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[Tpuka3z MunucTepcTBa Tpyaa U colnanbHol 3amuThl PO ot 6 oktsi6ps 2015 r. N 6911 "OO6 yTBep)acHUN
npogdeccuoHanbHOro crasaapra "CrnenuanucT 10 yIpaBJIeHUIO I1epcoHanoM"

IIpuxka3z MuHucTEepCTBA TPYAA U COUMAIBLHOM 3a1UTHI PD o1 6 okTs10Ops1 2015 1. N 691H
"O0 yrBep:kaeHNHU NpodeccHoHANbHOro0 cTanaapTa "CrnennanancT 1o ynpasjieHHI0 epcoHaaom"

B cootBerctBUM ¢ myHktoMm 16 IlpaBunm  pa3paOOTKHM, YTBEpXKIACHUS MW  MPUMCHECHHS
po)eCCHOHANIBHBIX ~ CTaHJAPTOB, YTBEPXKIEHHBIX TocTtaHoBieHneMm IIpaBurenbcTBa Poccuiickoit
Oeneparuu ot 22 sHBaps 2013 r. N 23 (Cobpanue 3akoHomarenbctBa Poccuiickoit ®enepanuu, 2013,
N 4, ct. 293; 2014, N 39, c1. 5266), npuKa3bIBa:

YTBepauTh mpuiaaraeMelii  npodeccnoHanbHbl  cTapaapT  "CHenuamucT 10 yIpaBICHHIO
nepcoHagom".

Munuctp M.A. Tonwiux

3apeructpupoBano B Muntocte PO 19 okrs6ps 2015 .
Peructpanuonnsiii N 39362

TAPAHT:
CwM. cripaBKy 0 Tpo(hecCHOHAIBHBIX CTaHAapTax
CwMm.:
JOJDKHOCTHYIO MHCTPYKIIMIO BHIIC-TIPE3UICHTA 110 YIIPABJICHUIO TIEPCOHATIOM
JOJHDKHOCTHYIO HHCTPYKIIHIO JUPEKTOPA IO YIIPABICHUIO IEPCOHATIOM
JOJHDKHOCTHYIO HHCTPYKIIHIO JHPEKTOPA 0 MTePCOHATY
JOJHDKHOCTHYIO HHCTPYKIIHIO 3aMECTHTENISI TeHEPATLHOTO JIUPEKTOPA TI0 YIIPABIICHHUIO TIEPCOHATIOM
JOJDKHOCTHYIO HHCTPYKITHIO HadalbHUKA OTIENIa OPTaHU3AIMH U OTUIATHI TPYAa
JOJHKHOCTHYO HHCTPYKIIMIO CTICIIHATTUCTA 10 OPTaHU3alliY U OIIaTe Tpyaa

JOJDKHOCTHYIO MHCTPYKITUIO PYKOBOJUTENSI CTPYKTYPHOTO TIO/Ipa3iesieHus (OTepalliOHHOE yIPaBICHNUE
MEPCOHAIOM U MOApa3/IeJICHHEM OpTraHU3aI1H )

JOJHKHOCTHYIO MHCTPYKIIMIO HadallbHUKAa CTPYKTYPHOTO MOApa3neieHus (OmepalroHHOe YIpaBiIeHHE
MEPCOHAJIOM U TI0JIpa3/IeJICHUEM OpTraHU3aIIIH )

JOJDKHOCTHYIO MHCTPYKITUIO MEHEIKepa 1Mo paboTe ¢ MpeICTaBUTEIbHBIMUA OpraHaMHi paOOTHUKOB
JOJKHOCTHYRO MHCTPYKIMIO CIIEHHAIMCTA IO KOPIOPATUBHOM COLUAIBHOW IOJIUTUKE
JOJKHOCTHYHO MHCTPYKIMIO CITEHAIMCTA IO KOMIIEHCAUAM U JIbIOTaM

JOJKHOCTHYHO MHCTPYKIMIO CIIEHHAIMCTA IO KaIPOBOMY JIEJIONPOU3BOACTBY

JIOJDKHOCTHYIO MHCTPYKIIMIO —CICHUAINACTA 10 JOKYMEHTAIMOHHOMY OOECIeUeHHI0 paboThl C
MIEPCOHAIIOM

JOJKHOCTHYIO MHCTPYKIIUIO CHEMANIUCTA M0 TOKYMEHTallMOHHOMY O0€CTieueHHI0 MepcoHaa
JOJKHOCTHYIO MHCTPYKIIMIO MEHEIKEpa Mo MePCoHaNy (1eATeIbHOCTh 0 Pa3BUTHUIO MTEPCOHAIA)

JOJDKHOCTHYIO MHCTPYKIIMIO MEHEDKepa MO TepCOHaNy (IesTeIbHOCTh IO OIEHKE M aTTEeCTAIlud
nepcoHana)

AOJDKHOCTHYHO HMHCTPYKIUIO MCHCIKECpa IO MNCPCOHAITY (,Z[CSITGJIBHOCTB o opraHusaluu Tpylda U
OTUIATHI TIEpCOHANIA)

JOJDKHOCTHYIO ~ MHCTPYKIIMIO MEHEKEpa MO TMEepCoHany (AESITeNbHOCTh IO  OpraHu3aluu
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KOPIOPATUBHOM COIMATBLHOMN MOJUTUKH)
JOJKHOCTHYIO MHCTPYKIIMIO MEHEXKEpa Mo MepcoHaty (1eATeIbHOCTh M0 00€CIeYeHHIO IIEPCOHATIOM)
JOJDKHOCTHYIO MHCTPYKIIUIO CIIEHMAIIMCTA [0 COUUAIIBHBIM IIPOrpaMmam
JOJDKHOCTHYHO MHCTPYKIIUIO CIIELMAIIMCTA IO Pa3BUTHUIO KapbePhI IEPCOHANA
JOJKHOCTHYIO MHCTPYKIIMIO CHEIMATUCTA 110 Pa3BUTHIO U 00YYEHHUIO IepcoHata
JOJDKHOCTHYIO MHCTPYKIIUIO CIIEUAIUCTA MO0 padoTe ¢ MPEACTABUTEILHBIMU OPTaHAMH Pa0OTHUKOB
JOJDKHOCTHYIO MHCTPYKIIMIO CIIEIHATICTa IO oAO0py MepcoHaa

JOJDKHOCTHYIO MHCTPYKIIMIO CHEIMAINCTA 10 MepcoHany (IOKyMEHTAIlMOHHOE obecreueHne padoThl ¢
MIEPCOHAJIOM)

AOJDKHOCTHYIO MHCTPYKIHMIO CIICTIHAIMCTA 110 IIEPCOHAITY (I[CHTCJ'II)HOCTB 110 pa3BUTHUIO nepCOHana)

JIOJDKHOCTHYIO MHCTPYKIIMIO CIEIHAINCTa TI0 TEePCOHANy (ICSTEIbHOCTh MO OICHKE W aTTeCTalluu
MepcoHaa)

JOJDKHOCTHYIO HMHCTPYKIIMIO CIICIHATUCTA IO MEePCOHANy (IeATeNhbHOCTh MO OpraHW3aIllid TpyJda H
OILIAaTHI TIEpPCOHAA)

JOJDKHOCTHYIO ~ MHCTPYKIIMIO — CHEIHAlMCTa 10 TMepcoHany (AESITeNbHOCTh [0 OpraHu3aliu
KOPIHOPaTUBHON COLIMATIBHON MOTUTHKH)

JOJDKHOCTHYIO  MHCTPYKIIMIO — CIEIHAUCTa 10 MEepCOHaNy (ACATEIbHOCTh IO 00eCHedeHuto
MIEPCOHAJIOM)

AOJDKHOCTHYIO HHCTPYKIUIO CIICHUAIIMCTA IO OLCHKE U aTTCCTAllhuH IICPCOHAJIA

JAOJDKHOCTHYHO HHCTPYKIUIO CIICHUAINCTA 10 HOPMHUPOBAHUIO U OIJIATC TPpYyJda

IIpodeccnonanbHbIi CTAHAAPT
Crnenmnajiuct o ynpapjieHHIO EPCOHAIOM
(yTB. npukazoM MuHHCTepcTBA TPyAa U couuanbHoM 3amMThl PD ot 6 oxkTsi0pst 2015 r. N 691H)

559

PePMCTpaHMOHHHﬁ HOMeEP

I. O0mue cBexenus

YnpaBJieHMe [1ePCOHAaJIOM opIraHM3alum 07.003

(HaMMeHOBaHME BUIOA HpO@eCCMOHaHbHOﬁ O0esaTeJIbHOCTH) Kon

OcHoBHas 117 BH/1a TPOPECCHOHAITBHON JEATETHHOCTH:

Obecneuenue 3hPexTUBHOrO (PYHKIIMOHUPOBAHUS CUCTEMBI YIIPABICHUS IEPCOHATIOM /ISt
JOCTHKEHMSI 11eJIel OpraHu3alun

['pynna 3ausTHi:

| 1232 | PykoBoauTenu nmoapazaeneHuii (ciyx0) \ 2412 \ CrernuanucTsl o Kajapam
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YIPABJICHUS KaJpamMHu U TPYAOBBIMU npodopueHTauu
OTHOIICHUSAMU
3423 CriennanucThl KaJAPOBBIX CITYKO U - -
YUpEXKJIEHUHN 3aHATOCTU
(xon (HauMeHOBaHUE) (xon (HauMeHOBaHUE)
OK3*(1)) OK3)
OTtHeceHue K BUJIaM YKOHOMUYECKOU JIeSITeIbHOCTH
| 78.30 ‘ JlesTenbHOCTH IO TOAOO0PY MEePCOHAIA MpoYast
(xox (HauMeHOBaHME BUJIa SKOHOMHYECKON JIEITEIHHOCTH )
OKBJ/1*(2))

II. Onucanue Tpya0BbIX QyHKIMH, BXOAAIMX B NPOGeCcCHOHANBHBIH CTAaHAAPT ((PyHKIUOHAIBHAS
KapTa BH/Aa NPO(ecCHOHAIBLHOM 1eATeJIbHOCTH)

O060011eHHbIE TPY10BbIE (HYHKLIUU

Tpynossle

byHKIIMU

KO

HaAaNMMCHOBAHUC

YpOBEHb
KBaTM U
KaIuu

HaMMCHOBAaHHUC

KO

YpOBEHb

(oaypOBEHB)
KBaJTM (DUKAIIH

n

JloxkymeHTaumuon
HOE o0ecreueHue
paboThl ¢
MEePCOHAIOM

Benenue opranuzanmoHHON 1
pacnopsiAuTeIbHON
JOKYMEHTAIINHU 110 IIEPCOHAITY

A/01.5

5

BCILCHI/IC AOKYMCHTAIUHU 110
YUETY U ABUXKCHUIO KaApPOB

A/02.5

AJIMUHHCTPUpPOBaHUE
HPOLIECCOB U
JOKYMEHTO000pOTa 110 YUeTy
" IBMKCHHUIO KaapOB,
MPEICTaBICHUIO JTOKYMEHTOB
TI0 TIePCOHATY B
rOCY/IapCTBEHHBIC OPTaHbl

A/03.5

JlesTenbHOCTh MO
o0ecTreYeHUIO
MEPCOHAIIOM

Co6op uadopmanuu o
MOTPEOHOCTSAX OpPraHu3aluu B
nepcoHae

B/01.6

[Touck, npuBneyeHue, Moa00p
1 0TOOp NepcoHata

B/02.6

AJIMAHHCTPHUPOBAHUE
IPOLIECCOB U
JIOKYMEHTO000opoTa
o0ecreyeHns NepCcoHaIoM

B/03.6

JlesTenbHOCTh MO
OIICHKE U
aTTecTanuu
nepcoHana

Opranuzanys 1 IpoBeACHUE
OLICHKH IIepCOoHasa

C/01.6

Opranuzanys 1 IpoBeACHUE
aTTECTAllMK IIepCcoHaa

C/02.6

AJIMUHUCTPUPOBAHKE
IIPOLIECCOB U
JIOKYMEHTO000pOTa TP

C/03.6
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IMPOBCACHUHN OLUCHKU 1
aTTeCTaly II€pCoHaia

JlesTenbHOCTh MO
Pa3BUTHIO
repcoHana

Opranu3zanus u NpoBeACHNE
MEpPONPUATHH 110 Pa3BUTHIO U
MOCTPOCHUIO
po¢eCCHOHATILHON Kapbepbl
nepcoHana

D/01.6

Opranu3zanus oOydeHus
IIepcoHaIa

D/02.6

Opranu3anys ajanrtainuu 1
CTQXXUPOBKHU NEPCOHATIA

D/03.6

AJMUHUCTPUPOBAHUE
MIPOIIECCOB H
JIOKYMEHTO000pOTa I10
Pa3BUTHIO U
npodeccnoHabHOM Kapbepe,
o0OyueHuto, aianTaluuu u
CTXHUPOBKE IEpPCOHAIIA

D/04.6

JlesaTenbHOCTh IO
OpraHu3aIH
TpyJia ¥ OTUIATHI
nepcoHaia

Opranuszanus Tpynaa
IepcoHaIa

E/01.6

Opranusanus oriaTsl Tpyna
nepcoHaa

E/02.6

AJMUHUCTPUPOBAHUE
IIPOLIECCOB U
JOKYMEHTO000pOTa 110
BOIIPOCaM OpraHu3aluy TpyAa
Y OTLJIaTHl IEpCOHAlIA

E/03.6

JlesTenbHOCTh MO
OpraHu3aIu
KOpPIOPAaTUBHOU
COLMAIIBHOU
TTOJTUTUKH

Pa3paboTtka kopnopaTUBHOI
COLMAJIBHOM MOJIMTUKH

F/01.6

Peanusanus kopnopaTuBHON
COLIMAJIbHOW MOJIMTHUKU

F/02.6

AJIMAHHCTpHUPOBAHUE
IIPOLIECCOB U
JTIOKYMEHTO000pOTa TIO
BOIIPOCAaM KOPIIOPAaTUBHOM
COLIMAJIbHOW MOJIMTHKU

F/03.6

OnepanoHHoe
yIpaBJICHHUE
MIEPCOHAIIOM U
no/ipa3iesieHueM
OpraHu3aIu

Pazpabotka cuctemsl
OTIEPALIMOHHOTO YIIPaBICHUS
MIEPCOHAIOM U pabOThI
CTPYKTYPHOTO MOJIpa3/IeIeHuUs

G/01.7

Peanu3zanus onepaiinOHHOTO
yIIpaBJIEHUS IEPCOHAIIOM U
paboThI CTPYKTYPHOTO
10/Ipa3JIEICHUS

G/02.7

AJIMAHHCTPHUPOBAHUE
IIPOLIECCOB U
JIOKYMEHT0000pOTa 10
OTIEPALIMOHHOMY YIIPABICHHIO
TIEPCOHAJIOM U paboTe

G/03.7
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CTPYKTYPHOTO NOJIpa3/ieJICHUs

H Crparerudeckoe 7 Pazpabotka cucremsl H/01.7 7
yIpaBJICHHUE CTPATETUYECKOT0 YIpaBICHUS
MEPCOHAIOM MIEPCOHAJIIOM OpraHU3aINH
OpraHu3aIu Peanusanug cucTeMbl H/02.7 7
CTPaTEernyecKoro yrnpaBJieHUs
MEPCOHAJIOM OpraHU3aAINI
AJIMUHUCTPUPOBAHKE H/03.7 7

IIPOLIECCOB U
JIOKYMEHTO000pOTa 110
CTpaTErnyecKoMy yIpaBIEHUIO
MIEPCOHAJIIOM OpraHU3aINH

I1I. XapakTepucTuka 00001eHHBIX TPYAOBBIX (PYHKIHI

3.1. O6o6uieHHas Tpya0Bast HYHKIHS

HaumenoBa | JlokyMeHTannoHHOE oOecrieueHne Kon A | YpoBeHb
HUE paboThI C MEPCOHATIOM KBaJIM(pUKAITIH
[Ipoucxoxaenue Opurunan X 3aMMCTBOBaHO U3
00001IeHHON OpUTHHANA
TpYyI0BOU (HYHKIIUU
Konx PerucrpanmonHuslit
OpUTHHAlA HOMED
npohecCuOHATIBEHO

To CTaHJapTa

BosmosxHbIe Crienuaiuct mo KaJpoBOMY JI€JIOMPOU3BOJICTBY

HAaUMEHOBAHWS Crienanmict o JOKyMEHTAI[HOHHOMY 00ecTieueHII0 paboThI C TEPCOHATIOM
JOTHKHOCTEH, Crienpanuct mo JOKyMEHTAllMOHHOMY 00€CIIedeHHI0 TIepcoHana
npodeccuit Crenuanmct 1o nepcoHany

TpeboBanus k
00pa30BaHMIO U
00y4EeHHIO

Cpennee npodeccronanbHoe 00pa3oBaHKe - IporpaMma MoArOTOBKU
CMELUAINCTOB CPETHETO 3BEHA

JlononHutenbHOE podeccuoHaIbHOe 00pa3oBaHKe - TPOrPaMMBI
poheCCHOHATTFHON TEPETIOATOTOBKH, IPOTPaMMBbI TIOBBIIIICHHSI
KBaJIM(DUKAITIH

TpeGoBaHUs K OIBITY
MPAKTUYECKON pabOThI

Oco0Ople ycrmoBus
J0MycKa K pabore

HApyrue
XAPAKTCPUCTHUKHU

I[OHOJ'IHI/ITCJ'ILHBIC XapaKTCPUCTHUKU

HaumenoBanue nokymenra

HanmenoBanue 6a30B0ii TpYIIIIBL, JOIDKHOCTH
(mpodeccun) nau CnenuanbHOCTH

Kon
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OK3 2412 CrienanucTsl 1o Kajgpam U npodoprueHTannm
3423 CrernuanucTsl KaJJpoBBIX CIIYXKO U YUPEIKICHUN
3aHITOCTH
EKC*(3) - CrienuaJivcT 1o Kajapam
- MHucnekTop 1o kaapam
OKIIATP*(4) 27755 DKOHOMMCT I10 TPYAY
22956 WNucnekrop 1o kaapam
3.1.1. TpynoBast pyHKIHIS
HaumenoBa | Benenue opranuzaniioHHON 1 Kon A/01.5 | YposeHb 5
HUe pacropsuTeIbHON TOKyMEHTALUHU 110 (monypoBeHb)
IIEPCOHAILY KB (PUKAIN
IIpoucxoxneHue Opurunan X 3alMCTBOBAaHO
TPYAOBOH (hyHKIIMH U3 OpUTHHAIA
Konx PerucrpanmonHeiii Homep
OpUTHHAaNa npo¢ecCHOHAIBLHOIO
CTaHaapTa

TpynoBsie nencTBus

O06paboTka 1 aHAJIW3 MOCTYNAOLIEH TOKYMEHTALUU IO IEPCOHATY

Pa3pabotka u opopmiieHre JOKYMEHTAIMH 110 TepCcoHany (EpBUYHOIMA,
YYETHOM, TUTAHOBOM, MO COLIMAIEHOMY 00ECIIEYCHUI0, OpPTraHU3aIl[MOHHOM,
pactopsANTENHHOM)

Peructpanus, yder u Tekyuiee XxpaHeHHe OpraHu3allMOHHON 1
pacIopsIUTENbHON JOKYMEHTALIMU 11O IEPCOHATY

HeoOxonumele ymeHust

Pa3pa6aTI>IBaTI> IMPOCKTHI OPraHu3allMOHHBIX U PACTIOPAANTECIbHBIX
JAOKYMCHTOB I10 IICPCOHATY

OdopmIIsTh JOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUSIMH TPAKTAHCKOTO,
TPYAOBOIrO 3aKoHoaTenbcTBa Poccuiickon denepaunu U JIOKalIbHbIMU
HOPMATHUBHBIMU aKTaMH OpPTraHU3aIuu

Bectu YUCT U pErucTpauto J0KyMEHTOB B I/IH(I)OpMaLII/IOHHBIX CUCTCMAX U
Ha MaTCPUAJIbHBIX HOCUTCIIAX

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMHU
TPYJAOBOr0, apXUBHOIO 3aKOHO1aTeIbcTBA Poccuiickoit denepanuu u
JIOKQIbHBIMU HOPMATHUBHBIMU aKTaMU OpPraHU3aluu

AHanu3upoBaTh JOKYMEHTHI U IEPEHOCUTH HH(OpMaLIKIO B 0a3bl TaHHBIX U
OTYEThI

BEIIBAATE OHII/I6KI/I, HETOYHOCTH, UCHIPABJICHUA U HCAOCTOBCPHYIO
I/IH(l)OpMaI_[I/IIO B TOKYMCHTAX, ONpeACIATh JCTUTUMHOCTE JOKYMCHTOB

PaGorate ¢ HHPpOPMAIMOHHBIMH cUCTEMaMH M 0a3aMiu JaHHBIX 110 BEJACHUIO
yueTa, IBHKEHUIO IIepcCoHalIa

C06J'IIOI[aTL HOPMBI OTUKHU JCJIOBOTO O6IJ_ICHI/ISI

HeO6XO,Z[I/IMLIC 3HaHHUA

HOpSI)IOK O(I)OpMJICHI/IH, BCACHHA U XPAHCHUA TOKYMCHTOB I10 ICPCOHATY

[Topsaok yuera ABUKEHUS KaIPOB U COCTABIICHUS YCTaHOBIECHHOMN
OTYETHOCTHU

OCHOBBI TOKYMEHTOOOOPOTA U TOKYMEHTAIIMOHHOTO 00eCIIeUeHUs

TexHomoruu, METoAbl U METOAMKHY MTPOBEICHUS aHAJIN3a U CUCTEMATU3ALNH
JIOKYMEHTOB M UH(OpMaluu
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[opsimok pacyera craxa, JIbroT, KOMIIEHCAUH, 0(OPMIICHUS TTEHCHI
pabOTHHKAM

CTpyKTypa Opranuszanuu

TpyioBO€ 3aKOHOIATEIILCTBO U MHBIE AKThI, COJIEPIKALIME HOPMBI TPYI0BOTO
rpaBa

OCHOBBI ApXMBHOT'O 3aKOHO/IATEJILCTBA U HOPMATHUBHBIE TIPABOBBIC AKThHI
Poccuiickoii denepanuu, B 4aCTU BEACHUS TOKYMEHTAHUH M0 IEPCOHALY
3akoHojarenbcTBO Poccuiickoi denepannu 0 NepCOHAIbHBIX JaHHBIX
JlokanbHble HOPMATUBHBIE aKThl OPraHU3ALNH, PETYIUPYIOIINUE MOPSIT0K
o opMIIeHUS PaCTIOPSIAUTEIBHBIX U OPraHU3AMOHHBIX JJOKYMEHTOB 10
MepCoHAIY

Hopwmbl 5THKH 1 enoBoro odueHus

bazoBbie 0CHOBBI HH(DOPMATHKH, CTPYKTYPHOE ITOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH PabOTHl C HUMU

HApyrue -
XapaKTCPHUCTUKHU

3.1.2. TpynoBas GpyHKIHs

HaumenoBa | Benenue nokyMeHTalMu Mo y4ety u Kom | A/02.5 | YpoBeHb 5
HHE JBAKEHUIO KaJPOB (moxypoBeHb)
KBaTH(UKALTTH

[Ipoucxoxaenue Opurunan X 3anMCTBOBAHO U3
TPyIOBOM (HYHKIIH OpUrHHaja

Kon Perucrpanuonnslii

OpuUTrvHaja HOMED
npo¢eccuOHATBLHOT

0 CTaHaapTa

TpynoBeie nencTBUs [ToaroroBka MpoeKTOB JOKYMEHTOB IO MPOLEAYPaM yIPABICHHUS
IIEPCOHAJIOM, YUETY M JIBH)KCHHIO IEPCOHANA

Opranuzanys CUCTEMBbI IBHKEHUS JOKYMEHTOB I10 IIEPCOHATY

CO6op 1 mpoBepKa JIUYHBIX JOKYMEHTOB paOOTHUKOB

[ToaroroBka u oopmiieHHE 1O 3aMPOCy PAOOTHUKOB U JTOJHKHOCTHBIX JIUIT
KOIUH, BBIIMUCOK U3 KaJPOBBIX JOKYMEHTOB, CIIPaBOK, MH(OPMAIIUU O
CTa)Ke, JIbF0Tax, TapaHTHUSX, KOMIICHCAIIUSIX U WHBIX CBEICHUN 0 pabOTHUKAX
Brigaua paboTHHKY KaJpOBBIX JOKYMEHTOB O €r0 TPYJIOBOM JNESTEIbHOCTH
JloBeneHue 10 CBeeHUs MTepCOHAIa OPraHU3alMOHHBIX, PACTIOPSAUTEIBHBIX
Y KaJIPOBBIX TOKYMEHTOB OpraHU3alNH

Benenue ydera pabouero BpeMeHU paOOTHHUKOB

Perucrpanus, y4der, olepaTUBHOE XPAaHEHHUE TOKYMEHTOB 110 IIEPCOHAIY,
MOATOTOBKA K C/Iaue€ UX B ApXUB

HeoOxonumeie ymennst | PazpabareiBaTh MPOEKTH KaPOBBIX JOKYMEHTOB

OdopMsaTh KapOBbIe JOKYMEHTHI B COOTBETCTBUHU C TPEOOBAHUSIMHU
TPYAOBOIr0 3aKoHoAaTenbcTBa Poccuiickon denepaunu U JIOKaIbHbBIMU
HOPMaTUBHBIMU aKTaMH OpraHU3aluu

Bectu yueT u peructpanuio KaapoBbiX JOKYMEHTOB B HH()OPMAIIMOHHBIX
CHUCTEMax M Ha MaTepUAIbHBIX HOCUTEISIX
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OpFaHI/I3OBBIBaTB XPaHCHUEC KaAPOBBIX JOKYMCHTOB B COOTBETCTBUU C
TpeOOBaHUAMH TPYI0BOT0, apXUBHOTO 3aKOHOIaTeNbCTBa Poccuiickoit
CDe,uepauHH 1 JIOKAJIbHBIMU HOPMATHBHBIMH aKTaMUW OpraHu3alun
AHanu3upoBaTh KaApOBbIE JOKYMEHTHI U MIEPEHOCUTH HH(POpMAIHIO B 0a3bl
JaHHBIX 1 OTUYCThI

Pabotath co cnenuanu3npoBaHHBIMHA HH()OPMAMOHHBIMHI CUCTEMAaMH U
0a3aMy JaHHBIX 110 BEJICHUIO YUeTa U JBI)KEHUIO IIepCOHalIa
Pa3pabareiBaTh I1aH KOPPEKTUPOBOK YCTAHOBJIEHHOTO MOPS/IKA
oopmIeHHsT JOKYMEHTOB I10 MIEPCOHANTY U PEaIn30BbIBATH PUHATHIE
MU3MCHEHUSI

KonTponupoBats npucyrcTBie pabOTHUKOB Ha paboyeM MecTe
Co0uro1aTh HOPMBI 3TUKH JICIOBOTO OOIICHHS

Heo0xoaumble 3HAHUS

[lops ok opopmiieHus1, BEACHNS U XpaHEHHUS IOKYMEHTOB 10 NIEPCOHATY
ITopsimok yuera ABMKEHHS KaJIpOB M COCTABJICHUS YCTAaHOBJICHHOM
OTYETHOCTHU

ITopsinok pacyera craxa, JIbroT, KOMIIEHCAU, 0OPMIICHUS TTEHCHUI
paboTHHKaM

CTpyKTypa opraHu3anuu

TpynoBoe 3aKk0HO1ATENILCTBO M UHBIE aKThl, COJAEPIKAIINE HOPMbI TPYIOBOTO
paBa

OCHOBBI apXMBHOT'O 3aKOHOAATEIECTBA 1 HOPMATHBHBIE ITPABOBBIEC AKThI
Poccuiickoit @enepaniuu, B 4aCTH BeJICHHsI JOKYMEHTALIUMU 110 IEPCOHATTY
3akoHo1arenscTBO Poccuiickon denepanyy 0 NEpCOHAIBHBIX TaHHBIX
TexHomOrMM, METO/IBI ¥ METOIMKH IIPOBE/ICHUS aHAIN3a U CHCTEMaTU3alluu
JJOKYMEHTOB M HH(OpMaluu

JlokanbHbIE HOPMATUBHbIE aKThl OPraHU3ALUH, PETYIUPYIOLIUE MTOPSI0K
oopMIIeHHS JOKYMEHTOB 110 NEPCOHAITY

OCHOBBI JOKYMEHTO000POTa U JOKYMEHTAIIMOHHOI'0 00ecreueHus!

Hopwmbl 5THKN 1e10BOTO OOIIIEHUS

bazoBbie 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE IOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH PabOThl C HUMU

Tlpyrue

XAPAKTCPUCTHKHU

3.1.3. TpynoBas pyHKIMs

HanmenoBa | AIMMHUCTpHpPOBaHHE MIPOLIECCOB U Kox | A/03.5 | YpoBenb 5
HUE JOKYMEHTO000pOTa M0 YUeTy U IBUKECHUIO (moxypoBeH
KaJIpOB, IPEJICTABICHUIO IOKYMEHTOB T10 b)
[IEPCOHAILY B TOCYJapCTBEHHBIE OPTraHbl KBaJIH(PHKAIL
un
[Ipoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIHH OpUTMHaJIa
Kon Peructpanmonubiit
OpUTMHajIa HOMEp
npo¢ecCuOHAIHLHOTO
CTaHzapTa
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TpynoBsie nencTBUs Opranu3zanus JOKyMEHT0000pOTa 10 YUeTy U JBUKCHHUIO KaJIPOB
Opranu3anus J0KyMEeHTO000pOTa MO MPECTABICHUIO IOKYMEHTOB T10
IEPCOHAITY B TOCY/IAPCTBEHHBIE OPTaHbI

ITocTaHoBKa Ha y4eT OpraHu3alyy B rOCY1apCTBEHHBIX OpraHax
[ToaroroBka 1o 3ampocy rocy1apCTBEHHBIX OPTaHOB, MPOPECCHOHATBHBIX
COI030B M JIPYTUX MPECTABUTEIBHBIX OPTaHOB PAOOTHUKOB OPUTHHAJIOB,
BBINMCOK, KOIIUI JOKYMEHTOB

[ToaroroBka yBe1oMICHUH, OTYETHOM M CTATUCTUYECKON HH(OpMAIIUU 11O
MEPCOHAITY

[ToaroroBka nHGOPMALMHK O 3aKIOUYEHUU TPYIAOBOTO HIIH
IPa)IaHCKO-TIPABOBOTO JIOTOBOPA Ha BBHIMOJTHEHHUE PA0OT (OKa3aHUE YCIYT)
C TPKJIAHMHOM, 3aMENIaBIINM JOJKHOCTU IOCYIapCTBEHHOW WIIH
MYHUIUIIATIEHOMN CITYKOBbI, IEPeUeHb KOTOPBIX YCTAHABIMBACTCS
HOpPMAaTUBHBIMU MPaBOBbIMU akTaMu Poccuiickoii denepanu
Heobxomumeie ymerust | OGopMIIsITh YI€THBIC JOKYMEHTHI, IPEIOCTABISIEMbBIE B TOCYIapPCTBCHHBIE
Oprassbl, MPoQecCUOHANbHBIE COI03bI U APYTUE MPEACTABUTEIbHBIC OPTaHbl
pabOTHHKOB

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSIMHU
TPYAOBOro 3aKoHoAaTenbcTBa Poccuiickon denepaunu v JIOKaIbHBIMU
HOPMAaTHUBHBIMU aKTaMH OpPraHU3aIlluu

PaGorars ¢ HHGOPMAITMOHHBIME CHCTEMaMH B 0a3aMU JaHHBIX MO BEICHUIO
y4eTa U JBHKECHUIO MEPCOHAIIA

PaboTaTh ¢ mHGDOPMAIIMOHHBIMU CHCTEMaMH U 0a3aMH JIAHHBIX 110 BEJICHUIO
CTATUCTUYECKON M OTYETHON MH(POPMAIIMH 110 IEPCOHATY

AHanM3MpoBaTh NMpPaBUiIa, NPOLUEAYPHI U MOPSAIOK, PETYIUPYIOIINE paBa U
00s13aHHOCTH TOCYIapCTBEHHBIX OPTaHOB M OPTaHU3AIUH 10 BOIIPOCaM
oOMeHa TOKyMEHTAIHeH Mo MepCoHaIy

Bectu nenoByro nepenucky

Cobmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIEHUS

Heo0xonuMele 3HaHUS TexHomoruu, METOABl U METOIMKHY TTPOBEICHUS aHAJIN3a U CUCTEMATU3 AN
JIOKYMEHTOB M UH(OpMaIu

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCIIeYeHUs
CTpyKTypa opranuzanuu

HopmarusHsble nmpaBoBsie akThl Poccniickon denepanuu, peryiupyronme
MpaBa 1 00s13aHHOCTH TOCYJAPCTBEHHBIX OpraHoOB, MPO(}HeCcCHOHATBHBIX
COI030B H JIPYTUX MPEICTABUTEILHBIX OPTAaHOB PAOOTHUKOB TIO
MPEAOCTABICHUIO YYETHON TOKYMEHTalUH

TpyioBO€ 3aKOHO/IATENILCTBO U MHBIE AKThI, COJIEPKALIME HOPMBI TPYI0BOTO
npaBa

OCHOBBI ApXMBHOTO 3aKOHO/IATEIILCTBA M HOPMATHUBHBIE TIPABOBBIC AKTHI
Poccuiickoit deneparuu, B 4aCTu BEACHUS TOKYMEHTAUU 110 MIEPCOHAILY
3akoHo1arenscTBO Poccuiickon denepanyivi 0 NEpCOHAIBHBIX TAHHBIX
JlokanbHble HOPMATUBHBIE aKThl OPraHU3ALUU, PETYIUPYIOLIUE TOPSII0K
BEJICHUSI IOKYMEHTAIIUN 110 YYETYy U JIBIOKCHHIO TIEpCOoHasa

HopwMb1 5THKH 1€10BOT0 001IeH s

ba3oBbie 0cHOBBI MH(DOPMATHKHU, TOCTPOSHUS HH(DOPMAITMOHHBIX CUCTEM U
0Cc00EHHOCTH pabOTHI C HUMH

HApyrue -
XAPAKTCPUCTHUKHU
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3.2. O606meHHas TpyaoBast (yHKIIHS

HammenoBa | [learenbHOCTD 110 00€CTICUCHUTO Kon B YpoBeHb 6
HUE IIEPCOHAIOM KBaJTH(HUKAIUN
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOT OpHUTHHaja
TPYAOBOH (DYHKITHH
Kon Peructpanuonubliit
OpUTHHAT HOMED
a po¢eCCHOHAITBHOTO
cTaHjapTa

Bo3moxxHbie
HaMMEHOBaHUs
JIOJDKHOCTEH,
npodeccuii

Crenuanuct no nogoopy nepcoHana
Crneunanuct 1o nepcoHainy
MeHnepkep 1o nepcoHainy

TpebGoBanus k
00pa3oBaHMIO U
00yUYeHUIO

Bricmiee oOpa3oBanue - GakanaBpuar

JlononuurenbHOE TpodecCuoHaIbHOe 00pa3oBaHMUE - TPOTPAMMBI
MOBBIIIEHUS KBATH(DUKAITUH, TPOTPaMMBI PO(eCCHOHATBHOM
MEePenoAroTOBKU B 00JIACTH MOKCKA U 1TOI00pa MepcoHana

TpebGoBaHUs K OBITY
PAKTUYECKON pabOThI

Oco0Oble ycrmoBus
J0IycKa K pabore

HApyrue
XAPAKTCPUCTUKHU

I[OHOJ'IHI/ITCJ'ILHI)IG XapaKTCPUCTHUKU

HaumeHnoBanue JokyMeHTa Kon HanmenoBaHnue 6a30B0ii IpyIIIbL, JOJKHOCTH
(mpodeccun) WK crenuantbHOCTH

OK3 2412 CrienanmcThl 1o KaJipaM U npodoprueHTauu

3423 CriennanucThbl KaJApOBBIX CIYKO U yUpexKIeHun
3aHSTOCTH

EKC - Cnenuanuct 1no Kaapam
- Menemkep 1o nepcoHany

OKIIATP 27755 ODKOHOMHMCT I10 TPYAY
22956 HNHcnexTop 1o kagpam

3.2.1. TpynoBas pyHKIIsS
HaumenoBa | COop nHpOpMaIuu o moTpedHOCTIX Kon | B/01.6 | YpoBens 6
HHE OpraHM3aliy B IIEPCOHAE (TIoTypOBEHb )
KBaJTA(pUKAITIH
IIpoucxoxacHue ‘ Opurunan X ‘ 3aMMCTBOBaHO U3 ‘ ‘
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TPYAOBOH (hYHKIHH

| OpUTrMHaja ‘ | |
Kon Peructpanuonubiit
OpuUrvuHaa HOMED
po¢eCCHOHATBHO

ro cTaHxapTa

TpynoBsie nencTBUs

AHanu3 IIaHOB, CTPATETUU U CTPYKTYPbI OPraHU3aLUN

Ananu3 ocoOeHHOCTEeH OpraHu3auy padboThl U IPOU3BOJCTBA HA
KOHKPETHBIX pab0ounx MECTax

Ananuz PBbIHKA TpYyJa I10 OpraHu3aluu pa6OTBI Ha aHaJIOTHYHOM
IIPOU3BOJACTBC U pa6oq1/1x MECTax

dopmupoBanue TpeOOBaHUN K BAKAHTHOM JOJDKHOCTHU (TIpodeccud,
CHEIMAIbHOCTH) U UX KOPPEKIUs

AHanu3 pblHKa Tpy/a U IepcoHaIa OpraHu3auy 1Mo npoQuiro BakaHTHOU
JOJHKHOCTH (MPodecCH, CIICITHATLHOCTH)

NudopmupoBanme u KOHCYIbTUPOBAHUE PYKOBOIUTENEH MOAPA3ICICHUN U
OpraHM3aIMK 110 BOIIPOCAM PbIHKA TPYAA B YACTH 00€CIIEYEHMsI IEPCOHATIOM

HeoOxonumelie ymeHust

Cobupath, aHaTU3UPOBATH U CTPYKTYPUPOBATH HHPOPMAIHIO 00
O0COOEHHOCTSIX OpraHu3aluyu padoT Ha Pa3IMYHbIX Y4aCTKaX IPOU3BOCTBA
Y Ha KOHKPETHBIX pabourX MecTax C y4eToM ILiefiel, 3a/1a4, IJIaHOB U
CTPYKTYpbl OpraHu3aluu

Cobupath, aHaTU3UPOBATH U CTPYKTYPUPOBATH HHPOPMAIHIO 00
0COOCHHOCTSIX ¥ BO3MOXKHOCTSIX KaJIpOBOTO MOTEHIIMAIa OpraHu3aluu

Cobupath, aHaATU3UPOBATh U CTPYKTYPUPOBATH HHPOPMAIHIO 00
0COOCHHOCTSIX PBIHKA TPYAQ, BKJIIOYAs MPEIJI0KEHUS OT IPOBAUIEPOB YCIYT
10 TIOWCKY, NMPUBJICYEHUIO, TOAOOPY U 0TOOPY MepcoHasia

®dopmupoBaTh TpeOOBaHUS K BAKaHTHOM JIOJKHOCTH (Tpodeccun,
CHEIMAIbHOCTH) U ONIPENIEISTh KPUTEPUH N0A00pa NepcoHaia

BHoCHUTBH KOppEKTHUPYIOLIHE CBEICHUS B TpeOOBaHMS K KaHJU1aTaM Ha
BaKaHTHBIE JIOJDKHOCTH (podeccuu, CeuatbHOCTH)

[Tonb30BaThbCst MOMCKOBBIMU CUCTEMAaMH U MH()OPMAIIMOHHBIMU pecypcaMu
JUISt MOHUTOPUHTA PBIHKA TPYAQ, TPAK/IAHCKOTO U TPYI0BOTO
3akoHoarenscrBa Poceniickon denepannmn

KoHcynpTupoBaTh 0 BOpocaM phIHKa Tpy/ia B YacTu o0ecrevyeHus
IIEPCOHAJIOM

Co0ro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeO6XO,Z[I/IMLIC 3HaHHUA

TexHomornu, MeToAbl U METOJAUKHU IIPOBEICHUS aHAJIN3a U CUCTEMATU3ALUN
JJOKYMEHTOB M HH(OpMaluu

CtpyKkTypa opraHu3allii 1 BakaHTHBIE JOKHOCTH (TIpodeccun,
CTIEIUATLHOCTH)

HOpSI)IOK OMPCACIICHUA HepCHCKTI/IBHOI\/'I )4 TeKyuIefI HOTpC6HOCTI/I B KaJpax

Hcrounmku obecrnieueHnsi OpraHu3aniu KajapaMmu

Opranuzanus padoT Ha Pa3IUYHbIX Y4aCTKaX MPOU3BOICTBA, OPTraHU3AIINH,
OTpaciiu

OO0mre TeHIeHIIMY Ha PBIHKE TPY/Ja U B OTACIBHOM OTPACIH, KOHKPETHON
npodeccuu (JIOTHKHOCTH, CIIEITUATEHOCTH)

OCHOBBI IICUXOJIOTUHU U COIIMOJIOTHUHU TPpYyOda

OCHOBBI 5KOHOMUKH, OpPTraHU3aIMK TPYJa U YIpaBIECHUs

prIIOBOG 3aKOHOAATCJILCTBO U UHBIC aKThI, COACPKAIIUC HOPMBI TPYJOBOT'O
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rpaBa

OCHOBBI ApXMBHOT'O 3aKOHO/IATEJILCTBA U HOPMATUBHBIE TIPABOBBIC AKThHI
Poccuiickoii denepanuu, B 4aCTU BEACHUS TOKYMEHTAUH 110 IEPCOHALY
3akoHojarenbcTBO Poccuiickoi denepannu 0 NepCOHAIbHBIX JaHHBIX
JlokanbHbIe HOPMATUBHBIE aKThl OPTraHU3ALIMU, PETYIUPYIOLINE MOPSII0K
noa0dopa nepcoHasa

Hopwmbl 3THKM 1€710BOT0 O0IIEHUS

bazoBbie 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H 0COOEHHOCTH pabOTHl C HUMHU

HApyrue -
XAPAKTCPUCTHUKHU

3.2.2. TpynoBast pyHKIHS

Haumenosa | [Touck, mpusnedenue, mogoop u ot6op | Kog B/02.6 | YpoBeHn 6
HUE nepcoHaa (oaypOBEHB)
KBaJTM(DUKAITIH
IIpoucxoxaenue Opurunan X 3alMCTBOBaHO U3
TPYAOBOH (hyHKIIMH OpUTHMHasIa
Kon Perucrpanuonnslii
OpUTHHa HOMED
na npodeccnoHaTEHOTO
CTaHJapTa
Tpynossle neiicTBus ITouck Bo BHYTpEHHHX M BHEIIHUX UCTOYHMKAX MH(OpMAIUK O KaHIUAaTax,
COOTBETCTBYIOIIEH TpeOOBaHUSIM BaKaHTHOW JOJHKHOCTH (mpodeccun,
CHEIHAIbHOCTH)

Pa3memnienue cBenennii 0 BakaHTHON JOKHOCTH (Ipodeccun,
CTEMATBHOCTH) B CPEJICTBAX MAacCOBOH HH(OPMAITUT

Br16op crmoco0oB 1 METO0B MPUBJICUEHHUS ITEPCOHANIA B COOTBETCTBUH C
YTBEP)KJICHHBIMH TIJIAHAMHU

IIpoBepka nHpopManMy 0 KaHAMATaxX Ha BaKaHTHbBIE TOJDKHOCTH
(mpodeccun, crienaIbHOCTH)

IIpoBenenue cobeceoBaHM U BCTpeU ¢ KaHIUAATaMH Ha BaKaHTHbIE
JOJDKHOCTH (mpodheccri, CIIeUaIbHOCTH) ¢ 00€CTICYeHHEM 00paTHOM CBSI3H
O1eHKa COOTBETCTBUS KaHAUJATOB TPEOOBAaHUSM BaKaHTHOM JTOJKHOCTH
(mpodeccun, crienmaIbHOCTH)

ITonroroBka nmpeaioxxeHuit mo GopMUpoBaHUIO OI0KETa HA TIOUCK,
MIPUBJICYCHHE, TOJ00P M 0TOOP MepcoHasa

WudopmupoBaHre 1 KOHCYIbTHPOBAHUE PYKOBOJIUTENEH 1MoApa3AeeHuii 1
OpraHu3aIiy [0 BOIPOCaM IPUBJICYCHHS IEPCOHANA C OIEHKOW 3aTpar
Heo6xonumele ymenust | OnpenensiTh KpUTEpUH MOKMCKa, IPUBJIeUEHHs], o00pa 1 0TOopa nepcoHaa
CobupaTh, aHaTU3UPOBATH U CTPYKTYPUPOBATH MHGOPMAIUIO O KaHIUJaTax
U IPEJIOKEHUSX Ha PhIHKE TPy

[Tomp30BaThCs MOUCKOBBIMU CHCTEMAaMU ¥ HH()OPMAIIHOHHBIMU pecypcaMu B
obsacTi obecneueHus! epcoHaIoM

IIpyMeHATh TEXHOJIOTUU U METOAMKH [TOUCKA, IIPUBJIEYEHNUS, ToA00pa U
0TOOpa KaH1IaTOB HA BAKAHTHBIE JOJDKHOCTH (Tpodeccun,
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CIHEUAIBHOCTH) B COOTBETCTBUE C UX CHEIM(PHUKOI

Hcnonp3oBath cpeicTBa 00eCcIedeHus IEPCOHAIIOM, BKITIOYAsT
COIPOBOXKIICHUE

KOHCYJ’IBTI/IpOBaTB I10 BOITpOCaM NPHUBJICUCHUA IIEPCOHAJIA

CocCTaByATh ¥ KOHTPOJIHUPOBATH CTATHU PACX0JI0B HAa 0OecreueHne
MIePCOHAJIOM JJIsl TUTAHUPOBAHUSI OI0JKETOB

Co0imro1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

HcTounuku odecrieueHus OpraHru3aln KaapaMu

TexHONIOTHH U METOJMKY TIOUCKA, TPUBJICYCHIS, T000pa U 0TOOpa
nepcoHaa

Cuctemsbl, MeTOABI ¥ (POPMBI MATEPUAIEHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPyJia IIEpCOHAJIA

TexHonornu 1 MeTo 16l HGOPMUPOBAHHS U KOHTPOJIS OFOIKETOB

TexHomoruu, MeToAbl U METOJAUKHU IIPOBEICHUS aHAIN3a, CUCTEMATU3aLuI
JOKYMEHTOB M WH(OpMaIuu

CtpykTypa opraHu3aliuy 1 BakaHTHbIE JOKHOCTH (TIpodeccun,
CIEIHUATLHOCTH)

OO11re TeHICHIIMH Ha PBIHKE TPY/Ia M B OTJCIIBHBIX OTPACIAX U BUAAX
podecCHOHALHOM e TEIIBHOCTH

OCHOBEBI IICUXOJIOTHH H COMOJIOTHH TpyAdad

OCHOBBI 5KOHOMUKH, OPraHU3alMK TPYJa U YIPaBICHUS EPCOHATIOM

TpynoBoe 3aK0HO/1ATENILCTBO U MHBIE AKThI, COJEPKAILUE HOPMBI TPYIOBOI'O
rpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATENILCTBA U HOPMATUBHBIE IIPABOBBIE AKTHI
Poccuiickoit denepaiuu, B 4aCTH BEACHUS TOKYMEHTAUH MO MEPCOHATY

OCHOBBI HAJIOIOBOTO 3aKOHOAaTeNbeTBa Poccuiickon denepannn

3akoHoarenscTBO Poccuiickon denepanyy 0 NEpCOHAIBHBIX TAHHBIX

JlokasbHbIE aKThl OpPraHU3aLUH, PETYIUPYIOIIUE MOPSI0K 00ecreueHus
EPCOHATIOM

HOpMBI O9THUKHU JCJIOBOTO O6H.I€HI/IH

bazoBbie 0OCHOBBI HH(OPMATHKH, TIOCTPOSHUSI HHYOPMALMOHHBIX CHCTEM U
0Cc00E€HHOCTH pabOThI ¢ HUMH

HApyrue
XAPAKTCPUCTUKHU

3.2.3. TpynoBas pyHKIUS

HaumenoBa | AiMHUHHCTpHpPOBaHHUE NIPOLIECCOB U Kog B/03.6 | YpoBeHb 6
HUE JOKYMEHT0000poTa o0ecreyeHus (moaypoBEHb)
HEPCOHAIIOM KBaJTU(UKAILMN

[Tpoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (DYHKITHH OpHUTHHAJIA

Kog opurnnana PerucrpanuoHHbIN

HOMEp
npodeccuoHaIbHO

ro CTaHaapTa

| TpynoBbie neCTBUS

| Ananms nponeccoB TOKyMEHTO060pOTa, JIOKANBHBIX JJOKYMEHTOB IO
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BOIPOCaM 00ECTIeYEeHHUsI IEPCOHATIOM

Benenue nndopmariu 0 BaKaHTHBIX JOJDKHOCTSIX (Tpodeccusix,
CHEUAJIIBHOCTSIX) ¥ KaHAU1aTax

JIoKyMeHTaIlMOHHOE COMIPOBOXK/ICHNE KaHMIaTOB Ha dTanax Moucka,
IpUBJICUEHHS, TO00pa M 0TOOpa MepcoHaia Ha BaKaHTHBIE TOJKHOCTH
(mpodeccun, criennaTbHOCTH ), HHPOPMHUPOBAHNE KAH/IUIATOB O
pe3ynbratax oToopa

[ToaroroBka 3ampocoB 0 KaHAUaTaX B FOCYIapCTBEHHbIC OPTaHbI, B
CIIy4asiX IPeyCMOTPEHHBIX JEHCTBYIOIIUM 3aKOHOAATEIbCTBOM U
00paboTKa Npe0CTaBICHHBIX CBEICHUN

[ToaroroBka n 00paboOTKa YBEAOMIIEHUH B rOCYIapCTBEHHBIE OPraHbl,
npodeccuoHanbHbIE COI03bI U IPYTHUe MPeICTaBUTEIbHbIE OPTaHbl
pabOTHHUKOB 10 BOIIPOCaM MOMCKA, PUBJICYCHHS, TI0A00pa 1 0TOopa
nepcoHasa

ConpoBo:k/ieHHE JOrOBOPOB IO 00ECIIEUEHHUIO OPTaHU3allMY IEPCOHAIIOM,
BKJIIOUAsl IPEIBAPUTENbHBIC TPOLEAYPHI IO UX 3AKITIOYCHHUIO
Heo6xoanmeie ymeHust ObecnieunBaTh JOKYMEHTAILIMOHHOE COIIPOBOXK/IEHUE BBIX0J1a KaH/K/1aTa Ha
paboTy U epeMenieHtsl nepcoHana

OdopMIIsATh TOKYMEHTBI TIO BOIIPOCAM 00ECTICUEHUS KapOBBIMH
pecypcamu, He0OX0IMMBIE IS [IPEIOCTABIICHUS B TOCY1apCTBEHHbIE
oprasbl, MPopeCCHOHATbHBIE COIO3bI U APYTUE MPEICTABUTEIbHbBIE OpraHbl
pabOTHUKOB

OpranuzoBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSIMU
TPYAOBOT0, aPXMBHOI'O 3aKOHO1aTelIbcTBA Poccuiickoit @eaepanuu u
JIOKQJIbHBIMU aKTaMH OpraHu3aluu

AHaIM3upoBaTh JOKYMEHTHI U IEPEHOCUTH HH(OPMALIHIO B
nH(OPMaIIMOHHBIE CHCTEMBI M 0a3bl TAHHBIX O KaHIUAATax

PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CUCTEMaMU U 0a3aMH JTAHHBIX 110
BOINpOCaM 0OecreyeHus IePCOHAIOM, BEICHUIO IIOUCKA U ydeTa
KaHJUJAaTOB Ha BaKaHTHbIE JOJKHOCTH (IIpodeccuu, crennaibHOCTH)
[Tpon3BoNTH MpeiBapUTENbHbIE 3aKYIIOYHbBIE TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTAIMIO IO 3aKJII0UYEHHUIO JOTOBOPOB
OpranuzoBbIBaTh M MPOBOJUTH KOHKYPCHI, ODOPMIIATE U aHAIU3UPOBATH
KOHKYPCHYIO TOKYMEHTAIHIO

Bectu 1en0Byro nepenucky

Co0:1101aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHSI

Heo6xonnMele 3HaHUS [Topsinok oopmieHus, BeleHHUs U XpaHEHUs IOKyMEHTAllUH, CBSI3aHHOM ¢
MOMCKOM, ITPUBJIEYEHUEM, TI0JI00POM U OTOOPOM MEepPCOHaja Ha BAKAHTHbIE
JOJKHOCTH

[Topsinox ¢popmupoBanus, BeAeHHs OaHKa JaHHBIX O IIEPCOHATIE
OpraHMU3aly U MIPEIOCTABIECHUS OTYETHOCTU

OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAITMOHHOTO 00eCTIeYeHUS
TexHOoI0rHH, METO/IbI U METOIMKH IIPOBE/ICHUS aHAIN3a U CHCTEMaTHU3aluu
JIOKYMEHTOB ¥ HH(MOpMAITUU

[Topsiiok mpoBeieHUs] KOHKYPCOB U 0(pOpMIIeHHS KOHKYPCHOM
JIOKYMEHTalluu

[Topsiok poBeieHNs 3aKyOYHBIX MPOLEAYp U 0hopMIIeHHUs
COITYTCTBYIOIIEH JOKYMEHTAIlUU

CTpyKTypa opraHM3alyy 1 BaKaHTHBIE TOJDKHOCTH (TIpodeccui,
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CHEINAJIBHOCTH)

TpynoBoe 3akOHOATEILCTBO U UHBIE AKThl, COJIEPKAILNE HOPMBI
TPYJIOBOTO IIpaBa

OCHOBBI apXMBHOI'0 3aKOHO/1ATE/ILCTBA 1 HOPMATUBHbBIE IPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 10 MEPCOHAILY
OCHOBBI HAJIOTOBOT0O 3aKOHO1aTesibcTBa Poccuiickoit deneparuu
3akoHozarenscTBO Poccuiickoit denepaninu o nepcoHalIbHbIX JaHHBIX
JlokasibHbIE aKThl OpraHU3alNK, PETYIUPYIOLIUe MOPSAOK Moad0pa
nepcoHalia

[Topsiok 3aKII0YEHUS I0rOBOPOB (KOHTPAKTOB)

HopMbI 3TKH 1e10BOr0 00mIeHus

bazoBbie 0cHOBBI HH()OPMATUKH, TOCTPOCHUS HHGOPMAITMOHHBIX CUCTEM H
0COOEHHOCTH pabOThl C HUMU

Hpyrue -
XapAKTEPUCTUKU

3.3. O6obuieHHas Tpya0Bast HYHKIHS

HaumenoBa | JlearenbHOCTB 10 OlleHKE U artectannu | Kox C | Yposens 6
HUe nepcoHasna KBaJIM (UKLl

uu
IIpoucxoxaeHue Opurunan X 3alMCTBOBaHO U3
0000111eHHOH OpUTHHaia
TPYA0BOH (QyHKIUU

Kon Perucrpanuonnsii
OpUTHHA HOMEp
na npo¢ecCuOHaIBLHOTO
CTaHJapTa

BozmoxHbie Criennanuct 1o oleHKe U aTTecTallly IepcoHaia
HaMEHOBaHUS Crnennanuct o nepcoHainy
JOJDKHOCTEH, MeHexep 1o nepcoHay
npodeccuit
TpeboBanus k Bricuiee oOpa3oBanue - 6akanaBpuaT
00pazoBaHMIO U JlononaHUTENbHOE MPO(ecCHOHATEHOE 00pa30BaHKE - POTPAMMBI
00y4eHUIO0 MOBBIIIEHUS KBaTU(UKALMU; IPOrpaMMBbI ITpodeccroHalbHON

NEepPEToArOTOBKY B 00JIaCTH MTPOBEICHHS OIICHKH TIEpCOHAA
TpeOGoBaHus K ONBITY | -
NPaKTHYECKOH paboThI
Oco0Ople ycrmoBus -
J0MycKa K pabore

HApyrue -
XAPAKTCPUCTHUKHN

JlonoIHUTEIbHBIE XapaKTEPUCTUKH

| HaumMenoBanue 10OKyMeHTa ‘ Kox ‘ HaunmenoBanue 0a30B0ii rpymbl, JOKHOCTH
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(mpodeccun) WM cienuaTbHOCTH
OK3 2412 CrnenuaymcThl 0 KaapaM U MpopOpUCHTALINH
3423 CriennanucTbl KaApOBBIX CIYKO U yUpexIeHUI
3aHSITOCTH
EKC - MeHepKep 110 nepcoHary
OKIIATP 27755 DKOHOMHMCT T10 TPYAY
22956 HNucnekTop no kaapam
3.3.1. TpynoBas pyHKIISA
Haumenosa | Opranusanus v poBeIeHUE OLEHKU Kon C/01.6 | YpoBeHb 6
HUE repcoHasa (oaypOBEHB)
KBaJTM(DUKAITIH
IIpoucxoxneHue Opurunan X 3alMCTBOBaHO U3
TpyaoBOU (QyHKIIUU OpUTHHAJA
Kon Perucrpanmonneiii Homep
OpUTHHA npodeccuoHanIbHOTO
na CTaHJapTa

TpynoBsie nencTBus

AHaIM3 CTPYKTYPBHI, IUTAHOB M BAKAHTHBIX OJDKHOCTEH (TIpodeccui,
CHelHanbHOCTEN) OpraHu3alnu, OCOOEHHOCTEN opraHu3aluy paboThl Ha
Pa3IMYHBIX yYacTKaxX MPOU3BOJICTBA M KOHKPETHHIX PA0OYNX MecTax
Pa3pa0oTka aHa OLEHKH NepcoHalla B COOTBETCTBHUH C LIETSMU
OpraHu3aluu

OneHka JMHAMHMKHU IPOU3BOJAUTEIBHOCTH, MHTEHCUBHOCTH U

3¢ peKTUBHOCTH Tpy/Ja Ha pabOYNX MeCcTax

Omnpeznenenue pecypcoB, BEIOOP CPEICTB U METOIOB ITPOBEIECHUS OLIEHKU
nepcoHasia

ITpoBeneHNE OLIEHKH [TEPCOHAJIA B COOTBETCTBUU C IJIAaHAMH OpPraHU3alun
ConpoBosk/ieHHE T0TOBOPOB C OPraHU3ALUIMH - UCTIOTHUTEIIMU
MEPOIPUITHH 10 OLIEHKE NIEPCOHAIIA, BKIIKOYasl IPEABAPUTENbHbBIE
IPOLEAYPHI O UX 3aKITHOYECHUIO

KoHcynpTupoBaHue nepcoHaia no BOIpocaM OLEHKH, BKIIIOUYasi OLIEHKY
3arpar

AHanu3 pe3yibTaToB OLIEHKH IIEpCOHaa, MOAT0TOBKA PEKOMEH Ialluii
PYKOBOJICTBY U IIEpCOHAITY

[ToaroToBka nmpeiokeHui 1o GopMupoBaHHIO OIOKETa [0 OpraHU3aLUuU
Y IPOBEICHHUIO OLIEHKU MepCcoHaIa

Heo6xoauMelie ymeHUst

OnpenensTh napaMeTpbl U KPUTEPHH OLIEHKU TIepCOHANa

OnpenensTh U IPUMEHSTH CPEICTBAa U METOJIBI TPOBEICHUS OLIEHKU
nepcoHaa

Beiensarts (onpenensiTs) TpyIIb IEpCOHAa Ik MPOBEICHUS OIEHKH
OnpenensiTb UHTEHCUBHOCTh TPY/a U 30HbI OBBIIEHUS 3 (HEKTUBHOCTH
nepcoHaja

OnpenensiTh MOTUBALIMOHHBIE (PaKTOPBI IPOBEIEHUS OIIEHKH MTEPCOHATa
CocTaBnsATh U KOHTPOJIMPOBATH CTATHH PACXO0B Ha OIICHKY ITEPCOHAIIA JUIS
TUTAHUPOBAHUS OIOIKETOB

ObecnieunBaTh OPraHNU3aNMOHHOE CONPOBOXKICHUE OLIEHKH MTEPCOHANIA
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ObecneunBaTh COXPAaHHOCTh KOH(PHICHIIMATHHON HH(POPMAITUH TTPH
IIPOBEJCHUH OLICHKU IIEPCOHAJIA

OpraHu30BbIBaTh XpaHEHNE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHU
TPYJI0BOTO, apXUBHOIO 3aKOHOAaTelIbeTBa Poceuiickoit @enepannu u
JIOKQJIbHBIMU HOPMATHUBHBIMU aKTaMH OpraHU3aluu

Cobupatb, aHaIM3UPOBATh U CTPYKTYPHUPOBATH HHPOPMALIUIO O
IIPEIIOKEHUSX 110 OLIEHKE IIEPCOHAJIA HA PBIHKE TpyAa

[Tpon3BoanTh NpeBapUTENbHbIE 3aKYIIOYHbIE TPOLIEAYPHI U OPOPMIIATH
CONYTCTBYIOIIYIO JTOKYMEHTALHUIO 110 3aKIYEHUIO JOTOBOPOB
OnpenensaTs ycloBus )i 3aKJIIOYEHUS JONOBOPOB Ha YCIYTH 110
IIPOBEICHUIO OLICHKH IIEPCOHAJIA

CucremarusupoBaTh, 0000111aTh U aHATU3UPOBAThH PE3YJIbTAThl OLECHKU
IIEpCOHAJIA

ObecneunBaTh 0OPaTHYIO CBSI3b IO PE3YJIbTATaM IPOBEIEHHON OLIEHKH C
IIEPCOHAJIOM U PYKOBOJCTBOM

[Tonb30BaThCsl HOMCKOBBIMU CUCTEMaMH, HH()OPMAIIMOHHBIMU peCypcaMu U
0a3amMM JJaHHBIX IO IPOBEJICHUIO OLIEHKH I€pCOHaa

Pa3paOaTbIBaTh peKOMEHIALNH 110 PA3BUTHIO IIEPCOHANIA HA OCHOBE
IIPOBEICHHON OLIEHKH

Co0br01aTh HOPMBI 3TUKH JI€I0BOr0 OOIIEHUs

Heo0xonnMmebie 3HaHUS TexHonoruu U METO/Ibl ONpeesieHUs: NPO(EeCCUOHATIBHBIX 3HAHUM, YMEHUM
U KOMIETEHII

TeXHOIO0ruy U METO/Ibl OIIEHKH JINYHOCTHBIX KAYECTB U XapaKTEPUCTUK
Cucrembl, METOIbI M (POPMBI MATEPUAIBHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBaHHUs TPy/ia IEpCOHAIIA

TexHosornu U MeTo 1l GOPMUPOBAHMSI U KOHTPOJISI OIOPKETOB
TexHonoruu, METo bl 1 METOJUKH IPOBEJCHUS aHATN3a U CUCTEMaTU3alun
JJOKYMEHTOB M HH(pOpMaIUU

OcHOBEI 0011IEH M COLUAIILHON IICUXOI0THH, COLIMOJIOTHU U TICHXO0JIOT A
Tpyaa

OCHOBBI TPOU3BOJCTBEHHON JESITEIbHOCTH OpraHU3aluu

[Topsiiok poBeieHus 3aKyOYHBIX MPoLEeaAyp U 0(hOpMIICHHUs
CONYTCTBYIONIIEH JOKYMEHTAIUU

CrpyKkTypa opraHM3alyu 1 BaKaHTHbIE T0JDKHOCTH (Tipodeccun,
CHEINAIILHOCTH)

TpynoBoe 3aKk0HOJAaTENBCTBO U UHBIE AKTHI, COAEPKAIINE HOPMBI
TPYJIOBOTO ITpaBa

OCHOBBI apXMBHOT'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE ITPABOBBIE aKThI
Poccuiickoit denepainuu, B 4aCTH BEACHUS TOKYMEHTAMU 0 EPCOHATY
3akononarenscTBo Poccuiickoit denepaiiy 0 NepCcOHANbHBIX TaHHBIX
JlokasibHbIE HOPMATHUBHBIE AKTHl OPraHU3AIMH, PETYIUPYIOLIUE TOPSIA0K
OLICHKH IepCOHala

[Topsi 1ok 3aKIIOUEHUS T0TOBOPOB (KOHTPAKTOB)

HopMbl 3THKH AE€TT0BOTO OOLICHHS

ba3oBbie 0cHOBBI HH()OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(OPMAIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl C HUMH

Hpyrue xapakTepuCTUKHU | -

3.3.2. TpynoBas pyHKITHS
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Haumenosa | Opranu3zanus u npoBenenue arrectauun | Kop C/02.6 | YpoBeHb 6
HHE repcoHana (moTypOBEHbD)
KBaTMUKAITUH
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYyIOBOU (hYHKIIUK OopuruHasia
Kon Peructpanmonubrit
OpuUrvuHaa HOMED
pohecCuoHaTBLHOTO
cTaHjapra

TpynoBsie nencTBus AHaIM3 CTPYKTYPBHI, IUTAHOB M BAKAHTHBIX OJDKHOCTEH (TIpodeccui,

CIIEIMATILHOCTEH ) OpraHu3alii, 0COOEHHOCTEH OpraHu3aiuu padoThl Ha
pa3IMYHBIX yYacTKaxX MPOU3BOJCTBA U KOHKPETHHIX paboUMX MecTax
Pa3paboTka MpoeKTOB JOKYMEHTOB, ONPEACIISIOMINX TOPSAOK aTTECTAIMH
MIepCOHAJIA, C OLICHKOM 3aTpaT

ConpoBokIeHHE TIPOIIecca aTTECTAlMK U PA0OTHI aTTeCTAITMOHHON
KOMHUCCHUH

[ToaroToBka nmpeuIokeHui Mo GopMUpoOBaHUIO OIOKETa Ha OPraHU3AIHIO
Y TIPOBEJICHHE aTTECTAIMH IepCoHaIa

[ToaroroBka npeIoKeHU 0 COOTBETCTBUM PAOOTHHUKA JOIKHOCTH
(mpodeccun, cenuantbHOCTH) O Pe3yabTaTaM aTTeCTallii B COOTBETCTBUU
¢ 3aKoHOJAaTenbCTBOM Poccuiickoi denepannn

HeoOxonumelie ymeHust OnpenensaTh mapamMeTpbl U KPUTEPUH aTTECTAIIMY NIEpCoHAalIa

OrnpenensaTsh ¥ MPUMEHSITh CPEJICTBA U METOJIbI aTTECTAIluU

Briiensite rpynisl mepcoHana s IpoBEACHUS aTTECTAllUN
OGecneynBaTh JOKYMEHTAIIMOHHOE COMTPOBOXKICHUE aTTECTAIIUN
nepcoHasa

CocTaBiATh U KOHTPOJMPOBATH CTAThU PACXOJIOB HA ATTECTAIINIO
nepcoHaa JJis TUIAaHUPOBAHMSI OI0JKETOB

[Tonp3oBaTbest THPOPMALIMOHHBIMU pecypcaMu U 0a3aMu JaHHBIX 110
MIPOBEICHUIO aTTECTAllUU

Bectu y4eT u peructpanuio JOKyMEeHTOB B MH()OPMAITMOHHBIX CUCTEMAX H
HA MaTePUAIbHBIX HOCUTETISIX

Opraan30BbIBaTh XPAaHEHHUE IOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMHU
TPYAOBOT0, aPXMBHOI0 3aKOHO1aTelbcTBA Poccuiickont denepanuu u
JIOKaJbHBIMHU JJOKYMEHTAMH OPTaHU3alluN

[Tpou3BoauTh MpeaBapUTEIbHBIC 3aKYIIOUHBIEC TTPOLIETYPHI U OPOPMIIATH
COMYTCTBYIONIYIO TOKYMEHTAIIUIO 10 3aKIFOYEHUIO TOTOBOPOB
Co0u1r0/1aTh HOPMBI ATUKHU JAEIIOBOTO OOIIEHUS

Heo0xonuMele 3HaHUS [TopsiioK ¥ TEXHOJIOTHS IPOBEICHUSI ATTECTAIINH

TexXHONIOruu U METOIBI OTPEICNICHUS U OLIEHKH MPO(HEeCCUOHATBHBIX
3HAHUI, YMEHUN U KOMIIETEHIIHI

CucreMsbl, METOIBI U (HOPMBI MATEPUATBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPY/ia epcoHalIa

TexHONMOrNH U METOBI (YOPMHUPOBAHSI M KOHTPOJIS OF0JKETOB
TexHomornn, METOABI U METOIMKH TTPOBEICHMSI aHAJIU3A M CUCTEMaTHU3alNH
JOKYMEHTOB M HH(OpMAIUU
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OCHOBBI IPOU3BOICTBEHHOM JIEATEILHOCTH OpraHU3alluu

OcHoBBI 001IIEH U COLMANTBHOM IICUXOJIOTUH, COLMOJIOTUH U IICUXOJIOTUU
Tpyna

[Topsimok mpoBeAeHUsI 3aKYITOYHBIX MTPOLETyp U 0hOpMIICHUS
COINYTCTBYIOUIEN JOKYMEHTAlUU

CrtpyKTypa opraHuzalyy 1 BakaHTHbIE JOJDKHOCTH (mpodeccun,
CHEIUAJIBHOCTH)

TpynoBoe 3aK0HO/IATEILCTBO U UHBIE AKThI, COJIEPKAIE€ HOPMBbI
TPYJIOBOTO ITpaBa

OCHOBBI apXHMBHOT0 3aKOHO/IATEILCTBA K HOPMATHUBHBIC TTPABOBBIC AKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 10 NEPCOHAILY
3akoHojiarenbcTBO Poccuiickoi denepanun 0 NepCoHaIbHbIX JaHHBIX
JlokanbHbIe HOPMATUBHBIE aKThl OPraHU3ALMU, PETYIHPYIONINE TOPSIIOK
OIICHKH NepCOoHaNa

ITopsi 10K 3aKIIOYEHUS I0rOBOPOB (KOHTPAKTOB)

HopMbl 5TuKH 1e510BOro oomeHus

bazoBbie 0OCHOBBI HH()OPMATHKH, CTPYKTYPHOE TOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PabOTHI C HUMHU

HApyrue
XApaKTCPHUCTUKHU

3.3.3. TpynoBas ¢pyHKIHs

HaumeHnoBa | AAMMHHCTpUPOBaHHUE NPOLIECCOB U Kon C/03.6 | YpoBeHb 6
HHE JIOKYMEHTOO0O0pOTa TIPH MPOBECHUHN (moypoBeHb)
OLICHKH M aTTECTALIMK NIEPCOHAIIA KBaJTH(pHUKAIUN
IIpoucxoxnenue Opurunan X 3aMMCTBOBAHO U3
TPYyA0BOH (QyHKIUHU OpUTHHAaJa
Kon Perucrpanuonnslii
OpUTHHAaja HOMeEp
npodeccuoHaIbLHOIO
CTaHaapTa

Tpynoseie nencTBUs

AHanu3 nporeccoB JOKYMEHTO000pOTa, JIOKATbHBIX TOKYMEHTOB IO OILICHKE
U aTTECTAllMU MepCcoHalIa

OpraHu3zalvoOHHOE COMPOBOXKACHNE MEPOIIPUSITUI IO OLIEHKE TIepCcoHaIa U
€ro aTTecTalun

Odopmienue npoliiecca U pe3ynbTaToB aTTeCTally epcoHalia
WudopmupoBaHue nepcoHaa o pe3yibTaTax OLleHKH U aTTeCTaIllluH
[loaroroBka npeanokeHui Mo pa3BUTHIO IEPCOHAJIA IO PE3YJIbTaTaM OLEHKH
ComnpoBox/ieHHE JOTOBOPOB M0 OKAa3aHUIO KOHCYJIBTAIIMOHHBIX U
MH(OPMAIIMOHHBIX YCIIYT 110 OLIEHKE U aTTeCTalluu MepcoHaa

Heo6xoanumelie ymeHUst

ObecneunBaTh JOKYMEHTALMOHHOE CONPOBOXKICHHE OLIEHKU M aTTECTAI[H
repcoHaa

OdopMIIATh TOKYMEHTHI 0 BOIIPOCAM OLIEHKH U aTTeCTalllu MepCcoHaIa,
MIPeIOCTaBIIIEMbIE B TOCYAapCTBEHHBIE OpraHbl, MPohecCHOHATbHbIE COIO3bI
U APYyTHUE MPEJCTaBUTEIbHBIC OpraHbl PAOOTHUKOB

AHanu3upoBaTh NpaBuiia, MPOLETYPHl U NOPSIKU NTPOBEACHUS OLEHKU U
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aTTECTALIMU [IEpCOHAaja

Bectu yuer u perucrpanuio 10KyMeHTOB B HUH(OPMALIMOHHBIX CUCTEMaX U
HA MaTEPHUAIbHBIX HOCUTEISIX

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSAMHU
TPYAOBOro 3aKoHoAaTenbcTBa Poccuiickon denepaunu v JIOKaIbHbBIMU
aKTaMM OpraHu3aluu

Bectu nenoByro nepenucky

PaGorath ¢ nHPOPMAIIMOHHBIMY CHUCTEMaMH U 0a3aMu JaHHBIX [0 BOIIPOCaM
MPOBEICHUS OLEHKHU U aTTECTALIMU NIEPCOHANA, BEACHHUIO yueTa KaHI11aTOB
Ha BaKaHTHBIE JOJHKHOCTH (Mpodeccuu, CeaTbHOCTH )

AHanu3upoBaTh JOKYMEHTHI U TIEPEHOCHTH WH(OPMAIIHIO B
MH(OPMAaIMOHHBIE CUCTEMBI M 0a3bl IaHHBIX

Co06r01aTh HOPMBI ATHKHU JIEJIOBOTO OOIIECHHS

HeoOxonuMble 3HaHUS

[opsanox odopmiieHus, BeACHUS U XpaHEHUS TOKYMEHTAILlUH, CBSI3aHHOM C
IIPOBEACHUEM OLICHKHU U aTTECTALIMU IIEpCOHaa

[Topsanox hopMupoBanus, BeAeHus OaHKa JaHHBIX O IIEPCOHAJIE OPTaHU3aAlUN
U IPEJIOCTABJIEHUS] OTYETHOCTH

[opsmok mpoBeaeH s 3aKyIIOYHBIX MPOLIETyp U 0hopMIIeHUs
CONYTCTBYIOIIEH JOKYMEHTAIMU

[Mopsanox odopmiieHrss JOKYMEHTOB, MIPEIOCTABISIEMbIX B TOCY1apCTBEHHBIE
OpraHsl, Mpo(ecCHOHATBHBIE COIO3BI U IPYTHE TPEACTaBUTEIbHBIC OPTraHbl
pabOTHHKOB

OCHOBBI JOKYMEHTO00OOPOTA ¥ IOKYMEHTAIIMOHHOT'O 00ECIICYCHHUSI
CTpyKTypa opraHu3alliy 1 BakaHTHBIE JOKHOCTH (TIpodeccun,
CHEIHAIbHOCTH)

TpynoBoe 3aK0HOAATENLCTBO U MHBIE aKThl, COAEPKAIUE HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATENILCTBA U HOPMATUBHBIE IIPABOBBIE AKThI
Poccniickoit denepanuy, B 4aCTH BEICHUS TOKYMEHTAIMH 110 IEPCOHATY
3akoHoarenscTBO Poccuiickoih denepanyivi 0 NepCOHAIBHBIX TAHHBIX
TexHomoruu, METOAbl 1 METOIMKHU TTPOBEICHUS aHAJIN3a U CUCTEMATU3AIINH
JJOKYMEHTOB M UH(OpMaIuu

JlokanpHbIE HOPMATUBHBIE aKThl OPTaHU3AINH, PETYITUPYIOIINE MOPSIT0K
OIICHKH U aTTECTallMu NepCcoHasa

[Tops 10K 3aKIIF0UEHUs T0TOBOPOB (KOHTPAKTOB)

HopwMe1 5THKH 1€710BOT0 00IIIeHNS

bazoBble 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(OPMAIIMOHHBIX CHCTEM M 0COOEHHOCTH PabOTHl C HUMH

HApyrue
XAPAKTCPUCTHUKHU

3.4. O6o0uieHHas Tpya0Bas QYHKIHS

Haumenosa | JlearenpHOCTh 1O pa3ButTHio nepconana | Kox D YpoBeHb 6
HHUE KBaTM(UKAITIT
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3

00001eHHON OpUTHHaa

TPyIOBOH (HYHKIIHH
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Kon Perucrpanuonnsii
OpUTHHA HOMED
na npodeccnoHaIEHOTO
CTaHJapTa

Bo3moxHEIe
HAUMCHOBAHUS
JIOJDKHOCTEH,
npodeccuit

Crenanyct 1o pa3BUTHIO U O0YYEHHUIO IEpCOHaNA
Criennanuct 1o pa3BUTHIO Kapbephbl IEpCOHAIIA
Crnennanuct 1o nepcoHainy

MeHepkep 110 nepcoHay

TpebGoBanus k
00pa30BaHMIO U
00y4eHUIO

Briciee obpa3zoBanue

JlononHHUTENbHOE MPO(ECCHOHATEHOE 00pa30BaHKE - POTPAMMBI
MOBBIIICHUS KBATH(DUKALUK; TIPOrPaMMBbI ITPpodeccuoHaIbHOM
MEPENoArOTOBKY B 00JIaCTH OPraHU3aIMOHHOTO U IPO(eCCHOHATBHOTO
Pa3BUTHS EpCOHAA

TpeboBanus K OnBITY
IPaKTHYECKOI paboThI

Oco0bie ycroBus
JIOIyCKa K pabote

HApyrue
XapaKTCPHUCTUKHU

I[OHOJ'IHI/ITGJ'ILHBIG XApaKTCPUCTHKH

HaumeHoBaHue JoKkyMeHTa Kon HanmenoBaHnue 6a30B0ii IpyMIIbL, JOIKHOCTH
(mpodeccun) ninm crnenualbHOCTH
OK3 2412 CrnenuanucTsl o KaJipaM U npodoprueHTalnu
3423 CrienmanucThbl KaJPOBBIX CIYKO U yUpexIeHUN
3aHATOCTH
EKC - MeHnemkep 1o nepcoHany
OKIIATP 27755 OKOHOMMUCT 110 TPYLY
22956 Nucnekrop no kaapam
3.4.1. TpynoBas pyHKIMs
Haumenosa | Opranuzauus u npoBeaenue meponpusituii | Koxg | D/01.6 | Yposenb 6
HUE 10 Pa3BUTHIO U IOCTPOEHHUIO (moypoBeHb)
po¢eCCHOHAIBHON Kapbephl MepcoHaIa KBaTM(UKAITTH
[Ipoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIHH OpUTMHAaJIa
Kon Peructpanmonubri
OpUTHMHAJ HOMEp
a npo¢eCcCuOHAITBHOT

0 CTaHIapTa

TpynoBble nericTBUA

AHalu3 CTPYKTYPBI, IUTAHOB M BAaKaHCHI OpraHu3aluu
Ananu3 ocobeHHOCTel pabOTHI Ha PA3IMYHBIX y4aCTKaX MPOU3BOJICTBA U
KOHKPETHBIX pabodnx MECTax
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[ToaroroBka MpoeKTOB JOKYMEHTOB, OMPEACIIAIONINX MOPSI0K Pa3BUTHSA
MepCOHANIa U MOCTPOCHHUS MPO(eCcCHOHAILHOM Kapbephl C OLEHKOH 3aTpat
PazpaboTka mianoB npodeccHoHaIbHOM Kapbepbl PAOOTHUKOB
dopmupoBaHue KaJpoBOro pe3epna

Opranuzanys MEpONpUITHI MO PA3BUTHIO U MTOCTPOCHUIO
npoeccroHalIbHOM Kapbephl epcoHaa

[MoxroroBka nmpemioxeHuit mo GopMupoBaHUio OI0PKETa Ha OPTaHU3ALHIO
Y IIPOBEJICHIE MEPOIIPUSATHI 110 Pa3BUTHIO U IIOCTPOCHUIO
poeccoHAbHOM Kapbephl EpCcoHaIa

Ananu3 3QGeKTUBHOCTH MEPOIIPHUATHI 110 pa3BUTHIO ITEPCOHATA,
MOATOTOBKA MPEJYIOKEHUHN 110 Pa3BUTHUIO

HeoOxonuMmelie ymeHust | AHaIM3UPOBATH YPOBEHb OOIETro pa3BUTHS U NpodeccrnoHalbHON
KBaJIM(HUKAIMK IEPCOHANA

OnpenensiTb KpaTKOCPOUYHBIE U I0JITOCPOYHBIE TOTPEOHOCTH PA3BUTHS
MepPCOHAIA U IOCTPOCHUS €ro MPOodECCHOHATHHON Kaphephbl

Omnpenensite kKpurepuu GOpMUPOBAHUS KaAPOBOTO pe3epBa OPraHU3alNH
CocTaBisATh UHIMBUAYAIbHBIC IUIAHBI KAPLEPHOTO PA3BUTHS MTEPCOHATIA
[IpuMeHSTh TEXHOJIOTUU M METO/IbI PAa3BUTHSI IEPCOHANA U TOCTPOCHHUS
poeCCHOHATTLHON Kapbepbl

CocTaBnTh MpeAIoKeHUsI 1 KOHTPOIUPOBATH CTATbU PACXO/I0B Ha
MPOTrpaMMBbl 1 MEPOIIPHUATHS IO Pa3BUTHIO MEPCOHAA U IOCTPOCHUIO
npodeccnoHaNbHOM Kapbepsl AJis IUIAHUPOBAHUS OI0JKETOB
Onpenenste 3QGEKTHBHOCTH MEPONIPHUSITHIA IO PA3BUTHIO MTEPCOHATA U
MMOCTPOCHHIO MPOPECCUOHANBHON Kaphephl

PaboTaTh ¢ nHGDOPMAIIMOHHBIMU CHCTEMaMH U 0a3aMH JTaHHBIX 110
MepCOHAIY

Co06r0o1aTh HOPMBI ATHKHU JIEJIOBOTO OOIIECHHS

HeoOxonuMeie 3HaHUS Cucrema, criocoObl, METO/IbI, UHCTPYMEHTHI TOCTPOCHUS
npodeccnoHaIbHOM Kapbepbl

MeTob1 OnpeIeNie s U OLIEHKH JTMYHOCTHBIX U MTPO(HEeCCHOHATBHBIX
KOMITETCHIU N

Cucrembl, METOIBI U (HOPMBI MATEPUAIBHOTO M HEMATEPHAIILHOTO
CTUMYJIMPOBAHUSA TPY/la IepCoHasIa

TexHonoruu, MeTop1 HOPMUPOBAHHS U KOHTPOJIS OIOJKETOB
TexHomoruu, METOABl U METOIMKHY MTPOBEICHUS aHAJIN3a U CUCTEMATU3AINH
JIOKYMEHTOB M UH(OpMaIu

OcHOBBI Tpo(heCcCHOHATBLHON OPUEHTAITUN

OCHOBBI JOKYMEHTO00O0POTa U IOKYMEHTAIIMOHHOTO 00eCIIeYeHHUSI
OCHOBBI MPOU3BOJICTBEHHOM JIEATEILHOCTH OPraHU3alluN

OcHOBBI O0I1IeH U COMATBLHOM MTCUXOJIOTHH, COIIMOJIOTHH U TICUXOJIOTHH
Tpyaa

CtpykTypa opraHu3allii 1 BakaHTHBIE JOKHOCTH (TIpodeccun,
CTIEIUATLHOCTH)

TpynoBoe 3aK0HOIATEILCTBO M MHBIE aKThI, COJEPIKAIINE HOPMBI TPYIOBOTO
npaBa

3akonoarenscTBO Poccuiickoih denepanyivi 0 NepCOHANBHBIX TAHHBIX
JlokanbHble HOPMATHUBHBIE aKThl OPraHU3AINH, PETYIUPYIOLIUE TOPAIOK
pa3BHUTHUS U IOCTPOCHUS TPO(ECCHOHATBFHON Kaphephl MepCoHaa
[Topsiaok 3aKIIFOYEHHS TOTOBOPOB (KOHTPAKTOR)
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Hopwmbl 3THKN 1€510BOT0 O0IIEHUS

ba3oBble 0CHOBBI HH(OPMATHKH, CTPYKTYPHOE TIOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H 0COOEHHOCTH pabOTHl C HUMHU

Jlpyrue xapakTepucTUKu

3.4.2. TpynoBas GpyHKIUS

HaumenoBa | Opranuzanmsi o0ydeHus Kon D/02.6 | YpoBeHn(momypoB 6
HHE repcoHana €Hb)
KBaTH(UKAITIH
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYIOBOU (DYHKITUN OpHUTHHAJIA
Kon Perucrtpanmonnsiit
OpHUTHHA HOMED
na pohecCuoHaTBHOTO
cTaHjapTa

Tpynossie nencTBus

AHanm3 pelHKa 00pa30BaTeIbHBIX YCIYT U NOTPEOHOCTEH OpraHn3alui B
00y4YeHHH NepCoHaNa

Pa3paboTka niaaHoB, METOJUYECKUX MaTEpUasIoB, yY€OHbIX IJIAHOB U
pOrpaMM, IPOEKTOB JIOKAIBHBIX AKTOB M0 O0YYEHHUIO U PA3BUTHUIO
HepcoHasa, BKJIKOYas OLIEHKY 3aTpar

Opranuzanys MeponpusITHH 0 00yUEHHIO MTEpCoHAIa

[ToaroroBka npenaoxeHuil o GopMUPOBAHUIO OI0O/KETa HA OPTaHU3ALINIO
o0yuyeHHsl mepcoHaa

AHanu3 3¢ (GeKTUBHOCTH MEPOIIPUATHI 110 00yYEHHUIO IEpCcoHaIa

Heo6xoanMele ymeHust

AHaJIN3UPOBATh U ONPEAEATh NOTPEOHOCTH B 00yUEHHH IPYIIIT epCOHaNa
B COOTBETCTBUHU C LIEJSIMU OpPTaHU3ALNH

Pa3paOaTsIBaTh MiIaHbI MOATOTOBKH, IEPENOTOTOBKH U MOBBIILICHHS
KBaJIM(UKAIIMY KaJIPOB, y4eOHbIE TJIaHbI U IPOrPaMMBI

AHaJ'II/I3I/IpOBaTB PBIHOK O6p330BaTeJIBHBIX YCIYT U TOTOBUTDH NPCIIJIOKCHUA
110 NTOCTaBIIMKAM YCIIyT

OpFaHI/ISOBBIBaTB o6yqa10mne MCPOIIPUATHS

CocTaBisiTh U KOHTPOJIMPOBATH CTaThU PAaCcX0/J0B Ha 00yueHue nepcoHana
JUTSI TNTAHUPOBAHUS OFOKETOB

Pa3pa6aTI)IBaTI) N KOMIIJICKTOBATh y‘Ie6HO-MeT0}II/I‘-IeCKI/Ie JOKYMCHTBI

[Tpon3BoUTH OLIEHKY (P PEeKTUBHOCTH 00yUSHHSI TEPCOHATIA

[Tpon3BoauTH IpeIBApUTETBHBIE 3aKYITOYHBIC TTPOIIEAYPHI U 0OPMIICHUE
CONYTCTBYIOIIEN JOKYMEHTAIMU T10 3aKJIOUYEHHUIO JOTOBOPOB

PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CHCTEMaMU U 0a3aMH JTAHHBIX 110
MepCOHAIY

PazpabateiBaTh 1 0OpPMIIATH TOKYMEHTHI IO TIPOIIECCaM OPTaHU3aAINH
00ydeHus epcoHaNa U UX pe3yabTaTam

Co0:1101aTh HOPMBI ATHKH JIEJIOBOTO OOTIICHHUSI

HeO6XO,Z[I/IMLIC 3HaHUA

MeTo/1bl, HHCTPYMEHTBI HCCIICIOBAHMUS TIOTPEOHOCTH B 00yUCHHUU
nepcoHana

Mertoposorust o0y4eHus

TeXHOJ'IOFI/II/I, MCTOJbI U MCTOAWKH MMPOBCACHUA aHaJIM3a U CUCTEMATU3 Al
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JOKYMEHTOB M WH(OpMAINH

[Topsimok pa3pabOTKH MJIAHOB MOATOTOBKH, IEPENOATOTOBKH U OBBIIIICHHUS
KBAJTM(HUKAIMY KaJAPOB, y4EOHBIX TJIAHOB U MPOTPaMM

CucreMsbl, METOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPy/a IEpCOHAIA

TexHonoruu u MeTo bl HOPMUPOBAHMS U KOHTPOJISI OI0JIKETOB

[Topsiok BeeHUs yuyeTa U OTYETHOCTH 110 MOJATOTOBKE U ITOBBILLIEHUIO
KBaJIM(DUKAIIMK [TepcoHaa

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOT'O 00eCTIeYCHHUS
OCHOBBI TEXHOJIOTHH ITPOU3BOJICTBA U JIEATEIHHOCTH OpPraHu3aluu
OcHOBBI 0011IEH U COIMATTBHON TICUXOJIOTHH, COLIHOIOTUU U TICUXOJIOTUU
Tpyna

[Topsiiok poBeeHus 3aKyMOYHBIX MPOLEAYP U 0(OPMIICHUS
COITYTCTBYIOIIEH JOKYMEHTAIlUU

CTpyKTypa Opranuszanuu

TpynoBoe 3aK0HOIATEILCTBO M HHBIE aKThI, COJIEPKAIINE HOPMbI
TPYJOBOI'0 IpaBa

OCHOBBI apXMBHOTO 3aKOHO/IATEILCTBA U HOPMATUBHBIE ITPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4aCTH BEACHUS JIOKYMEHTAMU 0 EPCOHAITY
OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBa Poccuiickoit deneparuu
OcHOBBI 3aK0HO1aTeIbCTBA 00 0OpazoBanuu Poccuiickoit Penepanuu
3akonozarenscTBO Poccuiickoit denepaiinu o nepcoHaNbHBIX JaHHBIX
JlokasibHbIE HOPMATHUBHBIE AKTHl OPraHU3ALUM, PETYIUpPYIOLIUE 00yuyeHue
nepcoHalla

ITopsi 1ok 3aKII0OYEHUS I0rOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIICHUS

bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE TOCTPOECHUE
MH(OPMALMOHHBIX CHCTEM U 0COOEHHOCTH paboThl C HUMH

Jlpyrue xapakTepuCTHKU

3.4.3. TpynoBas pyHKIUS

Haumenosa | Opranuzanus agantaiuuu u Kon D/03.6 | YpoBeHb 6
HUE CTa)KMPOBKU IEPCOHAIIA (momypoBeHb)
KBaJIM(pUKAITIH

[Ipoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIHH OpHUTHHANA

Kon Peructpanmonublit

OpUTHHAaNA HOMEp
npodeccuoHanbHO

To CTaHJdapTa

TpynoBble nenicTBUA

AHanu3 yCHenrHbIX KOPIOPaTUBHBIX MPAKTHK 10 OPTaHU3alUY aAanTaluyd 1
CTaKHPOBKE MepcoHaa

Pa3paboTka nnaHOB aganTanuu, CTAXKUPOBKHU MEPCOHATIA C OIIEHKO 3aTpar
Opranu3zanys MEponpUITUIA N0 aJanTalli, CTAXKUPOBKE NepcoHala
[ToaroroBka npeanoKeHui Mo COBEPIUICHCTBOBAHUIO CUCTEMBI aJaTalluH,
CTaKHPOBKU MEpCOHala
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[ToaroroBka npeanoxeHuit mo (GOpMUPOBAHUIO OIOJKETAa HA OPTAHU3AIHIO
aJIanTalliy U CTAKUPOBKH IEpCOHasa

Amnanu3z 3¢pEeKTUBHOCTH MEPONPUSATHIA 1O aAANTAIIMHA U CTAXKUPOBKE
repcoHaa

HeobOxonumeie ymenust | OnpeAensTs TPYIIBI IEPCOHANA ISl CTAXKUPOBKU M aJaNTAIl|H
Onpenensts pabourie MecTa JIJs IPOBEACHUSI CTAKUPOBKU U a/IallTalluu
IIepcoHaIa

CornacoBbIBaTh MEPONPUITHS aJaNTALIMH U CTAXKUPOBKHU C BO3MOXKHOCTAMU
MIPOU3BOJICTBA

[Ipou3BoaUTE aHANIU3 U OLIEHKY PE3yJIbTaTOB aJanTalluH U CTAXKUPOBOK
IepcoHaIa

CocTaBnTh MpeAoKEeHUsI 1 KOHTPOJIUPOBATH CTATbU PACX0/I0B Ha
MPOTrpaMMBbl B MEPOIIPHUSATHUS 10 aJANTAILMHN U CTAXKUPOBKE MEPCOHANA IS
TUTAHUPOBAHMSI OI0JKETOB

[Tpon3BoauTh OLIEHKY 3P (HEKTUBHOCTH MEPOTIPUATHH TI0 aIaNTalluN U
CTaXKHUPOBKE MepcoHala

Buenpsats cuctembl BoBIeUeHHUSI pAOOTHUKOB B KOPIIOPATUBHYIO KYJIBTYPY
Hcnonb3oBarh nH(GOpMaIIMOHHBIE CHCTEMBI M 0a3bl TAHHBIX MO MEPCOHATY
Co06r01aTh HOPMBI ATHKHU JIEJIOBOTO OOIIECHHS

HeoOxonumeie 3Hanust | MeTo/bl alanTaliui ¥ CTaXHUPOBOK

TexHomoruu, METoAbl U METOJIMKHY ITPOBEICHUS aHAJIN3a U CUCTEMATU3ALINH
JJOKYMEHTOB M UH(OpMauu

[Topsiaok pa3paboTku MIaHOB aAaNTaIliu TIEpCOHaIa Ha HOBBIX Pabo4mnx
MecCTax, HOJATOTOBKHU, IEPENOATOTOBKH U TOBBIIICHUS KBATU(PUKAIIH
TIepCOHAJIa ¥ OpTaHU3AIMH CTAKUPOBOK

[TopsaoK cocTaBlieHHsI CMET 3aTpaT Ha aJlalTallli0 U CTAKUPOBKY NEPCOHAIIA
[Topsimok BefeHUs yueTa U OTUETHOCTH 110 aJanTalliid U CTaXXUPOBKE
repcoHasia

Cuctemsl, MeTOIBI U (OPMBI MATEPHATIHBHOTO 1 HEMATEPUATTLHOTO
CTUMYJIMPOBAHUA TPYJla IepCOHaIa

TexHomoruu ¥ MeToAbl HOPMUPOBAHUS U KOHTPOJISI OFOKETOB

OCHOBBI TEXHOJIOTUU TPOU3BOJACTBA U JIEITEIIbHOCTH OpraHU3aliH
OcCHOBEBI 00IIEH ¥ COIHATBLHOM ICUXO0JI0TMH, COLIMOJIOTHH U IICHXOJIOTUH
Tpyaa

CtpykTypa opraHu3aiuy U BaKaHTHBIC JOJDKHOCTH (Tpodeccuu,
CHEIHATBLHOCTH)

TpynoBoe 3aKk0HOIATENECTBO U MHBIE aKThI, COJEPIKAIE HOPMBI TPYJIOBOTO
rpaBa

OCHOBBI HAJIOIOBOTO 3aKOHOAaTesbeTBa Poceniickon @enepannn
3akoHonarenscTBO Poccuiickoit denepaniv 0 NepCcOHANbHBIX TaHHBIX
JlokanpHBIE HOPMATUBHBIE aKThI OPTaHU3AINH, PETYITHPYIONINE aJanTaIluIo
Y CTQXXUPOBKY IEpCcoHana

OCHOBBI TOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00ECIIeYeHUs
[Topstok 3aKIt0UeHUs TOTOBOPOB (KOHTPAKTOB)

Hopw™mbl 3THKH 1enoBoro odmeHus

bazoBbie 0CHOBBI HH(DOPMATHUKH, CTPYKTYPHOE MTOCTPOCHHE
MH(OPMAITMOHHBIX CHCTEM U OCOOEHHOCTH PabOThI C HUMHU

HApyrue -
XapaKTCPUCTUKU
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3.4.4. TpynoBas GpyHKITUS

HaumenoBa | AIMHHUCTPUPOBAHHUE MPOLIECCOB U Kon D/04.6 | YpoBeHb 6
HHUE JOKYMEHTO000pOTa 110 Pa3BUTHIO U (moxypoBeHb)
npodeccroHanbHOI Kapbepe, KBaJIM(DUKALIMH
00y4eHHIO, aIaNTAlluU ¥ CTAXKUPOBKE
IIepcoHaIa
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYIOBOU (hYHKIIUU OpUrMHaa
Kon Peructpaimonusl
OpUTHHAN 1 HOMEp
a npodeccuoHaIbH

Ooro cranjgapra

Tpynossle neiicTBus AHanu3 npoueccoB, IPaBUi U HOPSAKOB OPraHU3alMK IPU IPOBEIEHUH
MEPOTPHUSATHIA MO Pa3BUTHIO U MPO(PECCHOHATBHON Kapbepe, 00ydeHuIo,
aJlanTallly ¥ CTAXXKUPOBKE epCoHaa

JlokyMeHTarmoHHOe 0(hopMIIEHHE PE3yIbTATOB MEPOIIPHUSTUIN TI0 Pa3BUTHIO
U ipodeccuoHaNbHOM Kapbepe, 00y4eHHI0, aJanTalud U CTA)KUPOBKE
IepcoHaIa

[TonroToBka MHAMBUYAIbHBIX IPEAIOKEHUNA HA OCHOBE PE3yIbTaTOB
MIPOBEJICHUSI MEPONPUATUIN MO PA3BUTHUIO U IPO(EeCCHOHATIBLHON Kapbepe,
00y4YeHHMIO0, IalTallMK U CTA)KUPOBKE MEpPCOHATIA

[ToaroroBka npeagoKeHui Mo COBEPIIEHCTBOBAHUIO CUCTEM O0yUYeHHUS,
aJlanTalluy U CTAXXKUPOBKH, Pa3BUTHUS U TOCTPOEHUS MPO(HeCCHOHAIBHON
Kapbepbl IepcoHalia

ConpoBosKIeHUE T0TOBOPOB 0 OKA3aHUIO KOHCYJIBTAllMOHHBIX,
MH(OPMALIMOHHBIX YCIIYT, HEOOXOIUMBIX JJIsl IPOBEACHUS 00YUEeHMUS,
ajlanTally U CTAXXUPOBOK, PAa3BUTHS U IOCTPOSHUS PO EeCCHOHATIBHON
Kapbepbl IEPCOHANIA, BKIIK0Yasl IPEABAPUTENBHBIE MPOLIENAYPHI 110 UX
3aKJIFOUYEHHUIO

Brinonnenue TpeGoBaHui O XpaHEeHUIO HH(OpMAIK O pe3ybTaTax
oOyueHus1, alanTaluu U CTAXUPOBKU, Pa3BUTHUS U IIOCTPOCHUS
npoeccHOHAIbHON Kapbephl epcoHalia

HeoOxonumeie ymenust | OGopMiIsTh TOKYMEHTHI IO BOIPOCaM MPOBEACHUs 00y4YeHHUs, aanTaluu 1
CTaXXUPOBKH, Pa3BUTHS U IOCTPOCHUS MPOPECCUOHATIBHON Kapbepbl
MepcoHaa, IpeoCcTaBsieMble B TOCYAapCTBEHHBIE OPTaHbl,
npodeccuOHaIbHBIE COIO3bI U APYTHE MPEICTaBUTENbHbBIE OPTaHbl
pabOTHHKOB

ObecneunBaTh JOKYMEHTALMOHHOE CONPOBOXKICHHE O0yUeHUS, alanTalllu 1
CTa’KUPOBOK, Pa3BUTHUS U MOCTPOEHUS MPOPECCHOHATBHON Kaphepbl
IepcoHaIa

AHanu3upoBaTh NpaBuiia, MPOLETYPhl U MOPAIKU IPOBEICHUS O0yUEHUS,
aJlanTally U CTAXKUPOBKH, Pa3BUTHUS U TOCTPOEHHS MTPO(HECCHOHAIBHON
Kapbepbl epcoHalia

OpraHu3oBbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHU
3akoHoJ1aTenbcTBa Poccuiickoit denepai v JIOKaJIbHBIMU aKTaMH
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OpraHu3alu

AHanu3upoBaTh JOKYMEHTHI U IEPEHOCUTH HH(OPMALIHIO B
MH()OPMAIIMOHHBIC CHCTEMBI M 0a3bl TAHHBIX

Bectu yuet u perucrpanuio 10KyMeHTOB B HH(G)OPMALIMOHHBIX CHUCTEMaX U
Ha MaTepUaIbHBIX HOCUTEIISIX

PaGotath ¢ HHpOPMAIIMOHHBIMY CHCTEMaMH 1 0a3aMu JaHHBIX 10 BOIIPOCaM
oOydeHus1, aIalTalliy ¥ CTAXKUPOBKH, PA3BUTHUS U MIOCTPOCHUS
npodeccroHabHOM Kapbephl IEpcoHaa, BEACHH yueTa KaHIUAaTOB Ha
BaKaHTHBIE JTOJDKHOCTH (podeccuu, CennatbHOCTH)

Bectu nenoByro nepenucky

Co0imro1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

HeoOxonumeie 3Hanus | [lopsigok odhopmieHus, BeeHUs: U XpaHeHHsI TOKyMEHTAllUH, CBSI3aHHOM ¢
CUCTEMOU OOydYeHUs, aIalTAlluN ¥ CTAXXUPOBKU, PA3BUTHS U MOCTPOCHHUS
npoeccroHabHOM Kapbephl epcoHaa

[Mopsimox hopMupoBanus, BeACHNs OaHKA JTaHHBIX O TICPCOHATIE
OpraHu3ally U NPEJOCTABICHUS OTYETHOCTH

HopMaTtuBHEIC TPaBOBBIC AKThI, PETYIUPYIONIUE TIPaBa U 00SI3aHHOCTH
roCyJapCTBEHHBIX OPraHOB U OpraHU3alMH MO MPEAOCTABICHUIO YUYETHON
JIOKYMEHTAIUU

[Mopsnox odopmiieHrss JOKYMEHTOB, MTPEIOCTABISIEMbIX B TOCY1apCTBEHHBIE
OpraHbl ¥ MHBbIC OpTaHU3AINI

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCIIeYeHHUSI
[Topsitox poBeACHMSI 3aKYIIOYHBIX MPOIIETyp U 0hopMIICHUS
COMYTCTBYIOIIEH TOKYMEHTAlUU

CtpykTypa opraHu3aiuy U BaKaHTHBIEC JOJDKHOCTH (Tpodeccuu,
CHEIHAIBHOCTH)

TpynoBoe 3aK0HOIATENILCTBO U UHBIE aKThI, COJEPKAIME HOPMBI TPYIOBOTO
rpaBa

OCHOBBI ApXMBHOT0 3aKOHO/IATEIILCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALUU 110 IIEPCOHAILY
OCHOBBI HAJIOTOBOT0 3aK0HO1aTesIbeTBA Poccuiickoit denepanuu
3akoHoarenscTBO Poccuiickoih denepanyivi 0 NepCOHAIBHBIX TAHHBIX
TexHomoruu, METOABl 1 METOIMKHY MTPOBEICHUS aHAJIN3a U CUCTEMATU3AINH
JJOKYMEHTOB M HH(OpMaIu

JlokanpHbIE HOPMATUBHBIE aKThl OPTaHU3AINH, PETYITUPYIOIINE MOPSII0K
Pa3BUTHUS U TOCTPOCHUS TPO(HECCHOHATFHOM Kapbepbl, 00yueHUs,
aZlanTaIuy U CTAKUPOBKH MEpCoHaIa

ITopstok 3aKIt0UeHUs TOTOBOPOB (KOHTPAKTOB)

Hopw™mbl 3THKH 1enoBoro oomeHus

bazoBbie 0CHOBBI HH(DOPMATUKH, CTPYKTYPHOE MTOCTPOCHHE
MH(POPMAITMOHHBIX CHCTEM U OCOOEHHOCTH PaOOTHI C HUMHU

Apyrue -
XapAKTEPUCTUKU

3.5. O600m1enHas TpyaoBast pyHKIHS

Haumenosa | JlesTenbHOCTD O OPraHU3ALMU TPy Kon E | YpoBenb 6
HHUC 1 OIUIATHI ICpCOHAJIa KBaJII/I(I)I/IKaLII/II/I
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IIpoucxoxneHue
0000111eHHOI
TPYAOBOH (DYHKIHH

Opurunan X 3aMMCTBOBaHO U3
OpUTMHAaNa
Kon
OpUTMHAJ
a

PerucrpannoHHsl
1 HOMEp
npodeCCHOHAIIbH
Oro CTaHjapTa

Bo3MoxHEIE
HaMMEHOBAHUS
JIOJDKHOCTEH,
npodeccuit

Crennanuct no HOPMUPOBAHUIO U OIUIATE TPYia
Crenpanyct o opraHu3alyy 1 orare Tpyaa
CHCLII/IaJ'II/ICT 110 KOMIICHCAllUsAM U JIbI'OTaM
Crennanuct 1o nepcoHainy

MeHepKep 1o nepcoHaiy

TpeboBanus k
00pa30BaHMIO U
00y4YeHUI0

Briciiee oOpa3zoBanue

JononuutenbHOE npodeccnoHanbHOe 00pa30BaHUE - IPOrPAMMBI
npo¢eccCHOHAIBLHON MEePEnoAroTOBKY B 00JIACTH SKOHOMHUKH, HOPMUPOBAHUS
U OIIAThl TPY/A, IPOrPaMMBbI NOBBIILIEHUS KBaJIM(PUKALIUU

TpeboBaHMs K OIBITY
[IPaKTUYECKON pabOThI

Oco0bble ycrnoBus
JoIycKa K pabote

Hpyrue
XapaKTEPUCTUKU

JlonomHuTEIbHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHTa Kon HanmenoBanue 06a30B0ii TPYIIIbI, TOKHOCTH
(mpodeccun) wim crenuagIbHOCTH
OK3 2412 CrienyanaucTsl Mo KagpaMm U npodopueHTalun
3423 CrienanucThbl KaJIpoBBIX CIYXO U yUpexJIeHUH
3aHSITOCTH
EKC - WNHxxeHep mo HOpMUPOBAHUIO TPyAa
- TexHuk 1o Tpyay
- DKOHOMHUCT MO TPYAY
- MeHnexep 1o nepcoHany
OKIIATP 27755 OKOHOMMUCT 110 TPYy
22956 HNucnekTop 1o kaapam
3.5.1. TpynoBas GpyHKIMs
Haumenosa | Opranuzamus Tpyaa nepcoHaia Kon E/02.6 | YpoBeHn 6
HUE (TTOMypOBEHB)
KBaJIM(pUKAITIH
[Ipoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIHH OpUTMHaJIa
Kon Peructparmonuei
OpUT'MHA HOMEp
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na npohecCHOHATLHOT
0 cTaHaapra

Tpynossle neiictBus AHanu3 ycnemHbpIX KOpIOPaTUBHBIX MPAKTHK 110 OpraHu3aluu
HOPMHPOBAHHUS TPYJIa UTsl pa3IMYHBIX KaTEropuil mepcoHana, 0COOCHHOCTEH
IIPOU3BOJICTBA U JESITEIbHOCTH OPraHU3aINH

Pa3paboTka cucTeMbl OpraHu3aluy Tpya MepcoHaia u nopsijaKka
HOPMHUPOBAHHUS TPyJla HA paboYMX MECTax ¢ OLIEHKOM 3aTpat Ha epcoHall
Buenpenue cuctemsl opranusaly Tpy/a epcoHaga U KOHTPOJIS Hall
HOPMHUPOBAHUEM C ONPE/IEICHUEM TPYJO0EMKOCTH, HOPMAaTUBHON
YHCJICHHOCTH, TpauKOB pabOT M YCIOBHIA OIJIATHI TPYJa MEpCoHaa
BbrsiBiieHue pe3epBoOB MOBBILIECHHSI TPOU3BOAUTEILHOCTH TPY/a U KauecTBa
HOPMHUPOBAHHUS TPYJa, IOATOTOBKA MPEAJI0KEHUHN 10 U3MEHEHUSIM YCIOBHM
U OILIATHI TPYy/ia IepCcoHaa

[ToaroroBka npeanoxeHui Mo (GOpPMUPOBAHHIO OIO/KETA HA OPTAHU3AIHIO
Tpy/Ja epcoHaa

Omnpenenenne 3 PEeKTUBHOCTH PAOOTHI CUCTEMBI OPTaHU3ALUH TPYAA U
HOPMHUPOBAHUS TpyJa Ha pabo4nX MecTax

Heo6xonumeie ymenusi | BHeapsiTh METOIbI pallMOHATIBHOIN OpraHU3aluy Tpyaa

PazpaOaTbiBaTh M1aHbl OPraHU3aLMOHHBIX U TEXHUYECKUX MEPOIIPUITUH 110
MTOBBIIIEHUIO TPOU3BOJUTEIBLHOCTH TPYAA

AHanu3upoBaTh COCTOSIHE HOPMHUPOBAHUS TPY/1a, KAUECTBO HOPM,
nokasatesei o Tpyay

AmnanuzupoBath 3)()EeKTHBHOCTh PaOOTHI CUCTEMBI OPraHU3aLUH TPYAA
NepCcoHajIa U HOPMHUPOBAHUS TPyJa Ha pabouyMX MecTax

CocTaBisTh U KOHTPOJIMPOBATh CTaThH PACcX00B Ha OILIATy Tpyla
NepcoHaa Juis INIaHUPOBaHMs OI0I’KETOB

PaboTaTh ¢ nHMDOpPMAIIMOHHBIMU CHUCTEMaMH U 0a3aMH JaHHBIX TIO
HOPMHPOBAHMIO U OIUIATE TPy/la IEpCOHAIA

Pa3pabatbiBaTh 1 0pOPMIIATH JOKYMEHTHI IO HAIIPABJICHUIO JIEATEIbHOCTH
Co06r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIECHHS

Heo6xoaumele 3Hanuss | MeTosbl yueTa M aHaJIM3a MoKas3aTesiel o Tpyly U oIiare Tpyaa

MeTtob1 onpeieNieHrs, OLIeHKH U CpaBHEHUSI IPOU3BOICTBEHHOM
WHTEHCUBHOCTH U HANPsHKEHHOCTHU TpyJa

MeTo1b1 HOpMHUPOBaHUS TPYyJa

Me:xoTpacieBble U OTpaciieBbleé HOPMATUBBI TPYAOBBIX 3aTpaT
CoBpemeHHbIE (OPMBI, CUCTEMBI OILJIATHI M Y4€Ta MPOU3BOIUTEIHHOCTH
TpyZa NepcoHana

Cucrembl, MeTOIbI U (HOPMBI MATEPUAIBHOTO M HEMATEPHAILHOTO
CTUMYJIMPOBAHMs TPYAa MEpCOHAIa

Texnonoruu u Mmetopl GOPMUPOBAHMS U KOHTPOJISI OF0JKETOB
TexHonorny, METOABI U METOAUKHU IPOBEACHMSI aHAIN3a U CUCTEMaTU3alluu
JJOKYMEHTOB M HH(OpMaIuu

OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAI[HOHHOTO 00ecredeHus
[Nopsanox Tapudukanyuu padboT u pabounx, yCTAaHOBJIEHUS JOKHOCTHBIX
OKJIAJIOB, JIOTIJIAT, Ha/10aBOK U K03 (UITMEHTOB K 3apabOTHOM Ij1aTe, pacuera
CTUMYJIMPYIOIIMX BBIILIAT

Tapudno-kBanudpukanoHHbIE CIPABOYHUKHU paboT U podeccuii pabounx u
KBAJIM(MKAIIMOHHBIC XapaKTEPUCTHKH JTOJDKHOCTEN CITyKallluX
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OCHOBBI TEXHOJIOTMH TPOU3BOJICTBA U JIEATEIBHOCTH OPraHu3aluu
CtpykTypa opraHu3aluy 1 BakaHTHbIE JOKHOCTH (Tpodeccun,
CIEIHATBLHOCTH)

KanpoBas nonuTuka u ctparerus opranusanuu

DKOHOMMKA Tpy/ia

OcHOBBI 00111€H U COLIMATBLHOM MCUXOJIOTHH, COIIMOJIOTHH U ICUXOJIOTHH
Tpyna

TpynoBoe 3aKOHOAATENILCTBO U MHBIE aKThl, COAEPKAIUE HOPMBI TPYIOBOTO
IpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIC AKThI
Poccuiickoii denepanuu, B 4aCTU BEACHUS JTOKYMEHTAUHUH M0 IEPCOHALY
OCHOBBI HAJIOIOBOTO 3aKOHO 1aTe/ibeTBa Poccuiickoit deneparuu
3akoHoarenscTBo Poccuiickon denepanyy 0 NEpCOHAIBHBIX TaHHBIX
JlokanbHble HOPMATUBHBIE aKThl OPraHU3ALNH, PETYIUPYIOLINE MOPSIA0K
OpraHM3aliy TpyJa U HOPMUPOBAHMsI IEpCOHAA

[Tops ok 3akiIt0ueHus 10roBOpoB (KOHTPAKTOB)

Hopwmbl 5THKM 1€710BOT0 OOIIECHUS

bazoBbie 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE TOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H OCOOCHHOCTH pabOTh C HUMHU

Jlpyrue -
XapaKTepI/ICTI/IKI/I

3.5.2. TpynoBast pyHKIHS

HaumenoBa | Opranuzaius omiatel Tpyaa Kon E/01.6 | YpoBenn(moaypose 6
HUE IIepcoHaIa Hb) KBATH(PHUKAITIT
IIpoucxoxnenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOH (DYHKITHH OpUTHHAaJa
Kon Perucrpanuonnslii
OpUTHHA HOMeEp
na npodeccuoHaIbLHOI0
CTaHaapTa
TpynoBble nefcTBus AHaiu3 yCHemnHblX KOPIOPaTUBHBIX MPAKTUK 110 OPTaHU3alUN CUCTEMBI

OTLIATHI TPYAA MepcoHaa
Pa3paboTka cuctemsbl omiaThl TpyAa epcoHaia

dopmupoBaHUE MIIAHOBOTO OrOKeTa (OH/Ia OTIATHI TPYAA,
CTUMYJTUPYIONIMX U KOMIICHCAIIMOHHBIX BBITIIAT

BHenpeHue cuctemsl OIiaThl TpyAa epcoHana

[TonroroBka mpeaaoKeHUH M0 COBEPIIEHCTBOBAHUIO CUCTEMBI OTLIIATHI
TpyJa MmepcoHana

HeoOxomuMelie yMeHUS CocTaBisTh U KOHTPOJIUPOBATh CTaThU PACXOJ0B Ha OIIATy TpyAa
nepcoHaIa JJis TUIAaHUPOBAHMSI OI0JKETOB U (DOHJIOB

[TpuMeHSITh TEXHOJIOTHH MaTePHATEHON MOTHBAITUH B YITPABJICHUN
NIEPCOHAJIOM

Pa3pabarbiBaTh KOHIENIHMIO TOCTPOSHUSI MOTUBALIMOHHBIX TPOTPAMM
pabOTHUKOB B COOTBETCTBHH C IEJISIMH OpTraHU3aIuU

AHaJIM3MPOBATh COBPEMEHHBIE CUCTEMBI OIIAThl U MaTepUaIbHON
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(MOHETapHOI) MOTUBALIMM TPYJa s 1eJIel OpraHu3aluu
AHaIM3upoBaTh YPOBEHb OIUIATHI TPY/la EPCOHAIA IO COOTBETCTBYIOIINM
po(heCcCHOHALHBIM KBAUTH(DHUKAIISIM

ITpoBOANTH MOHUTOPHUHT 3apab0OTHOM IUIATHI HA PHIHKE TPYAA
AHam3upoBath (HOPMBI MATEPUAIIEHOTO CTUMYJTHPOBAHUS, KOMIICHCAITUH U
JIBTOT B OILJIaTe TPYJa IepcoHasia

PaboTatb ¢ nHpOpPMAITMOHHBIMU CHCTEMaMH M 0a3aMH JTaHHBIX IO OIIaTe
TpyJa nepcoHasia

CocTaBIsITh IPOTHO3BI PA3BUTHUS OILJIATHI TPYla NEPCOHAIIA

Co06u110/1aTh HOPMBI TUKHU JEJIOBOT0 OOIIEHUS

Heo6xonnMebie 3HaHUS @DopMBbI U cHCTEMBI 3apa0OTHOM TUIATHI, TOPSIOK COCTABJICHHUS OI0JIKETOB
CucreMbl, METOIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPy/ia IEpCOHAIA

TexHonoruu u MeTo 6l HOPMUPOBAHMS U KOHTPOJISI OI0JKETOB U (OHJIOB
[Topsimok Tapudukanm padoT 1 pabounx, yCTAHOBICHHUS JOJDKHOCTHBIX
OKJIAJIOB, JIOTUIAT, Ha0aBOK U KOA(DPHUITMEHTOB K 3apabOTHOM IIJIaTe,
pacuera CTUMYJIMPYIOMIMX BbIIIAT

MeTo/1p1 Onpe/iesieHns YUCIEHHOCTH PA0OTHUKOB
TapudHo-kBanupUKaXOHHBIE CIPABOYHUKHU pabOT U podeccuii pabounx
1 KBaMU(UKAIMOHHBIC XaPaKTEPUCTUKH JOJKHOCTEHN CITy>KaIINX

Mertoapl yuera u aHajan3a MoKas3aTesiel mo Tpyay v 3apaboTHOM 1uiate
TexHonoruu, METObI U METOJUKY IPOBEJCHHS aHATN3a U CHCTeMaTU3allun
JIOKYMEHTOB M WH(OpMAIHH

KanpoBas monuTuka u cTpaTerus opraHu3anuu

CtpyKTypa OpraHu3aiuy U BaKaHTHBIE TOJDKHOCTH (mpodeccuu,
CHEINAILHOCTH)

TpynoBoe 3aK0HOaTENBLCTBO U UHBIE aKThI, COAEPKAIINE HOPMBI
TPYJIOBOTO ITpaBa

OcHOBBI HAJIOrOBOTO 3aK0HO1aTesbeTBa Poccuiickoit denepanuu
3akoHonarenscTBO Poccuiickoit denepaniy 0 NepCOHANBHBIX TAHHBIX
JlokanbHbIe HOPMATHUBHBIE aKThl OPraHU3AINH, PETYIUPYIOIIUE OIIaTy
Tpyaa

OCHOBBI TEXHOJIOTHH [TPOU3BOJICTBA U JIEATEIBHOCTH OpPraHu3allun
OCHOBBI IOKYMEHTO000POTA U JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs!
[Topsiok 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOB)

OcCHOBEI 001IEH U COLUAILHON IICUXOI0THH, COLIMOJIOTHN U IICHXOJIOT A
Tpyna

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE TIOCTPOCHUE
MH(OPMALIMOHHBIX CHUCTEM H OCOOEHHOCTU PabOThI C HUMHU

Jlpyrue :
XapaKTepI/ICTI/IKI/I

3.5.3. TpynoBas GpyHKIHs

HanmenoBa | AIMUHHCTpUPOBAHHUE IPOLECCOB U Kon E/03.6 | YpoBenb 6

HUE JIOKYMEHTOO0O0pOTa TI0 BOIIPOCaM (ToTypOBEHb )
OpraHu3aluy TpyAa U OILIAThI KBaJTA(pUKAITIH
nepcoHaa
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[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYIOBOU (hYHKIIUN OpUrMHaja
Kon Peructpanuonubiit
opUruHasia HOMED
npodeccrnoHanIbHOTO
cTaHjapTa
TpynoBsie nencTBUsS AHanu3 IpoIeccoB JOKYMEHTO000POTa, JIOKATbHBIX TOKYMEHTOB T10

BOIIPOCAM OPTaHM3aLMU OIUIATHl U TPyZAA epcoHaia

OdopmieHre TOKyMEHTOB IO BOITPOCaM OIUIATHI M TPY/ia MepcoHaa
[ToaroroBka npeioxkeHui o BONpocaM OIUIATHI U TPyJAa epcoHana
[ToaroroBka npeuIoKeHU M0 COBEPIIEHCTBOBAHUIO CUCTEMBI OILJIaThI U
OpraHu3alyy TPyAa NepcoHana

JIOKyMEHTAIlMOHHOE U OPTraHU3aIMOHHOE COMIPOBOXKICHUE CUCTEMBI
OpraHu3ally U OIJIaThl TPYJla NEPCOHAJIA

[ToaroroBka u 06paboOTKa 3aIIPOCOB M YBEIOMIICHUH O paOOTHHKAX B
roCy/1apCTBEHHBIE OPTaHbl, MPOPECCUOHANBHBIE COIO3bI U IPYTUE
MpEeACTaBUTEIbHBIC OPTaHbl PA0OTHUKOB, [0 CUCTEMaM OILIATHI U
OpraHu3aIyy TPyaa nepcoHana

CornpoBoK/IeHHE JOTOBOPOB 10 OKA3aHUIO KOHCYJIBTAIIHOHHBIX,
WH()OPMAMOHHBIX YCIIYT 110 CHCTEMaM OILIaThl U OPTaHU3AIMH TPYAa
MepCOHAJIa, BKIIKOYAsl MPEJIBAPUTEIbHBIE MPOUEAYPHI 110 UX 3aKJIFOUECHUIO
HeoOxonumelie ymenust | OOecnieunBaTh JOKYMEHTAIMOHHOE COIIPOBOXKICHNE MEPOIPUSITUN TTO
OIUIATE U OpraHu3alluy TPyAa epcoHana

OdopmIsTh JOKYMEHTHI IO BOIIPOCAM OIUIATHI M OPTaHU3alUU TPY/ia
MepcoHalia, NpeI0CTaBIsieMbIE B TOCYJapCTBEHHBIE OPTaHbl,
npo¢eCCuOHANBHBIEC COIO3BI U JPYTHE MPECTABUTEIbHBIEC OPTaHbI
paboOTHUKOB

AHanM3UpoOBaTh HOPMATUBHBIE U METOJIMYECKHUE TOKYMEHTHI IO BOIIPOCAM
OIUIATHI M OpraHU3alluy TPYJla NepCcoHaa

Opranu3oBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMH
3akoHoarenscTBa Poceniickont denepanuu u 10KaIbHBIMA AKTaMHU
OpraHu3aIu

Bectu yuet u peructpanuio 10KyMeHTOB B HH(OPMAIMOHHBIX CUCTEMaX U
Ha MaTepUaIbHBIX HOCUTEIISIX

PaGorats ¢ nHGpOPMAITMOHHBIME CHUCTEMaMH 1 0a3aMU JaHHBIX [0 CUCTEMaM
OTUIATHI M OPTaHU3allUK TPY/la IEPCOHAsIa

[Ipou3BoIUTE TpeABApUTEIbHBIC 3aKYIIOUHBIE IPOLIETYPHI U OPOPMIISTH
COMYTCTBYIOIIYIO TOKYMEHTAIIUIO 10 3aKIIOYEHUIO TOTOBOPOB

Bectu nenoByro nepenucky

Co06ro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeoOxonumeie 3Hanus | [Topsimok odopmiieHus:, BeCHHUS U XpaHEHUs JOKYMEHTAIINH 110 CHCTeMaM
OTUIATHI M OPTaHU3allUK TPY/la IEPCOHAsIa

HopMmaTtuBHbIE TpaBOBBIE aKThI, PETYIUPYIOIIUE TIPaBa U 00I3aHHOCTH
TOCYJapCTBEHHBIX OPTaHOB W OPTaHU3AIMH 10 MPEAOCTABICHUIO YUYETHOM
JIOKYMEHTAIUU

TexHomornu, METoAbl U METOIMKY IPOBEICHUS aHAJIN3a U CUCTEMATU3ALINH
JOKYMEHTOB U HH(pOpMaLuu
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JlokanbHbIe HOPMATUBHBIE aKThl OPraHU3ALNH, PETYIUPYIOIINE MOPSIT0K
OILJIaThl, OPraHU3alMKY U HOPMUPOBAHUS TpyAa

OCHOBBI JOKYMEHTO0OO0POTA U IOKYMEHTAIIMOHHOTO 00ECIICYCHHUSI
[opsanox dopmupoBanus, BefeHusi OaHKa JaHHBIX U MPEIOCTABICHUS
OTYETHOCTH TI0 CUCTEMAM OIUIAThl U OpraHU3aluy TpyJia IepcoHaa
TpynoBoe 3aKk0HO1aTENILCTBO M UHBIE aKThI, COJEPKAIINE HOPMbI TPYIOBOTO
rpaBa

OCHOBBI apXMBHOTO 3aKOHO/IATEJILCTBA U HOPMATHUBHBIE ITPABOBHIE AKTHI
Poccuiickoii denepanuu, B 4aCTU BEACHUS TOKYMEHTAUHUH M0 IEPCOHALY
OCHOBBI HAJIOIOBOTO 3aKOHOAaTesbeTBa Poceniickon denepannn
3akoHozarenscTBO Poccuiickoit denepanuu 0 NepCOHAIbHBIX JaHHbBIX
[Tops ok 3akiI0ueHus! JOroBOPOB (KOHTPAKTOB)

[MTopsitok poBeACHMSI 3aKYIIOYHBIX MPOIIETYp U 0hopMIICHUS
COITYTCTBYIOIIEH JOKYMEHTAINH

Hopwmbl 5THKM 1€710BOTO OOIIECHUS

bazoBbie 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H 0COOEHHOCTH pabOTHl C HUMHU

Hpyrue -
XapaKTEPUCTUKU

3.6. O6o6uIeHHas TpyA0Bast HYHKIIHS

HanmenoBa | JleATesbHOCTB 110 OpraHU3alin Kon F YpoBeHb 6
HUE KOPIOPaTUBHON COLMAIbHON KBaJTH(pHUKAIUN
MOJINTUKU
IIpoucxoxaeHue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOH OpUTHHAaNa
TPYyA0BOH (QyHKIUHU
Kon Perucrpanuons
opuruHaia BIii HOMEp
npodeccuoHaib

HOTO CTaHJapTa

Bo3moxHbIe Crienuaimct o coualIbHbIM porpaMMam

HaWMEHOBaHUS Crnennanuct mo paboTe ¢ MpeIcTaBUTETHbHBIMU OpraHaMu PaOOTHUKOB
JOJIKHOCTEH, Cnenuanuct 1o KOprnopaTUBHON COIMAIBHON MOJIUTHKE

npodeccuit Cnenuanuct no nepcoHany

Menemkep 1o nepcoHany

TpeboBanus k Bricuiee oOpasoBanue
00pa30BaHUIO U JlononHuTenbHOE IpodeccuoHaIbHOe 00pa3oBaHue - TPOrPaMMBI
00y4€eHHIO poeCCHOHATBLHOMN MEePENOATOTOBKU M TPOTPaMMBbI ITOBBIIICHUS

KBaTM(UKAIMN B 00JIACTH COIMAIIBHBIX MPOTPAMM
TpeboBanus Kk onpITy | -
MIPaKTUYECKON pabOThI
Oco0sie ycrnoBus -
JoIycKa K pabote

Apyrue -
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| xapakTepucTHKH

JlononHUTENbHBIE XapaKTEPUCTUKH

HaumeHnoBanue nokymeHTa Kon HaumenoBanue 6a30Boii rpymniibl, JOHKHOCTH
(mpodeccun) WU CHEUATBHOCTH
OK3 2412 CrienanucTsl 1o Kajpam U npodoprueHTannu
3423 CrenuanucTsl KaJJpoBBIX CIIYXKO U YUPEIKICHUN
3aHATOCTH
EKC - Cnenuanuct 1o Kajapam
- MeHepKep 110 nepcoHay
OKIIATP 27755 DKOHOMMUCT 110 TPYLY
22956 Nucnekrop o kaapam
OKCO - -
3.6.1. TpynoBas GpyHKIHs
Haumenoa | Pa3zpaboTka koprnopaTuBHOI Kon F/01.6 | YpoBenb 6
HHE COLIMAJIBHOM ITOJIMTUKHU (mogypoBEHb)
KBaTM(UKAITUH
[Ipoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hYHKITHH OpUTHHaJa
Kon Perucrpanuons
opuruHaia BIii HOMEp
npogeccuoHaib

HOTO CTaHIapTa

Tpynoseie nencTBus

AHanu3 yCrenHbpIX KOPIOPAaTUBHBIX MPAKTUK 10 OPraHU3alUK COLMATIBHOTO
[IapTHEPCTBA, COUUAIBHON OTBETCTBEHHOCTH U COLUAIIBHBIX ITPOrpaMM

Pa3paboTka KOpHopaTHUBHBIX COIMAIBHBIX TPOrpPaMM

Paspa60TKa CHUCTCMBI BBIILIJIAT pa6OTHI/IKaM COIIMAJIbHBIX JIBI'OT

Opranuzainus 1neperoBopoB ¢ npoheccuoHaIbHBIMU COI03aMH U IPYTUMU
MPe/ICTaBUTEIbHBIMU OpTaHaMu paOOTHUKOB, OOIIIECTBEHHBIMU
OpraHU3aIMsIMU, B3aUMOJICHCTBHE C TOCYaPCTBEHHBIMU OpraHaMu

[ToaroroBka npeanoxxeHuit o GopMUPOBAHUIO OIOJKETA B YACTH
obecrieueHrst KOPIIOPATHBHON COMMATIEHON TTOJIUTUKHI

Heo6xoanumelie ymeHUst

OHpe,Z[CJI}ITB LEJICBBIC I'PYIIILI IEPCOHAIA IJIA pa3pa60T1<1/1
CIICIIMAJIM3NUPOBAHHBIX COITMAJIBHBIX IPOTrpaMM

JloBoIMTH MH(OPMAIHIO O COLIMATIBHBIX MTPOrpaMMax JI0 LEJIEBbIX TPy
IIEPCOHAJIA C UCIIOJIB30BAHNEM HHCTPYMEHTOB BHYTPEHHUX KOMMYHUKAIIMI

OHpe,I[CJI}ITB KPpUTCPUU U YPOBHH YOBJICTBOPCHHOCTHU IEPCOHATIA

Hcmons3oBaTh MaT€pHaJIbHbIC U HEMATCPHUAJIBbHBIC CUCTEMbI, METOAbBI U
q)OpMLI MOTHUBAIIMU B YIIPABJICHUH IICPCOHAIOM

Onpenenatb 00BEMBI CPEACTB ISl peaTU3alNK COITMATbHBIX TapaHTHH,
KOPIOPATUBHBIX JBIOT U MHBIX 3JIEMEHTOB KOPIIOPATUBHBIX COI[UATBHBIX
nporpamm st popMUpOBaHUs OI0JKETOB

CocTaBiATh U KOHTPOJIMPOBATH CTAThH PACXO0B HA COLUAIbHBIE IPOIPAMMBI
JUIs TUIAHUPOBAHUS OFOIKETOB

27.01.2020
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[Tpou3BoIUTE TpeBApPUTEIBHBIC 3aKYITOYHBIC MTPOIIETYPBI U OPOPMIICHUE
CONMYTCTBYIOIIEHW TOKYMEHTAIUHU 10 3aKJIFYEHUIO JOTOBOPOB

Co06ir01aTh HOPMBI ATHKH JICTIOBOTO OOIIEHUS

HeoOxonuMble 3HaHUS

[Topsanox 1 MeToAbl pa3pabOTKH IJIAHOB U MPOrPaMM COLIUATIBLHOTO Pa3BUTHUS
OpraHu3alu

Merop! aHaNM3a BHIIOIHEHHS COLUATIBHBIX MPOrPaMM H OTIPEEIICHUS HX
HKOHOMHUYECKOH 3 (HEKTUBHOCTH

Cuctemsbl, MeTObI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPyJla IEpCOHAIIA

TexHnonoruu u MmeTo bl GOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

MGTOI[BI IMPOBCACHUA COLNOJIOTHUICCKUX HCCHGI[OB&HI/Iﬁ, HU3YUCHUA
O6H.ICCTB€HHOFO MHCHUA

TCXHOJIOFI/II/I, MCTOAbI 1 MCTOAWKH IMTPOBCACHUA aHaJIM3a U CUCTEMATU3alluu
JAOKYMCHTOB U I/IH(1)OpMaI_II/II/I

[opsimok mpoBeeHuUs 3aKyIMOYHBIX MPOLEAYP U 0HOPMIICHUS
COIIYTCTBYIOIIEH JOKYMEHTALUH

OCHOBEI HpOI/I3BOILCTBCHHOI>'I JACATCIbHOCTH OpraHru3alun

OCHOBBI 06HICI>'I nu COHH&HBHOﬁ IICUXOJIOTHH, COOMOJOIN U IICUXOJIOTHH
Tpyna

CprKTypa, LHCJIM, CTPATCIrUA U KaaApoBas INOJIMTUKA OPpraHrnu3alnun

TpynoBoe 3aKk0HOIATENILCTBO U UHBIE aKThI, COJAEPKAIME HOPMBI TPYIOBOTO
rpaBa

OCHOBBI HAJIOT'OBOT'O 3aKOHOAaTeNIbeTBA Poccuiickon denepannun

HopmartuBHbIE TpaBOBbIE aKThl, PETyJIUPYIOIIKE MpaBa U 00I3aHHOCTH
rOCy/1IapCTBEHHBIX OPTaHOB, MPOPECCUOHAIBHBIX COI030B U IPYTUX
IIPEJCTABUTENBbHBIX OPraHOB PaOOTHUKOB

3akoHoarenscTBO Poccuiickon denepanyvi 0 NEpCOHAIBHBIX JTaHHBIX

JloxasibHBIE HOPMATUBHBIE AKThl OPraHU3aLUH, PETYIUPYIOIIHUE TOPSIAOK
(hopMUPOBaHHS COIIMATIBHON TTOJIUTUKHU

OcHoBbI IpaBoBOTO peryaupoBanus Poccuiickoin denepanuu nopsjaka
3aKJIFOYEHUHU JOTOBOPOB (KOHTPAKTOB)

HOpMBI O9THUKHU JCJIOBOTO O6H.I€HI/IH

bazoBble 0CHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(POPMAIIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMHU

HApyrue
XAPAKTCPUCTHUKHU

3.6.2. TpynoBas pyHKIIsS

Haumenosa | Peanuzanus kopnopaTuBHOMN Kon | F/02.6 | YpoBenb 6
HHE COLIMAJIBHOM MTOJIMTHKHU (moxypoBeHb)
KBaJTU (DUKAITIH
[Tpoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOH (DYHKITHH OpHUTHHANA
Kon Perucrpannonx
opuUTrHHaia bl HOMEP
npodeccuoHanb

27.01.2020
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TpynoBeie nelcTBUs BrenpeHne KoprnopaTuBHBIX COLMANIBHBIX POrPaMM, B TOM YHCIIE 11O
COLMAJIBHOW MOJIEPIKKE OTJCIBHBIX TPYNI PAOOTHUKOB

Peanu3anus cucTeMbl COLMANBHBIX JILIOT, BBIILIAT PAOOTHUKAM C YYETOM
TpeboBaHuil 3aKoHoaTenbeTBa Poceniickoit depepannn

OueHka y0BI€TBOPEHHOCTH NIEPCOHAIA KOPIIOPATUBHON COLMATIBHOM
MOJIMTUKOMN

Ornenka 3 heKTUBHOCTH MEPONPHUATHI KOPIIOPATUBHOM COITUATBLHOM
MIOJINTUKU

[ToaroroBka npeIokeHu 1o COBEPIIEHCTBOBAHUIO MEPOIIPUATUN
KOPIIOPAaTUBHOM COLMAJIBbHON MMOJUTHUKU

[ToaroroBka npeanoxxeHuit o GopMUPOBAHUIO OIOKETa HA peaTn3aIuio
KOPHOPaTUBHON COLMAIbHON MOJUTHKU U COLMANIBHBIX TPOrpaMM
HeoOxonumeie ymenust | PaccuuThiBaTh 3aTpaThl Ha MPOBEACHUE CIICUATHU3UPOBAHHBIX COLIMATBHBIX
IpOrpaMm

[IpoBOAUTH MOHUTOPHUHT YCHEIIHBIX KOPIOPATUBHBIX COLUATIBHBIX
[IpOrpaMm

[IpoBOAUTH MEPONIPUATHUS B COOTBETCTBUU C KOPIOPATUBHON COLMATIBHOU
MOJIUTUKOMN

Ornpenendars 1efieBble TPYIIbI IEpCOHANA ISl CO30aHus
CHEIHAIM3UPOBAHHBIX COI[MAJIBHBIX TPOrpaMM

Ornpenenarb KpUTEPUH U YPOBHHU YAOBJIETBOPEHHOCTH IEpCOHAA
Omnpenensats 3¢ (HEeKTUBHOCTH MEPONIPUATHI peaTi3yeMOoi KOPIIOpaTHBHOK
COLIMAJIbHOW MOJIMTUKU

Opranu3oBbIBaTh B3aUMOJICHCTBUE C FTOCYAAPCTBEHHBIMU OpraHaMH,
npo¢eCCHOHATIBHBIMU COI03aMH U APYTUMHU MIPEICTaBUTEIbHBIMUA OpraHaMH
pabOTHUKOB, OOIIECTBEHHBIMHM ¥ MHBIMU OpraHU3alUsIMU 110 BOIpOcam
peanu3anuy KOPIOPATUBHON COUMAIBHON MOJUTUKH

AHanM3upoBaTh PHIHOK YCIIYT 110 COLUANBHBIM U CTIELUATU3UPOBAHHBIM
IIporpaMMaM COLIMATIbHOW MOAJIEPKKH WICHOB II€JIEBBIX IPYIMI U TOTOBUTh
IIPEITIOKEHUS 10 UX NTOCTABILMKAM

[Ipon3BoauTh MpeaBapUTEIbHBIE 3aKYIIOUHBIE TPOLIETYPHI U OPOPMIISTH
COIIYTCTBYIOIYIO TOKYMEHTALMIO 110 3aKJIFOUEHUIO JOTOBOPOB
Co06ro1aTh HOPMBI ATHKHU JIEJIOBOTO OOIIECHHS

Heo6xonnMmele 3HaHMS Bonpocs! ynpasiieHus: COnMaabHbIM Pa3BUTHEM OPraHU3ALNN

Meroabl aHaIM3a BBIOJIHEHUS! KOPHOPATUBHBIX COLUANIBHBIX POTPAMM U
OIpeJIeNIeHUs] X SKOHOMUYeCKOoi 3¢ hekTHBHOCTH

Cucrembl, MeTO/IbI, (HOPMBI MAaTEpUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPy/la NEPCOHAIA

MeTob1 TPOBEIEHUS COLIMOIOTMYECKUX UCCIIeI0BAaHUM, U3YyUESHUS
OO0IIIECTBEHHOTO MHEHUS

TexHonoruu, METObl U METOAMKHU MPOBEACHMS aHaIN3a U CUCTEMaTH3alluu
JOKYMEHTOB U HH(pOpMaluu

HopmaTtuBHbIe paBoBbI€ aKThl, pETyJIHUPYIOLIUE MpaBa U 00A3aHHOCTH
rOCYJJapCTBEHHBIX OPTaHOB, MPO(PECCHOHATBHBIX COI030B U APYTHX
MIPEICTaBUTENbHBIX OPraHOB PAaOOTHUKOB IO MTPEIOCTABIECHUIO YUETHOM
JOKYMEHTaIU!

[ops ok mpoBeeH s 3aKyIIOYHBIX MPOLETyp U 0hopMIIeHUS
CONYTCTBYIOIIEH JOKYMEHTALUU
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CTpyKTypa, 111, CTpAaTerus U KaJipoBasi MOJIMTUKA OPraHU3alun
OCHOBBI POX3BOJICTBEHHOH JEATEIBHOCTH OpraHu3alliu

OcCHOBBI 00IIECH M COLMATLHOM ICUXO0JI0THH, COLIMOJIOTHH U IICHXOJIOTUH
Tpyna

TpynoBoe 3aKOHOAATENILCTBO U UHBIE aKThI, COJEPKAIINE HOPMbI
TPYAOBOTO ITpaBa

OCHOBBI ApXMBHOI0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE TIPABOBBIEC AKTHI
Poccuiickoit dexnepaiuu, B 4aCTU BEACHUA IOKYMEHTALUM 110 MEPCOHAITY
OCHOBBI HAJIOTOBOTO 3aKOHOAaTe/IbeTBa Poccuiickon denepannn
3akoHojarenbcTBO Poccuiickoi denepannn 0 NepCOHAIbHBIX JaHHBIX
JlokanbHbIE aKThl OPraHU3alUH, PETYIUPYIONINE MOPSAI0K BHEIPEHUS
COLIMAJIbHOM ITOJINTHKH

[lops /10K 3aKJIF0UEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1€710BOTO OOIICHUS

bazoBbie 0CHOBBI HH()OPMATHUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(POPMAIMOHHBIX CHCTEM U OCOOEHHOCTH PabOThI C HUMHU

Jpyrue XxapakTepucTuku | -

3.6.3. TpynoBast pyHKIHSA

HaumenoBa | AnMuHHCTpUpPOBaHHUE MPOLIECCOB U Kon F/03.6 | YpoBeHn 6
HUE JOKYMEHTO00O0pOTa IO BOIIPOCaM (moaypoBeHb)

KOPIIOPAaTUBHOM COIMATIbHOM KBTI (DUKAITAH

TIOJINTUKU
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYyA0BOH (QyHKIUU OpUTHHAaJa

Kon Perucrpanuonnsii
OpUTHHAaJa HOMEp
npogeccuOHaIBLHOIO
CTaHJapTa

Tpynoseie nencTBus AHanu3 nporeccoB JOKYMEHTO000pOTa, JIOKAaJIbHBIX TOKYMEHTOB IO

BOIIPOCAaM KOPHOPATUBHON COUUAIBHOM MOJUTUKH

JlokymeHTarimoHHoe 0(hopMIICHHE PE3yIbTaTOB KOPIIOPATUBHON COIIMAIBHON
MOJUTUKH

[ToaroToBka npemyioKEHUN MO Pa3BUTHIO KOPIIOPATUBHOM COLIMATBHOMN
MOJUTUKHU

[ToaroToBka pe3ysbTaTOB aHAIM3a COOTBETCTBUS KOPIOPATUBHOMN
COLIMATILHOW MOJIMTUKU TPeOOBaHUSIM 3aKOHOJaTeNbCcTBA Poccuiickoi
denepany U YCIOBUSIM PbIHKA TPYyIa

JIOKyMEHTallMOHHOE U OPTaHU3ALMOHHOE CONIPOBOXKICHUE MEPOIIPUATHI
KOPIIOPATUBHOM COLMAIILHOW IMOJUTUKHU

[MoaroroBka u 06paboTKa 3alIpoOCOB M YBEIOMIIEHUH 0 paOOTHHUKAX B
rOCy/IapCTBEHHBIE OPTaHbI, MPOPECCHOHANBHBIE COIO3bI U IPYTHE
MpeACTaBUTEIbHBIE OPTaHbl PAOOTHUKOB IO BOITPOCAM COITUATBLHOMN
MOJIMTUKY B OTHOLIEHHUH NEPCOHAIIA

ConpoBOXK/I€HHE JOTOBOPOB MO OKA3aHUIO KOHCYJIbTALIMOHHBIX U
MH(OPMAIIMOHHBIX YCIYT 110 MEPOTIPHUSTUSIM KOPIIOPATUBHON COIUATBHON
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IOJIMTHUKH, BKJIIHOYas NPCABAPHUTCIIBHBIC MTPOLUCAYPHI IO UX 3aKJIFOYCHUTIO

HeoOxomumbie ymeHHs

OdopMIsATh JOKYMEHTHI IO BOIPOCaM KOPIOPATUBHOM COIMAIbHOI
MOJIUTHKH, TTPEIOCTABIISIEMbIE B TOCYAapPCTBEHHBIE OPraHbl,
MIpe/ICTaBUTENIbHBIC OPTaHbl pAOOTHUKOB

AHanu3upoBaTh NpaBUiIa, MOPSIKH, IPOLEAYPbl KOPIIOPATUBHON
COLIMAJIbHOW NOJIUTHKU

OO0ecrieunBaTh AOKYMCHTAIHOHHOC COIIPOBOXKIACHUC COIIMAILHOM ITOJIUTUKU
B OTHOIICHUH IICPCOHAJIA

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
ApXMBHOIO 3aKkoHOAaTesbecTBA Poccuiickoit deaepaiiuu U J0KaJIbHBIMU
aKTaMH OpTraHu3aluu

[Ipou3BoauTh MpeaBapUTEIbHbIEC 3aKYIIOUHBIE IPOLIETYPHI U OPOPMIISTH
COITYTCTBYIOIYIO IOKYMEHTALMIO 110 3aKJIFOUYEHUIO JOTOBOPOB

PaGoTtath I/IH(1)OpMaI_II/IOHHBIMI/I CHCTEMaMH U 0azaMu JaHHBIX I10 BOIIpOCaM
COIII/IEUILHOfI IOJIMTUKK B OTHOIICHHWHU IIEPCOHATIA

Bectu YUCT U pErucTpaluo 10KyMEHTOB B I/IH(I)OpMaI_II/IOHHLIX CHUCTEMAX U
Ha MaTCPUAJIbHBIX HOCUTCIIAX

Bectu ACJIOBYHO IICPCIIUCKY

Co06r01aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

HOpH,Z[OK Oq)OpMJ'IeHI/IH, BCACHHUA U XpAHCHUA JOKYMCEHTAIUU 110 COIlMaJIbHOM
ITOJIMTUKC B OTHOIICHHH IICPCOHAJIA

[opsanox hopmupoBanus, BefeHus OaHKa JaHHBIX U MPEIOCTABICHUS
OTUYETHOCTH IO BOIIPOCAM COLIMAJILHON MOJIUTUKU B OTHOIIEHUH TIEPCOHANIA

TexHomoruu, MeToAbl U METOJAUKHU IIPOBEICHUS aHAJIN3a U CUCTEMATU3ALUN
JJOKYMEHTOB M HH(OpMaluu

OcHOBEI I[OKYMCHTOO60p0Ta U JOKYMCHTAIIUOHHOT'O obecneueHUs

[Topsiox mpoBeeH sl 3aKyTIOYHBIX MPoLeTyp U 0opMIIeHus
CONYTCTBYIOIIEH JOKYMEHTALUU

CtpykTypa opraHu3aiuy U BaKaHTHBIC JOJDKHOCTH (Tpodeccuu,
CHEHHAIBLHOCTH)

Tpy10BO€ 3aKOHO/IATEILCTBO U MHBIE AKThI, COJIEPIKALIME HOPMBI TPYJI0BOTO
rpaBsa

OCHOBBI ApXMBHOT0 3aKOHO/IATEIILCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALUU 110 IIEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aK0HO 1aTesIbeTBA Poccuiickoit denepanuu

HopMmaTtuBHBIE TpaBOBBIE aKThI, PETYIUPYIOININE TIPaBa U 00I3aHHOCTH
rOCyJapCTBEHHBIX OPTraHOB, TPO(ECCHOHATBEHBIX COI030B U IPYTUX
MIPEICTAaBUTENBHBIX OPraHOB PAOOTHUKOB TIO MPEIOCTABICHUIO YUETHOM
JIOKYMEHTaIUU

3akoHoarenscTBO Poccuiickoit denepaiyiy 0 NepCOHANbHBIX TAHHBIX

JlokanbHBIE HOPMATUBHBIE aKThl OPraHU3ALNH, PETYIMPYIOIINE MTOPSII0K
BHEJIPEHUsI KOPIIOPATUBHOW COLMATIbHOM IOJUTUKHA U COLUAIBHBIX
IIporpamm

[Tops 10K 3aKII0OUEHUS TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1€710BOTO OOIIIEHUS

bazoBbie 0CHOBBI HH(DOPMATUKH, CTPYKTYPHOE MTOCTPOCHHE
MH(OPMAITMOHHBIX CHCTEM U OCOOEHHOCTH PabOThI C HUMHU

HApyrue
XapaKTeCPUCTUKU
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3.7. O606meHHas TpyaoBast (HyHKIIHS

HaumenoBan | OnepaninoHHOE yIIpaBjeHUE IEPCOHATIOM U Kon G YpoBeHb 7
ue I10/Ipa3/IeJIEHUEM OpraHU3aluH KBaJTM (DUKAIIH
u

[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
00001eHHON OpUTHHAJIA
TpYyI0BOU (QyHKIIUU

Kon Perucrpanuons

OpUTHHaJa BIif HOMEDP
npodeccruoHab

HOT'O CTaHIapTa

Bo3MoxHEIE
HaMMEHOBAHUS
JOJDKHOCTEH,
npodeccuit

PykoBoauTeNbh CTPYKTYPHOTO MOIpa3AeIeHUs
HavaneHuk cTpyKTYpHOro noipa3aeneHus

TpeboBanus
00pa30BaHMIO U
00y4YeHUI0

Bricuiee oOpa3oBaHue - CrielIMaIUTET, MarucTparypa

JononuutenbHOe NpodeccuoHaIbHOE 00pa30BaHUE - IPOrPAMMBI
npogeccuOHaIbHON NEePenoAroOTOBKY B 00JIACTH YIIPaBIICHUS IEPCOHAIIOM,
OTIEPAI[MOHHOTO ¥ TAKTUYECKOTO YIIPABJICHUS; IPOIPaMMBbI ITOBBIILICHUS
KBaJIM(HUKAIMK B 00JIACTH YIIPaBJIEHUS IEPCOHAIOM, OTIEPALIUOHHOTO U
TAKTUYECKOT0 YIPABJIEHUS

TpeboBaHMs K OIBITY
MIPaKTUYECKON pabOThI

He menee miaTu et B o0acTu YIipaBJICHHS IIEPCOHATIOM

Oco06ble ycrnoBus
JoIycKa K pabote

Jpyrue

XAPAKTCPUCTHKHU

JlonomHuTEIbHBIE XapaKTEPUCTUKH

HanmeHnoBanmne qokymeHTa

Konx

HanmenoBanme 6a30B0ii TPYIIIHI, TOKHOCTH
(mpodeccun) niK crenuantbHOCTH

OK3

1232

PykoBoauTenu noapazaeneHuii (ciyx0) ynpaBieHus
KaJipaMu ¥ TPYJOBBIMH OTHOIICHUSIMU

EKC

HavanwHuk otena kaapon

Hauanbpank OT/JCJIa OpraHu3alu U OIUIATHI TpyJa

Hauansank OTACJIa IMTOJArOTOBKU KaAPOB

HavansHuk oT/iena conuaibHOTO Pa3BUTHS

3aBeyronuil (HauaabHUK) OTACIIOM KaJIpOB

OKII/ITP

MeHekep 1o nepcoHany

3.7.1. TpynoBast pyHKIHS

Haumenosa | Pa3pa6oTka cucTeMsl onepanuonHoro | Kox G/01.7 | YpoBeHb
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HHE yIIPaBICHUS MIEPCOHATIOM U PabOTHI (monypoBeHb)
CTPYKTYPHOTO MOAPa3ICICHHUS KBaJIU(DUKALIMH
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYIOBOU (hYHKIIUN OpUruHasa
Kon Peructpanuonubiit
OpuUrvuHaa HOMED
npodeccuoHanbHO

ro cTaHxapTa

TpynoBsie nencTBUs AHanu3 ycnemHbsX KOpIopaTUBHBIX MPAKTUK 110 BOIIPOCAM CTPATErHueCKOIro
1 OIIEPAaTUBHOIO YIIPABJIEHHSI IEPCOHAJIOM OpraHU3alUH

ITocTaHOBKA OMEPATHUBHBIX IIEJIEH 10 BONPOCAM YIIPABIICHHSI IEPCOHATIOM
Pa3pa0oTka I1aHOB, IPOrpamMM U IPOLEYpP B YIPABIECHUH IEPCOHAIOM
Pa3paboTka npeiokeHui o CTPYKType TOapa3AeiieHUs ¥ MOTPEOHOCTH B
nepcoHae

Pazpabotka npeioxkeHuii mo ooecredeHuIo IepcoHaioM, GOPMUPOBAHHIO
CHCTEM OLICHKH, Pa3BUTHS, OILIAThI TPY/a, KOPIOPATUBHBIM COLUAIbHBIM
MpOrpaMMaM U COLMAIbHON MOJIMTHKE

Pazpabotka npeioxkeHuit o 3aTpatax 1 popMHUpOBaHUIO OI0/KETa Ha
IIepCOHAaI

PazpaboTka npeiokeHui 1o 3aKIF0UeHHUI0 JOTOBOPOB 10 YIPABICHUIO
IIEPCOHAJIOM C IOCTaBIIUKAMU yCIIYT U IIPOBEICHUE IPEABAPUTEIBHBIX
IpOLEeyp MO MX 3aKIHOUYEHUIO

HeoOxonumelie ymenust | Opranu3oBbIBaTh pabOTy MepcoOHaNa CTPYKTYPHOTO OJIpa3aesieHus
OmnpenensaTh 3a/1aun IepCOHaNa CTPYKTYPHOTO MO/Ipa3AeeHNs, UCXOIs U3
LIE€JIEN U CTPATETUU OpraHU3aALNH

Co31aBaTh M ONKMCHIBaTh OPraHU3ALMOHHYIO CTPYKTYPY, LIEH, 3a7a4H,
(YHKIIMU CTPYKTYPHOIO MO/Ipa3iesIeHus

[TpuMeHATh METOIbI YIIPABICHHS MEKIMNYHOCTHBIMU OTHOLLICHUSMH,
q)OpMHpOBaHI/IH KOMaH/, Pa3BUTUA JUACPCTBA U UCITIOJTHUTCIIBHOCTH,
BBISIBJICHUSI TAJIAHTOB, ONPEJIETICHUS yIOBJIETBOPEHHOCTH pabOTOM
OnpenensTh, aHATU3UPOBATh, MOJEIMPOBATh U BBICTPANBaTh BHYTPEHHHE
KOMMYHHKAUX I€PCOHAJIa

PazpabaTbiBaTh NPOEKTHBIE NPEATIOKEHHS U MEPONIPUATHS 10 FPHEKTUBHON
paboTe nepcoHasa

BHeapsATh cTpaTeruio 1no ynpasieHUIO IEPCOHATIOM

CocTaBisATh, paCCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTAThU
pacxo/10B Ha MepCcoHall, pa3padaThIBaTh MPeUI0KEHUS 110 3aTpaTaM Ha
nepcoHain Juist popmupoBaHus Or0KeTa

IIpencraBnsTh HHTEPECHl OPTaHU3AIMH U BECTU TIEPETOBOPHI C
HpO(beCCI/IOHaIII)HBIMI/I COI03aMU M APYIrUMH NpEACTaBUTCIIBHBIMU OpraHaMu
pabOTHHKOB, B3aMMOIEHCTBOBATH C FOCYIAPCTBEHHBIMU OpraHU3alusIMu
AnHanmm3npoBaTh HH)OPMAIIHIO 110 TOCTABIIMKAM YCIyT B 00J1aCTH
yTIpaBJICHUs! IEPCOHAJIOM U TI0 YCIOBHUSM 3aKJII0YaeMbIX JOTOBOPOB
[Ipou3BoauTh MpeaBapUTEIbHbIE 3aKYIIOUHBIE TPOLIETYPHI U OPOPMIISTD
COITYTCTBYIONIYIO JOKYMEHTALMIO TI0 3aKJIIOYEHHUIO I0TOBOPOB

PaboTaTh ¢ mHGOPMAIIMOHHBIMU CHCTEMaMHU U 0a3aMH JIAHHBIX 110 BOIIPOCAM
yIIpaBJICHUS IEPCOHAIOM
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OpFaHI/I3OBBIBaTB 1 MMPOBOANTH KOPIOPATUBHBIC MCPOIIPUATHA C IICPCOHATIOM

Co0r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIICHHS

Heo0Oxoaumbie 3HAHUS

MeTo/1b1, cIOCOOBI 1 MHCTPYMEHTBI YIIPABJIEHUS IEPCOHATIOM

HGJ'II/I, CTpaTCTusl Pa3BUTUA U OusHec-IIaH OpraHnu3alnn

Ilonutuka YIIpaBJICHUA IICPCOHATIOM OpraHU3allvun

MeToapl aHanM3a KOJUYSCTBEHHOI0 U Ka4YeCTBEHHOI'O COCTaBa NnepcoHajia

CucreMbl CTaHAAPTOB 1O OU3HEC-TIpolieccaM, MpodeccusiM, HOpMaM Tpyda

Cuctemsbl, MeTOABI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBaHUs TPyla IEPCOHAIIA

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFOIKETOB

[Tops ok mpoBeeH s 3aKyIIOYHBIX MPOLIETyp U 0hopMIIeHUS
CONYTCTBYIOIIEH JOKYMEHTAIMU

OCHOBBEI HpOI/I3BOI[CTBCHHOI71 JACATCIIbBHOCTH OpraHn3alinin

OcCHOBBI 00IIEH M COLMAILHOM ICUXO0JI0TMH, COLIMOJIOTHH U IICHXOJIOTUH
Tpy/ia, S)KOHOMUKH TPy/ia, 0€30MaCHBIX YCIOBHH TPy

CTpyKTypa Opranusanuu

TpyroBoe 3aK0HO/1AaTENILCTBO U MHBIE AKThI, COJEPKALUE HOPMBI TPYI0BOTO
rpaBa

OCHOBBI ApXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIEC AKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS IOKYMEHTAUUH M0 MEPCOHALY

OCHOBBI HAJIOTOBOTO 3aKOHO 1aTe/ibeTBa Poccuiickoit deneparuu

OcHOBBI MUTPAIIMOHHOTO 3aKOHO1aTesbeTBa Poccuiickoit denepanui, B
YaCTH NPUBJIEYEHUS U TPYAOYCTPOHCTBA HHOCTPAHHBIX IPAXKAAH U JIUIL Oe3
I'PAKJAHCTBA

OCHOBEI AIMHUHUCTPATUBHOI'O 3aKOHOAATCJILCTBA B obnactu YIIpaBJICHUA
NEPCOHAJIOM U OTBECTCTBCHHOCTH JOJDKHOCTHBIX JINI]

3akoHoarenscTBO Poccuiickoit denepaniy no 3aiuTe NepcoHATbHBIX
JTAHHBIX

JlokasbHBIC HOPMATHBHBIC aKThl OPTaHU3AIIMU B 00JIACTH YIIPABICHHS
TIEPCOHATIOM

[Tops 10K 3aKII0OUEHUs TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5Tk# nenoBoro oOIeHus

bazoBbie 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE IIOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0OCOOEHHOCTH PabOThl C HUMU

Hpyrue
XapaKTEePUCTUKHI

3.7.2. TpynoBas pyHKIIS

HaumenoBa | Peanu3zanus onepaiioHHOTO Kon G/02.7 | YpoBeHb 7
HHE YIIpaBJICHUS IEPCOHATIOM B pabOTHI (TIoTypOBEHb )
CTPYKTYPHOTO MOJIpa3/ieJIeHUs KBaJTM(pUKAITIH

[Tpoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOH (hYHKITHH OpHUTHHAIA

Kon Perucrpanuon

opuUTrHHaia HBI HOMEp
npodeccruoHan
BHOTO
27.01.2020 Cuctema TAPAHT 41/55


http://ivo.garant.ru/document/redirect/12125268/5
http://ivo.garant.ru/document/redirect/12137300/2
http://ivo.garant.ru/document/redirect/10900200/20001
http://ivo.garant.ru/document/redirect/12125267/24
http://ivo.garant.ru/document/redirect/12148567/4

ITpuka3 MuHuCTEpCTBa TPYAA U CONMaIbHOM 3amuThl PO ot 6 okTs10ps 2015 1. N 6911 "OO0 yTBEpKICHUH. ..

cTaHaapra

TpynoBsie nencTBUs IInanupoBaHue NEATEIBHOCTH TOAPA3ICICHUS U IEPCOHAIIA

OrnepaTUBHOE yIPaBJIEHUE IEPCOHAIIOM NTOAPA3/IEICHNs OPraHu3aluu
Pacyer 3arpaT no noapasaeneHuIo U NOArOTOBKA NPEIJIOKEHUN IS
dbopmupoBaHus OrOKETa

Pa3paboTka cTaHIapTOB NEATEILHOCTH MOAPA3ACICHUS U YHU(PHUKAIHSA
IIPOLIECCOB

ITpoBeneHNEe MHCTPYKTAXKa IO OXpaHe Tpyaa

[TocranoBKka 3a/1a4 pabOTHUKAM CTPYKTYPHOTO MOJpa3ieaeHHUs,
OIPEJIEJIEHUE PECYPCOB JJIsl X BBIIOJHEHUS, KOHTPOJIb UCIIOJIHEHUS
AHau3 TIaHOB ¥ OTYETHOCTH MOAYMHEHHBIX paOOTHUKOB, pa3padoTKa
IPEJUI0KEHUH 10 YIYUIIEHUIO NT0Ka3aTesei 1eTeNbHOCTH NOApa3AeIeHHs
dopMHpPOBAHUE OTYETOB O PabOTE CTPYKTYPHOTO MOAPa3/IeIIeHuUs
Heo6xoaumeie ymeHust OnpenensaTs 30HBI OTBETCTBEHHOCTH U 3(h(heKTUBHOCTH pabOTHI IepcoHaa
CTPYKTYPHOTO MOJpa3ieNeHus, pacIpeesaTh 3a1auu U 00ecreunBaTh
MaTepUaIbHO-TEXHUYECKUE PECYPCHI ISl UX UCTIOTHEHMUSI

[IpuMeHATh METO bl ONIEPATUBHOTO YIIPABIECHUSI IEPCOHATIOM OpraHHu3aluu
KoHTposmpoBaTh UCIIOIIHEHNE IOPYYEHUH U 33]1a4, BHOCUTh
CBOEBPEMEHHBIE KOPPEKIMU B IIJIaHBI U 3a/1a41

OnpenensaTh mokazarenu 3PPEeKTUBHOCTH pabOThI IEpCOHAIIA
NO/Ipa3iesICHUs

VY1paBisaTh MOTUBALMEN IIEPCOHAIIA, €0 BOBJICYEHHOCTBIO U JUCHUIIIIMHON
Tpyna

CocTaBisTh MIaHbl AESITEIbHOCTH CTPYKTYPHOTO MOApA3AeIeHUS
OpraHu3anuu

CocTaBisiTh, pacCUUTHIBATh, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTaThU
pPacxoJI0B CTPYKTYPHOTO Mojapa3aenaeHus i GOpMHPOBAHHUs OI0JKETOB
IIpon3BOaUTE aHAIN3 TEKYIIEH IE€ATEIBHOCTH CTPYKTYPHOTO
NIOJIpa3IeJICHUs] U BHEAPATH NPOLIENYPHI 110 €€ ONTUMHU3ALUN
[IpencraBisiTh UHTEPECH OPraHU3ALMH U BECTH MIEPETOBOPHI C
rOCyJapCTBEHHBIMU OpraHaMu, MPO(peCCHOHATbHBIMU COI03aMH U JPYTUMHU
IIpeJICTaBUTENIbHBIMU OpraHaMu pabOTHHUKOB 10 BOIIPOCAaM NEpCcoHaIa
Bectu neperoBopsl ¢ NOCTaBUIMKAMU YCIYT 110 YCIOBHUAM 3aKI0YaEMbIX
JIOTOBOPOB

[Tpon3BoNTH MpeIBapUTENbHbIE 3aKYIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTAIMIO MO 3aKJIIOUEHHUIO JJOTOBOPOB

[TpoBOIUTH ayTUT pe3yabTaTOB pabOTHI C IEPCOHATIOM

PaboTaTh ¢ nHGOPMAIIMOHHBIMU CHCTEMaMH U 0a3aMH JTaHHBIX 110
BOIIPOCAM YIPABJICHUS] IEPCOHAIOM

Co0:1101aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHSI

Heo6xonnMele 3HaHUS Teopuu ynpasiieHUs: NEPCOHAIOM M €M0 MOTHBALIUU

MeTo/p1 aHaIM3a BBIMOJIHEHUS TUIAHOB U 33/a4, OIpe/IeIeHHs UX
HKOHOMHUYECKON 3P (PEKTUBHOCTH

@DopMBbI U METOIbI OLICHKH MEPCOHAJIA U PE3yJIbTaTOB UX Tpya
TeXHOJIOrMM ONEepaTUBHOIO YIPABJIEHUS IEPCOHAIIOM OPTraHU3aAlUN
CucreMsbl, MeTOJIbI U (HOPMBI MAaTEPUAIBHOTO M HEMAaTEPHAIbHOTO
CTUMYJIMPOBAHUS TPy/ia NEPCOHAIA

TexHonoruu u MeTopl GOPMUPOBAHMS U KOHTPOJISI OI0JIKETOB
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Teopun 1 METOBI YIIPABJICHUS PA3BUTHEM IIEPCOHAIIA

DKOHOMUKA Tpy/ia

OpraHu3alMOHHO-IITATHAS CTPYKTYpa OpraHU3aliU

ITomutuka YIIPABJICHHUA IIEPCOHATIOM U COLMaIbHAs IMOJIUTHUKA OpraHU3allui

Ienwn, cTparerusi pa3BUTHS U OM3HEC-TUIAH OPTaHU3AINH

MeToarKH IUIaHUPOBAHMS U POTHO3UPOBAHUS MMOTPEOHOCTH B IIEPCOHAIIE

[Topsimok yperynupoBaHus TPYJOBBIX CIIOPOB

TpeboBaHus ¥ IpaBUiIa NPOBEACHUS ayAuTa paboTHI C IEPCOHATIOM

(-DOpMI)I COLMAJIBHOTO ITapTHCPCTBA U BSaHMOﬂCﬁCTBHﬂ C
HpO(i)eCCI/IOHaJIBHHMI/I CON03aMU U APYIrUMHU NPCACTABUTCIIbBHBIMU OpraHaMiu
pa6OTHI/IKOB, W MHBIMH OpTraHU3allusIMHA

[Topsimox oopmiteHUsT KaaPOBBIX JOKYMEHTOB U MPHUIAHUS UM
FOPUINYECKON CHIIBI

[Topsiiok poBeneHus 3aKyMOYHBIX MPOLEAYP ¥ 0(OPMIICHUS
CONYTCTBYIOIIEH JOKYMEHTAllUU

Tpy10BO€E 3aKOHOIATEILCTBO U UHBIE AKThI, COJAEPKAIIUE HOPMBI
TPYAOBOTrO ITpaBa

OCHOBBI apXMBHOTI'0 3aKOHO/1ATE/ILCTBA U HOPMATUBHbBIE TPABOBBIE AKTHI
Poccuiickoiit denepanuu, B 4aCTH BEACHUS JIOKYMEHTAMH 10 MEPCOHAITY

OCHOBBI HAJIOTOBOT0 3aKOHO1aTesibcTBa Poccuiickoit deneparuu

OCHOBBI MUTPALIMOHHOTO 3aKOHO1aTebcTBa Poccuiickoit deneparuu, B
YacTH MPUBJICYCHUS U TPYAOYCTPOIICTBA MHOCTPAHHBIX TpaXkaaH U JIUI 6e3
IpaKJaHCTBA

OCHOBEBI AJIMUHUCTPATUBHOI'O 3aKOHOJATCJILCTBA B obnactu YIpaBJICHUA
NEPCOHAJIOM U OTBETCTBCHHOCTH JOJDKHOCTHBIX JIMI]

3akoHonarenscTBO Poccuiickoil denepaniy 0 NepCOHANBbHBIX TaHHBIX

JIlokanbHBIE HOPMATUBHBIC AKThI OpraHu3alyi B 4aCTHU YIIPABJICHUA
MIEPCOHATIOM

OcHoBEHI paBoBOTO perynupoBanus Poccuiickoit denepamnuu mopsiaka
3aKIIFOUYEHUS TPaXJaHCKO-IIPABOBBIX TOTOBOPOB

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE TOCTPOECHUE
MH(OPMALIMOHHBIX CHUCTEM M OCOOEHHOCTU PabOThI C HUMHU

Jlpyrue xapakTepuCTHKH

3.7.3. TpynoBas pyHKIUsS

HaumenoBa | AQMUHHCTpUPOBAHKE IPOLECCOB U Kox | G/03.7 VYpoBeHb 7

HHE JIOKYMEHTOO0O0pOTa TI0 ONIEPAITHOHHOMY (TIoTypOBEHb )
yIIpaBJIEHUIO TIEPCOHAIOM U paboTe KBaJTM(PUKAILMN
CTPYKTYPHOTO TOJIpa3/IeICHUS

[Ipoucxoxaenue
TPYAOBOH (hyHKIHH

27.01.2020

Opurunan X 3auMCTBOBAHO U3
OpUrMHaja
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TpynoBsie nercTBUs

AHanu3 MpoueccoB TOKYyMEHTO000pOTa, JIOKAJIbHBIX TOKYMEHTOB 110
BOIIPOCAM ONEPAIIMOHHOTO YIIPABICHHS IEPCOHATIOM U pabOTHI
CTPYKTYPHOTO [T0/Ipa3/ielieHus, OU3HeC-MPOLIeCCOB OpraHu3alui,
YJIOBJIETBOPEHHOCTH NEPCOHANA

JokyMeHTanmoHHoe o(hopMIIeHHE PE3yJIbTaTOB OMEPALIMOHHOTO
yIIpaBJICHUS TIEPCOHAIOM U PA0OTHI CTPYKTYPHOTO MOApa3ACICHHUS,
pe3yNbTaTOB ayAuTa paboThl C MEPCOHATIOM

IToaroroBka NpeUIOKEHUN 110 Pa3BUTUIO CUCTEM OIIEPAL[MOHHOTO
yIpaBJIeHUs IEPCOHAIOM U pabOThI CTPYKTYPHOTO MOJIPa3/ieiIeHus, 110
HE00XOIMMBIM KOPPEKTUPYIOIIUM U IPEBEHTUBHBIM MEpam

Pa3pa60T1<a CHUCTCMBbI aHAJIM3a U KOHTPOJIA pa6OTBI Ie€pcoHajia

KoHntpoiib, cpaBHEHHE 1 aHATIU3 MTPOIIECCOB B 00JIACTH OIEPATUBHOTO
yIpaBiIeHUS EPCOHANIOM, PE3YIbTATOB YIPABIECHYECKIUX MEPOIIPUATHH,
onpenenaeHue (akTOPOB, BBI3BIBAIOIINX OTKIOHCHHUE OT TUIAHOBBIX
ToKazaTeJiei

[ToaroroBka u 006paboTKa 3aIpOCOB, YBEAOMIICHUI, CBEICHUH O
pabOTHHMKAX B TOCYIapCTBEHHBIC OpraHbl, MPO(eCcCHOHATBHBIE COIO3HI,
0011IeCTBEHHBIC OpraHu3aIuu

ConpoBoxkieHUE JOTOBOPOB OKa3aHUs YCIIYT 10 BOIIPOCAM ONEPATUBHOIO
yIpaBJIEHUS IEPCOHAIOM U PabOTE CTPYKTYPHOI'O HOJpa3 IesIeHus,
BKJIIOYAsl IPEIBAPUTENbHBIE IPOLEAYPHI IO UX 3AKIIOYEHHUIO

[ToaroroBka mpenaoxeHuit mo GopMUPOBAHUIO OIO/KETa HA TIEPCOHAT
OpraHu3aIn

Beinonnenue TpeGoBaHui 0 XpaHEeHUIO HH(OpMAIMK O pe3yabTaTax
JEHCTBHUS CUCTEM OINEPAI[MOHHOTO YIIPABJIEHUS IEPCOHAIIOM U pabOThI
CTPYKTYPHOTO MOAPa3IeICHUS

HeoOxonumelie ymeHust

KonTponupoBath npoiiecchbl ynpasieHus: IEPCOHAIOM MOApa3IeIeHHH,
OTIPEIeNIATh UX PE3YIbTATUBHOCTD U BBISIBISTH (DAKTOPHI OTKIIOHEHHH OT
TJIAHOBBIX TTAPAMETPOB

Pa3pabartbiBaTh IporpaMMBbl JOCTUKEHHS 1I€TIEH 1 OTIEPaTUBHOTO PEIICHHUS
3aa4 MoJipa3aeICHun

AHaM3upoBaTh, pa3padarbiBaTh U 0QOPMIIATH JOKYMEHTHI IO
ONepaTUBHBIM IIPOLIECCaM M UX pe3ylbTaTtaM

HpOBOI[I/ITB AyAUT KaApPOBBIX ITPOLCCCOB, MpoLeaAyp, O(I)OpMJ'IeHI/IH
KaJAPOBBIX TOKYMCHTOB U TOKYMCHTOB 110 YIIPABJICHUIO IICPCOHATIOM

KOHTpOJ'II/IpOBaTL pacxog0BaHUC GIOI[)KCTOB Ha NICPCOHAJ

OdopmMIsATh JOKYMEHTHI IO ONIEPALIMOHHOMY YIPABICHUIO IEPCOHAIIOM U
paboTe CTPYKTYpHOTO O/Ipa3/ieieHus, IPEIOCTaBISIEMbIC B
roCy/1apCTBEHHBIE OPTraHbl, IPEJCTABUTEIbHBIE OpraHbl pAOOTHUKOB

O0ecrieunBaTh JOKYMEHTAIIMOHHOE COTIPOBOKACHUE MO CHCTEMaM
OTEPAI[MOHHOTO YIIPABJICHHUS MEPCOHATIOM U paboTe CTPYKTYPHOTO
HO/Ipa3IeICHUsI

Opraan30BbIBaTh XPaHEHHUE IOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMHU
TPYZOBOTO U apXMBHOTO 3aK0HOAaTeNLCTBA Poccuiickon denepanuu u
JIOKAJIbHBIMU aKTaMU OPraHU3aluu

KonTponupoBath ucnonHeHne J0roBOpoB MOCTABIIUKOB YCIYT MO
BOIIPOCAM IepCOoHaIa

[Tpon3BoauTh 3aKynOYHbIE TPOLEAYPHI, OOPMIIATH U aHAIU3UPOBATh

27.01.2020
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3aKYIOYHYIO JIOKYMEHTALHIO

[IpoBOIUTH MEPErOBOPHI U MPEACTABIATH HHTEPECHl OPraHU3aIUHU B
TOCY/IapCTBEHHBIX OpPTaHax, MPOo(ecCHOHAIBHBIX CO03aX U IPYTHX
MPEJICTAaBUTENIbHBIX OpraHax paOOTHHKOB 110 BONPOCAM MepcoHaa

Bectu nenoByto nepenucky

Bectu yuet u peructpanuio 10KyMeHTOB B HH(OPMALMOHHBIX CUCTEMaX U
Ha MaTEepPUAIbHBIX HOCUTEIISAX

PaGoTath ¢ mHpOpMAIIMOHHBIMU CHCTEMaMHU M 0a3aMH JJaHHBIX 110
NEPCOHATY M CUCTEMaM OIEPAIlMOHHOTO YIIPAaBICHH IEPCOHATIOM U paboTe
CTPYKTYPHOTO TOJIpa3/IeJICHHUs

Co01r0/1aTh HOPMBI ATUKHU JCIIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

Mertob! yrpaBieHUs: pa3BUTHEM U 3PHEKTUBHOCTHIO OpraHU3aIlHY,
METO/TbI aHAJTM3a BBITOJIHCHUS TUIAHOB U TIPOTPaMM, ONIPEICIICHUS UX
AKOHOMHUYECKOH 2P(HEKTUBHOCTH

MeTto/p! O1IEHKH padOThl CTPYKTYPHBIX [TOAPA3JIEIEHUN, PE3yIbTaTOB
TpyJa epcoHaa

MCTOI[I)I MMPOBCACHUA ayJUTAa U KOHTPOJUIMHI'a OIICPATHUBHBIX
YIPaBJICHUYCCKHUX NPOICCCOB

q)OpMI)I N CUCTEMBI MAaTCPUAJIbBHOI'O U HCMATCPUAJIBHOTO CTUMYJIMPOBAHUSA
TpyHda IIEpCoHaJla

OCHOBBI IOKYMEHTAIIMOHHOTO 00ECTICUCHHUS

[Mopsimok oopmiteHHs, BEICHNUS ¥ XpPaHEHUS JOKYMEHTALUH 110 CHCTEMaM
OIIEPAlMOHHOTO YIIPABJICHUS IEPCOHAIIOM OPraHU3aLUH 1 paboTe
CTPYKTYPHOT'O NOJIpa3AeICHUs

[Topsimox popMupoBanus, BeieHNs OaHKa IaHHBIX U MPEJOCTABICHUS
OTYETHOCTH I10 CUCTEMaM ONEPALMOHHOIO YIIPABJIEHUS IIEPCOHAIOM U
paboTe CTPYKTYPHOIO NOJIpa3iesieHus!

HopmaTtuBHBIE IPaBOBBIE aKThl, PETYIUPYIOIINE TpaBa U 0053aHHOCTH
rOCy/IapCTBEHHBIX OPTaHOB M OPraHU3alMHU 0 MIPEIOCTABIICHUIO YUETHOM
JIOKYMEHTalluu

[Topsimok mpoBeAeHUsI 3aKyITOYHBIX MTPOLERYp U 0(hOpMIICHUS
CONYTCTBYIONIEH JOKYMEHTAIlUU

[Tonutuka YIIPpaBJICHHUSA IICPCOHATIOM U COLMAJIbHAS ITOJIMTUKA OpTaHU3allun

OpFaHI/IBaHI/IOHHO-H_ITaTHaH CTPYKTYpa OpraHu3aluunu

HCJ'II/I " CTPATCrusd pasBUTHUA OpraHU3allun

buzHec-mian u 6I/ISHCC-HPOI_ICCCBI OpraHu3alunu

TpynoBoe 3aKOHOIATEILCTBO U MHBIC aKThI, COJIEPIKAIINE HOPMBI
TPYJIOBOTO IpaBa

OCHOBBI ApXHUBHOTO 3aKOHO/IATEILCTBA U HOPMATUBHBIE TPABOBBIEC AKThI
Poccniickoii denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 NIEPCOHAILY

OCHOBBI HAJIOIOBOTO 3aKOHOaTesbcTBa Poccuiickon denepanyn

OcHOBBI MUTPAIITMOHHOTO 3aKOHOAaTeNnbCcTBa Poccuiickoit denepannu, B
YacTH MPUBJICUEHUS U TPYJOYCTPONCTBA HMHOCTPAHHBIX FPAXKIaH U JIHIL 6€3
I'Pa’KIaHCTBA

OCHOBEI AJIMUHUCTPATUBHOI'O 3dKOHOIATCIILCTBA B obnactu YIIpaBJICHUA
MEPCOHAJIOM U OTBECTCTBCHHOCTH JOJDKHOCTHBIX JIMIY

3akoHoaTenbCcTBO Poccuiickon denepanun 0 MepCOHAIbHbIX JaHHBIX

JlokanbHBIC HOPMAaTHBHBIE JOKYMEHTHI OpraHU3aluy B 00JIaCTH
YIPaBIECHUS MEPCOHAIOM

27.01.2020
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ITopsi 10K 3aKIIFOYEHUS I0TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1€7T0BOTO OOIIICHUS

bazoBbie 0CHOBBI HH(DOPMATUKH, CTPYKTYPHOE MTOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM H OCOOEHHOCTU PabOThHI C HUMU

Apyrue
XapaKTCPUCTHKU

3.8. O6006meHHas TpyaoBast HyHKIIHS

HaumenoBa | CtpaTtermdeckoe ynpaBiieHUE Kon H | YpoBenb 7
HUE IIEPCOHAJIOM OpPTraHU3aIIH KBaJTU (DUKAITAH
IIpoucxoxneHue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOI OpHUTHHaja
TPYAOBOH (hYHKITHH
Kon Peructpanuonn
opuruHaia BIi1 HOMEP
npodeccuoHalb

HOT'O CTaHxapTa

Bo3moxubie
HaMEHOBaHHUS
JIOJKHOCTEH,
npodeccuit

Bure-npe3suieHT 1o ynpasieHHIO EPCOHATIOM

JlupekTop 1o nepcoHany

JIupeKTop Mo ynpaBJIEHUIO IEPCOHATIOM

3aMecTHTENh TeHEPATbHOTO AUPEKTOPA MO YIIPABJICHUIO TIEPCOHAIOM

TpeboBanus k
00pa30BaHMIO U
00y4EeHHIO

Bricuiee oOpa3oBaHue - CielIMAIUTET, MaruCcTpaTypa

JlonomHUTENbHOE MPO(ecCHOHATEHOE 00pa30BaHKe - POTPAMMBI
Ipo(heCCHOHALHOMN MEPENOATOTOBKU B 00JIACTH YIIPABIICHUS IEPCOHAIIOM,
CTPaTErMyeCcKOro 1 ONEPALUOHHOTO YIPABICHMS, SKOHOMUKH OPTaHU3ALNN;
[IPOrpaMMbl MOBBIIIEHUS KBATM(UKAIIMK B 00JIACTH YIPaBIECHUS
IIEPCOHAJIOM, CTPATETNYECKOr0 U ONIEPALMOHHOIO YITPaBJICHHUS

TpebGoBaHUs K OTBITY
PAKTUYECKON pabOThI

He menee natu et B 061acTu ynpapieHUs IEPCOHATIOM HAa PYKOBOISIIIUX
JOJDKHOCTSIX

Oco0Oble ycrmoBus
JI0IycKa K pabore

HApyrue
XAPAKTCPUCTHUKHU

I[OHOJ'IHI/ITCJ'ILHBIC XapaKTCPUCTHUKU

HanmenoBanue 1oxkymeHTa Kon HaumenoBanue 6a30B0ii rpymiibl, JOKHOCTH
(mpodeccun) nnm crnenualbHOCTH
OK3 1232 PykoBoauTenu noapasaesneHuil (ciyx0) yrpaBieHus
KaJ[paMH U TPYAOBBIMH OTHOIIEHUSIMU
EKC - 3aMecTUTENb JUPEKTOPA MO YIPABICHUIO TEPCOHATIOM
OKIIITP 24063 MeHnemkep 1o nepcoHany
3.8.1. TpynoBas pyHKITHS
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HaumenoBa | Pa3zpaboTka cuctembl Kon H/01.7 | YpoBenb(miomypoBe 7
HUE CTPaTErun4ecKoro yrnpaBieHUs Hb) KBATH(HUKAIINA
NEPCOHAJIOM OpraHu3aIiK

IIpoucxoxaeHue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (QyHKIIMU OpUTHHAaNIA
Kon PerucrpanuonHsl
OpHUruHaja i HoMep
npodeccuoHanbH
Oro CTaHjapra
Tpynossle neiictBus AHaJn3 yCIeHbIX KOPIOPATUBHBIX MPAKTHK 110 OpraHu3aluu

CTPaTEruyecKoro yrnpanjieHHsl IEPCOHATIOM OpraHU3aluH,
OpPraHM3alMOHHOIO POEKTUPOBAHUS U B3aUMOACHCTBUS IOAPA3ACIICHUI
IlocTaHOBKA CTPAaTErMYECKUX LI€JIEH B YIIPABICHUH IEPCOHATIOM
Pa3paboTka KOpropaTUBHOH MOJIMTHKY, IUTAHOB, IPOrpamMM, IpoLEeayp U
TEXHOJIOTMH 110 YIPABJICHUIO IEPCOHATIOM

Pa3paboTka KOpopaTUBHOMN KYyJIbTYpPbl U COLUAIIBHON NOJUTUKH, CUCTEM
MOTHBAINH, YPPEKTUBHOCTH, OLICHKU M Pa3BUTHS MIEPCOHATIA
DopMHpPOBAaHUE CUCTEMBI OILUIATHI M OpraHU3aluy Tpyia

Pa3paboTka opraHM3alluOHHON CTPYKTYpBI, INIAHUPOBAHNE IOTPEOHOCTH B
IIEPCOHAJIE OPraHU3aLUU

Pa3paboTka nmporpaMm, IpUHLIKIIOB CTaHIAPTU3ALMH, YHU(PUKALIH,
aBTOMATH3allMM IPOIIECCOB YIPABJICHUS IEPCOHAIOM U O€30IacHbBIX
YCJIOBHUH TpyAa

dopmupoBaHue Or0KeTa Ha MePCOHall, TEXHOJIOTUN ayauTa paboThl C
NIEPCOHAJIOM M KOHTPOJUIMHIaA

HeoOxonumele ymeHust Pa3pabarbIBaTh CTpaTeruy U NOJUTHKHU B YIPABJICHUN IEPCOHAIOM
CozniaBaTh U ONUCHIBaTh OPraHU3alMOHHYIO CTPYKTYPY, LIEIH, 3a/1a4H,
(GYHKIMHM CTPYKTYPHBIX MOJAPa3/IeIeHUI U JOHKHOCTHBIX JIUI]
[TprMeHsITh METO/IbI YIPABIIEHUS MEXINYHOCTHBIMUA OTHOIICHUSMH,
(bopMUpOBaHUS KOMaH], pa3BUTHUS JIUJIEPCTBA U UCTIOTHUTEIBLHOCTH,
BBISIBJICHHSI TAJIAHTOB, OINIPEJIENIEHUs YAOBIETBOPEHHOCTH paboTOMN
OnpenensaTh U aHAIM3UPOBATh BHYTPEHHHE KOMMYHHUKAIUH,
MOJIEJIMPOBATh MOBEEHUE NTEPCOHAA

[IpencTaBiasTh MHTEPECH OPraHU3AIMH B TOCYAapCTBEHHBIX OPraHax, BO
B3aUMO/ICHCTBUHU C TPO(HCOr03aMH, HHBIMH NPEJICTABUTEIBHBIMI OpraHaMHU
pabOTHHUKOB IO BOIIPOCAM TEpCcoHaa

CocTaBisTh, pacCUNTBHIBATh, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTaThU
pacxo/10B OI0KETOB M (POHIOB HAa TPOrPaMMBbl U MEPOIIPHUATHS 110
YIPaBIEHUIO NEPCOHAIOM OpPraHU3aluu

[TpoBOAMTH ay/IUT M KOHTPOJUIMHT B 00JaCTH yNPaBJICHUsI IEPCOHATIOM
Pa3pabaTbIBaTh KOPIOPATUBHBIE COITUANIbHBIE IPOTPAMMBI

Bectu neperoBopsl 1o Bompocam COUaibHOIO NapTHEPCTBA C
NPEeJCTaBUTEIbHBIMU OpraHaMH PaOOTHUKOB

PaboTaTh ¢ nHGOPMAIIMOHHBIMU CHCTEMaMU U 0a3aMu JTAHHBIX 110
BOIIPOCAM YIPABJICHUS] IEPCOHAIOM

OpraHu30BbIBaTh MEPONPUATHS [0 00ECIIEUECHHIO BBITIOTHEHUS
TpeOOBaHUH OXpaHbI TPYJa B COOTBETCTBUU C JCHCTBYIOIIUM
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3akoHo1arenscTBOM Poccuiickon denepanuu v JIOKaJIbHBIMU aKTaMU
OpraHu3aluu

OpranuzoBbIBaTh U IPOBOAUTH MEPOIIPUATHUS C IEPCOHATIOM B
COOTBETCTBUE C KOPIOPATUBHON COLIMAILHOM MTOJIMTUKON

Co01r0/1aTh HOPMBI ATUKHU JCIIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

Mertob! ynpaBieHUs pa3BUTHEM U 3PPEKTUBHOCTHIO OpraHU3aIlHH,
aHaJIM3a BBIIOJIHEHUS TUIAHOB M MPOTPAMM, OTIPEICIICHUS UX
IKOHOMHUYECKOH 3P (HEKTUBHOCTH

MeTobl O1IeHKH paboThl CTPYKTYPHBIX MOJPA3/IeIeHUH, pe3yIbTaToB
TpyZa IepcoHazia

MGTOHBI MMPOBCACHUA ayJUTOB, KOHTPOJUIMHI'A YIIPABJICHUCCKUX
IIponecccoB

MeTtoap! aHaIM3a KOJIUYECTBEHHOI'O U KAYSCTBEHHOI'O COCTaBa IepcoHalia

CucreMbl cTaHAAPTOB MO OU3HEC-TIpolieccaM, MpodeccusiM, HOPMBI Tpyia

Cucrembl, METOBI 1 POPMBI MATEPUAIIBEHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHUs TPy1a IIEpCOHAIIA

MeTo/1p1 aHAH3a COIUANTBHBIX ITPOTPAMM U OTIPEIACTICHUS HX
AKOHOMHUYECKOH 2P (HEKTUBHOCTH

TexHoNOTHM U METOIBI (HOPMUPOBAHHS U KOHTPOJIS OFOKETOB Ha
IIEPCOHAI

TpeGoBanust oxpaHbl U OE30NACHBIX YCIOBUN TPY/ia

I_[CJ'II/I, CTPpAaTCrusd U KaApoBasd IOJIUTUKA OpraHU3allui

OCHOBBI TEXHOJIOTHU IMPONU3BOACTBA U ACATCIIbHOCTHU OpraHru3allvun

OCHOBBI COIMOJIOTHH, ICUXOJIOTUHU U DKOHOMHUKH TPpyHda

OCHOBEI YIpaBJICHUA CONUAJIBHBIM PA3BUTUCM OpraHu3allun

MeTo/1p1 TPOBEICHUS COLIMOIOTUYECKUX UCCIEIOBAHUHN, H3yUEHUS
0OIIIECTBEHHOTO MHEHU S

CrpyKTypa opranuzauuu

Tpy0BO€E 3aKOHOIATENLCTBO U UHBIE AKThI, COJAEPKAIIUE HOPMBI
TPYAOBOIO IIpaBa

OCHOBBI apXMBHOTO 3aKOHO/IATEILCTBA M HOPMATUBHBIE TTPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 NIEPCOHAILY

OcHOBBI HAJIOrOBOTO 3aK0HO1aTeNbeTBa Poccuiickoit denepanun

OcHOBBI MUTPAlIMOHHOTO 3aKOHOAaTeNnbeTBa Poceuiickoit denepanuy, B
YacTH MPUBJIEUEHUS U TPYJOYCTPONCTBA HMHOCTPAHHBIX FPaXKIAaH U JIHIL 6€3
I'Pa’KIaHCTBA

OCHOBEI AIMUHUCTPATUBHOI'O 3dKOHOIATCIILCTBA B obnactu YIIpaBJICHUA
MEPCOHAJIOM U OTBECTCTBCHHOCTH JOJUKHOCTHBIX JIMI]

3akoHoarenscTBO Poccuiickoit denepanuy 0 NepCOHAIBHBIX TAHHBIX

JlokapHBIE HOPMATUBHBIE aKTHl OPraHU3aIlK B 00JIaCTH YIIPaBICHUS
HIEPCOHAJIOM

[Topsiok 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

OcHOBBI HH(OPMATHUKH, CTPYKTYPHOE TIOCTPOSHHE MHPOPMALIMOHHBIX
CUCTEM U 0COOEHHOCTH pabOThI C HUMHU

Jlpyrue xapakTepuCTHKU

3.8.2. TpynoBast pyHKIHIS
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HaumenoBa | Peanuszanus cucteMbl CTpaTeErn4eckoro Kox | H/02.7 | YpoBenb 7
HUE YIPAaBIEHUS IIEPCOHAIOM OPraHU3aLNN (monypoBeHb)
KBaTM(pUKAITIH
IIpoucxoxaeHue Opurunan X 3aMCTBOBAHO U3
TPYAOBOH (QyHKIIMU OpUIrMHaJIa
Kon Perucrpanuon
OpUTMHajIa HBI HOMED
npodeccuonan
BHOT'O
CTaHjaapTa
TpynoBble nelcTBUA [InanupoBaHue AESITEIBHOCTU U pazpaboTKa MEPONPHUSATUH 11O
YIPABIEHUIO IEPCOHAJIOM ISl peaIu3aliy CTPATETHYECKUX LIETIEH
OpraHu3anuu

BHeapeHue noauTUK, INIAHOB, IPOTrPaMM, MPOLEAYP U TEXHOJIOTHHA 1O
YIPaBJIEHUIO IEPCOHAIOM

ITocTpoeHne opraHn3alMOHHON CTPYKTYPBI C Y4ETOM IIJIAHOBOM
HOoTpeOHOCTH B IIEPCOHAJIE U B3aUMOJICHCTBUS CTPYKTYPHBIX
MOJpa3/IeJICHUI OpraHu3alun

BHenpenue u noazepxxanue KOpropaTUBHOM KyJlIbTyphl U COLUAIbHON
MOJIUTUKH, CHCTEM MOTHBALINH, () (HEKTUBHOCTH, OLICHKH U PAa3BUTHS
nepcoHasia

BHenpenue u noaaepxaHue CUCTEMbl OpraHU3alu TPY/la U OILIaThl
nepcoHalia

VYrpasieHre BHEAPEHUEM POTpaMM U MPUHIUIIOB CTaHAAPTH3ALNHY,
yHU(UKALMU, aBTOMATU3AI[IH [TPOLIECCOB YIPABICHUS NEPCOHATIOM U
0e30macHBIX YCIIOBUM TPy/ia

Opranuzanys IpoBeJeHHUS ayAUTa U KOHTPOJUIMHIA B YIIPABICHUU
MIEPCOHAIOM

ITocraHOBKa 3a/1a4 pyKOBOJUTENSAM CTPYKTYPHBIX ITOpa3ielICHUN,
oIpeziesIieHne MaTepUaIbHO-TEXHUYECKUX PECYPCOB Il X BBITOJIHEHUS
AHanan3 OTYETHOCTH 110 YNPABJICHUIO IIEPCOHAIIOM U BBISIBJICHHE PECYPCOB
10 YJIYYIIEHHUIO AESITEIbHOCTH OpraHu3aluu

CornacoBaHue yCIIOBUH 3aKJIIOYAEMBIX I0TOBOPOB I10 BOIIPOCaM
yIpaBieHUs] IEPCOHATIOM

Opranuzanus IpoBeeHUs 3aKyIIOYHBIX IPOLEAYP IO BOIIPOCcaM
yIpaBieHUs NEPCOHATIOM U 0(OPMIIEHHS COTYTCTBYIOMIEH JOKYMEHTAlUU
110 HUM

dopMupoBaHue OI0KETa HAa TIEPCOHAN, TEXHOJIOTHI ayauTa paboThI ¢
NIEPCOHAJIOM M KOHTPOJUIMHIA

[TpumeneHue k pabOTHHKAM Mep MOOIMIPEHUS U TUCIUIUIMHAPHOTO
B3BICKAHHUS

Heo6xomumbie ymenwust [Tpon3BoauTH aHAIN3 AEATETBHOCTH MO YIPABICHUIO EPCOHATIOM,
paspabaTbIBaTh noka3areau 3 (HEeKTUBHOCTH paboThI

dopMHUpOBaTh MJIAHBI U MEPONIPUSITHS 110 YIPABJIEHUIO TEPCOHATIOM
PaccuuThIBaTh OI0/PKET B 00J1aCTH YIIPABICHHSI IEPCOHATIOM
OnpenensaTs 30HbI OTBETCTBEHHOCTU PAaOOTHUKOB U MOAPA3eICHUH,
CTAaBHTH 33J]a4l PYKOBOJUTEIISIM MOPa3IeICHHI U 00eCIIeYnBaTh PECypChl
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JUISL UX UCTIOJTHEHUS
KonTponupoBath 1 KOPpEeKTUPOBATH UCIIOJHEHUE MOPYUCHU U 337124
YnpaBasaTh 3¢ (HEeKTUBHOCTHIO M BOBJICYEHHOCTBIO MIEPCOHAIA,
JTUCIUILIMHOM TpyJa v cobito/iIeHueM 0e30MacHbIX YCIOBU TpyAa
Bectu neperoBopsl 1o Bopocam COLMAIbHOIO NapTHEPCTBA U
MPEJICTaBISTh MHTEPECH OPraHU3alK B TOCYIapCTBEHHBIX OpraHax,
npoeCCHOHATIBHBIX COI03aX M IPYTUX MPEACTABUTEIBHBIX OpraHax
pabOTHUKOB, U OpraHU3alUsIX 110 BOIIPOCAM NEpCcoHaIa

PaboTath ¢ nHpOpPMAITMOHHBIMU CHUCTEMaMHU M 0a3aMH JaHHBIX T10
BOIIPOCAM YIPaBJIEHUs] IEPCOHAIOM

[TpoBOIUTH ayUT ¥ KOHTPOJUIMHT B O0JIACTH YIPABJICHUS IIEPCOHAIOM
®opMHUpOBaThH U MPOBOIUTH COLUATBHYIO MOJUTUKY U COIIMATIbHBIE
IPOTPaMMBbI

Bectu neperoBopsl ¢ MOCTaBUIMKAMU YCIYT IO YCIOBHUSIM 3aKII0YAEMbIX
JIOTOBOPOB

[Tpou3BoauTh 3aKyOYHBIE TPOLEAYPHI, OYOPMIIATH U aHAIU3UPOBATh
3aKYIOYHYIO JOKYMEHTAIHIO

Co06u110/1aTh HOPMBI TUKHU JAEIIOBOTO OOIIEHUS

Heo0xonnMmebie 3HaHUS Mertob! ynpaBieHus: pa3BUTHEM U 3PPEKTUBHOCTHIO OpraHU3aIINY,
METO/IbI aHAJIM3a BBIIOJIHEHHUS [JIAHOB U IPOTPaMM, ONPEIEICHUS UX
HKOHOMHYECKON AP PEKTHBHOCTH

Opranuzaiys yrnpaBJieHHs pa3BUTHEM OpraHH3aIIH

Teopuu ynpaiieHus: OpraHu3alle, MOJIMTUKA U CTpaTerus ypaBieHUs
NIEPCOHAJIOM

MeTo/p1 aHanM3a BBINOJIHEHUS TUIAHOB U 3a7a4, ONpeIeIeHUs UX
HKOHOMHUYECKON 3P HEKTUBHOCTH

MeTopl OIIEHKH, PE3YNIHTATOB U Y()PEKTUBHOCTH TPY/Ia

MeTo/1b1 BHEJJPEHUS CUCTEMBI YIPABJICHHUsI IEPCOHAIOM

OcHoBBI pabOTHI 1O TPO(OPUEHTALIUU

MeToarKH IIIaHUPOBAHMS U POTHO3UPOBAHUS MOTPEOHOCTH B IIEPCOHAJIE
Ilenu, cTparerust pa3BUTHs U OM3HEC-TIJIAH OPTaHU3aluN

Teopuu u MeTo 16l HOPMUPOBAHUIO OpEHIa OpraHU3aAINH

TpeGoBanust OXpaHbl U OE30MACHBIX YCIOBUN TPY/ia

Metoauku pa3paboTKU U BHEAPEHUS JOKAIbHBIX HOPMATUBHBIX aKTOB
[Topsiiok 3aKITI0YEeHHUs TPYIAOBBIX JOTOBOPOB, PETYIHMPOBAHUS TPYIOBBIX
CIIOpOB

OCHOBBI COLIMOJIOTHH, ICUXOJIOTHH, SKOHOMUKH TPYyJa U YIpaBIECHUS
COLIMAJIBHBIM PAa3BUTHEM OpraHU3aluu

MeTo/b! TpOBEIEHUS COLIMOJIOTMYECKUX UCCIIeI0BaHUM, U3yUEHUS
0O0I1eCTBEHHOT'O MHEHUS

TexHonoruu NpoBeeHUs ayAUTa U KOHTPOJUIMHTA B YIIPABICHUH
NIEPCOHAJIOM

[Topsimox mpoBeAeHUsI 3aKyTOYHBIX MPOLETyp U 0hOpMIICHUS
COITYTCTBYIOIIEH TOKYMEHTAIlUU

TexHonoruu, cTanaapTU3alus, yHupuKkaiys, aBToMaTu3alus npoeccoB
yIpaBJIEHUS IEPCOHAIOM

CTpyKTypa opraHu3anuu

TpynoBoe 3aK0HO/IATENILCTBO U MHBIE aKThI, COJEPIKAIIIE HOPMBI
TPYJOBOTO IIpaBa
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OCHOBBI apXMBHOT'0 3aKOHO/IATE/ILCTBA K HOPMATUBHbBIE TPABOBBIC AKTHI
Poccuiickoit denepaiuu, B 4aCTH BEACHUS IOKYMEHTALMU 110 MIEPCOHATY
OCHOBBI HAJIOTOBOTO 3aKOHOIaTesIbeTBA Poccuiickon deepannn
OCHOBBI MUTPAIITMOHHOTO 3aKOHO1aTeNbcTBa Poccuiickoit denepaiuu, B
YaCcTH MPHUBJICYCHUS B TPYAOYCTPONCTBA MHOCTPAHHBIX TPaXIaH U JIIl Oe3
rpak1aHCTBA

OCHOBBI 2/IMUHUCTPATUBHOTO 3aKOHO/IATEILCTBA B 00JIACTH YIPABJICHUS
MEPCOHAJIOM U OTBETCTBEHHOCTH JOJKHOCTHBIX JIUI]

3akoHozarenscTBO Poccuiickoil denepaninu o nepcoHalIbHbIX JaHHBIX
[Topsiiok 3aKIIFOYEHHMST TOTOBOPOB (KOHTPAKTOB)

JlokaJibHbIE HOPMATHUBHBIE AKTHI B 00J1ACTH YIIPABICHUS IIEPCOHATIOM
HopMmbl 3THKH 1€7T0BOTO OOIICHUS

bazoBbie 0CHOBBI HH()OPMATHKH, CTPYKTYPHOE MTOCTPOCHHE
WH()OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMHU

Jlpyrue xapakTepuCcTUKU

3.8.3. TpynoBast pyHKIHISA

HaumenoBa | AIMUHUCTpHUPOBAHUE MPOLIECCOB U Kon H/03.7 | YpoBenn 7
HUe JOKYMEHTO000pOTa 110 CTPATErHYECKOMY (moxypoBeHb)
YIPaBJIEHUIO NEPCOHAIOM OpPraHu3aluu KBaJTH(UKAINN
IIpoucxoxaeHue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (hyHKIIMH OpUTHHANA
Kon Perucrpanmonn
OpUTHHAaNa BIii HOMEp
npogeccruonan
BHOTO
CTaHJapTa

Tpynoseie nencTBUs

AHanu3 nporeccoB JOKYMEHTO000pOTa, JIOKAJIbHBIX TOKYMEHTOB IO
BOIPOCAM YIIPaBIICHHUS IEPCOHAIOM, OU3HEC-TIPOLIECCOB OPraHU3alINH,
YIOBJIETBOPEHHOCTH MEPCOHANA

JlokyMeHTalMoHHOE 0(hopMIIeHHE pe3yIbTaTOB YIPABICHHS IEPCOHATIOM,
€ro ayuTa, paboThl CTPYKTYPHBIX MTOJIpa3/I€IeHUI

JIOKYMEHTaIlMOHHOE U OpPraHU3alMOHHOE COITPOBOXKIEHUE CTPATETUUECKOTO
yTIpaBJIEHUs IEPCOHAJIOM U pabOThl CTPYKTYPHBIX MOApa3eIeHUH

[ToaroroBka npeanoKeHui Mo pa3BUTHIO CUCTEM YIPaBICHUS MIEPCOHATIOM,
10 HEO0OXOAUMBIM KOPPEKTHPYIOLUM U IPEBEHTHUBHBIM MEpaM U 110
MOBBIIEHUIO A(P(EKTUBHOCTH pabOThI CTPYKTYPHBIX MOApa3iesIeHui

KoHTpo:p npoiieccoB B 001acTH yIpaBiIeHHsI IEPCOHATIOM U pabOThHI
CTPYKTYPHBIX MTOAPAa3ACICHU, CpaBHEHNUE U aHAJIN3 MPOIIECCOB,
PE3yNIbTATOB YIPABICHYECKUX MEPOTIPUSATHI, onpeienieHne GaKkTopoB,
BBI3BIBAIONINX OTKJIOHEHHUE OT IJIAHOBBIX IMOKa3aTeIeH

CornacoBaHue U KOHTPOJIb JOTOBOPOB 10 BOIIPOCAM M CUCTEMaM
CTpaTErnyecKoro yrnpaBiIeHUs IEPCOHATIOM U paboTe CTPYKTYPHBIX
NIO/Ipa3JIeJIEHNI, OpraHu3alys IPOLEAYp M0 UX 3aKJIIOUEHUIO

ITonroroBka pe3yiabTaTOB aHAIN3a COOTBETCTBUS OPraHU3alMK U OILUIAThI
TpyZa NepcoHaja YCHEIIHbIM KOPIIOPATUBHBIM ITPAKTUKAM
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BrimonHenue TpeboBaHui 110 XpaHEHUIO HHPOPMAITUU O PEe3yIbTaTax
JEHCTBHS CUCTEM CTPATErMUECKOT0 YIIPaBJICHUS [IEPCOHANIOM U pabOThI
CTPYKTYPHBIX IOJIpa3ACICHUI

HeoOxomumbie ymeHHs

AHanmM3upoBaTh, pazpadaTeiBaTh ¥ 0QOPMIIATE JOKYMEHTHI TI0 MpoIeccaM U
pe3yJbTaTaM yIpaBlIeHUs IEPCOHATIOM U paboTe CTPYKTYPHBIX
MOJIpa3IeJICHUI

[TpuMeHsITh METOIBI aHATTN3a OM3HEC-TIPOIIECCOB OPTaHU3AII

Onpenenars nporpaMMbl JOCTUKEHHUS LIeJIEH U PeLIeHUs 3a1a4
MOJIpa3IeJICHUI

HpOBOI[I/ITB AyauT CUCTEMBI YITPABJICHUA IIEPCOHATIOM

[IpoBOIUTH KOHTPOJUIMHI CUCTEMBI YIIPABJICHUS MIEPCOHATIOM

KonTponupoBaTs Or0/KET Ha IEpPCOHAII U YIIPAaBJICHUE PAcX0/laMu Ha
IIepCOHa

OpraHI/I3OBLIBaTL COIIPOBOKACHUEC JOTOBOPOB 1O BOIIPOCAM YIIPABJICHUS
IICPCOHAJIOM, BKJIIOYaA MPCABAPUTCIIbHBIC ITPOLUCAYPHI 1O UX 3aKJIFOYCHHUIO

Opranu3oBbIBaTh 3aKyIMOYHBIE TPOIEAYPHI, 0QOPMIISTH U AaHATTU3UPOBATH
3aKYITOYHYIO TOKYMEHTAIUIO

KonTponupoBars 1 aHaIM3UPOBATh BONPOCH! COLUAIBHOTO MApTHEPCTBA,
JIOTOBOPBI IOCTABIIUKOB yCIyT

[IpoBOaUTH EPETOBOPHI U IPEACTABIIATH HUHTEPECH OPraHU3alU B
roCy/1apCTBEHHBIX OpraHax, MpojeccuoHalbHbIX COI03aX U APYTUX
MIPEICTAaBUTENbHBIX OpraHax pabOTHUKOB U OpraHU3aLUsAX 110 BOPOCAM
IIepCOHAJIA

Bectu ACJIOBYHO IICPCIIMCKY

PaboTaTh ¢ nH(GDOPMAIIMOHHBIMU CHUCTEMaMH U 0a3aMH JTaHHBIX 110
MepCOHAIly, CUCTEMaM YIIPaBIICHUS IEPCOHATIOM U OpraHu3aluu
JIESTEITLHOCTH CTPYKTYPHBIX MOJIpa3IelIeHUI

ObecneunBaTh KapoOBOE EIOMPOU3BOJCTBO U JOKYMEHTAIIMOHHOE
COITPOBOKICHUE TPOIIECCOB IO YIPABJICHUIO TIEPCOHAIIOM U padoTe
CTPYKTYPHBIX TOpa3ICICHHUI

Opranu3oBbIBaTh XpaHEHUE TJOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMH
TPYJOBOTO M apPXMBHOIO 3aK0HOAaTeNbCTBA Pocculickoit @enepanuu u
JIOKAIbHBIMU aKTaMU OpraHu3aluu

Co06ro1aTh HOPMBI ATHKHU JIEJIOBOTO OOIIECHHS

HeO6XOI[I/IMI>Ie 3HaHUA

KopnopaTtuBHas KynpTypa, cCOliabHas MOJINTUKA, CUCTEMBI MOTHBALIUU U
3¢ (HEeKTUBHOCTH YIIpaBJIEHUS IEPCOHATIOM

Mertoab! ynpaBieHus pa3BUTHEM U 3P (EKTUBHOCTHIO OpraHU3aIMK, METO/IBI
aHaJN3a BBITIOJHEHNUS TUIAHOB U TIPOTPAMM, ONIPEICTICHHS UX
HSKOHOMHUYECKOH 3 (HEKTUBHOCTH

MCTOJII)I MMPOBCACHUA ayJuTa, KOHTPOJIA OIICPATUBHBIX YIIPABJICHUYCCKUX
IIpONECCOB, COMUOJIOTUYCCKUX I/ICCJ'ICI[OBaHI/Iﬁ

busHec-miaH u OM3HEC-TPOIIECCH OPraHU3AIHH

bromxeTHoe IMPOCKTUPOBAHUC

Opranu3aloHHOE IPOEKTUPOBAHKE

@DOopMBI, METOJIBI U CUCTEMBI MATEPUATIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS TPYJla IEPCOHAIIA

CucreMbl CTAaHAAPTOB 1O OU3HEC-TIpoIIeccaM, MPOPECCHIIM
(cnenuanbHOCTSIM), HOPMBI TPY/la

MeTOI[LI aHaJIM3a KOJIMYCCTBCHHOI'O 1 KAYCCTBCHHOI'O COCTAaBa NMEpCcoHajia
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Kanposas monutuka opranusaiumn

[opsanox dopmupoBanus, BefeHus: OaHKa JaHHBIX U MPEIOCTABICHUS
OTYETHOCTH IO CUCTEMaM YIIpaBJICHUs MIEPCOHAIOM U pabOTe CTPYKTYPHBIX
MOJIpa3IeJICHUI

OCHOBBI JOKYMEHTAIIHOHHOTO 00ECTIEYeHUS, TTOPSIIOK 0(OPMIICHUS
JOKYMEHTOB, MPEJOCTABISEMBIX B TOCYJaPCTBEHHBIE OPTraHbl,
npodeccroHaAbHBIE COI03bI, O0IECTBEHHBIC OpraHN3aIlluu

Ilenu u cTparerus pa3BUTHsS OpraHU3ALMH

[Mopsitox poBeAeHMSI 3aKYIIOYHBIX MPOIIETYp U 0hopMIICHUS
CONMYTCTBYIOIIEH TOKYMEHTAlUN

HopMaTtuBHBIE TPaBOBBIC aKThI, PETYIUPYIONIKE TIPaBa U 00I3aHHOCTH
roCyJapCTBEHHBIX OPraHOB U OPTraHU3alMH MO MPEAOCTABICHUIO YUYETHON
JIOKYMEHTAIUU

CtpykTypa opraHu3aliuy 1 BakaHTHbIE JOKHOCTH (TIpodeccun,
CIEIUATLHOCTH)

TpynoBoe 3aKOHOAATENILCTBO U MHBIE aKThl, COAEPKALUE HOPMbI TPYIOBOTO
rpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIC AKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS TOKYMEHTAUH M0 MEPCOHALY
OCHOBBI HAJIOIOBOTO 3aKOHO 1aTesbeTBa Poccuiickoit deneparuu
OcHOBBI MUTPAIIMOHHOTO 3aKOHO1aTesbeTBa Poccuiickoit denepanui, B
YacTU MPUBJICYEHUS U TPYIOYCTPOIICTBA MHOCTPAHHBIX TPa)/IaH U Jull 0e3
TpaKJaHCTBA

OCHOBBI /IMUHUCTPATUBHOTO 3aKOHOAATEILCTBA B O0IACTH yIPABICHHUS
TIEPCOHAJIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIUII

3akoHoarenscTBO Poccuiickoit denepanyivi 0 NepCOHAIBHBIX TAHHBIX
JlokaapHBIE HOPMATUBHBIE aKTHI OPraHU3AIMK B 00JIACTH YIIPaBICHUS
MIEPCOHAIIOM

[Tops 10K 3aKJIF0OUEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmel 5THKH 1enoBoro oomeHus

ba3oBbie 0CHOBBI HTH()OPMATHKHU, CTPYKTYPHOE IMTOCTPOCHHE
MH(OPMAIIMOHHBIX CHCTEM M 0COOEHHOCTH PabOThl C HUMH

HApyrue -
XAPAKTCPUCTUKHU

IV. CBenenusi 00 opranuzanusx - pazpadorynkax npogecCHOHAIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs OpraHU3alUsA-pPa3pabOTUUK

Ob6mepoccuiickoe o0beInHeHnEe padoToaaTeneil "Poccuiickuii Cor03 MPOMBITTUICHHIKOB U
npeanpuHumareneil”, ropog Mocksa
Wcnonaurensusiid Bune-npe3naeHt Kysemun Imutpuit Bnagumuposuy

4.2. HameHOBaHuUs OpraHu3alii-pa3paboTuNKOB

AHO "HanmonanapHO€ areHTCTBO pa3BUTHs KBandukanuii", ropos MockBa
Accormanmst (Coro3) "Accoruanust KOHCYJIBTaHTOB 10 1TOA00pY nepcoHana", ropox Mocksa
3 I'pynna HeadHunter, ropox Mocka

N | —
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4 3A0 "KPOK I/IHKOPHOPEVITEI[", ropo MockBa

5 Nudopmannonno-anammruueckuii meHTp "Kamapossiid Jlo3op", ropon Mocksa

6 MI'O "OIIOPA POCCUN", ropog Mocksa

7 Mesx1yHapoiHas accolMalus JeJI0BOr0 COTPYAHUYECTBA, ropoa MockBa

8 HOYY JITO "MucTtutyT npodeccroHaibHOro KajapoBuka', ropoa Mocksa

9 MII "Acconmanust EBponeiickoro 6usneca", ropox Mocksa

10 HIT "BKK - HanmonanbHbIl cO103 KaapoBUKOB", ropos MockBa

11 HII "Mexnaynapoausiii anbsiae "TpynoBas murpanus', ropog Mocksa

12 HIT "HanmonanpHast accomyaisi OpUCHBIX CIICIUATUCTOB U aIMUHUCTPATHBHBIX
pabotHuKOB", TOpoa MockBa

13 HIT MHO "Accoumanus menemxepoB Poccun', ropoa Mocksa

14 HIT CYPD "HaumonanwsHast koHpeaepanus "Pa3Burue yenoBeyeckoro kanuraia",
ropoa Mocksa

15 OAO "BJIHX" (I'AO BBII), ropox Mocksa

16 OAO "T"aznpom HedTh-HoBocubupck", ropon HoBocubupck

17 OAO "OObennHeHHas1 CyJOCTpOUTEIbHAs Koprioparus', Topo MockBa

18 OAO "PX]", ropon MockBa

19 OAO "Caxanun Duepmxu MuBectmenT Komnann", ropon FOxxno-CaxanuHck

20 OAO "Tatnedts" umenu B.JI. [ammuna, ropon Kazanb

21 OAO "HayuHo-npousBojacTtBeHHOe 00beuHenne "Hayka", ropog Mocksa

22 00O "LG Electronics Rus", ropog Mocksa

23 00O "buznec [lcuxonorn SHL Russia & CIS HIT", ropog Mocksa

24 000 "UT-CK", ropon Mocksa

25 000 "Jlykonn-Unuxunupusr", ropogq Mocksa

26 00O "OKBb 3enut", ropon Mocksa

27 000 "llerponnym Tperiaunr", ropox Mocksa

28 00O "TMonurpad-3ammra”, ropog Mocksa

29 OOO "LlenTp KaapoBbIX TexHONOTUM - O0ydyenue. CtaxupoBku. TpynoycTpoiicTo",
ropoa Mocksa

30 Poccuiickoe mpencrasurensetBo "Coleman Services UK" ("Koynman Cepsucus'),
ropoa Mocksa

31 Toproso-npomsinuieHHas nauara Poccuiickoit @enepanuu, ropox Mocksa

32 ®I'BOY BIIO "MockoBckuii rocyaapcTBeHHbIN yHuBepcuteT uMeHun M.B. JlomoHocoBa",
[IIkona qupekTopa no nepconainy, ropog Mocksa

33 OI'bOY BIIO MCY, ropox Mocksa

34 ®I'bOY BIIO MOCH, ropox Mocksa

35 OI'BOY BIIO Cubupckuii rocyaapcTBeHHbIN yHuBepcuTeT myTeit cooomenus (CI'VIIC),
ropoj HoBocubupck

36 OI'BY "HayuHo-nuccnenoBaTenbCKUi HHCTUTYT TPYAA U COLMAIBHOTO CTPAXOBAaHUS"
MunucTepceTBa Tpyaa U counainbHou 3amuthl Poccuiickon denepauuu, ropox Mocksa

37 @I'VII "Iloura Poccnn", ropox Mocksa

38 @K "Vpancub", ropogq Mocksa

*(1) Obmepoccuiickuii knaccuGuraTop 3aHATHH.

HIEPOCCUUCKUI KTacCU(DUKATOP BUIOB SKOHOMUYECKON AESATEIHHOCTH.
*(2) 06
*(3) Enuneni kBanuUKAIMOHHBIN CIPAaBOYHUK TOJDKHOCTEH PYKOBOIHUTENEH, CIEIUATUCTOB H

JIPYTUX CIIyKAIUX.

*(4) OOmepoccuiickuii  knaccudukarop mpodeccuid padouux,
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