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YnpasiieHHe EpCOHAIOM OpraHu3alnuu 07.003
(HauMeHOBaHME BUA POPECCUOHATBHON e TeIbHOCTH) Kon

OcHoBHas 11€7b BUJ1a TPOPECCHOHATIEHON e TETHHOCTH:

Ob6ecneuenne 3gheKTHBHOTO (HYHKIIMOHUPOBAHUS CUCTEMBI YIIPABICHUS TIEPCOHATIOM JIJISl TOCTHIKEHUS

LeJIe OpraHu3aluu

['pynna 3anarwii:

1232 PykoBonuTenu noapazaenenuii (Ciyxo0) 2412 Crenuanuctsl O Kajapam U
YIIPaBJIICHUS KaJApaMu U TPYIOBBIMH npodopreHTaInN
OTHOILIEHUSIMU

3423 CrienuammcThl KaJIpOBBIX CITYXO 1 - -

YUPEXKIEHUN 3aHATOCTH
(xom OK3Y) (HauMeHOBaHME) (xox OK3) (HauMEeHOBaHHE)

OrHeceHue K BUIaM SKOHOMHYECKOU JCATCIIBHOCTH

78.30 ‘I[C}ITCJ'IBHOCTB 10 No00py MepcoHasa npoyas




(xom OKBD/J1?) (HauMeHOBaHME BHJa YKOHOMHUUYECKOH AESTeTbHOCTH)



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

O060011eHHbIE TPYAOBBIC DYHKITMH TpynoBsie pyHKIIUN
YpOBEHb
KOJT HaNMEHOBaHUE YPOBEHD HaVMEHOBaHHE Kon | (IODypOBEHB)
KBaTM(UKAITII
KBTI (DUKAITAH
A JlokyMeHTaImoHHOe o0ecrieueHne 5 Benenue opraHu3aiimOHHOM U PacOPSAUTEILHON A/01.5 5
paboThI ¢ mepCOHANIOM JOKYMEHTAIUH 110 TIEPCOHAITY
Benenue nokymMeHTaluy 0 y4eTy U JBUKEHHIO KaJpOB A/02.5 )
AJIMUHUCTPUPOBAHKE MPOIECCOB U JOKYMEHTO0O0POTA IO A/03.5 5
yUYeTy ¥ IBMKCHUIO KaJpOB, MPEICTABICHUIO JOKYMEHTOB 10
HepCOHAJTY B FOCYJapCTBEHHBIC OPTraHbl
B JlesTenbHOCTh 110 00SCTICYCHHUTO 6 COop nHpOpMaIIUU 0 TOTPEOHOCTSIX OpPraHU3aIluu B B/01.6 6
HIepCOHAIIOM nepcoHae
[Mouck, nmpuBjeYeHue, NOAOOP U OTOOP MEepcoHaa B/02.6 6
AJIMUHHCTPUPOBaHKE MPOIIECCOB U JOKYMEHTO0O0pOTa B/03.6 6
o0ecrneyeHns epcoHaIoM
C JlesTenbHOCTD 110 OLIEHKE U aTTeCTaluu 6 Opranuzanys 1 IpoBeJCHNUE OLICHKH IepCOHaa ‘ C/01.6 6
[epcoHaia Opranuzanus 1 TpoBeJICHUE aTTECTAINH ITepCOHaa C/02.6 6
AJIMHHUCTPUPOBaHHE MPOLIECCOB U JOKyMeHTooOopoTa mpu | C/03.6 6
MIPOBE/ICHUH OIICHKH U aTTECTAIlUU TIepCOHaa
D JlesTenbHOCTD 110 pa3BUTHIO MIEPCOHANA 6 Opranuzanys 1 IpoBeJEHUE MEPOIIPUATHI 110 Pa3BUTHIO U D/01.6 6
MOCTPOCHHIO MPO(HECCHOHATLHON Kaphephl IEpCOHAA
Opranusaius o0y4eHus epcoHana D/02.6 6
Opranu3zanus ajanTaluyd U CTaXKUPOBKHU NEPCOHANIA D/03.6 6
AJIMHHHCTPUPOBAHKE MPOIIECCOB U JOKYMEHTOO00POTA I10 D/04.6 6
Pa3sBUTHIO U IPOPECCUOHATBHOM Kapbepe, 00yUeHHIO,
aJIaTnTallid ¥ CTA)KUPOBKE MEPCOHATIA
E JlesTenbHOCTD 110 OPraHu3aluy TPyAa U 6 Opranuzanus Tpyzaa nepcoHana E/01.6 6
OIlJIaThI IEpCOHANA Opranu3zanus orjiaThl Tpy/Ja IepcoHana E/02.6 6
AJIMUHHCTPUPOBAHHE MPOIIECCOB U JOKYMEHTOO00POTA 110 E/03.6 6

BOIIPOCaM OpraHH3alMH TPY/Ia M OTUIAThl TIEpCOHANA




JlesTeIbHOCTh TI0 OpraHu3aIuu Pa3zpaboTka KOpropaTHBHON COMATBLHON OJIUTUKH F/01.6 6
KOPIIOPATUBHOM COLMAIBbHON IOJUTHKU Peanu3aiys KOPIOPaTUBHON COLUATBHON ITOJUTUKH F/02.6 6
AJIMUHHCTpUPOBAHUE TIPOLIECCOB U JOKYMEHTO00O0pOTA 10 F/03.6 6
BOIIPOCaM KOPHOPATUBHOM COUUAIBHON MOJUTHKH
OrnepaninoOHHOE YIIpaBJcHUE Pa3zpaboTka cucTeMbl OnepaluoOHHOTO YIIPaBICHUS G/01.7 7
NIEPCOHAJIOM M MOJIPa3/IeIIeHuEM HEPCOHATIOM M PabOThI CTPYKTYPHOTO MOAPa3ACICHUS
OpraHu3aIu Peanu3zarus onepanioHHOTO YIIpaBIEHUS IEPCOHAIIOM U G/02.7 7
paboThI CTPYKTYPHOTO TOAPA3ICIICHHUS
AJMUHUCTPUPOBAHKE MIPOIECCOB U JOKYMEHTO0O0POTA IO G/03.7 7
OTIEPALIMOHHOMY YIIPABJICHHIO IIEPCOHATIOM U padoTte
CTPYKTYPHOTO MOJpa3ieaeHus
Crparerudeckoe yrpaBieHUe Pa3zpaboTka cucTeMbl CTPaTeruyecKoro yrnpaBiaeHus H/01.7 7
MIEPCOHAIIOM OpPTaHU3AINH MIEPCOHAIIOM OpPTaHU3AINH
Peanuzamus cucteMbl CTpaTernyeckoro yrnpaBieHus H/02.7 7
MEPCOHAIIOM OpraHU3aINU
AJIMMHHCTPUPOBaHHE MPOLIECCOB U JJOKYMEHTOO00POTA 110 H/03.7 7

CTPaTEruuecKoMy YIPaBJIEHHUIO IEPCOHATIOM OpraHU3alUU




I11. XapakTepucTuka 00001IeHHBIX TPYAOBBIX (PyHKIUIA

3.1. O0001menHas TpyaoBasi GyHKIUsA

HanmenoBanue

JlokyMeHTaIlMOHHOE 00eCTieYeHHE padoThI
C TIepPCOHATIOM

YpoBeHb 5

Ko
A A KB HUKAIAN

IIpoucxoxaeHue
000011IeHHON TPYAOBO
¢$byHKIHN

3aMMCTBOBAHO U3

Opurusan X
OpHUrMHaja

Kog opurunana  PeructpaumoHHbIN HOMED
po(eCCHOHATHHOTO

cTaHaapra

Bo3MoxkHbIe
HaNMEHOBAHUA

TOJDKHOCTEH, mpodeccuii

Crieunaiuct 1o KaJpoBOMY JI€JIO0MPOU3BOJICTBY

Crnenuanuct 1o JOKyMEHTAI[MOHHOMY 00€eCIIeYeHHI0 paboThl C IEPCOHATIOM
Crennanuct no JOKyMEHTAllMOHHOMY 00€CIIeYeHHIO0 TIepcoHana
Crenuanuct 1o nepcoHany

TpebGoBanus K
00pa30BaHMIO U
00y4eHUI0

Cpennee npodeccronanbHOe 00pa3oBaHKe — IIporpaMma MoAr0OTOBKH
CIEIMAIMCTOB CPETHETO 3BCHA

JloroHUTEIBHOE TTPO(ECCHOHATBLHOE 00pa30BaHUE — IIPOIPAMMBI
npodeccHoHATEHOM MEePENOrOTOBKH, TIPOTPAMMBI TTOBBIIIICHHS
KBaTM(UKAITII

TpeboBanus K ONBITY
NPaKTHYECKON paboThI

Oco06ble ycrnoBus
JIOITyCKa K paboTe

Jlpyrue

XapaKTCPUCTHKHU

Z[OHOJ'IHI/ITCJ'IBHHC XapPaKTCPUCTUKHU

HaumenoBanue 6a30B0ii rpynisbl, JOTKHOCTH
HaumenoBaHue noKymMeHTa Kon
(mpodeccun) wim crnenuanTbHOCTH

OK3 2412 CrienuanucTsl o KagpaM U IpohopreHTaun

3423 CrienanycThl KaJIpoBBIX CIYXO U YUpEKICHUH 3aHATOCTH
EKC?® - CrieruanucT 1o Kajapam

- WHcnekTop mo kajapam
OKITIJITP* 27755 | DKOHOMHUCT I10 TPYIY

22956 | MHCnekTop mo Kaapam

3.1.1. Tpynosast pyHkuus

Benenue opranuzanmoHHON U YposeHs
HaumenoBanue | pacOpsSIAUTENbHON JOKYMEHTALIUMH 11O Kon | A/01.5 | (momyposens) 5
nepcoHaty KBaJTU(DUKAIHA
Hponcxozx;leHHe Opurmian X 3anMCTBOBAHO U3
TPYAOBOH (QyHKIIUU OpUTrHHAJA

Kopn opurunana PerucrpanuonHslit Homep

HpO(I)eCCI/IOHaHBHOFO cTaHaapTa




TpynoBble nelcTBUA

O6paboTka U aHATU3 MOCTYIMAIOIEH JOKYMEHTAIIMH 110 TIEPCOHAITY

Pa3pabotrka u odopmiieHHe MOKYMEHTAlMH MO0 MepCcoHATy (IMePBUYHOM,
YYETHOHW, IJIAHOBOH, IO COIMATbHOMY OOCCIICUYCHHIO, OPraHU3aIHOHHOM,
pacropsIUTeIbHOMN)

Perucrpanus, yuer W TeKyllee XpaHEHHE OPraHU3alUOHHON U
pacnopsAMTEIbHON JOKYMEHTALMU 110 IEPCOHAITY

Heo6xoaumbie ymeHust

Pa3pabaTbiBaTh  MPOEKTHl  OPraHM3AIMOHHBIX W PACHOPSAUTEIbHBIX
JIOKYMEHTOB 110 IEPCOHAIY

OdopMIsaTh TOKYMEHTHI B COOTBETCTBUU C TPEOOBAaHUSIMHU TPaKIAaHCKOTO,
TPYAOBOrO 3akoHojaresbcTBa Poccuiickonn ®enepauvii U JIOKAJIbHBIMU
HOPMaTUBHBIMU aKTaMH OpPraHU3aluu

Bectu yuer u peructpanuio J0KyMEHTOB B MHPOPMAIIMOHHBIX CUCTEMax U Ha
MaTepUaIbHBIX HOCUTEIISIX

Opranu3oBbIBaTh XpaHEHHE JTOKYMEHTOB B COOTBETCTBHH C TPEOOBAHUSIMHU
TPYAOBOrO, apXMBHOI'O 3aKOHojarenbcTBa Poccuiickon @Penepauun u
JIOKaJIbHBIMU HOPMATHBHBIMU aKTaMHU OpraHU3aLUN

AHanmM3upoBaTh JOKYMEHTHI U NIEPEHOCUTHh MH(OpMAIMIO B 0a3bl TaHHBIX H
OTYETHI

BeIsBnsSTE  OMIMOKHM, HETOYHOCTH, HWCIPABICHHUS M  HEJIOCTOBEPHYIO
MH(OPMALIHIO B TOKYMEHTAX, ONPEIENISITh JETUTUMHOCTD TJOKYMEHTOB

Paborarh ¢ MHPOPMALMOHHBIMU CHCTEMaMH U 0a3aMH JaHHBIX 1O BEICHHIO
ydera, IBIKCHHIO TIepCOHaa

Co0mro1aTh HOPMBI ATHKHU JIEJIOBOTO OOIIECHHS

Heo0OxoaumMble 3HAHUS

[Topsanox odopmiieHus1, BEACHNUS U XpaHEHUS IOKYMEHTOB I10 II€PCOHATY

HOpH,Z[OK yda€Ta [ABUIKCHHUA KaApOB W  COCTAaBJICHHS YCTaHOBHeHHOﬁ
OTYCTHOCTHU

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCTiedeHUs

TexHomoruu, METOAbl 1 METOAMKHU IPOBEACHUS aHAIM3a U CUCTEMAaTHU3alUuu
JJOKYMEHTOB 1 HH(OpMaLuu

[lopsnox pacuera craxa, JbIOT, KOMIIEHCAlMi, oQOpMIIeHUs MEeHCUui
paboTHHKaM

CTpyKTypa Opranu3anuu

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKThI, COJIEPKALIME HOPMBI TPYJOBOTO
rpaBa

OCHOBBI apXMBHOTO 3aKOHOAATEIbCTBA M HOPMAaTHBHBIE IPaBOBBIE AKTHI
Poccniickoit ®enepanuy, B 4aCTH BEACHUS JOKYMEHTALMH 110 TEPCOHAITY

3akoHonarenbcTBO Poccuiickoii denepanniv 0 NepCOHAIbHBIX JaHHBIX

JlokanbHblE HOPMAaTUBHBIE AaKThl OpPraHU3AlMM, PETYIMPYIOIIHAE IOPAIOK
oopmieHHs pacHOPSIAUTENBHBIX W OPraHU3allMOHHBIX JOKYMEHTOB IIO
IIEPCOHAILY

Hopwmbl 5TKH 1 1e710BOTO OOIIIEHUS

basoBble OCHOBBI UHPOPMATUKH, CTPYKTypHOE IIOCTPOECHHE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH PabOThl C HUMH

Hpyrue

XapaKTCPUCTHKHU




3.1.2. TpynoBasi pyHkumsi

Benenne nokyMeHTalUK 110 YIETY U YposeHb
Haumenosanue | ;1ppcenmro KapOB Kox | A/02.5 | (mogyposens) 5
KBaJTU(DUKAIHA

[Ipoucxoxaenue TpyaoBoi
¢$byHKIHN

3anMCTBOBAHO U3

OpuruHan X
OpHUTrHHAIA

Kon Peructpaunonusiii Homep
OpHUruHana Npo(decCHOHATBPHOTO CTaHAapTa

TpynoBbie nelcTBUA

[loaroroBka mNpPOEKTOB JOKYMEHTOB IO MpoLEaypamM  yIpaBieHHs
[IEPCOHAJIOM, YUETY U IBUKEHUIO IIEPCOHAJIA

Opl"aHI/IBaHI/IH CHUCTEMBI IBMXKCHHUA JOKYMCHTOB I10 IICPCOHATY

COop u npoBepKa JTNYHBIX TOKYMEHTOB PaOOTHUKOB

[ToaroroBka u odopmiieHre Mo 3ampocy pabOTHUKOB M JOJHKHOCTHBIX JIUI]
KOIUH, BBIMHUCOK U3 KaJPOBBIX JTOKYMEHTOB, CIIPaBOK, HH(POPMAIIUHU O CTaXKe,
JIbroTax, rapaHTusax, KOMIICHCAIHUAX U MHBIX CBGZIGHI/Iﬁ (0] pa6OTHI/IKaX

Brigaua pa6OTHI/IKy KaZIPpOBBIX TOKYMCHTOB O €TO pr,I[OBOﬁ ACATCIIBHOCTH

I[OBGIICHI/IG A0 CBCACHHA ITEPCOHAIA OPTraHN3allMOHHBIX, paCIOPAAUTCIIbBHBIX U
KaJIpOBbIX TOKYMCHTOB OpraHU3aluu

Benenune ydyera pabodero BpeMeHU paOOTHHKOB

PGFHCTpaHI/IH, Y4€T, OIICPpATHBHOC XPAHCHUC IOOKYMCHTOB IIO II€pCOHATY,
IIOATOTOBKA K CAA4Y€ UX B apXUB

Heo6xoanumeie ymeHust

PazpabaTpiBaTh MPOEKTHI KAPOBBIX TOKYMEHTOB

OdopmiATh KagpoBble JOKYMEHTHI B COOTBETCTBUM C TpeOOBaHUSIMHU
TPyZIOBOrO 3akoHoxaarenbcTBa Poccuiickoit ®enepanuu M JOKaIbHBIMU
HOPMAaTUBHBIMU aKTaMH OpPraHU3aLUU

Bectu yuer u perucrpanuio KaapoBBIX JOKYMEHTOB B HH(OPMAlMOHHBIX
CUCTEMaxX Y Ha MAaTEPUAIIbHBIX HOCUTEIAX

OpFaHI/ISOBLIBaTI) XpaHCHUEC KaJpOBBIX AJOKYMCHTOB B COOTBECTCTBUU C
Tpe60BaHI/I$[MI/I TPyHAOBOTO, QaApPXHUBHOI'0 3aKOHOJATCIILCTBA Poccuiickoit
CDC}IGpElIII/H/I " JIOKAJIbHBIMU HOPMATHWBHBIMH aKTaMH OpraHU3alunu

AHaJ'II/ISI/IpOBaTB KaZApOBBIC JOKYMCHTBI U IICPCHOCHUTH I/IH(I)OpMaI_II/II-O B 0a3bl
JaHHBIX U OTYCThI

PaGorars co ClIeUAJIM3UPOBAHHBIMHA I/IH(I)OpMaI_II/IOHHI)IMI/I CUCTCMaMHU H
0azamu JAaHHBIX 11O BEACHHUIO YUC€TA U ABUXKCHUTIO IICPCOHAIA

PazpabaTbiBaTh Mi1aH KOPPEKTUPOBOK YCTAHOBIEHHOTO MOPsiAKa 0POPMIICHHS
JIOKYMEHTOB 10 IEPCOHAITY U PEaIn30BbIBATh MPUHATHIE H3MEHEHHUS

KonTponupoBaTh npucyrcTBrue pabOTHUKOB Ha paboueM MecTe

C06J'IIOI[21TL HOPMBI OTUKHU JCJIOBOTO O6IJ_ICHI/ISI

HeoOxoaumeble 3HAHUSA

[Topsox oopmiieHus1, BeACHNUS U XpaHEHHUS TOKYMEHTOB IO IEPCOHATY

HOpSIJIOK yda€Ta [ABUIKCHHUA KaApOB W  COCTAaBJICHHUA yCTaHOBHCHHOﬁ
OTYETHOCTH

[Mopsimox pacuera cTaxa, IbIOT, KOMIIEHCAIMi, oQopMmIleHUs TMeHCui
paboOTHHKaM

CrpykTypa opraHu3anuu

TpynoBoe 3aKOHOJATENBLCTBO U UHBIE aKThl, COJIEPKAIIE€ HOPMbI TPYJIOBOTO
npasa

OCHOBBI apXMBHOT'O 3aKOHOAATEIbCTBA M HOPMATHBHBIE IPaBOBBIE AKTHI
Poccniickoit denepanuu, B 4aCTH BEAECHHS JOKYMEHTALMH 110 TEPCOHAITY




3akoHogaTenbCcTBO Poccuiickoi denepanyu 0 NepCcoHaIbHBIX JaHHBIX

TexHomoruu, METOAbl U METOAMKHU MPOBEICHUS aHAJIM3a U CUCTEMAaTHU3aluU
JOKYMEHTOB M UH(OpMaLuu

JlokanpHble HOPMAaTUBHBIE AaKThl OpPraHU3ALUH, PETYIUPYIOIIHAE IOPAI0K
oopMieHHs JOKYMEHTOB 110 IEPCOHATY

OCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAINOHHOI'O obecneyeHus

Hopwmbl 3THKM 1€710BOTO OOIIICHUS

bazoBsie OCHOBBI nH()OPMATHKH, CTPYKTYpHOE MOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTU PabOThl C HUMU

Apyrue
XapaKTCPUCTHKU

3.1.3. TpyaoBasi pyHkumsi

HaumeHnoBanue

IIpoucxoxaeHue Tpya0BOH
GbyHKIUN

AI[MI/IHI/ICTpI/IPOBaHI/Ie IMpouecCcCcoB U
YpoBeHb
OKYMEHTOO0O0pOTA 0 YUETY U ABUKEHUIO

FOKYM p YACTY H A Kox | A/03.5 | (momyposenn) 5
KaZpoB, PECACTABIICHUIO JOKYMCHTOB I10 KBanI/I(bI/IKaHI/II/I
MIEPCOHAITY B TOCY/IAPCTBEHHBIC OPTaHbI

3anMMCTBOBaHO U3

Opurunan X
OpHUTHHANA
Kon Peructpanuonssiii HoMmep

OpuruHaja npodecCHOHANBHOrO CTaHAApTa

TpynoBsie nencTBUA

Opranuzanus JOKyMEHTO000pOTa MO YYETY M JBMIKCHHUIO KaJpOB

Opranuzanus JOKyMEHTOOOOpOTa MO NPEICTABICHUIO JOKYMEHTOB IIO
MEPCOHAITY B TOCYAAPCTBEHHBIE OPTraHbl

IToctanoBka Ha YUC€T OpraHnu3aliu B rOCyJapCTBECHHBIX OpraHax

ITonroToBka mo 3ampocy ToCyIapCTBEHHBIX OPraHoB, MPOQEeCCHOHATBHBIX
COI030B U JIPYIMX THPEACTABUTEIBHBIX OPraHoB pPaOOTHMKOB OPUTHMHAJIOB,
BBIIIMCOK, KON JOKYMEHTOB

[ToaroroBka yBeqOMIIEHMI, OTYETHOM M CTAaTUCTUYECKOW HH(OpManuu O
IIEpCOHAIY

[ToarotoBka wH(pOpMaMKU O 3aKIOYEHUH TPYIOBOTO WM TPaKIAHCKO-
MPaBOBOTO JIOTOBOpAa HA BBINMOJIHEHHE palboT (OKa3aHWE YCIyr) ¢
TPOXJAHUHOM,  3aMEIIABIIMM  JIOJDKHOCTH  TOCYAApPCTBEHHOM — WIIK
MYHUIIMIIAIBHON  CITYKOBI, MepevYeHb  KOTOPHIX  YCTaHABJIMBAETCSA
HOPMAaTHUBHBIMHU IIPaBOBbIMU akTaMu Poccuiickoit deneparuu

HeoOxonumelie ymeHust

O(i)OpMHSITI) YUCTHBIC OOKYMCHTHI, MPCAOCTAaBIACMBIC B T'OCYAAapPCTBCHHBIC
oprasbl, IpohecCHOHATbHBIE COI03bl U JIPYTHE MPEICTaBUTEIbHbBIE OPTaHbI
pabOTHHKOB

Opranu3oBbIBaTh XpaHEHHE JTOKYMEHTOB B COOTBETCTBHH C TPEeOOBAHUSIMHU
TPYAOBOrO 3akoHonarelnbcTBa Poccuiicko denepanu U JIOKaJIbHBIMU
HOPMAaTUBHBIMU aKTaMH OpraHU3alun

PaGoraThs ¢ nHpOpMAITMOHHBIME CHCTEMaMHU W 0a3aMH JTaHHBIX MO BEACHHUIO
y4eTa U JBUKEHUIO TIepcoHasa

PaGoraThs ¢ nHpOpMAITMOHHBIME CHCTEMaMHU W 0a3aMH JTaHHBIX MO BEACHHUIO
CTaTHUCTUYECKOW U OTUYETHOU WH(MOPMAIIUHU TIO0 TIEPCOHATY

AHanmM3upoOBaTh MpaBuia, MPOLEAYPHl U MOPSAIOK, PETyIUPYIOIIME MpaBa U
0053aHHOCTH TOCYIAapPCTBEHHBIX OPraHOB M OpraHU3alMH 10 BOIPOCaM
oOMeHa TOKyMEHTalle! Mo NMepcoHaty

Bectu ACJIOBYIO IICPCIIUCKY

Cobmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS




Heo0OxonuMele 3HAaHUS

TexHONOrMK, METOABI U METONUKH INPOBEICHUS aHAIN3a U CHCTEMaTH3alUuu
JOKYMEHTOB U HH(OpMaLuu

OCHOBEI ,I[OKYMGHTOO60p0Ta U JOKYMCHTAIIUOHHOI'O obOecrieyeHus

CtpykTypa opranusanuu

HopMmartuBHublie nipaBoBbie akThl Poccuiickoit denepanniu, peryiupyromnme
mpaBa M OOS3aHHOCTH TOCYIApCTBEHHBIX OPraHoB, NPOGECCHOHATBHBIX
COI030B M JPYruX MPEACTaBUTEIbHBIX OpPraHOB pPabOTHUKOB IO
MPEAOCTABIICHUIO YYETHON TOKYMEHTALUU

TpynoBoe 3aKOHOAATENBLCTBO M MHBIE aKThl, COJEPKAILME HOPMBI TPYIOBOI'O
npaBa

OCHOBBI apXHMBHOTO 3aKOHOJIATEJIbCTBA M HOPMATHUBHBIC IPABOBHIC AKTbI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMH 110 EPCOHAILY

3akoHogarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX

JlokanbHble HOPMAaTUBHBIE AaKThl OpPraHU3ALMM, PETYIMPYIOLIUE IOPAIOK
BEJICHUs TOKYMEHTALUH 110 YYETY U JIBUKCHUIO IIEPCOHAa

Hopwmbl 3TkH nemoBoro oOieHus

bazoBble OCHOBBI MH()OPMATHKH, MOCTPOCHUS WHPOPMAIMOHHBIX CHUCTEM M
0COOEHHOCTH PabOThI C HUMHU

Jpyrue xapakTepucTuku

3.2. O0001meHHAas TPYAOBas PYHKUIMS

HeﬂTeJ’ILHOCTb 10 00EeCIEUYEHUTO YPOBeHL
HaumenoBanue Kon B 6

IEPCOHAIOM KBaTH(UKALIH
IIpoucxoxnenue

N N 3anMMCTBOBaHO U3
0000IIIEHHON TPYTI0BOI Opurunan X
OpHUTHHAJIA
GbyHKIHUN
Kon Perucrpannonusiii Homep
opurMHaia npo¢eCCUOHATBHOTO
cTaHaapra
Bo3moskHbIe HAWMEHOBaHMS Crenuanuct 1o noadopy nepcoHana
JOJDKHOCTEH, podeccuit Crnenpnanuct no nepcoHany
Menemxep 1o nepcoHany

TpeboBanus k
00pa3oBaHHIO U
00y4eHUI0

Bricuiee oOpa3oBanue — 6akagaBpuaT

JlononHuTenbHOE MpodecCuoHaIbHOE 00pa3oBaHUe — IPOrPaMMBbI
MOBBIIIEHUS KBAIU(UKAIIUIK; TPOrpaMMbl TPO(eCcCHOHANTBHOM
MepPEnoAroTOBKY B 00JIACTH MOUCKA U MO00pa IepcoHana

TpeboBanust Kk ONBITY
MPAKTUYECKON pabOThI

Oco0Ople ycrmoBus
J0MycKa K pabore

HApyrue
XAPAKTCPUCTHKHN

I[OHOJ'IHI/ITCJ'IBHBIC XapPaKTCPUCTUKHU

HanmeHnoBanue 1okym

HanmenoBanme 6a30B0ii TPYIIIHI, TOKHOCTH

eHTa Ko
A (mpodeccun) wim crenuanTbHOCTH

OK3

2412 CrienanucTsbl 1Mo KaJpaM U npodopueHTanuu

3423 CriennanucThbl KaApOBBIX CIYKO M yUpeKISHUN 3aHATOCTH
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EKC - Crnenuanuct 1o Kaapam
- Menemxep 1o nepcoHary
OKIIATP 27755 | DKOHOMHCT T10 TPYAY

22956 | HCIIeKTOp 1O Kajpam

3.2.1. TpynoBasi pyHkumsi

COop undopmaruu o nOTpeOHOCTIX YpoBeHb
Haumenosanue OpraHH3aLKH B [IEPCOHAE Kon | B/01.6 (MoaypoBEHB) 6
KB HUKAIAN
[Ipoucxoxnenne 3anMCTBOBAHO U3
P A Opurmman X
TPyROBOH GYHKIMN OpUTHHAJIA
Kon Peructpanuonssiii Homep
OpUrHHAJIA npoeCCHOHATBHOTO
CTaHmapTa

TpynoBsie neiicTBus

Ananuz IJIAaHOB, CTPATCTHUU U CTPYKTYPbI OPraHU3aliun

Amnanu3 0coOEHHOCTEH OpraHu3auy padoThl U IMPOU3BOJICTBA HA KOHKPETHBIX
pabounx MecTax

AHanmu3 peIHKAa TpyAa [0 OpraHu3aludd padoThl HA AHAIOTHYHOM
MIPOU3BOJICTBE M pabOYNX MECTax

@®opmupoBanue TpeOOBaHWMI K BaKaHTHOW JOJDKHOCTH (Tpodeccun,
CIELUAIBHOCTH) U UX KOPPEKIIHSI

AHanu3 pblHKa Tpyda W IEepCOHada OpPraHU3alud M0 MPOQHII0 BaKaHTHOU
JOJHKHOCTH (TMpodeccri, CICIIHaTbHOCTH)

NudopmupoBanre U KOHCYIbTHPOBAHUE PYKOBOJIUTENEH MOApa3/ICICHUN U
OpraHM3aIMK 110 BOIIPOCAM PbIHKA TPYZa B YACTH OOeCIeyeHus IEPCOHATIOM

Heo6xoanmMele ymeHUst

CoOuparp, aHaMU3UpOBaTb M  CTPYKTypupoBaTb HHpOpManuio 00
0COOEHHOCTSIX OpraHM3aliK padoT Ha pa3IMYHBIX Y4acTKaxX IMPOU3BOJICTBA U
Ha KOHKPETHBIX pa0OYMX MECTax C y4eTOM ILieJiei, 3a/1a, MJIaHOB U CTPYKTYPBI
OpTaHu3aIH

CoOuparp, aHamU3UpoOBaTb M  CTPYKTypupoBaTb HHpOpManuioo 00
0COOEHHOCTSIX U BO3MOXKHOCTSIX KaJpOBOT'0 OTEHIMAIa OpraHu3aluu

CoOuparp, aHamU3UpOBaTb M  CTPYKTypupoBaTb HHpOpManuioo 00
0COOEHHOCTSIX PbIHKA TPY/a, BKJIIOYas MPEUIOKEHUS OT MIPOBANIEPOB YCIyT
10 MTOMCKY, IPUBIICUEHUIO, 10100pY U 0TOOPY MepcoHaa

@®opmupoBaTh TpeOOBaHMS K BaKaHTHOM JOJDKHOCTH  (mpodeccun,
CMELUANIBbHOCTH) U ONIPENIeNATh KPUTEPUH N000pa nepcoHaa

BHocuTh KOppekTHpylolMe CBeACHHMs B TpeOoBaHMsS K KaHAWIAaTaM Ha
BaKaHTHBIE TOJDKHOCTH (podeccuut, CenuaibHOCTH)

[Tonb30BaTbcsi TOUCKOBBIMU CHUCTEMaMH U WH(OPMAIMOHHBIMU pecypcamu
JUI1 ~ MOHHUTOPWMHIa  pPBIHKA  TpyAa, TPaXTAHCKOTO W TPYAOBOrO
3akoHojarenberBa Poccniickoit denepanmnu

KoncynpTHpoBaTh 1O BOMpOCaM pBIHKA TPyJda B YacTH oOOecredeHus
IIEPCOHATIOM

C06J'IIOI[21TL HOPMBI OTUKHU JCJIOBOT'O 06H_ICHI/I}I

HeoOxoaumeble 3HAHUSA

TCXHOJ'IOFI/II/I, MCTOABI U MECTOJUKHU NPOBCACHUA aHalIW3a U CUCTEMaTU3allhun
JAOKYMCHTOB U I/IH(I)OpMaI_II/II/I

CtpykTypa OpraHm3allid W  BaKaHTHbIE JOJDKHOCTH  (mpodeccun,
CHEHHATBLHOCTH)

[Topsok onpeneneHus NEPCIEKTUBHOM U TEKYIIEH MOTPeOHOCTH B KaJpax

HcTtounnku oOecreueHus OopraHu3alu KaJapaMu
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Opranuzanus paboT Ha pa3iMyYHBIX ydacTKaX IPOM3BOJCTBA, OpraHHU3aIH,
oTpaciu

OO1ire TEeHICHIIMU Ha PBIHKE TPyJda U B OTACIBHOW OTPACiid, KOHKPETHOU
npodeccuu (TOKHOCTH, CIICIIHATEHOCTH )

OCHOBBI IICUXOJIOTHH U COMOJIOTUU Tpyda

OCHOBBI 5KOHOMUKH, OpTraHU3aL1H TPYJa U YIPaBJICHUS

TpynoBoe 3aKOHOIATENBLCTBO M MHBIE aKThl, COJEPKAIME HOPMBI TPYIOBOI'O
npaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIbCTBA M HOPMATUBHBIC IPABOBBIC AKTbI
Poccuiickoit denepanuu, B 4aCTU BEAEHUS TOKYMEHTALMH 10 EPCOHAILY

3akoHo aTenbcTBO Poccuiickoi denepanuu 0 MepCOHAIbHBIX JaHHBIX

JlokanbpHble HOPMAaTUBHBIE AaKThl OpPraHU3ALUH, PETYIUPYIOIIHE IOPSIO0K
11o100pa nepcoHana

Hopwmbl 3THKM 1€710BOTO OOIIECHUS

bazoBble OCHOBBI UH(OpPMaTHKH, CTPYKTYpHOE MIOCTPOCHUE
WH(POPMAIIMOHHBIX CHCTEM H 0COOCHHOCTH pabOTHl C HUMHU

HApyrue
XapaKTCPHUCTUKHU

3.2.2. TpynoBasi pyHKIuUSs

[Touck, npuBnedeHue, mogo0p U 0TdOP YposeHp
Hanmenosanme | penconana Kon | B/02.6 | (momyposenn) 6
KBaJTHU(QHUKAIIUN
IIpoucxoxmenue OBOM
P A pyA Opurunan X 3auMCTBOBaHO M3 OPUTHHANA
¢GbyHKIHN
Kon Peructpaunonusiii Homep
OpHTHHANA podeCCHOHAILHOTO
CTaHjapra

Tpynoseie nencTBUs

ITouck BO BHYTPEHHUX M BHEIIHUX UCTOYHUKAX MH(POPMALUU O KaHIHATaXx,
COOTBETCTBYIOIIEH TpeOOBAaHMAM BaKaHTHOM JOJKHOCTH (mpodeccuu,
CHEHHATIBHOCTH)

Pa3memienne  cBepeHMid 0 BakaHTHOW  JOJDKHOCTH  (Tpodeccuw,
CMELUAIBbHOCTH) B CPEJICTBAX MacCOBON MH(POPMALIUU

Boe16op crnoco0oB U METOJOB NPUBJIEUYEHHUS IEPCOHATIA B COOTBETCTBUU C
YTBEPKJICHHBIMH [UIAHAMU

[IpoBepka wuHpOpManUu O KaHAWAATaX HA BaKaHTHBIE JIOJHKHOCTH
(mpodeccuu, crienuanTbHOCTH)

[IpoBenenue cobecemoBaHUl W BCTpeU C KaHAWJATaMH Ha BaKaHTHBIE
JOJDKHOCTH (TIpoeccuu, CenuaibHOCTH) ¢ 00ecTiedeHueM 00paTHOMN CBSI3H

OneHka COOTBETCTBHUS KaHAMJIATOB TPEOOBAHHSAM BAKAHTHON TOJKHOCTH
(mpodeccun, cernuaiTbHOCTH)

[ToarotoBka mpemIoXKeHUH 1O (GOPMUPOBAHUIO OMOKETA HA TIOWCK,
MpUBJIeYEHUE, TOA00P B 0TOOP MepcoHasna

WNudopmupoBanre U KOHCYJIbTHPOBAHUE PYKOBOJHUTENEH Mojapa3ieneHuil u
OpraHM3aluy 10 BOIIPOCaM MPUBJIEUYEHHUS NTEPCOHANa C OLIEHKON 3aTpaT

Heo6xoanumMelie ymeHUs

OHpe,Z[CJI}ITB KpUTCPUU ITOMCKA, IPUBJICUCHUA, noz[6opa n 0T6opa NepcoHalia

CobupaTh, aHaTU3UPOBATH U CTPYKTYPUPOBATH MHGOPMAIUIO O KaHIUJATaxX U
IIPETIOKEHUSAX HA PBIHKE TPYAA

[Tonb30BaThbCs MOMCKOBBIMU CUCTEMAaMU W MH(GOPMAIIMOHHBIMU pecypcamMu B
obsacTi obecrieueHus! epcoHaIoM
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[IpuMeHSATh TEXHOIOTMH W METOAWKH TIOWCKA, IMPHBIICYCHUS, MOmdopa M
0TOOpa KaHIUJATOB HAa BaKAHTHBIC JOJKHOCTHU (TIPOdeCcCH, CIenaaIbHOCTH)
B COOTBETCTBHE C UX CHEIUDUKOI

Hcmons3oBaTh cpeacrBa obecrnieueHuUs IEepCOHAIOM, BKIIHOYas COIPOBOKIACHUC

KOHCYJ’IBTI/IpOBaTB I10 BOITpOCaM IPHUBJICUCHUA IIEPCOHAIA

CocraBiaTth H KOHTPOJUPOBATb CTATbU PACXOJOB Ha obecreyeHue
IIEpCOHAJIOM JIA IIJIaHUPOBAHUA 6IOI[)KGTOB

Co0roaTh HOPMBI 3THKH JCJIIOBOTO OOIIICHHUSI

Heo0xoaumMble 3HAHUS

Hcrounuku obecriedeHrsi OpraHu3anuy KaapaMmu

TexHomoruum M METONMKHM TIOWCKA, HpPHUBIECYEHUs, moidopa u orbopa
nepcoHaia

Cuctembl, MeToAsl M (OPMBI MaTEpUAIBHOTO W  HEMAaTepUaTbHOTO
CTUMYJIMPOBAHUs TPY/1a IIEpCOHAIIA

Texnonoruu u Mmetoabl HOPMUPOBAHUS U KOHTPOJISI OIO/IKETOB

TexHomoruu, MeToabl U METOAUKH IPOBEACHUSA aHAIM3a, CUCTEMAaTU3aLUU
JOKYMEHTOB M WH(OpMaIUu

CrpykTypa oOpraHM3allid M  BakKaHTHbIE JIOJDKHOCTH  (mpodeccun,
CIEIHAILHOCTH)

OOmye TEeHACHIMU Ha PBIHKE TPYAa M B OTACIBHBIX OTPACISIX W BUAAX
npodecCHOHATBHOM IEeATEITBHOCTH

OCHOBEBI IICUXOJIOTHH H COLMOJIOTHH TpYyAda

OCHOBBI 5KOHOMUKH, OpraHU3al1H TPYa U YIPABIICHUS 1€PCOHATIOM

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKTHI, COJIEPKALUE HOPMBI TPYILOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEJIbCTBA WM HOPMATUBHBIEC IPABOBBIE AKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMH 10 EPCOHAITY

OcCHOBBI HAJIOTOBOT'0 3aKOHO1aTesIbcTBa Poccuiickoii denepanuun

3akoHonarenbcTBO Poccuiickoit denepannivi 0 NepCOHAIbHBIX JaHHBIX

JlokanbHble aKThl OpraHMW3allM, PETYIUPYIOUIUE MOPSI0K obecrneueHus
[IEPCOHAIIOM

Hopwmbl 5Tk# 1em10BOT0 OOIIEHUS

bazoBbie OCHOBBI MH(OPMATHKH, MOCTPOEHUS MH()OPMAIIMOHHBIX CHCTEM H
0COOEHHOCTH pabOThl ¢ HUMH

Hpyrue

XapPaKTCPUCTHKHU

3.2.3. TpynoBasi pyHkuus

AI[MI/IHI/ICTpI/IpOBaHI/IC MponecCcoB U YpOBeHL
HaumenoBanne | JOKYMEHTOOOOPOTA OOSCTICUCHUS Kon | B/03.6 (moxypoBeHb) 6

IIEPCOHAIIOM KBaH(pUKaIuu
Hponcxozx;leHHe Opurmsan X 3aMMCTBOBAHO W3
TPYAOBO#H (HYHKIIUU OpHUrMHaa

Kon Perucrpannonusiii Homep
OpHUTHMHAJIA npo¢eCCHOHATBHOTO
CTaHgapTa

TpynoBsie nenicTBUS

AHanm3 nporeccoB JOKYMEHTO000pOTa, IOKAIBHBIX JOKYMEHTOB IT0 BOIIPOCaM
o0ecreyeHuns: IepCcoHANIOM

Benenune uHOpmanmu 0  BakaHTHBIX  JOJDKHOCTAX  (mpodeccusx,
CMELHANBbHOCTAX) U KaHAUAATax
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JIOKyMEHTAI[MOHHOE ~ COMPOBOXICHUE KAHIUIATOB Ha JTamax IOWCKa,
npuBieUeHUs, moabopa W oTOOpa MEepcoHajsa Ha BaKaHTHBIC JOJDKHOCTH
(mpodeccuu, cnenuaIbHOCTH), HHOOPMHUPOBAHUE KAHAUIATOB O PE3yJbTaTax
otbopa

[ToaroToBka 3ampocoB O KaHAWAATaX B FOCYAApCTBEHHbBIC OPraHbl, B CIyYasx
MPEIyCMOTPEHHBIX  JIGHCTBYIOIIMM  3aKOHOJATEIbCTBOM H  00paboTka
HPEIOCTABICHHBIX CBEIICHUIT

[MonrotoBka u 00paOoTka yBEJOMJIICHHH B TOCYJapCTBEHHbBIE OpTaHBI,
npodeccuoHanbHbIe COI03bI U IPYTHE MPeICTaBUTEIbHbIC OpraHbl PA0OTHUKOB
110 BOIPOCaM TOMCKa, IPUBIICUEHUS, 110100pa U 0TOOpa epcoHaia

COHpOBO)K,I[GHI/Ie AOroBOpPOB 110 o0ecIreyeHnro opranu3alyn II€PCOHAIIOM,
BKJIIO4asA NpCABAPUTCIIbHBIC ITPOLCAYPHI 11O UX 3aKIFOYCHHUIO

Heo6xoanmeie ymeHust

ObecrieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXK/ICHHWE BBIXOJa KaHIWIATa Ha
paboTy U nepeMenieHus nepcoHana

OdopmIAT JOKYMEHTHI 110 BOIpocaM oOecrieueHus! KapOBBIMH PECypCaMu,
HEOoOXOAMMBIE ISl  NPEJOCTaBIE€HUS B  TOCYJapCTBEHHbIE  OpIaHBbl,
poeCCHOHATLHBIE COIO3bI U APYTHE MPEICTABUTEIbHBIC OpraHbl pA0OTHUKOB

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHU C TpPeOOBaHUSIMU
TPYAOBOrO, AapXMBHOIO 3akoHojarenbcTBa Poccuiickor @enepauun U
JIOKaJIbHBIMU aKTaMH OpPTaHU3alUU

AHanMM3UpOBaTh TOKYMEHTHI M IEPEHOCUTH MHPOPMAITUIO B MHPOPMAITHOHHBIC
cucTeMbl U 0a3bl JaHHBIX O KaHJUaTax

Paborarh ¢ nH(GOPMAIMOHHBIME CHCTEMaMU M 0a3aMu JaHHBIX 110 BOIPOCaM
o0ecreyeHuss MEpCOHAJIOM, BEAECHUIO IOMCKA W y4yeTa KaHIUAaTOB Ha
BaKaHTHBIE TOJDKHOCTH (TIpodeccuu, CrennanbHOCTH)

[IpousBoauTh mpeABapUTEIbHbIE 3aKyMOYHbIE NPOLEAYPHl U OPOPMIISATH
COITYTCTBYIOIYIO JIOKYMEHTALIHMIO 110 3aKJIFOUYEHUIO JOIOBOPOB

OpraHu3oBbIBaTh M MPOBOAMTH KOHKYPCHI, OGOPMIIATE M aHAIU3MPOBATH
KOHKYPCHYIO JJOKYMEHTALUIO

Bectu nenoByro nepenucky

CO6J'IIOI[aTL HOPMBI OTUKHU JCJIOBOTO O6H.I€HI/I$I

HeoOxoaumeble 3HaHASA

[lopsnox odopmiieHus, BeleHUs U XpaHEHUS JOKYMEHTAIMH, CBA3aHHOW C
MIOMCKOM, TpPUBJIEYCHHEM, MOJOOPOM M OTOOPOM IepCOHaNa Ha BaKaHTHBIE
JOJDKHOCTH

HOpH)IOK (I)OpMI/IpOBaHI/I}I, BCACHUA OaHka JAaHHBIX O IEPCOHAJIC OPraHU3alluu U
MpeaAOCTABJICHUA OTYECTHOCTHU

OcCHOBEI I[OKYMGHTOO60p0Ta U JOKYMCHTAIIUOHHOT'O obecnieueHUs

TCXHOJ'IOFI/H/I, MCTOABI U METOAUKH IMPOBCACHUA aHAIM3a U CHUCTCMATHU3allUU
JAOKYMCHTOB U I/IH(l)OpMaI_II/II/I

HOpSIJIOK IMPOBCACHUS KOHKYPCOB U O(I)OpMJIGHI/ISI KOHKprHOfI AOKYMCHTallUN

[Topsaok mpoBeIeHNs 3aKYMOYHBIX MPOIEAYP U 0(DOPMIICHHS COIMYTCTBYIOIEH
JOKYMEHTalUN

CtpykTypa oOpraHm3aliid W  BakaHTHbIE JIOJDKHOCTH  (TIpodeccun,
CHEHHATBHOCTH)

TpynoBoe 3aKOHOAATEIBCTBO M MHBIE aKThl, COAEpalllke HOPMbI TPYJIOBOTO
npasa

OCHOBBI apPXHMBHOTO 3aKOHOJATEIILCTBA M HOPMATHUBHBIE MPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 IEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit denepanu

3akoHonarenbcTBO Poccuiickoii denepaiiy 0 NepcoOHANbHBIX TaHHBIX

JlokasbHbIE aKThl OpPraHU3ALUH, PETYIUPYIOIIUE MOPAJOK 110100pa epcoHata

[Topsiok 3aKiI0ueHus 10roBOPOB (KOHTPAKTOB)
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Hopwmbl 3THKH 1€710BOTO OOIIICHUS

bazoBble OCHOBBI WH(OPMATHUKH, TMOCTPOCHUS WH(POPMAIMOHHBIX CHUCTEM H
0COOEHHOCTH PabOThI C HUMHU

Apyrue
XapaKTCPUCTHKU

3.3. O0o0menHas TpyaoBasi pyHKuus

JleqaTebHOCTD 0 OLIEHKE U aTTECTALUU VpoBeHb
HaumenoBanue Kon| C 6

IepcoHaia kBanudukanuu
IIpoucxoxaeHue

N N 3auMCTBOBAHO U3
0000IIEHHON TPYTOBOI Opurunan X
OpuUrMHaa
GbyHKIUN
Kon Peructpanmonusiit Homep
OopuTHHaa poheCCHOHATHLHOTO
CTaHIapTa

Bo3moxxHbie
HaVMEHOBaHHUS
OJKHOCTEH,
npodeccuii

Crienmanuct 1o OLEHKE U aTTecTaluy IepcoHaa
Crneunanuct 1o nepcoHainy
Menempkep 1o nepcoHamy

TpebGoBanus k
00pa3oBaHHIO U
00y4eHUIO

Beiciiee obpa3oBanue — 6akanaBpuat

JononuurensHOE podeccroHanbHoe 00pa3oBaHUE — MPOTPAMMBI
MOBBIIICHUS KBATU(DUKAIIUH; TPOTPaMMBbI IPOPEeCCHOHATHHON
MEePEToArOTOBKY B 00JIaCTH MTPOBEICHHS OLICHKH MIepcoHala

TpeboBanus K ONBITY
NPaKTHYECKON paboThI

Oco06ble ycrnoBus
Jorycka K pabote

Jpyrue

XaPaAKTCPUCTHKHU

JlonoIHUTEIbHBIE XapaKTEPUCTUKH

HaunmenoBanue JAOKYMCHTa KOI[

HanmenoBanue 06a30B0ii TPYIIIbI, TOKHOCTH
(mpodeccun) mim crnenuanTbHOCTH

OK3

2412 | CrenuaiicThl 1o KajapaM U npodoprueHTanuu

3423 | CenuaucThbl KaIPOBBIX CIYKO U yUpexAeHUH 3aHATOCTH

EKC

- Menemxkep 1o nepcoHany

OKTIJITP

27755 | DKOHOMWCT IO TPYIY

22956 | MHCcnekTop 1o Kajapam

3.3.1. TpynoBas ¢pyHkuus

OpraHusaiys U MpOBeIEHNE OLEHKH YposeHb
HanmMeHoBaHMe MepcoHana Kon | C/01.6 | (momyposens) 6
KBaTA (UK

[TpoucxosxneHue TpyaoBOi
GbyHKIHN

3arMCTBOBAHO U3

Opurunan X
OpUTHHAJA

Kon Peructpaunonusiit Homep
opurrHaia MpoeCCHOHAIBHOTO CTaHapTa




TpynoBbie necTBUS

HeoOxoaumbie ymeHus

HCO6XOI[I/IMBIC 3HaHUA
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AHanmM3 CTPYKTYpHI, IUIAHOB M BaKaHTHBIX JOJDKHOCTEH (mpodeccui,
CIIEIMATIbHOCTEH) OpraHM3alii, OCOOCHHOCTEW OpraHu3alud paboThl Ha
Pa3IMYHbIX YYacTKax MPOU3BOJACTBA U KOHKPETHBIX pabOUYMX MECTax
PazpaGoTka 1U1aHa OIEHKM IE€PCOHAJa B COOTBETCTBUH C  IIEISIMHU
OpraHu3aIu

OneHka JMHAMUKHU POU3BOAUTEIBHOCTH, HHTEHCUBHOCTHU M A(P(PEKTUBHOCTH
TpyZda Ha pabouux MecTax

Omnpenenenue pecypcoB, BBIOOp CPEICTB W METOJOB HPOBEACHUS OICHKU
repcoHaa

[IpoBeneHue OLEHKH ITepcoHaIa B COOTBETCTBUY C INIAHAMU OpPTraHU3aluN
ConpoBokJieHHE JOrOBOPOB C  OpraHU3alUsIMU —  HCIIOJIHUTEISIMU
MEPOIPUATHUH 0 OLIEHKE IIEPCOHAIA, BKJIOYasi IPEABapUTEIbHBIE TPOLEAYPBI
0 UX 3aKIIOYCHHUIO

KoHcynpTupoBaHue nepcoHasa IO BONPOCAM OLEHKH, BKJIIOYAas OLIEHKY
3arpar

AHanu3 pe3ylnbTaToB OLEHKU IIepCcOoHalla, IOATOTOBKA PEKOMEHIAlui
PYKOBOJICTBY U IIEPCOHAITY

[ToaroroBka npeioxkenuii mo GopMupoBaHUIO OIO/PKETA IO OpraHU3aluu U
MIPOBEICHUIO OLIEHKH IepCoHaa

OnpenensTh mapameTpsl U KPUTEPUU OLIEHKH IepCoHaa

OnpenensiTb U MPUMEHSTh CPEACTBA W METOJBI IPOBEIEHUS OLICHKH
IepcoHaa

Boiaensats (onpenensaTs) rpymnibl epcoHaia AJis MPOBEASCHUS OLIEHKH
OnpenensiTb MHTEHCUBHOCTh TPyJAa W 30HBI MOBBIMIEHUS 3((HEKTUBHOCTU
IepcoHaa

OnpenensiTb MOTUBAIIMOHHBIE (PAKTOPHI TPOBEACHUS OLIEHKH MIEpCOHAa
CocTaBnaTh U KOHTPOJIUPOBATH CTAThH PACXO/0B Ha OICHKY MepcoHamna s
TJITAHUPOBAHUS OFOHKETOB

ObecneunBaTh OPraHU3alMOHHOE COMPOBOXK/IEHUE OLIEHKH IIEpCOHaNa
ObecnieunBaTh COXPAHHOCTh KOH(MUIACHUUAIbHOW HMH(OpPMalUK  MpU
MIPOBEJIEHUU OLIEHKH [IEpPCOHAA,

OpraHu30BbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSMU
TPYAOBOrO, apXUBHOr0O 3akoHopaTenbcTBa Poccuiickoin ®enepanuu u
JIOKaJIbHBIMU HOPMATHBHBIMU aKTaMHU OpraHU3alUN

Cobupath, aHamUM3UpOBaThb U  CTPYKTYpUpPOBaTh HMHGPOpPMAIUIO O
IIPEIOKEHUSX 110 OLIEHKE NIEPCOHAJIA HA PBIHKE TpyAa

[Ipon3BoauTh HpenBapUTENbHbIE 3aKyINOYHBIE MPOLEAYphl U O(QOPMIISATH
COIIYTCTBYIOIYIO TOKYMEHTALMIO 110 3aKJIFOUEHHUIO JOTOBOPOB

Onpenensitb yca0BUs AJ1s1 3aKIF0YEHUSI JOTOBOPOB HA YCIIYTH 10 POBEACHUIO
OLIEHKH IIepCcoHasa

CucremaTu3upoBatb, 0000IIaTh M aHAIM3UPOBATh PE3YNbTAThl OLIEHKH
IepcoHaa

ObecnieunBaTh OOpaTHYIO CBSI3b MO pe3yJlbTaTaM MPOBEACHHON OLEHKU C
IIEPCOHAJIOM U PYKOBOJICTBOM

[Tonb30BaTbcs MOMCKOBBIMHM CHUCTEMaMHU, HH()OPMALIMOHHBIMU pecypcamMu U
0a3aMu JaHHBIX 110 MPOBEJCHUIO OIIEHKH MIepCOHAIa

Pa3pabaTbiBaTh peKkOMEHJIAMUM 10 pa3BUTHUIO IIEPCOHAja Ha OCHOBE
MPOBEICHHOMN OLICHKU

Co06roaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

TexHoMOrMM M METO/IBI OIpeIesIeH s PO(heCCHOHAIBHBIX 3HAHUH, YMEHUH U
KOMITETECHIU I

TexHoI0rnK U METO/BI OLICHKH JIMYHOCTHBIX KA4ECTB U XapaKTEPUCTUK



Hpyrue xapakTepucTUKU
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Cucrempl, Mmetoabl © (QOpPMBI MaTePUAIBHOTO W HEMAaTEPHAIHLHOTO
CTUMYJIUPOBAHUSA TPY/ia IIepcoHalia
TexHonoruu u MeTobpl GOPMUPOBAHUS U KOHTPOJIS OIOJKETOB

TexHoNOrNK, METOABI U METOAMKHU IPOBEACHUS aHAIN3a U CUCTEMaTH3aluu
JOKYMEHTOB U WH(pOpMauu

OcHoBBI 00mIEN M COLMATIBHOM IICUXOJIOTUH, COLMOJIOTUM U IICUXOJOIMU
Tpyaa

OCHOBBI IPOU3BOJCTBEHHOM AEATEIbHOCTU OPraHU3aLMH

[lopsmox  mpoBedeHHs]  3aKyNOYHBIX  mpoueayp U odopmieHus
CONYTCTBYIOIIEH JOKYMEHTAMU

CtpykTypa oOpraHM3alMd ¥  BaKaHTHbIE JOJDKHOCTH  (mpodeccun,
CIEIHUATBLHOCTH)

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKTHI, COJEPKAIIUE HOPMBI TPYIOBOTO
rnpaBsa

OCHOBBI ApXMBHOI'O 3aKOHOJATEIbCTBA W HOPMATHUBHBIE IPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMH 110 EPCOHAITY
3akoHonarenbcTBO Poccuiickoit denepannivi 0 NepCOHAIbHBIX JaHHBIX

JlokanpHBlE HOPMATHBHBIE aKThl OpPraHU3AIMU, PETYIHUPYIOIIUE MOPSIOK
OLIEHKH TIepcoHalIa

[Topsiiok 3aKiroueH s JOrOBOPOB (KOHTPAKTOB)

Hopwmbl 5THk# nemoBoro oOieHus

bazoBble OCHOBBI UH(pOpPMaTHKH, CTPYKTYpHOE MIOCTPOCHUE
WH(POPMAIIMOHHBIX CHCTEM H 0COOEHHOCTH pabOTH C HUMHU

3.3.2. Tpynosas pyHkuus

Opranu3zanys U NpoBeJAEHUE aTTeCTalluU YposeHp
HaumenoBanue nepcoHaa Koxn | C/02.6 (1mo1ypoBEHB) 3]
KBaTH(QUKAINN
IIpoucxoxenne 3anMMCTBOBAHO U3
P A Opurunan X
TPYAOBOH (QYHKIINU OpHUTHHAJIA
Konx Peructpauuonssiii Homep
OpHUTHHANA po¢heCCHOHATHFHOTO
cTaHaapTa

TpynoBbie neicTBUS

Heobxomumbie ymeHus

AHanu3 CTPYKTYphl, IUIAHOB ¥ BaKaHTHBIX JOJDKHOCTEW (Tipodeccuii,
CHEIMaIbHOCTEW) OpraHu3alii, OCOOCHHOCTEM opraHu3anuu paboThl Ha
Pa3MUYHBIX yYaCTKaxX MPOM3BOACTBA U KOHKPETHBIX pabOYMX MecTax
Pa3paboTka MpOEKTOB JOKYMEHTOB, OMPEICISIOMNUX TOPSAIOK aTTECTaIluu
MepcoHalIa, ¢ OLICHKOM 3aTpaT

CornpoBOKIEHHE TIPOIIecca aTTECTAMKA U PAOOTHI aTTECTAITMOHHOW KOMUCCHHT
[ToaroroBka mpenIo)eHUi Mo GOPMUPOBAHUIO OIOKETA HA OPTaHU3AIMIO U
MPOBEACHUE aTTECTAIMH TTepCOHATa

[ToaroroBka mpeIOKEHUH O COOTBETCTBUM pPaOOTHUKA JOJMKHOCTH
(mpodeccun, cnenuanbHOCTH) TI0 PE3yIbTaTaM aTTECTAIlMU B COOTBETCTBUH C
3akoHoJarenbeTBOM Pocceuniickoit denepannu

Ornpenenars mapaMeTphl H KPUTEPUH aTTECTAIMU TTIEPCOHAIA

OnpenensTh U MPUMEHSITh CPEJICTBA U METOBI aTTECTALIUN

BoiaensTe Tpymnibl nepcoHana ajs MpoBEACHHs aTTECTAlNH




HeoOxonuMble 3HaHUS

Jpyrue

XapaKTECPUCTHUKHU
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O6ecneuynBaTh JOKYMEHTAITMOHHOE COMTPOBOXKICHUE aTTECTAIIMHU TIEpCOHaa

CocTaBisATh U KOHTPOJIMPOBATH CTATbHU PACXOJ0B HA aTTECTALMIO IEpCOHAIA
JUIS TIJTAHUPOBAHUS OFO/IKETOB

[Tonb3oBatbecss WHGOPMALMOHHBIMU pecypcaMu H 0a3aMu  JaHHBIX IIO
MPOBEACHUIO aTTECTAUU

Bectu yuer u peructpanuio J0KyMEHTOB B HHGOPMAIIMOHHBIX CUCTEMaX U Ha
MaTepUaTbHBIX HOCUTEIISIX

Opranu3oBbIBaTh XpaHEHHE IOKYMEHTOB B COOTBETCTBHH C TPeOOBaHUSMU
TPYAOBOrO, AapXUBHOrO 3akoHoAaTenbcTBa Poccuiickon Penepaunu U
JIOKaJIbHBIMU JOKYMEHTAMH OpraHU3aluH

[Tpou3BOUTE TpEaBApPUTEIbHBIC 3aKYMOYHBIE MPOLEAYPHl U O(GOopMIIATH
COMYTCTBYIOIIYIO JOKYMEHTALHUIO [0 3aKIHYEHUIO JTOTOBOPOB

Co0bimo1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

[TopsaoK ¥ TEXHOJIOTHS IPOBEACHUS aTTECTALUU

TexHOoJIOrHH M METOMBI ONPEICIICHUS U OICHKU MPOPECCHOHATBHBIX 3HAHUM,
YMEHUHN U KOMIIETEHLUN

Cucrempr, MeTOmbI ¥ (OPMBI MATEPHAIBLHOTO M HEMATEPUAIBHOTO
CTUMYJIMPOBAHUA TPY/la lIepcoHalIa

TexHonoruu u MeTobl HOPMUPOBAHKS U KOHTPOJISI OFOJKETOB

TexHOomoruu, METOJIbI U METOJUKH MPOBEACHUS aHAIM3a U CUCTEeMaTHU3alNH
JIOKYMEHTOB M UH(OpMAaLINH

OCHOBBI POU3BOICTBEHHOM JIEATEILHOCTH OpraHU3aIUH

OcHOBBI 00111e# U COITUANBHOMN MCUXOJIOTHH, COLIMOJIOTUU U TICUXOJIOTUHU TPY/Ia
[Topsiaok mpoBeACHUS 3aKYTIOYHBIX MPOLEAYP U OPOPMIICHUS COMTYTCTBYIOIICH
JOKYyMEHTauu

CtpykTypa oOpraHu3allid W  BakKaHTHbIE JIOJDKHOCTH  (mpodeccuw,
CIEIUATLHOCTH )

TpynoBoe 3aKOHOAATEIBCTBO U MHBIE aKThI, COJIEPKAIINE HOPMBI TPYAOBOTO
rpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA W HOPMATHUBHBIE IPABOBHIE AKTHI
Poccuiickoit deneparuu, B 4aCTU BEACHUS TOKYMEHTALMH 110 IIEPCOHAILY
3axoHogarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX
JlokanbHble HOPMATUBHBIE aKThl OpPraHU3ALMH, PETYIUPYIOLIUE MOPSIA0K
OIICHKHU TIepCOHalIa

[Topsmok 3akitoueHus: J0rOBOPOB (KOHTPAKTOB)

Hopwmbl 5TKH 1emoBoro o0IeHus

bazoBbie 0CHOBBI HH()OPMATHUKH, CTPYKTYPHOE MTOCTPOCHHE HHPOPMAITHOHHBIX
CUCTEM U OCOOEHHOCTH pabOThl C HUMU

3.3.3. Tpynosast pyHkuus

AJIMUHHCTpUPOBAHHUE TIPOIIECCOB U YpoBeHb
HaumeroBanne | JOKYMEHTOO0OPOTA MPHU MPOBEACHUH Kon | C/03.6 (moxypoBeHs) 6
OIIEHKH U aTTECTallUK IIepCOHaNa KBaTH(pHKALMH
IIpoucxoxneHnue 3aMMCTBOBAHO W3

TPYAOBOH (QyHKINN

Opurmnan X

OpHUTHHAaJa

Kon PeructpannoHHbiii HOMep
opuruHaiga mpodhecCHOHAIHLHOTO CTaHAapTa
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TpynoBble nelcTBUA

AHanmM3 MpoIeccoB JOKyMEHTOO00POTa, JIOKAIbHBIX JJOKYMEHTOB T10 OIIEHKE U
aTTeCTallMy NepcoHasa

OpFaHI/ISaHI/IOHHOC COIIPOBOXACHHUC MepOHpI/IﬂTI/Iﬁ I10 OICHKE II€pCcoOHAJIa 1 €Iro
arTreCcTanuu

Odopmienue npoiecca U pe3ynbTaToB aTTeCTally NEpcCoHaa

WNudopmupoBanue nepcoHaia o pe3yibTarax OLEHKH U aTTeCTalluu

[ToaroroBka npeuI0kKEHUH 0 Pa3BUTHUIO IIEPCOHANIA IO PE3yJIbTaTaM OLEHKU

ConpoBoxieHME  JOrOBOPOB IO  OKA3aHMIO  KOHCYJBTAallMOHHBIX U
MH(GOPMAIMOHHBIX YCIYT MO OIICHKE U aTTECTAllMH IepcoHaa

Heo6xoaumbie ymeHHst

OOecrieunBaTh JOKYMEHTAIMOHHOE CONPOBOXKICHUE OLCHKM M aTTeCTaluu
nepcoHaa

OdopMasaTh OKYMEHTHI IO BOIPOCAM OLIEHKM U aTTeCTallMd MepcoHala,
MIPEIOCTABIIIEMBIE B TOCYIaPCTBEHHBIC OpraHbl, MPO(eCCHOHATBHEBIE COIO3bI U
Jpyrue npecTaBUTEeNIbHbIE OpraHbl pabOTHIUKOB

AHanu3upoBaTh IMpaBuUiia, MPOLEAYPhl U TMOPSAKU INPOBEACHUS OLCHKU U
aTTeCTaly IIepcoHaa

Bectu yuer u peructpanuio 10KyMEHTOB B HUH(OPMALIMOHHBIX CUCTEMAaxX U Ha
MaTepUalbHbIX HOCUTEIIAX

OpraHu30BbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBaHUSIMU
TPYOBOTO 3aKOHOAaTenbeTBa Poccniickon denepanuy v J0KaIbHBIMU aKTAMHU
OpraHu3aluu

Bectu nenoByro nepenucky

PaGorars ¢ nHGOPMAIIMOHHBIMU CHCTEMaMU U 0a3aMH JIaHHBIX IO BOIPOCAM
MIPOBEACHUS OLICHKU U aTTECTAIMH MepCOoHasa, BEJACHHUIO yueTa KaHIu1aTOB Ha
BaKaHTHBIE IOJDKHOCTHU (TpodecCcru, CIeIUaIbHOCTH)

AHamM3UpOBaTh TOKYMEHTHI U IEPEHOCUTH HH(POPMALIKIO B HH(POPMAITMOHHBIC
cucTeMbl ¥ 0a3bl JaHHBIX

Co0r0o1aTh HOPMBI ATHKHU JIEJIOBOTO OOIIEHHS

HeO6XO,[[I/IMLIC 3HaHUA

HOpSI)IOK O(bOpMHeHH}I, BCACHHUA U XpAaHCHUA NOKYMCHTAIlHUU, CBSI3aHHOM C
IMPOBCACHUEM OLICHKU U aTTCCTAllMU IICPCOHAIA

HOpH}IOK (I)OpMI/IpOBaHI/IH, BCACHUA Oanka JAaHHBIX O MEPCOHAJIC OPraHU3aluu
1 NIpCAOCTaBJICHUSA OTYCTHOCTHU

[Topsiaok mpoBeaeHNUs 3aKYTTOYHBIX MPOIEAYP ¥ 0OPMIICHHS COMTYTCTBYIOIICH
JIOKYMEHTalUN

[Topsimox odopmieHus: JOKYMEHTOB, MPEIOCTABISIEMBIX B TOCY/IapCTBEHHbBIE
Oprasbl, MPOQeCcCUOHANbHBIE COIO3bl U JAPYTUE€ NPEICTABUTEIbHBIE OPraHbI
pabOTHHKOB

OcCHOBEI I[OKYMGHTOO60pOTa U JOKYMCHTAIIUOHHOT'O obecnieueHUs

CtpykTypa oOpraHu3allid ¥  BaKaHTHbIE JODKHOCcTH  (TIpodeccud,
CHEHHATBHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COAEpKAIIUe HOPMBI TPYAOBOIO
npasa

OCHOBBI APXHMBHOTO 3aKOHOJATEIbCTBA W HOPMATHUBHBIE MPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 IEPCOHAILY

3akoHogarenscTBO Poccuiickoit denepaninu o nepcoHaNbHBIX JaHHBIX

TCXHOJ'IOFI/II/I, METOJbl U MCTOAWKH IMPOBCIACHUA aHAIM3a M CUCTEMAaTHU3allun
JAOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanpHblE HOPMATHBHBIE AaKThl OpPraHW3alMH, PETYIHMPYIOIIUE IOPSI0K
OLICHKH U aTTeCTallly [IEPCOHAJIA

[Topsiok 3aKiI0UeHUs 10rOBOPOB (KOHTPAKTOB)

HOpMBI O9THUKHU JCJIOBOT'O O6H_ICHI/ISI
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ba3oBbIe 0OCHOBBI HH(OPMATHKH, CTPYKTYPHOE TIOCTPOCHUE HH()OPMAIIMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUMHU

HApyrue
XAPaAKTCPUCTHKHU

3.4. O0o0meHnHas TpyaoBasi pyHKuus

YpoBeHb
HauMeHOBaHME I[CSITGJ'IBHOCTB I10 Pa3BUTHIO II€pCOHATIA Kon D p 6
KB HUKAIAN
[Ipoucxoxnenue
o . 3anMMCTBOBAHO U3
00001IeHHON TPYI0BOIT Opurunan X
OpHUTHHaa
¢$byHKIHN
Kon Peructpanuonssiii Homep
OpUTHHAJIA npo¢heCCHOHATIBHOTO
CTaHJapTa

Bo3moxxHbie
HaVMEHOBaHUS
OKHOCTEH,
npodeccuii

Crenuanuct mo pa3BUTHIO U 00YUEHUIO MTepcoHaa
Crenuanuct 1o pa3BUTHIO Kapbepbl ITEpCoHAA
Cnenuanuct 1o nepcoHany

Menemxep 1o nepcoHany

TpebGoBanus K
00pa30BaHMIO U
00yUYeHUI0

Beiciiee o6pa3oBanue

JlononHuTENbHOE MPO(HECCHOHATTEHOE 00pa30BaHKE — IPOTPAMMBI
MOBBIIICHUS KBATH(DUKALUK; TIPOrPaMMBbI ITPpo(eccHoHaIbHOM
HEepEeTorOTOBKY B 00JIACTH OPTaHU3AIIMOHHOTO U PO ecCHoHaIbHOT0
pa3BUTHS IIEpCoHAA

TpeboBanus K ONBITY
NPaKTHYECKON paboThI

Oco0Oble ycrmoBus
JI0IycKa K pabore

Hpyrue

XaPaAKTCPUCTHKHU

JIOTIOTHUTENBHBIE XapAKTEPUCTUKN

HaumeHnoBanue 6a30B0ii rpymiibl, JOKHOCTH
HaunmenoBanue nokymeHnra Kon
(mpodeccun) uiM CrenuaIbHOCTH

OK3 2412 CrienanmucTshl 1o KaJpaM U npodoprueHTannu

3423 CriennanucTbl KaApOBBIX CIYKO M YUpekKI€HUN 3aHATOCTH
EKC - MeHexep 1o nepcoHany
OKIIATP 27755 | DKOHOMHCT TIO TPYIY

22956 | MHCIeKTOp 1Mo Kajapam

3.4.1. TpynoBasi pyHKuus

HaumeHnoBaHue

Opranu3anys 1 IpoBEACHHE MEPOITPUATHIA YpoBeHb
10 Pa3BUTHUIO U TIOCTPOCHUIO Kon | D/01.6 | (noayposens) 6
poQeCCHOHAIBHON Kapbephl MepcoHaIa KBanQuKamn

IIpoucxoxaeHue Tpya0Boi
¢GbyHKIHN

OpuruHan X | 3aMMCTBOBAHO W3 OpHIHHATA

Kogx
OpuUrvHaa

Peructpauuonssiii Homep
MpodeCcCHOHAIBEHOTO
CTaHJapTa
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TpynoBble nelcTBUA

AHanM3 CTPYKTYpHI, IUIAHOB U BAKAHCHI OpraHU3alluu

AnHanu3 ocoOeHHOCTEH padOThl Ha Pa3NUYHBIX YYacTKax IPOM3BOJICTBA U
KOHKPETHBIX pabounx MecTax

[TonroroBka MPOEKTOB JOKYMEHTOB, OIPEACISIONIMX MOPSAIOK PpPa3BUTUS
NepCoOHaNa U MOCTPOCHHUS MPOPEeCCHOHATBHOIN Kaphephl ¢ OLIEHKOH 3aTpar

Pa3paboTka miuaHoB npodeccnoHanbHOM Kapbepbl paOOTHUKOB

DopMUPOBAHUE KAaJPOBOTO PE3EPBa

Opranu3zanys MeponpusTUH [0 Pa3BUTHUIO U TOCTPOEHUIO PO eCCHOHATBHON
Kapbepbl IIEpCOHATIA

[ToaroroBka npeanoxxeHuit o GopMUPOBAHHIO OIOJKETa Ha OPraHU3AIUI0 U
MIPOBEJICHUE MEPOTIPUSATUH TI0 PA3BUTHIO U MIOCTPOCHUIO POPECCHOHATHHON
Kapbepbl IepcoHasa

AHam3 3QGEKTUBHOCTH MEPOIIPUSATHH 110 pa3BUTHIO MIEPCOHATIA, TOATOTOBKA
MPEJI0KEHHH 110 Pa3BUTHIO

Heo6xoanumeie ymeHuUs

AHanM3upoBaTh  YpPOBEHb OOIIEro pa3BUTUS M MPodhecCHOHAIBHOM
KBAJM(HUKALMY TIEpCOHaNa

OnpenensaT KpaTKOCPOYHBIE M JIONTOCPOYHBIE MOTPEOHOCTH Pa3BUTHS
HepcoHaja 1 MOCTPOSHHUS €ro MPo(heCCHOHANTBHON Kapbephl

OnpenensaTe KpuTepuu GOPMHUPOBAHUS KAJIPOBOTO pe3epBa OPraHU3AINH

CocTaBliTh HHAUBUAYAJIBHBIC IIJIAHbI KAPBCPHOT'O pa3BUTHUA IICPCOHAIA

[IpuMeHATh TEXHOJOTMH W METOJbl Pa3BUTHS IEPCOHATA U IMOCTPOCHUS
podeccuoHabHOM Kapbephl

CocTaBmsATh MNPEAJIOKEHUS W KOHTPOJIMPOBATh CTAaThU PACXOJIOB Ha
IpPOrpaMMbl M MEPOIPHUATHS O Pa3BUTHIO IEPCOHAIA MU MOCTPOEHUIO
npodeccuoHaNBHOM Kapbepsl AJIs IUIAHUPOBAHUS OI0JKETOB

Onpenensate 3((GEKTUBHOCT MEPONPUATHI MO PA3BUTHIO TEpCOHANa M
MOCTPOCHHUIO MPO(PECCUOHATBHOIN Kapbephl

Paborate ¢ HHPOpPMAIIMOHHBIMH CHCTEMaMH U 0a3aMU JAHHBIX 110 IEPCOHATY

CO6J'IIO,[[8.TB HOPMBbI 59TUKH JCIIOBOTO O6H.[CHI/IH

HeO6XO,[[I/IMLIC 3HaHUA

Cucrema, crocoObl, METO/1bl, HHCTPYMEHTBI IIOCTPOEHUS MPO(heCCHOHATBHON
Kapbepbl

Metoapl ompeneieHuss M OLEHKH JIMYHOCTHBIX W MpodeccroHalbHBIX
KOMIIETEHIIUHA

Cucrembl, Meroabl U (QOpPMBI MaTepUAILHOTO M  HEMaTepHaIbHOIo
CTUMYJIMPOBAHHUs TPYy1a IIEpCOHAIA

TexHomoruu, METOIbI (bOpMI/IpOBaHI/IH 1 KOHTPOJIA 6IO,Z[)KCTOB

TGXHOJ'IOFI/II/I, MCTOJbl U METOAUKHU IMPOBCACHUA aHAIM3a U CUCTCMATHU3aAlluU
JOKYMCHTOB U HH(bOpMaHHH

OcHOBBI Tpo(hecCUOHATEHON OpUEHTAIIUN

OCHOBBI ,Z[OI(YMCHTOO60pOTa U JOKYMCHTAIIUOHHOI'O obecrieueHust

OCHOBEI HpOPI?;BO}ICTBeHHOI\/’I JACATCIIBHOCTH OpraHu3aluu

OCHOBLI O6I.I.ICI>1 u COLII/IaHBHOﬁ IICUXOJIOTHH, COLHUOJOIrHM H IICHMXOJOI'nnu
Tpyna

CTpykTypa oOpraHu3allid ¥  BakKaHTHBIC JIOJDKHOCTH  (Tipodeccuw,
CIEIHAIILHOCTH)

TpynoBoe 3aKOHOJATENHLCTBO U MHBIE aKThl, COJAEPIKAINEe HOPMBI TPYJOBOIO
npaBa

3akoHoaarenbcTBO Poccuiickoil denepainy 0 NepcoOHANbHBIX TaHHBIX

JloxanpHplE HOPMAaTHBHBIE AaKThl OPraHU3ALMM, PETYIHPYIOLUIUE IOPSIOK
Pa3BUTHSI U IOCTPOCHHUS MPOPeCcCHOHATBHOM Kapbephl IepcoHaa

[Topsiok 3aKII0OYEHUS I0TOBOPOB (KOHTPAKTOB)
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Hopwmpl 3THKH 1€710BOTO OOIIICHUS

basoBbie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOEHUE
MH(GOPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMU

Apyrue
XApaKTCPHUCTUKU

3.4.2. TpynoBasi pyHKIUS

HaumeHnoBaHue

Opranuzanusa o0ydeHus nepcoHana

D/02.6 YpoBeHs (IOAYpOBEHb) 6

IIpoucxoxkaenue Tpya0BOU
GbyHKIUN

TpynoBbie neicTBUS

HeoOxonumbie ymeHus

HCO6XOI[I/IMBIG 3HaHUA

Ko,
A KBann(UKaIuu
Opurunan X 3aMMCTBOBAaHO M3 OpUTHHAIA
Kon PerucrpanunonHb1ii HoMep
OpUrMHaja PO eCCHOHATHHOTO
cTaHaapTa

AHanu3 pblHKa 00pa3oBaTENbHBIX YCIYyr W NOTPEOHOCTEM OpraHu3alnuu B
00y4eHHH NepcoHana

Pa3paboTka 11aHOB, METOJUYECKHX MAaTepUalioB, Y4E€OHBIX ILJIAHOB U
IpOrpaMM, IPOEKTOB JIOKAJIbHBIX aKTOB 110 00YYEHHIO ¥ Pa3BUTHUIO IIEPCOHANIA,
BKJIIOUas OLIEHKY 3aTpat

Opranuzanys MeponpusaTUi 0 00yYEHHIO NTepCoHaIa

[ToaroToBka mpemIokeHuil Mo (GOPMHUPOBAHUIO OFO/KETa HA OPTraHU3AIHIO
o0yuyeHHsl IepcoHasa

Ananus 3¢ HEeKTUBHOCTH MEPOIPHUSATHIA 10 00YyUEHHIO IepcoHaa
AHaJIN3UPOBATh U ONPENEeNATh NOTPEOHOCTU B 0OyUYEHUH TPYII EpCOHaNa B
COOTBETCTBUHU C LIETSIMU OpPTaHU3alUH

Pa3zpa0aTbiBaTh MJIaHBl TOATOTOBKH, MEPEHNOATOTOBKM U  IOBBIIICHUS
KBaJIM(UKAIIMU KaJIpOB, yueOHbIE TUIaHbI U TPOrPaMMBI

AHaIM3UPOBATh PHIHOK 00Pa30BaTENbHBIX YCIYT M TOTOBUTH MPEIOKEHUS 110
MOCTaBIIUKAM YCIIyT

Opranu3oBbIBaTh 00yYaroImye MeporpusITUs

CocTaBisTh U KOHTPOJIUPOBAThH CTAThU PACXO0B Ha 00yUeHHE IIepcoHaa s
IUTAHUPOBAHMSI OFO/IKETOB

Pa3pabarbiBaTh 1 KOMILIEKTOBaTh Y4€OHO-METOANUECKHE JOKYMEHTBI
[Tpon3BoUTH OLIEHKY (P PEKTUBHOCTH 00yUESHHMSI ITEpCOHATIA

[Tpon3BoauTh MpenBapUTENIbHBIE 3aKYIOUYHbIE MpPOLEAYpbl U OhopmiIeHuE
COIIYTCTBYIOILIEH JOKYMEHTAIMH 110 3aKJIFOUEHUIO JOTOBOPOB

PaboTtathk ¢ HHPOPMAIIMOHHBIMH CHCTEMaMH U 0a3aMU JAHHBIX 110 IEPCOHATY
Pa3zpabaTbiBaTh M OQOPMIIATH JOKYMEHTBHl IO MpolleccaM OpraHu3aliu
00y4eHHs epcoHaNa U UX pe3yiabTaTam

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHMSI

MeTo/1bl, ”HCTPYMEHTHI HCCIeI0BaHUs TOTPEOHOCTH B 00yUEHHH MTepCcoHaa
Metonomnorus oOydeHus

TexHonornu, METOIbl 1 METOJUKH MPOBEACHUS aHAJIN3a U CUCTEMATH3ALUU
JTIOKYMEHTOB ¥ MH(MOpMAITUU

[Topsimok pa3pa®OTKH IUIAHOB MOJTOTOBKH, MEPETOATOTOBKU U TOBBIIICHHS
KBaJIM(UKAIIMY KaJIpOB, y4E€OHBIX IJIAHOB U ITPOrpaMM

Cucrembl, MeTtoabl M (GOpPMBI MaTE€pUATBHOTO U  HEMaTepUAIbHOTO
CTUMYJIMPOBaHUS TPyJAa MepcoHaia

TexHonOrHM U METO1bI (HOPMUPOBAHMSI U KOHTPOJISI OIOPKETOB




Apyrue
XApPaKTCPUCTHKH
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[Topsimox BexeHus y4yera W OTYETHOCTU IO HOJATOTOBKE U IOBBIIIECHHIO
KBaJTM(HUKAIMY TIepCOHANa

OCHOBBI JOKYMEHTOO0OPOTa U JJOKYMEHTAI[MOHHOI'O 00ecredeHus

OCHOBBI TEXHOJIOTMH [TPOU3BOJICTBA U JI€ATEIbHOCTH OPraHU3alluu

OcHOBBI 00111IEH ¥ COLIMATbHON ICUXO0JIOTHH, COLIMOJIOTUH U IICUXOJIOTMHU TPYAA
[Topsimox  mpoBeAeHUs — 3aKYMOYHBIX — Mpoueayp W opOpMIICHUS
COITYTCTBYIOILEH TOKyMEHTalluu

CTpyKTypa Opranuszanuu

TpynoBoe 3aKOHOAATENILCTBO U MHBIE aKThl, COAEPIKAIINE HOPMbI TPYILOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IIPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUSA TOKYMEHTALHUH 110 EPCOHAILY
OcHOBBI HAJIOTOBOT0 3aKOHO1aTeNIbecTBA Poccuiickoil @enepanuun

OcHOBBI 3aKOHOIATENBCTBA 00 0OpazoBanuu Poccuiickoit denepannu
3akoHonaTenbcTBO Poccuiickoit denepanuy o nepcoHaIbHbIX JaHHBIX
JlokanbpHBIE HOPMATHUBHBIC AKTHl OPraHU3ALUH, PEryIUpYIOINIHe O0ydeHHe
nepcoHasia

[Topsiiok 3aKiIOYEHUS 10rOBOPOB (KOHTPAKTOB)

HopMmsbl 3TUKH 1€710BOTO 0OLIECHHS

basoBbie OCHOBBI nHPOPMATUKH, CTPYKTypHOE IIOCTPOCHUE
MH(GOPMALIMOHHBIX CUCTEM U 0COOEHHOCTH paboThl C HUMU

3.4.3. TpynoBas ¢pyHKIus

OpFaHI/I3aHI/I$I aJanTanyy U CTaXXKUPOBKH YposeHp
HaumeHoBaHue NepcoHana Kox | D/03.6 | (moxyposens) 6
KBaTH(QUKAIIUN
IIpoucxoxaeHue Tpya0BOM
P A pya Opurunan X 3aMMCTBOBAHO W3 OpUTHHAJIA
GbyHKIHUN
Kon PerucrpaunoHHbIii HOMep
OopuTHHAIA po¢eCCHOHATHHOTO
CTaHIapTa

TpynoBsie nenicTBUsA

Ananns YCIICIIHBIX KOPIMOPATHUBHBIX MPAKTHUK 110 OPpraHu3anuu ajganTaluu 1
CTAXXUPOBKEC IIEpCOHAIIA

Pa3paboTka IraHOB aganTalyy, CTAXUPOBKH IIEpCOHANIA C OIIEHKOH 3aTpaT

OpraHI/I3aHI/I5{ MepOHpI/IHTI/Iﬁ 110 aganTalnun, CTAXXUPOBKE IIEPCOHAIIA

HOI[FOTOBKa HpeI[J'IO)KeHI/Iﬁ IO COBCPIICHCTBOBAHHUIO CHUCTEMBI alallTalluu,
CTAXXUPOBKU IICPCOHAJIA

[ToaroroBka mpenoxxkeHnit mo (GpopMUpoOBaHUIO OIO/KETa HA OPTAaHHU3AIUIO
aJanTaly U CTAXKUPOBKHU NIEpCOHaa

Anamu3 3((EeKTUBHOCTH MEpPONPUATHA 1O aJanTallMd M CTAaXHUPOBKE
nepcoHasna

Heo6xoanuMele ymMeHUs

Onpe;[eJme I'pyImbl DCPpCOHANIA IJId CTAXXUPOBKU U adallTalluA

Ompenenarp pabouue MecTa Uil MPOBEICHUS CTAXUPOBKU M aganTalldd
IepcoHala

CornacoBbBIBaTh MCPONPUATHA aJallTalkui U CTAXKHUPOBKHU C BO3MOXHOCTAMU
IIPpOU3BOJACTBA

[Ipon3BoauTe aHanM3 M OLEHKY pe3yJbTaTOB aJalTalud W CTaXKUPOBOK
[IepCcoHalIa
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CocTaBnaTh MNpeASIOKEHUS W KOHTPOJIMPOBATh CTAaTbU pPacxXxolOB Ha
MporpaMMbl U MEPOMNPUSTHS IO afJanTallid U CTAKUPOBKE MepcoHana s
TUTAHUPOBAHUS OIOJKETOB

[Ipou3BoauTh OLEHKY 3(G(GEKTUBHOCTH MEPONPHUATHHA 10 afanTalud H
CTa>KMPOBKE IIEpCOHAsa

BHenpsTh crucTeMbl BOBIEUCHUS PAOOTHHKOB B KOPIIOPATUBHYIO KYIBTYPY

Hcmonns3oBaTh I/IHq)OpMaI_II/IOHHbIe CHCTEMBI U 0a3bl JAaHHBIX 110 IIEPCOHATTY

Co0mroaTh HOPMBI ATHKHU JEJIOBOTO OOIICHHS

Heo0xoaumble 3HAHUS

MeTOI[BI aganTanuu U CTaXKUPOBOK

TexHoNOrNK, METONBI U METOJUKH NPOBEACHUS AHAIU3a U CHUCTEMaTH3aluu
JOKYMEHTOB U HH(OpMaLUu

HOpﬂ,Z[OK pa3pa60TI<H INIaHOB ajalTaluu IIEpCOHAJIa Ha HOBBIX pa6oq1/1x
MCCTax, TIIOATOTOBKH, IICPCIIOATOTOBKM W IIOBBIIICHUA KBaJII/I(bI/IKaHI/II/I
IIE€pCcoHalIa U OpraHru3alvi CTAXXKHPOBOK

HOpSII[OK COCTAaBJICHHA CMCT 3aTpaT Ha agallTalluioO U CTAXKUPOBKY IICPpCOHATIA

[Topsimok BemeHHWsT ydeTa M OTYETHOCTH 110 aJaNTallkd W CTaKUPOBKE
nepcoHaa

Cuctembl, wMetoabpl © (GOPMBI MaTEpUANBHOTO W  HEMaTePUAILHOTO
CTUMYJIMPOBAHUsA TPY/1a [IEpCOHAIIA

TexHonornu U MeTo 16l HOPMUPOBAHHS U KOHTPOJISI OFOKETOB

OCHOBBI TEXHOJIOTHH IMPOU3BOJACTBA U ACATCIIbHOCTU OPraHru3aliin

OcHOBBI 00111eH U COLUATTBHOM MICUXOJIOTHH, COLIMOJIOTHUH U TICUXOJIOTUH TPY/ia

CrpykTypa OpraHum3alud W  BakaHTHblE JOJDKHOCTH  (mpodeccun,
CIEIHAILHOCTH)

TpynoBoe 3aKOHOAATENILCTBO U MHBIE aKThl, CO/IEPIKAIME€ HOPMBI TPYAOBOTO
npaBa

OCHOBBI HAJIOTOBOT'O 3aKOHOAATENIbCTBa Poccuiickoit denepanun

3akoHonarenbcTBO Poccuiickoit denepanuu 0 NepCOHANbHBIX TaHHBIX

JlokanpHbIE HOPMAaTUBHBIE AKTHI OPraHU3ALMH, PETYIUPYIOLIUE afanTauuio U
CTa>XKUPOBKY IIEpCOHAIIA

OCHOBBI TOKYMEHTOO00POTA U TOKYMEHTAIIMOHHOTO 00eCIIeYeHUs

[Tops ok 3akit0UeHUs TOrOBOPOB (KOHTPAKTOB)

Hopwmbl 5Tk# 1e10BOTO OOIIIEHUS

basoBble OCHOBBI UH(POPMATHUKH, CTPYKTYpHOE IIOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM U 0OCOOEHHOCTH PabOThl C HUMH

Apyrue
XApPaAKTCPUCTHUKHU

3.4.4. TpynoBasi pyHkuus

HaumenoBanue

IIpoucxoxaeHue Tpya0Boi
¢GbyHKIHN

AJMUHUCTPUPOBAHNE IPOLIECCOB U
YpoBeHb

OKYMEHTOO000pOTA I10 PAa3BUTHIO U
AORIM poTa 1o p Kox | D/04.6 | (momypoBsens) 6
npodeccoHaIbHON Kapbepe, 00yUeHHIo, KBaTMUKALMY
aJjanTaluy ¥ CTaXXKUPOBKE MEpCcoHaa

Opurunan X 3arMCTBOBaHO U3 OpUTHHATA
Kon Peructpaunonusiit Homep

OopurruHajia HpO(beCCI/IOHaJ'H:HOFO CcTa”HJdapTa

TpynoBsie nenicTBUsS

AHaiu3 mOpOLECCOB, MpaBWJI M TOPSIKOB OpraHU3aluy TpU IPOBEIECHUU
MEpONPUATHIA MO pPa3BUTHIO U MNPOPECCHOHATBLHONH Kapbepe, OO0y4YeHHIO,
aJaNTalliy ¥ CTAKUPOBKE IIEPCOHANA
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JlokyMeHTalMoHHOE 0(OPMIIEHUE PE3YJIbTaTOB MEPOIPHUITUN 10 PA3BUTUIO U
npodeccuOHaTBHON Kapbepe, 00YUEeHHUIO, alalTallii ¥ CTAXKUPOBKE NIEpCOHaa

ITonroroBka WHAMBUAYAIbHBIX IPENJIOKECHUNA HAa OCHOBE pE3y/bTaTOB
NPOBEACHUS MEPONPUATHI IO Pa3BUTUI0O W TPOPECcCCHOHATBHON Kapbepe,
00y4YeHMI0, aAAINTAllMK U CTAXXKUPOBKE MEpPCOHAIA

[ToaroToBka MpeIOKEHUH TI0 COBEPIIEHCTBOBAHUIO CHCTEM OOYy4YEeHHS,
ajanTalMd M CTaXKUPOBKU, Pa3BUTUS U IOCTPOEHUS MNpPOo(ecCHOHAIbHOM
Kapbephl IIEPCOHAIIA

ConpoBoxeHue JIOTOBOPOB o OKa3aHUIO KOHCYJIbTAIIHOHHBIX,
WH(OPMALIMOHHBIX ~ yCIYT, HEOOXOMUMBIX Ui TPOBEACHHUS OOydYCHUS,
aJanTalMid ¥ CTAXUPOBOK, PAa3BUTHS U IOCTPOCHUS MPO(EeCCHOHATBLHON
Kapbepbl TEpPCOHANa, BKJIIOYAs MPEIBAPUTEIBHBIC MPOLEAYyphl 1O UX
3aKITIOYCHUIO

Brimonnenue tTpeGoBaHMii 10 XpaHeHHIO HH(OPMALIUU O pe3ysibTaTaXx 00ydeHus,
ajanTaldd M CTAXUPOBKM, DPA3BUTUS M IOCTPOEHHSI MPOQPecCHOHAIBHON
Kapbephbl IepcoHaa

Heo0Oxoaumbie
YMEHHSI

OdopMIIATE TOKYMEHTHI MO BOIPOCaM NpPOBENEHUS OOydeHHs, aJanTalud U
CTaXXUPOBKH, Pa3BUTHS U MOCTPOCHUS MPOPeCCHOHATBHON Kaphephl epcoHaa,
NPEOCTABIIIEMbIE B TOCYIaPCTBEHHBIE OPraHbl, MPO(ecCHOHAIBHBIE COIO3bI U
JIpYTHe MPeICTaBUTENbHBIE OPTaHbl pAOOTHUKOB

ObecnieunBaTh JOKYMEHTALlMOHHOE CONPOBOXKJEHUE OOYyYEHHUd, aJanTaluu U
CTaXXUPOBOK, PA3BUTHS U MOCTPOEHUS TpodeCCHOHATHHON Kaphephl MepcoHana

AHanu3upoBaTh MpaBWJIa, MPOLEAYpPhl W TMOPSAKU IpOBeNeHUs oOydyeHus,
aJanTalMd M CTaKUPOBKM, PA3BUTUS U IOCTPOEHUS MNpodecCHOHAIbHOM
Kapbephl IIEPCOHAIIA

OpraHu30BbIBaTh XpaHEHHE JIOKYMEHTOB B COOTBETCTBMM C TpeOOBaHHUSIMHU
3akoHomarenscTBa  Poccmiickon  ®Penepanuu M JOKaIbHBIMM  aKTaMH
OpraHu3aluu

AHanu3upoBaTh JOKYMEHTHI U MEPEHOCUTh MH(POpPMAIUIO B MH(POPMALIMOHHbIE
cucTeMbl U 0a3bl JaHHbIX

Bectu yuer u perucrpaunuio JOKyMEHTOB B MH(OPMALMOHHBIX CHCTEMax M Ha
MaTepUaIbHBIX HOCUTEIAX

PaboTath ¢ MH(pOPMAIMOHHBIMM CHUCTEMaMH M 0a3aMu JaHHBIX MO BOIPOCaM
oOydeHus, ajanTaiud M  CTAXHUPOBKH, DPAa3BUTUS UM MOCTPOCHUS
npodecCHOHAIBLHON Kapbepbl MEpCcoHaja, BEACHHS YydeTa KaHIUAaTOB Ha
BaKaHTHBIE IOJDKHOCTHU (Mpodeccuu, CeUuatbHOCTH )

Bectu nenoByro nepenucky

Co0:1101aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

Heo0Oxoaumsie
3HAHUIA

[Topsimox odopmiieHUs,, BEIEHUS W XpaHEHMs JIOKYMEHTAllUW, CBS3aHHOM C
CUCTEMON O0Oyd4eHHMs], aJanTalii ¥ CTaKUPOBKH, Pa3BUTUS U TOCTPOCHUS
npodecCHOHATILHON Kapbephl IepcoHaa

[Topsimox dhopmupoBanws, BeeHUsT OaHKa JAHHBIX O TIEPCOHANIC OPTaHU3AIUN U
MIPEJOCTABICHHUS! OTYETHOCTH

HopMaTuBHbIE MpaBOBBIE aKThl, PErYJIUpPYIOIIME TMpaBa U OO0A3aHHOCTH
FOCYJapCTBEHHBIX OpPraHOB M OPraHM3alUU II0 IPEJOCTABICHUIO Y4YETHOHN
JIOKYMEHTaluN

HOp}IIIOK O(bOpMJ'IeHI/IH AOKYMCHTOB, MMPCAOCTABIICMBIX B TOCYAAPCTBCHHLIC
OpTraHbl 1 UHBIC OpraHu3alnun

OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAITMOHHOTO 00eCTIeYeHUS

HOprI[OK MMPOBCACHUA 3aKYIIOYHBIX IMMPOLCAYp U O(I)OpMJ'IeHI/IH COHYTCTBYIOH_ICﬁ
JOKYMCHTAIUU




25

CTpyKkTypa  OpraHu3aiuu
CHELHATBHOCTH)

W BakaHTHbIE  jAobkHOCTH  (Tpodeccun,

TpynoBoe 3aKOHOJATENbCTBO M HMHBIE AKTHI, COJAEpIKaIlMe HOPMbI TPYIOBOIO
paBa

OCHOBBI apXMBHOI'O 3aKOHOJAATEJIbCTBA M HOPMATUBHBIE IIPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTAUHUH 110 IIEPCOHAITY

OcCHOBBI HAJIOTOBOT'0 3aKOHO1aTesnbecTBa Poccuiickoit denepanuu

3akoHo 1aTenbcTBO Poccuiickoi denepanun 0 NepCcoHaIbHbIX JaHHBIX

TexHomorun, METOAbl U METOJUKH IMPOBEJACHUS aHAIM3a M CHUCTEMaTH3alUU
JIOKYMEHTOB ¥ MH()OpMAIIIH

JlokasibHbIE HOpPMAaTUBHBIE aKThl OpraHU3alUH, pPETYJIUPYIOLIUE IOPSIO0K
pa3BUTHUA U MOCTPOEHUS MPO(HECCUOHATBHOM Kapbephl, 00yUeHHUsI, alalTallii U
CTa)KMPOBKHU IIEpCOHAJIA

[Topsiok 3aKII0YEHUS T0rOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1eI0BOTO OOIIECHUS

ba3oBbie OCHOBBI HH()OPMATHKH, CTPYKTYPHOE MOCTPOCHUE UH(OPMAIIMOHHBIX
CHCTEM M OCOOCHHOCTH pabOThl C HUMHU

HApyrue
XapaKTCPHUCTUKHU

3.5. O0001meHHas TPyA0Bas PYHKUMS

HanMeHOBAHME ILCHTGHBHOCTB 10 OpraHu3anuu Tpyaa u Kox E YpoBeHb 6
OILJIATHI TepCcoHalIa KBaTH(QHKAIHH
IIpoucxoxaeHue
00001IeHHON TPYIOBOIT Opurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
GbyHKIHN
Kon Peructpauuonssiii Homep
OpHTHHAJIA podecCHOHAIBEHOTO
cTaHmapra

Bo3moxubie
HauMEHOBaHUS
JIOJKHOCTEH,
npodeccuit

Criennanuct o HOPMUPOBAHUIO U OILJIaTe TpyAa
Crenuanuct 1o opraHu3alvy U orjiaTe Tpy/aa
Cneunanncr 10 KOMIICHCAllUAM U JIbIroTamM
Crenuanuct 1o nepcoHany

Menemxkep 1o nepcoHany

TpeboBanus k
00pa3oBaHHIO U
00yU4eHUIO0

Briciiee oO6pa3zoBanue

JlononHuTenbHOE IpodecCuoHaIbHOE 00pa3oBaHUe — IPOrPaMMBbI
npo¢eccHOHATBbHON NMEePEenoAroOTOBKY B 00JIACTH SKOHOMHUKH, HOPMUPOBAHUS
Y OILIAThI TPY/AA, IPOrPaMMbI MOBBIIIEHUS KBaJU(DUKAIIUH

TpeboBanus K OIBITY
MPaKTUYECKON pabOThI

Oco0bble ycrnoBus
Jormycka K pabote

Jlpyrue

XapPaKTCPUCTHKHU

JlononHUTENBHBIE XapaAKTEPUCTUKH

HaumenoBanue 6a30B0ii TpyIIIbL, JOIKHOCTH
HanmeHnoBanune qokymeHTa Kon
(mpodeccun) WK crenuanbHOCTH
OK3 2412 CrienanmucTsl 1Mo KaJpaM U npodopueHTanu
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3423 CreruanucThl KaJJpoOBBIX CITYXKO M YIPEKICHUN 3aHATOCTH

EKC - HHxeHep 10 HOpPMUPOBAHUIO TPYa
- TexHuk 1o Tpyay
- DKOHOMHUCT I10 TPYLY
- Menemxep 1o nepcoHany
OKIIATP 27755 | DKOHOMHCT T10 TPYAY

22956 | MHcnekTop 1o Kajapam

3.5.1. TpynoBasi pyHkuus

HanmenoBanue

Opranuzanus Tpy/a nepcoHaia YposeHnb

Kon | E/02.6 | (nomyposenn) 6
KB HUKAIAN

[Ipoucxoxxaenue TpyaoBoi
GbyHKIHN

TpynoBbie neicTBUS

Heobxonumble ymeHUs

HeoOxonnMeie 3HAHUI

OpuruHan X 3auMCTBOBAHO U3 OpUTHHAJA
Kon Peructpanuonssiii Homep
OpuUTrHHAaa npo¢eCCUOHATBHOTO
cTaHaapTa

AHaIN3 yCrelHbIX KOPIOPATUBHBIX IIPAKTHK 110 OpraHU3allii HOPMUPOBAHUS
TpyZJa AJsl pa3IMyHbIX KaTeropuil mepcoHana, 0cCOOEHHOCTEH MPOU3BOICTBA U
JeATETLHOCTH OpraHU3aAlNH

Pa3paboTka cuctembl oOpraHu3anuud TpyJda I[E€pCOHAIa W MOpsIKA
HOPMHUPOBAHHUA TPyAa Ha paboUnX MecTax C OIEHKO 3aTpaT Ha MepcoHal
Buenpenue cucrtempl OpraHmzanuud TpyJa IEepCcOHANa M KOHTPOJIS Haj
HOPMHUPOBAaHHEM C  OMpeAeNieHuEM  TPYIAOEMKOCTH,  HOPMAaTHUBHOM
YHCIICHHOCTH, TPaUKOB padOT M yCIOBHIA OIUIATHI TPY/Ia IIEPCOHATIA

BrisiBieHNE pe3epBOB MOBBIIIEHUS POU3BOJUTEIBHOCTH TPYAA U KayecTBa
HOPMHUPOBAHUS TPYZa, TOATOTOBKA MPEIJIOKEHUN 110 U3MEHEHUSIM YCIIOBUN U
OIUIaThI TpyZaA IepcoHaa

[TonroroBka npeanokeHui Mo (OpMUPOBAHUIO OIOKETa HAa OpPraHHU3aLII0
TpyZa IepcoHazna

Onpenenenne >PPeKTUBHOCTH pabOTHl CHUCTEMBbI OpraHU3alMd Tpyda H
HOPMHPOBAHUS TPyJia Ha paboYMX MecTax

BHepsTh METO/IBI pallMOHAILHOM OpraHu3alnu Tpyaa

Pa3pabarbiBaTh MiIaHbl OPraHU3alMOHHBIX M TEXHUYECKUX MEPONPUATUN IO
MOBBILIECHUIO IPOM3BOAUTEIBLHOCTHU TPY1a

AHaIu3upoBaTh COCTOSIHUE HOPMHUPOBaHUS TpyJa, KauecTBO HOPM,
IOKa3areseu 1o Tpyay

AHanu3upoBath 3(Q(EKTUBHOCTh pabdOThl CHUCTEMBl OpraHU3alUU Tpyna
NepcoHata U HOPMUPOBAHUS TPy/a Ha pabounx MecTax

CocTaBisTh U KOHTPOJIMPOBATH CTaThbH PAcX0/10B Ha OIUIATy TpyJa IepcoHasa
JUIS TUTAaHUPOBAHUS OIOIKETOB

PaGotats ¢ wHOpMAMOHHBIMM cHUCTEeMaMH W 0a3aMd JaHHBIX IO
HOPMUPOBAHHUIO U OILIATE TPYJla IEpCcoHaIa

Pa3pabatbiBaTh 1 0QOPMIISATE JOKYMEHTHI IO HAIIPABJICHUIO JESTEIILHOCTH
Co0bmro1aTh HOPMBI 3THUKH JI€I0BOTO OOIICHUS

MeTo/p1 yueTa 1 aHaM3a oka3aTesel o Tpyay U omiaTe Tpyaa

Metoael  ompenencHMs, OLEHKM M CPaBHEHMsS  IPOU3BOACTBEHHOMN
MHTEHCUBHOCTHU M HANPSHKEHHOCTH TpyJa

MeTo bl HOpMUPOBaHHUS TpyAa

Me:xoTpacieBble U OTpaciIeBble HOPMATUBBI TPYAOBBIX 3aTpaT




Hpyrue

XApPaKTCPUCTHUKU
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CoBpeMeHHbIe (POPMBI, CUCTEMBI OIIATHI U y4€Ta IPOU3BOAUTEIBHOCTH TPYAA
nepcoHalia

Cucrembl, MeTtoabl M (GOpPMBl MaTE€pPUAIbHOIO U  HEMAaTEpUAIbHOIO
CTHUMYJIMPOBAHU TPyAa EpCcoHaIa

TexHonoruu u MeTo 1l HOPMUPOBAHMSI U KOHTPOJISI OFOAKETOB

TexHONIOTHH, METOABl U METOAMKH MPOBEJICHHUS aHAINU3a U CUCTEMAaTH3AINH
JOKYMEHTOB U HH(pOpMaLUU

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOT'O 00eCIIeYeHUS

[Topsimox Tapudukanuu paboT M pabouux, YCTAHOBJIEHUS JOJKHOCTHBIX
OKJIAJIOB, JAOIUIAT, HaA0ABOK U KO3 PHIIMEHTOB K 3apabOTHOH miiaTe, pacyera
CTUMYJIUPYIOLIMX BBIILIAT

TapudHo-KkBanMpUKAINOHHBIE CIIPABOYHUKHU padoT U mpodeccuii pabouux u
KBAJTM(PUKALIMOHHbBIE XapaKTEPUCTUKH JTOJHDKHOCTEHN CITy Kallux

OCHOBBI TEXHOJIOTUH MTPOU3BOICTBA U JIESITEILHOCTH OPraHU3alluN
CrpykTypa OpraHM3allid W  BakKaHTHbIE JOJDKHOCTH  (mpodeccu,
CIICIIUATILHOCTH )

KanpoBast momuTHKa U CTpaTerusi OpraHu3anuu

DKOHOMUKA TpyJa

OCHOBBI 001IIEH ¥ COITMATTBHON MICHUXOJIOTHH, COIIMOJIOTUH U TICUXOJIOTHH TPy/Ia
TpynoBoe 3aKOHOAATENILCTBO U MHBIE aKThl, COEPIKAIINE HOPMbI TPYIL0BOTO
npaBsa

OCHOBBI apXMBHOT'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IIPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUSA TOKYMEHTAUH 110 EPCOHATY
OcHOBBI HAJIOTOBOI'O 3aKOHOJaTeNbcTBa Poccuiickoit denepanuu
3akoHozarenscTBO Poccuiickoit deneparinu o nepcoHalIbHbIX JaHHBIX
JlokanbHble HOPMATHUBHBIE AaKThl OpPraHU3allUH, PEryJIUPYIOLIME IOPAI0K
OpraHu3aluy TPyAa 1 HOPMHUPOBAHUS IepcoHaa

[TopsioK 3aKITH0YEHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmpbl 3THKH 1€710BOTO OOIICHUS

bazoBeie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE HOCTPOEHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMHU

3.5.2. TpynoBasi pyHkuus

HanmenoBanue

OpraHusaiys OIUIAThI TPY/a IEPCOHANA | 1oy | E/01.6 | POBEHb (0AypoBeHb) 6

KBaTH(QUKAIIAN

[Ipoucxoxaenue TpyaoBon
¢GbyHKIHN

OpuruHan X 3auMCTBOBAaHO U3 OpUTHHAJA
Kon Peructpauuonssiii Homep
OpUrHHaJa poeCCHOHATBHOTO
cTaHaapTa

TpynoBsie nencTBUS

AHalu3 YCHENIHBIX KOPIMOPATHBHBIX MPAKTHK [0 OPraHU3allil CUCTEMBI
OIUTATHI TPY/a epcoHaIa

Pa3pa60TI<a CUCTCMBI OIUIAaThI TpyAa NMEpCoOHalIa

dopmupoBaHUe MIIAHOBOTO OI0KeTa (POHAA OIIIATHI TPY/a, CTUMYIUPYIOLIIX
Y KOMIIEHCAIIMOHHBIX BBIMJIAT

BHe,Z[pCHI/IC CHUCTCMBI OIJIAThI TpyAa NEpCOHAJIa

HO)IFOTOBKa HPGHHO)I(GHHI;'I MO0 COBCPIICHCTBOBAHHNIO CUCTEMBI OINIAThI TPpyJda
nepcoHaa
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Heo6xomumbie ymeHust

CoCTaBJIATh ¥ KOHTPOJUPOBATH CTATHU PACXO0JIOB Ha OILIATYy TPYJa MepcoHaa
JUTSL TTTAHUPOBAHUS OFOKETOB U (DOHIOB

[TIpuMeHATh TEXHOJOTMHM MAaTepUalbHONH MOTHUBAIlMM B  YIPaBJICHHU
IIEPCOHAIOM

Pa3pa6aTLIBaTB KOHLCIIIHUIKO  ITIOCTPOCHHUA  MOTHBALIMOHHBIX  IIpOrpamMm
paGOTHI/IKOB B COOTBCTCTBUHU C LUCIIIMU OpraHu3alllin

AHanM3UpOBaTh COBPEMEHHBIE CHUCTEMBl OIUIATBl M MaTepUAIbHOU
(MOHeTapHOI) MOTHBAIIMH TPY/a AJIs 1eJiel OpraHu3alu

AHanu3upoBaTh ypOBEHb OIUIATHI TPyJa MEPCOHANIA MO COOTBETCTBYIOLIUM
npodeCCHOHANTBHBIM KBaTU(UKAIUSIM

[TpoBOANTH MOHUTOPHUHT 3apabOTHOM IUIATHI HA PHIHKE TPYAa

Amnanu3upoBaTh (HOpMBI MaTEPUATBHOTO CTHMYJIHMPOBAHUS, KOMIIEHCAUN U
JIbrOT B OIIJIATE TPYAA IIepCoHaIa

Paborars ¢ mHpOpPMANMOHHBIMH CHCTEMaMH M 0a3aMH JaHHBIX IO OILUIaTe
TpyJa repcoHana

CocTaBiITh IMPOTrHO3bI PA3BUTH OIJIATHI TPYyHa IIEPCOHATIA

Co0roaTh HOPMBI ATHKHU JEJIOBOTO OOIICHHS

HeoOxonuMele 3HaHUS

(DOpMLI 1 CUCTCMBI 3apa60TH0171 IUIAThI, HOPAJOK COCTABJICHUA 6I-O,Z[)KGTOB

Cuctembl, Meroapl M (GOpPMBI MaTEpUAIBHOTO M HEMATEPUAILHOTO
CTUMYJIMPOBAHUs TPY/1a IIEpCOHAIIA

Texnonoruu u MeToabl HOPMUPOBAHUS U KOHTPOJISI OIOKETOB U (POH]IOB

[Mopsimox Tapudpukanuu padoT M paboOYMX, YCTAHOBJICHHS JTOJKHOCTHBIX
OKJIaJIOB, JOILIAT, HaJ0aBOK U KOA(DPHUITMEHTOB K 3apabOTHON miiate, pacdera
CTUMYJIMPYIOUTUX BBITJIAT

MeTto b1 OIIpCACIICHUS YHUCICHHOCTH pa6OTHI/IKOB

Tapudno-kBanudpuKannoOHHBIE CIIPAaBOYHUKH paboT U mpodeccuid pabouux u
KBAJIM(UKAIIMOHHBIE XapaKTEPUCTHKH JTOJKHOCTEHN CITyKallux

Meroapl yueTa U aHaJIM3a MOKa3aTeNel mo Tpyay u 3apaboTHOM mate

TexHomoruu, MeToAbl U METOAUKHU MPOBEICHUS aHaau3a U CUCTEMaTU3aluu
JJOKYMEHTOB M HH(OpMaLuu

KaI[pOBaH TNOJIMTHKA U CTPATCTH OpraHru3allun

CtpykTypa oOpraHu3aliid ¥  BaKaHTHbIE  JOJDKHOCTH  (Tipodeccuu,
CHEIHaIbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COJIEPIKAINE HOPMBI TPYI0BOTO
npaBa

OcCHOBBI HAJIOTOBOTO 3aKOHOIaTeNIbcTBa Poccuiickoii deneparun

3akoHogarenbcTBO Poccuiickoit denepaiinu o nepcoHanbHbIX JaHHBIX

JlokanapHBIE HOPMATUBHBIE aKThl OPraHU3AIMH, PETYIHPYIOIINE OTUIATy TPY/ia

OCHOBEI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIIBHOCTU OpraHru3allvn

OCHOBBI TOKYMEHTO000POTa U TOKYMEHTAITMOHHOTO 00eCTIeUeHUs

[Topstok 3aKTt0UEHUS TOTOBOPOB (KOHTPAKTOB)

OcCHOBEI 06H.[Cﬁ U COIMAIbHOM TICUXOJIOTHHU, COUOJIOTUHN U IICUXOJIOTHU TPpYOa

HOpMBI O9THUKHU JCJIOBOTO O6H_ICHI/ISI

bazoBble 0cHOBBI HH()OPMATUKH, CTPYKTYPHOE NOCTPOEHHE HH(POPMALTMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

HApyrue
XaPaAKTCPUCTHKHN

3.5.3. TpynoBasi pyHkuus
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AJIMAHHCTPUPOBAHUE MPOLECCOB U VpoBeHb
HammenoBanne | JOKYMEHTOOOOPOTA IO BOTIPOCAM Kox | E/03.6 | (moxyposens) 6
OpraHu3aluy TPyAa U OIUIaThl IEpCOHAlA KBannQuKALI

[Ipoucxoxaenue TpyaoBoi
¢$byHKIHN

Opurunan X 3anMCTBOBaHO W3 OPUTHHAIA

Kon Peructpaunonusiii Homep
OpHrHHaia NpodheccHoHATBLHOTO CTaHAapTa

TpynoBbie nelcTBUA

AHaIu3 mpoLeccoB JOKYMEHTO000POTa, JIOKAIbHBIX JOKYMEHTOB 10 BOIIPOCaM
OpraHM3aly OIUIaThl U TpyJa IepcoHaja

OdopmieHne TOKyMEHTOB IO BOIIPOCaM OILIaThl M Tpy/a MepcoHana

[ToaroroBka npeI0KEeHUI 110 BOIIPOCAM OIUIAThI U TPYZAa epcoHaia

[ToaroroBka mNpeAsioKEHUN IO COBEPIICHCTBOBAHUIO CHCTEMBI OIUIATHI U
OpraHu3aluy TpyJia IepcoHaia

JIOKyMEHTAallMOHHOE W OPraHU3allMOHHOE  COMPOBOKICHHE  CHUCTEMBI
OpraHM3ally U OIUIaThl TpyJa epcoHaja

[TonrotroBka m 00paboOTKa 3ampocoB W YBEIOMIICHHH O pa0OTHHKaX B
rOCyJapCTBEHHbIE  OpraHbl, MNpO(QECCHOHAIbHBIE COIO3Bl M JpYyrHe
MNpEaACTAaBUTCIIbHBIC OPraHbl pa6OTHI/IKOB, 10 CUCTCMaM OIJIAThl U OpraHu3alun
Tpy/a nepcoHana

COHpOBO)KI[CHI/Ie A0OrOBOPOB oo OKa3aHUuIo KOHCYJIbTallUOHHBIX,
I/IHq)OpMaI_II/IOHHHX yciyr 110 CHUCTEMaM OIUIaTbl W OpraHu3anuu Tpyda
IIEpCoOHAJIa, BKJIOYasA MPECABAPUTCIIbHBIC ITPOUCAYPHI 110 UX 3aKIFOYCHUIO

Heo6xoanumeie ymeHus

ObecneunBaTh JOKYMEHTALMOHHOE COIIPOBOXK/IEHNE MEPOIIPUATHI 110 OIjIaTe
U OpraHu3aluy Tpyja nepcoHaia

OdopMiATE TOKYMEHTHI IO BOMNPOCaM OIUIATBI M OpPTaHU3aLUU TPyJAa
[IepCOHAIa, [IPEA0CTaBIIAEMbIE B roCyZapCTBCHHBIE OpraHsl,
podeccuoHaNbHbIE COI03bI U APYTUE NMPEACTaBUTEIbHBIE OPraHbl pAOOTHUKOB

AHanM3upoBaTb HOPMATUBHBIE M METOJIMYECKHE TOKYMEHTHI IO BOIPOCAM
OIIaThl M OPTaHMU3ALMH TPpYZa IepcoHaa

OpraHu3oBbIBaTh XpaHEHUE JIOKYMEHTOB B COOTBETCTBHM C TpeOOBaHUSIMHU
3akoHonarenscTBa Poccuiickor  @Penepanuu M JIOKAIBHBIMH ~ AKTaMH
OpraHu3aluu

Bectun YUYCT U PErucTpauo JOKYMCHTOB B HH(bOpMaL[I/IOHHBIX CUCTCMAxX W Ha
MaTCPpHUAJIIbHBIX HOCUTCIIAX

Pabortate ¢ nHPOpPMAIIMOHHBIMH CHCTEMaMH U 0a3aMU JaHHBIX MO CUCTEMaM
OIIaThl M OPTaHMU3ALMH TPpYZa IepcoHaa

[Tpou3BoaUTh TpEABAPUTENBHBIE 3aKYIMOYHbIE MPOLUEAYPhl U OPOPMISATH
COITYTCTBYIOIIYIO JJOKYMEHTAIUIO 10 3aKJIFOUEHHUIO JJOTOBOPOB

Bectu nenoByro nepenucky

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHMSI

Heo0Oxoaumeble 3HAHUSA

HOpSI}IOK O(bOpMJ'IeHI/ISI, BCACHUA W XPAaHCHUA AOKYMCHTAIIUKW IO CUCTEMaM
OIUIAaThl U OpTraHU3allvui TpyJa [ICPCoOHAJla

HopmaTuBHBIE MpaBOBbIE AaKThl, PErYJIHPYIOIIHME IpaBa U OOSA3aHHOCTH
rOCYJapCTBEHHBIX OpPraHOB M OPraHM3alUU [0 IMPEJOCTABICHUIO0 YYETHOU
JIOKYMEHTaluN

TexHonmornuu, METOBI U METOJMKH IPOBEACHUS AHAIM3Aa U CUCTEMATU3ALUU
JIOKYMEHTOB ¥ MH(MOpMAITUU

JlokanbpHbBIC HOPMATUBHBIC AaKTbI OpraHu3aliv, PpCEryjaupyromuc IMIopsAa0oK
OIIIaThl, OpraHU3ali © HOPMUPOBAHUA TPpyda

OCHOBBI ,Z[OI(YMCHTOO60pOTa U JOKYMCHTAITUOHHOI'O obecreueHust
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[Topsimox ¢dopmupoBanusi, BeAeHHUS OaHKa JaHHBIX M IPEIOCTaBICHUS
OTYETHOCTH IO CHCTEMaM OILUIAaThl U OpraHU3aluu Tpyda NepcoHana

TpynoBoe 3aKOHOJATENbCTBO M MHBIE AKThl, COJEPIKALINE HOPMBI TPYLOBOTO
paBa

OCHOBBI apXMBHOT'O 3aKOHOJATEJbCTBA M HOPMATHBHBIE IPABOBBIE AaKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALHUH 110 MIEPCOHAILY

OcHOBBI HAJIOTOBOT0 3aKOHOaTenbecTBa Poccuiickoit denepanun

3akoHo aTenbcTBO Poccuiickoit denepanun o MepCoOHATbHBIX JaHHBIX

ITopsi1oK 3aKIIFOUEHUS 1I0TOBOPOB (KOHTPAKTOB)

[Topsimok mpoBeeHUS 3aKyIOYHBIX MPOIeayp U 0POPMIIEHHUS COMTYTCTBYIOLIEH
JIOKYMEHTAIUU

Hopwmpl 3TuKH 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HHPOPMATUKHU, CTPYKTYPHOE OCTPOCHHE MH()OPMAITHOHHBIX
CHCTEM M OCOOEHHOCTH pabOThl C HUMHU

HApyrue
XapaKTCPHUCTUKHU

3.6. O0o01meHHas1 TpyaoBasi PyHKUIMS

JleaTenbHOCTh 10 OpraHu3aluu VpoBeHb
HaumeHoBaHue . N Kon F 6
KOPIOPATUBHON COLNUAIIBHON ITOJIMTHUKH KBaHH(bHKaHHH
IIpoucxoxaeHue
0000IIIEHHON TPYI0BOI Opurunan X 3arMCTBOBAHO U3 OpUTHHAJIA
GbyHKIUN
Koz Perucrpannonnsiii Homep
opuruHasa npohecCHOHATBHOTO
cTaHgapra

Bo3moxubie
HauMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Crenuanuct 1o COHaIbHBIM ITporpaMmMamM

Crnenunanuct mo paboTe ¢ MpeAcTaBUTEILHBIMUA OpraHaMu pabOTHHKOB
Crenuanuct 1o KOprnopaTUBHON COIMAIBHON MTOJTMTHKE

Cnenuanuct 1o nepcoHany

Menemxep 1o nepcoHany

TpebGoBanus k
00pa30BaHMIO U
00y4eHHIO

Briciiee oOpa3zoBanue

JlononHuTenbHOE podeccHoHaIbHOe 00pa3oBaHie — IPOrPaMMBI
po¢eCCUOHANTBHON MEPENOATOTOBKU U TIPOTPAMMBI ITOBBITIICHUS
KBaJIM(hUKAIMK B 00JIACTH COIUANBHBIX TPOTPaMM

TpeboBanus K ONBITY
MPaKTUYECKON pabOThI

Oco0bble ycrnoBus
Jormycka K pabote

Hpyrue

XapaKTCPUCTHKHU

JlonoIHUTEBHBIE XapaKTEPUCTUKH

HanmenoBanme 6a30B0ii TPYIIIHI, TOKHOCTH
HanmeHnoBanmne qokymeHTa Kon
(mpodeccun) mim crienuanTbHOCTH
OK3 2412 CrienanmucTsl 1Mo KaJpaM U npodopueHTanu
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3423 CrenanucThl KaJpoBBIX CIIYKO U YIPEIKICHUN 3aHATOCTH

EKC - Crnenuanuct 1o Kajapam
- MeHnepkep 1Mo nepcoHaiy
OKIIATP 27755 | DKOHOMHCT T10 TPYAY
22956 | MucnekTop mo Kagpam
OKCO - -

3.6.1. TpynoBas pyHkuus

Pa3paboTka KopropaTUBHOW COIMATBLHOM Yposeub
HanMeHOBaHHE | 1o o Kon | F/01.6 | (nmomyposens) 6
KB HUKAIAN

[TpoucxosxneHne Tpya0BOH
GbyHKIUN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJA
Kon Perucrpannonusiii Homep
OpUrHHaNIa npodeccCHOHANBEHOTO
cTaHaapra

TpynoBsie nencTBUA

AHanu3 ycreumHblX KOPIOPAaTUBHBIX MPAKTUK O OpraHU3alUd COLUAIBLHOTO
IIapTHEPCTBA, COLIMAJIBHON OTBETCTBEHHOCTU U COLUAIBHBIX IIPOrPaMM

PazpaboTka KOPIOPaTUBHBIX CONMATBHBIX MPOTPAMM

PazpaboTka cucTembl BBIIUIAT paOOTHUKAM COLUAIBHBIX JIBIOT

OpraHH3aHI/I$I IEpEroBopoB C HpO(l)eCCI/IOHaJ'IBHLIMI/I COK03aMH U JpYruMu
npeaACTaBUTCIbHBIMU opraHamMu pa6 OTHHKOB, O6HI€CTB€HHI>IMI/I
OpraHu3anusaMu, BSHHMOﬂeﬁCTBHe C roCyAapCTBCHHBIMU OpraHaMU

[MoxroroBka mpemiokeHnii 1o (GopMUpoBaHUIO OMOKETa B YacTH
obecrniedeHrs KOPIOPaTUBHON COIIMATBHON MOIUTUKU

HeoOxonumele ymeHust

Onpenenstob 1EJIEBbIE IpYMIIBI nepcoHanga s pa3paboTku
CMELUAIN3UPOBAHHBIX COLMATIBHBIX IPOrPaMM

JloBoauTh MHGOPMALMIO O COLMANbHBIX IporpamMmax J0 LEJIEBbIX TPy
IIEpCOHAJIa C UCIOJIb30BAHUEM HHCTPYMEHTOB BHYTPEHHUX KOMMYHUKALIUI

OnpenensiTb KpUTEPUH U YPOBHH YAOBIETBOPEHHOCTH NIEPCOHAIIA

Hcmons3oBaTh MaTCpHAJIbHBIC 1 HEMATCPHUAJIbHBIC CUCTEMBI, MCTOAbI 1 (bOpMI)I
MOTHUBAIMHU B YIIPABJIICHHUU IICPCOHAIOM

Omnpenensatb 00bEMBI CPEJICTB AN pealU3allid COLMAIbHBIX TapaHTHH,
KOPHOPAaTUBHBIX JIbIOT U MHBIX 3JEMEHTOB KOPHOPATHBHBIX COLUAJIBbHBIX
porpamm it GOpMHPOBAHHUS OIOJKETOB

CocTaBisaTh U KOHTPOJHUPOBATH CTATHU PACXOA0B HAa CONHUAJIBHBIC ITPOrpaMMBbI
JJI TTNTAHUPOBAHU A 6IOIL)KCTOB

[Ipon3BoauTE TIpeABAPUTEIbHBIC 3aKYIMOYHBIE TPOLEAYPHl U OQopMIIeHHE
CONYTCTBYIOIIEN JOKYMEHTAIMH I10 3aKJIOUYEHHUIO TOrOBOPOB

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeO6XO,Z[I/IMLIC 3HaHHUA

[Topsiiox 1 MeTOIbI Pa3paOOTKH MIAHOB U MPOTPAMM COLIMATBLHOTO Pa3BUTHUS
OpraHu3aIu

MeTtoapl aHanM3a BBINOJHEHUS COLMANBHBIX IPOTpaMM U ONPEIEIEHUS HX
SKOHOMMYECKOH 3(pPeKTHBHOCTH

Cuctembl, MeToAsl U (GOpPMBI MaTEpHATBLHOIO U HEMaTepUAIbHOTO
CTUMYJIMPOBAHUS TPY/la IEPCOHAIIA

Texnonoruu u MmeToabl GOPMUPOBAHUS U KOHTPOJISI OFOJKETOB

MeTO}IBI HpOBe}IeHI/Iﬂ COIMNOJIOTUYCCKUX I/ICCJ'IG)IOBaHI/II\/’I, I/I3y‘-IeHI/I${
00LIIECTBEHHOT'O MHEHUS
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TexHonOrNK, METOABI U METOJUKH MPOBEACHUS aHAJIN3a U CHCTEMaTH3aluu
JOKYMEHTOB U HH(OpMaLUu

[Topsaok npoBeeHus 3aKyIMOYHBIX TPOLEAYP U 0OPMIICHHS COMYTCTBYIOIIEH
JIOKYMEHTAIUU

OCHOBEI HpOHSBOI[CTBCHHOﬁ ACATCIBHOCTH OpraHru3anuunu

OCHOBEI 0611_16171 n COHHaJIBHOﬁ IICUXOJIOTUH, COOUOJIOTHUHN U IICUXOJIOTUHN TPpyadad

CtpykTypa, 1enu, CTpaTerus U KaJposasi MOJIUTHKA OpraHu3aluu

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COAEpPXKAILUE HOPMbI TPYAOBOTO
npaBa

OcHOBBI HAJIOTOBOT0 3aKOHOIaTeNbecTBAa Poccuiickoil @enepanuun

HopmaruBHBIE TpaBOBBIE aKTbl, PETYIMPYIOIIME MpaBa M 00S3aHHOCTH
rOCy/IapCTBEHHBIX ~OPTraHoOB, MPO(GECCHOHANBHBIX COIO30B M JIPYTHX
MIPEICTABUTEIBHBIX OPraHOB PAOOTHUKOB

3akoHo aTenbcTBO Poccuiickoi denepannn 0 MepCOHAIbHBIX JaHHBIX

JloxasibHblE HOPMAaTUBHBIE aKThl OpraHU3aLUM, PETYIUPYIOLIUE IOPAI0K
(hopMUPOBAHHSI COITUATBHOM ITOJTUTUKH

OcHoBbl mpaBoBOrO perynupoBanus Poccuiickoii ®enepauunu mnopsaka
3aKJIFOYEHUHU JOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HH()OPMATUKH, CTPYKTYPHOE ITOCTPOCHNE HH(POPMAIIHOHHBIX
CUCTEM U OCOOEHHOCTH pabOThl C HUMU

Apyrue

XAPAKTCPUCTHKHU

3.6.2. TpynoBasi pyHkuus

HanmenoBanue

[Ipoucxoxxaenue TpyaoBoi

GbyHKIHN

Peanusanus kopnopaTuBHON COLUATIBHON YposeHnb
MOJUTUKHU Kon | F/02.6 | (mogyposens) 6
KBaTH(QUKAINN

TpynoBsie 1eHiCTBUS

OpuruHan X 3auMCTBOBAaHO U3 OpUTHHAJA
Konx Peructpauuonssiii Homep
OpuUTrHHAIA npodeccruoHaILHOTO
cTaHaapTa

BHenpeHne KOpmopaTWBHBIX COIMAIBHBIX MpPOrpamMM, B TOM 4YHCIE IO
COLIMAJIBHOM MOJIIEPIKKE OT/IENbHBIX TPYII paOOTHUKOB

Peanuzanusi cucteMbl COLMANBHBIX JIBIOT, BBIMJIAT PaOOTHUKAM C y4ETOM
TpeOoBaHul 3akoHOIaTenbecTBa Poccuiickoit deneparmn

OneHka yJIOBJIETBOPEHHOCTH IIE€PCOHANAa KOPHOPaTHMBHOW COLMAIbHOMU
MOJTUTUKOMN

Onenka 3((EeKTUBHOCTH MEPONPUATHI  KOPIOPATHUBHON  COLMAIbHOM
MOJIUTUKU

[loaroroBka TMPEMVIOKEHUH MO  COBEPILICHCTBOBAHUIO  MEPONPUSATHN
KOPIOPATUBHOM COIMATBLHON MOJTUTUKHI

[ToaroToBka mpeanoxkeHuid 1mo (HOpMUPOBAHMIO OIOJKETAa Ha peaTn3alfio
KOPIOPAaTUBHOMN COLMATbHON MOTUTUKU M COIMANIbHBIX TPOrpaMM

Heo6xoanmeie ymeHus

PaccuuTsiBaTh 3aTpaThl Ha MPOBEACHHUE CIEIHMATU3UPOBAHHBIX COLUATBHBIX
porpamMm

[TpoBOIUTH MOHUTOPHHI YCIEUIHBIX KOPIOPATUBHBIX COLIMAIIBHBIX
porpamMm




Heo0xonuMble 3HaHUS
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[IpoBOaUTH MEpONPUATHS B COOTBETCTBUHM C KOPHMOPATUBHOW COIMATIBLHOU
MMOJTUTHUKOM

Onpenensarsb IIEJICBEIC TPYIIIIBI nepcoHana IS CO3JIaHus
CIIELIMATM3UPOBAHHBIX COLIMATIBHBIX IPOrpaMM

Onpenenars KpUTEPUH U YPOBHHU YIOBIECTBOPEHHOCTH MEPCOHANIA
Onpenensats 3((GEKTUBHOCTH MEPONPUATHI pearTu3yeMoil KOpropaTHBHON
COIATLHOM ITOJINTUKH

Opranu3oBbIBaTh  B3aUMOJICMCTBHE C TOCYAApPCTBEHHBIMH OpTraHaAMH,
pOo)eCCHOHAIBHBIMUA COI03aMU M JIPYTUMH MPEICTABUTEILHBIMUA OpPraHaMu
pabOTHHUKOB, OOIIECTBEHHBIMHM M HWHBIMH OpraHu3alusMd IO BOIPOCaM
peanu3anyu KOprnopaTuBHON COMATbHON MOJUTUKU

AHaNM3UPOBAaTh PBIHOK YCIYT MO COIHUAIbHBIM U CHEHUATHU3UPOBAHHBIM
MporpaMmMaM COIMAJIBHOW MOJJICPKKHU YJICHOB LIEJEBBIX I'PYIIN U TOTOBUTH
MPEIJI0KEHUS 110 UX TTOCTaBIIUKAM

[Tpon3BOaUTE TMpeaBapUTEIbHBIC 3aKYIOYHBIC MPOIEAYPhl U OGOPMIIATH
CONYTCTBYIOIIYIO JOKYMEHTAIMIO 10 3aKJIFOYEHUIO JOTOBOPOB

Co0:1r01aTh HOPMBI ATHKHU JIEJIOBOT'O OOIIICHHS

Bormpocsl ynpaBiieHHs] COLMATIbHBIM Pa3BUTHEM OpPraHU3aLUU

Meroapl aHanu3a BBIMOJIHEHUS KOPIOPATHUBHBIX COIMAIBHBIX MPOTPAMM U
OTpEICTCHUS X YIKOHOMUYECKON 3D PEKTUBHOCTH

Cuctembl, MeTonbl, (OpMBI MaTepHAIBLHOTO U  HEMATEPHAIBHOIO
CTUMYJIMPOBaHUS TPYy/1a IIEpCOHAIA

Metoapl  TPOBEICHHS  COLUMOJOTHYECKUX  MCCIENOBAaHUW, HM3Y4YECHUSA
0OIIIECTBEHHOI'0 MHEHUS

TexHonoruu, METOABI U METOJMKHU MTPOBEJICHHS aHAIM3a U CUCTEMAaTU3AIUU
JIOKYMEHTOB ¥ MH(OpMAIIHH

HopmaTtuBHBIE TpaBOBBIE aKThl, PETYIUPYIOMIME IpaBa U OO0S3aHHOCTH
rOCyJIapCTBEHHBIX ~OPraHoB, MPOPECCHOHANBHBIX COIO30B U JPYTHUX
MIPEACTABUTEIBHBIX OpPraHOB PAOOTHUKOB TIO TMPEAOCTABICHUIO YYETHOU
JIOKYMEHTauu

[Topsimok  mpoBeneHHs]  3aKYMOYHBIX  Mpomenyp W opopMIeHUs
COITYTCTBYIOIIEN JOKYMEHTALUN

CTpyKTypa, 1IeTH, CTPATeTus U KaJpoBas MOJIUTUKA OPTaHU3aAINH

OCHOBBI IPOU3BOICTBEHHOM JIEATEHOCTH OpraHU3alNH

OcHOBBI OOIIEH M COIUAIBHOM IICUXOJIOTHH, COLIMOJIOTHH W IICUXOJIOTHU
Tpyna

TpynoBoe 3aKOHOAATENBCTBO U UHBIE AKThI, COJICPKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXWBHOTO 3aKOHOJIATEIhCTBA W HOPMATHUBHBIC TPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALUU 110 IIEPCOHAIY
OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit deneparuu
3akoHonaarenbcTBO Poccuiickoii denepaiiuu o nepcoHalIbHBIX JAaHHBIX
JlokasibHBIE aKTBl OpraHU3aliy, PEryJUPYIOIINE TMOPSIOK BHEAPEHUS
COLMATIbHOM IOJIUTHKH

[Topsiok 3aKIIOYEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIICHUS

basoBrie OCHOBBI nH(OPMATHKH, CTPYKTYPHOE IIOCTPOECHUE
WH()OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMU

Jpyrue xapakTepUCTHKH -
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3.6.3. TpynoBasi pyHKIUs

AJIMAHHUCTPUPOBAHUE MPOLECCOB U VpoBeHs
HammenoBanne | JOKYMEHTOOOOPOTA 1O BOTIPOCAM Kon | F/03.6 | (momypoBens) 6
KOPIIOPATUBHOM COIMATIBLHON MOJUTHUKHU KBannQuKALI

[Ipoucxoxaenue TpyaoBoi
¢$byHKIHN

OpuruHan X 3anMCTBOBAaHO U3 OpUTHHAIA

Kon Peructpaunonusiii Homep
OpHTrHHaJIa MPOPECCHOHANBEHOTO CTaHapTa

TpynoBsie neiicTBus

AHanu3 MporeccoB T0KyMEHTO000POTA, JIOKATbHBIX JOKYMEHTOB 110 BOIIPOCaM
KOPIOPAaTUBHOM COUMAIBHON MOJUTUKU

JlokyMeHTanmoHHoe oopmileHHne pe3yabTaTOB KOPIOPATUBHON COIHALHOM
TIOJTUTHKHU

[ToaroroBka mpenIOKEHUH MO Pa3BUTHIO KOPIMOPATUBHON COLMAIBHOM
TIOJTUTHKHU

[TonroToBka pe3ysibTaTOB aHAIN3a COOTBETCTBHSI KOPIIOPATUBHOM COLIMATbHOMN
MOJINTUKKA TpeOoBaHMSM 3akoHozarenbcTBa Poccuiickoit ®enepauuu u
YCJIOBUSIM PbIHKA TPyAa

JIOKYyMEHTAIllMOHHOE M OpPraHU3allMOHHOE COIPOBOXKJIECHUE MEPONPUATUI
KOPIIOPaTUBHON COLIMAIBHOM MOJTUTUKH

IMonroroBka um 00paboTKa 3ampocoB M YBEAOMJIGHMH O paOOTHUKaxX B
TOCYJapCTBEHHbIE  OpraHbl, MpOo(ecCHOHAIbHbIE COIO3bl U Jpyrue
MpeACTAaBUTCIIbHBIC OPpraHbl pa6OTHI/IKOB 110 BOIIpocCaM COIII/I&J'IBHOﬁ IIOJIMTUKHU
B OTHOUICHWH [IEPCOHAIIA

ConpoBokJieHHE  JIOTOBOPOB [0  OKa3aHMIO  KOHCYJbTAallMOHHBIX U
MH(GOPMALIMOHHBIX YCIYr MO MEPONpPUATHSAM KOPIOPATUBHON COLMAIBHON
MOJINTUKHU, BKIIFOYAsl IPEBAPUTEIbHBIE TPOLEAYPHI IO UX 3aKIHOYEHHUIO

HeoOxonumele ymeHust

OdopMasTh AOKYMEHTHI IO BOIIPOCaM KOPHOPAaTUBHOM  cOLUalIbHON
MIOJINTUKH, [IPEIOCTaBIIAEMbIE B rOCyJapCTBEHHBIC OpraHsl,
MIpe/ICTaBUTENbHBIE OPTaHbl pAOOTHUKOB

AHanu3upoBaTh NPABUIIA, TIOPAIKH, IPOLEAYPEI KOPIIOPATUBHOW COLIMAILHON
MOJINTUKU

OOecnieunBaTh TOKyMEHTAIIMOHHOE COMTPOBOKICHUE COITUAILHOW MOJUTHKH B
OTHOIIICHUH TIepCOHAaIa

Opranu3oBbIBaTh XpaHEHHUE JTOKYMEHTOB B COOTBETCTBUU C TpeOOBaHUSAMU
apXMBHOI0 3aKOHOAaTeNbCcTBa Poccuiickoit @enepanuu U TOKATbHBIMU aKTaMU
OpraHu3aluu

[Ipou3BoauTh MpenBapUTENbHbIE 3aKyNOYHBIE MPOLEAYpbl U OPOPMIISTH
COIYTCTBYIOIIYIO JOKYMEHTALHUIO I10 3aKIYEHUIO JOTOBOPOB

PaGorare ¢ uHQOpPMAIIMOHHBIMH CHCTEMaMH U 0a3aMu JaHHBIX MO BOIPOCaM
COLIMAJIbHON MOJIMTUKU B OTHOIIIEHNUHU NIEPCOHAJIA

Bectu yuer u perucrpanuio JOKyMEHTOB B HH()OPMAIIMOHHBIX CUCTEMAaxX U Ha
MaTepUaIbHbIX HOCUTENSX

Bectu ACJIOBYIO IICPCIIUCKY

Co06mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS
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Heo0OxonuMele 3HAaHUS

[Topsimox oopmieHus, BEACHUS U XPaHEHUS JOKYMEHTAIIMU TI0 COIMATbHOMN
MOJIUTHKE B OTHOILIEHUHU TI€PCOHAJIA

[lopsanox QopmupoBanus, BelAeHHs OaHKa JaHHBIX M IPEIOCTABICHUS
OTUYETHOCTH IO BOIPOCAM COLIMAIbHON MOJIUTUKU B OTHOLIIEHUH NIEPCOHANIA

TexHonoOrny, METOABl U METOJUKU NPOBEACHUS aHAJIN3a U CHCTEMaTH3aluu
JOKYMEHTOB U HH(OpMaUu

OCHOBBI JOKYMEHTO0O0POTa U IOKYMEHTAIIMOHHOTO 00eCIICYCHHUS

[Topsox npoBeneHus 3aKyMOYHBIX MTPOLEAYP U 0OPMIICHUS COITYTCTBYIOMIEH
JIOKYMEHTAIUU

CtpykTypa oOpraHM3allMd ¥  BaKaHTHbIE JIOJDKHOCTH  (mpodeccuu,
CIEIUATBLHOCTH)

TpynoBoe 3aKOHOAATENBCTBO M MHBIE AKThI, COAEpPXKAIUE HOPMbI TPYAOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATUBHBIC IIPABOBBIE AKThI
Poccuiickoit ®enepanuu, B 4aCTU BEACHUS TOKYMEHTALMH 10 EPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOAATENIbCTBa Poccuiickoit denepanun

HopmartuBHbIE mpaBOBBIE aKThl, PEryJUPYIOLIUME IpaBa M O0O0S3aHHOCTU
TOCYJapCTBEHHbIX ~ OpPraHOB, NPO(PECCUOHATBHBIX COIO30B U  JIPYTHUX
[IPEICTaBUTENBHBIX OpPraHOB PAaOOTHUKOB IO MPEJOCTABICHUIO YYETHOM
JOKYMEHTalUU

3akoHomarenbcTBO Poccutickoit denepanuiu 0 MepCcoOHATbHBIX TaHHBIX

JlokanbHblE HOPMATHMBHBIE AaKThl OPTraHMU3ALMH, PETYIUPYIOIIHE IOPSAIOK
BHEJPEHHUs KOPIOPATUBHOM COLMAIbHON NOJUTUKU U COLMANIBHBIX IIPOrPaMM

[Topsa 10K 3aKIIF0UEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HHPOPMATUKH, CTPYKTYPHOE ITOCTPOSHHE HHPOPMAITMOHHBIX
CHCTEM M 0COOEHHOCTHU pabOThl C HUMHU

Apyrue
XAPAKTCPUCTHUKHU

3.7. O0001meHHasA TPyAOBasi PYyHKIUSA

HanMeHoBamme OHepaHHOHHOG YIIPaBJICHUEC ICPCOHAIIOM U Kox G YpoBeHb 2
noApa3aAciICHUEM OPraHn3aluu KBaﬂH(bHKaHHH
IIpoucxoxnenue
0000IIIeHHON TPYI0BOI Opurunan X 3arMCTBOBAHO U3 OpUTHHAJIA
GbyHKIHUN
Kon PerucrpaunoHHbIii HOMep

OpHUrHHaja MPO(heCCHOHAIBHOTO CTaHAapTa

Bo3moxHbIe
HauMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

PykoBouTeNnb CTpYKTYpPHOTO MOIpa3aesieHus
HavanpHuK cTpyKTypHOTO noJpa3aeieHus

TpeboBanus k
00pa3zoBaHHIO U
00yUYeHUIO0

Bricuiee oOpa3oBaHue — CieIMaIUTET, MaruCTpaTypa

JlononHuTenbHOE IpodeccuoHaIbHOE 00pa3oBaHNe — IPOrPaMMBI
npo¢eccHOHATbHON MEePEnoArOTOBKY B 00JIACTH YIIPaBIICHUS IEPCOHATIOM,
OICPAaIMOHHOTI'O U TAKTHUYCCKOT'O YIIPABJICHHA, ITPOTrPaAaMMBbI ITOBBIIIICHU A
KBaJIM(HUKAIMK B O0JIACTH YIIPaBJIECHUS IIEPCOHAIOM, OTIEPALIUOHHOTO U
TaKTHYCCKOT'O YIIPABJICHUA
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TpebGoBaHuUs K OTBITY
MPAKTUYECKON pabOThI

He menee natu et B 061acT ynpaBieHUs IepCOHATIOM

Oco0Ople ycrmoBus
JOITycKa K padoTte

HApyrue
XAPAKTCPUCTHKHN

,HOHOJ'IHI/ITGJIBHBIG XapaKTCPUCTHUKU

HaumeHnoBanue nokymeHTa

HaumenoBanue 6a30Boii rpynmbl, JOKHOCTH

Ko
A (mpodeccun) wim crienuaITbHOCTH

OK3

1232 PykoBoauTenu noapazaeneHuit (ciyx0) yrpaBiieHHs

KaJpaMi U TPYAOBBIMU OTHOUICHUAMU

EKC

- HauanpHuk oTaena kaapos

- Hauanpunk OTACJIa OpraHru3ali U OIUIAThI TPpyada

- HauvanpHuk oTaena moaroToBKu KaapoB

- Hauanpunk OTACIa COUAJIbHOT'O Pa3BUTUA

3aBeayrouuil (Ha4yaJlbHUK) OT/IEJIOM KaJpOB

OKII/ITP

Menemkep 1o nepcoHany

3.7.1. TpynoBasi pyHKuust

HaumeHnoBanue

Pa3pabotka cucreMpl onepaluoHHOI0 VpoBeHs
yIpaBiIeHUS MEPCOHATIOM U PabOTHI Kox | G/01.7 | (momyposeHs) 7
CTPYKTYPHOI'O IOJAPA3ACIICHUSA KBaTH(UKALIH

IIpoucxoxaeHue Tpya0BO1
GbyHKIUN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJIA

Kon Perucrpannonnsiii Homep
opurrHaa mpodecCHOHATLHOTO CTaHapTa

Tpynossie nenicTBUs

AHanu3 yCIemHbIX KOPIOPATUBHBIX MTPAKTHK 10 BOIIPOCAM CTPATETUYECKOIO
U OIIEPATUBHOIO YIIPABIIEHUs [IEPCOHAIIOM OpraHU3aluu

[TocTanoBKa onepaTUBHBIX 1I€JIEH TTO BOTIPOCaM yIPABJICHUS TIEPCOHATIOM

Pa3pa0oTka miaHoB, OpOrpaMM U MPOLEAYP B yIPABIEHUHU N1EPCOHATIOM

PazpaboTka nipemyioxkeHuit Mo CTPYKType MoJipa3/ieJieHuss U TOTPEOHOCTH B
IIepCOHae

PazpaboTka mpeanoxkeHui Mo oOecrnevyeHUIo MepcoHaaoM, (HOPMUPOBAHHIO
CUCTEM OLIEHKH, Pa3BUTHUS, OIUIAThl TPYyJa, KOPHOPATHUBHBIM COIMAIbHBIM
IIporpaMMaM M COIMAJIbHON MOJIUTUKE

Pa3pabotka mnpeanoxkeHudt o 3arpaTax U (GOPMUPOBaHHIO OIOJKEeTa Ha
NePCOHAT

Pa3paboTka mnpemiokeHUid MO 3aKJIIOYEHUIO JOTOBOPOB M0 YIPaBICHHUIO
[IEPCOHAJIOM C IIOCTABLUIMKAaMU YCIYyr U IPOBEIEHUE TNPEIBAPUTEIBHBIX
IIPOLEYp MO MX 3aKIHOYEHHUIO

Heo6xoanumMelie ymeHUs

OpraHu3oBbIBaTh PabOTy MEpCOHaIa CTPYKTYPHOTO MOAPA3IeICHHS

Omnpenensars 3a7aud NEpcoHaNa CTPYKTYPHOI'O MOJPA3AEIEHUS, UCXOII W3
LEJIEN U CTPATETUN OpTraHU3alI

CozmaBaTh M ONKMCHIBATH OPraHU3ALUOHHYI CTPYKTYpY, LEJIH, 3aJadH,
(YHKIIUU CTPYKTYPHOTO MOIpa3/iesieHus
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HpI/IMCHHTB METOJAbI  YHpaBJICHUA  MCKINYHOCTHBIMHU  OTHOILICHHAMMU,
(bOpMI/IpOBaHI/ISI KOMaHZ, pa3BUTHUAd JUACPCTBA ©U  HUCHOJHHUTCIBHOCTH,
BBIABJICHHS TAJIaHTOB, OIIPEACICHUA YAOBJICTBOPCHHOCTHU pa60T0171

Omnpenensitb, aHaJIW3UPOBAaTh, MOJEIMPOBATb U BBICTPaMBaTb BHYTPEHHHUE
KOMMYHHUKAIUU IIEPCOHAa

PazpabaTpiBaTh MPOEKTHBIC MPEUIOKEHUS U MEPONPUATHS 10 3P PEKTUBHOIM
paboTe repconHasa

Buenpsts cTpateruto mo ynpapieHUIO IEPCOHATIOM

CocrTaBisiTh, pPacCUUTHIBATh, KOPPEKTHPOBATh W KOHTPOJMPOBATH CTATbU
pacxo0B Ha MeEpCOHaN, pa3padaThiBaTh MPEUIOKEHHUS [0 3aTpaTaMm Ha
nepcoHa1 Jyisi GOpMUPOBAHUS OO KETA

IIpencraBnsaTe  MHTEpPECHl OpraHU3allMM M BECTH  IIEPEroBOPHI €
po(eCCHOHATILHBIMU COI03aMHM U JPYTUMH IPEICTABUTEIbHBIMU OpraHaMU
pabOTHHKOB, B3aMMOACHCTBOBATH C TOCYIaPCTBEHHBIMU OpPTraHU3AIMSIMU

AHaJ'II/ISI/IpOBaTB I/IH(1)OpMaI_[I/IIO I10 IMOCTaBIINKaM yCJIIYT B obnactu YIIpaBJICHUA
IIEPCOHAJIOM U I10 YCJIOBUAM 3aKJIHOYACMbBIX JOIOBOPOB

[Ipon3BoaNTs TpenBapUTENbHBIE 3aKYIOYHBIE MNPOIEIYyphl B O(QOPMIISATH
COIYTCTBYIOIIYIO JOKYMEHTALHUIO [10 3aKIYEHUIO JOTOBOPOB

Paborarh ¢ HHGOPMALIMOHHBIMHA CHCTEMAaMU M 0a3aMu TAaHHBIX IO BOIIPOCAM
YIPABJICHUS [IEPCOHATIOM

OpFaHI/I3OBI>IBaTI) " MPOBOAXUTDH KOPIOPATUBHBIC MCPOIIPUATHA C IICPCOHATIOM

Co0mroaTh HOPMBI ATHKHU JEIOBOTO OOIICHHS

Heo0OxoaumMble 3HAHUS

MeTto/b1, c1OCOOBI 1 HHCTPYMEHTHI YIPaBIEHUS IEPCOHATIOM

Hemnu, cTparerus pa3BUTHs U OM3HEC-TUIAH OPraHU3alUN

ITonuTnka YIIpaBJICHHUA IIEPCOHATIOM OpraHU3aluu

MeToanl aHanu3a KOJIUYSCTBEHHOI0 U Ka4SeCTBECHHOT'O COCTaBa nepcoxHaia

Cucrembl cTaHIAPTOB 1O OM3HEC-TIpolieccam, MpodeccusM, HopMam Tpyaa

Cuctembl, Meroabl U (GOPMBI MaTEpUANBHOTO W  HEMAaTepUAIbLHOTO
CTUMYJIMPOBAHUS TPY/la IEpCOHAIIA

TexHOI0ruM U METOIBI Q)OpMHpOBaHI/IH " KOHTPOJIA 6IOI[)KCTOB

[lopsmox  mpoBeneHuss — 3aKyNOYHBIX — Opoueayp U OpOpMIIEHHS
COIYTCTBYIOILEH JOKYMEHTALUU

OCHOBEI HpOI/ISBOI[CTBeHHOfl ACATCIIbHOCTH OpraHru3alunu

OcHoBBI 001IeH W COIMATBHON TCUXOJOTHH, COIMOJIOTHU U TCHUXOJOTHH
Tpy/a, SKOHOMHUKHU TPY/la, 0€30MacHBIX YCIOBUN TPYia

Crpykrypa opranuzanuu

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKThI, COJEPKALINE HOPMBI TPYJOBOTO
rpaBa

OCHOBBI apXMBHOT'O 3aKOHOAATEIhCTBA W HOPMATHUBHBIE MPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 IEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit denepanu

OCHOBBI MUTPAIIMOHHOT 0 3aK0OHOAaTeNbCTBA Poccuiickoi denepanuu, B 4acTH
MPUBJICYEHUSI W TPYJOYCTPOMCTBA MHOCTPAHHBIX TpaxJaH W JHUIl 0e3
rpak1aHCTBA

OCHOBEI AIMUHHUCTPATUBHOI'O 3aKOHOJATCIILCTBA B obnactu YIIpaBJICHUA
TIEPCOHAJIOM U OTBECTCTBCHHOCTHU JOJKHOCTHBIX JINUIY

3akoHomarenbcTBO Poccuiickoit ®Defepanuu M0 3alUTe TEPCOHATBHBIX
AHHBIX

JlokanbHBIE HOPMATUBHBIC AaKTBI OpraHu3alvud B oOnacTtu YIpaBJICHUA
MIEPCOHATIOM

[Topsaiok 3aki0ueHus 10rOBOPOB (KOHTPAKTOB)
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Hopwmbl 3THKM 1em0BOTO OOIICHUS

basoBble OCHOBBI UHPOPMATUKH, CTPYKTypHOE IIOCTPOECHHE
MH(GOPMALIMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMHU

Apyrue
XApaKTCPHUCTUKU

3.7.2. TpynoBasi pyHKIUS

Peanu3zanus onepaliuOHHOTO YIpaBJieHUs YpoBeHs
Hanmenoauue | IEPCOHATIOM M pabOTHI CTPYKTYPHOTO Kox | G/02.7 | (momypoBenb) 7
oApa3AeICHUs KBaTH(UKAIHH

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIHN

TpynoBble neicTBUs

Heobxonumble ymeHUs

Opurunan X 3anMCTBOBAHO U3 OpUTHHAIA

Kon Peructpaunonusiii Homep
opurHHaNa MpohecCHOHaIHHOTO CTaHAaPTa

[TnanupoBaHue NESTEIBHOCTH MOAPA3ICICHUS U TIEpCcoHAalIa

OrnepaTuBHOE yNpaBJIEHUE IEPCOHAIIOM MOAPA3ACIICHUS] OPraHU3aLUuN

Pacuer 3arpaT mno moApaszeNeHUI0 W TOJATOTOBKA MPEIIOXKEHUH A
(dopMupoBaHus Or0KeTa

Pa3paboTka craHmapTOB JESATENbHOCTH TMOJpa3/ieieHus W yHU(UKAIHISL
IIPOLIECCOB

[TpoBeneHne MHCTPYKTaXKa MO OXpaHe Tpyaa

[TocranoBKka 3a1a4 paOOTHHUKAM CTPYKTYPHOI'O IOJIpa3/iesieHus, ONpeeICHUE
PECYPCOB JUIS UX BBIIOJHEHUS, KOHTPOJIb UCIIOJIHEHUS

AHanmM3 TUTAHOB M OTYETHOCTH TOJYMHEHHBIX pPaOOTHUKOB, pa3padoTKa
IIPEUIOKEHUH 110 YIYUIIEHHIO NT0Ka3aTee 1eATEeNbHOCTH MOAPA3AEICHUS
®opMHUpoOBaHUE OTYETOB O PabOTE CTPYKTYPHOTO MOApaA3ACIIECHUS

OnpenensTh 30HBI OTBETCTBEHHOCTH U 3((HEKTUBHOCTH PabOTHI MEpcoHaa
CTPYKTYPHOTO TOJIpa3feleHus, paclpeAeiarTh 3aJaud U o0ecrneynBaTh
MaTepUalbHO-TEXHUYECKUE PECYPCHI Il UX UCTIOJIHEHUS

[TprMeHsATh METOIBI ONIEPATUBHOTO YIIPABICHUS IEPCOHATIOM OpraHU3alUN
KoHTponupoBaTe UCIOTHEHUE MOPYUYEHUN U 33]1a4, BHOCUTh CBOEBPEMEHHbIE
KOPPEKIMU B IUIAHBI U 3a0a4H1

OnpenensaTh mokazarenu dPGEeKTUBHOCTH pabOThI IEpCOHANA TTOIpa3eIeHuUs
YnpaBiasiTe MOTHBalMEl NEPCOHANA, €r0 BOBJICYEHHOCTHIO M AUCUHUIUIMHON
Tpyna

CocTaBnsiTb ~ IJIAHBl  JICSITEIBHOCTH  CTPYKTYpPHOTO  MOJpa3AesieHUs
OpraHu3aIu

CocTraBnATh, paccUUTHIBATH, KOPPEKTUPOBATh M KOHTPOJIHMPOBATH CTaThbU
PacxoI0B CTPYKTYPHOTO TOIpa3ieieHust Juisi pOPMUPOBAHUS OIOKETOB
[Ipoun3BOUTE aHANIU3 TEKYILIEH NEATEIbHOCTU CTPYKTYPHOIO MOApa3AeIeHus
Y BHEJIPSTH IPOLIETYPHI TIO €€ ONTUMHU3AIUT

[IpeacraBnsTh  MHTEpECHl  OpPraHU3allMM W  BECTH  IEPEroBOPHI  C
TOCYJapCTBEHHBIMU OpTraHaMH, MPO(EeCCHOHATBFHBIMU COI03aMU U JAPYTHUMH
MPEICTaBUTEIbHBIMU OpraHaMu PAOOTHHUKOB I10 BOIIPOCaM MepCcoHaa

Bectu mneperoBopbl ¢ MOCTAaBIIMKAMHU YCIYT IO YCIOBHSM 3aKIHOYaEMbIX
JIOTOBOPOB

[Ipon3BoauTh TpenBapUTEIBHBIE 3aKYIOYHBIC MPOIEAYphl U OQOPMIISATH
COINYTCTBYIOIIYIO JOKYMEHTALHMIO IO 3aKJIFOYEHUIO JOTOBOPOB




HeobOxonuMble 3HaHUS
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[TpoBoAUTH aynUT pe3yabTaTOB pabOTHI C IEPCOHATIOM

PaboTath ¢ HHPOPMALMOHHBIMUA CUCTEMaMU M 0a3aMu TaHHBIX IO BOIIPOCAM
YIPaBJIEHUS IIEPCOHAIOM

Co0u1r01aTh HOPMBI ATUKHU JACIIOBOTO OOIIIEHUS

Teopuu ynpasiieHUsI IEPCOHAIOM M €r0 MOTHBALUU

Meronsl aHanu3a BBINOJHEHUs IUIAHOB M 3a7a4, OIPEACNICHUA UX
AKOHOMHUYECKOH 3P (HEKTUBHOCTH

@®opMbI U METOABI OLIEHKH IIEPCOHANIA U PE3YJIBTATOB UX Tpya

TexHOIOorny OnepaTUBHOrO YIPABIEHUS IIEPCOHAIIOM OPraHU3ALNN
Cucrembl, MeToapl u (GOPMBI MaTEPUATBHOTO U HEMAaTEPUAIBHOTO
CTUMYJIMPOBAHUS TPya IEPCOHAA

TexHonoruu u MeTo il HOPMUPOBAHMSI U KOHTPOJISI OIOAKETOB

Teopuu 1 METO/IbI YIIPABJICHUS Pa3BUTUEM IIEPCOHATIA

OKOHOMHKA Tpyza

Opranu3aloOHHO-IITaTHAS CTPYKTYpa OpraHU3al|u

[TosnnTuka ynpaBiaeHus IEPCOHATIOM U COLIMAIbHAs MOJIUTHKA OPTaHU3ALAN
Llenu, cTparerus pa3BUTHA U OW3HEC-TIIIAaH OPTaHU3aLUuU

MeTtoauKy IIIaHUPOBAHMS U IPOTHO3UPOBAHUS MOTPEOHOCTH B IIEpCOHAIE
[Topsinok yperyiupoBaHus TPYJAOBBIX CIIOPOB

TpeboBaHus U IpaBUiIa IPOBEAECHUS ayAUTa pabOThI C IEPCOHAIOM

DopMBbI COLMAJIBHOTO [apTHEpPCTBa u B3aUMOJCHCTBUSA c
npoeCCHOHATBHBIMU COKO3aMHU U JAPYTUMH IIPEJCTaBUTEIbHBIMUA OpraHaMU
pabOTHUKOB, U HUHBIMH OpraHU3aALUSIMU

[Topsimox oopmieHHs KapOBBIX JOKYMEHTOB U MPUAAHUS UM IOPHIMYECKOM
CHUJIBI

[Topsimox  mpoBeaeHUs — 3aKyHNOYHBIX — Ipoueayp U opopMIIeHHs
COINYTCTBYIOIIEH JOKYMEHTAUU

TpynoBoe 3aKOHOJATENBCTBO M MHBIE AKThI, COAEPIKALUE HOPMBI TPYIOBOTO
IpaBa

OCHOBBI apXMBHOT'O 3aKOHOJAATEIbCTBA W HOPMATHBHBIE IPaBOBBIE AKTHI
Poccuiickoit denepanuu, B 4acT BEACHUS TOKYMEHTAUH 11O MEPCOHATY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu

OcHOBBI MUT'PallMOHHOT O 3aKOHOAaTeNbeTBa Poccuiickoit denepannn, B 4acTu
NPUBJICYEHUS] M TPYIAOYCTPOICTBA MHOCTPAaHHBIX TpaxJaH U JHLl Oe3
IpaX</1aHCTBa

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOJATENbCTBA B 0O0JAacTH yIpaBICHUS
NIEPCOHAJIOM M OTBETCTBEHHOCTHU JOJKHOCTHBIX JIUI]

3akoHogarenscTBO Poccuiickoit denepaiinu o nepcoHanbHbIX JaHHBIX
JlokabHBIE HOPMATHUBHBIE aKThl OPraHW3allUd B YacTH YIPABJICHHUSA
IIEPCOHAIIOM

OcHoBBI TIpaBOBOrO perynupoBanHusi Poccuiickoii @enepanuu — nopsaka
3aKJIHOYEHUS IPAKIAHCKO-IIPAaBOBBIX JOTOBOPOB

HopMmsbl 3TUKH AE€TT0BOTO OOLICHUS

bazoBbie OCHOBBI MH(OPMATHKH, CTPYKTYpHOE IIOCTPOEHHE
MH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl C HUMH

[pyrue XxapakTepuCTUKH -

3.7.3. TpynoBasi pyHkuus

AJIMUHHCTPUPOBAHHUE MTPOIIECCOB U Yposennb
Hauvmenosanue | 7oxyMenT0060pOTA 110 OMEPAIHOHHOMY Ko | G/03.7 | (monyposen) 7
KBaTU(QHUKAIIAN
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VIIPaBJICHUIO TIEPCOHAIIOM H padoTe
CTPYKTYPHOTO TOAPa3ICICHI

IIpoucxoxkaeHue Tpy0BOU
GbyHKIUN

OpI/IFI/IHaJ'I X 3aMMCTBOBaHO U3 opurnHajia

Kon PerucrpanunonHb1ii HOMep
OpHUTHHAJIA TPOPECCHOHANBHOTO CTaHIapTa

TpynoBsle nelcTBUA

AHaJIN3 MPOLECCOB JJOKYMEHTO000POTa, TIOKATBHBIX JIOKYMEHTOB 10 BOIIPOCaM
OMEpAlMOHHOTO  YIPaBJIICHUA TMEPCOHAIOM U  paboThl  CTPYKTYpPHOTO
MOJpa3/eieHusi, OM3HEC-TIPOIECCOB  OPraHM3alM{, YAOBJIECTBOPEHHOCTH
nepcoHasa

JlokyMeHTaIloHHOe 0(hOpPMIIEHHE PE3yIbTaTOB ONEPALMOHHOTO YHPaBIICHUSI
HEPCOHAIIOM M PabOThl CTPYKTYPHOTO IMOJpA3CiCHHs, Pe3yIbTaTOB ayauTa
paboThI ¢ IEpPCOHATIOM

[ToaroroBka npeII0KeHUH M0 Pa3BUTHIO CUCTEM ONEPAIIMOHHOTO YIIPABICHUS
MEPCOHAIOM M PAOOTHI CTPYKTYPHOTO TOIPA3ACICHUS, 10 HEOOXOJIMMBIM
KOPPEKTUPYIOIIUM U IPEBEHTUBHBIM Mepam

Pa3paboTka cucTeMbl aHAJIM3a U KOHTPOJIs pabOThI IepcoHaa

KoHTposib, cpaBHEHHE W aHAJIM3 TIPOIECCOB B 0OJACTH ONEPATUBHOTO
YOpaBJICHUS TIEPCOHATIOM, pE3yJIbTAaTOB YIPABICHUECKUX MEPOIPHUSITHH,
omnpeneneHue  (HAKTOPOB, BBI3BIBAOIIMX  OTKIOHEHHE OT  IUIAHOBBIX
ToKazarTejiei

[ToaroroBka u 0O6paboOTKa 3aIIPOCOB, YBEIOMIICHHA, CBEJICHUH O paOOTHUKAX B
rOCyJIapCTBEHHbIE OpTaHbl, MPOPECCHOHANBHBIE COIO3bl, OOIIECTBEHHbIE
OpraHu3aIu

ComnpoBok/ieHHEe JOTOBOPOB OKa3aHHUsS yCIAyr IO BOMPOCAM ONEPAaTUBHOTO
yIIpaBJICHUS] TIEPCOHATIOM U Pa0dOTEe CTPYKTYPHOTO MOAPA3JCICHHs, BKIIOYas
MIpeABapUTENIbHBIC TPOLIEYPHI MO UX 3AKITHOYEHUIO

[ToaroroBka mpemnoxkeHut mo ¢GopMHUPOBaHUIO OO/PKETa Ha TMEePCOHAT
OpraHu3aIuu

Brimonaenne TpeboBaHM 1O XpaHEHUI0 WHPOPMAIMU O pe3yibTaTax
JNEHCTBUS CHCTEM OIEPAIlIOHHOTO YIPAaBIEHUS TEPCOHAIOM U PaOOTHI
CTPYKTYPHOTO TIO/Ipa3/IeICHUS

Heo6xoanmMele ymeHUs

KOHTpOJ'II/IpOBaTB MpoHecCChl  ylpaBJICHUA IIE€PCOHATIOM HO)Ipa3I[eJ'IeHI/II71,
OonpeaAcIsITb UX PE3YJIbTATUBHOCTL W BBIABIIATH (baKTOpI)I OTKJIOHEHHH OT
IJIAHOBBLIX IMMApaMETPOB

Pa3zpabartbiBaTh mpOrpaMMbl JOCTHIXKEHHUS IEJIE U ONEpPATUBHOTO PEIICHUS
3a7a4 MoJApasacIeHu

AHanu3upoBartk, pa3padarbiBaTh U 0QOPMIISTH JTOKYMEHTHI [0 ONEPATUBHBIM
IIpoLIECCaM U UX pe3ysibTaTaM

[TpoBOIUTH ayIUT KaJpPOBBIX MPOIECCOB, MPOLEAYP, OHOPMIICHUS KaIPOBBIX
JIOKYMEHTOB M IOKYMEHTOB IO YIPaBJIECHUIO IEPCOHAIOM

KOHTpOJ'II/IpOBaTL pacxoa0BaHUC 6IOI[)KCTOB Ha NCPCOHAI

OdopMIsATs TOKYMEHTHI MO OINEPAlIOHHOMY YIIPABJICHUIO MEPCOHAIOM U
paboTe CTpYKTYpHOTO MOpa3IesieHus], IPEAOCTaBIIsieMbIe B TOCYJapCTBEHHbIE
Oprasbl, IPEACTaBUTEIbHbIE OpraHbl PAOOTHHUKOB

OOecrieunBaTh ~ JOKYMEHTAllMOHHOE  CONPOBOXAEGHHE TI0  CHUCTEMaM
OIICPAllMOHHOTO  YNPaBJICHUS TEPCOHAIOM W  paboTe CTPYKTYpHOTO
HOJpa3/IeIeHUs

OpFaHI/ISOBBIBaTI) XpaHEHHUEC OOKYMCHTOB B COOTBCTCTBHHU C Tpe6OBaHI/I$IMI/I
TPYAOBOTO U APXHMBHOI'O 3aKOHOAATCIILCTBA Poccuiickoit q)e,uepaum/l n
JIOKAJIBHBIMU aKTaMU OpraHu3aluu
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KonTponupoBarh HCNONHEHHE JOTOBOPOB MOCTABIIMKOB YCIYT MO BOIPOCam
nepcoHalia

[Tpou3BoaUTh 3aKyMOYHBIE MPOUEAYPHl, OQOPMISTH W aAHAIU3UPOBATH
3aKyMOYHYIO JOKYMEHTAIUIO

[IpoBoUTh mMEPEroBOpbl M MPEACTABISATH HUHTEPECHl OPraHU3aluu B
TOCYIapCTBEHHBIX ~ OpraHax, Npo(eCcCHOHATBHBIX COK3aX H  JIPYTHX
[IPEJICTAaBUTENIbHBIX OpraHax pabOTHUKOB 110 BOIIPOCAM MEpCcoHaIa

Bectu nenoByro nepenucky

BecTu y4er u perucrpanuo I10KyMEHTOB B HH()OPMAIIMOHHBIX CHCTEMax U Ha
MaTepUaIbHBIX HOCUTEIIAX

PaboTarh ¢ nH(OpMAIIMOHHBIMHI CHCTEMaMH U 0a3aMH JaHHBIX TI0 IEPCOHATY
Y CUCTEMAaM OIEPAIIOHHOTO yIIPaBJICHHSI IEPCOHAIIOM U paboTe CTPYKTYPHOTO
10/Ipa3iesICHUs

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHHS

Heo0OxoaumMble 3HAHUS

Mertoabl yrpaBiacHUs pa3BUTHEM U 3PPEKTUBHOCTHIO OpPraHU3aIlMy, METOIbI
aHaJIM3a BBIMOJIHCHUS TUIAHOB U MPOTPAMM, ONPEACICHHUS HX IKOHOMUYECKON
3¢ (HEeKTHBHOCTH

Mertoapl OLEHKH PabOThI CTPYKTYPHBIX IMOApa3/eIeHH, Pe3yJIbTaToOB TPyAa
HiepcoHasa

MeTo1bl TPOBEICHUS ayAUTa U KOHTPOJUIMHTA ONIEPATUBHBIX YITPABICHUYCCKUX
HPOLIECCOB

q)OpMI)I U CHUCTCMbI MAaTCPUAJIBHOTO W HEMATCPHAIBHOI'0 CTUMYJIMPOBAHUSA
TpyHda IIEpCoOHaIa

OCHOBBI JAOKYMCHTAITUOHHOT' O obecrieueHust

[Topsimox odopmiieHUs, BEACHUS M XPaHEHHUs JOKYMEHTAallUU 0 CHCcTeMaM
OIIEPALIMOHHOTO  YNPABJIEHUS EPCOHATIOM OpraHMzanuu  u pabote
CTPYKTYPHOTO ITOJIpa3/ieieHUs

[Topsimok  opmupoBaHusi, BeneHHs OaHKa JaHHBIX H TPEAOCTABICHUS
OTUYETHOCTH TI0 CHCTEMaM OTEPAIIMOHHOTO yIpaBJICHHsI IIEPCOHATIOM U paboTe
CTPYKTYPHOTO MOJpa3IeIICHUS

HOpMaTI/IBHHe MMPaBOBLIC AKTbI, PETryJIHPYIHOMIUC IIpaBa H 0053aHHOCTHU
TOCYAApCTBCHHBIX OpraHOB W OpraHu3alvu 110 MPEAOCTAaBJICHHUIO y‘~I€THOI71
JAOKYMCHTalun

[Topsiiok mpoBeeHMS 3aKYIOYHBIX POLETYP U 0(OPMIIEHHUS COMTYTCTBYIOIIEH
JIOKYMEHTAlUH

ITonutuka YIIpaBJICHHUA IIEPCOHATIOM U COLMAJIbHAS IMOJIMTUKA OpraHru3alun

Opranu3anvoOHHO-IITaTHAS CTPYKTYpa OpraHU3aIiu

HCJ'II/I U CTpATCrusd pa3sBUTHUA OpraHU3allun

busHec-1u1aH 1 GH3HEC-TIPOIECCHl OpraHH3aAIHH

TpynoBoe 3aKOHOIATENBCTBO U MHBIE AKTHI, COJAEPIKAIINE HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA M HOPMATUBHBIE IIPABOBBIE AKTHI
Poccuiickoit denepanuy, B 4aCTH BEICHUS TOKYMEHTALMH 110 IEPCOHATY

OCHOBBI HAJIOT'OBOTO 3aKOHOAaTeNbCcTBa Poccuiickoit denepannn

OCHOBBI MUTPALIMOHHOTO 3aKOHOAATENbCTBA Poccuiickoil denepannn, B 4aCTH
MPHUBJICYEHUS] W TPYAOYCTPOWCTBA HWHOCTPAHHBIX TpaxaaH u Jul 0e3
rpakJaHCTBa

OCHOBEI AIMUHUCTPATUBHOI'O 3aKOHOAATCJILCTBA B obOnacTu YIIPpAaBJICHUA
MEPCOHAIOM U OTBETCTBCHHOCTH JOJKHOCTHBIX JIMI]

3akoHomarenbcTBO Poccuiickoit denepariiy 0 MepcoOHATBHBIX TAHHBIX

JlokanbHBIE HOPMATHBHBIE JTOKYMEHTHI OpraHU3allii B OOJIACTH YIPABICHUS
HIEPCOHAIIOM
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[Topsiiok 3aKIIOUYEHHS TOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1e10BOT0 00IIEeHUS

ba3oBbie 0CHOBBI HHYOPMATHKH, CTPYKTYPHOE IIOCTPOCHHE HH(POPMALIMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUMHU

Apyrue
XapaKTCPUCTHKU

3.8. O0001eHHass TPyAOBasi PyHKIHUS

HaumeHnoBaHue

Crpaterudeckoe ynpaBieHUE
IIEPCOHAIIOM OpraHu3aluu

H YpoBeHb 7

Ko,
a KBaJTU(QUKAIIUN

[Ipoucxoxaenue
000011IeHHON TPYAOBO
GbyHKIUN

Opurunan X 3auMCTBOBAHO U3 OpUTHHAJIA

Kon Peructpanmonusiit Homep
opuruHaia npoheCCHOHaIHHOIO CTaHAapTa

Bo3MoxHEIE
HauMEHOBaHUS
JIOJKHOCTEH,
npodeccuit

Bune-npe3sueHT 1o ynpasiIeHUI0 IEPCOHAIOM

JlupeKTop 1o nepcoHany

JIMpeKTOop IO yNPaBIECHUIO IEPCOHATIOM

3aMecTuTeNb FeHEPaIbHOIO JUPEKTOPA 110 YIIPABJICHUIO IEPCOHATIOM

TpebGoBanus k
00pa3oBaHHIO U
00y4eHUIO

Bricmiee oOpa3oBaHue — CIEUAIUTET, MAaTUCTPATypa

JlononHutenbHOE mpodeccuoHaIbHoe 00pa3oBaHNe — IPOrPaMMBI
npoheCCHOHATTLHON TEPETOATOTOBKU B 00JIACTH YIIPABIICHUS IEPCOHATIOM,
CTPaTErnyecKoro 1 ONepalroHHOro YIPaBICHHs, SKOHOMUKH OPTaHU3alINN;
MPOrpaMMBbI MOBBIIICHUS KBATH(PHUKAIMN B O0JIACTH YIIPABJICHUS IIEPCOHAIIOM,
CTPaTErnuecKoro M ONepaluoHHOrO YIpaBIeHUS

TpeboBanus K ONBITY
MPaKTUYECKON pabOThI

He menee msatu et B o0mactu YIIpaBJICHHUA IICPCOHATIOM Ha PYKOBOISAIINUX
JOJIKHOCTAX

Oco06ble ycrnoBus
Jorycka K pabote

Hpyrue

XaAPaAKTCPUCTHKHU

JlonomHUTEIbHBIE XapaKTEPUCTUKH

HanmenoBanne 06a30B0ii TPYIIIbI, TOKHOCTH
HaumenoBanue nokymeHTa Kon
(mpodeccun) wim crnenuanTbHOCTH
OK3 1232 PykoBoauTenu noapazaeneHuil (ciyx0) yrnpaBieHus
KaJpaMy B TPYIOBBIMH OTHOUICHUSIMHU
EKC - 3aMecTHTEeNh TUPEKTOpa M0 YIPABICHUIO IEPCOHATIOM
OKIIATP 24063 | Menemkep 1Mo IepcoHaTy

3.8.1. TpynoBasi pyHkuus

HaumeHnoBaHue

[TpoucxosxneHune Tpya0BOi
GbyHKIHN

Pa3paboTka cucTemMBbl CTpaTErmuecKoro Kox | H/01.7 YpoBeHb (I0TypOBEHb) 7
YIPaBJIEHUS EPCOHAIIOM OpPraHU3alun " | kBamHUKAIHK
OpuruHan X 3auMCTBOBAHO U3 OpUTHHAJA
Kon Peructpaunonusiit Homep

opurruHajia l'[pO(l)eCCI/IOHaJ'H:HOFO cTa”HdapTa
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TpynoBble nelcTBUA

AHanu3  yCHEIIHBIX  KOPHOPATHUBHBIX  MPAaKTHUK IO  OpraHU3aluu
CTPATETUYECKOI0 YIPABJICHUS IEPCOHATIOM OPTaHU3allM1, OPTaHU3ALIMOHHOTO
MIPOEKTUPOBAHMS M B3aUMOJICHCTBUS MOApa3AeIeHUI

[TocTaHOBKa CTpATErMUECKUX LIEJIEH B YIIPABIEHUHN IIEPCOHATIOM

PazpaboTka KOpIOpaTHBHON IOJUTHKH, IUIAHOB, MPOTPaMM, MPOLEAyp H
TEXHOJIOTHH 110 YIIPABJICHUIO IEPCOHATIOM

Pa3paboTka KOpPHMOPATUBHOW KyJAbTYphl M COIMAIBHOW MOJUTUKU, CUCTEM
MOTHBAIMH, 3 (HEKTUBHOCTH, OLIEHKU U Pa3BUTHsI IEPCOHAA

(DOpMI/IpOBaHI/Ie CHUCTEMBI OIIIAThI U OpTraHU3allluu Tpyda

Pa3paboTka opraHu3allMOHHON CTPYKTYpPHI, IUIAHUPOBAHHE MOTPEOHOCTH B
IIEpCOHAJIE OpraHu3aluu

Pa3pabotrka mporpamm, NOPUHIMIIOB CTaHAApTH3alUHM, YHUUKALUU,
aBTOMATH3aIMU MIPOIECCOB YIPABICHHS NIEPCOHATIOM U O€30TMaCHBIX YCIOBHMA
Tpyaa

dopmupoBaHue OrO/KETa HA TEPCOHAN, TEXHOJIOTHH ayauTa paboThl ¢
MIEPCOHAIIOM ¥ KOHTPOJUIMHTA

Heo6xoanumeie ymeHust

PazpabaTpiBaTh CTpaTeruy U MOJUTUKHU B YIIPABICHUHU TIEPCOHAIOM

CozpaBaTh M ONKMCHIBATH OPraHU3aLUOHHYIO CTPYKTYpPY, LEJIH, 3aJayH,
(GYHKINU CTPYKTYPHBIX TMOAPA3ACICHUNA U TOJHKHOCTHBIX JIUI]

HpI/IMCHHTB METOAbl  YHPAaBJICHUA  MCKIMYHOCTHBIMU  OTHOLICHUAMU,
(1)OpMI/IpOBaHI/I$[ KOMaH, pa3BUTHA JUACPCTBA ©U  HCIHOJHHUTCIBHOCTH,
BbISIBJICHUS TAJIAHTOB, OIIPEACIICHUSA YAOBJICTBOPCHHOCTU pa60T0171

OnpenensiTb U aHAJIM3UPOBATh BHYTPEHHUE KOMMYHHUKAlLlMU, MOJEINPOBATH
[IOBEJICHUE IIEPCOHAlIA

Hpe,[[CTaBJIﬂTI) HHTCPCChl OpraHu3alii B TOCYAApPCTBCHHBIX OpraHax, BO
B3aMMOJICHCTBHH C MPO(COr3aMH, WHBIMH TPEJICTABUTECIBLHBIMU OpraHAMU
pabOTHUKOB 110 BOIIPOCAM IepCOHaa

CoctaBisTh, pacCUUTHIBATh, KOPPEKTHPOBATH U KOHTPOJIMPOBATH CTaTbU
pacxonoB OOKETOB U (OHIAOB Ha MPOrpaMMbl U MEPONPUSTHUS T10
YIIPABIEHUIO IEPCOHAIOM OPTraHU3aALNAN

[IpoBOANTH ayAUT U KOHTPOJIIMHT B 00JIACTH yIPaBJICHUS IEPCOHATIOM

P33pa6aTBIBaTB KOpHOPAaTUBHBIC COLTMAJIBHBIC TPOTPAMMBI

Bectu meperoBopsl 10  BOIPOCAM  COLMAJIBHOIO  IApTHEPCTBA  C
MIPEJCTaBUTEIbHBIMUA OpraHaMH paOOTHUKOB

PaGorarek ¢ nH(pOpMaLMOHHBIMU cHUCTEMaMU U 0a3aMH JaHHBIX IO BOIPOCamM
YIIPaBJIEHUS IEPCOHATIOM

Opranu3oBbIBaTh MEPOIPHUATHS MO0 00ECIIEYEHUIO BHIIOJHEHUS TpeOOoBaHUI
OXpaHbl TpyJa B COOTBETCTBMM C JCHCTBYIOIIUM 3aKOHOAATEIbCTBOM
Poccuiickoit @eaepaiiuu v JOKATbHBIMU aKTaMU OPTaHU3AIUU

Opranu3oBbIBaTh U MPOBOAUTH MEPONPUSTHUS C MIEPCOHATIOM B COOTBETCTBUE
C KOPIIOPAaTUBHOM COIMATBLHOMN MOJUTUKOMN

CO6J’IIOI[&TL HOPMBI 3TUKHU JCJIOBOTO O6IJ_ICHI/ISI

Heo0Oxoaumeble 3HAHUSA

MeTo/bl yripaBiIeHHS pa3BUTHEM U 3PPEKTUBHOCTHIO OpraHU3aIliy, aHaIH3a
BBITIOTHEHUS IUJIAHOB W TPOrpaMM, OMNpPENEICHHUS HUX OSKOHOMHYECKOMH
s dexTuBHOCTH

Metonbl OLEHKH pabOThl CTPYKTYPHBIX MOJpa3esieHUH, pe3yIbTaToB TpyAad
nepcoHasna

Metoasl MIPpOBCACHUA aYyJUTOB, KOHTPOJUIMHI'a YIIPABJICHUYCCKUX IMMPOLCCCOB

MeTOJI[BI aHaJIM3a KOJIMYECTBCHHOI'O M KAYCCTBEHHOI'O COCTaBa NnepcoHaia

CucTeMsl cTaHIapTOB 10 OW3HEC-TIpoLieccaM, MpodeccusiM, HOPMBI Tpyia
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Cucrempl, MeToasl © (OPMBI MaTepUAIBHOIO M  HEMaTepHabHOTO
CTUMYJIMPOBAHUS TPy/ia IEPCOHAIA

MerTo/1p! aHAIN3a COIMATBHBIX TPOTPAMM U OIPEACTICHUS UX SKOHOMUYIECKOU
3¢ heKTHBHOCTH

Texnonoruu u Metoabl HOPMUPOBAHUS U KOHTPOJISL OIO/)KETOB Ha MEpCOHA

TpeboBanust OXpaHbl U OE30MACHBIX YCIOBHH TPyIa

HGJ'II/I, CTpaTerusa U KagpoBas IIOJUTHUKA OpraHru3alun

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIbHOCTHU OpraHu3alun

OcCHOBEI COMOJIOTHH, ICUXOJIOTMH U SKOHOMUKHU Tpyda

OCHOBEI YIIpaBJICHUA COIHUAIIBHBIM Pa3BUTHUEM OpraHHU3allvin

MeToapl  MPOBEACHHS  COLMOJIOTMYECKMX  HCCIACIOBAHHMU,  H3yYCHHS
00LLIECTBEHHOTO MHEHUS

CrpykTypa opranuszanuu

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThI, COJIEPKAIINE HOPMBI TPYIOBOTO
rpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIhCTBA M HOPMATHUBHBIC IPABOBHIC AKTHI
Poccuiickoit denepanuu, B 4aCTH BeIeHUs JOKYMEHTAIMH 110 TIEPCOHATY

OcHOBBI HAJIOTOBOT0 3aKOHO1aTeNIbcTBa Poccuiickoii denepanuun

OCHOBBI MUTPAIIMOHHOI0 3aKOHOAaTeNbCTBA Poccuiickoi denepaiuu, B 4acTu
MPUBJICYCHUST W TPYJOYCTPOMCTBA HMHOCTPAHHBIX TpaXJaH W JKIl 0Oe3
rpak1aHCTBA

OCHOBEI AIMUHHUCTPATUBHOIO 3aKOHOJATCIILCTBA B obnactu YIIpaBJICHUA
IICPCOHAIIOM U OTBETCTBCHHOCTU JOJIZKHOCTHBIX JIUIL

3akoHoaarenscTBO Poccuiickoit denepanyu o nepcoHanbHbIX JaHHBIX

JlokanpHBlE HOPMAaTHBHBIE AaKThl OPraHM3alMH B OOJIACTH YIPABICHHS
IIEPCOHAIOM

[Topsok 3akiItoueHus 10rOBOPOB (KOHTPAKTOB)

Hopwmbl 5TKH nemoBoro oOIeHus

OcHOBBI HUHPOPMATUKH, CTPYKTYPHOE OCTPOCHNE HH(POPMAITUOHHBIX
CUCTEM U OCOOEHHOCTH pabOThl C HUMU

Jlpyrue

XAPAKTCPUCTHKHU

3.8.2. TpynoBasi pyHkuus

Peanuzanus cuctembl CTpaTErn4ecKoro YposeHnb
Haumenosanue yIpaBIeHUs EPCOHATIOM OpraHU3aluu Kon | H/02.7 | (nonyposens) 7
KBaTH(QUKAINN

IIpoucxoxaeHue Tpya0Boi
byHKIIIN

TpynoBsie 1elcTBUS

Opurunan X 3anMCTBOBAHO M3 OpUTHHATIA

Kon Peructpannonssiii Homep
OpHTHHaJIa MTPO(ECCHOHANBHOTO CTaHJapTa

[InanupoBaHue AESITETLHOCTH M pa3pabOTKa MEPOINPHUATHI MO yIpaBiIeHUIO
IIEPCOHAJIOM JJIs peaIn3alliy CTPATErMUECKUX LIeJIel OpraHu3anuu
BHenpeHne NOJWTHK, IUIAHOB, NPOrpaMM, MPOLEAYP M TEXHOJIOTHMH IO
YIIPABJICHUIO [IEPCOHAIIOM

[TocTpoeHne opraHu3aMOHHON CTPYKTYPBI C YUETOM IJIaHOBOM MOTPEOHOCTH
B [IEPCOHAJIE U B3aUMOJCUCTBUS CTPYKTYPHBIX IOAPA3ACICHUN OPraHU3aluu
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Buenpenne w mnopnepkaHue KOPHOPATUBHOW KYJIbTYPhl U COLUAIBHOM
MOJIMTUKU, CHUCTEM MOTHBAIMK, J(PQPEKTUBHOCTH, OLEHKH € Pa3BUTHSI
nepcoHasa

BHenpenue u mnojaepXkaHUEe CHUCTEMBbl OpraHU3alUy TpyJa U OIJIaThl
nepcoHasa

VYipaBneHue BHEAPEHUEM MporpaMM W IPUHLMIIOB CTaHJAPTU3ALMNH,
YHU(UKAWK, aBTOMATHU3allMM TMPOLECCOB YIPABICHUS MEPCOHAIOM U
0e30macHbIX YCIIOBUM Tpy/ia

Opranuzanus NOpoOBEACHUS ayAuTa M KOHTPOJUIMHTA B  YIPaBICHUU
[IEPCOHAJIOM

[TocraHoBka 3amay  PYKOBOAMUTEISIM  CTPYKTYPHBIX  IOJApa3/eNICHUH,
OIpe/iesIeHuEe MaTepUaIbHO-TEXHUYECKUX PECYPCOB JUISl X BBIIIOJIHEHUS
AHanM3 OTYETHOCTH IO YIPABJICHUIO TIEPCOHAIIOM U BBISIBJICHHE PECYPCOB MO
YIIYYIIEHUIO AESITEIbHOCTH OpraHU3aliu

CornacoBaHue yCJIOBHI 3aKJIFOUaEMBIX IOTOBOPOB 10 BOIPOCAM YIPaBICHUS
[IEPCOHAIOM

Opranuzanus NpoBeACHUS 3aKYIIOYHBIX MPOLEAYP MO BOIPOCaM yIpaBICHUS
MIEPCOHATIOM B O(OPMIICHHSI COITYTCTBYIOIIEH TOKyMEHTAIIUU TI0 HUM
dopmupoBaHue OOJKETa Ha IEPCOHAN, TEXHOJIOTWH ayauTa paboThl C
IIEPCOHAJIOM M KOHTPOJUIMHIa

[Ipumenenue k pabOTHUKAM Mep MOOIMIPEHUS U JUCITUTIMHAPHOTO B3bICKAHUS
[Ipou3BoauTh aHaIM3 JEATENBHOCTH IO YIPABJICHUIO IEPCOHANIOM,
paspabaThiBaTh okasareiu 3h(HEKTUBHOCTH PabOTHI

®opMHUpOBaTh JIAHBI U MEPOIIPUSITHS 110 YIIPABJIEHUIO [1EPCOHATIOM
PaccunthiBaTh O1OKET B 00JIACTH YIIPABIICHUS IEPCOHAIOM

OmnpenensiTb 30Hbl OTBETCTBEHHOCTH paOOTHUKOB M MOJIpa3/ielIeHUui, CTaBUTh
3aaul PYKOBOJIUTENSIM TMOJApa3JeieHnii U 00ecrleunBaTh PECypechl IS UX
MCIIOJTHEHUS

KoHTponupoBaTh 1 KOPPEKTUPOBATH UCHIOJHEHUE TOPYUCHHH U 33724
VYrpansate 3QPEeKTUBHOCTHIO U BOBJICYCHHOCTHIO MEPCOHANIA, AUCIUTIITMHON
TpyZAa ¥ cobtoieHneM 0e30MacHbIX YCIOBHM TpyAa

Bectu neperoBopsl o BoIpocaM COIUAIIBHOTO MApTHEPCTBA U MPEACTABIATh
MHTEPEChl OpPTaHMU3alMM B TOCYIAapCTBEHHBIX OpraHax, MpogeCCHOHAIbHBIX
COI03aX U JIPYTUX MPEeACTaBUTEIbHBIX OpraHax paOOTHUKOB, U OpPraHU3aLUAX
10 BOIIPOCaM IEpcoHalIa

Paborate ¢ nHGOpMaIMOHHBIMU cUCTEMaMH U 0a3amMH JaHHBIX IO BOIPOCamM
yIpaBIeHUS TEPCOHATIOM

[TpoBOAMTH ayUT U KOHTPOJUIMHT B 00JACTH yIPaBJICHUS IEPCOHATIOM
dopMupoBaTh W TPOBOJIUTH COIHAIBHYIO TOJUTUKY U COIHAJIbHBIC
MPOrPaMMBbI

Bectu meperoBopbl ¢ MOCTAaBIIMKAMU YCIYI IO YCJIOBHUSM 3aKIIOYaeMbIX
JIOTOBOPOB

[Ipon3BoauTh 3aKylmoO4YHBIE MpPOLEAYpPbl, O(QOPMIATH U aHAIU3UPOBATH
3aKYMOYHYIO JOKYMEHTAIUIO

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHUSI

MeTtons! yripaBieHus pa3BUTHEM U 3(PPEKTUBHOCTHIO OpraHU3alliu, METO/IbI
aHaJIM3a BBIMOJIHEHUS IJIAHOB M MPOTpamMM, OIpeieIeH s NX SKOHOMHUYECKOMN
3¢ (HEeKTUBHOCTH

Opranuzanys yrnpaBJieHHs] pa3BUTHEM OpraHU3alluu

Teopuu ympaBlieHUsT OpraHHU3AIMel, MOJUTUKA U CTpATeTUs YIPaBICHUS
MIEPCOHAIOM
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Mertonpl aHanM3a BBINOJHEHWS IJJaHOB M 3aJad, ONpEIENeHHUs UuX
HKOHOMHYECKON 3P PHEKTUBHOCTH

MerTobl OLIeHKH, Pe3ynbTaToB U 3(PPEKTUBHOCTH Tpy1a

MeTo1pl BHEAPEHUS CUCTEMBI YIIPABIEHUS [IEPCOHATIOM

OcHOBBI pabOTHI 110 POGHOpUEHTALUN

MeToauKH TUTaHUPOBAHMS U IIPOTHO3UPOBAHUS MOTPEOHOCTH B TIEpCOHAIIE
Ilenu, cTparerus pa3BUTHS U OU3HEC-IIJIaH OPraHU3aLUuU

Teopuun 1 MeTo 161 HOPMUPOBAHUIO OPEHIAa OPraHU3AIIH

TpeGoBanwms OXpaHbl U OE30MACHBIX YCIOBHUH TpyIa

Metoauku pa3pabOTKU U BHEAPEHUS JTOKAIbHBIX HOPMATUBHBIX aKTOB
[Topsaiok 3aKiItOYEHMs] TPYAOBBIX JOTOBOPOB, PETYIUPOBAHMS TPYIOBBIX
CIIOpPOB

OCHOBBI COIIMOJIOTUH, IICUXOJIOTMM, S3KOHOMMKM Tpyda U YIPaBICHUS
COLIMAJIBHBIM PAa3BUTHEM OpraHu3aluu

MeToapl  mpoBeAEHMSI  COLMOJIOTMYECKHUX  UCCIIECJOBAHMM,  M3y4YCHHUS
00I11€CTBEHHOI'O MHEHUS

TexHonornu NpoBeAeHMs ayIuTa U KOHTPOJUIMHIA B YIIPABICHUH IEPCOHAIOM
[Topsimox  mpoBeaeHUss — 3aKyHNOYHBIX — Ipoueayp U opopMIeHHs
CONYTCTBYIOIIEH JOKYMEHTAUU

TexHonoruu, craHzapTu3anysl, yYHU(QHUKAIMs, aBTOMAaTH3alUs IPOLIECCOB
yIpaBJieHUS IEPCOHATIOM

CrpykTypa opranus3alnuu

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKThI, COJAEPIKALUE HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXHMBHOI'O 3aKOHOAATEIbCTBA U HOPMATHBHBIE IPaBOBBIE AKTbI
Poccuiickoii @enepanuu, B 4aCTH BeICHHUs JOKYMEHTALIUH 110 IEPCOHATTY
OcHOBBI HAJIOTOBOT'0 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu

OcCHOBBI MUT'PAaLIMOHHOTO 3aKOHOAaTeNNbCTBA Poccuiickoit denepanuu, B 4acTu
NPUBJICYEHUS] M TPYIAOYCTPOICTBA MHOCTPAaHHBIX TpaxJaH U JHLl Oe3
rpakJaHCTBa

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOJATENbCTBA B 0O0JacTH yIpaBICHUS
NIEPCOHAJIOM M OTBETCTBEHHOCTHU JOJKHOCTHBIX JIUI]

3akoHogarenscTBO Poccuiickoit denepaiinu o nepcoHanbHbIX JaHHBIX
[Topsiiok 3aKII0OYEHUS 10rOBOPOB (KOHTPAKTOB)

JlokanbHbIE HOPMaTHBHbIE aKThl B 00J1aCTH YIPaBISHUS EPCOHATIOM

Hopwmpbl 3THKH 1€710BOTO OOIICHUS

basoBbie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMHU

3.8.3. TpynoBasi pyHkuus

AJIMUHUCTPHUPOBAHKE TTPOLIECCOB U YpoBeHb
HaumeroBanne | IOKYMEHTOOOOPOTA MO CTPATETUYECKOMY Kox | H/03.7 | (nmonyposens) 7
YIPABICHUIO [IEPCOHATIOM OpraHU3aINN KBamQuKaLn

IIpoucxoxaeHue Tpya0Boi
byHKIIIN

Opurunan X 3anMCTBOBAHO N3 OpUTHHATIA

Kon PeructpannonHbiii Homep
opurrHaia npohecCHOHaIbHOTO CTaHAapTa




TpynoBbie necTBUS

HeoOxoaumbie ymeHus

47

AHanu3 TPOLECCOB JTOKYMEHTOOOOpOTa, JIOKAIbHBIX JOKYMEHTOB I10
BOIIPOCaM  YIIPaBJICHUS TMEPCOHAIOM, OW3HEC-TPOLIECCOB OpTaHU3aIllNH,
YIIOBJIETBOPEHHOCTH IIEpCOHANa

JlokymeHTanmonHoe ohopMIIeHHE PE3yIbTATOB YIPABICHHUS IIEPCOHAIIOM, €r0
aynuTa, paboThl CTPYKTYPHBIX MOApaA3IeICHUN

JIOKyMEHTAallMOHHOE U OPraHU3allMOHHOE COINPOBOXAECHHUE CTPATErMUECKOTO
yIpaBiIeHUS MEPCOHATIOM U PabOThl CTPYKTYPHBIX MOJIpa3aesieHui
[TonroroBka NpeIOKEHUH MO Pa3BUTHIO CUCTEM YIIPABIIEHUS I1EPCOHAIOM,
M0 HEOOXOAUMBIM KOPPEKTUPYIOIIMM U TPEBEHTUBHBIM MepaM U IO
MOBBIIIEHUIO 3(PPEKTUBHOCTU PaOOTHI CTPYKTYPHBIX HOpa3/IeICHHMA
KouTponp mpoueccoB B 00JacTH yHpaBieHUS TMEPCOHAIOM U  PabOThI
CTPYKTYPHBIX MOAPAa3/IEICHNI, CPABHEHUE U aHAJIU3 IIPOLECCOB, PE3YJILTATOB
VIPaBICHYECKUX MEPOINPUSATHII, oOIpeneiaeHre (aKkTOPOB, BbI3BIBAIOIINUX
OTKJIOHEHHE OT IJIAHOBBIX MOKa3aTesei

CornacoBanre # KOHTPOJb JOTOBOPOB IO BOIpPOCaM U CHUCTEMaMm
CTPaTEerMyecKoro YOpaBJIEHUS IEPCOHAJIOM M  paboTe CTPYKTYPHBIX
Moipa3iesieHni, OpraHu3alus MpoUeayp Mo UX 3aKIHUYECHUIO

[TonroroBka pe3ynbTaToOB aHajaM3a COOTBETCTBUSA OPraHM3allMd M OILIAThI
TpyJa MepcoHasna yCHelrHbIM KOPIIOPATUBHBIM MPAKTUKAM

BemonHenne TtpeOoOBaHMK 1O XpaHCHHIO HHDOpPMAMH O pe3yinbTaTax
NEHCTBUS CHUCTEM CTPATerHyecKoro YIpaBiICHHUS IEPCOHAIOM M PadOThI
CTPYKTYPHBIX MOJIpa3ACIICHUI

AHann3upoBath, pa3padaTbiBaTh U OPOPMIISITH TOKYMEHTHI MO IpolieccaM U
pe3yipTaTaM  yIOpaBiI€HUS  NEpPCOHAJIOM U paboTe  CTPYKTYPHBIX
MOJIpa3IeICHU I

[TpuMeHsITh MEeTO/IbI aHaNTu3a OM3HEC-TPOIIECCOB OPraHU3AINH

Ompenensatb OporpaMMbl  JOCTHDKCHHS 1€ HW  pelleHus  3aaad
MoApa3IeJICHUI

[IpoBOAUTH ayAUT CHCTEMBI YIIPABICHUS IEPCOHATIOM

[IpoBOIUTH KOHTPOJUIMHT CUCTEMBI YIIPABIEHUS IEPCOHATIOM
KonTponupoBarh OrojkeT Ha MepcoOHal M YNpaBIeHHE pacxoJaMu Ha
nepcoHall

OpranuzoBbIBaTh COMPOBOXKIEHHE JOTOBOPOB IO BOMIpPOCAM YIPaBICHUS
MIEPCOHAJIOM, BKJIIOYasl PEBAPUTENBHBIEC MPOLEAYPHI 10 UX 3aKIFOUECHUIO
Opranu3oBbIBaTh 3aKyMOYHBIE MPOIEAYPHI, OGOPMIIATh U aHATU3HPOBATH
3aKYMOYHYIO JJOKYMEHTAIUIO

KonTponupoBarh M aHaIU3MpOBaTh BOINPOCHI COLMAIBHOIO IAapTHEPCTBA,
JIOTOBOPBI OCTaBUIMKOB YCIIYT

[IpoBomUTh TIEPErOBOPHI W TPEACTABISATH MHTEPECHl OpraHU3allid B
rOCy/lapCTBEHHBIX ~ OpraHax, NpoQdeCcCHOHANBHBIX COI3aX U APYTUX
MPEACTABUTEIBHBIX OpraHax paOOTHUKOB W OPTraHM3AIUsAX 110 BOIMPOCAM
nepcoHana

BecTtu nenoByto nepenucky

Paborats ¢ nH()OpPMAIMOHHBIMU CHCTEMaMH U 0a3aMU JTAHHBIX IO TIEPCOHAIY,
CHUCTEMaM YIOpPAaBJIEHUS NEPCOHAIIOM M  OpraHu3aluu JeATeIbHOCTH
CTPYKTYPHBIX MOAPA3AEIICHUN

ObecnieunBaTh  KaJIpoBOE  JIEJOMPOU3BOJICTBO U JOKYMEHTAIMOHHOE
COIIPOBOXKJICHHE TIPOLIECCOB 110 YIPABJIEHUIO MEPCOHAIOM M paboTe
CTPYKTYPHBIX MOJIpa3IeICHUN

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBaHHUSIMHU
TPYAOBOTO M apXMBHOrO 3akoHojarenbcTBa Poccuiickont denepannu u
JIOKaJbHBIMHU aKTaMH OpPraHU3aluu
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Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHUS

Heo6xonumeie 3nanust  KoprnopatuBHas KynbTypa, COlMaibHas MOJIUTUKA, CHCTEMbl MOTHBALUU U
3 PEKTUBHOCTH YIIPABIICHUS IEPCOHAIOM
Mertonp! ynpaBieHus: pa3BUTueM U 3()(PEeKTUBHOCTHIO OPTaHU3AIMH, METOIBI
aHaJIM3a BBIIOJIHEHUS JIAHOB U IIPOTPaMM, ONPENeIeHUsI UX SKOHOMUYECKOM
3¢ (HEeKTHBHOCTH
Mertonbpl MpoBeAeHUs ayauTa, KOHTPOJS ONEPaTHBHBIX YIPABICHUECKUX
IIPOLIECCOB, COLIMOJIOTMYECKUX UCCIIEJOBAaHUN
bu3Hec-mian u 6GU3HEC-TIPOLIECCHl OPraHU3ALUH
broxeTHOE TPOEKTHPOBAaHKE
OpraHu3alOHHOE IPOEKTUPOBAHHE
@®opmbl, METOABl U CUCTEMBl MAaTEPUAJIBLHOTO M  HEMAaTEPHUAILHOIO
CTUMYJIMPOBAHU TPpyJa IepcoHaja
Cucrembl CTaHJapTOB o Ou3Hec-mpoleccam, npodeccusm
(criennanbHOCTSAM), HOPMBI TPy1a
Mertoibl aHaIM3a KOJIMYECTBEHHOT'O M KaUE€CTBEHHOI'0 COCTaBa IepcoHalia
Kanposas nonuruka opraHu3anuu
[Topsinox ¢opmupoBaHus, BeneHUs OaHKa JaHHBIX W MPEAOCTABICHUS
OTYETHOCTHU I10 CUCTEMAaM YIIPaBJICHUs MEPCOHAIOM M PadOTe CTPYKTYpPHBIX

MOJIpa3IeICHU I
OCHOBBI  JJOKyMEHTAllMOHHOTO  OOECIICYCHHsSI, TMOPSIOK  O(OPMIICHHS
JIOKYMEHTOB, MPEI0CTaBIISIEMBIX B rocyJapCTBEHHbIE OpraHbl,

npodecCHOHATBHBIE COI03bI, 00IIECTBEHHBIE OpPTraHU3aNN

[lenu u cTparerus pa3BUTHs OpraHUu3aluu

[Topssmox  mpoBelneHUss  3aKyNOYHBIX — Hpoueayp U opopMIIEHUS
COIIYTCTBYIOILEH JOKYMEHTaluU

HopMaTuBHbIE NpaBOBbIE aKThl, PEryJIUPYIOLIME @paBa U O0O0SI3aHHOCTHU
rOCyJapCTBEHHBIX OPraHOB M OPraHU3allMM IO IPEAOCTaBICHHUIO YYETHON

JIOKYMEHTalluu
CrpykTypa OpraHuM3allid M  BakaHTHble JOJDKHOCTH  (mpodeccu,
CHEIHAIILHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M MHBIE AKThI, CONEPKALUE HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOT'O 3aKOHOJIATEJIbCTBA M HOPMATHUBHBIE IPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4acTH BEACHUS TOKYMEHTAUH 11O MEPCOHATY
OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbCcTBa Poccuiickoit denepannn

OcHOBBI MUTPALIMOHHOTO 3aKOHOAaTeNbeTBa Poccuiickoit denepannu, B 4acTu
NPUBJICYEHUS] W TPYJOYCTPOIMCTBA MHOCTPAHHBIX Tpa)xJaH W JUIl 0e3
rpaxJjaHcTBa

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOJATENbCTBA B OOJACTH yIpaBIEHUS
MEPCOHAIIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JII]

3akoHoaarenbcTBO Poccuiickoit denepaiii 0 NepcoOHAIbHBIX TAHHBIX
JlokanbHbIE HOPMATHUBHBIE aKThl OpraHMU3allik B OONACTH YIpaBIEHUS
[IEPCOHAIIOM

[TopsioK 3aKITFOUEHUS TOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

bazoBrie OCHOBBI UH(OPMATHKH, CTPYKTYPHOE IIOCTPOEHUE
WH()OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMU

Hpyrue -

XapaKTECPHUCTHUKHU

IV. CBenenusi 00 opranusanusix — pa3pador4yukax npogecCuoOHaAJIbHOI0 CTAHAAPTA
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4.1. OTBeTCTBEHHAs] OPraHU3ANUA-PA3PAOOTUNK

O6mepoccuiickoe 00beTMHEHHE paboToaaTeneit «Poccuiickuii Cor3 MPOMBIIIIICHHUKOB U
npeAnpuHUMaTeiein», ropo Mocksa

HcenonnurensHelii Bune-npe3uaeHt Kysemun Imutpuit Bnagumuposud

4.2. HauMeHOBaHUSA OPraHM3alMii-pa3padoTUNKOB

1 | AHO «HammoHasibHOE areHTCTBO Pa3BUTHUA KBaTH(pUKAIHMIY), Topoa MockBa

2 | Accommanus (Coro3) «Accoruanusi KOHCYJIBTAHTOB TI0 ITOA00pY MepcoHana», ropoa Mocksa

3 | I'pynma HeadHunter, ropox Mocksa

4 | 3A0 «KPOK HHKOPHOPEﬁTEH, ropoa Mocksa

5 | Uadopmannonno-ananuruyeckuit neHtp «Kanpossiit Jlozop», ropon Mocksa

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

7 | MexnayHapoaHasl accolianysi 1eJI0BOI0 COTpYJIHUYECTBa, ropoa MockBa

8 | HOUY AIIO «MHCcTUTYT npohecCHOHATBHOTO KaJIpOBHKay, ropo] MockBa

9 | HII «Accommanus EBporieiickoro 6usHecay, ropox Mocksa

10 | HIT «BKK — HanuoHanbHBIH COrO3 KaApOBUKOBY, Topoa MockBa

11 | HIT «MexayHapoausiii anbsiHe «TpynoBas murpanus», ropog Mocksa

12 | HIT «HauuonanbHas accouuanus opUCHBIX CIIEIHUATNCTOB U aIMUHUACTPATUBHBIX
pabOTHUKOBY, TOpoT MoCKBa

13 | HIT MHO «Accoumanus MmeHekepoB Poccumny, ropon Mocksa

14 | HIT CYPD «HanumonanbHast koHbenepamnus «Pa3BuTue 4enoBedecKoro KaruTasa, Topo
Mocksa

15 | OAO «BIHX» (I'AO BBII), ropox Mocksa

16 | OAO «l"aznpom HedTh-HoBOCHOHPCKY, Topoa HoBocuOupck

17 | OAO «O0beauHeHHas Cy1I0CTPOUTENbHAS KOpHopanus», ropoa Mocksa

18 | OAO «PX]I», ropox MockBa

19 | OAO «Caxanun DHepmxu MuBectmenT Komnanny, ropon FOxuo-CaxanuHck

20 | OAO «Tarned1b» umenu B.JI. Illamuna, ropox Kazanp

21 | OAO «HayuHo-tipon3BocTBeHHOE 00BeanHCHNE «Haykay, ropox MockBa

22 | OO0 «LG Electronics Rusy, ropon Mocksa

23 | OO0 «bwusnec [lcuxomorn SHL Russia & CIS HII», ropog Mocksa

24 | OO0 «M1T-CK», ropog Mocksa

25 | OO0 «Jlykonn-UnxuanpuHT», ropo Mocksa

26 | OO0 «OKBb 3enut», ropogq Mocksa

27 | OO0 «Ilerpomuym Tpelaunry», ropoa Mocksa

28 | OO0 «Ilomurpad-3amnura», ropoa Mocksa

29 | OO0 «llentp xaapoBbix TexHONOrHM — Obydenue. CTaxupoBku. TpynoycTporcTBO», TOPOL
Mocksa

30 | Poccwuiickoe npeacraButenbcTBo «Coleman Services UK» («Koynman CepBucusy), Topos
Mocksa

31 | ToproBo-npomsbinuieHHas najgara Poccuiickoii ®@eneparum, ropog Mocksa

32 | ®I'bOY BIIO «MoCKOBCKHI1 TOCyJapCTBEHHBIN YHUBepcuTeT nMeHn M. B. JlomoHOCOBaY,
[lIxona nupexTopa no nepcoHainy, ropox Mocksa

33 | ®I'BOY BIIO MCY, ropox Mocksa

34 | ®I'bOY BIIO MBCH, ropon Mocksa

35 | ®I'bOY BIIO Cubupckuii rocyaapcTBeHHbI yHuBepcuTeT myteit coodmenus (CI'VIIC),

ropoa HoBocubupck
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36 | ®I'bY «HayuyHo-uccnenoBaTeIbCKU HHCTUTYT TPYAA U COITUATBHOTO CTPAaXOBaAHUS
MuHucrepcTBa Tpy/a U conralbHON 3amuThl Poceniickon @enepannu, ropon Mocksa

37 | ®I'VII «IToura Poccuny», ropoa MockBa

38 | ®K «Ypancuby, ropon Mocksa

1 O6mepoccuiickuii knaccupukaTop 3aHATHIA.

2 O6mepoccuiickuii K1accu(pUKaTOp BUAOB SKOHOMUYECKOH J€ATENbHOCTH.

3 Enunblii kBanuQUKaIHOHHBIM CIPaBOYHUK JOIKHOCTEH PYyKOBOIUTENEH, CIIENUAIICTOB U JPYTHX CITYKAIIUX.
4 O6mepoccuiickuii knaccudukaTop npodeccuii pabounx, JOLKHOCTEN CIIYKAIUX ¥ TApU(PHEIX Pa3psaIoB.




