Penakiius ot 1 ceHT 2022

IIpukas MunTtpyzna Poccuu ot 09.03.2022 N 109H

006 yTBepxkaeHuu NpodecCuoHAJTIHLHOIO CTaH/apTa
"CnenuaJivcT 1o yIpaBJIeHHUIo mepcoHajiom"

B coorBerctBMM ¢ nyHkToM 16 IlpaBmyi  pas3pabOTKM W VTBEDXKIECHUA
podecCHoHABHBIX CTAHIAPTOB, YTBEPXKAEHHBIX IIOCTAaHOBJIeHHEM IIpaBUTE/IHCTBA
Poccuiickoit @enmepanmu ot 22 guBapsa 2013 1. N2 23 (CobpaHme 3aKOHOJIATEIHCTBA
Poccuiickont ®eneparnum, 2013, NQ 4, cT.293; 2014, N2 39, cT.5266),

MIPUKa3bIBAIO:

1. YTBepAuThb MpHUIaraeMblii HOpodecCHOHANBHBIN cTaHaapT "CHEerUaJ ucT 1o
YIOpaBJIEHUIO IIepCOHATIOM".

2. [Ipu3HaTh yTpaTUBLIUM CHIy Lpuka3 MUHNCTepCTBA TPY/AA U COLMAIBHON 3aIIUTEI

Poccuiickoii  ®Peneparuu ot 6 OKTIO6psa 2015 1. NO 601 "OG6 yTBep:KIeHUU
npodeccuoHaANIbBHOro  crauzapra  "'Crnenmuajavcr 0O VIPAaBJIEHUIO  HepcoHasiom"

(aperucrpupoBaH MUHHCTEPCTBOM IOCTUIUHM Poccuiickor ®Pemepanmuu 19 OKTIOPs
2015 T., pETUCTPAIIMOHHBIA N2 39362).

3. YCTaHOBUTH, UTO HACTOAIIUM IIPHKa3 BCTYIIA€T B CHJIy C 1 CEHTAOpST 2022 T. U
JIEVCTBYET /10 1 CEHTSAOps 2028 T.

Munuctp
A.O.KotakoB

BapeructpmpoBaHo

B MuHuctepcTBe roCcTULMN
Poccuickon degepaumu
8 anpens 2022 roga,

pervctpaunoHHbin Ne 68136

YTBEPXOEH

npukasoMm MuHucTepcTea
Tpyga v couynanbHOM 3amThbl
Poccuiickon ®egepauun

oT 9 mapta 2022 roga Ne 109+

MPO®ECCUNOHANBHBLIV CTAHOAPT

CHeIII/IaJII/ICT I10 YIIpaBJIEHUIO IIEPCOHAJIOM

559

Perucrpanmonubiit
HOMED

CopepxaHue
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I. OG1ue cBeieHus

II. Onucanue TpPYAOBBIX (VHKIIMHA, BXOOAINUX B IIPOdeCcCHOHAJIBHBIA CTAHIAPT
(byHKIIMOHAIBHAI KapTa BUAA IPOodeCCuOHATBLHON NeaTeILHOCTH )

I11. Xapakrepucrtuka 0000IIeHHBIX TPDYAOBBIX (OVHKIIUUA

3.1. O6o6mmenHas TpyaoBas GyHKIuS "/[OKyMeHTallMOHHOe obecrieueHre paboThI C

epcoHayiom"

3.2. O60061eHHas TpyioBas QyHKIMA "JlesSTeIbHOCTD 110 00ecieYeHUI0 IepCoHaIoM"

3.3. OO6obmenHasa TpyznoBas GyHKIMA "/ledTeJIbHOCTh II0 OIEHKE U aTTeCTAIluU
mmepcoHasa"

2.4. O0o061eHHasa Tpynosad Gyvukima "JledTeJbHOCTD [0 PA3BUTHIO IIepcoHasna’”

3.5. O606H16HHaH TPyAOBasA hYHKIIUA "ﬂeﬂTeJIbHOCTb 110 OpraHu3anvy TpyJaa U OIJIAThI
"
IIepcoHajia

3.6.  O6o0OmieHHadg TpyaoBag dyHKuug  "JledTeqbHOCTH, 10 DOPMUPOBAHUIO
KODIIOPATUBHOM COIUAILHOM MOJUTUKN"

3.7. O600menHad TtpyaoBag ¢vHKINA "OnepaliioHHOE vIOpaBJeHUEe [epCOHAJIOM U
CTPYKTYDHBIM MOADA3AEJICHUEM Oprauusanuu’

3.8. O6006menHas TpynoBas GyHknusa "CrpaTernyeckoe yiipaBjaeHue IepcoHaioM”
IV. CBenienusi 06 OpraHu3aIuAx - pa3paboTyrkax TpodhecCHOHAIBHOTO CTaHIapTa

|. Obwme cBegeHus

VYnpasieHne mepcoHaioM OpraHu3aluu 07.003

(HauMeHOBaHME BUJa MPO(ECCHOHABHON AEATEIbHOCTH) Kon

OcHoBHaf 11eJ1b BU/Ia TPO(ecCuOHAIbHOMN AeATETbHOCTHU

Obecneuenne >PpPeKTUBHOTO (DYHKIIMOHUPOBAHMUS CHCTEMBl YIPABJICHUS IEPCOHAIOM IS
JOCTHKEHHUS 11eJIel OpraHu3aluu

I'pynna 3aHAaTH:

CrenuaaucTel B 00J1aCTH
noxdopa u
HCIIOJIE30BAHMS
nepcoHaa

1212 VYrpasmsonue TpyI0BEIMU pecypcaMu 2423

2424 CHGHI/IEUII/ICTLI B O6HaCTI/I IIOATOTOBKHU U
pa3BUTHS IEpPCOHATIA
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1
KO
(xomx OK3 (HaMEHOBaHHe) (xon (HaMMEHOBAHUE)
) OK3)

O6LLEepocCcUnCKMn KnaccnudunkaTop 3aHATUN.
OTHeceHHeE K BUJaM SKOHOMUYECKOU JeATEIbHOCTH:
01-99 Bce BHUABI SJKOHOMUYECKOU IEATEIHFHOCTH
(xox OKBO /1 .

7 ) (HamMeHOBaHWE BUJIa YKOHOMUYECKOM S TEIIbHOCTH )

O6Liepoccuinckmii knaccndmkaTop BUOOB 3KOHOMUYECKON OEeATENbHOCTU.

Il. OnncaHne TpyaoBbIX PYHKLUMIA, BXOAALWMX B NPodeCCnoHanbHbl cTaHaapT
(tbyHKUMOHaNbHas kKapTa Buaa NpogeccmoHanbHON OeATENbHOCTN)

O060011eHHbIE TPYIOBbIE (HYHKIIUU Tpynossle pyHKIUU
YpOBEHB
YPOBEHb
KO HalMEHOBaHME HalMEHOBaHME KOJ (moxypoBeHb)
KBTI (UKAITTT
KBTI (UKAITIT
Benenue
JIOKyMEHTalMOHHOE OKYMEHTAIMH 110
A obecnieueHne 6 ez . A/01.6 6
paboThI C yaery
nepcoHasia
Pa3paboTka THMOBBIX
dbopM  TOKYMEHTOB
o y4ery "
JIBUOKEHUIO
nepcoHana
MIEPCOHAIIOM p ’ A/02.6 6
COIIPOBOXK/ICHHE
poIIeTyp
odopmIIeHUs
TPYJIOBBIX
OTHOLIEHU
AJIMUHUCTPUPOBAHUE
IIPOLISCCOB " AI03.6 6
JOKYMEHTO0000poTa
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1o yuery u
JIBUOKEHUIO
IepcoHaIa,
IPECTAaBIECHUIO
JIOKyMEHTOB o
HepCOHATY B
rocyJ1apCTBEHHbIE
OpraHsl

JesTenbHOCTh IO

C6op unbopmanuu o

MOTPEOHOCTAX
00ecrneveHUI0 p B/01.6
OpraHu3aIuu B
MIEPCOHATIOM
nepcoHae
ITouck,
MIPUBJICYCHHE
P : B/02.6
moabop w®  OTOOp
nepcoHaia
AJIMHHHUCTPUPOBaHUE
MIPOIIECCOB
obecrieueHus
B/03.6
MIEPCOHAIIOM u
COOTBETCTBYIOIIETO
JIOKyMEHTO000poTa
JesTenbHOCTL IO
Opranuzanus u
OLICHKE "
npoBenecuue orenku | C/01.6
aTTecTaluu
nepcoHala
nepcoHaa
Opranuzanus u
MpOBEJICHHE
POBEA Cl02.6
aTTecTaruu
nepcoHasa
AJIMAUHHUCTPHUpPOBAHNE
MIPOIIECCOB
MPOBEJICHUS  OICHKH
" artecraiuu | C/03.6
nepcoHala u
COOTBETCTBYIOIIIETO
JIOKyMEHTO000poTa
Opranuzanus u
STEIBHOCTD I
Jearenbroc 0 MpPOBEJICHHE D/OL6
PasBUTHIO MEpOINPHUATHI o '
ficpcoHaa pPa3BUTHUIO u

MIOCTPOCHHIO




npodecCHoHaATBLHOMI
Kapbephl MepcoHaa

Opranuzanus
o0yueHwsI TepcoHaa

D/02.6

Opranuzanus
azanTanuu 51
CTaXUPOBKH
nepcoHasna

D/03.6

AJMUHHCTPUPOBaHUE
MPOIIECCOB Pa3BHUTHUSA
" MOCTPOCHHUS
npoQeCcCHOHAIBHON
Kapbepbl, O00y4eHus,
aJanTalyu,
CTaXXMPOBKHU
nepcoHana "
COOTBETCTBYIOLIETO
JIOKyMEHTO000poTa

D/04.6

JesTenbHOCTD 1O

OpraHu3anyu Tpyaa
u OILIAThI
epcoHaIa

Opranmzanus Tpyaa
nepcoHaa

E/01.6

Opranuzanus
OTLIIATHI Tpyna
nepcoHana

E/02.6

AJIMUHUCTPUPOBaHUE
IPOLIECCOB
OpraHu3aluu Tpyaa,
OILIAaTHl TEPCOHANA U
COOTBETCTBYIOLIETO
JIOKyMEHTO000poTa

E/03.6

JlesTenbHOCTH 110
(hOopMHPOBAHHUIO

KOpIIOPaTUBHOU
COLMAIbHOU
MIOJINTUKHU

PazpaboTka
KOpPIIOPAaTUBHOU
COLIMAIbHOU
MOJINTUKU

F/01.6

Peanuzanus
KOpPIIOPAaTUBHOU
COLIMAIbHOU
MOJINTUKU

F/02.6

AJIMUHUCTPUPOBAHUE
IIPOLIECCOB

F/03.6




KOpPIIOPAaTUBHOU
COLIMAIbHOU
MOJIUTUKHU "
COOTBETCTBYIOILIETO
JIOKYMEHTO00O0pOTa

OmnepairmonHoe
yIpaBJICeHUE
MIEPCOHATIOM
CTPYKTYPHBIM
MOJIpa3IeIeHuEM
OpraHu3aIuH

Paspabotka cucrembl
OTIEPALIMOHHOTO
yIIpaBJICHUS
NIEPCOHAIOM u
paboThI
CTPYKTYPHOTO
MOJIpa3IeIICHUS
OpraHu3aIuu

G/01.7

Peammzanus
OIEePALlMOHHOTO
YIPaBJICHUS
MepCOHAIIOM n
paboThI
CTPYKTYPHOT'O
MoJpa3IeICHUS
OpraHu3aiuu

G/02.7

PazpaboTka "
COIIPOBOXK/ICHHE
nporiecca

1 (pOBHU3AIIH u
aBTOMATH3AINH
yIpaBIeHUS
MIEPCOHAIIOM

G/03.7

AJIMUHUCTpPUpPOBAHNE
HpPOLIECCOB
OTIEPAI[IOHHOTO
yIpaBJIeHUS
HIepCOHAIIOM "
paboThI
CTPYKTYPHOTO
MOIpa3/IeIeHus
OpraHu3aIH "
COOTBETCTBYIOLIETO
JIOKyMEHTO000poTa

G/04.7

Crparernueckoe
YIIPaBJICHHUE
IIEPCOHAIOM

Pa3pabotka cucrembl
CTPaTEruuecKoro
yIpaBIeHUsS
MIEPCOHAIOM

H/01.7




Peanuzanms cucTeMBbI
CTPaTeTUYECKOTO
P H/02.7 7
yIpaBIeHUS
MIePCOHAIIOM
AJIMUHUCTpPUpPOBAaHUE
MIPOIIECCOB
CTPaTEru4ecKoro
yIpaBJIeHUs H/03.7 7
MIEPCOHATIOM u
COOTBETCTBYIOIIETO
JIOKYMEHTO00O0pOTa
lll. Xapaktepuctnka o606LeHHbIX TPYAOBbIX (OYHKLMIA
3.1. O60o6weHHas TpyaoBas PyHKLUMS
OKYMCHTAIMOHHOE
Hoxym 1 YpoBeHb
HaumeHnoBanue | obGecrieueHue paboThI ¢ | Kon A 6
KBaTM(UKALTIH
MIEPCOHAIIOM
[IpoucxoxaeHue
00001ICHHOM 3aMMCTBOBaHO
Hl . Opurunan X
TPYIOBOU W3 OpUTHHAIIA
byHKIIUN
Perucrpanuonnslii
Kon HOMED
OpuTrHHaNa  MPOPECCHOHATHHOTO
CTaHJIapTa
Crenuanuct o 0(pOPMIICHHIO TPYJIOBBIX OTHOIICHUH
Bo3moxHbIe
Crnenuanict 1Mo JOKYMEHTAaIlMOHHOMY OOECIIEUeHUI0 IepcoHata
HaWMCHOBaHUS
JIOJIKHOCTEH,
. Cneunanucr o IIEPCOHAIY
npodeccuit
Crienuanuct mno xKaapam
Cpennee npodeccuonanbHoe 00pa3oBaHHUE - MPOTPAMMEBI MOATOTOBKHU
TpeboBanus CIICIIUAIICTOB CPEJIHErO 3BEHA W JIOMOJHUTEIIEHOE TTPO(EeCCHOHATTEHOE
00pa30BaHHUIO oOpa3oBaHHe - MPOrpaMMbl MPOPECCHOHATHHONW MEPETOATOTOBKH B
00y4EHUIO 00J1acTH yIpaBJICHHUS TIEPCOHATIOM WJIH B 00JIACTH JOKYMEHTAITMOHHOTO

obecrieueHus paboTbI C IEPCOHAIIOM




NN

Beiciiee oOpa3oBaHue - OakanaBpuaT
1501058

Briciiee  oOpazoBanue  (HempodwmibHOE) - OakalaBpuar |
JIOTIOJTHUTENIbHOE MPO(ECCHOHAILHOE O00pa3oBaHHE - MPOrPaMMBbI
npo(ecCHOHANTLHOW  MEPEroArOTOBKM B 00JacTH  yIpaBJICHUS

NEepCOHAJIOM MM B O0JACTH JIOKYMEHTAIlMOHHOTO OO0ECHeUeHHUs
paboThI C IEPCOHATIOM

TpeboBaHus K ONBITY

He meHnee Tpex neT B cdepe ynpaBieHHs MEPCOHAIOM NPU HATHYUH
cpennero mnpodeccuoHaIbHOTO O00pa3oBaHUsI U JIOMOJHUTEIHLHOTO

MPaKTUYECKON npodeccHoHaIbHOTO 00pa3oBaHUsl - NPOrpaMM HpodecCHOHATBHOM

paboThI NEPENoAroTOBKM B 00JacTHU YIpaBJIEHUs NIEPCOHAIIOM WM B 00JACTH
JOKYMEHTALMOHHOTO o0ecriedeHus paboThI C EPCOHATIOM

OcoOsie yCIOBHS

JIOITyCKa K paboTe

Jlpyrue
XapaKTepI/ICTI/IKI/I

JlOTIOJTHUTEIbHBIE XapAKTEPUCTUKU

HaumenoBanue Ko HanmenoBanue 0a30B0ii TPYIIIIBI, TOKHOCTH
JIOKyMEHTA a (mpodeccun) WK CrieUaIbHOCTH
OK3 2493 Crermanuctsl B 006JacTH Moa00pa M HMCIIOJIb30BaHMS
nepcoHasa

EKC . - Crenuanmuct o kagpam
- Menemxep 1o nepcoHany

OKIIJITP 4 26583 Crnenpanucr 1o xajapam

OKCOj 5.38.03.02 MeHemKMEHT
5.38.03.08 | VYmnpaBieHue nepcoHaom

3

EOnHbIN KBanMUKaLMOHHbBIN CNPaBOYHUK JOMKHOCTEN PYKOBOAUTENEN, CNeunanucToB 1 ApYrnx Cryxaliux.
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O6Lepoccuiickmii knaccudmkaTop npodeccuit paboumx, AOMKHOCTEN cyXXaLUMX U TapudHbIX Pas3psaos.

O6Liepoccuincknin knaccudmkaTop cneLmanbHOCTEN N0 00pa3oBaHuIo.

3.1.1. TpygoBasa pyHKIUA
YpoBeHb
Benenue pokymeHTanud 1o P
HaumenoBanue Kox | A/01.6 | (momypoBeHb) 6
yU4eTy U JBUKCHHIO TIEPCOHATIA
KBaJIM(pUKAITAH
Hporexoxnere 3auMCTBOBaHO
TPyZIOBOH Opurunan X
P W3 OpUTHHAJIA
Perucrpanmonuei
Kon HOMEP
opurdHana  MpohecCHOHAIBLHOTO
CTaHJapTa

Tpynossie nenicTBUs

COop u nmpoBepKa TUYHBIX JOKYMEHTOB PAOOTHUKOB

KoncynpTupoBanue pabOTHUKOB MO BOMpocaM 0(OpPMIIEHUSI TPYTOBBIX
OTHOILIEHUH

Odopmnenue JIOKYMEHTOB, peraaMeHTHPYIOINX TPYAOBbIE
OTHOILIEHHSI ¢ KOHKPETHBIM paOOTHUKOM

[TonroroBka u oopMieHHE MO 3apPocy pabOTHUKOB U JTOJKHOCTHBIX
JUL KONMH, BBIMMCOK W3 KaJpPOBBIX JIOKYMEHTOB, CIIPaBOK,
uH(pOpMaLlUU O CTaxe, JbroTax, rapaHTUsAX, KOMIEHCALUIX U HHBIX
CBe/IeHUH 0 pabOTHHKaX

Brigaua pa6OTHI/IKy AOKYMCHTOB O €TI0 pr,[IOBOf/'I ACATCIIBHOCTH

JloBenenne bie} CBEICHUS pabOTHHKOB OpraHu3alMOHHBIX,
pacnopsIUTENbHBIX U KaJPOBBIX JOKYMEHTOB OpraHU3aluN

Benenune ydera, mpelyCMOTPEHHOTO TPYAOBBIM 3aKOHOJAATEIbCTBOM
Poccuiickon denepannn

Perucrpanus, yder, olepaTUBHOE XPAHEHHUE KaIpPOBBIX JTOKYMEHTOB,
IIOATOTOBKA UX K CAAa4e B apXuB
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PaboTa B KOpHOpaTWBHBIX M BHEIIHUX MH(POPMALMOHHBIX CHCTEMax U
UCMOJb30BaHUE LUQPPOBBIX CEPBUCOB, BBIIOJHAIOMIMUX (YHKIHUU
BEJICHU JOKYMEHTALUHU 110 IBMKCHUIO U y4eTy IepcoHana

Heo0Oxoaumeie
YMEHHUS

JIoKyMEeHTHPOBaTh TPYAOBBIE OTHOIICHHUS PAa3JIMUYHBIX KaTErOpHUi
pabOTHUKOB ¥ CICUUATBHBIX CYOBEKTOB TpPYAOBOTO TIpaBa B
COOTBETCTBUU C JICMCTBYIOIIMM 3aKOHOAATENIbCTBOM Poccuiickoi
@denepanuu, periamMeHTamMu  (CTaHIapTaMu)  JIOKYMEHTOOOOpoTa
OopraHu3aIu

BbIABIATh OMIMOKH, HETOYHOCTH, WCIPABICHHUS M HEIOCTOBEPHYIO
uH(pOpPMALIHIO B JIOKYMEHTaX, ONPENETATH HOJUIMHHOCTD
IIPEJCTABICHHBIX IOKYMEHTOB

Bectu yuer u perucTtpanuio JOKYMEHTOB B HMH(OPMAIIMOHHBIX
CUCTEMax U Ha MAaTEPUAIIbHBIX HOCUTEIAX

PaboTath co crenuanu3upoBaHHBIME UH(POPMALMOHHBIMA CHCTEMaMU
U IM(POBBIMU CEPBHUCAMHU T10 BECHHUIO yueTa U JABHKEHHIO IIepCOoHaIa

Bectu nenoByro nepenucky, 10KyMeHTO000pOT, periaMeHTUPOBAHHBIN
3akoHoAarenbcTBOM Poccuiickoit ®denepaunn B 00J1aCTH TPYIOBBIX
OTHOIIEHHH, C paOOTHUKAaMH, BHEUIHUMH KOHTpareHTaMu U
rpaxkJaHaMu

ObecneunBaTh coOmofieHre  TpeOOBaHUI  3aKOHOJATENILCTBA
Poccuiickoit @®enepaniui U KOPIOPATUBHBIX IOJUTHK B o0NacTu
00pabOTKM  TEepCOHANbHBIX  JAHHBIX W KOH(UACHIUAIbHOU
uH(popManun

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIEHHS

HeoOxoaumeie
3HAHUS

[Topsimox  odopmieHusi, BeIEHHUS M XpPAaHEHHUS JIOKYMEHTOB IIO
O(QOPMIICHHIO TPYAOBBIX OTHOIIEHMH, MO YIPaBJICHUIO MEPCOHAIOM B
COOTBETCTBUM C TpeOOBAaHUSAMHU 3aKOHOAATeNbcTBAa Poccuiickoit
denepanny U KOPIOPATUBHBIMY MOJUTUKAMH

[lenu ¥ 3agayMl OpraHU3alUU MO0 MOCTPOSHHUIO CHUCTEMBI O(hOPMIICHUS
TPYJIOBBIX OTHOIIEHUN

Tapudno-kBanupukavoHHbIE CIPABOYHUKK paboT u mpodeccuit
pabounx ©  KBATU(HUKAIMOHHBIE XapaKTEPUCTHUKU  JOJDKHOCTEH
CITy’KalluXx, npodeccruoHalbHbIe CTaHAAPTHI

Criermmanu3upoBaHHbIe MHOOPMAIIMOHHBIE CUCTEMBI, IIU(PPOBBIE YCIyTH
U CEPBHCHI 10 BEACHUIO ydeTa M ABMKEHUIO IEPCOHANIA, TPAHULIBI UX




MPUMCHCHUA

OcCHOBHBIE MCTPUKHU U aHAJIUTUYCCKHUE CPE3bI B obnactu JBHOXXCHUA U
yucTa rnepcoHajia

[Mopsimoxk ~ odopmiieHUsT  YCTAaHOBIIEHHBIX  3aKOHOJATEIHCTBOM
Poccuiickoit ®eneparuu  GopM  OTYETHOCTH B TOCYJIapCTBEHHBIC
OpraHbl

TpeboBanmsi  3akoHOmaTenbcTBAa  Poccuiickoir  denmepanuu 10
0(OPMIICHHIO TPYJIOBBIX OTHOIIICHHH, BOMHCKOMY y4ery,
YBEJIOMJICHHIO W TIPEJCTABIICHUIO OTYETHOCTH B TOCYAApCTBEHHBIC
OpraHbl  CIEIMUATBHBIX  KAaTErOpWid  paOOTHUKOB: HHOCTPAHHBIX
pabOTHUKOB M JIMIl 0O€3 TpaXIaHCTBA, WHBAJIMUJOB, JIMI], MMCIOIIIX
rapaHTUM W JIbIOTHI, YCTAHOBJICHHBIE 3aKOHOAATENIbHO, WU JPYTUX
CIIeIIUAJIbHBIX KaTEerOpuit

HopMmartuBHbBIE NpPaBOBBIE aKThl, OMNPEACISAIOIIAE HOPMBI TPYIAOBOTO
npaBa Poccutickoit ®enepanuu

3akonogarenscTBO Poccuiickoit denepanuu 00 UHANBUAYAIBHOM
(mepcoHM(pHUIMPOBAHHOM)  ydeTe B  CHCTEME  00s3aTelbHOTO
MIEHCUOHHOTO CTPaxOBaHUs

3akoHogarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX

JloxanpHblE HOPMAaTHBHBIE aKThl OpPraHU3AlMM, PETYIHMPYIOLINE
HOpSI0K  OOPMIICHHSI  PacHoOpSIUTENbHBIX M OpraHU3allMOHHBIX
JIOKYMEHTOB 10 NIEpCOHaITy, 0(OPMIIEHHUIO TPYIOBBIX OTHOIIEHUMN

HpaBI/ma BEJCHUS JEIOBOU MEpCIIMCKU

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

HApyrue )

XapaKTePUCTHKU

3.1.2. TpynoBasa pyHKIuA
Pa3pabotka THMOBBIX popm
JOKYMEHTOB TI0 y4eTy W Vposets
BMOKCHUIO IepcoHaa

HaumeHnoBanue a P > | Kong A/02.6 | (momypoBeHb) 6
COIIPOBOXICHHE IPOIIEAYP B —
odopmiieHus TPYJIOBBIX
OTHOILICHUH




IIpoucxoxaeHue
TPyAOBOI

byHKIIUN

3auMCTBOBAHO

OpuruHan X
W3 OpUTHHAJIA

Peructparmonubrit
Kon HOMED
OpUTrvHaja podeCCHOHATIEHOTO
cTaHjapra

TpynoBsle nencTBUA

Pa3paboTka mpoeKkTOB JOKAJIbHBIX HOPMATHBHBIX aKTOB OpraHU3allvy,
PEryJIMPYIOIIUX TPYAOBBIE OTHOIIEHUS

Pa3zpaboTka mMPOEKTOB MJOKYMEHTOB 1O O(GOPMIICHHIO TPYIOBBIX
OTHOUICHUH C KOHKPETHBIM PabOTHUKOM

[ToaroToBka mpeUIOKEHUH MO ONTHUMHU3AUH (OPM JOKYMEHTOB W
muGpoBU3aLMY  JTIOKYyMEHTOO0OpOTa  OpraHM3alud B 0o0jacTu
o(opMIIeHUS TPYAOBBIX OTHOLICHUH

HOI[]"OTOBKa IMPOCKTOB JOKYMCHTOB IIO IpoHcAypaM YIIPAaBJICHUS
MepCcoHaIOM, y4€Ta U ABUKCHUS IICPCOHAIA

[TonroroBka o 3anpocy roCy/1apCTBEHHBIX OpraHoB,
NPEJCTaBUTEIIBHBIX OPraHoB pabOTHUKOB OpPUTHMHAJIOB, BBIIHUCOK,
KONUI JOKYMEHTOB U MPEAOCTaBICHNUE B 3JIEKTPOHHOM BUJIE CBEJICHUH,
PErIaMEHTUPYIOIIUX TPYAOBBIE OTHOIIEHUS U UMEIOIINX OTHOLICHHUE K
perjJamMeHTaluy TPYAOBbIX OTHOLIEHHM

[ToaroToBka 3ampocoB B TOCYIapCTBEHHBbIE OpraHbl M CTOPOHHME
OpraHu3aIliy ISl TIOATBEP)KACHUS CBEJICHUI B HHTepecax pabOTHUKOB
u paboToaarens

IToaroroBka YBEJIOMJICHHI, OTUYETHOM, CTaTHCTHYCCKOU Hu
aHATUTUYECKOW H(DOpMALIUU IO 0OPMIICHHIO TPYIOBBIX OTHOIICHUH

Heo0Oxoaumsie
YMEHUSA

PaboTarh co crenuanu3upoBaHHBIMA MH(POPMALMOHHBIMUA CHCTEMaMH,
M(POBBIMU yCIyraMi M CEpBUCAMU IO BEACHUIO YUYeTa U JBUKCHHUIO
[IEPCOHAJIA, CONIPOBOXKIACHUIO TPYAOBBIX OTHOLLEHUN

AHaJ'II/ISI/IPOBaTI) JIOKAJIBHBIC HOPMATUBHBIC AKTBI W AJOKYMCHTHI 110
O(I)OpMJ'ICHI/IIO TPYHAOBBIX OTHOIJ.ICHHfI, (bOpMI/IpOBaTB MPpCAJIOKCHUS 110
HX aKTyaJIru3alun U yIydIICHHUIO

Omnpenensatb  CTPYKTYpy U COJAEpXKaHUE, TOTOBUTH  IPOEKTHI
HOPMATHBHBIX JOKYMEHTOB U JOKYMEHTOB IO O(POPMIICHUIO TPYIOBBIX
OTHOILIEHUI




OdopmisaTs KaIpoBbIE JOKYMEHTHI B COOTBETCTBHH C TPeOOBaHUSIMU
3akoHojaTenbcTBa  Poccuiickoit  Dexepanud M JIOKaJbHBIMU
HOPMAaTHUBHBIMHU aKTaMU OpraHU3aIuu

ObecneunBaTh co0uroIeHHe TpeOoBaHUI 3aKOHOZATEIbCTBA
Poccuiickoit ®enepanuu, KOPIOPAaTUBHBIX IOJUTUK B 00lacTu
0o0pabOTKM  NEepCOHANbHBIX  JaHHBIX W KOH(UACHUUAIbHOU
uHpopMaun

BecTtu nenoByto nepenucky

Co0:1r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHMSI

Heo0Oxoaumbie
3HAHUSA

HopmatuBHBIE TIpaBOBBIE AaKThI, ONPEACISIIONIAE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOI'O 3aKOHOJATENIbCTBA W HOPMAaTHBHbBIE IIPABOBBIE
akTel Poccuiickoit denepanmu B obmacth oQOpMIICHHS, BEIACHUS WU
XpaHEHHs JOKYMEHTOB 10 0()OPMIICHHIO TPYAOBBIX OTHOIICHHI

3akoHogarenscTBO Poccuiickoit ®enepaunn 00 UHAMBUAYAIBHOM
(mepcoHnpuMpOBaHHOM)  y4eTe B  CHCTeME  00s3aTeNIbHOTO
NIEHCHOHHOTO CTPAaXxOBaHUS

[Topsmox  odopmieHHs TNEpPBUYHBIX JOKYMEHTOB JUIsl  Lesei
OyxranTepckoro yuera B cepe opopMIeHHs TPYLOBBIX OTHOIIEHUH

Tapudno-kBanupuKkalMoOHHbIE CIPABOYHUKK paboT u mnpodeccuit
pabounx W  KBaTU(HUKALMOHHBIE XapaKTEPUCTUKU  JOJDKHOCTEH
CITy’KallluX, MpodeccruoHalbHbIE CTaHAAPTHI

TexHomornu, MeETOABI W METOAMKUA IPOBEACHUS aHalIW3a U
CUCTEMAaTH3alMK JOKYMEHTOB U UHQOpMaIUH

3akoHonarenbcTBO Poccuiickon denepanuv 0 NEpCOHABHBIX TaHHBIX

[lenu ¥ 3agayMl OpraHU3alUU MO0 MOCTPOSHHUIO CHUCTEMBI O(hOPMIICHUS
TPYJIOBBIX OTHOIIEHUN

JlokanbpHbBIC HOPMATUBHBIC aKThbl OpTaHU3allui B o0actu O(I)OpMJIeHI/IH
pacnopsAauTCIbHBIX n OpraHu3allMOHHBIX, I/IH(l)OpMaIII/IOHHO-
CIIPpaBOYHBIX JOKYMCHTOB, PCrYJIMPYIOIINUX TPYAOBBIC OTHOIIICHU A

Criermmanu3upoBaHHbIe MHOOPMAIIMOHHBIE CUCTEMBI, IIU(POBBIE YCIyTH
U CEPBHCHI 10 BEACHUIO ydeTa M ABMKEHUIO IEPCOHANIA, TPAHULIBI UX
[IPUMEHEHUS




OcHOBHEIC MCTPUKU U AHAJIUTUYCCKUC CPC3bI B obactu JBMXXCHUA U
yucTa 1icpcoHalia

[TpaBuiia BeZieHUS 1€710BOM NEPENIUCKU

HopMbI 3TKH 1e10BOTO 00IIEeHUS

HApyrue
XapPaKTCPUCTHKHU

3.1.3. TpyaoBasa QpyHKIusA

AJIMAHHUCTpHUpPOBaHUE

MPOIIECCOB 51

JOKYMEHTO000pOTa TI0 y4eTy U YpoBeHb
HaumMmeHoBaHue | ABUIKEHUIO nepconana, | Kox A/03.6 | (momypoBeHb) 6

MPEJICTABICHUIO  JIOKYMCHTOB KBTI (DUKAITAH

1o MepcoHaITy B

rOCy/IapCTBCHHBIE OPTaHbI

IIpoucxoxneHne
TPyZIOBOM

byHKIIUN

3auMCTBOBAHO

Opurunan X
U3 OpUTHHAaJIa

PerucrpanmonHuslit
Kon HOMEp
OpUTHHaja npodeccuoHalIbHOTO
CTaHzapTa

TpynoBsie 1elCTBUS

Opranu3anus J0KyMEHTO000pOTa IO yYETY U JBUXKEHUIO IIEpCOHAIIA

Opranuszanus  NOpeACTaBICHUS  JOKYMEHTOB IO  MEpCOHAlNy B
roCyJIapCTBEHHBIE OPTaHbI

[ToaroToBka yBeAOMIIEHUNA, OTYETHOM, CTATUCTUYECKON U aHATUTUYECKOMN
nH(OpMAILIUY TIO IEPCOHATY

[ToaroroBka mH(pOpMaLUU O 3aKIOYEHUH TPYIAOBOIO WIH TPa)KIaHCKO-
MIPaBOBOTO JIOTOBOpAa Ha BBHIMOJHEHHE paboT (OKa3aHHE YCIyr) C
TPAKJAHUHOM, 3aMEIIAOIIMM  JOJDKHOCTH  TOCYJapCTBEHHOW  WIJIU
MYHUIUOATBHOW  CIy’KOBI, IEpeYeHb  KOTOPBIX  YCTAHABIIMBACTCS
HOPMaTUBHBIMU IIPaBOBBIMM akTaMu Pocculickon @enepanun

Heobxomnumele
yYMEHUS

OdopmIATh y4eTHbIC TOKYMEHTBI, IIPEIOCTABISIEMbIE B TOCYAapCTBEHHBIC
OpraHsl, IPeACTaBUTEIbHbIE OPraHbl PAOOTHUKOB




Opranu3oBbIBaTh XpaHEHHE IOKYMEHTOB B COOTBETCTBHH C TPEOOBAHUSIMU
3aKOHOIATEIbCTBA Poccuiickoit denepaunn u JIOKAJILHBIMU
HOPMaTUBHBIMU aKTaMH OpraHU3aluu

PaGorate ¢ MHQOPMAIMOHHBIMH CHCTEMaMH, LU(POBBIMU YCIyraMU H
CEpBHUCAMHU I10 BEJCHUIO yUeTa U JBUKEHHUIO TIEpCcoHaIa

Paborate ¢ uH(OPMAIMOHHBIMU CHCTEMaMH, LU(POBBIMU YCIyraMH H
CepBHCAaMH II0 BEACHHIO CTAaTHCTHYECKOH M OTYETHOW HMH(OpPMAIH U
AHAJUTHKH I10 TIEPCOHAITY

@®opmMHupoBaTh TNPEUIOKEHHUS 10 AaBTOMATH3ALUMH M LIU(PPOBH3ALUH
IPOLIECCOB M JIOKYMEHTOOOOpOTa IO y4eTy M ABWKEHHIO IIepcoHaa,
JTOKYMEHTOB II0 MEpCOHANy /sl MPEACTaBICHHS B TOCYJapCTBEHHBIC
Oprabl

AHanu3upoBaTh NPaBUIIa, MPOLEIYPHI U MOPSAIOK, PErYIHPYIONINE ITpaBa U
00s13aHHOCTH TOCYAAPCTBEHHBIX OPraHOB M OPTraHM3allMU IO BOIPOCAM
oOMeHa TOKyMEHTAIUEeH Mo MepCoHaty

ObGecneunBaTh cOOMIOICHUE TpeOOBAaHUN 3aKOHOJATEILCTBA Poccuiickoit
Odenmepanii ¥ KOPIIOPATUBHBIX MOJMTHK B oOmactd  00paboOTKH
MePCOHAJIBHBIX JIAHHBIX ¥ KOHPUICHIIUATBLHOW HHPOpMAITUH

Bectu nenosyro nepenucky

Co0ro1aTh HOPMBI ATHKHU JIEJIOBOTO OOIIEHHS

Heo0Oxonnmeie
3HAaHUA

Texnomoruu, MeToAbl M  METOAUKM  IPOBEACHUSA  aHaIM3a U
CHUCTEMAaTH3allMM JOKYMEHTOB U HH(OopMauu

OcCHOBBI  TOKyMEHTOOOOpOTa W JOKYMEHTAlIMOHHOTO OOecredeHus
OpraHu3aIu

Opranu3zalioHHasi CTPYKTypa OpraHu3aluu

Tapudno-kBanudpukanoHHbIE CIPAaBOYHUKN PaOOT U npodeccuii padbounx
U KBATM(UKAMOHHBIE XAPaKTEPUCTHKH  JOJDKHOCTEH  CITy)KallluX,
npogeccuoHaIbHbIE CTaHAAPTHI

Creunanu3upoBaHHble HH(QOPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTU U
CEepPBUCHI II0 BEACHUIO ydeTa M JBWXKECHMIO IIEpPCOHANa, IPaHULbl HX
IIPUMEHEHHUS

OcCHOBHBIE MCTPUKHU W AQHAIUTHYCCKUC CPE3bI B obnacTu JABMOKCHUSA U
ydc€Ta rnepcoHajia




HopmartuBHBIE NpaBOBbIE aKTHl, PEryIHPYIOUIME IpaBa M OOS3aHHOCTH
rOCYJapCTBEHHBIX OPraHOB, MPEACTaBUTEIbHBIX OPraHOB PAOOTHUKOB IO
IIPEAOCTABIICHUIO YYETHON TOKYMEHTALUH

HOpMaTI/IBHBIe IIPAaBOBBIC aKThI, OIIPEACTIAIOINE HOPMBI TPYAOBOT'O IIpaBa

OCHOBBI apXMBHOT'O 3aKOHOJATENbCTBA U HOPMAaTHUBHBIE IPABOBBIE AKTHI
Poccuiickoit ®enepanmu B 00JAaCTH  BEISHHS JOKYMEHTAIlUU IO
MEePCOHATY

3axoHoaarenscTBO Poccuiickoit denepannn o nepcoHanbHbIX JaHHBIX

JlokanbHbIC HOPMATUBHLIC AaKTbl OpPraHHU3allild B obnactu O(bOpMJ'IeHI/IH
PacCiopAIUTCIIbHBIX W OpraHU3allMOHHBIX, I/IHCI)OpMaIII/IOHHO-CHpaBO‘-IHI)IX
AOKYMCHTOB, PCTYJIHUPYIOIIHUX TPYAOBBIC OTHOICHUS

HpaBHna BEJICHUS JICTIOBOM MEPCIINCKU

Hopwmbl 3TKH 1emoBoro oliieHus

Hpyrue
XapaKTEPUCTUKH

3.2. O6obLweHHas TpyaoBas PyHKUMS

eATEIIBHOCTh M0 O00CCIICUYCHUIO YpoBeHb
HaumeHoBaHue A Kon B P 6
MIEPCOHAIIOM KBaNTU (DUKAIH
[IpoucxoxaeHue
00001IeHHON 3aMMCTBOBaHO
tHer Opurunan X
TPYIOBOU W3 OpUTHHAJIA
byHKIIUU
Peructpanmonuei
Kon HOMEP
OpUTHHANa  MNPOPECCHOHATBHOIO
CTaHJapTa
Cnernuanuct o moa00 TepcoHasa
Bo3MoxHbIE 1 A00py Y
HAaUMEHOBAHMS
N Cnenuanuct o MepcoHany
JOJHKHOCTEH,
npodeccuit

Menemxep 1o nepcoHany




TpeboBanus K | Boiciiee oOpa3oBaHue - OakanmaBpuat

00pa3oBaHMIO u

00y4eHUIO WM
Briciiee  oOpazoBanme  (HempodwibHOE) - OakamaBpuar  u
JIOTIOJTHUTEIIbHOE  MPO(ECCHOHATbHOE 00pa3oBaHUE - MPOrPaMMBbI
npo¢eCCHOHATLHON NEePENoArOTOBKM M0 HAIPABIICHUSAM JEATEILHOCTH
110 00ECTICUCHHIO TTePCOHATIOM

TpebGoBanus K

OIIBITY

MPAaKTUYECKOU

paboThl

Oco0ble  ycioBus

AOITYCKa K pa60Te

Jlpyrue
XapaKTepI/ICTI/IKI/I

JlonIOJTHUTEIbHBIE XapAKTEPUCTUKU

HaumenoBanue Ko HaumenoBanue 6a30Boii rpymiibl, JOHKHOCTH
JIOKYMEHTA A (mpodeccun) UK CrenUaIbHOCTH
0K3 2423 Cneumanuctsl B obimacth  mojxbopa U
- MCIIOJIb30BaHUs TIEpcoHala
EKC - Crernuanuct 1o Kajapam
- Menemxep 1o nepcoHany
OKIIJTP 26583 Crenuanucr no kajapam
OKCO 5.38.03.02 MenemKMEHT
5.38.03.03 VYpariieHre epcoHaIoM
3.2.1. TpynoBaa pyHknusa
Coop uHbopmaun 0 YpoBeHb
HaumenoBanue | morpeOHOCcTsX opranusainuu B | Kom | B/01.6 | (momypoBeHs) 6
IepCcoHaJIe KBaJIM(pUKaMu



https://1kadry.ru/#/document/99/1200121893/XA00M1S2LR/
https://1kadry.ru/#/document/99/9029638/XA00M1S2LR/
https://1kadry.ru/#/document/99/456069557/XA00M1S2LR/

IIpoucxoxaeHue
TPyAOBOI

byHKIIUN

3auMCTBOBAHO

OpuruHan X
W3 OpUTHUHAIIA

Peructparmonubrit
Kon HOMED
OpUTrHHaja podeCCHOHATIEHOTO
cTaHjapra

TpynoBble nelcTBUA

dopMmupoBaHUE  TEpeYHEe  BaKaHTHBIX W  IUIAHUPYEMBIX K
YKOMIUIEKTOBAaHUIO  JOJDKHOCTEH  (mpodecchii,  CHEUaIbHOCTEH)
OpraHu3aIH

dopMUpOBaHUE CAMOCTOSTEIBHO U (WJIM) COBMECTHO C PYKOBOJHMTEIEM
COOTBETCTBYIONIETO  TOJpA3CIeHUs TpPeOOBaHWH K  BaKaHTHOU
JOJDKHOCTH (Mpo(heCcCUr) U UX KOPPEKIIHS

AHanu3 pbeIHKa TpyJa W TEpCOHANa OpTaHM3alHA 10 MPOQHITIO
BAaKaHTHOM JOHKHOCTH (TIpodeccuu, CreuaibHOCTH )

WNudopmupoBanne 5 KOHCYIBTUPOBAaHUE PYKOBOAMTEIIEH
NOJpa3AeiCHUl M OpraHu3ald [0 BONpPOCAaM pBIHKA TpyAa u
o0ecrnieuyeHus NepcoHaIoM

Heo0Oxoaumsie
YMEHUSA

Cobupatp, aHaIM3UpPOBaThb M CTPYKTYpUpOBaTh HHPOpMalui 00
0COOEHHOCTSIX ~ OpraHM3alMud paboT Ha pa3jIMYHBIX  ydacTKax
MIPOU3BOJICTBA M HA KOHKPETHBIX pabOYMX MecCTax C Y4eToM Lejei,
3a]1a4, [JIaHOB U CTPYKTYpPBl OpraHu3aluu

Cobupath, aHaIM3UpPOBaThb MU CTPYKTypUpOBaTh HHPOpMalHio 00
0COOEHHOCTSIX U BO3MOXKHOCTSIX ITEPCOHAJIa OpraHU3aluu

Cobupatp, aHaIM3UpPOBaThb M CTPYKTYpUpOBaTh HHPOpMalui 00
0COOEHHOCTSX pBIHKA TPYJla, BKIIOYAs MPEUIOKEHHUS YCIYT 110 TIOUCKY,
MPUBJICYCHUIO, TTOI00PY U 0TOOPY IEpCoHama

PaGorate B MHQOpPMAIMOHHBIX CHCTEMAaxX, HCIOJIB30BaTh IH(PPOBBIE
YCIAYIM U CEepBUCHI MO CcOOpY, aHamM3y M CTPYKTYpHUPOBAHHIO
MOTPEeOHOCTH OpPraHU3alliU B KaJipax

dopMupoBaTh MPEAJIOKEHUS MO ABTOMATHU3AIMH W MHPPOBU3ALNN
OTIepaIlfii U MPOIIECCOB cOOpa MOTPEOHOCTH B MIEPCOHAIE

KoHCynbTHPOBaTh COTPYIHUKOB U PYKOBOJHMTEICH OpraHU3alMy IO
BOTIPOCaM pPhIHKA TPy/ia U 00eCIeYeHUs IIePCOHAIOM




ObecneunBaTh cobmoneHne  TpeOOBaHWMM  3aKOHOAATENbCTBA
Poccuiickoit denepanuu ¥ KOPIMOPATUBHBIX IOJUTHK B 00JIaCTH
00pabOTKM  TMEPCOHAIBHBIX  JaHHBIX W KOH(UIACHIUATHHOU
nHpopmaruu

Bectu nenoByro nepenucky

Co0bmo1aTh HOPMBI ATHKH JITIOBOTO OOIICHUS

Heo0Oxoaumeie
3HAHUS

TexHomornn, MeTOOBl M METOAMKM IIPOBEACHMS AaHAIU3a U
CHCTEMaTH3alu1 JOKYMEHTOB U HHPOPMALIUU

[Topsamox ompeneneHus MEPCHEKTUBHON W TEKylled MOTPeOHOCTH B
repcoHaie

Hctounnku obecrieueHus OpraHn3aluy MepcoHaIoM

OpraHI/I3aHI/IH pa60T Ha Ppa3JM4HbIX  Yy4YaCTKax IIPOU3BOACTBA,
opranu3anuvu, OoTpaciin

OO1ue TeHIeHIIUU Ha PBIHKE TPY/Aa B LEJIOM M B OTAEIHHOM OTpaCiH,
KOHKPETHOU npodeccuu (I0KHOCTH, CIICIIUATHFHOCTH )

OCHOBBI IICUXOJIOTUU U COIIMOJIOTHH Tpyda

OcCHOBEI 9KOHOMMKHU, OpraHu3aliu Tpyaa 1 yIIpaBJICHUA

TapudHo-kBanupUKaLMOHHBIE CHPAaBOYHUKM paboT u mnpodeccuii
pabounx © KBaIM(UKAIMOHHBIE XapaKTEPUCTUKHA  JOJDKHOCTEH
CITy’KallluX, Mpo(hecCHOHATIbHbIE CTAaHAAPTHI

HopmaTtuBHbIE NpaBOBBIE AaKThI, ONPEAEISAIONIUE HOPMBI TPYJOBOTO
npaBa

OCHOBBI ApXMBHOTO 3aKOHOJIATEJIbCTBA W HOPMATHUBHBIE ITPABOBBIC
akTel Poccwuiickoii denepanyu B 00iacTH BelEHUS JTOKYMEHTAIMH TIO
MepcoHay

3akoHonarenscTBO Poccuiickoit @enepanyivi 0 NEPCOHAIBHBIX JaHHBIX

JlokanbHble HOPMATHUBHBIE AaKThl OPTaHU3AINH, PETYIHUPYIOIINE
MOPSIIOK TOI00pa MepcoHana

Crnenmanu3upoBaHHble HHOOPMAIIMOHHBIE CHCTEMBI, IIU(PPOBBIE YCIYTH
U CepBHCHl B 00JacTH oOecredYeHus IEePCOHAIOM, TPAHHUIBI HX




MNPUMCHCHUSA

OcHOBHBIE METPUKM B 00JacTd mojadopa W ordopa KaHAWIATOB Ha
BaKaHTHBIE JIOJDKHOCTH I 00eCIIeYeHHsI MOTPEOHOCTH B TIEPCOHAIIS

[IpaBuia BeneHUs 1€10BOU IIEPEUCKU

HOprI O9THUKH JCJIIOBOTO O6H_I€HI/I${

Apyrue i
XapaKTePUCTUKU
3.2.2. TpyaoBasa pyHKnuA
[Touck, mpuBieyeHue, Mo100 Y pOBCHE
HanmenoBanwne > 1P ’ p Kox | B/02.6 | (momypoBeHb) 6
u 0TOOp mepcoHana
KBaTH(UKALTIH
IIpoucxoxaeHue
. 3auMCTBOBaHO
TPYIOBOH Opurunan X
W3 OpUTHHAJIA
byHKIIUU
Perucrpanuonnsiii
Kon HOMED
OpHUTHHAlA npohecCuoHaTBLHOTO
CTaHJIapTa

TpynoBbie nericTBUs

ITouck BO BHYTPEHHMX W BHEIIHUX HUCTOYHUKaX WHPOpMAIUU O
KaHJIUJaTaX, COOTBETCTBYIONIMX TPEOOBAHUSM BaKAaHTHOW JOJKHOCTH
(mpodeccun, CrenuanbHOCTH) W UHBIM MOTPEOHOCTSM OpraHHU3allH B
TepcoHae

Pa3memienne cBepeHuMii 0 BakaHTHOM jgoimkHOocTH  (mpodeccuw,
CIELIMAIBHOCTH) B CpeacTBax MaccoBOM uHpopMaIuy,
CHeIHaTM3UPOBAHHBIX pECypcax U CepBHUCAX

BLIGOp CII0CO00B U MCTOOOB MMPUBJICUCHUA MIEPCOHAIAa B COOTBETCTBUU C
IIaHaMu U OrpaHUYCHUSAMU OpTraHu3alunu

C6op, comocTaBieHHe, CTPYKTYpUPOBAaHHE U MpPOBEpKa WH(POpPMAIHUU O
KaHJIMJaTax Ha BaKaHTHbBIE TOJDKHOCTH (IIpodeccuul, CrieuanbHOCTH )

[IpoBenenue cobecenoBaHuii W BCTped € KaHAWAATaMHd Ha BaKaHTHBIE
JNOIKHOCTH (mpodeccrun, CHenuanbHOCTH), W3BEIICHWE KaHIuaaTa u




HaHMMAaTeJIs O pe3yibTaTax codeceJoBaHus (BCTPEUH)

Ouenka COOTBETCTBUS KaHAMJIATOB TPEOOBAHUSAM BaKaHTHOM JOJDKHOCTH
Y MHBIM TpeOOBaHUSAM OpraHu3anyu (mpoQeccuu, CuennaIbHOCTH)

[MonroroBka mnpenioxeHuid 1o (GOpMHUPOBaHUIO OOJKETa Ha TIOUCK,
IpuUBJIeYEeHUE, TOA00p U 0TOOp MepcoHana

WNudopmupoBanre U KOHCYIbTHPOBAHNE PYKOBOIAUTENCH MMOIpa3/IeeHUi
Y OpraHu3aliy 10 BONpOcaM MPHUBIICYEHNUS IIEPCOHANA C OLEHKOM 3aTpar

Heo0Oxomumeie
YMEHUS

Onpenensitb KpUTEpUM IOUCKA, IPHUBJIEYEHUs, MOJA00pa H OTOOpa
nepcoHana

Cobupath, aHaAMU3UPOBATh U CTPYKTYpPUPOBATh HHQPOPMAIHIO O
KaHJAUJaTax U MPeJIOKEHUSIX Ha PhIHKE TpyAa

PaGoTaTh ¢ TOMCKOBBIMHU cHUCTEMaMH, HH(MOPMAIMOHHBIMU PECypcamMu U
U(GPOBBIMU CEPBUCAMHU B 00JIACTH 0OECTICUEHHSI IEPCOHATIOM

(DOpMI/IpOBaTB NpCAIOKCHUA 110 aBTOMATU3allUUd U I_II/ICI)pOBI/ISaI_[I/II/I
IIPOLECCOB IMOMCKAa U IMMPUBJICUCHUS IICPCOHAIA

[IpuMeHATh TEXHOJOTUU U METOJUKHU IMOMCKA, MPUBJIEUYEHHUs, Toa0opa U
oTOOpa KaHAMJATOB Ha  BakaHTHbIE JOJDKHOCTH  (mpodeccun,
CHEIHAIbHOCTH) B COOTBETCTBUH C UX ClieUU(UKON

KOHCYJ'ILTI/IpOBaTB 110 BOIIpOCaM IPHUBJICYCHUS IIEPCOHATIA

CocTaBisate u KOHTPOJHUPOBATh CTATbU PACXOJ0B Ha obecrneucHue
IIEPCOHAJIOM JIA IIJTaHUPOBAHUA 6IOI[)K€TOB

Ob6ecneunBaTh coOMI0OIeHUE TpeOOBAaHUI 3aKOHOAATEILCTBA Poccuiickoit
denepanu ¥ TOJUTUK  paboTomarenss B o0jacTH  0OpabOTKH
MePCOHANBHBIX JTAHHBIX U KOH(UIEHITNAIbHON HHpOopMaru

Bectu nenoByto nepenucky

Co0mroaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HCO6XOI[I/IMBIC 3HaHUA

HcTtounnku oOecreueHus OopraHu3anuru 1nepcoHaioM

TexHomornn M METOAMKHM IOMCKa, NpUBJIEUEHUs, moadopa u oTOOpa
nepcoHasa




Cuctembl, Metoabl U (GOPMBI MaTEpPUATBHOTO M HEMAaTEPUATBHOTO
CTUMYJIMPOBaHUs TPyla IepcoHaIa

TexHonmornn u MeToasl (OPMHPOBAHUS M KOHTPOJIS OHOHKETOB
OpraHu3anyuu

TexHomornn, MeTOOBI M METONMKM  IIPOBEIEHUS  aHAJIN3A,
CHCTEMaTH3aluU JOKYMEHTOB U HH(POPMAaLIUU

OpranuzaloHHasi CTPYKTypa OpraHu3aluu

[lepedyeHp BakaHTHBIX JOJDKHOCTEH (Ipodeccuit, CriernanbHOCTEH)

Tapudno-kBanupUKaIMOHHBIE CHPAaBOYHUKH pabor u mpodeccuii
pabounx M  KBWIM(QUKAMOHHBIE  XapaKTEPUCTUKU  JOJDKHOCTEH
CITy’KalllnX, Mpo(heCCHOHATbHBIE CTAaHAAPTHI

MeTtoauka IUIAaHUPOBAHUA HOTpC6HOCTI/I OopraHu3aliiud B IIOHMCKEC H
IIPUBJICYCHUHU IICPCOHATIA

OOmre TeHACHIIMU Ha PhIHKE TPyJa M B OTICIBHBIX OTPACsAX M BHIAX
npodecCHOHATBHOM IeATEIIBHOCTH

OCHOBBI IICUXOJIOTUU U COIIMOJIOTHH Tpyda

OcCHOBEI 9KOHOMMKHU, OpraHu3alvu Tpyaa U ypaBJICHUS IICPCOHAIIOM

Crnenmanu3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IU(POBbIE YCIYTH U
CepBHUCHI B 00JIACTM TOWCKA W TPUBJICUEHUS IEPCOHANA, TPAHUIBI UX
MIPUMEHEHHUS

OcCHOBHBIE METPUKH W aHAIMTUYECKHE Cpe3bl B OO0JACTH TOUCKA M
MPUBJICYCHUS TIEpCOHAa

HopMmatuBHBIE TPaBOBBIE aKThI, OMPEACIISIIONINE HOPMBI TPYIOBOTO TIpaBa

OCHOBBI APXUBHOI'0 3aKOHOAATEIILCTBA 1 HOPMATUBHBIC ITPABOBBIC aKTHI
Poccuiickoit ®enepanu B 00JACTH BEICHHS JIOKYMEHTAIMU I10
nepcoHay

OcHOBBI HAJIOrOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu

3akoHo aTenbCcTBO Poccuiickoi denepannn 0 MePCOHATbHBIX JaHHBIX

JlokanbHble aKThl OpraHU3allii, PEryIUpYIoIIue MOPSAIoK oOecreyeHus




MEPCOHATIOM

[IpaBuna BeneHUs AEI0BOM NEPENUCKU

HOprI O9THUKH JCJIIOBOT'O O6H_I€HI/I${

Apyrue
XapaKTEPUCTUKHU

3.2.3. TpynoBasa pyHKIuA

AJIMHHUCTPUPOBaHUE
IPOIIECCOB obecrieyeHus YpoBeHb
HaunmenoBanue | mepcoHaaom u | Kon | B/03.6 | (momypoBeHb) 6
COOTBETCTBYIOILIETO KBaJTH(HUKAINN
JIOKYMEHT0000pOTa
IIpoucxoxaeHue
. 3aMMCTBOBaHO
TPYAOBOMA Opurunan X
U3 OpUTHHAJIA
byHKIIUU

Perucrpanuonnsiii
Kon HOMED
OpUruHazia npogeccuoHaIBLHOIO
cTaHaapra

TpynoBbie nencTBUA

Ananuz IMponeccoB I[OKYMCHT0060pOTa, JIOKAJIbHBIX JOKYMCHTOB IIO
BOIpocamM obecrieueHHs nepcoHaaioM

Bel[eHI/Ie PIH(I)OpMElI.[PIPI O BAKaHTHBIX OOJDKHOCTAX (npocbeccmix,
CHGIII/IZU'IBHOCT?IX) 1 KaHAUJaTax

JIOKyMEHTAIIMOHHOE COIPOBOKACHNE KaHAWIATOB Ha dTalax IOWCKa,
MPUBJICUEHUS], 10100pa U 0TOOpa MepCcoHaa Ha BaKaHTHBIE IOJKHOCTH
(mpodeccun, cnenuanbHOCTH), WH(DOPMHUpPOBAHHE KaHIUIATOB O
pe3yabTarax oroopa

[ToaroToBka 3ampocoB O KaHAMAATaX B TOCYAapCTBEHHbIE OpPraHbl B
Cllydasx, HPEJyCMOTPEHHBIX JEHCTBYIOUIMM  3aKOHOJATEIbCTBOM
Poccuiickoit @eneparuu, u 00padOTKa MOJITYYEHHBIX CBEACHHUM

ITonroroBka m 00paboTKa yBEeAOMIJIEHUI B rOCy/lapCTBEHHBIE OpTaHbI,
MPECTaBUTEIbHBIE OpTraHbl Pa0OTHUKOB IO BOMPOCaM  IIOMCKa,
MpUBJICUYEHUS, TO100pa U 0TOOpa IepcoHaa




ConpoBoKJIeHHE  JIOTOBOPOB 1O  OOECNEYEeHHIO  OpraHu3aluu
MEPCOHAJIOM, BKIIIOYasl MPEIBAPUTEIBHBIC TPOIEAYpPhl TPU  HX
3aKJTFOYCHUN

Heo0Oxoaumeie
YMEHHUS

OOecnieunBaTh  JIOKyMEHTAllUOHHOE  CONPOBOXJEHHE  BBIXOAA
KaH/Au7aTa Ha pa0oTy U NepeMeleHUs IepCoHaNa

OdopmiATh JTOKYMEHTHl IO BOMpOCaM OO0ECIEYEHHUs pecypcamu
nepcoHasna, HeoOXOAUMBIMHU Ul MIPEJOCTaBIECHUS B FOCYJapCTBEHHbIE
OpTraHbl, peACTaBUTEIbHbIC OPraHbl PAOOTHUKOB

OpranuzoBbiBaTh ~ XpaHEHUE JOKYMEHTOB B  COOTBETCTBUU C
TpeOOBaHUSIMH  3aKOHOAarenbcTBa  Poccuiickoit  dDenepanym  u
JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMH OpPraHU3aluu

Paborarh ¢ MHPOPMALIMOHHBIMU CHCTEMaMH, TU(PPOBBIMU YCIyTaMHU H
CepBHCaMH 10 BOIPOCaM 00ECIIEYCHUS TIEPCOHATIOM, BEACHUS ITOUCKA U
ydeTa KaHIUWAATOB HAa BaKaHTHBIE JOJDKHOCTH  (mpodeccuw,
CIEIUATILHOCTH )

dopMUpOBaTh TMPEUIOKEHUSI M0 ABTOMATH3AIllMH M UPPOBU3AIUH
MPOIIECCOB M JOKYMEHTOO00POTa 10 00ECIICYCHHUIO TIEPCOHATIOM

[Ipon3BoauTe  NpeaBapUTENbHBIE  3aKYNOUHbIE  MPOLEAYPHl U
oQOpMIIITH  COMYTCTBYIOIIYIO JOKYMEHTAIMI0 IO  3aKJIIOUEHUIO
JIOTOBOPOB

OpraHu3oBbIBaTh U MPOBOAUTH  KOHKYPCHI, O(OpPMIATH U
aHAJIM3UPOBATh KOHKYPCHYIO TOKYMEHTALIUIO

ObecneunBaTh cobmoieHe  TpeOoBaHUM 3aKOHOJATEIbCTBA
Poccuiickoit ®enepanu U KOPHOPATUBHBIX IOJUTUK B 00JacTu
00pa0OTKM  NEepCOHANbHBIX  JaHHBIX W KOH(UIEHUIUAIbHOM
nHpopmanuu

Bectu ACJIOBYIO NICPCIIUCKY

C06J'IIOI[aTL HOPMBI 3TUKHU JCJIOBOTO O6IJ_I€HI/IH

HeoOxoaumeie
3HAHUSI

[Topsimox  odopmiieHus, BeIeHHUS W XpaHEHUS JOKyMEHTAIIUH,
CBS3aHHOM C TIOMCKOM, TMPHUBJICYEHUEM, TOI00OpPOM U OTOOpOM
KaH/JUIaTOB Ha BAKAHTHBIC JTOJDKHOCTH

HOpSIJIOK q)OpMI/IpOBaHI/ISI, BCACHU JAHHBIX O IEPCOHAJIC OpraHU3aInuu,
OpAOOK MMPEACTABIICHUA OTYCTHOCTH




OCHOBBI JOKYMEHTO00OPOTA U IOKYMEHTAIIMOHHOTO 00eCIIeYCHHUS

TexHomornn, MeTOoObl M METOAMKM IPOBEACHMsS aHAIU3a U
CHCTEMaTH3allu1 JOKYMEHTOB U HH(POPMALIUU

[lopsimoxk mpoBefeHHs KOHKYpCOB M O(GOpPMIIEHUS KOHKYPCHOM
JOKYMEHTaluu

[Mopsimox  TpoBeNEHUsT 3aKYMOYHBIX MpoUEayp U OQOPMIICHHS
CONYTCTBYIOIICH JOKYMEHTAIUU

OpranuzanvoHHasl CTPYKTypa OpraHW3allid W BaKaHTHBIC JTOJDKHOCTH
(mpodeccun, crienMaIbHOCTH)

Crnenanu3upoBaHHble HHOOPMAIIMOHHBIE CUCTEMBI, LIU(PPOBBIE YCIYTH
U CcepBUCHl B o00slacTH 0O0€CledYeHHs] MEPCOHAIOM, TPAHMUILBI UX
IIPUMEHEHHUS

TapudHo-kBanupUKaIMOHHBIE CHPAaBOYHUKK paboT u mpodeccuii
paboynx ©  KBaIM(UKAIMOHHBIE XAPAaKTEPUCTUKU  JIOJDKHOCTEH
CITy’KaIllnX, Mpo(heCCHOHATbHBIE CTaHAAPTHI

OCHOBHBIE METPHKH U aHAJTUTHYECKHE CPe3bl B 001acTH oOecrieueHus
HIEPCOHAIOM

HopmaTuBHbIE NpaBOBBIE aKThl, ONPEAEISIOLUINE HOPMBI TPYZAOBOIO
npaBsa

OCHOBBI apXWBHOTO 3aKOHOJATENCTBA W HOPMATHBHBIC IPABOBHIC
akTel Poccuiickoii denepanyu B 001acTH BeleHUS JTOKYMEHTAIUMU TIO
MepCcoHay

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNbeTBa Poccuiickoil @eneparun

3akoHonarenscTBO Poccuiickoit denepannivi 0 NepCOHATbHBIX JaHHBIX

JlokanbHble aKThl OpraHU3alluU, PETYIUPYIOUIME MOPSAAOK Moadopa
nepcoHaa

[Topsiok 3aK0OUEHUS TOTOBOPOB (KOHTPAKTOB)

[IpaBua BeneHuUs 1€7I0BON NEPETTUCKU

HopwMe1 5THKH 1e10BOTO 00IIIeHNS




Apyrue
XapaKTCPHUCTUKHU

3.3. O6obLweHHas TpyaoBas yHKLUMS

eATEIBbHOCTh 110 OLIEHKE H VYpoBeHb
HaumenoBanue A I Kon C P 6
aTTeCTallly IIepCoHaa KBaJTU(UKAITIH
[Ipoucxoxnenue
000011IeHHOH 3auMCTBOBaHO
. Opurunan X
TPYAOBOM U3 OpUTMHAaJIa
byHKIIUU
PerucrpanmuonHbiit
Kon HOMED
OopuUrnHajia  NpodheccHOHaIbLHOTO
CTaHzapTa
Criernanuct o OLICHKE U aTTecTaluu nepcoHasna
Bo3MoxHbIe
HAaMECHOBAHHS
. Crermanuct o NepCOHATY
JOJKHOCTEH,
npogeccuit
pod MeHnemxkep 1o nepcoHany
Bricuiee oOpa3oBaHue - OakanmaBpuaT
WIN
TpebGoBanus K
00pa30BaHUIO u | Boiciee  oOpa3zoBanue  (HempoduiabHOe) - OakajgaBpuar U
00yuYEeHUI0 JIOTIONTHUTENbHOE TpO(ecCHOHaIbHOE 00pa3oBaHUE - MPOrPaMMBbI

npo(ecCHOHANBPHOM  TMEPernoATrOTOBKM B 00JacTh  YIpaBJICHUS
MEPCOHAIIOM WJIM B 00JIaCTU TPOBENEHUS OIEHKHM U aTTeCTalluH
nepcoHana

TpeGoBanust K ONbITY

MPAaKTUYECKOMN -
paboThI
Oco0Ople YCIIOBHS

J0MycKa K pabore

Hpyrue
XapaKTEePUCTUKHI

JlonIOJTHUTEIbHBIE XapAKTEPUCTUKU




HaumenoBanue Ko HaumenoBanue 6a30B0ii rpyNIIbl, JOKHOCTH
JIOKYMEHTA A (mpodeccun) WU CHEUATBHOCTH
0K3 2423 Crnenuanuctel B obnactu moadopa W UCIOIb30BAHUS
E— nepcoHasa
EKC - Menemxep 1o nepcoHany
OKIIATP 26583 Crenuanuct 1o kKajapam
OKCO 5.38.03.02 MesemmKMERT
5.38.03.03 VYnpasieHne nepcoHaioM

3.3.1. TpynoBasa pyHKIus

Opranuzanus W TNpOBEIEHUE Y POBCHE
HaumenoBanue p P Kox | C/01.6 | (momypoBeHb) 6
OLICHKH IepCOHala
KBTI (DUKAITAH
IIpoucxoxneHne
. 3auMCTBOBaHO
TPyZIOBOH Opurunan X
W3 OpUTHHAJIA
byHKIIUN
Perucrpanmonuei
Kon HOMEP
OpUTrHHaa 1po(hecCuOHATILHOTO
CTaHJapTa

Tpynossie nencTBUs

Pa3paboTka miaHa OLIEHKM MEpCOHaja B COOTBETCTBUHM C LEISIMHU
OpraHHu3aI’

OnpeneneHre pecypcoB, BBIOOP CpPEACTB M METOJOB IPOBEACHUS
OIICHKH TIePCOHAJIa B COOTBETCTBUH C IEJISIMU OpTraHU3aIN

[IpoBeneHue OLEHKHM TMepcoHaga B COOTBETCTBUM C IUIAaHAMHU
OpraHu3aIu
ConpoBok/JIeHHE JOTOBOPOB C OPraHU3alUsIMH - HCIOTHUTEISIMHU

MCpOHpI/IHTI/Iﬁ 0 OLEHKE IEpCOHAJIa, BKJIIOYAAd MIPCABAPUTCIbBHBIC
MMpOoLCAYPHI IIPHU UX 3aKIIIOYCHUU

KOHCyHBTI/IpOBaHI/Ie NepcoHalia 1mo BOImpocaM OLCHKHU



https://1kadry.ru/#/document/99/1200121893/XA00M1S2LR/
https://1kadry.ru/#/document/99/9029638/XA00M1S2LR/
https://1kadry.ru/#/document/99/456069557/XA00M1S2LR/

IlogroroBka  pexkOMEHIAaUMKW  PYKOBOACTBY UM  IEPCOHANY IO
pe3yJibTaTaM MPOBEACHHOM OLICHKH IIEpCOHaa

[MoaroroBka mpemnoxkeHuid 1o  QopMHUpOBaHUIO OIOKETa Ha
OpTaHU3aIMI0 W IPOBEICHUE OIICHKH MTEPCOHAa

Heo0Oxoaumeie
YMEHHUS

OmnpenensT mapamMeTpsl U KpUTEPUHU OLIEHKH IepcoHaa

Pa3pa6aTBIBaTB Cp€acTtBa U METOABI IIPOBCACHUA OLICHKHA IIEpCOHAIa

Boiaensats (onpenensaTs) rpymnibl IepcoHaia AJis POBEAEHUS OLIEHKH

OmnpenensiTh  MOTHBALMOHHBIE  (DAaKTOPBI ~ MPOBEACHUS  OLEHKHU
IepcoHala

CocTaBnaTh U KOHTPOJIUPOBATH CTaThU PACXOJI0B HA OLIEHKY IIEpCOHaIa
JUIS TITTAHUPOBAHUS OFO/IKETOB

O0ecrnieunBaTh OPraHU3aMOHHOE COMPOBOKACHUE OLICHKH MEpCoHalIa

ObecnieunBaTh COXPAaHHOCTb KOH(UIEHIMAIbHOM HMH(pOpManuu npu
IIPOBE/IEHUH OLIEHKH MepCOoHaa

OpFaHI/ISOBLIBaTB XpPaHCHUEC JOKYMCHTOB B COOTBECTCTBHUH C
Tpe6OBaHI/I$IMI/I TPYAOBOI'O, apXUBHOI'O0 3aKOHOAATCIILCTBA Poccuiickoii
(Dezlepaupm " JIOKAJIbHBIMU HOPMATHBHBIMH aKTaMU OpraHU3aluu

Cobupatp, aHaIM3UpPOBaThb U CTPYKTYpUpOBaTh MHQOpPMAIHIO O
IIPEIOKEHUSAX 110 OLIEHKE NIEPCOHAJIa HA PhIHKE TpyAa

[Ipon3BoauTe  HpeABapUTENbHBIE  3aKyIOYHBIE  IPOLEAYPHl U
OopOopMIIATH  CONMYTCTBYIOUIYIO JIOKYMEHTAIMIO TIO  3aKJIIOUEHHIO
JIOTOBOPOB

OHpC,I[CJ'IHTB yciaoBuAa I 3aKIIFOUYCHUS JOTOBOPOB HA OKa3aHHUC YCIYyT
110 IPOBCACHUIO OLICHKHW ITEPCOHAIa

CucremaTu3npoBaTh, 0000IIaTh U AHATTU3UPOBATh PE3YJIbTAThl OLIEHKH
nepcoHaa

OnoBemate 0 pe3yiapTaTaXx MPOBEACHHON OLIGHKH NEpCOHAT H
PYKOBOJACTBO

PabGorate B MH(pOPMANMOHHBIX CHCTEMax, HCIOJIb30BaTh IHU(pPOBHIE




YCIIYTH M CEPBHCHI IO MPOBEJICHUIO OLIEHKU NIepCcoHaa

q)OpMI/IpOBaTB NpCIJIOKCHUA 110 aBTOMATU3allUU H I_[I/I(l)pOBI/ISaHI/II/I
IIPOLECCCOB OLICHKH 1 aTTCCTAllMU IICPpCOHATIa

ObecnieunBaTh coOmofeHne  TpeOOBaHWUN  3aKOHO/ATEIHCTBA
Poccuiickoit ®enepariii ¥ KOPIIOPATHBHBIX IOJUTUK B 0OO0JACTH
00pabOTKM  TEPCOHANBHBIX  JaHHBIX W KOH(UISHIMAILHON
nHpopmaruu

Bectu nenoByro nepenucky

Co0mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0Oxoaumsie
3HAHUS

TexHOMOTHH M METOABI OMNpPEACIICHHS MPOPECCHOHAIBHBIX 3HAHUH,
YMEHHI U KOMIIETEHLIHI

TexHOIOruu U METOABI OLICHKH JIMYHOCTHBIX KQUeCTB U XapaKTCPHUCTUK

Cucrtembl, MeToasl U (OPMBI MaTEPUATBHOTO M HEMAaTEPUAIBHOTO
CTUMYJIMPOBaHUsA TPyJla lIepCOHAlIa

TexHoI0ruM U METOIBI (1)OpMI/IpOBaHI/IH " KOHTPOJIA 6IOI[)KCTOB

TCXHOJ'IOFI/II/I, METOJABI M MCTOAUKH aHallku3a MW CHUCTEMaTHU3allunu
AOKYMCHTOB U I/IH(I)OpMaI_II/II/I

OcHoBbl OOmIEH ¥ CONUANBHOM TICUXOJOTMH, COIMOJOTHH H
MICUXOJIOTUH TPYJa

OcCHOBEI HpOI/I3BO,Z[CTBeHHOI>'I ACATCIIBHOCTHU OpraHru3allun

[lopsmox mpoBeneHUs 3aKyHNOYHBIX Mpoueayp H  ohopMIeHHUsS
COIYTCTBYIOIEH JOKYMEHTALUU

OpranuzanvoHHasi CTPYKTypa OpraHHM3allii U BaKaHTHBIC JAOJKHOCTH
(mpodeccun, crienMaTIbHOCTH)

TapudHo-kBanu(UKaMOHHBIE CIPAaBOYHUKH paboT u mpodeccuit
pabounx ® KBaTM(PHUKAIHMOHHBIE XapaKTEPHCTUKH  JIOJDKHOCTEH
CITy’KallluX, MpohecCUOHATbHbIE CTaHAAPTHI

Crieunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IIU(PPOBBIE YCIYTH
Y CEPBHCHI B 00JIACTH OLICHKH MEPCOHANA, TPAHUIIBI UX TIPUMEHEHUS




OcHoBHBIC MCTPUKHU W AHAJIUTUYCCKHUC CPC3bl B oOiactu OLICHKH
IIepCoHaAIa

HopmaTtuBHbIE TIpaBOBBIE aKThI, OINPEACISIONIME HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOI'O 3AaKOHOAATEIbCTBA W HOPMAaTHBHBIE IIPABOBBIC
akTel Poccuiickoii denepaunn B 00JaCTH BEACHUS JOKYMEHTALMH 110
IIEpPCOHAILY

3akoHoaarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX

JlokanbHbIC HOPMATUBHBIC aKTbl OpraHU3allui, peryjavupyromue
MOPpAIOK OLICHKHU IICPCOHAIA

[Topsa1ok 3aKiIF0UEHUs 10TOBOPOB (KOHTPAKTOB)

HpaBHna BEJICHUS JICTIOBOM MEPLCIINCKU

Hopwmbl 3TkH 1emoBoro oOieHus

HApyrue
XapaKTCPUCTHUKHU

3.3.2. TpynoBasa yHknusa

HaunmenoBaunue

IIpoucxoxaeHue
TPyZOBOH

byHKIIUU

Opranuzanus W TpOBEICHUE Ypoeth
p P Kox | C/02.6 | (momypoBeHb) 6
aTTeCTallly TIepCoHaa
KBaNTU (DUKAIH
3anMCTBOBaHO
Opurunan X
U3 OpUTHHAJIA
Perucrpanuonnsii
Kon HOMEDP
OpUTHHAIA npodeccuoHaIBLHOTO
CTaHJapTa

TpynoBble nelcTBUA

Pa3pa60TI<a IMPOCKTOB JAOKYMCHTOB, OMpCACIIAOIINX MOopsAA0K
aTTeCTalluy I€PCOHAIa, OIICHKAa COOTBETCTBYIOIIUX 3aTparT

OpFaHI/I3aL[I/IOHHOG U JOKYMCHTAIMOHHOC COIIPOBOXKICHHC IIPOLICCCa
arrecraiguu u pa6OTBI aTTeCTAIlOHHON KOMHMCCHHI




[MonroroBka mpemiokeHuil 1o  QopmupoBanuio OwoJpkera Ha
OpraHM3aLUIO U TPOBEACHUE ATTECTALIMH IIepcoHala

[ToaroroBka  mHpeaoKeHUW 1O  pe3yjbraraM  aTTeCTalud O
COOTBETCTBUM PaOOTHUKA 3aHMMAEeMOIl JTIOJDKHOCTU WJIHM BBITOJIHAEMOM
pabote

Heo6xoaumeie
Ornpenenars mapaMeTpbl U KPUTEPUU aTTECTALMU MTEPCOHANIA

YMEHHUS
Ornpenenarb U NPUMEHSTh CPEJCTBA U METO/Ibl aTTECTAIlUU
BoiaensaTe rpymnmnbl nepcoHana ajs IpoBeACHHsI aTTeCTalluH
ObecrieunBaTh  JOKYMEHTAI[MOHHOE  COINPOBOXACHHUE AaTTECTAllUU
repcoHaa
CocTaBnaTh W KOHTPOJHUPOBATH CTAaThU PACXOJOB Ha aTTECTALUIO
IepcoHaa Juis JIaHUPOBaHUS OIOJIKETOB
PaGorate ¢ uHpOPMAIIMOHHBIMH CUCTEMaMH, HU(POBBIMU yCIyraMu U
CEpBHCAaMH 110 NMPOBEICHUIO aTTECTALIUN [IEPCOHAIIA
dopMHUpOBaTh TPEATOKEHHUS IO aBTOMATH3alMM W IU(POBU3AIII
rpoliecca aTTecTaluy nepcoHana
Opranu3oBbIBaTh  XpaHEHHWE JIOKYMEHTOB B  COOTBETCTBUU C
TpeOOBaHUSMHU TPYAOBOTO, aApXUBHOTO 3aKOHOJAaTeNbcTBa Poccuiickoit
denepannuu U JTOKATLHBIMHU TOKYMEHTAMH OpPTaHU3aIun
O0ecrieunBaTh coOuroieHne TpeboBaHMt 3aKOHO/IaTEILCTBA
Poccuiickoit denepanuu M KOPIOPATHBHBIX IOJUTUK B 00IacTH
00pabOTKM  TEpPCOHAIBHBIX  JAHHBIX W KOH(MUIEHIHUATHHOMN
uHpOopMaIU
Co0mroaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo6xoaumeie

- [TopsiAoK ¥ TEXHOIOTHS TPOBEICHHSI ATTECTAIMH TTEpCOHAIA

TexHomOTUH ¥ METOIBI OMPENEICHUS M OIEHKH MPO(ECCHOHATBHBIX
3HAaHUW, YMEHUN U KOMIIETEH LU

Cucrempl, mMeTroabl U (GOpPMBI MaTEPHATLHOTO W HEMaTEpUaIbLHOTO
CTUMYJIUPOBAHUSA TPYJla IepCcoHaa




TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFO/IKETOB

TexHomornyu, MeTOOBI M METONMKHM IIPOBEIEHUS aHAIW3a W
CHCTEMaTH3alluu JOKYMEHTOB U HH(POPMAaLIUU

OcCHOBEI HpOH3BOHCTBCHHOI>i ACATCIIBHOCTH OpraHru3alnunu

OcHoBbl OOHIEH ¥ COUMANBHOM TCUXOJOTMH, COLMOJOTHH H
IICUXOJIOTUH TPYJa

OpraHu3anvoHHas CTPYKTypa OpraHM3allid U BaKaHTHBIC JOJDKHOCTH
(mpodeccun, crienMaIbHOCTH)

Crnieunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, LIU(PPOBBIE YCIYTH
U CcepBUCHl B 00JacTW aTrTecTallud MEepCcoHaja, TIpPaHUIbl HX
[IPUMEHECHUS

TapudHo-KBaTM(DHUKAIMOHHBIE CIPABOYHUKH padboT W mpodeccuit
pabounx © KBATH(PHUKAIMOHHBIE XaPaKTEPUCTUKH  JIOJDKHOCTEH
CITy’KaIlIuX, MPo(heCCHOHATILHBIC CTaHIaPThI

OcCHOBHBIE METPUKU M AHAIMUTHYECKHE CPE3bl B 00JIACTU aTTECTALUU
nepcoHasa

HopMaTuBHBIE NIpaBOBBIE AKThI, ONPEIEISIIOIIME HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOI'O 3aKOHOAATEIbCTBA W HOPMAaTHBHBIE IIPABOBBIE
akTel Poccuiickoii denepannn B 001acTH BeACHUS JOKYMEHTAIMU I10
IIEpCOHAILY

3akoHonarenbcTBO Poccuiickoit deaepannivi 0 NEpCOHATBHBIX JaHHBIX

JloxasibHbIE HOpPMATHBHBIE AaKThl OpPraHHU3alMH, PErYJIUPYIOIINE
MOPSAIOK aTTECTALUU MIEPCOHAIIA

[IpaBua BeneHuUs 1€I0BON NEPETTUCKU

Hopwmbl 5TKH 1emoBoro o0IeHus

Hpyrue
XapaKTEPUCTUKN

3.3.3. TpynoBasa pyHKIuA




AJMUHUCTPUPOBAHNE
MIPOLIECCOB MPOBEACHUS OLEHKU YpoBeHb
HaumenoBanue | u arrecranmu mnepconana u | Kox | C/03.6 | (momypoBeHb) 6
COOTBETCTBYIOILIETO KBaJIU(DUKALIMU
JIOKyMEHTO000pOoTa
[Ipoucxoxnenue
. 3auMCTBOBaHO
TPYIOBOH Opurunan X
W3 OpUTHHAIIA
byHKIAHA

Perucrpanmonubii
Kon HOMEP
OpUTMHAJIA  TPO(PECCHOHATBHOTO
CTaHJapTa

TpynoBsie nencTBUA

AHanmu3 npoueccoB JOKyMEHTOOOOPOTA, JIOKAJIBHBIX JTOKYMEHTOB II0
OLIEHKE U aTTeCTalluM [IepCcoHaa

OpranuzalliOHHOE  CONPOBOXKICHHE  MEpONPUATUH IO  OLIEHKE
NepCOHaja U ero aTTecTalu

HOKYMCHTB.I_II/IOHHOG COIIPOBOKACHUEC ITpOoHECCa U PE3YyJIbTATOB OLCHKHU
" aTTeCTalluu nepcoHaia

WudopmupoBaHue nepcoHana o pe3yibTaTax OLEHKU U aTTeCTaluH

[TogroroBka npeuIoKEHUN 1O Pa3BUTHIO NEPCOHANA IO pe3yibTaTam
OLICHKH U aTTeCTaluu

ConpoBokJieHHE [OrOBOPOB HA OKa3aHHE KOHCYJIbTAllMOHHBIX H
MH(OPMALIMOHHBIX YCIIYT 10 OLEHKE U aTTeCTalluy epcoHana

Heo0Oxoaumsie
YMEHUSA

Pa3pa6aTBIBaTB )51 O(I)OpMJ'ISITL AOKYMCHTEI 110 BOIIpOCaM HPOBCACHUS
OIICHKH U aTTeCTAalMU IICPCOHAJIa

[MoaroraBnuBaTh M MPOBOAMTH MEPOTIPHSITHS MO OLEHKE U aTTeCTALUH
nepcoHala

OdopMnsaTh JOKYMEHTHl 10 BONpPOCaM OLEHKM U aTTecTallu
[IEpCOHANIa,  IPEACTABJISIEMBIE B TOCYJApCTBEHHBIE  OPIaHBI,
MIpe/ICTaBUTENbHbIE OPTaHbl pAOOTHUKOB

AHaHI/I3I/IpOBaTB ImpaBujia, MpoucaAypbl U MOPAAKH MPOBCACHUS OLICHKU
" aTTeCTalliu IEpCcoHala




Opranu3oBbIBaTh ~ XpaHEHUE JIOKYMEHTOB B  COOTBETCTBUU C
TpeOOBaHUAMHU TPYIOBOTO 3aKOHOJATENbCTBA Poccuiickoit deneparm
Y JIOKAJIbHBIMU aKTaMU OpraHU3aluu

PaGorate ¢ uHPpOPMAIIMOHHBIMY cHCTeMaMH, HU(POBBIMU yCIyraMu U
CepBUCAMH I10 BOIPOCAM aJIMUHUCTPUPOBAHUS JJOKYMEHTOO00POTA MPH
MIPOBEJICHUU OLIEHKH U aTTeCTalluy IepcoHaa

@dopMupoBaTh MPEUIOKEHUS 10 aBTOMaTH3alMU U LHU(pOBHU3ALUU
mpouecca aJMUHUCTPUPOBAHUS JOKYMEHTOOOOpOTa IMpPH IMPOBEIECHUU
OLIEHKHU M aTTeCTallK [1epCoHaa

ObecneunBaTh COOTIOICHHE TpeboBaHMit 3aKOHO/IaTEIhCTBA
Poccuiickoit deneparyin 1 KOPIOPATUBHBIX MOJUTUK pabOTOATENs B
obiactu 00pabOTKM TEPCOHAIBHBIX NaHHBIX W KOH(MUICHIIHMAILHOM
nHpopmauu

Bectu nenoByro nepenucky

Co0ronaTh HOPMBI ATHKH JIEJIOBOTO OOIIECHHS

Heo0Oxoaumsie
3HAHUS

HOpH,Z[OK O(i)OpMJ'ICHHH, BCACHUA W  XPAaHCHUSA  JOKYMCHTAIUU,
CBSI3aHHOM C IMMPOBCACHHUEM OLCHKHU U aTTECTAllUU IIEPCOHAJIA

[lopsnox ¢opmupoBanus, BeAeHHUS 0a3bl JaHHBIX O IEpPCOHAJE
OpraHM3alH, NOPAJOK MPEACTABIEHUS OTYETHOCTH

TapudHo-kBanMpUKaMOHHBIE CIPAaBOYHUKU pPAadOT U mpodeccuit
pabounx ¥ KBaTM(HUKAIMOHHBIE XapaKTEPUCTHKU  JIOJDKHOCTEH
CIIy’KalluX, NpodeccruoHalbHbIe CTaHIapPThI

[Mopsmox mpoBeneHUs 3aKyMOYHBIX TMpoHeAyp #  ohopMIeHHUS
CONYTCTBYIOIIEH JOKYMEHTAIUU

[Topsimoxk  odopMmieHuss  JOKYMEHTOB,  NPEIOCTaBISIEMBIX B
rOCy/IapCTBEHHBIE OPTaHbI, MPEACTABUTEIbHBIC OPTaHbl PAOOTHUKOB

OCHOBBI TOKYMEHTOO0OPOTA U IOKYMEHTAIIMOHHOTO 00eCIeYeHUs

OpranuzanvoHHasi CTPYKTypa OpraHHM3allii U BaKaHTHBIC JHOJKHOCTH
(mpodeccun, crienMaTIbHOCTH)

Crneunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, ITU(PPOBBIE YCIYTH
U CEpBUCHl aJIMUHHUCTPHPOBAHUS JOKYMEHTOOOOPOTa IPOIECCOB
OLICHKM M aTTeCTallMd II€PCOHAjla, BEIEHUsA Yy4yeTa KaHAMIATOB Ha
BaKaHTHBIE JOJDKHOCTU (Mpodeccuu, CIEUaTbHOCTH), TPAHUIBI HX




NPUMCHCHUSA

HopmatuBHBIE IpaBOBbIE aKThl, ONpPEIEISAIOLIME HOPMBI TPYIOBOIO
npaBa

OCHOBBI apXMBHOT'O 3aKOHOJIATEIbCTBA W HOPMATHUBHBIC IPABOBBIC
akThl Poccuiickoit @enepanuu B 00JaCTH BEACHUS TOKYMEHTAIUH 10
MepcoHaly

3akoHo aTenbcTBO Poccuiickoit denepanuu 0 MepCcoOHaIbHbIX JaHHBIX

TeXHOJIOFI/II/I, METOAbl W  MCTOAWKHM IPOBCACHHUA  aHAIM3a U
CUCTCMATHU3allu JOKYMCHTOB U I/IH(1)OpMaI_II/II/I

JlokanbHbIC HOPMATUBHBIC AaKTbl OpraHU3allui, peryjaupyromue
MOPAIOK OLICHKU U aTTECTAllUU IICpCOHAIIA

[Topsaok 3akit0ueHus 10rOBOPOB (KOHTPAKTOB)

[IpaBuia BeieHUs 1€70BON NEPENUCKU

Hopwmbl 3THk# 1emoBOro olieHus

Jpyrue

XapPaKTCPUCTHKHU

3.4. O6obLweHHas TpyaoBas PyHKUMS

eATENBHOCTh 10  Pa3BUTHIO YpoBeHb
HaumeHnoBanue A p Kon D P 6
repcoHasa KBaNU(DUKAIH
[Ipoucxoxnenue
0000111eHHOH 3aMMCTBOBaHO
HHeH Opurunan X
TPyIOBOH W3 OpUTHHAJIA
byHKIIUU
Peructpanmonuei
Kon HOMEP
OpUTHHaNa  MNPOPECCHOHATBHOIO
CTaHJapTa
Bo3MoxHbIE Cnenuanuct o Pa3BUTHIO u 00y4eHHIO nepcoHana

HauMCHOBAaHUA




JOJDKHOCTEH, Crenpanuct o Pa3BHUTHUIO Kapbepbl nepcoHaia
npodeccuit
Crneuunanuct 1o [IEPCOHAILY
Menemxep 1o nepcoHay
Bricmiee obOpazoBaHue - OakanaBpuar
WK
TpeboBanus K
00pa3oBaHMIO u | Beicmee oOpaszoBanme (HempoduibHOE) - OakajmaBpuaT M
00y4YEeHHIO JOTIOJTHUTENbHOE TPOo(ecCHoHAIbHOE 00pa3oBaHUE - TMPOTPAMMBI

npodeccnoHanbHOM  MEPenoAroTOBKM B 00JacTU  yIpaBJICHHS
[IEPCOHAJIOM  WJIM B  O0JIaCTH  pa3BUTUS U [OCTPOEHUS
npodeccnoHalbHOM Kapbephl epcoHaa

TpeboBanust K ONBITY
NPaKTHYECKON paboThI

Oco0sie YCIIOBUS
J0IyCKa K pabote

Hpyrue

XapPaKTCPUCTHKHU

PeKOMeHI[yeTCH JOITOJIHHUTCIIBHOC HpO(l)CCCI/IOHaJ'IbHOC O6paSOBaHI/Ie -
ImporpamMmbl  ITOBBIIICHUA KBaHI/I(i)I/IKaIII/II/I B oOiacTu YIIpaBJICHUA
IIEpCOHAJIOM HUJIA 06yquI/1${, WJIN pa3BUTHUA ICPCOHAIIA

JloTIOJTHUTEIbHBIE XapAKTEPUCTUKU

Hanmenosanue

HanmenoBaHnue 6a30B0ii IpyIIIbL, JOJKHOCTH

Kon
JIOKyMEHTa (mpodeccun) WK crenuanbHOCTH
0OK3 2424 Crenuanuctel B 00AaCTH TOJATOTOBKA W Pa3BUTHUSA
E— repcoHasa
EKC - Menemxep 1Mo nepcoHany
OKIIJTP 26583 Cnenuanuct no kKajapam
OKCO 5.38.03.02 MenemKMenT

5.38.03.03 VYnpasieHne mepcoHaioM

3.4.1. TpypoBasa pyHkua

Haumenosanue | Opranmsaums u mposenenue | Kox | D/01.6 | Yposenb 6

MEPOINPUATUNA 10 Pa3BUTUIO U (moxypoBeHb)



https://1kadry.ru/#/document/99/1200121893/XA00M1S2LR/
https://1kadry.ru/#/document/99/9029638/XA00M1S2LR/
https://1kadry.ru/#/document/99/456069557/XA00M1S2LR/

MMOCTPOEHHUIO KBaJTM(pUKAITHH
poecCHOHAILHOM  Kapbephl
nepcoHaia

[Ipoucxoxnenue
TPYOBOI
byHKIAHA

3auMCTBOBAHO

Opurunan X
U3 OpUrMHaJIa

PerucrpanmonHubi
Kon HOMEP
opurvHana  npohecCHOHAIBLHOTO
CTaHJapTa

TpynoBble nencTBUs

HOI[FOTOBKa IIPOCKTOB JOKYMCHTOB, OIPCACIIAIOIINX MMOPAI0K
pa3BUTHs MEpPCOHAA U TOCTPOCHUS NPO(GECCHOHATBLHON Kapbepbl C
OLICHKOM 3aTpar

Pa3paboTka ninaHoB npodeccrnoHanbHOM Kapbephl epcoHaa

dopmupoBaHue KaJpoBOro pe3epna

Opranuzanys  MepoONpUsATHH O  Pa3BUTUIO U [TOCTPOEHHUIO
npogeccuOHaTbHON Kapbephl MepcoHalia

[TogroroBka mpemnoxxkeHnit 1o ¢GOPMHUPOBAHUIO OIOKETa Ha
OpPraHM3alMIl0 W TOPOBEIACHUE MEPONPUATHH MO PaA3BUTHIO U
MIOCTPOEHUIO MPOPECCUOHANBHOMN Kapbephl epcoHaia

AHanu3 >(QQPEKTUBHOCTH MEPONPUITUA MO PA3BUTUIO IIEpCOHANA,
MIOATOTOBKA MPENJIOKEHUH 110 PA3BUTHIO

HeoOxoaumeie
YMEHUS

AHanM3UpoOBaTh YPOBEHBb OOIIETO pPa3BUTHSI M MPOdHEeCCHOHATHHOMN
KBaJIM(DUKAIMH TTepCOHaa

OnpenensiTb KpaTKOCPOUYHBIE U JIOJITOCPOYHBIE TOTPEOHOCTH Pa3BUTHS
NepcoHaja U MOCTPOCHHUS ero MpohecCHOHAIbHON Kapbephl

Onpenensate  KpuTepuu  (HOPMHUPOBaHMS  KaJpoOBOTO  pe3epBa
OpraHu3au

CocTaBnsTh WHIWBUIYAJIBbHBIC IIJIAHBI KAPBEPHOT'O PA3BUTHUA IIEPCOHATIA

[TpuMeHSTh TEXHOJIOTUH U METOMBI Pa3BUTHS EPCOHANIA H TOCTPOCHHS
npo¢eCCHOHATBHON Kapbepbl




CocTaBnarh NpeUIOKEHUS] U KOHTPOJIMPOBATH CTAaThbU pacxoiOB Ha
IIPOrpaMMbl U MEPONIPUATHUS IO PAa3BUTHUIO ME€PCOHANIA U NTOCTPOCHUIO
npoeCCHOHATBHON Kapbepbl IS IUTAHUPOBAHUS OIOKETOB

Onpenensite 3¢pHEeKTUBHOCTH MEPOIIPHUATHI IO Pa3BUTHIO MIEPCOHANA U
MOCTPOEHHIO MPO(HECCHOHATEHON Kapbephl

Paborarh ¢ nHQOPMAITMOHHBIMU CHUCTEMAaMH, IU(POBBIMH yCIyraMu U
CepBHCAaMH 110 YIPABICHHUIO MEPCOHAJIOM B O0JACTH €ro pa3BUTHA U
MOCTPOEHHSI TPOPECCUOHATTLHON Kapbephl

dopMupoBaTh MPEUIOKEHUS 10 aBTOMAaTH3alMUd M LHU(poBHU3ALUU
MPOIECCOB PA3BUTHUA M IOCTPOSHUS NPOPECCHOHATBHON Kapbepbl
nepcoHasna

ObecneunBaTh COOTIOICHHE TpeboBaHMit 3aKOHO/IaTeIhCTBA
Poccuiickoit denepanyu ¥ KOPIOPATHBHBIX IOJUTUK B 001acTH
00pabOTKM  TEpPCOHAIBHBIX  JAHHBIX W KOH(MUIECHUIHUATHLHON
nHpopmauu

Co0mro1aTh HOPMBI ATHKHU JEIOBOTO OOIICHHS

HeoOxoaumeie
3HAHUS

Cucrema, CIIOCOOBI, METO/IbI, MHCTPYMEHTBl ~ IOCTPOEHUs
poeCCHOHATIBHON Kapbepbl

MeTtoapl onpeeNneHrs U OLEHKH JTUYHOCTHBIX U TPOGECCHOHATBHBIX
KOMIIETEHIIUN

Cuctembl, MeToasl U (OpPMBI MaTepUaTbHOTO M HEMaTEpUAIbHOTO
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

TexHoI0ruM U METOIBI (1)OpMI/IpOBaHI/IH 1 KOHTPOJIA 6IOI[)KCTOB

TexHomornu, MeTOABI M METOAUKM aHalu3a U CUCTEMaTU3ALUU
JIOKYMEHTOB U UH(OpMaLuu

OcHoBbI IPO(heCCUOHATTEHOM OPUEHTAIIUN

OCHOBBI TOKYMEHTOO0OPOTA U IOKYMEHTAITMOHHOTO 00eCTeYeHUs

OCHOBEI HpOHSBOHCTBeHHOﬁ JACATCIIBHOCTH OpraHu3alunu

OcHoBBl OOmIEH ¥ COIUANBHONW TICUXOJOTMH, COIMOJOTHH H
MICUXOJIOTUH TPyJa

OpranuzanyoHHasl CTpyKTypa OpraHM3allMi U BaKaHTHBIE JAOJHKHOCTH




(mpodeccun, cennanbHOCTH)

TapudHo-KkBamM(DUKAIMOHHBIE CIPABOYHUKA padboT U mpodeccuit
pabounx ¥ KBaTM(HUKAIHMOHHBIE XAPaKTEPUCTHUKU  JIOJDKHOCTEH
CITy’KaIlIuX, MPo(heCCHOHATILHBIEC CTaHIaPThI

HopmatuBHBIE NpaBOBbIE aKThl, ONpPEICISAIOLINE HOPMBI TPYIOBOIO
npaBa

3akoHo aTenbcTBO Poccuiickoit denepanyu 0 NepCcoHaIbHbIX JaHHBIX

JlokanpHbIE HOPMATHBHBIE aKThl OPTraHHU3aldU, PETYIUPYIOIINE
MOPAOK Pa3BUTUS U TOCTPOEHHUS MPO(HECCHOHANBHOU Kapbepsl
repcoHaa

[Topsa1ok 3aKiIF0UEHUs 10TOBOPOB (KOHTPAKTOB)

Creunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, ITU(PPOBBIE YCIYTH
Y CEPBUCHI IO YMPABICHUIO MEPCOHAIOM B O0JIACTH €0 Pa3BUTHS U
MOCTPOEHHUS MPOo(ecCHOHABbHOM Kapbephl, TPAHUIIBI UX IPUMEHEHUS

OcHoBHBIC MCTPUKHU U AHAIUTHYCCKUC CPEC3bI B o0OacTu PasBUTUA U
MOCTPOCHUSA KapbEPhl IIEPCOHATIA

HOpMBI 9THUKHU JCJIOBOTO O6H.I€HI/I$I

Apyrue )
XapaKTePUCTHKU
3.4.2. TpyaoBasa pyHKIUA
Opranusarus 00yueHust Yposenb
HaumenoBanue P yq Kox DI02.6 | (moxyposens) 6
repcoHana
KBaJTM(pUKAITIH
[Tpoucxoxnenue
i 3anMCTBOBaHO
TPYOBOU Opurunan X
W3 OpUTHHAJIA
byHKIAN
Perucrpanmonunsi
Kon HOMEp

OpUTHHANA npodeccuoHaIBLHOTO
CTaHJapTa




TpynoBble nelcTBUA

PazpaboTka IpOEKTOB JIOKAJTBHBIX AKTOB IO OOYYEHHIO U Pa3BUTHIO
IepCcoHaja ¢ OLEHKOM 3aTpar

PazpaboTka y4eOHBIX IJIAHOB, METOAUYECKHX MAaTEPHAJIOB U MPOTPaMM
o0y4yeHHUs IIepcoHaa

Opranu3zanys MeponpusITUii o 00Y4EeHUIO IepcoHaa

[MoaroroBka mpemnoxxkeHuid 1o  QopMHUpOBaHUIO OrOpKeTa Ha
OpraHu3aluio o0y4yeHus nepcoHana

Amnanus 3¢ GEeKTUBHOCTH MEPOTIPUATHIA IO 00YYSHHIO MTEpPCOHAa

Heo0Oxoaumbie
YMEHHSI

Omnpenensitb MOTPeOHOCTH B OOYYEHHWH TPYNI TIEpCOHANa B
COOTBETCTBUM C LEJIIMU OpraHu3aluu

AHanmM3UpoOBaTh PHIHOK 00pa30BaTENbHBIX YCIAYT U TOTOBHUTHh
MPEJI0KEHUS 110 ITOCTABIIUKAM YCIIYTD

Opranu3oBbIBaTh 00y4aroxe MEpOIpUsATHS

CocTaBnTh W KOHTPOJUPOBAaTh CTAaTbU pacXoJOB Ha OO0y4yeHHe
NepcoHaa Juis INIaHUPOBaHUS OIOIKETOB

Pa3pabaTbiBaTh M KOMIIEKTOBATh Y4E€OHO-METOAMUECKUE MaTEpHaIbl

[Tpou3BoanTh OLIEHKY 3P PEKTUBHOCTH 0OyUEHHSI ITepCcoHaa

[Ipon3BoauTe  mpeABapUTENbHBIE  3aKyMOYHBIE  MIPOLEAYypPbl U
oQopMIIEHHE CONYTCTBYIOIIEH JOKYMEHTallMM MO 3aKIYEHHIO
JIOTOBOPOB

PaGorare ¢ HHPOPMAIIMOHHBIMH cHCTEMaMH, HU(POBBIMU yCIyraMu U
cepBUCaMHM B 00J1aCTH 00y4eHUS MepcoHaa

dopMupoBaTh MPEUIOKEHUE 10 aBTOMATH3alUKd W [HU(POBU3ALNUU
npoiiecca 00y4eHusl epcoHasa

PazpabatbiBaTh U 0OPMIIATH TOKYMEHTHI 10 MpOIieccaM OpraHU3aluu
o0y4yeHHMs IepCcoHala U UX pe3ysbTaTaM

ObecneunBaTh coOmoieHre  TpeOOBaHMM  3aKOHOJATEIbCTBA
Poccuiickoit ®enepariii ¥ KOPIIOPATHBHBIX TOJUTUK B OOJaCTH
00paboTku NEPCOHANBHBIX  JaHHBIX W  KOH(HIEHIUAIBHON
nHpopmaun




Bectu nenoByro nepenucky

Co0ro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0xoaumsie
3HAHUS

Meroapl, MHCTPYMEHTHI HCCIIECAOBAHUS MHOTPEOHOCTH B OOY4YEHUH
nepcoHaa

Meronomnorust 00ydeHus

TexHomoruu, METOABI M METOJUKH aHalu3a W CUCTEMaTU3ALNHU
JIOKYMEHTOB U UH(OpMauu

HOpr,Z[OK p33pa6OTKI/I IUIAaHOB IIOATIOTOBKH, IICPCIIOAI'OTOBKH H
TIOBBIIICHU A KBaJII/I(i)I/IKaHI/II/I nepcoHala, yT-I€6HI)IX IIJIAaHOB W ITpOIrpaMm

Cuctembl, MeToasl U (OpPMBI MaTE€pUATBHOTO M HEMAaTEpUAIBbHOTO
CTUMYJIMPOBAHUs TPYJla IIEpCOHAIIA

TexHOI0ruM U METOIbI Q)OpMHpOBaHHH 1 KOHTPOJIA 6IO,I[)K€TOB

[Mopsinok BeneHHs y4era U OTYETHOCTH IO MOJATOTOBKE U MOBBIILICHHUIO
KBaJTM(UKAIMK IEPCOHANA

OcCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIUOHHOT' O obecrnieueHUs

OcHOBBEI 00IIEll W COLMAIBLHOH IICUXOJIOTHMH, COLMOJIOTHH U
TICUXOJIOTUH TPya

TapudHo-kBanu(UKaLMOHHBIE CIPAaBOYHUKH paboT u mpodeccuit
pabounx © KBaTM(HUKAIHMOHHBIE XaPaKTEPUCTHKH  JIOJDKHOCTEH
CITy’KalllKX, Mpo(hecCHOHAbHbIE CTAaHAAPTHI

OCHOBHBIE TOJOKEHHUS TPAXIAHCKOIO 3aKOHOJATeNbCTBA Poccniickoit
®denepanun B cepe 3alMThl HHTEIUIEKTYaTbHONH COOCTBEHHOCTH

[Mopsimox  mpoBeneHUS 3aKyNOYHBIX TpOHEAyp #  ohOopMIEHHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

OpraHu3anroHHas CTPYKTypa OpraHu3aIiu

HopmaTtuBHbIE NpaBOBBIE aKThI, ONpPEIEISIONIME HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXI/IBHOFO 3aKOHOAATCJIbCTBA H HOpMaTI/IBHLIe HpaBOBBIe
akThl Poccuiickoit denepanyu B 00JaCTH BEACHUS TOKYMEHTAIUH 10




nepcoHay

OcCHOBBI HAJIOTOBOTO 3aKOHO 1aTeNbeTBa Poccuiickoit denepanyin

OcHOBBI 3aKOHOATENIBCTBA 00 0OpazoBanuu Poccuiickoit denepanuu

3akoHogarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX

JlokajpHbIE HOPMATHMBHBIC aKThl OPraHU3alldH, PEryIUPYIOLIHE
o0y4yeHue nepcoHana

[Topsa1ok 3aKiIF0UEHUs 10TOBOPOB (KOHTPAKTOB)

Crenpanu3upoBaHHble HH(OPMALIMOHHbBIE CUCTEMBbI, LU(POBBIE YCIYTH
Y CEpBUCHI B 00J1aCTH 00y4YEeHHS NIEPCOHANA, TPAHHUIIBI UX TPHUMEHCHHS

OCHOBHBIE METPHKH W AHAJIUTHYECKHE Cpe3bl B 00macTu oOydeHus
nepcoHaa

[IpaBuia BeeHUs 1€70BON NEPENIUCKU

HOpMBI 9THUKHU JCJIOBOTO O6H.I€HI/I$I

Apyrue
XapaKTCPUCTHUKHU

3.4.3. TpynoBaa QpyHKIuA

HanmenoBanue

[Ipoucxoxnenue
TPYOBOI
byHKIIT

Opragusanusa ajanTtamuy = | Yposenn
P Koz D/03.6 | (moaypoBeHb) 6
CTaKHPOBKH TEepCoOHama
KBaTM(UKAITII
3auMCTBOBAaHO
Opurunan X
W3 OpUTHHAIIA
Peructpanmonuei
Kon HOMEP
OpUTHHala npodeccroHalIbHOTO
CTaHJapTa

TpynoBble nelcTBUA

PazpaboTka IUIaHOB ajanTaluM, CTAKUPOBKU TMEPCOHANA C OLEHKOH
3arpar




Opranu3anys MEeponpHsITUH 10 aJalTaluy, CTAXKUPOBKE EpCOHaNa

[loaroroBka mpeNIOXKEHHH IO COBEPIICHCTBOBAHUIO  CHCTEMBI
ajanTaluu, CTAXKUPOBKH IepcoHaia

[MoaroroBka mpemnoxxkeHuid 1o  (GopmMupoBaHUi0 OrOpkeTa Ha
OpraHU3alMIo aJanTaluy U CTAXKUPOBKH IIEpCOHANA

Ananmu3 >pGEKTUBHOCTH MEPONPUSATHHA MO afanTallid U CTaXHPOBKE
nepcoHasa

Heo0Oxoaumbie
YMEHHSI

OHpeI[eJ'IHTB I'pyIIbl D€pCOHANIA AJId CTAXKUPOBKU U aAallTalluA

OHpeI[eJ'IHTB pa60qI/Ie MCECTa Jid MPOBCACHUA CTAXUPOBKH H
azanranuy nepcoHaia

CornacoBbIBaTh MCPOIIpUATHA IIO0 aJalTalkuid W CTAXKHPOBKE C
BO3MOXHOCTAMHU ITPOU3BOACTBA

[Tpou3BOANTH aHANN3 U OLICHKY PE3yJIbTATOB aIalITAllH U CTAXKUPOBOK
nepcoHaa

CocTaBiiaTh NpCAJIOKCHUA W KOHTPOJHUPOBATH CTATbU PACXOdOB Ha
IporpaMMbl U MEPONIPUATHUSA 110 adallTallUh U CTA)KUPOBKE IICPCOHAJIA
AJI TINTAaHUPOBAHU A 6IOI[)KCTOB

[Tpon3BoanTh OLEHKY 3((HEKTUBHOCTH MEPOIPHUATUI MO aJanTaluud U
CTaXKUPOBKE IepCcoHaIa

BHGI[pSITI) CUCTCMBI BOBJICUCHUA nepCOHana B KOpHOpaTI/IBHYIO
KYJIBTYPY

PaGorare ¢ HHPOPMAIIMOHHBIMH cHCTEMaMH, HU(POBBIMU yCIyraMu U
CepBUCaMM IO YIPABJICHUIO TEPCOHAIOM B 00JacTW ajanTalud |
CTaXXHUPOBKH IepCcoHAlIa

cDOpMI/IpOBaTIJ MNPpEIJIOKCHUEC II0 aBTOMAaTU3alluu U ].[H(I)pOBI/IBaI_[I/II/I
IMpOLECCOB aJalTallui U CTAXXUPOBKHU IICPCOHAIA

O0ecrieuynBaTh coOroieHne TpeboBaHMit 3aKOHO/IaTEILCTBA
Poccuiickoit ®enepanyu M KOPIOPATHBHBIX IOJUTHK B 001acTH
00pabOTKM  TIEPCOHANBHBIX  JaHHBIX U KOH(UIACHIMATBHON
uHpOopMaIu




Bectu nenoByro nepenucky

Co0ro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0xoaumsie
3HAHUS

MCTOI[BI ajanTanuu U CTAXXKUPOBOK IICPCOHAJIA

TexHomornu, MeTOOBI M  METONMKHM IIPOBEIEHUS aHaIW3a W
CHCTEMaTH3aluU JOKYMEHTOB U HH(POPMAaLIUN

HOpH,Z[OK p33pa6OTKI/I INIaHOB ajanTalyvyu IIC€pCOHAJIa Ha HOBBIX
pa60‘II/IX MECTax, IMOArOTOBKH, IMCPCIOATOTOBKM W IIOBBIINICHUA
KBa.]'II/I(bI/IKaI_II/II/I IepcoHalia U Opranu3aly CTaAX KUPOBOK

[MTopsimok cocTaBieHUS CMET 3aTpaT Ha afanTalui0 U CTAKUPOBKY
nepcoHaa

[Mopsinok BeneHHs ydeTa M OTYETHOCTH IO aJanTaldd U CTaKHUPOBKE
nepcoHaa

Cuctembl, MeToasl U (OpPMBI MaTE€pUATbHOTO M HEMAaTEpUAIBHOIO
CTUMYJIMPOBAHUs TPYJla IIEpCOHAIIA

TexHonoruu u MeTopl GOPMUPOBAHUS U KOHTPOJIS OFOJKETOB

OcHoBbl OOmIEH ¥ CONUANBHOM TICUXOJOTMH, COIMOJOTHH H
MICUXOJIOTUH TPYJa

Opranu3zanvoHHas CTPYKTypa OpTaHH3allid W BaKaHTHBIC JOJIKHOCTH
(mpoceccun, ciennaabHOCTH)

TapudHo-kBanMpUKaMOHHBIE CIIPAaBOYHUKU pPadOT U mpodeccuit
pabounx ¥  KBaTU(PHUKAIMOHHBIE XapaKTEPUCTUKU  JOJDKHOCTEH
CIIy’KallluX, MPo(heCCHOHATIbHBIE CTAaHAAPTHI

Crenmanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH
U CEpBHCHI IO YNPABIEHHUIO IMEPCOHAIOM B MpOLECCe aJanTaluud U
CTaXXUPOBKH, TPAHULIBI X IPUMEHEHUS

OCHOBHBIE METPUKH M AHAJIUTHUECKUE CPEe3bl B OOJIACTH MPOIIECCOB
aZanTaluy U CTAXKUPOBKH IEpCOHANA

HopmatuBHBIC TPaBOBBIC aKThI, OMPEICISAIONINE HOPMBI TPYIOBOTO
npaBa




OcHOBBI HAJIOrOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu

3akoHo aTenbcTBO Poccuiickoi denepanuu 0 MepCOHAIbHBIX JaHHBIX

JlokajpHBIE HOPMATHBHBIE AaKThl OpTraHU3allUH, PETYIUPYIOIINE
aJlanTalHio U CTAXKUPOBKY IEpPCOHANA

OCHOBEI I[OKYMGHTOO60p0Ta U JOKYMCHTAIIUOHHOI'O obOecrieyeHus

[Topsa1ok 3aKiIF0UEHUs 10TOBOPOB (KOHTPAKTOB)

[IpaBuia BeieHUS 1€70BON NEPENUCKU

Hopwmbl 3THKM 1€710BOTO OOIIICHUS

Apyrue ]
XapaKTePUCTHKU
3.4.4. TpynoBasa pyHkIusa
AJMUHUCTPUPOBaHUE
MIPOLIECCOB pa3BHUTHSA "
MTOCTPOCHHS
Il oq?eCCHOHanLHoﬁ Kapbepsbl YPOBCHb
HaumeHnoBanue P PBEPRL, Kon D/04.6 | (momaypoBeHb) 6
oOy4eHwus, ajanTaIu,
KBaJIM(pUKauu
CTOXKHUPOBKM  TEpcoHana |
COOTBETCTBYIOILIETO
JTOKYMEHTO000poTa
IIpoucxoxaeHue
. 3anMCTBOBAaHO
TPpyAOBOI Opurunan X
U3 OpUTHHAaIIa
byHKIIUN
Perucrpanuonnslii
Kon HOMEDP
OpUTHHAJA npodecCuoHaIbLHOTO
CTaHaapTa

TpynoBble nelcTBUA

JIOKyMEeHTallMOHHOEe O0ecleyeHre pe3ylbTaToB MEPONPUITUNA IO
Pa3BUTHIO M TOCTPOCHUIO MPOPECCHOHATBHON Kapbephl, O0yUYEHHUIO,
aJIanTalyy U CTaXUPOBKE MEpCcoHaa

[MoxroroBka MHIWBUAYAIBHBIX MPEIIOKEHUI Ha OCHOBE PE3yJIbTaTOB
IPOBEACHUS  MEPONPUATHA 10  Pa3BUTHUI0O U ITOCTPOCHUIO
npo¢eCCHOHANBPHONW Kapbepbl, OOYUYCHHIO, aJanTalid M CTaKHPOBKE




IepcoHaa

[ToaroroBka npeanokeHui o COBEPLUICHCTBOBAHUIO CUCTEM O0yUYeHUS,
ajanTanuu u CTaXXUPOBKH, pa3BUTHS u MOCTPOCHUS
npodeccroHalbHOM Kapbephl epcoHaa

CompoBoX/ieHHE JOTOBOPOB HAa OKa3aHHE KOHCYJIBTAllMOHHBIX,
MH(POPMAIIMOHHBIX YCIYT, HEOOXOIUMBIX U MPOBEACHUS O0Yy4eHus,
aJlanTanuu " CTaXXHPOBOK, pa3BUTHUA u HOCTPOCHHUS
npoeCCHOHATIBHON Kapbepbl MEpCcoHaja, BKIOYAs MpeABapUTEIbHBIC
IPOLEAYPHI MO MX 3aKITIOYCHUIO

Heo0Oxoaumsie
YMEHHUS

OdopmiATh JAOKYMEHTHI 10 BOIpPOCaM TPOBEIACHHUA OOydeHUs,
ajanranuu U CTa’)KUPOBKH, pa3BUTHSA U IIOCTPOCHHUS
npoeCCHOHAIbHON ~ Kapbhephl —IMEpPCOHalla, IPEAOCTABISEMbIE B
rOCyJJapCTBEHHbIE OPTraHbl, IPEICTABUTEIIbHBIE OpraHbl pAOOTHUKOB

ObecrieunBaTh  JOKYMEHTAIIMOHHOE  CONPOBOXKJEHUE  OOyuyeHwus,
aJlanTau u CTaXXHPOBOK, pa3BUTHUSA u HOCTPOCHHUS
IpodeccHOHaIbHOM Kapbephl epcoHala

AHanmu3upoBaTh IpaBWiIaA, NPOLEAYPbl U TOPSAIKH IIPOBEACHUS
oOyueHus, aJanTallii W CTXUPOBKH, PAa3BUTUS M MOCTPOCHUS
npodeCcCuOHANIBHON Kapbephl MepcoHata

OpranuzoBbiBaTb ~ XpaHEHHE JIOKYMEHTOB B  COOTBETCTBHM  C
TpeOoBaHUSIMU  3aKoHoAarenbcTBa  Poccuiickoit ~ ®Denepauuu U
JIOKaJIbHBIMU aKTaMH OpPTaHU3aLuU

Paborath ¢ MHQOPMAITMOHHBIMU CHUCTEMAaMH, IU(DPOBBIMU yCIyraMu U
CepBHCAaMU [0 BOMPOCAM AJMUHUCTPUPOBAHMSA JIOKYMEHTOOOOpOTa
nporeccoB oOyuyeHHs, aJanTalud W CT@KUPOBKM, pa3BUTHSA U
MOCTPOEHHS POPECCUOHATBHON Kapbhepbl NMEPCOHANA, BEICHUS ydeTa
KaH/IM/IaTOB Ha BaKaHTHBIE JOJDKHOCTH (Ipodeccuu, CrieuaabHOCTH)

®opmupoBaTh MPEAJIOKEHNE 10 aBTOMAaTH3alMi U LU(DPOBU3ALUU B
o0lacTH  agMUHHMCTPUPOBAHUS  JIOKyMEHTOOOOpOTa  MIPOIIECCOB
oOyueHusi, aJanTallil W CTAXUPOBKH, pPAa3BUTUS M IOCTPOCHHUS
npodecCHOHAIbHON  Kapbepbl, BEJEHUS YydeTa KaHIUIAaTOB Ha
BaKaHTHBIE IOJDKHOCTHU (Tpodeccuu, CrIeUanbHOCTH )

ObecneunBaTh coOmoieHre  TpeOOBaHMM  3aKOHOJATEIbCTBA
Poccuiickoit @enepaniii M KOPIOPATUBHBIX TOJUTHK B 00JACTH
00pabOTKM  MEpPCOHAIBHBIX  JaHHBIX M KOH(HIECHIHAIbLHON
nHpopmanuu

Bectu nenoByto nepenucky




Cobmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

Heo0xoaumbie
3HAHUSA

[lopsimox odopmieHHs, BeA€HUS U XpaHEHUs JIOKyMEHTAalluu,
CBSI3aHHOM C CUCTEMOM 00yuyeHus, alalTallui U CTa)KUPOBKH, Pa3BUTHS
U TIOCTPOEHUs TPO(PECCHOHANBHOM Kapbephl epcoHaa

[lopsanox ¢opmupoBanus, BeAeHHUS 0a3bl JTaHHBIX O IEpCOHANE
OpraHu3alu, MOPSI0K MPEICTABICHUS OTYETHOCTU

HopmaTtuBHbIe npaBoBbI€ aKThl, PETyJIHUPYIONIUE IpaBa U 00SA3aHHOCTH
rOCYJapCTBEHHBIX OpPraHOB M OpPraHU3AlMH IO MPEJOCTABICHHUIO
YUETHOM TOKyMEHTalluu

[Topsnox odopmiteHUS JIOKYMEHTOB, MPEJICTABISIEMBIX B
rOCyJIapCTBEHHBIC OpPraHbl U UHBIE OpraHu3aluu

OCHOBBEI I[OKYMGHTOO60p0Ta U JOKYMCHTAIUOHHOT' O obecrieyeHus

[lopsnox mpoBeneHUs 3aKyHNOYHBIX Hpoueayp U odopMieHHUs
COIIYTCTBYIOILEH TOKYMEHTALUH

Opranu3zanoHHas CTPYKTypa OpTaHH3allid W BAaKaHTHBIC JOJIKHOCTH
(mpoceccun, ciennaibHOCTH)

TapudHo-kBanu(UKaLMOHHBIE CIPAaBOYHUKH paboT u mpodeccuit
pabounx © KBaNM(HUKAIMOHHBIE XapaKTEPUCTHKH JIOJDKHOCTEH
CITy’KallluX, Mpo(hecCUOHATIbHbIE CTAaHAAPTHI

Crneunanu3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IIU(PPOBBIE YCIYTH
U CepBHCHl B 00JacTH aAMMHUCTPUPOBAHMS JOKYMEHTOOOOpOTa IO
BonpocaM oOOydeHHus, aJanTallMd M CTAKUPOBKH, Ppa3BUTHS U
MOCTPOEHHsI TPOPECCUOHATIBHON Kaphephl, BEIEHUS ydeTa KaHAUJaToB
Ha BaKaHTHBIE JOJKHOCTH (Ipodeccuu, cnenuanbHOCTH), TPAHULIBI UX
MIPUMEHEHHUS

HopMaTuBHBIE TNIpaBOBBIE AKThI, ONPEIEISIIOIINE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOI'O 3aKOHOJIATEIbCTBA M HOPMATHUBHBIE IPABOBBIC
akThl Poccuiickoit @enepanyu B 00JaCTH BEACHUS TOKYMEHTAIUH IO
IepCoHaIly

OcHOBBI HAJIOrOBOTO 3aKOHOAATeNbCcTBa Poccniickont denepannn

3akoHo aTenbCcTBO Poccuiickon denepannn 0 MepCOHATbHBIX JaHHBIX




TexHomorun, MeETOABI U

MCTOIHUKU  TMPOBCACHHUA  aHAJIU3a U
CUCTeMaTru3alnuu JOKYMCHTOB U I/IH(l)OpMaI_II/II/I

JlokanbHble HOPMATHBHBIC

aKThl OpraHu3alMM, pETYIHUPYIOIINE
MOPAIOK Pa3BUTHSI U TOCTPOEHHUS NPO(EeCcCHOHATBFHOM Kapbepsl,
o0y4yeHHs, alanTalluy ¥ CTAXKUPOBKH MEpCOHAIa

[Topsaiok 3aKiIF0OUEHUs 10TOBOPOB (KOHTPAKTOB)

[IpaBuna BeneHUs AEI0BOM NEPENUCKU

Hopwmbl 3THKH 1€10BOTO OOIIECHUS

HApyrue
XapaKTCPHUCTUKHU

3.5. O6obLweHHas TpyaoBas PyHKUMS

eATeNIbHOCTh 10 OpraHu3aluu YpoBeHb
HaumeHnoBanue A P I Kon E P 6
TpyJa U OIUIaThl IEpCOHaNa KBTI (DUKAITAH
[IpoucxoxaeHue
0000111eHHOH 3auMCTBOBaHO
HeH Opurunan X
TPyIOBOH U3 OpUTHHAaJIa
byHKIIUN
Perucrpanuonnsii
Kon HOMEpP
OpurHHaNa  MPOPECCHOHATHHOTO
CTaHJapTa
Crneunanuct o HOPMHPOBAHUIO u oriaTe Tpyaa
Crneunanuct o OpTraHU3aIu’ " oriaTe Tpyaa
Bo3MoxHbIE H p H pyA
HaWMEHOBaHUS
. Crneuuanuct no KOMITEHCAIUSIM u JTBrOTaM
JOJKHOCTEH,
npodeccuit
Crneunanuct o IIEpPCOHAILY
Menemxep 1o nepcoHany
Beicmee oOpa3oBaHue - OakanmaBpuaT
TpebGoBanus K
00pa3oBaHHIO u
W




00y4eHUIO

Briciee  obpazoBanme  (HempodmiibHOE) - OakajgaBpuaT M
JIOTIOJTHUTEIbHOE TPOo(ecCHoHAIbHOE 00pa3oBaHUE - TMPOTPAMMBI
npoeCCHOHATILHON ~ TEPEroArOTOBKM B 00JAacTH  YIpaBJICHUS
MEPCOHAIIOM WJIM B OOJIACTH OPTaHU3AIMH U HOPMHUPOBAHUS TPYHa,
CTHUMYJIMPOBAHHUSI U OILJIATHI TPy

TpeboBaHust K ONBITY
IPaKTHYECKOI paboThI

OcoOble YCJIOBHS
JOITyCKa K paboTte

HApyrue
XapaKTCPHUCTUKHU

PeKOMeHI[yeTCH JOIIOJIHHUTCIIBHOC HpO(l)CCCI/IOHaJIbHOC O6paSOBaHI/Ie -
IIporpamMmbl  ITOBBIIICHUA KBaJII/ICbI/IKaIII/II/I B oOactu YIIpaBJICHUA
NIEpCOHAJIOM WJIK OpraHu3aliu Tpyada U OIUIAThI IEpCOHAJIa

JloTIOJTHUTEIbHBIE XapAKTEPUCTUKU

HaumenoBanue Kon HaumenoBanue 6a30B0ii rpynibl, JOKHOCTH
JIOKYMEHTa (mpodeccun) WK crieHuanbHOCTH
0K3 2423 S;I;;PII{?HI/;CTH B 00JacTH moAdopa W HCHOJIBb30BaHUS
EKC - HNuxeHnep no HOpMUPOBAHUIO TPYJa
- DKOHOMHUCT IO TPYAY
- Menemxep 1o nepcoHany
OKIIJATP 26583 Crenuanuct 1o Kajapam
27755 OKOHOMMUCT 110 TPYLy
OKCO 5.38.03.01 ODKOHOMUKA
5.38.03.02 MenemKMenT
5.38.03.03 | VmpaBieHue nepcoHalioMm
3.5.1. TpyaoBaa QpyHKIusa
Haumenosanue | Opranmsanus tpyna nepconana | Kog | E/01.6 | YposeHb 6

(moypoBeHB)



https://1kadry.ru/#/document/99/1200121893/XA00M1S2LR/
https://1kadry.ru/#/document/99/9029638/XA00M1S2LR/
https://1kadry.ru/#/document/99/456069557/XA00M1S2LR/

KBaJTM(pUKAITHH

[Ipoucxoxnenue
TPYOBOHI

byHKIAHA

Opurunan X

3auMCTBOBAHO
13 OpUTHHAJIa

Perucrpanmonubiin
Kon HOMEP
OpUTHMHANA  TPO(PECCHOHATBHOTO
CTaHJapTa

TpynoBble nericTBUA

Pa3paboTka cucTeMbl OpraHu3aIiiil ¥ HOPMUPOBAHUS TPY/A IMepCOHaIa

Buenpenue cuctembl OpraHu3aliid 1 HOPMHPOBAHUS TpyJa MepcoHania
C OmpeneleHueM TPYAOEMKOCTH, HOPMAaTUBHOM  YHMCIEHHOCTH,
rpadukoB paboT U YCIIOBUH OIIATHI TPY/AA MepcoHaa

BrisiBaenue PE3C€pBOB IMOBBIMICHUA MPOU3BOJUTCIIBHOCTH Tpyda U
KaueCTBa HOPMHPOBAHUA Tpyda

[ToaroroBka MpeUIoKEHUH 110 U3MEHEHUSIM YCIOBHU M OIUIATHI TPyHa
nepcoHaa

IlonroroBka mpemiokeHud 1o  (GoOpMHpOBaHHIO  OrOJKeTa Ha
OpraHM3alMIo Tpy/la IepcoHana

Ompenenenne 3GHEKTUBHOCTH PpabOThl CUCTEMBI OpraHU3AIUU U
HOPMHUPOBaHUS TPyJa Ha pabounux MecTax

HeoOxoaumeie
YMEHUS

BHenpsaTe MeTOIBI pallMOHAIBHOW OpraHu3aluy Tpyaa

AHanmM3MpoOBaTh COCTOSHHE HOPMHMPOBAaHUSA TpPyAd, KadyecTBO HOPM,
IIOKa3aTeNIeu 110 TPYLy

AmnanuzupoBath 3¢(HEeKTUBHOCTh pabOThI CUCTEMBI OpraHU3alMK TpyJaa
MepcoHaia 1 HOPMUPOBAHHUA TPyAa Ha paboUnX MecTax

CocTaBnaTh M KOHTPOJIMPOBATH CTAaThU PACXOJOB Ha OIUIATy TpyAa
MepcoHaa Juis IaHUpOBaHUs OIOIKETOB

PaboTath ¢ MHPOPMALMOHHBIMUA CUCTEMaMH, HU(POBBIMU yCIyraMu U
cepBUCaMM B 00JIaCTH OpraHM3alliu 1 OIUIaThl TPy/Ja epcoHaa

®opMupoBaTh MPEUIOKEHHUST IO aBTOMATH3alUMM MU LU(POBU3AINH




IIPOLIECCOB OPTaHU3aLUN U HOPMUPOBAHHUS TPy

Pa3pabarbiBaTh U 0OPMIISTH JOKYMEHTHI 10 HOPMUPOBAHUIO U OILIATE
TpyZAa IepcoHana

ObGecrieunBath  coOmojieHMe  TpeOOBaHWUU  3aKOHOAATEILCTBA
Poccuiickoit ®denepaniui W KOPIIOPATHBHBIX TOJUTHK B 00JaCTH
00pabOTKM  TEPCOHANBHBIX  JAaHHBIX W KOH(UICHIMAILHOM
nHpopmaruu

Bectu nenoByro nepenucky

Co0mro1aTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

Heo0Oxoaumsie
3HAHUS

MeTto b1 Y4€Ta U aHaJIn3a IoKa3aTejieH 1o TPYAY U OIJIaTEC Tpylda

MCTOIILI OIIpCACIICHUS, OLCHKHM W CpPaBHCHHA HpOI/I3BO,Z[CTB€HHOI>'I
HMHTCHCHUBHOCTHU U HAIIPSP)KCHHOCTHU Tpyda

MeTo1b1 HOpMUPOBaHUS TPYIa

Metoast OIPECACIICHUS YUCIICHHOCTH IICPCOHAJIa

MexoTpacneBble U OTpaciaeBble HOPMATUBBI TPYAOBBIX 3aTpar

CoBpeMmeHHbIE (POPMBI, CUCTEMBI OIUIATHI ¥ Y4eTa MPOU3BOIUTEILHOCTH
TpyZa IepcoHana

Cucrempl, meroasl U (GOpMbl MaTepUaIbHOIO M HEMaTepUaIbHOIO
CTUMYJIMPOBaHUS Tpyla IEpCcOHaIa

TexHonoruu u MeToabl GOPMUPOBAHMS U KOHTPOJIS OI0JKETOB

TCXHOJ'IOFI/II/I, METOAbBlI W  MCTOJUKH  MPOBCACHUSA aHajiu3a H
CUCTCMATHU3allU JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

OCHOBBI TOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCIeYeHUs

[lopsimox  Tapudukamuu  paboT ©  pabOUYMX,  YCTAHOBIICHUS
JOJKHOCTHBIX OKJIQZIOB, JOIUIAT, HaA0aBOK M KO3()(UIMEHTOB K
3apa0OTHOI TU1aTe, pacyeTa CTUMYJIMPYIOLIMX BBIILIAT

Tapudno-kBanupuUKaMOHHbIE CHPAaBOYHUKH paboT u mpodeccuii
pabounx ¥  KBAIM(UKAIMOHHBIE XapPAKTEPUCTHKH  JOJDKHOCTEH




CITy’KallluX, MpohecCHOHATbHBIC CTAaHAAPTHI

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIBbHOCTHU OpraHu3alin

OpraHu3aiuoHHasl CTPYKTypa OpraHU3aldd W BaKaHTHBIC TOJDKHOCTH
(mpodeccun, CEeUATBHOCTH )

Ilonutuka n CTpaTerus opraHu3alru 110 II€PCOHATY

DKOHOMHUKA Tpyia

OcHOBBI OOIIEH H COIUAIBHOM IICUXOJIOTHM, COI[MOJOTHU U
TICUXOJIOTUH TPY/a

HopmaTtuBHbIE TIpaBOBBIE aKThI, OMPEAETSAIOMINE HOPMBI TPYIAOBOTO
npasa

OCHOBBI apXWBHOI'O 3aKOHOJATENIbCTBA M HOPMATHUBHBIC IIPABOBBIC
akTel Poccuiickoii denepannu B 00JIaCTU BEEHUS JTOKYMEHTALUU IO
TepCcoHaIy

OcHOBBI HAJIOTOBOTO 3aKoHO1aTeNnbeTBa Poccuiickoit denepanuu

3akoHonarenscTBO Poccuiickoit deaepanniv 0 NEpCOHAIbHBIX JaHHBIX

JloxasibHBIE HOPMATUBHBIE aKThl OpraHU3alllH, PEryJIHPYIOIINe
MOPSAIOK OpraHu3alMy 1 HOPMUPOBAHUS TPY/la IepCOHAlIa

Crenmanu3upoBaHHble MHQOPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE YCIYTH
U CEepBUCHl B 00JacTH OpraHu3alMM M OIUIATBl TpyJda IEpCOHAa,
I'PaHUIIBI UX IPUMEHEHUS

OCHOBHBIE METPUKH ¥ AHAIUTHYECKHE CPe3bl B 00JIACTH TPOIIECCOB
OpraHHU3aIi U HOPMUPOBAHUS TPYAa

HpaBI/IJ'Ia BEJICHUS JIEIOBOM MEPCINCKU

Hopwmbl 3TKH 1emoBoro ooIeHus

Hpyrue
XapaKTEPUCTUKHU

3.5.2. TpypoBaa pyHKIUA




Opraguzanys  OIIaTel  TpyJa YposeHb
HanmenoBanmne p Py Kox E/02.6 | (moxyposens) 6
nepcoHasa
KBaJIM(pUKAITHH
[Ipoucxoxnenue
7 3anMMCTBOBaHO
TPyAOBOU Opurunan X
U3 OpUTHHAJIa
dynkuun

PerucrpanmonHubi
Kon HOMEP
OpUTHMHANAa  TPO(PECCHOHATBHOTO
CTaHJapTa

TpynoBsie nencTBUA

Pa3paboTka cucteMbl OIIIaThI TPy/ia MepCoHaa

®opmupoBanue Oromkera GoHIA OMIATHL TPYJA, CTUMYIHPYIOIIUX U
KOMITCHCAIIMOHHBIX BBITLIAT

Buenpenue cucreMbl omiaThl Tpyaa nepcoHaia

[TonroToBka MpeIOKEHUH O COBEPIICHCTBOBAHUIO CHCTEMBI OILIATHI
TpyJa rnepcoHana

Heo0Oxoaumsie
YMEHUSA

[IpuMeHATh TEXHOJOTHMHM MaTepUalbHOW MOTHBAIlMM B YIIPAaBICHUU
HIEPCOHAIOM

AHanu3upoBaTh COBPEMEHHBIE CHCTEMbI OIIaThl W MaTepHaJIbHOU
(MOHeTapHOI) MOTHBAIIUK TPYAA s 1ieNeil opranu3anun

AHanu3upoBaTh  ypOBEHb  OIUIaThl  TpyJa  IEpcoHaia IO
COOTBETCTBYIOLIUM MPO(ECCHOHATBHBIM KBATH(PUKALIUAM

[IpoBOANTH MOHUTOPHUHT 3apabOTHOM IIATHI HA PBIHKE TPyJa

CocraBiaTh KOHTPOJIUPOBATh CTATbU pPaCXOJ0B Ha OIUIaTy Tpyada
nepcoHalia IJid MIaHUuPOBAHUSA GIOI[)KCTa

AHanmm3upoBaTh (hopMbI MaTepuaIbHOTO CTUMYJINPOBAHUA,
KOMIICHCALUH U JIBIOT B OILIaTe TpyZa IepcoHana

PaGorare ¢ MHGOPMAIIMOHHBIMU CHCTEMaMH, [UPPOBBIMU YCIyTaMU U
CEpBHCaMH 110 OIUIATE TPy/la EPCOHANIA

@dopMUpoBaTh MpPEUIOKEHUE MO0 aBTOMATH3alMd M IUPPOBHU3ALMH




IIPOLIECCOB OILIATHI TPyAa

CocTaBiITh IIPOrHO3BI pa3BUTH: OIIATHEI TPy[Ada II€pCOHAIa

ObecneunBaTh co0uroIeHe TpeOoBaHUI 3aKOHOZATEIbCTBA
Poccuiickoit @epepanu U KOPHOPATUBHBIX IOJUTUK B 00JacTu
00pa0OTKM  NEepCOHANbHBIX  JAHHBIX U KOH(UIEHUIUAIbHOU
uHpOopMaIU

Bectu nenoByro nepenucky

Co06ronaTh HOPMBI ATHKHU JIEJIOBOTO OOIIECHHS

Heo0Oxoaumbie
3HAHUSA

@opMbl W CHUCTEMBI 3apa0OTHOM TIUIATHI, TOPSAIOK COCTaBICHUS
OIOIKETOB

Cucrempl, metoabl U (OpPMbI MATEPUATBHOIO M HEMAaTEpUAIbHOIO
CTUMYJIMPOBaHUsA TPy/1a lIepCOHAIIa

TexHnomorun u Metonsl (GOPMHUPOBAHUS W KOHTPOJS OFODKETOB U
dhonI0B

IMopsmox  Tapudukammu  paboT W pabouyux,  yCTAaHOBJICHUSA
JIOJDKHOCTHBIX OKJIQJIOB, JOIUIAT, HaA0aBOK H KOI(PQPUIIMEHTOB K
3apaboTHO IJ1aTe, pacyeTa CTUMYIUPYIONIUX BBIILIAT

Metoant OIpCaACICHUS YUCIICHHOCTH IICPCOHAJIA

TapudHo-kBanMpUKaMOHHBIE CIIPAaBOYHUKH paboT u mnpodeccuit
pabounx M  KBaJIUM(UKAIMOHHBIE XapaKTEPUCTUKU  JOJDKHOCTEH
CIIy’KalluX, MpodeccruoHalbHbIe CTaHIAPThI

Mertoab! yueTa U aHaM3a MoKa3aTesnel Mo Tpyay U 3apaboTHOM 1iaTe

TCXHOJ'IOFI/II/I, MCTOABI W  MCECTOJUKHU  IPOBCIACHUA aHajim3a H
CUCTCMATHU3allU JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

ITonmutnka n CTpaTerusd OpraHu3alnu 1o NnepCoHary

OpFaHI/ISaHHOHHaﬂ CTPYKTypa OpraHu3alii W BAaKAHTHBIC JOJIKHOCTHU
(mpoceccun, ciennanbHOCTH)

HopmaTuBHbIE MpaBOBBIE aKThl, ONPEAEISIOUINE HOPMBI TPYIOBOIO
npasa




OcHOBBI HAJIOrOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu

3akoHo aTenbcTBO Poccuiickoi denepanuu 0 MepCOHAIbHBIX JaHHBIX

Tpyna

JIokalbHBIE HOPMATUBHBIC AKThI OpraHu3aluu, peryJIupyromue oriaTy

OCHOBBI SKOHOMHUKH Tpyaa

OCHOBBI TEXHOJIOTHH MMPOU3BOACTBA U ACATCIbHOCTU OpraHnu3allun

OCHOBBI IOKYMEHTO00OOPOTa U IOKYMEHTAIIMOHHOTO 00eCIICYCHHUS

[Topsaok 3akit0ueHus 10rOBOPOB (KOHTPAKTOB)

OcCHOBBI 00mIEH U
TICUXOJIOTUH TPY/a

COIII/IaJII)HOI\/JI IICUXOJIOTNM, COIUOJIOTMHN U

Creunanu3upoBaHHble HHPOPMAIIMOHHBIE CUCTEMBI, IU(POBBIC YCIyTH
U CepBUCHl B 00JAaCTM OpraHM3allMM M OIUIaThl TpyJAa IEpCcOoHaa,
IPaHULbI UX TIPUMEHEHUS

OcCHOBHbIE METPUKHM U AHAJUTHUECKHUE Cpe3bl B O0JIACTU MPOIIECCOB
o0ecreyeHus oyaThl TpyAa NepcoHasa

Hopwmbl 3TKH 1em10BOTO OOIIEHUS

Apyrue i
XapaKTePUCTHKH
3.5.3. TpynoBasa ¢pyHKIua
AJMUHHCTPUpPOBaHHE
IPOIIECCOB OpPTaHMU3AINH TPY/Ia, YpoBeHb
HaumenoBanue | omuiatsl nepcoHaia u | Kox | E/03.6 | (moxypoBeHb) 6
COOTBETCTBYIOIIETO KBaJIM(pUKaMu
JOKYMEHTO0000poTa
[Ipoucxoxnenue
. 3aMMCTBOBaHO
TPYIOBOU Opurunan X
U3 OpUTHHANA
byHKIIT
Kon PerucrpanuoHHbII
OpUTHHAaNa HOMED

npodecCuOHaAIBLHOTO




CTaHJapTa

TpynoBbie nelcTBUA

JIOKyMEHTAIlMOHHOE ¥ OPraHMU3allIOHHOE COIPOBOXKIEHUE CHUCTEMBI
OpraHM3aliy TpyJa U OIUIaThl TpyJa IepcoHana

[loaroroBka mpenIoXKEHU 1O  COBEPIICHCTBOBAHHIO  CHCTEMBI
OpraHM3ally U OIUIAThl TPYAA IIEpCoHaNa

[MonroroBka u 00pabOTKa 3aPOCOB M yBEJOMJICHHN O paOOTHHKAX B
rOCY/IapCTBCHHBIE OPTaHbl, IPEACTABUTEIIFHBIC OPTaHbl PAOOTHUKOB TI0
CHCTEMaM OILIaThl U OpPraHu3ally TpyJa IepcoHaa

OpranuzanoHHOE U JOKYMEHTALIMOHHOE COIPOBOXKIEHUE JOIOBOPOB
Ha OKa3aHUE KOHCYJbTAllMOHHBIX, HWH(POPMAIMOHHBIX YCIYr IO
cucTeMaM OIUlaTbl M OpPraHu3allid Tpyda I[EepcoHana, BKIIOYas
MIpEABAPUTEIIBHBIC ITPOLIEYPHI IO X 3AKIHOYECHUIO

Heo0Oxoaumbie
YMEHHSI

O(I)OPMHHTL AOKYMCHTBI 110 BOIIPpOCAM OIUIATBI U OpraHU3allui Tpyda
nepcoHala, MMpeaACTaBIACMBIC B rocyaapCTBCHHBIC Oprassbl,
IpeaACTaBUTCIbHBIC OpraHbl pa6OTHI/IKOB

AHanu3upoBaTh HOPMATUBHBIE M METOAMYECKHE JIOKYMEHTBHI IIO
BOIIPOCAM OILIaThl M OPraHU3aluK TPyAa epcoHanta

OpranuzoBbIBaTb ~ XpaHEHUE JOKYMEHTOB B  COOTBETCTBUU C
TpeOOBaHUSIMHU  3aKkoHozarenbcTBa  Poccuiickoit  ®epepauuun U
JIOKaJIbHBIMU aKTaMH OpPTaHU3aLUU

Bectu yuer u perucTtpanuio JOKYMEHTOB B HH(GOPMAIMOHHBIX
CUCTEMaxX Y Ha MaTEPUAIbHBIX HOCUTENAX

PaGortars ¢ nHGOPMAIIMOHHBIMU CHCTEMaMU, [IUPPOBBIMH YCIyTaMU U
CepBUCAMU MO AJMUHUCTPUPOBAHUIO JTOKYMEHTOOOOpOTa B 00JIaCTH
OpraHM3aIlMH U OTIATHI TPYAA MepcoHata

dopMHUpOBaTh TPEMIOKEHHE TO aBTOMATHU3AIMU W MU(PPOBU3ALNUN
mpolecca aAMUHUCTPUPOBAHUS JOKYMEHTOO0OPOTa B 00IACTU OTLIATHI
U OpraHu3aluu Tpyaa

[Ipon3BoauTh  mpeaBapUTENbHBIE  3aKYNOUHbIE  MPOLEAYPHl U
oQOpMIIITH  COMYTCTBYIOIIYKO JOKYMEHTAIMI0 IO  3aKJIIOUEHUIO
JIOTOBOPOB

ObecneunBaTh cobmonenne  TpeOoBaHUI 3aKOHOJATEIbCTBA
Poccuiickoit denmepanuu ¥ KOPMOPATHUBHBIX TOJUTHK B 00JIaCTH
00paboTku MEePCOHANIBHBIX JAHHBIX u KOH(UICHIIMATBHOM




uHpOopMaIu

Bectu nenoByro nepenucky

Co0mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0Oxoaumbie
3HAHUSA

[opsimox odopmienus, BeneHHs W XpaHEHUs JOKYMEHTAIUH I10
CUCTEMaM OIUIAThl U OpraHU3alMH TPyAa IIepcoHaia

HopmartuBHBIE TTPaBOBBIE aKThl, PErYIHUPYIOLIME MPaBa U 00SM3aHHOCTH
rOCyJapCTBEHHBIX OpPraHOB M OPraHU3aluy [0 IIPEIOCTaBICHUIO
YY4ETHOU JOKyMEHTalUU

TCXHOJIOFI/II/I, MCTOABI W  MCTOJUKHU  IIPOBCACHUA aHajin3a H
CUCTCMATHU3allu JOKYMCHTOB U I/IH(1)OpMaI_II/II/I

TapudHo-kBanudpuUKaMOHHbIE CHPAaBOYHUKK paboT u mpodeccuii
paboynx ©  KBaIM(UKAIMOHHBIE XAPAaKTEPUCTUKU  JIOJDKHOCTEH
CITy’KaIllnX, Mpo(heCCHOHATbHBIE CTaHAAPTHI

Crenuanu3upoBaHHble HHOOPMAIIMOHHBIE CUCTEMBI, LIU(PPOBBIE YCIYTH
U CEpBUCHl IO aAMHHUCTPUPOBAHMIO JTOKYMEHTOOOOpOTa IIPOLIECCOB
OIJIaThl U OPTaHU3ALUH TPY/1a EepCOHANA, TPAHULIBI UX TPUMEHEHHS

JlokanbHbBIC HOPMATUBHBIC  AKTbl OpPraHU3aluu, PEryINPYROIINUC
MOPAIOK OIUIAThI, OpraHU3allii U HOPpMHUPOBAHUA Tpyda

OcCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAITUOHHOT' O obecrnieueHUs

[Mopsamox dopmupoBanusi, BeaeHUs 0a3bl JAHHBIX U MPEICTABICHUS
OTYETHOCTH 110 CUCTEMAaM OIUIaThl U OpraHU3alK TPy/a MepcoHaa

HopMaTuBHBIE NpaBOBBIE aKTHI, ONPEAEISAIOLIME HOPMBI TPYZAOBOIO
npasa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA U HOPMATHUBHBIE IPABOBbHIC
akThl Poccmiickoit denepanuu B 00acTH BEIEHUS] JOKYMEHTAIIUU TIO
IepCoHAIy

OcHOBBI HAJIOIOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu

3akoHonarenscTBO Poccuiickoit Penepanyiv 0 NEPCOHAIBHBIX JaHHBIX

[Topsiiok 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOR)




[Mopsimok  TpoOBENEHUs 3aKYMOUYHBIX TMpouenyp U  OQOpPMIICHHUS
CONYTCTBYIOIICH JOKYMEHTAIUU

Hopwmbl 3TuKM 1e10BOT0 00IIeHus

[IpaBuia BeneHUs 1€10BOU IIEPEUCKU

HApyrue
XapPaKTCPUCTHKHU

3.6. O6obLweHHas TpyaoBas PyHKUMS

JledaTenbHOCTh o
. YpoBeHb
HaumenoBanue | ¢opmupoBanuio koproparuBHoit | Kox F 6
" KBaTHM(pUKALTIH
COLMAIIBHOW TTOJIUTHKH
IIpoucxoxnenne
00001IeHHON 3auMCTBOBaHO
. Opurunan X
TPYIOBOH U3 OpUTHHAJIa
byHKIIUU
Perucrpanuonnsii
Kon HOMED
OpUrMHaJia  NMPOo(hecCHOHAIBLHOTO
CTaHJapTa
Crennanuct o COLIMAJIEHBIM nporpaMmam
Crnenuamuctr 1mo paboTe ¢  HPEACTaBUTENBHBIMU — OpraHaMu
Bo3moxHbIe pabOTHUKOB
HaMEHOBaHUS
JOJKHOCTEH, Conenuanict MO KOPIOPAaTMBHOM  COIMAIBHOW  TOJUTHKE
npodeccuit
Cnenuanuct o [epCcoHaIly
Menemxep Mo nepcoHany
Briciiee oOpa3oBaHUe - OaxanaBpuaT
TpeboBanus K | pom
00pa3oBaHMIO u
HU
obygenmo Beiciuee  oOpasoBanue  (HempodmipbHOe) -  OakamaBpuaT U
JOTIOJTHUTEILHOE TPOQPECCHOHAIBHOE 00pa30BaHUE - MPOTPAMMBI
npoeCCUOHAbHON  TEepPEenoAroTOBKM B OOJIACTH  YIpaBJICHUS




NEepCOHAJIOM WUJIA B o0JacTu COI_II/IaJII:HOI‘/JI IIOJIMTHUKH

TpeOGoBanust K OMBITY
MPAKTUYECKON pabOThI

Oco0blie
JoycKa K pabote

YCIOBUSA

HApyrue
XapPaKTCPUCTHKHU

PexoMeHnyeTcsi JOMOHUTENbHOE MTPOodecCHOHALHOE 00pa3oBaHue -
MpPOrpaMMbl TIOBBINICHHUS KBATU(UKAIUK B OOJIACTH YIPABJICHUS
MEPCOHAIIOM WJIM COUUAIBHON MOJIUTHKH

JlonIOJTHUTEIbHBIE XapAKTEPUCTUKU

HaumenoBanue Kox HaumeHnoBanue 6a30BOM IpyIIIbI, JODKHOCTH
JOKyMEHTa (mpodeccun) WU CHEUATBHOCTH
0K3 2423 Sg;gj{?;ﬂm B 00JacT 10A00pa U UCIOJIb30BAHUS
EKC - Cnenuanuct 1no kaapam
- Menemxep 1o nepcoHany
OKIIJATP 26583 Crenuanuct 1o Kaapam
OKCO 5.38.03.02 MenemKkMeHT
5.38.03.03 | VmparieHue nepcoHaoM

3.6.1. TpymoBaa pyHKIuA

Pazpabotka KOPIIOPaTUBHOMU YPOBEHE
HaumenoBanue p . priop Kox | F/01.6 | (momypoBeHb)
COITMATPHON TTOJTUTHKHN
KBaTMUKAITIT
IIpoucxoxaeHue
. 3auMCTBOBaHO
TPyZIOBOM Opurunan X
W3 OpUTHHAJIA
byHKIIUU
Peructpanmonubi
Kon HOMEP
OopurvHaga  Mpo¢ecCHOHATHHOIO

CTaHzapTa



https://1kadry.ru/#/document/99/1200121893/XA00M1S2LR/
https://1kadry.ru/#/document/99/9029638/XA00M1S2LR/
https://1kadry.ru/#/document/99/456069557/XA00M1S2LR/

TpynoBsie nencTBUs

Pa3paboTka KOpHOpaTUBHBIX COLMANIBHBIX IPOrPaMM

Pa3pa60T1<a CHUCTCMBI BBIILJIIAT pa6OTHI/IKaM COLIMAJIBHBIX JIBI'OT

Opranuzanys B3aUMOJEHCTBUS C IIPEICTAaBUTEIBHBIMU  OpraHAMH
pabOTHUKOB, OOILECTBEHHBIMU OpPraHU3ALUSAMH, C FOCYJapCTBEHHBIMU
opraHaMu

[ToaroToBka mpeayiokeHH MO (OPMHUPOBAHUIO OIOPKETa B OOJIACTH
o0ecriedeHHs KOPIIOPATUBHON COIIMAIIBHOM TTOJIUTUKH

Heo0Oxoaumbie
YMEHHSI

OnpenensaTs  LeNeBble  IPyNIbl  IEpCOHana A pa3pabOTKu
CHELUATU3UPOBAHHBIX COLMATIBHBIX IPOrpPaMM

JoBomuth WH(OpPMAIMIO O COIMAIBHBIX IMPOTpaMMax JI0 IIEJIEBBIX
IPYIN TEPCOHANA € HCIOJIb30BAHUEM HHCTPYMEHTOB BHYTPEHHUX
KOMMYHUKaIUN

BbeiOupaTh KpuTepuM U ONpPENENSITh YPOBHU YAOBIETBOPEHHOCTU
IepcoHaa

Hcmons30BaTh MaTCpHraJIbHBIC U HEMATCPUAJIBHBIC CUCTCMbI, MCTOAbLI U
q)OpMBI MOTHUBAIUU B YIIPABJIICHHUU IIEPCOHATIOM

OnpenensaT 00bEMbI CPEJCTB AJIS peaTu3allii COLUAIBHBIX MapaHTHH,
KOPIOPAaTUBHBIX  JIBIOT M  MHBIX 3JEMEHTOB  KOPIOPATUBHBIX
COLIMANIBHBIX MPOrpaMM /st GOpMUPOBaHUS OIOPKETOB

CocTaBiiaTe H KOHTPOJHUPOBATH CTATbU PpacXOodAO0B HaA COLHUAJIBHBLIC
nporpamMmal JJIs1 IIJIIaHUPOBAHUA 6IO)1)K€TOB

[Ipou3BoauTh  NpeABapUTENbHBIE  3aKyNOUHbIE  MPOLEAYPhl U
oQOopMIIEHHE CONYTCTBYIOLIEH JOKYMEHTAalMd [0 3aKJIIOUYEHUIO
JIOTOBOPOB

Paborath co crenuanu3upoBaHHBIMU HH()OPMAIIMOHHBIMU CHCTEMaMH,
U(PPOBBIMU yCIYTaMU M CEpBUCAMM IO YIPABICHHUIO MEPCOHAIOM B
00JacTi KOPHOPATUBHON COLIMATILHON MOJIUTUKU

dopMHUpoBaTh MPEAJIOKEHUS MO ABTOMATHU3AIMH W IHPPOBU3ALUN
mporiecca pa3paboTKH KOPIOPATUBHON COIMATBFHOM MOJTUTHKH

OGecneynBaTh coOJroIeHne TpeboBaHMit 3aKOHOJIaTeIhCTBA
Poccuiickoit deneparyin 1 KOPHOPATUBHBIX MOJUTHK paboTonaTeNs B
obsactin 00pabOTKM TMEPCOHAIBHBIX MAaHHBIX U KOH(PHUIACHITUATHHOU
uHpopMaun




BecTtu nenoByto nepenucky

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHUSI

Heo0xoaumsie
3HAHUS

HOpHI{OK n METOIbI pa3pa60TI<H IUIAHOB KW IIporpamMm COOHUAJIbHOI'O
Pa3BUTHA OpTraHU3allun

Mertopl aHaIHM3a BHIIOIHEHHUS COLUAIBHBIX TPOIPAMM U OIPECICHUS
UX SKOHOMHUYECKON 3P (PEKTUBHOCTH

Cucrtembl, Metonbl ¥ (OpMBI MaTEpUAIBHOTO M HEMAaTepUaIbHOI'O
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

TexHonoruu U MeTOIbI HYOPMUPOBAHHS U KOHTPOJISI OO KETOB

MeTtoibl TIPOBEACHUSI COIMOJIOTUYCCKUX HCCICIOBAHUM, W3yYCHHS
0OIIIECTBEHHOTO MHEHUS

TexHomornu, MeETOAbBI W METOAUKH IIPOBEICHUS aHaIM3a U
CHCTEMaTH3aIMU JOKYMEHTOB U MHPOPMALIUU

[Topsimox mpoBeneHWs 3aKyNOYHBIX IMpoueayp MU odopmieHus
COIYTCTBYIOILEH TOKYMEHTALUH

OCHOBEI HpOH?;BOI[CTBeHHOI\/'I ACATCIIBHOCTU OpTraHHU3allnn

OCHOBBI 0611_16171 U COLMaJbHOU INCUXOJIOTHH, COIUOJIOTHHN U
MCHUXOJIOTHUU TPpYyAda

CrtpykTypa, 1enH, CTpaTerus 1 MOJIUTHKA OpraHU3alUu 110 IEpCOHAITY

TapudHo-kBanM(UKaLMOHHbIE CHPABOYHUKU paboT u mnpodeccuii
pabounx © KBaIM(UKAIMOHHBIE XapaKTEPUCTUKHA  JOJDKHOCTEH
CITy’KallMX, MPo(hecCHOHAIbHbIE CTaHIAPTHI

Crienmanu3upoBaHHbIe HH()OPMAITMOHHBIE CUCTEMBI, TU(PPOBBIE YCIYTH
U CEpBHUCHI 0 YNPABICHHUIO MEPCOHAIOM B 00JAacTH KOPIOPATUBHOU
COLIMAJILHOW MOJINTUKH, TPAHULIBI UX IPUMEHEHHUS

OcHOBHBIE METPUKM W  aHAIUTHYECKHE Ccpe3bl B  o0jactu
KOPIIOPAaTUBHOW COLMAIbHOW ITOJTUTUKU

HopMaTuBHBIE TNpaBOBBIE aKThI, OINpPEAEISAIOUINE HOPMBI TPYIAOBOIO
npaBa




OCHOBBI HAJIOT'OBOTO 3aKOHOAaTeNbcTBa Poccuiickont denepanun

HopMmaTtuBHbIe NpaBOBBIE aKThI, PETYIHUPYIOIINE MIpaBa U 0053aHHOCTH
rOCY/IapCTBEHHBIX OPTAHOB, MPEACTABUTEILHBIX OPTaHOB PAOOTHUKOB

3akoHoaarenscTBO Poccuiickoit deneparinu o NepcoHaIbHBIX JaHHBIX

JlokanpHple HOpPMATUBHBIE AKThl OpPraHUW3alid, pPEryIupyroIIne
MOPSIOK (POPMUPOBAHUS COLUATHLHON TTOTUTUKU

[Topsmok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

HpaBHna BCACHUA HCHOBOﬁ MNCPCIINCKU

HopMbI 3THKH 1eI0BOTO O0IIEeHUS

Jlpyrue _
XapaKTePUCTUKU
3.6.2. TpynoBasa pyHknusa
Peaszanmss ~ kopnopaTuBHOM YPOBCHb
HanmenoBanwme . priop Kox | F/02.6 | (momypoBeHb) 6
COLIMAJIbHOW MOJIMTUKU
KBaNTU (DUKAIH
IIpoucxoxaeHue
. 3aMMCTBOBaHO
TPyZIOBOH Opurunan X
U3 OpUTMHaJIa
byHKIIUN
Perucrpanuonnsii
Kon HOMEP
OpUTMHaa  MNPOQECCHOHATBHOIO
CTaHJapTa

TpynoBsie nelicTBUS

BHenpeHnne KOpnopaTuBHBIX COLMAIBHBIX IIPOTPaMM

Peanuzamust cucTteMbl COIMANBHBIX JIBIOT, BHIIUIAT PAaOOTHUKAM C
yueToM TpeboBaHu# 3akoHOMaTeNbcTBa Poccuiickoit deneparuu

OreHKka yJIOBJIETBOPEHHOCTH TMEPCOHANTa KOPHOPATUBHOW COLUMAIBHOM
HOJIUTUKOMN

Ouenka 3¢ ()EKTUBHOCTH MEPONPUITHI KOPIOPATUBHON COIMATBHOU
IIOJIMTUKHN




IlogroroBka MNpPENIOKEHUH [0 COBEPLICHCTBOBAHUIO MEPOIPUATHH
KOPIIOPaTUBHOM COLUAIBbHON IOJUTUKU

[ToaroroBka mpemyiokeHuid 1o  (OPMUPOBAHHUIO OrOKETa Ha
peanu3aIyio KOPIOPATUBHONW COLMAIBHOW MOJUTHKH U COLMAIBHBIX
nporpaMmm

Heo0xoaumbie
yYMEHUS

PaccuuthiBaTh 3aTpaThl Ha  IIPOBCACHUC ClriCcUuaJIn3uPOBaAHHBIX
COLUMAJIBHBIX ITPOTpaMM

[IpoBOIUTH MOHUTOPUHI YCIEIIHBIX KOPIOPATUBHBIX COLIMAIBHBIX
porpamMmm

[IpoBoguTh MeponpusiTus B COOTBETCTBUH C  KOPIIOPATUBHOM
COIIMAJILHON ITOJIMTUKON

OHpeI[e.]'ISITL OCJICBBIC T'pYIIIIbI nepcoHaia JJIA CO31aHusA
CHICHHUAIIM3UPOBAHHBIX CONHUAJIBHBIX IIPOrpaMMm

OHpeI[eJ'ISITL KpUTCpUH U YPOBHHU YAOBJICTBOPCHHOCTH IIE€PCOHAJIA

Onpenenstsb 3P PEKTHBHOCTD MEPONPUSITUN peannzyemoit
KOPIIOPATUBHOMN COLMATILHOM MOJIUTUKU

Oprann3oBbIBaTh B3aUMOJIEMCTBUE C TOCYAAPCTBEHHBIMH OPTraHAMH,
MPEACTABUTEIHLHBIMH  OpPraHaMH PAOOTHHUKOB, OOIIECTBEHHBIMH W
MHBIMM OpPraHU3alMsMU IO BOIPOCAM pEAIU3aLMU KOPIIOPATUBHOMN
COITMAJILHOM TTOTUTHUKH

AHaJ'II/I3I/IpOBaTL PBIHOK YCIYyI' IO OCYHIECCTBJIICHUIO COLUAJIBHBIX U
CIICHHUAIM3UPOBAHHBIX IIpOTrpaMm COHHaJII)HOfI MNOAACPIKKU YJICHOB
HCJICBBIX I'PYIIT U TOTOBUTH ITPEIJIOKCHUA I10 UX IMMOCTAaBIIUKaAM

[Ipou3BoauTh  MpeABapUTENbHBIE  3aKyNOUYHbIE  MPOLEAYPHl U
OoQOpMIISITH  COMYTCTBYIOIIYIO JOKYMEHTAIlMI0 IO  3aKJIIOUEHUIO
JIOTOBOPOB

Paborath co crenuanu3upoBaHHBIMH UH()OPMAILIMOHHBIMU CHCTEMaMH,
U(GPOBBIMU yCIYI'aMU M CEpBUCAMM IO YIPABICHHUIO MEPCOHAIOM B
00JacTi KOPIOPAaTUBHON COLIMATILHON MOJIUTUKU

ObecneunBaTh coluoieH1e TpeGoBaHUI 3aKOHOZATEIbCTBA
Poccuiickoit @enepaniii U KOPIOPATUBHBIX IMOJUTUK B o0JacTu
00pabOTKM  NEepCOHANbHBIX  JAHHBIX W KOH(pUICHIMATBHOM
uHpopmaruu




BecTtu nenoByto nepenucky

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHUSI

Heo0xoaumeie
3HAHUS

Metonbl  aHanmW3a  BBINOJHEHUS  KOPIOPAaTHBHBIX  COIUAILHBIX
MPOrpaMM U OIPEICTICHUS KX YIKOHOMUYIECKOU 3(h(hEKTUBHOCTH

Cucrembl, MeToabl, (GOPMBI MaTEPUAIBHOIO M HEMAaTEpUAIBHOTO
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

MeToapl TIPOBEJACHUS COIMOJIOTHYCCKUX HCCIICIOBAHUM, HW3YYCHHS
0OIIIECTBEHHOTO MHEHUS

TGXHOJIOFI/II/I, METOAbl W  MCTOAUKHM  MNPOBCACHUA aHajin3a H
CUCTEMATU3allu JOKYMCHTOB U PIH(bOpMaI_II/II/I

HopMmaTuBHbIE NpaBOBBIE aKThl, PETYIUPYIOIIKE [IpaBa U 00s13aHHOCTH
rOCYJapCTBEHHBIX OPraHOB, MPEICTaBUTEIbHBIX OPraHOB PAOOTHUKOB
I10 IPEIOCTABICHUIO YYETHOW JOKYMEHTAUU

[Topsimox mpoBeneHUs 3aKyNOYHBIX TMpoueayp Hu  odopmieHus
COINYTCTBYIOIIEN JOKYMEHTAUU

CrpykTypa, LeiH, CTpaTerus U MOJIUTHKA OpraHU3aluu 110 IePCOHAITY

TapudHo-kBanM(UKALMOHHbIE CHPAaBOYHUKH paboT u mnpodeccuii
pabounx © KBaTM(UKAIMOHHBIE XapaKTEPUCTUKHA  JOJDKHOCTEH
CIIy’KallMX, Mpo(hecCHOHAbHbIE CTaHAAPTHI

OCHOBBI HpOHSBOI[CTBCHHOﬁ ACATCIIbHOCTU OpTraHrU3allnn

OcHOBBI 00mIE HW  COLUAJILHOM IICUXOJOTHHM, COLMOJIOTHHA |
TICUXOJIOTHH TPyJa

Crneunanu3upoBaHHble HHPOPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIyTH
U CEpBUCHI 0 YNPABICHHUIO MEPCOHAIOM B OOJACTH KOPHIOPATUBHOM
COIMAIbHOW MOJUTUKH, TPAHUIIBI UX IPUMEHEHUS

OcHOBHBIE METPUKM W  aHAIUTHYECKHE Ccpe3bl B  o0jactu
KOPIIOPAaTUBHOW COLMAIbHOW ITOJTUTUKU

HopMmaTuBHBIE TNpaBOBBIE aKThI, OINpPEAEISAIOUINE HOPMBI TPYIAOBOIO
npasa

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit deneparuu




3akoHoaarenscTBO Poccuiickoit denepariny o NepcoHaIbHBIX JaHHBIX

JlokasibHBIE aKThl OpraHU3ALUM, PETYIUPYIONIUE MOPSAJIOK BHEAPCHUS
COLIMATILHON MOJIMTUKU

[Topsi10K 3aKIIIOUEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpbl 3THKH 1€710BOTO OOIIICHUS

Apyrue
XapaKTCPHUCTUKHU

3.6.3. TpynoBasa pyHKkIIMA

AJIMUHHCTPUPOBAHUE
MPOLIECCOB KOPIIOPaTUBHOMN YpoBeHb
HaumMmeHoBaHue | colMalbHOM [IOJIUTUKHA u | Kon F/03.6 | (momypoBeHb) 6
COOTBETCTBYIOILIETO KBaJTH(HUKAINN
JOKYMEHTO000poTa
[Ipoucxoxnenue
. 3auMCTBOBAaHO
TPYIOBOH Opurunan X
W3 OpUTHHAJIA
byHKIMHA

Perucrpanuonnsii
Kon HOMED
OpurvHaia  MpohecCHOHAIBLHOTO
cTaHaapra

TpynoBsie 1eHCTBUS

[ToaroroBka npeaoKeHUW MO Pa3BUTHIO KOPIIOPATUBHOW COLMAIIBHOU
HOJIUTUKUA

IloaroroBka MPETI0KEHU I o 00€eCIIeUeHNIO COOTBETCTBHUA
KOPIOPATHUBHON COIMANIBHON MOJUTUKHA TPeOOBAHUSIM 3aKOHOATEIHCTBA
Poccniickoit denepanuy 1 ycaoBUsM PhIHKA TpyZAa

JlokyMeHTallmoHHOe  OOpMIIGHHE  Pe3ylbTaTOB  KOPIIOPATUBHOI
COIIMAILHOM ITOJIUTHKHU

JIOKyMEHTallMOHHOE U OPTaHU3ALMOHHOE CONPOBOXKICHUE MEPOIPUATHN
KOPIOPATUBHON COIMATIbHON MOJUTHUKU

[ToaroroBka u 00paboOTKa 3aMpOCOB M YBEAOMJICHHH O paOOTHHKax B
TOCYHdapCTBCHHBIC OPraHbl, NPCACTABUTCIIBHLIC OpraHbl paGOTHI/IKOB 10




BOIIpocaM COLIH&JIBHOﬁ MOJIMTHUKU B OTHOILICHWHU IICPCOHAIA

ConpoBokJieHuE [OTrOBOPOB IO OKA3aHHUIO KOHCYJIBTALMOHHBIX H
MH(GOPMAIMOHHBIX YCIYT M0 peai3allii MEPONPHUATHIA KOPIOPAaTHBHON
COLIMAJIbHOW ITOJIMTUKH, BKJIIOYas NpeABapUTEIbHBIE IPOLEAYPHI IO UX
3aKJIFOUYEHUIO

Heo0Oxomumeie
YMEHHS

OdopmIATh JOKYMEHTH IO BOMNPOCAM KOPIOPATUBHOM COLMATIBHOM
IIOJINTUKH,  IPENOCTABIIAEMbIE B TOCYNAapCTBCHHBIE  OpIaHBbl,
IIPEICTaBUTENbHBIE OPTaHbl PAOOTHUKOB

AHanu3upoBaTh IpaBwiIa, MOPSAKUA, MPOLEAYPhl KOPHOPATUBHOU
COLIMAJILHOM ITOJIMTUKA

O0ecreunBaTh AOKYMCHTAITUOHHOC COIIPOBOKIACHUC COHH&J’ILHOIZ
IMOJIMTUKHU B OTHOIICHHWH IIE€pCOHATIA

OpFaHI/I30BI)IBaTI) XpaHCHUC JOKYMCHTOB B COOTBCTCTBHUH C
Tpe6OBaHI/I$IMI/I APXHUBHOI'O 3aKOHOAATCIILCTBA Poccuiickoit d)ez[epaulzm nu
JIOKAJIbHBIMU aKTaMU OpTraHHU3alun

[Ipou3BoaUTE MpeNBapUTENBHBIE 3aKYIIOYHbIE TPOLEAYPHl U OPOPMIISTh
COIYTCTBYIOILYIO IOKYMEHTAIIHUIO 110 3aKJIFOUEHUIO JOIOBOPOB

Paborare ¢ MHQOPMAIMOHHBIMH CHUCTEMaMHU, LHHU(POBBIMU YCIYraMu M
CEepBHCaMH II0 BOIPOCAaM KOPIOPAaTUBHOM COLMAJIBHON IIOJIUTHKH B
OTHOILIEHUH NIEPCOHAIA

dopMUpOBaTh TPEJIOKEHHE [0 aBTOMATH3allMA W UG POBU3AINH
mporecca  JIOKYMEHTOOOOpOTa,  CBS3aHHOTO € peaiu3alueit
KOPIIOPATUBHOMN COIMATBHOMN IMTOJINTHKU

Ob6ecneunBaTh coOMIOIeHNE TPeOOBAHUN 3aKOHOATENbCTBA Poccuiickoit
Qdenepaniii ¥ KOPIOPATUBHBIX TMOJUTUK B oOnactu 0oOpabOTKU
MEePCOHANBHBIX JaHHBIX U KOH(UIEHIINAIbHON HHpOpMauu

Bectu nenoByto nepenucky

C06J'IIOI[aTL HOPMBI 3TUKHU JCIIOBOTO O6IJ_I€HI/IH

HCO6XOI[I/IMBIC 3HaHUA

[lopsmox odopmieHus, BeleHUS W XpaHEHUS JIOKYMEHTALUU IO
COLIMAJIbHOM ITOJINTUKE B OTHOLLIEHUH [IEPCOHAIIA

[Mopsimox ¢popmupoBaHusi, BeneHUs 0a3bl JAHHBIX W MPEACTABICHUS
OTYETHOCTM II0 BOMNPOCAM COLHUAJIBHOM TIOJUTUKA B OTHOLICHUH
repcoHana




TGXHOJIOFI/II/I, MCTOABI n METOJHNKHU IMPOBCACHUA aHaJlnu3a u
CUCTeMaTru3alnuu JOKYMCHTOB U I/IHq)OpMaI_II/II/I

OCHOBBI JOKYMEHTO000POTa ¥ IOKYMEHTAIIMOHHOTO 00eCIIeYCHHUS

TapudHo-kBanupUKaMOHHBIE CHPAaBOYHUKK paboTr u  mpodeccuii
pabounx ¥  KBAIM(UKAIMOHHBIE  XapaKTEPUCTUKU  JIOJDKHOCTEH
CITy’KaIlluX, Mpo(hecCHOHATbHBIE CTAaHAAPTHI

[lopsamox mpoBedeHHs] 3aKyNOYHBIX Mpouenyp ©  odopmieHus
CONYTCTBYIOIIEH JOKYMEHTAIUU

CHGLII/IaJII/ISI/II)OBaHHBIe I/IH(I)OpMaL[I/IOHHBIe CHUCTCMBI, I_II/I(i)pOBBIC YCIyru u
CCPBUCHI B obnactu COHHB.JII:HOIZ IOJIMTUKKW B OTHOIICHHU IICPCOHAJIA,
I'paHULIbI KX IIPUMCHCHUS

HOpMaTI/IBHLIe IIPaBOBLIC AKTHI, OIIPEACIIAIOIINE HOPMBI TPYAOBOTO IIpaBa

OCHOBBI apXHWBHOT'O 3aKOHOJATEIHCTBA U HOPMATHUBHBIC TTPABOBBIC AKTHI
Poccuiickoit ®enepanuu B 00JaCTH BEACHHS JOKYMEHTAI[MH IIO
TepCcoHaIy

OcHOBBI HAJIOTOBOTO 3aKOHOAaTeNnbecTBa Poccuiickoit denepanuu

HOpMaTI/IBHLIe IMPaBOBLIC AKTHI, PCTYIUPYIOINHUC IIpaBa U 00513aHHOCTH
TOCYAapCTBCHHBIX OPraHoOB, MPCACTABUTCIbHBIX OpPTraHOB pa60THI/IKOB 10
npeaOCTABJICHUTIO yquHOﬁ AOKYMCEHTalIun

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX

JlokanbHble HOPMATUBHBIE aKThl OPTaHU3ALMH, PETYIUPYIOIIHE MOPSAIOK
BHEJIPEHUsI KOPIIOPATUBHOM COLMAJIBHOW IIOJUTUKM M COLMAJIBHBIX
Iporpamm

[Topstok 3aKTt0OUEHUS TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3TKH 1emoBOTo O0IIeHus

[IpaBua BeeHUs 1€70BON NEPETTUCKU

Hpyrue

XapaKTEPUCTHUKHU

3.7. O6obweHHada TpyaoBas yHKLMS




OnepannonHoe yIpaBJeHUE
YpoBeHb
HaumenoBanue | mepconamom u  cTpykTypHbiM | Kog G 7
KBTI (UKAITTI
MOIpa3ICICHUEM OpPTaHHU3AINH
IIpoucxoxaeHue
00001IeHHOM 3aMMCTBOBaHO
HeH Opurunan X
TPYAOBOI W3 OpUTUHAIIA
byHKIAHA
Perucrpanmonubiin
Kon HOMEP
OopurHHaga  MNpogecCHOHATBHOTO
CTaHJapTa
Bosmoxcsie PykoBonuTens CTPYKTYpPHOTO noipa3iesieHus
HAaUMEHOBAHUS YK PYKTYP P
AOIKHOCTEH, HavaneHuk cTpyKTYpHOro mojipa3aeneHus
npodeccuit PYKTYP p
Bricuiee o0Opa3oBaHue - MarmcTparypa
W
TpeboBanus K
00pa3oBaHuIO u
OBVICHIIO Briciee  oOpa3oBanuwe  (HempoduibHOE) -  MarucTparypa u
i JIOTIOJIHUTENbHOE Tpo()ecCHOHaIbHOE 00pa3oBaHUE - MPOrPaMMbI
npodeccHoHabHOM  MEPernoAroTOBKM B 00JacTH  yIpaBJICHUS

MNEPCOHAJIOM HUJIM DKOHOMUKHU Tpyda UJIN MCHCPKMCHTA

TpeboBaHUs K OMBITY
MPAKTUYECKON pabOThI

He menee nartu et B 061acTu ynpapieHUs IEPCOHATIOM

OcoOsle YCIOBHS
JIoIycKa K pabote

Apyrue
XapaKTCPUCTHUKU

,Z[OHOJIHI/ITeJIbeIe XapaKTEepUCTHUKHU

HaumenoBanue Ko HanmenoBanue 6a30B0ii TpYIIIBL, JOIKHOCTH
JIOKYMEHTa g (mpodeccun) WK crienuanbHOCTH
OK3 1212 VYpasnsromue TpyA0BbIMU pecypcaMu
EKC - HauanpHuk otaena kaapos



https://1kadry.ru/#/document/99/1200121893/XA00M1S2LR/

- HauanbHuK oT/Ie/1a OpraHu3aliy 1 OIuIaThl TpyIa
- HauanbHuk oT/1€s1a HOATOTOBKU KaJpOB
HauansHuk  otnena NpaBjIeHUs  Kaapamu
OKII/ITP 24696 8 (yrp AP
TPYZAOBBIMU OTHOUICHUSIMH )
24705 HauanbHuk otnena ((QyHKIMOHAJIBHOTO B IPOYMX
00JacTsX AesITEIbHOCTH)
OKCO 5.38.04.01 DKOHOMUKA
5.38.04.02 MenemKMEHT
5.38.04.03 VYnpasieHne nepcoHaIoM
3.7.1. TpynoBasa pyHKIuAa
Pa3paborka CUCTEMBI
OIIEPALIMOHHOTO  YIpaBJICHUS VYpoBeHb
HaumenoBanue | mepcoHaioMm U paboroii | Kox | G/01.7 | (momypoBeHb)
CTPYKTYPHOT'O HOJpa3/eIeHUs KBaJTH(pUKALUN
OpTaHu3aIH
IIpoucxoxaeHue
. 3auMCTBOBaHO
TPyZIOBOH Opurunan X
U3 OpUTHHAJIA
byHKIIUN
Perucrpanmonuei
Kon HOMEP
OpuUTrHHaa 1po(hecCuOHATILHOTO
CTaHJapTa

TpynoBsie nencTBUS

Pazpa0oTka 1aHoB, IporpamMm U IpoLesyp YIpaBIeHUs IEPCOHAIOM

IlocraHoBKa oOmepaTMBHBIX I€JIed IO BONpOCaM  YIPaBJICHUS
[IEPCOHATIOM
Pa3pabotka mnpemiokeHHi 1O  CTPYKType MOApa3JesieHus

HOTpC6HOCTI/I B IIEpCOHAJIC

PazpaboTtka mpennoxkeHnii mo 00ecreueHn0 KapoBoil OE30MmacHOCTH,
00eCreueHn0  TMEepPCOHANIOM,  (POPMHPOBAHUIO  CHCTEM
pa3BUTHS, OpraHW3allid W OIUIAThl  TPYAA,

OIICHKH,
KOPHOPaTUBHBIM



https://1kadry.ru/#/document/99/9029638/XA00M1S2LR/
https://1kadry.ru/#/document/99/456069557/XA00M1S2LR/

COIMAJIBHBIM IIpOrpaMMaM 1 COLII/IaJII:HOI)'I IIOJIMTHUKEC

Pa3pabotka npeaioxeHuil o 3arparax u GOpMUPOBAHUU OIOJKETa Ha
IIepCcoHal

Kontponr  ucnonHenus  Owomxkera  QoHma  ominatel  TPyAa,
CTHUMYJIUPYIOIIUX ¥ KOMIICHCAI[MOHHBIX BBITIAT

PazpaboTka mpeanoxkeHuid Mo 3aKIIOUEHHUIO JOTOBOPOB B O0JIACTH
yIpaBJICHUS] TIEPCOHAIOM C TOCTaBIIMKAMHU YCIYyr W TPOBEICHUE
MPEIBAPUTENLHBIX MPOLEAYP MO UX 3aKIIOYESHUIO

HeoOxoaumeie
YMEHHUS

OpraHu3oBbIBaTh PaboOTy NEPCOHAIA CTPYKTYPHOIO MOAPA3ACICHUS

Onpenensts 3a1a4u NepcoOHaIa CTPYKTYPHOTO MOAPA3JIEICHUs UCXOs
U3 LIeJIei U CTpaTeruy OpraHu3aluu

CoznaBaTh ¥ ONUCHIBATH OPraHU3ALUOHHYIO CTPYKTYpPY, LENIH, 3a]auu,
(GYHKLINU CTPYKTYPHOTO OJPA3/IeIeHUs

[IpumeHATh METOABI YIPABICHHUS MEXIUYHOCTHBIMUA OTHOUIECHUSIMU,
(dbopMUpOBaHHsST KOMaHJ, Pa3BUTUS JHAEPCTBA U HCIOIHUTEIBHOCTH,
BBISIBIICHUSI TAJIAHTOB, OTIPEJICIICHUS yIOBJIETBOPEHHOCTH pabOTOM

OHp CACIIATD, AHAJIN3UPOBATD, MOACIIMPOBATH n BBICTpanBaTh
BHYTPCHHUC KOMMYHUKAIIUU IICPCOHAJIA

PazpabaTeiBaTh TNPOEKTHBIE TPEUIOKEHUS W MEPONPHUSATHS  II0
MOBBIIIEHUIO 3P PEKTUBHOCTU PAOOTHI EPCOHATA

BHeILpHTB CTPATCTHUIO YIIPABJIICHHUSA IICPCOHATIOM

CocraBisATh, pacCUMUTHIBATH, KOPPEKTUPOBaTH M KOHTPOJIHMPOBATH
CTaThU PAacXoJ0B Ha TMEpcoHall, pa3padaTbiBaTh MPEIIOKEHUS IO
3aTpaTam Ha nepcoHai it popMupoBaHus Oro1KeTa

IIpencraBnsaTe HMHTEpEChl OpraHU3allMM W BECTH IIEPETOBOPBI  C
MIPE/ICTaBUTENbHBIMU OpraHaMi pPaOOTHHUKOB, B3aWMOJEWCTBOBATH C
roCyZapCTBEHHBIMHU OpraHU3aLUsIMU

Ananu3upoBaTh MHGOPMALMIO O IOCTAaBUIMKAX YCIYyr B OO0JIACTH
YIPaBJIEHUS IEPCOHAIOM U 00 YCIOBUSX 3aKJIIOYAEMBIX I0TOBOPOB

[Ipou3BoauTh  NpeaBapUTENbHBIE  3aKYNOUHBIE  MPOLEAYpPHl U
OopOpMIIATH  CONMYTCTBYIOIIYIO JOKYMEHTALMIO0 [0  3aKJIIOYEHHUIO




JTOTOBOPOB

Opranu3oBbIBaTh W IPOBOJUTH KOPIIOPATUBHBIC MEPOIPUATHS C
HIePCOHAIOM

Paborarh ¢ MHPOPMALMOHHBIMU CHCTEMaMH, ITU(PPOBBIMU YCIyTaMHU H
CepBHCAaMH II0 BONPOCaM YNpPABICHUS IIEPCOHATOM B  YacTH
OTIEPALIMOHHOTO YIPABJICHUS TEPCOHAIOM M PabOThl CTPYKTYpPHOTO
HoJpa3AeIeHus

@opMHUpOBaTh IMPEIIOKEHHUS O peaM3alud MEPOIPUATHN 110
o0ecreyeHno Heo0X0AUMOTr0 YPOBHSI KaIpOBOH 6€3011aCHOCTH

dopMupoBaTh MPEAIOKECHUS IO ABTOMATH3AIMH W MH(PPOBU3ANNN
mpolecca OMNEepallMOHHOTO YIpPaBJICHUs TMEPCOHAIOM U paboToit
CTPYKTYPHOT'O MTOAPA3ACICHUS

ObecnieunBaTh COOTIOICHHE TpeboBaHMit 3aKOHO/IaTEIhCTBA
Poccuiickoit ®Denepanuu U KOPIOPATUBHBIX MOJUTHK B O0JIACTH
00pabOTKM  TEPCOHAIBHBIX  JAHHBIX W KOH(PUICHIUATHHOU
nHpopmauu

Bectu nenosyro nepenucky

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIIEHHS

Heo0Oxoaumeie
3HAHUA

MeTtonpl, cnocoObl UM WHCTPYMEHTHI YIpPABICHUS TEPCOHAIIOM,
obecrieueHuns KaJpoBoil 6€30MacHOCTH

HeHI/I, CTPATCrusd pa3BuTHA U OM3HeC-TUIaH OopraHu3anun

CommanbHas  TONUTHKA, KOPHOpaTHBHAas  KyJlbTypa, IOJUTHKA
YIPABJICHHS TIEPCOHATIOM OpPTaHHU3aIUN

Meronsl aHanM3a KOJMYECTBEHHOTO M  KadyeCTBEHHOTO COCTaBa
nepcoHala

CI/ICTCMLI CTaHAapTOB 11O 6I/I3HeC-Hp0LICCCﬁ.M, HpO(I)eCCI/IHM, HOpMaM
Tpyna

Cucrempl, metroabl U (GOpMbI MaTepUATbHOIO M HEMaTepUaIbHOIO
CTUMYJIMPOBAHUS Tpy/la IEpCcOHaIa

TexHnonoruu u MeTopl GOPMUPOBAHUS U KOHTPOJIS OI0JKETOB

[lopsimox mpoBeAEHUS 3aKYNOYHBIX TNPOLEAYp U OQOPMIICHHS




CONYTCTBYIOIIEH JOKYMEHTAIUU

OCHOBEI HpOHSBOHCTBeHHOﬁ ACATCIIBHOCTH OpraHu3alnuu

OcHOBbl 00IIE W COLMAIBHOM IICUXOJIOTUH, COLIMOJIOTUU U
IICUXOJIOTUH TPYy/Ja, SKOHOMHUKH Tpy/ia, 0€30MacHbIX yCIOBUM Tpyaa

OpranuzalioHHasi CTPYKTypa OpraHu3aluu

TapudHo-kBanupUKaMOHHbIE CHPAaBOYHUKK paboT u mpodeccuii
pabounx ¥  KBAIM(UKAIMOHHBIE XApAaKTEPUCTUKU  JIOJDKHOCTEH
CITy’KaIllnX, Mpo(heCCHOHATbHBIE CTAaHAAPTHI

Crenmanu3upoBaHHble HHOOPMAIIOHHBIE CHCTEMBI, IIU(PPOBBIE YCIYTH
U CepBHUCHl B 00JacTU ONEPAIMIOHHOIO YIPABJIECHUS IEPCOHAIOM H
paboTO CTPYKTYPHOT'O MOJAPA3AEIEHUS, TPAHULIBI UX IPUMEHEHUS

OCHOBHbBIE METPUKHU U AaHATTUTUYECKHE CPE3bl CUCTEMBI OIIEPAL[HIOHHOIO
YIPaBJIEHUS IEPCOHATIOM U PabOThI CTPYKTYPHOTO MOAPA3/IEICHUS

HopmartuBHBIE MpaBOBbIE AKThI, ONPENENSIONIME HOPMbI TPYAOBOIO
npasa

OCHOBBI apXWBHOTO 3aKOHOJATENCTBA W HOPMATHBHBIC IPABOBHIC
akTel Poccuiickoii ®enepanyu B 001acTH BelEHUS JTOKYMEHTAIUH TIO
MepCcoHaIy

OcHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu

OcHOBBI MUTPAllMOHHOIO 3aKOHOAATENbCTBA Poccuiickoi denepanuu B
o0JjacTi NMPUBJIEUEHUS U TPYAOYCTPOWCTBA MHOCTPAHHBIX I'paXAaH U
1 6e3 TpakaaHCTBa

OCHOBBI  aJIMMHUCTPATHUBHOTO  3aKOHOJATENbCTBA  Poccuiickon
®denepanu B 00JIACTH YHPABJICHUS MEPCOHATIOM U OTBETCTBEHHOCTHU
JOJIDKHOCTHBIX JIHI]

3akoHonarenscTBO Poccuiickoit denepainiu 1o 3amuTe NepcoHaIbHbIX
JAaHHEIX

JIokanbHBIE HOPMATUBHBIC AKThl OpraHu3alvii B obnactn YIIPaBJIICHHUA
MIEPCOHATIOM

[TopsaoK 3aKIIFOYEHHS TOTOBOPOB (KOHTPAKTOR)




HopwMe1 5THKH 1€10BOTO 00IIEeHNUS

HApyrue i
XapaKTEPUCTUKU
3.7.2. TpynoBaa pyHKknusa
Peanmuzanmsa  omepalliOHHOTO
aBneipm e CIz)HLZIJ'IOM u YpOBCHb
HaumenoBanue yng p Kon | G/02.7 | (momypoBeHb) 7
paboThl CTPYKTYPHOTO B
MOJIpa3/ieJICHUs] OpraHU3alnu
Hponcxonucaenne 3anMCTBOBaHO
TPYyZIOBOH Opurunan X
(byHKIH W3 OpUTHHAJIA
Perucrpanmonsbiit
Kon HOMED
opurnHaia podeCCUOHAIEHOTO
cTaHjapra
TpyoBbIe nelicTBus [InanupoBaHue [EATENBHOCTH CTPYKTYPHOTO TOAPA3LACICHUS U
py. repcoHasa

OmnepaTuBHOE yNpaBJIeHUE NIEPCOHAIOM CTPYKTYPHOIO MOAPa3IeICHUS
OpraHu3aIu

Pacuer 3arpar mo mojapa3ierNeHHI0 W MOATOTOBKA TPEIOKESHHNA IS
(dhopMupoBanus Or0KeTa

Pa3paboTka craHIapTOB EATENBHOCTH MOAPA3ACTICHUS U YHUDUKALINS
IIPOLIECCOB

IIpoBenenue MHCTPYKTaKka IO OXpaHe Tpyaa

IlocraHoBKka 3amad  pabOTHUKAM CTPYKTYpHOIO MOJpa3/eNeHus,
OIIPEAEIIEHUE PECYPCOB JIJISl UX BBINOJIHEHMSI, KOHTPOJIb UCIIOJIHEHUS

Pa3zpaboTka mpeayioxkeHui Mo yaydIIeHU o TToKa3aTeleld AesITeIbHOCTH
NoApa3AeIICHUS

cDOpMI/IpOBaHI/IC OTYCTOB O pa60Te CTPYKTYPHOTI'O IOAPA3ACIICHUA

Heo0Oxoaumsie

Onpenenarb 30HBI  OTBETCTBEHHOCTH H  A(P(HEKTUBHOCTH PAOOTHI
MepcoHaNa CTPYKTYPHOTO TMOApA3ACTCHUs, pPaCIpeNesITh 3aqadyd H




yMEHUSA

o0ecrieunBaTh ~ MaTepUAIbHO-TEXHHYECKUE  pecypchl  uid  HUX
HCIIOIHEHUSA

[IpuMeHaTh  METOABI  OMEPaTUBHOIO  YIPABICHUS  MEPCOHAIOM
opranusaiuu, ooecredeHus KaJpoBoi Oe30MacHOCTH

KoHTponupoBaTe HUCHOJHEHHE MOPYYEHUH M 3a/lad, CBOEBPEMEHHO
KOPPEKTUPOBATH IUIAHBI U 3a7a41

Onpenensate  mokazarenu  3¢GGEeKTUBHOCTH  paboThl  MepcoHala
10/1pa3IeJIeHUs

YhpaBnsaTe MOTUBAaILlMENd II€pCOHANa, €ro  BOBJICYEHHOCTBIO U
JUCLUIUITMHOMN Tpya

CocTaBndTh IUIaHBl JIEATENBHOCTU CTPYKTYPHOTO IOJpa3/esieHus
OpraHu3alyuu

CocraBnsTh, pacCUUTHIBATh, KOPPEKTHUPOBaTbH U KOHTPOJUPOBATH
CTaThU PACXOJIOB CTPYKTYPHOTO MOJpa3JeicHus sl (hOPMUPOBAHHS
OIOKETOB

[IpousBoguTh  aHaNIU3  TEKyWEW  JEATEIBHOCTH  CTPYKTYPHOI'O
MOJIpa3/IeJICHNUS] U BHEAPATH MPOLIEAYPHI MO €€ ONTUMHU3ALUN

HpeI[CTaBJ'ISITB HHTCPCChbl OpraHu3aliiin W BCECTH IMCPErOBOPHI C
rOCyJapCTBEHHbIMM  OpPraHaMH, MpPEACTABUTEIbHBIMM  OpPraHaMu
pabOTHHKOB IO BOIpPOCaM NepcoHaa

Bectu MEpEroBOPLI C MOCTaBIIMKaMH yciayr o YCJI0BUSAM
3aKJII049aCMbIX TOT'OBOPOB

[Ipon3BoauTe  HpeABapUTENbHBIE  3aKYNOYHBIE  HPOLEAYPHl H
0pOpMIIATH  COMYTCTBYIOIIYIO JOKYMEHTAI[MIO [0  3aKJIIOYEHHUIO
JIOTOBOPOB

[IpoBOIUTH ayIUT pe3yabTaToOB pabOTHI C IEPCOHATIOM

PaGorare ¢ MHQOpPMAIIMOHHBIMH CHCTEMaMH, HHU(POBBIMU CEpBUCAMU
10  OMNEPalMOHHOMY  YIPaBICHHIO  MEpCOHAIOM U paboToi
CTPYKTYpPHOTO TOApa3IeICHHS

®opmupoBaTh MNPEAJIOKEHHUS IO aBTOMATHU3alMM U LUPPOBU3ALUU
OTIEPALIMOHHOTO YIPABJICHUS IEPCOHAJIOM U PabOTOH CTPYKTYpHOTO
MOAPA3ACIICHUS




ObecneunBaTh cobmonenne  TpeOoBaHUM 3aKOHOJATEIbCTBA
Poccuiickoit denepanuu ¥ KOPIMOPATUBHBIX IOJUTHK B 00JIaCTH
00pabOTKM  TMEPCOHAIBHBIX  JaHHBIX W KOH(UIACHIUATHHOU
nHpopmaruu

Bectu nenoByro nepenucky

Co0bmo1aTh HOPMBI ATHKH JITIOBOTO OOIICHUS

Heo0Oxoaumeie
3HAHUS

Teopuu ynpasieHus NEPCOHAIOM U €T0 MOTUBALUU

(DOpMBI 1 MCTOAbI OLICHKU IICPCOHAJIA U PE3YJILTATOB UX TpYyda

TexHonoruu OIICPAaTUBHOI'O YIIPABJICHU IICPCOHAIOM OpraHu3aluu

Cucrempl, metoabl U (OpPMbI MATEPUATBHOIO M HEMAaTEpUAIbHOIO
CTUMYJIMPOBaHUsA TPy/1a lIepCOHAIIa

TexHonoruu 1 MeTo 161 HOPMHUPOBAHUS U KOHTPOJIS OFO/IKETOB

Metoapl ympaBieHHsT pa3BUTHEM H 3()(PEKTHBHOCTHIO OpraHHU3alNH,
METO/Ibl aHAJIM3a BBINOJHEHUS IUIAHOB U IPOrpaMM, ONPEIEICHMS UX
SKOHOMMYECKON 3((PEeKTUBHOCTH, METO/Abl OOecleyeHus] KaJpoBOU
0e30macHOCTH

DKOHOMHUKA Tpyia

Opranu3alOHHO-IITATHAS CTPYKTYpa OpraHu3aliuu

Ilonutuka VIIpaBJICHHUA TICPCOHAJIOM, KOPIIOpAaTUBHAA COLIMAJIbHAA
IIOJIMTHKA, KOpIIOpaTUBHAA KYJbTYypa

]_ICJ'II/I, CTPATCrusa pa3BUTHA U OM3HeC-TUIaH OopraHu3anun

MeTomuKy TUIAHMUPOBAaHHMS H  TPOTHO3MPOBAHUS TOTPEOHOCTH B
HepcoHae

[lopsanox yperynnpoBaHus TPYIOBBIX CIIOPOB

TpeboBanust 1 mpaBuIia IPOBEACHUS ayAUTa padOTHI C IEPCOHATIOM

@opmMbl  COIMATIBHOTO  MApPTHEPCTBA U B3aUMOJICHCTBUS  C
npeACTaBUTCIIbHBIMUA OpraHaMu paGOTHI/IKOB " UHBIMH OpPraHUu3alusIMnu




[Mopsimox odopmieHuss KagpoBBIX JOKYMEHTOB U MpUIAHHUS MM
IOPUANYECKON CHUIIBI

TapudHo-kBanudpuUKaMOHHbIE CHPAaBOYHUKK paboT u mpodeccuii
pabounx ®  KBaIM(UKAIMOHHBIE XapAaKTEPUCTUKU  JIOJDKHOCTEH
CITy’KallluX, Mpo(hecCHOHATbHBIE CTAaHAAPTHI

[Mopsimok  mpoOBeNEHUsT 3aKYMOUYHBIX MpoLEnyp U OQOPMIICHHS
CONYTCTBYIOIICH JOKYMEHTAIUU

Crienmanu3upoBaHHble HH(POPMAITMOHHBIE CUCTEMBI, TU(PPOBBIC YCIYTH
U CEPBUCHI 110 YIIPABJIICHUIO IIEPCOHAIIOM, I'PAHULIBI UX IPUMEHEHUS

OcHoBHBIC MCTPUKHU U aHAJIUTUYCCKUC CPE3bl CUCTEMBI OIICPATUOHHOI'O
YIIpaBJICHHUS IIEPCOHATIOM U pa6OTbI CTPYKTYPHOI'O TOAPA3ACIICHU

HopmartuBHBIE MpaBOBBIE AKThl, ONPENENSIONIME HOPMbI TPYAOBOIO
npasa

OCHOBBI apXMBHOIO 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IIPaBOBBIC
akThl Poccuiickoilt ®enepauyu B 001acTU BEIEHUS JTOKYMEHTALUU IO
IIEpPCOHAILY

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNbeTBa Poccuiickoil @eneparun

OcHOBBI MUTPALIMOHHOTO 3aKOHOAATeNbCTBA Poccuiickoit deneparuu B
00JIacTH TPUBJIECYEHUS U TPYJOYCTPONHCTBA MHOCTPAHHBIX I'paXIaH U
TuI 03 TpakIaHCTBA

OCHOBBI  aJIMMHUCTPATHUBHOTO  3aKOHOJATENbCTBAa  Poccuiickoi
®denepanun B 00JIaCTU YIPABIEHUS TEPCOHATIOM M OTBETCTBEHHOCTHU
JOJKHOCTHBIX JIUIL

3akoHonarenscTBO Poccuiickoit denepannivi 0 IepCOHATbHBIX JAHHBIX

JIokanbHBIE HOPMATUBHBIC AKThl OpraHu3aliu B oOnactu YIpaBJICHUSA
MIEPCOHATIOM

OCHOBBI IIPaBOBOIO peryanpoBaHus IopsAAKa  3aKIIFOYCHUS
rpak1aHCKO-TIPABOBBIX JIOTOBOPOB B COOTBETCTBUH C
3akoHoJaTenbcTBOM Poccuiickoit denepannu

[IpaBua BeneHus 1€I0BON NEPETTUCKU

HopwMe1 5THKH 1e10BOTO 00IIIeHNS




Apyrue

XapaKTePUCTUKU
3.7.3. TpyaoBaa pyHKuA
Pa3paboTka u compoBoXIcHHE
1} OII)_IGCCB, ud ogmaunﬂn " YPOBCHE
HaumenoBanue p p Kox | G/03.7 | (momypoBeHb) 7
aBTOMATH3AllMK  YIPaBJICHUS
KBaJIM(pUKAITHH
MIEPCOHAIIOM
[Ipoucxoxnenue
N 3auMCTBOBaHO
TpyZIOBOM Opurunan X
W3 OpUTHHAJIA
byHKIIUN
Perucrpanmonuei
Kon HOMEP
opurdHana  Mpo(hecCHOHAIBLHOTO
CTaHJapTa

TpynoBsie nencTBUsA

Pa3paboTka mpennokeHud MO aBTOMATHU3allUM U LU(PPOBU3ALUU
IPOLIECCOB YIPABJICHUS IIEPCOHATIOM

dopMynupoBaHUE I1eJIeH U 3a7a4 aBTOMATHU3alMK U IU(PPOBU3AIUU B
paMKax CTpaTeruu (yHKIUM YIpaBICHUS MEpCOHANOM, o0OuIei
CTpaTeruy opraHu3aluu U odecreueHus KaapoBoil 0e30macHoCTH

Koopnunamuss u skcneprusza pa3palOTKU cXeM HHGPOPMAIMOHHOTO
oOMeHa, HOPMATHBHO-CIPAaBOYHOW  WH(MOpMALUU,  DIIEKTPOHHBIX
JIOKYMEHTOB ¥ CHCTEM aBTOMAaTH3aIlMM TPOIECCOB YyIPaBICHUS
MEPCOHAIIOM

Koopnunamuss u skcrnepruza pa3palOTKH cXeM HHGPOPMAIIMOHHOTO
oOMeHa, HOPMATHBHO-CIIPABOYHOW  WH(MOpMALUU,  DIIEKTPOHHBIX
JIOKYMEHTOB ¥ CHCTEM aBTOMAaTH3aIlMH TPOIECCOB  YyIPaBICHUS
MepCOHAIIOM

Koopmunammst  pa3paboTkm u  corjlacoBaHue  (HYHKIIMOHAIBHBIX
TpeOOBaHUII K aBTOMATH3alMM U  IUQPPOBU3ALMUA  TPOIECCOB
VOpaBJICHUS  MEPCOHAJIOM, B TOM  4YHcClIe  TpeOOBaHUU K
MOJIb30BaTENHCKUM HHTEpdeiicam 1 mabioHam

CornacoBaHue perjiaMeHTOB M HMHCTPYKIuii 1o pabore ¢
aBTOMAaTU3MPOBAHHOW CHCTEMON B O0OJIACTH IMPOLIECCOB YIPABICHUS
IIEPCOHAIIOM

ConpoBoxeHne U GyHKIIMOHAIbHAs MPUEMKa CUCTEM LHU(PPOBU3ALUN




U aBTOMATHU3AllMHU IPOLCCCOB YIIPABJICHUA MCPCOHAJIOM Ha JTalax
IMPOCKTUPOBAHMA, TECTOBOU U OHBITHO'HPOMBIIHHCHHOﬁ OKCILTyaTalluu

Opranuzanus oOydeHHs CIEHUAIMCTOB IO YIPABICHHUIO MEPCOHAIOM
MCIOJIb30BaHUIO CUCTEM aBTOMATH3aMHU U UG POBU3ALMH YIIPABICHUS
NEPCOHAIOM H MPO(hECCHOHATFHON TOJIEP’KKU TOJIb30BaTeNeH

Opranuzanus (QYHKIIMOHATLHOTO MOHUTOPHHTa pabOThl  CHCTEM
aBTOMaTH3allMk M UU(POBU3ALMHU  YIPABICHUS IEPCOHAIOM U
npodeCCHOHATLHOMN MOAJIEPKKHU MOIb30BaTENICH

Benenue npoekTHOM, TMOJB30BATEIbCKOM W AKCIUTyaTallHOHHOM
JOKyMeHTanuu (B o0macTh (QyHKIMOHAIBHBIX BO3MOXKHOCTEW) Ha
CHUCTeMbl aBTOMAaTH3allUd M LU(POBU3ALUU TPOLECCOB YIPABICHUS
MIEPCOHAIIOM

DOopMyIMpPOBAaHUE TNPEUIOKEHUM 10 MOAECPHU3AUMU U Pa3BUTHIO
CYILIECTBYIOIIMUX CUCTEM aBTOMATHU3ALMK U HU(PPOBU3ALMU YIIPABIICHUS
[IEPCOHAIIOM

ObecneunBaTh coluroieHue TpeOoBaHUit 3aKOHOJATEIbCTBA
Poccuiickoit ®enepanui ¥ KOPIOPATUBHBIX IOJUTUK B o01acTu
00pabOTKM  NEepCOHANbHBIX  JaHHBIX U KOH(UIEHUIUAIbHOM
uH(popManun

HeoOxoaumeie
YMEHHUS

Cobupath, aHATU3UPOBATh W CHUCTEMATHU3HPOBATh HEOOXOAUMYIO
uHpopMaIMiO i aBTOMAaTW3aluu W IU(pPOBU3AIMU TIPOLIECCOB
yIpaBlIeHUs TIEPCOHATIOM U 00ecTiedeHHsI KaIpOBOW OE30MacCHOCTH

YopaBnate (YHKIIUOHATBHBIMUA TpPEeOOBAHHSIMH, ATalaMH MPOEKTOB
aBTOMaTu3aluu W IU(pPOBU3AIMU  YIPABICHUS  TEPCOHATIOM,
W3MEHEHUSIMU B HUX

PabGorate B cHCTeMax YIpaBJICHUS TPOCKTAaMH, TPEOOBaHHSAMH U
JTopaboTKaMU 1O HUM

Pa3pabarbiBaTh TECTOBBIE u MIPUEMOYHBIE CLEHapUHU
JIEMOHCTPAIIMOHHBIX U 00Y4YaIOLINX MaTepHajIoB

OpFaHI/I3OBBIBaTB U TPOBOAUTH 06yqa101uHe U KOHCYJIBbTAllMOHHBLIC
MCPOIIPUATHA  IJIA II0JIb30BaTeIICH CHUCTEM  aBTOMATuU3allMu H
I_II/I(I)pOBI/BaL[I/II/I MMponeCCOB yIIPaBJICHUA IICPCOHATIOM

PaGoTtate B cuctemax aBTOMaTW3aluu U IUGPOBU3ANMHA ITPOIIECCOB
YIpaBJICHUS TIEPCOHATIOM

I'oToBUTE 1 3alIMIIaTh SKOHOMHYCCKHE U KAYCCTBCHHBIC 000CHOBaAHHUS




U 3 eKThl aBTOMATU3AIMH U HHU(POBU3ALUHN TPOLIECCOB YIPABICHUS
HIepCOHATIOM

Co0ur01aTh HOPMBI ATUKHU JAEIIOBOTO OOIIECHUS

Heo0Oxoaumeie
3HAHUSA

Mertoabl ynpaBieHHus pa3BUTHEM M 3()()EKTUBHOCTHIO OpPTraHU3ALUH,
METOJIbl aHAJIN3a BBIMOJHEHUS IUIAHOB M IPOTPAMM, OTPEICICHHUS HX
HSKOHOMHYECKOW 3(PPEKTUBHOCTH, METOJBl OOECredeHus] KaapoBOU
0e3onacHoCTH

MeTob1 O1IeHKH pabOThl CTPYKTYPHBIX MOAPA3ICIICHU, Pe3yIbTaToB U
3¢ (PEKTUBHOCTH NEATETHHOCTH

MCTOI[I)I MIpOBCACHUA ayauTa W  KOHTPOJUIMHIAa  OIICPAaTUBHBIX
YIpaBJICHUYCCKHUX IPOIECCOB

TexHomoruu, MeETOABI W  METONUKM IIPOBEIEHHUS aHalIu3a U
CHCTEMaTH3allX JOKYMEHTOB U MHPOPMALIUU

ITonuTuka yIipaBJICHHUA TICPCOHAIOM, KOPIIOpATUBHAA COLMUAJIbHAA
IMOJIMTHUKA, KOPIIOpAaTUBHAA KYJIbTYypa

TapudHo-kBanM(pUKAMOHHbIE CHPAaBOYHUKK paboT u mnpodeccuii
pabounx © KBATU(HUKAIMOHHBIE XapaKTEPUCTUKU  JIOJDKHOCTEH
CITy’KaIlHX, MPo(hecCHOHAbHBIE CTaHIAPTHI

OCHOBBI ynpaBiIeHUs! TPOEKTaMU (IIPUMEHUTENBHO K ITPOeKTaM B chepe
MH(OPMALIMOHHBIX TEXHOJIOTHI)

OCHOBBI MPOCKTUPOBAHUA U ITIOCTPOCHUA I/IH(I)OpMaI_[I/IOHHBIX CHUCTEM,
OCHOBHBIC TCXHOJIOTMM M TPCHAbI, MMCIOMIUMC OTHOUICHUC K C(bepe
YHpaBJICHUA IIEPCOHATIOM

OCHOBBI JIMICH3UPOBAHUA MPOTPpaMMHOTO O6CCHC‘-ICHI/I$I, O6pa30BaHI/I$I
OCH Ha IMpOorpaMMHBIE CpEACTBA M OLCHKU CTOMMOCTU BJIAJACHUSA
I/IH(I)OpMaL[I/IOHHBIMI/I CUCTEMAaMH

OCHOBHBIE MOJIOKEHHS TPAXKIAHCKOTO 3aKOHOAATENbCTBAa Poccuiickon
®eneparu B 001aCTH MHTEIJIEKTYaJIbHOW COOCTBEHHOCTH

HCJ'II/I " CTpATErusd pasBUTHUA OpraHU3allun

HopMaTuBHbBIE NpaBOBBIE AaKThI, ONPEAETSIONUIME HOPMBI TPYIAOBOIO
npasa

OCHOBEI APXUBHOI'0 3aKOHOJATCJIBCTBA WM HOPMATHUBHBIC IIPAaBOBBIC




nepcoHaly

akTel Poccuiickoit @enepannu B 00JacTH BEACHUS JOKYMEHTAIIUHU IO

OcHOBBI HAJIOTOBOT'0 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuun

JOJIXKHOCTHBIX JIMI]

OCHOBBI AIMUHHUCTPATUBHOT' O
CDez[epauHI/I B o0iacTu YIpaBJICHHUA INEPCOHAIOM M OTBCTCTBCHHOCTHU

3aKOHOJATEIbLCTBA Poccutickoi

3akoHo 1atenbcTBO Poccuiickoi denepaliviu 0 MepCOHATBHBIX JaHHBIX

TpeboBanust 3akoHoparenscTBa Poccuiickoit @enepanuu B obnactu
NPUMEHEHHS SJICKTPOHHOM MOIHCH

YIIPABJIEHUS IIEPCOHATIOM

JlokanbHbIC HOPMATUBHBIC JOKYMCHTBI OpraHHU3alllii B obnactu

JIOTOBOPOB (KOHTPAKTOB)

HOprI[OK 33.Ky1'[0LIHOI‘/'I JACATCIIbHOCTH, 3aK/IIOUYCHHA W BCIACHUA

HopMmbl 3THKH 1€7T0BOTO OOIICHUS

Apyrue ]
XapaKTePUCTHKH
3.7.4. TpynoBasa pyHrmmua
AJIMAHHUCTPHUpPOBAHUE
MIPOLIECCOB OTIEPALIMOHHOTO
yIOpaBlIeHUS MEPCOHAIOM U YpoBeHb
HaumenoBanue | pabotoit crpykrypaoro | Kox | G/04.7 | (momypoBeHs) 7
MO/Ipa3JIeNIeHNs OpraHu3aly 1 KBaJTU(UKAITIH
COOTBETCTBYIOILLIETO
JIOKYMEHTOO000pOTa
IIpoucxoxaeHue
. 3aMMCTBOBaHO
TPyZIOBOM Opurunan X
U3 OpUTHHAJIA
byHKIIUU
PerncrpanmonHslii
Kon HOMEp

OpUTHHAaJa npodeccnoHanIbHOTO
CTaHJapTa




TpynoBble nelcTBUA

AHanmu3 mpoIeccoB JOKYMEHTOOOOPOTa, JOKaJIbHBIX JIOKYMEHTOB IO
BOIIPOCaM  OIEPAIMOHHOTO YIIPABJICHUS TIEPCOHAJIOM U paboToi
CTPYKTYpHOIO  IOApA3JEIeHMs, ON3HEC-IPOLECCOB OpraHU3aluy,
yIIOBJIETBOPEHHOCTH IIEpCOHAla

JIOKyMEHTAllMOHHOE ~ OQOpPMIICHHE  pE3yJbTaTOB  ONEPALMOHHOTO
yIpaBiIeHUs MEepcoHana M pPadOThl CTPYKTYPHOIO MOApAa3/IEICHHUS,
pe3yabTaToOB ayAnuTa paboTHI C IEPCOHATIOM

ITogroroBka npemyIoKEHUN 10 Pa3BUTHIO CHUCTEM ONEPALMOHHOIO
yIIpaBJIEHUs NIEPCOHAIOM U PabOThl CTPYKTYPHOTO MOJpa3/ieNeHus, 1o
HEOO0XOAUMBIM KOPPEKTHPYIOUINM U TIPEBEHTHBHBIM MEpaM

PazpaGoTka cucTeMbl aHaiaM3a W KOHTpPOJIA paboThl IepcoHana,
MEPOIPUATHI 110 00ECHIEUCHUIO KaIpOBOH 0€301acHOCTH

KoHTposb, cpaBHEHHE M aHAJM3 IMPOIIECCOB B 00JIACTH OMEPATUBHOTO
YIPABJICHUS MIEPCOHAJIOM, pe3yiabTaTOB YIPABJICHUECKUX
MEpONPUSITHH, onpeencHrue (PaKTOpoB, BHI3BIBAIOIINX OTKJIOHEHHE OT
MJIAHOBEIX MOKa3aTelieh

[ToxroroBka m 00paboTKa 3ampoCOB, YBEIOMIICHUH, CBEICHUU O
paboTHUKAX B TOCYIApPCTBEHHbIE OPTraHbl, MPOPECCHOHATbHBIE COIO3bI,
0OLIeCTBEHHbIE OPraHU3aluN

ConpoBokJieHME  JOTOBOPOB  OKa3aHHWA yCIyr IO  BOIIpOCaM
ONIEPATUBHOIO YIPABICHHSI MHEPCOHAJIOM M PabOTOH CTPYKTYpHOIO
MOIPA3JEIICHNs, BKJIIOYas IPEABAPUTENBHBIE MPOLEAYPHl IO HX
3aKIJIFOYEHHIO

[ToaroroBka npemioxkeHuit Mo GopMUPOBaHUIO OFOKETA HA TTEPCOHAI
OpraHHu3aI’

BrimonHenue tpeboBaHUN MO XpaHEHHIO WH(POPMAIMKM O pe3yiIbTaTax
JEHCTBHS CUCTEM OIEPAIIOHHOTO YIPaBJICHUS TIEPCOHAIOM U paboTon
CTPYKTYPHOTO TIOJIpa3/ieTIeHUs

HeoOxoaumeie
YMEHUS

KontponupoBare  MeponpusiTHs MO  00ECHEUeHHIO  KaJpOBOM
0€30MacHOCTH, MPOIECCHl YMPABIEHUS IMEPCOHAIOM MOApa3/IeIeHHH,
OTIpeNIeNIATh UX Pe3yJIbTATUBHOCTh U BBIABIATH (DAaKTOPHI OTKIOHEHHM
OT TUIAaHOBBIX TAPAMETPOB

PazpabarpiBaTh mporpaMMbl JOCTIKCHHSI 1€ W ONepaTUBHOTO
peLIeHts 3a/1a4 MoApa3IeICHUI

AHanu3upoBath, pa3pabaTeiBaTb U 0QOPMISATH JOKYMEHTBHI IO




OIICPATUBHLIM IIPOLCCCAM U UX PCIYyJIbTaTaM

[IpoBoauTh ayauT KaApPOBBIX MPOLECCOB, Mpouenyp, o(opmieHUs
KaJIpOBBIX JOKYMEHTOB U JIOKYMEHTOB IO YIIPABJICHHUIO MEPCOHATIOM

KonTponmposars pacxogoBaHue 0I0PKETOB Ha TIEPCOHAI

OdopMIsTh JOKYMEHTHI 110 OTIEPAIMOHHOMY YIPABIECHUIO IEPCOHATIOM
U paboTe CTPYKTYpPHOrO TMOApPA3ACIICHUs, MPEICTaBIsEMbIE B
roCy/1apCTBEHHbBIE OPTaHbl, IPEACTaBUTEIbHbIE OpraHbl PAOOTHUKOB

OOGecneynBaTh JTOKYMEHTAlIMOHHOE COMPOBOXKACHUE IO CHCTEMaM
OTIEPAIIMOHHOTO YIPAaBIEHUSl TMEPCOHAIOM U paboTe CTPYKTYPHOTO
0/1pa3IeJIeHUs

Opranu3oBbIBaTh  XpaHEHHWE JIOKYMEHTOB B  COOTBETCTBUM C
TpeOOBaHUSMU  TPYAOBOIO M  ApPXUBHOTO  3aKOHOJATENIbCTBA
Poccuiickoit ®enepariuu 1 J0KaIbHBIMU aKTAMU OpTraHU3aluu

KOHTpOHI/IpOBaTB HCIIOJIHCHUC JOTOBOPOB TIIOCTABHIMKOB YCIYI' IIO
BOIIpocCaM ImnepcoHaia

[Ipou3BoaUTE 3aKymOYHBIE MPOIEAYPHI, OPOPMIISITh U AaHATU3UPOBATH
3aKyIMOYHYIO TOKYMEHTAIUIO

HpOBOI[I/ITI) NEPETOBOPLI U MNPCACTABIATE HMHTCPECHI OpraHu3alvii B
TOCYHAapCTBCHHBIX OpraHax, MPCACTABUTCIIBHBIX OpraHax pa6OTHI/IKOB
110 BOIIpOCaM NepCoHaia

Bectu ACJIOBYIO IIEPCIIUCKY

Bectu Y4€T U PpEerucTpaiuro AOKYMCHTOB B I/IH(I)OpMaI_[I/IOHHBIX
CUCTCMAX U Ha MAaTCPUAJIBHBIX HOCUTCIIAX

Paborath ¢ MHPOPMALMOHHBIMU CHCTEMaMHM, TU(PPOBBIMU YCIyTaMHu U
cepBuUcaMM B OOJIACTH ONEPAIMOHHOIO YIPAaBICHHUS MHEPCOHAIOM H
paboToil CTPYKTYpPHOTO HOJpa3IeIICHUsS

dopMHUpOBaTh TPEIOKEHUS TIO0 aBTOMAaTHU3aIMU W MUGPOBU3ALNA
mpolecca ONEepPallMOHHOTO YIpPaBJICHUs TEPCOHAIOM U paboToi
CTPYKTYPHOTO TTOApa3IeICHUS

O0ecrieuynBaTh coOIroieHne TpeboBaHMit 3aKOHO/IaTEILCTBA
Poccuiickoit @enepanuu ¥ KOPIOPATUBHBIX MOJUTUK B O0JIACTH
00paboTKu MIePCOHAITLHBIX TAHHBIX u KOH(pUICHIIMATbHON
uHpOpMaIu




Bectu nenoByro nepenucky

Co0mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeoOxoaumsie
3HAHUSA

MeTtoapl ympaBicHHs pa3BUTHEM H 3()(PEKTHBHOCTHIO OpraHHM3allky,
METOAbI aHAJIN3a BBIIIOJJHCHHA IIJIAHOB U HpOFpaMM, onpe,ueneHI/m nux
9KOHOMHYECKOH dPPEKTUBHOCTH, METOAbI O00ECIIEYEHUsT KaJPOBOi
0e30IMacHOCTH

MeToapl OIIEHKH pa0OThl CTPYKTYPHBIX MOAPA3/IEICHUM, Pe3yIbTaTOB
TpyZAa IepcoHana

Metoabl IpOBeAEHUs ayauTa U KOHTPOJUIMHIA  OINEPaTUBHBIX
YIIPaBJIEHYECKUX IIPOLIECCOB

CDOpMI)I u CHUCTCMBI MaTCpraJIbHOIO u HEMATCPUAJIIBHOT'O
CTUMYJIMPOBAaHUA Tpyada IEpCOHAIIA

OCHOBBI IOKYMEHTAIIMOHHOTO 00€CTICUECHUS

[Mopsamox odopmiieHusi, BelAeHUS W XpaHEHHs OKYMEHTAlUu IIO
CHUCTEMaM OIIEPAllMOHHOIO YNpaBJICHUS MEpPCOHAIOM U pabore
CTPYKTYPHOTO IOAPA3IEICHUS

ITopsimox (opmupoBanus, BeaeHHUsI 0a3bl JaHHBIX M MPEAOCTABICHUS
OTYETHOCTH II0 CHCTEMaM OIEPAIlMOHHOTO YIPaBJICHUs MEPCOHAIOM U
paboTe CTPYKTYPHOTO Mo/ipa3AeiaeHus

TapudHo-kBanMpUKaMOHHBIE CIPAaBOYHUKH paboT U mnpodeccuit
pabounx M  KBaJM(UKAIMOHHBIE XapaKTEPUCTUKU  JOJDKHOCTEH
CIIy’KalluX, MpodeccruoHalbHbIe CTaHIapThI

HopMmaTtuBHbIe TpaBOBbIE aKThI, PETYIMPYIOIINE MTpaBa U 00S3aHHOCTH
TrOCYJapCTBEHHBIX OpPraHOB M OPraHU3alMd [0 IIPEIOCTaBICHUIO
Y4ETHOU TOKYMEHTallUH

[Topsimox  mpoBeNeHUs 3aKYMOUHBIX TMpouenyp U OQOpMIICHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

[Monutuka ympaBleHUsT TMEPCOHAIOM U COIMANIbHAs  IOJMTHKA
OpraHu3aIu

OpraHn3alOHHO-IITAaTHAsL CTPYKTYpa OpraHu3aiu

Ilenu u cTparerus pa3BUTUS OpraHU3ALMUU




busnec-man u 6GU3HEC-TIPOLIECCH OPTaHU3AINH

Crneunanu3upoBaHHble HHPOPMAIIMOHHBIE CUCTEMBI, LU(POBBIE YCIyTH
U CEepBUCHI B 0O0JIACTH OINEPAMOHHOTO YIPABJICHUS MEPCOHAIOM H
paboToii CTPYKTYPHOTO MOAPA3ACICHUS, TPAHULIBI KX IPUMEHEHUS

OcCHOBHBIE METPHUKH U aHAJIMTUYECKUE CPE3bI CUCTEMBI OIIEPALIMOHHOIO
YIPaBJIEHUS IEPCOHATIOM U PabOTBI CTPYKTYPHOTO MOAPA3IEICHHUS

HopmatuBHBIE NPaBOBbIE AKThl, ONPENENSIONIME HOPMbI TPYAOBOIO
npaBa

OCHOBBI apXMBHOIO 3aKOHOJATEIbCTBA M HOPMATUBHBIE IIPaBOBBIE
akThl Poccuiickoit ®enepauyu B 001acTU BEIEHUS JTOKYMEHTALUU IO
IIEpPCOHAILY

OcCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit deneparnuu

OcHOBBI MUTPALIMOHHOIO 3aKOHOAATeNbCTBA Poccuiickoit denepanuu B
00J1acTH NpPUBJIECYEHUS U TPYJOYCTPONCTBA MHOCTPAHHBIX I'paXIaH U
1 6€3 TpaXKIaHCTBa

OCHOBBI  aJIMUHUCTPATHUBHOTO  3aKOHOJATENbCTBAa  Poccuiickoi
®denepanun B 00JIaCTU YIIPABIEHUS TEPCOHATIOM M OTBETCTBEHHOCTH
JTOJDKHOCTHBIX JTUIT

3akoHonarenscTBO Poccuiickoit deaepannivi 0 IEpCOHAIbHBIX JaHHBIX

JlokanbHble HOpPMAaTHBHBIE JOKYMEHTHl OpraHu3allud B o0nacTu
YIIPaBJIEHUS IEPCOHATIOM

[Topsaok 3akitoueHus 10rOBOPOB (KOHTPAKTOB)

[IpaBua BeeHUs 1€70BON NEPETTUCKU

HOpMBI 9THUKHU JCJIOBOTO O6H_ICHI/ISI

Hpyrue
XapaKTEPUCTUKHU

3.8. O60bueHHasa TpygoBasa PyHKLMS

HanmenoBanue

Crpareruueckoe yIpaBIICHHUE YpoBeHb

Kon H




MepCOHAIIOM KBaJTM(pUKAITHH

[Ipoucxoxnenue
00001IeHHON 3anMMCTBOBaHO
ter Opurunan X
TPYIOBOH U3 OpUrMHAaJIa
byHKIIUN
Peructparmonubrit
Kon HOMED
opurvHaga  MNpogecCHOHATBHOIO
CTaHJapTa
Jupektop 1o nepCcoHaILy
Bosmoxbie Jupekto 1o aBJICHUIO MEePCOHAIOM
HAaUMEHOBAHUS p p ynp p
JIOJKHOCTEM,
N 3amecTuTeNb JTUpEeKTOpa 1o yIPaBJICHUIO MIePCOHAIIOM
npodeccuit
3amecTuTeNnb reHepaIbHOr0 JUPEKTOPA M0 YIPABICHUIO IEPCOHATIOM
Bricuiee o0Opa3oBaHUe - Marucrparypa
WA
TpeboBanust K
00pa3oBaHHIO "
Briciiee  oOpaszoBanue (HempoduibHOE) - Marucrparypa u
00y4eHHIO

JOTIOTHUTENbHOE TpOodecCHOHANbHOE 00pa3oBaHUE - MPOTPaMMBbI
MpoPECCHOHAIBHONW ~ MEPEeNoArOTOBKM B 00JIACTH  yNpaBIICHUS
MEPCOHAJIOM WJIM CTPATErMYE€CKOro yIpaBIeHUs

TpeboBanust K OMBITY
MIPAKTUYECKON pabOThI

He wmenee mnstu ner B 00ONacTH yOpaBJICHUS TMEPCOHAIOM Ha
PYKOBOJSIIIUX JOJIAKHOCTSIX

OcoOsie YCIIOBUS
J0TycKa K pabore

Hpyrue
XapaKTEPUCTUKHI

JlonIOsTHUTEIbHBIE XapAKTEPUCTUKU

HanmenoBanue Ko HaunmenoBanue 6a30B0ii rpymiibl, JOHKHOCTH
JIOKYMEHTa a (mpodeccun) WK CrieUaIbHOCTH
OK3 1212 VYrpasastomue TpyI0BEIMU pecypcaMu



https://1kadry.ru/#/document/99/1200121893/XA00M1S2LR/

EKC - 3aMecTUTENb IUPEKTOPA MO YIIPaBICHUIO IEPCOHATIOM
Havanpnuk ympaBieHus (COeUaTIM3UPOBAHHOTO B
ORTIATP 25042 IIPOYUX OTPACIISIX)
OKCO 5.38.04.01 | DxoHomUKa
5.38.04.02 MeHemKMERT
5.38.04.03 | YmpapneHue nepcoHagoM
3.8.1. TpynoBasa pynknua
Pazpabotka CHCTEMBI YpoBeHb
HaumenoBanue | ctparermueckoro ympasienus | Kox | H/0Ll.7 | (momypoBerb) 7
MIEPCOHAJIOM OpraHU3AINH KBTI (DUKAITAH
IIpoucxoxnenne
. 3auMCTBOBAaHO
TPyZIOBOH Opurunan X
U3 OpUTHHAJIa
byHKIIUN

Perucrpanmonueii
Kon HOMEP
OpUTrHHaa po(hecCuOHATILHOTO
CTaHJapTa

Tpynoseie nencTBUsA

[TocraHoBKa CTpaTeruyecKux ILEJIe B YOPaBICHUHM IEPCOHAIOM H
o0ecreyeHnn KaapoBoii 0€30MacHOCTH

PazpaboTka KOpIOpaTUBHON MOJIMTUKHU, IJIAHOB, POTPAMM, MPOLEAYD
Y TEXHOJIOTHH YIIPABJIEHUS IEPCOHATIOM

PazpaboTka KOpPHMOpPAaTMBHOM KyJIbTYphl U COLMAIBHOW TTOJUTHKH,
CUCTEM MOTHBAINH, 3)(PEKTUBHOCTH, OLIEHKU U Pa3BUTHS IEpCOHAA

CDOpMI/IpOBaHI/IC CHUCTCMBI OIUIAaThl U OpTraHU3alluu TpyJda IICPCOHAIA

Pa3pa60TKa CHUCTCMBI OpTraHHU3allMOHHOTO MMPOCKTUPOBAHUA,
IIJIaHUPOBAHUEC HOTpe6HOCTI/I B IICPCOHAJIC OpraHru3alnun

PazpaboTka mporpamm, NPUHIMIIOB CTaHAApTH3AIMM, YHU(DUKALUH,
aBTOMaTH3allMKd IPOLIECCOB YIPABICHUs IEPCOHAIOM U O€30IMacHBIX
YCJIOBH Tpyzaa



https://1kadry.ru/#/document/99/9029638/XA00M1S2LR/
https://1kadry.ru/#/document/99/456069557/XA00M1S2LR/

dopmupoBaHue OrKETa HA TIEPCOHAT

Pa3pabotka TexHonoruii aymuta pabOThl € MEPCOHAIOM U
KOHTPOJUIMHT A

Heo0Oxoaumbie
YMEHUS

Pa3pabaTpiBaTh cTpaTerud W TOJHTUKH YIPABICHUS TIEPCOHAIIOM,
obecrieueHus KaJapoBOi 6€30MacHOCTH

CozaBaTh ¥ ONUCHIBATH OPraHU3ALUOHHYIO CTPYKTYpPY, LE€JIH, 3aauH,
(GYHKIUHM CTPYKTYPHBIX MOApPa3IeIeHHU U JOHKHOCTHBIX JIUI]

[IpumeHATh METOABI YNPABICHHUS MEXJIMYHOCTHBIMU OTHOLICHUSIMU,
(dhopMupOBaHMsST KOMaHJ, Pa3BUTUS JHAEPCTBA U HCIOIHUTEIBHOCTH,
BBISIBJICHHSI TAJIAHTOB, ONPEICIICHUS YIOBICTBOPEHHOCTH PabOTOM

Onpenensitb W aHAJIM3UPOBAThb  BHYTPEHHHE  KOMMYHUKAILIUH,
MOZEJIMPOBATh ITOBEACHUE IIEPCOHAA

HpeILCTaBHﬂTL HHTCPCChl OpraHru3allMi B IOCYAapCTBCHHBIX OpraHax,
BO BSaHMOHeﬁCTBHH C Ip€aACTaBUTCIbHBIMU OpraHaMH pa6OTHI/IKOB 110
BOIIpocCaM ImnepcoHaia

CocTaBnATh, pacCcUUTHIBATh, KOPPEKTHPOBaTb U KOHTPOJUPOBATH
CTaTbH PACX0JI0B OIOPKETOB U (POHJIOB HA MPOTPAMMBI U MEPOTIPUSATHUS
0 YNPABJICHUIO IEPCOHAIOM OPraHU3aALUU

HpOBOI[I/ITL AyIUT U KOHTPOJUJIMHT B o0iactu YIIpaBJICHUS ICPCOHAIIOM

Pa3zpabatbiBaTh KOPIIOPATUBHBIE COIUATBHBIE MPOTPAMMBI

Bectn mneperoBopsl IO BOIPOCAM COLMAIBHOTO MapTHEPCTBA C
MPEICTaBUTEIILHBIMUA OpraHaMH PaOOTHUKOB

PaGorare ¢ nH(pOpMaLIMOHHBIMU CHCTEMaMH, YCIyTaMu U CEPBUCAMHU B
00JIaCTH CTPATErnYECKOr0 YIPaBICHUS EPCOHATIOM

dopMHUpOBaTh TPEIOKEHUS TIO0 aBTOMAaTHU3AIMU W MUGPOBU3ALNA
mporecca pa3paboTKH CTpaTeru paboThI ¢ IEPCOHATIOM

Opranu3oBbIBaTh ~MEPOIPHUATHS 1O OOECIEYEHUIO  BBIOJIHEHUS
TpeOOBaHWII OXpaHbl TpPyAa B COOTBETCTBHU C JEHCTBYIOIIUM
3aKOHOJaTenbCcTBOM Poccuiickoit denepalv U JIOKAJIbHBIMUA aKTaMH
OpraHu3aIu

OpranuzoBbiBaTb M IPOBOAUTH MEPOINPUATHS C NEPCOHAIOM B




COOTBETCTBUU C KOPIIOPATUBHOMN COLIMAIIBHON ITOJIMTUKOMN

ObecneunBaTh co0uroIeHe TpeOoBaHUI 3aKOHOZATEIbCTBA
Poccuiickoit ®enepanyun u nonuTUK pabotomarens B 0OJACTH
0o0pa0OTKM  NEepCOHANbHBIX  JAHHBIX U KOH(UIEHUIMAIbHOU
uHpOopMaIU

Bectu nenoByro nepenucky

Co0mroaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0Oxoaumsie
3HAHUS

MeTtonpl yrpaBiieHUs pa3BUTHEM H 3(PPEKTUBHOCTHIO OpTaHH3AIlHH,
aHaJlu3a BBIMOJIHCHHWS IUIAHOB MW IHPOrpaMM, ONPEICIICHUS HX
IKOHOMHYECKON A()(DEKTHBHOCTH, METOABI OOCCICYCHHS KaJpOBOU
0e30macHOCTH

MeTtoabl OIleHKH pabOThl CTPYKTYPHBIX MOJPAa3/eICHUI, pe3yIbTaToB
Tpy/a nepcoHaa

MeToabl TIPOBEICHUS ayIUTOB, KOHTPOJUIMHIA  YIPAaBICHUYCCKUX
MPOIIECCOB

Meronsl aHanM3a KOJMYECTBEHHOTO M KadyeCTBEHHOTO COCTaBa
nepcoHaa

MCTOI[I)I OpraHHu3allMOHHOTO IMTPOCKTUPOBAHHUA

Cucremsbl CTaHOapTOB 110 6H3HeC'HpOHeCCElM, HpO(l)eCCI/I}IM, HOPMBbI
Tpyaa

Cucrempl, metroabl U (GOpPMbI MaTEpUATBHOIO M HEMAaTepUAIbHOIO
CTUMYJIMPOBaHUS TPyla EpCcOHaIa

Metonpl aHanM3a CONMANBHBIX TPOTPAMM U ONpEICNeHHs WX
HKOHOMHUYECKOH 3 (HEKTUBHOCTH

Texnonorun u Meronbl (GOpMHPOBAHUS U KOHTPOJIS OIOJKETOB Ha
IIepCOHaI

TpeboBanust oxpaHbl U O€30MACHBIX YCIOBUH Tpyia

Henu, cTparerus, KOpnopaTuBHas COLMAIbHAs MOJUTHKA U TOJIUTHKA
0 MEPCOHAIY, KOPIOPAaTUBHAS KYJIbTYypa

OCHOBEBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIbHOCTHU OpraHu3aliun




OcCHOBEI COHOJIOTHH, ICUXOJIOTMH U SKOHOMUKU Tpyda

OCHOBEI YIIpaBJICHUA COHUAIIBHBIM Pa3BUTHUEM OpraHHU3alvn

MeToabl MPOBEACHUS COIMOJIOIMYCCKUX HMCCIEIOBAHUMN, H3YUCHHS
00LIECTBEHHOTO MHEHUS

OpranuzalioHHasi CTPYKTypa OpraHu3aluu

TapudHo-kBanupUKaMOHHbIE CHPAaBOYHUKK paboT u mpodeccuii
pabounx ¥  KBAIM(UKAIMOHHBIE XApAaKTEPUCTUKU  JIOJDKHOCTEH
CITy’KaIllnX, Mpo(heCCHOHATbHBIE CTAaHAAPTHI

Crenmanu3upoBaHHble HHOOPMAIIOHHBIE CHCTEMBI, IIU(PPOBBIE YCIYTH
U CEepBUCHI B O0JIACTH CTPATErMYECKOIO YIPaBJICHUS MEPCOHAJIOM,
IPAHMIIBI UX IPUMEHEHUS

OCHOBHBIE METPUKM U AHAIUTHYECKHE CPE3bl CTPATErMYECKOIo
YIPABJICHUS IEPCOHATIOM

HopmartuBHBIE MpaBOBbIE AKThI, ONPENENSIONIME HOPMbI TPYAOBOIO
npasa

OCHOBBI apXWBHOTO 3aKOHOJATENCTBA W HOPMATHBHBIC IPABOBHIC
akTel Poccuiickoii ®enepanyu B 001acTH BelEHUS JTOKYMEHTAIUH TIO
MepCcoHaIy

OcHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu

OcHOBBI MUTPAllMOHHOIO 3aKOHOAATENbCTBA Poccuiickoi denepanuu B
o0JjacTi NMPUBJIEUEHUS U TPYAOYCTPOWCTBA MHOCTPAHHBIX I'paXAaH U
1 6e3 TpakaaHCTBa

OCHOBBI  aJIMMHUCTPATHUBHOTO  3aKOHOJATENbCTBA  Poccuiickon
®denepanu B 00JIACTH YHPABJICHUS MEPCOHATIOM U OTBETCTBEHHOCTHU
JOJIDKHOCTHBIX JIHI]

3akoHonarenscTBO Poccuiickoit denepannivi 0 NEpCOHATBHBIX JaHHBIX

JlokanpHBIE HOPMATHBHBIC aKThl OPTaHH3alUM B OOJIACTH YIPABICHHUS
HIEPCOHAIOM

[Topsiok 3aKt0OUEHUS TOTOBOPOB (KOHTPAKTOB)

[IpaBuna BeneHUs AEI0BOM NEPENUCKU




HopwMe1 5THKH 1€10BOTO 00IIEeHNUS

HApyrue i
XapaKTePUCTHKU
3.8.2. TpyaoBasa pyHkIusa
Peamuzanus CHUCTEMBI YpoBeHb
HaunmenoBanue | ctparernueckoro ympasieHus | Kon H/02.7 | (moxypoBeHb) 7
MepCOHAIOM KBaJIM(pUKAIAH
IIpoucxoxnenne
o 3auMCTBOBAaHO
TpyZIOBOM Opurunan X
13 OpUTHHAJIA
byHKIIUN

Perucrpanmonuei
Kon HOMEP
opurnHaia  npohecCHOHAIBLHOTO
CTaHJapTa

TpynoBeie 1eHiCTBUS

[InanupoBaHue JEATEIBHOCTH UM pa3paboTka MEpPONpPUITUH IO
YIPaBJIEHUIO TEPCOHAIOM JUIsl peaju3alMd CTpaTern4yecKux Leien
OpraHu3aIu U o0ecredeHus: KaJpoBoil 0€30MacHOCTH

BHenpenne monuTHK, IJIAHOB, MPOrPaMM, MPOLEAYP U TEXHOJOTHH I10
YIIPABJICHUIO [IEPCOHAIIOM

IlocTpoeHne OpraHU3alMOHHOW CTPYKTYpPhl € Y4Y€TOM IUIAHOBOM
NoTpeOHOCTH B MEpPCOHAJE W B3aUMOJEHCTBHSI  CTPYKTYPHBIX
MOJpa3/IeICHU OpraHu3aluu

BHenpenue u mojjep:kaHue KOPIOPATUBHON KyJIbTYPbl M COLMAIbHON
MOJIMTUKH, CHUCTEM MOTHUBALUU, 3(P(HEKTUBHOCTH, OLIEHKH U DPA3BUTHS
nepcoHala

BHenpenue u mopnepkaHUEe CUCTEMBl OpraHM3allMM TpyJa W OILIAThI
HiepcoHasa

VYnpaBieHue BHEIPEHHWEM MPOrpaMM M MPUHIUIOB CTaHIApTHU3AIMH,
YHU(UKALUK, aBTOMAaTH3allMi IPOLECCOB YIPaBICHUS] NEPCOHAIOM U
0e30macHbIX yCIOBHUH Tpyaa

OpFaHI/ISaHI/IH OPOBCACHUA ayaAuTa W KOHTPOJIIMHIAa B YIIPABJICHHUU
MIEPCOHATIOM




IlocTanoBKa 3amay pPYKOBOIAUTENSIM CTPYKTYPHBIX IIOAPA3ICIICHUM,
OIIpElIETICHUE MATEPUAIBHO-TEXHUYECKUX PECYPCOB [IUIsl UX BBITOTHEHUSA

CornacoBaHnue yCIOBHH 3aKJIIOYa€MbIX JOTOBOPOB TII0 BOMPOCaM
yIIPaBJICHUS TIEPCOHATIOM

Opranuzanus TNpOBeNEHUs 3aKyMOYHBIX TMpOIeAyp IO BOIpocam
YIPaBJICHUS NEePCOHAIOM U odopmienus COITYTCTBYIOLIEN
JIOKYMEHTAIUU 110 HUM

dopmupoBaHue OIOKETA HAa IEPCOHAIT

Pa3pa60TKa TEXHOJOrui ayaura pa6OTBI C IICPCOHAJIOM U KOHTPOJIJIMHI'a

HpHMeHeHI/Ie K pa6OTHI/IKaM MCp IMOOHIPCHHA W JUCHUILIIMHAPHOI'O
B3BICKaHHUA

HeobOxonumblie ymeHus

[lpousBoanTh aHaIM3 MAEATEIBHOCTH 110 YIPABICHUIO IEPCOHAIIOM,
pas3pabarbIBaTh mokaszareian 3(p(HEeKTUBHOCTH paboThI

dopMupoBaTh IUIAHBI U MEPONPHUSTHS 1O YIPABICHUIO TEPCOHAIOM U
o0ecIIeueHHIO KaJpOBOil 6€3011aCHOCTH

PaccunThiBaTh O10KET B 00JIACTH YIIPABIEHUS MIEPCOHAIOM

OnpenensiTh 30HBI OTBETCTBEHHOCTH pPAaOOTHHUKOB M TMOJApa3JelIeHUH,
CTaBUTh 3aJa4l PYKOBOJUTEISIM TOJApA3ACIeHU u o0ecrneynBaTh
pPECypChI sl UX UCTIOJIHEHUS

KOHTpOJ'II/IpOBaTL " KOPPCKTUPOBATDH UCIIOJIHCHUC HOpy‘IeHI/Iﬁ " 3a1a4

VopaBnate  3QPEKTUBHOCTBIO UM BOBJIEYEHHOCTHIO  IE€PCOHAIA,
JUCLUTUTMHOM TpyZa 1 coOroieHneM 0€30MacHbIX YCIOBUH Tpyia

Bectu meperoBopel 1O BONpocaM COLMAIbHOIO MapTHEPCTBA U
NpPECTaBIATh MHTEPEChl OPraHM3aLMU B TOCYAAapCTBEHHBIX OpraHax,
MIPEJICTaBUTENIbHBIX OpraHax pabOTHUKOB M OpPTaHU3aLHUAX IO BOIpPOCam
nepcoHala

PaboTars ¢ MH(GOPMALIMOHHBIMH CHUCTEMaMH, IU(PPOBBIMU YCIyraMu U
CEpBHCAMH IO YIPABJIEHUIO [IEPCOHATIOM

HpOBO,Z[I/ITB AyaAuT U KOHTPOJIJIMHT B obactu YyIipaBJICHUA [ICPCOHATIOM

®opmHUpoBaTh U MPOBOAUTH COLHUAIBHYIO TMOJIUTHKY M COIHAJIbHBIE




IIPOrpaMMBbI

Bectu meperoBopsl ¢ MocTaBIIMKaMK YCIYT MO YCJIOBHSAM 3aKJIIOYaEeMbIX
JIOTOBOPOB

[Tpon3BOINTH 3aKyNOYHBIE MPOLEAYPHL, OPOPMIISATH M AaHAIU3UPOBATH
3aKyINOYHYIO JOKYMEHTAIUIO

ObecnieunBaTh cOOMIOICHUE TPeOOBAHMI 3aKOHOIATENIbCTBAa Poccuiickoit
depepaii M KOPIOPATUBHBIX TOJIUTHK B 00JacTd 00pabOTKH
NEPCOHANBHBIX JAHHBIX U KOH(PHIEHIMATBHON HH(pOpMAIU

Co0:1r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHS

Heo0Oxoaumele 3HaHUA

Mertonpl yrpaBieHusi pa3BuTHEM U A(P(GEKTUBHOCTHIO OpraHH3allly,
METOABI aHAJIM3a BBIIIOJHCHUA IINIAHOB U HpOFpaMM, onpeﬂeneHI/m nux
SKOHOMHYECKON 3((HEKTMBHOCTH, METOJbI 00eCHeUYeHHs KaJIpOoBOM
0e30macHOCTH

OpFaHI/ISaHI/IH YIpaBJICHHUA Pa3BUTUCM OpraHU3allun

Teopuu ynpasieHUs] OpraHu3aluen, MOJIUTUKA U CTPATETHUS YIIPABJICHUS
[IEPCOHAIIOM

[Tonutuka YIpaBJICHHUA TICPCOHAJIOM, KOPIIOpaTUBHAA COLHAJIbHAA
IMMOJIMTHUKA, KOPIIOpAaTUBHAA KYJIbTYypa

MeToapl aHanu3a BBIIIOJHEHUS IUIAHOB M 3a7ad, ONPEHCIICHUS HX
HKOHOMUYECKOH 3(hpexTHBHOCTH

MeTobl OIIEHKH Pe3yIbTaToB U 9(PPEKTUBHOCTH TPyIa

Metoapl BHCAPCHUA CUCTCMEI YIIPABJICHHUA IICPCOHATIOM

MGTO)II)I OpTraHHU3allMOHHOI'O MMPOCKTUPOBAHUA

OcHOBBI paOOTHI 110 TPO(PECCHOHATTEHON OPUEHTAIIUH

MeToauKy IUTAaHUPOBAHUS WM NPOTHO3UPOBAHUS TOTPEOHOCTH B
HIepCcoHalIe

HCJ'II/I, CTPATCrusa pa3BuTUA U Ou3HeC-TUIaH OopraHu3anuunu

Teopuu u MeTo 161 GOPMUPOBAHMS OpEHIa OPraHU3AIIH




TpeboBanus oxpaHbl TpyJa U 6€30MaCHBIX YCIOBUH Tpyaa

MCTOI[I/IKI/I pa3pa60TKH W BHEAPCHUA JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB

[Topsmok 3akit0ueHUs] TPYIOBBIX JOTOBOPOB, PETYIMPOBAHUS TPYIOBBIX
CIIOpOB

OCHOBEI COIIMOJIOTHH, IICUXOJIOTMH, 3KOHOMHUKH Tpyda W YIPaBJICHUA
CONHMAJIBHBIM PAa3BUTHUEM OpraHu3alun

MeToapl  TIPOBEICHHUS  COI[MOJIOTHYECKUX HUCCICAOBAHHMMA, HW3yUCHUS
0OIIIECTBEHHOTO MHEHUS

Texuomorun MMpOBCACHUA ayJAuTa W KOHTPOJUIMHIAa B YIPABJICHUHA
nepCoHalIoM

[Topsimok  mpoBeleHHsS  3aKyMOYHBIX MpoHenyp u  ohOpMIICHUS
COILYTCTBYIOILIEH JOKYMEHTalu!

TGXHOJIOFI/II/I, CTaHJapTusanus, YHI/I(i)I/IKaIII/Iﬂ, aBTOMaTu3alus 1ImpouccCcoB
YHpaBJICHUS IIEPCOHATIOM

OpraHu3anoHHas CTPYKTYpa OpraHu3aluu

Tapudno-kBanupuKalMOHHBIE CIPABOYHUKK paboT u mpodeccuit
pabounx W  KBaIM(HUKAIMOHHBIE  XApaKTEPUCTHKH  JIOJDKHOCTEH
CIIy’KallluX, MpodeccruoHalbHbIE CTaHAAPTHI

Crneunanu3upoBaHHble MH(QOPMAIIMOHHBIE CUCTEMBI, U(POBBIE YCIyTU
U CEepBHUCHI B 00JACTH CTPATErHYECKOro YIPaBIECHUS IE€PCOHAIIOM,
TPaHULIbI UX TPUMEHEHUS

OcHOBHBIE METPUKM U aHAJIUTHYECKHE CPE3bl CTPATETMYECKOTO
YIIPABJICHUS TIEPCOHATIOM

OCHOBBI apXHUBHOTO 3aKOHOJATEIbCTBA U HOPMATUBHBIE MPABOBBIE AKThI
Poccuiickoit ®depepaniuun B 007acCTH  BEIEHUS JOKYMEHTAIUU  T10
MepcoHaIy

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepannn

OCHOBBI MUTPALIMOHHOTO 3aKOHOAAaTeNbCcTBa Poccuiickoit denepanuu B
00nacTy MpUBJICUEHUS U TPYIOYCTPONCTBA HMHOCTPAHHBIX TPAKIAH H JTUI]
0e3 rpaXKJaHCTBa

OCHOBEI aIMUHHUCTPATUBHOTO 3aKOHOJATEJILCTBA Poccuiickon




(Denepaupm B 00ylacTu YIipaBJICHHUA HNCPCOHAJIOM MU OTBCTCTBCHHOCTU
JOJDKHOCTHBIX JIMIL

3akoHoaarenscTBO Poccuiickoit deneparinu o NepcoHaIbHBIX JaHHBIX

[Topsi1oK 3aKITFOYEHUS IOTOBOPOB (KOHTPAKTOB)

JlokanbHBIE HOPMATHUBHBIC aAKThI B obnactu YIIpaBJICHHUA IIEPCOHATIOM

ITpaBuiia BeieHUs 1€710BOM IEPENUCKU

HopMbI 3THKH 1eI0BOTO O0IIECHUS

Jpyrue ]
XapaKTEePUCTUKH
3.8.3. TpynoBasa pyHKIusA
AJIMAHHUCTpHUpPOBaHUE
IPOLIECCOB  CTPATErMYeCcKOro VYpoBeHb
HaumenoBanue | ympasiaenuss mnepconaniom u | Kox | H/03.7 | (momypoBenb) 7
COOTBETCTBYIOLIETO KBaJTH(pUKALUN
JIOKyMEHTOO00O0pOoTa
IIpoucxoxaeHue
. 3aMMCTBOBaHO
TPyZIOBOH Opurunan X
U3 OpUTHHAJIA
byHKIIUN

PerucrpanmonHuslit
Kon HOMEp
OpUTHHaja npodeccuoHalIbHOTO
CTaHzapTa

Tpynossie nencTBUsA

JlokyMeHTallMoHHOe  O(QOpMJIEHHE  PE3ylbTaTOB  yNpPaBIICHUS
MIEPCOHAJIOM, €T0 ayJUTa, padOThl CTPYKTYPHBIX MOApa3IeIeHHUH

JlokyMeHTalmoHHOE u OpraHu3alMOHHOE COIMPOBOXKIECHUE
CTPaTEernyecKoro YIpaBIIEHUs TEPCOHAIOM U pabOTOMl CTPYKTYpPHBIX
MOJIpa3IeJICHUI

[TogroroBka mNpeIOKEHUH 1O PaA3BUTHIO CHUCTEM  YIIPABICHUS
MEePCOHAJIOM, 0OecreueHus KaJpoBoil 0€30MacHOCTH, 10 HEOOXOIUMBIM
KOPPEKTHPYIOIIMM M IPEBCHTHUBHBIM MEpaM H II0 IIOBBIIICHHIO
3¢ EeKTUBHOCTH pabOThI CTPYKTYPHBIX MOJIPA3/ICICHUI




KoHTpons mporieccoB B 00JaCTH yIpaBieHHs MEPCOHATIOM M pabOThI
CTPYKTYPHBIX MOJpA3JCJICHUI, CpaBHEHHE M aHAJIU3 IPOIECCOB,
pe3yabTaTOB YIPABICHUYECKUX MEPONPUATHH, omnpeaencHrue GakTopos,
BBI3BIBAIOIIMX OTKJIOHEHHE OT IUIAHOBBIX IOKa3aTeIen

CornacoBaHue M KOHTPOJIb JIOTOBOPOB II0 BONPOCAM M CHCTEMaM
CTPaTEernyecKoro YIpaBJieHHs] IEPCOHAJIOM U pPadOTe CTPYKTYPHBIX
[I0/Ipa3JIeJIEHNH, OPraHu3aLus IPOLEAYp 10 UX 3aAKJIIOUEHUIO

[ToaroroBka  mWpemIOXKEHWH 1O  OOECHEYCHUIO  COOTBETCTBHS
OpraHM3allK U OIUIAThI TPy/AA MepCcoHalla YCHEIIHBIM KOPIOPATUBHBIM
MIPaKTUKaM

HeoOxoaumbie
YMEHHSI

AHanu3upoBarh, pa3pabaTeiBaTh U O(GOPMIATH JIOKYMEHTHI IO
mpoueccaM M pe3ysibTaraM yIpaBiI€HUs [EpCOHAIOM U pabdoTte
CTPYKTYPHBIX TOJIpa3aeeHui

[IpuMeHaTh METOIBI aHAJIM3a OU3HEC-TIPOLIECCOB OPraHU3aIuu

Onpenenarb TporpaMMbl  JOCTIKEHMSI LEJeH U pelleHus 3aj1ady
MoJIpa3iesICHUI

HpOBOI[I/ITI) ayauT CHUCTEMbI YHPaBJICHUA TICPCOHAJIOM H CUCTEMBI
obecrieueHns KaJipoBoi 0€301MacHOCTH

HpOBOI[I/ITL KOHTPOJUIMHI' CUCTEMEI YIIPABJICHHUSA IIEPCOHATIOM

KonTponupoBars OOKET Ha NEPCOHAN M YNpPaBIEHHE PacXoJaMu Ha
IIEpCOHAI

OpFaHI/ISOBLIBaTB COIMPOBOXKICHHUC J0roBopoB Io BOIIpocaM
YIIpaBJICHUA IIEPCOHAJIOM, BKIIKOYAA MPEABAPUTCIBHBIC MPOLUCAYPHI 110
X 3aKJIIOYCHUTIO

OpranuzoBbIBaTh  3aKylnoO4HbIE  MpPOIEAypbl,  OQOPMIATH U
AQHAIM3UPOBATh 3aKYIOYHYIO JOKYMEHTALUIO

KonTponupoBath ¥ aHaJuM3MpOBaTh  BONPOCHl  COIHAIILHOTO
MapTHEPCTBA, JOTOBOPHI IOCTABIIIUKOB YCIIYT

HpOBO}II/ITB MNEPETOBOPLI U MPCACTABIATE MHTCPECBI OpraHU3alluil B
TOCYHAapCTBCHHBIX OpraHax, HpO(bCCCI/IOHaJ'IBHBIX COK03axX U OPYyrux
OpeACTAaBUTCIIBHBIX  OpraHax pa6OTHI/IKOB U OopraHusanuiax II0
BOIIpOCaM MnepcoHaia

Paborarh ¢ HHQOPMAITMOHHBIMU CUCTEMAaMH, IU(DPOBBIMH yCIyraMu U




CEpBHCAMHU 110 YIPABJIEHUIO [IEPCOHATIOM

OOecnieunBaTh  JIOKyMEHTAllMOHHOE  COIPOBOXKACHHUE  IPOILIECCOB
yIIpaBJICHUS IEPCOHATIOM U pabOTON CTPYKTYPHBIX IMOAPA3eICHHNA

Opranu3oBbIBaTh  XpaHEHUE JIOKYMEHTOB B  COOTBETCTBUM C
TpeOOBaHUSAMH  TPYAOBOIO W apXMBHOTO  3aKOHOJATEJIHCTBA
Poccuiickoit @eneparuu 1 J0KaIbHBIMU aKTAMU OpraHU3aliu

ObecneunBaTh cobnoieHne  TpeOOoBaHUI 3aKOHOZATEIbCTBA
Poccuiickoit @enepaniii M KOPIOPATUBHBIX IIOJUTHK B 00JACTH
0o0pabOTKM  MEpPCOHAIBHBIX  JAHHBIX M KOH(UAEHIHAIbHON
uHpOpMaIN

Co0nroaTh HOPMBI ATHKHU JEIOBOT0 OOIICHHS

Heo0Oxoaumsie
3HAHUS

ConmasnbHas  TOJIMTHKA, KOPIOPATUBHAS  KYJIbTYpa,  CHUCTEMBI
MOTHBAIMH U Y)(HEKTUBHOCTH YIIPABICHUS TIEPCOHAIOM

Metoabpl ynpaBieHHs pa3BUTHEM U I(PPEKTUBHOCTHIO OpPTraHU3allHH,
METOABI aHAJIN3a BBIIIOJIHCHUSA IINIAHOB U HpOFpaMM, OHpeILGHCHI/Iﬂ nux
SKOHOMHYECKON 3((HEKTHBHOCTH, METOJbI O00ECHEUYEHHUs KaJapOBOM
0e30macHOCTH

MCTOI[I)I IMPOBCACHUA ayanra, KOHTPOJIA OICpaTUBHBIX
YIIPABJICHYCCKUX NPOUECCOB, CONUOJIOTHICCKUX I/ICCHCI[OBaHI/Iﬁ

busHec-mutan n GM3HEC-TIPOLIECCH OPTaHU3AIIH

bromxeTHoe IMPOCKTUPOBAHUC

OpraHI/I3aI_II/IOHHOe ITPOCKTUPOBAHUC

@®opMbl, METOABI U CHCTEMbl MaTEpUaJIbHOTO U HEMaTepUaIbLHOTO
CTUMYJIMPOBAHU TPyAa EpcoHaIa

Cucrempl  cTaHgapToB IO  OM3Hec-TpolieccaM,  INpodeccusm
(crienuanbHOCTSAM), HOPMBI TpyAa

Meronsl aHanM3a KOJMYECTBEHHOTO W KAueCTBEHHOTO COCTaBa
nepcoHaa

ITonmuTHnka OpraHu3alru 110 INCPCOHAITY

[opsanox dhopmupoBanusi, BeneHrus 0aszbl JAHHBIX M MPEJOCTABICHUS
OTYETHOCTH 1O CHCTEMaM YIPaBICHHUS TMEPCOHAIOM u paboTe




CTPYKTYPHBIX IOJIpa3AcICHUI

OCHOBEI AOKYMEHTAIIMOHHOI'O O6€CH€‘I€HI/I${, IOpA 0K 0(1)OpMJ'IeHI/I$I
JAOKYMCHTOB, MMpEaACTaBJIsICMbBIX B TOCyJdapCTBCHHBIC OpTraHkl,
HpO(bGCCI/IOHaJ'IBHBIe COIO3BhI, O6I.HCCTBCHHBI€ OopraHn3anvuun

L[e.]'II/I H CTPATCIruA pa3sBUTHA OPpraHU3allun

[Mopsimox  mpoBeneHUs 3aKyNMOUYHBIX TMpOLEAyp ©  odopmIIeHUs
CONYTCTBYIOIICH JOKYMEHTAIUU

HopmatuBHble npaBoBbIE€ aKThl, PEryJIHUPYIOLINE IpaBa U 00A3aHHOCTH
rOCYJapCTBEHHBbIX OpraHOB M OpraHU3alMi 10 IPEJOCTABICHUIO
YYETHOU JOKyMEHTalUU

OpranuzanyoHHasl CTPYKTypa OpraHHW3allii U BaKaHTHBIC JIODKHOCTH
(mpodeccun, crienMaIbHOCTH)

Tapudno-kBanupUKaIUOHHBIE CIPABOYHUKH paboT u Tpodeccuit
pabounx U  KBaTM(PUKAIMOHHBIE XapaKTEPUCTHUKU  JIOJDKHOCTEH
CITy’KalllnX, Mpo(heCcCHOHATbHBIE CTAaHAAPTHI

Crenmanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH
U cepBUChl B o0jacTM  aJMUHHUCTPUPOBAHUS  IPOLIECCOB
CTpaTErnyecKkoro yIpaBiIeHUS MIEPCOHAIOM, B obsacTtu
JOKYMEHTO000pOTa, TPaHUIIBI UX PUMEHEHUS

HopmaTuBHbIE NpaBOBBIE aKThI, ONpPEIEISIONIME HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXWBHOTO 3aKOHOJIATEIhCTBA W HOPMATHUBHBIC IPABOBBIC
akTel Poccuiickoii denepanuu B 006IaCTH BEACHHS JOKYMEHTAIMH IO
MepCcoHaIy

OcHOBBI HAJIOrOBOTO 3aKOHOAATeNbCcTBa Poccniickont denepannn

OcCHOBBI MUTPAIITMOHHOI'O 3aKOHOAATeNbCTBA Pocculickoit denepanyu B
o0JjacTu MpUBJIEYEHUS U TPYJOYCTPONCTBA MHOCTPAHHBIX T'PaKIaH U
mui 6e3 TpaKaaHCTBa

OcCHOBBI ~ aIMMHHMCTPAaTHBHOIO  3aKOHOAATeNIbCTBA  Poccuiickoit
®enepan B 00JaCTH yNpaBJIEHUS MEPCOHAIOM M OTBETCTBEHHOCTH
JOJKHOCTHBIX JIULL

3akoHo aTenbCcTBO Poccuiickon denepannn 0 MepCOHATbHBIX JaHHBIX




JlokanbpHbIE HOPMAaTUBHBIC aKThl OPraHU3alUU B 00JaCTU yIpaBIICHUS
[IEpCOHAJIOM

[Topsaiok 3aKiIF0uEHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3TuKM 1e10BOr0 o0IIeHus

HApyrue
XapPaKTCPUCTHKHU

IV. CBeaeHust 06 opraHMsauusx - paspaboTymkax npogeccrnoHanbHOro
cTaHgapTa

4.1. OTBeTCTBEHHAasA OPraHU3ANUA-PAZPAOOTUNK

Coger no nmpogeccuoHaTBHBIM KBATH(UKAIUSAM B 00J1aCTH YIPABICHHUS EPCOHATIOM

[Ipencenarens ByuxoBuu Anna AnekcanapoBHa

4.2. HamMeHOBaHUs OpraHU3anui-pa3spadoTINKOB

1 | Arpoxonaunr "CTEIIb", ropon Poctos-Ha-/lony

2 | AO "Konueps Pocaneproarom", ropog Mocksa

3 [AO "OMK", ropon Beikca, Hmxkeroposckas o01actb

4 Kommnanus "MeramnounBect", ropox MockBa

5 | MockoBckHif MeTpononuTeH, ropoa Mocksa

6 Uuctutyt 3ansToctu u npodeccuit ®I'AOY BO "HayuHo-uccnenoBaTenbCKuil yHUBEPCUTET
"Bricias mikona 3koHOMHUKHU", ropos MockBa

7 |HOYY "UuctutyT npodeccnoHansHoro kaaposuka', ropoa Mocksa

8 OOQOP "Corw3 pabortomareneil pakeTHO-KOCMHYECKOW mpombinieHHOCTH Poccun", ropon
Mocksa

9 | OOP "Poccwiickuii CO¥03 MPOMBIIIUIEHHUKOB U TIpeANIpHHUMAaTeNeH ", ropoa Mocksa

10 [ITAO "T'aznpom HedTh", ropoa CankT-IleTepOypr




11

ITAO "Poctenexom", ropoa Mocksa

12 [ITAO "Pycl'uapo", ropoa KpacHosipck

13 |[ITAO "Cesepcranp", ropon Yepenoser, Bonoroackas obgacts

14 |[ITAO A®K "Cucrema", ropoa Mocksa

15 CPOO "Accouuainusi pyKOBOJMTENIECH W CHEHUAIMCTOB IO YIPABICHUIO YEIOBEUYECKUMU
pecypcamu", ropoa ExkarepunOypr

16 OI'BOY BO "MOCKOBCKHI aBUAIMOHHBIN MHCTUTYT (HAIMOHAIBHBIN HCCIIEOBATEIHCKUMA
yHHBepcuTeT)", ropoa Mocksa

17 | ®I'bY "BHUU tpyna" Muntpyna Poccun, ropon Mocksa

18 YUY "llenTp miuaHUpOBaHUS U HCIOJNB30BAaHUS TPYIOBBIX pecypcoB [asmpoma", ropon

MocxkBa
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