JokyMmeHT npenoctasneH KoHcynbTaHTInN0C

3apeructpmpoBaHo B MuHtocte Poccum 19 oktabpa 2015 r. N 39362

MWHUCTEPCTBO TPYZA U COLIMA/IbHOM 3ALLMUTbLI POCCUIACKON ®EAEPALUN

MNPUKA3
OT 6 OKTA6pA 2015 r. N 691H

OB YTBEPXXAEHWU NPOPECCUOHANIBHOIO CTAHAAPTA
"CNELUANNCT NO YNPABJIEHNIO NEPCOHANIOM"

B cooTBeTcTBUM C NyHKTOM 16 MMpasun pa3paboTKu, YTBEPXKAEHUA M MPUMEHEHUA MPOPECCUOHANbHbLIX CTaHAAPTOB, YTBEP!KAEHHbIX NOCTAaHOBAEHUEM
MpasutensctBa Poccuitckoit deaepauum ot 22 sHBapa 2013 r. N 23 (CobpaHue 3akoHoaaTenbcTsa Poccuiickon ®eaepaummn, 2013, N 4, ct. 293; 2014, N 39, cT. 5266),
NpPWKasbIBalo:

YTBEpANTb Npuaaraemolii NpodeccnoHanbHbl cTaHAapT "CnewnanmcT no ynpasaeHuto nepcoHasom".

MwuHunctp
M.A.TONWNINH

YTBepKaeH

npukasom MuHUcTepcTBa Tpyaa
N COLMANbHOWM 3aLLUTDI
Poccuiickoin Pepgepaumn

OT 6 oKTA6psA 2015 r. N 691H

NPO®ECCUOHA/NBHbIA CTAHOAPT

CNELMANUCT NO YNPABJIEHUIO NEPCOHA/IOM
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PerncrpaumoHHbI

HoMep
|. Obwme cBeeHUA
YnpasneHne nepcoHanoM OpraHusaumm ‘ 07.003 ‘
(HaumeHoBaHWe BuAaa npodeccMoHa bHOW AeATeNbHOCTH) Kopg,

OcHoBHas uenb Buaa npodeccnoHaibHON AeATEeNbHOCTU:

ObecneyeHne 3pPeKTUBHOIO GpYHKUMOHMPOBAHUA CUCTEMbI YNPaBAEHUSA NEPCOHANOM ANA AOCTUMKEHUSA
uenei opraHusaLmm

lpynna 3aHATWIA:

1232 PykoBoguTenu noapasseneHnii 2412 CneumanncTbl No Kagpam um
(cny»k6) ynpaBneHua Kagpamu m npodopueHTaymm
TPYAOBbIMW OTHOLLEHUAMM

3423 CneumanuncTbl KaapoBbIX CAYKO6 n - -
YUPEKAEHNIN 3aHATOCTH

(kog OK3 <1>) (HaumeHoBaHuMe) (kog OK3) (HanmeHoBaHwue)

OTHeceHue K Buaam 3KOHOMMYECKOM AeATENbHOCTU!

‘ 78.30 ‘,ﬂ,eﬂTeanOCTb no noabopy nepcoHana npoyas
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(kop, OKB3A, (HaMmeHOBaHMe BUA SKOHOMMYECKOMN AeATeIbHOCTH)
<2>)

II. OnncaHue TpyaoBbix PyHKLUNA,
BXOAALIMX B NpodeccMoHanbHbIl cTaHaapT (GyHKLUMOHaNbHaA KapTa
BMAA NPodeccnoHaNbHON AeATeNbHOCTH)

0606ueHHble TpyaoBbie pyHKUMU Tpyaosble GpyHKLMMU
KoA, HaMmeHOBaHWe YPOBEHb HaMmeHOBaHWe Ko, YPOBEHb
KBannuodu (nogypos
Kauum €Hb)
KBaNPUK
auum
A JOoKymeHTauWOHHOe 5 BeneHme opraHM3aunMOHHOM U A/01.5 5
obecneyeHune paboTsbl pacnopAguTeNibHON JOKYMEHTaLMM No
C NepcoHanom nepcoHany
BeneHve fOKYMeHTaLMmM Mo yyeTy 1 A/02.5 5
OBVKEHWIO Kaapos
ALMUHUCTPUPOBAHKUE MPOLLECCOB U A/03.5 5
OOKYMeHTO0b0pOoTa MO yYeTY U ABUNKEHUIO
KagpoB, NpeacTaB/ieHUI0 JOKYMEHTOB NO
nepcoHany B rocyfapCTBEHHbIE OpraHbl
B |[deaTtenbHocTb No 6 C6op MHPopmauum o notTpebHoCTAX B/01.6 6
obecneyeHuto OopraHusaumu B nepcoHane
nepcoHanom
MoucK, npusneyeHne, nogdbop n otbop B/02.6 6
nepcoHana
ALMUHUCTPUPOBAHME NPOLLECCOB U B/03.6 6




OOKymeHToobopoTa obecneyeHus
nepcoHanom

JeatenbHOCTb NO OpraHumsauma u nposegeHne OUEHKH C/01.6
OLLEHKe U aTTecTauum nepcoHana
nepcoHana
OpraHusauma n nposeaeHue atrectaunm C/02.6
nepcoHana
AAMUHUCTPUPOBAHME NPOLLECCOB U C/03.6
OOKyMeHToob0opoTa Npu NpoBeaeHnn
OLLeHKM M aTTecTaumm nepcoHana
[JeatenbHOCTb NO OpraHusauma n nposegeHue D/01.6
pa3BUTMIO MepcoHana MepPONPUATUIN NO PA3BUTUIO U MOCTPOEHNIO
npodeccnmoHanbHOM Kapbepbl MepcoHana
OpraHu3auma obyyeHua nepcoHasna D/02.6
OpraHusauma agantaumm U CTaXKMPOBKM D/03.6
nepcoHana
AOMUHUCTPUPOBAHME NPOLLECCOB M D/04.6
OOKYyMeHToo60poTa Mo PasBUTUIO U
npodeccnoHanbHOM Kapbepe, obyyeHuto,
a[anTaLMKn U CTAXKMPOBKE NepcoHana
LeAatenbHOCTb NO OpraHusauyma Tpyga nepcoHana E/01.6
OpraHM3auumn Tpyaa u
ONNaTbl NepcoHana OpraHunsauua onnatbl TpyAa nepcoHana E/02.6
ALMUHUCTPUPOBAHME NPOLLECCOB U E/03.6
OOKYyMeHTOo0b0poTa No BoNpocam
OpraHusaLun Tpyaa v onaaTbl nepcoHana
JeAatenbHocTb MO Pa3paboTKa KopnopaTUBHOMN coLMaNbHOM F/01.6




opraHusauumu NONUTUKMK
KOpnopaTMBHOM
coumanbHoi Peanunsauma KopnopaTusHoM coumanbHo | F/02.6
NOAUTUKM NONUTUKN
ALMUHUCTPUPOBAHME NPOLLECCOB U F/03.6
OOKYyMeHTO0b60pOoTa No BONpocam
KOPNOpPaTUBHOM COLMANbHOM NOSUTUKM
OnepaunoHHoe Pa3paboTKka cuctembl onepaumuoHHOro G/01.7
ynpasaeHue ynpasaeHua nepcoHanom u paboTsbl
nepcoHanom u CTPYKTYPHOrO noapaszgeneHuns
nogpasgeneHmem
opraHu3aumm Peanusauua onepaumoHHoro ynpasnenuna | G/02.7
NepCcoHaNoOM U paboTbl CTPYKTYPHOTO
noapasaeneHus
AAMUHUCTPUPOBAHME NPOLLECCOB U G/03.7
OOKyMeHTOo0b0opoTa No onepaLMoOHHOMY
ynpaBaeHMo NepPCoOHaNoOM 1 paboTe
CTPYKTYPHOrO noapasgeneHuns
CrpaTternyeckoe Pa3paboTKa cucTeMbl CTpaTerM4eckoro H/01.7
ynpasneHue ynpasieHna NepcoHanom opraHmsaLmm
nepcoHanaom
opraHusaLmm Peanunsauma cuctembl cTpaTternyeckoro H/02.7
ynpas/ieHna NepcoHasIoM OpraHu3aumum
ALMUHUCTPUPOBAHKE MPOLLECCOB U H/03.7

p,ouymeHToo6op0Ta no CTpaternyeckomy
ynpaB/ieHNo NepCoHaIOM OpraHn3auunm

3.1. O606uieHHas Tpyaosasa GyHKLUMA

[Il. XapakTepucTuKa 0606LeHHbIX TPYA0BbIX GYHKLMIA




OKyMeHTaLMoHHOe obecneyeHune paboTbl ¢ YpoBeHb
HanmeHoBaHue Hoky 4 P Koa A P 5
nepcoHanom KBanmdmkauum
MpoucxoxaeHue
o o 3anmcTBoBaHO
0606wweHHOM Tpya0BOM OpwuruHan X
N3 OpuUrnHana
dYHKUMM
Kog, PernctpaunoHHbIn
opurnHana HOoMep
npodeccnoHanbHOro
CTaHAapTa

Bo3moxKHble
HaMMeHOBaHMUA
JOMKHOCTEN, npodeccuit

CneumanucT nNo KagpoBoMy AeA0NPOU3BOACTBY

Cneumanuct no AoKymeHTaumoHHomMy obecriedeHmnto paboTbl C nepcoHasom
Cneumnanunct no A0KyMeHTaLUMOHHOMY obecneyeHunto nepcoHana
Cneumanuct no nepcoHany

TpeboBaHuA K
06pasoBaHUIo U1
0byyeHuto

CpeaHee npodeccroHanibHOe 0bpa3oBaHMe - Nporpamma NoAroToBKu
CrneLumaancToB cpegHero 3gBeHa

JononHuTtenbHoe npodeccnoHanbHoe 06pasoBaHne - NPOrpaMmmbl
npo¢deccnoHabHON NepenoaroToBKM, MPOrPaMmMbl NOBbILEHWUSA
KBanMdpmKaumm

TpeboBaHMWsA K ONbITYy
NpaKTUYecKol paboTsl

Ocobble ycnoBuMA fonycKka
K paborte

[pyrve xapakTepuctnku




JononHuTtenbHble XapPaKTEPUCTUKH

HanmeHoBaHWe fOKyMeHTa Koa HanmeHoBaHue 6a30Bol rpynnbl, A0MKHOCTU (Npodeccun)
WK cneumnanbHOCTH
OK3 2412 Cneumannctbl No Kagpam u npodpopueHTaymm
3423 Cneumannctbl KagpoBbIX CYXKO U yupeRaeHMIA 3aHATOCTH
EKC <3> - Cneuunanuncr no Kagpam
- MHcneKTop no Kagpam
OKMNATP <4> 27755 DKOHOMMCT No Tpyay
22956 MHcnekTOp No Kagpam

3.1.1. Tpyposasa GpyHKLMA

BeneHme opraHM3auUNMOHHOM U

HavmeHoBaHuMe |pacnopagutenbHoM AOKYMEHTAUMM Mo Kopa A/01.5

nepcoHany

MpouncxoxaeHne TpyLoBOW
OYHKUMM

YpoBeHb
(nopypoBeHb) 5
KBanndukaumm

OpuruHan

3anMcTBOBaHO
N3 opuUrnHana

X

Kog
opurMHana

PerncrpaumoHHbIv
Homep
npo¢deccuoHanbHOro
cTaHZapTa

Tpyanosble geicteua | O6paboTKa M aHaNM3 NOCTyNaloLWEN 4OKYMEHTaLUMM Mo nepcoHany
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PaspaboTka u opopmieHne AOKYMEHTALMN NO NepcoHany (NepBUYHONM, YYETHOM,
NNaHOBOM, no coumanbHomy obecneyeHuio, OPraHM3aLMOHHON,
pacnopaguTenbHON)

Pernctpauums, yyeT 1 Tekyllee XpaHEHWE OPraHM3aLNMOHHOM U pacnopaanTeIbHOM
OOKYMEHTaLMM No nepcoHany

Heobxoaumble
ymeHua

Pa3pabatbiBaTb NPOEKTbI OPraHM3aLMOHHbIX U PAacNoPALUTENbHBIX AOKYMEHTOB N0
nepcoHany

OdopmnaTb [OKYMEHTbl B COOTBETCTBUM C TPEeBOBaAHUAMWU TpPaXKAAHCKOrO,
TPYO4OBOro 3aKkoHogaTtesnbCcTBa Poccuitickonnt degepauum U NIOKaNbHbIMMK
HOPMaTUBHbIMU aKTaMW OPraHM3auunmn

Bectn yyet n perncrpaumio LOKYMEHTOB B VIH(I)OpMaLI,MOHHbIX cncremax U Ha
MaTepnanbHbIX HOCUTENAX

OpraH130BbIBaTb XpaHEHWe [AOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMMU
TPYAOBOr0, apXMBHOTO 3aKOHOAaTeIbcTBa Poccunitckoin deaepaumm n 10KanbHbIMU
HOPMaTUBHbLIMM aKTaMM OpraHM3aLmm

AHannsnpoBaTb AOKYMEHTbI U NepPeHOCUTb MHd)OpMaLl,MPO B 6a3bl AaHHbIX N OTYETbI

BbIfiBNATL OWNGKMU, HETOUHOCTM, UCNPABAEHMA U HEAOCTOBEPHYIO MHPOPMALMIO B
AOKYMEHTax, onpeaenaTb 1erMTMMHOCTb AOKYMEHTOB

PaboTatb C VIHd)OpMaU,MOHHbIMVI cuctemamm u 6asamm AaHHbIX NO BEAEHUIO y4eTa,
ABUXEHUIO NePCOHaNa

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxogumble
3HaHuA

MopAaAoKk opopmaeHns, BeAeHMA U XpaHeHWUA AOKYMEHTOB MO NepcoHany

nOpFI,CI,OK y4y€Ta ABUXKEHUA KagpoB U COCTaB/ieHUA YCTaHOBHEHHOﬁ OTHYETHOCTU

OcHosBbl AOKyMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus




TexHonorMn, MeToabl U METOAMKM NPOBELEHWA aHa/nM3a W cUcTemMaTM3aLuu
AOKYMEHTOB M MHdopmaunm

MopaaokK pacyeTa cTaxka, /IbroT, KomneHcaumin, opopmaeHMa NeHcuii paboTHMKam

CTpyKTypa opraH13aLuum

pr,u,osoe 3aKOHOAAaTENBbCTBO U UHbIE aKTbl, COAepKalne HoOpMmbl TPYAO0BOIO nNpasBa

OCHOBbI apXMBHOrO 3aKOHOAATENbCTBA W HOPMATUBHbIE MPABOBble  aKTbl
Poccuiickolt ®epepaumu, B YacTu BeAeHUA AOKYMEHTaL MM No nepcoHany

3aKkoHoaaTenbcTBo Poccuitckon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMAaTMBHbIE aKTbl OpraHM3auMu, peryaupylowme MopsaaokK
odopmMIeHNA PacnopaanTesIbHbIX M OPraHM3aLMOHHbIX 4OKYMEHTOB Mo NepcoHany

Hopmbl 3TUKKN 1 AenoBoro obLLeHus

ba3oBble OCHOBblI MHGOPMATUKKM, CTPYKTYpHOE MOCTpoeHue MHPOPMALMOHHbIX
cucTem M 0cobeHHOCTU PaboTbl C HUMMK

dpyrue
XapaKTepUCTMKM

3.1.2. TpypoBaa ¢yHKUMA

BeneHue AOKYyMeHTaLMK NO yYeTy U YpoBeHb
HanmeHoBaHMe | ABUXKEHUIO Kagpos Koa A/02.5 |(noaypoBeHb) 5
KBanndMKaumm
MpowncxoxaeHne TpyLoBOW OpuriHan X 3anMcTBOBaHO
byHKUMM 13 opuUrnHana




Koa PernctpaumnoHHbIn
opurMHana HOMep
npodeccnMoHanbHOro
CTaHZapTa

TpyaoBble AencTemA

MoAroToBKa MPOEKTOB AOKYMEHTOB MO  Mpouedypam  yrnpasieHus
NepcoHanoMm, yyeTy 1 ABUKEHUIO NepcoHana

OpFaHM3aLI,MF| CNCTEMDBI ABUXEHUNA OOKYMEHTOB NO NepcoHany

C60p 1 NpoBEPKa INUYHbBIX AOKYMEHTOB PabOTHNKOB

MoarotoBka um Od)OpMI'IEHVIe no 3anpocy pa60THMKOB N AO0/IKHOCTHbIX 1Nl
KOMWM, BbIMUCOK U3 KagpoBbiX AOKYMEHTOB, CMpaBoOK, MHd)OpMaLI,MM O CTaXe,
NbroTax, rapaHTnUAX, KOMneHcaunax n MHbIX CBeLI,EHVII\;I [0} pa6OTHMKaX

Bblaaya paboTHUKY KaapoBbIX JOKYMEHTOB O ero Tpy/A0BOM AeATENbHOCTU

JoseneHne Ao cBegeHunA nepcoHana OpraHM3aunoHHbIX,
pacnopAagnTenbHbIX N KaapPOBbIX AOKYMEHTOB OpraHM3auunun

BepneHue yyeta pabouyero BpemeHn paboTHUKOB

Perncrpauua, yyer, onepaTMBHOe XpaHeEHWE AOKYMEHTOB MO nepcoHany,
noAroToBKa K cAa4e Ux B apxus

HeobxoamMmble ymeHus

Pa3pabaTbiBaTb NPOEKTbI KAAPOBbIX LOKYMEHTOB

OdopmnaTb KaapoBble AOKYMEHTbl B COOTBETCTBMM C TpebosaHMAMU
TPYAOBOro 3aKkoHogaTenbctBa Poccuitickoit degepaumm M NOKaNbHbIMK
HOPMaTMBHbIMM aKTaMKn OpraHn3aumm

Bectn yyeT M perucrpaumio KagpoBsbiX AOKYMEHTOB B MHGPOPMaUMOHHbBIX
cUCTEeMax U Ha MaTepuasibHbIX HOCUTENAX




OpFaHM3OBbIBaTb XpaHeHne KadpoBbIX AOOKYMEHTOB B COOTBETCTBUM C
TPE6OBaHMﬂMM TPyA4OBOro, apxmBHOrNro 3aKOHOAATENbCTBa Poccuitckoit
CDe,u,epau,MM N NOKa/IbHbIMN HOPMATUBHbIMU aKTaMU OpraHnsauunmun

AHaNM3MpPoBaTb KagpoBble AJOKYMEHTbI M NepeHoCUTb NHGopmaLmio B 6asbl
JaHHbIX M OTYeTbI

PaboTtatb co cneunannsnpoBaHHbIMA MH(bOpMaLI,MOHHbIMM cnmctemamm m
6asamu AaHHbIX MO BEAEHUNIO Y4ETA N ABUKEHUNIO NEPCOHANA

PaspabatbiBaTb  MAaH  KOPPEKTUMPOBOK  YCTAHOB/JEHHOrO  MopsAdKa
opopM/IEHNA AOKYMEHTOB MO MNEPCOHaNy M pPeannsoBbiBaTb MPUHATbIE
N3MeHeHuA

KoHTpoaunpoBaTtb npucyTcTBMe paboTHMKOB Ha pabouem mecTe

Cobntoaatb HOPMbI 3TUKM AEN10BOr0 06LEHMSA

Heobxoanmble 3HaHNA

MopaaoKk opopmaeHns, BeAeHMA U XpaHEHUA JOKYMEHTOB MO NepcoHany

MopagoK yyeTa [ABWMXKEHMA KagpoB WM COCTaBNEHMS  YCTAaHOBAEHHOW
OTYETHOCTU

MopAdOK pacyeTa CcTaXKa, /IbrOT, KOMMeHcauuii, oGOPMAEHMA NEeHCUI
paboTHUKam

CTpyKTypa opraHu3auunm

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYAOBOrO
npaea

OCHOBbI apPXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE NPaBOBbIE aKTbl
Poccuiickol ®eaepaumu, B YacTu BeAeHUA AOKYMEHTALMK NO nepcoHany

3aKkoHoaaTenbcTBo Poccuitckon Pegepaupmmn o NePCcoHaNbHbIX AaHHbIX




TexHonorMmn, MeToasl U MeTOAMKM NPOBEAEHMA aHaM3a U CMCTeMaTM3auun
AOKYMEHTOB M MHopMaunm

JloKanbHble HOPMAaTMBHbIE aKTbl OPraHM3auuW, pPeryavpylolime nopagok
obopMIEHNA AOKYMEHTOB MO NepPCoHany

OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

Hopmbl 3TUKM AenoBoro obLeHns

basoBble OCHOBBI NHOPMaATUKNY, CTPYKTYpHOE NocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapakTepuctmkm

3.1.3. TpypoBaa ¢yHKUMA

HammeHoBaHue

MpowncxoxaeHwe TpyaoBOW
bYHKLMK

AOMUHUCTPUPOBaHME NPOLLECCOB U
p,gx MEHT§O6pO oTa no pq:T W ABUXKEHUIO YposeHb
y P yaery Kog, A/03.5 |(noaypoBeHb) 5
KaZpoB, NpeAcTaBNeHUI0 JOKYMEHTOB NO
KBaMbMKauum
nepcoHany B rocy4apcTBeHHble OpraHbl
3anmcTBoBaHO
OpwuruHan X
N3 OpuUrnMHana
Kog, PerncrpaumnoHHbIN
opurMHana HOomep
NpodeccnMoHaNbHOro
CTaHAapTa

TpypoBble fencTaus

OpraHusaums AOKYMeHTO060pOoTa Mo yYeTy v ABUMKEHUIO KaapoB




OpFaHM3aLI,Mﬂ AOKyMeHTOO60pOTa no npeacraBneHNo0 AOKYMEHTOB MO
NnepcoHany B rocygapCrBeHHbIe OpraHbl

MocTaHOBKa Ha y4YeT opraHM3aLmmn B rocy4apcTBeHHbIX opraHax

MoarotoBka no 3anpocCy rocyaapcCrBeHHbIX OpPraHos, ﬂpOd)ECCVIOHaIIbeIX
COH30B U Apyrnux npeacraBuUTE/IbHbIX OpPraHoOB paGOTHMKOB OpUrnHanos,
BbIMUCOK, Konui AOKYMEHTOB

MoarotoBKa yBegOM/IEHUIN, OTYETHOM WM CTATUCTMYECKON MHPOpMauuM no
nepcoHany

MoaroToBka MHPOPMAUMM O 3aKAOYEHMM TPYAOBOTO WM TPAXKAAHCKO-
NpaBoBOro [JOroBopa Ha BbiNoAHeHMe paboT (oKasaHue ycayr) c
rpa’kg4aHMHOM,  3aMellaBlMM  AO/KHOCTM  FOCYAapCTBEHHOM — WMAM
MYHULMNANbHOW  cny»Kbbl,  nepeyeHb  KOTOPbIX  YCTaHaB/AMBaeTcA
HOPMaTMBHbIMM NPABOBLIMM aKTamu Poccuiickoin Peaepauunn

Heobxoammble ymeHus

OdopmMnaTb yyYeTHble LOKYMEHTbl, NpeaocTaBiAsiemMble B rOCyAapCTBEHHble
OpraHbl, NpodeccoHanbHble CO3bl U ApyrMe NpencTaBUTe/IbHbIE OpraHbl
paboTHMKOB

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tp66OBaHVIﬂMM
TPyaoBOro 3aKOHOAOATeNbCTBa Poccuiickoi d)ep,epau,mm MU NOKaJZibHbIMU
HOPMATUBHbIMW aKTaMM OpPraHM3auunmn

PaboTaTb ¢ MHOOPMALMOHHBIMKU CUCTEMAMK M BazaMM JaHHbIX NO BEAEHULO
y4yeTa U ABUKEHMIO NepcoHana

PaboTaTb ¢ MHGOPMALMOHHBLIMKN CUCTEMAMK M Ba3zamK AaHHbIX MO BeAeHUI0
CTAaTUCTUYECKOW M OTYETHOM MHOPMALLMM NO NepcoHany

AHanun3MpoBaTb NpaBWaa, Npoueaypbl U MOPALAOK, Peryimpyowme npasa u
0653aHHOCTM rOCYAAPCTBEHHbIX OPraHOB W OpraHM3auMM MO BOMPOCAM
obmeHa floKyMeHTaumen no nepcoHany




BecTu genosyto nepenmcky

Cob6nt04aTb HOPMbI 3TUKK Ae/10BOro 06LLeHMA

Heobxoaumble 3HaHUA

TexHos0rMKn, MeToapl U METOAMKM NPOBeAeHMA aHaAu3a U cucTemaTmsaumm
AOKYMEHTOB M MHopMaumm

OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

CTpyKTypa opraHu3saumm

HopmaTunsHbIe NpaBoBble akTbl Poccuiickon deaepauunu, peryampyolme
npaBa U 0653aHHOCTM rOCYAapPCTBEHHbIX OPraHoB, NPodeccUoHaNbHbIX
COHO30B U APYrMUX NPeAcTaBUTE/IbHbIX OPraHOB PaboOTHUKOB NO
NpeaocTaB/IEHNIO YY4ETHOMN AOKYMEHTaL MM

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKaLLMe HOPMbl TPYA0BOMO
npaea

OCHOBbI aPXMBHOIO 3aKOHOAATENbCTBA U HOPMATUBHbIE NPABOBbIE AKTbI
Poccwuiickolt depepaumm, B 4acTU BeAEHUA LOKYMEHTALLMM NO NepcoHany

3aKkoHoaaTenbcTBo Poccuitckon degepaummn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OPraHM3aLLMK, PeryampytoLme NopsaaoK
BeAEHMA SOKYMEHTALMM NO yYeTy U ABUMKEHWIO NepcoHana

Hopmbl 3T1KKM aenosoro obueHna

ba3oBble 0CHOBbI MHGOPMATUKU, NOCTPOEHUA UHDOPMALMOHHbIX CUCTEM U
0CO06EHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnku

3.2. O606LweHHas TpyaoBas GyHKLMA




JeaTenbHoCTb No obecneyeHnto NepcoHanom YpoBeHb

HanmeHoBaHue Koa B

KBaMPUKauUm
MpoucxoxaeHue

o o 3anmcTBoBaHO
06006LeHHON TPYA0BOW OpwuruHan X
N3 OpuUrnHana
dYHKUMM
Koga PerncrpaumnoHHbIn
opurMHana HOMep
npodeccnMoHanbHOro
CTaHZapTa

Bo3mMoOKHble HaMMEHOBaHMA
AOJIKHOCTEN, npodeccuit

Cneumannct no noabopy nepcoHana
Cneunanncr no nepcoHany
MeHepxep no nepcoHany

TpeboBaHuMA K 06pa3oBaHuUIO
n 0byyeHuIo

Bbicwee obpasoBaHue - 6akanaspuat
JdononHutenbHoe npodpeccnoHanbHoe 06pasoBaHMe - NPOrpammbl
NoBbILWEHUA KBaMDUKALMM; NPOrpaMMbl NPOPECCUOHANBHON
nepenoAaroToBkM B 061acTi noncka 1 nogbopa nepcoHana

TpeboBaHuWA K ONbITy
NPaKTUYeCcKon paboTbl

Ocobble ycnoBmA AonycKka K
paboTe

[pyrve xapakTepuctnkm

JononHutenbHoble XapaKTePUCTUKHN




HanmeHoBaHWe JOKYMEHTa Koa HanmeHoBaHWe 6a30B0o rpynnbl, 4OMKHOCTU (Npodeccnn) nnm

cneunanbHOCTU
OK3 2412 Cneumanunctbl MO Kagpam 1 npopopureHTaLmm
3423 Cneumannctbl KagpoBbIX CYXKO U yupeRaeHUI 3aHATOCTH

EKC - Cneumannct no Kagpam

- MeHepaxep No nepcoHany

oKnAarTp 27755 DKOHOMMUCT MO TpyAy

22956 MHcneKTOp NO Kagpam

3.2.1. Tpyposasa GyHKUMA

C60p nHPopmaLMm 0 NOTPebHOCTAX YpoBeHb
HavmeHoBaHMe |OpraHuM3aumm B NnepcoHane Kopa B/01.6 |(noaypoBeHb) 6
KBanMduKkaumnm
MpoucxoxaeHne TPyLOBOM 3anMmcTBOBaHO
P A PYA OpuruHan X
bYHKLMM N3 opuUrnHana
Kog, PerncrpaumoHHbIN
opuUrMHana HOMmep
npodeccnoHanbHOro
CTaHAapTa
TpynoBble AencTBUA AHann3 NNaHOB, CTPATENMKU U CTPYKTYPbI OpraHusaLmm

AHanus ocobeHHocTel OopraHunsauunmn paGOTbI 1M npomsBoacrtBa Ha
KOHKPETHbIX paGquX mecTax
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AHanus PbIHKA Tpyda NO OpraHM3auun pa6OTbI Ha aHa/l0fM4YHOM
npon3soacTee n pa6oqu mecTax

dopmunpoBaHMe TpebOBaHW K BaKaHTHOM pJo/mKHOCTM (nNpodeccuu,
CNeLmanbHOCTN) U UX KOpPeKLuus

AHanu3 pbiHKa TpyAa UM NepcoHana opraHusaumMm no npoduato BakaHTHOM
AONIKHOCTM (Npodeccun, cneumnanbHoOCTH)

NHPOPMMPOBaHME N KOHCY/IbTUPOBAHUE PyKOBOAUTEEN noapa3aenieHnii u
opraHu13aLmMm Nno Bonpocam pbiHKa TpyAa B YacTh obecneyeHns nepcoHasom

Heobxoanmble ymeHUn

Cobupatb, aHanM3MpoBaTb W  CTPYKTypupoBaTb MHbopmaumio 06
0COBEeHHOCTAX opraHM3aLmMm paboT Ha PasNMYHbIX y4acTKax NPOMU3BOACTBA U
Ha KOHKPETHbIX paboynx MecTax C y4eToMm Leneit, 3a4ad, NN1aHOB U CTPYKTYPbI
opraHusaumm

Cobupatb, aHanAu3MpoBaTb W  CTPYKTypupoBaTb WHopmMauuio 06
0COBEHHOCTAX U BO3MOXKHOCTAX KaZpOoBOro NoTeHLana opraHnsaymm

Cobupatb, aHanM3MpoBaTb W  CTPYKTypupoBaTb uHbopmauuio 06
0COBEHHOCTAX pbIHKa TPYAa, BKAKOYAA NPEANOKEHUA OT NPoBaliaepoB ycayr
no NoucKy, NpueaeYeHnto, noabopy 1 oTbopy nepcoHana

dopmupoBaTb TpeboBaHMS K BAKAHTHOW  AOMKHOCTM  (Npodeccun,
CMeuManbHOCTH) 1 onpeaensaTb KpUTepun nogbopa nepcoHana

BHOCMTb KOppeKTMpylolmMe cBeAeHMA B TpeboBaHMA K KaHAaMAaTam Ha
BaKaHTHble A0/KHOCTU (Mpodeccum, cneumanbHOCTH)

Monb3oBaTbCA NMOUCKOBbLIMU CMCTEMAMMK U MHOOPMALMOHHBIMK pecypcamm
ONA  MOHUTOPMHIra  pPbiHKa  TPyAa, [PakAaHCKOro W TpyAoBoOro
3aKoHoaaTenbCcTBa Poccuitickon Pepepaumu

KoHcynbTMpoBaTb NO BOMPOCaM pbiHKA TpyAa B 4actu obecneveHus
nepcoHaaom




Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

TexHoNOrnMM, MeToLbl U METOAUKM NPOBEAEHUA aHAAN3A M CUCTEMATM3ALLUN
OOKYMEHTOB U MHpOpMaLLUK

CTpyKTypa oOpraHv3auuMum UM BaKaHTHble  AO/MKHOCTM  (Npodeccun,
cneupnanbHOCTH)

Mopagok onpeaeneHma NepcnekTMBHOM M TeKyLen NoTPebHOCTM B Kagpax

NCcToUuHMKM obecneyeHus OopraHnsaunn Kagpamum

OpraHusauma paboT Ha pas3/IMYHbIX ydacTKax NPOM3BO/ACTBA, OPraHM3aLmK,
oTpacau

Oblme TeHAEHUMN Ha PbIHKE TPyada U B OTAENbHOW OTPAC/M, KOHKPETHOM
npodeccun (A0NKHOCTH, CNELMANBHOCTH)

OCHOBbI NCMXON0MMU U COLMONOMUUN TPYAA

OCHOBbI 3KOHOMMKM, OPraHN3aLLMmK TPYAa U yNpaBaeHUs

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBblE aKTbl
Poccuiickolt deaepaumu, B 4acTu BeAeHUA AOKYMEHTaL MM NOo nepcoHany

3aKkoHoaaTenbcTBO Poccuitckon Peaepaupmmn o NePCoHaNbHbIX AaHHbIX

NoKanbHble HOPMATWBHbIE aKTbl OPraHM3aLMu, peryavpytowmne nopagok
noabopa nepcoHana

Hopmbl 3T1KKM aenosoro obueHna

BasoBble OCHOBBI UHOPMaTUKNY, CTPYKTypHOE nocTpoeHune




MHd)OpMaLI,MOHHbIX cmcTem n ocobeHHocTH pa60TbI C HUMU

Lpyrvue xapakTepuctmkm




3.2.2. TpypoBasa pyHKLUMA

HanmeHoBaHue

Mouck, npusneyeHune, nogbop n otbop YpoBeHb

nepcoHana

Kopa, B/02.6 |(noaypoBeHb) 6
KBaNndUKaumnm

MpoucxoxaeHne TPyLOBOM

dYHKUMM

3anmcTBOBaHO

OpuruHan X
M3 OpUrMHana

Koa PermcrtpaumoHHbIi
opurMHana Homep
npodeccnoHanbHoOro
cTaHaapTa

TpyaoBble aencTena

[Mowuck Bo BHYTPEHHUX U BHELWHUX NCTOYHUKAX VIHd)OpMaLI,MVI O KaHAnAaaTax,
COOTBETCTBYIOWEN TpeboBaHUAM BaKaHTHOM Jo/XHOCTU (npodeccun,
cneupnanbHOCTH)

PasmelleHne cBegeHMI O  BAKaHTHOW  AOMKHOCTM  (Npodeccuu,
cneumnanbHOCTU) B CPeACcTBAaX MAacCoBOM MHPOpMaLum

Bbl60p cnocobos MeTo40B npusaevyeHUA NepcCoHasla B COOTBETCTBUU C
yTBEPXAEHHbIMU N/1IaHAMU

Mposepka WHPOPMALMM O KaHAMAATAX Ha BaKaHTHble [AOJXKHOCTM
(npodeccun, cneumanbHocTH)

MposegeHne cobecegoBaHWM M BCTPEY C KaHAMAATaMM Ha BaKaHTHble
AoMmKHOCTU (Npodeccuu, cneumnanbHocTn) ¢ obecnevyeHmem obpaTHOMN CBA3U

OueHKa COOTBETCTBMA KaHAMAaToB TpeboBaHMAM BaKaHTHOM A0MKHOCTU
(npodeccuu, cneumanbHocTH)




MoaroToBKa npegioXeHUii no QGopmupoBaHuMio 6Bloa)KeTa Ha MOMCK,
npueneyeHmne, nogbop 1 oTbop nepcoHana

NHbOopMMpPOBaHME N KOHCYNbTUPOBAHME PYKOBOAUTENEN NOAPA3AENEHUN U
OpraHunsaLmm No BONpocam NpuBaeYeHUs NePCOHaNa C OLLEHKOM 3aTpaT

Heobxoanmble ymeHUn

Onpeaenatb KpUTepUM NOUCKa, NpMBAeYeHMs, Nnogbopa n oTbopa nepcoHana

CobupaTb, aHaNN3MPOBaTb U CTPYKTYPUPOBaATb MHPOPMALMIO O KaHauaaTax
N NPeanoKeHUAX Ha PbiHKe Tpyaa

Monb3oBaTbCA MOMCKOBbLIMU CUCTEMAMU U MH(I)OpMaLI,MOHHbIMM pecypCamu B
obnactu obecneyeHun nepcoHaaom

MPUMEHATb TEXHONOMUM U METOAMKM MOMCKa, NpuBaeYeHuda, nogbopa u
oTbopa KaHAMAATOB Ha BaKaHTHbIE J0/IKHOCTY (Npodeccuu, cneuuanbHOCTH)
B COOTBETCTBME C UX cneundumkom

Mcnonb3oBaTb cpencTea obecneveHus NnepcoHanom, BK/1tO4aA
conposoxgeHume

KoHcynbTMpoOBaTb MO BONPOCam NpuBAeYEeHUA nepcoHana

CoctaBnAtb # KOHTPO/ZIMPOBATb CTAaTbM pPaACXOOO0B Ha obecneveHue
nepcoHanaom AnAa n1aHMpPoBaHUA 6IO,CI,)+(eTOB

Cob6ntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUsA

Heobxoanmble 3HaHKA

NcToUuHMKM obecnedyeHus OpraHn3aunn Kagpamum

TexHONOrMM N METOAMKU NOUCKa, npueaedvYeHuA, rlop,6opa n 0T6opa
nepcoHana

Cuctembl, meToabl M  GOpPMbl  MaTepUaNbHOrO M HemaTepuanbHOro
CTUMYNUPOBaHUA TPyAa NepcoHana




TexHonorum n metoabl d)OpMMpOBaHMﬂ MU KOHTPOAA 6IO,£I,)KETOB

TexHONOrMK, MeToabl U METOAUKM MPOBEAEHMA aHANN3A, CUCTEMATM3ALUM
OOKYMEHTOB U MHpOpMaLLUK

CTpyKTypa oOpraHvM3auuMum UM BaKaHTHble  AO/MKHOCTM  (Npodeccun,
cneupnanbHOCTH)

Obwue TeHOAeHUMM Ha PbIHKE Tpyda U B OTAENbHbIX OTPAc/AAX WU Buaax
npodeccnoHanbHON AeATENBHOCTU

OCHOBbI NCUXOIOTUN U COLLUOOTUN TpyAaa

OCHOBbI 3KOHOMMKM, OPraHM3aLMK TPYAa U yNpaBaeHUs NepcoHanom

TpyL0BOE 3aKOHOAATENLCTBO W MHbIE aKTbl, COAEPMKALLME HOPMbI TPYA0BOMO
npaea

OCHOBbI apXMBHOTO 33aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbLIE AKTbI
Poccwuiickolt depepaumm, B 4acTU BeAEHUA LOKYMEHTALLMM NO NepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoAaTeNbecTBa Poccuiickoit deaepaumm

3aKkoHoaaTenbcTBO Poccuitckon Peaepaupmmn o NePCoHaNbHbIX AaHHbIX

JloKkanbHble aKTbl opraHunsauuun, peryampyrowme nopAaaok obecneyeHusn
nepcoHaaom

Hopmbl 3T1KKM aenosoro obuieHna

ba3oBble 0CHOBbI MHPOPMATUKM, NOCTPOEHUA UHPOPMALMOHHBIX CUCTEM U
ocobeHHOCTU paboTbl C HUMM

[pyrve xapakTepuctnku

3.2.3. TpyaoBana ¢yHKUMA




AZMWUHUCTPUPOBAHWE NPOLLECCOB U YpoBeHb

HanmeHoBaHue | AoKymeHToobopoTa obecneyeHus Kog, B/03.6 |(noaypoBeHb) 6

nepcoHaaom KBaﬂMd)MKaLI,MM

MpouncxoxkaeHne TPyaoBomn

dYHKUMM

3anmcTBOBaHO
OpuruHan X
U3 opurMHana
Koa PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3 nNpoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX [AOKYMEHTOB MO
BOMpocam obecneyeHus NepcoHanom

BeseHne MHPOPMALMM O  BaAKaHTHbIX  OO/MKHOCTAX  (NMpodeccusx,
cneumnanbHOCTAX) M KaHguaaTax

[OKYyMEHTaUMOHHOE COMPOBOXAEHME KAaHAMAATOB Ha 3Tanax MOMCKa,
npuefeyeHuns, nogbopa M otbopa nNepcoHana Ha BaKaHTHblE AOJKHOCTM
(npodeccuu, cneumanbHOCTH), MHGOPMUPOBAHUE KAHAMAATOB O Pe3yAbTaTax
oTbopa

MoAroToBKa 3anpoCoOB O KaHAMAATaX B FOCYAapCTBEHHbIE OpraHbl, B CayYasXx,
npegycMmoTpeHHbIX AeﬁCTByPOMMM 3aKOHOAQATENbCTBOM, WU 06pa60TKa
npegocrtaB€HHbIX CBe,EI,eHVIl‘/JI

MoarotoBka M 06paboTKa yBeaOMNEHMI B TOCYAAPCTBEHHbIE OpPraHbl,
npodeccmoHanbHble COHO3bl W ApyrMe npeacTaBuTe/bHble  OpraHbl
paboTHMKOB NO BOMpPOCaM MOWCKa, MpuBAedeHus, nogbopa u otbopa
nepcoHana




Conposom,u,eHme Aorosopos no obecneveHuto OopraHnsaunMn nepcoHaiom,
BK/1IOYaA nNpeasapuTeibHble npoueaypbl No UX 3aKNHOYEHUIO

Heobxogumble ymeHUs

Ob6ecneynBaTb JOKYMEHTaLlMOHHOE CONPOBOXAEHMNE BbIX0Aa KaHaANAaTa Ha
paboTy 1 nepemeLlleHNs nepcoHana

OdopmMnaTb AOKYMEHTbI N0 BOMpPocam obecrneyeHns KagpoBbiMKU pecypcamm,
HeobxoaMmble ANAa NPegoCcTaBAEHMSs B TOCYAAPCTBEHHbIE  OpraHbl,
npodeccmoHanbHble COHO3bl W ApyrMe npeacTaBUTE/IbHbIE  OpraHbl
paboTHMKOB

OpraHu30BbIBaTb XpaHEeHME [OKYMEHTOB B COOTBETCTBUM C TpeBoBaHUAMM
TPYZOBOro, apXxMBHOIO 3aKoHoZaTesnbCTBa Poccuiickoit Ddeaepaumm u
NIOKaNbHbIMW aKTaMM OpraHmu3aLmm

AHanusmMpoBaTb  OOKYMEHTbl M NepeHocuTb  MHPopMaumilo B
MHPOPMaLMOHHbIE cUCTEMbI M 6a3bl AaHHbIX O KaHAMAATaX

PaboTaTtb c MHPOPMAUMOHHBIMKU CUCTEMaMM M Ba3aMm AaHHbIX MO BONPOCcam
obecneyeHna nepcoHasoM, BeOEHWIO MOMCKa WM y4yeTa KaHAMAATOB Ha
BAKaHTHblE AO/IKHOCTU (Mpodeccuu, cnewmanbHOCTL)

Mpon3BoauTb MpeaBapuTeNbHble 3aKymnodHble npoueaypbl U 0dbopMAATbL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aK/0UYEHUIO A0rOBOPOB

OpraHM30BbIBaTb U MPOBOAUTL KOHKYPCbl, 0POPMAATL M aHa/NM3MPOBaTb
KOHKYPCHYHO [OKYMEHTALMIO

BecTu aenosyto nepenmcky

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHMs

Heobxoanmble 3HaHWA

Mopaaok obopmneHns, BeAeHUA N XpaHeHUA AOKYMEHTauMn, CBA3aHHOM ¢
MOWCKOM, NpuBAeYeHnem, nogbopom 1 oTOoPomM nepcoHasna Ha BakaHTHble
OO/IKHOCTU




Mopsdok <¢opmupoBaHUs, BeAeHMs 6aHKa [aHHbIX O  MepcoHane
OpraHM3aLMm 1 NPefoCTaBNeHNA OTYETHOCTH

OcHOBbI 4OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecnevyeHmns

TexHonorMmn, MeToasl U MeTOAMKM NPOBEeAEHMA aHaAM3a U CMCTEMaTM3aumMn
AOKYMEHTOB M MHdopMaunm

MopadoK npoBeAeHUs  KOHKYpcoB U O0OPMJIEHUA  KOHKYPCHOM
[OKYyMeHTaunu

MopAdOK  NpoBeAeHWA  3aKymouyHbIX  npoueayp W odopmaeHus
COMYTCTBYIOLWEN AOKYMEHTAL MM

CTpyKTypa oOpraHusauMmM U  BaKaHTHble  JoO/KHocTM  (npodeccun,
cneumanbHOCTH)

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPrKaLLMe HOPMbI TPYA0BOro
npaea

OCHOBbI apXMBHOTO 33aKOHOAATENbCTBA M HOPMATWBHbIE MPABOBbLIE AKTbI
Poccuiickoit depepaumm, B 4acTU BeAEHUA JOKYMEHTALMMW NO NepcoHany

OcHOBbI Ha/I0ro0BOroO 3aKoHoAaTebeTBa Poccuiickoit deaepaumm

3aKkoHoZaTenbcTBO Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble aKTbl oOpraHuM3auMu, peryavpylolme nopsagok noabopa
nepcoHana

MopAaoK 3aKNOYEHUs AO0rOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM Aenosoro obuieHna

ba3oBble OCHOBbI MHPOPMATUKM, NOCTPOEHUA UHPOPMALMOHHBIX CUCTEM U
0CO6EHHOCTU PaboTbl C HUMM




[pyrve xapakTepucTnkm

3.3. O606LwweHHas TpynoBasa GyHKLMA

eATeNIbHOCTb NO OLEHKe M aTTecTaumm YpoBeHb
HavmeHoBaHue A H 4 Kopa C P 6
nepcoHana KBanmudmKkaumum
MpouncxoxaeHne
. . 3anmcTBOBaHO
0606uweHHoM TpyaoBomn OpuruHan X
N3 opuUrnHana
OYHKUMM
Kog PernctpaumnoHHbIi
opurnHana HoMep
Npo¢deccnoHanbHOro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMA
[ONKHOCTEN, npodeccuit

Cnewumanuct no oLeHKe 1 aTTecTaumMm nepcoHana
Cnewuumanuct no nepcoHany
MeHeaxep no nepcoHany

TpeboBaHuA K
06pasoBaHUIO U 0OYyYEHUIO

Bobicwee obpasoBaHue - 6akanaspuar

[ononHutensHoe npodeccroHanbHoe 06pasoBaHMe - NPOrPammbl
NOBbILEHMA KBAIMOUKALMM; MPOrpammbl NPodeccroHanbHoM
nepenogroToBKW B 061aCT1 NPOBELEHNA OLEHKM NepcoHana

TpeboBaHMWsA K ONbITYy
NpPaKTUYecKon paboTsbl

Ocobble ycnosusa gonycka K
paboTte




[pyrve xapakTepucTnkm

JononHuTenbHble XapaKTePUCTUKM

HanmeHoBaHMe AOKYMEHTA Kopg HanmeHoBaHMe 633080 rpynnbl, A0AXKHOCTU (Npodeccun)
WK CNeLmanbHOCTH
OK3 2412 Cneumanunctbl No Kagpam u npodopueHTaumnm
3423 CneunanncTbl KapoBbIX CAYXKO M yupeRaeHUM 3aHATOCTH
EKC - MeHepyep no nepcoHany
oKnAaTp 27755 DKOHOMMUCT MO TPyAYy
22956 MHcneKTop no Kagpam
3.3.1. Tpyposasa GpyHKUMA
OpraHu3auma n NnpoBeaeHUe OLEHKU YposeHb
HanmeHoBaHMe |nepcoHana Koa C/01.6 |(noaypoBseHb) 6
KBanmMduKkaumnm
MpouncxoxaeHne TpyaoBoOMn OpuriHan X 3anmcTBOBaHO
bYHKUMM N3 opuUrnHana
Kog PernctpaumnoHHbIi
opurMHana HOMmep
npo¢deccnoHanbHOro

CTaHAapTa
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TpypoBble AencTauns

AHanM3 CTPYKTYpbl, NJaHOB W BaKaHTHbIX A0/KHOCTeM (npodeccuid,
cneumnanbHocTel) opraHM3auumm, ocobeHHOCTEN opraHM3auum paboTbl Ha
Pa3INYHbIX y4aCcTKax MPOM3BOACTBA U KOHKPETHbIX paboumnx mecTtax

PaspaboTka nnaHa OUEHKM MepcoHana B COOTBETCTBMM C  LeAMM
opraHusaumm

OueHKa AVMHAaMMKM NPON3BOANTENBHOCTU, MHTEHCUBHOCTU U 3G HEKTUBHOCTU
TpyAa Ha paboumnx mecrax

OnpeneneHne pecypcos, BbIBOP CPEACTB U METOA0B MPOBEAEHMA OLEHKM
nepcoHana

MNpoBeaeHWe OueHKN NepcoHana B COOTBETCTBMU C NJaHAMM OpraHm3aumnmn

ConpoBOXAEeHME [OrOBOPOB C  OPraHM3auMAMM -  UCMONHUTENAMM
MeponpuATUA N0 OLEHKe MNepcoHana, BKAYAA MpeaBapuTeNbHble
npoueAypbl NO UX 3aKJOYEHUIO

KoHCynbTMpOBaHME MepcoHana Mo BOMPOCAaM OLLEHKM, BKAOYAA OLLEHKY
3aTpar

AHann3 pesy/sbTaTOB OLEHKM MepcoHasa, NoAroTOBKa PeKoMeHZauui
PYKOBOACTBY M NepcoHany

MoAroToBKa NpeanoXKeHunin no GopmmpoBaHuio broaxeTa No opraHM3aLumn 1
NpoBeAEeHMIO OLLEHKM NepcoHana

Heobxoavmbie ymeHUn

Onpefenatb NapameTpbl U KPUTEPUM OLLEHKM NepcoHana

Onpep,enﬂTb N NpUMMeHATb CpeactBa M MeToAdbl npoBeaeHUA OUEeHKU
nepcoHana

BblaenaTb (onpeaenaTb) rpynnbl NepcoHana Ana NpoBeaeHNA OLEHKU

Onpefenatb UHTEHCMBHOCTb TPyAa M 30Hbl MOBbIWEHUA 3bPEKTUBHOCTU




nepcoHana

Onpenenatb MOTMBALUMOHHbIE GaKTOPbl NpoBeAeHMA OLEHKN NepcoHana

CocTaB/ATb U KOHTPOIMPOBATbL CTaTbW PacXoA0B Ha OLEHKY nepcoHana ans
naaHUpoBaHuA 6loayKeToB

ObecneunBatb OpraHn3aunMoHHOE conpoBoXaeHe OUEHKN NepCoHana

ObecneumBaTb COXPaHHOCTb KOHOUAEHUMANbHOW UWHOOPMaLMM  Npu
npoBeAeHMM OLEHKN NepcoHana

OpraHM30BbIBaTb XpaHeHMEe [OKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMM
TPYZAOBOrO, apXMBHOIO 3aKoHoZaTesnbcTBa Poccuiickoit deaepaumm u
JNOKa/ibHbIMU HOPMATUBHbIMU aKTaMU OpPraHn3auunm

Cobupatb, aHanM3MpoBaTb W  CTPYKTYpUpOBaTb  MHPOPMALMIO O
npeaoXKeHMAX No OLLEHKe NepcoHana Ha pbiHKe Tpyaa

Mpon3BoguTb NpeaBapuTesibHble 3aKynoyHble npouesypbl U obopmMAATb
COMNYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKNHOUYEHUIO JOTOBOPOB

Onpep,enﬂTb ycnosma AnAa  3akKAKOYeEHMA A0roBopoB Ha Yycayrm no
nposeaeHno oUueHKN nepcoHana

CMCTeMaTI/I3VIpOBaTb, 0606I.Ll,aTb N aHa/M3nNpPoBaTb pPe3ysabTaTbl OUEHKU
nepcoHana

Ob6ecneunBaTb 0bpaTHYIO CBA3b NO pe3ynbTaTaM MPOBEAEHHON OLEHKMU C
NepcoHaNoM 1 PyKOBOACTBOM

Monb30BaTLCA NOUCKOBLIMKU CUCTEMAMMU, MHd)OpMaLI,MOHHbIMM pecypCamum “
6asamu AaHHbIX MO NpoBegeEHNIO OUEHKN NepPCOoHana

PaspabaTbiBaTb peKOMeHZauuM No pPa3BUTUIO MepcoHana Ha OcHoBe
npoBeAeHHOM OLEHKN




Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

TexHoNOrMM N MeToAbl oNpeaeneHmna NpodeccUoHaNbHbIX 3HAHWUIA, YMEHWI U
KOMMeTeHuuMmn

TexHONOrMm n metTopbl OLLEHKU JIMYHOCTHbIX KA4YeCTB U XapaKTepuUCTUK

Cuctembl, metoabl M  GOPMbl  MaTepuanbHOTO UM HemaTepuanbHOro
CTUMYNMPOBaHUA TPYAa NepcoHana

TexHonorm u metoabl d)OpMMpOBaHVIFI MU KOHTPOAA 6IOLI,)KETOB

TexHoNormm, MeToabl U METOANKM NPOBEAEHNA aHANM3A U CUCTEMATM3ALNN
OOKYMEHTOB U MHpOpMaLLUK

OcHOoBbl 0bWEl M couManbHOM MNCUXOJIOTUM, COLMOJIOTUM U TCUXON0TUMU
Tpyaa

OCHOBbI NPOU3BOACTBEHHOW AEATENIbHOCTU OPraHM3aLMK

MopAagoK  NpoBeAeHUs  3aKyMOYHbIX  npoueayp U odopmiaeHus
COMYTCTBYIOLWEN LOKYMEHTALMN

CTpyKTypa oOpraHvM3auuMum UM BaKaHTHble  AO0MKHOCTM  (nNpodeccun,
crneuunanbHOCTH)

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPXKALLME HOPMbI TPYAOBOrO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE MNPaBOBbIE aAKTbI
Poccuiickoli ®eaepaumu, B YacTu BeAeHUS AOKYMEHTaL MM No NepcoHany

3aKkoHoaaTenbecTBo Poccuitckon Peaepaupmmn o NePCcoHaNbHbIX AaHHbIX

JlokanbHble HOPMaTuBHbIE aKTbl OpraHuM3auun, peryavpyrowme nopAaaok
OUEeHKWM nepCoHana




MopAaoK 3aKNOUYEHUA A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM fenoBoro obLeHns

basoBble OCHOBBbI NHPOPMATHKW, CTPYKTypHOE NocTpoeHune
MHOOPMALMOHHbBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.3.2. Tpyposasa pyHKUMA

OpFaHM3aLI,MF| M nposeageHune atrecrtalmmn ypOBEHb
HanvmeHoBaHMe nepcoHana

Kog, C/02.6 |(noaypoBeHb) 6
KBaMbUKaunm

MpowncxoxaeHwe TpyaoBOW
bYHKLMK

3anmcTBOBaHO

OpwuruHan X
U3 opurmHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fenctaus

AHanu3 CTPYKTYypbl, NAAHOB W BaKaHTHbIX AO0/MKHOCTEeN (npodeccui,
cneumanbHocTen) opraHuMsaunmn, ocobeHHocTe opraHusaumm paboTbl Ha
Pa3/IMYHbIX y4acTKax NPOMU3BOACTBA M KOHKPETHbIX paboymx mecTax

Pa3paboTKa NPOEKTOB AOKYMEHTOB, ONpeAensatowmx NopaaoK atrectaumm
nepcoHana, c oLeHKoM 3aTpat

COI'IpOBO)KAEHMe npouecca arrectaummnm wm pa6OTbI aTTeCTaLI,MOHHOﬁ
KOMUCCnUun




MoAroToBKa NpeaoxKeHui No GopmMUpPoBaHuMIo 6rog KeTa Ha OpraHM3aLmIo
W NpoBeAeHne aTTecTalmm nepcoHana

MoarotoBKa MpeaoXeHMn O COOTBETCTBMM PaboOTHMKA AO0KHOCTU
(npodeccum, cneumanbHOCTU) NO pe3ynbTaTam aTTecTalMn B COOTBETCTBUM C
3aKoHoZaTenbcTBoM Poccuiickon Peaepauymm

Heobxoanmble ymeHUn

OI'IpELI,EI'IﬂTb napamMeTpbl U KpUTEPUKM aTTECTAUNN NEPCOHaNa

Onpeaenatb U NPUMEHATb CPEACTBA U METOAbl aTTectaumm

BbloenAatb rpynnbl nepcoHana gna nposeaeHnA atrectaumm

ObecneunBaTb  OOKYMEHTALMOHHOE  COMPOBOMAEHME  aTTecTauumu
nepcoHana

CoctaBnAtb 1 KOHTPO/1MPOBATb CTaTbU PacxXoa0B Ha aTTeCTauunto nepcoHana
Ana nnaHMpoBaHUA 6POA)KeTOB

Monb3oBaTbcs WMHOOPMALMOHHBIMUK pecypcammM M 6a3ammn  AaHHbIX NO
NpoBeAeHMIO aTTecTaLmm

BecTn yyeT n permctpauunio LOKYMEHTOB B VIHd)OpMaLl,VIOHHbIX Ccncremax n Ha
MaTepUnasibHbIX HOCUTENAX

OpraH130BbIBaTb XpPaHEHWe AOKYMEHTOB B COOTBETCTBUM C TPebOBaHMAMM
TPYAOBOrO, apXMBHOrO 3aKoHozaTenbctBa Poccuiickoi Pegepauymn U
JOKANIbHbIMWM LLOKYMEHTAMM OpraHu3auum

Mpoun3BoauTb NpeaBapuTe/ibHble 3aKyrnoyHble npoueaypbl M odopmaaTb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aK/10UYEHUIO A0rOBOPOB

Cobntogatb HOPMbI 3TUKK AeN0BOoro obuieHus

Heobxoanmble 3HaHWA

MopAdoK U TEXHONOMMA NPOBEeAEHNA aTTecTauum




TexHoNorMmn n Metoapl onpeseneHns U oLeHKU NPodeccMoHanbHbIX 3HaHW,
YMEHUM U KOMNETEeHL MU

Cuctembl, meToabl M  GOpMbl  MaTepUanbHOr0O UM HemaTepuanbHOro
CTUMYIMPOBAHMA TPYLA NepcoHana

TexHonorm n metoApl d)OpMVIpOBaHMFI N KOHTpPOAA 6I-OAH(ETOB

TexHoNorMmM, MeTogbl U METOANKM NPOBEAEHMA aHAAN3a U CUCTEMATM3ALMUM
OOKYMEHTOB U MHpOpMaLmm

OcHosBbl I'IpOM3BO,CI,CTB€HHOIZ AeATENbHOCTU OpPraHn3auunmn

OcHOBbI 06LWWENn M couManbHOM MCUXONOTUM, COLMOIOTMN U MCUXO0TUM
TpyAa

MopAdOK  MpoBedeHMsA  3aKynmouyHbIX  npouedyp M odopmaeHUs
COMYTCTBYIOLWLEN AOKYMEHTAL MM

CTpyKTypa OpraHusaumMm UM  BaKaHTHble  AO/KHOCTM  (npodeccun,
crneumanbHoCTH)

TpyaoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, COAeprKallive HOPMbl TPYA0BOrO
npasa

OcHOBbI apXWMBHOrO 3aKOHOAATENbCTBA U HOPMATUBHbIE MPaBOBble aKThbl
Poccuiickoit depepaumm, B YaCTM BeAeHUA AOKYMEHTaL MM NO NepcoHany

3aKoHoAaaTebecTBo Poccuinckon Peaepaummn o NePCoHanbHbIX AaHHbIX

JlokanbHble HOPMATUBHbIE aKTbl OpPraHmsauuun, peryampyrowme nopAaaok
OLLeHKM nepCcoHana

MopsAAOK 3aKA0UYEeHUA A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHun




BasoBble OCHOBbI MHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune
MHPOPMaLMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrvue xapakTepuctmkm

3.3.3. TpypoBaa ¢pyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HavmeHoBaHMe | A0KyMeHTOO60pOTa Npu NpoBeaeHNN Kopa C/03.6 |(noaypoBeHb) 6
OLLeHKM 1 aTTecTaumm nepcoHana KBanmdmkauum

MpowncxoxaeHwe TpyaoBOWM
bYHKLMK

3anmcTeBoBaHO
OpwuruHan X
U3 opurMHana
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fencrauns

AHanus npoueccos ILI,OKYMeHTOO60|Z)OTa, JNOKaJ/IbHbIX AOKYMEHTOB NO OLLEHKE
n atrectaummn nepcoHana

OpFaHMSaLI,VIOHHOG conposoxaeHume MepoanHTMVI Nno OoueHKe nepcoHana n
€ro atrecrauunm

OdopmneHure npouecca 1 pesynbTaToB aTTecTauymn nepcoHana

NHdopmMmmpoBaHMe NepcoHana o pesybTaTax OLEHKN 1 aTTecTauum

MoAarotoBKa NpeasioKeHUt No pa3BUTUIO MepcoHana Mo pesynbTaTam
OLLEHKM




COﬂpOBO)KAEHMe AO0roeopos MO OKa3aHUKO  KOHCY/NIbTAUMOHHbLIX U
MHd)OpMaLI,MOHHbIX YCANyr no oueHKe n atreCtaynm nepcoHana

Heobxogumble ymeHUs

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHME OLLEHKM M aTTecTaumnm
nepcoHana

Od)OpM}'IFITb AOKYMEHTblI NO BOMNpPoOCamM OUEHKKU M aTtTeCTtauunnm nepcoHana,
npegocrasadaemblie B rocyaapCrBeHHbIE OpraHbl, I'IpO(I)eCCMOHa!'IbeIe COHO3bl
n apyrne npeacrasuTesibHble OpraHbl paﬁOTHMKOB

AHanusvpoBaTb npasuaa, npoueaypbl U MOPAAKM NPOBEAEHNA OLEHKU U
aTTectaumu nepcoHana

Bectn yyeT n permcrpauunio LOKYMEHTOB B MH(bOpMaLI,MOHHbIX cncremax n Ha
MaTepunasbHbIX HOCUTENAX

OpraH130BbIBaTb XpPaHEHWe JOKYMEHTOB B COOTBETCTBUM C TPeboBaHMAMMU
TPy4OBOro 3aKoHogaTenbcTBa Poccuiickon Pepepaumn M NOKaNbHbIMMI
dKTaMy opraHunsauumn

BecTu aenosyto nepenmcky

PaboTaTb ¢ MHGOPMaLMOHHbIMU CUCTEMaMM M Ba3aMm AaHHbIX NO BONPOCam
nposeaeHNa OLLEHKM 1 aTTecTauMu NepcoHana, BegeHuio yyeTa KaHaMaaToB
Ha BaKaHTHble A0MXHOCTU (Npodeccun, cneumanbHOCTH)

AHanusmpoBaTb  [AOKYMEHTbI M MepeHocuTb  MHbopmauuio B
NHPOPMaLMOHHbIE cUCTEMbI M 6a3bl AaHHbIX

Cobntogatb HOPMbI STUKK AeN0BOro 06LieHMs

Heobxoanmble 3HaHWA

Mopaaok opopmaeHuns, BeAEHUA U XpaHeHMA AOKYMEHTaLMM, CBA3AHHOM C
nposeAeHMEeM OLEHKMN U aTTecTaumm nepcoHana

Mopsfok d¢opmupoBaHWA, BedeHMA 6aHKa A[aHHbIX O MepcoHane
OpraHu3aumn 1 NpesoCcTaBieHNs OTYETHOCTH




MopsdoK  MpoBedeHMs  3aKyMouyHbIX  Mpoueayp M odopMAEHUS
COMYTCTBYIOLW,EN AOKYMEHTaL MM

Mopsaaok obopmaeHUs AOKYMEHTOB, NPeAoCTaBIAeMbIX B FOCYAapCTBEHHble
opraHbl, NpodeccuoHanbHble COH3bl U ApYyrue NpeacTaBUTe/IbHble OpraHbl
paboTHUKOB

OcHosBbl ,CI,OKyMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecneyeHus

CTpyKTypa oOpraHuMsauuum U BaKaHTHble  AO/MKHOCTU  (npodeccun,
crneumanbHoCTH)

TpynoBoe 3aKOHOAATENBLCTBO U UHbIE aKTbl, COAEprKaLLMe HOPMbI TPYA0BOrO
npasa

OcHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATUBHbIE NMPaBOBblE aKTbl
Poccuitckoit DepepaLmm, B 4aCTu BeAeHUA AOKYMEHTALMM NO NepCcoHany

3aKoHoAaaTenbcTBo Poccuinckon Peaepaummn o NepcoHanbHbIX AaHHbIX

TexHoNorMm, MeToabl U METOANKM NPOBEAEHMA aHAIN3a U CUCTEMATU3ALMM
[OKYMEHTOB U UHbOPMaLuu

JIOKanibHble HOpPMATUBHbIE aKTbl OpraHuM3auumn, peryavpytowme nopagok
OLLeHKM M aTTeCTtaunm nepcoHana

MopAaoK 3aKNHYEHNA AOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKKN aenosoro obuieHua

BasoBble OCHOBbI MHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune
MHPOPMaLMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnku

3.4. O606LwweHHas Tpyaosas GyHKLMA




JeaTenbHOCTb NO Pa3BUTUIO NepCoHana

HanmeHoBaHue Koa D 6
KBaMPUKauUm
MpouncxoxaeHne
o o 3anmcTBoBaHO
0606L1eHHON TPYA0BOW OpwuruHan X
N3 OpUrnHana
dYHKUMM
Koga PerncrpaumnoHHbIn
opurMHana HOMep
npodeccnMoHanbHOro
CTaHZapTa

YpoBeHb

Bo3moxKHble
HaMMeHOBaHMUA
JOMKHOCTEN, npodeccuit

Cneumanuct no passuTmio U obyyeHuto nepcoHana
Cneumannct No pasBUTUIO Kapbepbl NepcoHana
Cneumanuct no nepcoHany

MeHepyep no nepcoHany

TpeboBaHuA K
06pa3oBaHUIO U 0BYYEHUIO

Bbicwee obpasoBaHue

[ononHutenbHoe npodeccroHanbHoe ob6pasoBaHMe - NPOrpammbl
NOBbILLEHMA KBAIMOUKALMM; MPOrpammbl NPodeccroHanbHOM
nepenoaroToBKM B 061aCTV OPraHN3aLLMOHHOIO U NPodeccMoHaNbHOro

Pa3BunTUA NnepcoHana

TpeboBaHMSA K ONbITYy
NpaKTUYecKol paboTsl

Ocobble ycnoBuA AOMNycKa K
pabote

[pyrve xapakTepuctnku




JononHuTtenbHble XapPaKTEPUCTUKH

HanmeHoBaHWe JOKYMEHTa Koa HanmeHoBaHuWe 6a30B0oM rpynnbl, 4OMKHOCTU (Mpodeccum)

nnn cneunmanbHoOCTu

OK3 2412 CneumManunctbl Mo Kagpam 1 npodopureHTaLmm

3423 Cneumannctbl KaapoBbIX CYXKO U yupeKaeHUIA 3aHATOCTH
EKC - MeHegaxep no nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TpyAy

22956 MHcneKTOp NO Kagpam

3.4.1. TpypoBana yHKUMA

OpraHu3auma 1 nposeaeHne MeponpuATAN YpoBeHb
HanvmeHoBaHMe |NO pPasBUTUIO M MOCTPOEHUIO Kopa D/01.6 |(noaypoBeHb) 6
npodeccnmoHanbHOM Kapbepbl MepcoHana KBanmudmKkauum

MpoucxoxaeHve TpyLoBOM
bYHKLMK

3anMCTBOBAHO

OpuruHan X
N3 OpuUrnHana

Kog, PerncrpaumoHHbIN
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fencTauns

AHann3 CTPYKTYpbI, NJAHOB M BaKaHCUI1 OpraHM3aumm

AHanun3 ocobeHHocTeit paboTbl Ha Pas3AMYHbIX yYyacTKax MPoOM3BOACTBA W
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KOHKPETHbIX p860‘-IVIX mecTax

MoaroToBKa MNPOEKTOB AOKYMEHTOB, OMNpPeAenAllnX MOpPAAO0K PasBUTUA
nepcoHana u NocTpoeHua NpodeccMoHabHOM Kapbepbl C OLLEHKOM 3aTpaT

PaspaboTKka naaHoB NpodeccMoHanbHOM Kapbepbl paboTHMKOB

dopmunpoBaHMe KagpoBOro pesepsa

OpraHusaumn MeponpuATUiA no pasBUTUIO n NocTpoeHuto
npodeccroHanbHOM Kapbepbl NepcoHana

MoAroTtoBKa NpeanosKeHuit no GopmmnposaHuio broaxeTa Ha OpraHM3aLmio 1
nposeaeHne MepPoNpPUATU NO Pa3BUTUIO U MOCTPOEHMUIO NPOPECCUOHANBHOM
Kapbepbl NepcoHana

AHann3 3pHEeKTUBHOCTN MEePONPUATUIA NO PA3BUTUIO NEPCOHANA, NOArOTOBKa
npeasoxKeHWi No pPasBUTUIO

Heobxoammble ymeHus

AHanu3npoBaTb YypoBeHb obwero pasButMA W npodeccroHanbHOM
KBannMduKaLmMmn nepcoHana

Onpefenatb KPaTKOCPOYHblE WM AO0ATOCPOYHbIe MOTPEeBbHOCTM pPas3BUTMA
nepcoHana 1 NOCTpoeHua ero NpodeccMoHanbHOM Kapbepbl

Onpegfenatb KpuTepun GOPMMPOBAHMA KaLPOBOTO pe3epBa OpraHn3aunm

CocraBnAaTtb UMHANBUNAYabHblIE NJ1aHbl KAPbEPHOIO Pa3BUTUA NepPCOoHaNa

MPUMEHATb TEXHONOMMM U METOZLbl Pa3BUTUA NEPCOHaNa U MOCTPOEHUN
npodeccnoHanbHOM Kapbepbl

CocTaBnaTb NpPeanoXKeHUa U  KOHTPO/IMPOBaTb CTaTbM PACXOLOB Ha
nNporpammbl M MeEPONPUATUA NO PA3BUTUIO MepcoHana M MNOCTPOEHUIo
npodeccMoHanbHOM Kapbepbl ANA NAaHMPOBaHMA BloaKeToB




Onpegenatb 3QpPeKTUBHOCTb MEPONPUATUIA NO PasBUTUIO NepcoHana wu
NOCTPOEHMIO NPOPECCUOHANBHOMN Kapbepbl

PaboTtaTb ¢ MHPOPMALMOHHBIMU cUCTEMAMK U Ba3zamMm AaHHbIX MO NepcoHany

Cobntoaatb HOPMbI 3TUKK AeN0BOro 06LLeHus

Heobxoanmble 3HaHUA

Cuctema, cnocobbl, METOAbI, UHCTPYMEHTbI NOCTPOEHMA NPodeccMoHaNbHOM
Kapbepsl

MeToabl OnpefeneHns M OUEHKU JIMYHOCTHbIX U npodeccuoHanbHbIX
KoMnNeTeHUnin

Cuctembl, meToabl M  GOPMbl  MaTepPUanbHOr0O M HemaTepuanbHOro
CTUMYNMPOBaHUA TPYAa NepcoHana

TexHonormmn, metoabl GOPMUPOBAHUA N KOHTPOIA BIOAKETOB

TexHonornun, MeToabl U METOAUKM NPOBEAEHMNA aHANMU3a U cUCTeMaTM3aLUN
OOKYMEHTOB M MHbOpMaL MK

OcHoBbl NpodeccnoHaNbHO opueHTaLum

OcHosBbl AOKyMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

OcHosBbl I'IpOVI3BO,EI,CTBeHHOﬁ AeATENDbHOCTU OPraHM3auunn

OcHoBbI 06Lel U COUMAaNbHOM MCUXONOFUMU, COLMONOTUN U MCUXONOTUU
TpyAa

CTpyKTypa oOpraHvsauuMum UM BaKaHTHble  AO/MKHOCTM  (nNpodeccun,
cneunanbHOCTH)

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPXKaLLMe HOPMbI TPYAO0BOro
npaea




3aKkoHogaTenbcTBo Poccuitickont Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMAaTMBHbIE aKTbl OPraHM3auuW, Peryaupylolime nopagok
pa3BUTUA M NOCTPOEHUA NPOdECCMOHANbHOM Kapbepbl NepcoHana

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KK aenosoro obuweHna

basosble OCHOBbI NHOPMaTUKNY, CTPYKTypHOE noctpoexue
MHPOPMaLMOHHbIX CUCTEM M 0COBEHHOCTU PaboTbl C HUMMU

[pyrve xapakTepucTnkm

3.4.2. TpypoBaa pyHKUMA

HanmeHoBaHue

OpraHusauma obyyeHuns nepcoHana YpoBeHb

Kog, D/02.6 |(noaypoBeHb) 6
KBaMbUKaunm

MpoucxoxaeHve TpyLoBOM
bYHKLMK

3anMCTBOBAHO

OpuruHan X
N3 OpuUrnHana

Kog, PerncrpaumoHHbIN
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fencTaus

AHann3 pbiHKa 06pa3oBaTe/ibHbIX YCAYr U MoTpebHOoCTel opraHuWsaumu B
0by4yeHMM nepcoHana

Pa3pa60TKa NA1aHOB, METOAUYECKUX MaTepmnanos, y‘-le6HbIX naaHoB M




nporpamm, nMNpPOEKTOB JIOKa/IbHbIX aKTOB MO o6yqumo n pa3Butuio
nepcoHana, BKA4YaA OUEHKY 3aTpaT

OpraHusauma meponpuaTMii no obydyeHunto nepcoHana

MoAroToBKa NpeasioXKeHnin no GopMmnpoBaHNIO BrogyKeTa Ha OpraHM3aLmIo
0byuyeHuMsa nepcoHana

AHanuns apPeKTMBHOCTM MepPONPUATUIA MO 0ByYeHUIO NepcoHana

Heobxoanmble ymeHUn

AHanunsMpoBaTb M ONpeaenaTb NOTPebHOCTM B 0byYeHUn rpynn nepcoHana B
COOTBETCTBUM C LIeIAMMN OpraHn3aumnm

PaspabatbiBaTb NiaHbl MNOATOTOBKWM, MEpPenoAroTOBKM W MOBbIWEHUA
KBannduKaLmm Kagpos, y4ebHble NaaHbl U NPorpammbl

AHanM3npoBaTb PbIHOK 06pa3OBaTel'|beIX YCnyr u rotoeunTtb npegnoxKeHuA
Mo NoCTaBWMUKaMm ycnyr

OpraHu30BbIBaTb 0OYYatOLLME MeponpUATUA

CoctaBnAtb U KOHTPO/INPOBATb CTaTbW pPacxXxoaoB Ha o6yqume nepcoHana
AnAa NnnaHMpoBaHUA 6POLI,)KGTOB

Pa3p363TblBaTb M KOMMNNEKTOBATb y‘-IE6HO-MeTOAW~IeCKVIe AOKYMEHTbI

Mpon3BogUTb OLEHKY 3DDEKTUBHOCTN 06YyUYeHMA NnepcoHana

Mpon3BoauTb NpeaBapuTesibHble 3aKymoyHble npoueaypbl U odopmaeHume
COMYTCTBYIOLLEN AOKYMEHTALMMN MO 3aK/HOYEHMIO SO0TOBOPOB

PaboTaTb C UHPOPMALMOHHBIMM CUCTEMAaMM U Ba3aMu AaHHbIX MO NepcoHany

PaspabatbiBaTb M 0DOPMAATL AOKYMEHTbl MO NpPOLLEccCam OpraHM3auumu
0byuyeHuMs NepcoHana u ux pesybTatam




Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

MeToabl, MHCTPYMEHTbI MCCAef0BaHNA NOTPebHOCTM B 06y4eHUN nepcoHana

MeTogonorua obyyeHus

TexHonorumn, metToasl U MeTOAMKM NPOBEeAEHMA aHaM3a U cMCTeMaTM3aumMn
AOKYMEHTOB M MHopMaunm

MopAAoK pa3paboTKM NAaHOB MNOArOTOBKM, NEPENOArOTOBKM U MOBbIWEHUA
KBa/MOUKALMM KagpoB, yuebHbIX NIaHOB U NPOrpamm

Cuctembl, meTtoabl M  GOPMbl  MaTepuanbHOTO UM HemaTepuanbHOro
CTUMYNMPOBaHUA TPyAa NepcoHana

TexHonorMmn 1 metoabl GOPMUPOBAHUA U KOHTPOAA BloaXeToB

MopAaaoK BegeHWsa y4vyeTa M OTYETHOCTM MO NOArOTOBKE W MOBbILWEHWUIO
KBannMduKaLMm nepcoHana

OCHOBbI JOKYMeHTO060pOTa U AOKYMEHTaUMOHHOro obecneyeHus

OcHOBbI TEXHONOTUMN npon3soAacTBa U AeATENbHOCTUN OpraHn3aunn

OcHoBbl 06LWeln U COUMaNbHOW MCMXONOTUM, COLMONOTUN U MCUXONO0TUK
TpyAa

MopAadOK  nNpoBeAeHMA  3aKymouyHbiX  npoueayp W odopmaeHus
COMyTCTBYIOLWEN AOKYMEHTALMM

CTpyKTYypa opraH13aLmuu

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPXKaLLMe HOPMbI TPYA0BOro
npaea

OcHosBbl dAPXMBHOIO0 3aKOHOAATENbCTBA U HOPMATUBHbIE MPABOBbLIE aAKTbI




Poccuiickolt ®eaepaumu, B YaCcTU BeAeHUA AOKYMEHTaL MM No nepcoHany

OcHOBbI HaNOroBOro 3akoHoaaTenbcTa Poccuitickoit Peagepaunn

OcHoBbI 3aKOHOAaTesIbcTBa 06 06pasoBaHum Poccuitckon ®eaepaumm

3aKkoHogaTenbcTBo Poccuitickon Pegepaupmmn o NepCcoHanbHbIX AaHHbIX

JloKanbHble HOPMAaTMBHbIE aKTbl OpraHM3auuMu, peryauvpylolimMe obydyeHue
nepcoHana

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBoro obLieHns

basoBble OCHOBBI NHOPMaTUKNY, CTPYKTypHOE nocTpoeHune
NHPOPMALMOHHbBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Jpyrve xapaktepuctmku




3.4.3. TpypoBaa pyHKUMA

HanvmeHoBaHue nepcoHana

OpFaHM3aLI,Mﬂ agantTaunn U CTa*XMpoBKHU ypOBEHb

Kopa, D/03.6 |(noaypoBeHb) 6
KBaNndUKaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO

OpuruHan X
M3 OpUrMHana

Koa PermcrtpaumoHHbIi
opurMHana Homep
npodeccnoHanbHoOro
cTaHaapTa

TpyaoBble aencTena

AHaNM3 ycnewHbIX KOPNopaTMBHbIX NMPaKTMK NO OpraHM3auMmn agantauuu u
CTa*KMPOBKe NnepcoHana

Pa3pa60TKa NNAaHOB adanTaunn, CTaXXNpPOBKKU NepCoHaa C OLI,GHKOVI 3aTpart

OpraHmaau,vm MepoanﬂTMﬁ no agantaunun, CtaxXKMpoBKe nepcoHana

Moarotoska I'Ipe/.'l,}'IO)KeHMﬁ Nno CoBepLEeHCTBOBAHUIO CUCTEMDLI adanTaunu,
CTa*XMpPOBKKM NepCcoHana

MoAroToBKa NpeasioxKeHnin no GopMmnpoBaHNto BrOgKEeTa Ha OpraHM3aLMIo
aflanTauyn 1 CTaXKMPOBKM NepcoHana

AHanns 3¢PEeKTMBHOCTM MeponpuATMM NO afdanTauum W CTaXkKUPOBKe
nepcoHana

Heobxoavmbie ymeHUn

Ol'lpeﬂ,EJ'IFITb rpynnbl nepcoHana ANnAa CTaXXMpoBkKU U agantaunm




Oﬂpe,D,EIlﬂTb pa6oqme MeCTa OanA nposegeHunAa CTaXXMpPOBKU M agantaunm
nepcoHana

CornacoBsbiBaTb MEPONPUATUA aAaNTaLMN U CTAKUPOBKMU C BO3MOMKHOCTAMM
npoussoAcTsa

Mpon3BognTb aHanM3 U OUEHKY pe3ynbTaToB ajanTaunm U CTa*KUPOBOK
nepcoHana

CocTaBnaTb MPEA/IONKEHUS M KOHTPO/AIMPOBATb CTaTbM PACXOZO0B HA
Nporpammbl U MEPONPUATUA MO aJanTaluMu U CTaXKUPOBKe MepcoHana gns
NnaaHMpPOBaHUSA BLoAKeTOB

Mpon3BoguTb OUEHKY 3POEKTUBHOCTM MEeponpuATMIA No aganTauum u
CTaXMPOBKe nepcoHana

BHeapATb cMCTeMbl BOBIeYEHWA PaBOTHMKOB B KOPNOPATUBHYIO KyAbTypY

Mcnonb3oBaTb MHCI)OpMaLI,MOHHbIe CUCTEMBI M 6a3bl AadHHbIX NO NepCoHany

Cobntoaatb HOPMbI 3TUKM 4eN0BOro 06LLeHUs

Heobxoanmble 3HaHNA

MeToabl aganTaumm 1 CTa*KUPOBOK

TexHonorMKn, MeToasl U METOAMKM NPOBEAEHUA aHaM3a U cUCTeMaTM3aumum
AOKYMEHTOB M nHdopmaumm

Mopanok pa3pa60TKM NAaHOB aAanTaunn nepcoHasza Ha HOBbIX pa6oqu
mecTax, noAroToBkK, nepenoarotoBkn U NoOBbllLEHUA KBaﬂMd)VIKaLI,MM
nepcoHana n opraHn3aunmm CTaxx MpoBOK

nOpﬂ,D,OK COCTaB/1€HNA CMET 3aTpaT Ha aAanTaunio U CTaXXMPOBKY NepPCoHana

MopAagoKk BeAdeHMA yyeTa M OTYETHOCTM MO aganTaumMm U CTAXKMUPOBKE
nepcoHana




Cuctembl, meToabl M  GOpPMbl  MaTepUaNbHOrO UM  HEMaTepuasibHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

TexHoNnorMm n metoabl GOPMMPOBAHNA U KOHTPOAA BloaKeToB

OcHoBbI TEXHONOTUN npon3soAacTBa U AeATENbHOCTN OpraHn3auunn

OcHosBbl O6Ll.l,el7l n cou,maanon ncuxonornm, coumonormn n ncmxonornm
TpyAa

CTpyKTypa oOpraHvMsauuMum UM BaKaHTHble  AO/MKHOCTM  (npodeccun,
cneunanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKallMe HOPMbI TPYA0BOro
npasa

OcHOBbI Ha/I0roOBOro 3aKoHOAaTebeTBa Poccuiickoit deaepaunn

3aKoHogaTenbcTBo Poccuiickon depepaupnm o NepcoHaslbHbIX AaHHbIX

JNoKkanbHble HOPMATUBHbIE aKTbl OPraHU3aLLMK, PeryanpytoLme agantaumio u
CTaXXMPOBKY NepcoHana

OcHosBbl AOKyMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

MopAaoK 3aKN0YEeHUs AO0rOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obueHna

basoBble OCHOBBI MHOPMaTUKNY, CTPYKTypHOE nocTpoeHune
MHPOPMALMOHHBIX CUCTEM M OCOBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnku

3.4.4. TpypoBana ¢yHKUMA




HanmeHoBaHue

MpoucxoxaeHne TPyLOBOM
dYHKUMM

ALMUHUCTPUPOBAHME NPOLLECCOB U VpoBeHb
OKYMEHTO060pOTa NO PasBUTUIO U
AOKY P . P Kopa, D/04.6 |(noaypoBeHb) 6
npodeccnoHanbHOMN Kapbepe, obyyeHuto,
KBaMPUKauUm
aJanTaummn n CTaXKMpPOBKe NepcoHana
3anmcTBoBaHO
OpuruHan X
N3 OpUrnHana
Koa PernctpaumnoHHbIi
opurnHana HoMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHann3 MpouEeccoB, NPaBuA W MOPAAKOB OPraHM3aLMu MpU MPoBeAEeHUU
MepPONPUATUI MO Pas3BUTUID U NPODECCUOHANbHON Kapbepe, 0byyeHuto,
aflanTaLuu U CTaXKMPOBKE NepcoHana

[oKymeHTaunoHHoe odopmaeHUe pesyabTaToB MePONPUATUA MO Pa3BUTUIO
N npodeccMoHanbHOW Kapbepe, 06ydYeHUIO, aganTauMM W CTaXKMPOBKE
nepcoHana

MoAroToBKa WMHAMBMAYANbHbBIX NPEANOMKEHWA Ha OCHOBE pe3y/bTaToB
npoBeAeHNA MepPONPUATUA NO PasBUTUIO M NPOdEeCcCMOoHaNbHON Kapbepe,
06y4yeHu o, aganTaumm 1 CTaXkMPOBKE NepcoHana

MoAroToBKa nNpensoXKeHWU MO COBEPLUEHCTBOBAHUIO CUCTEM O0bOyYeHMs,
aflanTauymn M CTaKMPOBKM, PA3BUTUA U MOCTPOEHUS NPOdECcCMOHaNbHOM
Kapbepbl NepcoHana

ConpoBoXAeHMe  OOrOBOPOB MO OKasaHWUIO  KOHCY/NbTaLMOHHbIX,
MHPOPMALUMOHHBIX YCAYr, HeobxoAuMbIX AN NpoBeAeHUs 0bydeHus,
aflanTauum N CTaKMPOBOK, PasBUTUA W MOCTPOEHMA NpodeccMoHanbHoM
Kapbepbl NepcoHana, BKAKOYaA MnpeABapuTesibHble npoueaypbl MO WX




3aK/TIOYEHUIO

BbinosnHeHne TpeboBaHWI MO XpaHeHUO WHOOPMALUUKM O pe3y/ibTaTax
obyyeHuns, aganTauMM M CTaXKMPOBKW, PasBUTUA U MNOCTPOEHMUA
npodeccnoHanbHOM Kapbepbl NepcoHana

Heobxoanmble ymeHUn

OdopmMnaTb AOKYMEHTbI MO BOMNPOCaM NpoBeAeHUs 0bydeHuns, agantauum u
CTAXKMPOBKKU, PasBUTMA M MOCTPOEHUA NPOPECCMOHANbHON Kapbepbl
nepcoHana, npegocTaBasemble B rocyAapCcTBeHHble opraHbl,
npodeccMoHanbHble COHO3bl W ApyrMe npeacTaBUTE/IbHblIE  OpraHbl
paboTHMKOB

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAeHMe 0bydYeHuna, agantaumm
N CTa)KMPOBOK, PasBUTMA W MNOCTPOEHUA NPOdGEeCcCMOHaNbHON Kapbepbl
nepcoHana

AHanu3MpoBaTb NpasBuaa, Npoueaypbl U NOPALKM NPOBEAEHUA 0byyeHus,
aflanTauum U CTaKMPOBKM, Pa3BUTUA W MOCTPOEHUA NpPodeccMoHanbHOWM
Kapbepbl NepcoHana

OpraHM30BbIBaTb XPaHEHME AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
3aKoHogmaTenbctBa Poccuiickot Pepepaummn U NIOKaNbHbIMKM - aKTaMu
opraHusaumm

AHanusmMpoBaTb  OOKYMEHTbl M NepeHocuTb  MHPopmMaumilo B
MHOPMaLMOHHbIE cUCTEMBI M 6a3bl AAaHHbIX

Bectun y4yeT n perncrtpaumnio JOKymeHTOB B MHd)OpMaLI,MOHHbIX cncremax n Ha
MaTepnanbHbIX HOCUTENAX

PaboTaTb C UHPOPMALMOHHBIMU CUCTEMAMM M Ba3amm AaHHbIX MO BONpOcam
obyyeHus, adanTauuMuM U CTAKMPOBKW, pPasBUTUA U MNOCTPOEHMUSA
npodeccrMoHaNbHOM Kapbepbl NMepcoHana, BEAEHUS yyeTa KaHAMAATOB Ha
BAKaHTHble AO/IKHOCTU (Mpodeccum, cneumanbHOCTH)




BecTu genosyto nepenmcky

Cob6nt04aTb HOPMbI 3TUKK Ae/10BOro 06LLeHMA

Heobxoaumble 3HaHUA

MopAaaok obopmaeHns, BeaeHNA U XPaHEHUA AOKYMEHTaLMM, CBA3aHHOM C
cuctemolt 0bydeHus, adanTauumn U CTaKUPOBKM, PasBUTUSA M MOCTPOEHMUSA
npodeccroHanbHOM Kapbepbl NePcoHana

Mopagok <¢opmupoBaHua, BedeHMA 6aHKa [AaHHbIX O MepcoHane
opraHM3aumn U NpeaocTas/eHna OTYETHOCTH

HopmaTuBHble MpPaBOBble aKTbl, Peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auvmn No NpeaoCcTaB/eHUI0 YYeTHOM
AOKYyMeHTauum

Mopagok opopMaeHUA AOKYMEHTOB, MPefOCTaBAAeMbIX B FOCYAapPCTBEHHbIE
opraHbl U UHblE OpraHMn3aLmm

OcHosBbl AOKYMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp W odopmaeHus
CONYTCTBYIOLLEM AOKYMEHTALUM

CTpyKTypa oOpraHv3auMum M BaKaHTHble  AOMKHOCTM  (npodeccun,
cneunanbHOCTH)

TpyaoBOe 3aKOHOLATENLCTBO M UHbIE aKTbl, COAEP KALLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPAaBOBbIE aKTbl
Poccuiickoint ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM MO nepcoHany

OcHOBbI HaNIOroBOro 3akoHoAaTenbecTea Poccuiickolt deaepaumm

3aKkoHoaaTenbcTBo Poccuitckon Peaepaupmmn o NePCcoHaNbHbIX AaHHbIX




TexHonorMmn, MeToasl U MeTOAMKM NPOBEAEHMA aHaM3a U CMCTeMaTM3auun
AOKYMEHTOB M MHopMaunm

JloKanbHble HOPMATUBHbIE aKTbl OpraHM3auUuWK, Peryaupyroline nopsaaoK
pa3BUTUA U NOCTpoeHMA npodeccMoHanbHOM Kapbepbl, 0byyeHus,
aJanTaumn U CTaXKMPOBKM NepcoHana

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBoro obLeHns

basoBble OCHOBBI NHOPMaATUKNY, CTPYKTYpHOE NocTpoeHune
NHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Jpyrve xapaktepuctmku

3.5. O606LeHHas Tpyaosasa GyHKLMA

eATeIbHOCTb NO OpraHM3aumm Tpyaa u YpoBeHb
HanmeHoBaHue A P 4 PyA Koa E P 6
onnatbl NepcoHana KBanmudmKkauum
MpoucxoxaeHune
o o 3anuMcTBOBaHO
0606weHHoM TpyaoBOM OpwuruHan X
N3 OpuUrnHana
bYHKLMK
Kog, PerncrpaumoHHbIN
opurnHana HOoMep
Npo¢deccnMoHaNbHOro
CTaHAapTa

Bo3morkHble
HanMeHoBaHUA

Cneumanuct no HOPMUWPOBAHUIO U ONnaTe TpyAda
Cneumanuct no opraHnsauunn n onnarte Tpyga




[ONKHOCTEM, npodeccui

CnewumanuncT no KOMMNeHcaumam 1 brotam
CneuuManuct no nepcoHany
MeHezaep no nepcoHany

TpeboBaHus K
06pasoBaHULO U 0OYyYEHUIO

Bbicwee obpasoBaHue

JdononHuTtensHoe npodeccuoHanbHoe 0bpasoBaHue - NPOrpaMmmbl
npodeccMoHabHON NepenoaroToBKM B 06/1aCT SKOHOMMUKM,
HOPMMPOBAHWSA M ONNaTbl TPYAa, NPOrPaMMbl MOBbLILLEHUA KBaMPUKALUM

TpeboBaHMWSA K ONbITY
NpPaKTUYecKol paboTsbl

Ocobble ycnoBua gonycka K
paboTe

[pyrve xapakTepucTnku

JononHuTtenbHble XapaKTepUCTUKN

HanmeHoBaHMe fOKyMeHTa Kopg, HavmeHoBaHMe 6a30B0W rpynnbl, A4OMKHOCTM (Npodeccum)
WY cneumnanbHOCTH
OK3 2412 Cneumnannctbl No Kagpam v npodopmneHTaLmnm
3423 Cneumannctbl KagpoBbIX CAYXKO U yupeRaeHU 3aHATOCTH
EKC - NHXKeHep N0 HOPMUPOBAHMUIO TPYAA

TexHuK no Tpyay

DKOHOMMUCT Mo Tpyay

MeHegKep no nepcoHany
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OKnAaTpP

27755 DKOHOMMUCT Mo TpyAay

22956 MHcnekTOp No Kagpam

3.5.1. TpypoBasa ¢pyHKUMA

HanmeHoBaHue

OpraHusaumsa Tpyaa nepcoHana YpoBeHb

Kog, E/02.6 |(noaypoBeHb) 6
KBaNndUKaumnm

MpoucxoxaeHne TPyLOBOM
bYHKLMK

3anmcTBOBaHO

OpuruHan X
U3 opurMHana

Kog, PerncrpaumoHHbIN
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3  ycrewHbIX  KOPMOPATMBHbIX  MPaKTUK MO  OpraHusauuu
HOPMMPOBaHUA  TpyZa [AO1A  Pas/IMYHbIX  KaTeropuit  nepcoHana,
0cobeHHOCTen NPOM3BOACTBA M AeATENbHOCTM OPraHmn3aLLmm

PaspaboTka cucTembl OpraHusauMm Tpyaa nMepcoHana W nopagka
HOPMWPOBaHKA TPyaa Ha paboumnx MecTax C OLLeHKOW 3aTpaT Ha nepcoHan

BHeapeHMe cUCTEMbl OpraHM3auumM TpyAa MEpPCoOHaNa M KOHTPOAA Hag
HOPMMPOBaHMEM C  onpegeneHvem  TPYLOEMKOCTW, HOPMATUBHOW
YMCNEHHOCTH, rpaduKoB PaboT M yCI0BUI ONAaTbl TPYAA NEPCOHaNa

BblfiBNeHWEe pe3epBOB MOBbIWEHWA NPOU3BOAMTEIbHOCTM TPYAa W KayecTsa
HOPMWPOBaHUA TPyAa, NOArOTOBKA NPea/I0KEHMI N0 USMEHEHNAM YCI0BUIA
W onaaTbl TPyAa NepcoHana
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MoAroToBKa NpeaoxKeHui No GopmMUpPoBaHuMIo 6rog KeTa Ha OpraHM3aLmIo
TpyAa nepcoHana

OnpegeneHne 3PpPeKTUBHOCTU pPaboTbl CUCTEMbI OpraHM3auMM Tpyaa M
HOPMMPOBaHUA TpyAa Ha paboumnx mecTtax

Heobxoanmble ymeHUn

BHeapAaTb MeToAbl paLMoHaAbHOW OpraHu3aLmm Tpyaa

Pa3pabaTbiBaTb NAaHbl OPraHU3aLMOHHBIX U TEXHUYECKUX MepPonpuUaTUiA no
NMOBbIWEHMIO NPOU3BOAUTENLHOCTM TPy Aa

AHanu3MpoBaTb COCTOAHWE HOPMMPOBAHMA TPyAad, KaAuyecTBO HOPM,
nokasarte/siei no Tpyay

AHannsnposatb 3PPeKTUBHOCTb PabOTbl CUCTEMbI OpraHMsauMmM Tpyaa
nepcoHana u HOPMMPOBAHMSA TPyAA Ha paboumx mecTax

CoctaBnAtb u KOHTPO/IMPOBATb CTaTbM pPaCxXxoa4oB Ha onaaty Tpyada
nepcoHana gna naaHNpoBaHUA 6IOA)-KETOB

PabotaTb € WHOOPMAUMOHHBLIMM cUCTEMAMM M 6asamu [aHHbIX MO
HOPMWPOBaHUIO M ONiaTe TPyAa NepcoHana

Pa3pa6aTbIBaTb n Od)OpMﬂﬂTb AOKYMEHTbI N0 HanpaBAEeHUNIO AeATENbHOCTU

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHus

Heobxoanmble 3HaHNA

MeToap! y4eTa 1 aHanM3a NnokasaTtenen No Tpyay v onnaate Tpyaa

MeTtoabl onpeaneneHmA, OUEHKM WU CpPaBHEHUA I'IpOVIBBO,CI,CTBeHHOﬁ
UHTEHCUBHOCTU N HANPAXEHHOCTU TPYyAa

MeToabl HOpMUPOBaHKA TPyAa

ME)KOTpaCIIEBbIe M OoTpacneBblie HOPMaATUBbI TPYAOBbIX 3aTPaT




CoBpemeHHble GOpMbI, CUCTEMbI OMNAATbl U y4YeTa MPOU3BOAUTENLHOCTU
TpyAa nepcoHana

Cuctembl, meToabl M  GOpMbl  MaTepUanbHOr0O UM HemaTepuanbHOro
CTUMYIMPOBAHMA TPYLA NepcoHana

TexHonorm n metoApl d)OpMVIpOBaHMFI N KOHTpPOAA 6I-OAH(ETOB

TexHoNorMmM, MeTogbl U METOANKM NPOBEAEHMA aHAAN3a U CUCTEMATM3ALMUM
OOKYMEHTOB U MHpOpMaLmm

OcHosBbl ,CI,OKyMEHTOO60pOTa N AOKYMEHTAUNOHHOrIo obecnevyeHus

Mopagok TapuduKaumm paboT M pabouunx, YCTaHOBAEHMUA AOMKHOCTHbLIX
OKfMlagoB, ponnat, HagbaBok M KoaddMUMEHTOB K 3apaboTHOM nnaTe,
pacyeTa CTUMY/IMPYIOLLMX BbINAaT

TapupHO-KBaNMOUKALMOHHbIE CPABOYHMKM paboT n npodeccuit paboumx u
KBa/IMOUKALMOHHbIE XapaKTEPUCTUKN AOIKHOCTEN CNYMKaLLMX

OcHOBbI TEXHONOMMKW NPOU3BOACTBA U AEATENbHOCTU opraHusauyumn

CTpyKTypa OpraHusaumMm M  BaKaHTHble  AOMKHOCTM  (npodeccuu,
cneuyanbHOCTH)

Kap,posaﬂ NOZINTUKA U CTPaTeErMAa opraHndaynm

JKOHOMMKaA TpyAa

OcHoBbl 06Liei U coUManbHOM MCUXOIOTUN, COLMONOTUM U MCUXONOTUM
TPyA2

TpyaoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, COAeprKalline HOPMbl TPYA0BOrO
npasa

OcHosBbl dPXMBHOIO0 3aKOHOAATE/IbCTBa U HOPMATUBHbIE MPABOBbIE aAKTbI




Poccuiickoit depepalmm, B YaCTM BeAeHUA AOKYMEHTaL MM NO NepcoHany

OcHOBbI Ha/1IOroBOro 3aKOHOAaTeIbCTBA Poccuinickon Pepepaumnm

3akoHogaTenbcTBo Poccminickon ®egepaumm o nepcoHaibHbIX AaHHbIX

JIOKasibHble HOpMATUBHble aKTbl OpraHuM3auumn, peryavpyrowme nopagok
opraHunsauunn Tpyaa 1 HOpMMUpoBaHNA NepCcoHana

MopsaAoK 3aKN0YEHNS 40rOBOPOB (KOHTPaKTOB)

Hopmbl 3TMKKN aenosoro obuieHua

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE NnocTpoeHue
MHOOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PAbOTbI C HUMM

[pyrve xapakTepucTnku

3.5.2. TpypoBana ¢yHKUMA

HanmeHoBaHue

OpraHu3auma onnaTbl Tpyaa nepcoHana YpoBeHb

Kog, E/01.6 |(noayposeHb) 6
KBanndMKaumm

MpoucxoxaeHne TpyaoBOM
bYHKLMK

3anmcTBOBaHO

OpuruHan X
N3 OpuUrnHana

Kog, PerncrpaumoHHbIN
opurnHana HOMep
npodeccnmoHanbHoro
CTaHAapTa

TpypoBble fencTaus

AHanus yCNewHbIX KOPMOpaTUBHbLIX MNPaKTUK NO OpraHu3aunm CUCTEMbI




onnaTtbl TpyAda nepcoHana

PaspaboTKa cucTembl OnJiaThl TpyAa nepcoHana

dopmuposaHMe  nnaHosoro  6ioaketra  ¢poHAa  onnaTthl  TPyAa,
CTUMYANPYIOLLMX N KOMMNEHCALMOHHbIX BbINAaT

BHegpeHue cuctembl onnaTbl Tpyga nepcoHana

MoaroToBKa NPe/IoXeHNI Mo COBEPLUIEHCTBOBAHMUIO CUCTEMbI OMIaThl TPYAa
nepcoHana

Heobxoanmble ymeHUn

CocTaBnATb U KOHTPOAMPOBATb CTaTbM PAcXoA0B Ha ONaaTy Tpyaa nepcoHana
ANA NJaHMpPoBaHuA b6roaxeTos U GOHA0B

MpPUMeHATb TEXHONOTMW  MaTepuasbHOM MOTMBAUMM B YNpPaBAEHUU
nepcoHanom

PaspabatbiBaTb KOHLEMUUIO MOCTPOEHMUA MOTUBALMOHHBIX MNPOrpamm
paboOTHMKOB B COOTBETCTBMM C LLEIIMM OPraHn3aLLmm

AHanusMpoBaTb COBPEMEHHbIE CUCTeMbl ONAaTbl M MaTepuanbHOM
(MoHeTapHoOI) MOTMBaUMK TPYAA ANA Leneil opraHnsaumm

AHann3MpoBaTb YpoBEHb OMJIaTbl TPyAa MepcoHana Mo COOTBETCTBYHOLLMM
npo¢deccoHanbHbIM KBaAPUKauUuam

MpoBOANTL MOHUTOPMHT 3apaboTHOM NAaTbl Ha PbIHKe TPyAa

AHannsnposaTb GOPMbl MaTEPUAZIBHOTO CTUMYIMPOBAHMUSA, KOMMNEHCALUA U
JIbrOT B ON/1aTe TpyAa nepcoHana

PaboTaTb ¢ MHOOPMALMOHHBIMK CUCTEMaMM M HasamKn AaHHbIX MO onaaTte
TpyAa nepcoHana

CocraBnAatb NPOrHO3bl Pa3BuUTMA oNnaTbl TPyAa NeEpPCOHala




Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

dopmbl U cucTembl 3apaboTHOM NAaTbl, NOPALOK COCTaBAEHUA BIOAKETOB

Cuctembl, metogbl M GOPMbl  MaTepUaNbHOTO M HemaTepuasbHOro
CTUMYNMPOBaHUA TpyAa NepcoHana

TexHonorun n metogbl GOPMUPOBAHNA U KOHTPOAA BIOAXKETOB U GOHAOB

MNopagok Tapudukaumm paboT u paboymx, YCTAHOBAEHUA AO/KHOCTHbIX
OK/1lag0B, A4oNnaT, HaabaBoK N KoadPUUNEHTOB K 3apaboTHOM NnaTe, pacyeTa
CTUMYJINPYIOLLMNX BbINAAT

MeTozbl onpeseneHns YNCAeHHOCTU PabOTHMKOB

TapudHo-KBaNMPMKaLMOHHbIE CNPABOYHMKN paboT u npodeccnin paboumnx m
KBaNMOUKALMOHHbIE XapaKTEPUCTUKM SOMKHOCTEN CAYHKALLMX

MeTozbl y4eTa M aHann3a NoKasaTesiei no Tpyay 1 3apaboTHoM nnate

TexHonorMmn, MeToapl U METOAMKM NPOBeAeHMA aHan3a U cucTemaTm3aumm
AOKYMEHTOB M MHopmMaunm

KagpoBasa nonnTuka u ctpaterma opraHusaumm

CTpyKTypa oOpraHvsauuMum UM BaKaHTHble  AO/MKHOCTM  (nNpodeccun,
cneunanbHOCTH)

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYAOBOrO
npaea

OcHOBbI Ha/I0roBOro 3aKoHoAaTebeTea Poccuiickot deaepaumm

3aKkoHoaaTenbcTBo Poccuitckon Peaepaupmmn o NePCcoHaNbHbIX AaHHbIX

JNoKanbHble HOpMaTMBHbIE aKTbl OPraHM3aUMK, PerympyroLme onaaty Tpyaa




OcHoBbI TEXHONOTUN npon3sBoAacTBa U AeATENbHOCTUN OpraHn3auunn

OcHOBbI 4OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecnevyeHmns

MopAaoK 3aKNtO4YEeHUs [OTOBOPOB (KOHTPAKTOB)

OcHoBbI 06LWel U COUMaNbHOW MCUXONOTMMU, COLMOAOTUN U TCUXONOTUM
TpyAa

Hopmbl 3TUKM AenoBoro obLieHns

basoBble OCHOBBI NHOPMaTUKNY, CTPYKTYpHOE NnocTpoeHune
NHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapaktepuctmku

3.5.3. Tpyposasa GyHKUMA

AOMUHUCTPUPOBAHME MPOLLECCOB M YpoBeHb
HaumeHoBaHMe |[0KYMeHTOO60pOTa NO BOMpPOCam Kog, E/03.6 |(noaypoBeHb) 6
opraHusaumu TpyZa 1 onnatbl NepcoHana KBaNMbUKaLumm

MpouncxoxaeHne TpyLoBOW
bYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 opuUrnHana
Kog PernctpaumnoHHbIi
opurMHana HOMmep
npo¢deccnoHabHoro
CTaHZapTa

TpyaoBble aencrema

AHanM3 npoueccoB AOKYMeHTOO60pOoTa, JIOKa/ibHbIX [AOKYMEHTOB Mo
BOMPOCAM OpraHun3aLmMm onaaTbl M TPyAa NepcoHana




OdopmneHre LOKYMEHTOB MO BONPOCaM ONAaThl M TPyAa NepcoHana

MoAroToBKa NpeasioXKeHnin No Bonpocam onsaTthbl U TPpyAa nepcoHana

MoarotoBKka NPeAsIoXKEHUA MO COBEPLLIEHCTBOBAHUIO CUCTEMbI OMAaThl M
opraHu3auuu Tpyaa nepcoHana

[JOKyMeHTaUMOHHOE W OpraHM3auMOHHOE COMPOBOXAEHWE CUCTEMbI
opraHu3aummM 1 onaathl TPYAa NepcoHana

MoarotoBka M 06paboTKa 3anpocoB WM yBeAOMEHWIA O pPaboTHUKAxX B
rocyAapCTBeHHble  OpraHbl, NpodeccMoHanbHble COol3bl U Apyrue
npeactaBuTe/bHble OpraHbl  PaboTHWMKOB, MO cucTemMam oniaTthl U
OpraHu3aumm Tpyaa nepcoHana

ConpoBOXAEHME  OOrOBOPOB MO OKa3aHUI0  KOHCYAbTaUMOHHbIX,
MHPOPMALMOHHBIX YCAYr MO CMCTEeMam onaaTbl M OpraHusaumMmM Tpyaa
nepcoHana, BKAOYasA NpesBapuTebHble NPoUeaypbl N0 UX 3aKJ0YEHUIO

Heobxoanmble ymeHUn

ObecneunBatb AOKYMEHTALUMOHHOE conpoBoOXaeHNe MepOI'IpMFITMﬁ no
onnate n opraHn3auunm Tpyaa nepcoHana

OdopmMnaTb [OKYMEHTbl MO BOMNPOCAM ONJIaTbl U OpraHuWsaumu TpyAaa
nepcoHana, npegocTasasemblie B rocyfapCcTBeHHble opraHsl,
npodeccrmoHanbHble COH3bl W ApyrMe MpeacTaBUTE/IbHblIE  OpraHbl
paboTHMKOB

AHanmnsnposaTb HOPMATUBHbIE N MeTOoAMYECKMEe OOKYMEHTbI MO BONpPOCam
onaaTtbl W OpraHn3aunun Tpyaa NnepcoHana

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUMU C TPEGOBaHMFIMl/I
3dKOHOOaTeNbCTBa Poccuiickoi dJe,u,epau,MM N NIOKa/ZIbHbIMWN  aKTaMU
opraHunsauuu

BecTu y4yeT 1 perucTpaumio A0KYMEHTOB B MHOPMALMOHHBIX CUCTEMAX U Ha
MaTepuanbHbIX HOCUTENAX




PaboTatb C MHd)OpMaLI,VIOHHbIMVI cucTtemamm u 6asamum A3aHHbIX MO CUCTEMaAM
onnatbl N OpraHn3aunun Tpygda nepcoHana

MpounsBoguTb MNpefBapuTe/ibHble 3aKyrnoyHble npoueaypbl M odopmMAaATb
COMYTCTBYIOLLYIO OKYMEHTALMIO MO 3aK/H0YEHUIO JOTOBOPOB

BecTu aenosyio nepenmcky

Cobnt0aaTb HOPMbI 3TUKM A€N10BOr0 06LLEHUA

Heobxoanmble 3HaHUA

Mopagok Od)OpMI'IEHVIFI, BeAeHUA N XpaHeHNA OJOKYMEHTaUUnN No CUCTEMAM
onnatbl N OpraHn3aunn Tpygda nepcoHana

HopmaTuBHble MpaBoOBble aKTbl, peryavpylolme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB WM OpraHM3auumn Mo MNpeaocTaB/eHUo yYeTHOM
AOKyMeHTauum

TexHonorMKn, MeToasl U MeTOAMKM NPOBEeAEHMA aHaAMU3a U cMCTeMaTM3aumm
AOKYMEHTOB M MHopmMaunm

NoKanbHble HOPMATMBHbIE aKTbl OPraHM3aLMKM, Peryanpytoune nopagok
OnaThbl, OPraHU3aLMM U HOPMUPOBAHMA TPYAA

OcHosBbl AOKyMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

Mopsfok ¢opmupoBaHuaA, BedeHUs 6aHKa [aHHbIX UM MPeaoCcTaBieHUs
OTYETHOCTM NO CUCTEMAM OMNJ1aTbl M OpraHM3aL M TpyZa nepcoHana

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYAOBOrO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE NPaBOBbIE aKTbl
Poccuiickol ®eaepaumu, B YaCcTM BeAeHUA AOKYMEHTaL MM No nepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoAaTebetea Poccuiickot deaepaumm




3akoHofaTeNnbcTBO Poccuinckon deaepaupmmn o NepCcoHaNbHbIX AaHHbIX
MopAaoK 3aKNtO4YEeHUs [OTOBOPOB (KOHTPAKTOB)
MopAagoK  NpoBeAeHUs  3aKYMOYHbIX  npoueayp W odopmiaeHus
COMYTCTBYIOWEN AOKYMEHTALMN
Hopmbl 3T1KKM aenosoro obweHnn
basoBble OCHOBBbI MHPOPMATUKM, CTPYKTypHOE nocTpoeHue
MHPOPMALMNOHHBIX CUCTEM M OCOBEHHOCTU PabOTbI C HUMMU
[pyrue xapakTepucTnkm -
3.6. O606LeHHas TpyaoBasa GyHKLMA
eATe/IbHOCTb N0 OpraHM3aLmmn YpoBeHb
HanmeHoBaHue A N P Li Kog, F P 6
KOPNopaTUBHOM COUMANbHOM NOSUTUKM KBannduKaLmm
MpoucxoxaeHue
o o 3anmMcTBOBaHO
0606wweHHoM Tpya0BOM OpwuruHan X
13 opuUrKMHana
bYHKLMK
Kog, PerncrpaumoHHbIN
opurMHana HoMep
npodeccnoHanbHOro
CTaHaapTa

Bo3moxKHble
HaMMeHOBaHMUA
[ONKHOCTEM, npodeccuit

Cneumannct no coumanbHbIm nporpammam

Cneumanuct no pa60Te C npeaACTaBUTE/IbHbIMU OpraHamm pa6OTHVIKOB

Cneumanuct no KOpﬂOpaTMBHOﬁ cou,maanoﬁ nonnTUKe
Cneumanuct no nepcoHany




MeHezaKep no nepcoHany

TpeboBaHuA K Bbicwee obpasoBaHue
obpaszoBaHuio 1 0byyeHuto | ononHutenbHoe npodeccnoHanbHoe obpasoBaHMe - NPorpammbl

npodeccnMoHaibHON NepenoaroToBKM U NPOrpPamMmbl NMOBbIWEHUA
KBanmodumKaumm B 061acTm coumanbHbIX MPOrpaMmm

TpeboBaHMWSA K ONbITY -
NpaKTUYecKol paboTsbl

Ocobble ycnoBua gonycka K
paboTte

[pyrve xapakTepucTnku

JononHuTenbHble XapakTepUCTUKM

HanmeHoBaHMe fOKyMeHTa Koz HavmeHoBaHMe 6a30B0W rpynnbl, A4OMKHOCTM (Npodeccum)
WY cneunanbHOCTH
OK3 2412 Cneumnanunctbl No Kagpam n npodopueHTaumnm
3423 Cneumannctbl KagpoBbIX CYKO U yupeRaeHMI 3aHATOCTH
EKC - Cneumannct no Kagpam
- MeHegkep no nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TPyAy
22956 MHcneKTop no Kagpam

OKCO



consultantplus://offline/ref=3233C8AFC2FE48A3B2B24080FD4C297914ED1AF721B3A89F470D419DA683590BF43139D90E887293I421Q
consultantplus://offline/ref=3233C8AFC2FE48A3B2B24080FD4C297914ED1AF721B3A89F470D419DA683590BF43139D90E887795I427Q
consultantplus://offline/ref=3233C8AFC2FE48A3B2B24080FD4C297914EF1AF92EB2A89F470D419DA683590BF43139D90E8F7590I42FQ
consultantplus://offline/ref=3233C8AFC2FE48A3B2B24080FD4C297914EF1AF92EB2A89F470D419DA683590BF43139D90E8E7391I424Q

3.6.1. TpypoBasa ¢pyHKLMA

HavmeHoBaHMe |MNOAUTUKMK

Pa3paboTka KOpnopaTUBHOMN coLMaNbHOM YpoBeHb

Kopa, F/01.6 |(noaypoBeHb) 6
KBaMPUKauum

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO

OpuruHan X
M3 OpUrMHana

Koa PermcrtpaumoHHbIi
opurMHana Homep
npodeccnoHanbHoOro
cTaHaapTa

TpyaoBble aencTena

AHann3 ycrneLHblX KOPNopaTUBHbIX MPAKTUK MO OpraHn3aLmMm CoumanbHOro
NapTHepCTBa, COLMANbHON OTBETCTBEHHOCTU W COLMAbHbIX NPOrpamm

Pa3paboTKa KOpNopaTUBHbIX COLMANbHBIX NPOrpamm

Pa3pa60TKa CUCTEMDI BbINNaT pa6OTHVIKaM coumnanbHbIX NbroT

OpraHu3auma neperosoposB ¢ NPodeccMoHaabHbIMKU COO3aMU U APYrUMM
npeAacTaBUTENbHbIMM opraHamu paboTHMKOB, 06LWecTBEHHbIMK
OopraH1saumMamM, B3aMMoOeNCTBME C FOCYAaPCTBEHHbBIMU OpraHamm

MoAroToBKa npeanoxKeHwn no d¢opmupoBaHuio blogxeTa B YacTu
obecrneyeHnn KOPNOPaTUBHOWM COLMANBHOM MOUTUKM

Heobxoanmble ymeHUn

Onpegenatb  ueneBble  rpynnbl  MepcoHana  Ana  pas3paboTku
Cneunanns3npoBaHHbIX COLMaNbHbIX MPOrpPamm

Josoantb VIHCI)OpMaLI,VIIO O CouManbHbIX Nporpammax OO0 uUenesbixX rpynn
nepcoHana C nCnoab3oBaHNEM NMHCTPYMEHTOB BHYTPEHHUX KOMMYHMKaLI,VIf;I




Onpeaenatb KPUTEPUU U YPOBHM YA0BNETBOPEHHOCTM NEPCOHANA

Mcnonb3oBaTb maTepuasnbHble M HemaTepuasibHble CUCTEMbI, METOAbl M
$bopMbl MOTUBALLMM B YNPaABIIEHUN NEPCOHAIOM

Onpeaenatb 06beMbl CpeacTs ANA Peannsaunmn CouMainbHbIX TapaHTUiA,
KOPMOPATUBHBLIX NbMOT M WHbIX 31EMEHTOB KOPMNOPATUBHbLIX COLMANbHbIX
nporpamm ana GopmmnpoBaHus 610aKeToB

CoctaBnsATb M KOHTPO/IMPOBATb CTaTbM PACXOAO0B Ha COLMAJbHbIE
nporpammbl 4aa NAaHMPOBaHMA BIOL4KETOB

Mpoun3BoguTb NpeaBapuUTe/bHble 3aKyMoYHble Npoueaypbl U odpopmaeHne
COMyTCTBYIOLWEN AOKYMEHTALMM MO 3aK/H04YEeHNIO 40r0BOPOB

CobntoaaTb HOPMbI STUKM 4e10BOro 0bLeHms

Heobxoanmble 3HaHUA

MopAagok u meToapl pa3pa60TKM NNAaHOB W MNporpamm coumanbHoOro
Pa3BnUTNA OpraHn3aumnmn

MeToabl aHann3a BbINOJHEHUA COLMAbHbIX MPOrpamMmm U onpeaeneHns mux
3KOHOMMYEeCKoM 3ddeKTUBHOCTH

Cuctembl, metogbl M GOPMbl  MaTepUanbHOrO M HemaTepuasbHOro
CTUMYIMPOBAHMA TPYAa NepcoHana

TexHonorum n metoabl d)OpMVIpOBaHI/I‘r'I N KOHTPOAA 6I-OLI,)K€TOB

MeToabl npoBeAeHWA  COLMONIOTMYECKUX MCCﬂeAOBaHMﬁ, n3y4vyeHunA
O6|J.I,eCTBeHHOI'O MHEHUA

TexHoNorMm, MeToabl U METOAUKMN NPOBEAEHUS aHAIN3a U CUCTEMATU3ALLUM
AOKYMEHTOB M MHOPMALMK

MopsAAoOK  npoBedeHMs  3aKynmouyHbIX  npouedyp M odopmaeHus
COMyTCTBYIOLWLEN AOKYMEHTAL MM




OCHOBbIHpOM3BOACTBeHHOﬁ,ﬂeﬂTeﬂbHOCﬂ40pFaHM3auMM

OcHoBbl 0b6UWEell N CoUManbHOM MNCUXONOTNU, COLMONOTUM U MCUXONOTUN
TpyAa

CTpyKTYypa, uenu, cTpaterMsa U Kagposas NoAnTMKA opraHM3aLmm

TpyAoBoe 3aKOHOAATE/IbCTBO U MHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO
npasa

OcHOoBbI HAaNOroBOro 3akoHoaaTenbcTBa Poccuiickot deaepaunn

HopmaTuBHble MpaBOBble aKTbl, peryavpyolme npasa M 0683aHHOCTU
roCy4apCTBEHHbIX OpraHoB, MNPOdEcCMOHajbHbIX COH30B W APYrux
npeAacTaBuUTe/IbHbIX OpraHos paboTHUKOB

3aKoHoAaaTenbcTBo Poccuinickon Peaepaummn o NePCcoHaNbHbIX AaHHbIX

JlokanbHble HOPMAaTUBHbIE aKTbl OpPraHW3auuK, peryanpyrolime nopagok
$GOpMUMpPOBAHUSA COLMANBHOM NOAUTUKM

OcHoBbl NPaBOBOro perynvMpoBaHMa Poccuiickolt depepaumm nopsaka
3aKN0YEHMM OOrOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHusa

basoBble OCHOBbI NHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune
NHPOPMALMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnkm

3.6.2. TpyaoBana ¢yHKUMA

HanmeHoBaHue

Peanunsauma KopnopatMBHOMN coumanbHOM

NONNTUKHN

YposeHb

Kog | F/02.6 (NoayPOBEHb)




KBaMPUKauUm

MpouncxoxaeHne TpyLoBOW
dYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 opuUrnHana
Kog PernctpaumnoHHbIi
opurnHana HOoMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble gencTemn

BHeZpeHWe KOpNopaTMBHbIX COLMAJIbHbIX MPOrpamMm, B TOM 4uC/e MO
COLMaNbHOM NOAAEPKKE OTAE/IbHbIX rPynn paboTHUKOB

Peanusaumsa cuctembl couManbHbIX AbroT, BbINAaT PaboOTHMKaM C y4yeTom
TpeboBaHMIt 3aKoHoAaTeNnbCTBa Poccuitckoit Pepepaunm

OueHKa YyAOBNETBOPEHHOCTM MepCcoHana KopnopaTUBHOM COLManbHOM
NOAUTUKOMN

OueHKa 30PEKTUBHOCTU  MEPONPUATUIA  KOPMNOPATUBHOM  coLMaANbHOM
NOJIUTUKM

Moarotoska ﬂpeAﬂD)KEHMVI no coBepLleHCTBOBAHUIO MepoanﬂTMﬁ
KOpHOpaTMBHOVI cou,maanoﬁ NONUTUKA

MoaroToBKa npeg/ioxeHuit no GopmMMpoBaHMIO BloaXKeTa Ha peanusauumio
KOPMopaTMBHOM COLMANbHOMN NOMUTUKN U COLMANbHbIX MPOrpamm

Heobxoanmbie ymeHUn

PaccunTbiBaTb 3aTpaTbl Ha NPoBEAEHME CNELMANTU3NPOBAHHBIX COLMANbHbIX
nporpamm

MpoBOANTL MOHUTOPMHT YCMELHbIX KOPNOPATUBHbIX COLMaANbHbIX MPOrPamMm

HDOBOAMTI: meponpnAaTma B COOTBETCTBUUN C KOpﬂOpaTMBHOﬁ cou,maanoﬁ




NOJINTUKOM

OnpenenaTtb uenesble rpynnbi nepcoHana ans co3aaHus
cneumanm3npoBaHHbIX COLMANbHbLIX MPOrpamm

Onpeaenatb KPUTEPUUN U YPOBHM YA0BAETBOPEHHOCTM NEepcoHana

Onpepenate 3PpPEeKTUBHOCTb MEPONPUATUIN peanm3yemoin KopnopaTUBHOM
COLMANbHOM MOANTUKM

OpFaHM3OBbIBaTb B3aMMOAEI7ICTBMe C TrocyaapcCrBeHHbiIMh  OpraHamwu,
I'IpO(I)ECCMOHaJ'IbeIMM COHO3amMmun U apyrumum npeacraButTesibHbiMmn opraHamum
pa60THMKOB, O6Ll.l,eCTBeHHbIMM N UHbIMKU OpPraHun3aumnamMmm no BOMPOCam
peannsaummn KOpI'IOpaTMBHOVI cou,maanoﬁ NONUTUKN

AHaNM3NPOBaTb PbLIHOK YCAYr MO COUMANbHbIM W CNeunanm3npoBaHHbIM
nporpamMmmam COLUMaNbHON NOALEPKKMN YNEeHOB LiefeBbIX TPynn U roToBuTb
npeasioXeHus Nno Ux NocTasLLMKam

Mpon3BoguTb NpeaBapuTesbHble 3aKynoyHble npoueaypbl U 0popMAATL
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aK/0YEHUIO 40rOBOPOB

Cob6ntogatb HOPMbI 3TUKK AeN0BOTro 06LLeHUsA

Heobxoanmble 3HaHNA

Bonpockl ynpasieHMAa coLManbHbIM Pa3BUTUEM OpraHn3aLmnm

MeToabl aHa/M3a BbIMOJHEHUA KOPMNOPATMBHBIX COLMAMbHBLIX MPOrpPamm M
onpeaeneHuns nx SKOHOMM4Yeckon spGeKTUBHOCTH

Cuctembl, meToapl, GOpMbl  MaTepuanbHOrO W HemaTepuanabHOro
CTUMYNMPOBaHUA TPpyAa NepcoHana

MeToapl nposeaeHUA coumonornyecrkux MCCﬂe,ﬂ,OBaHMVI, N3y4yeHunA
06LLI,ECTBEHHOI'O MHEHUA

TexHonorum, metogbl U MEeTOAUKM NMPOBELEHUA aHAIN3A U CUCTEMATU3ALMUN




AOKYMEHTOB M MHopMaunm

HopmaTtuBHble NpaBoOBble aKTbl, peryauvpyowme npasa M 06a3aHHOCTM
rOCyapCTBEHHbIX OPraHoB, NPOQPECcCMOHaNbHbIX COH30B U APYrux
NnpeAcTaBUTENIbHbIX OPraHoB pPaboOTHMKOB NO MNPefoCTaBNEHUIO YYeTHOM
OOKYMeHTaL MM

MopAdOK  nNpoBeAeHWMA  3aKyMoOYHbIX  npouedayp W odopmaeHus
COMyTCTBYIOLWEN AOKYMEHTAL MM

CTpYKTYpa, UeNun, cTpaTerMa 1 Kagposas NoAMTUKA OpraHM3aumnm

OcHosBbl I'IpOVI3BOLI,CTBeHHOﬁ AeATENbHOCTU OpPraHn3auunn

OcHoBbl 06Lei 1 CoLManbHON NCUXONOTUM, COLMONOTUN U MCUXONOTUN TPYAA

TpyAoBOe 3aKOHOAATE/NbCTBO M MHbIE aKTbl, COAEprKaLlMe HOPMbl TPYA0BOrO
npaea

OCHOBbI apXMBHOMO 3aKOHOAATE/bCTBA M HOPMATUBHbIE MPABOBbIE aKTbl
Poccuitckoit degepaumm, B YacT BeAeHWUA SOKYMEHTAL MKW NO NepcoHany

OcHOBbI Ha/I0ro0BOroO 3aKoHoAaTebeTBa Poccuiickoit deaepaumm

3aKkoHoZaTenbcTBO Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JlIoKanbHble aKTbl OpraHWsauuu, peryavpyrowme nopAaok BHeApeHUA
cou,maanoﬁ NONNTUKU

MopAaoK 3aKN0YEHUS AO0TOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM Aenosoro obuieHna

basoBble OCHOBbI NHOPMaTUKNY, CTPYKTypHOE nocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM




[pyrve xapakTepucTnkm




3.6.3. TpygoBasa ¢pyHKLMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHMe |A0KyMeHTOO60pOTa Mo BOonpocam Koga F/03.6 |(noaypoBeHb) 6
KOPMNOpPaTUBHOM COLMANBHOM NOJINTUKM KBanmdmkauum

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
U3 opurMHana
Koa PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3 npoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX AOKYMEHTOB MO
BOMPOCaM KOPMOPaATUBHOM COLMANBHON NOAUTUKK

[ oKymeHTaunoHHoe odpopmneHue pesynbTaToB KOpnopaTUBHOM
COLMaANbHOM NOANTUKM

MoAroToBKa MpeasioKEeHN MO PasBUTUIO KOPMOPATUBHOW COLMANbHOM
NONUTUKM

MoarotoBka  pe3y/nbTaToB  aHanM3a  COOTBETCTBMA  KOPMNOpPaTUBHOM
couManbHOMW MOAUTUKKM TpeboBaHMAM 3aKoHoZaTesnbCTBa Poccuiickon
denepaunn 1 ycnoBUAM pbiHKa Tpyaa

[JOKyMeHTaUMOHHOE M OPraHM3aLMOHHOE COMPOBOXAEHWE MEepPONpPUATUI
KOpMNopaTMBHOM cOUMANbHON NOAUTUKN

MoarotoBka M 06paboTKa 3anpocoB M yBeAOMNEHWIM O pabOTHUKax B
rocyfapCTBeHHble  OpraHbl, NpodeccMoHasbHble COl3bl U Apyrue




npeacrtaBuTe/ibHblE  OpPraHbl paGOTHMKOB no Bonpocam cou,maanoﬁ
NOZINTUKN B OTHOLWLIEHUUN NEepPCOHaNa

ConpoBoXaeHWe [AOrOBOPOB MO OKA3aHMIO  KOHCY/AbTAUMOHHBIX W
MHGOPMAUMOHHBIX YCAYr NO MEPONPUATUAM KOPMNOPATUBHOM COLMANbHOM
NOJIUTUKM, BKIOYAA NpeaBapuUTe ibHblE NPOLEAYPbI MO UX 3aKAOYEHUIO

Heobxoanmble ymeHUn

OdopmnaTb OOKYMEHTbl MO BOMPOCAaM KOPMOPaTUBHOW  CoumanbHOWM
NOJIUTHKMY, npegocTasasemble B rocyfapcTBeHHble opraHbl,
npeacraBuTe/IbHblE OpraHbl PpaboTHMKOB

AHanusupoBaTb nNpaBuna, NOPALKW,  MNpoueaypbl  KOPMNOPATUBHOM
COLMANbHOM MOANTUKM

ObecneunBatb AOKYMEHTAUMOHHOE conpoBoXaeHune cou,maanoﬁ NONNTUKU
B OTHOLWEHWUN NepCcoHana

OpraHM30BbIBaTb XPaHEHME AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
apXMBHOrO 3aKoHogZaTenbCTBa Poccuiickon Ddeaepaumm M NOKasbHbIMU
aKTaMu opraHuM3auunm

Mpon3BoaguTL NpeaBapuTeNbHbIE 3aKymnoyHble npoueaypbl U 0dopMAATbL
COMYTCTBYIOLLYIO OKYMEHTALIMIO MO 3aK/10UYEHUIO A0rOBOPOB

PaboTatb C I/IHd)OpMaLI,VIOHHbIMI/I cucTtemamm 1 6asamm AaHHbIX MO BONPOCam
COLI,MEJ'IbHOﬁ NONINTUKN B OTHOLWLIEHUN NEepPCOHaANa

Bectn yyeT n perncrpaumnio 4OKYMeHTOB B MHd)OpMaLI,MOHHbIX cncremax n Ha
MaTepnanbHbIX HOCUTENAX

BecTu genosyio nepenmcky

Cobntoaatb HOPMbI 3TUKM Ae10BOro 0bLLeHUs

Heobxoanmble 3HaHUA

HOPHAOK Od)OpMJ'IEHVIFI, BeAeHUA U XPaHEHUA JOKYMEHTaUnn no cou,maanoﬁ
NOZINTUKE B OTHOLWIEHUN NEePCOHaNa




Mopsaok ¢opmupoBaHua, BedeHMs 6aHKa [aHHbIX UM MpPeaocTaBiAeHUs
OTYETHOCTM NO BONPOCAM COLUMANBbHOM NONNTUKM B OTHOLLEHMM NEepCcoHana

TexHoNOrnMM, MeToLbl U METOAUKM NPOBEAEHUA aHAAN3a M CUCTEMATM3ALLUN
OOKYMEHTOB U MHpOpMaLLUK

OcHosBbl AOKYMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecnevyeHus

MopadoK npoBedeHWs  3aKyMOYHbIX  npoueayp W odopmiaeHus
CONYTCTBYIOLLLEN AOKYMEHTALUM

CTpyKTypa oOpraHvMsauuMum UM BaKaHTHble  AOMKHOCTM  (Npodeccun,
cneupnanbHOCTH)

Tpy£0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPKaLLMEe HOPMbI TPYAOBOTO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMAaTWMBHbIE MNPaBOBbIE aKTbl
Poccuiickolt ®epepaumu, B YacTu BeAeHUA AOKYMEHTaL MM No nepcoHany

OcHoBbI HaNOroBOro 3akoHoZaTenbcTBa Poccuitckoit Pepepaumm

HopmaTuBHble MpaBOBble aKTbl, peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OpraHoB, NpPodeccMoHasbHbIX COH30B W ApPYrux
npeacTaBuTe/IbHbIX OpraHoB pPaboTHMKOB NO MNPEeAOCTaBAEHWUIO YYETHOM
AOKyMeHTauum

3aKkoHoZaTenbcTBO Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OpPraHM3auMuM, peryavpylowme nopagok
BHEAPEHMA KOPMNOPaTMBHOM COUMANbHOM MNOAUTUKM W COLMANbHbIX
nporpamm

MopAaoK 3aKNOYEHUs AO0rOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM Aenosoro obueHna




basoBble OCHOBBI MHOPMaTUKNY, CTPYKTYpHOE NnocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrvue xapakTepuctmkm

3.7. O606LwweHHas Tpyaosas GyHKLMA

OnepaunoHHOe ynpaBaeHne NepcoHanomM U YpoBeHb
HanvmeHoBaHMe pat yop P Koa G P 7
nogpasaeneHmem opraHmsaumm KBaNPUKaunm
MpouncxoxaeHne
N - 3anmcTBOBaHO
0606LweHHoM TpyaoBOM OpwuruHan X
N3 OpuUrnMHana
bYHKLMK
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMUA
[ONKHOCTEM, npodeccuit

PyKkoBOAWTENb CTPYKTYPHOTO NOApa3aeeHns
HayanbHUK CTPYKTYPHOrO noapasaeneHus

TpeboBaHuA K
06pa3oBaHUIO U 0BYYEHUIO

Bbicwee obpasoBaHue - cneumnanmTet, marmctTpartypa

[ononHutenbHoe npodeccroHanbHoe ob6pasoBaHMe - NPOrpammbl
npodeccrmoHanbHOM NepenoAroToBKN B 06/1acTV ynpaBieHUs NepcoHanom,
OMNepaLMOHHOro Y TAKTUYECKOTO YNPaBEHUSA; MPOrpPamMmMbl NOBbILLIEHUA
KBa/MOUKaLMM B 061aCTU yNpaBaeHUsA NePCOHANOM, ONepaLMOHHOro 1
TaKTUYECKOTo yNpaBieHus

TpeboBaHMWSA K ONbITy

He meHee nNATK neT B 06/1aCTV yNpasaeHUs NepcoHaaom




NpPaKTUYecKon paboThbl

Ocobble ycnoBus aonycka K
pabote

[pyrve xapakTepucTnkm

[ononHnTeNbHbIE XapaKTepUCTUKK

HanmeHoBaHWe AOKYMEHTa Kopg HanmeHoBaHMe 633080 rpynnbl, A0AXKHOCTU (Npodeccun)
WM CNeLmanbHOCTU
OK3 1232 PykoBoguTenu nogpasgeneHnin (cny»x6) ynpasneHus
Kagpamu 1 TpyA40BbIMU OTHOLIEHUAMM
EKC - HavanbHWK oTAena Kagpos
- HavyanbHuK oTAena opraHusaummn n onnaTtbl Tpyaa
- HauyanbHWK oTaena noaroToBKM Kazpos
- HavyanbHuK oTAena coumanbHOro pasBuTUA
- 3aBegyoWwmin (HaYabHUK) OTAE/IOM KaapoB
oKnATpP 24063 MeHepyep no nepcoHany
3.7.1. Tpyposasa GyHKUMA
Pa3paboTKka cuctembl onepayMoOHHOro YpoBseHb
HavmeHoBaHuMe |ynpaBaeHus nepcoHasom u paboTbl Koa G/01.7 |(noaypoBeHb) 7
CTPYKTYPHOro noapaszeneHuns KBannduKaLumm
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MpouncxoxaeHne TpyLoBOW
bOYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 OpuUrnHana
Kog PerncrpaumoHHbIn
opurMHana HOomep
npodeccnmoHanbHOro
CcTaHAapTa

TpyanoBble AencTeus

AHanus YCNEeLWwHbIX KOPNOopPaTUBHbLIX MPAKTUK NO BONpPOCam CTpaTerm4eckoro
M onepaTnBHOro ynpasaeHnAa nepCoHaiom opraHmn3aunmn

MocTaHOBKa OMepPaTMBHbIX Lie/iel Mo BOMPOCaM ynpaBaeHUsa NepcoHaiom

PaspaboTKa naaHoB, Nporpamm M NpoLeayp B ynpaBieHUN NepcoHanom

Pa3paboTKa nNpeansioKeHuii No CTPYKType noapasaeneHms u notpebHocTm B
nepcoHane

PaspaboTKka npegnoxeHuii no obecneyeHnto nepcoHanom, GopMmmnpoBaHuio
CUCTEM OLLEHKW, Pa3BUTUA, ONNaTbl TPYAa, KOPMOPaATUBHbLIM COLMANbHbIM
nporpaMmmam 1 coupmanbHOM NOAUTHKE

PaspaboTka npeasoxeHnn o 3atpatax M GOPMUPOBAHUIO OloArKeTa Ha
nepcoHan

PaspaboTKka NpeasioXKeHUi Mo 3aKA4YeHUI0 A0rOBOPOB MO YMpPaB/AeHMIo
NMepcoHanoM C MOCTaBWMKAaMKU YCAYr M npoBedeHVe MpeaBapuUTeNbHbIX
npoueayp no 1x 3aKNHUYEHUIO

Heobxoavmbie ymeHUn

OpraHu130BbIBaTb PaboTy NepcoHana CTPYKTYPHOro nogpasaeneHus

Onpefenatb 3a4ayn NepcoHana CTPyKTYPHOro noapasgeneHus, ucxoan us
uenei n ctpaTernm opraHn3aumnm

Co3paBatb M ONKUCHLIBATb OPraHn3aunMoOHHYKO CTPYKTYpPY, Uenun, 3aaayun,




bYHKLMU CTPYKTYPHOrO NoApasaeneHnn

MpUMeHATb  METOAbl  YNPaBAEHUS  MEXAUYHOCTHBIMU  OTHOLLEHUAMMU,
dopMMPOBAHNA KOMaHA, PasBUTUA NNAEPCTBA U UCMNONAHUTENIbHOCTH,
BbISIB/IEHWNSA TaNaHTOB, oNpeieNeHUsa yA0BNeTBOPEHHOCTM paboTol

OI'IpE[],EJ'I‘r'ITb, dHa/N31MpPOoBaTb, MOAE/NNPOBATb U BbICTPAaMBATb BHYTPEHHUE
KOMMYHUKaUWK nepcoHana

Pa3pabaTbiBaTb NPOEKTHbIE NPEAIOKEHUA U MePONPUATUA NO IPDEKTUBHOM
paboTe nepcoHana

BHeppATb cTpaTernto No ynpassieHMIO NepCcoHaioM

CocTaBnsTb, PacCUMTbIBaTb, KOPPEKTUPOBATb WM KOHTPOJIMPOBATb CTaTbu
pacxof4oB Ha MepcoHas, pa3pabaTbiBaTb NpensioXKeHUs MO 3aTpaTam Ha
nepcoHan ana popmmnposaHua brogxkeTa

MpeacrtaBnatb NHTEepechbI OopraHunsauun n BecCctn neperosopbl C
I'IpOCbECCMOHaJ'IbeIMM COH3aMun U ApyruMmun npeacrtaBuTe/IbHbIMM OpPraHamm
pa60THMKOB, B3aMMOﬂ,EV1CTBOBaTb C rocyaapcCrtBeHHbIMU OpraHn3aumamm

AHanusvpoBaTb WHPOpMauUMIO MO MOCTaBWMKaM ycayr B obnactu
yrpaB/ieHNs NePCOHANIOM 1 MO YC/I0BUAM 3aK/Il04aeMbIX LOrOBOPOB

Mpon3BoauTb MpeaBapuTeNbHble 3aKymnodHble npoueaypbl U 0dbopMAATbL
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aK/0UYEHUIO A0rOBOPOB

PaboTatb C I/IHd)OpMaLI,VIOHHbIMI/I cuctemamm n 6asamu AaHHbIX MO BOMPOCam
ynpassieHnAa nepcoHasiom

OpraH130BbIBaTb U NPOBOAMTL KOPMNOPATUBHbIE MEPONPUATHSA C NEPCOHANIOM

Cob6ntoaatb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxoanmble 3HaHWA

MeToapl, CNocobbl U MHCTPYMEHTbI YPaBAEeHUA NEPCOHANOM




Lenn, CTpaTterna passutTna n 6u3Hec-nnaH opraHunsauunun

MoAnTUKa ynpaBieHUsa NepcoHanom opraHmsaumm

MeToabl aHanM3a KOAMYEeCTBEHHOIO U KayeCTBEHHOro COCTaBa NepcoHana

Cuctemsl cTaHAapToB No 6M3Hec-Npoueccam, npodpeccuam, Hopmam Tpyaa

Cuctembl, meToabl M  GOPMbl  MaTepPUaNbHOrO M HemaTepuanbHOro
CTUMYNMPOBaHUA TPYAa NepcoHana

TexHonorm u metosbl d)OpMMpOBaHVIFI 1N KOHTPOAA 6IOLI,)KETOB

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp Y odopmaeHus
CONYTCTBYIOLLLEM AOKYMEHTALUM

OcHosBbl I'IpOVI3BOLI,CTBeHHOﬁ AeATeENbHOCTU OpPraHn3aunmn

OcHoBbl 0bWElN M couMnanbHOM MNCUXOJIOTUM, COLMOJIOTUM U TMCUXON0TUMU
TPpyZAa, SKOHOMUKM Tpyaa, 6e3onacHbIX yC0BUI Tpyaa

CTpyKTypa opraH13auum

TpyaoBoOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPAaBOBbIE aKTbl
Poccuiickolt ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM MO nepcoHany

OcHOBbI HaNIOroBOro 3aKoHoAaTebecTBa Poccuiickolt deaepaunm

OcHOBbl MUrpaLMOHHOrO 3akoHogaTenbctBa Poccuitickoit degepauun, B
YacTu NPUBAEYEHNA U TPYAOYCTPOMCTBA MHOCTPAHHbIX rpaxKaaH v auu, 6es
rpaskaaHcTea

OcHosBbl AOMUHNUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpas/sieHnA




nepcoHaoOM U OTBETCTBEHHOCTU OONXKHOCTHbIX UL,

3akoHopatenbctBo Poccuiickoit Pegepaummn no 3awmTe NEepPCoHaNbHbIX
AaHHbIX

JloKanbHble HOpMaATUBHbIE aKTbl OpraHuMs3auum B obnactu ynpasaeHuna
nepcoHaaom

MopsAoK 3aKN0YEHUA A0rO0BOPOB (KOHTPAKTOB)

Hopmbl 3T1KK aenosoro obuweHna

basosble OCHOBBbI MHPOPMATUKM, CTPYKTYpHOE NnocTpoeHue
MHGOPMALMOHHbBIX cUCTEM M 0cobeHHOCTU PaboTbl € HUMKM

Lpyrve xapaktepuctmku

3.7.2. Tpyposasa GpyHKUMA

Peannsauna onepaumoHHOro ynpasaeHuma YpoBeHb
HanmeHoBaHMe |nepcoHanom 1 paboTbl CTPYKTYPHOTO Kopa G/02.7 |(noaypoBeHb) 7
noapasgeneHun KBannduKaLmm

MpouncxoxaeHne TpyLoBOW
bYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 opuUrnHana
Kog PernctpaumnoHHbIi
opurMHana HOMmep
npo¢deccnoHanbHOro
CTaHZapTa

TpyaoBble aencrema

MNnaHnpoBaHWe geATeNbHOCTU NoApPa3feNeHnA 1 NnepcoHana




OﬂepaTMBHOE ynpasaeHne nepCcoHasiomMm nogpasgeneHna opraHmsaumm

Pacuetr 3aTpaT no noapasgenieHUo U NOArOTOBKA MPeAoXKeHUn ans
dopmupoBaHua broaxkeTa

Pa3pa60TKa CTaHAApPTOB AeATeNbHOCTU noAapasgeneHna u yHVI(I)MKaLI,Mﬂ
npoueccos

MpoBeaeHMe MHCTPYKTaXKa Mo oxpaHe Tpyaa

MocTaHoBKa  3agay  paboTHMKAM  CTPYKTYpPHOro  nogpasaeneHus,
onpeaeneHne pecypcos ANs UX BbIMOJAHEHWUA, KOHTPOIb UCNONHEHUSA

AHanM3 NNaHOB WM OTYETHOCTM MOAYMHEHHbIX pPabOTHWMKOB, pPa3paboTKa
npessIoXKeHUNM Mo yyYLleHWIo NoKasaTenen AeaTeIbHOCTU NoApa3aeNeHuns

dopmunpoBaHMe oT4eToB 0 paboTe CTPYKTYPHOro NoapasaesieHnn

Heobxoammble ymeHus

OnpenenaTb 30Hbl OTBETCTBEHHOCTU U 3ddEeKTUBHOCTU paboTbl NepcoHana
CTPYKTYPHOrO noApasfesieHuns, pacnpefenats 3agaunm M obecneymsaTtb
MaTepUnaabHO-TEXHNUYECKKNE pecCypcCbl 4NnAa nx UCNOJTHEHUA

MpumeHATb MeToAbl ONepaTUBHOrO ynpasaeHMA NepcoHa oM OpraHn3aumm

KOHTpOJ’II/IpOBaTb MCnosHeHne nopyqum‘/'l M 3aga4y, BHOCUTb CBOEBPEMEHHbLbIE
KOppeKUnn B nNaaHbl 1 3a4a4mn

Onpegenatb noKasartenu addeKkTnBHoCTH paboTbl nepcoHana
noapasaeneHus

yl'lpaB}'IFlTb MOTVIBaLI,I/Ieﬁ nepcoHana, ero BoB/1€4eHHOCTbIO U I,CI,I/ICLI,I/II'I.I'II/IHOIk/'I
TPyAa

CoctaBnaTb  NAaHbl  AEATENbHOCTM  CTPYKTYPHOro  nogpasgeneHus
opraHusaumm




CocTaBnsTb, PacCUMTbIBaTb, KOPPEKTMPOBATb WM KOHTPO/IMPOBATbL CTaTbu
pacxofoB CTPYKTYpHOro nogpasaeneHus gna GopMmMpoBaHus 6104KeToB

Mpoun3BOAMTb aHANM3 TEKYLLEN AEATEIBHOCTM CTPYKTYPHOTO NoApasaeneHuns
W BHEAPATb NpoLeAypbl NO ee ONTUMM3ALUK

MNpeacrtaBnatb NHTEpechbI opraHunsauunun n BecCtn neperosopbl C
rocygapCrBeHHbIMU OpraHamu, I'IpOd)eCCMOHaﬂbeIMM COHO3aMh U apyrumun
npeacrtaBuTe/ibHbIMU OpraHamm pa6OTHMKOB Nno BOMNpoCam nepcoHana

BecTM neperosopbl C MOCTaBLUMKAMMU YCAYT MO YC/AOBUAM 3aKaHOHYaeMblX
[0roBopoBs

Mpon3BoguTL NpeaBapuTeNbHble 3aKymnoyHble npoueaypbl U 0hopPMAATbL
COMYTCTBYIOLLYIO JOKYMEHTALLMIO MO 3aK/0YEHUIO 40rOBOPOB

MpoBoAnTL ayAMT pe3ynbTaToB paboTbl C NepcoHanom

PaboTatb C MHd)OpMaLI,VIOHHbIMM cucTtemamm 1 6asamm AaHHbIX MO BOMNPOCam
ynpassieHnAa nepcoHasiom

Cobntoaatb HOPMbI 3TUKM LeN10BOro 06LLeHUs

Heobxoanmble 3HaHNA

Teopwuun ynpasaeHUA NepCcoHaaoM 1 ero MOTUBaLLUM

MeToabl aHanM3a BbIMNOJIHEHUA MNAHOB W 33a4a4y, OMNpeaesneHus Wux
3KOHOMMYECKOM 3 PEKTUBHOCTH

CDOprI N MeTodbl OLEHKWN NepCOoHasia U Pe3yibTaToOB UX TPyda

TexHonorum onepaTtnBHOIo ynpasaeHMA NepCoHaioOM OpraHn3saunmn

Cuctembl, meToabl M  GOpPMbl  MaTepPUaNbHOrO M HemaTepuanbHOro
CTUMYNUPOBaHUA TPyAa NepcoHana

TexHonorum n metoabl d)OpMVIpOBaHMFI M KOHTPOAA 6IO,£I,)KETOB




TeopMM M MeTodbl ynpasaeHUA pa3Butnem nepcoHasna

JKOHOMMKa Tpyaa

OpraHu13aLUMOoHHO-WTATHaA CTPYKTYpa opraHmsaumm

NMonntnka ynpasneHna NnepcoHasiom 1 coumanbHaa NOJAUTUKA OpraHn3aumm

Llenn, ctpaTterna passuTua U BU3Hec-nnaH opraHMsaumm

MeToanKKN NNaHMPOBAHNA U MPOrHO3UPOBAHUA I'IOTpe6HOCTVI B nepcoHane

MopagoK yperyampoBaHusa TPYAOBbIX CMOPOB

TpeboBaHWA 1 NpaBMUAa NpoBegeHMA ayamTa paboTbl C nepcoHanom

dopmbl coumanbHOro napTHepcTBa n B3aMMOZencTBms c
Npo¢$ecCMOHaNbHbIMU COO3aMU U APYTMMU NPEACTAaBUTE/IbHBIMU OpraHamMm
PaboOTHUKOB, U MHBIMUK OpPraHM3aLUAMM

MopAdoK OQOpMIEHNA  KagpoBblX AOKYMEHTOB M MNpPUAAHMA UM
IOPUANYECKON CUNbI

MopsfOK  NpoBefZeHWA  3aKymouyHbIX  npoueayp W odopmaeHUs
COMyTCTBYIOLWEN LOKYMEHTAL MM

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYAOBOrO
npaea

OCHOBbI apPXMBHOTO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBblE aKThbl
Poccuiickoli ®eaepaumu, B YacTu BeAeHUA AOKYMEHTaLMM No NepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoAaTenbeTea Poccuiickot deaepaumm

OcHOBbl MUIpPaLMOHHOrO 3aKoHoZaTenbcTBa Poccuiickoii degepauun, B
YacTU NPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auy, 6es




rpaxKgaHcTBa

OcHoBbI AAMUHUCTPATUBHOIO 3aKOHOAATe/IbCTBa B obnactu ynpas/sieHnA
nepcoHaoOM U OTBETCTBEHHOCTU AONXKHOCTHbIX nL,

3akoHoaaTenbcTBo Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHM3auuMM B YacTM ynpasaeHus
nepcoHasom

OcHoBbl NpaBOBOro perynaMpoBaHua Poccuiickot depgepaumn nopagka
3aKNIOYEHMA TPAYKAAHCKO-MPABOBbLIX 40r0BOPOB

Hopmbl 3TUKK aenoBoro obueHus

basosble OCHOBb! NHOOPMaATUKM, CTPYKTypHOE nocTpoeHmne
MHPOPMALMOHHbBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapaktepuctmku

3.7.3. TpypoBasa ¢yHKUMA

HanmeHoBaHue

MpoucxoxaeHve TpyLoBOM
bYHKLMK

ALMUHUCTPUPOBAHME NPOLLECCOB U
OKYMEHTO0H60pOTa NO ONepaunMoHHOMY YposeHb
A Kog, G/03.7 |(noaypoBeHb) 7
ynpaBAeHUIo NEPCOHANOM M paboTe
KBanndbMKaunm

CTPYKTYPHOroO noapaszeneHus

3anmcTesoBaHO

OpuruHan X
N3 oOpuUrnHana
Kog, PerncrpaumoHHbIn
opurnHana HOoMep

npodeccnoHanbHOro




CTaHAapTa

TpyaoBble AencTemA

AHann3 npoueccoB AOKYMeHTOO60pOoTa, JIOKa/bHbIX [AOKYMEHTOB MO
BOMPOCAaM  OMEePauMOHHOrO  YMpaB/ieHUA NepcoHaiom W paboTol
CTPYKTYPHOrO noapasaeneHus, 6U3HeC-NpoLEeccoB  OpraHM3aLmm,
YyA0B/NIETBOPEHHOCTU NepcoHana

[ oKymeHTaunoHHoe opopmieHune pe3ynbTaToB onepaLymoHHOro
yrnpaB/ieHna nepcoHasiom M paboTbl CTPYKTYPHOrO noApasgeneHus,
pe3ynbTaToB ayamTa paboTbl C NEPCOHANIOM

MoarotoBKa NpeanosKeHUMit Mo PasBUTUIO  CUCTEM  OMepaLMOHHOro
ynpasaeHua NepcoHalom M paboTbl CTPYKTYPHOrO noApasgeneHus, no
Heo6X0ANMbIM KOPPEKTUPYIOLLMM M NMPEBEHTUBHLIM Mepam

Pa3pa60TKa CNCTEMDbI aHa/In3a N KOHTPOAA pa60TbI nepcoHana

KoHTponb, CpaBHeHME M aHa/iM3 npoueccoB B 06s1acTU OnNepaTMBHONO
ynpaBneHua MepcoHasom, pPes3y/bTaToB YMpaBJeHYECKUX MepOonpuUATUiA,
onpeaeneHve (GaKTOpPOB, BbI3bIBAIOWMX OTKNOHEHWE OT  MJIaHOBbIX
nokasartenemn

MoaroToBka 1 06paboTKa 3anpocos, yBeAOMIEHWNI, CBeAEeHNI 0 paboTHMKaX
B roCyJapCTBeHHble OpraHbl, NpodeccuoHanbHble CoH3bl, 06LLECTBEHHbIE
opraHusauum

ConpoBoXAeH1e LOroBOPOB OKA3aHMA yCAyr Mo BOMPOCaM OMepaTUBHOMO
ynpaB/ieHna nepcoHanom u paboTe CTPYKTYPHOro noapasaesneHuns, Bkatoyan
npeasapuTesibHble NpoLeaypbl N0 MX 3aKNOYEHUIO

MoaroToBKa npeasoXkeHnin no GopmMmMpoBaHMIO BlOAXKETa Ha MepcoHan
opraHusaumm

BbinosHeHne TpeboBaHWMIA NO XpaHeHWo uHbOPMaUMM O pesyabTaTax




AeNCTBMA CUCTEM OMEepauMoHHOTO YMpaBAeHWUA NepcoHasom u paboTbl
CTPYKTYPHOro noapasaeneHuns

Heobxogumble ymeHUs

KoHTponnpoBaTb MNpoueccbl ynpaBieHUs MepcoHas oM noapasaeneHui,
onpeaensTb WX PesyNbTaTUBHOCTb U BbIABAATb PaAKTOPbl OTKAOHEHMWIA OT
N/IaHOBbIX NapameTPoB

PaspabaTbiBaTb NPOrpaMmbl AOCTUMKEHUA LeNel U onepaTUBHOIO pelleHns
3afa4y nogpasaeneHui

AHanunsnposaTb, pa3pabatbiBaTb M 0GOPMAATL AOKYMEHTbI N0 ONEPaTUBHbIM
npoueccam 1 Ux pesysibTatam

MpoBOAWTL ayaANT KaApOoBbIX NPOLECCOB, Npoueayp, odopmMaeH s KagpoBbIX
AOKYMEHTOB M AOKYMEHTOB NO YNpPaBAEHMIO MepCcoHaaom

KoHTponMpoBaTb pacxogoBaHue 6104KeTOB Ha NEPCOHanN

OdopmMnaTb AOKYMEHTbI MO OnNepauMoOHHOMY YNpPaB/ieHUIO NepcoHanom U
pabote CTPYKTYpHOro noapasgeneHus, npegocTaBasemble B
rocyAapCTBeHHble OpraHbl, NPeACTaBUTENbHbIE OpraHbl PabOTHUKOB

ObecneunBaTb [OKYMEHTALMOHHOE COMPOBOMKAEHWE MO  CUCTEMAM
OMNepaLMOHHOro YMpaB/ieHWsa MNepcoHasom U paboTe CTPYKTYpPHOro
noapaszeneHus

OpraH130BbIBaTb XpaHeHWe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMU
TPYAOBOrO M apxXMBHOrO 3aKoHoAaTenbcTBa Poccuiickont Pegepauyn u
NIOKaNbHbIMW aKTaMM OpraHM3aLmm

KOHTpOJ’II/IpOBaTb MCNnosIHEHME A0roBopoOB NOCTAaBLWKMKOB yCayr no Bonpocam
nepcoHana

Mpon3BoAUTL 3aKymnoyHble npoueaypbl, 0bOpPMAATL W aHaNM3MPOBaTb
3aKYNOYHYIO0 AOKYMEHTALMIO




npOBO,D,VITb neperosopbl M nNpeacraBnATb WUHTEPECbI OpraHnsauuMmn B
rocygapcCTBEHHbBIX  OpraHax, I'IpO(beCCMOHafIbeIX CO3ax wu  4gpyrux
npeacTtaBuUTE/IbHbIX OpraHax pa60THMKOB Nno BONpocCam nepcoHana

Bectu genosyto nepenucky

Bectn yyeT 1 perncrpaumnio 4OKYMeHTOB B MHd)OpMaLI,MOHHbIX Cncremax n Ha
MaTepnanbHbIX HOCUTENAX

PaboTtaTb ¢ MHPOPMALMOHHBIMU CUCTEMAMM M Ba3amMm AaHHbIX MO NepcoHany
M cUCTEMaM OMEpPaUMOHHOrO YMpaB/eHUA MepcoHasom W pabote
CTPYKTYPHOro noapasgeneHuns

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxogumblie 3HaHUSA

MeToapl ynpaBieHna pazsutnem n sGPeKTMBHOCTbIO OPraHn3aumnm, MeToapl
aHanM3a  BbINOJIHEHUA MJIQHOB M MPOrpamm, OMpefeneHus  ux
3KOHOMUYecKon 3¢ deKTUBHOCTH

MeToabl oueHKM paboTbl CTPYKTYPHbIX NoApa3aeneHnid, pesyabTaToB Tpyaa
nepcoHana

MeToapl npoeeaeHuA ayauTa n KOHTPO//INHTIQa onepaTnBHbIX
ynpasseH4YeCKMUX npoueccos

®opMbl U CUCTEMbI MaTEPMANbHOTO U HEMATEPMANbHOTO CTUMY/IMPOBAHUA
TpyAa nepcoHana

OcHosBbl AOKYMEHTALMOHHOIO obecneyeHus

MopAAoK opopmaeHnsn, BeaeHMUA U XpaHeHUA AOKYMEHTaUMMU NO cMcTemMam
OMepaLMoHHOro ynpaB/ieHWa MepcoHasoM oOpraHusaumm u pabote
CTPYKTYpHOro noapasaeneHus

Mopsgok ¢opmupoBaHuaA, BedeHMs 6aHKa [aHHbIX WM MpeaocTaBieHUs
OTYETHOCTM MO CUCTEMAM ONEepPauUMOHHOTO YMPAaB/iEeHUA TMepPcoHaNoM U




paboTe CTPYKTypHOro noapasaeneHus

HopmaTtusHble NpaBoOBble aKTbl, peryavpyloume npasa M 06A83aHHOCTM
rocyAapCcTBEHHbIX OPraHoOB M OpraHu3auMm Mo MNpPeaocTaBAEHUI0 YYeTHOM
JOKYMeHTaL MM

MopAdOK  NpoBeAeHWA  3aKymoyHbIX  npoueayp W odopmaeHus
COMYTCTBYIOLWEN AOKYMEHTALMM

MoNnTMKa ynpasaeHMs NepcoHaNoM 1 coumaibHan NOANTUKA OpraHM3aumm

OpraH13auMoHHO-WTaTHAA CTPYKTYPa OpraHM3aLmm

Llenn n ctpaterns pa3suTna opraHmnsaumm

Br3Hec-nnaH 1 6usHec-npoLecchl opraHM3aumm

TpyZOBOE 3aKOHOAATENBCTBO U MHbIE aKTbl, COAEPKALLME HOPMbI TPYAO0BOrO
npasa

OCHOBbI apXMBHOMO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBblE aKTbl
Poccuiickolt ®eaepaumu, B 4acTu BeAeHUA AOKYMEHTALMM NO NepcoHany

OcHOBbI Ha/I0ro0BOroO 3aKoHoAaTebeTBa Poccuiickoit deaepaumm

OCHOBbl MWIpaLMOHHOrO 3aKoHoZaTenbcTBa Poccuiickoii degepauun, B
Y4acTU NPUBAEYEHNA N TPYOOYCTPOMNCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rpaskaaHcTea

OcHosBbl AOMUHNUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpassieHunA
nepcoHaaoM U OTBETCTBEHHOCTU OONTKHOCTHbIX /1NL,

3aKkoHoaaTenbecTBo Poccuitckon Peaepaupmmn o NePCcoHaNbHbIX AaHHbIX

JlokanbHble HOPMaTuUBHbIE AOKYMEHTbI OpraHn3auunn B obnactu ynpassieHnAa
nepcoHaaiom




MopAaoK 3aKNOUYEHUA A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM fenoBoro obLeHns

basoBble OCHOBBbI NHPOPMATHKW, CTPYKTypHOE NocTpoeHune
MHOOPMALMOHHbBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.8. O606LeHHas TpyaoBas GyHKLMA

CrpaTernyeckoe ynpasseHue NnepcoHasiom YpoBeHb
HanmeHoBaHue P ynp P Koa H P 7
opraHusauum KBandUKaumnm
MpoucxoxaeHue
o o 3anmcTeoBaHO
0606wweHHoM TpyaoBOM OpwuruHan X
N3 OpuUrnMHana
bYHKLMK
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMUA
[ONKHOCTEM, npodeccuit

Buue-npesnaeHT No ynpaBaeHUIo NepCcoHaNoM

[vpekTop no nepcoHany

[VpeKTop no ynpaBaeHUIo NepcoHaaom

3amecTuTeNb reHepabHOro AMPEKTOPaA MO YNPaBAEHUIO NEPCOHANIOM

TpeboBaHua K
06pa3oBaHuMIo N 06ydYeHUto

Bbicwee obpasoBaHue - cneumnanmTer, marmctTpartypa
[ononHutenbHoe npodeccroHanbHoe ob6pasoBaHMe - NPOrpammbl
npodeccrmoHanbHOM NepenoAroToBKN B 06/1aCTV ynpaBieHUs NepcoHaaom,




CTpaTtern4yeckoro 1 onepaumoHHOro ynpasaeHna, SKOHOMUKU OpraHn3aunu;
nporpammesl NnoBblWEHUA KBaﬂMd)MKaLI,MM B 0bnactm ynpasaeHuAa
nepcoHanom, CTpaterm4eckoro n onepaynoHHOro ynpassieHuna

TpeboBaHMA K OnbITy He meHee nAaTh net B 06/1aCTN ynpasieHUs NepcoHaioM Ha PYKOBOAALLMNX
npaKTU4eckom paboTbl OO/IKHOCTAX

Ocobble ycnoBMA AoMNycKa K
pabote

Lpyrve xapakTepuctmkm

JononHuTtenbHble XapaKkTepUCTUKN

HanmeHoBaHWe AOKYMeHTa Kog, HanmeHoBaHMe 6a30BoWM rpynmbl, 4OMAXKHOCTM (Npodeccum)
WK cneumanbHOCTU
OK3 1232 PykoBoauTenu noapasgeneHunii (cny»6) ynpasieHus
Kagpamu 1 TPyAOBbIMU OTHOLLUEHUAMM
EKC - 3amecTuTenb AMpPEKTopa No ynpasieHUIo NepcoHanom
oKnATpP 24063 MeHepyep no nepcoHany
3.8.1. TpygoBana ¢yHKUMA
Pa3paboTKa cucTeMbl CTpaTerm4eckoro YposeHb
HanmeHoBaHMe |ynpaBieHMA NepcoHasIoM OpraHu3auum Koa H/01.7 |(noaypoBeHb) 7
KBannbuMKaumm
Mn " 3
poucxoxaeHue TpyaoBom OpuritHan auMCTBOBaAHO

bYHKLMU

13 opurnHana
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Koa PernctpaumnoHHbIn
opurMHana HOMep
npodeccnMoHanbHOro
CTaHZapTa

TpyaoBble gencTemn

AHanM3  yCrelwHbIX  KOPMOPaTMBHbLIX  MPaKTUK MO OpraHM3auuu
cTpaTernyeckoro ynpaBsneHus nepcoHanom opraHusaumm,
OpPraHM3aLMOHHOIO NPOEKTUPOBAHNA U B3aMMOAENCTBUA noapasaeneHunii

lNocTaHOBKa cTpaTerMyeckmx u,eneﬁ B ynpasaeHM nepcoHaoM

PaspaboTka KOprnopaTUBHOW MOAUTMKM, NAHOB, MPOrpamm, npoueayp M
TEXHO/IOMUI NO YNPaBAEHMIO MepPCoHaNoM

PaspaboTKka KOPNOpPaTUBHOWM Ky/AbTypbl M COLMANbHON MOAUTUKKU, CUCTEM
MOTUBaLUK, 3GPEKTUBHOCTM, OLLEHKN U Pa3BUTUA NepcoHana

dopmupoBaHMe cUCTEMbI OMNAaTbl U OpraHM3auum Tpyaa

PaspaboTKa opraHM3auUMOHHOMN CTPYKTYpbl, NJIaHUPOBaHWE NOTPebHOCTM B
nepcoHane opraHM3aumm

PaspaboTka nporpamm, MNPUHLMNOB CTaHZAPTU3AUMK, YHUODMKALMM,
aBTOMATM3aLUMM TMPOLECCOB YMpPaB/ieHWA MepcoHasiom U 6He3onacHbIX
ycnoBuiA Tpyaa

dopmunpoBaHne 6loa)KeTa Ha NepcoHasn, TEeXHONOrMi ayguta paboTbl C
NepcoHaNoM U KOHTPOINNHIA

Heobxoavmbie ymeHUn

Pa3p363TblBaTb CcTpaternn n NOJIMTUKMU B ynpasi1eHUN NeEPCOHA/IOM

CosmaBaTb M OMWUCbIBaTb OPraHW3aUMOHHYIO CTPYKTYPY, UEAW, 3adaqu,
OYHKLMMU CTPYKTYPHbIX NOAPA3AeNeHNA U AONKHOCTHbIX KL,

anMeHFITb meTodbl  ynpasaeHnA MeXIMYHOCTHbIMUA  OTHOLWUEHUAMM,




¢OpMMpOBaHMﬂ KOMaHA4, pa3suntma nmaepcrtea U UCNONHUTENIBHOCTU,
BblAB/IEHNA TAaNNAHTOB, onpeaesieHnA yagoBneTBOPEHHOCTU pa60T01‘71

OI'IpeLI,GI'IFITb M aHa/IM3NPOBATb BHYTPEHHNE KOMMYHUKaUWNnN, moaennpoBatb
nosejeHWe nepcoHana

MpeacTaBnATb MHTEpecbl OpraHM3aumMM B FOCYAAPCTBEHHbIX OpraHax, BO
B3aMMOﬂ,EVICTBMM C I'IpOd)COPO3aMVI, UHbIMU NpeacTaBnTe/IbHbIMU OpPraHamm
pa60THMKOB Nno BOonNpocam nepcoHana

CocTaBnATb, PaACCUMTLIBATb, KOPPEKTMPOBATb M KOHTPO/AMPOBATb CTaTbu
pacxogoB 6woaKetoB M GOHAOB HA MNPOrpamMmbl M MEPONPUATUA MO
ynpaBAeHUIO0 NepCcoHaIoM OpraHM3aLmm

MpoBoanTb ayAUT U KOHTPOJIIUHT B obnactu ynpas/sieHnAa nepCcoHaiom

Pa3pabaTtbiBaTb KOPNOPATUBHbIE COLMAbHbBIE NPOTPAMMbI

Bectn neperosopbl no BonpoCam couwuanbHoOro NnapTHEpPCTBa C
npeacrtaBuTe/ibHbIMU OpraHamm pa6OTHMKOB

PaboTaTtb ¢ MHPOPMALUMOHHBIMKU CUCTEMaMM M Ba3aMM AaHHbIX MO BONpPOcam
ynpaBaeHuA NepcoHanom

OpraHn30BbIBaTb MePOoNpPUATMA Mo obecnedyeHnto BbINOAHEHNA TpeboBaHUiA
OoXpaHbl Tpyda B COOTBETCTBUM C [AENCTBYIOLWMM 3aKOHOAATE/IbCTBOM
Poccuiickoit deaepalmm U NOKabHbIMW aKTamMM OpraHn3aLmm

OpraHM30BbIBaTb U MPOBOAUTL MEPONPUATUSA C MEPCOHANIOM B COOTBETCTBUE
C KOPNOPATUBHOW COLMANbHOWN MNOIUTUKOW

Cobntoaatb HOPMbI 3TUKM Ae10BOro 0bLLeHUs

Heobxoanmble 3HaHUA

MeToabl ynpaBaeHus passutmem u 3peKTMBHOCTbIO OpPraHmn3aLLMm, aHaAm3a
BbIMO/IHEHUA TMNJAHOB W NPOrpaMm, OMpPeaeseHUss UX 3SKOHOMMUYECKOM
adPeKTMBHOCTHM




MeToabl oLeHKM paboTbl CTPYKTYPHbIX NoApa3aeneHnid, pesyabTaToB Tpyaa
nepcoHana

MeToabl NpoBeAEHUA ayANTOB, KOHTPOI/IMHIA YNpaB/IeHYECKMX NPOLLeCccoB

MeToabl aHaM3a KOJIMYEeCTBEHHOIO U Ka4YeCTBEHHOIo COCTaBa NepcoHana

Cuctemsbl cTaHAapTOB Mo 6M3Hec-Npoueccam, Npodeccuam, Hopmbl TPYAA

Cuctembl, meToabl M  GOpPMbl  MaTepPUaNbHOrO M HemaTepuanbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

MeToabl aHanAM3a  COUMANbHbIX MPOrPaMM U ONpefeneHus  ux
3KOHOMMYECKOM 3PPEKTUBHOCTH

TexHoN0rMN M MeToAbl OPMMPOBAHUA U KOHTPOIA BIOAKETOB HA MEPCOHAN

TpeboBaHMA oxpaHbl M 6e3onacHbIX YCA0BUIA Tpyaa

Llenn, ctpaTerva n Kagposas NoJIMTUKa OpraHM3aumnm

OcHOBbI TEXHONOTUN npon3soAacTBa U AeATENbHOCTUN OpraHn3aunn

OcHOBbI COUMONOTNKU, NCUXONOTUN N SIKOHOMUKN TpyAaa

OcHosBbl ynpasaeHna coumaaibHbiM pa3sBUTUEM OpraHmnsaummn

MeToapl nposeneHuA coumonorn4yecrmx MCCﬂe,ﬂ,OBaHMVI, n3yyeHuA
O6LLI,ECTBEHHOI'O MHEHUA

CTpyKTypa opraH13auuu

TpyAoBOe 3aKOHOLATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATWMBHbIE MPABOBbIE aKTbl
Poccuiickoit ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM MO nepcoHany




OcHOBbI Ha/IOroBOro 3aKoHoAaTenbcTBa Poccuiickolt deaepaumm

OCHOBbI MUIpPaLMOHHOrO 3aKoHogaTesnbcTBa Poccuitickoit depepauun, B
YyacTU NPUBIEYEHMA U TPYAOYCTPONCTBA MHOCTPAHHbIX rpa)kaaH u auu, 6es
rpakaHcTBa

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpas/sieHnA
nepcoHaoOM U OTBETCTBEHHOCTUN AONXKHOCTHbIX 1L,

3akoHoaaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

JloKanbHble HOpMaATUBHbIE aKTbl OpraHuMs3auum B obnactu ynpasaeHna
nepcoHaaom

MopAaoK 3aKN0YEHUS [OTOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obueHna

OcHoBbl MHGOPMATUKHK, CTPYKTYPHOE NOCTPOEHME MHOOPMALMOHHbIX CUCTEM
n ocobeHHocTU paboTbl C HUMM

[pyrve xapakTepuctnkm

3.8.2. TpypoBasa GyHKUMA

Peanunsauma cuctembl cTpaTernyeckoro YpoBeHb
HavmeHoBaHMe |ynpaBaeHMA NepCOHANOM OpraHM3aLnm Koga H/02.7 |(noaypoBeHb) 7
KBanmMduKkaumnm

MpowncxoxaeHne TpyaoBoOW
dYHKUMM

3anmcTBOBaHO

OpuruHan X
N3 OpuUrnHana

Kog PernctpaumnoHHbIi
opurMHana HOMmep




npo¢deccMoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

MnaHupoBaHWe AeATEeNbHOCTU U pPa3paboTKa MeponpUATMIA NO YNpasieHUto
nepcoHanoM 414 peannsalmnmn cTpaTerniyeckmx Leein opraHnsaumm

BHeapeHWe MOAWUTUK, NAAHOB, MPOrpamm, NpPoOLeayp M TeXHOAOorMi no
yNpaB/ieHNIo NepPcoHanom

MocTpoeHne opraHM3aLMOHHOM CTPYKTYPbI C YYETOM M1aHOBOM NOTPebHOCTU
B NepcoHasie U B3aMMOAENCTBMA CTPYKTYPHbIX NOAPa3AeieHNiM opraHn3aumm

BHeapeHVWe W noAfep’kaHWe KOPMopPaTUBHOM KyAbTypbl M COLMANbHOM
NONUTUKK, CUCTEM MOTMBAUUK, 3PPEKTUBHOCTM, OLEHKU M PasBUTUA
nepcoHana

BHeapeHve w nopaepxaHue CUCTEMbl OpraHusauuM Tpyaa W onaatbl
nepcoHana

YnpaBneHve BHeApeHWEM NpPOrpamMmm M MNPUHLMNOB CTaHAAPTU3ALMM,
yHUOMKauMM, aBTOMaTM3aLMM MPOLECCOB YNPaBAEHMA MEPCOHaOM W
6e30nacHbIX YCI0BUIA TPyAa

OpFaHM3aLI,I/IFl nposeaeHnAa ayguta WM KOHTPO/JIMHIA B ynpasBi€HUU
nepcoHaiom

MocTaHOBKa 3afay  PYKOBOAWUTENAM  CTPYKTYPHbIX  MoApasgeneHui,
onpeaeneHne matepmanbHO-TEXHUYECKMX PECYPCOB AN UX BbIMOAHEHUA

AHaNN3 OTYETHOCTM NO ynpaBaeHno nepcoHaoM U BbiABNEHNE PECYPCOB NO
yAaydweHuno 0eATeNbHOCTU OpraHn3aunmn

CornacoBsaHue YCﬂOBMVI 3aK/1l04aeMbIX 4OroBopoB NO BOMPOCam ynpassieHUA
nepcoHaaom




OpraHusaums NpoBeAeHMs 3aKyNoYHbIX MPOoLeAyp No BONPOCcamM ynpaBaeHus
NepcoHaNoM U 0pOPMIEHUA CONYTCTBYIOLLEN LOKYMEHTALLMM NO HUM

dopmunpoBaHMe Oloa)KeTa Ha NepcoHasn, TexHoJsorui ayauta paboTbl C
NepcoHaNoM N KOHTPOINNHIA

NpumeHeHne K pa6OTHMKaM mep noouwpeHna wmu AUNCUUNANHApPHOro
B3bICKaHUA

Heobxogumble ymeHus

MpousBogUTb aHaiM3 AEeATENbHOCTM MO YNPaBJAEHUI0 MEePCOHAIOM,
pa3pabaTbiBaTb NoKasaTean adpeKTUBHOCTU PaboThbl

dopmmnpoBaTb NAaHbl U MEPONPUATUA MO YNPABAEHNIO NEPCOHANIOM

PaccunTbiBaTb BlogxKeT B 06/1aCTV ynpaBaeHns NepcoHa om

OI'IpEAE/'IﬂTb 30HbI OTBETCTBEHHOCTU pa6OTHMKOB n I'IO,CI,p«’:l3,CI,€J'I€HMVI, CTaBUTb
3a4a4yn pykosogutTenam no,u,paa,u,eneHMﬁ n obecneunsatb pecypcbl anAa mnx
MUCNOJNTHEHNA

KOHTPOAMPOBaTb M KOPPEKTUPOBATb UCMOIHEHWE MOPYYEHUIA 1 3a4ad

YnpaBnsaTb 3GpPpeKTUBHOCTbIO U BOBJAEYEHHOCTbIO NepcoHana, AUCUMNAMHON
Tpyaa v cobaogeHmem 6esonacHbiX YCA0BUNA Tpyaa

Bectun neperosopbl NO BONpPoCam COUMabHOIo NapTHEpPCTBa U NpeacTaBATb
MHTEPECbl OpraHn3aunn B rocyaapCrtBeEHHbIX OpraHax, I'IpOd)eCCMOHa}'IbeIX
COHO3axX U gpyrux npeacraBsuTeNbHbIX OpraHax pa6OTHMKOB, N opraHn3aymax
no BOMNpoCam nepcoHana

PaboTaTb C UHPOPMALMOHHBIMMU CUCTEMAMM M Ba3amMM AaHHbIX MO BONpOcam
ynpaBs/ieHna NepcoHaom

HDOBOAMTI: ayaunT U KOHTPOJIUHT B obnactu ynpassieHnAa nepcoHasiom

CDOpMMpOBaTb M nposBoauTb COUMANIbHYKO MNMOJIUTUKY WU COUMa/IbHble




nporpammoi

Bectun neperosopbl C NOCTaBWMKaMKMN YyCayr no ycnoBmAmM 3aKno4YaeMmMblX
[l0roBopoB

Mpon3BOAUTL 3aKynouyHble Mpoueaypbl, 0GOPMAATL W aHA/NM3NPOBaATb
3aKYNOYHYIO0 OKYMEHTALMUIO

Cobnt0aaTb HOPMbI 3TUKM AEN10BOr0 06LEHMSA

Heobxoanmble 3HaHUA

MeTozabl ynpasaeHua passutmem n apPpeKTMBHOCTbIO OpraHM3aLLmMm, MeToabl
aHanM3a  BbINOJIHEHWA MJQHOB M MPOrpPamMm, ONpeaeneHus  ux
3KOHOMMYECKON 3PPEKTUBHOCTU

OpraHu3aums ynpasaeHua passuTmem opraHusaumm

Teopun ynpaBieHWa opraHusaumein, NOAUTMKA M CTpaTerna ynpasfeHus
nepcoHanom

MeToabl aHanu3a BbIMOJHEHUA MNAHOB W 33434y, oOnpefeneHuAa wux
3KOHOMUYecKon 3¢ deKTUBHOCTH

MeToAbl OLLEHKW, pe3ynbTaToB 1 3hdEKTUBHOCTU Tpyaa

MeToapl BHEAPEHUNA CUCTEMDI YNPaBEHNA NepCOHA/IOM

OcHoBbl paboTbl MO NPOPOpPMEHTALUN

MeToanKK NNaHMPOBAHUA U MPOrHO3UPOBAHUA I'IOTpe6HOCTVI B nepcoHane

Lenn, CTpaTterna passuTna n 6u3Hec-nnaH OopraHunsauunun

Teopun 1 metoapl popMmmnpoBaHUio bpeHaa opraHM3aumm

TpeboBaHMA oxpaHbl U 6e30MNacHbIX YCN0BUIM TpyAa

MeToanku paspa60TKV| N BHeApPeHNA NTOKaZIbHbIX HOPMAaTUBHbIX aKTOB




MopAAOK 3aKNouYeHus TPYAOBbIX [AOrOBOPOB, PEry/MpoBaHUs TPYAOBbIX
crnopos

OCHOBbI COUMONOIMMU, MCUXONOTMU, 3SKOHOMWMKM TpyAa M YyNpasBAeHuA
COLManbHbIM PAa3BUTUEM OPraHU3aLLmMm

MeToabl nposeaeHUA coumnonorn4yeckmnx MCCHEAOBaHMVI, n3yyeHuA
O6LLI,ECTBEHHOI'O MHEHUA

TexHONOrMM nNpoBeAeHMA ayauTa W KOHTPOANIMHIA B YNpaBAeHWUU
nepcoHanom

MopAdOK  NpoBeAeHWA  3aKymouyHbIX  npoueayp W odopmaeHus
COMYTCTBYIOLWEN AOKYMEHTAL MM

TexHonorMmn, craHgapTM3auusa, yHUOUKaLMA, aBTOMaTM3auMA MNpPOLEccos
yrpas/ieHnA NepcoHaom

CTpyKTypa opraH13auum

TpyL0BOE 3aKOHOAATENLCTBO U UHbIE aKTbl, COAEPMKALLME HOPMbI TPYA0BOMO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPABOBbIE aKTbl
Poccuiickolt ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM MO nepcoHany

OcHOBbI Ha/IOroBOro 3aKoHoAaTenbecTea Poccuiickoli deaepaumm

OcHOBbl MUrpaLMOHHOrO 3aKoHogaTenbctBa Poccuitickoii degepauun, B
Y4acTu NPUBAEYEHNA U TPYOOYCTPOMNCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rparkaaHcTea

OcHosBbl AOMUHNUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpas/sieHnA
nepcoHaoOM U OTBETCTBEHHOCTU OONKHOCTHbIX 1NL,

3aKkoHoaaTenbcTBo Poccuitckon Peaepaupmmn o NePCcoHaNbHbIX AaHHbIX




MopAaoK 3aKNtO4YeHUA A0roBOPOB (KOHTPaKTOB)

JloKanbHble HOpMaTUBHbIE aKTbl B 061aCTU yNpaBAeHUsA NepPCoOHaNom

Hopmbl 3TUKM fenoBoro obueHns

basoBble OCHOBBI NHOPMaATUKNY, CTPYKTYpHOE NocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Jpyrve xapaktepuctuku -




3.8.3. TpypoBasa ¢pyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHMe |A0KymeHTOO60pOTa MO CcTpaTernyeckomy Koga H/03.7 |(noaypoBeHb) 7
ynpaB/ieHWo NepcoHaoM OpraHu3aLmm KBanmdmkauum

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
U3 opurMHana
Koa PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3 npoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX AOKYMEHTOB MO
BOMPOCAaM YMNpPaBAEHMA MNepcoHanom, 6M3HEec-NMpPoLLEecCcoB OpraHM3aumu,
YyA0BNETBOPEHHOCTU NepcoHana

[oKymeHTauuoHHoe opopmMIEeHNE Pe3yNbTaToB YMNpPaBJAEHUA NEePCOHANO0M,
€ro ayauTta, paboTbl CTPYKTYPHbIX NOAPA3AeNeHN

[OKyMeHTaUuMOHHOE M OpraHM3aLMOHHOE CONPOBOXKAEHMNE CTPATErMYECKOro
ynpaB/ieHna NepcoHanom 1 paboTbl CTPYKTYPHbIX NoApa3aeieHnin

MoAroToBKa Npea/oXKeHin NO PasBUTUIO CUCTEM YNPABIEHUA NEPCOHANOM,
No HeobXOOMMbIM KOPPEKTUPYHIOWMM U MNPEBEHTUBHLIM Mepam U Mo
noBblleHnto 3G GEeKTUBHOCTU PaboTbl CTPYKTYPHbIX NOApasaAeneHul

KoHTponb npoueccos B 06nacty ynpasaeHuUA NepcoHasom M paboTol
CTPYKTYPHbIX NOApa3aeieHnit, CpaBHEHWE M aHaN3 NPOLLECCOB, Pe3y/1bTaToB
yMpaBAeHYeCKUX MeponpuUATUiA, onpeaeneHue ¢GaKTOPOB, BbI3bIBAIOLLMX
OTK/OHEHME OT NJ1aHOBbIX NOKa3aTenen




CornacoBaHve W KOHTPONb [JOrOBOPOB MO BOMpPOCaM M CUCTEMAM
CTpPaTerMyeckoro ynpasieHUs MNepcoHanom W paboTe  CTPYKTYPHbIX
noApaszeneHnin, opraHusauma npoueayp no ux 3akatoyeHuto

MoarotoBKka pe3y/nbTaToOB aHa/vM3a COOTBETCTBMA OpraHM3auuM U onnathl
TPyAa NepcoHana ycrnewHbiM KOprnopaTUBHbIM MPakTUKam

BbinosHeHWe TpeboBaHWIA NO XpaHeHWo WHOPMAUMM O pesy/abTaTax
OENCTBMA CUCTEM CTpaTerMyeckoro ynpaBfieHuA nepcoHanom W paboTbl
CTPYKTYPHbIX NogpasaeneHui

Heobxogumble ymeHus

AHanunsnpoBsaTtb, pa3pabaTbiBaTe U 0GOPMAATL ALOKYMEHTbI NO NPOL,ECCaAM U
pesynbTaTaM  YyMNpaB/ieHUA  MepcoHasom W paboTe  CTPYKTYPHbIX
nogpasgeneHnn

MpumeHATb MmeToabl aHaNM3a 6M3Hec—r|pou,ecc03 OopraHmnsaunun

OnpenenAtTb NpoOrpammbl  AOCTUMKEHMA LUeNeln U pelleHna  3aaad
nogpasgeneHnn

MpoBoanTb ayAUT CUCTEMBI YNPaBaAeHNA NepcoHaiom

HDOBO,D,VITb KOHTPOMNIMHI CUCTEMDbI YNpaB/ieHNA NEPCOHA/IOM

KoHTponupoBaTb 6log)eT Ha MepcoHan M ynpaBAeHMe pacxodamun Ha
nepcoHan

OpFaHM3OBbIBaTb conpoBsoxXageHme A0roeopos MnMo BoOnpoCam ynpaBneHUA
nepcoHanoMm, BKNKOYaA npeasapuTesibHble npoueaypbl No X 3aKIIOYEHUIO

OpraH130BbIBaTb 3aKyno4Hble npoueaypbl, opopMAATb M aHaNM3MPOBaTb
3aKYNOYHYIO0 AOKYMEHTALMIO

KOHTpOJ’IMpOBaTb M aHaAn3npoBaTb BOMNPOCbLI COLUMAZIBHOIO MNapTHEPCTBa,
A0roBopbl NOCTaBLWMKOB yCnyr




npOBO,D,VITb neperosopbl M nNpeacraBnATb WUHTEPECbI OpraHnsauuMmn B
rocygapcCTBEHHbBIX  OpraHax, FlpO(beCCMOHaﬂbeIX COro3ax Wn  Opyrux
npeacTtaBuUTE/IbHbIX OpraHax pa6OTHMKOB M OopraHnsaumax no Bonpocam
nepcoHana

Bectn genosyto nepenuncky

Pabotatb ¢ WMHOOPMAUMOHHBLIMM cUCTeMamM M 6asamu  AaHHbIX MO
nepcoHany, cucTemMam YynpaB/ieHWA MepPcoHaioM W  OpraHM3aLumu
AeATeNbHOCTU CTPYKTYPHbIX NoApasaAeneHui

ObecneunBaTb KagpoBoe AeNONPOM3BOACTBO UM JOKYMEHTaLMOHHOe
COMpPOBOXAEHWe MpoLLeccoB MO YMNpaB/ieHUIO nepcoHanom U pabote
CTPYKTYPHbIX NOAPa3aeneHnin

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tp66OBaHVIﬂMM
TPyaoBOro M apXMBHOIo0 3aKOHOAATE/IbCTBaA Poccuiickoi CDe/J,epau,MM n
JNNOKa/IbHbIMU aKTaMUn OpraHn3auunm

Cobntoaatb HOPMbI 3TUKM LeN0BOro 06LLeHMUs

Heobxoanmble 3HaHUA

KopnopaTuBHaa KynbTypa, couManbHaa NoAMTUKA, CMCTEMbI MOTMBALUK U
3bdEKTUBHOCTM yNpaBAEHUA NePCOHAN0M

MeToabl ynpaBieHUs passuTnem n 3pHeKTUBHOCTLIO OPraHn3aLmnn, MeToapbl
aHa/M3a  BLIMOJIHEHMA  MAAHOB W MPOrpamm, OMNpejenieHns  ux
3KOHOMMYECKOM 3G PEKTUBHOCTH

MeToabl npoBefeHWA ayauTa, KOHTPOAA ONEPaATMBHbIX YNpPaBAEHYECKUX
npoueccos, counonorn4yeckunx MCCﬂeAOBaHMVI

BbusHec-nnaH n 6M3Hec-ﬂpOLI,ECCbI opraHunsauunun

BloArKeTHoe NPoeKTUpoBaHue

OpFaHM3aLI,VIOHHOE NPOEeKTUpPOBaHUE




®opmbl, MeToAbl M CUCTEMbl MaTepuanbHOrO W HemMaTepuanbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

Cuctembl CTaHAapTOB no b6uM3Hec-npoueccam, npodeccmam
(cneumanbHoCTAM), HOPMbI TPYAA

MeToabl aHan3a KOJIMYEeCTBEHHOIO U KaYeCTBEHHOro COCTaBa NepcoHana

KagpoBas noanTMKa opraHmMsaumm

MopsagoK ¢GopmnpoBaHuMA, BeAeHWs 6GaHKa AaHHbIX M NpPeaocTaBAeHUA
OTYETHOCTW MO CUCTEMAM YNpaB/ieHUsA NepcoHaNom U paboTe CTPYKTYPHbIX
noapasgeneHum

OcHOBbl  IOKYMEHTAUMOHHOTO obecneyeHusi, nopsafok odopmneHus
[OKYMEHTOB, npeaocTaBaAsembix B rocyAapCcTBeHHble opraHbl,
npodeccnoHasnbHble Cot3bl, 0OLLECTBEHHbIE OpPraHM3aLmm

Llenn n ctpaterma passntua opraHnsauum

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp W odopmaeHus
CONYTCTBYIOLLEM AOKYMEHTALUM

HopmaTuBHble MpaBOBble aKTbl, peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn No MNPeaoCTaB/eHUo yYeTHOM
AOKyMeHTauum

CTpyKTypa oOpraHusauuMum UM BaKaHTHble  AO/MKHOCTM  (nNpodeccun,
crneumnanbHOCTH)

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEP KaLLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE NPaBOBbIE aKTbl
Poccuiickoli ®eaepaumu, B YaCcTu BeAeHUA AOKYMEHTaL MM No nepcoHany




OcHOBbI Ha/IOroBOro 3aKoHoAaTenbcTBa Poccuiickolt deaepaumm

OCHOBbI MUIpPaLMOHHOrO 3aKoHogaTesnbcTBa Poccuitickoit depepauun, B
YacTu NpPUBAEYEHUA U TPYLOYCTPOMNCTBA MHOCTPAHHbBIX rpaxgaH u nuy bes
rpaxgaHCcTBa

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpas/sieHnA
nepcoHaoOM U OTBETCTBEHHOCTUN AONXKHOCTHbIX 1L,

3akoHoaaTenbcTBo Poccuitickon Pegepaumm o nepcoHaabHbIX AaHHbIX

JloKanbHble HOpMaATUBHbIE aKTbl OpraHuMs3auum B obnactu ynpasaeHna
nepcoHaaom

MopAaoK 3aKN0YEHUS [OTOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obueHna

basoBble OCHOBBI NHPOPMaTUKN, CTPYKTypHOE nocTpoeHue
MHPOPMALMNOHHBIX CUCTEM U OCOBEHHOCTU PaboTbl C HUMMU

[pyrve xapakTepucTnku

IV. CBegeHua 06 opraHusaumax - paspaboTymkax
npodeccnoHanbHOro CTaHaapTa

4.1. OTBeTCTBEHHAA OpPraHM3aUnsa-pas3pPadboTInK

Obuwepoccuiickoe obbegmHeHne pabotogatenen "POCCUNCKMIA COHO3 NMPOMBbILLIEHHUKOB U

~n

npegnpuHunmartenen

, ropoa, Mocksa

UcnonHutenbHbil BuLe-npesnaeHT KysbMmuH Amutpuin Bnagmummposuy

4.2. HanmeHOBaHMA opraHn3aumii-paspaboTunKkos




AHO "HaumoHanbHoe areHTCTBO pa3BUTMA KBannduKaymin", ropog Mockea

Accoumaumsa (Cotos) "Accoumalma KOHCyAbTaHTOB No noabopy nepcoHana", ropoa Mocksa

lpynna HeadHunter, ropog MockBa

3A0 "KPOK MHKOPMOPEMTEL, ropos Mocksa

NHpopmaumMoHHO-aHannTuyeckmin ueHTp "Kagposbiii [lo3op", ropoa Mocksa

MIO "ONOPA POCCUIN", ropoa MockBa

MexayHapoaHas accoumalma 4e/10BOro coTpyaHuyecTsa, ropos Mocksa

HOYY ANO "UHctutyT npodeccMoHanbHOro Kagposuka", ropog Mocksa

HMN "Accouunauus EBponeickoro 6usHeca", ropoa MockBa

10

HM "BKK - HaumoHanbHbIN coto3 KaapoBmkoB", ropog MocKea

11

HMN "MexayHapoaHbii anbaHc "Tpyaosaa murpauma”, ropog Mocksa

12

HM "HauMoHanbHas accoumauma oPUCHbIX CNELMaNUCTOB U aAMUHUCTPATUBHBIX PabOTHUKOB",
ropog Mocksa

13

HM MHO "Accoumauusa meHeaxepos Poccmun”, ropog Mocksa

14

HMN CYP3 "HaumoHanbHas KoHdeaepauus "Pa3Butme Yenosedyeckoro Kanutana", ropos Mocksa

15

OAO "BAOHX" (FTAO BBL), ropoa Mocksa

16

OAO "lNasnpom HedTb-HoBOCMOBUPCK", ropos HosocMbupck

17

OAO "O6begmHeHHas cygocTpouTesibHas Kopnopauus", ropog Mocksa

18

OAO "PXA", ropoa MockBa




19

OAO "CaxanuH IHeparku MHBectmeHT Komnanu", ropog, FOxkHo-CaxanmHCcK

20

OAO "TaTHedTb" umenn B.[. WawwmHa, ropos KasaHb

21

OAO "Hay4yHo-npousBoactBeHHoe obbeanHeHme "Hayka", ropog MockBea

22

000 "LG Electronics Rus", ropog Mocksa

23

00O "busHec MNcuxonoru SHL Russia & CIS HM", ropoa Mocksa

24

000 "UT-CK", ropoa MockBsa

25

000 "Nykonn-NHknHUpUHr", ropoa Mocksa

26

00O "OKB 3enuTt", ropog Mocksa

27

000 "MeTtponnym TpenguHr", ropos Mocksa

28

000 "Monurpad-3awmTa”, ropog Mockea

29

000 "LleHTp KafpoBbIx TexHonorui - 0byyeHne. CTaxknpoBKu. Tpyaoyctpolicteo", ropos MockBa

30

Poccuitckoe npeactasutennctso "Coleman Services UK" ("KoynmasH Cepsucus'), ropog Mocksa

31

ToproBo-npombliwieHHan nanaTta Poccuiickoi ®egepaunmn, ropos Mockea

32

®re0Y BMO "MOCKOBCKMIA rocyAapCTBEHHbIN YHUBEPCUTET MMeHu M.B. JlomoHocoBsa", LLKona
OMpPEeKTopa No nepcoHany, ropos Mockea

33

®re0Y BMNO MCY, ropog MocKksa

34

®re0y BIO M3CH, ropoa MocKsa

35

®re0Y BIMNO CMbupcknit rocysapcTBeHHbIN yHMBEpcUTET nyTen coobweHua (CIYIMC), ropoa,
HoBocnbupck

36

®rbY "HayyHo-uccnenoBaTenbCKUM MHCTUTYT TPYAaA M cOUManbHOro ctpaxoBaHms" MuHucTepcTea




TpyAa 1 coumanbHoi 3awmTbl Poccninickon Pepepaumm, ropos Mocksa

37

®ryn "Moura Poccun”, ropoa Mocksa

38

®K "Ypancub", ropoa Mocksa

<1> O6LWepoccUiicknin KnaccudurKaTop 3aHATUIA.

<2> 06LWepocCUnCcKMin KnaccudmkaTop BUAOB SIKOHOMUYECKOM AeATEe/IbHOCTH.

<3> EgMHbIN KBanMUKALMOHHDBIN CMPAaBOYHUK AOIXKHOCTEN PYKOBOAUTENEN, CNELNANUCTOB U APYIUX CAYMKALLUX.
<4> 0buepoccnnckmin KnaccudmkatTop npodeccuii paboumx, 4ONKHOCTEN CAYKALMUX U TapUDHbIX Pa3paa0B.
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