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l. O01ue cBeaeHns

VYnpasieHne nepcoHaioM OpraHnu3aluu 07.003

(HanMeHOBaHKe BHJa TPO(ECCHOHANIBHO eI TENLHOCTH) Kon
OcHoBHas ocjab BUaa HpO(I)CCCI/IOHaJ'IBHOI\/’I ACATCIIBHOCTH

Ob6ecneuenne 3PheKTHBHOTO (HYHKIIMOHUPOBAHUS CUCTEMBI YIIPABICHUS MIEPCOHATIOM JIJISl TOCTHIKEHUS
LeJIe OpraHu3aluu

I'pynna 3anaTwii:

1232 PykoBonuTenu noapazaenenuit (ciyxo) 2412 CriennanucTsl MO Kaapam 1
VIpaBIICHUS KaJpaMy U TPYIOBBIMHU npodopreHTaIuN
OTHOIICHUSMU

3423 CriennanucThl KaJAPOBBIX CIYKO U - -

YUPEKACHUN 3aHATOCTH
(xom OK3Y) (HanMeHOBaHME) (xon OK3) (HanmMeHOBaHHE)

OrHeceHue K BUaaMm YKOHOMHYECKOU JCATCIIBHOCTH:

78.30 ‘HeHTeHLHOCTB 0 TOI00PY MEepCoHaa mpovast

(xox OKBD/I?) (HaMeHOBaHWE BUJa SKOHOMHYECKOH IeATETHHOCTH)



II. Onucanue Tpya0BbIX GyHKUMH, BXOAALIUX B IPO(ecCHOHAIBHBIA CTAHAAPT
(pyHKIHOHAJBbHAS KAPTA BUAA NPO(PEeCCHOHAIBHOMN NeATeILHOCTH)

O06001IeHHbIE TPYAOBBIC (DYHKITMH TpynoBsie GpyHKITUN
YPOBEHb
KOJT HaVMEHOBaHHE YPOBEHD HaVMEHOBaHHE Kox | (IODypOBEHB)
KBaTM(UKAITII
KBTI (DUKAITAH
A JlokyMeHTaIImOHHOE 00ECIICUCHHE 5 Benenne opraHu3anioHHON M pacriopsANTEIbHON A/01.5 5
paboThI ¢ mepcoOHANIOM JOKYMEHTAIUH 110 TIEPCOHATY
BeneHnne ToKkyMeHTalUMH 110 yYETY U IBU)KEHHIO KaJIpOB A/02.5 )
AJMUHUCTPUPOBAHKE TIPOIIECCOB U JOKYMEHTO0O0pOTA O A/03.5 5
yUYETY ¥ JBHKCHUIO KaJpOB, MPEICTABICHUIO TOKYMEHTOB 110
NepCOHAITy B FTOCYIapCTBEHHBIC OPTaHbl
B JlesTenbHOCTh 110 00SCTICUCHHUTO 6 CO6op uHpOpMaIU 0 TOTPEOHOCTSIX OpraHU3aIuN B B/01.6 6
HIepCOHAIIOM nepcoHae
[Mouck, npuBneyeHue, NoadOp U 0TOOP MEepPCoHAA B/02.6 6
AJMUHHUCTPUPOBAHKE TPOIIECCOB U TOKYMEHTO000pOTa B/03.6 6
o0ecIeYeHrs1 IePCOHAIOM
C JlesTenbHOCTD 110 OLIEHKE U aTTecTaluu 6 Opranuzanys 1 IpoBeJCHNUE OLICHKHU IIEpCOHANa ‘ C/01.6 6
[epcoHalia Opranu3zanys 1 IpOBEJCHUE aTTECTAIIMH ITePCOHaTa C/02.6 6
AJIMHHUCTPUPOBaHKE MPOLIECCOB U JOKyMeHTooOopoTta pu | C/03.6 6
MIPOBE/ICHUH OIEHKHU M aTTEeCTAIMY TIepCOHAa
D JlesTenbHOCTD 110 pa3BUTHIO MIEPCOHANIA 6 Opranuzanys 1 IpoBeICHUE MEPOIIPUATHI 110 Pa3BUTHIO U D/01.6 6
MOCTPOEHHIO MPO(HECCHOHALHON Kapbhephl TIepCoHaa
Opranusanus 00y4eHus nepcoHana D/02.6 6
Opranuzanys ajanTalyy U CTaXXKUPOBKY NIEpCOHAa D/03.6 6
AJMHUHUCTPUPOBAHHE MPOIIECCOB U JOKYMEHTOOO0POTA IO D/04.6 6
Pa3BUTHIO U TPOPECCHOHATIBHOM Kapbepe, 00yUEeHHUIO,
aJIanTaliy ¥ CTA)KUPOBKE TIEpCOHANA
E JlesTenbHOCTD 110 OPraHu3aluy TPyAa U 6 Opranuzanus Tpyzaa nepcosaia E/01.6 6
OILIaThI IepcoHala Opranu3anys oraThl Tpyia IepcoHana E/02.6 6
AJMHUHUCTpUPOBAHKE MPOIIECCOB U JOKYMEHTOO0OPOTA 110 E/03.6 6

BOIIpOCaM OpraHU3alluy Tpyaa U OIUIaThl II€pCOHAIa




JlesTeIbHOCTh TI0 OpraHu3aIuu Pa3zpaboTka KOpropaTUBHOM COIMATLHON TMOJUTUKH F/01.6 6
KOPIIOPATUBHOM COLUAIBHON IOJUTHKU Peanu3anys KOpIopaTMBHON COLUAIBHON ITOJUTUKH F/02.6 6
AJIMUHHCTPUPOBAHHUE TIPOIIECCOB U JOKYMEHTOOO0pOTA 10 F/03.6 6
BOIIPOCAaM KOPIOPATUBHON COUMAIBHON MOJUTUKH
OrneparinoHHOE YIIpaBjIeHUE IEPCOHATIOM Pa3zpaboTka cucTemMpl ONIEpallMOHHOTO YIIPABJICHHS G/01.7 7
U TIOJIpa3ielICHUEeM OpraHu3alun MIEPCOHAIIOM U pa0OThI CTPYKTYPHOTO TIOIpa3AcICHUs
Peanuzarus onepaninOHHOTO yIPaBICHUS IEPCOHATIOM U G/02.7 7
paboThI CTPYKTYPHOTO TOAPA3ACTICHUS
AJIMUHHCTPUPOBAHHUE TIPOIIECCOB U JOKYMEHTOOOO0pOTA 10 G/03.7 7
OTIEpPAaLlMOHHOMY YIPaBJICHHIO MIEPCOHATIOM U paboTe
CTPYKTYPHOTO TOJIPa3ICICHUS
Crparerudeckoe yrpaBieHUe Pa3paboTka cucTeMBI CTPATErHUECKOTO YIIPABICHIS H/01.7 7
NIEPCOHAIIOM OpraHH3aIUU MIEPCOHAJIOM OpraHU3aIiK
Peanu3anus cucTeMbl CTpaTErnYecKoro ynpaBlieHus H/02.7 7
MIEPCOHAIIOM OpraHU3aIHH
AJMUHUCTPUPOBAHKE MIPOIECCOB U JOKYMEHTO0O0pOTA IO H/03.7 7

CTpaTErnyecKoMy yIpaBJIE€HUIO IEPCOHAIIOM OpPTraHU3alun




I11. XapakTepucTuka 00001IeHHBIX TPYAOBBIX (PyHKIUIA

3.1. O0001mennas TpynoBasi QyHKIus

HanmenoBanue

JIoKkyMEeHTaIIMOHHOE 0O0ecTieYeHHE padOThI
C MEePCOHATIOM

YpoBeHb 5

Ko
A A KBaJTU(UKAIHA

IIpoucxoxaeHue
000011IeHHON TPYAOBOI
¢GbyHKIAN

Opurunan X

3auMCTBOBAHO U3
OpHTrHHANa

Kon opurnnana  PeructpaumoHHbIN HOMED
po¢heCCHOHATHFHOTO
cTaHAapra

Bo3MmoxkHbIe
HaNMEHOBAHUS

JOJDKHOCTEH, mpodeccuid

Crienuaimct 1o KagpoBOMY JEJIONPOU3BOJICTBY

Crienuanuct mo J0KyMEHTallMOHHOMY 00€CIIeYeHUI0 PadOTHI C IEPCOHATIOM
Crienuanmct 1o JOKyMEHTAIMOHHOMY 00eCIIeueHHIO epcoHaa
Crienuanuct 1o nepcoHany

TpeboBanus
00pa30BaHMIO U
00y4YeHUIO

Cpennee mpodeccuonansHoe 00pa3oBaHue — MPOrpaMMa MOArOTOBKU
CIEIHAJINCTOB CPEJHETO 3BEHA

JlononnurensHOe podhecCHoHaIbHOEe 00pa30BaHUE — TPOTPAMMBI
po(heCCHOHATTLHOM MEePETIOATOTOBKH, IPOTPAMMBbI TTOBBITIICHHSI

KBaTH(UKAITTH

TpeboBanus K OnBITY
pPaKTHYECKOH paboThI

Oco06ble ycrnoBus
JIOITyCKa K paboTte

Jlpyrue
XapaKTepI/ICTI/IKI/I

JIOOTHUTENBHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30B0ii rpymniibl, JOKHOCTH
HaumenoBanue nokymeHTa Kon
(mpodeccun) UK CrenuaIbHOCTH

OK3 2412 CrienanucTsl 1o KaJpam U npodoprueHTannu

3423 CriennanucThbl KaApOBBIX CIYKO M YUPExKACHUN 3aHITOCTH
EKC?® - Crenuanucr no Kajapam

- WNHcnekTop 1o kaapam
OKIIATP* 27755 | DKOHOMHUCT O TPYLY

22956 | MHcmekTop 1o Kajapam

3.1.1. Tpynosas ¢pyHkuus

Benenue opranuzanuoHHON 1 VpoBeHs
HaumenoBanue | pacropsAUTEIBHON JOKYMEHTAIIUH 110 Kon | A/01.5 | (nomyposens) 5
IEPCOHAITY KBaJTU(UKAITHN

IIpoucxoxnenune
TPYAOBOH (QyHKINN

OpuruHan X

3aMMCTBOBAHO U3
OpUrMHaja

Kon opurunana PeructpanuoHHsiii HoMep
po(eCcCHOHANBHOTO CTaHJaAPTa




TpynoBsie necTBUs

O6paboTka 1 aHAIK3 MOCTYMNAIOMIEH JOKYMEHTAIMH 110 IEPCOHATY

PazpaboTka u odopmieHHe TOKYMEHTAllMd 10 TMepcoHaly (IEpPBUYHOM,
yYETHOH, IUIAHOBOH, MO COIMAIFHOMY OOECIICYCHHIO, OPraHU3aLUOHHOM,
pacropsIUTeIbHOM )

Peructpamusi, yder M TeKyllee XpaHEHHE  OpPraHU3AlMOHHOW U
pacopsAUTENbHON TOKYMEHTALMU 110 IEPCOHAITY

Heo6xoanmeie ymeHUst

Pa3pabaTpiBaTh  TPOEKTHI  OPraHU3ANMOHHBIX U PACIOPSIUTEITHHBIX
JIOKYMEHTOB 10 NEPCOHAITY

OdopMIsaTh JOKYMEHTBI B COOTBETCTBHHM C TPeOOBAaHUSMHU TPaXkKIAHCKOTO,
TPYAOBOTO 3aKoHoAaTeabcTBa Poccuiickoit dPenepanuu U JOKaJIbHBIMHU
HOPMATUBHBIMHU aKTaMU OpraHU3aIuu

Bectu yuer u perucrpanuio JOKyMEHTOB B HH(GOPMAIIMOHHBIX CHCTEMax U Ha
MaTepHaIbHBIX HOCUTEIIAX

OpranuzoBbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBUU C TPeOOBaHUSIMHU
TPYAOBOIO, AapXMBHOIO 3aKOHojareibcTBa Poccuiickoit @enepauuu u
JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMHU OpraHU3aALNH

AHaIM3UPOBaTh JOKYMEHTHI M MEPEHOCUTHh MH(OpMAIio B 0a3bl JaHHBIX H
OTYETHI

BrisaBiagaTh OHII/I6KI/I, HETOYHOCTH, HCITPABJICHUA u HCOAOCTOBCPHYIO
I/IH(1)OpMaI_II/IIO B JOKYMCHTAax, OIMPECACIIATH JICTUTUMHOCTE NOKYMCHTOB

Paborare ¢ uHpOpMAMOHHBIMYM CUCTEMaMU U 0a3aMM JaHHBIX 110 BEIECHUIO
yueTa, ABH)KEHHIO ITepcoHalia

Co01r01aTh HOPMBI ATHUKHU JIETIOBOTO OOIICHUS

Heo0xoaumbie 3HAHUS

[Mopsimok opopmieHns, BeIEHUS U XpaHEHUS JOKYMEHTOB IO IIEPCOHAITY

[lopsgok ywera JABMKEHUS KaJpOB M COCTaBIICHHs YCTAHOBJICHHOMU
OTYETHOCTHU

OCHOBBI JOKYMEHTO00OOPOTA U JIOKYMEHTAIIMOHHOTO 00eCIICYCHHUS

TCXHO.HOFI/II/I, MCTOAbl 1 METOAUKH MPOBCACHUA aHAIM3a U CUCTCMATHU3aAllUU
JAOKYMCHTOB U PIH(bOpMaI_[I/II/I

[lopsimox pacyera cTaxka, JIbroT, KOMIEHCAalUUW, O(OpPMIIEHUS MEHCUM
paboTHUKaM

CTpyKTypa OpraHnuszaiuu

TpynoBoe 3aKOHONATENBCTBO U UHBIE AKTHI, COJAEPIKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI ApXMBHOI'O 33aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIE AKThI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALMU IO IEPCOHATY

3akoHonarenbcTBO Poccuiickoit denepaniv 0 MepCOHANBbHBIX TaHHBIX

JlokanpHBIE HOPMATUBHBIE aKThl OpPraHU3AIMH, PETYIHUPYIOIIUE MOPSIOK
Oq)OpMJ'ICHI/ISI PaCIiopAAUTCIIbHBIX W OPraHUu3allMOHHBIX JTOKYMCHTOB II0
HIepCoHay

Hopwmbl 5THKM 1 1€710BOTO OOIIIEHUS

basoBbie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOEHHUE
MH(OPMALIMOHHBIX CUCTEM H 0OCOOEHHOCTH pabOThl C HUMH

Jlpyrue xapakTepuCTHKU




3.1.2. TpynoBasi pyHKums

Benenne 10KyMEHTALUH IO YYETY U Yposetb
HaumeHoBanue | 1ppreno KaIpoB Kox | A/02.5 | (nomyposenn) 5
KBaJTU(PUKAIHA

[Ipoucxoxaenue TpyaoBoi
¢byHKIAN

3arMMCTBOBAHO U3

Opwuruaan X
OpHMIUHATA

Kong Peructpanuonssiii Homep
opurnHanma Tpo(ecCHOHATHFHOTO CTaHAapTa

TpynoBsie nercTBUs

[TonroroBka MOPOEKTOB  JOKYMEHTOB IO  MpOLEAypaM  yIpaBICHUS
NIEPCOHAIOM, YUETY U IBUKEHUIO [IEPCOHAIIA

OpFaHI/I3aHI/IH CUCTEMBI IBMKCHHUA TOKYMCHTOB I10 IICPCOHATY

COop u poBepKa JIMYHBIX IOKYMEHTOB PAOOTHUKOB

[ToaroroBka u ohopMIICHHE MO 3aMPOCy PAOOTHUKOB U JOJHKHOCTHBIX JIWI]
KOMNUM, BBIMUCOK U3 KaJpPOBBIX TIOKYMEHTOB, CIIPaBOK, HH(OPMALIUU O CTaxe,
JBrOTax, TAPAHTUAX, KOMIICHCAIIMAX U UHBIX CBEJICHUN O paOOTHUKAX

Brigaua pa60THm<y KaJIpOBLIX TOKYMCHTOB O €TI0 pr,[[OBOﬁ JACATCIIbHOCTH

I[OBGI[GHI/IC A0 CBCACHUSA IICPCOHATIA OPraHU3alMOHHBIX, PaCnOpPAANTCIbHBIX
1 KaJIPpOBLIX JOKYMCHTOB OpPraHU3aluu

Benenune ydyera pabodyero BpeMeHH pabOTHHKOB

PGFI/ICTpaHI/IH, Y4€T, OICPATUBHOC XPAHCHUC JOKYMCHTOB II0 IICPCOHAIY,
IMOATOTOBKA K CAa4Y€ UX B apXHB

Heo6xoanmeie ymeHust

Pa3pabaTbiBaTh IPOEKTHI KaIPOBBIX TOKYMEHTOB

OdopMnsaTe KagpoBble JOKYMEHTHI B COOTBETCTBHH C TpeOOBaHUSIMU
TPYAOBOrO 3aKoHoAaTenbcTBa Poccuiickon dPenepauuu W JOKAJIbHBIMHU
HOPMAaTHUBHBIMHU aKTaMU OpraHu3aluu

Bectn yder m perucrpamuio KaJIpoBBIX JTOKYMEHTOB B HH(OPMAITMOHHBIX
CHCTEMaxX U Ha MaTEPUAIbHBIX HOCUTEIIAX

OpFaHI/I3OBI>IBaTI> XpaHCHHUEC KaApOBbIX AJOKYMCHTOB B COOTBCTCTBHU C
Tpe6OBaHI/I}IMI/I TPYAOBOI'0, AapPXUBHOTO 3aKOHOJATCIILCTBA Poccuiickoit
CDenepauHH 1 JIOKAJIbHBIMU HOPMATUBHBIMH aKTaMH OpPraHU3aluu

AHaJ'II/ISI/IpOBaTB KaJApOBBIC TOKYMCHTHI U IICPEHOCUTH I/IH(I)OpMaL[I/IIO B 0a3bl
JaHHBIX U OTYCTHI

PaGorate co CIICOHUAIIN3UPOBAHHBIMU I/IH(I)OpMaLII/IOHHBIMI/I CUCTEMaMHU U
6azamu JAaHHBIX ITO BEACHHIO YU€TAa U ABHXKCHUIO IICPCOHAJIA

Pa3pabatbiBaTh M1aH KOPPEKTUPOBOK YCTAHOBJIEHHOTO MOPsIKa 0(hOpMIIEHUS
JIOKYMEHTOB 110 IEPCOHAITY U PEaIN30BbIBATh MPUHATHIE H3MEHEHUS

KoHTpoaupoBaTs npucyrcTBre pabOTHUKOB Ha paboueM MecTe

CO6J’IIOI[3.TB HOPMBI 5TUKH JCJIIOBOT'O O6IJ.[CHI/I$I

HeoOxoaumeble 3HaHASA

[Topsiiox opopmiieHus, BEACHHS U XpaHEHUs JOKYMEHTOB I10 MIEPCOHATY

HOpHI[OK y4€Ta ABHUXKCHUA KaApOB W COCTABJICHUA YCTaHOBHeHHOﬁ
OTYCTHOCTH

[Topsimox pacyera cTaxka, JIBroT, KOMIEHcAalUUW, OMOpPMIECHUS TMEHCUI
paboTHUKaM

CrpykTypa opranuzauuu

TpynoBoe 3aKOHO/IATENbCTBO U MHBIE aKThI, COJAEPIKAIINE HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA W HOPMATUBHBIE IIPABOBBIE AKTHI
Poccniickoit @enepanun, B 4aCTH BEACHUS JOKYMEHTAIUU 110 ITEPCOHAILY

3akoHonarenbcTBO Poccuiickoin denepaiii 0 NepCcoOHAIbHBIX TAHHBIX




TexHONMOrNK, METOABI U METOJUKH MPOBEACHUS aHAIN3a U CHCTEMaTH3aluu
JOKYMEHTOB M HH(OpMaIUU

JlokanbHBIE HOPMATHBHBIC AaKThl OpPTaHMU3AlMH, PETYIUPYIOIIUE TOPSII0K
0(OpPMIICHHS TOKYMEHTOB TI0 TIEPCOHATY

OCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIIUOHHOI'O obOecrieyeHus

HopMmpbl 3THKH 1€7T0BOTO OOIICHUS

ba3oBrle OCHOBBI uH(pOpMaTHKHY, CTPYKTYpHOE IIOCTPOEHHE
UH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThI C HUMH

Jlpyrue xapakTepucTUKU

3.1.3. TpynoBasi pyHkumsi

HaumenoBanue

IIpoucxoxaeHue Tpy0BOH
GbyHKIUN

AJIMUHHCTPUPOBAHHUE TIPOIIECCOB U
YpoBeHb
OKYMEHTO00O0pOTA IO YUYETY U IBHIKESHUIO

HOKY p YACTY LA Kox | A/03.5 | (moayposets) 5
KaJapoB, IMPEACTABIICHUIO JOKYMCHTOB I10 KBaJ‘[I/I(l)I/IKaIII/II/I
MEPCOHATY B TOCYaPCTBEHHBIE OPTraHbI

3aMMCTBOBaHO U3

Opurunan X
OpHUTHHANA
Kon PeructpanuoHHb1il HOMEp

OopurruHaa HpO(I)eCCI/IOHaJ'ILHOFO CcTa”HJgapTa

Tpynossie nencTBus

Opranu3zanys JOKyMEHT0000pOoTa 10 YUeTy U ABUKEHHIO KaJpOB

Opranuzanus JOKyMEHTOOOOpOTa MO MPEACTAaBICHUIO JOKYMEHTOB 10
MIEPCOHAITY B TOCYAPCTBEHHBIC OPTaHbI

IToctaHoBka Ha YUCT OpraHru3aliu B roCyJapCTBCHHBIX OpraHax

[ToaroroBka mo 3ampocy roCylapCTBEHHBIX OPraHOB, MPOQECCHOHATIBHBIX
COI030B W JIPYTUX IMPEICTABUTENBHBIX OPraHOB PAa0OTHUKOB OPUTHHAIIOB,
BBINKCOK, KOIIUHI IOKYMEHTOB

[ToaroroBka yBeIOMIICHUH, OTYETHOM M CTATUCTHYCCKOH WH(OpPMAIUU IO
IepCcoHaNy

[loaroroBka HH(pOpMANMK O 3aKIIOUYEHUU TPYAOBOTO WIM T'pakIaHCKO-
IpaBOBOIO JOroBOpa Ha BBIMOJIHEHHE padoT (OKa3aHuWe YCIyr) cC
rPAKJAHUHOM,  3aMELIAaBIIMM  JIOJDKHOCTH  TOCYAAPCTBEHHOW — WIM
MYHUIUNATBHOH  CIyXOBI,  IEepedeHb  KOTOPBIX  yCTAaHABIIMBACTCS
HOPMAaTHBHBIMH IIPABOBBIMU akTaMu Pocculickon @enepanyun

HeoOxonumelie ymeHust

O(l)OpMJ'I?[TI) YUYCTHBIC AJOKYMCHTBI, IMMPCAOCTABIACMBIC B T'OCYAapCTBCHHLBIC
Oprasbl, NMpoQecCUOHANbHBIE COIO3bl U APYrue MpeaCcTaBUTENbHbIE OpraHbl
pabOTHUKOB

OpranuzoBbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBUU C TPeOOBaHUSIMHU
TPYAOBOTO 3aKoHoAaTenbcTBa Poccuiickon Penepanun U JTOKATbHBIMHU
HOPMAaTHBHBIMU aKTaMU OpPTaHU3aluu

Paborare ¢ MHpOpPMAIIMOHHBIMHM CHCTEMaMU U 0a3aMy JTaHHBIX 10 BEIACHUIO
y4deTa ¥ IBUKEHUIO [IEpCOHalIa

PabGotaTte ¢ mHGOPMAIIMOHHBIMUA CHUCTEMaMHU U 0a3aMu JTaHHBIX O BEJIEHUIO
CTAaTHCTUYECKON U OTUETHON MH(OPMAIIUU TIO TEPCOHATY

AHanM3upoBaTh MpaBHiia, MPOLEAYPbl U MOPSAOK, PETYIUPYIOUINE MpaBa U
0053aHHOCTH TOCYAApCTBEHHBIX OpPraHOB W OPraHM3alMU [0 BOIPOCAM
oOMeHa JTOKyMeHTaIlel 1o mepcoHany

Bectu ACJIOBYIO MEPCIHUCKY

Co0mr01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI

HeoOxoaumeble 3HAHUSA

TGXHOJ'IOFI/II/I, METOABI U MCETOJUKH MPOBCIACHUA aHAJIM3a WU CHUCTCMATHU3allUuU
JOKYMCHTOB U I/IH(I)OpMaI_[I/II/I




OCHOBBI TOKYMEHTO000POTa U JOKYMEHTAITMOHHOTO 00eCTIeYCHUS

CTpyKTypa opraHu3anuu

HopmartusHbie ipaBoBbie akThl Poccuiickoit Denepanuu, peryJIupyromnme
npaBa W OOS3aHHOCTH TOCYJApPCTBEHHBIX OPraHoB, MPO(ECCUOHATBHBIX
COI030B M  JPYrUX MPEJICTaBUTEIbHBIX OPraHoB  pabOOTHUKOB 110
MPEAOCTABICHUIO YYETHOM IOKYMEHTAlUU

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AKThI, COJAEpPXKAILUE HOPMbI TPYAOBOTO
pasa

OCHOBBI ApXMBHOI'O 33aKOHOJATEIbCTBA M HOPMAaTHUBHBIE IPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALMU IO IEPCOHATY

3akoHozaarenbcTBO Poccuiickoil denepaiiny o NepcoHaIbHBIX JaHHBIX

JloxanpHble HOPMATHMBHBIE AaKThl OPraHHU3aLUU, PETYJIHUPYIOIIUE IOPIAO0K
BEJICHUS TOKYMEHTALUHU 110 YYETY U JBHKECHHIO IIEpCOHasa

HopMe! 3THKH [1€710BOTO O0IICHUS

bazoBbie oCcHOBBI MH(OPMATHKH, TIOCTPOSHUS HH(POPMAIMOHHBIX CHUCTEM U
0COOEHHOCTH PabOThI C HUMH

Jpyrue xapakTepucTuku

3.2. O0001meHHAs TPYAOBasA (PYHKUIMS

ILCHTeHBHOCTB 10 O6CCHC‘ICHI/IIO ypOBeHL
HaumenoBanue Kon B 3]

IEPCOHATIOM KBaTH(pHKAIAH
IIpoucxoxneHue

o . 3anMCTBOBAHO U3
0000IIIeHHON TPYI0BOI Opurunan X
OpHUTHHAJIA
GbyHKIUN
Kon Perucrpannonusiii Homep
OpHUTHHAJA po(eCCHOHATHHOTO
CTaHJapTa

Bo3moxHbIe HaUMEHOBAaHHUS
JOJDKHOCTEH, podeccuit

Crernuanuct o noadopy nepcoHana
Crienuanuct mo nepcoHany
Menemxep 1o nepcoHany

TpeGoBanus K
00pa3oBaHUIO U
00y4eHUIO0

Bricuiee obpa3oBanue — 6akanaBpuaT

JlononaurensHOe TpodecCHoHaIbHOE 00pa30BaHUE — IPOrPaMMBI
HOBBIIIEHUS KBAIN(UKAIIUK; TPOrpaMMbl TPO(eCcCHOHANBHOM
MEePENoArOTOBKY B 00JIACTH MOUCKA U MOA00pa mepcoHaia

TpebGoBaHUs K OTBITY
MPAKTUYECKON pabOThI

Oco0Oble ycrmoBus
JI0IycKa K pabore

HApyrue
XaPAKTCPUCTHUKHU

Z[OHOJ'IHI/ITGHBHBIC XapPaKTCPUCTUKHU

HaunmenoBanue 6a30B0ii rpymiibl, JOHKHOCTH

HanmeroBaiHe J0KkyMeHTa Koz (mpodeccun) WM CrienuaIbHOCTH
OK3 2412 CrniennanucTsl MO KaapaMm U npodopueHTauu
3423 CriennanucThl KaApOBBIX CIYKO M YUpekKJASHUN 3aHATOCTH
EKC - Crenuanucr 1no Kajapam

- Menemxkep 1o nepcoHany




OKIIJITP

27755 | DKOHOMUCT IO TPYIY

22956 | MHcmekTop 1o Kaapam

3.2.1. TpynoBas ¢pyHkuus

COop undpopmaiuu o noTpeOHOCTIIX YpoBeHb
HaumenoBanue OpraHH3aLMH B IlepcoHae Kox | B/01.6 (moaypoBEHS) 6
KBaTH(PHUKAIAN

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

3anMCTBOBAHO U3

Opurmnan X
OpuTHHAJIA
Kong Peructpanuonssiii Homep
OpuUrHHaja npoheCCHOHATIBHOTO
cTaHaapTa

TpynoBsie nercTBUs

AHaN3 IIaHOB, CTPATETUU U CTPYKTYPbI OPraHU3aALNH

Ananm3 ocobeHHoCTel opranu3anuu padoThl U MPOU3BOACTBA HA KOHKPETHBIX
pabouux mMecTax

AHanmu3 pbIHKa Tpylda [0 OpraHu3alud pabdoThl Ha aAHAJIOTHYHOM
MIPOU3BOJICTBE M pabOYHX MECTax

®dopmupoBanue TpeOOBaHWUI K BaKaHTHOW JOJDKHOCTH  (mpodeccuu,
CHEIHUATBHOCTH) M UX KOPPEKITUS

AHanu3 peIHKA TpyJa W MEpPCOHANIa OpPraHU3alHuy MO0 NMPO(UII0 BaKaHTHOMN
JIOJDKHOCTH (Tipodeccrm, CrienaIbHOCTH )

WNudpopmupoBanre n KOHCYJIbTUPOBAHHE PYKOBOAUTENICH IMOAPA3/lCICHUN U
OpraHu3aliK 10 BOIPOCAM PbIHKA TPY/AA B YaCTH 00ECIIeYeHUs IEPCOHAIOM

HeoOxonumelie ymeHust

CoOuparb, aHanM3MpPOBATH M  CTPYKTYpUpOBaTh  HMHPOpMaLUIO 00
O0COOEHHOCTSIX OpraHu3aluy padoOT Ha pa3IUYHbIX y4yacTKax IPOU3BOJCTBA U
Ha KOHKPETHBIX pabo4yMx MecTax C y4eToM Ielied, 3aaad, IUIAaHOB H
CTPYKTYpbI OpraHu3alnuu

Cobupate, aHamIM3UpPOBaTh U  CTPYKTYpUpOBaThb HHOpMAIMIO 00
OCOOEHHOCTSIX ¥ BO3MOXKHOCTSAX KaJIPOBOTO MOTECHIMAJIA OPTaHU3aIluU

CoOuparb, aHaNM3MpPOBATH M  CTPYKTYpHpOBaTh  HMHPOpMALUIO 00
O0COOEHHOCTSIX pbhIHKA TpyJa, BKIOYasl MPEIJIOKEHUsI OT MPOBAAEpOB YCIyTr
10 IOUCKY, IPUBJICUEHHIO, 10100pY M 0TOOpY NepcoHaa

®opmupoBaTh TpebOBaHMS K BaKaHTHOW JOJDKHOCTH  (mpodeccuu,
CHELHATbHOCTH) U ONPEAEISTh KpUTEPHH O00pa IepcoHaa

BHocuth KOppekTHpyIOLIMe CBeleHUs B TpeOoBaHMS K KaHIWAaTaM Ha
BaKaHTHBIE TOJDKHOCTHU (Mpodeccuu, CreUuanbHOCTH )

[Tonb30BaThCs MOWCKOBBIMU CHCTEMaMU W HHGOPMAIMOHHBIMU pecypcamMu
IJIE ~ MOHMTOpPMHIA  pPbIHKAa  TpPyJa, TPaXAaHCKOTO ©  TPYIAOBOIO
3akoHoarenbeTBa Poceniickoit denepanuu

KoncynpTupoBaTh 1O BONpocaM pbIHKAa Tpyda B YacTH OOECTICUCHHS
[IEPCOHAIIOM

Co0:r01aTh HOPMBI OTHKHU JIETIOBOTO OOIICHHS

HCO6XO,Z[I/IMLIC 3HaHHUA

TexHonornu, METObl U METOJIUKU IMPOBEACHUS aHAIM3a U CUCTEMaTU3aluU
JTIOKYMEHTOB ¥ HH(GOPMAITIH

CTpykTypa OpraHM3allii ¥  BaKaHTHBIC JIOJDKHOCTH  (TmpodeccHd,
CIEINATLHOCTH)

[Topsinok ornpeneneHus MEPCHEKTUBHOMN U TEKyILeH MOTPEOHOCTH B KaJpax

Hcrounnku obecrieueHus OopraHu3alun KaapamMu

Opranu3anus padOT Ha pa3IMYHBIX yYacTKaX MPOM3BOJICTBA, OPraHU3AIINH,
OTpaciu




10

OOmue TeHACHIIMU Ha PBIHKE TPyJa U B OTIACIBHOW OTPaCiIH, KOHKPETHOU
npodeccuu (I0JHKHOCTH, CTIEIIHATLHOCTH )

OCHOBBI IICUXOJIOTHH U COITMOJIOTHH Tpyaa

OCHOBBI ’KOHOMUKH, OpraHU3aliuy TPYy1a U YIPABJICHUS

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AKThI, COJAEpPKAILUE HOPMbI TPYAOBOTO
pasa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTH BEACHUS JOKYMEHTALMU 11O IEPCOHATY

3akoHozaarenscTBO Poccuiickoil denepalinu o NepcoOHAIbHBIX JaHHBIX

JloxanpHblE HOPMATHBHBIE AaKThl OPrAHU3ALUH, PETYIUPYIOIIHUE IOPSAIOK
noa0opa nepcoHana

HopMmpl 3THKH 1€7T0BOTO OOIICHUS

baszoBsie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOEHUE
MH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl ¢ HUMU

Jpyrue xapakTepucTuku

3.2.2. TpynoBasi pyHkuus

[Towuck, npusjeueHue, mMoad0p 1 0TOOP YpoBeHb
HaumeHoBaHue nepcoHana Kon | B/02.6 | (momyposens) 3]
KBaTH(PHUKAIAN
IIpoucxoxaeHue Tpy10BOH
p A pya Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJIA
GbyHKIUN
Koz Perucrpannonusiii Homep
OpHTrHHaNa podeccCHOHANBEHOTO
cTaHaapra

Tpynossie nencTBus

[Tonck BO BHYTpEHHHMX M BHEIIHUX MCTOYHHKAX MH(OpMAIMK O KaHIUAaTaXx,
COOTBETCTBYIOLIEH TpeOOBaHMSAM BaKaHTHOM JOJDKHOCTH  (mpodeccuu,
CHEINAIbHOCTH)

Pasmemenne  cBemeHuMit 0 BakaHTHOM  JoDKHOCTH  (mpodeccum,
CHEIHNAIbHOCTH) B CPEJICTBAX MACCOBOM MH(pOpMaLIUu

BH60p CIIOCO0OB | MCETOHOB IIPUBJICUCHUSA IICPCOHATIA B COOTBETCTBUU C
YTBCPXKACHHBIMU IIJIaHAMU

[IpoBepka wuHbOpMaMU O KaHAWJaTaX Ha BaKaHTHBIE JOJDKHOCTH
(mpodeccun, crenuaaTbHOCTH)

[IpoBenenue cobecemoBaHWii M BCTpeY C KaHAMJATaMH Ha BaKaHTHBIE
JOJKHOCTHU (TIpodheccuu, CIEeHaIbHOCTH) ¢ obecrieueHneM oOpaTHOU CBSI3U

OHeHKa COOTBECTCTBUA KaHIWIAaTOB Tp€6OBaHI/I$[M BaKaHTHOM JOJIDKHOCTHU
(mpodeccun, crenuaaTbHOCTH)

[ToaroroBka mnpenmoxkeHuit mo GHOpMUPOBaHUIO OIO/KETa Ha TOHUCK,
IpUBJICUYEHUE, 10100p U OTOOp MepcoHaa

NudopmupoBanre u KOHCYIbTUPOBAHUE PYKOBOAMUTENCH MOApa3JeIeHUN U
OpraHu3aluu M0 BOIIPOCcaM MPUBJICYEHHS IEPCOHANA C OLIEHKOM 3aTpar

HeoOxonumele ymeHust

OmnpenensaTb KpUTEPUH MTOMCKA, PUBJIEUEHUs, T0J00pa U 0TOOpa nepcoHaa

Cobupatp, aHATU3UPOBATh U CTPYKTYPUPOBATH HH(POPMALIMIO O KaHAUJATAX U
NpeJJIOKEHUSIX Ha PIHKE Tpyia

[Tonp30BaThCs MOMCKOBBIMU CUCTEMaMU U MH(POPMALMOHHBIMU pecypcaMH B
obnactu obecriedeH sl IepcoHaIoM

[IpyMeHsATh TEXHOJIOIMH W METOAMKM IOMCKA, MpPHUBJIEUEHHs, Moadopa u
0oTOOpa KaHAMIAaTOB HAa BaKaHTHBIE JOLKHOCTH (Ipodeccuu, CeualbHOCTH )
B COOTBETCTBHE C MX CIeLU(UKOM
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Hcnonp3oBath cpeicTBa obecrieueHHs MIEPCOHAJIOM, BKITIOY s
CONPOBOXKICHUE

KOHCYHBTHpOBaTI) 110 BOIIpOCaM IIPHUBJICUCHUA IIEPCOHAIA

CocraBIaTh H KOHTPOJHUPOBATb CTAaTbH PaCXOJOB Ha obecneyeHue
NEPCOHAIOM JJIid IIJIAHUPOBAHUA 6IO,Z[)K€TOB

Co0mr01aTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

HcTouynuku odecnieyeHus OpraHnu3anuu KaapamMu

TexHONOTHMM W METOAWKU TOWCKA, TPUBICYCHUs, Momdopa U orbopa
nepcoHaa

Cucrembl, MeTonsl H  (GOPMBI MaTEPHAIBLHOIO W  HEMAaTEPUATBHOTO
CTUMYJIMPOBAHUs TPyJa IEPCOHANIA

TexHonoruu U MeTo 1l HOPMUPOBAHKS U KOHTPOJISI OIOIKETOB

TexHonornu, MeTonbl U METOAMKH INPOBEACHMS AaHAIU3a, CUCTEMATHU3ALUU
JOKYMEHTOB M WH(OpMAIUU

CrpykTypa oOpraHusalquy M BakaHTHble JIOJDKHOCTH  (mpodeccun,
CIEINAILHOCTH)

OO0mme TEeHJIEHUIUM Ha PHIHKE Tpylda M B OTAEIBHBIX OTPacisiX M BHUAAX
po(hecCHOHANBEHOM NeTeNbHOCTH

OCHOBBI ICUXOJIOTHU U COMOJIOTHU Tpyada

OCHOBEI 9KOHOMMUKH, OpraHu3aliu TpyJda 1 yIpaBJICHUA IICPCOHAIIOM

TpynoBoe 3aKOHOJATEIBCTBO U MHBIE AKTHI, COJEPKAIIME HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXWMBHOT'O 3aKOHOJATEIhCTBA M HOPMATHBHBIC IPABOBBIC aAKThI
Poccuiickoit denepanuu, B 4aCTH BEICHUS JOKYMEHTAIUU 110 IEPCOHAITY

OcCHOBBI HAJIOTOBOT'O 3aKOHO1aTesbcTBa Poccuiickoit denepanuu

3akoHomarenbcTBO Poccuiickoit denepamuy 0 MepCcoOHATbHBIX TaHHBIX

JlokanpHBIE aKThl OPraHM3AlMH, PETYIUPYIOIINE TOPSJOK OOeCIeueHHs
IIEPCOHAIIOM

Hopwmbl 3THKH 1€710BOTO OOIIEHUS

ba3oBbie OCHOBBI MHQOPMATHKH, MOCTPOCHMS] MH(OPMALMOHHBIX CHUCTEM M
0Cc00EHHOCTH paboThl C HUMH

HApyrue
XAPAKTCPUCTUKHU

3.2.3. TpynoBasi pyHkuus

AJIMUHHCTPUPOBAHHUE TIPOLIECCOB U Vposets
HaumenoBanne | TOKYMEHTOOOOpOTa oOecrieueHus Kox | B/03.6 (mosypoBeHb) 6
IePCOHANOM KBaJTU(UKAITHA

[Ipoucxoxaenue
TPYAOBOH (HYHKIINU

3anMCTBOBAHO U3

Opurmnan X
OpHIHHANA

Konx Peructpauuonssiii Homep
opurrHana MpoheCCHOHATHHOTO CTaHAapTa

TpynoBsie neicTBUs

AHaJn3 MpOIECCOB JOKYMEHTO000POTa, JTOKAIBHBIX JOKYMEHTOB 110 BOIIPOCaM
o0ecrnevyeHus epcoHaioM

BCI[eHI/Ie I/IH(l)OpMaI_II/II/I 0 BaKaHTHBIX JOJIDKHOCTAX (HpO(I)CCCI/ISIX,
CHCHH&HBHOCTHX) U KaHaAugaTax

JIOKyMEHTAIlMOHHOE ~ COMPOBOXKJIEHHWE KAHAMJIATOB HA JTamax IIOMCKa,
NpUBJIeUEHNs, Toa00pa W O0TOOpa TMepcoHajda Ha BAaKAHTHBIC JIOJDKHOCTH
(mpodeccun, crenuanTbHOCTH), HHPOPMUPOBAHUE KAHAMJATOB O pe3ylbTarax
oTbopa
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[ToaroroBka 3ampocoB 0 KaHAWAATaX B TOCYAapCTBEHHBIE OpraHbl, B CIydasx
MPEIyCMOTPEHHBIX  JCUCTBYIONIMM  3aKOHOJATETCTBOM U 00OpaboTka
MPEIOCTABICHHBIX CBEICHUMN

[MonroroBka u 00paboTKa yBEIOMJICHMH B TOCYJapCTBEHHbBIE OpTaHBbI,
npodeccCHoHaIbHbBIC COO3bI U IPYrHe MPEACTABUTEIbHbBIC OpraHbl pAOOTHHUKOB
10 BOITPOCaM TMOMCKA, IPUBIICYCHHSI, T0A00pa U 0TOOpa MepcoHaa

COHpOBO)KI[eHI/IC J0OroBOpoOB II0 o0ecrneyeHuIo opraHu3alyvn II€PCOHAJIOM,
BKJIIOYas MpCaABAPUTCIILHBIC IPOUCAYPHI 110 UX 3aKIIFOYCHUIO

Heo6xoanmeie ymeHUst

OOecnieunBaTh JOKYMEHTAI[MOHHOE COMPOBOXJICHHE BBIXOJAa KaHAMWIATa Ha
paboTy U nepeMeleHus IIepcoHaa

OdopMiIATE TOKYMEHTHI 10 BOIpPOCaM OOeCTeYeHHsl KaJpOBBIMH pecypcami,
HEoOXoAuMBble A NPEAOCTaBIEHHs B  TOCYJapCTBEHHbIE  OPIaHBbl,
npodeCCHOHATIBHBIE COIO3bI U APYTHE MPEICTaBUTEIbHbBIE OPraHbl pA0OTHUKOB

OpranuzoBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBHHM C TPeOOBaHUSIMHU
TPYAOBOTO, AapXMBHOIO 3akoHojarenbcTBa Poccuiickoit @Penepauuu U
JIOKaJIbHBIMU aKTaMH OpPraHU3aluu

AHaIM3UPOBATh JOKYMEHTHI M TIEPEHOCUTH HH()OPMAIHIO B WH(POPMAIIMOHHBIE
cucTeMbl U 0a3bl JaHHBIX O KaHUaTax

Pabortath ¢ MHPOPMALMOHHBIMUA CHCTEMaMH W 0a3aMH JAaHHBIX IO BOIPOCAM
o0ecrieyeHHs MEPCOHAIOM, BEJIEHHIO IOMCKa M YydeTa KaHIUJaTOB Ha
BaKaHTHBIE TOJDKHOCTHU (MPOdeccru, CrIennaibHOCTH)

[Tpou3BoauTh NpEaBAPUTENBHBIC 3aKYNMOYHbIE MPOLUEAYPHl U  OPOPMIATH
COITYTCTBYIOILYIO JOKYMEHTAIUIO 10 3aKJIFOUEHHUIO JJOrOBOPOB

OpraHu3oBbIBaTh M IMPOBOAUTH KOHKYPCHI, O(QOPMIIATh W aHAJIU3UPOBATH
KOHKYPCHYIO JOKYMEHTAIUIO

Bectu nenoByro nepenucky

Co01r01aTh HOPMBI ATHUKHU JIETIOBOTO OOIICHUS

Heo0xoaumbie 3HAHUS

[opsimoxk odopmiieHus, BEACHUS W XPAHEHUS JOKYMEHTAIMH, CBSI3aHHOW C
IIOUCKOM, HIpPHUBJIEYEHHEM, NMOAOOPOM M OTOOPOM IE€pPCOHAJAa HAa BaKaHTHBIE
JOJDKHOCTH

HOpHI[OK (I)OpMI/IpOBaHI/ISI, BCACHUA Oanka JAaHHBIX O ICPCOHAJIC OpPraHU3allun
N IpCA0CTABJICHUA OTYCTHOCTU

OCHOBEBI ,Z[OKYMGHTOO60p0Ta " TOKYMCHTAIITMOHHOTI'O obecneueHus

TCXHOJ’IOFI/II/I, MCTOABI U MCTOAMKH HNPOBCIACHUSA aHalin3da U CUCTEMAaTU3allun
JOKYMCHTOB U HH(bOpMaHHH

[Topsiiok mpoBeeHNs] KOHKYPCOB U O(OPMIIEHHSI KOHKYPCHOM JTOKYMEHTALIUH

[Topsiiok mpoBeeHus 3aKYMOYHBIX NMPOLEyp U 0GOPMIIEHHS COMTYTCTBYIOLIEH
JOKYMEHTAIUU

CtpykTypa  oOpraHu3alid M  BaKaHTHBIE  JOJKHOCTH  (mpodeccun,
CIEINATbHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThI, COAEpIKALUE HOPMBI TPYAOBOIO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATENIbCTBA W HOPMATHUBHBIC IPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4aCTU BEAEHUS JOKYMEHTALIMU 11O IEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBa Poccuiickoit deneparuu

3akoHonarenbcTBO Poccuiickoii denepaiiuu 0 nepcoOHAIbHBIX TAHHBIX

JlokasbpHbIE aKThl OpPraHU3ALUY, PETYIUPYIOIIUE MOPAIOK [10100pa epcoHaa

[Topsiok 3aKITFOYEHHS IOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOTO O6H.ICHI/I$I

ba3oBble OCHOBBI MH(pOpPMATHKH, MOCTPOCHUS HH(POPMALMOHHBIX CUCTEM H
0Cc00EHHOCTH paboThl C HUMH
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HApyrue -
XAPAKTCPUCTHUKHU

3.3. O0o0menHas TpyaoBasi pyHkuus

JesATeabHOCTh MO OIEHKE U aTTeCTalluu VpoBeHb
HaumenoBanue Kon| C 6

IepcoHaia KBanuQuKanuu
[Ipoucxoxnenue

N . 3anMCTBOBAHO U3
00001IeHHON TPYI0BOIT Opururan X
OpUTrHHAJIA
¢GbyHKIAN
Kon Peructpaunonusiii Homep
OpHUrHHANA podeCCHOHANTBLHOTO
cTaHgapTa

BozmoxHbie Criennanuct 1o OleHKE U aTTecTalluy MepcoHana
HAaMMEHOBAHUSA Crenuanuct 1o nepcoHany
TOJKHOCTEH, MeHnemxkep 1o nepcoHany
npodeccuii
TpeboBanus Bricmiee oOpazoBanue — OakanaBpuaT
00pa3oBaHMIO U JlononHuTtenpHOE podeccHoHaIbHOE 00pa30BaHNE — IPOTPAMMBI
00y4YeHUI0 MOBBILICHUS KBATU(PHUKAIUHU; TPOrpaMMbI IpodeccroHalbHON

MEeperoaAroToBKU B obOnactu IMPOBCACHUA OLCHKU II€pCOHAJIa

TpeboBanus K onpITy | -
MPAaKTUYECKON pabOThI

Oco06ble ycrnoBus -
JOITyCKa K paboTe

Hpyrue -
XapaKTEPUCTUKU

I[OHOJ'IHI/ITGHBHLIC XapPaKTCPUCTUKU

HaumenoBanue 6a30B0ii rpymniibl, JOKHOCTH
HaumeHnoBanue nokymeHTa Kon
(mpodeccun) uiM CrenuaIbHOCTH

OK3 2412 CrienanmucTshl 1o KaJpaM U npodoprueHTanuu

3423 CriennanucThbl KaApOBBIX CIYKO M YUpEkKACHUN 3aHATOCTH
EKC - MeHexep 1o nepcoHany
OKIIATP 27755 | DKOHOMUCT 110 TPYIY

22956 | MHcnekTop mo Kajapam

3.3.1. TpynoBas ¢pyHkuus

OpFaHI/I3aIII/I$I M IIPOBEACHUEC OILICHKH Yposens
HaumeHoBanue nepcoHaa Kox | C/01.6 (oLypoBEHB) 3]
KB (UK
IIpoucxoxaeHue TpyaoBoi Opurunan X 3aMMCTBOBAHO W3
byHKITIN OpUrMHaja
Kon Perucrpannonusiii Homep
OpHUruHalia MpoQecCHOHAIBHOIO CTaHIapTa
TpynoBsie 1elCTBUS AHanu3 CTPYKTYpbl, IUIAaHOB M BaKaHTHBIX JOJDKHOCTEW (Tpodeccwuii,

CHCHI/IaHBHOCTeﬁ) OopraHu3anuvu, oco0eHHOCTEH OopraHu3anuvun pa6OTLI Ha
PA3JIMYHBIX YHaCTKaX IMPOU3BOACTBA U KOHKPETHBIX pa601mx MeECTax




Heo0Oxonnmblie ymeHus

Heo0xomuMele 3HaHUS
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Pa3zpaboTka IuUTaHa OIIGHKM TI€PCOHANAa B COOTBETCTBHHM C  LEISAMH
OprasHu3anuu

OueHka AMHAMUKY TPOU3BOANUTEILHOCTH, HHTCHCUBHOCTU M 3()()EKTHBHOCTH
TpyZa Ha pabo4ux MecTax

OmnpeneneHne pecypcoB, BBIOOP CPEICTB M METOAOB INPOBEACHHS OLCHKH

nepcoHala
[TpoBeneHme OLeHKH MEepcoHalla B COOTBETCTBUU C IJIAaHAMH OpraHu3aluu
ConpoBoX/eHHE JIOTOBOPOB C  OpraHU3allMsIMU —  HUCIOJIHUTEISAMHU

MEPOIPUATHA IO OLEHKE IIEpCOHANa, BKJIIOYas IPEJBapUTEIbHBIC
IIPOLIEIYPHI 110 UX 3AKIHOYCHUIO

KoHcynpTHpOBaHME IE€pCOHANa IO BONPOCAM OLEHKH, BKJIIOYas OLICHKY
3aTpar

AHanu3 pe3yabTaTOB OLEHKHM IE€PCOHANA, IOATOTOBKA PEKOMEHIALUN
PYKOBOJICTBY U IIEPCOHAILY

[ToaroroBka npeanoxkeHui o GoOpMHUPOBaHUIO OOKETa 10 OpraHU3aALUKN U
IIPOBEICHUIO OLICHKH IIEpCOHAIA

OnpenensTh mapamMeTpbl U KPUTEPUU OLIEHKH IEpCOHAaa

OnpenensiTb ¥ OPUMEHATH CPEACTBA M METOAbl IPOBEJIEHUS OLICHKU
IIepCOHaJIa

Boiaensats (onpenensaTs) rpynbl epcoHaia i POBEIEHUS OLIEHKH
OnpenensTh MHTEHCHUBHOCTh TPyJa W 30HBI IOBBIMICHUS 3((HEKTUBHOCTH
nepcoHaa

OnpenensiTb MOTUBALMOHHBIE (PAKTOPHI IPOBEIEHUS OLIEHKH II€pCOHaNa
CocTaBisITh U KOHTPOJIMPOBATH CTAaThbU PAaCcCXOJ0B Ha OLIEHKY IepcoHaia s
IUTAHUPOBAHUS OFO/IKETOB

ObecneunBaTh OPraHU3aLIOHHOE COMPOBOKIEHUE OLIEHKU IIEpCOHAalIa
ObecnieunBaTh  COXPAaHHOCTh KOH(PHICHIMANBHON WH(OpMamuu mpu
IIPOBEJCHUH OLIEHKU IIEPCOHAIA,

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPEOOBAHUSMHU
TPYIOBOTO, AapXUBHOIO 3akoHozareinbcTBa Pocculiickon @enepauun u
JIOKaJIbHBIMU HOPMAaTHUBHBIMU aKTaMHU OpraHU3ALHNH

CoOuparp, aHamIUM3UpOBaThb M  CTPYKTypUpOBaTb  HMHPOpPMALUIO O
IIPEIOKEHUSAX 10 OLIEHKE ITEPCOHANIa HA PBIHKE TpyZAa

[Tpon3BoauTh mHpeaBapUTENbHBIE 3aKyNOYHBIE MNPOLEAYPbl U 0GOPMIAThH
COMYTCTBYIOIIYIO JOKYMEHTALUIO 110 3aKIYEHUIO JOTOBOPOB

Onpenensats yciaoBusl A 3aKIIOYEHHsS JIOTOBOPOB HA  YCIyTH 110
IIPOBEICHUIO OLICHKH ITEPCOHAJIA

CucremarusupoBaTh, 0000IIaTh W AaHAIM3UPOBATH PE3YJbTAThl OLEHKH
IIepCcoHalIa

ObecneunBaTh OOpaTHYIO CBSI3b IO pE3yJbTaTaM IPOBEICHHOM OLIEHKH C
IIEPCOHAIIOM U PYKOBOJCTBOM

[Tonp30BaThCs MOMCKOBBIMH CHUCTEMaMH, HH(POPMALMOHHBIMU PECypcaMu M
0a3aMu TaHHBIX IO ITPOBEJICHUIO OLIEHKH IepCOHaa

Pa3zpabateiBaTh pekOMEHJAlMM TI0 pa3BUTHIO IIEpCOHANa Ha OCHOBE
IIPOBEICHHON OLIEHKH

Co0bmro1aTh HOPMBI 3THKH JI€I0BOTO OOIIEHUS

TexHonoruu U METO/AbI onpeaeseHus NPo(heCcCUOHATBHBIX 3HaHUN, YMEHUHN U
KOMIIETCHIIUI

TexHOIOTHH 1 METOBI OLIEHKH JIMYHOCTHBIX KAYECTB U XaPaKTEPUCTHUK
Cucrembl, MeToapl U (GOpMBI MaTepUaJbLHOTO U HEMaTepUalIbHOIO
CTUMYJIMPOBaHUs TPyAa IIEpCOHAIA

TexHonoruu u MeTopl HOPMUPOBAHMS U KOHTPOJISI OIOJIKETOB
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TexHONMOrMK, METOBI U METOAMKHU IIPOBEACHUS aHAIN3a M CUCTEMaTU3alun
JOKYMEHTOB M HH(OpMaIUU
OcHOBBI 00LIEH M COLMATBHOM ICUXOJOTMM, COLUMOJOTHUM M IICUXOJIOTUU

Tpyna
OCHOBBI HpOH3BOI[CTB€HHOI>i ACATCIIBHOCTH OpraHru3alunu

[Topsimok  mpoBeAeHUS  3aKYNMOYHBIX  mporeayp ©  opOpMIICHUS
CONYTCTBYIOLIEN JOKYMEHTaUU

CTpykTypa OpraHm3allid W  BakaHTHbIE JOJDKHOCTH  (mpodeccun,
CIEIMAIBHOCTH)

TpynoBoe 3aKOHOJIATENBCTBO U MHBIE AKTHI, COJEPKAIIUE HOPMbI TPYAOBOTO
npaBa

OCHOBBI apXMBHOT'O 3aKOHOAATEIbCTBA W HOPMATHUBHBIC IPABOBBIE AKTHI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALIMU 11O IEPCOHATY
3akoHo 1atenbeTBO Poccuiickoi denepaninu 0 MepCOHATbHBIX JaHHBIX

JlokanbHble HOPMATUBHBIE AKThl OpraHU3alMM, PETYIMPYIOLIUE MOPSI0K
OLICHKH IepCcoHaja

[Topsiok 3aKit04YeHuUs 10rOBOPOB (KOHTPAKTOB)

HopMe1 3THKH [1€710BOTO OOIICHUS

bazoBsie OCHOBBI UHPOPMATHUKHY, CTPYKTYpPHOE IOCTPOCHHE
MH(OPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl C HUMH

3.3.2. Tpynosast pyHkuus

OpraHu3anys 1 MpoBeACHUE aTTeCTAlMH VYpoBeHb
Hanmenosanme | pencomnana Kon | C/02.6 | (momypoBeHs) 6
KBaTH(PHUKAIAN

[Ipoucxoxaenue Tpy10Bon
¢GyHKIAN

3anMCTBOBaHO U3

TpynoBsie nercTBUS

Heob6xoaumeie ymenwust

Opurmnan X
OpHUTHHAJIA
Konx Peructpaumonusiii Homep
OpHUTHHAJIA po¢heCCHOHATHFHOTO
cTaHmapTa

AHanu3 CTPYKTYpbl, IUIAHOB M BaKaHTHBIX JOJDKHOCTeH (mpodeccuii,
CHEIMaIbHOCTEeN) OpraHu3aluy, OCOOEHHOCTEM opraHuzanud padboThl Ha
pa3IMYHBIX yYaCTKaX MPOU3BOJICTBA U KOHKPETHHIX pabodmnx MecTax
PazpaboTka TPOEKTOB JOKYMEHTOB, OIPEACISIONIUX TMOPSAIOK AaTTeCTAlUU
MIEPCOHAJIA, C OLIEHKOM 3aTpaT

CormnpoBOoJIeHHE MPOIIecca aTTeCTAMKI U PadOTHI aTTECTAIMOHHON KOMUCCHHU
[ToaroroBka npennoxkeHuit mo GpopmMupoBaHUIO OFOKETa HAa OPTaHU3AIMIO U
MIPOBE/ICHHUE aTTECTAIMH TTepCOHATA

[TonrotoBka TpPENIOKEHUH O COOTBETCTBHHM DPAOOTHHMKA JOJMKHOCTH
(mpodeccun, CrieMATIbHOCTH) TIO PE3yIbTaTaM aTTECTAIMUA B COOTBETCTBUH C
3akoHoaresbecTBOM Poccuniickoit deneparuu

OnpenensaTs mapaMeTpbl U KPUTEPUH aTTECTAIUN TTIEPCOHAIIA

OrnpenenaTs ¥ MPUMEHSTh CPEJICTBA U METOJIBI aTTECTAIlUU

Brigensats rpynmel nepcoHana s IpOBEASHUS aTTeCTaI[ui

OO6ecneunBaTh JOKYMEHTAIIHOHHOE COMPOBOXKICHUE aTTECTAI[H ITepCOHaa
CocTaBiATh M KOHTPOJMPOBATh CTAThU PACXOJIOB HA aTTECTAIMIO MEepCcoHaIa
JUTSI TTTAHUPOBAHUS OFOKETOB




HeobxonuMble 3HaHUS

Apyrue
XapaKTCPUCTHUKU
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[Tonb3oBaThecs MHMOPMALIMOHHBIMU pecypcaMu H 0a3aMHM JTaHHBIX IO
MIPOBEJICHUIO aTTECTAllUU

Bectu yder u peructpanuio 10KyMEHTOB B HH(OPMALIMOHHBIX CUCTEMaxX U Ha
MaTEePHUAIbHBIX HOCUTENSX

OpranuzoBbIBaTh XpaHEHHE IOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
TPYAOBOTO, AapXMBHOTO 3akoHoAaTenbcTBa Poccuiickoii @Penepauun U
JIOKaJIbHBIMU JJOKYMEHTAMH OpPTaHU3alnN

[Ipou3BOIUTE TpeABAPUTENBHBIE 3aKYIMOYHBIE MPOUEAYPhl U  OPOPMISTH
COMYTCTBYIOIIYIO JOKYMEHTALUIO [0 3aKIYEHUIO JOTOBOPOB

Co0ut01aTh HOPMBI ATUKHU JACIIOBOTO OOIIEHUS

[TopsiA0K M TEXHOJOTHS IPOBEACHUS aTTECTALUU

TexHonoruu U METOJIbl ONPENEICHUS U OIICHKU MPOoEeCCHOHATbHBIX 3HAHUH,
YMEHHUI U KOMIIETEHLINI

Cucrembl, wmetoasl u (GOpMBI MaTepUaIbHOTO M  HEMaTepUaIbHOIro
CTUMYJIMPOBAHUS TPY/Ia EPCOHAIIA

TexHonoruu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OI0JIKETOB

TexHonoruu, METObl U METOAMKHU IMPOBEICHHS aHaIu3a U CUCTEMATH3ALINU
JIOKYMEHTOB ¥ MH(OpMAIINH

OCHOBBI IPOU3BOJICTBEHHOM JIEATEILHOCTH OpraHU3aluN

OcHoBBl 00mIEH U COLMATBLHOW TCUXOJOTHH, COLMOJIOTHMH W TICHXOJIOTUU
Tpyna

[Topsimox  mpoBeneHWs  3aKyNOYHBIX  mHpoueayp H  odopmiieHus
CONYTCTBYIOIIEH JOKYMEHTAUU

CtpykTypa oOpraHu3anMd W  BaKaHTHbIe JIOJDKHOCTH  (mpodeccuu,
CIEINAIbHOCTH)

TpynoBoe 3aKOHOJATEIBCTBO U MHBIE AKTHI, COJAEPKALIUE HOPMBI TPYIAOBOTO
rpasa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHBHBIE IPABOBBIE aKThI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALIMU 11O IEPCOHATY
3akoHonarenbcTBO Poccuiickoit denepainiv 0 MepCOHANbHBIX TaHHBIX
JlokanpHble HOPMATHBHBIE aKThl OpPraHU3alMU, PETYIUPYIOLINE MOPSI0K
OLICHKH ITepCcoHasa

[Topsimok 3aKITtOUEHUS TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1€710BOTO O0IIIEHUS

bazoBbie OCHOBBI nH(pOpMaTHKH, CTPYKTYpPHOE MOCTPOEHHUE
MH(GOPMAILIMOHHBIX CUCTEM H OCOOEHHOCTH PadOTHI C HUMHU

3.3.3. Tpynosas ¢pyHkuus

AJIMUHHCTPUPOBAHUE TIPOLIECCOB U VpoBeHb
HaumenoBanue | JJOKyMEHTOOOOPOTA IIPH NIPOBEIEHUU Kox | C/03.6 | (momyposenn) 6
OIICHKH M aTTECTAIMU MTepCOHaIa KBauQuKamu

[IpoucxoxaeHue Tpya0Boi
GbyHKIHUN

3arMCTBOBAHO U3

Opurunan X
OpHIHHANA

Kon Peructpauuonssiii Homep
opurrHaia Mnpo(ecCHOHATBFHOTO CTaHAAPTA

TpynoBble nencTBUA

Amnanus IMponeccoB IIOKYMGHTOO60pOTa, JIOKAJIBHBIX TOKYMCHTOB IIO OLICHKE U
aTTeCTaluu IepcoHaia
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OpraHu3anroHHOE COTPOBOXKICHIE MEPOTIPUSATHIHA IO OI[CHKE ITePCOHAIA M €T0
aTTeCTaIluu

Odopmienue npoiiecca U pe3ynbTaToB aTTeCTAllMU NIEpCOHAIA

HHudopMupoBaHue nepcoHaia o pe3ysabTaTax OLEHKU U aTTeCTALUH

[ToaroroBka npeIoxKeHU N0 Pa3BUTHIO IIEPCOHANIA IO Pe3yJIbTaTaM OLEHKH

ConpoBoXk/ieHUE  JIOTOBOPOB IO  OKa3aHUIO  KOHCYJIbTAllUOHHBIX U
UH(OPMALIMOHHBIX YCIYT MO OIIEHKE U aTTECTALMH IepCoHalIa

HeoOxomumbie ymeHUst

OOecrieunBaTh JTOKYMEHTAIIHIOHHOE COIPOBOXKICHUE OLEHKH M aTTECTaIlHH
niepcoHaa

OdopMisaTh AOKYMEHTBHI IO BOINPOCAM OIGHKM M aTTecTallid IepcoHaa,
MPEIOCTABIIIEMbIC B TOCYJaPCTBEHHBIE OpraHbl, TPO(ECCHOHATBHBIC COIO3BI U
JIpYTHe MpeICTaBUTENbHbBIE OPraHbl paAOOTHUKOB

AHanu3upoBaTh IpaBWia, NPOLEAYPbl U MOPSAAKU IPOBEICHUS OLEHKU U
aTTecTaluu IepcoHaa

Bectn yueT u peructpanuio J0KyMEHTOB B MH(POPMALMOHHBIX CUCTEMax U Ha
MaTepUaIbHBIX HOCUTEIIAX

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPESOOBAHHSIMH
TPYAOBOTO 3aKoHOAaTeNnbCTBa Poccuiickoit @enepanyiv v JOKAIbHBIMU aKTaMH
OpraHu3aIu

Bectu nenoByro nepenucky

PaGorare ¢ uHpOpMAIIMOHHBIME CHCTEeMaMy U 0a3aMM JaHHBIX [0 BOMpPOCAM
MIPOBEICHUS OIICHKU U aTTECTAlMK TIEpCcoHasa, BEJCHUIO yUeTa KaHIuaTOB Ha
BaKaHTHBIE TOJDKHOCTHU (TIpodeccr, CIIeUaIbHOCTH )

AHaIM3UPOBATH JOKYMEHTHI U IEPEHOCUTh MHPOPMAIUIO B MH(POPMAIIMOHHEIE
cucTeMbl U 0a3bl JaHHbIX

Co0u1t0/1aTh HOPMBI ATHKH JICTIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

HOpHI[OK O(i)OpMJ'IeHI/IH, BCACHUA W XPAHCHUA NOKYMCHTAIUU, CBSI3aHHOM C
IMPOBCACHNEM OLICHKHU U aTTCCTAllUU IICPCOHAJIA

[Topsimox dopmMupoBaHus, BefeHHs] OaHKa JaHHBIX O MEPCOHANEC OpraHU3aIUuN
Y TIPEI0CTABIICHUS OTYETHOCTHU

[Topsiiok mpoBeieHus 3aKyIOYHBIX MPOLEAYP U 0POPMIICHHS COMYTCTBYIOIIEH
JOKYMEHTaluu

[Mopsimox odopmiieHHsT JOKYMEHTOB, MPEAOCTABISIEMBIX B TOCYIapCTBEHHBIC
oprasbl, Ipo(hecCHOHANBHBIE COI03bl U IPYTHe MpPeICTaBUTEIbHBIE OPTaHbI
pabOTHUKOB

OCHOBEBI ,Z[OKYMGHTOO6OPOT8. " TOKYMCHTAIITMOHHOTI'O obecneueHust

CtpykTypa OpraHu3allii ¥  BakaHTHbIE  JOJDKHOCTH  (mpodeccuu,
CIEINATbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COJEPXKALIUE HOPMbI TPYJOBOIO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJIATE€JILCTBA M HOPMATHUBHBIC IPABOBHIC AKTHI
Poccuiickoit @enepanuu, B 4aCTU BEAEHUSI JOKYMEHTALMU 11O IEPCOHATY

3akoHoaarenscTBO Poccuiickoit deaepaiiuu o NepcoHAIbHBIX JaHHBIX

TexHonornu, MeToAbl U METOAMKHU IPOBEICHUS aHAIN3a U CUCTEMaTU3ALUU
JTIOKYMEHTOB ¥ WH(MOpMAITUU

JlokanpHble HOpPMATUBHBIE AaKThl OPraHU3alW{, PETYJIHPYIOLIUE TOPSAIOK
OLICHKH U aTTECTallUU [IepCOHAIIA

[Topsiok 3aKITIOYEHHS IOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOTO O6H.ICHI/I${

ba3oBbie 0CHOBBI HHPOPMATHKHU, CTPYKTYPHOE MOCTPOEHUE NH(POPMALIMOHHBIX
CHCTEM M 0COOEHHOCTHU pabOThl C HUMHU
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HApyrue
XAPAKTCPUCTHUKHU

3.4. O0o01meHnHas TpyaoBasi pyHKuus

VpoBeHb
Haumenopanme | AACATEIBHOCTD 10 Pa3BUTHIO TIEPCOHANA Kox D p 6
KBaTH(PHUKAIAN
[Ipoucxoxnenue
. . 3auMCTBOBAHO W3
00001IeHHON TPYI0BOIT Opurunan X
OpHTrHHANIA
GbyHKIUN
Kon Peructpanuonssiit Homep
OpHTHHANA podecCHoHANBEHOTO
cTaHaapra
BosmoxHbIe CHCI_[I/IaJ'II/ICT I10 pa3BUTHUIO O6y‘IeHI/IIO neépcoHajia
HauMEHOBAaHU Crenuanuct 1o pa3BUTHUIO Kaphephbl IIepcoHalIa
TOJKHOCTEH, Crnenuaiuct no nepcoHay
npodeccuii Menempxep no nepcoHary

TpeboBanus
00pa30BaHMIO U
00y4YeHUI0

Briciiee o6pazoBanue

Pa3BUTHA IICPCOHAIA

JlononmHuTenpHOE podecCHoHaIbHOE 00pa30BaHNE — IPOTPAMMBI
HOBBIIIEHUS KBAIN(UKALMK; TPOrpaMMbl IPO(PECcCHOHANBHOM
NEPENoArOTOBKH B 00JIACTH OPraHU3allMOHHOTO U IPOPECCHOHATBHOTO

TpebGoBaHMsI K OIBITY
pPaKTHYECKON paboThI

Oco0bie ycroBus
JOIyCKa K pabote

HApyrue
XapaKTCPHUCTUKHU

JIONOTHUTENBHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30B0ii rpymniibl, JOKHOCTH
HaunmenoBanue nokymeHnra Kon
(mpodeccun) wiK CrenUuaIbHOCTH

OK3 2412 CrienanucTsl 1o KaJpaM U npodoprueHTannu

3423 CriennanucTbl KaApOBBIX CIYKO M yUpeKICHUN 3aHATOCTH
EKC - MeHexep 1o nepcoHany
OKIIATP 27755 | DKOHOMWCT 1O TPYIY

22956 | MHcnekTop no Kajapam

3.4.1. TpynoBasi pyHkuus

HamnmeHnoBanue

Opraau3anys ¥ MPOBEICHUE MEPOTIPUSTHIA
10 PA3BUTHIO U TIOCTPOCHUIO
podeCCHOHATLHON Kapbephl epcoHala

Kox | D/01.6

IIpoucxoxaeHue Tpya0BOi
GbyHKIUN

YpoBeHb
(oypoBeHb) 6
KBaTH(QUKAIAN

Opurunan X | 3aMMCTBOBAaHO M3 OpHIHHANA

Kog
OpUTrHHAaJa

Peructpaunonusiit Homep
podeccCHoHaIBEHOTO
CTaHJapTa

‘ TpynoBsie neicTBUs

‘ AHanu3 CTPYKTYpBHI, IJIAHOB M BAKAHCUH OpraHu3aluu
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Ananu3 ocobeHHOCTeH paboThl Ha PA3IMYHBIX y4YacTKaxX IPOHM3BOACTBA H
KOHKPETHBIX pabounx MecTax

[TonroToBka MPOEKTOB ITOKYMEHTOB, OIPEICISIONINX MOPSIOK Pa3BUTHS
nepcoHalia U MOCTPOSHHs TPO(HECCHOHATBHON Kapbephl C OIICHKOM 3aTpaT

Pa3pabotka ninaHoB npodeccrnoHalbHOM Kapbepbl pAOOTHHUKOB

dopmMupoBaHuE KaApOBOro pe3epBa

Opranuszanus MEpPOIPHUATHHA 1o Pa3BUTHIO u [IOCTPOCHHUIO
poeCCHOHATTLHON Kapbephl IepcoHalia

[TonroroBka mpenaoxkeHui no GopMUPOBAHUIO OIO)KETa Ha OPraHU3AIHIO U
MIPOBEJICHUE MEPOTIPUSATHH TI0 PA3BUTHIO U MIOCTPOCHUIO POGECCHOHATHHON
Kapbepbl MIepcoHana

Ananu3s 3¢ (peKTHBHOCTH MEPONPUSATHHA 110 PA3BUTHUIO MIEPCOHATIA, TOATOTOBKA
IIPEUI0KEHUH 110 Pa3BUTHIO

Heo6xoanumeie ymeHUs

AHanuM3upoBaTh  YpOBEHb OOINEro pa3BUTHA H  HPO(EecCHOHATBHON
KBaIM(UKAIMY TIEPCOHANA

OmnpenensiTh KpPaTKOCPOUHBIE M JIOJTOCPOYHBIE TOTPEOHOCTH pPa3BUTHUS
MepCOHaNIa U IOCTPOCHUS €ro NpodecCHOHATBHON Kaphephbl

Onpenenste kpurepuu GOPMHUPOBAHUS KAAPOBOTO pe3epBa OPTaHU3AINH

CocTaBisiTh WHIWBUAYAJIIBHBIC IIJIAHBI KAPbECPHOT'O pa3sBUTUSA IICPCOHAIIA

[IpuMeHSITh TEXHOJOTMH M METOAbl Pa3BUTHUS IMEpPCOHANAa U IMOCTPOCHHS
npodeccnoHanbHOM Kapbepbl

CocTaBnaTh MOpEUIOKEHUS W KOHTPOJIUPOBATH CTaTbU pAcXoOiOB Ha
IIPOrpaMMbl U MEPONPUATHS IO PA3BUTUIO IEPCOHANA M IOCTPOCHUIO
npodeccnoHaNbHOM Kapbephl I JIaHUPOBAHUS OIOIKETOB

Omnpenensate 3(h(HEKTUBHOCTE MEPONPHUATHIA 10 Pa3BUTHIO IIEpCOHANA U
MIOCTPOCHUIO MMPOPECCUOHANBHON Kapbephbl

Paborats ¢ nHGOPMAITMOHHBIMU CHCTEMaMU M 0a3aMH JaHHBIX 110 IEPCOHATY

Co0OmroaTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

Cuctema, criocoObl, METO/Ibl, HHCTPYMEHTBI ITOCTPOEHUS MPO(HEeCCHOHAIBHON
Kapbepbl

MeTonsl ompeneneHUuss W OIEHKH JUYHOCTHBIX U TPOodeCcCHOHATBHBIX
KOMIIETEHIIUHN

Cuctembl, MeToAsl ¥ (QOPMBI MaTEepUATBHOTO M  HEMaTepHaIbHOTO
CTUMYJIMPOBAHUs TPY/la IEpCOHAIIA

TexHooruu, METO b (I)OpMPIpOBaHI/IH " KOHTPOJIA 6IOI[)I(CTOB

TCXHOJIOFI/II/I, MCTOABI 1 METOAUKH NPOBCACHUA aHAIM3a W CHUCTCMAaTHU3allun
JAOKYMCHTOB U I/IH(l)OpMaLII/II/I

OcHOBBI TpohecCHOHATBLHON OpUEHTAIIUN

OcHOBEI I[OKYMCHT0060pOTa U JOKYMCHTAlIUOHHOT'O obecrnieueHUs

OCHOBEI HpOHBBOHCTBCHHOﬁ ACATCIIBHOCTU OpraHru3alnn

OCHOBBI O6H_ICI\/'I u COI.IPIEL]'ILHOIZ IICUXOJIOTHH, COLOMOJOIrnM M IICHMXOJIOINnH
Tpyna

CtpykTypa oOpraHu3aliiii W BaKaHTHBIE JIOJDKHOCTH  (mpodeccuu,
CHEIUATBEHOCTH)

TpynoBoe 3aKkOHOJATENHCTBO M MHBIE aKThl, COJIEPIKALUE HOPMBI TPYAOBOIO
mpasa

3akoHoxaarenbcTBO Poccuiickoit denepaiiuu 0 nepcoOHAIbHBIX TAHHBIX

JlokanbHblE HOpPMATUBHBIE AKTHl OpPTaHU3AlMH, PErYJUPYIOIIME MOPSAI0K
Pa3BUTH U IOCTPOCHHUS TPOPEeCcCHOHATBHOM Kaphephl EpCcoHaIa

[Topsiok 3akiI0OUeHuUs 10TOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU JCJIOBOT'O O6H_ICHI/ISI
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bazoBrle OCHOBBI UH(OPMATHKH, CTPYKTYpHOE HOCTPOCHHE
MH(OPMAIIMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHl C HUMHU

Jpyrue xapakTepucTUKU

3.4.2. TpynoBasi pyHkuus

HanmenoBanue

[Ipoucxoxaenue TpyaoBoi
¢byHKIHN

TpynoBbie neicTBUS

HeoOxonnmblie ymeHus

Heo0xomuMele 3HaHUS

YpoBeHsb (MOLypOBEHD
Opranuzanus 00y4eHus epcoHaa Kox | D/02.6 P (mozyp ) 6
KBaTH(PHUKAIAN
Opurunan X 3anMCTBOBAaHO U3 OpUTHHAIA
Kon Peructpaunonusiii Homep
OpHTHHaNIA npo¢hecCHOHAIBHOTO
cTaHziapra

AHanu3 pbplHKa 00pa30BaTENbHBIX YCIYI M MOTPEOHOCTEH OpraHu3aluu B
00y4eHHHU NIepcoHaa

Pa3zpaboTka I1UIaHOB, METOAMYECKMX MAaTEpUAIOB, YYEOHBIX IUIAHOB U
IporpaMM, NPOEKTOB JIOKAJBHBIX AaKTOB IO OOYYEHHIO M Pa3BUTHIO
HepcoHaa, BKJIK0Yas OLIEHKY 3aTpar

Opraauzanus MEpONPUATHN TI0 O0YISHHUIO MTEPCOHATA

[ToaroroBka npenaoxeHuit 1no (GopMHUPOBAHHIO OOPKETa Ha OpPraHU3aLMIo
0o0yudeHus nepcoHana

Ananu3 3¢ (HeKTUBHOCTH MEPONPUATHH 110 00y4EHHIO ITepcoHalia
AHaM3UPOBaTh U ONPEILNISITh MOTPEOHOCTH B OOYyUYEHUM TPYII MEpCcoHaia B
COOTBETCTBUM C LIEJIIMU OpraHu3aluu

Pa3zpabatpiBaTh IUIAaHBI TIOATOTOBKH, IE€PETIOATOTOBKH UM TOBBIIICHUS
KBAJTM(PHUKALMY KaJApPOB, y4eOHbIE IUIaHbl U IPOrPaMMBbl

AHaIM3UPOBATh PHIHOK 00Pa30BaTENBHBIX YCIYT M TOTOBHTH MPEIIOKEHUS
[0 OCTAaBIIUKAM YCIIYT

Oprann3oBbIBaTh 00yYaromye MEPOIIPUITHS

CocTaBisaTh M KOHTPOJMPOBATH CTAaThbH PACXOJOB Ha OOydeHHUE MepcoHasa
JUTSL TUTAaHUPOBAHUS OFO/KETOB

Pa3pa0aTbIiBaTh U KOMIUIEKTOBATh Y4€OHO-METOAMYECKHE JOKYMEHTBI
[IpousBoauTk o11eHKY 3P HEKTUBHOCTH 00YUEHHUsI TEpCOHaIa

[Tpon3BouTh MpeaBapUTENIbHBIE 3aKYIMOYHbIE MpPOLENypbl U OohOopMIIEHHUE
COITYTCTBYIOILIEH JOKYMEHTAIMH 10 3aKJIF0UEHUIO I0TOBOPOB

PaboTath ¢ MH(pOPMAIIMOHHBIMU CHCTEMaMHU M 0a3aMH JaHHBIX IO EPCOHATY
PaszpabateiBaTh W OQOPMIISATH JOKYMEHTHI IO TpOIEcCaM OpPTraHU3alUU
o0y4yeHMs IepCcoHaja U UX pe3ysibTaTam

CobmroaaTh HOPMBI 3TUKH JI€JI0BOTO OOILIEHHUS

MeToapl, THCTPYMEHTHI UCCIIeIOBaHUS TOTPEOHOCTH B 00yUEHHH MTEpCOoHAa
Mertonosorust o0y4eHus

TexHONOTHH, METOBI ¥ METOAWKH TPOBENICHHS aHaIN3a U CUCTEMAaTHU3aIlUH
JIOKYMEHTOB M HH(pOpMaIUU

[Topsimok pa3pabOTKH TUIAHOB MOJTOTOBKH, MEPETIOATOTOBKHA W TIOBBIIICHHS
KBAJTM(HUKAIMU KaJPOB, y4EOHBIX TJIAHOB U MPOrpaMM

Cucrempl, Metoasl W (OpPMBI MaTepHATBFHOTO W HEMAaTepUATBHOTO
CTUMYJIMPOBAHUs TpyAa EepCcoHaIa

TexHoONMOTHH U METOIBI (DOPMUPOBAHHSI U KOHTPOJISI OFOKETOB

[lopsimok BeaeHHMs ydyeTa M OTYETHOCTU IO TOATOTOBKE M TOBBIIICHHIO
KBaJIM(DUKALIMK [TepcoHaa
OCHOBBI TOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCTIeYCHUS
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OCHOBEBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIIbHOCTU OpraHru3allvun

OCHOBBI O0IIEH U COIUATBLHOW IICHMXOJOTHH, COLMOJOIMH M IICHUXOJIOTHU
TpyJa

[lopsimoxk  mpoBeneHHsT  3aKyMOYHBIX — mpoueayp H  ohopMIICHUS
COIIYTCTBYIOILEH JOKYMEHTaluU

CtpyKTypa opranuszanuu

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COJIEPHKAIIME HOPMbI TPYAOBOTO
npaBa

OCHOBBI ApXMBHOTO 3aKOHOAATEIbCTBA M HOPMATHBHBIC ITPABOBBIC AKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALMU IO IEPCOHATY
OcCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit denepanu

OcHOBBI 3aKOHOIaTENBCTBA 00 0OpazoBanuu Poccuiickoit @enepanuu
3akoHo1atenbcTBO Poccuiickoit denepannn 0 NepCOHATbHBIX JaHHBIX

JlokalibHBIE HOPMATHBHBIE AKThl OpPraHU3aIlMU, PETYIHPYIOIHE OOYy4YCHHE
repcoHana

[Topsiiok 3aKiitoueHus 10roBOpOB (KOHTPAKTOB)

HopMmbl 3TuKH A€70BOTO 00LIECHUS

baszoseie OCHOBBI MH(OPMATUKH, CTPYKTYpHOE IIOCTPOEHUE
UH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl ¢ HUMU

3.4.3. TpynoBasi pyHkuus

Opranu3zanus agantaluuy U CTaXUPOBKU YpoBeHb
HanmeHoBaHHME nepcoHana Kox | D/03.6 (omypoBeHb) 6
KBaTH(PHUKAIAN

[Ipoucxoxaenue TpyaoBon
GbyHKIUN

Opurunan X 3arMCTBOBAHO U3 OpUTHHAJIA
Kon PerucrpanunoHHbIii HOMeEp
OpHTrHHaa npodeccroHaIBHOTO
CTaHIapTa

Tpynoseie nencTBUs

Amnanus YCIICIIHBIX KOPIIOPATHBHBIX MPAKTUK 10 OpraHu3alu aganTanuu U
CTAXHUPOBKE IIEpCOHAIA

Pa3pa60TI<a IUIaHOB aJjarnTaiquu, CTaXKUPOBKU IIEPCOHAJIA C OLICHKOM 3aTpar

Opranu3zaiys MEepoNpHUsITHH M0 aJanTallK, CTAXXKUPOBKE IEpCOHAIIA

[ToaroroBka HpeI[J'IO)KeHI/Iﬁ o COBCPHICHCTBOBAHUIO CHUCTEMBI aJallTaluu,
CTAXHUPOBKU IICPCOHAIA

[ToaroroBka npennoxeHuit mo (GopMHUPOBAHUIO OIOPKETa Ha OpPraHU3alMIo
aJjanTalyy U CTaXXKUPOBKH IEpCOHasa

AHanu3 >(QQPEKTUBHOCTH MEpPONPUATHA MO aJanTallid U CTaXHPOBKE
nepcoHanza

HeoOxonumelie ymeHust

OrnpenensTs rpymibl IEPCoHaa ISk CTAXKUPOBKH U Il Tallun

Omnpenensath paboune MecTa JUIs TPOBEACHUS CTAKHUPOBKH M aJaNTallUuH
HiepcoHasa

CornacoBbIBaTh MEPONPHUATHS alaNTalUd U CTAXUPOBKH C BO3MOXHOCTSAMU
IIPOU3BOJICTBA

[Mpou3BoauTe aHaNM3 W OLEHKY pE3yJNbTaTOB aJanTallid M CTaKUPOBOK
HiepcoHasa

CocTaBiATh NpPEUIOKEHUS W KOHTPOJIUPOBaTh CTaTbU pacxoloB Ha
IIpOrpamMMbl M MEPOIPHUATUSA NO aJanTaluy U CTaXKUPOBKE IEpCOHAIA IJIA

IJIaHUPOBAHUA 6IOI[)I(CTOB
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[TpousBoauTh OLEHKY 3(QGEKTUBHOCTH MEPONPUATHI MO aJanTalud |
CTa)XKMPOBKE NIEpCOHAJIA

BHenpsth cuctembl BoBieUeHUsI pAOOTHUKOB B KOPIOPATUBHYIO KYJIbTYPY

Hcnonws3oBaTh PIH(bOpMaI_[I/IOHHBIe CHUCTEMBI K 0a3bl JAaHHBIX IO MEPCOHATY

Co0ur01aTh HOPMBI ATUKHU JACIIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

MeToapl aganTauy U CTAXKHUPOBOK

TexHomoruu, METOABl U METOAMKUA MPOBEACHUS aHAM3a U CUCTEMaTU3AIUU
JIOKYMEHTOB ¥ MH(OpMAIHH

[Mopsimox pa3paboOTKK IUIAHOB aJaNTallid TEpCOHAla Ha HOBBIX PabO4YMX
MeCTaX, TOJArOTOBKH, IEPENOArOTOBKM M MOBBILIEHUS KBaTU(pUKALUU
IEPCOHAJIa U OPTaHU3ALMN CTAXKUPOBOK

HOpH,I[OK COCTAaBJICHHA CMCT 3aTpaT Ha aJallTallkuio U CTAXKUPOBKY IICPCOHAIA

HOpSI,Z[OK BCACHUA YUYCTa WM OTUYCTHOCTU IO aJalTaliuku MW CTaXXHUPOBKE
IepcoHaia

Cucrembl, MeToasl W (GOpPMBI MaTEPHAIBHOIO W HEMAaTEPUAIBHOTO
CTUMYJIMPOBAHUs TPYy/a IEPCOHANA

TexHonoruu u MeTo bl HOPMHUPOBAHKS U KOHTPOJIS OIOJKETOB

OCHOBBI TEXHOJIOTHU IMPOU3BOACTBA U ACATCIIbHOCTU OpraHru3alun

OCHOBEI 0611_(6171 n COHH&HBHOﬁ IICUXOJIOTHUH, COLOMOJOIrnM M IICHUXOJIOInu
Tpyda

CrpykTypa oOpraHu3alMd W  BakaHTHbIE  JIOJDKHOCTH  (mpocdeccuu,
CIEINAIbHOCTH)

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AKThI, COJEpXKAIUE HOPMbI TPYAOBOTO
npasa

OCHOBBI HAJIOT'OBOT'O 3aKOHOAATENIbcTBa Poccuiickont denepanun

3akoHomarenbcTBO Poccuiickoii denepamuu 0 MepcoOHAIBHBIX JTAHHBIX

JloxanpHble HOPMATUBHBIE AKThl OPraHU3alMK, PETYIMPYIOIINE aAaNTalUuo0 U
CTaKUPOBKY II€pCOHAIA

OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAI[HOHHOTO 00eCTIeYeHUs

[Topsimok 3aKITIOYEHHS IOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1€710BOTO OOIIEHUS

basoBbie OCHOBBI UHPOPMATHUKH, CTPYKTYpHOE IIOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTH PabOTHI C HUMU

Jlpyrue xapakTepucTHKH| -

3.4.4. TpynoBasi pyHKuus

HamnmeHnoBanue

IIpoucxoxaenue Tpy0BOH
byHKITIN

AJMUHUCTPUPOBAHKE IPOLIECCOB U v
OBCHb
OKYMEHTOO00POTA [0 Pa3BUTHIO U p
AOKYM p ¥ p Kon | D/04.6 | (moayposens) 6
poQeCCHOHAIEHON Kapbepe, 00yUeHHUIO, KBATHbHKATHH
aZlalliTallui U CTAXKUPOBKE MEPCOHATIA
Opurunan X 3aMMCTBOBAHO M3 OpUTHHATIA
Kon Peructpannonssiii Homep

OpuruHaja mpoheCCHOHAIBHOIO CTaHAapTa

TpynoBeie nencTBUS

AHanu3 TMpoleccoB, NPaBWJI M TMOPSAKOB OpraHM3alMM IpHU MPOBEACHUU
MEpPONPUATHIA 1O PAa3BUTHIO MU TPOPECCHOHANBHON Kapbepe, 00ydeHHIo,
aJanTalyy U CTAKUPOBKE MepcoHaia

JlokyMeHTanmmoHHoe o(opMIIEeHHE Pe3yIbTaTOB MEPONPUSTUNA MO Pa3BUTHUIO U
npodeccroHaIbHON Kapbepe, 00YUeHHUIO, aJallTallii U CTaXKUPOBKE IIepCOHaa
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[TonroToBka WHAMBUIYaJbHBIX MPEIJIOKEHUI HAa OCHOBE pE3YJIbTAaTOB
MPOBENICHUST MEPONPHUITHIA TIO0 PA3BUTHI0O W MPO(ECCHOHATBLHOU Kapbepe,
00y4eHHIO0, aJanTaIlliy U CTAXKUPOBKE MEpCcoHaIa

[lonroroBka NpEIIOKEHUH TIO COBEPUICHCTBOBAHMIO CHCTEM O0OydeHwus,
aJanTallMd W CTAXUPOBKH, PA3BUTUS M IOCTPOEHUS NPO(ecCHOHANBHOM
Kapbephl IIEpCOHANIA

ComnpoBoieHHe JIOTOBOPOB o OKa3aHUIO KOHCYJIbTAI[HOHHBIX,
UH(POPMALIMOHHBIX  YCIYr, HEOOXOAMMBIX JUIS NPOBENEHUS OO0ydeHus,
ajanTai W CTAXUPOBOK, PAa3BUTHS W TIOCTPOCHHS NpodecCHOHATBHON
Kapbepbl MEpCOHANa, BKIOYas IMpEIBAapUTENbHBIE MPOLEIyphl MO  UX
3aKITFOUCHHIO

Breimonunenue TpeOoBaHMIA MO XpaHEHWIO WHQPOpPMAIMU O pe3ylbTaTax
oOy4yeHHsl, aJanTallid W  CTAXUPOBKH, Pa3BUTHS W MOCTPOCHHS
npodecCHOHATBLHON Kapbephl epcoHaia

Heo0Oxoaumbie
YMEHUS

OdopMiIATE TOKYMEHTHI 1O BOIIPOCaM MpPOBEACHUs OOYy4YCHHs, aJanTalud H
CTaXXKUPOBKH, Pa3BUTHUS U MOCTPOEHUS MpodeccnoHalbHOM Kaphephl epcoHana,
NPEJOCTABIISIEMbIE B TOCYJAapCTBEHHBIE OpPTaHbl, TPOPECCHOHATIBHBIE COIO3BI U
JIpYTHe MPeICTaBUTENbHBIE OPraHbl paOOTHUKOB

ObecnieunBaTh JAOKYMEHTAILIMOHHOE COMNPOBOXKICHUE O0Y4YEeHMs], ajalTallUud U
CTaXKUPOBOK, PA3BUTHUS U MOCTPOEHUS podeCCHOHATLHON Kaphephl IepcoHaa

AHaIM3UPOBaTh TPaBWIIA, TMPOLEAYPHl M TOPSAIKKA TPOBENEHHUS OOydeHUs,
aJanTallMd W CTAXUPOBKH, PA3BUTUS M IOCTPOEHHUS Mpo(eccCHOHaNIbHOM
Kapbephl IIEPCOHANIA

OpraHu3oBbIBaTh XpaHEHHE [OKYMEHTOB B COOTBETCTBUU C TpPeOOBaHUAMHU
3akoHomarenbcTBa  Poccuiicko  ®enepanMu M JOKaIbHBIMM  aKTaMU
OpraHu3aluu

AHaIM3UPOBATh JOKYMEHTHI U MEPEHOCUTh UHPOPMAIIUIO B WH(OPMAIIHOHHBIE
cucTeMbl U 0a3bl JaHHbBIX

Bectn y4er u peructpanuio JOKyMEHTOB B MH()OPMAIIMOHHBIX CHCTEMax M Ha
MaTepUaAIbHBIX HOCUTEIAX

Paborare ¢ mHOpMaMOHHBIMU cUCTEMaMHM M 0a3aMM JTaHHBIX IO BOIIPOCaM
oOy4yeHMs, aJanTalMd W  CTAXUPOBKU, PA3BUTUS M IMOCTPOEHUS
npodecCHOHANBPHOM Kapbepbl IMEpCOHaa, BEJIEHUs yuyeTa KaHAMJIATOB Ha
BaKaHTHbIE TOJDKHOCTHU (Tpodeccuu, CenanbHOCTH)

Bectu ACJIOBYIO IEPCIIHUCKY

Co01r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XOL[I/IMI>Ie 3HaHUA

[Topsimox odopmieHus, BeIEHHs W XPaHEHUs JOKYMEHTAllMH, CBS3aHHOW C
CUCTEMOM OOy4yeHHs, ajanTallud U CTaXUPOBKH, DPA3BUTHS U IOCTPOEHUS
npodecCHOHATIBLHON Kapbepbl IepcoHaa

[Topsimox popmupoBanusi, BeAeHUsT OaHKa JaHHBIX O MEPCOHANIE OPraHU3alUHA U
IIPEAOCTABICHHUS] OTYETHOCTH

HopmaruBHble mpaBOBbIE aKThI, pETyIUpYIOLIME IpaBa U O0S3aHHOCTH
FOCYJapCTBEHHBIX OPraHOB M OPraHU3alldMd I10 IPEJOCTABICHUIO YYETHOU
JIOKYMEHTAIUU

HOp}II[OK O(I)OpMJ'IeHI/ISI AOKYMCHTOB, IMPCAOCTABIACMBIX B TOCYHAPCTBCHHLIC
OpTaHbl 1 UHBIC OpraHu3alun

OCHOBBI ,Z[OKYMCHTOO60p0Ta U JOKYMCHTAIMOHHOI'O obecneueHust

HOp}IIIOK MMPOBCACHU 3aKYIIOUYHBIX IMPOLCAYp U O(I)OpMJIeHI/I}I COHYTCTByIOHlGﬁ
JOKYMCHTAIUN

CtpykTypa  OpraHM3aliii ¥  BakKaHTHbIE  JIOJDKHOCTH  (mpodeccuu,
CIIEIUATTEHOCTH )
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TpynoBoe 3aKOHOAATENBCTBO M HHBIE aKThI, COJAEpPIKAIIME€ HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOJATEJIbCTBA M HOPMATHUBHBIE IIPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTU BEACHUS JOKYMEHTALMU 11O IEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBa Poccuiickoit deneparuu

3akoHo1aTenbcTBO Poccuiickoit denepannn 0 NepCoOHATbHBIX JaHHBIX

TexHomoruu, METOAbl U METOJWKH IPOBEICHUS aHAlU3a U CUCTEMaTU3alluu
JIOKYMEHTOB ¥ MH(OpMAINH

JlokasipHbIE HOpPMAaTHBHBIE AaKThl OpPraHU3aLUM, PErYJIUPYIOLIME IOPSI0K
pa3BUTHUSA U MOCTPOCHUS TPO(DHECCHOHATILHOM Kaphepbl, 00y4YeHHUs, alalTalluu U
CTa)KMPOBKU IIEpCOHAJIA

[Topsimok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

HopMb1 3THKH [1€710BOTO O0IICHUS

ba3oBbie 0CHOBBI MH)OPMATHKH, CTPYKTYPHOE MOCTPOCHHE WH()OPMAIOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUMHU

HApyrue
XAPAKTCPUCTHUKHU

3.5. O6001meHHas TPyAOBass PyHKIMS

HanMeHOBAHE ILCHTGHBHOCTB 10 OpraHu3anuu Tpyaa u Kox E YpoBeHb 6
OonJjiaThl II€pCcoHajIa KBasUUKanuu
[Ipoucxoxnaenue
00001IeHHON TPYI0BOIT Opurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
¢GbyHKIHN
Kon Peructpanuonssiii Homep
OpHUTHHAIA podeCcCHOHANIBEHOTO
cTaHmapra

Bo3moxubie
HauMEHOBaHUS
JIOJKHOCTEH,
npodeccuit

Crenuanuct 1o HOpMUPOBAHUIO U OIUJIaTe TPyAa
Cnenuanuct 1o opraHu3allvy U orviaTe TpyJa
CHGHI/IaIII/ICT 110 KOMIICHCAallUsAIM U JIbI'OTaM
Cnenuanuct 1o nepcoHany

Menemxep 1o nepcoHany

TpeboBanus k
00pa30BaHUIO U
00y4EeHHIO

Briciee oOpazoBanue

JlononaurensHOe podeccuoHaIbHOe 00pa3oBaHUE — MPOTPAMMBI
poQeCCHOHAIBHON TTEPENOITOTOBKU B 00JIACTH YKOHOMUKH, HOPMHPOBAHUSI
Y OIJIaThl TPY/a, IPOrPaMMBbI MOBBIIIEHUS KBaTU(UKALIUN

TpeboBaHUs K OIBITY
MPaKTUYECKON pabOThI

Oco0bble ycrnoBus
Jorycka K pabote

Jlpyrue

XapPaKTCPUCTHKHU

JlonOIHUTENBHBIE XapaAKTEPUCTUKH

HanmenoBanwne 6a30B0ii TPYIIIHI, TOKHOCTH
HaunmenoBanue nokymMeHnTa Kon
(mpodeccun) wim crienuanTbHOCTH
OK3 2412 CrienanucTsl 1o Kajapam U npodoprueHTanu
3423 CriennanucThl KaApOBBIX CIYKO M YUpekKJACHUN 3aHATOCTH
EKC - WHxeHep 110 HOPMUPOBAHUIO TPYAa
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- TexHuK 1o Tpyay

- DKOHOMHCT T10 TPYAY

MeHnemxkep 1o nepcoHany

OKIIJITP

27755 | DKOHOMUCT IO TPYIY

22956 | MHcmekTop 1o kaapam

3.5.1. TpynoBasi pyHkuus

HanmenoBanue

Opranuzanus Tpy/a nepcoHaia YpoBeHb

Kon | E/02.6 | (momypoBens) 6
KBaTH(PHUKAIAN

IIpoucxoxaeHue Tpya0BOU
GbyHKIUN

TpynoBsle 1eHCTBUS

Heo6xoaumblie ymeHust

Heo0xomuMele 3HaHUS

OpuruHan X 3aMMCTBOBAHO U3 OpUTHHAJIA
Kon Perucrpannonnsiii Homep
OpuruHaia npodeccHoHaNBEHOTO
CTaHjapTa

AHanu3  yCHEHIHbIX  KOPHOPAaTHUBHBIX  MPAaKTUK IO  OpraHu3aluu
HOPMHPOBAHUS TpyJa JJIs PA3IMYHbIX KaTeropuil mepcoHana, 0coOEHHOCTEH
IIPOU3BOJICTBA U JIEATEIBHOCTH OpPraHU3alun

PazpaGoTka cuctembl oOpraHu3anMd TpyJa IepcoHala W IOpsaKa
HOPMHUPOBAHHUA TPyAa Ha pabOUrX MECTax C OLEHKOH 3aTpaT Ha epCcoHal
BHenpenue cuctembl opraHuzanuM TpyJda IEepcoHana M KOHTPOJIS HaJ
HOPMUPOBAHUEM  C  ONPEICIIEHUEM  TPYAOEMKOCTH,  HOPMAaTHBHOMN
YHUCIEHHOCTH, I'paUKOB paboT U yCIOBUH OIJIAThI TPYAA NEpCoHaIa
BeisiBieHre pe3epBOB MOBBIIIEHUS HMPOU3BOIUTEIBLHOCTH TPYAa U KayecTBa
HOPMUPOBAHUS TPY/a, HOJArOTOBKA MPEAJI0KEHUIN 110 U3MEHEHUSIM YCIOBUH U
OIJIaThl TPY/A NepcoHaNa

[MonroroBka mpemnoxeHuii Mo (HOPMUPOBAHHIO OIOJKETa HA OPTraHU3ALUIO
Tpy/a IepcoHana

Omnpenenenne 3d@exkTUBHOCTH pabOThl CHUCTEMBl OpraHu3alud Tpyda |
HOPMHPOBAHUS Tpy/Ja Ha paboYMX MecTax

BHepsTh METO/IBI pallMOHAIBHOW OpraHu3alnu Tpyaa

Pa3pabaTbiBaTh M1aHbl OPraHU3alMOHHBIX U TEXHUYECKUX MEPOINPUSATUH IO
MOBBILIEHUIO IPOM3BOAUTEIBLHOCTH TPYy1a

AHanu3upoBaTh COCTOSSHUE HOPMHUPOBAaHUS TpyJa, KadecTBO HOPM,
NoKa3aresieu 1o Tpyay

AHanu3upoBath 3()QPEKTUBHOCTh pabOThl CHCTEMbI OpraHU3alUu Tpyla
HepcoHata U HOPMUPOBAHUS TPyAa Ha pabounx MecTax

CocTaBnsITh U KOHTPOJIMPOBATh CTATbU PACcX0/I0B Ha OIJIaTy TpyAa IepcoHasia
JUIs TUTAaHUPOBaHUS OFO/IKETOB

PaGorate ¢ wuHbOpPMAIIMOHHBIMM CHUCTEMaMH H 0a3aMu JaHHBIX TI0
HOPMHUPOBAHHUIO U OILIATE TPyJa epcoHaIa

Pa3pabartbiBaTh 1 0GOPMIISATE JOKYMEHTHI IO HAIIPABIICHUIO JESTEIbHOCTH
Co0mro1aTh HOPMBI 3THKH JI€I0BOTO OOIIEHUS

MeTo/p! yueTa 1 aHaaM3a oka3aTesel o Tpyay U oImiaTe Tpyaa

Metonel  ompeneneHus, OLEHKM W CPaBHEHUS  IPOM3BOJCTBEHHOMN
MHTEHCUBHOCTHU M HANPSHKEHHOCTH TpyJia

MeTto1b1 HOpMHPOBaHUS TPy

MesxoTpacieBble U OTpaciieBble HOPMAaTUBBI TPYAOBBIX 3aTpaT

CoBpeMeHHbIe (DOPMBI, CHCTEMBI OIUIATBl M y4eTa MPOU3BOIUTEIHLHOCTH
TpyJa MepcoHaia
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Cucrembl, Metoasl U (OpMBI MaTEpHAIBHOIO W HEMAaTEpUAIbHOTO
CTHUMYJIMPOBAHU TpyAa NEpCcoHaIa

TexHonoruu u MeTo 1l HOPMUPOBAHMSI U KOHTPOJISI OFOAKETOB

TexHONIOrMH, METOJBI ¥ METOAWKH TPOBEICHHS aHaIN3a U CUCTEMAaTU3aIUH
JOKYMEHTOB U HH(pOpMaLUU

OCHOBBI JOKYMEHTOOO0POTa U IOKYMEHTAIIMOHHOTO 00eCIIeYeHUS

[Topsimox Tapudukanuu paboT M paboOYMX, YCTAHOBJIEHHUS JOJKHOCTHBIX
OKJIAJIOB, JIOTUIAT, HA10aBOK M KO3 PHUIMEHTOB K 3apabOTHOM IiaTe, pacyera
CTUMYJIUPYIOIIMX BBIILIAT

TapudpHo-kBanu(pUKaMOHHBIE CIPABOYHUKU pabOT U mpodeccuil pabounx u
KBAJM(PHUKALIMOHHbIE XapaKTEPUCTHKH JTOJHKHOCTEH CITyKallux

OCHOBBI TEXHOJIOTUH NIPOU3BOACTBA U JEATEILHOCTH OpraHU3aluu
CrpykTypa oOpraHM3alMd W BakaHTHble JIOJDKHOCTH  (mpodeccun,
CIEIHAIbHOCTH)

KanpoBas mosimTika u CTpaTerusi OpraHu3auu

DKOHOMHUKA TPyAa

OcHOBBI 00IIEH MW COIHMATBHON IICUXOJIOTUH, COLUOJOTHH M IICHXOJIOTUH
Tpyaa

TpynoBoe 3aKOHOJATEIBCTBO M MHBIE aKTHI, COJEpPKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIbCTBA M HOPMATHBHBIC IPABOBBIC AKTHI
Poccuiickoii @enepanuu, B 4aCTH BeICHHUs JOKYMEHTALIUH 110 IEPCOHATTY
OcHOBBI HAJIOTOBOT0 3aKOHO1aTeNbeTBa Poccuiickoit denepanuu
3akoHonatenbcTBO Poccuiickoit deneparyy o nepcoHaIbHbIX JaHHBIX
JlokanbpHBIE HOPMATHBHBIE aKThl OpPTaHMU3ALWHU, PETYIUPYIOIIUE TOPSI0K
OpraHu3aly Tpy/Aa 1 HOPMUPOBAHUs IIepcoHalIa

[Topsiiok 3aKit0oueHus 10roBOpOB (KOHTPAKTOB)

HopMmsbl 3TuKH 1€70BOTO 00LIECHUS

bazoBsie OCHOBBI UHPOPMATUKH, CTPYKTYpPHOE IIOCTPOCHHE
UH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH paboThl ¢ HUMH

3.5.2. TpynoBasi pyHkuus

HanmeHnoBanue

OpFaHI/BaHI/IH OIJIaThI TpyHda MepcoHalia

Kox | E/01.6 VposeHs (110ypOBEHb) 5

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

KBaJTU(UKAITHA
OpuruHan X 3anMCTBOBAaHO U3 OpUTHHAJIA
Kong Peructpaumonusiii Homep
OpHUTHHAJA poeCCHOHATHHOTO
cTaHaapTa

Tpynossie nencTBUs

AHaJIM3 YCIENIHBIX KOPIOPATHBHBIX NPAKTUK MO OPTaHU3AlUU CHCTEMbI
OILTATHI TPY/A TIepCoHAa

Pa3pa60TI<a CHUCTCMBI OIJIATHI TPpyAa MEpCcoHala

dopMHpOBaHUE TUIAHOBOTO OrOKeTa (POHIA OIUIATHI TPYAa, CTUMYIUPYIOIINX
Y KOMIIEHCAIIMOHHBIX BBIILIAT

BHCIlpeHI/IC CHUCTCMBI OIIIAThI TPpyJda NCpCOHAJIA

HO}IFOTOBK& HpeHHO)KeHI/II\/'I 10 COBCPHICHCTBOBAHUIO CHUCTCMbBI OIUIATHI Tpyda
nepcoHaja

HeoOxonumelie ymeHust

CoCTaBIIATh U KOHTPOJIMPOBATH CTATHU PACXOJ0B HA OILIATYy TPYJa MepCoHala
JUTSI TTTAHUPOBAHUS OFOIKETOB U (DOHIOB
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[IpuMeHSTh  TEXHOJOTMM  MaTepHalbHOM  MOTHBAIMM B  YIpPaBICHUU
NIEPCOHAJIOM

PaBpa6aTI)IBaTI) KOHIECIIIHIO IMOCTPOCHUA MOTHUBAIIMOHHBIX Imporpamm
pa6OTHI/IKOB B COOTBCTCTBUU C LNCIIAMU OPraHu3aluiu

AHanu3upoBaTh  COBPEMEHHBbIE CHCTEMbl OIUIATBl M MaTepuaibHOU
(MOHETapHOI) MOTUBAIIMH TPYyAA JUIS LIeJIe OpraHu3anuu

AHanM3upoBaTh YPOBEHb OIUIATHI TPyAa MEpCOHANa MO COOTBETCTBYIOIIMM
po¢eCCHOHAIBHBIM KBATH(UKAIUSAM

[IpoBOANTH MOHUTOPHUHT 3apabOTHOM IIATHI HA PHIHKE TPYAa

AHann3upoBath (OPMBI MAaTEPUATBHOTO CTUMYJIHPOBAHUSA, KOMIICHCAIIMHA M
JBIOT B OIUIATE TPYyAa IIepCOHAlIa

Paborate ¢ MHPOPMALMOHHBIMUA CHCTEMaMH W 0a3aMM JaHHBIX 10 OIUIaTe
TpyZa IepcoHana

CocTaBisTh IPOTHO3bI PA3BUTHUS OILIATHI TPYyla IEPCOHAIIA

Co01r01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHUS

Heo0xoaumbie 3HAHUS

@OpMBI B CUCTEMBI 3apabOTHOM IIAThI, MOPSAOK COCTABICHHS OIOKETOB

Cuctembl, Mertoabl U (GOpPMBI  MaTE€pUAIbHOIO M  HEMaTepUATbHOTO
CTUMYJIMPOBAHHUs TPYya IIEpCOHAIA

TexHonoruu u MeTo bl (GOPMUPOBAHUS U KOHTPOJISI OFO/KETOB U (POHJIOB

[Mopsimox Tapudukanuu padboT M padOYUX, YCTAHOBJICHHS TOJDKHOCTHBIX
OKJIAJIOB, JIOIUIAT, Hal0AaBOK U KO3(PHUIIMEHTOB K 3apabOTHOM Iuiate, pacueTa
CTUMYJIMPYIOIIUX BBITLIAT

MeTtob1 OIIpCACIICHUA YNCIICHHOCTH pa6OTHI/IKOB

TapudHo-kBanupUKaIMOHHBIE CIPABOYHUKH paboT u mpodeccuit pabounx u
KBaIM()UKAIIMOHHBIE XapaKTEPUCTUKH JODKHOCTEH CITyKaIInuX

Mertoapl yueTa U aHajau3a rnokasaresieil mo Tpyay v 3apaboTHOI 1uiate

TexHomornu, METOAbl U METOJMKHU IPOBEACHUSA aHAIU3a U CUCTEMAaTU3aLUU
JOKYMEHTOB M WH(MOpMAIHN

Ka,[[I)OBaH IMNOJIMTHUKA U CTPATCTHUA OpTaHHU3allnN

CrpykTypa oOpraHM3allid ¥  BakKaHTHbIE JIOJDKHOCTH  (mpodeccun,
CHEINAIbHOCTH)

TpynoBoe 3aKOHOJATENBCTBO U MHBIE aKThl, COJAEpPIKAIINE HOPMBI TPYAOBOIO
npaBa

OCHOBBI HAJIOTOBOTO 3aKOHOAATeNIbcTBa Poccuiickont denepanun

3akoHogarenscTBO Poccuiickoit denepanuy o NepcoOHAbHBIX JaHHBIX

JloxaibHBIE HOPMATUBHBIE AKTHI OPraHU3aLMH, PETYIHPYIONIUE OIUIaTy Tpy/ia

OCHOBBI TEXHOJIOTHU IMPOU3BOACTBA U ACATCIIBHOCTU OpTraHU3allnn

OCHOBBI IOKYMEHTO000POTA U TJOKYMEHTAIIMOHHOTO 00eCTIeYeHUs

[Topsiiok 3akiitoueHust 10roBOpoB (KOHTPAKTOB)

OCHOBBI O6H.IeI>i 1 COIMAJIbHOM IMCUXOJIOTHUH, CONUOJIOTUHN U IICUXOJIOTUHN TPpyJda

HOpMLI OTHUKH JCIIOBOTO O6H.[CHI/IH

Bba3oBbie 0OCHOBBI HHPOPMATHKHU, CTPYKTYPHOE IMOCTPOECHUE MHPOPMALMOHHBIX
CUCTEM U OCOOEHHOCTH pabOThI C HUMU

HApyrue
XaPAKTCPUCTHUKHU

3.5.3. TpynoBasi pyHkuus

AJMUHUCTPUPOBAHNE NIPOLIECCOB U VpoBeHb

HaumeroBanne | JOKyMEHTOOOOPOTA MO BOIIPOCAM Kon | E/03.6 | (momyposenn) 6

OpraHu3aluy Tpyda U OIJIAThl IIepCcoHalIa KBannuKamn




IIpoucxoxnenue TpyaoBoit
¢byHKIAN
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Opurunan X 3aMMCTBOBAaHO U3 OpUTHHAJIA

Kon Peructpaunonusiii Homep
OpHUTrHHaNa MPOoQEeCCHOHANBHOTO CTaHapTa

Tpynoseie nencTBus

AHanu3 IpoLECCOB  JIOKYMEHTOOOOpOTa, JIOKAJIbHBIX JOKYMEHTOB IIO
BOIPOCaM OpraHU3ally OILIaThl U TPYyJa IepcoHana

OdopmiieHre JOKYMEHTOB 110 BOIIPOCAM OIUIATHI M TPYAA MepCcoHaIa

HOI[FOTOBKa HpCI[J'IO)KCHI/Iﬁ I10 BOIIpOCaM OIIAThI U Tpyaa II€pCoHaIa

[ToaroroBka mpemsioKEHUNM MO COBEPIICHCTBOBAHUIO CHUCTEMBI OIUIATHI M
OpraHu3alyy TpyJa nepcoHana

I[OKYMGHTaLII/IOHHOG n OpraHru3allMOHHOC COITPOBOKACHUC CUCTCMBI
OopraHm3alri 1 OIUIATEI TpyJda I€pCcoHala

[TonroroBka u 00paboOTKa 3ampocoB W yBEJOMJICHHH O paOOTHUKaxX B
rOCyJapCTBCHHBIC  OpraHbl, HPO(ECCHOHAIbHBIC COHO3BI U APYTHUe
NpeACTAaBUTCIIbHBIC OpraHbl pa6OTHI/IKOB y 10 CUCTEMaM OIlJIaThl u
OpraHu3aluK TPYAa IepcoHaa

COHpOBO)KI[GHI/Ie A0roBOpoOB Io OKa3aHHIoO KOHCYJIbTAllUOHHBIX,
HH(bOpMaI_[I/IOHHLIX yciayr 1o CHCTEMaM OIUIaTbl W OpraHu3aluu TpyAda
IIEpCOHAaJIa, BKIIIOYasa MPCABAPUTCIIbHBIC ITPOLUCAYPHI 110 UX 3aKIIFOYCHHUIO

HeoOxonumelie ymeHust

ObecneunBaTh JOKYMEHTALMOHHOE COMPOBOXK/ICHNE MEPOIPUSATHI 110 OIIaTe
Y OpraHM3aliy TpyJa IepcoHasa

O(l)OpMJ'ISITL AOKYMCHTBI II0 BOIIpOCaM OIUIATbl W OpraHu3anuu TpyAda
nepcoHalia, MpeaoCTaBIsACMBIC B rocyaapCTBCHHBIC OpraHsbl,
HpO(beCCI/IOHaHBHLIC COXO3bI U APYTUEC MPCACTABUTCIBHBIC OPIaHbl pa6OTHI/IKOB

AHaJII/I3I/IpOBaTI> HOPMATHUBHBIC W MCTOJAUYCCKHEC JOKYMCHTBLI IIO BOIIpOCaM
OIUIaThl U OpraHNU3aluu TpyJda NCPCOHAIA

Opranu3oBbIBaTh XpPaHCHHE IOKYMEHTOB B COOTBETCTBHH C TPEOOBaHUSIMHU
3akoHoAarenscTBa Poccuiickoit @Denmepauuu W JIOKaJbHBIMH  aKTaMU
OpraHu3aIu

Bectu YUCT U peruCTpaiuo JOKYMCHTOB B I/IH(I)OpMaI_II/IOHHLIX CHUCTEMAX U Ha
MaTCprAJIbHBIX HOCHUTECIIAX

PaGorats ¢ nH(MOpPMAIMOHHBIMU CUCTEMaMH U 0a3aMU JaHHBIX MO CHCTEMaM
OILJIaThl M OPTaHU3ALMU TPYAA [IEpCOHaNa

[Ipou3BoaUTE TpeABapUTENbHBIE 3aKYIMOYHBIE MPOIEAYphl U O(QOPMIISATH
COITYTCTBYIOIYIO JIOKYMEHTALIMIO 110 3aKJIFOUEHHUIO JT0TOBOPOB

Bectu nenoByto nepenucky

CO6J'IIO,I[aTI> HOPMBI OTUKHU JCJIOBOTO O6H_ICHI/I$I

HeoOxoaumeble 3HaHUSA

HOpSII[OK O(l)OpMJ'IeHI/Ifl, BCACHUA W XPAaHCHUA OOKYMCHTAIlMU IIO CHUCTEMaM
OIUIaThl U OpraHU3alluu TpyJda NCPCOoOHAIA

HopMaTuBHbIE mNpaBOBbIE aKThl, PETYJIUPYIOLIUE IpaBa U O0OSI3aHHOCTU
rOCYJapCTBEHHBIX OpPraHOB M OPTraHMU3alMU 110 IPEAOCTaBICHUIO YYETHOU
JOKYMEHTAUU

TCXHOJ'IOFI/II/I, MCTOAbI U METOAWKH IPOBCACHHA aHall3da U CHUCTCMAaTHU3allun
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanbHblE HOPMAaTHBHBIE aKThl OPraHU3alMH, PETYJIUPYIOUIUE MOPSIOK
OILIATHI, OPraHU3aLUU U HOPMUPOBAHHUS TPY1a

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCIIeYeHUs

[Mopsimox ¢dopmMupoBaHus, BeACHHUS OaHKa [aHHBIX M TPEAOCTABICHUS
OTYETHOCTH 110 CUCTEMAaM OIUIAaThl U OpraHU3alK TPy/Ja MepcoHana

TpynoBoe 3aKOHOAATEIBCTBO M MHBIE AKTHI, COJAEPKALINE HOPMBI TPYIOBOTO
npasa
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OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATUBHBIE ITPAaBOBBIE AKTHI
Poccuiickoit denepanuu, B 4acTU BEACHUS TOKYMEHTALMH 10 EPCOHAIY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit deneparuu

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHaibHbIX TaHHBIX

[Topsa 10K 3aKIIF0OUEHUS T0TOBOPOB (KOHTPAKTOB)

[lopsnok  mpoBeneHuss — 3aKylNoOYHBIX — OpOUEnyp U
CONYTCTBYIOIIEH JOKYMEHTAIMU

odopMIIeHUS

Hopwmbl 3THKH 1€710BOTO OOIIICHUS

bazoBbie 0OCHOBBI HHPOPMATUKHU, CTPYKTYPHOE TOCTPOCHNUE HHPOPMALMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

HApyrue
XapaKTCPUCTHKU

3.6. O0001meHHas TpynoBasi GyHKIUSA

HeﬂTeJ’ILHOCTb 110 OpraHu3anuu YpoBeHb
HaumMeHOBaHMe N N Kon F 6
KOpHOpaTuBHON COLIMAJIBHOU ITOJIMTUKHU KBaHH(bHKaHHH
IIpoucxoxaeHue
0000IIIEHHON TPYI0BOI Opurunan X 3arMCTBOBAHO U3 OpUTHHAJIA
GbyHKIUN
Kon PerucrpanunoHHbIii HOMeEp
opurMHaa po¢heCCHOHATHLHOTO
CTaHjapra

Bo3moxxHbie
HaVMEHOBaHUS
OKHOCTEH,
npodeccuit

Crienanuct 1o coluanbHbIM IPOrpaMMaM

Crneuuanuct 1o padbore ¢ npeAcTaBUTEIbHBIMUA OpraHaMyu paOOTHUKOB
Crienanuct no KOprnopaTUBHON COLMAIBHOM IMOJIUTHKE

Crneuuanuct o nepcoHany

MeHekep 110 epcoHaIy

TpeboBanus k
00pa30BaHUIO U
00y4EeHHIO

Bricmiee oOpa3zoBanue

JlononaurensHOe podeccCuoHaIbHOe 00pa3oBaHUE — MIPOTPAMMBI
MpoeCCHOHAIBHON TTEPENOATOTOBKH U TIPOTPAMMBI TTOBBIIIICHHS
KBaJTM(UKAIMK B 00JIACTH COITMAIBHBIX TPOrpaMM

TpebGoBaHUs K OIBITY
MPAaKTUYECKON pabOThI

Oco06ble ycrnoBus
Jorycka K pabote

Hpyrue

XaPAKTCPUCTHUKHU

JlOnOIHUTENBHBIE XapaKTEPUCTUKH

HanmenoBanwne 6a30B0ii TPYIIIHI, TOKHOCTH
HaunmenoBanue nokymeHnTa Kon
(mpodeccun) wim cenuanTbHOCTH

OK3 2412 CrniennanucTsl MO KaapaMm U npodopueHTauu

3423 CrienanucThbl KaJIpoBbIX CIYXK0 U yUpexkIeHUH 3aHATOCTH
EKC - Crenuanucr 1no Kajapam

- Menemxkep 1o nepcoHany
OKIIATP 27755 | DKOHOMHUCT IO TPYIY
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22956 | MHCTIeKTOp 110 Kaapam

OKCO

3.6.1. TpynoBasi pyHkumsi

Pa3paboTka KopropaTUBHON COIMATBLHOM Ypoenb
HaumeHoBanue | ooy Kox | F/01.6 | (momyposens) 6
KBaTH(pUKAIAN

IIpoucxoxaeHue Tpya0BOU
GbyHKIUN

Opurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
Kon PerucrpanunonHbiii HOMep
OpuUrvHaja po¢eCCHOHATHHOTO
CTaHzaapTa

Tpynoseie nencTBus

AHaiu3 yCHEIIHbIX KOPIOPAaTUBHBIX MPAKTUK 10 OpraHU3alud COLMAIbHOTO
IapTHEPCTBA, COLIMAJILHOM OTBETCTBEHHOCTH U COLMAJIBHBIX IPOTrPAMM

Pa3paboTka KOpropaTUBHBIX COLUATBHBIX IPOTrPAMM

Pa3pa60TKa CUCTCMBI BBIILJIAT pa6OTHI/IKaM COLIMAJIBHBIX JIBI'OT

Opranusanus IMeperoBOpoB C MPOPECCHOHATBHBIMU COIO3aMU W JIPYTHMH
NPeICTaBUTEIIbHBIMU OpraHamu pabOTHHUKOB, OOIIECTBEHHBIMH
OopraHu3anusiMu, B3aHMOHeﬁCTBH€ C roCyaapCTBCHHBIMU OpTraHaMiu

[TonroroBka mpemioxkeHH 1o (opMupoBaHUIO OrOJKETa B  YACTH
obecrieueHust KOPIOPaTUBHON COLMATIBEHON TTOJIUTUKHI

HeoOxonumelie ymeHust

OHpe,I[eJ'IHTB OCJICBBIC I'pYIIIbI IIepCcoHaIa JJIA pa3pa60TKH
CIICHHUAJIM3UPOBAHHBIX CONUAJILHBIX IIPOrpaMMm

JoBonuTe MHGOPMAIMIO O CONMAIBHBIX IMPOTpaMMax /0 LEJIEBBIX TPYII
IIEPCOHAJIA C UCIIOJIb30BAHMEM MHCTPYMEHTOB BHYTPEHHUX KOMMYHUKALUN

OnpenensiTb KpUTEPUU U YPOBHH YAOBIETBOPEHHOCTH IIEPCOHAIIA

Hcnonws3oBaTh MaTCpHaJIbHBIC W HEMATCpHUAJIbHBIC CHCTCMbI, MCETOJAbBI H
(I)OpMBI MOTHUBAIUU B YIIPABJICHHUU IIEPCOHATIOM

Onpenenarb 00BEMBI CPEACTB MJIsi peaiu3allii  COIMAIBHBIX TapaHTHUH,
KOPIIOPAaTUBHBIX JIbTOT M MHBIX 3JIEMEHTOB KOPIOPATHBHBIX COLMAIBHBIX
nporpamm A GopMHUpPOBaHUSI OI0JIKETOB

CocCTaBisTh U KOHTPOJIUPOBATHL CTATbH pACXOA0B Ha COLUAJILHBIC ITPOTPaMMBbI
JJI TINTAaHUPOBAHU A 6IOJI)K€TOB

HpOI/I3BOI[I/ITL MNpEABAPUTCIILHBIC 3aKYIIOYHBIC TIPOLECAYPBI U O(I)OpMJ'IeHI/Ie
COHYTCTBYI-OHIGI\/'I JOKYMCHTAUWH 110 3aKJITIOYCHUIO TOT'OBOPOB

CO6J'IIOI[8.TB HOPMBI 5TUKH JCJIIOBOT'O O6IJ.[CHI/I$I

HeO6XOL[I/IMI>Ie 3HaHUA

HOpHI[OK N METOABI pa3pa60TKI/I IUIaHOB U MPpOTrpaMM COLUAJIBHOI'O Pa3sBUTHUA
OopraHu3aln

MeTtonpl aHanM3a BBITOJHEHUS COLMANBHBIX IPOrpaMM M ONPEIEIICHUS HX
HKOHOMHUYECKOH 3D PexkTUBHOCTH

Cucrembl, Mmeronbl W (OPMBI  MaTE€pUATbHOTO U HEMaTepPHAILHOIO
CTUMYJIMPOBaHHUs TPYy/1a IIEpCOHAIA

TexHomoruu 1 METOIbI (bOpMPIpOBaHI/ISI H KOHTPOJIA 6IOII)KCTOB

Metonsl  TpOBENEHUS  COIMOJOTHYECKHX  HMCCIEJAOBAaHUN,  H3YYCHHUS
0OIIIECTBEHHOTO MHEHUS

TexHonornuu, METOABI U METOJMKHA MPOBEACHUS aHAIM3a U CUCTEMATHU3ALIMHU
JOKYMEHTOB ¥ HH(GOpMAITIH

[Mopsimox ~ mpoBeneHUss ~ 3aKyMOYHBIX  Tpoleayp U odOpMIICHHS
CONYTCTBYIOIIEH JOKYMEHTAIUU
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OCHOBBI IPOM3BOICTBEHHOM JIEATEITLHOCTH OpraHU3aluN

OcHOBBI 00IlIEHl M CONMAILHOM IICHMXOJIOTHM, COIMOJIOTMHM M TICUXOJIOTHH
Tpyna

CtpykTypa, 1enH, CTpaTerus U KaJpoBasi MOJIUTHKA OpraHU3aluu

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKThI, COAEPIKAIINE HOPMBI TPYIOBOTO
pasa

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibcTBa Poccuiickoit deneparuu

HopMaTuBHbIE MpaBOBBIE aKThl, PETYIUPYIOLIUME IIpaBa M OO0S3aHHOCTH
TOCY/IapCTBEHHBIX ~ OPraHOB, TNPOPECCHOHANBHBIX COI30B U  JIPYTHX
[IPEJICTAaBUTENIbHBIX OpPraHOB pabOTHUKOB

3akoHo 1atenbeTBO Poccuiickoit denepaninu 0 MepCOHATbHBIX JaHHBIX

JlokanpHble HOPMAaTHBHBIE AKThl OpPraHU3ALMM, PETYIHPYIOLIUE MOPSAI0K
(hOpMUPOBAHUS COITMATLHON MOJIUTUKH

OcHoBBl TIpaBoBOro perynupoBanust Poccuiickoit ®enepanuu mnopsiaka
3aKJIFOYEHHUHU JOrOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH 1€7I0BOTO OOIICHUS

ba3oBbie 0OCHOBBI HH)OPMATHKHU, CTPYKTYPHOE MOCTPOCHHE HH(OPMAIIMOHHBIX
CHCTEM B OCOOCHHOCTH pabOThl C HUMHU

Apyrue

XaPAKTCPUCTHUKHU

3.6.2. TpynoBasi pyHkuus

HanmeHnoBanue

[Ipoucxoxaenue TpyaoBon

GbyHKIUN

Peanusanus kopnopaTuBHON COLMAIBHON YpoBeHb
MOJUTUKU Kon | F/02.6 | (momyposens) 6
KBaTH(PHUKAIAN

TpynoBsie 1eHCTBUS

Opurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
Kon PerucrpanunoHHbIii HOMeEp
OpHUTHHaIa po¢eCCUOHATIHHOTO
cTaHaapTa

BHenpenne KOpnopaTMBHBIX COLMAJBHBIX MpOrpaMM, B TOM YHCIE IO
COLIMATILHON MOAJIEPKKE OTAETIBHBIX TPYI PAOOTHUKOB

Peanuzamusi cucteMbl COLMANBHBIX JIBIOT, BHIIIAT PAOOTHHKAM C y4E€TOM
TpeboBaHuil 3akoHOIaTeNbCcTBa Poccuiickoit deneparu

OneHka yAOBIETBOPEHHOCTH TI€PCOHANIa KOPIOPATUBHOM  COIMAIBHOM
MOJIUTHUKOMN

Onenka dS(QQPEeKTUBHOCTH MEPONPUATUN  KOPMOPATUBHOM  COLMATIBHOU
MMOJIMTUKH

IToaroroBka mNOpemIOKEHUM MO  COBEPLICHCTBOBAHUIO  MEPOIPHUATHI
KOPIOPAaTUBHOW COLMAIbHOW ITOJIUTUKU

[ToaroroBka mpennokeHuil mo (GOPMUPOBAHUIO OOJKETa Ha peaTr3aluio
KOPIOPATUBHOM COIMATIBLHOM MOJUTUKHU U COLMATIbHBIX TPOTPaMM

Heo6xoaumeie ymeHust

PaccunThiBaTh 3aTpaThl Ha MPOBEIEHUE CHEIMATM3HUPOBAHHBIX COLMATBHBIX
porpamm

[IpoBOUT, MOHHUTOPUHT YCIEUIHBIX KOPIOPAaTHBHBIX COLIMAJIBHBIX
porpamm

[IpoBoauTs MeponpusATHS B COOTBETCTBUM C KOPIOPATUBHOW COLIMAIBHOMN
HOJIUTUKOM

OHpCI[CJ'IHTL O CJICBBIC TPpYIIIbI nepcoHalia JJIsL CO3aaHus
CIICHUAIIM3UPOBAHHBIX CONUAJIBHBIX ITPOrpaMm




HeoOxoaumeble 3HaHUA
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OnpenensiTh KPUTEPUH U YPOBHH YAOBIETBOPEHHOCTH MEPCOHANA

Onpenensats 3QPEKTUBHOCTD MEPONPUATHI peann3yeMoil KOpIOpaTHBHOM
COLIMAJILHOW MOJINTUKU

OpranuzoBbiBaTh  B3aMMOACHCTBME C TOCYJapCTBEHHBIMM  OpIraHaMU,
npo¢eCCHOHATIBHBIMU COI03aMU M APYTMMH IPEACTaBUTEIbHBIMU OpraHaMu
pabOTHUKOB, OOLIECTBEHHBIMH W HWHBIMH OpPTaHU3ALUSMH IO BOIPOCAM
pean3aliy KOPIOPaTUBHON COLIMAIbHON MOJUTUKA

AHaIM3upoBaTh PBHIHOK YCIYr IO COLMAIbHBIM M CIELUATM3UPOBAHHBIM
IIPOrpaMMaM COLIMAJIbHOW IMOAJEP/KKH WICHOB LEJIEBBIX I'PYII M FOTOBUTH
IIPEJIOKEHUS 110 UX ITOCTABIIMKAM

[Tpon3BoanTh mpeaBapUTENIbHBIE 3aKyNOUYHbIE MPOLEAYPbl U 0GOPMIIAThH
COIYTCTBYIOIIYIO JOKYMEHTALUIO [10 3aKIYEHUIO JOTOBOPOB

Co0maroaaTh HOPMbI TUKH JI€JI0BOTO OOLIEHHUS

Bonpocs! ynpasieHus COLMaIbHBIM Pa3BUTUEM OpraHU3ALMU

Metoapl aHanu3a BBIIOJIHEHUS KOPIOPAaTUBHBIX COLUAJIBHBIX IPOrpaMM U
OTIpeIeNIeHuUs] X YKOHOMUYECKO# 3¢ hekTuBHOCTH

Cucrembl, MeToapl, (OPMBI MaTEPUAILHOTO M  HEMaTepUaIbHOIO
CTUMYJIMPOBAHUs TPy/a IEPCOHAA

Meroasl  NpPOBENEHHsS  COLMOJOTMYECKMX  MCCIENOBAHMM,  W3Yy4eHUS
00I11€CTBEHHOI'O MHEHUS

TexHOJI0rnH, METOBI U METOJMUKHU ITPOBEACHUS aHAIN3a U CUCTEMAaTHU3ALUH
JIOKYMEHTOB M HH(pOpMaLUU

HopmartuBHble 1NpaBOBbIE aKThl, PEryjIMpyIOIIME MpaBa U OO0S3aHHOCTU
rOCYyJapCTBEHHbIX OpPraHoB, NPOPECCHOHATIBHBIX COI30B M  JIPYIHX
[IPEJICTABUTEIIHBIX OPraHOB pAaO0OTHUKOB IO MPEAOCTaBICHHUIO YYETHOU
JOKYMEHTaluu

[Topsimox  mpoBemeHUs  3aKyNOYHBIX  Hpomeayp ©u  ohOpMIICHUS
COIIYTCTBYIOILEH JOKYMEHTaluU

CtpykTypa, 1enu, CTpaTerus U KajpoBasl IOJIUTHKA OpraHUu3aluu

OcCHOBBI IPOM3BOJCTBEHHOMN AESITEIBHOCTH OpraHU3aluu

OCHOBBI 00IICH W COIUAJIBHON IICHXOJIOTUH, COIIMOJOTMH U IICHXOJIOTUH
Tpyna

TpynoBoe 3aKOHOIATENBCTBO U MHBIE AKThI, COAEPKAILNE HOPMBI TPYIOBOIO
pasa

OCHOBBI apXMBHOT'O 3aKOHOJATENbCTBA M HOPMATHBHBIE MPABOBBIE AKThHI
Poccuiickoii denepanuu, B 4aCTH BEACHUS JOKYMEHTALMU 110 IIEPCOHAILY
OCHOBBI HAJIOTOBOTO 3aKOHOAATENIbCTBA Poccuiickon denepanun
3akoHozaarenscTBO Poccuiickoit denepannu o NepcoHaNbHBIX JaHHBIX
JlokanpHblE aKTBl OpraHMU3allMU, PEryJUPYIOIIME IOPSJIOK BHEIPEHUS
COLIMAJIbHOU ITOJIUTUKHU

[TopsiioK 3aKITIOYEHUS T0TOBOPOB (KOHTPAKTOB)

HopMmbl 3THKH A€T0BOTO 0OLIECHHS

baszoseie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOEHUE
UH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl ¢ HUMH

Jlpyrue xapakTepucTHUKH -
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3.6.3. TpynoBasi pyHKIUs

AJIMUHHCTPHUPOBAHUE IIPOLIECCOB U YpoBeHb
HammenoBanne | JOKyMEHTOOOOPOTA MO BOIIPOCaM Kox | F/03.6 | (moayposens) 6
KOPIOPATUBHOM COIMATIBLHOMN MTOJTUTUKHI KBaHQUKALII

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

OpuruHan X 3anMCTBOBAHO U3 OpUTHHAIA

Kong Peructpanuonssliii HoMep
opuruHasia mpo)eCCHOHAIBHOTO CTaHIapTa

TpynoBsie nercTBUs

AHaian3 TOPOLECCOB JIOKYMEHTOOOOpOTa, JIOKAIbHBIX JIOKYMEHTOB IIO
BOIIPOCaM KOPHOPATUBHON COLUAIBHON MOJUTHKH

JlokyMeHTanmonnoe oopmMiieHHE Pe3yJIbTaTOB KOPIOPATUBHOM COIUAIBHOMN
MOJIUTUKHU

[ToagrotroBka NpEeMIOKEHUNH 10 PA3BUTUIO KOPHOPATUBHOW COLIMAIBHON
MOJIUTUKHU

[ToaroToBka pe3ynbTaToOB aHAJIM3a COOTBETCTBUS KOPIOPATUBHOM COLMAIbHON
NOJIUTUKKA TpeOOBaHUSAM 3aKoHojarenbcTBa Poccuiickont @Penepauuu U
YCIIOBUSIM PbIHKA TPYAA

JIOKyMEHTallMOHHOE W OpPraHU3allMOHHOE CONPOBOXKICHUE MEPONPUITHIA
KOPIIOPATUBHON COLUAIBHOM MOJTUTHKH

[MonroroBka u 00paboOTKa 3ampocoB W YBEIOMJICHHHA O paOOTHUKaX B
TOCYJapCTBEHHBIE  OpraHbl, TNPO(ECCHOHANbHBIE COIO3BI M JApYTue
MMpEaACTAaBUTCIIbHBIC OPraHbl pa6OTHI/IKOB 110 BOIIpoCamM COHHaHLHOﬁ IIOJIMTUKH
B OTHOIIICHHUH TIEPCOHANA

ComnpoBOXKJIeHHE  JIOTOBOPOB IO  OKAa3aHWIO  KOHCYJBTAIIMOHHBIX U
MH(GOPMALIMOHHBIX YCIYT IO MEpOMPUATUSAM KOPIOPATUBHOW COLMAIBHOM
MOJIMTUKH, BKIIIOYAs PEABAPUTEIbHBIE IPOLEAYPHI IO UX 3aKIHOUYEHUIO

HeoOxonumelie ymeHust

OdopMasaTe JOKYMEHTHI 1O BOMNpPOCAM KOPIOPAaTHUBHOM  COLIMAJIbHOM
MIOJINTHKH, [IPEIOCTaBIIsIEMbIE B roCyZapCTBEHHBIE OpraHsl,
IPEJICTaBUTENIbHBIE OPraHbl pAOOTHUKOB

AHanu3upoBaTh MpaBuiia, HOPSAKH, MPOLEAYPbl KOPIOPATUBHONW COLMANIBHOM
MOJIUTUKU

OObecneunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHUE COIMATIBHOMN MOJUTHKH B
OTHOUICHUH TIepcCoHala

OpraHu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPeOOBAHUSAMHU
apXMBHOI'O 3aKOHojaTenbcTBa Poccuiickon @exepanuu M JOKaJIbHBIMHU
aKTaMW OpraHu3aluu

[IpousBonuTe mnpeaBapuUTEIbHbIE 3aKYNOYHBIE MPOLEAYPHl U OQOPMIATH
COIYTCTBYIOIYIO JOKYMEHTALUIO I10 3aKIYEHUIO JOTOBOPOB

Paborare ¢ nHpOpMaMOHHBIMU cHCTEMaMH M 0a3aMH JIaHHBIX 10 BOIPOCAM
COLIMAJILHOW MOJINTUKY B OTHOIIEHHUHU NIEPCOHAIIA

Bectu yder u perucrpanuio J0KyMEHTOB B MH(GOPMAIIMOHHBIX CHCTEMax U Ha
MaTepUAIbHBIX HOCUTEIIAX

Bectu ACJIOBYIO IMEPCIHUCKY

Co0r01aTh HOPMBI DTHKH JIEJIOBOTO OOTIICHUSI

HCO6XO,Z[I/IMLIC 3HaHUA

HOp}IIIOK O(I)OpMJ'ICHI/ISI, BCACHUA U XpaHCHUA NOKYMCHTAIIUU I10 COLIMAJIbHOM
IMMOJIMTUKE B OTHOIICHUHU IICPCOHATIA

HOpHIIOK (bOpMI/IpOBaHI/ISI, BCACHUA OaHKa AAaHHBIX W NPCAOCTABJICHUA
OTUYCTHOCTH I10 BOIIpOCaM COHI/I&J’IBHOﬁ IMOJIMTUKU B OTHOIICHWHU IIEPCOHATIA
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TexHONMOrMK, METOABI U METOJUKH IPOBEICHUS AHAIU3a U CHUCTEMAaTU3ALUN
JOKYMEHTOB M HH(OpMAIUU

OCHOBEI I[OKYMGHTOO6OPOT8, U JOKYMECHTAITUOHHOI'O obecneyeHus

[lopsimoxk  mpoBefeHMsT — 3aKYNOYHBIX — Mpoueayp 4 OQOpPMIICHHS
COIIYTCTBYIOILEH TOKyMEHTalluu

CrpykTypa oOpraHu3alud W  BakaHTHbIe  JOJDKHOCTH  (mpodeccun,
CHEINAILHOCTH)

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKTHI, COAEPIKAIINE HOPMBI TPYJOBOIO
pasa

OCHOBBI apXMBHOI'O 3aKOHOJATEIIbCTBA M HOPMATHUBHBIE IPABOBHIE aKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALMU IO IEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBa Poccuiickoit deneparuu

HopmatuBHbIE mNpaBOBbIE aKThl, PETYIHPYIOIIUME TpaBa H OOSA3aHHOCTU
rOCYy/IapCTBEHHBIX  OPraHoB, MPOGECCHOHANBHBIX COI30B U  JAPYrUX
NPEJCTaBUTEILHBIX OPraHOB PAa0OTHUKOB 10 MPEIOCTABICHUIO YYETHOH
JIOKYMEHTaluu

3akoHogarenbcTBO Poccuiickoit denepalinu o nepcoHanbHbIX JaHHBIX

JlokanbHbIC HOPMATUBHBIC AaKTbl OpraHU3aluy, peryjaupyromue IMnopaaoK
BHCOPCHUA KOpHOpaTHBHOfI COHHaJILHOfI IMOJIMTUKH U COOUAJIBHBIX IPOrpaMm

[Topsiiok 3aKiit0oueHus J0roBOpoB (KOHTPAKTOB)

Hopwmbl 3THKH 1€710BOTO OOIIEHUS

bazoBbie 0cHOBBI HHPOPMATHKH, CTPYKTYPHOE TIOCTPOCHNE HHPOPMALTHOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

HApyrue
XapaKTCPHUCTUKHU

3.7. O6001eHHast TPYAOBas (PYHKIHSA

HayMeHOBAHNE OHepaHI/IOHHOG YIIpaBJICHUEC IICPCOHAIIOM U Kox G YpOBeHb 7
noapasacjieHueM opraHu3anuu KBaJTU(PUKAITHA
IIpoucxoxneHue
0000IIIeHHON TPYI0BO Opurunan X 3arMCTBOBAHO U3 OpUTHHAJIA
GbyHKIUN
Kon Perucrpannonnsiii Homep

OpurruHajia HpO(l)eCCI/IOHaJILHOFO cTa”HJgapTa

Bo3moxubie
HaMMEHOBaHUS
JTOKHOCTEH,
npodeccuit

PykoBoauTens CTpyKTYpHOTO MOIpa3ieeHUs
HauanpHuK CTpYKTYpHOTO MOAPA3ACICHHS

TpeGoBanus K
00pa3oBaHUIO U
00yUYeHUIO

Bricuiee oO6pa3oBaHue — crieliMaIUTET, MarucTparypa

JlononaurensHOe TpodecCuoHaIbHOE 00pa30BaHUE — IPOrPaMMBI
npodecCHOHATBLHOM MEePEenoAroOTOBKH B 00JaCTH YIIPABICHHS IEPCOHATIOM,
ONEpaOHHOI'O U TAKTHYCCKOI'O YIIPABJICHHA, ITPOIrPpaMMBbI ITOBBIIIICHUA
KBaJM(HUKAIMK B O0JIACTH YIIPaBJIEHUS IIEPCOHAIOM, OTIEPALIMOHHOTO U
TAKTHUYCCKOI'0 YIIPaBJICHUA

TpeGoBaHUs K ONBITY
MPAKTUYECKON pabOThI

He menee nsitu neT B 0651aCTH yIpaBiieHUs! IEPCOHAIOM

Oco0Oble ycrmoBus
J0IycKa K pabore

Apyrue
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‘ XapaKTePUCTHKU

I[OHOJ'IHI/ITGJ'H:HBIC XapaKTCPUCTHUKHU

HaumenoBanue nokyMmeHnTa Konx

HanmeHoBanue 6a30BOil IpYIITbL, JODKHOCTH
(mpoceccun) wim crienuanTbHOCTH

OK3

1232 PykoBoauTenu noapasaesneHuii (Ciryx0) yrnpaBieHus
KaJIpaMy ¥ TPYJOBBIMU OTHOIICHUSIMU

EKC

- HavanbHuk oTaena kaapos

- HavanpHuk OTAcJIa OpraHru3ali U OIUIaThl TpyJda

- HauanpHuk OTACJIa MOATOTOBKH KaJIpOB

- HavanpHuk OTACIa COUUAJIBHOI'O pa3BUTUSA

3aBeyronuil (Ha4aaIbHUK) OTACIIOM KaJIpOB

OKIIJTP

24063 | MeHemxep 1Mo mepcoHany

3.7.1. TpynoBas pyHKIus

Pa3paboTka cuctembl OneparuoOHHOTO YpoBeHb
Hanmenosanue | yIpaBJIeHHS IEPCOHATIOM U pabOTHI Kox | G/01.7 | (momyposens) 7
CTPYKTYPHOT'O MOAPA3AEIICHUS KBaHQUKAHT

[Ipoucxoxaenue TpyaoBon
GbyHKIUN

Opurunan X 3anMCTBOBAHO M3 OpUTHHAIA

Kon Perucrpannonusiii Homep
opuruHaia mpo)eCCHOHAIBHOIO CTaHIapTa

TpynoBbie neicTBuUs

Ananuz YCHCUIHBIX KOPIIOPATHBHBIX IPAKTUK IO BOIIPOCAM CTPATCTHYCCKOI'O
N OIICPATHBHOI'O YIIPABJIICHUA IICPCOHATIOM OpraHU3alun

ITocranoBka OIICPATUBHBIX ueneﬁ 110 BOIIPpOCaM YIIPAaBJICHUS ICPCOHAIIOM

Pa3zpaboTka miaHoB, mporpamMm U Mpoueayp B YIPABICHUH MEPCOHATIOM

Pa3zpaboTka mpeniokeHui Mo CTpYKType MOApa3JesieHUus] U MOTPeOHOCTH B
HepCOHae

Pa3zpaboTka mpemnokeHuil mo oOecreyeHHIo MepCcoHaIoM, (POPMUPOBAHUIO
CUCTEM OIIEHKH, pa3BUTHUS, OIUIATHl TPYyAa, KOPHOPATHBHBIM COLMAIbHBIM
nporpaMMam M COLIMaIbHOM MOIUTHKE

Pa3pabotka mnpemioxenuid o 3arpatax U (QOpPMHpPOBAHHUIO OIO/KETa Ha
nepcoHal

Pa3zpaboTka mnpeuiokeHH MO 3aKIIOUYEHHIO JIOTOBOPOB M0 YIPaBJICHUIO
IIEPCOHAJIOM C IIOCTABUIMKAMM YCIYI W IIPOBEICHHE IIPEABAPUTEIBHBIX
IIPOLIEYP I10 UX 3aKIIFOUECHHIO

HeoOxonumelie ymeHust

OpraHu30BbIBaTh padOTy NEpPCOHANIA CTPYKTYPHOIO OAPA3ACIICHUS

OnpenensaTh 3a7ayul MEepCOHaa CTPYKTYPHOIO MOAPA3JENECHUs, HUCXOAS W3
1eJIel U CTpaTeruu OpraHu3aluu

Co3maBaTh M OIMCHIBATH OPTaHU3ALMOHHYIO CTPYKTYpy, LEIW, 3aJadH,
(GYHKLIUHU CTPYKTYPHOT'O OJpa3IeIICHUS

[IpruMeHsATP  METOABI  YNPABJIEHUS  MEXKIUYHOCTHBIMA  OTHOILICHHSIMU,
dbopMUpOBaHUS KOMaHI, pa3BUTHUS JHJIEPCTBA U  HCIOIHUTEIHHOCTH,
BBISIBJICHUS TaJJAHTOB, ONIPECIICHHS YIOBICTBOPEHHOCTH PabOTO

OHpCI[CJBITL, AHAJIM3UPOBATL, MOACIUPOBATL W BBICTPAMBATL BHYTPCHHHC
KOMMYHUKaIIWUW II€pCOHAIA

Pa3zpabaTpiBaTh MPOEKTHBIE MPEATOKEHUS U MEpONpUATHS 1O d(HHEKTHBHON
pabote nepcoHana
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BHeapsTh cTpaTeruio mo yrnpasieHUIO TIEPCOHATIOM

CocraBisATh, pacCuMThIBaTh, KOPPEKTHPOBaTbH M KOHTPOJIUPOBATH CTaTbU
pacxoJOB Ha MEpCOHaN, pa3padaThiBaTh IPEJIOKEHUS IO 3arpaTaM Ha
nepcoHa it (OpMHUPOBAHUS OIOKETA

HpC,I[CTaBJ'IHTB HHTEPECCHI OpraHu3anvun u BECTHU IEPETOBOPLI C
HpO(beCCI/IOHaHBHbIMI/I COK03aMH U APYIrUMH HNPCACTABUTCIIbHBIMU OpraHaMu
pa6OTHI/IKOB, BSaHMOHeﬁCTBOBaTB C roCyaapCTBCHHBIMU OpraHHU3alsIMU

Ananu3upoBaTh HMH(OpMAIMIO IO TOCTaBIIMKAaM YCIyr B o0xactu
yIpaBJIEHUs IEPCOHAJIOM U IO YCIOBHUSAM 3aKIH0YaEMbIX JOTOBOPOB

[Ipou3BoauTs TpeaBapUTENbHBIC 3aKYIOYHBIE MPOLUEAYPHl U OPOPMISATH
COIYTCTBYIOIYIO JOKYMEHTALHUIO [10 3aKIYCHUIO JOTOBOPOB

Paborath ¢ nHpOpPMAITMOHHBIMU CHUCTEMaMU M 0a3aMH JJAHHBIX 10 BOIIPOCaM
YIIPaBJIEHUS IIEPCOHAIIOM

OpI‘ AHU30BLIBATH U ITPOBOAWUTH KOPIOPATUBHBIC MCPOIIPUATUA C IICPCOHATIOM

Co0:1r01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHUS

Heo0Oxoaumbie 3HAHUS

Mertoapl, criocoObl 1 MHCTPYMEHTHI YIPABJICHUS IEPCOHATIOM

HCJ'II/I, CTpaTerus pa3BUuTuAg U OusHec-IIaH OpraHu3anu

[TonmuTrka ynpaBieHHs IEPCOHATIOM OpTraHU3aliu

Mertoanl aHanM3a KOJIUYCCTBEHHOIO U Ka4YSCTBCHHOI'O COCTaBa nepcoHajia

CucreMsbl cTaHAAPTOB MO OU3HEC-TIpolIeccaM, MPodeccrsiM, HOpMaM TpyAa

Cucrembl, Meroabl U (OpMBI MaTepUAIbHOIO M  HEMATEPUAILHOTO
CTUMYJIMPOBaHUs TPyAa IIEpCOHAIA

TexHomornu U METOIbI YOPMUPOBAHHS U KOHTPOJISI OIOKETOB

[lopsimok  mpoBefeHHMs  3aKyNOYHBIX  mpoueayp M odopmieHus
COILYTCTBYIOILEN JOKYMEHTaluU

OCHOBEI HpOPISBOI[CTBGHHOﬁ ACATCIIbHOCTHU OpPraHru3aliin

OcHoBBI 0O0IIEH M COIMAIBHOM ICHUXOJOTHH, COLIMOJIOTMH U TICUXOJOTUU
Tpy/la, SKOHOMHUKH TpyJia, 0€30MaCHBIX YCIOBUM TPYia

CrpykTypa opranuzanuu

TpynoBoe 3aKOHO/IATENbCTBO U MHBIE AKThI, COJAEPIKAIINE HOPMBI TPYI0BOTO
npaBa

OCHOBBI apXWBHOTO 3aKOHOJATEIHCTBA M HOPMATHBHBIE IPABOBHIE AaKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUSI JOKYMEHTALIMU 11O IEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATeNIbcTBA Poccuiickoi denepanun

OcCHOBBI MHIPAaLIMOHHOTO 3aKoHonaTenbcTBa Poccuiickon ®Penepanuu, B
YacTU MPUBJICYEHUS U TPYAOYCTPOMCTBA MHOCTPAHHBIX TpakJaH U Jull Oe3
I'PA’KIaHCTBA

OCHOBEI AAMUHUCTPATUBHOI'O 3aKOHOAATCIbLCTBA B obOnacTu YIIpaBJICHUA
MEPCOHAIOM U OTBETCTBECHHOCTH JOJDKHOCTHBIX JIUI]

3akonomarenbcTBO Poccuiickoit @expepanuu MO 3alIUTe MEPCOHATBHBIX
AHHBIX

JlokanbHbIE HOPMATUBHBIC AaKTbl OpraHu3aluid B oOJactu YIIpaBJICHUA
IEPCOHATIOM

[Topsiiok 3akiI0ueHuUs JOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOT'O O6H_ICHI/I${

baszoBsie OCHOBBI MH(OPMATHKH, CTPYKTYpHOE IIOCTPOEHHE
UH(OPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl C HUMH

Jpyrue xapakTepucTuKu
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3.7.2. TpynoBasi pyHKIUSA

Peanu3zanus onepalluOHHOTO YIpaBJIeHUs YpoBeHb
Hanmenosanne | IIEPCOHAIOM U pabOTHI CTPYKTYPHOTO Kox | G/02.7 | (momyposeHs) 7
oApa3AeiICHUs KBATH (UKL

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

TpynoBbie neicTBUS

Heobxonumelie ymeHus

Heo0xomuMele 3HaHNS

OpuruHan X 3anMCTBOBAHO U3 OpUTHHAIA

Kong Peructpanuonssliii HoMep
opuruHasia mpo)eCCHOHAIBHOTO CTaHAapPTa

[TnanupoBaHue OesSTEIBHOCTH MOAPA3ICICHUS U IepCcoHalIa

OmnepatruBHOE yIpaBlieHHE IEPCOHAIOM MOAPa3AeICHUS OPraHU3aluU

Pacuer 3atpar mo moApa3[eNeHuI0 W TMOATOTOBKA NPEIIONKEHHH s
dbopmupoBaHus Or0KETA

Pa3paboTka cTaHIapTOB MAEATENBHOCTH MOJpa3fefieHuss M yHUpHUKAIUSL
IIPOLIECCOB

[TpoBeneHne MHCTPYKTaXKa MO OXpaHe Tpyaa

[TocTanoBka 3a1a4 pabOTHHUKAM CTPYKTYpPHOT'O MOJpa3fesieHus, ONpeaesIeHNe
PECYPCOB JUIS UX BBIIOJHEHUS, KOHTPOJIb UCIIOJHEHUS

AHanmv3 TUJIaHOB M OTYETHOCTH TOJYMHEHHBIX PAaOOTHHUKOB, pa3padoTKa
MPEIOKEHUH 10 YIYUIISHUIO MTOKa3aTeseil e TebHOCTH MOopa3ieIeHIs
®opMHUpOBaHUE OTYETOB O PabOTE CTPYKTYPHOTO MOAPa3ACICHHUS

Ornpenenarb 30HBI OTBETCTBEHHOCTH M A()QeKTUBHOCTH PabOTHI IEepcoHaja
CTPYKTYPHOTO TOApA3ACICHUs], paclpeAcyarh 3agadyd U 00ecleunBaTh
MaTepUalbHO-TEXHUYECKUE PECYPCHI Il UX UCIIOJIHEHUS

IIpumeHATh METOABI ONIEPATUBHOIO YIIPABIICHUS IIEPCOHATIOM OpraHU3aluu
KoHTposinpoBaTh UCHIOJIHEHHUE MTOPYYEHUH U 3a7a4, BHOCUTh CBOEBPEMEHHBIE
KOPPEKIMU B IUIAHBI U 33041

Onpenenars nokasareau 3 HEeKTUBHOCTH pabOThI IIEPCOHAIIA TTOAPA3ICICHUS
YrpaBiasiTe MOTHUBAIIMEN MEPCOHANIA, €r0 BOBJICYEHHOCTHIO M JUCHMILUIMHON
Tpyna

CocTaBnarh  IJIAHbl  JEATEIBHOCTH  CTPYKTYPHOTO  TOAPA3ACIICHHS
Opra”u3aluu

CocTaBiaTh, pacCYUTHIBATh, KOPPEKTUPOBATh W KOHTPOJUPOBATH CTATbU
pPacxo/I0B CTPYKTYpPHOTO MOpa3aeTeH s s GopMUPOBaHUs OIOIKETOB
IIpon3BOAUTE aHAIN3 TEKYILIEW NESITENBHOCTA CTPYKTYPHOI'O MOJAPa3ACIICHUs
Y BHEAPSTH MPOLELYPHI IO €€ ONTUMHU3ALINHI

IIpencraBisaTe  MHTEpEChl  OpraHuM3alMd W BECTH  IIEPEroBOPBI  C
rOCYJapCTBEHHBIMU OpraHamu, Npo(ecCHOHATBLHBIMU COIO3aMHU U APYTHMHU
MPEICTaBUTENbHBIMU OpraHaMu PaOOTHHUKOB I10 BOIIPOCAM MEepcoHaa

Bectn meperoBopel ¢ MOCTaBUIMKAMU YCIYT MO YCIOBHUSM 3aKJIFOYaEMBbIX
JIOTOBOPOB

[IponsBonuTh mpenBapuUTENbHBIE 3aKyNMOYHBIE MPOLEAYPHl U OQOPMIIITH
CONYTCTBYIOIIYIO JOKYMEHTALMIO MO 3aKJIFOYEHUIO JOTOBOPOB

[IpoBOIUTH ayAHUT pe3yabTaTOB PAOOTHI C IEPCOHATIOM

PaGorare ¢ MHGOPMAIIMOHHBIME CHCTEMaMH B 0a3aMu JaHHBIX MO BOMPOCaM
YIPaBJICHUS TTEPCOHATIOM

Co06uto1aTh HOPMBI ATUKHU JAETIOBOTO OOIIIEHUS

Teopuu ynpaBiaeHusI IEPCOHATIOM M €Tr0 MOTUBALIUH

Meronpl aHanu3a BBINOJHEHUS IUIAHOB M 33Jad, ONPENCIICHUS UX
SKOHOMHYECKOH 3P PEKTUBHOCTH

DopMBbI U METOBI OLIEHKH MEPCOHANIA U PE3YJIBTATOB UX TPYyIa
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TexHonornu onepaTUBHOrO YIpaBiIeHUS IEPCOHATIOM OpPraHU3alun

Cucrembl, ™meroabl U (OpMBI MaTepUaTbHOTO ¥  HEMATEPHUAIBHOTO
CTUMYJIMPOBAHUA TPy/ia IepCOHalIa

TexHOMOrHH U METOBI (HOPMHUPOBAHSI U KOHTPOJISI OIOKETOB

Teopun 1 METOABI YIIPABIECHUS PA3BUTHEM IIEPCOHAIIA

OKOHOMUKA Tpyia

Oprann3allMOHHO-IITATHAsL CTPYKTypa OpraHu3aiun

[TonuTuka ynpasiieHHs IEPCOHATIOM U COLMAIbHAs ITOJIMTUKA OpraHU3aLNN
Lenu, crparerus pa3BUTHS U OM3HEC-TIAH OpraHU3aLUuU

MeTouKky IIaHUPOBAHUS U TPOTHO3UPOBAHUS TOTPEOHOCTH B IEpCOHANE
[Topsnok yperynupoBaHusi TPYAOBBIX CIIOPOB

TpeGoBanus u MpaBuIa MPOBEJACHUS ayAUTa pabOThI C IEPCOHAIOM

Dopmsbl COLMAIIBHOTO [apTHEpPCTBa u B3aUMOJCICTBUSA c
npoecCHOHANBHBIMU COI03aMH U JPYTMMHU TMPEACTaBUTEIbHBIMU OpTaHaMU
PaOOTHUKOB, 1 MHBIMU OpTaHU3aIUsIMU

[Topsimox opopmiieHUs KaJAPOBBIX JOKYMEHTOB M IMPUIAHUS UM IOPUANYECKOI
CHJIBI

[Topsmox  mpoBeAeHHMS ~ 3aKyMOYHBIX  MHpoueayp u  ohopMICHHS
CONYTCTBYIOIIEH JOKYMEHTAUN

TpynoBoe 3aKOHOJATENBCTBO M UHBIE aKThl, COJEPKAILLNE HOPMBI TPYAOBOIO
IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIC IPABOBHIE AKThI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALMU IO IEPCOHATY
OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepannn

OcCHOBBI MHIPAaLIMOHHOTO 3aKoHoOJaTesnbcTBa Poccuiickoil ®Penepauuu, B
YacTU TPUBIICYCHHS] U TPYAOYCTPOWCTBA MHOCTPAHHBIX TpaKIaH U Jull Oe3
IPaKIaHCTBA

OCHOBBI aJIMUHHCTPATHBHOTO 3aKOHOJATENhCTBA B OO0JACTU yIpaBICHUS
IIEPCOHAJIOM U OTBETCTBEHHOCTH JOJKHOCTHBIX JIUIL

3akoHonarenbcTBO Poccuiickoit denepainivl 0 NepcoOHAIbHBIX TAHHBIX
JlokasibHbIE HOpPMATHUBHBIE AaKThl OpraHU3allMd B YacTH YIPaBJICHHUS
[IEPCOHAIIOM

OcHoOBBI TIpaBOBOTO perynupoBanusi Poccuiickoit ®Penepanuu  mopsiaka
3aKJIFOYEHUS] TPAXKIAHCKO-TIPABOBBIX JTOTOBOPOB

HopMbI 5TukH 1enoBoro oomeHus

bazoBbie OCHOBBI MH(OPMATUKH, CTPYKTYpHOE IIOCTPOEHUE
MH(GOPMAIIMOHHBIX CUCTEM H OCOOEHHOCTH PadOTHI C HUMHU

3.7.3. TpynoBasi pyHkuus

HaunmeHnoBanue

[IpoucxoxaeHue Tpya0Boi

byHKITIN

AJIMAHHCTPUPOBAHHUE MPOLECCOB U v
OBEHb
OKYMEHTOO000pOTA MO ONEPAIMOHHOM P
JIOKY p pall 5 y Kon | G/03.7 | (noayposens) 7
VIIPABICHUIO TIEPCOHAIIOM U padoTe KBaTMQUKaIHH
CTPYKTYPHOTO MOJIpa3/IeJIeHuUs
Opurunan X 3anMCTBOBAaHO M3 OpUTHHATIA
Kon Peructpannonssiii Homep

OpuruHajia mpoheCCHOHAIBHOIO CTaHAapTa
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TpynoBsie necTBUs

AHanmu3 1OpoleccoB  JOKYMEHTOOOOpOTa, JIOKAJIbHBIX JOKYMEHTOB II0
BOIPOCaM ONEPAIIMOHHOTO YIPABJICHUS MEPCOHAIIOM U pabOThI CTPYKTYPHOTO
NOJIpa3/ieieHusi, OM3HEC-POLIECCOB  OpraHu3allud, YAOBIETBOPEHHOCTH
IepcoHaIa

JlokyMeHTalimoHHOe O0(OpMIICHHE PE3YNbTaTOB OMEPAIMOHHOTO YIIPaBJICHUS
MEPCOHATIOM U PAa0bOTHI CTPYKTYPHOTO IMOJPA3/ACICHUs, PE3YyIbTaTOB ayAHuTa
paboThI C IEPCOHATIOM

IlogroroBka MpeUIOKEHUH IO  PA3BUTHI0 CUCTEM  OINEPALlMOHHOTO
yIpaBJIEHUS TMEPCOHAIOM U PabOThl CTPYKTYPHOTO MOApa3AeieHus, IO
HEOOXOAUMBIM KOPPEKTHPYIOLTUM U PEBEHTHBHBIM MEpaM

Pa3paboTka cuctembl aHanM3a U KOHTPOJIS pabOoThI IepcoHasa

KoHTponb, cpaBHeHHE W aHaIW3 IMPOIECCOB B 00JIACTH ONEPATUBHOTO
YOpaBJICHUS] TEPCOHAIOM, pPe3yJbTaTOB YIPABICHYECKUX MEPOMPUSTUH,
ompenencHue  (PaKTOpoOB,  BBI3BIBAIOIIMX  OTKJIOHEHHE OT  IUIAHOBBIX
nokas3areJie

[ToaroroBka u 0OpaboOTKa 3aIpOCOB, YBEIOMJICHUH, CBEICHUI O paOOTHHKAX B
roCyJapCTBEHHBIE OpraHbl, MNPoGEecCHOHATBHBIE COIO3bI, OOIIECCTBEHHBIE
OpraHu3alu

ConpoBoxk/eHHE JOrOBOPOB OKAa3aHUs YCIYr IO BOIPOCAaM OIEPATUBHOIO
yIIpaBJIEHUsS] NIEPCOHATIOM M PabOoTe CTPYKTYPHOIO IMOJApa3AeiIeHUs, BKIIOYas
IIPEABAPUTEIIBHBIC ITPOLIEYPHI 10 UX 3AKIHOYEHUIO

[ToarotoBka mpennokeHud 1o (OPMUPOBAHMIO OOJDKETa Ha TMEepCcoHAl
OpraHu3alnu

Boimonnenue tpeOoBaHUM 1O XpaHeHHIO HWHGOpPMALKMU O pe3yjbTaTax
JEHCTBUSL CUCTEM OIEPALIMOHHOTO YIPABJIEHUS MEPCOHAIOM U paboThI
CTPYKTYPHOT'O MOJIpa3/ieJICHUs

Heo6xoaumeie ymeHust

KonTponupoBath mpouLecchl YHpaBi€HUS IEPCOHAIOM  IOApA3JEIECHUH,
OTpEAEATh MX PE3yAbTAaTUBHOCTh W BBIABISATH (DAKTOPHI OTKJIOHEHHH OT
TJIAHOBBIX MTAPaMETPOB

Pa3pabatbiBaTh mporpaMMBbl JOCTHKEHHS 1I€Jeil U OMEpaTUBHOTO PEIICHUS
3a7a4 noJipas3aeeHuin

AHanu3upoBath, pa3padaTbiBaTh U 0QOPMIIATH JOKYMEHTHI IO ONEPATUBHBIM
IIpoLeccaM U UX pe3ysbTaTaM

[IpoBoANTH ayqUT KaJIpOBBIX IPOIECCOB, MPOLELYP, OPOPMICHUS KaIPOBBIX
JOKYMEHTOB M JIOKYMEHTOB I10 YIIPABIECHUIO IIEPCOHATIOM

KoHTponmpoBaTh pacxojoBaHNe OIOPKETOB Ha TIEPCOHAI

OdopMIsATh TOKYMEHTHI IO OINEPAllMOHHOMY YIIPABJICHUIO IEPCOHATIOM U
paboTe CTPYKTYypHOTrO MOJpa3AeiaeHUs], IPEJOCTaBIsIEMbIEe B TOCYAapCTBEHHbIE
OpraHbl, MPeACTaBUTEIbHBIC OPTaHbl PAOOTHUKOB

ObecnieunBaTh  JOKYMEHTAIIMOHHOE  COMPOBOXKJICHHE IO  CHUCTEMaM
OTEPAIIMOHHOTO  YIpPAaBIIEHUS TEpCOHAIOM U paboTe  CTPYKTYpHOTO
TOApa3ACIICHUs

Opranu3oBbIBaTh XpaHEHHE IOKYMEHTOB B COOTBETCTBHHM C TpeOOBaHUSIMHU
TPYAOBOTO M apXHMBHOTO 3aKOHOHATelbCcTBa Poccuiickoit ®enepauuu u
JIOKQJIbHBIMU aKTaMU OpraHUu3aluu

KoHnTponupoBaTh HcCHoNHEHUE JOTOBOPOB MOCTABIIUKOB YCIYT IO BOIPOCAM
repcoHasa

[Tpou3BOMUTE 3aKyMOYHBIE NPOUEAYPH, OGOPMISATH U aHAIH3UPOBATH
3aKyMOYHYIO TOKYMEHTAIUIO

[IpoBoauTh TmEpPEroBOpel M MPEACTABISITE HMHTEPECHl OpPraHU3alld B
TOCYJapCTBEHHBIX  OpraHax, MpodecCHOHATBHBIX COI03aX U JIPYTUX
MIPEICTAaBUTENBHBIX OpraHax pabOTHUKOB IO BOMPOCAM MepcoHata
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BecTtu nenoByto nepenucky

BecTu yuer u perucrpanuio 10KyMEHTOB B HHPOPMALMOHHBIX CUCTEMax U Ha
MaTepUalbHbIX HOCUTEIIAX

Paborath ¢ nHGOPMALMOHHBIMHA CHCTEMAaMU M 0a3aMu JaHHBIX MO TEPCOHAITY
U CHCTEeMaM OIICPAllMOHHOTO  YNPaBJICHHS IEPCOHAIOM U  pabore
CTPYKTYPHOTO TIOJIPa3/IeICHUS

Co0bio1aTh HOPMBI ATHKH JICTIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

Mertoap! yrpaBiieHUs] pa3BUTHEM U 3(H(HEKTUBHOCTHIO OpraHHU3aIUU, METOBI
aHaJIM3a BBITIOJHEHUS IUIAHOB U MIPOTPaMM, OMPEIEICHHUS UX SKOHOMHYECKON
s dexTuBHOCTH

Metoabl OIIeHKH pabOThl CTPYKTYPHBIX MOApA3ICNCHH, pe3yJbTaToB Tpyaa
nepcoHasa

MeTOI[BI MMPOBCACHUA ayAuTa U KOHTPOJUIMHI'A OIICPATUBHBIX YIIPABJICHYCCKUX
IIpOLECCOB

@opMBI U CHUCTEMBl MaTE€PUATBHOTO W HEMATEPUATBHOTO CTUMYIHUPOBAHUSA
TpyJa rnepcoHasna

OcCHOBEI JOKYMCHTAUHUOHHOT'O obecneueHuUs

[Topsimox odopmieHus, BeACHUs M XpPaHEHUs JTOKYMEHTAlMU [0 CHUCTEMaM
OIIEPALIMOHHOIO  YNPABJIEHUS IIEPCOHAIOM opranuszauuu 4 pabote
CTPYKTYPHOTO IOJIpa3/ieIeHUs

[lopsmox ¢opmupoBaHusi, BeAeHUA OaHKa JAHHBIX M MPEIOCTABICHUS
OTYETHOCTH 110 CUCTEMAM OIEPALIMIOHHOTO YIPaBJIEHUS [IEPCOHAIOM U paboTe
CTPYKTYPHOTO MOAPA3ICICHUS

HopmatuBHBIE TpaBOBBIE aKThl, PETYIHMPYIONIHME IpaBa U 00S3aHHOCTH
rOCylapCTBEHHBIX OpPraHOB W OPTraHU3ALMM II0 TPEJOCTABICHUIO YYETHOMN
JOKYMEHTALUN

[lopsmox  mpoBemeHUs  3aKylMOYHBIX  mOpomeayp #u  odopmieHus
CONYTCTBYIOIIEH JOKYMEHTAUU

ITonuTHka YIIpaBJICHHUSA IICPCOHATIOM U COLIMAJIbHAS ITOJIMTUKA OpraHu3allun

OpraHu3alOHHO-IITaTHAS CTPYKTYpa OpraHu3aluu

]_IeJ'II/I U CTpATCrust pasBUTHA OpraHu3alnun

busHec-1uran n GM3HEC-NIPOLIECCH OPTaHU3AIIH

TpynoBoe 3aKOHOAATEIBCTBO M MHBIE AKTHI, COAEPIKAILIUE HOPMBI TPYAOBOTO
npasa

OCHOBBI apXWBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIC MPABOBBIC AKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 IIEPCOHAILY

OcHOBBI HAJIOTOBOT'0 3aKOHOAaTeNbecTBa Poccuiickoit deneparun

OCHOBBI MUTPAILIMOHHOTO 3aKOHOaTeNbeTBa Poccuiickoit denepanuu, B 4acTu
MPUBJICYEHUS] W TPYJOYCTPOICTBA WHOCTPAHHBIX TpaXKAaH MU JHI 0e3
IPaKJaHCTBA

OCHOBEI AIMUHHUCTPATUBHOIO 3aKOHOJATCJIbCTBA B obnactu YIIpaBJICHUA
NEPpCOHAJIOM U OTBETCTBCHHOCTH JOJDKHOCTHBIX JINI]

3axoHogarenbcTBO Poccuiickoit denepaniny o nepcoHaibHbIX TaHHBIX

JlokanbHble HOPMATHBHBIE TOKYMEHTBI OpraHU3allMM B O0JIACTH YIPaBICHUS
HIEPCOHAIOM

[Topsa ok 3akiI0UeHUs T0rOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU JCJIOBOT'O O6H_IGHI/ISI

bazoBble 0CHOBBI HH()OPMATHKH, CTPYKTYPHOE OCTPOEHNE NHPOPMAITMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

HApyrue
XaPAKTCPUCTHUKHU
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3.8. O6001menHas TpyaoBasi QyHKIMS

HanmenoBanue

Crpateruyeckoe yrnpapieHUE
[IEPCOHAJIOM OpPTraHU3aLUH

H YpoBeHb 7

Ko
A KBaJTU(UKAITHA

IIpoucxoxaeHue
000011IeHHON TPYAOBOI
¢GbyHKIAN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJIA

Kong Peructpanuonssiii Homep
OpHUTHHAJIa MPOPECCHOHATHHOTO CTaHAapTa

Bo3mosxHble Buiie-npe3uaeHT no ynpasJiIeHUIO IEPCOHATIOM

HAUMEHOBAHUS JupekTop 1o nepcoHainy

JOJKHOCTEH, JupexTop 1o ynpaBjIeHUIO IEPCOHATIOM

npodeccuit 3aMecTuTeNb FreHEPaIbHOIO JUPEKTOPA 110 YIPABJIECHUIO IEPCOHATIOM

TpeboBanus k
00pa30BaHMIO
00y4eHUIO

Beiciiee oOpa3oBaHue — cieluaiuTeT, MarucTpaTypa

JlononmHuTensHOE podecCHoHaIbHOE 00pa30BaHNE — MPOTPAMMBI
npodeccHOHAIBHOM NMEePENnoAroOTOBKU B 00JaCTH YIIPABICHHSI IEPCOHATIOM,
CTPATETUYECKOTO U OTIEPALIMOHHOTO YIIPABJICHUS, SKOHOMUKN OPTaHU3AINH;
IpOTrpaMMbl MOBBIIIEHUS KBTM(UKALUU B 00JIACTH YIIPABIICHUS IEPCOHATIOM,
CTPATETUYECKOTO U ONEPALMOHHOTO YIIPABICHUS

TpeboBanus K OnBITY
NpPaKTHYECKON paboThI

He menee nsitu et B 0671aCTH yIpaBlIeHUsI IEPCOHAIIOM Ha PYKOBOJSIINX
JOJDKHOCTAX

Oco0bie ycroBus
JOIyCKa K paboTe

HApyrue
XapaKTCPHUCTUKHU

JIOOTHUTEIBHBIE XapaKTEPUCTUKH

HanmMenoBanue 0a30B0ii TPYIIIbI, TOKHOCTH
HaumeHnoBaHue 10KyMeHTa Kon
(mpodeccun) wim cnenuanTbHOCTH
OK3 1232 PykoBoauTenu noapasaeneHuii (Ciry:x0) yrpaBieHus
KaJpaMH U TPYIOBBIMU OTHOUICHUSIMHU
EKC - 3amMecTuTeNh IUPEKTOPA M0 YIPABJICHHUIO IEPCOHATIOM
OKIIATP 24063 | MeHemkep 1O NEPCOHATY

3.8.1. TpynoBasi pyHkuus

HaumeHnoBanue

Pa3zpaboTka cucTeMbl CTPaTeru4ecKoro
YIIPaBJICHUS TIEPCOHATIOM OpraHU3alUN

YpoBeHb (II0IypOBEHb) 7
KBaJTU(UKAITHA

Kox | H/01.7

IIpoucxoxaeHue Tpy10BOH
byHKITIN

OpuruHan X 3anMCTBOBAHO M3 OpUTHHATIA

Kon Perucrpannonusiii Homep
OpUTHHANA MPOPECCHOHATBHOTO CTaHIapTa

TpynoBeie nencTBUS

AHanmM3  yCNENIHBIX  KOPIOPAaTUBHBIX  MPAKTUK 1O  OpPTaHHW3aIluu
CTPATEruMyeCcKoro yIrpaBJIeHUs] IEPCOHATIOM OPraHU3aluy, OPraHU3aluOHHOIO
MIPOEKTUPOBAHUSA U B3aUMOACHCTBUS MOAPA3ACTECHUIN

IlocTranoBka CTPATCTUYCCKUX Lejiae B YIIpaBJICHHUU IICPCOHAIOM

Pa3zpaboTka KOpHOpaTUBHOW MOJUTHKH, IUIAHOB, IMPOrpamM, MHpOIENyp M
TEXHOJIOTHI MO YIPABICHUIO IEPCOHATIOM
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Pa3paboTka KOpHoOpaTWBHOW KYIbTYpPhl W COIMAIBHOW TOJIMTUKH, CHCTEM
MOTHUBAINH, YPPEKTUBHOCTH, OLIEHKU U Pa3BUTH MIEPCOHATA

(DOpMI/IPOBaHI/IC CHUCTEMBI OILIAThl U OpraHu3alluu Tpyda

Pa3paboTka opraHu3allMOHHOW CTPYKTYpbI, IUIAHHUPOBaHUE MOTPEOHOCTH B
[IEPCOHAJIE OpraHU3aIUU

Pazpabotka mnporpamm, MNOPUHIMIIOB CTaHJAPTU3ALMM, YHUUKALNH,
aBTOMATH3AIMH TPOLIECCOB YIPABJICHHUS IEPCOHAIOM U OE30IACHBIX YCIOBUI

Tpyada

®opmupoBaHue OrokeTa Ha IEpCOHal, TEXHOJOrHil ayauta paboThl C
IIEPCOHAJIIOM M KOHTPOJUIMHIa

HeoOxomumbie ymeHUst

Pa3pabarbiBaTh CTpaTeruu U NOJUTHKHU B YIPABICHUU IIEPCOHAIOM

Co3zaBaTh M ONMCHIBATH OPraHU3ALMOHHYIO CTPYKTYpy, LENIH, 3a7add,
(GYHKINU CTPYKTYPHBIX MOAPA3ACICHUNA U TOTKHOCTHBIX JIUI]

IIpumeHaATs METOABI  YHPAaBICHUS  MEKIWYHOCTHBIMH  OTHOILECHUSIMH,
dbopMupOBaHUS KOMaHH, pa3BUTHUS JIMJIEPCTBA M  HCIOJHUTEIBHOCTH,
BBISIBJICHHSI TAJJAHTOB, ONIPEICTICHUS YIOBIETBOPEHHOCTH paboTo

OHpe,I[eJ'IHTL U aHAJIM3UPOBATh BHYTPCHHUC KOMMYHHKAIIUH, MOACIINPOBATH
IMMOBCACHHUC IICPCOHAIA

Hpe,I[CTaBJ'IHTB HHTEPCChl OpraHv3alu B TOCYHAAPCTBCHHBLIX OpTraHax, BO
B3aHMOI[CfICTBHH C HpO(l)COIO?,aMI/I, HHBIMH MPCACTABUTCIBbHBIMU OpraHaMunu
pa6OTHI/IKOB I10 BOIIpOCaM II€pCoOHaAJIa

CocTaBnsiTh, pacCuuThIBaTh, KOPPEKTHPOBaTbH M KOHTPOJUPOBATH CTaTbU
pacxonoB Ow/keToB M (OHAOB Ha MPOrpaMMbl U MEPONPUATUSA TIO
YIPaBICHUIO IEPCOHAIOM OpraHU3aluu

HpOBOI[I/ITB AyAUT U KOHTPOJUJIMHT B obnactu YyiipaBJICHUA [IEPCOHAIIOM

Pa3pabaTbiBaTh KOpIOpaTUBHBIE COLUATBHbBIE IPOTPAMMBbI

Bectn nmeperoBoppl 10 BOIpOCAaM  COLMAJIBHOIO  IAPTHEPCTBA  C
IPEeJCTaBUTEIIbHBIMU OpraHaMy pabOTHUKOB

Paborath ¢ nHGOpMaMOHHBIMU cUCTEMaMU U 0a3aMH JaHHBIX IO BOIIPOCaM
YIIPABJICHHS IEPCOHATIOM

OpranuzoBbIBaTh MEPONPUATHS MO OOECIICUEHUIO BBIMOIHEHUS TpeOOoBaHU
OXpaHbl TpyJa B COOTBETCTBHMM C JEHUCTBYIOIIMM 3aKOHOAATEIHCTBOM
Poccuiickoit denepanuu U JJIOKAIbHBIMU aKTaMU OpraHU3aluu

Opranu3oBbIBaTh U MPOBOJUTH MEPOIMPHUSITHUS C TIEPCOHAIOM B COOTBETCTBHE
C KOpPIIOPAaTUBHOM COLMATIBbHOMN MTOJTUTUKOMN

Co0r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

HeO6XOL[I/IMI>Ie 3HaHUA

Metonp!l ynpaBieHHs pa3BUTHEM U 3((GEKTUBHOCTHIO OpraHU3alMy, aHATH3a
BBIITOJIHEHHUSI [IJIJAHOB M TMPOrpaMM, ONPEACICHHUS WX HSKOHOMHYECKOM
s dexTuBHOCTH

MeTtobl OLIEHKH padOThl CTPYKTYPHBIX IMOJApa3elieHui, pe3yabTaToB Tpyaa
nepcoHalia

MeTo1bl TPOBEICHHS ayAUTOB, KOHTPOJUIMHTA YITPABICHUYECKHUX MPOLECCOB

MeToanl aHaIM3a KOJUYECTBEHHOI0 U Ka4eCTBEHHOI'0 COCTaBa nepcoHajia

CucTeMbl cTaHAapPTOB 1O OU3HEC-TIpolieccaM, IpodeccusiM, HOPMBI TPyAa

Cucrembl, Meroabl U (OpMBI MaTepUaJbHOTO M  HEMaTepHaIbHOTO
CTUMYJIMPOBAHUS TPYAa IIEpCOHANA

MeTobl aHaIM3a COIUABHBIX POTPAMM U ONPEIEICHUS X SKOHOMHUYECKOM
3¢ (HEeKTUBHOCTH

TexHonoruu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OIOJKETOB Ha IIEpCOHA

TpeboBaHus oXpaHbl U O€30MaCHBIX YCIOBUH Tpyia

HCJ'II/I, CTpaTeruda 1 KagpoBas IMOJIUTUKA OpTraHHU3allun
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OCHOBEBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIIbHOCTU OpraHru3allvun

OCHOBEBI COIMOJIOTHH, ICUXOJIOTUHU U SKOHOMUKHA TPpyda

OCHOBEBI YIipaBJICHHA COIUAJIbHBIM PA3BUTUCM OpraHu3allin

MeToapl  TIPOBEICHUS  COLMOJIOTMYSCKUX  HMCCJICIOBAHUMN,  HM3y4CHUS
0OIIIECTBEHHOTO MHEHUSI

CrtpykTypa opraHuzanuu

TpynoBoe 3aKOHOJATEIBCTBO M UHBIE aKThI, COJIEPKAILE€ HOPMBI TPYAOBOIO
npasa

OCHOBBI apXWBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIC IPABOBHIE AKThI
Poccuiickoit denepainnu, B 4acTU BeACHUS TOKYMEHTALUM 110 MEPCOHATY

OcHOBBI HAJIOTOBOT0 3aKOHO1aTesbeTBa Poccuiickoit denepanuun

OCHOBBI MHIPAllMOHHOTO 3aKoHojaTesbcTBa Poccuiickoin denepanuu, B
YaCTH TPHUBJICYCHUS U TPYAOYCTPOMCTBA WHOCTPAHHBIX TPaKIaH W JHIl Oe3
rPaKIaHCTBA

OCHOBBI AIMUHUCTPATUBHOI'O 3aKOHOAATCILCTBA B obiactu YIIpaBJICHUA
MNEpCoHaAJIOM B OTBETCTBCHHOCTU NOJKHOCTHBIX JIMIL

3akoHoaarenscTBO Poccuiickoit denepariny o NepcoHaIbHBIX JaHHBIX

JlokaspHBIE HOpPMATUBHBIE aKThl OpraHW3alMM B OOJACTH yIpaBJICHUS
IIEPCOHAIIOM

[Topsimok 3aKITt0YEHUS T0TOBOPOB (KOHTPAKTOB)

HopMe! 3THKH [1e710BOTO OOIICHUS

OcHoBBI HHPOPMATUKH, CTPYKTYPHOE TOCTPOCHHUE HH(OPMAITMOHHBIX CUCTEM
1 0COOEHHOCTH pabOThI C HUMU

Jpyrue xapakTepucTuKu

3.8.2. TpynoBasi pyHkuus

Peanuzanus cuctempl CTpaTernyecKkoro Yposenn
HaumenoBanue | yynapenst mepcoHasoM OpraHHu3aIuu Kon | H/02.7 | (nomyposens) 7
KBaJTU(UKAITHA

IIpoucxoxaeHue Tpy0BOH
GbyHKIUN

OpuruHan X 3anMCTBOBAHO U3 OpUTHHAJIA

TpynoBsie 1encTBUS

Kon Perucrpannonnsiii Homep
opuruHaia mpoeCCHOHAIBHOIO CTaHIapTa

[InanupoBaHue NeATENHHOCTH U pa3pabOTKa MEPONPUITHH 0 YIPABIECHUIO
MIEPCOHAIIOM JIJISl pean3allii CTPATErHYECKUX 1€l opraHu3anuu
BHenpeHne NOMWTHK, IUIAHOB, IPOrpamMM, HIPOLEAYp M TEXHOJOTHH I10
yIpaBIEHUIO IEPCOHAIOM

[TocTpoeHne opraHN3alMOHHON CTPYKTYPBI C Y4ETOM IJIAHOBOW MOTPEOHOCTH
B [IEPCOHAJIE U B3aUMOJAECUCTBUS CTPYKTYPHBIX NOAPA3ACICHUN OPraHU3aluu
Buenpenrne u moaaepxkaHue KOPHOPATHUBHOW KyIbTYpbl M COIHAILHOM
INOJIMTUKHU, CHCTEM MOTHBAIIUU, Bq)(beKTI/IBHOCTI/I, OLCHKUW HW pPa3BUTHUA
nepcoHasa

BHe}IpeHI/Ie n 1OoAA€pKaHHUE€ CHUCTEMBbI OpraHu3allud Tpyda W OIJIATHI
nepcoHasa

VrhpasneHne BHEAPEHHEM NPOrpaMM UM INPUHLMIOB  CTaHAAPTU3ALMUH,
VHU(UKAIIMK, aBTOMATH3allMU TMPOIECCOB YIPABICHUS TIEPCOHAIOM H
0e30macHbIX YCIIOBUM TPY/ia

Opranuszanus TpOBEICHHS ayJuTa W KOHTPOJUIMHTA B  YIPaBICHUH
IIEPCOHAIIOM
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[TocranoBka 3agad  PYKOBOAMUTENSIM  CTPYKTYPHBIX  IOJApA3JEICHUH,
OTIpeieIeHne MaTePUATbHO-TEXHUYECKUX PECYPCOB JJISl UX BBITOJIHEHHUS
AHanM3 OTYETHOCTH IO YIPABIICHUIO TIEPCOHAJIOM U BBISBICHUE PECYPCOB MO
YIYYIICHUIO AEATEIbHOCTH OpraHU3auu

CornacoBaHue yCIOBHUI 3aKII0YaeMbIX JOTOBOPOB 10 BOIPOCAM YIPaBICHUS
[IEPCOHAJIOM

Opranuzanus IpoBeJeHHs 3aKyIOYHbBIX MPOLEAYpP [0 BOIPOCAM YIpPaBICHUS
NEPCOHATIOM B O(OPMIICHHSI COITYTCTBYIOIIEH TOKYMEHTALUU TI0 HUM
®opmupoBaHue OrokeTa Ha IEpPCOHA, TEXHOJOrWil ayautra paboThl C
IIEPCOHAJIOM M KOHTPOJUIMHIA

[Tpumenenue k pabOTHHKAM Mep MOOIMIPEHUS U TUCHUIUIMHAPHOTO B3bICKAHUS
[IpousBoauTh aHaNW3 JEATENBHOCTH MO  YOPABICHUIO IEPCOHAJIIOM,
pa3pabatbiBaTh mokaszareian 3((HEeKTUBHOCTH pabOThI

®opMupoOBaTh IIAHBI K MEPOIIPUATHS 110 YIIPABJICHUIO IIEPCOHATIOM
PaccunthiBaTh OFOKET B 001aCTH  YIIPABJICHUS ITEPCOHATIOM

OnpenensaTh 30HbI OTBETCTBEHHOCTH PAOOTHHUKOB U MOJAPa3ACICHUNA, CTAaBUTh
3aJaud PYKOBOAMTENSM MOJpa3/eieHHi U O0ecleuynuBaTh PEeCcypechl LISl UX
UCTIOJTHEHUS

KoHTponupoBath 1 KOPpEKTUPOBATH UCIIOIIHEHUE TIOPYYCHHUH U 33124
Yrpasasate 3QPEeKTUBHOCTBIO ¥ BOBJICYEHHOCTHIO MEPCOHANA, AUCIUTUIMHON
TpyZJa u cobmoeHneM 0e30MacHbIX YCIOBUN TpyAa

BecTn meperoBopsl o BOIpOCaM COLMMAIBHOTO MAPTHEPCTBA U MPEICTABISATH
MHTEPEChl OpraHU3allMid B TOCYAApCTBEHHBIX OpraHax, MpoecCHOHaIbHBIX
COI03axX | APYTHX MPEACTAaBUTEIBHBIX OpraHax padOTHUKOB, U OpPTraHU3AIMIX
10 BOIIPOCaM TepcoHana

Paborats ¢ nHpOpPMAITMOHHBIMU cHCTEMaMU M 0a3aMH JaHHBIX IO BOIIPOCAM
yIpaBIeHUS EPCOHATIOM

[TpoBOIUTH ayaUT U KOHTPOJUIMHT B OOJIACTH YIIPABJICHUS TIEPCOHAIOM
@opMupOBaTF ¥ TMPOBOAUTH CONUAIBHYIO TOJUTHKY |  COIMAJIbHBIC
IPOTPaMMBI

Bectu meperoBopbl € IMOCTAaBIIMKAMM YCIAYT MO YCIOBHUSM 3aKIIFOUYaEMBbIX
JIOTOBOPOB

[Tpon3BONTE 3aKyNMOYHBIE MPOLEAYPHI, OGOPMIIATE W aAHATU3UPOBATH
3aKYHNOYHYIO JOKYMEHTAIUIO

Co0mr01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

Mertonbl ynpaBiaeHUus pa3BUTHEM U 3PPEKTUBHOCTbIO OpraHU3alllu, METO/IbI
aHaJIM3a BBIMIOJIHEHUS TUTAHOB U MIPOTPAMM, OTPEICTICHHSI X SKOHOMHUYECKOM
3¢ (HeKTUBHOCTH

Opranuzanus yrpaBieHHs pa3BUTHEM OpTaHU3aIUH

Teopun ympaBiieHUs] OpraHu3alel, MOJUTHKA W CTpaTerusl YIpaBlIeHUs
MEPCOHAIOM

Metonbl aHanM3a BBINOJHEHHS IUIAHOB M 3a/ad, ONpEAENeHUus uXx
HKOHOMHUYECKOH 3D pexTHBHOCTH

MeToab! OLIEHKH, Pe3yIbTaToB U 3PPEKTUBHOCTH TPyIa

MeTobl BHEJIPEHUS CUCTEMBI YIIPABJICHHUS TIEPCOHAIIOM

OcHOBBI pa0bOTHI 110 MPOGHOPUEHTALIUU

MeToauKH MIaHWPOBAHUS ¥ IPOTHO3UPOBAHUS IOTPEOHOCTH B MIEPCOHANIE
Ilenn, cTparerust pa3BuTHs 1 OU3HEC-TUTAH OPTaHU3AIUN

Teopuun 1 MeTo 161 HOPMUPOBAHUIO OpEHIa OpraHU3ALIH

TpeGoBanust 0xXpaHbl U OE30MACHBIX YCIOBUN TPY/ia

MeTtoauku pa3padOTKU M BHEAPEHU JJOKATbHBIX HOPMAaTHUBHBIX aKTOB
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[Topssnok 3aKiIO4eHUsT TPYAOBBIX JIOTOBOPOB, DPETYJIUPOBAaHUSA TPYIOBBIX
CIIOpOB

OCHOBBI COLMOJIOTHH, IICHXOJIOTMH, OSKOHOMMKHM Tpylda H YIPaBICHUS
COLIMAJIbHBIM Pa3BUTHUEM OpPIraHU3ALMU

Metonel  mpoOBENEHUS  COLMOJIOTMYECKUX  HCCICNOBAaHUM,  HU3y4YCHUS
OOLIECTBEHHOI'O MHEHUS

TexHonornu npoOBEINCHUsT ayauTa W KOHTPOJUIMHIA B  YIPaBICHUU
IIEPCOHAIIOM

[Topsimox  mpoBeneHMs — 3aKyNOYHBIX — Ipoueayp UM o(opMIeHHs
CONYTCTBYIOLIEN JOKYMEHTaUU

TexHonoruu, crangapTu3alys, yYHUQHUKaALMs, aBTOMAaTHU3alUs IMPOLIECCOB
yIpaBJEHUS IEPCOHATIOM

CrpykTypa opranuzanuu

TpynoBoe 3aKOHOATENbCTBO U MHBIE AKTHI, COJAEPIKAIINE HOPMBI TPYI0BOTO
pasa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA W HOPMATUBHBIC IIPABOBBIE AaKThI
Poccuiickoit @enepanuu, B 4aCTH BEACHUS JOKYMEHTALMU IO IEPCOHATY
OcHOBBI HAJIOTOBOTO 3aKOHOaTeNnbeTBa Poccuiickoit @enepanuun

OcCHOBBI MHIPAaLIMOHHOTO 3aKoHoJaTenbcTBa Poccuiickoit ®enepanuu, B
YacTH IMPUBJICYEHUS U TPYIOYCTPOWCTBA MHOCTPAHHBIX TPaKAaH M JHI O3
rpaXKIaHCTBA

OCHOBBI aJMUHUCTPATHUBHOI'O 3aKOHOJAATENbCTBA B 00JACTU yNpaBlICHUS
[IEPCOHAJIIOM M OTBETCTBEHHOCTHU JOKHOCTHBIX JIUI]

3akoHozaarenscTBO Poccuiickoil denepanuu o NepcoOHaNbHBIX JaHHBIX
[Topsiiok 3aKiitoueHus J0roBOpoB (KOHTPAKTOB)

JlokanbpHble HOPMaTHBHbIE AKThI B 00JIACTH YIPABJICHUS IEPCOHATIOM

HopMeI 3THKH [18710BOTO OOIICHUS

basoBbie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOEHHUE
MH(OPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThI C HUMH

3.8.3. TpynoBasi pyHkuus

AJIMUHHCTPUPOBAHKE MPOIIECCOB U VpoBeHs
HaumenoBanne | JOKYMEHTOOOOPOTA IO CTPATETHUECKOMY Kox | H/03.7 | (moyposets) 7
YIIPABJIEHHUIO IEPCOHATIOM OPraHU3aIuK KBaIMQUKaLn

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

Opurunan X 3anMCTBOBAHO U3 OpUTHHANIA

TpynoBsie nercTBUs

Kong Peructpauuonssiii Homep
OpUTHHAJA MPOPECCHOHATIBHOTO CTaHAapTa

AHau3 TpOLECCOB JIOKYMEHTOOOOpOTa, JOKalIbHBIX JIOKYMEHTOB IO
BOIIpOCaM  yNpaBJICHUS MEPCOHANIOM, OW3HEC-TPOLECCOB OpTraHU3alHH,
YZIOBJIETBOPEHHOCTH NIEPCOHAIA

JlokyMeHTanmoHHOEe 0OpMIIEHHE PE3YIbTATOB YIIPABICHHUS [IEPCOHATIOM, €r0
ayauTa, paboThl CTPYKTYPHBIX MMOApa3aeIeHUN

JIOKyMEHTallMOHHOE U OpPraHMU3allIOHHOE COMPOBOXKJIEHUE CTPAaTErMYecKOro
yIpaBJIEHUS IEPCOHAIOM U PaOOTHI CTPYKTYPHBIX MOJpa3AeIeHUH
[ToaroroBka mpemyio)KEHUH MO PA3BUTHIO CUCTEM YIPABICHUS MEPCOHAIOM,
N0 HEOOXOJUMBIM KOPPEKTHPYIOUIMM M TPEBEHTHBHBIM MepaM U 110
MOBBIIIEHHUIO 3P(HEKTUBHOCTH PabOThI CTPYKTYPHBIX MOApa3IesIeHui
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KoHTposb mporieccoB B 007acTH  ympaBieHUS TIEPCOHATIOM M PabOTHI
CTPYKTYPHBIX MOJApa3/IeIEeHU, CPABHEHUE U aHAJU3 MPOLIECCOB, PE3YJIHTATOB
VIPaBICHUYECKUX MEPONPUITUN, oOmpeaeacHrue (HaKTOpPOB, BbI3BIBAIOIIMX
OTKJIOHEHHE OT IJIaHOBBIX IOKa3aTeel

CornacoBanre ¥ KOHTPOJIb JOTOBOPOB IO BOMpOCAaM U CHUCTEMam
CTPAaTETUYECKOT0  YIpaBJICHUS TMEpPCOHAIOM U  paboTe CTPYKTYPHBIX
noJipa3/ielieHui, OpraHu3alus Mpoueayp Mo UX 3aKIIUYEHUIO

[TonroroBka pe3yiabTaTOB aHalIM3a COOTBETCTBUS OpraHM3alMM U OIUIAThI
TpyJa MepcoHasa yCHelIHbIM KOPIIOPATUBHBIM MPAKTUKAM

Breimonnenue TpeOOBaHWI 1O XpaHCHHIO WHPOPMAIMU O pe3yjIbTaTax
JNEHCTBUSL CHCTEM CTPAaTErHuecKOoro YIpaBieHHUs MEepCOHATOM U paboThI
CTPYKTYPHBIX IOJIpa3IcIICHUI

AHanu3upoBarth, pazpabaTeiBaTh U OPOPMIISITH JOKYMEHTHI 110 MpoLeccaM U
pesyjibTataM  yIOpaBJIEHUS  MEPCOHAIOM U paboTe  CTPYKTYPHBIX
Mopa3ieICHUA

[TpuMeHsATh METO/IbI aHaIM3a OU3HEC-TIPOLIECCOB OPTaHU3AINH

OnpenensiTb OporpaMmbl  JOCTIKEHUS Leled U pelieHdus  3a1ady
MoApa3IeICHUIM

[TpoBOAKTH ayIUT CUCTEMBI YIIPaBJICHUSI IEPCOHATIOM

[IpoBOIUTH KOHTPOJUIMHT CUCTEMBI YIIPABICHUS IEPCOHATIOM
KonTponupoBarh OOKET Ha MEpCOHal U YIpaBJIEHHWE pacxoJaMH Ha
nepcoHall

OpranuzoBbIBaTh COIPOBOXKJIEHUE JOIOBOPOB IO BOIIPOCAaM YIIPaBICHUS
MEPCOHAIOM, BKJIKOYasl MPEABAPUTENbHBIC POIEAYPHI 10 UX 3aKITHOUYECHUIO
Opranu3oBEIBaTh 3aKYIMOYHBIC MPOIECAYPHI, OGOPMIISATE W aHATH3UPOBATH
3aKYMOYHYIO JOKYMEHTAIHIO

KonTponupoBarb M aHaIM3MpOBaTh BONPOCHI COLMAIBHOIO IAPTHEPCTBA,
JIOTOBOPBI TOCTABIIUKOB yCIyT

[IpoBonUTh MEpPEroBOpbl W MPEACTABISITH HWHTEPECHl OpraHU3alMU B
rOCYIapCTBEHHBIX OpraHax, Npo(ecCHOHATIbHBIX COI3aX U JIPYTHX
MPEJACTABUTENBHBIX OpraHax paOOTHUKOB W OpraHU3alMsIX IO BOIPOCAM
nepcoHana

Bectu nenoByro nepenucky

PaboTtaTe ¢ HHPOPMAIIMOHHBIME cUCTEMaMH U 0a3aMH IaHHBIX IO TEPCOHAITY,
CUCTEMaM YIpaBJICHUS [EPCOHAJIOM M OpraHU3alMd  JIeATEIbHOCTH
CTPYKTYPHBIX MTOAPA3AeICHUN

ObecrieunBaTh  KaJpoOBOE  JIEJONPOU3BOJICTBO M JIOKyMEHTAllMOHHOE
COIIPOBOKJCHHE TIPOLIECCOB MO YINPaBJIEHUIO TIEpPCOHATIOM U paboTe
CTPYKTYPHBIX MOJIpa3AeICHUI

OpranuzoBbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBUU C TpeOOBaHUSIMHU
TPYAOBOTO W AapXMBHOIO 3aKoHonarelnbcTBa Poccuiickoir denepauuu u
JIOKQJIbHBIMU aKTaMH OpraHu3aliu

Co01r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

KopmopatuBHasi KyiabTypa, COLManbHAasi TMOJUTHKA, CUCTEMbl MOTHUBALIUU U
3¢ ()EeKTUBHOCTH YIIpaBICHUS [IEPCOHATIOM

MeTtonsl ympaBiieHUs pa3BUTHEM U (P(EKTUBHOCTHIO OpTaHU3aIUH, METO/IbI
aHaJM3a BBITIOJHEHUS TJIAHOB U MPOTPAaMM, OMPEIEICHUS UX YIKOHOMHUYECKOM
3¢ (HEeKTUBHOCTH

Metoapl TpoBEACHUST ayauTa, KOHTPOJIS OIEPATUBHBIX YIPABICHUECKUX
IIPOLIECCOB, COLIMOJIOTMYECKUX UCCIIEOBAHUN

busHec-mian u Gu3Hec-npoIecchl OpraHu3aluu

bromxeTHOE MpOEKTUPOBAHUE
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OpraHu3anroHHOE MPOSKTUPOBAHHE

®opMbl, METOAbl W CHUCTEMBl MATEPUAIBHOTO U HEMaTEPUAIBHOIO
CTUMYJIMPOBAHUA TPy/ia IepCOHalIa

Cucrembl CTaHJapTOB o Ou3Hec-Tpoleccam, npodeccusim
(cTIeMaNbHOCTSIM), HOPMBI TPYJa

Meroab! aHann3a KOJIUYECTBEHHOT'O M KAYECTBEHHOI'O COCTaBa IIEpCOHAIIA
Kanpoas nosmtuka opraHu3anuu

[Topsimox  ¢opmupoBanusi, BeaeHHs OaHKa MAHHBIX W IPEAOCTABICHHS
OTUYETHOCTHU 10 CHCTEMaM YIPAaBJIEHUS MEPCOHAIIOM U pabOTe CTPYKTYPHBIX
MoApa3IeICHHUI

OCHOBBI  JIOKYMEHTAIIMOHHOTO  OOecredyeHus, MOpsAIoK  ohopMIIeHHUsS
JIOKYMEHTOB, IIPENOCTABIIIEMBIX B roCyZapCTBEHHBIE OpraHsl,
npodeccuoHanbHbIe COI03bI, 00IIECTBEHHBIE OpraHU3aI[u1

I{enu u cTparerus pa3BUTHs OpraHU3aLUN

[Topsimok  mpoBeneHHMS ~— 3aKyNOYHBIX — mpoueayp ©u  oopmieHHS
CONYTCTBYIOIIEH TOKYMEHTaLUU

HopmartuBHble mpaBOBbIE aKThl, PETYJUPYIOLIME IpaBa M O0O0S3aHHOCTU
rOCYJapCTBEHHBIX OpPraHOB M OpraHU3alUd 1O MPEIOCTaBICHUIO YUYETHON
JIOKYMEHTALMU

CTpykTypa oOpraHuM3allii ¥  BaKaHTHbIE JIOJDKHOCTH  (mpodeccuu,
CIEIHAIbHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M UHBIE aKThl, COJEPKAILLNE HOPMBI TPYAOBOIO
1IpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIE AKThI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALIMU IO IEPCOHATY
OCHOBBI HAJIOI'OBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit denepannn

OcCHOBBI MHIPAaLIMOHHOTO 3aKoHoJaTenbcTBa Poccuiickoit ®enepanuu, B
YacTHU TPUBIICYCHUS] U TPYAOYCTPOWCTBA MHOCTPAHHBIX TPaKIaH U Jull Oe3
IPaKIaHCTBA

OCHOBBI aJIMUHHCTPATHBHOTO 3aKOHOJATENhCTBA B OO0JACTU yIpaBICHUS
IIEPCOHAJIOM U OTBETCTBEHHOCTH JOJKHOCTHBIX JIUI

3akoHonarenbcTBO Poccuiickoit denepaiiv 0 NepcoOHAIbHBIX TAHHBIX
JlokanpHble HOpPMAaTHBHBIE aKThl OpraHM3alMM B OOJACTH YIpaBJICHUS
[IEPCOHAIIOM

[TopsioK 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

HopMmbl 3THKH A€T0BOTO OOLIEHHS

baszoseie OCHOBBI MH(OPMATUKH, CTPYKTYpHOE IIOCTPOEHHE
UH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH paboThl ¢ HUMH

V. CBenenusi 00 opranusanusix — pa3padoryukax npogeccCuoHaJIbHOI0 CTAHAAPTA

4.1. OTBeTCcTBeHHAs1 OPraHU3alUSA-Pa3pPadOTUUK

O6mepoccuiickoe 00bennHEeHNE paboToaaTeneit «Poccuiickuii Cor03 MPOMBIIIIICHHUKOB U
npeanpuHUMaTesei», ropoa Mocksa

Wcnonnnrensubiil Bunie-npe3neHT Ky3pmus Jmutpuii Bnagumuposuy

4.2. HammMeHOBaHNUs OPraHu3anuii-pa3padoTYNKOB

1 \ AHO «HanmoHansHOE areHTCTBO pa3BUTHS KBaTM(HUKaIUii», ropos MockBa
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2 | Accommarus (Coro3) «Accoruanys KOHCYIbTaHTOB TI0 MTOA00PY MepcoHaay, ropoa Mocksa

3 | I'pynna HeadHunter, ropox Mocksa

4 3A0 «KPOK HHKOPHOPEPITE,Z[, ropoj MockBa

5 | UndopmanmonHo-anamutudeckuii neHTp «Kaaposerit Jlozop», ropox Mocksa

6 | MI'O «OITOPA POCCHWM», ropog MockBa

7 | MexayHapoaHas acColMaltsl IEI0BOT0 COTPYAHUYECTBA, ropoa MockBa

8 | HOUY AIIO «MHCcTUTYT npohecCHOHAIBHOTO KaJpOBHKay, Topoa MockBa

9 HIT «Accommanus EBpomneiickoro 6uzneca», ropos Mocksa

10 | HIT «BKK — HarmoHaapHBIN COFO3 KaIpOBUKOBY, Topoa MockBa

11 | HIT «MexayHapoaabiid anbsHc « TpynoBas Murpamus», ropoa MockBa

12 | HII «HauuonanbHas accounanus 0pUCHBIX CIIEHUATNCTOB U aIMUHUCTPATUBHBIX PAOOTHUKOBY,
ropoa Mocksa

13 | HIT MHO «Accoumanus meHemkepoB Poccuny, ropoa Mocksa

14 | HIT CYPD «HanumonanbHas koH(penepanus «Pa3BuTie 4eI0BeYECKOro KaruTanay, TopoI
Mocksa

15 | OAO «BAHX» (I'AO BBL), ropox Mocksa

16 | OAO «l"a3mpom HedTh-HoBocubupck», ropoa HoBocubupck

17 | OAO «O0BeTMHEHHAS CYIOCTPOUTEIBHAS KOPIIOpaIrs», ropoi MockBa

18 | OAO «PX», roponq Mocksa

19 | OAO «Caxamun DHepku MaBectmenT Komnanmy, ropos FOxuo-CaxanuHck

20 | OAO «Tarnedtp» nmenu B.JI. [llammna, ropon Kazanb

21 | OAO «Hayuno-npousBoactBeHHOe o0beanHenue «Haykay», ropon MockBa

22 | OO0 «LG Electronics Rus», ropox Mocksa

23 | OO0 «buznec Ilcuxomorn SHL Russia & CIS HII», ropox Mocksa

24 | OO0 «1T-CK», ropox Mockpa

25 | OO0 «Jlykonn-UnxuaupuHTY, ropog Mocksa

26 | OO0 «OKBb 3enuty, ropox Mocksa

27 | OO0 «Ilerpommuym Tperiguary», ropox Mocksa

28 | OO0 «lonurpad-3ammray», ropox Mocksa

29 | OO0 «llentp xagpoBbix TexHONOTHI — O0ydeHne. CTaxupoBkH. TpynoycTpoicTBO», TOPO
Mocksa

30 | Poccwuiickoe npeacraButenscTBO «Coleman Services UK» («Koynman CepBrcusy), ropo
Mocksa

31 | ToproBo-npomsbinuieHHas naiara Poccuiickoit @eneparuu, ropog Mocksa

32 | ®I'bOY BIIO «MoCKOBCKHIA TOCYIapCTBEHHBIN yHHBEpcHTET MMeHN M. B. JlomoHOCOBaY,
[lIxona qupexTopa 1no nepcoxany, ropoa Mocksa

33 | ®I'bOY BIIO MCYV, ropog Mocksa

34 | ®I'BOY BIIO MBCH, ropog Mocksa

35 | ®I'BOY BIIO Cubupckwuii rocyaapcTBeHHbINH yHUBepcUTET myTeit coodmenus (CI'YIIC), ropox
HoBocubupck

36 | ®I'BY «Hay4Ho-HCCIeI0BATENBCKHIA HHCTUTYT TPY/Ia U COMAIBHOTO CTPAXOBaHUS
MuHucrepceTBa Tpyaa U counanbHoM 3amuThl Poccniickon denepannu, ropox Mocksa

37 | ®I'VII «Ilouta Poccum», ropoa Mocksa

38 | ®K «Ypancuby, ropox Mocksa

1 O6mepoccuiicknii knaccupukaTop 3aHATHIA.

2 O6mepoccuiickuil KIaccu(pUKaTop BHI0B SIKOHOMUIECKON JTEATENEHOCTH.

3 EqvHbIii KBOTM(MKAIMOHHBIN CIPABOYHMK JOJKHOCTEH PyKOBOUTENEH, CIIEMMATTUCTOR U IPYTUX CITYKAIHX.
4 O6wepoccuiickuii kaccudurarop npodeccuii pabounx, JOMHKHOCTEN CITyXKaIUX U TApU(HBIX Pa3psIOB.




