0[pa3/eicHueM OpraHu3aiuu [EPCOHAIOM U paboThl CTPYKTYPHOIO IOApa3AeICHUS
Peanm3anus onepalliOHHOTO yIIPABICHUS IEPCOHATIOM U G/02.7 7
paboThl CTPYKTYPHOI'O INOAPA3ICIICHUS
AMUHUCTPHPOBAHHE IIPOLIECCOB ¥ JOKYMEHT0000pOTA IO G/03.7 7
OIlEpariOHHOMY YIIPaBIECHHUIO IEPCOHATIOM H paboTe
CTPYKTYPHOT'O NOAPa3ACIICHI ‘
Crparerudeckoe ynpasicHUE PazpaboTka CHCTEMBI CTPATETHYECKOrO yIpaBiIcHUS H/01.7 7
IEPCOHAJIOM OpraHU3aIun HEepCOHAJIOM OpraHu3alyu
Peanmuzanus cHCTEMBI CTPATETUYECKOTO YIIPaBIICHUS H/02.7 7
TIEPCOHAIIOM OpraHU3alun
AIMWHHMCTpUPOBAHUE IPOLECCOB M JOKYMEHTOO00POTA 110 H/03.7 7

CTPATETHYCCKOMY YIIPaBJICHHUIO NIEPCOHAJIOM OpraHu3alnn




III. XapakTepncTHka 06001eHHBIX TPYAOBBIX QyHKIMiA

3.1. O600mennas TpyaoBas pyHKOHSA

OKYMEHTAITHOHHOE 00eciedeHne paboThl VpoBeHb
HauMeHnoBamme HAoxymenTan P Koni A P 5
C IEPCOHAJIOM KBanA(pUKauy
Tponcxoxiere L 3aUMCTBOBAHO M3
0606meHHO# TpyAOBOH Opwruran X
OpUTHHAJA

GyHKIMH

Kon opururana  PermcrpanmoHHBI# HOMEp

TpodheCCHOHANEHOTO
CTaHAapTa

BosmoxHbIe CrenmaucT o KagpoBOMY AENOIPON3BOACTBY
HaAaNMCHOBAHH CHCIII/IaJII/ICT 10 JOKYMCHTAIMOHHOMY obecreyeHHIo pa60T1>1 C mepconaiom

JOJDKHOCTE#H, Tpodeccuit

CrienpaymicT N0 JOKyMEHTAIIHOHHOMY 00eCIIedeH IO IIepcoHana
Crenuanuct 1o nepcoHany

TpeboBanus x
006pa3oBaHUIO U
00y4YeHHIO

Cpennee npodeccuonanbHOE 06pa3oBaHue — IporpaMMa HOATOTOBKA
CIIELIHAITICTOB CPEJHETO 3BEHA

JIOTOMHUTENEROE TPO(ecCHOHATEHOE 06Pa30OBaHHE — IPOTPAMMEI
TIpodecCHOHANBHOM HEPENOArOTOBKH, IIPOrPaMMBI TIOBBIIIEHHAS

KB (bUKAITIH

TpebGoBaHus K OIBITY
IIPaKTHIECKO# paboThI

Ocobsle ycnoBus
Iomycka K pabore

Apyrue
XapaKTEpHUCTUKH

JIonoaHUTEILHBIE XapaKTePHCTHKA

Hammenopanue 6a30B0# rpyIibl, JOJDKHOCTH
HanMmeHnoBaHHE JOKYMEHTa Koz
(mpodeccnu) Ui CIENHMATEHOCTH

OK3 2412 | CrenmanucTsl O KaJpaM ¥ npodopreHTalun

3423 CrnenuaymcThl KaJpoBbIX CIYXK0 U yIpeXIeHUH 3aHATOCTH
EKC® - Crenmamict 1o Kaapam

- WHcnekTop no Kaapam

OKIIJTP* 27755 | DOKOHOMMCT IO TPYAY

22956 | MucnexTop no Kajpam

3.1.1. TpynoBast pyHKkus

Benenue opraHu3aidoHHOM 1 Vposens
HauMeHOBaHHEe | PaCIIOPAIUTENBHOM JOKYMEHTAIHH 110 Kom | A/01.5 | (monyposeHn) 5
mepCcoHaTy KB HKaIWH
Hponcxc?meHne Opurmman X 3aMMCTBOBAHO U3
TpyHoBoii GyHKIMEU OopuruHaia

Kon opurunana Peructparuonsslii Homep

npoheCCHOHANLHOTO CTaHAAPTA




Tpynoseie neficTBus

O6paboT1ka n aHAIM3 TOCTYHAOMEH JOKYMEHTalUy 110 NEPCOHATY

Pa3paborka W o¢opMiIeHHE NOKYMEHTAMH IO NEPCOHANY (IePBHYHOM,
YYETHOH, IIaHOBOHM, IO CONMAILHOMY OOECIEUYCHHIO, OpraHH3allHOHHOM,
pacopsIIuTENLHOM)

Permctpamus, yuer H  TeKymee XpaHEHHE OpTaHW3al[MOHHOW H
PaCIIOPSTUTENBHON JOKYMEHTAIHH 110 [IEPCOHATY

HeobxomuMble yMeHUS

P33pa6aTBIBaTB IIPOCKTHI OpraHu3almOHHbBIX n PacIopAITATEIIbHBIX
JOKYMEHTOB II0 IICPCOHATY

OdopMiaTe HOKYMEHTH B COOTBETCTBHM C TPEOOBaHHUAMH TI'PaKTAHCKOTO,
TPYIOBOTO 3aKOHOAATeNbCTBA Poccmiickoit Penepanmuu H JTOKATGHBIMH
HOPMAaTHBHBIMU aKTaMH{ OpraHU3alvH

BecTH yueT U perucTpanyio JOKyMeHTOB B HHGOPMAIIHOHHEIX CHCTEMAaX W Ha
MaTEepHATHHBIX HOCHTEILIX

Opranu3oBHIBaTh XpaHEHUE IOKYMEHTOB B COOTBETCTBHH C TPeOOBaHUSIMH
TPYIOBOTO, apXWUBHOIO 3aKkoHoAareinbcTBa Poccmiickoit ®enepanum u
JIOKQJIBHBIMH HOPMAaTHBHBIMH aKTaMU OpraHU3allul

AHanu3npoBaTh JOKYMEHTHI U HEPEHOCHTh HH(OpManuio B 0a3kl JaHHBIX H
OTYETEHI

BreBiaTs ommOKH, HETOUHOCTH, HCHOPABICHUSI H  HCIOCTOBCPHYIO
nmbopMaumo B JOKYMEHTAaX, OIpCAC/ATE JCTHTUMHOCTSE JOKYMCHTOB

Pa6orath ¢ MH()OPMAaNHOHHBIMH CUCTEMaMH M 6a3aMU JAaHHBIX 110 BEICHUIO
ydeTa, IBIKEHHIO IIEpCOHAIa

Cobmronath HOpMBI 3THKH JEJ0BOr0 OOMEHUS

HeobxonuMeie 3HaHUSI

ITopsnok odopmiteHHS, BEACHUS U XPAHEHAI JOKYMEHTOB 110 IIEPCOHATY

HOpHI[OI( yuyc€ra JOBHXKCHHS KaJIpoB M COCTaBJICHHA YCTaHOBJICHHOﬁ
OTICTHOCTH

OCHOBBI J0OKYMeHT0000pOTa B JOKYMEHTAIIHOHHOTO 00ecreYeHus

TexHONOTHH, METOABL ¥ METOIVIKHM NPOBEJCHUS aHATH3a U CHCTEMAaTHU3aIlud
JOKYMEHTOB ¥ HHPOPMaIUH

IMopsnox pacuera cTaxka, JIBIOT, KOMIIEHcaruif, odopMieHUs mneHcuit
paboTHHKaM

CTpykTypa opraHu3anyu

TpynoBoe 3akOHOIATENBCTBO U MHBIE aKTHI, COJCPIKAIIUEe HOPMBI TPYAOBOTO
npasa

OCHOBBI apXWBHOTO 3aKOHOJATENILCTBA W HOPMAaTHBHBIE IIPaBOBBIE AaKTHI
Poccuiickoit @enepany, B UacTH BEACHUS JOKYMEHTAIIUH 110 IIEPCOHAILY

3axoHoAaTenbCTBO Poccuiickoit enepalivu 0 NEpPCOHATBHBIX JaHHBIX

JloxanbHBIE HOPMATHBHBIE aKTHl OpraHH3alliH, PEryIHpYIOIIHe IOPAIOK
oOpMICHUA PACHOPANUTENLHBIX H OpPraHU3alWOHHBIX IOKYMEHTOB IO

IEPCOHATY

HOpMI:I STHKH H ACIIOBOI'O obuIeHus

Ba3oBbie OCHOBBI AHPOPMATHKH, CTPYKTYpPHOE MOCTPOEHHE
HHGOPMANUOHHBIX CHCTEM M 0COOEHHOCTH pabOoThl ¢ HUMHU

Jpyrue XxapakTepUCTHKH




3.1.2. TpynoBas pyHknus

BeJlCHI/Ie AOKYMCHTAIIMH IO YUYCTY U VYpoBeHs
HauMeHOBAHHE | nppcenmio Kaj[poB Kom | A/02.5 | (momypoBeHs) 5
KkBayMuKammm

ITponcxoxneHue TpyI0BOi
dyHKImn

3anMCTBOBAHO H3

Opururan X .

Kon Perucrpanmornstii HoMep
opurHHana INpo(ecCHOHANLHOrO CTaHIapTa

TpynoBsie aevicTBHs

IlonroToBKa DpPOEKTOB IOKYMEHTOB 1O IpOIEaypaM  YIpaBjeHHA
IIEPCOHAJIOM, YUETY M JBIDKCHHIO IEPCOHANA

Opranu3zanys CHCTEMBI JBIKECHAS JOKYMEHTOB IO EPCOHAITY

C6op 1 npoBepKa JIMIHBIX JOKYMEHTOB paOOTHHKOB

IoaroTtoBka u odopmieHME 11O 3apPOCY paGOTHHKOB M JODKHOCTHBIX JIHIL
KOIIUH, BBITHCOK U3 KaIPOBBIX JOKYMEHTOB, CIIPABOK, HH)OPMAIIMH O CTaXe,
JBroTax, rapaHTHAX, KOMICHCAIMSIX U MHBIX CBEACHUI 0 paboTHHKAX

Brinada paGOTHHKY Ka pOBBIX JOKYMEHTOB O €r0 TPYXOBOM AeITEILHOCTH

I[OBG,HCHI/IC 0 CBECACHHS IIEpCOHANA OPraHH3allAOHHLBIX, PaCnOPAIATEIBHBIX
" KaApPOBBIX JOKYMCHTOB Opralu3altun

Beznenue yuera pabouero BpeMeHu paboTHHKOB

PermcTpanms, y4er, omepaTHBHOE XpaHeHHMe JOKYMEHTOB IO IEPCOHANY,
MOJITOTOBKA K CAAYe UX B apXUB

| Heo6xoauMBle yMeHUS

Pa3pabareiBaTh IPOEKTH! KAAPOBHIX JOKYMEHTOB

Odopmisate kampoBble NOKYMEHTH B COOTBETCTBHM C TpeGOBaHHMAMHU
TPYAOBOIO 3aKoHoOHaTelnbcTBa Poccuiickoit Penmeparmuu H  JOKATHHBIMHA
HOPMATHBHBIMH aKTaM¥ OpraHu3aluu

BecTn yuer m perucrpalldio KajpoBEIX JOKYMEHTOB B HH(pOPMAaIHOHHBIX
CHCTEMaX H Ha MaTePHATBHBIX HOCHTENIX

OpraHu30BbIBaTh XpaHEHHE KAJpPOBBIX IOKYMEHTOB B COOTBETCTBHH C
Tpe6OBaHMAMH TpPYINOBOTO, ApXMBHOIO 3aKOHOAATENIbCTBa Poccuiickoit
denepanyy ¥ JJOKaJIHLHEIMI HOPMaTHBHEIME aKTaMH OpPTraHu3aIii

AHam3upoBaTh KaJpoBbie TOKYMEHTHI W MEPEeHOCHTh HHPopMamuo B 6a3bl
JIAHHBIX W OTYETHI

Paborare co choenuanM3MpOBAaHHBEIME HHGOPMANMOHHBLIMU CHCTEMaM¥W M
6a3zamu JaHHEIX [0 BEICHUIO YYeTa U IBIKEHHIO IEpCOHaIa

PazpabarbiBaTh IUTaH KOPPEKTHPOBOK YCTAHOBIIEHHOIO MOPSIAKA OPOPMIIEHNUS
JOKYMEHTOB II0 IEPCOHAJTY H PEATH30BHIBATh MPHHATHIC H3MEHEHUS

KoHnTponupoBaTs IpHCYTCTBHE pabOTHUKOB Ha paboueM MecTe

CobmonaTh HOPMBI 3THKH JIEJIOBOTO OOMIeHHS

Heo0xonuMple 3HaHASA

Topsinok odopmitenus, BEACHH U XpaHSHHA JOKYMEHTOB 10 IEPCOHAITY

IMopsimox ywera JBWKEHWS KaJpOB M COCTaBICHHS YCTAaHOBJIECHHOM
OTYETHOCTH

Iopsamox pacuera craxka, JIBIOT, KOMIEHcAIMHd, OQOPMICHHUS HEHCHH
paboTHIKaM

CTpykTypa OpraHu3anun

| TpyzoBoe 3aKOHOIATENIHCTBO W MHBIE aKTHI, COAEpPKAlie HOPMEI TPYAOBOIO

Ipasa

OCHOBHl apXWBHOI'O 3aKOHOIATENHCTBA W HOPMATHBHBIE IMPABOBHIE AKTHI
Poccuiickoii @eneparyi, B 9aCTH BEACHUS JOKYMEHTAIVH 1O IEPCOHATY

3axoHOAaTeNbCTBO Poccuiickol Denepanu 0 NepCOHAIBHBIX JAHHBIX




TexHONOTHH, METOIBI M METOAHUKH IIPOBEICHUS aHAIW3a M CHCTEMaTH3aI[uH
JOKYMEHTOB M HH(POPMAIHH

JloxampHBEIE HOpPMATHBHBIE aKTHI OpPTaHU3AIMH, PEryIUPYIOUIHE IOPSIOK
odopMIIeHNS JOKYMEHTOB 10 IEPCOHATY

OCHOBHI JOKYMEHTO000pOTA H TOKYMEHTAHOHHOTO 00ecedeHus

Hopwmsl stuku fenosoro obnieHus

BbazoBsie OCHOBBI HHPOPMATHKH, CTPYKTYpHOE IIOCTPOCHHE
HHGOPMAIMOHHBIX CHCTEM H 0COGEHHOCTH PabOTHI C HUMH

JIpyrue xapakTepUCTHKH | -

3.1.3. TpynoBas dpyBxmus

HamMmeHoraHue

Ipoucxoxpenue TpyAOBOH
li1)g: 1910207

AJIMUHUCTPHPOBaHHUE IIPOIECCOB U v
‘ OBEHB
OKYMEHT0000pOTa 10 YYETY H ABHKECHHIO P
AOKYM p YaeTy H It Konm | A/03.5 | (momyposenn) 5
KaJIpoB, OIPEICTABICHHUIO JOKYMEHTOB 110 KBATHGUKAIAR
IIEPCOHANTY B FOCYJIapCTBEHHBIE OPTaHbI
Opurumanr X 3auMCTBOBAHO U3
OpMI'HHANA
Kon PeructpanuoHHslii HoMep

OpUrMHaNa MPOGHECCHOHANHHOTO CTAHIAPTA

Tpynossie neficTBrs

Opranuzanys JOKYMEHTOO0O0pOTa IO YIETy U ABHXKEHHUIO KaJpoB

OpraEmzanus JOKYMEHTOOOOpOTa MO INPEACTABICHHUIO JOKYMEHTOB IO
IIEPCOHATY B rOCYAapCTBEHHBIC OPTaHb

IlocTrarnoBka Ha y4eT OpraHu3aIue B roCyIapCTBEHHBIX OpraHax

IToaroroBka mo 3ampocy rocyAapcTBEHHBIX OpPraHOB, NpodecCHOHAIBHBIX
COIO30B H [PYTHX IpEeACTaBUTEIBHBIX OpPraHOB pabOTHUKOB OpPHIHWHAJIOB,
BBIITUCOK, KOIIMH IOKYMEHTOB

IMogroroBka yBexoMeHHH, OTYETHOH H CTaTHCTHYECKOH HH(pOpMaluH IO
HepPCOHATY

IoaroroBka HHGOpMaIMA O 3aKJIOYEHHH TpPYAOBOTO WM TPaKAAHCKO-
IpaBOBOTO JOTOBOpa Ha BHITOJHEHHE paboT (OKa3aHHE YCIyr) C
TPOXIAHHHOM,  3aMEIIaBIIHM  JODKHOCTH  TOCYAApCTBEHHOM — WIH
MYHHLHNAIGHOH  CiIyk0Bl, IepedeHb  KOTOPhIX  YCTaHaBIMBAETCA
HOpPMAaTHBHBIMM IIpaBoBbIMH akTaMu Poccuiickoit @epepannu

Heob6xoauMele yMEHHS

OdopMnsaTe ydeTHBIE NOKYMEHTHI, IpelOCTaBIsieMble B TOCYAapCTBEHHEIE
OpraHbl, Opo(eCCHOHAIBHEIE COIO3bI M IPYrHe NPEACTAaBUTENBHEIE OpPTaHbI
pabOTHHKOB

OpraHu30BEIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TpeOOBaHHUAMHU
TPYIOBOTO 3aKoHomarenbcTBa Poccmiickod Penmeparuu M JOKaIbHBIMHA
HOPMATHBHBIMH aKTaMH OpraHHu3alliy

Pa6orate ¢ HHQOpMauMOHHBIMU CUCTEMaMM M 6a3aMM JaHHBIX IO BEIECHUIO
ydeTa U JIBIDKSHHIO IIepcoHalia

Paborats ¢ nHGOpMALMOHHEIME cHCTEMaMU H 6a3aMH JaHHBIX IO BEICHUIO
CTaTHCTHYECCKOH U 0TYeTHOH MHGOpMaLHH IO IEPCOHATY

AHanu3upoBaTh [paBWIa, IPOLEAYPHl H HOPSINOK, PETYIHpPYIONIHE IIpaBa U
0053aHHOCTH TOCYHApCTBEHHBIX OpPraHOB H OpraHH3allMM II0 BOIpOCaM
obMeHa JOKYMEHTalueH 110 mepcoHany

BecTn nienoByro nepenucky

CobmonaTh HOPMBI STHKH JEJIOBOr0 OOIEHNS

HeobxomuMeie 3HaHUSA

TexHOIOTHY, METOABI U METOAMKH IPOBEJCHHUS aHAIM3a M CHUCTEMAaTH3allH{
JIOKYMEHTOB 1 UH(pOopManuu




OcHOBBI JOKyMEHT0060pOTa M JOKYMEHTALIHOHHOTO 00€CIICUeHH S

CrpyxTypa OpraHu3anuan

HopmarusHeble npaBoBsle akThl Poccuiickoit Denepanuu, peryIupyromue
npaBa W O00A3aHHOCTH TOCYAApCTBEHHBIX OPraHOB, NIPO¢eCCHOHANBHBIX
COI030B H JPYTHX IHpPEACTaBUTENBHBIX OpPraHoB  pabOTHHUKOB  IIO
IPEOCTABIICHUIO YIETHOH JOKYMEHTAITHH

TpynoBoe 3aKOHOZATENLCTBO M WHBIE aKTHI, COAEPKAMIUE HOPMEI TPYI0OBOTO
npasa

OCHOBHI apXWBHOTO 3aKOHOAATENBCTBA M HOPMATHBHBIE IPABOBBIE AKTHI
Poccuiickoit @eneparyu, B 9aCTH BeACHNUS JOKYMEHTAIMH O IEPCOHATY

3akonoxatenbcTBO Poccuiickoii Memepariiuy 0 MepCOHATBHBIX AAHHBIX

JloxanpHBEIE HOPMATHBHBIE aKTHl OPraHH3AIlMH, PETYIHPYIOUIHE IOPSIOK
BEJICHHS JOKYMEHTAIWH 10 YIeTY W ABIKEHHUIO IIepcoHalla

HopmMe! 5THKH nemoBoro o0meHus

ba3oBric OCHOBBI I/IH(I)OpMaTI/IKI/I, IHOCTPOCHUS I/IH(I)OpMaIII/IOHHB]X CUCTEM H
0COOEHHOCTH paGOTBI C HUMHA

Jpyrue XapakTepHUCTHKH

3.2. O600mennas TpyaoBast YyHKIHA

JlesiTensHOCTD 10 06ECTIEICHUIO Vposens

HamMenosanue Kon B 6
HEPCOHATIOM KBATHHKAIH

Elé):gl C);?{)II{(:;[;HM 0BOIf Opurmaan X 3aUMCTBOBAHO w3

I TPy A P OpUruHaNa
ling:isiriii ,
» Kon Perucrpatmonueiit Homep
OopuUruHana npodeccCHOHANIBEHOTO
CTangapTa

Bo3MOXHBIE HAUMEHOBAaHU
IOJDKHOCTEH, podeccHii

Coemamuct no moxbopy nepcoHana
Crenmanuct no nepcoHany
Menemkep 1o nepcoHary

Tpe6GoBaHus K
006pa30BaHHUIO U
00y4EHHIO

Bricmee obpa3oBanue — 6akaiaBprar

JonomaurensHOE NpodeccHoHaTbHOE 00pa3oBaHUe — IIPOrPaMMbI
NOBBITIEHHS KBaTH(UKAUH; IporpaMMe! TpodeCCROHATBHOM
NIepEeNOAroTOBKY B 00J1aCTH ITOKCKa ¥ rmo0opa nepcoHaa

TpeboBaHuA K ONBITY
IIPaKTHYECKOH paGoTHI

Oco0Fble yclnoBus
Jomycka K pabote

Hpyrue

XapaKTCPUCTUKH

I[OHOJIHI/ITCJIBHBIC XapaKTCPUCTUKU

HauMeHoBaume 6a30B0ii TPYIIIEL, JOJDKHOCTH

Hanverosatiue OKyMexHTa Koz (npodeccun) WM CIEIHATBHOCTH
OK3 2412 | CoemuanmcTsl IO KaapaM B IpoOopHeHTaINH
3423 CrenuamicTs! KaApoBBIX CITY)KO M YIPEKICHHAN 3aHATOCTH
EKC - Cnenumamict o xazipam

- Mesemxep o mepcoHay




OKIIITP

27755 | OKOHOMMCT O TPYAY

22956 | Mucnektop mo kaapam

3.2.1. TpynoBasa ¢pyHKIUSs

C6op uadopmanun o HoTPeOHOCTAX Yposers
HaummenoBarue OpTAHH3ALAH B IIEPCOHANE Koz | B/01.6 (moxypoBeHs) 6
KBaNTUGAKAIMH
7 0 3
[TpouncxoxieHUE TPYROBOH Oparmman X 3alMCTBOBaH
byaKIIH OpHUIMHAaJIA
Kox PeructpanuoHHsiii Homep
OpHrHHAJIA npodecCHOHATEHOTO
cTaH#apTa

Tpynossie newcTBus

AHanv3 nIaHoB, CTPAaTETUy U CTPYKTYPHI OpraHu3allin

Anamm3 ocobeBHOCTeH OpraHu3anuy paboTh ¥ MPOU3BOACTBA Ha KOHKPETHBIX
pabounx MecTax

AHanmu3 peIHKAa TpyZa IO oOpraHusamuu paboTel Ha aHAIOTHIHOM
IPOU3BOJCTBE U pabodrx MecTax

®opmupoBanne TpeboBaHMIT K BakaHTHOM JOJDKHOCTH (mpodeccum,
CIIEIUAGHOCTH) Ml IX KOPPEKIIUA

ABamu3 peIHKa TpyAa M HDEPCOHANA OpPraHU3aIliy MO0 MPOQUII0 BaKaHTHOM
JOJDKHOCTH (PO ECCHH, CIEMATBHOCTH)

HndopmupoBaHHe H KOHCYJIBTHPOBAHHE PYKOBOMUTENEH IOIpa3feNeHuil u
OprasM3alliiy IO BOIIPOCAM PHIHKA TPyJa B 9aCTH 00eCIIeYeHUS IEPCOHAIOM

Heo6xoauMble yMeHHS

Cobupath, aHaMM3UPOBaTh H  CTPYKTYpHpoBaTh uHPoOpMammio 006
0COOEHHOCTSIX OpraHu3aluHd paboT Ha pa3NIMIHBIX YYACTKaX IPOH3BOACTBA H
Ha KOHKPETHBIX paboduMx MecTax ¢ yderoM Ieiei, 3agad, IUIaHOB M

CTPYKTYPHI OpraHH3aluH

Cobuparp, aHAIW3UPOBaTH MW  CTPYKTypupoBarh uHHbpOpManmmio 06
0COOGEHHOCTAX ¥ BO3MOXKHOCTSX KaJpOBOr0 NOTEHIMANIA OpTaHU3aluH

Cobuparb, aHaNM3MPOBAaTH M  CTPYKTypHpoBaTh uHpopMmammo 06
0COOEHHOCTAX PHIHKA TPYy[a, BKIIOYAS NPENJIOKEHUI OT IPOBAIEpOB yCIyT
10 NOUCKY, IPUBICYCHHUIO, TOAO0PY U 0TOOPY HepcoHaIa

®opmupoBats TpebOBaHMS K BakaHTHOH JODKHOCTH  (mpodeccuw,
CIIEIUATIBHOCTH) U OIPEAENISIThH KpUTEPHH o00pa IepCcoHaa

BHOCUTP KOppEKTHpPYIOIIHE CBEICHHs B TpeOOBaHHA K KaHAMZATaAM Ha
BaKaHTHHIE JO/DKHOCTH (1podeccuH, CeManbHOCTH)

Ilonb3oBaThCcs IOMCKOBBIMH CHCTEMaMM W HWHGOPMAIMOHHBIME pecypcamu
i  MOHWTOPHMHTa pbIHKa TpyZAa, TPaXJaHCKOTO H  TPYIOBOrO
3axoHoHarenscTBa Poccuiickoit @eneparuun

KoncyneTHpoBaTs 110 BOIIpOCAM pBhIHKA TpPyJa B dacTH obecredeHud
IEPCOHAIIOM

Co0imro1aTh HOPMBI ITHKH ACJIOBOr0 OOIEHHMS

HeobxonuMele 3HAaHAS

TexHONOrMM, METONBI ¥ METONUKM IPOBEACHUS aHAIN3a U CHCTEMATU3AIUH
JIOKYMEHTOB ¥ HHpopMaIym

Crpyxrypa oOpraHusalii M BaKaHTHBIE JOJDKHOCTH (mpodeccuw,
CHEIMAILHOCTH)

Iopaaox onpeeneHus NEpCIeKTHBHOMN M TeKyIIed TOTpe6HOCTH B Kagpax

Hcrounukn oGecriedeHns Opranu3aniy KajpaMa

Opranmsanusa paboT Ha pa3sNUYHBIX Y9acTKaxX IPOM3BOJCTBA, OpraHH3aIlWH,
OTpaciiu
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OO0mue TEHACHIMH Ha PHIHKE TpyJa W B OTAEIBbHOM OTpaciy, KOHKpETHOH
npodeccur (I0JDKHOCTH, CIIEIMATBHOCTH)

OCHOBBI ICXOQJIOTHH ¥ COIIHOJIOTHH TPYyIa

OCHOBHI 5KOHOMHKH, OPraHH3aIMA TPYAa U YIpaBIeHHUS

TpynoBoe 3akOHOAATENHCTBO W HHBIE aKTHI, COAEPKAIIUE HOPMBI TPYZOBOTO
paBa

OCHOBBI apXHBHOTO 3aKOHOJATEeNhCTBA M HOPMATHBHEBIC IIPABOBBIE AKTHI
Poccuiickoii ®enepanyy, B yacT BeA€HNS JOKYMEHTAMM 10 IEPCOHATY

3akoHomaTenscTBO Poccuiickoit denepalum 0 nepcOHAIbHBIX JAHHBIX

JloxayibHBIC HOpPMATHBHBIE AKTHI OpPTaHM3AINM, PETYJHPYIONHE IOPSIOK
noIbopa nepcoxana

HOpMEI 3THKH [€JJOBOT0 OOLIEHM

Ba3oBrie OCHOBBI uH(popMaTHKH, CTPYKTYpHOE HOCTPOCHUE
AHGOPMALMOHHEIX CHCTEM W OCOOEHHOCTH PabOTHl C HUMH

Jlpyrue xapakTepHCTAKI

3.2.2. TpynoBas ¢pyHKIHSA

HanmeHOBaHue TIepcoHana

IIpoucxoxnenne TpyA0BOHI
dyrxumn

Ilouck, npuBnederue, noxdbop 1 oT6Op " | Yposens
Kon | B/02.6 | (moxyposeHs) 6
KBaJH(AKATHH
Opurmran X 3aMMCTBOBAHO M3 OpATHHATE
Kon PerucrpanuonHsiit HOMep
OpHrHHANA npoecCHOHATPHOTO

CTaH#apTa

Tpynosele neicTBUs

ITouck BO BHYTpEHHMX M BHEIIHHMX HCTOYHMKAX HHGOpMAIHH O KaHAUAATaX,
COOTBETCTBYIOIMEH TpeOOBaHMAM BakaHTHOM MOIDKHOCTH (Ipodeccuw,
CHEIHAIBLHOCTH)

Pazmemenue cBegeHWmitT 0  BakaHTHOM  JO/DKHOCcTH  (mpodeccuu,
CHEIHANBHOCTH) B CPEICTBAX MAcCOBOM MHGOpMaNun

Br16op crnocoGoB ¥ METONOB IPUBIICYEHHS IEPCOHANA B COOTBETCTBHH C
YIBEPXKIACHHBIMH [JIAaHAMH

IlpoBepka wmHGOpPMamMM O KaHIUAATaX Ha BaKaHTHEIE JOJDKHOCTH
(mpodeccun, crienMaTbHOCTH)

IIpoBenenne cobecemoBanmii M BCTped ¢ KaHAMZATaMHA Ha BaKaHTHEBIE
JIOJDKHOCTH (Ipodeccry, CeNuaibHOCTH) ¢ 06ecnedeHneM 00paTHOH CBA3U

OLeHKka COOTBETCTBUS KaHIMIATOB TPeOOBaHMAM BaKAHTHOM JOJDKHOCTH
(mpodeccun, CrienMaTbLHOCTH)

IlogroroBka mnpennoxeHuit mo ¢opmupoBanmo OrokeTa Ha IOWCK,
IIpMBJIEYCHHE, TOAOOP B OTOOP HepcoHaNa

HudopMupoBanne U KOHCYJIBTHPOBAHWE PYKOBOAUTENEH MOApa3fe/ieHuil u
OpraHM3alliH 110 BOIPOCAM IPHMBIICICHUS IIEPCOHANA C OIIEHKOM 3aTpar

Heo6xomumele yMeHHS

OrmpeneiTs KpHTEPUH IIOUCKa, IPUBIICYeHHs, ToA00pa H 0TOOpa mepconana

Cobupats, aHATH3HPOBATE U CTPYKTYPHUPOBATH HH(POPMAIIHIO O KaHIUIATAX U
MpeAIOXKEHNX Ha PhIHKE TPYAa

Ilonp30BaThCs MOMCKOBEIMH CHCTEMaMM M MH(OpPMAaNUOHHBIMEH peCypcaMH B
obsacTu obecieveHus IepCoOHAIOM

IIpuMEHAThP TEXHONOTMH W METOJWKH ITOMCKA, NPHBIICICHMS, IOAOOpa u
orOopa KaHIUIATOB Ha BaKAaHTHEIE JOJDKHOCTH (IPO(ECCHH, CIEHATBHOCTH)
B COOTBETCTBHE C X crelubUKO
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Ucnonn3oBath CpECACTBa ofecrieueHuA ICPCOHAIOM, BKIMIIO49asA
COIIPOBOXICHHE

KoHCyIbTHpPORATH 110 BOpOCaM HpHBJICYEHHS IEPCOHAIA

CocTaBisiTe M KOHTPOJMpPOBATh CTaThbH pacxofoB Ha obecreueHue
HEPCOHAJIOM IS INTaHupoBaHus OI0JDKETOB

Cobmronath HOPMEI 3THKH ACJIOBOI'O oOmenus

Heo6xoauMmele 3HaHUL

Hcrounuku obecniedeHus Opranu3aliy KajpaMu

TexHONOrMM W METONHMKHM INOHMCKa, NpHBIedeHHsA, moabopa u orbopa
mepcoHaa

Cucremsl, Metombl ¥ (QopMBI MaTepHalbHOTO W HEMATEPHATBHOTO
CTHMYJIMPOBaHMS TpyJa EpCoHaIa

TexHoornu ¥ Mmetoap! GOpMHUPOBaHNS ¥ KOHTPOJIA OIOKETOB

TexHONMOrMH, MeTOAB U METONUKH IPOBEACHHS aHAIN3A, CHCTEMATH3aIlU{
JIOKYMEHTOB 1 HH(pOpMAIHH

CrpykTypa opraHu3amii H  BaKaHTHBIE JOJDKHOCTH  (mpodeccuu,
CHEIMATIEHOCTH)

O6nme TeHOEeHUMHM HAa PBHIHKE TpyAa M B OTHEIBHBIX OTpPAcisfx W BHAAX
po(eCCHOHANBHOM JeITEIEHOCTH

OCHOBBI IICHXOJIOTHH H COITNOJIOTHHA Tpyaa

OcHOBEI 5JKOHOMHKH, OpraHA3alli¥ TPy/ia ¥ YIpaBJIeHHS IEPCOHATIOM

TpymoBoe 3aKOHOZATENLCTBO M HHBIE aKTHI, COAEpXKaIie HOPMBI TPYZOBOTO
npaBa

OCHOBBl apXHBHOIO 3aKOHOJATENbCTBA W HOPMATHBHEIE IIPABOBBIC AaKTHI
Poccuiickoii @eneparyu, B 9aCTH BeASHUS JOKYMEHTAIMH IO IIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOMATENLCTBA Poccuiickoii Deneparu

3akoHonaTenbcTBo Poccuiickoit @enepany 0 NEPCOHANBHBIX JaHHBIX

JloxalbHBIE AaKTBI OpTraHHW3alMH, PEryIHpYIOMHE MOPANOK obecredeHus
HEPCOHATIOM

HopMBI STHKH JIENOBOr0 OOMICHUS

ba3oBbie OCHOBBI MH()OPMATHKH, NOCTPOSHHS HH(GOPMAIMOHHBIX CUCTEM H
0COOEHHOCTH PabOTHI ¢ HAMHU

Apyrue
XapaKTCPUCTHKH

3.2.3. TpyaoBas pynkuus

AIIMUHUCTpHPOBAHHE IPOIIECCOB H VpoBeHb
HayMeHoBaHHe | TOKYMEHT0000pOTa 00ecTieueHus Kon | B/03.6 (MOXYpOBEHB) 6
IepCOHAIOM KBa/IMUKaLIHH
Hponcxcixcneﬂne Opurmman X 3aUMCTBOBAHO M3
TpyRoBO# QyHKIME OpHUruHana

Kon Perucrpanronusiii Homep
opHr¥Hama MpogdeccCHOHAIFHOTO CTaHIApTAa

TpynoBsle neHCTBHA

Amnanu3 ImpoueccoB JOKYMEHTO000pOTa, JTOKAIBHEIX JOKYMEHTOB II0 BOIIpOcaM
ofecliedeHNs IEPCOHATIOM

Benenue wmAdopMamuu O  BaKaHTHBIX  JODKHOCTAX  (mpodeccHsx,
CHEIMANHLHOCTSX) ¥ KaHAMIaTax

JIOKyMEHTalHOHHOE ~ CONPOBOXKIACHWE KAaHAWAATOB Ha JSTalaX MOHUCKa,
IpUBJICYECHHS, moxbopa W 0TOOpa HEpcoHaNa Ha BaKaHTHBIE JOJDKHOCTH
(mpodeccuu, crenuanibHOCTH), HHGOPMHpPOBaHWE KAHAHIATOB O Pe3yJbTarax

otbopa
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IToaroTroBka 3ampocoB 0 KaHIUAATaX B FOCYJapCTBEHHBIE OPTaHEI, B CIydasx
HOPeAyCMOTPEHHBIX ~ IEHCTBYIOIIMM  3aKOHONATENECTBOM M 00paboTka
IPEIOCTABJICHHBIX CBEICHHH

ITogroroBka u o00paboTka YBEOOMJIECHHI B TOCYHApCTBEHHBIE OpTaHbI,
npodeccrHoHaTBHBIE COIO3bI M APYTHE IIPEACTAaBUTENbHEIE OPraHbl pabOTHHKOB
II0 BOIPOCaM MOWCKA, IPHBJIEYeHN, T0oA00pa i 0T00pa HEPCOHANA

COHpOBO)K,HCHI/IC AOTrOBOPOB IIO 00ecTeYeHHIO Opranu3an IEPCOHAIOM,
BKIIIOYad peABapUTEIILHBIC IIPOIEAYPHI IT0 UX 3aKIIIOYCHUTO

Heobxonumeie ymeHRs

OGecneunBath JOKYMCHTAIlHOHHOC CONPOBOXICHHUC BBIXOJA KaHAWJaTa Ha
pa60Ty H NCPEMEHICHUS IIEPCOHATIA

OdopMiaTh TOKYMEHTHI II0 BOIpocaM oOecliedeHHs KaJpOBBIMH pecypcami,
HeoOXomuMEIe I INIPEOCTABIICHHS B  TIOCYJapCTBEHHBIE  OpPTaHBI,
npodeccHoHaTBHEIE COIO3B! M APYTrHe NPEICTABHTENbHAIC OPTraHbl pabOTHHKOB

OpraHu30BHIBAaTh XpaHEHWE JOKYMEHTOB B COOTBETCTBHH C TpeOOBaHMAMHU
TPYIOBOTO, AapXHBHOTO 3aKOHOZaTenbcTBa Poccmiickoit Dexepanuu U
JIOKAJIHHBIMH aKTAMH OpTaHU3aAIHH

AHanmu3upoBaTs JOKYMEHTHI ¥ IepeHOCUTh HHopManuio B HHYOpMamOHHEIE
CHCTEMBI ¥ 0a3pl JAHHBIX O KaHIHMAATAX

Paborare ¢ uHPOpPMaNMOHHEIME CHCTEMaMU K 0a3aMu JaHHEIX IO BOIPOCAM
ofecreueHnss NEPCOHANIOM, BENCHUIO IIOMCKAa H ydYeTa KaHIWJATOB Ha
BaKaHTHEIE JOJDKHOCTH (podeccru, CeHaaIbHOCTH)

IlpousBogute mnpeABapHTENbHBIE 3aKyIOYHBIE IPOLERYpPHl U OQOpMIATH
COILYTCTBYIOIYIO JOKYMEHTAIHMIO M0 3aKIIOYECHUIO JIOTOBOPOB

Opranu3oBeIBaTE M NPOBOIAMUTH KOHKYPCHL, OQOpPMIATE H aHANM3UPOBATH
KOHKYPCHYIO JOKYMEHTaIHIO

Bectn fienoByro nepenucky

Cobmonats HOPMBI ITHKU AEJIOBOTO OOIIEHHS

HeobxonuMeple 3HannAs

Iopsnox o¢opMieHNS, BENCHAS M XPaHCHHS JOKYMEHTALlHH, CBS3aHHOU C
MIOMCKOM, IPHBJICYCHHUEM, IoAOOpoM M OTOOpPOM IepCOHaTa Ha BaKaHTHBIE
JIOJDKHOCTH

Iopsimox dopMupoBaHus, BefeHns GaHKa JaHHBIX O HEPCOHAJNIe OpraHW3allyH
H IPEIOCTABJICHHSA OTYETHOCTH

OCHOBBI TOKYMEHTO000POTa M JOKYMEHTAIIOHHOTO 00€CIICUCHUS

TexHomoru|, METOBI X METONUKH MPOBEICHMA aHalN3a U CHCTEMaTH3ALUM
JOKYMEHTOB B HHpOpMaIiu

Topsox npoBeaeHUs] KOHKYPCOB U 0)OPMIICHHUS KOHKYPCHOM JOKYMEHTaINH

Tlopsimok mpoBeneHMs 3aKyMOYHBIX IPONENyp ¥ 0hOPMIICHHS COYTCTBYIOMIEH
JOKYMEHTAIHU

CrpykTypa opragm3aliii W  BaKaHTHBIE JOJDKHOCTH  (mpodeccum,
CHEHAJILHOCTH)

TpynoBoe 3akOHOAATENILCTBO M MHBIE aKTHI, COJEpIKaIlue HOPMBI TPYJIOBOTO
npasa

OCHOBBI apXHWBHOTO 3aKOHOJATENBCTBA M HOPMATHUBHBIE INPABOBHIC aKThI
Poccuiickoit ®enepanun, B 9acT BeJeHNS JOKYMEHTAUH N0 IIEPCOHATY

OCHOBEI HAJIOTOBOTO 3aKoHOJaTeNnbeTBa Poccuiickoit denepanyn

3axononarenscTBO Poccuiickoit @enepaliny 0 epcOHATBHBIX JaHHBIX

JloKaJIbHbIE aKThI OPraHU3AIMH, PETYIMPYIONIVE OPAAOK M0A00pa epcoHaIa

Tlopsinok 3aKIO4€Hns 10rOBOPOB (KOHTPAKTOB)

HopMeI 5THKY 1eT10BOTO 00MIEHYS

BazoBrle 0CHOBH HHGOPMATHKH, MOCTPOCHHS HH(YOPMAIMOHHBIX CHCTEM H
ocobeHHOCTH pabOTHI C HUMH
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Hpyrue -

XapaKTCPUCTHKH

3.3. O600mennas TpyaoBas pynkous

JleATensHOCTD MO OLEHKE ¥ aTTeCTalluu VpoBeHs
HamMeHoBaHue Kozi C 6
HepcoHasia KBanuQuKaIHy
TIpoucxoxnenue
0606menHoM TPYOBOM Opururan X SaHMCTBOBAHO 13
OpHIHHAIA
$yHKIHTH
Kon PeructpanuoHHbIit HOMEp
OpHI'HHAJIA IpodecCHOHATEHOTO
cTaHzapTa
Bo3moxxHBIE CrenuaiucT 1o OIEHKe U aTTECTalluy IepcoHaa
HaWMMEHOBaHU CoenuanucT 1o nepcoHary
JOJDKHOCTCH, MeHemkep 0 IEPCOHATY
npodeccuit
TpeboBanus x Bricniee o06pa3zoBanue — 6akanaBpuar
00pa3oBaHHIO U JononautensHOe npodeccHoHaATbHOE 00pa3zoBaHue — MPOrPpaMMBI
00yJeHHIO TIOBHIIUECHHS KBATH(HKAIMH; IPOrpaMMEI IpodeCcCHOHATBHOM

MEPENOArOTOBKH B 00JIaCTH IPOBEICHHS OLICHKH IIEPCOHANA

Tpe6GoBanus X OUBITY | -
paKTU4ecKoi paboThl

Oco6sie ycoBus -
JIormycka K pabore

Hpyrue -

XapaKTEpPUCTHKH

JIOTIOTHUTEIBHbIE XapaKTePUCTHKH

HanmenoBanue 6a30Boit rpynnsl, JOJDKHOCTH

HanMeHnoBanue JOKyMeHTa Ko
JIOKYMEHT A (mpodheccnu) MK CIEIHATIBHOCTH

OK3 2412 | CoenmanmcThl IO KaJapaM U Ipo¢opHeHTaIuH

3423 CrienuaJmcThl KaJAPOBEIX CIIYXKO M YIPSKICHUH 3aHATOCTH

EKC Memnemxep no nepcoHary

OKIIATP 27755 | DKOHOMMCT 110 TPYAY

22956 | MucnexTop no kagpaM’

3.3.1. TpynoBas ¢pyHkuus

Opranuzanus 1 IpoBeJCHNAE OLICHKU Yposenp
HaumeHOBaHHE nepcoHana Kox | C/01.6 | (momypoBeHs) 6
‘ KBaTA(pHKAMA

JKICHHE )3 3aiMCTBROBAHO W
[Ipouncxoxa TPYAOBO Opurmsan X 0 u3
byHKIH OpMI'MHAIA

Kon PeructpanuoHHsIi BoMep
OpHIrHHala NpPOoEeCCHOHANLHOTO CTaHAapTa

Tpynossie neHcTBUS AHamu3 CTPYKTYpHl, IUIAHOB M BaKaHTHBIX JOJDKHOCTeH (mpodeccuii,

CHeIManbHOCTeH) opraHuM3amyuy, ocoOeHHOCTeH opraHu3anvu paboTH Ha
Pa3IIMIHBIX YIACTKaX IPOH3BO/ICTBA M KOHKPETHBIX Pab0ouMX MecTax
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PaspaboTka IUIaHa OIEHKH [EPCOHANa B COOTBEICTBHHM C LEJSAMH
OpraHu3aluK

OneHKa JUHAMHUKY TPOU3BOAUTENHHOCTH, HHTEHCHBHOCTH U 3()(beKTUBHOCTH
TpyJa Ha pabounx MecTax

OmnpeneneHne pecypcoB, BHIOOP CPEACTB M METOIOB IPOBEACHHS OLCHKH
mepcoHaia

HpOBC,HeHI/Ie OLICHKHU IICPCOHAJIA B COOTBCTCTBHH C IIJIAHAMH Oprannu3ainin

ConpoBoxeHre JOTOBOPOB C OpraHM3alMsIMH —  HCIOJHHTEILIMH
MEpPONpHUATHH II0 OIEHKE IepCOHAla, BKOYas IIpelBapUTEIbHbIC
IPOLEAYPHI IO MX 3aKIIOUEHHIO

KoHCynpTHpOBaHHE INEpCOHANAa IO BOIPOCaM ONEHKH, BKIIOYas OIEHKY
3aTpar

AHamH3 pe3yNbTATOB OLCHKH [EPCOHANA, NOATOTOBKA pPEeKOMEHAIMi
PYKOBOJACTBY H IIEPCOHAILY

[NozroroBka npemioXkeHuit o GopMUpoBaHmMIO OIOLKETA [T0 OPraHA3auK U
IPOBEACHUIO OLIEHKH IIEpCOHANa

Heobxoaumsle ymMeHus

OnpenenaTs napaMeTphl M KPUTEPHHU OLICHKH IIEpCOHANA

Ompegnenars W INPHMEHATH CPEACTBA H METOABI NPOBEICHHUSA OLECHKH
IepcoHaa

Br1ienarts (onpeneidars) rpynnsl nepcoHalla sl NpOBEIEeHNS OLEHKN

OmnpezenaTs MHTEHCHBHOCTH TPyAa X 30HBI HOBBIIEHHS 3((PEeKTHBHOCTH
nepcoHaia

OnpegensTe MOTHBAITMOHHBIE (PAKTOPEI IIPOBEICHUS OIIEHKHU MIEPCOHAIA

CocraBnars H KOHTPOJIHPOBATh CTaTBH PACXONOB HA OLEHKY IIepCOHala AJIA
IUTAHUPOBAHKS OIOKETOB

OOGecneunBaTh Oprain3aliOHHOC COIIPOBOXIACHHC OLICHKHA IIEPCOHAIA

ObGecrieunBaTh COXPAHHOCTh KOHpHIEHOHaNBbHOR HHPOpMamuu InpH
IIPOBEJICHUH OLICHKH IIepcCoHana,

OpraHu30BEIBATh XPaHEHHE JOKYMEHTOB B COOTBETCTBHH C TpeOOBaHHAMH
TPYAOBOIO, AapXHWBHOIO 3aKOHoJarenbcTBa Poccuiickoit @enmepanun H
JOKAJIbHBIMI HOPMATHBHBIME aKTaMM OpraHH3aluH

Cobupath, aHaMU3UpOBaTH ¥  CTPYKTYpHPOBATh HHGOpPMALHMIO O
NpeUIOKEHHSX 1O OLEHKE IepcoHasia Ha PEIHKE Tpyia

ITpousBomuTs IpelBapUTENbHBIE 3aKyIIOYHBIE HPOIEXYPHl U OGOPMIATH
COITYTCTBYIONIYIO TOKYMEHTALHIO II0 3aKJIFOYSHHUIO JIOTOBOPOB

Onpep;enﬂrs yCoBuA U1 3aKNIOYCHUA OOroBOpOB Ha YCIYTH II0
IIPOBCACHHUIO OLICHKH TICPCOHAJIA

CucreMaTu3upoBaTh, 0000MIaTh ¥ aHAIW3HPOBATh pE3YIBTATHL OLECHKH
nepcoHaa

OGecreurBaTh OOPaTHYIO CBS3b IO PE3yJbTaTaM IIPOBEICHHOM OLEHKH C
IIEPCOHAJIOM M PYKOBOJCTBOM

ITonb30BaThCA MMOMCKOBBIMH CuCTeMaMu, I/IH(I)OpMalII/IOHHB]MI/I pecypcaMu 1
6azamu JAaHHBIX 0O OPOBCOCHUIO OLICHKH IIEpCoOHANIA

PazpabaTeiBaTh pEKOMEHIAUMK 110 pa3BUTHIO IIEpCOHaNa Ha OCHOBE
IIPOBEACHHON OLICHKH

Co0imo1aTh HOPMBI STHKH JEIOBOr0 00IMEeHns

HeobxommmMmele 3HaHUA

TexHONIOTHH H METOAB! ONpeseIeHus IpodecCHOHabHBIX 3HAHMUM, YMEHHN U
KOMITETEHITHI

TexHOMOrMHM ¥ METOIB! OIEHKH JINYHOCTHBIX KA4eCTB 1 XapaKTCPUCTHK

Cucrembl, Metompl ¥ (GOpPMBI MaTepHATLHOrO W  HEMaTepHATBHOIO
CTHMYJIIPOBAHUS TPYJia IEPCOHANA

Texuonornu 1 MeTOAB! GOPMHPOBAHUS U KOHTPOJIA OI0JKETOB
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TexHOIOTHN, METOBI B METOJMKH IIPOBEICHHUS aHAIN3a M CHCTEMAaTH3aIuN
JOKYMEHTOB ¥ HHPOpPMALIUH

OcHOBBL 00IIEll M COMUAIBGHOM IICHXOJOTMM, COI[HOJIOTMH W IICHXOJIOTHH
Tpyza

OcHOBHI HpOHBBOI[CTBeHHOﬁ ACATCIIBHOCTH OpraHu3anuy

Ilopsmox  mpoBemeHHMS ~ 3aKyNOYHEIX — mpoHexyp H  obopMIeHHS
COIIYTCTBYIOIIEH JOKYMEHTAUH

CrpyxTypa OpraHm3alfid ¥ BakKaHTHBIE JOJDKHOCTH  (mpodeccum,
CHEIHALHOCTH)

TpymoBoe 3aK0HOZATENBCTBO U MHBIE aKTHI, COJEPKAIIHEe HOPMBI TPYIOBOTO
mpaBa

OCHOBBI apXWBHOTO 3aKOHOAATENHCTBA M HOPMATHUBHBIE IIPABOBLIC AKTHI
Poccuiickoit @eniepanum, B 9aCTH BEASHHUS JOKYMEHTAINH 10 IEPCOHATY

3akoHOAaTenbCTBO Poccuiickoit Penepaun 0 NEPCOHANBHBIX JaHHBIX

JlokansabIE HOPMATHBHEIC 4KThbl OpPrafdd3alii, PEryImpyHOmue HOPAJOK
OLCHKHU II€pCOHAIAa

Iopspok 3aKIIFOYEHHs JOrOBOPOB (KOHTPAKTOB)

HopMe1 aTHKM IenoBoro oOImeHus

bazoBrie OCHOBBI uHpopMaTHKHy, CTPYKTypHOE IIOCTPOEHHE
HHGOPMaIMIOHHBIX CHCTEM M OCODEHHOCTH paboThHI ¢ HUMHU

Hpyrue xapakTepUCTUKH

3.3.2. TpynoBas dpyHxuus

Oprasusanys 1 NIpOBEICHHE aTTECTAIHU Yposens
HamveHnoBaHue IepCoHaNa Kon ; C/02.6 | (moxypoBeHb) 6
KkBanubuKayu

IpoucxoxneHue TpyAOBOH Opurmman X 3anMCTBOBaHO U3

$yHKIMR OpHruHajia

Kox Peructpanmo=HbI HOMep
OpHruHaIa npodeccHoHaNbHOTO
CTaHZapTa

TpynoBsie geiicTBHUs

AHanmu3 CTpPYKTYphl, IUIAHOB H BaKaHTHBIX JOJDKHOCTEH (mpodeccHii,
CIENHANLHOCTEH) OpraHM3alyy, OCOOEHHOCTeH opraHuzanmum paboThl Ha
Pa3IMYHbIX YIacTKaX IPOU3BOJICTBA M KOHKPETHBIX paboumx MecTax

Pa3paboTka IIPOEKTOB JOKYMEHTOB, ONPENENIIONMX IMOPANOK ATTECTAIlUH
IIEPCOHANA, C OICHKOM 3aTpar

COIIpOBO)K,I[CHHC nponecca arTeCTalu 1 pa60T1>1 ATTECTAHOHHON KOMUCCHH

INoaroroeka npemnoxeruii 1o hopMupoBaHuio OI0keTa Ha OpraHU3auio |
IPOBEJICHNE aTTECTAIMH IepcoHala

[TogroToBka NpemyoXeHHH O COOTBETCTBHM pabOTHHKA JOJDKHOCTH
(mpodeccuu, ceMUANBEHOCTH) IO PE3YIbTaTaM aTTECTAIlMH B COOTBETCTBHH C
3aKoHO1aTeNbcTBOM Poccuiickoit @eneparu

Heobxoaumele yMmeHuSA

Onpenenats napaMeTpsl M KPUTEPHHN aTTECTAIlHH IEPCOHATIA

OHpCZ[CJISITI: U IIPEMCHATE CPEACTBA H METOABI aTTCCTAlMTH

BBIenaTs rpynns HepcoHaNa Uil IPOBEICHUS aTTECTAI[AH

OGecmegnBaTh JOKYMCHTAIIMOHHOC COIPOBOXACHHE aTTCCTALlNH IIEpCOHANIa

CocTaBIars ¥ KOHTPOJMPOBATH CTaThH PAcXOA0B Ha ATTECTAIWIO IMEPCOHANA
JUIS TUTAHUPOBAHUS OFODKETOB
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ITone3oBaThes WHGOPMAIMOHHBIME pecypcaM#u M 0a3aMu JaHHBEIX IIO
TIPOBECHUIO aTTECTAMN

Bectu Y9€T U pEerucTpanuio 1OKyMEHTOB B HH(bOpM&I.[PIOHHI:IX CHCTCMaxX H Ha
MATCPHAIBHEIX HOCUTCILAX

Opranu30BbIBaTH XpaHEHHE JOKYMEHTOB B COOTBETCTBHU C TpeOOBaHHAMU
TPYOOBOTO, AapXWBHOTO 3aKoHoZarenscTBa Poccmiickod @enepaunn u
JIOKQJIBHBIMHE TOKYMEHTaMH OpraHM3aluy

ITpou3BOAUTE TNIpeABapUTENbHBIE 3aKYyIOYHBIE NPOLEAYPH H OGOpPMIATH
COILYTCTBYIONIYIO JOKYMEHTAIIMIO [0 3aKFOYEHHUIO JOTOBOPOB

Co0mopaTh HOpMBI STUKU AEJIOBOT0 OOMEeHus

HeobxoauMmele 3HAHUSI

TIopSmOK ¥ TEXHOJIOTHS IPOBEIECHNS aTTECTAUU

TexHOIIOTHH U METOIBI OIpeeICHU U OIeHKH IPOodecCHOHATLHBIX 3HAHMIA,
YMEHHUI U KOMIETEHIUH

CHCTCMBI, METOJABLI H (I)OpMBI MarcpualbHOTO H  HCMaTCPHAIBHOTO
CTHMYJINPDOBAHHA TPpyda IICpcoHaid

TexHONOrMY M MeTOIBI GOPMHUPOBAHUS H KOHTPOJISL OI0KETOB

TexXHOMOruH, METOABI ¥ METOAWKM IPOBEJCHHS aHAIM3a U CHCTEMATHU3allHA
JOKYMEHTOB M HHPOPMAIHH

OCHOBHI IPOU3BOACTBEHHOM NEeATEIFHOCTH OPraHN3alui

(OCHOBBI . O6H.’[CI71 )4 COI.II/IaJ'II:HOi;I IICUXOJIOTHH, COOHUOJIOTHH W IICHXOJIOTHH
Tpyna

Ilopsmox  mpoBemeHMS  3aKyMOYHBIX  Hpomeayp H  ohOpMIICHHA
COITYTCTBYIOIIEH JOKYMEHTAIHH

CrpykTypa opraHu3alui ¥  BakaHTHBIE JOJDKHOCTH  (mpodeccuw,
CHEeIUaNbHOCTH)

TpynoBoe 3aKOHOAATEILCTBO M MHBIE AKTHI, COACPIKALINE HOPMBI TPYAOBOIO
npasa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA H HOPMATHBHBIE IIPABOBBIE AaKTHI
Poccuiickoit ®enepanuu, B 9acTi BeJICHU JOKYMEHTAUH IO NEPCOHALY

3akoHOHaTemscTBO Poccuiickoii deneparyy o mepCoOHaTbHBIX JaHHBIX

JlokansHBEIE HOpPMATHBHBIE aKTHl OpPraHM3alluM, pPeTyIHpYIOIHE NOPIAOK
OIEHKU NIepcoHana ' ‘

TlopsimoK 3aKiIIOYeHHs JOTOBOPOB (KOHTPAKTOB)

HopMms1 3THKH ZeI0BOr0 OOIIEHHS

BazoBrie OCHOBBI HHGOPMATHKH, CTPYKTYpHOE IOCTPOEHKE
HH(OPMAITMOHHBIX CHCTEM M OCOOEHHOCTH PaboThI C HUMHU

Apyrue
| XapaKTEPUCTUKH

3.3.3. TpynoBas pyHKuun

AIMUHNCTPHPOBAHKE IPOLIECCOB U Vposens
Hanmenosasue | TOKYMEHTO000pOTA IPH NPOBEACHAA Kon | C/03.6 (momypoBeHE) 6
OLICHKY ¥ aTTECTAallVy IepCOHAIA KBanuQuKaIym
[IpoucxoxneHne TPyAOBOH 3aMMCTBOBAHO M3

$ysxkumm

Opurmran X

OpHTHHAJIA

Kon PerucrpanuosHsIit HOMep
opuruHaja NpodeccHoHaNHOIO CTaHAapTa

Tpynosrie neicTBIA

AHanu3 npoueccoB JOKyMEHT0060pOTa, TOKAIBHBEIX JOKYMEHTOB IO OIL[CHKE U
aTTeCTalliH NIepcoHala
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Oprasu3airoHHOE CONPOBOXK/ICHHE MEPOIIPHATHI [0 OIEHKE MEPCOHANA H ETO
aTTeCTalluH

Odopmenne npolecca U pe3yIbTaTOB aTTECTAIMHA EPCOHANA

HudopmupoBanpe epcoHalia O pe3ysibTaTaX OIeHKH U aTTeCTallHy

IToxaroroska IIpelIJIO)KCHI/Iﬁ 110 Pa3BUTHIO NICPCOHAJIA ITO PE3YJIbTATaM OLCHKH

ConpoBoxzaeHHe JOTOBOPOB IO  OKa3aHMIO  KOHCYJIBTAIMOHHBIX M
HH(OPMAIMOHHBIX YCIIYT IO OICHKE M aTTECTAINHM IIEPCOHANA

Heobxonumeie ymenus

Ob6ecnieunBaTh AOKYMEHTAIHOHHOE COIPOBOXKICHHWE OIECHKH W aTTeCTalldd
nepcoHaa

OdopMisATs MOKYMEHTH IO BOHIPOCaM OLEHKH H AaTTECTANWH IIEPCOHANA,
IIPEJOCTaBIIIeMbIE B FOCYJapCTBEHHEIE OpPraHbl, TPOPECCHOHABHBIE COIO3H U
JpYTHE IpeACTaBUTENbHBIC OPTaHbl PaOOTHHKOB

A.HaJ'II/ISI/IpOBaTL IIpaBujia, OPOUCAYPBEI U IOPAAKH ITPOBCACHHUSA OICHKH H
aTTCCTAaHWH IEpcoOHala

BecTH yuer ¥ perucTpanyio JOKyMEHTOB B MH(QOpPMalMOHHBIX CHCTeMaX ¥ Ha
MAaTEepPHABHBIX HOCHTEIIX

OpraHu30BEIBaTE XpaHEHHE IOKYMEHTOB B COOTBETCTBHH C TPEOOBaHHSIMH
TPYZIOBOro 3aKoHOAaTenbcTBa Poccuiickoit Penepaliuyl 1 TOKUTHHBIMH aKTaMU
OpraHu3anuu

BectH nenoByio nepenucky

Pa6Gotare ¢ uHbpOpMAMOHHBIME CHCTEeMaMH ¥ 0a3zaMM JAHHBIX IO BOIIpOcaM
MIPOBEACHHUA OLIEHKH U aTTECTAllH MepCcCoHAlIa, BEACHUIO yUeTa KaHIUAATOR Ha
BaKaHTHBIE TOJDKHOCTH (IPOGECCHH, CIIEIMAIEHOCTH )

AHamu3upoBaTh JOKYMEHTHI U nepeHochL uadopManuio B HHGOPMaMOHHBIE
CHCTEMEBI H 0a3bl JAaHHBIX

CobmoaTh HOPMBI 3THKH A€JI0BOTO OOLICHUS

Heobxoaumele 3HaHUA

IMopsinox odopmineHus, BeOeHHS M XpaHEHWsS JOKYMEHTAlMH, CBS3aHHOH C
IPOBEJEHHEM OLIEHKH M aTTeCTalllH IlepcoHana

HOpHI[OK (bOpMPIpOBaHI/ISI, BeIcHUA OaHKa JaHHBIX O IIEPCOHAJIC OpraHn3alHA
H NpeaoCTaBJICHHA OTYCTHOCTH

Iopsmok npoBeneHNs 3aKyIIOYHBIX POENYp ¥ 0QOpMIIEHHS COMyTCTBYIOMER
JOKyMEHTaUH

Hopsimok odopmieHHs AOKYMEHTOB, NPENOCTABIAEMBIX B TOCYAapCTBEHHBIC
Opraskl, NpoQecCHOHANBHEIE COIO3B W ApPYTHE IPEICTAaBUTEIBHBIC OpIaHBI
pabOTHHKOB

OCHOBEI JOKYMEHTO000pOTa ¥ TOKYMEHTAIIMOHHOT0 00ECIICUeHHs

Crpykrypa oOpraEM3allid ¥  BakKaHTHBIE JODKHOCTH  (Ipodeccud,
CIEIUATHHOCTH)

TpynoBoe 3aKOHOAATENBCTBO M HHBIE aKTHI, COAEpIKALIHe HOPMBI TPYIOBOTO
mpaBa

OCHOBBI apXHBHOTO 3aKOHOJATENHCTBA W HOPMATHBHBIE IIPaBOBHIC aKTHI
Poccutickoit Oenepaiyn, B 9aCTH BeJCHHUS JOKYMEHTAHH 10 IEPCOHATY

3akoHoparenscTBO Poccuiickoit @enepanuy 0 NepCOHAIBHBIX JaHHBIX

TexHONOTMY, METOABI ¥ METOIUKHM TIPOBENCHUS aHAM3a ¥ CHCTEMaTH3aIuy
JOKYMEHTOB ¥ HHPOpManun

JloxanbHEIE HOpPMATHBHEIE aKTHl OPraHU3alliy, PETYIHMPYIOIHE NOPAIoK
OIICHKH W aTTeCTalliy IepCOHAIA

[lopsok 3aKiO9eHNs JOTOBOPOB (KOHTPAKTOB)

HopMEI sTHKH enoBoro obmeHns

ba3oBbie 0CHOBEI HHPOPMATHKH, CTPYKTYPHOE HOCTpOEHHE HHPOPMAHOHHEBIX
CHCTEM M 0COOEHHOCTH PabOTHI ¢ HUMHI
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Apyrue
XapaKTepHCTHKH

3.4. O600mennan TpyaoBasa QyHKIHA

VposeHb
HamMenosanue I[eﬂTeJILHOCTL I10 Pa3sBUTHIO [ICPCOHATIA Kox D P 6
KBAIH(HKAIUA

ITpoucxoxaeane 3
0000meHHO TPYAOBOMU Opumrunan X CTBOBAHO M3

OpHrMHaNa
¢$yHKINHA

Kon Perucrpanuonssiit Homep
OpHTHHAJA npodecCHOHAIBHOTO
CTaHJapTa

BozmoxHbIE CrnenmamicT 1o pa3BHTHIO H 00Y4EHHIO IEpCOHANA
HaMCHOBAHHA CIICI.II/IaJII/ICT I10 Pa3BATHUIO KapbEPHI IICPCOHAIA
JIOJDKHOCTEH, Coenuanuct 1o nepcoHamy
npodeccuii Mesnemxep o nepcoHary

TpeboBanus k
00pa3oBaHHIO U
00y4EeHHIO

Bricmee o6pazoBanue

pa3BUTHA HEepCOHAIa

JononaurensHoe npodeccuoHaNbHOe 00pa30BaHUe — IPOrPaMME]
HOBBIIECHAS KBaM(HUKAINY; TIpOrpaMMbl TPoGeCCHOHATTBHON
MEPENOAroTOBKY B 06J1aCTH OpraHU3al[HOHHOT0 U MTPO(ECCHOHATIBHOTO

TpeboBaHUA K OIBITY
IpaKTU9IecKoi paboTh

Ocobbie ycnoBus
JIOIyCKa K pabore

Apyrue
XapaKTEPHCTAKH

JlononHATENbHBIE XapaKTEPACTHKH

Hanmenosanue 6a30B0ii IpyInbl, ZODKHOCTH
HaumenoBanue JOKyMeHTa Kon
(mpodeccun) WM cnenHaNbHOCTH

OK3 2412 CoenpaucThl o Kagpam 1 npodopueHTaIuu

3423 CroenpammcThl KaJpoBBIX CIIYXK0 U YUpeXKAeHUH 3aHIATOCTH
EKC - Menemkep 1o nepcoHaIy
OKILATP 27755 | OKOHOMHCT 1O TPYAY

22956 | UncnekTop mo Kagpam

3.4.1. Tpynosas pyHKIuA

HammeHoOBaHNe

Oprasu3ainus 1 NpoBeJICHHE MEPOIPHSTHIA
10 Pa3BUTHUIO H IOCTPOECHHIO
npodecCHOHAIBHON Kaphephl IepcoHana

Kox | D/01.6

IMpoucxoxaeHue TPy XOBOH
yHKim

VpoBeHb

(nonypoBeHs) 6
KBanHpUKaIyu

Opmrusan X

3auMCTBOBAHO U3 OPUTHHAIA

Kon
OpHUrMHAIA

Peructpaunossstii Homep
npodecCHOHANBHOTO
CTaHAapTa

| Tpynosbie neficteus

| AHAnU3 CTPYKTYpBI, IIAHOB ¥ BAKAHCHI OpraHM3alliy
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AHamms ocobeHHoOcTel paboThl Ha Pa3MMYHBIX YJacTKaX IPOU3BOACTBA H
KOHKPETHBIX pabodmx MecTax

IToaroToBka NHpPOEKTOB MOKYMEHTOB, OIpEEIMIOMNX MOPSANOK pPa3sBHUTHSL
IepcoHalla M IOCTPOEHU NpodeCCHOHATBHON Kapbephl C OLIEHKOH 3aTpaT

Pa3zpaboTka I1aHoB npodecCHOHANBHOM Kaphephl pAOOTHUKOB

®opMupoBaHHE KaJpOBOro pe3epBa

Opranmszanuss  MepONpHSATHI N0  pPa3BUTHIO H  IOCTPOCHHIO
npodeccHoHaTBHOM Kapbephl IEpCOHANA

IToaroroBka npemnoxenuit mo GopMupoBaHUIO OFOKETa Ha OPTaHU3aIUIO U
IPOBEACHNE MEPOLIPUATHI IO PA3BUTHIO U IOCTPOSHHIO MpodeCCHOHANBEHON
Kapbepsl IepcoHaIa

Anamm3 3¢ QeKTHBHOCTH MEPONIPUITHI [T0 Pa3BUTHIO IEPCOHANA, HOATOTOBKA
IPEUIONKEHIH IO Pa3BUTHIO

Heo6xomuMele yMEHUSA

AHamm3upoBaTh YpOBeHb 00miero pasBHTHA U IOpoQeCCHOHATBHOM
KBaTH(UKaN¥Y epcoHaia

Ompenienarte KpaTKOCPOYHBIE M JOJTOCPOUHBIE IOTPeOHOCTH pPa3BHTHS
HepcoHalIa M MOCTPOCHNS ero npodeccHoHaIbHOM Kaphephl

Onpenensars Kputepun GOpMHPOBAHHS KaJpOBOTO pe3epBa OpraHmM3alny

CocraBiarh HHIWBUAYAIBHLIC IUIAHBI KADEPHOT'O PAa3BATHA IIEPCOHAIIA

IlppMeHATs TEXHONOTMM K METOABI Pa3sBUTHS MEPCOHANA M IIOCTPOCHWUS
npodeCCHOHANBEHOM Kaphephbl

CocraBiaTe NpeUIOKEHHS W KOHTPOJHPOBATh CTAaThM pacXoJOB Ha
IpOrpaMMBl H MEPONPHUATHS II0 PasBHTHIO IIEPCOHANA M ITOCTPOCHHUIO
npodecCHOHANBHOMN Kapbepsl JJIsl IVTAHUPOBAHNS OIODKETOB

Ompenenate 3¢@eKkTHBHOCTE MEpONPHATHH IO DPa3BHTHIO IEepcoHala M
IOCTPOSHHIO PO(ECCHOHATBHOM Kaphephl

Pabotats ¢ HHOpMaMOHHBIME cHCTeMaMH B 6a3aMU JaHHBIX 110 IEPCOHATY

CobmogaTh HOPMBI 3THKH JEIOBOT0 OOMIEHUS

Heo6xonuMEIe 3HAHUS

Cucrema, crmocoOBI, METOIBI, HHCTPYMEHTEI IIOCTPOEHHS MpodheCCHOHATBHOM
Kapbepsl

MeTtonpl ompeneieHds H OINEHKM JIMYHOCTHEIX H npoq)eccnonanmmx
KOMIIETeHITHH

Cucrems, Merompl ¥ (GOpMBI MaTEpHAIBHOTO M  HEMAaTepHAIBHOTO
CTHMYJIMPOBAHMS TPYAa IEPCOHATIA

Texnonorun, MeToxs! GopMupOBaHHS B KOHTPOILI OF0KETOB

Texnonoruy, MeToasl © METOAWKM MPOBEICHHUS AHAIN3a H CHCTEMAaTH3alHH
JOKYMEHTOB H HHbOpMayu

OcHOBBI PO eCCHOHANIHHOM OpHEHTALHN

OCHOBEI TOKYMEHTO000POTa U JIOKYMEHTAIIMOHHOTO 00ecneueHus

OCHOBEHI l'IpOI/IBBOI[CTBCHHOf;I JEATCIIBHOCTH OpraHnu3alilii

OcHoBEI 00mIe# M CONMANBHOH IICHXONOTHH, COLMONOTHM M ICHXOJIOTHH
Tpyna

CrpykTypa oOpraEusamMM ¥  BakaHTHbIE JOJDKHOCTH  (mpodeccuw,
CIICLATHHOCTH)

TpynoBoe 3ak0HOIATENHCTBO M MHBIE aKTHI, COACPXKAIIAE HOPMBI TPYIOBOTO
npaBa

3axoHonaTeabcTBO Poccuiickoit enepanuy 0 DEPCOHANBHBIX TaHHBIX

JlokanmbHBIE HOPMATHBHBIE aKThl OPraHU3AllMH, DPETYJIHPYIONIHE MTOPSIOK
pasBUTHS ¥ HOCTPOCHHUS MPOoGheCCHOHAILHOM Kaphephl IEpcoHaa

Hopsamok 3axkmodeHus JOroBOpoB (KOHTPAKTOB)

HopMmer 3THKH 1e510BOr0 OOIMIEHHUS
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bazoBrie OCHOBEI HHGOPMATHKH, CTPYKTYpHOE MOCTPOCHUE
HHPOPMAIIMOHHBIX CUCTEM M 0COOEHHOCTH paboThl ¢ HUMH

Jpyrue xapakTepuCTHKHA

3.4.2. Tpynosas pyHKIHs
Opranunsanys 00ydJeHus mepcoHana VpoBeHb (0TYpOBEHS)
Hanvenosanue | —P Kon | D/02.6 KBATHGUKAIIR 6
[poncxoxenre TpyRoBod Opwraman X 3aUMCTBOBAHO W3 OPHIHHANIA
GyHKIIIH
Kon PeructpanuoHHbIi HoMep
OpUTHHANA IpodeCCHOHATEHOrO
cTaHgapra

TpynoBsie nefcTBHI

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

Pa3paboTka mIaHOB, METOOUYECKHX MAaTepHaliOB, YYEOHBIX IUTAaHOB H
OporpaMM, IPOEKTOB JIOKAIBHBIX AaKTOB 1O OOY4E€HHIO M pPa3BUTHIO
NepcoHalIa, BKIIIOYas OLECHKY 3aTpar

Oprazu3zanysi MEpOIIPUATHHA 110 00YJEHHIO IIepCOHANIA

ITogroroBka npeanoxeHuii no ¢GopMUPOBaHMIO OIOIKETa HA OPraHHU3aIMIO
o0yJeHHs nepconaia

Anam3 3¢ dexTuBHOCTH MeponpUATHIL 10 00YUEHMIO IEpPCOHANA

HeobxomuMele yMeHUS

AHaNTH3UpOBATh U OIPENENATh MOTPEOHOCTH B 00yUEHNH I'PYII IIEpcoHajia B
COOTBETCTBHH C IEJIAMU OpTraHH3aldH

Pa3palbatpiBaTe IUTaHBI HOATOTOBKH, IEPENOJTOTOBKH Y  MOBEHIMICHHS
KBaTA(MKANIK KaJpoB, yieOHbIE ILIaHbl H IPOIPaMMBI

AHanu3upoBaTh PHIHOK 0Opa30BATENBHBIX YCIYT H TOTOBHTH IPEIIOXKECHUL
[0 TOCTABIIHMKAM YCIIYT

Oprann3oBeIBaTE 00yYaoUIe MEPOLPAITASL

CocTaBiiaTh W KOHTPOJHMPOBATH CTAThH PacXOJ0B Ha OOydYeHHe IepcoHalia
JUIs IUTAHMPOBAHUA GIODKETOB

P33pa6aTI>IBaTL 1 KOMILIJICKTOBAThH y‘-Ie6HO-MeTOI[I/IquKI/Ie JOKYMCHTEI

ITpon3BoauTh OnieHKY 3 heKTHBHOCTH O0yUEHNUA MepcoHaIa

[TpousBoauTh mpenBapUTENbHbIE 3aKyNOYHBEIE HTPOHERYPHI W OhOpMIIEHHE
CONYTCTBYIONIEH TOKYMEHTAIIMH [0 3aKJIFOYEHHIO JOTOBOPOB

PaboTaTh ¢ MHPOpPMAIMOHHEIMH CHCTEMaMH U 0a3aMy JaHHBIX I10 IIEPCOHAITY

PazpabarpiBaTe W OQOpMIIATH MOKYMEHTHI IIO IIpoiieccaM OpraHM3alud
o0ydeHus NepcoHaa U HX Pe3yNIbTaTaM

CobmonaTh HOPMBI STHKH JAEJI0BOT0 OOMIEHUS

Heo06xoauMele 3HaHNg

MerTobl, ”HCTPYMEHTHI HCCIIeI0OBaHMS NOTPEOHOCTH B OOYUESHHH IIepcoHala

Mertonoinorus o6ydeHus

Texnonorum, MeTOBI U METOAMKH NMPOBEICHHS AaHAIM3a M CHCTEMATH3AI[HH
JOKYMEHTOB ¥ HHGOpMaui

Iopsimox pa3paboTKH ITAHOB NMOATOTOBKH, NEPEHNOATOTOBKH M MOBBHIIIEHHSA
KBaTM(PUKAOUM KaapOB, YI€OHBIX IUIAHOB H IIPOrpaMm

Cucrembl, Merompl W GOpPMBI MAaTEPHATFHOTO H  HEMAaTEPHAIBHOTO
CTHMYJIMPOBAHUS TPYJa IepCoHaa

Texnomnoruu u MeTo/ibl GOPMUPOBAHHSA M KOHTPOJIA OIOIKETOB

Ilopsimox BemeHHS ydeTa H OTYETHOCTH I10 HOATOTOBKE H HOBHINICHHIO
KBaiA(HKaUH IepcoHaIa

OCHOBBI IOKYMEHTO060pOTA U JOKYMEHTAIIMOHHOTO 06eCIedeHHS
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OCHOBBI TEXHOJIOTHH MPOXA3BOACTBA U NEATCIHEHOCTHA Opranu3alyu

OcHOBBI 00IIEHl M COIMANIGHOM IICMXOJIOTHH, COIHOJIOTHH H IICHXOJIOTHH
Tpyna

ITopsimox ~ mpoBeneHHS  3aKymOYHBIX  mpomexyp ¥ odopMieHHs
COIIYTCTBYIOIIEH NOKYMEHTAIlUN

CrpykTypa opraHusain

TpynoBoe 3aKOHOJATENBCTBO B MHBIE aKTHI, COEPKAIME HOPMBI TPYOBOTO
mpaBa

OCHOBBI apXHWBHOIO 3aKOHOJATEILCTBA W HOPMATHBHEIE IPABOBBIE AaKTHI
Poccuiickoit @enepanun, B 9aCTH BeAEHUS JOKYMEHTAINH [0 TIEPCOHATY

OcHOBBI HATTOTOBOTO 3aKoHOAAaTeNsCcTBa Poccuiickoii denepanuu

OcHOBEI 3aKOHOIaTeNLCTBA 00 06pasoBanun Poccuiickoit ®@eneparium

3axoHoaTenbecTBO Poccuiickoit Denepanyn 0 IEPCOHANBHBIX JaHHBIX

JloxansHbIe HOPMATHBHBIC aKTBl OpraHH3alidy, PEryJIHpyrOnIue 06yquHe
II€pconana

Iopsiox 3aKIFOYCHAS TOTOBOPOB (KOHTPAKTOB)

HopMEI 3THKH I€IOBOr0 00IIeHHS

Bazosnie OCHOBBI uHGOPMATHKY, CTPYKTYpPHOE TOCTpOeHUE
HH(GOPMAIHOHHBIX CHCTEM M 0COOEHHOCTH pabOTHI ¢ HIMH

Jpyrue xapakTepUCTUKH

3.4.3. TpynoBan dpynxuus

Opranun3auys ajanTanuy ¥ CTAXHPOBKH VpoBeHb
HaumeHoBaHEE | encopana Kon | D/03.6 | (noayposeHs) 6
KBaJIRGbUKAMI

IIpoucxoxneHue TpyI0BOH
GyHKIEH

OpurmHan X 3aUMCTBOBAHO W3 OpUTHHANA
Kon Peructpanyonsbiii HoMmep
OpHTHHAJA npodheCcCHOHAIBHOTO
CTaHgapTa

TpynoBsie AeHCTBUS

AHanu3 YCIENHBIX KOPIIOPATHBHAIX NPAKTHK 110 OpraHu3aliy aJanTaluy i
CTAKMPOBKE MEpCOHANA

Pa3pa60T1<a IUJIaHOB amanTallii, CTAXXUPOBKH II€pCOHAIA C OLIEHKOM 3arpar

Oprasun3anys MEpOIIPUATHHN 110 aJANTAIINH, CTAXKHPOBKE IIEpCOHAIA

Ilogroroska npemloxcennﬁ II0 COBCPIUCHCTBOBAHHUIO CHCTCMBI ajalTallyy,
CTAXHPOBKH IICPCOHATIA

Ioaroroska npemnoxenuii mo gopmupoBanuio OIOKETa Ha OpPraHHU3aAIMIO
aJlaliTalliy ¥ CTAXKUPOBKH MIEPCOHANA

Anamm3 >(pGdeKTHBHOCTH MEpOIpHATHH 110 aJanTalli¥ M CTAXHPOBKE
HepcoHaia

Heob6xonuMmeie yMEHUS

OHpeI[eJ'DITB TPYIIEL DEpCOHANIA /1A CTAXXHPOBKH U aallTallin

Omnpenensate paboure MecTa U NPOBEACHHS CTAXHUPOBKM W aJallTallHH
IIepCOHANA

CornacoBbIBaTh MEPONIPHUATHS aAaNTAIMH M CTLKUPOBKH C BO3MOXKHOCTSIMH
IIPOM3BOCTBA

IIpom3BoauTh aHANW3 H OLEHKY pe3yJIbTAaTOB ajanTalldd H CTAXKHPOBOK
HepcoHaia

CocTaBniaTh TpPENIOKEHHS M KOHTPOIMPOBAaTH CTAaTbH pacxoloB Ha
IpOrpaMMbl X MEPONPHUATHA [0 aJanTallii M CTaXMPOBKE IepcOHANa IJIA
IUTaHUPOBAHUA OIO/DKETOB
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ITpon3BoauTh OUEHKY 3(PEKTHBHOCTH MEpOIPUATHH IO aJanTallid H
CT&)XHUPOBKE IIEpPCOHAla

BHepsaTh CHCTEMBI BOBJIECUEHHS pPaOOTHAKOB B KOPHIOPATUBHYIO KYJIBTYPY

Hcnonp3oBaTh HHPOPMAIMOHHEIE CHCTEMBI B 6a3bl TaHHBIX 110 IEPCOHAITY

Cobmonath HOPMBI 3THKHA ICIIOBOIO o0meHus

HeobxoauMele 3SHAHUS

MeTtop1 aganTanym U CTRXXKHPOBOK

TexHomornu, METOABI U METONUKY HPOBEICHUS aHAIN3a M CHCTEMAaTU3alHU
JOKYMEHTOB ¥ HHGOpMaIiu

ITopsimox pa3paboTKM INNaHOB amanTalld IIepcOHAla Ha HOBBIX pabodmx
MecTaX, IOATOTOBKH, IEPEMOJrOTOBKM ¥ IOBBINICHUS KBAIH(pHKALUK
TepcoHajla ¥ OpraHu3aliy CTRKHPOBOK

HOpKlIOK COCTABJICHHS CMCT 34TPAT HA Al TAWIO U CTAXKUPOBKY NCPCOHAIA

Ilopsinok BemeHMsA ydeTa W OTYETHOCTH IO aJaNTaliid H CTaXHPOBKE
nepcoHaja

CucteMbl, MeTomsl H (OpMBI MaTepHATFHOTO M  HEMAaTepHAIBHOIO
CTHMYJIMPOBAHHUS TPYAa IEpCoHATIA

TexHONMOTMY M METOABI HOPMHUPOBAHHU ¥ KOHTPOJIA OIOKETOB

OCHOBBI TEXHOJIOTHH HPOU3BOACTBA H ACATCIIBHOCTH OpraHu3aliyu

OcHoBbl O0mEl H CONHANBbHOM IICHXOJIOTHM, COIMOJIOTHM H ICHXOJOTHH
Tpyna

Crpykrypa oOpraHm3allil W  BakaHTHbIE JODKHOCTH  (mpodeccun,
CHEIMAIBHOCTH)

Tpynosoe 3aK0OHOAATENBECTBO M MHBIE aKTHI, COAEPKAIEe HOPMEI TPYIOBOTO
npasa

OCHOBBI HAJIOTOBOT'O 3aKOHOATeNLCTBa Poccuiickoit Deneparuu

3akonozaatenbcTBO Poccumiickoit eepalyii 0 HEPCOHANBHBIX TaHHBIX

JlokaneHbIE HOPMATHBHBIC aKThHI OpraHr3alry, PCryIMpyIOIIUC aganTalyuio 1
CTAXHPOBKY IIEPCOHANIA ;

OCHOBBI JOKYMEHTOO00pOTa M JOKYMEHTAIMOHHOTO 00€CIIcYeHUs

Iopsox 3aKiIO9EHNs JOTOBOPOB (KOHTPAKTOB)

HopMe1 5THKH f1enoBoro obmeHnus

Ba3oBsie OCHOBBI uHHOpPMATHKH, CTPYKTYpHO® IIOCTPOCHME
HH(OPMAITMOHHBIX CHCTEM B 0COOEHHOCTH PabOTHI C HUMH

Jpyrue xapakKTepuCTHKH

3.4.4. TpynoBas ¢pyHKUOHA

Harmmenoranue

TTpoucxoxaeHNE TPYHOBOIH
byHKIMH

ATMHHHCTPHpPOBaHUE IIPOIIECCOB U .
OBEHb
OKYMEHTO00O0POTA IO Pa3BUTHIO U P
AOKYM P N p Kon | D/04.6 | (momyposens) 6
poheCCHOHANBHOM Kaphepe, 00ydeHHIO, KBATHHKATIH
aJalTalii H CTAXHPOBKE IIEpCOHATIA
Opurnnan X 3auMCTBOBAHO U3 OPUTHHANIA
Kon Peructpanmonssrit Homep

opuruHaia npo¢eCCHOHAIBHOrO CTaHAapTa

TpynoBble neficTBUS | AHaIW3 IPOLECCOB, NpPaBHI W IMOPSAKOB OpraHW3allM¥ IPH IPOBEIECHHU

MEpONPHATHI 5O Pa3BUTHIO H IPOoQEeCCHOHAIBHOM Kaphepe, OOydYeHHIO,
aJlalTaliy ¥ CTAXKUPOBKE IEpCOHANA

JlokyMeHTamMOHHOE OdopMIIeHHE Pe3ybTaTOB MEPOIPHATHH [0 Pa3sBATHIO M
npodeccHOHABLHOM Kapbepe, 00yUeHHMIO, aJaTallui H CTKUPOBKE IepcoHalIa
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INoaroroBka WHIMBHAYaNBHEIX NPEATIOXKEHHH Ha OCHOBE pE3yIbTATOB
OpPOBEICHHS MEPONPHUSTUH IO Pa3BUTHIO M NPOGECCHOHATHHON Kapbepe,
00y4eHHIO, aflanTalliy # CTaXKUPOBKE IEPCOHANA

IloaroroBka TIIpeANOKEHHH IO COBEPIICHCTBOBAaHMIO CHCTEM OOydYeHHS,
ajanTalMd W CTXUPOBKHM, PAa3BHTHA H IOCTPOeHHSA IpodecCHOHAIBHOM
Kapbephl iepcoHaa '

ConpoBoxnenne JIOTOBOPOB o OKa3aHHIO KOHCYJIbTAllAOHHBIX,
AHQOPMAIIMOHHEIX  YCIYT, HEOOXOOMMBIX JUIL IPOBEACHHUS OOYYEHHS,
aflanTallid U CTaXWPOBOK, pa3BUTHA W IOCTPOEHHUs mpodeccroHaNbHOM
Kapbeppl IIepcoHajla, BKIIIOYas IpelBapHTENBHEIC MPOLENYph MO MHX
3aKITIOYEHHIO

Bemonnenve Tpebopapumii mo XpaHeHWI0O HHOGOpPMAIMK O pe3yibTarax
oOydeHMs, ajanTaMd M CTAXKHUPOBKH, pPa3sBUTHA H  IIOCTPOCHHS
npodecCHOBaNILHOM Kapbephl HepCOHama

HeobxommMe1e
YMEHHUS

OdopMISTh NOKYMEHTHI II0 BOHpPOCaM MpOBeIeHUS oOydeHHs, amanTtald H
CT@)XXHPOBKH, Pa3BUTHSA U IIOCTPOEHHS NMPOdecCHOHATBHON Kaphephl IepcoHaa,
NPENOCTABIAEMBIC B I'OCYJAPCTBEHHBIE OPraHbl, MPOQECCHOHATPHEIE COIO3BI U
JIpyTHe MpeACTaBUTEIIbHbIE OpraHbl paOOTHHKOB

ObecneyuBaTh MOKYMEHTAIIMOHHOE COIPOBOXAECHUE OOY4CHHSA, aNalTallud H
CTAKHAPOBOK, Pa3BUTH U HOCTPOCHHS TPoheCCHOHATLHON Kaphephl IepCoHATa

AHanu3HpoBaTh IpaBHIa, NPOLEAYPH M IIOPANKH NPOBENEHHA OOyJIEeHHS,
ajalnTalid H CTaXHPOBKH, PpA3BUTHUA M IOCTPOEHHA NPpodheCCHOHATBHOM
Kapbepsl Iepconaa

Oprauu3oBHIBaTh XpaHEeHHEe IOKYMEHTOB B COOTBETCTBHH C TpeGOBaHHAMHM
3aKoHOJaTensCcTBa Poccmiickoii ®emeparmuu H  JIOKAIBHBIMH — aKTaMH
OpraHM3aUH

AHanu3upoBaTe JOKYMEHTHl H IMEPEHOCUTH MHPOpMAUIO B HHGOPMAIHOHHEIE
cuCTEMEI ¥ 0a3bl JaHHBIX

Bectr yd4er W pericTpandio JOKYMEHTOB B MHPOpPMAIMOHHBIX CHCTEMaX U Ha
MaTepHaIbHBIX HOCHTEIIAX

Pabotare ¢ MHGOPMAIMOHHEIME CHCTeMaMH ¥ 0a3aMu JaHHBIX IO BOIPOCAM
oOydeHusd, amamTanup W CTOXHPOBKM, Da3BUTHA M IIOCTPOEHHSA
npodecCHOHATILHOM Kapbhephl INEpCOHANa, BeJEHHS YydeTa KaHIWAATOB Ha
BaKaHTHbIC JOJDKHOCTH (IIpodecchy, CIeUaIbHOCTH)

BecTn fies1oByIo nepenucky

Co6iogaTh HOpMBI STHKH JEJIOBOIO OOIICHAS

HeobxomuMele 3HAHHA

Hopsanox odopmieHNs, BeNeHUS W XpAHEHWS JOKyMEHTAIlMM, CBS3aHHOH C
cucteMoii OOyueHMs, aJanTallidl M CTaXHUPOBKH, Pa3BHTHA H IIOCTPOCHHS
npodeccHOHATBHOM Kaphephl HEPCOHAA

[opsaox ¢popMupoBanus, BeneHus 6aHKA JaHHBIX O IIEPCOHANIC OpPraHU3alyy U
IPEIOCTABICHHS] OTICTHOCTH

HopMmaTuBHEIE TpaBOBBIE aKThI, perylUpyiollMe MpaBa H 00f3aHHOCTH
TOCYAAapCTBEHHEIX OPraHOB M OpraHM3alliy 110 IIPefOCTaBICHHIO YUYETHOH
JIOKYMEHTAIAN

Mopsinox odopminenus TOKYMEHTOB, NPENOCTABISEMBIX B TOCYAAapCTBECHHBIE
OpraHbl ¥ HHBIE OpraHH3aAIHA

OCHOBBI JOKYMEHTOO00POTa ¥ JOKYMEHTAMOHHOTO 00eCIICYeHHS

Ilopsaok mpoBeneHHS 32KYIOYHBIX HPOLENyp ¥ O(pOpPMIIEHHS COIYTCTBYIOIIEH
JIOKYMEHTAllHH

CTpykTypa OpraHmsaldi H  BakaHTHBIE JOJDKHOCTH  (mpodeccun,
CHENUAIHHOCTH)
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TpynoBoe 3aKOHOJATENHECTBO M HWHBIE aKTHI, COAEPXKANIME HOPMBI TPYAOBOTO
npasa

OCHOBBI apXWBHOTO 3aKOHOJATENbCTBA K HOPMATHBHBIE IIPAaBOBHIE AKTHI
Poccuiickoii @enepannu, B 9acTH BEAECHHI JOKYMECHTAHH 110 IEPCOHAY

OCcHOBBI HAJIOrOBOTO 3aKOHOAATENILCTBA Poccuiickoit @eneparum

3axonofarenscTBO Poccuiickoit Peneparnyu 0 mepcoHANBHBIX JAHHBIX

TexHoNMOTMM, METONBI M METONWKH IPOBEJCHHSA aHAIM3a H CHCTEMATH3aIlHH
JOKYMEHTOB M HH()OpMaIHH

JlokanmbHBIE HOPMATHMBHEIE aKThl OpraHM3alliy, pPETyIHPYIOMHE MOPSIOK
Pa3BUTHS U MOCTPOCHUS IPpodecCHOHATBHOM Kaphephl, 00yUeHHUS, aJIalTaluH 1
CTa)XHPOBKH IIepcoOHalIa

Topsimok 3aKiroueHysi JOTOBOPOB (KOHTPAKTOB)

HopMsI 3THKH JeT0BOTO 0OMIEHHUS

basoBbie 0CHOBEI HHPOPMATHKH, CTPYKTYPHOE HOCTPOSHHUE HH(OPMAMOHHBIX
CHCTEM M OCOOCHHOCTH PabOTHI C HUMH

Apyrue
XapaKTePUCTUKH

3.5. O6o0mennas TpyaoBast yHKuus

€ATEIILHOCTD 10 OpraHu3aluy Tpyaa | ’ BEHb
HanMeHoBaHHE l P 1 pyA Kox E Ypo 6
OILNIATHI IEpCoHAJIa KBaTUpUKAIMH
ITpomcxoxacHue
0000menHoit TpynoBOH Opurunan X 3aMMCTBOBAHO U3 OpUrHHATA
¢yHKIUA
Kon PerucrpannoHssiii Homep
OpHMIrHHaNA npodheCCHOHATBHOTO
CTaHxapTa
Bo3moxHbIE Croenuanuct o HOPMHPOBAHHUIO U OILIATE TPyAa
HAaNMCHOBAHUA Cneunanucr IO OpraHHU3alliy K OIIaTS TpyJa
ﬂOH)KHOCTCfI, CI'ICIII/IaJII/ICT 110 KOMIICHCAITHAM U JIBIOTaM
npodeccui Crieramict 1o NepCoHaIy

MeHnemkep o mepcoHairy

TpeGoBanns K
00pa3oBaHMIO H
00y4EeHHIO

Briciee o6paszoBanrie

JlononAuTENBHOE MPOdecCHOHATBHOE 06pa30BaHye — POrPAMMEI
IpoheCCHOHATLHON IIEPENOATOTOBKH B 00JIaCTH S9KOHOMHKH, HOPMHUPOBAHUS
¥ OILTATH TPy, IPOrpaMMBbI OBIICHU KBaTHpHKAIUA

TpeGoBaHHS K OIBITY
IpaKTAIecKOd paboThl

Oco0ObIe ycnoBus
JIOITyCKa K paboTe

Apyrue

XapaKTEPUCTUKH

JIonoTHUTENIbHBIE XapaKTePACTHKHI

HanmMenopanue 6a30B0i rpyniisl, JO/DKHOCTH
HammeHoBaHHE TOKYMEHTa Koxn
(upodeccun) WM cnenUaIbHOCTH
OK3 2412 | CnenuamicTsl IO KafpaM H mpodopUeHTalHuu
3423 CrenuaiucTsl KaAPOBBIX CIIYXKO M YIPEXKICHUM 3aHATOCTH
EKC - WmwxeHep 10 HOPMUPOBAHMIO TPYAA
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- Texnuk 1o Tpyay

- OKOHOMHUCT 1O TPYAY

MeHemKep 10 IepCoHATy

OKILITP

27755 | DKoHOMHCT 1O TPyay

22956 | MHCcmekTop 1o kagpam

3.5.1. TpynoBast pynknus

HawmmenoBanue

Opranuzanus TpyAa nepcoHana YpoBeHb

Kon | E/02.6 | (moxypoBeHs) 6
KBaNHHUKAIIH

IIpoucxoxaeHue TpyIoBOH
yHKIIH

Opurunan X 3apMCTBOBAHO M3 OpHUTHHANA
Kon Peructpauponssiit Homep
OpUruHasia npo(heCCUOHATIEHOTO
CTaHpgapTa

Tpynossie aeficTBus

AHamM3  yCHENIHBIX  KOPHOPAaTHBHBIX  IPAaKTHK 10  OpraHU3alud
HOPMHPOBaHHUS TpyJa UL Pa3lHYHBIX KaTeropHil mepcoHasia, ocoOeHHOCTEH
IIPOM3BOJICTBA M AEATCIBHOCTH OpraHu3alliy

PazpaboTka cHCTEMBI OpraEu3alMd Tpyla IepcoHala H TOopsaka
HOPMHPOBaHUA TPyJa Ha pabodmx MecTaX ¢ OIIEHKOH 3aTpaT Ha IepcoHAN

BHenpenne cHCTEMBl OpraHM3alMM TpyJa IepcoHaJa M KOHTPONII Haj
HOPMHPOBaHHEM C  ONpelelieHHEM  TPYAOEMKOCTH,  HOPMATHBHOM
YUCIIEHHOCTH, I'paKOB paboT M yCI0BHH OILTATHI TPYIa HEpCoOHANA

Brisenenne PE3CPBOB NOBBIMICHHA NPOU3BOAUTCIIBHOCTH Tpyla M KavecTBa
HOpMHpPOBaHHA TPpyda, IOATOTOBKA npezmomeﬂnﬁ N0 H3MCHCHHUAM }’CJIOBI/Iﬁ u
OILUIATHI TpyJa IICpCOHAala

[ToarotoBka mpeanoxeHuii mo GopMHEPOBAHHIO OOJKETa Ha OpraHH3AIHIO
TpyJia IepcoHaIa

Omnpenenenve 3bGeKTUBHOCTH pabOTHl CHCTEMBI OpraHH3allid TPYJAa M
HOPMHPOBaHHUS Tpy/Ja Ha pabouux MecTax

Heobxoaumere ymeHus

BHeipaTh MEeTOB! pallMOHAIBLHOM OpraHU3alliui Tpyaa

PaspabaThiBaTh IUIaHBEI OPraHM3AIMOHHBIX M TEXHUYECKHX MEPOIPHUATHH IT0
TIOBBIIIEHHIO IPOU3BOINTENBEHOCTH TPYAA

AHaM3MpOBaTh COCTOSHHE HOPMHPOBaHWMS TpyJa, KadecTBO HOPM,
IoKasaresen o Tpyny

AnamsupoBaTs 3(GEKTHBHOCTE pabOTHI CHCTEMBI OpTaHW3allMH TPyHAa
HepcoHala i HOPMHUPOBAHHS TPyIa Ha pabodux MecTax

CocTaBmATh M KOHTPOJIHMPOBATH CTAThH PACXOOB HA OIUIATY TPYJAa MEPCOHaNa
JUIA IUTaHUPOBAHUS OIOKETOB

Pabotare ¢ wuHGOPMANMOHHBEIME CHCTEMaMHd M 0asaMH JaHHBIX 110
HOPMHUPOBAHHUIO U OIUIaTe TpyJa IepcoHaia

PazpabartsBaTh ¥ 0POPMILITH TOKYMEHTHI 110 HAPABJIEHHIO NEATEIEHOCTH

Co0mopnars HOPMBI STHKH IEIIOBOTO OOIIEHUS

HeobxoauMele 3HaHuA

Mertozp! ydeTa 1 aHaIM3a IoKas3aTrelei o TpyOy U oIuIaTe Tpyna

Meroasl ompezeneHHd, ONEHKH M CpaBHEHHWS  IIPOM3BOJCTBEHHOM
HHTEHCUBHOCTH UM HANPsDKEHHOCTH TPYy/a

Meropl HOPMHPOBaHUS TPYAA

MexoTpaciieBble H OTpaciIeBble HOPMATHBBI TPYIOBBIX 3aTpaT

CoBpeMeHHbIE (DOPMBI, CHCTEMBI OILUIATEI M ydeTa IPOM3BOJAMTENLHOCTH
Tpya HepcoHaia
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CucreMbr, Meromsl W (OpPMBI MaTepHAIBHOTO M HEMAaTCPHATBHOrO
CTHMYJIMPOBAHHUSA TPYJia IEpCoOHAA

TexHon0rNM ¥ MeTOIBI HOPMUPOBAHKS H KOHTPOJIS OIOKETOB

TexHonoruu, METOIBI U METONHMKHA IIPOBEICHHUS aHAIM3a M CHCTEMATH3AINH
JOKYMEHTOB M MH(POpPMaLUH

OCHOBBI JOKYMEHTO0O0POTA U JJOKYMEHTAIIMOHHOTO 00eceueH s

Ilopsamox Tapudukanuu paboT B pabouuX, yCTAHOBIEHHS HOJDKHOCTHBIX
OKJIaJIOB, JOIUIAT, HafA0aBOK M KOO PuImeHTOB K 3apaboTHOM IIaTe, paciera
CTHUMYJIUPYIOIINX BBILIAT

Tapu¢HO-KBaMMpHUKAIMOHHEIE CHPAaBOYHHKH paboT u mpodeccuit pabognx u
KB (UKAIMOHHEIE XapaKTEPUCTHKA NODKHOCTEH CITyKalmux

OCHOBBI TEXHOJIOTHH IIPOU3BOACTBA U NCATCIIEHOCTH Oprann3aiiy

CTpykTypa oOpraHm3anMd M  BaKaHTHBIE JOJDKHOCTH (mpodeccHu,
CIENHATHHOCTH)

KazpoBasi oJMTHKA U CTpaTerus OpraHn3aniy

OKOHOMHMKA Tpyaa

OCHOBEI 06H.[eﬁ )5 COIIPIﬂJII:HOﬁ IICHXOJJIOTH, COHHOJIOTHH W IICHXOJOIruu
Tpyna

TpynoBoe 3ak0HOJATENBCTBO ¥ MHBIE aKTHI, COAEPKAIINE HOPMBI TPYIOBOT'O
npasa

OCHOBBI apXHBHOTO 3aKOHOINATENHCTBA M HOPMATHBHEIC IPABOBEIE AKTHI
Poccuiickoii ®eneparyi, B 9acTH BeAeHU JOKYMEHTAIMH 10 IIEPCOHAITY

OcHOBHI HAJIOTOBOTO 3aKOHOHaTenbcTBa Pocculickoit @eaepanuu

3axoromaTenscTBO Poccuiickoit @enepaniu 0 NepcOHATBHBIX JAHHBIX

JlokanbHBIE HOpPMATHBHBIE aKThl OpraHU3alldy, pEryJIHPYIOIHE MOPSIOK
OpraHH3aIyy TPYIa ¥ HOPMHUPOBAHHS IEPCOHANIA

Iopsanok 3axmodeHus ZOroBOpoB (KOHTPAKTOB)

HopMEI 3THKH JeIOBOTO OOIIEHHS

BazoBrle OCHOBEI UH(OpPMATHKH, CTPYKTypHOE IIOCTPOEHHE
VHGOPMAIIMOHHBIX CHCTEM B 0COOEHHOCTH paboThl ¢ HUMH

Jpyrue xapakTepuCTHKH

3.5.2. Tpynoras pyHxuus

HaumeHnoBaHue

Oprauu3anus OIUIaThl TpyJa NepcoHaa

ITponcxoxaeHue TpyROBOH
dyHKUMN

Vporess (IOIypOBEHb)
Kox|E/OL6 | (oo 6
Opurunan X 3arMCTBOBaHO W3 OpUTHHATA
Koxn PeructpanMoHHL1 HOMep
OpHIHHANa npohecCHOHANBHOTO
cTaHzapTa

TpynoBeie neficTBUA

AHany3 ycnemHBIX KOPHOPAaTHBHBIX MPAKTHK II0 OpPTaHW3alliM CHCTEMBI
OILIaTHI TPYJa IepcoHaIa

PazpaboTka cucTeMBl OILUIATH TPYAa NepcoHaNa

®opmHpoBaHKe ITAHOBOTIO Or0/KeTa (DOHIA OILIATHL TPY/Ia, CTUMYIHUPYIOIIHX
¥ KOMIICHCAIIMOHHEIX BHIIJIAT

Buenpenne crucreMbl OIIaTHL Tpy/ia HepcoHana

Iloaroroska IIpeI[JIO)KCHI/Iﬁ II0 COBCPHICHCTBOBAHHUIO CHCTEMBEI OIUIATBI TpyHa
nepCcoHalIa

Heob6xoaumbie yMeHUA

CocTaBmATh ¥ KOHTPOIMPOBATH CTaThH PACcXOIOB Ha OIUIATY TPyZAa IEpcoHajia
JUIA ITaHUpOBaHus OI0UKETOB U (GOHIOB
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HpI/IMeHﬂTB TCXHOJIOTHH MaTepKaJIBHOﬁ MOTHBAallUM B  YHIPaBJICHUH
IICPCOHATIOM

P63p36aTI>IBaTB KOHICNMIINIO IIOCTPOCHHA  MOTHBAHWOHHBIX  IIpOIpaMM
pa60THI/IKOB B COOTBCTCTBHH ¢ ICILIMHA Opradv3aliin

AHamM3UpOBAaTh COBPEMEHHBIE CHCTEMBI OIUIaTBI M MaTepUaTbHOM
(MoHeTapHOH) MOTHBALIHA TPYa JUIA IleJiel opraHu3aliy

AHaJIM3MpOBaTh YPOBEHb OIUIATHl TpyJAa IEpCOHaNa IO COOTBETCTBYIOINHMM
IpodecCHOHANBHBIM KBaTH(DHUKAIHAIM

IIpoBoaKMTE MOEATOPHHT 3apabOTHOH ILIATHL HA PHIHKE TPYAA

Anamu3upoBats (GOpPMBI MaTEpHAIFHOIO CTUMYJIMPOBAHHUS, KOMIIEHCAIMH H
JBrOT B OILIATE TPyJa NepcoHaIa

Pa6oTate ¢ MHGOPMAITMOHHEIMH CUCTeMaMH M 06a3aMM [aHHBIX IIO OIUIaTe
Tpy[a NepcoHana

CocTaBIAT IPOTHO3HI Pa3BUTHS OIUIATHI TPYAa EpCOHAIa

Cobmonath HOPMEI 3THKH JAEJI0BOTO OOIIEHHS

Heo0OxoauMEele 3HaHHS

DopMBI B CHCTEMEI 3apabOTHOM ILIATHI, HOPSIOK COCTABIICHUS OI0IKETOB

Cucrempl, Merogsl u (GOpPMBI MaTepHAIBHOrO H  HEMAaTepPHAIEHOTO
CTHMYJIHPOBaHMS TPYAA IEPCOHANA

TexHnonoruu U MeTonbl GOPMHUPOBAHUS U KOHTPOJIS OI0DKETOB ¥ POHIOB

Iopsinox Tapudukammu paboT M pabodmX, YCTAHOBICHHS IOJDKHOCTHBIX
OKIIAJIOB, AOIIAT, Haa0aBOK M K03(h(UIMEHTOB K 3apaboTHOl Iiate, pacueTa
CTHMYJIHPYIOIUX BBIOLIAT

Mertons! onpenesieHns YUCIECHHOCTH PaOOTHHKOB

TapudHo-kBanupuKanmOHHBIE CIPaBOYHUKA paboT ¥ mpodeccuit paGouux u
KBaIH(QHKAHOHHBIE XapaKTEePHCTHKA TOJDKHOCTEH CIYKalluX

Meronz! yuera u ananmsa mokasaresneii o Tpyay 1 3apaboTHOI miate

TexHoI0THN, METOABI U METOAMKH MPOBEJCHHSA aHAINW3a U CHCTEMATH3ALUH
JOKYMEHTOB H HH(MOPMAIHH

Kazposas noimTrka u cTpaTervs opraHu3anin

CrpykTypa opraHm3ammu ¥  BaKaHTHEIE JOJDKHOCTH  (mpodeccuw,
CIIEIUATHHOCTH)

TpynoBoe 3aKOHONATENLCTBO M HMHEBIE aKTHI, COAeprkKaliue HOPMEI TPYZOBOTO
IIpaBa

OCHOBHI HAJIOTOBOTO 3aKOHOAaTeNbCTBA Poccuiickoii Denmepaliun

3akonozatenscTBO Poccuiickoit Penepanyuy o nepcoHaIbHBIX JaHHBIX

JloxanbHbEIE HOPMATHBHEIC aKThI OPTaHU3AIMH, PETYIHPYIONHE OIIaTy Tpyaa

OCHOBBI TEXHOJIOTHHA TTPOU3BOACTBA K JCATCIIFHOCTH OPrannu3aliun

OCHOBBI TOKYMEHTO000pOTa K JOKYMEHTAIMOHHOIO 00eCIICYeHHS

Iopsimox 3aximi09eHAsT TOrOBOPOB (KOHTPAKTOB)

OCHOBEBI 00IIIEH M CONMANBHOM IICHXOJIOTHH, COIHOJIOTHH ¥ IICHXOJIOTHH Tpyaa

HopMz1 aTHKH [1enoBoro o0mmeHns

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE IOCTPOSHUE HHGPOPMAHOHHBIX
CHCTEM B 0COOEeHHOCTH paboThI C HUMH

Apyrue
XapaKTePUCTHKH

3.5.3. TpynoBas pyHKkIHA

AIMUHEWCTpHPOBaHHE PONECCOB K VpoBens

HanMeHoBaHue | TOKYMEHTOOO0POTA IO BOIIPOCaM Kon | E/03.6 | (momypomens) 6

OpraHHU3aIHH TPyJa B OILIaTH NepcoHaia KBATHGUKAIH




IIpoucxoxaenne TpyIoBoH
(yHKiIH
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Opurnaan X 3aMMCTBOBAHO U3 OpUTHHAIA

Kon PeructpanmoHHbIH HOMEp
opurrHaia NpoecCHOHAILHOTO CTaHAapTa

TpynoBrle aelicTBUA

AHamu3 TpOIecCOB JAOKYMEHTOOOOpOTa, JOKAIBHBIX JOKYMEHTOB IIO
BOIIPOCAM OpraHH3aINH OILIATH K TPYZAA MEpPCOHAa

Odopmnenne TOKyMEHTOB IT0 BOIIPOCAM OILIATHI M TPYAA IepcoHaia

TToaroroBka npeIoXXeHuH M0 BOIPOCaM OIUIATHI H TPyJa HepcoHaa

IloaroroBka npemnokeHHH MO COBEPIIEHCTBOBAHMIO CHCTEMEBI OILIATHl H
OpraHv3alliyl TPyHAa IepcoHaIa

HOKYMCHT&HI/IOHHOC u OpraHu3aliliOHHOC COIIPOBOXICHHUE CACTEMEBL
OpraHu3alvy W OIJIaThHl Tpyaa ICpCoHala

IMoaroroBka u o006paboTka 3ampocOB M YBENOMJIEHHH O pabOTHHKAax B
rOCYZJapCTBEHHbIE  OpraHbl, NpPOo(ecCHOHAIBHBIE COIO3Bl H  JApYyrue
OpPEACTAaBUTENbHBIE OpraHbl pabOTHHKOB, IO CHCTEMaM OIUIaThl |
OpraHM3all¥H TPYyJa HepcoHaa

CompoBoxxiieHHe  AOTOBOPOB IO  OKa3aHHWIO  KOHCYJIBTAallHOHHBIX,
HHQOPMaMOHHBIX YCIYr IO CHCTEMaM OIUIaTHl M OpraHu3allid TpyJAa
HepPCOHalIa, BKIIIOYas IIpeIBapUTENbHEIE IPOLEAYPHI IO MX 3aKTIOUCHHUIO

Heobxomumele ymeHns

ObecrnieunBath JOKYMEHTAHOHHOE COMPOBOXKICHNAE MEPOIIPUITHIA [0 OIUIATE
¥ OpTaHM3alyy TPpyAa epcoHana

OdopMIATh MOKYMEHTHI [0 BONPOCaM OIUIATHI M OpraHu3alid TpyJa
TIEpPCOHAJIa, IIPENOCTaBIIIEMBIC B roCyIapCTBCHHBIE OpraHsl,
npo(eCCHOHANBHBIE COIO3BI M IPYTHE IPeICTABUTENbHEIE OPradsl PabOTHUKOB

AHaM3MpOBaTE HOPMATHBHBIE M METONMYECKHE JOKYMEHTHI IO BOIPOCAM
OIUIATHI ¥ OpraHM3allUy TPYyAa MepcoHaIa

OpraHu3oBBIBaTh XpaHeHHe AOKYMEHTOB B COOTBETCTBHH C TPEeOOBaHHMAMH
3aKoHozarenbeTBa Poccuiickoit ®exepanum M JIOKATBHBIMH — aKTaMH
OpraHu3alluu

Bectu YHCT U PErHCTPAITHIO JOKYMEHTOB B HH(bOpMaIII/IOHHBD( CHCTEMAX H Ha
MaTCPHANIBHBIX HOCUTCILIX

PaGotats ¢ uHGOpPMAIMOHHEIME CHCTEMaMH M 6a3aMH JaHHBIX [0 CHCTEMaM
OILIATHI M OpPraHU3allMy TpyZa MepcoHaIa

ITpou3BoauTE mpenBapUTENbHEIC 3aKyIOYHBEIE NPOLEXYPHl H O(QopMIATH
COIYTCTBYIOIIYIO JOKYMEHTALUIO II0 3aKJIOYSHHIO JOTOBOPOB

BecTu nenoByro nepenucky

CobmroaTh HOpMBI 3THKH JEJIOBOI0 OOIIEHHS

HeoOxonumple 3HaHKSA

Iopsanox odopmieHNs, BeOCHHS W XpaHEHHS JOKYMEHTAIMH IO CHCTEMaM
OILIATEl M OpraHy3allid TPYAa HepcoHaua

HopMmaTuBHEIE [paBOBBIE aKThl, PEryIHpPYIOMHEe IpaBa H 00A3aHHOCTH
TOCYJApCTBEHHBIX OPraHOB W OpTaHW3alMH IO IPENOCTABICHUIO YYETHOM
JIOKYMEHTAIlHY

TexHoIOrny, METOBI ¥ METOIUKY IPOBEICHMI aHAIHM3a U CHCTEMATH3AINH
JOKYMEHTOB M HHPOPMalUH

JloxanbHBlE HOpPMATHBHEIE AaKTHl OpPraHU3alMH, PETYIHMPYIOIIHE IOPSAOK
OILIAThl, OpraHu3anyy ¥ HOPMAPOBAHHUS TPYAA

OCHOBEHI IIOKYMCH’I‘0060p0Ta H JOKYMCHTAIIMOHHOT' O obecreueHn I

Ilopsanox ¢opmupoBanus, BemeHHs OaHKAa MNAaHHBIX H IPEIOCTABICHHS
OTYETHOCTH IO CHCTEMaM OILIaThl M OpraHu3alyy Tpyaa IepCcoHaa

TpymoBoe 3aKOHOAATENILCTBO M MHBIC aKTHI, COJEPKAIHEe HOPMEI TPYZOBOTO
IpaBa
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OCHOBBI apXMBHOTO 3aKOHOJATENBCTBA M HOPMATHBHBIE IIPABOBBIE AKTHI
Poccuiickoit ®enepanyn, B 9acTH BeeHU JOKYMEHTALKH 110 IEPCOHATY

OcHOBBI HAIOTOBOTO 3aKoHOHaTenbeTBa Poccutickoit Denepamun

3axoHomarenscTBO Poceniickoit @enepalyy 0 mepcOHANIBHBIX IaHHBIX

ITopsiiok 3aKIIOUEHHS JOTOBOPOB (KOHTPAKTOB)

Iopsimox  mpoBemeHMsT — 3aKymoO4HBIX  NponeAyp H  odopMieHHS

COH}’TCTBYIOH.ICﬁ AJOKYMCHTAIIUA

HOpMBI OTHKA JCJIOBOTI0O 06]1[CHI/I}I

BazoBrie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE ITOCTpOSHHE HH(POpMaIIOHHBIX
CHCTeM ¥ OCOOEHHOCTH PaboThl ¢ HUIMH

Hpyrue
XapaKTEPHCTHUKH

3.6. OGo0mennas TpyaoBas pyHKIHA

H HeaTensHOCT IO OpraHu3aIii Vposens
aMEHOBaHHE | . - Kon F : 6
KOPIIOPATHBHOH COLHAIbHOM ITOJIMTHKH KBaJTH(HKaUMH
IIponcxoxacHUE
06006meHHoH TpyAOBOH Opurusan X 3auMCTBOBAHO U3 OpHIHHANA
dyHKIHH
Kon PerucrpanyoHHsli HOMEp
OpurmHajia npoeCCHOHABHOTO

CTaHJapTa
Bo3moxubBIE CrenuanvcT M0 CONMATFHBIM IIPOrpaMMaM
HauMEHOBaHUA Crnenuanuct 0o paboTe ¢ NpeACTaBHTENFHBIME OpraHaMK Pa0OTHUKOB
NOMKHOCTEM, CrenuamcT o KOPIOPATHBHOM COIHAIIBHOM MOJIUTHKE
npodeccuit CoenpaucT o nepcoHary

Menemxkep 110 nepcoHany

TpebGosanus k
obpa3oBaHUIO U
00y4eHHIO

Bricmiee 06pa3oBanue

JononuurensHoe npodeccHOHANTbHOE 00pa30oBaHHe — MPOTPaMMBbI
npodeccCHOHATTFHOM IEPENOrOTOBKA U [IPOTrPAMMBI TIOBBIIICHHS
KBaIH(UKAIHY B 00IaCTH COIMAIBHBIX MIPOTPaMM

TpeGoBaHuA K ONBITY
IpaKTH4ecKoil paboThI

Ocobsle yciroBus
JIONyCcKa K pabote

Hpyrue

XapaKTEePUCTHKH

JlomoTHUTEIbHEIE XapaKTEPUCTHKH

Hanmenoranne 6a30B0it rpyIIbl, JOJKHOCTH
HaumeHOBaHUE JOKyMEHTa Kon
(mpodeccun) MM CHENHUATHHOCTH

OK3 2412 CrienuanucTs! 10 KafpaM U IpodopHeHTaluH

3423 CrenyanucTel KaJJpoBBIX CIyXK0 1 yIpeKaeHuH 3aHITOCTH
EKC - Coenyanuct 1o Kaapam

- Menemxkep 110 nepcoHaTy
OKIIATP 27755 | DKOHOMHUCT 10 TPYAY
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22956 | MucnexTop mo Kaxpam

OKCO

3.6.1. TpynoBas pyBKkuns

PazpaboTka KOprOpaTUBHOM CONMATEHON Yposens
HanMeHOBaHVE | o pTHKH Kon | F/01.6 | (moxypoBens) 6
KB UKaLIK
Tlponcxoxerue TpyOBOH Opurusan X 3auMCTBOBAHO U3 OpHTHHANA
PynKmAn
Kon Perucrtpaumonusiit Homep
OpHI'HHANA HpodeccCHoHaTFHOTO
CTaHzaapTa

Tpynossie nelicTBus

Anammz YCII€EIHBIX KOPHOPATUBHBIX NPAKTHK IO OpraHv3aliid COIMAIBHOIO
TIAPTHEPCTBA, COUMANLHON OTBETCTBEHHOCTH M COIMATEHBIX nporpaMm

Pa3paboTka KOPIIOpaTHBHBIX CONMANBHEIX IPOrPaMM

Pa3pa60T1<a CHCTCMEI BBIILIAT pa6OTHI/IKaM CONHUAIBHEBIX JIBI'OT

OpraHuzanus IeperoBOpoB C MpodecCHOHANBHBIMH COIO3aMH M JPYTHMH
HpeCTaBUTEIbHBIMH opraHaMu pabOTHUKOB, 06IIeCTBEHHBIMU
OpraHM3aIMIMHE, B3aHMOJCHCTBHE C FOCYIapCTBEHHBIMH OpraHaMu

IMomroroBka mnpemioxkeHU# 1o (OpMHUpOBaHHIO OromKkeTa B 9acTH
obecnedeHns KOPIOPATHBHON CONUATLHOMN MOMUTHKH

Heobxomumeie yMeHHS

Ompepenates  meneBele  IPYyHms!  HepcoHama  Ans pa3paborxm
CIIEITHATH3APOBAHHEIX CONUATBHBIX IPOIPAMM

HoBomuts mHPOpManMIO O COIMAIbHBIX IporpamMMmax IO HENEeBBHIX TIpyII
TIepCOHANA C MCHOJIF30BAHHEM HHCTPYMEHTOB BHYTPSHHIX KOMMYHUKAIHI

Onpenenars KpUTEpUH U YPOBHH YAOBIECTBOPEHHOCTH IEPCOHANA

Hcnonn3oBaTh MaTepHaIbHBEIE W HeMaTepdalbHbIE CHCTEMEBI, METONBI H
(GOPMBI MOTHBAIIMH B YIIPABJICHUH [TEPCOHATIOM

Ompenensars OOBEMBI CPENCTB U peanu3alldd COLUAIbHBIX TapaHTHi,
KOPIIOPAaTHBHBEIX JIBIOT M MHBIX 3IEMEHTOB KOPHOPATHBHBIX COUMANBHEIX
nporpaMM Juist GOpMHPOBAHHS OIOKETOB

CocraBnats u KOHTPOJHUPOBATH CTAaTbH PAaCcXOJ0B Ha COIMAATIBHBIE ITPOrpaMMBbI
JUI1 ITaHUPOBAHUA OIOHKETOB

HpOI/ISBOI[I/ITB HMpEeABapuTCIbHBIC 3aKYIIOYHBIC IPOUCAYPHI H O(I)OpMJICHI/IC
COHYTCTB}’IO]IICVI JOKYMCHTAIIWH 110 3aKJIIOYCHHAIO JOTOBOPOB

CobmoaaTh HOPMBI STHKH JIEJIOBOTO OOIIEHIS

HeobxonuMsle 3HAHNA

HOpﬂ}'_[OK n MCTOOBI pa3pa60T1cn IUTAHOB M IpOrpaMM COIMHAIBHOI'0 Pa3sBHTHA
Oprauu3anuu

Meronp! aHanu3a BHIIOMHEHHS CONUAIBHBIX IIPOTPaMM H OIPEICTIECHMI HX
9KOHOMHYECKOH 3 PeKTUBHOCTH

Cucrempr, Metomsl B (QopMBI MaTepHadbHOTO M HEMaTEpPHAIBHOIO
CTUMYJIIMPOBaHHUS TPyAa IepcoHana

TexHo0THM B MeTOABI GOPMHUPOBAHHS M KOHTPOJISA GI0KETOB

Metonsl  mpoBeNEHHWS  COIMOJOTHYECKMX  MCCIEIOBAHMM,  H3YYCHHA
OOIMIECTBEHHOTO MHEHU

Texnonoruu, MeToAB! ¥ METOMUKH MPOBEICHUS AHAINM3A U CHCTEMATH3AIMH
JOKYMEHTOB ¥ HHGOpManuu

Ilopsnox  mpoBemeHHs  3aKyNOYHBIX  IpoHeayp H  odopMICHHS
COINYTCTBYIOLIEH NJOKYMEHTAIIUN
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OCHOBBI POM3BOACTBEHHOM AEATETHHOCTH OpraHU3aIiK

OcHOBEI 00mIEll M CcODMaNbHOI IICHXONOTHH, COLMOJIOTHH M IICHXONOTHH
Tpyna

CIpyKTypa, eI, CTpaTerug U Kaaposasd HOJIATHKA OpraHu3anun

TpymoBoe 3aKOHOIATENECTBO U HHBIE aKThI, COAEPXKaIe HOPMBI TPYJOBOIO
npaBa

OcHOBBI HAIOTOBOTO 3aKOHOAAaTeNbCTBa Poccuiickoit deneparmu

HopMaTuBHEIE HNpaBOBBIE akThl, PErYIHPYIOIIHME IpaBa H OOS3aHHOCTH
TOCYNapCTBEHHBIX OPraHoB, INpOoQEeCCHOHANBHBIX COIO30B M APYTHX
IPEACTABUTEIILHEIX OPraHOB paOOTHUKOB

3akonomarenscTBo Poccniickoit deepanun 0 nNepcoOHANBHBIX JAHHBIX

JlokaneHbple HOPMATHUBHBIC AaKTHI OPraHU3aIiM, PETYIHUPYIONIME IOPSIOK
dhopMHpOBaHUS COLUANBHOMN ITOJIUTHKA

OcHOBH TIpaBOBOro perymupoBanus Poccmiickoii ®emepanum mnopsaxa
3aKJIIOYEHHUH JOTOBOPOB (KOHTPAKTOB)

Hopwmg1 3THKH A€710BOro 00meHns

BazoBble OCHOBEI HH(OPMATUKH, CTPYKTYPHOE TOCTPOECHUE HHPOPMAITHOHHBIX
CHCTEM B OCOOCHHOCTH pabOTHI C HUMH

Apyrue
XapaKTEPUCTHKH

3.6.2. Tpynosas ¢pynkmus

Haummenosarue [IOTHTHKH

IIpoucxoxaeHue TpyAoBoi
$yHKIIH

Peanusanus xopnopaTHBHOM COLMANBHOM Yposerp
Kox | F/02.6 | (momyposeHs) 6
KBaIH(UKaImm
Opuruaan X 3auMCTBOBaHO M3 OpHIHHANA
Kon PeructpanmonHsIii HOMEp
OpUTHHAJIA npodecCHOHANLHOTO
cTaHjapTa

TpynoBeie qeHCTBHS

Beenperne KOpPHOpPATMBHBIX COINUANBHBIX IIPOrpaMM, B TOM YHCIE II0
COIMATPHOH MOJIEPXKKE OTAENBHBIX IPYHN pabOTHHKOB

Peanmmzanus CHCTEMBI COIMAIBHBIX JIBTOT, BHIDIAT pabOOTHHKAM C YYETOM
TpeboBaHuUl 3aK0HOAaTENbCTBA Poccuiickoit deneparm

OneHka YAOBIETBOPEHHOCTH IIepCOHANA KOPHOPAaTHBHOM COHATIBHOM
IOJIMTHKOH

Onenka 3((EKTUBHOCTH MEpPONPHATHH  KOPIOPATHBHOW  COLHAIBHON
TIOJIATHKH

ITogroToBka NpPENNTOKEHHH IO  COBEPHICHCTBOBAaHWIO  MEPONPHATHH
KOpIOPaTHBHOM CONMANEHOMN ITOJIMTHKH

ITogroroBka mpeanoxeHuit mo (GopMHUPOBaHHIO OIOKETAa HA peaTH3ALUIO
KOPHOPATHBHOH COLMAILHOM IIOJIMTHKHA B CONUATBHBIX IPOTpaMm

Heobxonumble ymeHust

PaccunThIBaTh 3aTpaTHl Ha IPOBEACHHE CIICHHUAIN3NPOBAHHBIX COLMATBHBIX
HIporpaMM

IIpoBOAMTs MOHHWTOPHHI YCIEIHBIX KOPIOPATHBHBIX COIMAJIBHBIX
TIporpaMm

ITpoBOgUTE MEpPONPUSATHS B COOTBETCTBHM C KOPIIOPATHBHOM COIMAILHOM
TIOJIMTUKOH

Ounpenensrs IeNIeBIE y o) guini3i nepcoHana VLSt CO3JTaHUA
CHEeNHAIM3UPOBAHHBIX COMUAIBHBIX IPOrPaMM




32

Ol'IpelIeJ'UITI) KPUTCPHUH 1 YPOBHH YAOBJICTBOPCHHOCTH IIEPCOHAIA

Omnpepenats 3GPEeKTUBHOCTE MEPONPUATHI peann3yeMoil KOpIOpaTHBHOM
COLMAIbHON IIOJHTHKH

OpraHu30BBIBAaTE  B3aUMOJECHCTBHE C€ TOCYJAapCTBEHHBIMH OpraHaMH,
npodecCHOHATBHBIMU COIO3aMH H JIPYTHUMH IIPENCTABUTEIIFHBIMH OpraHaMHu
pabOTHHMKOB, OOMIECTBEHHHIMM ¥ WHBIMH OpraHH3alisIMH IO BOIpPOCaM
pea3aliMi KOPIIOPaTUBHOM COLMAILHON ITONUTHKH

AHaJII/I3I/Ip0BaTB PBHHOK YCIYT IIO COOUATIBHBIM H CHENHUATAZHPOBAHHBIM
IporpaMMaM COIHATIbHOH TIOJICPXKKH WICHOB IEJICBBIX I'PYIIIT U I'OTOBUTH
MIPCIUTIOXKCHI IO HX MOCTaBIIUKaM

ITpon3BOAMTE NpeABapUTENBHBIE 3aKyHNOYHBIE IPOLEAYypH H OGOpPMIATH
CONYTCTBYIOIIYIO JOKYMEHTAIHIO M0 3aKJIFOYEHHIO JOTOBOPOB

Co0mro1aTh HOPMBI STHKH AEJIOBOTO OOIEHHUS

Heob6xoauMeie 3Haums

BOl'IpOCBI YHOPAaBJICHUA COONUANIBHEIM Pa3BUTHCM OpraHU3aliui

Mertozsl aHanHM3a BBHIIOJHEHHMS KOPIOPATUBHEIX COIMANBHBIX IpOrpaMM H
OIIpeICTICHAS MX SKOHOMIUYECKOH 3 PEeKTHBHOCTH

Cucremsl, Merofsl, ¢OpPMBI MaTEpHATBHOIO W  HEMaTepHAIHHOTO
CTHMYJIIPOBAHMSI TPyJa EpCcoHalIa

Mertonsl IIPOBECACHHAA COIIHOJIOTHICCKHX HCCIICIOBaHMIA, H3YUCHHA
06HI€CTBCHHOI‘O MHCHHUA

TexHOOTUH, METOJBI ¥ METOJVMKH IPOBEICHUS aHAIN3a M CHCTEMAaTH3AIHH
JOKYMEHTOB M HH(popMarmu

HopMmaTuBHBIE NpaBOBBIE aKTH, PEryMUpYIOMAE mpasa H OOA3aHHOCTH
TOCy[apCTBEHHBIX  OpPraHoB, HpPO(ECCHOHATHHEIX COIO30B U JPYTHX
IPEICTaBUTENFHBIX OpPraHOB PAGOTHHUKOB II0 IPENOCTABICHUIO YYCTHOM
JOKYMEHTAIIH

Ilopsimox  mpoBeneHMsS  3aKyNOYHBIX  Iponexayp H  odopMmieHus
COIYTCTBYIOIIEH TOKYMEHTAUH

CtpykTypa, eI, CTpaTerus  Kaaposas IOJIUTHKA OpraHu3alliy

OCHOBEI HpOPIBBOI[CTBCHHOﬁ ACATCIIbHOCTH OpraHu3alun

OCHOBH! 0611.[6171 17 COHI/IaJIBHOﬁ IICUXOJIOTHH, COIIMOJIOTHH W IICHXOJOIHH
Tpy”na

TpynoBoe 3aKOHOZATENHCTBO M MHBIE AKTHI, COJEPXKAINUE HOPMBI TPYHAOBOTO
npaBa

OCHOBBEI apXWBHOTO 3aKOHOAATENHCTBA M HOPMATHBHBIE IIPABOBEIE AKTHI
Poccuiickoit @eneparyin, B 9aCTH Be€HHI JOKYMECHTAIIHH 10 TIEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKoHOAaTebeTBa Poccmiickoit @eneparun

3axoHozaTenbcTBO Poccuiickoi Denmepaliuy 0 NEPCOHANBHBIX TAHHBIX

JlokaneHBIE aKTHI OpraHusanuy, PperylHupYrONIAE IMOPAIAOK BHCIAPCHHA
COIHAIPHOM MOJIMTHKHA

ITopsnok 3aKiIroueHus OroBOPOB (KOHTPAKTOB)

HopMEI 3THKH AEeTTOBOTO OOIMEeHUS

ba3oBsie OCHOBBI AHPOPMATHKH, CTPYKTYpHOE IIOCTPOEHHE
MHQOPMAIMOHHBIX CHCTEM M 0OCOOEHHOCTH PabOTHI ¢ HUMH

Hpyrue xapaKTepHCTUKH
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3.6.3. TpynaoBas ¢pyHKINA
AJIMAHVCTPUPOBAHHE MPOLECCOB H Vposennb

HanMenoBanue | TOKyMEHTO00O0pOTa IO BOIIPOCaM Kon | F/03.6 | (nmomyposens) 6
KOPIIOPATHBHOM COLMATBHON ITOJIUTHKA KBaH(QHKAIHA

IpoucxoxaeHHE TPYHZOBOH
yHKpH

Opurnran X 3auMCTBOBAHO H3 OpUTHHAMTA

Kon Peructpanmonnsiii HOMEp
opuruHaja npodecCUOHANBLHOTO CTAaHJapTa

TpynoBble nelAcTBHS

Ananmuz IIPOIECCOB I{OK}’MCHTOOGOPOT&, JOKAIBHBIX JOKYMCHTOB IIO
BOHIpocaMm KOpHOp&THBHOfI COIHANBbHOH MOMUTHKH

JloxyMeHTanuoHHOe 0OpMIICHHE Pe3yIbTaTOB KOPIOPATHBHOM COIHUANBEHON
TIOJIMTUKHA

[TonroToBka mpemoXKeHHH [0 pPa3sBHTHIO KOPHIOPAaTHBHOH COIMaILHON
HOJATHKH :

IloaroroBka pe3ynbTaToB aHaIN3a COOTBETCTBHS KOPIOPATHBHOM COLUAIEHON
MOJMUTHKA TpeOOBaHMAIM 3aKOHOmaTenbcTBa Poccuiickoit @eneparuu U

YCIOBHSIM PHIHKA TPyAa
JIOKYMEHTAaMOHHOE M OpPraHU3allHOHHOE COMpPOBOXACHHE MEpONpUATHe
KOPIOPATHBHOM CONHAILHON IOIATHKH

TogroroBka u 006paboTka 3alIpocOB H YBeXOMJIEHWH O paGOTHHKaxX B
TOCYNAapCTBEHHbIC  Opradbl, MNpodecCHOHANBHEIE COIO3BI M  JApyTHE

IpEACTaBHUTCIBHBIC OPraHbL paGOTHI/IKOB IO BoIpocaM COUMAIbHOM MOTUTUKH

B OTHOHLICHHH NICpCOHAIa

CompoBoxxeHHE  JOTOBOPOB IO  OKA3aHMIO KOHCYNBTALMOHHBIX |
MHGOPMAIMOHHBIX YCIYr IO MEPOIPHATHSIM KOPIIOPAaTHBHOH COIMAIBHOM
HOJIMTHKH, BKIIOYas HPeIBApUTENBHBIE IPOIEAYPH] IO MX 3aKIOYCHIIO

Heo6xoauMeie ymeHus

OdopMaATE JOKYMEHTHI IO BONPOCAaM KOPHOPATUBHOH COIHANBHOM
TIOJIUTHKH, MPENIOCTaBIsIEMBIE . B TOCYAapCTBEHHEBIE OpraHHl,
IIpe/ICTaBUTENLHBIE OPranbl PabOTHIKOB

AHanu3HUpOBaTh NPaBUIa, IOPSAKH, IPONEAYPhl KOPIOPAaTHBHON COMUaTBHOM
TIOJIUTHKHA

ObecnevnBaTh JOKYMCHTAIINOHHOC COIIPOBOXXKICHHUC COLIMAILHOM TIOJUTHKYA B
OTHOIUCHHH IICpCOoHAaAa

Opl"aHI/ISOBHBaTB XpaHCHHE IOKYMEHTOB B COOTBETCTBHH C TpCGOBaHI/IﬂMI/I
ApXUBHOI'0 3aKOHOIAATCIIBCTBA Poccuiickoit (DCI[CpaI.II/IPI U JIOKaJIbHBIMH
aKTaMH Opranu3anun

IIpom3BoauTs mHpenBapHTENBHBIE 3aKYIOYHBIE TPOLENYPHl H  OQOpPMIIATH
COITYTCTBYIOIIYIO TOKYMEHTAIMIO 110 3aKIFOUYEHHIO I0TOBOPOB

Pa6oTars ¢ uHPOpPMAIMOHHBIME cHCTEMaMH U Ga3aMH JaHHBIX IO BOIIPOCAM
CONUANHHOM NONUTYUKY B OTHOUICHWH NepcoHaia

Bectu YYET B PETHCTPALHI0 JOKYMCHTOB B I/IH(l)OpMaIII/IOHHBD( CACTEMAx M Ha
MaTCpHATIbHBIX HOCHTCILIX

BecTH Ie0ByIO EpenncKy

Co06moaarb HOPMEI 3THKH HEJIOBOTO OOMICHUS

Heo6xonuMeule 3HAHUS

IMTopsamox obopmiieHHs, BeNSHUS U XpaHEHA JOKYMEHTAIMH 110 COLUATBHOM
HOJUTHKE B OTHOIICHUH IEPCOHANA

Ilopsnok ¢opmupoBaHus, BeaeHHs OaHKa JOAHHBIX M IIPEIOCTaBJICHUS
OTYETHOCTH 110 BOIIPOCAM COIMAIBHOM NONWTHKA B OTHOIIEHHH TIepCOHANA
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TexHoNOrNMM, METOAB ¥ METOAWKY NPOBEACHHS aHAIH3a U CHCTEMaTH3alluH
JOKYMEHTOB ¥ MH(pOpManun

OcHOBEI JOKyMeHTO000POTa B JOKYMEHTAUOHHOIO 00ecnedeHus

Iopsimox ~ mpoBeNeHHS  3aKyHNOYHBIX  HpoleAyp M odopMieHHs
CONYTCTBYIOMICH TOKYMEHTALUNA

CrpykTypa opraHd3am@M M  BaKaHTHblE JOJDKHOCTH  (mpodeccun,
CHEIHUATBHOCTH)

TpynoBoe 3aKOHOIATEIHCTBO U MHBIE aKTHI, COJEPXAaIIe HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENhCTBA M HOPMATHUBHBIC NPABOBBIE AaKTHI
Poccutickoit ®enepanuu, B 4acTH BeACHNSI TOKYMEHTAIMY 10 MEPCOHATLY

OcHOBBI HAJIOTOBOT'O 3akoHOoarTenseTea Poccuiickoit enepannn

HopMmaTuBHBIE NIpaBOBBIE aKThl, PETYJMpPYIONIHE IpaBa H OOS3aHHOCTH
TOCyapCTBEHHBIX OPraHOB, INPOQECCHOHATLHBIX COIO30B U JPYTHX
IPE/ICTABUTENIFHEIX OpPraHoB pPaGOTHHKOB MO IIPEJOCTABICHUIO YYETHOMN
JIOKYMEHTaIliH

3akoHogarenscTBO Poccuiickoii @enepanyy 0 nepCcOHANBHBIX JaHHBIX

JloxanpHBIE HOPMATHBHBEIE AaKThl OpraHM3allHH, PETYIHMPYIONME NOPSIOK
BHEJIPEHNS KOPIOPATHBHOM COIMANBHO ITOJIATHKH M CONUAIBHEIX HIPOTrpamMM

Iopsanok 3aKiIo4eHus AOrOBOPOB (KOHTPAKTOB)

HopMr1 5THKH Je710BOr0 001eHs

bazoBbie 0CHOBHI HHPOPMATHKH, CTPYKTYPHOE IOCTPOSHIE HHPOPMAMOHHBIX
CHCTEM M 0COOEHHOCTH PabOTEHI C HUMH

Apyrae
XapaKTCPUCTUKH

3.7. O606mennas Tpyaosas pyHxknus

One HOHHOC aBJICHHC NICPCOHATIOM H VpoBeHb
HaumeHOBaH#e pan yup P Kon| G P 7
moApa3AciICHUEM OpraHu3aluy KBaJTApUKALHK
IIponcxoxaeHue (
00001meHHO# TpyAOBOii Opuruaan X 3auMCTBOBaHO U3 OpUTHHANA
Gynxumm
Kon PerucTpandosHeIit HOMep
opHuruHajga npogecCHOHAIBHOTO CTaHIapTa
Bo3mokHBIE PYKOBO].II/ITCJIL CTPYKTYPHOTIO IIOAPa3sACIICHUSA
HaMCHOBaHHUA Haganeauk CTPYKTYPHOI'O oApa3aACiicHU
JOJDKHOCTEH,
npodeccuii

TpeboBanus K
006pa3oBaHuIO
00y4eHHUIO

Bricmiee o6pa3oBaHUe — CIIEIIAATHTET, MarUCTpaTypa

JonomaurensHoe npodeccroanbHoe 00pa3oBaHue — IPOrpaMMBl
IpodecCHOHANBHON HEPENOATOTOBKY B 00J1aCTH yHpaBiICHHS IEPCOHANIOM,
‘OIePalHOHHOTO U TAKTHIECKOTO YIIPABICHHS; IPOTrPaMMBI IIOBBIIICHHS
KBanuduKkaly B 06J1aCTH yIIpaBlieHHUs IIEPCOHAIOM, OIIEPaliiOHHOIO U
TaKTHIECKOTO YIIpaBJICHAS

TpeboBaHus K OIBITY
HMPaKTHIECKO paboTH

He MeHee 1aTH JIeT B 00/1aCTH YIIPaBICHHA IEPCOHATIOM

Ocob5ie ycroBHA
Jomycka K pabote

Apyrue
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| XapaKTepHCTHKY

I[OHOJIHI/ITCJ'ILHHC XapaKTCPpUCTHUKH

HammeHnoBaHHE JOKyMeHTa Kon

HaumenoBanwme 6a30B0ii IpyIiibl, JODKHOCTH
(mpodeccun) wim ciequaIbHOCTH

OK3

1232 PyxoBonurtenu nonpasaeneHuit (ciyx0) ynpaBieHus
KaJpaMH ¥ TPYJOBEIMH OTHOIIECHUSIMHU

EKC

- HagansHuk otniena KaapoB

- Hauansauk otnena Opra”Hu3alii U OIUIATHI Tpyaa

- HauayibHEK OTie/1a HOATOTOBKH KaapOB

- HavansHuk oTAena coluanbHOTO pasBATHA

3aBeyronuii (HadaJbHAK) OTAEJIOM KaJIpOB

OKII/ITP

24063 | MeHemxep 110 IEPCOHATY

3.7.1. TpynoBas dyHKUHUS

Pa3paboTka cHCTEMBI OIlepaHOHHOTO I VpoBeHs
HauveHopanue | yIIpaBIICHHS [IEPCOHAIOM H pabOTh Kox | G/01.7 | (momyposens) 7
CTPYKTYPHOI'O IIOApa3JeeHASL KBaTHUKAIWH
Tlporcxoxcaiene TpyNOBOH Opurunan X 3aMMCTROBAHO W3 OPUTHHANA
byHKIIM
Kon Peructpanuorssii Homep

opuruHana podeccHOHANLHOr0 CTaHAapTa

Tpynoseie nefcTBAS

Amnanmus YCICIMHBIX KOPHOPATUBHBIX NPAKTHK II0 BOMIPpOCaM CTPATErHICCKOTO
H OIICPATHUBHOIQ yIpasJICHHA NEPCOHATIOM Opranu3anuu

[locTanoBka ONCPATHUBHLIX genei mo BOIIpOCaM yIIpapijiIcHUsA NEPCOHATIOM

Pa3paboTka mnanoB, MPOrpaMM H NPOIEAYD B YIPaBJICHHH IEPCOHATIOM

PazpaboTka mpemnoxeHni Mo CTPyKType HOApa3feNeHHS M MOTPeOHOCTH B
HepcoHasIe

PazpaboTka npemroxxeHuil 0 06eCHEUEHHIO MEPCOHATOM, GOPMHPOBAHUIO
CHCTEM OICHKM, Pa3BHUTHS, OILIATHI TPYHa, KOPIOPATHBHBIM COIHAIHHBIM
TporpaMMaM ¥ COIHAIBHOM MOJIMTHKE

Pa3pabotka mpemmoxesuil o 3arpatrax u ¢QopmmpoBaHMIo Oromkera Ha
HepcoHal

PazpaboTka mpemrToxeHHE MO 3aKIIFOYSHHIO .JOTOBOPOB IO YIPABIECHHIO
IEPCOHAIOM C IOCTABUMKAMHU YCIYyT M IPOBEICHHE IPEABAPUTENBHBIX
IPOLIEAYP N0 UX 3aKITIOYECHUIO

Heobxoaumeble yMeHHS

Opranu3oBEIBaTh paboTy MEPCOHATA CTPYKTYPHOTO IIOpa3AeIeHNs

OnpenensaTs 3aja4dn MEPCOHANA CTPYKTYPHOIO MNOJpa3AEiCHHSA, HCXOISI U3
eIl ¥ CTPaTeruy OpraHu3aluu

Co3gaBaTh M ONMCHIBATH OPraHW3AMOHHYIO CTPYKTYpPY, LEIH, 3a1adH,
(YHKITHH CTPYKTYPHOTO IOJpa3ieeHus

HpI/IMCHSITB MCTOABI yHOpaBJICHUA MCKIAIYHOCTHBIMHA  OTHOIICHUSMH,
(bOpMHpOBaHI’ISI KOMaHZ, PasBUTHA JHOACPCTBA H  HCIIOIHHUTCIBHOCTH,
BRIABJICHUS TAJTAHTOB, ONIPCACICHHA YAOBJICTBOPCHHOCTH pa60Toi71

Ompeneniars, aHaIU3UPOBaTh, MOAETMPOBATH M BHICTPAUBATH BHYTPEHHME
KOMMYHHKAIIHY IIepCoOHAIA

PaspabaTeiBaTe MpOEKTHBIC NPEIUIOKEHHS H MEpOIpUATHA Io 3ddexTuBHOI
paboTte nepconaia
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BHeapATE CTPaTEruio 1o yIpasiIeHUIO IEPCOHATIOM

CocraBniaTh, pacCUMTHIBaTh, KOPPEKTHPOBATH M KOHTPOJIHUPOBATH CTaThU
pacxolOB Ha TEPCOHAN, pa3pabaThIBaTh MpEJIOKEHHs II0 3aTparaM Ha
nepcoHan i hopMupoBaHus 6ropxeTa ~

HpeI[CTaBJISITB HHTEPECHI Opranusalvn u BCCTH IIEPETOBOPEI C
HpO(bCCCI/IOHaJ'IBHHMI/I COI03aMH H JPYTUMH HNpEeACTAaBATCIIBHBIMHU OpraHaMu
paGOTHI/IKOB, B3aMMOJCHCTBOBATE C TOCYJapCTBCHHEIMHY OpIrannu3aivisiMu

AHamm3upoBaTh HHQOPMAIMIO MO IIOCTAaBIIMKaM YCIYr B  o0JiacTé
yIIpaBJICHUS IIEPCOHAIOM H II0 YCJIOBHSM 3aKJIFOYaeMbIX JTOTOBOPOB

IIpousBoAWTs INpeABapUTENbHEIE 3aKyIIOYHBIE MNPOLENYPHl U O(opMIATH
CONYTCTBYIOIIYIO JOKYMEHTAIHIO 110 3aKIIFOYSHHMIO IOTOBOPOB

Pa6orath ¢ nHGOPMAIMOHHEIMY CHCTEMaMH U (a3aMy JaHHBIX IIO BOIIPOCaM
YIIpaBJICHHS IepPCOHATIOM

Oprasu30BEIBaTh U IPOBOAUTH KOPIIOPATUBHEIE MEPOIIPHATHS C IIEPCOHATIOM

CobmoiaTh HOPMBI STHKH AEIOBOT0 OONICHAS

Heob6xonuMmpie 3Haumsa

Mertozpl, ciocoOBI ¥ HHCTPYMEHTHI YIIPABJICHHS IEPCOHATIOM

Ilenn, cTpaterus pa3BUTHS U GH3HEC-IUIAH OpraHU3aIHH

[MonuTyka ynpapiIeHH IEPCOHATIOM OPraHH3aIUA

Mertopl aHaM3a KOJIMYECTBEHHOIO H KA9€CTBEHHOI'0 COCTaBa II€pcoHana

CucteMEl cTaHIapTOB 10 OM3HEC-TIpolieccaM, podeccusM, HopMaM TpyJa

CucreMsr, MerTomsl 4 (OpPMBI MaTepHAIBHOTO M HEMATEPHAIBHOTO
CTUMYJIUpOBaHMS TPYZa IepCoHaIa

Texnonoruu u MeToapl GOPMUPOBAHUSA U KOHTPOJII GIODKETOB

IMopsmox  npoBeAeHHS  3aKymOYHBIX  mpomexyp M odopmireHHS
CONYTCTBYIONICH NOKYMEHTAMH

OcCHOBBI HpOHSBOI[CTBCHHOfI ACATCIABHOCTH Opradu3aliiyu

OcHOBBI 00mIe#i ¥ COUMANBHOM IICHXONOTHH, COIMOJNIOTHH M IICHXOJIOTHH
TpyJa, 5KOHOMHKH Tpya, 0€30MacHbIX YCIOBHH Tpyaa

CrpyxTypa opranusanun

TpynoBoe 3aKOHONATENBECTBO M MHBIE aKTHI, COMEPXKAIINAE HOPMBI TPYAOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOIATEILCTBA H HOPMATHBHBIE OPAaBOBBIE AaKTHI
Poccuiickoii @enepanuy, B 9aCTH BEJCHAA JOKYMEHTAIMHA 110 IIEPCOHATY

OcHOBBI HAJIOTOBOIO 3aKoHOJaTeNbeTBa Poccuiickoit denepanun

OCHOBBI MHTpPaIlHOHHOTO 3aKOHOHaTeNbcTBa Poccumiickoli ®enepamun, B
9acTH NMPUBNCUCHUS M TPYAOYCTPOUCTBA WHOCTPAHHBIX IPaXIaH u il Ge3
rpaXIaHCTBA

OcHOBBHI AIMHAHUCTPATHBHOrO 3aKOHOJATCIHCTBA B obnactu YHIpaBJICHUA
NEPCOHAIIOM ¥ OTBETCTBCHHOCTH JOJDKHOCTHBIX JIMI]

3axoHomarenscTBO Poccuiickoit (depepaumd IO 3amMTe IEPCOHATBHBIX
JaHHBIX

JlokanpHbIle HOpPMAaTHBHBIE AaKTHl OpraHW3amuu B 00J7acTH yupaBieHHS
IEPCOHATIOM

IMopsaok 3aKiII09eHNs JOrOBOPOB (KOHTPAKTOB)

Hopms! 3THKH AeoBoro o6ieHus

BazoBrie OCHOBBI uH)OpMaTUKH, CTPYKTYpPHOE IIOCTPOEHHE
HHGOPMAIMOHHBIX CHCTEM M OCOOEHHOCTH PabOTHI C HUMH

Hpyrue xapakTepHCTHKH
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3.7.2. Tpynosas byHkuus

Peanuzaius onepaiiOHHOIO YIpaBICHUS VposeHs
HauMeHoBaHKe | IEPCOHAJIOM M pabOTHI CTPYKTYPHOT'O Kon | G/02.7 | (momypoBeHs) 7
NoApa3aeIeHNs KBaTH(pHKAIMHI

IIpoucxoxaeHue TPYAOBOH
dyHKIUH

Opurnaan X 3aUMCTBOBAHO M3 OPUTHHAIA

Kon PerucTpalliOHHEIH HOMEp
opuryHaia mpo¢ecCHOHATHHOTO CTaHAapTa

Tpynoseie aeiicTBUA

[TnarupoBanme AeATEIFHOCTH MOPA3ICICHAS B IEPCOHANa

OnepaTHBHOE YIIpaBJICHHE IEPCOHATIOM HOAPA3IeNIeHHs OpraHu3ayuu

Pacyer 3arpaT mo moApa3feNeHHMIO M IOATOTOBKA HPEIIOXEHHH It
dhopMupoBaHHs OrOIKETA B
PaspaGotka cTaHmApTOB HNEATENPHOCTH NOApa3JelicHus U yHu(UKanus
MPOLIECCOB

ITpoBeaeHue HHCTPYKTaXKa II0 OXpaHe TPYJa

IMocranoBka 3aau paGOTHUKAM CTPYKTYPHOI'O IIOApa3JIeNcHUS, ONPEIe/ICHAC
PECYPCOB JUIsl MX BBIIQJIHEHHS, KOHTPOJIb UCTIONHEHNUS

AHamM3 NJAaHOB M OTYETHOCTH MOMYMHEHHBIX pPabOTHHKOB, pa3paboTka
IpeIJIOXKEHTH 0 YIYYIIISHHIO TToKa3aTenel NesTeabHOCTH NoApa3acIeHus

dopMHpOBaHHE OTYETOB O PaboTe CTPYKTYPHOTO IOIpa3Ie/ICHAT

HeobxomuMeie ymeHuS

Ompenenars 30HBI OTBETCTBEHHOCTH U 3(dexTuBHOCTH paboTHI mepcoHana
CTPYKTYPHOTO IOApa3fCICHHUs, paclpeleiaTh 3amadd M obecreunBaTh
MaTepUaIbHO-TEXHUIECKHE PECYPCHI IS MX UCTIOTHEHUSA

ITprMeHATH METOBI ONICPATHBHOTO YIIPABJICHHUS NEPCOHAIOM OPTaHU3aIiH

KOHTpOJII’IpOBaTB HUCITOJHCHUC nopyqum‘/’I H 331a4, BHOCHTb CBOCBPCMCHHEIC
KOPPEKIINY B IIJIaHbI M 3aa9H

Omnpenernats nokaszarend 3pekTuBHOCTH paboTH HepcoHaANa OApa3aeIeHus
VYnpaBnaTe MOTHBanMeil IEpCcoHana, €ro BOBICYEHHOCTHIO M AWCIUILIMHON
Tpyaa

CocraBnaTp  IUTAaHBl  JESATENBHOCTH  CTPYKTYpHOTO  HOZpa3felieHHs
OpraHu3ali

CocTaBiaTh, pPacCUUTHIBATE, KOPPEKTHPOBATE M KOHTPOJMPOBATH CTATHH
PacxXoJ0B CTPYKTYPHOTO HOApa3feseHus 11 GOpMUPOBAHHUS OIOIKETOB

ITpor3BOAMTE aHAIH3 TEKYIIEH JAEeSTENbHOCTH CTPYKTYPHOTO IOApa3neieHus
H BHEIPATH OPOICIYPHI IT0 €€ ONTHMH3ALHN

HpeﬂCTaBJISITB HHTEPECHI Oopranusariiu u BCCTH IICPETOBOPEI c
roCyarapCTBCHHBIMH OpraHamy, HpO(I)eCCI/IOHaJ'IBHI:IMPI COIO3aMH H JPYTIHMH
NPEACTAaBUTEIILHBIMHA OpraHaMu paGOTHI/IKOB 110 BOIIpOocaM Hepconaja

BecTu IeperoBOpHl ¢ HOCTAaBIIMKAME YCIYT IO YCJIOBHAM 3aKIIOYaeMBIX
JIOTOBOPOB

ITpou3BOOUTE TIpeldBapUTENbHBIE 3aKYIIOYHBIE IIpOLEXYpHl H OQOpMIATH
CONYTCTBYIOIIYIO JOKYMEHTALHIO 10 3aKJIFOUSHHIO IOTOBOPOB

ITpoBOIUTE ayTUT PE3YIHTAaTOB PabOThI C IEPCOHAIOM

PaGotats ¢ uHGOPMALIMOHHBIMA CHCTEMaMH B 6a3amMH JaHHBIX 110 BOIPOCEM
yIpaBJIeHHS NEPCOHATIOM

Co0monars HOpMBI STHKH J€JIOBOTO O0NIEHAA

Heobxoaumeie 3HaHUS

Teopuu ynpaBiieHHs NEPCOHATOM H €r0 MOTHBAIMH
MeTonsl amanu3a BHIIONHEHMS IUIAHOB M 33/1a4, OIpENeNeHHS MX
SKOHOMHUYECKO# 3¢ PeKTHBHOCTH

(I)OpMLI ¥ MCTOIbI OLICHKHY IIEPCOHAJIA M PE3YJIbTATOB X TpyOda
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TexHomornun OLCPaTUBHOI'O YIIPABJICHU IICPCOHAIOM OpraHu3anin

Cucrembl, Metrombl ¥ (OpPMBI MATEPHAIGHOTO U  HEMaTEPHAIBLHOTO
CTUMYJIMPOBAHHS TPYJia EpcOHAIA

Texnosorun u MeToas! GOpMUPOBAaHNS ¥ KOHTPOJIA OI0/DKETOB

Teoppm ¥ METONBI YIIPABICHNUS PAa3BATHCM II€pCOHAIA

OKOHOMHKA Tpya

OpFaHI/ISaHPIOHHO-HITaTHaH CTPYKTypa oOpranusanuu

ITonmTrKa ypaBneHuUs IEPCOHATIOM H COIMANbHAS MONUTHKA OPraHN3aliy

]_ICJII/I, CTpaTCrusd pasBUTHA K Om3HeC-TIaH Opranu3anu

Mertoauxu IUTaHUPOBAHM ¥ IIDOTHO3UPOBaHHUA l'IOTpe6HOCTPI B IIEPCOHAJIC

Iopsanok yperyaupoBaHus TPYAOBHIX CIIOPOB

TpeGoBanus u paBUIa IPOBEACHNS ayUTa paboThl ¢ IEPCOHATIOM

®opmbI COITMATBHOTO IIapTHEPCTBa 7§ B3aNMOJICHCTBHA c
IpoecCHOHATTBHBIME COIO3aMH W APYTHMH TIPEJICTaBUTEIBHBIMH OpraHaMH
pabOTHHKOB, ¥ MHBIMH OpraHH3aIUIMH

Iopsnok odopMIIeHAS KaApOBBIX JOKyMEHTOB W IPHAAaHHA UM IOPHIMIECKOMH
CHIIBL

Ilopsgox  mpoBemeHHMsS  3aKyNOYHBIX  Opouexyp H  odopmieHus
CONYTCTBYIOMIEH JOKYMEHTALUH

TpynoBoe 3aKOHOIATENBCTBO U MHEBIE aKTHI, COAEpIKaIie HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXHWBHOTO 3aKOHOJATENHCTBA M HOPMATHBHBIE IIPaBOBHIE AKTHI
Poccuiickoit ®exepanym, B 4aCTH BeJeHU JOKYMEHTAIKH IO NEPCOHATY

OcHOBEI HAOrOBOTO 3aKOHOAATeNLCTBa Poccuiickoit @enepanum

OcCHOBBI MHTPAaIllHOHHOTO 3aKOHOJaTeNbcTBa Poccuiickod ®epepanuy, B
9aCTH NPHUBICYECHHUS W TPYJOYCTPOHCTBA MHOCTPAHHBIX I'paXIaH W yHL 6e3
IpaXJIaHCTBa

OcHOBEI AIMHAHUCTPATUBHOI'O 3aKOHOIATCIIBCTBA B obnactn yupasicHuA
OepCOHAIOM H OTBETCTBCHHOCTH JOJDKHOCTHBIX JIHIL

3akoHOJaTeNbCTBO Poccuiickoit Denepanym 0 NepCcOHATBHBIX JAHHBIX

JlokanpHBIE HOpPMATHBHBIC AaxkThl OpraHM3allid B YacTH YIpPaBICHUS
HEPCOHATIOM

OcHOBEI mpaBoBOro perynmupoBanus Poccumiickoit ®Deneparmuu  nmopsaxa
3aKTIOYEHNS I'PAKIAHCKO-IIPABOBEIX JOTOBOPOB

HopMBI 9THKH AETOBOTO OOIIECHUS

bazossie OCHOBBI HHPOPMATHKH, CTPYKTYpHOE HOCTPOEHHE
HHDOPMAITMOHHEIX CUCTEM U OCOOCHHOCTH PaboTHl ¢ HUMHU

JpyrHe XxapakKTepUCTHKH

3.7.3. TpynoBast pyHxuus

HamveHoBaHue

TpoucxoxIeHHE TPYAOBOMH

dyHKumH

AJTMUHHCTPHpPOBaHNE MPOIECCOB U v
OKYMEHTOO00POTA 10 OTIePAIHOHHOM POBCHE
AOKYM pota patl y Kon | G/03.7 | (momyposeHs) 7
YIIpaBJICHHIO IIepcoHANIOM U pabote KBATHERAIEN
CTPYKTYPHOTO IIOApa3AcIICHUS
Opuruban X 3aMMCTBOBAaHO M3 OPUTHHAA
Kon Perucrpanuonnsiit HoMep

opuruHaja npo)ecCHOHANBHOrO CTAHIapTa
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TpynoBeie aeiicTBus

AHaH3 MPOIECCOB JOKYMEHTO000pOTa, JOKAIBHBIX MJOKYMEHTOB IIO
BOIIPOCaM OIEPAllHOHHOTO YIIPABJICHUS IMEPCOHATIOM U paboThl CTPYKTYPHOTO
nojJpasfeneHus, OW3HEeC-IPOLECCOB OpraHW3allid, YAOBIECTBOPEHHOCTH
nmepcoHana

JloxyMeHTaIMoRHOEe 0GOpMIIEHHE Pe3yIbTaToOB ONEPALIMOHHOIO YIPaBICHUSA
HEePCOHAIOM M PabOTHl CTPYKTYPHOTO MOJpa3JeficHUs, Pe3ylbTaTOB ayauTa
paboTHI C IEPCOHAIOM

[MogroroBka mpeTOKEHWH 110 = pPa3BUTHIO CHCTEM  OINEPALHOHHOTO
yIOpaBIeHHs IEPCOHAIOM H pabOoTHl CTPYKTYPHOrO TOJpasfeleHus, II0
HEOOXOIUMBIM KOPPEKTHPYIOMIAM K IPEBEHTUBHEIM MepaM

Paspa6oTka cHCTEMBI aHaTH3a M KOHTPOJII paboThl IepcoHAIa

KonTpomns, cpaBHEHHE K aHAIN3 TPOIECCOB B 00JacTH OIEPAaTHBHOIO
yIpaBICHHS IIEPCOHATIOM, pPE3yJIbTaTOB YIIPABICHYECKUX MEPONPHUATHH,
ompeneneHue (GaKkTOpOB, BBI3BIBAIOIMX OTKIOHEHHE OT  IUIAHOBBIX
mokasareiei

INoaroroeka u 06paboTka 3anpocoB, YBEAOMIICHHHN, CBEJEHHI 0 pabOTHHKAX B
TOCYapCTBEHHBIE OpraHbl, NPOQECCHOHANBLHBIE COIO3BI, OOMIECTBEHHBIE
OpraHm3alun

ConpoBoX/ieHHE IOTOBOPOB OKa3aHHWA YCIYr IO BOIPOCAaM ONEPAaTHBHOTO
yIIpaBlIeHHA NEPCOHANIOM M paboTe CTPYKTYPHOTO HOApa3JieNieHud, BKIFOYas
HpeABapUTeIbHBIE IPOIEAYPHI 110 UX 3aKJIOICHHIO

INomroroBka mnpemnoxeHuit mo QopMuposanmio OiomkeTa Ha MEPCOHAI
OpraHu3anyu

Bemonnenue TpeOoBaHMi IO XpaHeHHIO HHGOPMAIMM O pe3yabTarax
JNeUCTBHSA CHCTEM OIEPAllHOHHOTO YIPABIEHHS NEPCOHAIOM H paGoThI
CTPYKTYPHOT'O NOpa3/ielieHus

HeobxonuMbie yMEHUS

KonTpommpoBats mpouecchl YIpaBICHHS TMEPCOHAIOM MOpa3JieIeHHA,
OIpEeNEeNATh HX pe3yJbTaTHBHOCTH W BHIABIATH (AaKTOPBl OTKJIOHEHWH OT
IUTAaHOBHIX 1aPaMeTPOB .

Pa3pabareiBaTh IpOrpaMMmbl JOCTIDKEHHS HeNed M ONEepaTHBHOTO DPEIICHUS
3aj1a4 noApasaeNeHui

AHau3upoBaTh, pa3pabaTeBaTh U 0GQOPMIATE JOKYMEHTHI IO ONEPATHBHBIM
HpoleccaM ¥ HX pe3yibTaTam

ITpoBOMUTE ayIHUT KaIpOBHIX IPOLECCOB, MPOIEAYP, ODOPMIIEHHUI KaJpOBBIX
JOKYMEHTOB M JOKYMEHTOB II0 YIIPABJICHHIO IIEPCOHAIOM

KonTtponmposats pacxosoBaHue 610KETOB Ha IEPCOHAN

OdopmiaTh NOKYMEHTH IO OIEPAMOHHOMY YIPABIEHUIO IEPCOHATIOM H
paboTe CTPYKTYPHOTO MOIpa3iesieHus, IPEIOCTaBIIEMBIE B TOCY IaPCTBEHHBIE
OpraHbl, IPEICTaBAUTEILHEIC OPraHbl paOOTHHUKOB

Ob6ecnieunBaTh ~ JOKYMEHTAIlHOHHOE  CONPOBOXIECHHE MO  CHCTEMaM
OIEPal[MOHHOIO  YIpAaBJICHWA MEPCOHATOM M paboTe  CTPYKTYPHOIO
HOJIpa3ACICHUS

Oprann3oBbIBaTh XpaHeHHE JOKYMEHTOB B COOTBETCTBHM C TpeGOBaHMSIMU
TPYHZOBOTO H AapXWBHOTO 3aKoHopaarenmbcTBa Poccuiickoit ®@enepanmm u
JIOKANGHBIMA aKTAMH OPraHu3aIiy

KOHTpOHHpOBaTB HCHOTHCHUEC OOTI'OBOPOB IMOCTABIIHKOB YCIYT IIO BOIIpocaM
n¢pCcoHaIa

IIpow3Bomute 3aKymovHble IPOLEAYPH, OGOPMIATL U aHAJIH3UPOBATH
3aKyHOIHYIO JOKYMEHTAITUIO

[MpoBomuTh IIEPErOBOpHl ¥ MPEACTABIATH WHTEPECHl OpraHu3alul B
TOCy[apCTBEHHBIX OpraHax, IpOoQecCHOHANBHBIX COI03aX H  JAPYrux
IPEACTAaBUTENHHBIX OpraHax PadOTHHUKOB 10 BOIPOCaM MepcoHalia
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BecTn Ie10BYI0 nEpenucKy

Bectn Y4€T U perucTpanuio TI0OKyMCHTOB B I/IH(I)OpMaI.[I/IOHHI:IX CHUCTEMaxX U Ha
MaTCPUAJIBHBIX HOCUTEILIX

Paborats ¢ mHPpOpMALMOHHBIMY cHcTeMaMK U 0a3aMu JaHHBIX IO IIEPCOHATY
M CHCTEMaM OIEpalMoOHHOIO YOpaBlieHHS IIEpcCOHAIOM H  pabote
CTPYKTYPHOT'O OApa3AeICHHS

CobmozaTh HOPMEI STHKH JIEJIOBOTO O0IIeHNs

HeoOxoanMele 3HAHUS

Meroas! ynpaBnenns pa3BuTHEM H 3()(HEKTHBHOCTHIO OpraHH3ariM, METOBI
aHaIK3a BBIIOJIHEHMS IUIAHOB M IPOrpaMM, OIpeAeIeHHsS UX SKOHOMAIECKOH
3¢ HEKTUBHOCTH

Meronsi oneHkH paboThl CTPYKTYPHBIX IOApa3AeieHHH, pe3yabTaToOB TPyAa
mepcoHajia

Meroasl IPOBEACHNKA ayAUTa U KOHTPOJUINHTa OIIEPATUBHBIX YIIPABIICHYCCKHX
IIponecCoB

@opMbI U CHCTEMBI MaTE€pHAIBHOTO M HEMATEPHAILHOTO CTHMYIHPOBAHHS
TpyZa nepconana

OCHOBEI JAOKYMCHTaITMOHHOI'O obecrieueHns

Iopspox obopMieHNs, BEIEHUS W XpaHCHHSA INOKYMEHTAlHH IO CHCTEMaM
OIIEPAliMOHHOTO  YIPABJICHUS IEPCOHAIOM opramsanMm 4 pabote
CTPYKTYPHOTO HOJpa3feICHUs

Iopamox ¢opmupoBanus, BeaeHHs OaHKa MAaHHBIX M IPEJOCTABIICHHS
OTYETHOCTH I10 CHCTEMaM ONEPAIIMOHHOTO YIIPaBJICHHUS MEPCOHATIOM U paboTte
CTPYKTYPHOTO OApa3fe/IcHUs

HopmaruBHBIE npaBOBHIE aKThI, PETYIHPYIOIIHE IpaBa M OOS3aHHOCTH
rOCYJapCTBEHHBIX OPraHOB H OpraHM3allMM IO IPEHOCTABICHUIO YYETHOM
JOKYMEHTaINH

IMopanmox  mpoBemeHMA  3aKymOUYHBIX  mpouexyp H  odopMieHHS
CONYTCTBYIOMEH JOKYMEHTAUH

TlomaTuxa YUPaBICHUA HCPCOHAIIOM K COIMAJIbHAA NOJMHTHKA OPraHu3anyiy

Oprasn3allnOHHO-IITATHAS CTPYKTYPa OpraHU3alliy

Llenu u cTparerus pa3sBUTHA OpraHH3ALAN

buzHec-mnan u 6I/I3HCC-1'IPOI_ICCCBI Opranusanmuu

TpynoBoe 3aKOHOZATENHECTBO U HHBIE aKThI, COAEpXalue HOPMEBI TPYZOBOTO
mpasa

OCHOBB! apXHBHOTO 3aKOHOAATENECTBA M HOPMATHBHBIE INPABOBBIE AKTHI
Poccuiickoit @eneparuu, B 9aCTH BeJEHN JOKYMEHTAIHH IO IEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOHaTeNbCTBa Poccuiickoit @eneparu

OcHOBBI MHTPAITHOHHOIO 3aK0HOAATeNbCTBa Poccuiickoit ®enepannm, B gactu
IPUBICYCHUS M TPYHAOYCTPOMCTBA MHOCTPAHHBIX TIpaxJaH H Jmn 0e3
TpaXIaHCTBA

OcHOBEI aIMHAHUCTPATHBHOIO 3aKOHOAATCIILCTBA B obacTi YIIpaBJICHHA
NCPCOHAJIOM M OTBCTCTBCHHOCTH JOJDKHOCTHRIX JIHIY

3axkoHogarenbcTBO Poccuiickoi Denepantun 0 MepCOHATHHBIX JAHHBIX

JloxansHBIE HOpMATHBHEIE JOKYMEHTHI OpraHHM3aluu B 0OJaCTH YIpaBICHUSL
NIEPCOHANIOM

Iops ok 3axio9eHus JOTOBOPOB (KOHTPAKTOB)

Hopmel aTHKM fietoBOro oOmeHus

Ba3oBrle 0cHOBHI HHGOPMATHKH, CTPYKTYPHOE ITOCTPOSHHUE HHPOPMAITHOHHBIX
CHCTEM H 0COOEHHOCTH PabOTHI C HUMH ‘

HApyrue
XapaKTEPUCTHKH
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3.8. O600mienHas TpyAoBan GpyHKIHS

HareHOBaMHE Crparerundeckoe ynpaslcHUE Kor | H VpoBeHb 7
IIEPCOHAJIOM OpraHu3aluy KBaJIH MKaLU
IIpoucxoxneHue
06001eHHO! TPy XOBOI Opuranan X 3arMCTBOBAHO U3 OPHUTHUHANA
fingziaid
Kon Peructpanuonnstii Homep
OpHrHHANA MPO(ecCHOHATLHOrO CTAHAApTa
BoamoxHbIe Bune-npe3uneHT 1o ynpasieHHIO IEPCOHATIOM
HaUMEHOBAaHUS JupexTop mo nepcoHaily
JIOJDKHOCTEH, JlipekTop O yIpaBICHHIO HEPCOHATIOM
npodeccuii 3aMeCTHTeINb FeHePAIbHOTO AUPEKTOpa O YIIPABJICHHUIO EPCOHAIOM

TpeboBanus x
00pa3oBaHuIO U
o0ydJeHuI0

Bricmiee o6pa3oBaHu€e — CrielUaANTUTET, MarucTpaTypa

JlonomuTensHOE IpodhecCHOHAIBHOE 00pa3oBaHKe — IPOrPAMMEL
npodeccHOHATBHON IEPENOATOTOBKY B 00IaCTH YIIPABIICHHS IEPCOHATIOM,
CTPAaTErnYeCcKOro B ONEPalHOHHOrO YIPaBIeHHUs, SKOHOMUKH OpTraHU3allHH;
MIPOrpaMMBI ITOBHIMIECHNUS KBaTHGUKAIIMH B 00JIaCTH YIPaBJICHUS IEPCOHATIOM,
CTPaTerHyecKoro ¥ ONEePanuoOHHOTO YIPABICHUS

TpeboBaHUSA K OIBITY
paKTHIecKo# paboTH

He Menee maTu et B 06nacTa YOpaBIICHUS HEPCOHATIOM Ha PYKOBOAINIUX
JOJDKHOCTAX

Ocobrle ycnosus
JOIycKa K pabote

Hpyrue
XapaKTepHUCTHKH

JIOIOTHUTETHHBIE XapaKTePACTHKY

HaumMenoBanue 6a30B0i IpynIsl, JODKHOCTH
HaumeHnoBaHue TOKyMEHTa Kon
(mpodeccun) wim CrieIUaILHOCTH
OK3 1232 | PyxoBoauTenu nmoapaseneHnii (Cry>x0) ynpapieHus
KaJpaMH H TPYZOBHIMHA OTHOIICHUSIMHI
EKC - 3aMeCTHTeIh JUPEKTOPA 110 YIIPABICHUIO IIEPCOHATIOM
OKILOTP 24063 | Menemkep 10 IEPCOHANY

3.8.1. Tpynosas pyHKIHA

Pa3paboTka cHCTEMEI CTPaTernIecKoro

VpoBeHs (TOTYpOBEHb) 7

HanmeHoBaHue Kox | H/01.7
YIpaBJICHHS IIEPCOHAJIOM OpraHu3aIun KB HKAIIH
Ipoucxoxiuerue pyLosed Opurunan X 3aMMCTBOBAHO U3 OpUTMHATA
Gynxmm
Kon PeructpatinoHssiil Homep
OopHruHajia npo¢ecCHOHAIBHOTO CTaHIapTa
TpynoBsie AeACTBHSA Anamn3  ycHemHBIX ~ KODPIIOPATHBHBIX  IIPakKTHK IO OpraHu3alluu

CTPaTEerudecKoro yIpaBiIeHHs NEPCOHANIOM OpraHU3alliH, OPraHU3alHOHHOTO
IPOEKTHPOBAHUS U B3aMMOAEHCTBIS OApa3ielIeHuH

ITocTranoBka CTPATErH4eCKuX neneit B yHOpaBJICHHHN IICPCOHAIOM

Pa3paboTka KOpHIOPAaTHBHOU IOJMTHKH, IUIAHOB, IIPOrpaMM, NPOIEAYyp H
TEXHOJIOTHI 110 YIIPABICHUIO IIEPCOHAIOM
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Pa3paboTka KOpHOPATHBHOH KyNBTYpHl ¥ COLMAIBHON IONHTHKH, CHCTEM
MOTHBanuH, 3)HEeKTUBHOCTH, OLIEHKHU U Pa3BUTHs NepCcOHaIa

(DOPMI/IPOBaHI/IC CHCTCMBI OILIATHI ¥ OpraHu3alnu Tpyaa

Pa3paborka opranmsanvionHO¥ CIPYKTYpHI, IUIAHHPOBaHHE NOTPECHOCTH B
nepcoHaJie OpraHu3alun

PazpaboTka mporpaMM, NpUHIWIOB CTaHAAPTU3ANWUH, YHHADUKAIIH,
aBTOMaTH3alMHU TIPOIECCOB YIPABJICHHS ITEPCOHANOM U 6€30IacHBIX yCIOBUM
Tpyna

®opmupoBaHne OlO[KeTa Ha MEPCOHAN, TEXHONOTHWH ayauTa paboTel ¢
HEPCOHAIOM ¥ KOHTPOJUIMHIA ‘

Heobxoaumbie yMeHHS

PaspabareiBaTh cTpaTeruu U MOJUTHKY B YIIPABICHHH IEPCOHAIOM

Co3paBare W ONHCHIBATH OPTAHU3AIMOHHYIO CTPYKTYpY, LM, 3a1adH,
GYHKIMY CTPYKTYPHBIX HOApAa3ICCHHUM U TOIDKHOCTHBIX JIHI

[IpumenaTrs MeTOXBI  YHpAaBICHHS MEXIMYHOCTHHIMH  OTHOIICHUSMH,
dopMupoBaHHS KOMaHI, pa3sBUTHS JIUAEPCTBA M  HCIIONHHUTENBHOCTH,
BBIIBJICHUS TAJIAHTOB, ONPEJISICHAS YIOBIETBOPEHHOCTH paboTOMH

Omnpeznensats ¥ aHAIW3UPOBATh BHYTPEHHHE KOMMYHHKAIUH, MOJCIIHPOBAaTh
HOBEJICHHE IEPCOHANA

IIpencraBnaTh HHTEpeCHl OpraHU3allMd B TOCYJApCTBEHHBIX OpraHax, BO
B3aMMOJEHCTBHN € MPOodcOr03aMM, WHBIMH IPEICTABUTEIBHBIMUA OpPraHaMK
pabOTHHKOB 110 BOIIPOCAM IepcoHAa

CocTaBnars, pacCUHUTHIBATh, KOPPEKTHPOBATH H KOHTPOIHPOBATH CTaTHH
pacxomoB OOmKeToB W (OHIOB HAa WPOTpaMMBI M MEpPOIPHATHSA IO
YIIPABJICHAIO MEPCOHAIOM OpraHU3aIiy

ITpoBoauUTE ayAUT ¥ KOHTPOJUIMHT B 00JIaCTH YIPaBICHHS IEPCOHATIOM

PaspabaTriBaTh KOpHIOpPATHBHBIE COMUANBHEIE TPOIPAMMBI

Bectm meperoBopsl 10  BOIpOCaM  COIHAIBHOTO  IIapTHEPCTBA C
IpeICTABUTENILHBIMA OpraHaMi pabOTHHKOB

Paborath ¢ nHGOPMaNMOHHEIME CHCTEMaMH ¥ 0a3zaMy JaHHBIX IO BOIIPOCaM
yIpaBJIeHHs IEPCOHATIOM

Opranu30BbIBATH MEPONPHUATHS 110 00ECHEYCHHIO BBINOJHEHUS TpeGoBaHMM
OXpaHbl TpyJa B COOTBETCTBHH C JCHCTBYIOIIUM 3aKOHOAATENHCTBOM
Poccuiickoit @enepanyu 1 TOKaJILHBIMU aKTaMH OpraHH3alHAN

Opraan30BhIBaTh ¥ IPOBOAUTH MEPOIPHATHA C IEPCOHAIOM B COOTBETCTBHE
C KOPIIOPAaTHBHOM COIHANLHOM IOJIHTHUKOM

Cob6mogaTh HOPMBI 3THKH ENOBOTO OOICHUS

Heo0OxouMele 3HaAHUS

Merozs! ynpaBlleHHs pa3sBUTHEM H 3P EeKTHBHOCTHIO OpraHH3alii, aHaIn3a
BBIIONHEHUSA IUIAaHOB M IPOTPaMM, OIpENENCHHA HMX JIKOHOMHYECKOH
sddexTrBHOCTH

Mertonrr oneHx: paGoThl CTPYKTYPHBIX MOAPa3IeCHUH, pe3yabTaToB TPyAa
mepcoHaa

Metoast MIPOBCACHHUS ayTUTOB, KOHTPOJUIMHIA YIIPABJICHYCCKUX IIPOLECCOB

Mertons! aHATH3a KOJIMYECTBEHHOTO H KQUeCTBEHHOT'O COCTaBa nepconana

CucreMbI cTagAapTOB N0 OM3HEC-TIpoLieccaM, IpodeccusM, HOPMBI Tpyia

Cuctemsr, MeTompl ® (GOPMBI MaTepHATBHOrO H  HEMaTEpPHAIBHOTO
CTHMYJIMPOBaHU TpyJa IepcoHaIa

MeTobI aHATM3a COMMATBHBIX IIPOrpaMM U ONIpeNIeNIEHI UX SKOHOMHYECKOH
9 PeKTUBHOCTH

Texnomoruu u MeToxsl GOPMHUPOBAHUA B KOHTPOJIS OI0/DKETOB Ha IEPCOHA

TpeboBanus oxpaHsl ¥ 6€30MaCHBIX YCIOBHHE Tpyia

HCJII/I, CTpaTerud 1 KagpoBasd IIOJIMTHKA OpraHH3ailin
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OCHOBBI TEXHOJIOTHH IIPOHU3BOACTBA H ACATCIIBHOCTH OPpranv3aluy

OcHOBBI COIHOJIOTHH, IICUXO0JIOTHH U SKOHOMHKH TpyJda

OCHOBEI yHpaBleHHs CONUANLHBIM Pa3BUTHEM OpraHH3allHH

Meroasl  TpOBENEHHS ~ COLMOJOTHYECKHX  HCCIEIOBaHHMA, H3ydYCHHSA
00IIeCTBEHHOT0 MHECHHS

CrpyxTypa opranuszaluu

TpymoBoe 3aKOHOATENECTBO M HHBIE aKTHI, COAEpKAIe HOPMBI TPYIOBOTO
IpaBa

OCHOBEI apXHBHOTO 3aKOHOJATEIHCTBA M HOPMATHBHBEIE IIPABOBBIE aKTHI
Poccuiickoit ®Denepanuu, B 4acTH BeACHUS TOKYMEHTAIUH IO NEPCOHATY

OCHOBEI HAJIOrOBOT'O 3aKOHOAATENbCTBA Poccmiickoit denepanuu

OCHOBBI MHUIPALIMOHHOIO 3aKOHOAATENhbCTBA Poccmiickodt Depepanum, B
9aCTH NPUBJICYCHHA H TPYIOYCTPOMCTBA MHOCTPAHHBIX IpakiaH W JuI 6e3
TpaXJIaHCTBA

OcHOBBI AIMHHHACTPATHBHOI'O0 3aKOHOOATCIIBECTBA B obnactu YupaBJICHHA
NEPCOHATIOM ¥ OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHI]

3akoHOmaTeNBCTBO Poccuiickoit deneparuy 0 NEpCOHANBHBIX JaHHBIX

JlokanpHBle HOPMATHBHEIE AaKTHl OpraHU3allid B OONacTH yIpaBIeHHS
HEPCOHATIOM

TTopsiIoK 3aKIFOYEHHS IOTOBOPOB (KOHTPAKTOB)

Hopwms! 5TrxH 1enoBoro obmeHus

OcHOBHI HHGOPMATHKY, CTPYKTYPHOE OCTPOEHHE HHGPOPMAMOHHBIX CUCTEM
¥ 0COOEHHOCTH pabOTHl C HUIMH

Hpyrue xapakT€pHCTHKH

3.8.2. Tpynosas dyHKIHSA

Peajysanps CHCTEMBI CTPATETHIECKOTO YpoBeHb
HaumeHOBaHEE | yyinapyTeHMs IEPCOHANIOM OpTaHH3aIHH Kox | H/02.7 | (monyposens) 7
KBaTH(UKAIMH

IIpoucxoxnexHne prnonoi/’l
yHKIITH

OpuraHan X 3auMCTBOBAHO U3 OpHTHHAIA

Kon PerncrpammonHsiil HOMEp
opuruHana npohecCHOHATEHOTO CTaHAapTa

Tpynosele nercTBHS

IInaHupoBaHUe AEATEIPHOCTH W pa3paboTKa MEpPONpPHUATHIH IO YIIPaBJIEHHIO
IIEPCOHAJIOM IS PEeANTH3alliy CTPATETHIESCKUX Hejiell OpraHu3alin

BHeIpeHHEe MMONMMTHK, IUIAHOB, HpOrpaMM, IpOLeAyp H TEXHONOTHH MO
YIIPaBICHHIO IEPCOHATIOM ,

[TocTpoenne opraHU3alMOHHON CTPYKTYPHI C YIETOM IUIAHOBO#H NOTpebHOCTH
B IIEPCOHAJIE U B3aMMOJEHCTBHA CTPYKTYPHBIX TOPa3IE/IEHIHA OpraHu3aIiu

BuenpeHne W HOANEpXKaHWE KOPIOPAaTHBHOM KyJIBTYPHl H  COIHAIBHOM
NOJUTHKHA, CHCTEM MOTHBalMH, 5GQEKTHBHOCTH, ONCHKHA W pPa3BHTHA
TIepCOHANA

BHenpenwe © HOANEpXAHWE CHCTEMBI OpraHW3allMd Tpyda ¥ OILIATHI
IIepcoHaNa

VrpaBneHHe BHEAPEHHEM INPOrpaMM M I[PHHIMIOB CTaHAAPTH3AIIWH,
yHudUKaud, aBTOMATHU3alMH IPOLECCOB YIpPAaBICHMWS IIEPCOHAIIOM |
6e30IacHBIX YCJIOBHM Tpyda

Opranmsanus IPOBEJCHUS ayAuTa ¥ KOHTPOJUIMHTA B  YOpaBJIEHWH
IIEPCOHATIOM
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TlocranoBka 3aga4  pYKOBOAWTENSM  CTPYKTYpHBIX  HOApa3JeNeHUI,
OIpe/IeNICHUE MAaTePHAIbHO-TEXHHIECKUX PECYPCOB JUL UX BBIIOIHCHUS

AHanu3 OTYETHOCTH IO YHOPaBJIICHUIO NECPCOHAIIOM U BBIIBJICHHE PECYPCOB IIO
YIYUIIOCHHIO ACATCIBHOCTH OpraHu3alii

CornacoBanue ycaoBHi 3aKIIOYaEMBIX JOTOBOPOB IO BOIIPOCaM YIIPaBJICHUS
HIEPCOHAJIOM

Opranusanus IpoBeAeHAs 3aKyNMOYHBIX IPOLERyp 110 BOIPOCaM YIIPaBICHUS
IEPCOHAIOM K 0OpMIIEHNS CONYTCTBYIOMEH TOKYMEHTAIHH IO HUM

®opmupoBaHue OomKeTa Ha IEPCOHAN, TEXHOJIOTMH aymuTa paboTHl C
IEPCOHAJIOM B KOHTPOJUIMHIA

Ilpumenenne k paGoTHUKAM Mep HOOUIPEHN ¥ JUCIUIUIMHAPHOTO B3BICKAHHAS

Heo6xonumMpie yMeHHS

[Ipon3poauTs aHATW3 JEATENGHOCTH IO YIPABICHUIO IEPCOHANOM,
paspabareIBaTh mokasatesd 3G eKTHBHOCTH PabOTHI

(I)OpMI/IPOBaTL IJIaHBL ¥ MCPOIPHATHA IIO YIIPABJICHUIO IICPCOHAJIOM

PaccuutsiBaTh OI0/KET B 00JIACTH yIIpaBJICHHS IIEPCOHATIOM

OmpenenaTs 30HBI OTBETCTBEHHOCTH PaOOTHHKOB M IOAPA3JeICHHIA, CTABUTD
3a7a9d PYKOBOJHUTENSAM IOApasJelicHHi W obecreYrBaTh PECypchl I HX
HCTIOJIHEHMSI

KOHTpOJIKpOBaTL 1 KOPPEKTUPOBATh HCIIOJTHCHHUC nopyqeﬁnﬁ " 33J1a1

VrpaBnars 3QQeKTHBHOCTHIO W BOBJICUEHHOCTBIO IIEPCOHANA, TUCHHUILTHHON
TPYZAa U cobioieHreM 6e30IacHBIX YCIOBHH Tpyia

BecTH neperoBopsI 110 BOIIPOCaM COIMAIBHOTO MApTHEPCTBA M IPEACTABITh
HHTEPECHl OPraHM3alldiil B TOCYAAPCTBEHHBIX OpraHax, Ipo(eCCHOHATBHBIX
COX03aX U JPYTHX IPEICTaBUTEIBHBIX OpraHax paOOTHHUKOB, H OpraHM3alHIX
IO BOIIpOcaM IepcoHaja

Paborats ¢ uHOpMANMOHHERIME CHCTeMaMH U (a3aMH JAHHBIX IIO BOIIPOCaM
yIIpaBJIeHUS IEPCOHAIIOM

IlpoBoamTh ayIUT ¥ KOHTPOJUIMHT B 00JIACTH YIIPaBJICHUS NIEPCOHATIOM

dopMupoBaTE W IPOBOAUTH COLUHMANBHYIO TMOJNUTHKY H COIMAJbHBIC
OPOTPAMMEL

Bectu INEPEroBopel ¢ MNMOCTABIIHMKaMH YCJIyr IO YCIIOBHSM 3aKIIHOYacMBIX
JOTOBOpPOB

IIpon3BoMTE 3aKymOYHBIE IPOLENYPHL, OQOPMIATE H aHAIM3HPOBATH
3aKYIOYHYIO JOKYMEHTAIIHIO

CobmomaTe HOPMBI 9THKH JEJIOBOTO OOIIeHMS

Heobxoaumelie 3HAHUS

Mertonsl ympapieHus pa3BHTHEM H 3()(EKTHBHOCTHIO OpraHW3alliy, METOIBI
aHajM3a BBHIOIOJIHEHUS IUIAHOB U IPOTpaMM, OIPEIEIeHU] X SKOHOMHYECKOM
3¢bdEeKTUBHOCTH

Oprauuzanys yupapJieHHs pPa3BUTHEM OpPraHU3aliii

Teopun ympapneHus opraHu3alueid, HONMTHKA W CTPATETHA YIPaBICHHUA
HIEPCOHATIOM

Metonsl aHaniM3a BBHIIOMHEHMS IUIAHOB W 3ajad, OINpPENENCHHS HX
9KOHOMHYECKOH 3 EeKTUBHOCTH

MerTo161 OOEHKH, Pe3yJIbTaTOB U 3 (dEKTHBHOCTH TPYAA

MeTonp! BHEIPEHMS CHCTEMBI YIIPABJICHUS IIEPCOHATIOM

OcHOBEI paboTHI IO TpoPOpHUEHTAINH

Mertomuku INTaHUPOBAHWUA ¥ TPOTHOSUPOBAHHKA l'.[O’I‘pC6HOCTH B [I€pCoHAJIC

Iemn, cTparerus pa3BuTHA U OU3HEC-IUIAH OpraHU3aIMK

Teopuu 1 MeToas1 HOPMHUPOBAHHIO OpEHIa OpraHu3alyy

TpeboBanms oxpaHbl 1 6€30IaCHBIX YCIIOBHH Tpyaa

MCTOI(I/IKI/I pa3p360TKI/I 1 BHCAPCHUA JIOKAIBHBIX HOPMATHBHEIX AKTOB
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Ilopsmox 3aKiFOYeHHs TPYAOBHIX IOTOBOPOB, PETYIHPOBAHHA TPYIOBBIX
CIIOPOB

OcHOBHI COIIAOJIOTHH, IICUXOJIOI'MH, O3KOHOMHKH Tpyda H YIPaBICHHA
COIMAJIbHBEIM Pa3sBUTHECM OpraHu3anmu

Meronsl  mpoBeleHHWS ~ CONMOJIOTHYECKHX  HCCICIOBAaHUHM, HM3YICHHI
00IIeCTBEHHOTO MHEHUA

Texmomornu mpoBemeHHMs ayaura W KOHTPOJUIMHIA B YIOpPaBICHHH
IEPCOHATIOM

Ilopanok  mpoBeaeHHs — 3aKkymouyHBIX  mpomexyp H  odopmiteHus
COIYTCTBYIOIIEH TOKYMEHTAIINH

Texnonoruu, craHmapru3amus, yHAQHKAIWs, aBTOMAaTH3alAA IPOILECCOB
yIpaBJIeHNs IEPCOHATIOM

CrpyxTypa opranu3anuu

TpynoBoe 3aKOHOHATENHCTBO M WHBIE AKTHI, COAEPKAIIHAE HOPMBI TPYIOBOrO
npasa

OCHOBEI apXWBHOTO 3aKOHONATENbCTBA M HOPMATHBHELIC MPaBOBBIC AKTHI
Poccntiickoli ®enepanuy, B 9acTr BeJCHAI JOKYMEHTAIHMH 110 IEPCOHATY

OcHOBEI HATOrOBOTO 3aK0HOAaTENLCTBA Poccuiickoit @enepanun

OCHOBBI MHTPAIlMOHHOTO 3aKOHOZATeNbcTBa Poccumiickoit denepanuu, B
9aCTH NpHUBIICYCHHS U TPYAOYCTPOHCTBa MHOCTpAHHBIX Ipaxiad U nun 6e3
rpaXkJaHcTBa :

OCHOBEI AIMAHHUCTPATHBHOI0 3aKOHOAATCIILCTBA B obnactu yHapaBJICHAA
NIEPCOHATTIOM M OTBETCTBECHHOCTH JOKHOCTHBIX JIAIL

3akoHOAaTenbCTBO Poccuiickoii @enepanuy 0 MepCOHATBHBIX JaHHBIX

‘Tlopsgok 3aKoYeHuns TOroBOpOB (KOHTPAKTOB)

JlokapHbIE HOPMAaTHBHEIC aKTEI B obnactu YIIpaBJICHHS NCPCOHAIIOM

HOpMBI JTUKH JEIOBOr0 OOIIEeHHs

bazoBrie OCHOBBI HH(pOpMAaTHKH, CTPYKTYpHOE IIOCTPOCHHUE
HHGOPMAIMOHHBIX CHCTEM B 0COOEHHOCTH pabOThI C HUIMH

Jpyrue xapakTepACTHKH

3.8.3. Tpynosas dpynxkuus

AIMUHACTPHPOBaHHUE HPOLIECCOB K VposeHs
HaumeHoBanue | JOKYMEHTOOOOPOTA IO CTPATETHISCKOMY Kon | H/03.7 | (momyposens) 7
YIOPaBJIEHUIO IEPCOHATIOM OpraHu3alHKi KBaITHAKAIHH

IpoucxoxneHue TPy AOBOH
ling:ianiit

Opurusan X 3auMCTBOBAHO U3 OPHTHHATIA

Kon Perucrpammonnsiii nomep
OpHUrrHaNa ApodeCcCHOHAILHOTO CTaHAApTa

TpynoBbie neHCTBUA

ABamu3 DpOLECCOB JOKYMEHTOOOOPOTa, JOKAIBHBIX JOKYMEHTOB IIO
BOIIpOCaM  yIIpaBJIEHHS IIEPCOHAIOM, OM3HEC-IIPOIECCOB OpPraHU3aINH,
YIIOBJIETBOPEHHOCTH IEepcoHaa

JoxymenTauuorHOE 0opMIIEHHE PE3yTTAaTOB YIPABICHUS IIEPCOHAIIOM, €T0
aynuTa, paboTHl CTPYKTYPHBIX NOApa3AeIeHH

JloKkyMeHTaMOHHOe W OPraHU3allHOHHOE COIPOBOXAEHHE CTPATETHYECKOro
YIIPaBJICHHS IIEPCOHAIOM M PabOTHI CTPYKTYPHBIX IOApa3IeleHU

IToxroroBka mpeUIOXKEHAH IO PasBUTHIO CHCTEM YIIPABICHHS MEPCOHATIOM,
0 HEOOXOMUMBIM KOPPEKTHPYIOUIMM M TIPEBEHTHBHBIM MepaM H II0
HOBBIMIEHUIO 3 (MEKTHBHOCTH pabOTHI CTPYKTYPHEIX TOApa3aeIeHUH
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KonTtpons mpouieccoB B 00NacTH ympaBileHHs NEPCOHAIOM H paGoTsl
CTPYKTYPHBIX HOApPA3ACICHUMN, CPaBHCHNE U aHAIM3 TIPONECCOB, PE3YILTATOB
yIpaBJIeHIECKAX MEPOIPUATHiA, ompenaeneHne (aKTOPOB, BHI3BIBAIOIIMX
OTKJIOHEHHE OT IUIaHOBLIX MOKa3aTeneh

CormacoBaHue ¥ KOHTpOJIb JOTOBOpPOB MO BONPOCAM M CHCTEMaM
CTPAaTeTHYeCKOTO YIpaBIEHHSA IEPCOHANOM M paboTe CTPYKTYpHBIX
nojapaseneHui, OpraHu3aIls IPOIenyp 0 MX 3aKITIOYCHHIO

Iloaroroska PEe3yIbTaTOB aHaIM3a COOTBETCTBMUA OpraHH3alid M OIUIaThl
TpYZAa niepCoHaJa YCOCIIHBIM KOPHOPATHBHEIM ITDAKTHKaM

Bremonnenne TpeboBaHMIT 1O XxpaHeHHI0 KHQOpMAaMM O pe3yJbTaTax
JIEACTBUS CHCTEM CTPATETHYECKOTO YIPAaBJICHHS IEPCOHAIOM H paboThHI
CTPYKTYPHBIX NOJpa3aesIcHui

HeobxomuMble yMEHHS

AHanu3upoBaTh, paspabaTeBaTh U 0GOPMIATE AOKYMEHTHI 110 IporeccaM U
pe3ynbTaraM — YUPaBICHHWS  HEepcoHANoM W padoTe  CTPYKTYPHBIX
noJipa3aeeHui

ITpuMeHSITH METOIBI aHAIN3a OU3HEC-TIPOIIECCOB OPTaHU3aUN

Onpenenarp HOporpaMMBl  JOCTIDKEHHS Lielnedl M pemieHus  3anad
noapa3aeIcHUA

IIpoBoAMTS ayIUT CHCTEMBI YIIPABICHHUS IIEPCOHATIOM

HpOBOI[I/ITB KOHTPOJUIMHI' CHCTCMB! YIIPaBJICHU IIEPCOHATIOM

KonTponupoBaTh OI0IDKeT Ha IEepPCOHA] M YIpaBJIEBHE DacxoJaMH Ha
HepCcoHA

OpI‘aHI/I?»OBbIBaTb COIIPOBOXICHHUE JIOIOBOPOB IO BOIpOCaM YIIPABICHHA
IIEpCOHAJIOM, BKIOYast NIPEABAPUTCIIEHEIC ITPOLUCAYPHI II0 UX 3aKIIIOYCHHIO

Opranu3oBBIBaTh 3aKyNOYHBIE NPOLEAYPH, OQOPMISTE H aHATH3UPOBATh
3aKYHOYHYIO AOKYMEHTAIIHIO

KOH’I‘pOJ'H/IpOBaTB H aHaJIM3UPOBaTh BOIIPOCBEI COIUMAJIBHOI'O IApTHCPCTBA,
JOTOBOPEI NOCTABIIUKOB YCJIYI

IIpoBOomMTL IIEPETOBOPHI W MPENCTABIATH HMHTEPECHl OpraHW3alud B
rOCYHapCTBEHHBIX OpraHax, Ipo(eCCHOHANBHBIX COIO3aX H APYIHX
IPENCTaBUTENBHEIX OpraHax pabOTHHKOB M OpraHM3alMsX [0 BOIpPOCcaM
HepcoHalIa

Bectu nemoByro Depenucky

Pa6oTtats ¢ nHQOPMAIMOHHBIME CHCTeMaMH B 0a3aMH JaHHBIX 10 HEePCOHATY,
CHCTEMaM YOPaBICHUS IEPCOHATOM H OpraHu3allid  JAeATEIbHOCTH
CTPYKTYPHBIX IIOApa3aeneHuit

OObecneunBaTh  KaJpOBOE = JEIONPOHM3BOJACTBO M JOKYMEHTAIIHOHHOE
COIPOBOXKJICHHE IIPOLIECCOB IO YIPaBJICHWIO IIEpCOHAIOM © pabore
CTPYKTYPHBIX ITOAPa3AeIeHUI

OpraHu30BBIBaTh XPaHEHHE TOKYMEHTOB B COOTBETCTBHH C TPeGOBaHUAMH
TPYZOBOTO M apXHBHOTO 3aKoHozaTenscTBa Poccmiickoit Pepeparuu u
JIOKAIGHBIMH aKTaMH OpraHU3aIWd

CobmonaTs HOPMBI 3THKH JIEJIOBOT0 OOIIEHUS

HeobxonuMmele 3HaHUS

KopnopatuBHas KynabTypa, COIHajbHAs MOJIATHKA, CHCTEMBI MOTHBAI[HH M
9} PEeKTHBHOCTH yIIpaBJICHHS IIEPCOHATIOM

Mertoap! ynpaBleHHS pa3BUTHEM H 3(Q¢eKTHBHOCTHIO OPraHU3allUH, METO I
aHaM3a BHINOJIHECHHM ILUIAHOB U IPOTpaMM, OIIpeeICHUS X SKOHOMHYIECKOM
spdexTnBHOCTH

Mertoner NPOBCACHUA ayaAuTa, KOHTPOJA OICPAaTHBHBIX YIIPABICHYCCKHX
TIpONCCCOB, CONAOJIOTHICCKUX ACCICIOBAHUNA

busHec-1u1aH ¥ OM3HEC-IPOECCH OPraHu3aIiK

BromxeTHoe NpoekTHpoOBaHue
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OpI‘aHI/ISaHI/IOHHOG IIPOCKTHPOBAHUEC

®opMBl, MeTOABI M CHCTEMBl MATEpHATBHOTO M  HEMaTEePHAlIBHOrO
CTHMYJIMPOBAHHUS TPYya IepcoHaIa

Cucrempb CTaHAapTOB 1o OusHec-mpoIeccaM, mpodeccusm
(cmenmuagbsHOCTAM), HOPMBI TPYZa

MeToap! aHaH3a KOJHIECTBEHHOIO H KQ4eCTBEHHOI'0 COCTaBa HEpCcoHATIa

KapgpoBas monurrka oprasuszaiuy

Ilopsmox  gopmupoBaHMs, BeAeHHs OaHKa JAHHBIX M IIPEAOCTABICHUSI
OTYETHOCTH II0 CHCTEMaM YIIPABIEHHS IEPCOHATOM U paboTe CTPYKTYPHBIX
NoApasAcIcHui

OCHOBBI  OKYMEHTaIlMOHHOTO  oO0ecredeHus, MOpARoK odopMiIeHHs
JOKYMEHTOB, IIPE0CTaBIAEMBIX B rocyapCcTBEHHEIE OpraHHl,
npodeccHOHATBHBIE COI03E], O0IMECTBEHHEIE OpraHu3alyi

Ilenu 1 cTpaTerus pa3BUTHA OpraHU3alldM

Hopspmox  mpoBeleHMs — 3aKymodyHBIX  mpomeayp H  odopMieHHS
COITYTCTBYIOIIEH JOKYMEHTAIMH

HopmaTtnBHBIE npaBOBBIE aKThHI, PEryaMpylOOMe npaBa H OOS3aHHOCTH
TOCYapCTBEHHBIX OPraHOB W OpraHM3aliH IO NIPEeJOCTaBICHUIO YYETHOH
JOKYMEHTAIlUA

CrpyxTypa oOpraHmM3anye ¥  BakaHTHBIE JOJDKHOCTH  (mpodeccun,
CIEMAIBHOCTH)

TpynoBoe 3akoHOJATENBLCTBO U MHBIE aKThI, COAEPXKAINAE HOPMBI TPYAOBOTO
npaBa

OCHOBHl apXHMBHOTO 3aKOHOJATENLCTBA M HOPMATHBHEIE IIPAaBOBBIE aKTHI
Poccuiickoit @enepauny, B 9aCTH BeACHHA JOKYMEHTAIUH 110 IIEPCOHAIY

OcHOBBI HAIOTOBOTO 3aKOHOAaTeNbeTBa Poccmiickoit Penepanun

OCHOBBI MHIPallHOHHOTO 3aKoHoAaTenscTBA Poccmiickoit ®enepanmm, B
YacTU NPHUBICYCHUS U TPYAOYCTPONUCTBA HMHOCTPAHHBIX TPaXIaH U i 6e3
IPaXJAHCTBA

OcHOBHI AIMHHHCTPATHBHOTO 3aKOHOAATCILCTBA B obnmacti YIIpaBJI€HAA
NEPCOHAIOM B OTBECTCTBCHHOCTH JOJDKHOCTHEBIX JIMIY

3axoHOmaTenscTBO Poccuiickoit @enepanuy o nepcoHANBHBIX JAHHBIX

JloxaneHEIE HOpPMAaTHBHBIC AaKTbl OpraHmM3alnyi B obmactu YIpPaBICHUA
IICPCOHAIIOM

Ilopsaiok 3aKinoueHnss ZOTOBOPOB (KOHTPAKTOB)

HopMb! 3THKH 7e10BOro 00ImeHns

Bazosie OCHOBBI AHQOPMATHKH, CTPYKTYpHOE HOCTpOCHUE
HHGOPMANMOHHBIX CUCTEM M OCOOEHHOCTH paboThl ¢ HIMHU

Jpyrue XapakTepUCTUKH

IV. CBenenns 00 oprasu3anusax — pa3paéoraukax npogeccHoHaILHOro CTaHAAPTA

4.1. OTBeTCTBEeHHAN OPraHU3aAMUA-PA3PAOOTIHK

O6mepoccutickoe oobeauneHme padoTonateneit «PoccHiickuii Co103 MPOMBIILIEHHUKOB
npeanpuHIMarenei», ropox Mocksa

HcnonuutensHelii Bune-npe3usedT Kyssmus Imutpuit Bnaguvmuposuy

4.2. HammeHOBaHHA OpraHmM3anmii-pa3padoTiukoB

1 | AHO «HanuoHaNEHOE areHTCTBO Pa3BUTHA KBaIH(HKaIHiy, ropox Mocksa




Accommarnms (Coro3) «Acconmalys KOHCYJIHTaHTOB TI0 TOA00PY epcoHaay, ropoa Mocksa

I'pynna HeadHunter, ropon Mocksa

3A0 «KPOK HHKOPHOPEP'ITEI[, ropog Mocksa

Wndopmanmonno-anaymrraeckuil nentp «Kaapossriit Jlozopy, ropox Mocksa

MI"O «OIIOPA POCCHWy, ropox Mocksa

MG)KIIYHaPOIIHa}I acconmpanyd JCj0BOro COTPYOAHAYICCTBA, Iropon Mocksa

HOYY JITO «MucTuTyT NpodeccHoHaIBHOIO KaIpoBHKay», ropo MockBa

ORI N nNIAiWiN

HIT «Accomuanus EBponeiickoro 6u3necay, ropog Mocksa

HIT «BKK — HanmosaJnbHEBIH COI03 KaJIpOBHKOBY, ropoa Mocksa

==
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HIT «MexayHapoanslii abaac « TpynoBas Murpanms», ropog Mocksa

—
[\®]

HIT «HaumnonanpHas accounanus 0QUCHBIX CIIENUAMCTOB ¥ aIMHHHCTPATHBHBIX paOOTHHKOBY,
ropog Mocksa

13 | HIT MHO «Acconunanusg MesepkepoB Poccun», ropog Mocksa

14 | HII CYPO «HammonansHas koHpenepanus «Pa3BUTHE U4eIOBEIECKOT0 KaATAaIa», TOpo
Mocksa

15 | OAO «BJHX» (I'AO BBIL), ropoxn Mocksa

16 | OAO «I"asmpom HedTE-HoBocHOUpPCK», ropox HoBocubupck

17 | OAO «O6benuHEeHHAs CYyJOCTPOUTEIbHAS KOpIopalysy», ropox Mocksa

18 | OAO «PX]1», ropon Mocksa

19 | OAO «Caxanun Juepmixu MasectMenT Kommanmy, ropozx IOxHO0-CaxaMHCcK

20 | OAO «TarsedTs» nmenn B.J]. llammna, ropox Kasans

21 | OAO «Hayuno-npousBosacTeeHHOE 00beuHeHnE «Hayka», ropox Mocksa

22 | OO0 «LG Electronics Rus», ropon Mockea

23 '| 000 «busnec INcuxomorn SHL Russia & CIS HII», ropox Mockea

24 | OO0 «MUT-CK», ropon Mocksa

25 | 000 «Jlykoiin-exxuanpunry, ropog Mocksa

26 | OO0 «OKb 3enur», ropog Mocksa

27 | O0O0 «Ilerpomuym Tpeiiuary, ropox Mocksa

28 | OO0 «Ilonurpad-3ammray, ropogq Mocksa

29 | OO0 «llenTp xaxpoBBIX TexHONOTHH — O6yueHre. CTaxupoBkd. TpynoycTpOHCTBO», FOPOX
Mocksa

30 | Poccuiickoe mpeacraButenseTBo «Coleman Services UK» («Koymmar CepBrCH3Y), ropox
Mockga

31 | Toproro-mpomMbmuieHHas nanara Poccuiickoii @enepanuu, ropox Mocksa

32 | ®I'bOY BIIO «MockoBckuii rocyaapcTBeHHbI yHUBepcuTeT nMeHH M. B. JlomonOoCOBa»,
IIxona gupexropa o nepcoHaLy, ropoa Mocksa

33 | ®I'BOY BIIO MCY, ropox Mocksa

34 | ®I'bOY BIIO MOCH, ropox Mocksa

35 | ®I'bOY BIIO Cubupckuii rocynapCTBeHHHﬁ yrusepcuret nyteii cooomenus (CI'YIIC), ropoa
Horocubupck

36 | ®I'BY «HaygHo-HCCIe10BATENHCKUN HHCTHTYT TPYAa H COLHAIBHOTO CTPAXOBaHHU»
MunuctepcTBa TpyZla U conuaibHoit 3amuThl Poccuiickoii ®enepanuu, ropox Mocksa

37 | ®I'VII «lloara Poccuny, ropon Mocksa

38 | ®K «Ypancuby, ropog Mocksa

1 O6mepoccuitckuii KTaccUbHKATOp 3aHATHIL.

2 O6mepoccuiickmit KIaccuUKaTOp BAOB SKOHOMUIECKOM IEeATENBHOCTH.

* Enunbiii KB UKaLMOHHbIH CTIPABOYHUK JTOJDKHOCTEN PYKOBOMTENEH, CTICMANTMCTOR H APYTHX CITYKAIIHUX.
4 O6mepoccuiickuit KnaccuduKaTop npodeccuit pabounx, ToHKHOCTEH CITy)KAITUX ¥ TApU(HEIX PaspsAOB.




