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I. O01mue cBeneHus
VYrpaBieHue nepcoHanIoM OpraHu3aluu ‘ 07.003 ’

(HaumeHoBaHUe BHA MPO(ECCHOHATBHOM JeATEeTbHOCTH) Kon

OcHoBHas ocjab BUa HpO(l)eCCI/IOHaHBHOI;'I ACATCIIbHOCTH:

Ob6ecnieuenne 3¢ PpekTUBHOTO PYHKIIMOHUPOBAHUS CHCTEMBI YIPABICHUS IEPCOHAIIOM JIJIs IOCTHIKEHUS
LeJIe OpraHu3aluu

I'pynna 3angTmii:

1212 VYnpasnsitoniue Tpy10BbIMU 2423 CriepanucTsl B 001acTu mo0opa u
pecypcamu MCIIOJIL30BaHUS TIEpCOHAIA

2424 CrieruanucThl B 00J1aCTH - -
MOATOTOBKH U Pa3BUTHUS
nepcoHana

(xom OK3?Y) (HanMeHOBaHME) (xom OK3) (HamMeHOBaHME)



OrHecenue K BUJaM 3KOHOMHUYECKOMH ACATCIIBHOCTU

1 01-99 | Bce BHJIbI 5KOHOMHYECKOM JIeATEIbHOCTH

(xom OKBD]1?) (HamMeHOBaHWE BUa SKOHOMHYECKON JEATSITEHOCTH)



II. Onucanue TpyaA0BbIX PYHKIMHA, BXOAAIUX B IPO(eCcCHOHANBHBIN CTAHAAPT (PYHKIHOHAIbHAS KAPTAa BUIA

npodeccnoHaNbHON AesITeJIbHOCTH)

O060011eHHbIe TPYHOBBIE (HYYHKIUU TpynoBsie GyHKIHH
YPOBEHb YPOBCHb
KOJI HaVMEHOBaHUE HaVMEHOBAaHUE KOJ{ (moypoBeHb)
KBaJTU(pUKAIH
KBaJIM(pUKALIMK
A | JlIoKyMeHTaIlMOHHOE 6 Benenue mokyMeHTAIMK MO YYETY M JBHXKEHUIO TIEpCOHANA A/01.6 6
obecrieueHne Pa3paboTka THTIOBBIX (hOPM TOKYMEHTOB TI0 Y4YETy U JABWKCHUIO nepconana,  A/02.6 6
paboThI ¢ COINPOBOKIECHHE MPOLEAYp 0OPMIEHUS TPYIOBBIX OTHOIIEHUI
NEePCOHATIOM AJIMHUHUCTpUPOBAHHE MTPOIIECCOB M JOKYMEHTOO00POTA IO YUETY H AJ03.6 6
JIBYKEHUIO TIEPCOHAIIA, TPEICTABICHUIO IOKYMEHTOB T10 TIEPCOHATY B
rOCyJapCTBEHHBIE OPraHbl
B | JlesrensHOCTH IO 6 CO6op nH(pOpMAIIUH O TOTPEOHOCTSIX OPraHU3aINHU B TIEPCOHATIE B/01.6 6
o0ecTieyeHnIo [Mowuck, npuBneueHune, Noa00p M OTOOP MEepCOHaa B/02.6 6
NepcoHaAIOM AJIMUHHCTPUPOBAHHUE TTPOILIECCOB 00ECTICUCHUSI TIEPCOHATIOM U B/03.6 6
COOTBETCTBYIOIIETO IOKYMEHTOO0OpOTa
C | edarenpHOCTH IO 6 Opranu3zanus 1 MPoBEACHUE OIICHKU TIEpCOHaa C/01.6 6
OIICHKE U Opraau3zanus 1 MPoBEJACHUE aTTECTAIIMH TIEpCOHATA C/02.6 6
aTTecTaluuu AJIMAHHCTPUPOBAHUE NIPOLIECCOB MTPOBEACHMS OLIEHKH U aTTECTALIMKI C/03.6 6
nepcoHana MepcoHalia U COOTBETCTBYIOIIETO IOKyMEHTO000pOTa
D | JlearenbHOCTB 110 6 Opraau3zanus 1 MPOBEACHUE MEPOITPUATHHN IO Pa3BUTHIO U TIOCTPOCHHUIO D/01.6 6
pa3BUTHIO poheccHOHATLHON Kapbephl IepCoHaa
repcoHana Opraau3zanusi 00y4eHus repcoHana D/02.6 6
Opranuzanus aganTaldi U CTAKUPOBKH MEpCOHAIA D/03.6 6
AJIMUHHCTPHUPOBAHHUE ITPOLIECCOB Pa3BUTHS U TIOCTPOCHUS D/04.6 6
podeccCHOHALHON Kapbepbl, 00yUeHHUsI, aanTallliu, CTAKUPOBKU
MepcoHalia U COOTBETCTBYIOIIETO IOKYyMEHTOO00pOTa
E | ledarensHOCTH 110 6 Opranu3zanus TpyJa nepcoHaia E/01.6 6
OpraHu3anuy Tpyaa Opranuzanys oriaTel Tpya epcoHaa E/02.6 6
1 OILIaThI AJZIMUHHCTPUPOBaHUE MTPOIIECCOB OpPraHU3allK TPy, omaTel nepconana u | E/03.6 6
nepcoHana COOTBETCTBYIOIIETO IOKYyMEHTOO0OpOTa
F | JesarenbHOCTH MO 6 Pa3zpaboTka KOPIOPaTUBHON COLMATLHON NOJIUTUKU F/01.6 6
(hopMHUPOBAHHIO Peanuzanust KopnopaTuBHOW COUATBHON MOJUTHUKU F/02.6 6




KOPIOpaTUBHOU AJIMUHHCTPUPOBAHHUE MTPOIIECCOB KOPIIOPATUBHOW colraibHON otk u | F/03.6 6
COLIMAIBHOM COOTBETCTBYIOIIET0 JOKYMEHTO000pOTa
TIOJTUTHKH
OnepannonHoe PazpaboTka cucTeMbl ONIEPAIIIOHHOTO YIPABJICHUS IEPCOHATIOM M pabOTHI G/01.7 7
yIIpaBJIeHNE CTPYKTYPHOTO TIOApa3ACICHUS OPTraHU3aIIH
[IEPCOHAJTIOM U Peanuzanus onepamoHHOTO YIIPaBICHHS IIEPCOHATIOM U paOOTHI G/02.7 7
CTPYKTYPHBIM CTPYKTYPHOTO TIO/Ipa3/ICICHUsI OpraHU3aIIH
IIOApa3JICIICHUEM Pa3paboTka 1 conpoBoXKICHHUE Mpoliecca udpoBu3aimu 1 aBtomaruzaiuu | G/03.7 7
OpraHu3aIuu YIIPaBIJICHUS TIEPCOHATIOM
AJIMUHUCTPUPOBAHHE MTPOIICCCOB ONIEPAI[HOHHOTO yIpaBieHus nepconaiom | G/04.7 7
1 pabOTHI CTPYKTYPHOTO TOIPA3/IeICHUs] OPraHU3aINH U
COOTBETCTBYIOIIETO JOKYMEHTO000pOTa
Crparternueckoe Pa3paboTka cucTeMbl CTpaTernyecKoro yrpaBjieHHs IepCoOHAIOM H/01.7 7
YIPaBJICHUE Peanu3anus cucteMbl CTpaTErnyecKoro yrpaBieHNs EPCOHATIOM H/02.7 7
NepCoHAIOM AJMUHUCTPUPOBAHHE MTPOIIECCOB CTPATETMUYECKOTO YIIPABICHUS H/03.7 7

MEPCOHAIIOM U COOTBETCTBYIOIIETO TOKYMEHTO000pOTa




II1. XapakrepucTuka 0000IEHHBIX TPYAOBbIX (PYHKIMH

3.1. O0o01menHast TpyaoBasi pyHkuus

HaumenoBanue

[IpoucxoxneHne 0600IIEHHOM

TPYIOBOH (hyHKIMH

JlokyMeHTaIMoHHOE o0ecrieueHrne padoThI C Kon A VpoBeHn 6
EePCOHAIOM KBaJH(UKaIU
3arMCTBOBAHO U3
Opwurunan X
OpUTHHAJA
Kon Perucrpanmonsslii Homep
OpUTrHHaa poQeCCUOHATHLHOTO
cTaHaapTa

Bo3sMmoxHbIE
HAaMEHOBAHUS
JOJKHOCTEH, podeccuit

Crnenuanuct 1o opopMIIEHUIO TPYTOBBIX OTHOIICHHUMA
Crnenuaiuct 1mo JOKyMEHTAIIMOHHOMY 00eCIeYeHHI0 MepcoHaia
Crieninanucrt 1o nepcoHaty

Cnenuanuct no Kaapam

TpebGoBanus
00pazoBaHUIO U
00y4eHHIO

Cpennee npodeccrnoHaibHOE 00pa30BaHKE — MPOTPAMMBI TTIOTOTOBKH
CTEIIMAIMCTOB CPETHETO 3BEHA U JIOTIOJIHUTEILHOE PO(ecCHOHaTBHOE
o0Opa3oBaHue — IPOTPaMMBI TTPO(HECCHOHATEHOM MEPEIOIrOTOBKY B
00J1acTH yIpaBlIeHUs MIEPCOHATIOM UJTH B 00JIACTH TOKYMEHTAITMOHHOTO
obecriedueHust paboTHI C IEPCOHATIOM

WA

Bricmiee obpazoBanue — OakamaBpuat

WA

Bricmiee o6paszoBanue (HenpoduiabHOE) — OakagaBpuaT U AOMOJHUTEIIBHOE
npodeccrnoHanbHOE 00pa30BaHUE — MPOTPaMMBI TIPO(PEeCCHOHATLHON
MEPEnoIrOTOBKH B 00JIACTH YIIPaBJICHUS TIEPCOHATIOM HITU B 00J1aCTH
JOKYMEHTAIMOHHOTO 00eCIeYeHUsI padOThI C TIEPCOHATIOM

TpeGoBanust K ONBITY
MPaKTUYECKON paboThI

He menee tpex jet B cepe ynpaBiieHus: NEPCOHAIOM MPU HATUYUH
cpenHero mpodeccHoHaIbHOr0 00pa30BaHus U JOTOIHUTEILHOTO
npodeccruoHaIbHOTO 00pa30BaHus — IporpaMM NpodecCHOHATbHON
MEePeroroTOBKU B 00JIACTH YIIPaBJICHUS [IEPCOHATIOM WM B 00JacTH
JOKYMEHTAI[MOHHOTO o0ecreueHus: paboThl C IEPCOHATIOM

Oco0ble ycnoBust
JOMyCKa K paboTe

Jlpyrue xapakTepuCTUKH

HOHOJ’IHI/ITGHBHHC XapPaKTCPUCTUKHU

HaumeHoBaHMe T0KyMeHTa Kox HaumenoBaHnue 6a30B0ii rpymibl, JOKHOCTH (ITpodeccun)
WIN CHEelHaTbHOCTU
OK3 2423 Crnenanuctsl B 061acTH 0A00pa ¥ UCHOIb30BAHUS
nepcoHasa
EKC?® - Crnenuanuct 1o kajapam
- Menemxep 1o nepcoHary
OKIITP* 26583 Crnenuanuct no kKajapam
OKCO?® 5.38.03.02 | MeHemKMEHT
5.38.03.03 | YmpaBneHue nepcoHaaoM




3.1.1. TpynoBasi pyHKUHSA

BeseHue ToKyMeHTAIMH [0 YYETY U JBHXKCHUIO VYposenb
Hanmenosanue nepcoHana Kox | A/01.6 | (momyposenn) 6
KBaJTU(UKATTHN

[IpoucxoxneHue TpymnoBoit
GbyHKIIIHU

X 3aMMCTBOBAHO U3

Opurunan
OpUTHHAJA
Kon Perucrpanmonsslii Homep
OpUTHHala poQeCCHOHATHFHOTO
cTaHjaapTa

TpynoBbie nelcTBUS

COop 1 mpoBepKa TUYHBIX TOKYMEHTOB PAOOTHUKOB

KoncynpTpoBanue pabOTHHMKOB 1O BompocaM OQOpPMIEHHS TPYIOBBIX
OTHOILICHUH

Odopmienue JTOKyMEHTOB, PEIVIAMEHTUPYIOIIMX TPYAOBbIE OTHOIIEHHUS C
KOHKPETHBIM PaOOTHUKOM

[loarotoBka u odopmiieHue mo 3ampocy pabOTHUKOB M JOKHOCTHBIX JIUI
KOHI/If/i, BBIIMMCOK M3 KaJApPOBBIX JOKYMCHTOB, CIIPaBOK, I/IH(l)OpMaHI/II/I O CTaxe,
JbroTax, rapaHTusAX, KOMIICHCAIUAX U UHBIX CBe,I[eHI/Iﬁ (6] pa6OTHI/IKaX

Boigaua paGoTHUKY JOKYMEHTOB O €ro TPYJI0BOM JeSTENIbHOCTH

JloBenenue 10 cBesieHUs] paOOTHUKOB OPraHU3allMOHHBIX, PACHIOPSAUTEIbHBIX U
KaJIpOBBIX TOKYMEHTOB OpraHU3ALNH

Benenne  ydyera, TOpeayCMOTPEHHOTO  TPYAOBBIM  3aKOHOAATEIBCTBOM
Poccuiickoit ®eneparuu

Peructparus, yuet, onepaTUBHOE XpaHEHHE KaIPOBBIX JOKYMEHTOB, TIOJArOTOBKA
UX K CJla4y€ B apXUB

PaGora B KOpHOpaTUBHBIX M BHEMIHUX HMHMOPMAIMOHHBIX CHUCTEMaxX H
WCIOJIb30BaHNE LHU(PPOBBIX CEPBUCOB, BBIMOJHAIOIUX (YHKIHUH BEICHHS
JOKYMEHTAIMH 10 ABM)KCHUIO U yYEeTy IIepcoHaa

Heo06xonnMeie
YMCHHUS

JIoKyMEHTHPOBATh TPYJAOBbIE OTHOIICHHS PA3IMYHBIX KATETOPHUl paOOTHUKOB U
CHEIHAIbHBIX CYObEKTOB TPYAOBOTO MpaBa B COOTBETCTBUH C JCHCTBYIOIINM
3aKOHO/IAaTeNbCTBOM Poccuiickoit denepanuu, periamMeHTaMu (CTaHIapTaMH)
JOKYMEHTOO00O0pOTa OpraHU3aIiu

BrrsBnate OH_II/I6KI/I, HCTOYHOCTH, UCIIPABJICHUA U HCAJOCTOBEPHYIO I/IH(bOpMaI_[I/IIO
B JOKYMCHTAX, OIPEACIIATH IIOJIMHHOCTD NPEACTABJICHHBIX JOKYMCHTOB

Bectu Y4€T U pErucTpaluo JOKYMCHTOB B I/IH(1)OpMaL[I/IOHHLIX CHUCTEMAxX W Ha
MaTCpraJIbHbIX HOCUTCIIAX

Paborate co CIICHUAIIN3UPOBAHHBIMHA HH(i)OpMaLII/IOHHLIMI/I CUCTEMaMHU H
I_II/I(l)pOBLIMI/I CCpBUCAMU TI0 BCACHUIO YUCTa U ABUKCHUIO IIEPCOHATIA

Bectu genoByro mepemucky, JOKYMEHTOOOOPOT, perjJaMeHTUPOBAHHBIN
3akoHOJaTensCcTBOM Poccuiickoit deneparuu B 00J1aCTH TPYIOBBIX OTHOIIICHUH,
¢ pabOTHHKaMH, BHEITHUMH KOHTpareHTaMu U TrpaxaaHaMu

ObecneunBaTh cobOmtofeHHe TpeOOBaHUI 3akoHonaTenbcTBa Poccuiickoi
denepany ¥ KOPIOPATUBHBIX MOJIUTHK B 007acTH 00pabOTKU MEPCOHATbHBIX
JAHHBIX M KOH(UASHIIMAILHON HH(pOpMaITUK

CO6J'IIOI[3TL HOPMBI 3TUKHU [CJIOBOTO 06IJ_ICHI/I}I

Heo0xoanmeie
3HAHUSA

HOpSII[OK O(bOpMJ'IeHI/IH, BCACHUA U XpaHCHHUA HNOKYMCHTOB IIO O(l)OpMJ'IeHI/IIO
TPYAOBBIX OTHOI_HCHI/II\/'I, o ymnpaBJICHUIO TICPCOHAIOM B COOTBCTCTBUU C
Tpe6OBaHI/I$[MI/I 3aKOHOAaTelbCcTBa Poccuiickoi d)ez(epaum/l " KOPIIOPATHBHBIMU
IIOJIMTUKaMH

Henu u 3a7aun opraHU3aIUH MO TIOCTPOEHUIO CUCTEMBI 0(OPMIICHHS TPYTOBBIX
OTHOIIIEHUH




TapudHo-kBanMpUKALMOHHBIE CIIPABOYHUKH PabOT M mpodeccuit pabouux u
KBaJTM(UKAIIMOHHBIE XapaKTePUCTUKU JOJDKHOCTEH CITyXKaIluX,
podecCHOHANBHBIC CTAHIAPTHI

Crnenuanu3upoBaHHble WH(GOPMAIMOHHBIE CHUCTEMBI, LU(PPOBBIE YCIYIH U
CEPBUCHI 110 BEICHUIO Y4ETa U IBM)KCHUIO IIEPCOHANIA, TPAHUIIBI UX IIPUMEHEHUS

OcHOBHBIE MCTPUKHU W AHAJIUTHYCCKHUEC CPC3bI B oOiacTu ABWKCHUA W Yy4CTa
nepcoHaia

[Mopsimox  oopmileHUsT YCTAaHOBJICHHBIX 3aKOHOAATEIHCTBOM Poccuiickoit
Oenepanyn OpPM OTICTHOCTH B TOCYIAPCTBECHHBIC OPTaHbI

TpeboBanmsi 3akoHOmaTenbeTBa Poccuiickoir deneparmuu 1o  0(GOPMIICHUIO
TPYAOBBIX OTHOUIECHWH, BOMHCKOMY YYETY, YBEJOMIIEHHIO U TMPEJCTABICHUIO
OTYETHOCTHU B TOCYJaPCTBEHHBIE OPTaHbl CIEIUATBHBIX KATETOPUM paOOTHUKOB:
WHOCTPaHHBIX PAOOTHUKOB U JIHI] 0€3 TpakIaHCTBA, HHBAJIHJIOB, JIUII, UMEIOIIIX
TapaHTHH U JIBTOTHI, YCTAHOBJICHHBIC 3aKOHOIATEIHHO, U JIPYTUX CIECIHATBHBIX
KaTeropum

HopmaTuBHbIE MpaBOBBIE aKThl, OMPEACISIONINE HOPMBI TPYAOBOTO IpaBa
Poccniickoit denepanun

3aKOHOJATETECTBO Poccuiickoit denepanuun 00 WHIUBUTyAJIBHOM
(mepcoHMPUIMPOBAHHOM) y4eTe B CHCTeME O0s3aTeIbHOr0 MEHCHOHHOTO
CTpaxoBaHUs

3akoHoaarenscTBO Poccuiickoit @enepanyivi 0 NEpCOHAIBHBIX JaHHBIX

JlokanpHple HOpPMATUBHBIE aKThl OpraHU3AlMM, PETYIMPYIOIINE MOPSAOK
opopMIIEHHSI PACHOPSAUTEIBHBIX M OPraHU3alUOHHBIX JIOKYMEHTOB IO
nepcoHaiy, 0(hOPMIEHUIO TPYIOBBIX OTHOILIEHHH

[IpaBuna BeneHUs J€I0BOM NEPENUCKU

HopMbl 3THKH 1e710BOTO 00IIIEHNUS

HApyrue
XapaKTepUCTUKH

3.1.2. TpynoBasi pyHKums

PazpaboTka THIIOBBIX ()OPM TIOKYMEHTOB IO YUETY VpoBeHb
HaumeHoBanne | M JBMIKEHUIO IEPCOHANA, COITPOBOXKICHUE Kon | A/02.6 | (mogyposeHs) 6
nporeayp oGopMaeHUs TPYAOBBIX OTHOIIECHUN KBaHHUKAIIH
IIpoucxoxaeHue TpyaoBoi 3aMMCTBOBAHO U3
P A pyA Opurunan X
byHKIMN OpHIHHANA
Kon Perucrpaunonnsiii Homep
OpUTMHAaJIa po(eCcCHOHANBHOTO
cTaHaapTa

Tpynoseie nencTBUsA

Paspa60TI<a IMPOCKTOB JIOKAJIbHBIX HOPMATHUBHBIX 4KTOB OpraHU3aIluu,
PEryIIMpyromux TpyAO0BbIC OTHOIICHU A

PazpaboTka MpOEKTOB JOKYMEHTOB IO O(QOPMIICHHIO TPYJOBBIX
OTHOILIEHHH C KOHKPETHBIM pabOTHUKOM

IloarotoBka mpeIoKeHUH MO ONTHUMHU3AUUU (GOPM JOKYMEHTOB U
U poBU3aALUM JOKYMEHTO000pOTa OpraHu3aluu B 0061acTu 0(popMIIeHUS
TPYAOBBIX OTHOLLIEHUI

Iloaroroeka INPOCKTOB HNOKYMCHTOB TII0O IponcaypamM  YyIpaBJICHUA
NIEPpCOHAJIOM, YUCTAa U JABUKCHUS [ICPCOHATIA

IloaroroBka mo 3aMpocCy roCyAapCTBCHHBIX OPraHoB, NPCACTABUTCIIbHBIX
OpraHoB pa6OTHI/IKOB OPUTHHAJIOB, BBIITHCOK, KOIUM JAOKYMCHTOB H




NIPEAOCTABIICHUE B DJIEKTPOHHOM BUJE CBEJICHUH, PErVIAMEHTUPYIOLIUX
TPYLOBBIE OTHOLICHWS W UMEIOIIUX OTHOIICHHE K perjaMeHTaluuu
TPYAOBBIX OTHOLICHUN

[ToaroToBka 3ampocOB B TOCYIapCTBEHHBIE OpraHbl M CTOPOHHUE
opranusalvn AJIA MOATBCPKIACHUA CBGHGHI/Iﬁ B MHTCpPECAx pa6OTHI/IKOB u
paboToaTens

[ToaroToBka yBeIOMJICHUH, OTYETHOM, CTATUCTUYECKON M aHAJUTUYECKOMN
nHGbOpMaIMK 10 0POPMIICHUIO TPYIOBBIX OTHOIICHHH

HeoOxonumele ymeHMst

Pabortatp co crenuanu3upoBaHHBIMH HH(OPMAIMOHHBIMH CHUCTEMaMH,
IU(GPOBBIMU YCIyraMH M CEPBHCAMH II0 BEJCHUIO Y4€Ta U JIBHKCHHIO
IIEPCOHANIA, COIPOBOKICHUIO TPYJOBBIX OTHOILICHUI

AHanu3upoBaTh JIOKAJIbHbIE HOPMATUBHBbIE AaKThl M JIOKYMEHTBHI IO
0(pOpMIIEHHIO TPYAOBBIX OTHOLIEHUM, POPMHUPOBATh MPEATIOKEHUS IO UX
AKTyaJIM3alHuH U YIIY4IICHHUIO

Onpenenarb CTPYKTypy M COJIep’KaHue, TOTOBUThH MPOEKThl HOPMATUBHBIX
JOKYMEHTOB M IOKYMEHTOB 10 0(OPMIIEHHUIO TPYJOBBIX OTHOILIEHUI

OdopmnsaTe KaapoBbIE JOKYMEHTHI B COOTBETCTBHU C TpPeOOBAaHUSIMHU
3aKOHOIATEILCTBA Poccuiickoit denepanuu Hu JIOKAJILHBIMU
HOPMaTUBHBIMHU aKTaMH OPTaHHU3aIuN

ObecnieunBaTh coOMIOIeHNE TPeOOBAaHUN 3aKOHOJATENHCTBA Poccuiickoi
denepanyun, KOPIOPATHBHBIX  IMOJUTHK B  oOmactm  oOpabOTKH
MIePCOHATBHBIX JTAHHBIX M KOH(DHUICHITHATEHO N HHDOpMaIiH

Bectu nenoByto nepenucky

CoOmrogaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo06xoanMele 3HaHUS

HopmartuBHbIe paBoOBBIE€ aKThl, OIPEEIIAIONINE HOMBI TPYIOBOTO MpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIhCTBA M HOPMATHUBHBIE MPABOBBIEC AKTHI
Poccuiickoit deneparun B o6nactu opopMIICHUS, BEICHUS U XPaHCHUS
JOKYMEHTOB 0 O(OPMIICHUIO TPYAOBBIX OTHOLICHH

3akoHomarenscTBO  Poccuiickoit  depepanuu 00 WHIWBHIYaJTILHOM
(mepcoHU(pUITMPOBAHHOM) YU€Te B CHUCTEME 00s3aTeIbHOTO MEHCHOHHOTO
CTpaxoOBaHUS

[Mopsimoxk  odopmiieHuss  MEpBUYHBIX  JOKYMEHTOB s Liefei
OyXrajirepckoro y4yera B cpepe opopmiieHUs TPYIOBbIX OTHOIIEHUN

TapudHo-kBaTMPHUKAITMOHHBIE CIIPABOYHUKU pabOT H mpodeccuit pabounx
U KBAIM(HUKAIMOHHBIC XapaKTEPUCTHKH JIOJDKHOCTEH  CITyXKallluX,
npodeccHoHabHBIC CTAHIAPTHI

TCXHOJ'IOFI/II/I, MCTOAbI U MCTOAWKU ITPOBCACHUSA aHAJIM3a U CUCTEMATHU3 Al
JAOKYMCHTOB U PIH(l)OpMaI_II/II/I

3akoHomarenbcTBO Poccuiickoii denepanuu 0 MepCOHAIBHBIX JTaHHBIX

Henn u 3amauM opraHu3ald MO0 HNOCTPOCHHUIO CHUCTEMBI O(GOPMIICHHS
TPYAOBBIX OTHOLIEHUM

JlokanbHbIC HOPMATUBHBIC AKThlI OPraHU3aliu B obOmacTu O(bopMJ'ICHI/IH
PaCTIOPAAUTEIIBHBIX U OPraHU3allUOHHBIX, I/IH(I)OpMaI_II/IOHHO'CHpaBO‘{HHX
JAOKYMCHTOB, PCrYJIUPYIOMIUX TPYAOBbIC OTHOLICHUSA

Crnenuanu3upoBaHHble MH(OPMAIIMOHHBIE CUCTEMBbI, HU(PPOBBIE YCIYTH U
CEpBHCHI II0 BEJCHHUIO y4YeTa M JBW)KCHHUIO IIE€PCOHANA, T'PAHULBI HX
IPUMEHEHHS

OCHOBHBIE METPUKHU U aHATUTHYECKUE CPE3bl B 00JIACTH BYKEHHS U yIeTa
nepcoHaa

HpaBI/ma BEJICHUS JICIOBOM MEPCIINCKU

HOpMLI OTHUKHU OCI0BOI'O O6H_ICHI/IH




| Jlpyrue XapaKTepUCTHKH

3.1.3. TpynoBasi pyHKUHSA

HaumenoBanue

[IpoucxoxneHue TpymnoBoit
GbyHKIIIHU

AJIMUHUCTPUPOBAHUE TIPOLIECCOB U v
POBEHb
JIOKYMEHTOO00POTA 10 VUETY U ABUKEHUIO
yM p yaery Kon | A/03.6 | (momyposets) 6
IepcoHaia, MpeaCTaBICHUIO JOKYMEHTOB 110 KBaJH(UKAIU
IIEPCOHAILY B TOCYJAPCTBEHHBIE OPraHbI
NMCTBOBAHO U
Oprrunan X 3aMMCTBOBAHO U3
OpHUruHaja
Kon Perucrpaiimonsslii Homep
opurvuHaia HpO(i)eCCI/IOHaJ'ILHOFO
craggapTa

TpynoBbie nelCcTBUS

Opranusanus JOKyMEHTO000pOTa [0 YYETY U JBH)KEHUIO IIEpCOHAIa

Opranmzanust  TPEACTABICHUS  JOKYMEHTOB  TIO  TEpPCOHAy B
TOCYJIapCTBEHHBIE OPTaHbI

[ToaroToBka yBe1OMJICHUH, OTYETHOM, CTATUCTUYECKON W aHATUTUYECKOMN
nH(pOpMAaLIUU IO TEPCOHATY

[ToaroroBka mHOpMAIMK O 3aKITIOYEHUU TPYIOBOTO IIH TPAXKIAHCKO-
MPaBOBOTO JIOTOBOpA Ha BBITIOJIHEHHE palboT (OKa3aHWE YCIyr) ¢
rpaXJaHWHOM, 3aMEUIAIONIUM  JIOJDKHOCTH — TOCYAApCTBEHHON — WIH
MYHHUIMIATBHON  CIyKOBI, TepeYeHb KOTOPhIX  YCTaHaBJIMBAETCS
HOPMAaTHBHBIMH MPABOBbIMU akTaMu Poccutickoit denepannu

Heo6xomumbie ymeHust

OdopmMisATh yueTHbIE TOKYMEHTHI, IPEIOCTABIIIEMbIE B TOCY1apCTBEHHbBIE
Oprasbl, IPeJCTaBUTENbHbIE OpraHbl PAOOTHUKOB

Opraan3oBbIBaTh XpaHEHHUE IOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
3aKOHOIATEILCTBA Poccuiickou denepanuu U JIOKAJILHBIMU
HOPMaTHUBHBIMU aKTaMH OPTaHU3aIluN

PaGorate ¢ mH(pOpPMaLMOHHBIMU CHUCTEMaMU, LU(POBBIMU yCIyramu M
CEpBHCAMH T10 BEJACHUIO yueTa U JIBUXKEHUIO MepcoHalia

PaGorate ¢ uHGOPMAMOHHBIMU CHUCTEMaMH LU(PPOBBIMU YCIYTaMHU M
CepBHCAMH IO BEJIEHUIO CTATUCTHUYECKONM W OTYETHOM HHOpMAIUU U
AQHAJIUTUKHU 110 TIEPCOHAITY

CDOpMI/IpOBaTB NpCIOKCHUA 110 aBTOMAaTU3allUu U LII/I(l)pOBI/ISaI_[I/II/I
IIpouecCoB " I[OKYMCHTOO60pOTa o ydeTty MU JABWXXCHUIO IIEpCOHAJIA,
JAOKYMCHTOB IIO IEpCOHANY A IMPEACTABIICHUSA B TOCYHAPCTBCHHBLIC
OpraHbl

AHanM3upoBaTh MpaBUiia, MPOLEAYPHI U MOPSIOK, PETYIUPYIOLIUE TpaBa U
0053aHHOCTH TOCYAApCTBEHHBIX OPraHOB M OpPraHHU3aIMU IO BOIPOCaM
oOMeHa JOKyMEHTallel Mo MepcoHany

Ob6ecrnieunBaTh coOMOIcHIE TPeOOBAaHUI 3aKOHOAATENbcTBa Poccuiickoii
Qenepaniii U KOPIOPATUBHBIX TMOJUTUK B 00macT 00pabOTKH
MIePCOHABHBIX TAaHHBIX M KOH(UIEHIINAIBHON HH(POpMaITUU

Bectu nenoByro nepenucky

CO6J'IIOI[3TL HOPMBI 5TUKHU [JCJIO0OBOTO 06IJ_ICHI/I}I

HeO6XO,[[I/IMBIC 3HaHUA

TCXHOJ'IOFI/II/I, MCTOAbI 1 MCTOUKHU ITIPOBECACHUA aHAJIN3a U CUCTCMAaTU3allun
JAOKYMCHTOB U HHq)OpMaHHH

OCHOBBI ,Z[OKYMCHT0060pOTa U JOKYMCHTAIIlMOHHOTO oOecreueHust
OpraHu3aln

OpraHu3anroHHasl CTPYKTypa OpraHu3aliu
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Tapudno-kBanMpUKaMOHHBIE CIIPABOYHUKH PadOT 1 podeccuii padbounx
U KBATU(HUKAIMOHHBIE XApAaKTEPUCTHKH  JIOJDKHOCTEHW  CITyXKalllWX,
podecCHOHAIBHBIC CTAHIAPTHI

Crnenuanu3upoBaHHble HHPOPMALIMOHHBIE CUCTEMBI, IIU(PPOBBIE YCIYTH U
CEpPBUCHI II0 BEJCHHUIO yd4e€Ta M JBWKCHHUIO IIEPCOHANA, TPAHULBI HX
IIPUMEHEHHUS

OcHOBHBIE MCTPHUKHU U aHAITUTUYCCKUC CPC3LI B o0Jactu JABVIKCHHUA U yUCTa
nepcoHaia

HopmaTuBHBIE NpaBOBBIE aKThI, PETYIUPYIOMIME IpaBa U OOS3aHHOCTH
roCy/IapCTBEHHBIX OPraHOB, MPEACTABUTEIbHBIX OPraHOB PAOOTHUKOB IO
IIPEAOCTABJICHUIO YYETHON JOKYMEHTALUH

HOpMaTI/IBHI)IC IPAaBOBBIC AKThI, ONIPEACTIAIOIINC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIhCTBA W HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit Denepannn B 06J1aCTH BEACHUS JOKYMEHTAIIMH T10 TIEPCOHAITY

3akoHogarenbcTBO Poccuiickoit denepanuu 0 NepcoOHaIbHBIX JAHHBIX

JlokanibHbIE HOPMATHBHBIE aKThl OpraHM3alli B 00JacTH 0(GOpPMIICHUS
paciopsIUTENbHBIX U OPraHU3allMOHHBIX, HHPOPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTOB, PETYIUPYIOIIHUX TPYAOBbIE OTHOIICHHS

[IpaBusna BeeHUs 1€7I0BOM MEPETTUCKU

Hopmbr 3Tk 1e10BOTO 00IIIEHUS

Jpyrue xapakTepucTUKH

3.2. O0001meHHas TpyaoBasi GyHKIHUS

HaumenoBanue

[poucxoxaeHue 0600IIEHHOM
TPYIOBO# (hyHKIMH

JlesTenbHOCTD 10 00eceyeHUI0 IEPCOHATIOM Kox B Yposenb 6
KBaJM(DUKAIU
3arMCTBOBAHO U3
Opurusan X ‘ ‘
OpHI'HHANa
Kon Perucrparmonnsrii Homep
OpHI'HHANA poeccHoHANBHOTO
cTaHaapra

Bo3moxHbIe HAUMEHOBAHUS
JOJDKHOCTEH, mpodeccuid

Cretmanuct no noadopy nepcoHana
Criepaiuct mno nepcoHany
Menemxep 1o nepcoHany

TpeboBanus k
00pa30BaHUIO U 00YUYECHUIO

Bricmiee oO6pazoBanue — OakagaBpuaT

WK

Bricmiee ob6pazoBanue (HenmpopuiabHOE) — OaKkagaBpuaT 1
JIOTIOJTHUTEIIbHOE MPOdeccHoHaIbHOE 00pa30BaHUE — IPOrPAMMBI
pohecCHOHATLHON TIEPENOArOTOBKH TI0 HAIIPABJICHHUSIM JICSITEIbHOCTH
110 00eCIIeYeHHIO NEPCOHAIOM

TpeboBanus K ONbITY
MPAKTUYECKON pabOThI

Oco0ble ycrnoBus JIomycKa
K pabote

Jlpyrue xapakTepucTHKH

I[OHOJ'IHI/ITCJ'ILHLIC XapaKTCPpHUCTUKU

HaumenopaHue JOKYMCHTA

HaumenoBanue 0a30Boit rpyIiibl, J0JLKHOCTH

Ko
g (mpodeccun) WM CienUAIBHOCTH
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OK3 2423 Crnenmanuctsl B 0671acTH IOA00pa M UCHOTIB30BAHUS
HepcoHaa
EKC - Crienuanuct 1o kajapam
- Menemkep no nepcoHary
OKIIATP 26583 Crenuanuct o kajapam
OKCO 5.38.03.02 | MenemxmMeHT
5.38.03.03 | YmpasieHnue nepcoHasioMm

3.2.1. TpynoBas pyHKUHA

C6o0p nHpopMaIUHU 0 MOTPEOHOCTIX YpoBeHsb
Haumenosanue OpraHM3aLMH B IIEPCOHAE Kon | B/01.6 | (momyposenn) 6
KBaJTU(DUKAITHN
gggzliigmﬂeﬂne TPYZIOBOH Opuruman X igﬁﬁfzgzaﬂo u3
Kon Perucrpaimonsslii Homep
opurvuHaia HpO(l)eCCI/IOHaJ'ILHOFO
cTaHaapTa
Tpynoseie nericTBus @opMHpoBaHHE  IEpEeYHEHd  BAaKaHTHBIX W IUIAHUPYEMBIX K
YKOMIUIEKTOBAHUIO  JIOJDKHOCTEeH — (mpodeccuif,  crenuaibHOCTeH)
OpraHu3auu

dopMHpOBaHUE CAMOCTOSITENIFHO WM (WJIM) COBMECTHO C PYKOBOIHUTEIEM
COOTBETCTBYIOIIETO TOApa3ACICHHUS TPEOOBAaHNI K BAKAHTHOW JOJDKHOCTH
(mpodeccun) 1 UX KOPPEKITUS

AHanmu3 ppIHKa Tpy/la ¥ IepCOHaja OpraHu3aluy 1o Mpo(UITI0 BaKaHTHON
JOJDKHOCTH (Tpodheccru, CriennaaIbHOCTH)

NudopmupoBanre U KOHCYJIBTHPOBAHUE PYKOBOIUTEIICH MOIpa3ICICHII
Y OpraHM3aliy 10 BOIPOCAaM PhIHKA TPyAa U 00ecreueHus: IepcoHaIoM

Heobxonumblie ymeHust Cobupath, aHaIM3UPOBATh M CTPYKTypupoBaTh uH(OpManui0 00
O0COOCHHOCTSIX OpraHu3aluy paboT Ha PA3IMYHBIX yYaCTKaX MPOU3BOJICTBA
U HAa KOHKPETHhIX paboyMX MecTax C y4yeToM LeNel, 3aJay, IUIAHOB U
CTPYKTYpBI OpraHu3aluu

Cobupath, aHaIM3UPOBATH M CTPYKTypupoBaTh uH(MOpManui 00
O0COOCHHOCTSIX U BO3MOYKHOCTSIX IIEpPCOHANa OpraHu3auu

Cobupath, aHaIM3UPOBaTH M CTPYKTypupoBaTh wuH(pOpManuw 00
OCOOCHHOCTSIX PBIHKA TPYJa, BKJIIOYAs MPEAJIOKEHUS YCIYyr MO IMOUCKY,
MIPUBJICYEHUIO, TOJ00PY U OTOOPY NEpCcoHaa

PaGoTtath B mHGOPMAIMOHHBIX CUCTEMAX, UCIIOIB30BATh IIU(PPOBBIEC YCIYTH
U CEepBHCHl TO CcOOpYy, aHAIU3y M CTPYKTYPUPOBAHUIO MOTPEOHOCTU
OpraHu3aIuy B KaJpax

@dopMHpOBaTh TPEAIOKEHHS 10 AaBTOMATU3AIMH W  ITUPPOBU3AIMH
oTepalyii ¥ MpoIeccoB cOopa NOTPEOHOCTH B MEPCOHAIE

KOHCYJ’ILTI/IpOBaTI) COTPYAHUKOB U pYKOBOHHTeHeﬁ OopraHu3aluu 110
BOIIPOCaM pbIHKA TpyJda U oOecreueHust IIEpCOHAJIOM

ObecrnieunBaTh coOMOIcHIE TPeOOBAaHUI 3aKOHOAATENbCcTBa Poccuiickoii
Qenepaiii U KOPIOPATUBHBIX TMOJUTUK B 00macT 00paboOTKH
MIePCOHAIBHBIX TAaHHBIX ¥ KOH(PUIESHITHAIBHON HHPOpMAIIH

Bectu nenoByro nepenucky

CO6J'IIO)13TL HOPMBI 3TUKHU ICJIOBOTO 06IJ_ICHI/I}I

HCO6XO,Z[I/IMLIC 3HaHHUA TeXHOJ'IOFI/II/I, MCTOAbI 1 MCTOAWKHU ITPOBCACHHU A aHAJIN3a U CUCTEMATU3allun
JAOKYMCHTOB U I/IH(bOpMaI_II/II/I
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[opsinok ompeneneHuss MEPCHEKTUBHON M TEKylled MOTPeOHOCTH B
IIEPCOHANE

HcTounnku obecrieyeHnst OpraHu3aluy IMepcoHaIOM

Opranu3zanus padoT Ha pa3IHMYHBIX Y9aCTKaX MIPOU3BOJICTBA, OPraHU3AIUH,
OTpaciIu

OO0mue TeHACHIIMM Ha PBIHKE TPyAa B LIEJIOM U B OTACIBHON OTpaciu,
KOHKPETHOM ITpodeccuu (JI0OJDKHOCTH, CIICIIHATLHOCTH )

OCHOBBI TICUXOJIOTUU U COITUOJIOTUH TPY/Ia

OCHOBBI ’KOHOMUKH, OpraHU3aL1K TPYAa U YIPaBICHUS

TapudHo-kBanMPUKAINOHHBIE CIIPABOYHUKH PAOOT 1 ipodeccuii padbounx
U KBaNU(HUKAIMOHHBIE XApPAaKTEPUCTHKH JIOJDKHOCTEH  CITyXKallluX,
npodeccuoHaNbHbIE CTAaHIAPTHI

HOpMaTI/IBHI)IC IPaBOBBIC AKThBI, ONIPECACTIAIOININEC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIhCTBA W HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit Denepanun B 06J1aCTH BECHUS JOKYMEHTAIIMH T10 TIEPCOHAITY

3akoHoaarenbcTBO Poccuiickoit denepanuu 0 nepcoHaIbHBIX JAHHBIX

JloxanpHple HOPMATUBHBIE AKTHl OPraHU3aALUH, PETYIUPYIOIIHE MOPAIOK
mo00pa nepcoHana

Crienmanu3upoBaHHble HH()OPMALMOHHBIE CUCTEMbI, IU(PPOBBIE YCIAYTH U
CepBHCHI B 001acTH 00ecneYeHUs IEPCOHANIOM, TPaHHIIbl UX TPUMEHEHHUS

OcHOBHBIE METpPHKM B oOjacTh mojabopa W OTOOpa KaHIWIATOB Ha
BaKaHTHBIE JIOJDKHOCTH JUTS 00€CIIeYCHHsI IIOTPEOHOCTH B TIEpCOHAIIS

[IpaBuna BeneHus AeI0BOM NEPENUCKU

Hopmbl 3Tk 1e710BOTO 00IIEHUS

Hpyrue xapaKTepUCTUKHI -

3.2.2. TpynoBasi pyHKums

[Touck, npuBnedenue, nogo0p u oTdOp Ypoenb
HaumenoBanue nepcoHana Kon | B/02.6 | (momyposens) 6
KBaJM(DUKAIU
IIpoucxoxaenue OBOI 3arMCTBOBAHO U3
P A PyA Opurunan X
GbyHKIIMN OpHIHHANA
Kon Perucrparmonnsrii Homep
OpUrMHaja npodeCCHOHATBHOrO
CTaHaapTa
pr,Z[OBBIe I[eﬁCTBPIH Ilouck BO BHyTpeHHI/IX N BHCIIHUX HWCTOUYHHKAX I/IH(bOpMaHI/II/I 0

KaHJUAAaTaX, COOTBETCTBYIOIIMX TpPeOOBaHUSIM BAKAaHTHOW JOJHKHOCTHU
(mpodeccuu, CrENMUATbHOCTH) W HMHBIM MOTPEOHOCTSAM OpraHU3aIlliH B

nepcoHane
Pasmemenne cBeneHMH O  BakaHTHOM  JOJDKHOCTH  (Tpodeccun,
CMELUATbHOCTH) B CpeacTBax MaccoBOMU uHpOpMaLny,

CIICUAJIM3UPOBAHHBIX PECypCax U CEPBUCAX

BLI60p CIIOCOOOB U MCTOHOB IIPUBJICHYCHUS IEPCOHATIA B COOTBETCTBUU C
IIaHaMU U OrpaHUYCHUAMHA OPraHu3aluu

C6op, comocraBieHHe, CTPYKTYpPUPOBAaHHWE U MpPOBEpKa HH(POPMALUH O
KaHIMJaTax Ha BaKaHTHbBIE TOJDKHOCTH (Tpodeccuu, CenranbHOCTH)

HpOBe,I[eHI/Ie CO6CCC,Z[OB8.HPII>1 U BCTpCUY C KaHAUAATAMHW Ha BAKAHTHBLIC
JOJIXKHOCTH (HpO(I)CCCI/II/I, CHeI_II/IaJ'IBHOCTI/I), HU3BCHICHUC KaHAuaaTta H
HaHUMATCIIA O PE3yJIibTaTax CO6€C€,Z[OBE[HI/I$I (BCTpC‘-II/I)
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OrneHka COOTBETCTBUS KaHIUIATOB TPEOOBAaHUSAM BaKaHTHOM JOKHOCTU U
MHBIM TpeOOBaHUIM OpraHu3anuu (mpodeccuu, CrenualbHOCTH)

[MoaroToBka mnpemnoxxeHudt mo GopmupoBanuio OHKETa Ha TIOWCK,
MIPUBJICUEHUE, TOA00P U OTOOP MEepcoHaa

HNudopmupoBanre u KOHCYIHTHPOBAHNE PYKOBOIUTENEH TOApa3IeIeHIHA
Y OpraHu3aliy [0 BOIPOCcaM MPUBJICYEHUs IEPCOHAIA C OLIEHKOM 3aTpar

HeoOxonumeie ymeHwMst

OmnpenensiT KpUTEPHH TIOMCKA, MpUBIEUEHHs, Noadopa u o0TOOpa
nepcoHana

CoOuparp, aHaNMM3UPOBATH W CTPYKTYPHPOBATh HWHQPOPMALHUIO O
KaHIMJATaX U MPEUI0KCHUAX HA PhIHKE TPYyIa

Paborath ¢ MOMCKOBBIMU CHUCTEMaMHU, MH(POPMAIMOHHBIMU pecypcamMu U
1K (pPOBBIMU CEPBUCAMHU B 00J1aCTH 0OecTieueHus! IEPCOHAIOM

®opMHpOBaTh MPEUIOKEHUS TI0 AaBTOMATH3ALMU € IU(POBU3ALNHI
MIPOLIECCOB MOKUCKA U IPUBJICUEHUS [TEPCOHAIA

[IpuMeHATh TEXHOJOTMH U METOAMKHU ITOMCKa, NMPHUBJIEUEHUs, noadopa u
oTOOpa  KaHAMJATOB HAa  BaKaHTHbIE JOJDKHOCTH  (mpodeccuu,
CHEIMAIbHOCTH) B COOTBETCTBUU C UX CHELMPUKON

KoHcynbTHpoBaTh 0 BOIpocam NpUBIEYEHUS NTEPCOHAA

CocTaBiaTh W KOHTPOJIMPOBATH CTAaThbH PACXOJ0B Ha OOECTeUeHHE
MIEPCOHAJIOM IS IJIaHUPOBaHUS OI0/DKETOB

ObGecnieunBaTh coOm0/IeHe TpeOOBaHMN 3aKOHOAATeNbcTBa Poccuiickoit
Oenepanut U MOJMMTHK  paboTomarenss B obmactu  oOpabOTKH
MIePCOHATBHBIX JTAHHBIX M KOH(DHUICHITHATEHON HHDOpMaIiu

Bectu nenoByto nepenucky

Co0mrogaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo06xoanMele 3HaHUS

Wcrounuku obecriedeHrsi OpraHn3aluy NepcoHaIoM

Texnomornn M METOAMKH TOWCKa, MPUBIEYEHHUs, Moadopa U OTOOpa
nepcoHaia

Cucrempl, MeTonasl u (OPMBI MaTEpUATBLHOIO W HEMaTepUaIbHOIO
CTUMYJIMPOBAHUS TpyJla epcoHaia

Texunomornu u Meronbl (opMHpOBaHHS U KOHTPOJIS  OIODKETOB
OpraHu3anun

TexHnonoruu, METoIbl U METOAUKH MPOBEACHUS aHAIN3a, CUCTEMAaTU3allUN
JOKYMEHTOB M UH(popMauu

OpFaHI/ISaHI/IOHHaﬂ CTPYKTYpa OpraHu3aniun

[lepeuens BakaHTHBIX JOJDKHOCTEH (mpodeccuil, criennanbHOCTE )

TapudHo-kBamM(PHUKAITMOHHBIC CIIPABOYHUKHU padOT U podeccuit pabounx
U KBAIU(HUKAIMOHHBIC XAPAKTCPUCTHKH JIOJDKHOCTEH  CITyXKalllHX,
npodeccHoHaAbHBIC CTaHIAPTHI

Metoamuka IUIAHUPOBAHUA HOTpe6HOCTI/I OpraHu3anuu B IIOUCKEC U
IIPpUBJICYCHHUHU IIEPCOHATIA

OO01ue TeHIEeHIIMN Ha PBIHKE TPyla M B OTAETBHBIX OTpacisix U BUOAX
poQecCHOHAIBHON NeATEeTHbHOCTH

OCHOBBI ICUXOJIOTHHU U COIMOJIOTHHU Tpyada

OCHOBBI OKOHOMMKH, OPraHu3aln Tpyda U YIIPABJIICHHUA IIEPCOHATIOM

Crnenuanu3upoBaHHble HHPOPMALIMOHHBIE CUCTEMBI, IM(PPOBBIE YCIYTH U
CepBUCHI B O0JIACTH TOMCKA M TPHUBICUCHHUS IEPCOHANA, T'PAHUIBI UX
IPUMEHEHHS

OcHOBHEBIC MCTPUKU W AHAJIIMTHUYCCKUEC CPE3blI B o0acTH TOUCKa U
IIPUBJICYCHUS IICPCOHAIA

HOpMaTI/IBHLIe IIPaBOBLIC AKTBI, ONIPEACTIAOIINC HOPMBI TPYAOBOTO ITpaBa
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OCHOBEBI APXHUBHOT'O 3aKOHOJATCJIBCTBA U HOPMATUBHLBIC ITPABOBBIC AKTLI
Poccuiickoit @enepanuu B 001aCTH BEACHUS JOKYMEHTAIIMH 10 TIEPCOHATY

OcCHOBBI HAJIOTOBOT'O 3aKOHO1aTesbeTBa Poccuiickoit denepanuun

3akoHoAaTenbcTBO Poccuiickoil denepaiiuy 0 NepcoHaNbHbBIX JAHHBIX

JlokanbpHBIE aKThl OPraHHU3AIMH, PETYIHUPYIOUINE MOPSIOK OOecreueHHs
IIEPCOHATIOM

[IpaBuna BeieHUs A€I0BON NEPENUCKU

HopMmeI 3THKH [1eI0BOTO OOIICHUS

Jpyrue xapakTepucTuku | -

3.2.3. TpynoBasi pyHKUHSA

AJIMUHHUCTPUPOBAHHUE TIPOLIECCOB 00ECTICUCHUS YpoBeHb
HaumeHoBanue | IIEPCOHAIIOM M COOTBETCTBYIOIIETO Kon | B/03.6 | (momyposens) 6
JIOKYMEHT0060poTa KBasHHKALIH
IIpoucxoxneHu BOM MMCTBOBAHO U
POUCXOXKJIEHUE TPYIOBO Oprrusan X 3auMCTBOBAHO U3
GbyHKIIMN OpHUruHaya
Kon PeructparioHHsIif Homep
opUruHasna podeCCHOHATHLHOTO
cTaHaapTa
TpynoBeie nericTBus AHanu3 mpoLeccoB JOKYMEHTOOOOpOTa, JOKAIbHBIX JOKYMEHTOB IIO

BOIPOCaM 00ECIIeYCHHUsT IEPCOHATIOM

Benenne wHboOpMammu 0 BaKaHTHBIX JIOJDKHOCTSX  (mpodeccusx,
CTIEIUATBHOCTAX) U KaHAUJATaX

JIOKyMEHTAIIMOHHOE COTPOBOXKJICHHE KAHIUAAaTOB Ha JTamax IIOHCKa,
MpHUBIICYCHUS, TTO00pa U 0TOOpa MepcoHalla Ha BaKaHTHBIC JOJDKHOCTH
(mpodeccun, cmenmanbHOCTH), HWHPOPMHUpPOBAHWE  KAHIUIATOB O
pe3yibTatax oTbopa

[ToaroroBka 3ampocoB O KaHAWAATaX B TOCYJApPCTBEHHBIE OPTaHbl B
CyJasiX, IPEAYyCMOTPEHHBIX  JCHCTBYIOIIUM  3aKOHOJATEIILCTBOM
Poccuiickoit deneparuu, u 00paboTKa MOJTYy4EHHBIX CBEACHHUI

[ToaroroBka M 00paboTKa yBEIOMJIEHHH B TOCYJapCTBEHHBIE OpIaHBbI,
Mpe/ICTaBUTENIbHbBIE OpraHbl pabOTHUKOB IO  BONpOCaM  IIOKCKa,
MIpUBJICUEHUS, MOA00Pa U 0TOOpa mepcoHana

COHpOBO)KI[eHI/Ie AOroBOPOB 110 o0ecrneyeHuIo OpraHu3anvu 1nmepCoHalioM,
BKJIFOYas MPEABAPUTCIIbHBIC ITPOUCAYPBI TP UX 3aKIIFOUCHUN

Heob6xonumblie ymeHust Ob6ecrieunBaTh JOKYMEHTAIMOHHOE COTIPOBOKICHHIE BbIX0/1a KAaHIUaTa Ha
paboTy u mepeMenieHus nepcoHana

O(i)OpMJ'ISITL AOKYMCHTBI 110  BOIIpOCaM oOecrneyeHus pecypcamu
nepcoHala, HCO6XOZ[I/IMLIMI/I A OpeAOoCTaBJICHUA B TOCYAApPCTBCHHBIC
OpraHbl, IMTPEACTABUTCIBHBIC OPIraHbL pa6OTHI/IKOB

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPEOOBAHUSIMU
3aKOHOJATeIbCTBA Poccuiickon denepauuu "u JOKaJIbHBIMU
HOPMATUBHBIMH aKTaMH OPTraHU3alUU

PaGorate ¢ mH(MOpPMAMOHHBIMU CUCTEMaMH, HU(POBBIMU yCIyramMu M
CepBHCAMH IO BOIMpOcaM 0OeCNeUYeHUs MEePCOHATIOM, BEACHUS TOUCKA U
yuyeTa  KaHAWJATOB  HA  BakaHTHBIE JIOJDKHOCTH  (Tipodeccuw,
CHEINATLHOCTH)

q)OpMI/IpOBaTL NpCAJIOKCHUSA IO aBTOMAaTU3allU U I_II/I(I)pOBI/BaI_[I/II/I
IIpOIECCOB U I[OKYMCHTOO6OPOT3. 0 00€CIICYCHUIO INepCoHAJIOM
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[Ipon3BoaNTh MpenBapUTENbHBIE 3aKYNOYHBIE MPOLEAYPHl U O(GOPMIIATH
CONYTCTBYIOIIYIO JOKYMEHTALHUIO 10 3aKI0YEHUIO JOTOBOPOB

Opranu3oBbIBaTh M MPOBOAUTH KOHKYPCHI, OPOPMIISATh M aHAJIH3UPOBATH
KOHKYPCHYIO JOKYMEHTALUIO

ObGecrieunBaTh cOOIIOICHUE TPEOOBAHUI 3aKOHOMATENBCTBA Poccuiickoii
Oenepaniii ¥ KOPIIOPATHBHBIX ~ TMOJIMTUK B 00JMacTe  00pabOTKH
MEPCOHAIBHBIX JAHHBIX U KOHGHIACHIMATbLHONH HHOOpMAIUH

Bectu nenoByto nepenucky

Co0mro1aTh HOPMBI STHKH JICTIOBOTO OOIICHHUS

Heob6xonuMble 3HaHUS

[Topsimox opopmiteHHs, BEICHUS ¥ XpAHCHUS IOKyMEHTAIIUH, CBSI3aHHOM C
MOMCKOM, TIPUBJICUCHHEM, TMOAO00OPOM U OTOOpPOM KaHAWAATOB Ha
BaKaHTHBIE TOJDKHOCTH

[Mopsimox popmupoBaHusi, BeleHUS AaHHBIX O TIEPCOHANIE OpPraHU3aIuH,
MOPAIOK MPEACTABICHUS OTYETHOCTH

OCHOBBI JOKYMEHTO000POTa M TOKYMEHTAIMOHHOTO 00eCTiedeHUs

TexHonorun, METOAbl U METOIUKH IMPOBEACHUS AHAIN3a U CHCTEMAaTHU3alNN
JTOKYMEHTOB U HH(MOPMAIUu

[Topsimox  mpoBeneHHsT KOHKYPCOB W O(QOpPMIIEHHS  KOHKYPCHOM
JIOKYMEHTaIUU

[lopsimox  mpoBeneHHs  3aKyMOYHBIX mpoueayp U 0ohopMIEHUS
COITYTCTBYIOIIECH JOKYMEHTALIHN

OpraHu3zanMoHHas CTPYKTypa OpPraHM3allMd M BaKaHTHbBIE JOJKHOCTH
(mpodeccun, crienManTbHOCTH)

Crienmanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, LU(POBBIE YCIYTH U
cepBHCHI B 001acTu 0OecreyeHns epcoHaIoM, T'PaHHIIbl KX TPUMEHEHHUS

TapudHo-kBamMPUKAITMOHHBIE CIIPABOYHUKU PadOT  ITpodeccuit pabounx
U KBATM(HUKAIMOHHBIE XAPaKTEPUCTHKH JIOJDKHOCTEH  CITy)KalllHX,
npodeccHoHaTbHBIE CTaHIAPTHI

OCHOBHBIC MCTPUKU W AHAIUTHYCCKHUE CPE3LI B oOnacTH obOecredyeHus
IIEpCOHAIOM

HOpMaTI/IBHBIe IIPaBOBBIC AKThI, OIIPEACTIAIOMINE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIHCTBA U HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit Denepannu B 006JaCTH BEACHUS JOKYMEHTAIIMH T10 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNibcTBa Poccuiickoit denepanuu

3akoHomarenbcTBO Poccuiickoit denepanuu 0 MepcOHATbHBIX JTaHHBIX

JIokanbHBIE aKThI OopraHu3alvv, pPEryjivupyromue mnopsaaok noz[6opa
IICpCoHaIa

[Topsiiok 3akTt0YeHNs] JOTOBOPOB (KOHTPAKTOB)

HpaBHna BCIOCHUA HCHOBOﬁ MCPCIIUCKU

HopMbI 3THKH 1e710BOTO 00IIEeHHUS

Jlpyrue xapakTepucTHKH

3.3. O0o0meHnHast TpyaoBasi pyHkous

HanmenoBanue

[Iponcxoxmenue 00600IICHHON
TPYIOBOH (HyHKITHH

HCHTGHLHOCTL I10 OII€HKEC U aTTeCTallun Kox C ypOBeHb 6
nepcoHaa KBaH(UKaIIN
Opruman X 3auMCTBOBAHO U3
OpHUrHHaJIa
Kon Perucrpannonusiii Homep
OpHUrHHAaIIa podeCcCHOHaTHFHOTO

CcTapgapTra
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Bo3moxHbie Crienuanuct 1o OLEHKE U aTTeCTaluy IepcoHaa
HaWMEHOBaHUS Crienuanucr 1o nepcoHaiy
JoJKHOCTEH, podeccuit | MeHemkep 1o mepcoHary

TpeboBanus k Bricmiee o6pa3oBanue — 6akagaBpuaT

00pa3oBaHUIO 1 OOYYCHHIO | WIIH

Briciee o6pazoBanue (HenpoduiapHOE) — OakagaBpuaT u
JOTIOJTHUTETIBHOE MPO(PEeCCHOHATHLHOE 00pa30BaHUE — MPOTPAMMBI
npoQecCHOHATILHOM MEPEnoArOTOBKU B 00JIaCTH YIIPABICHUS IEPCOHATIOM
WM B 00J1aCTH MTPOBEJICHMUS OIICHKH M aTTECTAI[MH TIepcoHalia

TpeboBanus K OIBITY -
MPaKTUYECKON pabOThI

OcoOble ycnoBus Aomycka | -
K pabote

Jpyrue xapakTepucTuku | -

JIOTIOJTHUTEIBHBIE XapAKTEPUCTUKH

HaumenoBanue 6a30B0ii rpyIibl, JOHKHOCTH
HanmeHnoBanue nokymeHnTta Kon
(mpodeccun) UM crenruaIbHOCTH
OK3 2423 CrienuaavrcThl B 00J1aCTH T10100pa M UCIIOJIb30BAHUS
repcoHana

EKC - Menemkep no nepcoHary
OKIIATP 26583 CrnienuayiucT 1o Kajapam
OKCO 5.38.03.02 | MenemxMeHT

5.38.03.03 | YmpaBnenue nepcoHaiomMm

3.3.1. TpynoBasi pyHkums

Opranuzanys 1 NpoBeACHUE OLICHKU YposeHp
HaumenoBanue nepconana Kon C/01.6 | (nomyposeHn) 6
KBaJH(DUKAIIU
IIpoucxoxaenue OBOI 3arMCTBOBAHO U3
P A PyA Opurunan X
GbyHKIIMN OpHI'HHANA
Kon Perucrpaunonssiii Homep
OpHI'HHANAa mpo(eCcCHOHANBHOTO
cTaHaaprTa
pr,Z[OBBIe HeﬁCTBHH Pa3pa60TI<a IUIaHa OHOCHKH IICPCOHAJIa B COOTBCTCTBHMHM C LCIIKIMU
OpraHu3anvun

OHpe,Z[CJ'IeHI/IC pecypcCoB, BbI60p CpCACTB U MCTOOOB IMPOBCACHUA OLCHKHU
NEpCOHAIa B COOTBECTCTBUHU C LICIISIMU OpraHU3alun

HpOBeILeHI/Ie OIICHKHU IIE€pCOHAJIa B COOTBCTCTBUHU C IIJIAHAMHA OpTraHU3allun

COHpOBO)KI[eHI/IC JAOTOBOPOB € OpraHu3anusiMu — HUCIOJHHUTCIIIMHA
MepOHpI/IHTI/Iﬁ Mo ONCHKC TIEpCOHAJIa, BKJIOYasA MNPCABAPHUTCIBHBIC
MPpOUCAYPHI ITPU UX 3aKIIFOYCHHUU

KOHCYJ’ILTI/IpOBaHI/IC IIEpCoOHAJa 1o BOIIPOCaM OLICHKHU

Iloaroroeka peKOMeHI[aI_[I/Iﬁ PYKOBOJACTBY U NCPCOHATY IO PE3YJIbTaTaM
HpOBeHeHHOﬁ OIICHKHU IIEpCOHAJIa

IloaroroBka npe;moxceHHﬁ 110 (I)OpMHpOBaHI/IIO 6IOI[)KCT8. Ha OpraHu3anuro
" NPOBCACHUC OLICHKH IICPCOHAJIA

HCO6XO,Z[I/IMLIC YMCHHA OHpe)leJ'ISITL MapaMCTpPbl U KPUTCPHUHU OLICHKHU IICPCOHAIA
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PaBpaGaTBIBaTB CpeaAcTBa U MCTOABI ITPOBCACHUA OLICHKU IICPCOHAIa

Boiaensate (onpeaensaTs) rpynnbsl IepcoHana i MPOBEIEHUS OLIEHKU

OmnpenensiTh MOTUBALIMOHHBIE (DAaKTOPBI IPOBEICHHS OIICHKH MTEPCOHATIA

CocTaBisATh U KOHTPOJIUPOBATh CTaTbU PACXOAOB HA OLEHKY IEPCOHANA
JUTSl TUTAaHUPOBAHHS OFOJKETOB

ObecneunBaTh OpraHru3aliMOHHOC COMMPOBOXKACHUC OLICHKU IICPCOHAIa

ObecnieunBaTh COXPAHHOCTh KOH(HICHIHMAILHONH HHpOpMamuu mpu
MIPOBEACHUH OLIEHKH IepcoHaa

OpFaHI/I3OBI)IBaTI) XpaHCHHUEC JOKYMCHTOB B COOTBETCTBHU C Tpe60BaHI/I$IMI/I
TPYIOBOr0O, apXMBHOI'O 3aKoHoJarenbcTBa Poccuiickonn ®Penepauuu u
JIOKAJIbHBIMW HOPMATUBHBIMH aKTaMHW OpraHu3anun

Cobupath, aHaMU3UPOBATh U CTPYKTYpUpPOBaTh HUHGOpPMALMIO O
IIPEUIOKEHUSIX M0 OLIEHKE IIEPCOHANA HAa PhIHKE TPYyAa

[IpousBoauTE NpeaBApUTENbHBIE 3aKYIOYHbIE MPOLETYPbl U OPOPMIISTH
CONYTCTBYIOIIYIO JOKYMEHTALHMIO 110 3aKIYEHUIO JOTOBOPOB

OHpeI[eJ'ISITI) YCIIOBHA MJIA 3aKIIIOYCHHA OOTOBOPOB HAa OKA3aHUC YCIYT 110
IIPOBCACHUIO OICHKHA II€PCOHAIA

CucremaTu3npoBarh, 00001IaTh U AHAIM3UPOBATH PE3YIbTATHl OLEHKH
nepcoHana

OmnoBemare 0 pe3ysbTaTax IPOBEAECHHON OLIEHKH IIEPCOHAN U PYKOBOJICTBO

Pa6oTtath B mH(MOpPMaIIMOHHBIX CUCTEMAX, UCIIOJIB30BATh IU(PPOBBIE YCIYTH
U CEpBUCHI IO IIPOBEICHHUIO OLICHKH [TEpCOHATA

@opmMupoBaTh MPEIOKEHUS MO aBTOMAaTH3aluud U IUPOBU3ALUU
MIPOLIECCOB OLIEHKH U aTTeCTallMu IepcoHalia

OGecneunBaTh coOIOIeHNE TpeOOBAaHUN 3aKOHOAATENbcTBa Poccuiickoit
denepani W KOPIOPATUBHBIX TMOJUTHK B o0nacTH  oOpabOTKH
MEPCOHAIBLHBIX JAHHBIX U KOHQHUICHIINATHLHON HHOOPMAITUH

Bectu nenoByto nepenucky

CoOmrogaTh HOPMBI ATHKH JICJIOBOTO OOIICHHS

Heo0OxoauMele 3HaHUs

TexHomornM 1 METOABI OTIpeAeICHUs TPO(PECCHOHATBLHBIX 3HAHHMA, YMEHUN
U KOMIIETEHIINI

TexHomornu u MCTOABI OUCHKU JIMYHOCTHEBIX KaYE€CTB U XapaKTCPUCTUK

Cucrempl, MeTonasl u (OPMBI MaTEpUATBLHOTO W HEMaTepUaIbHOIO
CTUMYJIMPOBAHUS TpyJla IEpCcoHaa

TexHoIoruu U METOAbI (I)OpMI/IPOBaHI/ISI H KOHTPOJIA 6IO,Z[)K€TOB

TCXHOJ'IOFI/II/I, MCTOAbI MW MCTOIMKM aHaJIM3a MW CHCTEMATHU3alluu
AOKYMCHTOB U I/IH(bOpMaI_II/II/I

OCHOBEBI O6H.I€I71 u COHH&HBHOﬁ IICUXOJIOI'MH, COLNNOJIOTHHN H IICHUXOJIOIMH
Tpyda

OCHOBEBI HpOPISBOI[CTBCHHOﬁ JACATCIIbHOCTU OPraHru3aliin

[Topsimok  mpoBeAeHUs  3aKyMOYHBIX mporeayp u  0ohopMICHUS
CONYTCTBYIOIIEH TOKYMEHTAlUU

Opranu3aliMoHHasl CTPYKTypa OpTaHM3alliil M BaKaHTHBIE JOJDKHOCTH
(mpodeccun, cneruaibHOCTH)

TapudHo-kBanMpUKaLMOHHBIE CIIPABOYHUKH PabOT U podeccuii padbouux
U KBATU(HUKAIMOHHBIE XapaKTEPUCTHKH  JIOJDKHOCTEH  CIiIyXKallluX,
npodeccuoHaNbHbIE CTaHIAPTHI

Crnenuanu3upoBaHHble HH(POPMALIMOHHBIE CUCTEMBI, IIM(PPOBBIE YCIYTH U
CEpBHUCHI B O0JIACTH OIIEHKH MEPCOHAJA, TPAHHILIbI UX TPUMEHEHUS

OcHOBHEIC MCTPUKH U aHAJIUTHUYCCKUC CPC3bI B obmactu OLICHKHU IICPCOHA

HOpMaTI/IBHLIe IPaBOBLIC AKTHI, OIIPCACIAIOIINC HOMBI TPYJOBOI'O IIpaBa
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OCHOBEBI APXHUBHOT'O 3aKOHOJATCJIBCTBA U HOPMATUBHLBIC ITPABOBBIC AKTLI
Poccwuiickoit @enepannu B 00J1aCTH BeIeHUS TOKYMEHTAIIUHU TI0 IIEPCOHATY

3akoHoarenbcTBO Poccuiickoit denepanny o nepcoHanbHbIX TaHHBIX

JloxanpHple HOPMATUBHBIE AKTHl OPraHU3aLUU, PErYIUPYIOIIKME MOPSAIOK
OILICHKH IIEpCOHAlIa

[Topsiiok 3aKiit0oueHus! JOroBOPOB (KOHTPAKTOB)

[IpaBuna BeseHUs AEIOBON NEPETTUCKU

HopMmeI 3THKH [1eI0BOTO OOIICHUS

Jpyrue xapakTepucTUKH

3.3.2. TpynoBasi pyHKUHSA

HaumenoBanue

[IpoucxoxaeHue Tpya0BOi
GbyHKIIMN

Opranu3anus u MpoBeACHUE aTTeCTAINN Yposens
nepcoHana Kon C/02.6 | (momyposens) 6
KBaJH(UKAIU
MMCTBOBAHO U
Oprrusan X 3aMMCTBOBAHO 13
OpUTHHasa
Kon PeructparoHHsIif HoMep
OpHUIuHajia podecCHOHATLHOTO
cTaHgapra

Tpynoseie nercTBus

Pa3paboTka mpoeKkTOB TOKYMEHTOB, ONPEICIISIONINX MOPSAIOK aTTECTAIIUN
TepcoHaa, OIeHKa COOTBETCTBYIONIUX 3aTpaT

Opranu3anoHHOEe M JIOKYMEHTAI[MOHHOE COTPOBOXKJICHHUE Ipolecca
aTTeCTally U padOThI ATTECTAIIHOHHOW KOMUCCUU

[ToaroToBka npeuioxeHuii o GopMuUpoBaHUIO OIOIKETa HAa OpraHU3AIUIO
Y TIPOBEJICHUE aTTECTAllUU MIepCcoHata

[ToaroroBka mpeyIoKEHUN 1O pe3ynbTaTaM aTTECTAIllid O COOTBETCTBUU
pabOTHHKA 3aHUMAEMO JTOJDKHOCTH WJIH BBITIOJTHSAEMOMN padoTe

Heo6xonumbie ymeHus

Onpenensts napameTpbl U KpUTEPUU aTTECTALUU NIEpCoHaIa

OHpe,Z[eJ'IﬂTL " NPUMECHSATH CPpEACTBA U MCTOABI aTTCCTAIN

BBI,Z[GJ'IHTL I'pYIIIBEI IEPCOHAIA AJI ITPOBEACHHUA aTTCCTalluN

O0OecneynBaTh JOKYMCHTAIIMUOHHOC COIIPOBOXACHUC arrecrauuu
IIepcoHalia

CocTaBiiatrh H KOHTPOJHUPOBATh CTAaTbU PAaCXOJOB Ha aTTCCTAIlUIO
IEpCoHaIa MJId IIJIAHUPOBAHUA 6IO,Z[)K6TOB

PaGorate ¢ mHDOpPMALIMOHHBIMU CHCTEMaMH, LHU(POBBIMU YCIYTaMH U
CEpBHCAMH TI0 MPOBEACHUIO aTTECTAIIMU ITePCOHAa

(DOpMI/IpOBaTB NpCIOKCHUA II0 aBTOMATH3allUUM M I_[I/I(prBI/ISaI_[I/II/I
Iponecca aTTeCTalliui ICpCcoHaIa

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPEOOBAaHUSIMU
TPYIOBOIO, apXUBHOrO 3akoHomarenscTBa Poccuiickonn denepauuu u
JIOKAJIbHBIMU JOKYMEHTAMH OPraHU3aluu

Ob6ecrnieunBaTh coOmoIeHNne TpeOOBaHU 3aKOHOAaTeNbCcTBa Poccuiickoii
Qenepaniii ¥ KOPHOPATHBHBIX TOJUTHK B oOjactu 00paboOTKH
MIePCOHAIBHBIX TAaHHBIX M KOH(pUIECHIIHAIBHON HHpOpMAaIK

CO6J'IIO,Z[3TL HOPMBI 3TUKHU [JCJIOBOTO 06IJ_ICHI/I}I

HeO6XO,[[I/IMLIC 3HaHUA

HOpSI)IOK 1 TCXHOJIOTHSA ITPOBCACHUS aTTCCTAllUN IICPCOHAIA

TexHomornu W METOMABI ONpEAENCHUS U OLEHKH MPoeCCHOHATBHBIX
3HAHWUM, YMEHUN U KOMIIETEHLINI

Cuctembl, MeToabl M (QOPMBI MaTEPUANTBHOTO U HEMaTEepPHUAIbHOTO
CTUMYJIUPOBAHU TPY/a epcoHasa
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TexHonoruu u MeTo 16l GOPMUPOBAHUS U KOHTPOJISE OIOJHKETOB

TexHomornu, MeTOABI W  METONUKHA IIPOBEACHMS  aHAIM3a U
CHCTEMaTH3allu1 JOKyMEHTOB U HH(POPMaLIUU

OCHOBBI HpOH?;BOI[CTBCHHOfI ACATCIBHOCTH OpraHru3alnun

OcCHOBBI 00IIIEH U COLMAILHOMN IICUXOJIOTUH, COLMOJOTHH U IICUXOJIOTHN
TpyAa

OpranuzanoHHas CTPYKTypa OpraHU3allMM U BaKaHTHBIC JIOJDKHOCTHU
(mpodeccun, CrIeIUATBHOCTH )

Crnenanu3upoBaHHbIE HHPOPMAITMOHHBIE CUCTEMBI, IU(POBBIC YCIYTH H
CEpBHCHI B 00J1aCTH aTTECTALUU IEPCOHAJIA, TPAHUILIBI X TPUMEHEHUS

TapudHo-kBanupuKalMOHHbIE CHOPABOYHMKU paboT M mpodeccuit
paboumx 1 KBATHU(PUKAMOHHbBIE XapaKTEPUCTUKH JOJDKHOCTEN ClTyKalluX,
npodeccuoHaNbHbIE CTAHIAPTHI

OcCHOBHbIE METPUKH M aHAJTUTHYECKHUE CpE3bl B 00JIACTH aTTECTaIluu
repcoHa

HOpMaTI/IBHI)IC IPaBOBBIC AKThI, ONIPEACTIAIOIINC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXI/IBHOFO 3aKOHOJATCJIbCTBA U HOpMaTI/IBHI)Ie HpaBOBBIe AKTBbI
Poccuiickoit ®enepariun B 00JacTH  BEACHHS JIOKYMEHTAIMU  TIO
TepCoHATY

3akoHogarenbcTBO Poccuiickoit denepaiuu o nepcoHaIbHbIX JaHHBIX

JloxanpHple HOPMATHBHBIE AKTHI OPraHU3ALNH, PETYIUPYIOIINAE MOPSIOK
aTTeCTalluu NEPCOHAIIA

[IpaBuna BeneHus A€I0BOM NEPENUCKU

HopmMbl 3THKH 1e710BOTO 00IIIEHUS

Hpyrue xapaKTepUCTUKHI -

3.3.3. TpynoBasi pyHkums

AJIMUHUCTPUPOBAHHUE TTPOIIECCOB MPOBEICHUS VpoBeHb
HanmenoBanue | OI[CHKM M aTTECTALMU IIEPCOHAIIA U Kox | C/03.6 | (momyposens) 6
COOTBETCTBYIOIIETO JOKYMEHTO000pOTa KBaHHUKAIIH
IIpoucxoxnaenue OBOM 3aMMCTBOBAHO U3
P A PyA Opurunan X
GbyHKIIMN OpHI'HHANA
Kon Perucrparmonnsrit Homep
OpUTMHAaJIa po(eCCHOHANTBHOTO
cTaHaapra
TpynoBsie nelcTBUSA AHanu3 mpoIieccoB AOKYMEHTOOOOPOTa, JOKAIbHBIX JOKYMEHTOB IIO

OICHKC U aTTCCTAalUM IICPCOHAIA

OpFaHI/ISaHI/IOHHOC COIIPOBOXKICHHUC MepOHpI/IﬂTI/Iﬁ 110 OLICHKC IICpCOHAJIA
n €ro arreCrTainuu

I[OKYMGHTaHI/IOHHOC COIIPOBOKACHUC ITPpOLIECCa U PE3YJILTATOB OLCHKU U
aTTCCTAllMU IICPCOHAIA

WNudopmupoBaHue nepcoHana o pe3ysibTaTax OLIEHKH U aTTeCTalluH

IloaroroBka Hpe,[[J'IO)KeHI/Iﬁ [0 Ppa3BUTUIO IICPCOHAJIA IO PpE3yJibTaTaM
OIICHKH U aTTCCTallun

COHpOBO)K,Z[eHI/IC AOTOBOPOB Ha OKa3aHUC KOHCYJIbTALIUOHHBIX U
HH(bOpMaHHOHHLIX YCJIYT IO OICHKE U aTTCCTAllUU IICPCOHAJIA

HeoOxoanmeie ymeHUst PazpabaTbiBaTh ¥ 0GOPMIIATH JOKYMEHTHI IO BOIIPOCaM IPOBEACHUS
OILICHKH U aTTECTALIMK NIEPCOHAIIA
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HOI[FOTaBHI/IBaTB U MPOBOAWUTL MCPONPUATHA IO OLUCHKEC U aTTCCTAlUU
nepcoHana

OdopMIIATh TOKYMEHTHI TI0 BOIIPOCAM OIICHKU M aTTECTAIlMU TepCOHaa,
MPEJCTaBIsIeMbIe B TOCYJAApCTBEHHBIC OPraHbl, IPEJACTABUTEIHHBIC
Oopranbl pabOTHUKOB

AHaJII/I3I/IpOBaTI) [paBujia, NpOoUCAYPbI U MOPAAKHA IMPOBECACHUA OLUCHKU U
aTTeCTalluy ICpcoHalIa

OpFaHI/I3OBI)IBaTI) XpaHCHHUE NOKYMCHTOB B COOTBECTCTBUU C TpGGOBaHI/ISIMI/I
TPYIOBOrO 3aKkoHoAaTenbcTBa Poccuiickoil denepanuu U JOKaJIbHBIMHU
AKTaMU OpraHu3aluu

Paborate ¢ mH(pOpMalMOHHBIMU cHUcTeMaMH, UU(GPOBBIMU YCIyraMu H
CepBHCAMHM IO BOMPOCAM AIMUHUCTPUPOBAHUSA JOKYMEHTOOOOpOTa IMpH
IIPOBEJIEHUU OLIEHKH U aTTeCTalluu IepcoHalia

®opmupoBaTh MPEUIOKEHHUST MO aBTOMATHU3ALMU M LU(POBU3ALMU
nporecca aJMUHUCTPUPOBAHUS JOKYMEHTOOOOpPOTa NpU IMPOBEICHUH
OLIEHKH M aTTECTalliy IIEPCOHAIIA

O6ecnieunBaTh cOOIOIEHNE TPEOOBaHMI 3aKOHOAAaTENbCTBA Poccuiickoit
Odenepaniii ¥ KOPIOPATUBHBIX TIOJUTHK paboTojaTelis B 00JIACTH
00paboTKK NEPCOHANIbHBIX JAHHBIX U KOH(UACHINATLHOU HHbOpMauu

Bectu nenoByto nepenucky

Co0mrogaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0OxoanuMele 3HAHUS

[opsinox opopmiieHus:, BeieHUS ¥ XpaHEHHs! IOKyMEHTallUH, CBSI3aHHOM C
IIPOBEACHUEM OLICHKU U aTTECTallMy IIEPCOHaa

[Topsimox  dopMupoBanus, BeAcHUS 0a3bl JaHHBIX O IEPCOHAIC
OpraHu3aIuy, MOPSAOK MPEICTABICHUS OTYETHOCTH

TapudHo-kBamupUKaAIMOHHBIE CIHPABOYHUKH paboT U mpodeccuit
pabounx 1 KBATH()UKAITMOHHBIC XapaKTEPUCTHKH JTIOJDKHOCTEH CITyXKaIuX,
npodeccHoHaTbHBIE CTaHIAPTHI

[Topsimox  mpoBeneHUs  3aKyMOYHBIX Hpoueayp U ohopMIICHHS
COIMYTCTBYIOIIEH JOKYMEHTALUU

[Mopsinok odopmiieHUs JOKYMEHTOB, MPEeI0CTaBIIsEMbIX B
roCy/IapCTBEHHbIE OPraHbl, IPEACTaBUTEIbHbIE OpraHbl PAOOTHUKOB

OCHOBEI ,Z[OKYMGHTOO6OPOT3 U JOKYMECHTAIITUOHHOI'O oOecnieyeHus

OpraHu3anyoHHas CTPYKTypa OpraHM3allMd M BaKaHTHBIC JIOJDKHOCTH
(mpodeccun, cienMaIbHOCTH)

Crienanu3upoBaHHble HHPOPMAIIUOHHBIE CHCTEMBI, IIU(PPOBBIE YCIYTU U
CEPBHCHI aIMUHUCTPUPOBAHUS JOKYMEHTOOOOPOTa MPOLIECCOB OICHKU U
aTTecTalldd T[epCcOHaja, BEACHUS YydeTa KaHAWIATOB Ha BaKaHTHBIE
JOJKHOCTH (TIpodeccuu, CIeUanTbHOCTH ), TPAHUIIBI KX TPUMEHEHUS

HOpMaTI/IBHLIe IIPaBOBLIC AKTHI, OIIPECACIIAIOININC HOMbBI TPYJAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHO/ATEIhCTBA M HOPMATUBHBIE TPABOBBIC AKTHI
Poccuiickoit ®emeparuu B o0nacTh BeACHUS JOKYMEHTAMH IO
MepCOHAITY

3akoHoaarenbcTBO Poccuiickoit denepannivl 0 NepCOHATBHBIX JaHHBIX

TeXHOJ'IOFI/II/I, MCTO/JbI u MCTOJHUKHU IMPOBCACHUA aHaJIn3a n
CUCTCMAaTU3allu JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanbHbBIC HOPMAaTUBHBIC AKTbI OpraHu3alu, PCryIUupPYrOIHUC MOPAI0K
OLCHKHU M aTTCCTAallUU IICPCOHAIA

[Topsinok 3aKiIr04eHMs JOTOBOPOB (KOHTPAKTOB)

HpaBI/ma BEJICHUS JICIOBOM MEPCIINCKU

HOpMLI OTHUKHU OCI0BOI'O O6H_ICHI/IH
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| Jlpyrue XapaKTepUCTHKH

3.4. O00o01meHHast TpyaoBasi pyHKuHMs

HamMeHoBaHME JlesTenbHOCTh 10 Pa3BUTHIO TIEpCOHAA Kox D YpoBeHs 6
KBaJH(UKaIIU
IIpoucxoxnenu HHOU MMCTBOBAHO U
POUCXOXICHHE 0000IIIeHHO Opuruman X 3aMMCTBOBAHO U3
TPYAOBOH (DyHKIMU OpHUrHHAJIA
Kon Perucrpannonsslii Homep
OpHUrHHaJIa poQeCCHOHATHLHOTO
CTaHIapTa
Bo3MmoxHbIE Crienpaiict 1o pa3BUTUIO U O0YUEHHUIO TIEpCcoHaa
HAaUMEHOBAHUS Crenuaiuct 1o pa3BUTHIO Kapbephl epcoHaIa

JoJokHOCTeH, npodeccuit | CnenuanucT 1o NepcoHaly
Menemkep no nepcoHary

TpeboBanus Bricniee o6pazoBanue — 6akanaBpuar

00pa30BaHUIO U O0YUYEHUIO | WU

Bricmiee o6pazoBanue (HenpoduabHOE) — OakagaBpuaT 1
JOTIOTHUTEIBHOE MTpodeccuoHanbHOoe 00pa3oBaHNe — MPOrPaMMBI
podeccHOHATFHON TIEPETIOATOTOBKH B 00JIACTH YITPABIICHHSI TEPCOHATIOM
WM B 00JIaCTH pa3BUTHS U MOCTPOCHUS MTPO(PeccnoHaIbHOM Kapbephl
nepcoHana

TpeGoBanust K OMBITY -
MPAKTUYECKOU pabOThI

OcoOble ycrmoBUsI TOTTycKa | -
K paboTe

Jlpyrue XxapakTepucTuku | PekoMeHIyeTcs TOTIOTHUTENbHOE IPOodecCHOHaTbHOE 00pa3oBaHue —
MPOrpaMMBbI TIOBBIIICHHS KBATHU(PHUKAIIUY B O0JIACTH YIPABICHHS
MEPCOHAJIOM WJIM OOYYEHUs, WITH Pa3BUTHSI IIEpCcoHAIa

,HOHOJ'IHI/ITCJ'IBHBIC XapaKTECPUCTHUKU

HanmMenoBanue 6a30BOi IPYIIIbI, TODKHOCTH
HaumenoBanue noxkymeHTa Kon
(mpodeccun) nim cnenuaaIbHOCTH
OK3 2424 CnenaucThl B 00J1aCTH MOATOTOBKU U Pa3BUTHS
nepcoHasa

EKC - Menemkep o nepcoHairy
OKIILATP 26583 Cnenuanuct no Kaapam
OKCO 5.38.03.02 | MeunemxMeHT

5.38.03.03 | YmpasieHue nepcoHajiom

3.4.1. TpynoBas GpyHKUHSA

Opranu3zanus 1 NpoBeACHUE MEPONTPUATUI TIO YpoBeHb
HanmenoBarme | pa3BUTHIO U MMOCTPOCHUIO MPOQECCHOHATBHOM Kog | D/01.6 | (momyposens) 6
Kapbephbl MEPCOHAIIA KBaIH(pUKALUHI




[IponcxoxneHne TpymoBoit
GbyHKIIIN
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X 3aMMCTBOBAHO U3

Opuruzan
OpUTHHAJA
Kon PeructpannoHsubsiit HoMmep
OpUTHHAaJa poQeCCHOHATHHOTO
cTaHjaapTa

TpynoBsie neicTBUS

HOI[FOTOBKa IMPOCKTOB AJOKYMCHTOB, OIPCACIIAIOIINX IMOPAAOK PA3SBUTHA
MEePCOHAJIA U IOCTPOCHHS TPO(PECCHOHATIBHOM Kapbephl C OIICHKOM 3aTpaT

Pa3paboTka mraHoB npodeccnoHaIbHOM Kapbhephl IepcoHaa

DopMHUpPOBAHKE KAPOBOTO pE3EPBa

Opranuzanust  MEpONPHUATAA MO  Pa3BUTUIO U IOCTPOEHUIO
podeccrnoHaIbHOM Kapbephl EpcoHata

[ToaroToBka npennoxeHui Mo GOpMUPOBAHUIO OrO/IKETa Ha OpraHU3aLII0
W  TPOBEIECHHE  MEPONPHUATHNA MO  Pa3BUTUIO M IMOCTPOCHHUIO
Ipo(hecCHOHAILHON Kapbephl IEPCOHAA

Ananu3 3¢QQEKTUBHOCTH MEPONPHUITUA 1O pPa3BUTUIO IIEpCOHAAa,
MIOATOTOBKA MPEAJTIOKEHUH M0 Pa3BUTHIO

Heobxonumblie ymeHust

AHanu3upoBaTh ypPOBEHb OOIIEr0 pa3BUTHS © MPOQPEeCCHOHAIBHON
KBaJIM(DUKAIMK TTepcoHaNa

Onpenensarts KpaTKOCPOYHbIE W JOJITOCPOYHBbIE MOTPEOHOCTH Pa3BUTHUS
NepCOHala ¥ NOCTPOCHHUS €ro Npo(hecCHOHAIBHON Kapbepbl

Onpenensats KpuTepur GOPMUPOBAHUS KaIPOBOTO pe3epBa OpraHNU3aINN

CocTaBniaTh WHAWBUIYAJIIBHBIC IIJIAHBI KAPHECPHOT'O Ppa3sBUTHUA IIECPCOHAIA

[TpuMeHSATh TEXHOJOTUU M METOJIBI Pa3BUTHS NMEPCOHATA W MOCTPOCHHS
npohecCHoHaTBHON Kapbepbl

CocTaBnsiTh TPEUIOKEHUSI W KOHTPOJIUPOBATh CTAaThH pPAacXoJ0B Ha
MpOrpaMMbl U MEpOTIPUATHS TI0 Pa3BUTHIO IEpPCOHANa W TOCTPOCHHIO
pohecCHOHATBHON Kapbephl IS JIAHUPOBAHUS OFOKETOB

Onpenenars 3pGEeKTUBHOCT MEPONPHUSATHI MO Pa3BUTHUIO MEpCOHANa U
MIOCTPOCHUIO MPO(EeCCUOHATBHON Kapbephl

PaGorate ¢ mHGOPMAMOHHBIMU CHUCTEMaMHU, IU(PPOBBIMHU YCIyraMu U
CepBHCAMH IO YIPABICHUIO MEPCOHAIIOM B OOJACTH €ro pa3BUTUSA U
MIOCTPOECHUSI MPOPECCUOHANTBHON Kapbephbl

@dopmMupoBaTh MPEUIOKEHUS 10 aBTOMATH3alUuU M IU(PPOBU3ALUU
MPOLIECCOB  PAa3BUTHSI M TOCTPOCHUSI TMPOQPECCHOHANIBHON Kapbepsl
nepcoHaia

ObecneunBaTh coOIOIcHNE TpeOOBaHUK 3aKOHOAATENbCcTBa Poccuiickoit
denepaniii ¥ KOPIOPATUBHBIX TMOJUTHK B oOjJacTu 00pabOTKH
MePCOHANBHBIX JIAHHBIX ¥ KOHPUACHIIMATHHON HHpOpMaLIHK

CoOmrogaTh HOPMBI ATHKHU JICJIOBOTO OOIICHHS

Heo0OxonuMble 3HaHUS

Cucrema, CIoco0Bl, METO/IbI, MHCTPYMEHTHI HOCTPOCHUS
poheccuoHaNbHON Kapbepbl

MeTtonpl ompeneneHus U OIEHKU JIMYHOCTHBIX M TPO(eCcCHOHATBHBIX
KOMIIETEHITNI

Cuctembl, Meroabl M (GOpPMBI MaTEpUAIBHOTO M HEMAaTEPUAIBHOTO
CTUMYJIUPOBAHUS TPy/a epcoHaa

TexHogorum U METOabl (I)OpMI/IpOBaHI/IH 1 KOHTPOJIA 6IOI[)KCTOB

TeXHOJ'IOFI/II/I, METOABI M MCETOAWKM aHajldnu3a W CUCTEMaTHu3alluu
JOKYMCHTOB U HHq)OpMaHHH

OcHoBBI TPO(HeCCHOHATLHOM OPUEHTAIIUU

OCHOBBI ,Z[OKYMCHTOO60p0Ta U JOKYMCHTAIITUOHHOI'O oOecrieueHust

OCHOBBI HpOHBBOHCTBCHHOﬁ ACATCIIbHOCTU OpTraHu3aliun
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OCHOBBI 00IIICH M COIMAIBHON TICHMXOJIOTUH, COIMOJOTHH M IICUXOJOTHH
TpyAa

OpranuzalioHHass CTPYKTypa OpraHu3allMd W BaKaHTHbIC JIOJKHOCTH
(mpodeccun, CreIUaIBHOCTH )

TapudHo-kBanMPUKAINOHHBIE CIIPABOYHUKH PAdOT 1 ipodeccuii pabounx
U KBaTU(HUKAIMOHHBIE XApPAaKTEPUCTHKH JIOJDKHOCTEH  CITyXKalllWX,
podeCcCHOHATBHBIC CTAHIAPTHI

HOpMaTI/IBHI)Ie IIPaBOBLIC AKThI, ONIPCACIAIOIMINC HOMBI TPYJOBOI'O IIpaBa

3akoHoarenbcTBO Poccuiickoit denepanny o nepcoHaibHbIX JaHHBIX

JloxanpHple HOPMATUBHBIE AKTHl OPraHU3ALUM, PETYIUPYIOIIHE MOPSAIOK
Pa3BUTHSI U IOCTPOEHUS TPO(ECCHOHATILHON Kapbepbl IIepcoHaa

[Topsinok 3axiit0oueHus! JOroBOPOB (KOHTPAKTOB)

Criennanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEpBHUCHI MO YIPABJIEHUIO MEPCOHAJIOM B OOJACTH €ro pa3BUTHS U
MIOCTPOEHUSI MPOPECCUOHAIBHOMN Kapbephl, I'PaHUIbI UX TPUMEHEHHUSI

OcHOBHBIE METPUKHM M aHAJIUTUYECKHE cpe3bl B 00JacTU pa3BUTHUS U
MOCTPOEHHMSI Kapbepbl IEPCOHATIA

Hopmbl 3Tk 1€710BOTO 00IIIEHUS

Jpyrue xapakTepucTUKH

3.4.2. Tpynosast pyHkuus

HaumenoBanue

Opranuzanus oOyueHus nepcoHana Yposenb

Kon D/02.6 | (momyposenn) 6
KBaJM(DUKAILU

IIpoucxoxnenue TpynoBou
GbyHKIIMN

X 3arMCTBOBAHO U3

Opurnunan
OpHUTHHaJIA
Kon Perucrparmonnslii Homep
OpHUIuHajia podecCHOHATLHOTO
cTaHgapra

TpynoBbie necTBUs

Pa3paboTka NpPOEKTOB JIOKAJIBbHBIX AaKTOB IO OOYYEHHIO W Pa3BUTHIO
IepcoHasa ¢ OLIEHKOM 3aTpaT

Pa3paboTka y4eOHBIX IJIAHOB, METOJIUYECKHX MaTEepHAOB U MpPOrpamm
oOyueHus nepcoHasna

Opranuzanys MeponpHsITHii 0 00YYEHUIO MepcoHaa

[ToaroToBka mpennox)eHui no GopMUPOBAHUIO OIOKETa HA OPraHU3AIIUIO
oOyueHus nepcoHana

Ananuz 3pPeKTUBHOCTH MEPOTIPUATHI 110 00YUEHHIO TIepcoHana

Heob6xonumblie ymeHust

OHpeI[CJ'ISITL HOTpe6HOCTI/I B O6y‘I€HI/II/I I'pynir nepcoHaia B COOTBETCTBUHA
C ICJIMH OpraHu3aliv

AHaJ'II/ISI/IpOBaTI) PBIHOK O6pa30BaTeJIBHBIX YCJIYT U TOTOBUTD ITPECIJIOKCHU A
110 IMOCTaBIIUKaM YCIIyT

OpFaHI/ISOBLIBaTI) o6yqafoume MCPOIPUATHA

CocTaBisrh U KOHTPOJIMPOBATH CTATbU PACXOJ0B HA o6yquI/Ie InepcoHalia
JJI THNTAHUPOBAHUA 6IO,Z[)KCTOB

Pa3pa6aTLIBaTL 1 KOMIIJICKTOBATb y‘Ie6HO'MeTOI[I/I‘leCKI/Ie MaTCpHraJIbl

[Tpou3BoanTh OLIEHKY 3 PeKkTUBHOCTH 00yUeHHs IEpCcOoHAaa

HpOI/I3BO,Z[I/ITL npeaABApPUTCIIbHBIC 3aKYIIOYHBIC IPOUCAYPhI U O(I)OpMJ'IeHI/IC
COHYTCTBYIOH_[eﬁ AOKYMCHTAIIUH 110 3aKIIIOYCHUIO JOTOBOPOB

Pabortath ¢ MHPOPMALMOHHBIMU CHUCTEMaMH, LU(PPOBBIMU YCIyraMH U
cepBUCaMH B 001acTH 00y4eHUs IepcoHaa
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@opMHpOBaTh TNPEAIOKEHHE MO aBTOMATH3AlMU W IH(PPOBHU3ALMU
nporecca o0ydeHus nepcoHasa

PazpabatsiBaTh ¥ OQOPMIATH AOKYMEHTHI IO TPOILIECCAM OPraHU3aIUH
o0Oy4yeHus nepcoHaia 1 uX pe3ylibraTam

ObecrieunBaTh coOO/IcHNE TPeOOBAaHUI 3aKOHOAATENbCTBA Poccuiickoit
Oenepaniii ¥ KOPIIOPATHBHBIX ~ TMOJIMTUK B 00JMacTe  00pabOTKH
MEPCOHAIBHBIX JAHHBIX U KOHGHIACHIMATbLHONH HHOOpMAIUH

Bectu nenoByto nepenucky

Co0maro1aTh HOPMBI STHKH JIEIOBOTO OOIICHHUS

Heob6xonuMble 3HaHUS

MeTtoibl, HMHCTPYMEHTBI HCCIEIOBaHUS NOTPEOHOCTHM B OO0y4eHHH
IepcoHana

Mertoionorus 06yueHus

Texnonornu, MeTOAbBlI W METOIMKM AaHaliM3a HW CHCTEMaTH3aIliH
JTOKYMEHTOB U HH(MOpMAIUN

[Topsinok pa3paboTKH MIaHOB MOJATOTOBKH, IEPETIOATOTOBKH U IMOBBIILIEHUS
KBaJIM(UKALMK TTepCOHaa, y4eOHbIX IJIAHOB U MPOTPAMM

Cucrempl, MeTonasl u (OPMBI MaTEpUATBHOIO W HEMaTepUaIbHOIO
CTUMYJIMPOBAHUs Tpy/Ja NEPCOHATA

Texnonoruu u MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OIO/PKETOB

HOpr)IOK BCIACHUA YUY€Ta MU OTYCTHOCTHU IO MOJATOTOBKE H ITOBBIIICHHUIO
KBaJIM(DUKAIMK TTepcoHaa

OCHOBBI JOKYMEHTO00OPOTa M TOKYMEHTAITMOHHOTO 00eCTIeYeHUs

OCHOBBI OOIIIEH M COLUATBHOM TCUXOJOTHH, COLMOJIOTHH M ICHXOJIOTHHU
Tpyaa

TapudHuo-kBamuPUKAITMOHHBIE CIIPABOYHUKU PadOT  ITpodeccuit pabounx
U KBaTU(HUKAIMOHHBIC XAPAaKTEPUCTHKH JIOJDKHOCTEH  CITyXKalllUX,
npodeccHoHaTbHbIE CTaHAAPTHI

OCHOBHBIE TIOJIOKEHHSI TPAXKIAHCKOTO 3aKOHOJaTelnbcTBa Poccuiickoi
denepannn B chepe 3anuThl HHTSIVICKTYATbHOW COOCTBEHHOCTH

[lopsimox  mpoBeAeHHs  3aKyHNOYHBIX mpoueayp U 0ohopMIEHUS
COIMYTCTBYIOIIEH JOKYMEHTALIUH

OpranuzanuoHHasi CTPYKTypa OpraHu3aiuu

HOpMaTI/IBHBIe IIPaBOBBIC AKThI, OIIPEACTIAIOIINE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIHCTBA U HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit @enepannu B 001acTU BeIeHUs TOKYMEHTAILIUU 110 IEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENbCTBA Poccuiickoit deaepanun

OcHOBBI 3aKOHOJIATENBCTBA 00 0OpazoBanuu Poccuiickoit deneparuun

3akoHomarenbcTBO Poccuiickoii Denepanuul 0 MepCOHATBHBIX TaHHBIX

JlokanbHbIC HOPMATUBHBIC aKThI OpraHru3aliu, PEryjanupyromuc o6yquHe
IICpCoOHaIa

[Topsiok 3akitoueHUsT JOTOBOPOB (KOHTPAKTOB)

Crnenuanu3upoBaHHble HH(POPMALIMOHHBIE CUCTEMBI, IM(PPOBBIE YCIYTH U
CEpBUCHI B 00JIACTH 00yUEHHsI IEPCOHAIIA, IPAHUIIBI MX PUMEHEHUS

OCHOBHBIE METPHKH M aHAJIUTHYECKUE Cpe3bl B 001acTH O0OydeHUs
nepcoHana

HpaBI/ma BEJICHUS JIEIOBOM MEPCIINCKU

HOpMLI OTHUKHU OCJI0BOI'O O6H_ICHI/IH

Jlpyrue xapakTepucTHKH




3.4.3. TpynoBasi pyHKUHSA
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HanmenoBanue

[IpoucxoxneHue TpymnoBoit
GbyHKIIIHU

Opranu3zanus ajanTalyyd U CTAXKUPOBKU VYposenb
nepcoHasna Kog | D/03.6 | (momyposets) 6
KBaJTU(UKATTHN
HMMCTBOBAHO U
Oprrunan X 3arMCTBOBAHO U3
OpHUrHHAJIA
Kon Perucrpanmonsslii Homep
OpUTHMHala poQeCCHOHATHFHOTO
cTaHjaapTa

Tpynoseie nercTBUs

Pa3paboTka IIaHOB a/lanTanny, CTAKHPOBKY IEPCOHAA C OLIEHKOH 3aTpar

Opranu3zanys MEpONpHUsATHIA M0 aJJanTallK, CTAXKUPOBKE IepcoHaa

HOI[FOTOBKa HpeI[J'IO)KeHI/Iﬁ IO COBCPIICHCTBOBAHWIO CUCTCMBI aaallTalluu,
CTAXHUPOBKHU IICPCOHAIA

[ToaroroBka npemioxeHuit o GopMupoOBaHUIO OFOKETA HA OPraHU3AINI0
aJanTany U CTAXKUPOBKHU IIEPCOHAA

Ananu3 3(QQPEeKTUBHOCTH MEPONPUATHN MO aJanTallii U CTaXXUPOBKE
IepcoHana

Heobxonumble ymeHust

Onpenensats rpynnbl NepcoHana sl CTAXUPOBKU U afanTalluu

Omnpenenars paboune MecTa NSl MPOBENEHUSI CTAXXUPOBKU U aJanTalluu
repcoHana

CormacoBBIBaTh MCPOIIPpUATHA 110 adanTalnuk W CTAXKHUPOBKE C
BO3MOXHOCTAMM ITPOHU3BOJACTBA

[Ipou3BOINTE aHAM3 U OLIEHKY pe3yJbTaTOB aJalTalli U CTaKMPOBOK
nepcoHaia

CocTaBiaTh TPEIIOKEHUS M KOHTPOJHMPOBATh CTaTbH PACcXOJIOB Ha
MPOrPaMMBI X MEPOTIPUATHS M0 aJANTAIUN U CTAKHPOBKE MEPCOHANIA JIS
TJIAHUPOBAHUS OIOHKETOB

[IpousBoauTh O1EHKY 3()(HEKTUBHOCTH MEPONPHUIATHH MO ajanTaluud U
CTaXKUPOBKE MEpCcOHaa

Buenpsth cucTeMbl BOBJICUEHHUS ITEPCOHAIA B KOPIOPATUBHYIO KYJIBTYPY

PaGorate ¢ mHGOPMAMOHHBIMU CHCTEMaMHU, IU(PPOBBIMHU YCIyraMu U
CepBHCAMM [0 YIPABICHUIO MEPCOHAIOM B O00NACTU aJaNnTalud U
CTaXKUPOBKU IepcoHaIIa

CDOpMI/IpOBaTB NpCIOKCHHUEC II0 aBTOMATU3alUHU U I_[I/I(prBI/BaI_II/II/I
IIpoHeCCOB aJalTallii U CTA)KUPOBKHU IICPCOHAIA

ObecneunBaTh coOIOIcHNE TpeOOBaHUK 3aKOHOAATeNbCcTBa Poccuiickoit
denepanii ¥ KOPIOPATUBHBIX IMOJUTHK B oOnacTH  oOpabOTKH
MePCOHANBHBIX JTAHHBIX ¥ KOHOUACHIIMATBHON HHPOpMaLIHK

Bectu ACJIOBYHO IICPCIIUCKY

CO6J'IIOI[3TL HOPMBI 3TUKHU [CJIOBOTO 06IJ_ICHI/I}I

HeO6XOI[I/IMI>IC 3HaHUA

Mertoasl aganTauyu U CTAXHUPOBOK IIEpCOHATIA

TeXHOJ'IOFI/II/I, MCTOAbI 1 MECTOUKU ITPOBECACHUA aHAJIN3a U CUCTEMAaTU3allun
AOKYMCHTOB U I/IH(I)OpMaI_II/II/I

HOpSII[OK p33pa6OTKI/I IJIAaHOB aJallTalilui IIEPCOHAJIa Ha HOBBIX pa60q1/1x
MCCTax, IOATOTOBKH, ICPCIIOATOTOBKH W IIOBBIIICHUA KBaJ'II/I(I)I/IKaI_[I/II/I
NEpCOHAJIa U OpraHru3alu CTAX KUPOBOK

[Mopsimok cocTaBieHUs CMET 3aTpaT Ha aJaNTaldi0 U CTaXHPOBKY
nepcoHaa

[Mopsimox BeneHWs ydeTa W OTYETHOCTH MO aJANTalil U CTaXKHUPOBKE
nepcoHaa
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Cuctembl, Metoabl ¥ (OpPMBI MaTEpUANBHOTO M HEMAaTEPUAIBHOTO
CTUMYJIMPOBAHU Tpy/Ja IEPCOHAIIA

TexHonoruu u MeTo 16l GOPMUPOBAHUS U KOHTPOJISL OIOJHKETOB

OCHOBBI 00IIIEH U COLMATIBLHON ICUXOJIOTHMH, COLMOJOTHH U IICUXOJIOTHU
TpyAa

OpranuzanoHHas CTPYKTypa OpraHM3allid W BaKaHTHbBIC JIOJDKHOCTHU
(mpodeccun, CrIeIUATBHOCTH )

TapudHo-kBanMpUKAINOHHBIE CIIPABOYHUKH PadOT 1 ipodeccuii pabounx
U KBaNU(HUKAIMOHHBIE XApPAaKTEPUCTHKH JOJDKHOCTEH  CITy)KalllWX,
podeCCHOHAITBHBIC CTAHIAPTHI

Crienmanu3upoBaHHble HH()OPMALMOHHBIE CUCTEMBI, IU(PPOBBIE YCIYTH U
CEpBUCBHI 110 YIPABICHUIO IIEPCOHAJIOM B IMpolecce aJanTalud |
CTa’)KUPOBKH, TPAHUIIBI UX TPUMEHEHUS

OcCHOBHbIE METPUKH M aAHAJIUTHYECKHE Cpe3bl B 00JaCTH MPOIIECCOB
aJlanTaliy U CTAXKUPOBKHU MEpcoHasa

HOpMaTI/IBHI)IC IIPaBOBBIC AKTHI, OIPCACTIAOIINEC HOMBI TPYAOBOTO ITpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOAaTesbcTBa Poccuiickoit denepanu

3akoHogarenbcTBO Poccuiickoit deneparnuu o nepcoHaIbHBIX JAHHBIX

JlokasibHBIE ~ HOPMATUBHBIE  aKThl  OPraHU3ALMH,  PETYIUPYIOIIUE
aJanTaIMIo U CTAXXUPOBKY IepcoHaa

OCHOBBI JOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO O0eCTIeYeHUS

[Topsiok 3aKit0ueHUs JOrOBOPOB (KOHTPAKTOB)

[IpaBuna BeneHus AeI0BOM NEPENUCKU

Hopmbl 3Tk 1e710BOTO 00IIEHUS

Hpyrue xapaKTepUCTUKHI

3.4.4. TpynoBasi pyHkums

HaumenoBanue

[Ipoucxoxnenue TpynoBou
GbyHKIIMN

A,Z[MI/IHI/ICTpI/IpOBaHI/Ie IIpoHEcCCOB pa3BUTHUA U v
o POBEHb
IIOCTPOCHUA ITPOPECCCHUOHAIIBHON KAaPbECPHI
p pod PbCpEL, Kox | D/04.6 | (momyposens) 6
O6yLIeHI/Iﬂ, aganTainuu, CTAXXUPOBKHU IIE€PCOHATIA U KBaHI/I(‘bI/IKaL[I/II/I
COOTBECTCTBYIOILIECTO I[OKYMCHTOO60p0Ta
3arMCTBOBAHO U3
Opurunan X
OpHUruHaJIa
Kon Perucrpaunonssiii Homep
OpHUrnHaa po(eCcCHOHANTBHOTO
CTaHIapTa

TpynoBeie neiicTBus

JlokymeHTallMOHHOE ~ o0ecrieueHrue pe3yabTaTOB  MEpONPUATHH MO
Pa3BUTHIO U TOCTPOCHHUIO MPOQPECCUOHAIBHON Kapbephbl, OOyUYEHHUIO,
aJIanTalyy U CTAKUPOBKE MEepCOHama

[MoaroroBka WHAMBUAYANBHBIX MPEIJIOKEHUH Ha OCHOBE pE3YJIbTaTOB
NPOBEICHUS ~ MEPONPHUATHH MO  Pa3BUTHIO M IOCTPOCHUIO
npogecCHOHaTbHON Kapbepbl, OOYYEHHIO, aJanTallid W CTOXKHPOBKE
nepcoHana

ITonroToBka MpeAsioKEHUH MO COBEPIIEHCTBOBAHMIO CHCTEM OOy4YEeHMS,
aJlanTalliid U CTaKUPOBKU, Pa3BUTH U MOCTPOEHUS NMPO(HECCHOHATBHON
Kapbepbl IEPCOHAIIA

CompoBok/ieHUE  JOTOBOPOB  Ha  OKa3aHWE  KOHCYJIBTAllMOHHBIX,
MH(GOPMAIMOHHBIX YCIYr, HEOOXOIUMBIX MJIsi NpOBEAEHUS OOy4yeHHs,
aJlanTallid ¥ CTaXKHUPOBOK, Pa3BUTHS U MOCTPOEHHs MpodeccHOHATIbHON
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Kapbepbl NEPCOHANA, BKIIOYAs MPEABAPUTEIbHBIE NPOLEAYPHl MO HX
3aKJII0YEHUIO

Heo0xoaumeie ymeHUs

OdopMIATh TOKYMEHTHI TI0 BOIIPOCAM MPOBEACHUSI 00yUeHUs, alalTaluu
U CTOXHUPOBKH, Pa3BUTHA M TOCTPOCHHUS MPO(ECCHOHAIBHOW Kapbhephbl
IIEpCOHANA,  IPENOCTaBIsE€Mble B TOCYJAapCTBEHHBIE  OPIaHBbI,
IIPE/ICTaBUTENbHbIE OPraHbl pAOOTHUKOB

ObecrieunBaTh ~ JOKYMEHTAlMOHHOE  CONPOBOXIECHHE  OOydeHHs,
aJlanTaldyd ¥ CTAXKHUPOBOK, PA3BUTHS M MOCTPOEHHS NPO(ecCHOHATLHON
Kapbepbl IepCcoHaa

AHanmu3upoBaTh MpaBuiia, IPOLUEAYPHl U MOPSAKA POBEICHUS 00yUeHHUS,
aJanTaluy ¥ CTAKUPOBKH, PA3BUTHS U MOCTPOCHUS NMPO(HECCHOHATBHON
Kapbepsl IEPCOHAIIA

OpFaHI/ISOBBIBaTB XpaHCHHUE JOKYMCHTOB B COOTBETCTBUU C Tp€6OBaHI/I$IMI/I
3akoHoAarenbcTBa Poccuiickoin ®enepanuu M JOKAJIBHBIMU  aKTaMU
OpraHu3aluu

Paborate ¢ mH(pOPMAlMOHHBIMU CHUCTEMaMHU, LU(PPOBBIMHU YCIyraMu U
CepBHCAaMM IO BOIIpOCaM aJMUHHUCTPUPOBAHUS JIOKYMEHTOOOOpOTa
rporeccoB 00yueHus, aanTaluy U CTAXKUPOBKU, PA3BUTHS U TOCTPOCHUS
npodeccruoHalIbHOM Kaphephbl MEepCcoHaNa, BEJICHUS ydyeTa KaHIUAaToB Ha
BAaKaHTHbIE JOJDKHOCTHU (Tpodeccru, CrieluatbHOCTH )

dopMupoBaTh TPEIIOKEHUE IO aBTOMATH3AMM W IU(pOBU3AIMHU B
00acTH aAMUHUCTPUPOBAHHS JTOKYMEHTOOOOpOTa MPOIECCOB OOyUICHHS,
aJanTaluy U CTaXUPOBKU, PAa3BUTHS U MOCTPOEHUS Mpo(decCHOHATBHON
Kapbephl, BEICHHS YydeTa KaHAWAATOB HA BaKaHTHBIC JIOJDKHOCTH
(mpodeccun, cienMaTbHOCTH)

OGecneunBaTh coOIOIeHNE TpeOOBAHUN 3aKOHOAATENhCTBA Poccuiickoi
denepanui W KOPIOPATHUBHBIX TMOJUTHK B o0nacTH  oOpabOTKH
MEPCOHAIBHBIX JAHHBIX U KOHPHUICHIINATHLHON HHOOPMAITUH

Bectu nenoByto nepenucky

CoOmrogaTh HOPMBI ATHKHU JICJIOBOTO OOIICHHS

Heo0OxonuMble 3HaHUs

[Topsinox opopmiieHus, BeACHUS U XpaHEHUs TOKYMEHTAllUU, CBA3aHHOM C
CUCTeMOW OOy4YeHUs], aJanTallii U CTAXKUPOBKHU, PA3BUTHUS U TOCTPOCHUS
npodeccuoHaIbHOM Kapbephl epcoHata

[Mopsinox  dopmupoBanus, BeaeHHs ©0a3bl JaHHBIX O IEpCOHANE
OpraHu3aI|H, MOPSIOK NPEICTABICHUS OTUETHOCTH

HopmartuBHble mpaBOBbIe aKThl, PEryIHPYIOIIHE MpaBa U OOSA3aHHOCTHU
rOCY/IapCTBEHHBIX OPTraHOB M OPraHU3allUU 10 MPEIOCTABICHUIO YIeTHOM
JOKYMEHTAII!

HOprI[OK O(l)OpMJ'IeHI/IH HAOKYMCHTOB, IPCACTABISIEMbIX B T'OCYAAaPCTBCHHLIC
OpPraHbl U MHLBIC OpraHUu3aluu

OCHOBEBI ,Z[OKYMGHTOO6OPOT8. U JOKYMCHTAIITMUOHHOI'O obecrneyeHus

[Topsimok  mpoBeAeHUs  3aKyMOYHBIX mporeayp u  0ohopMICHUS
CONYTCTBYIOIIEH TOKYMEHTAlUU

Opranu3aliMoHHasl CTPYKTypa OpTaHM3alliil M BaKaHTHBIE JOJDKHOCTH
(mpodeccun, cneruaibHOCTH)

TapudHo-kBanMpUKaLMOHHBIE CIIPABOYHUKH PabOT U podeccuii padbouux
U KBATU(HKAIMOHHBIE XapaKTEPUCTHKH  JIOJDKHOCTEH  CIilyXKallluX,
npodeccuoHaNbHbIE CTaHIAPTHI

Crnenuanu3upoBaHHble HH(POPMALIMOHHBIE CUCTEMBI, IIM(PPOBBIE YCIYTH U
CepBUCHl B OOJaCTH aJMUHHCTPUPOBAHHUS JOKYMEHTOOOOpOTa IO
BOIpOcaM OOY4eHUsl, aJanTallui U CTAXUPOBKH, Pa3BUTHUS M MOCTPOEHUS
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npodecCHOHAILHON Kaphephl, BEICHUS yueTa KaHIUJIaTOB Ha BaKaHTHEIE
JOJKHOCTH (Tpodeccru, CeMaabHOCTH ), TPAaHUIIBI UX TPUMECHCHUS

HOpMaTI/IBHBIG IIPAaBOBLIC AKTHI, ONIPCACIIAIOIINC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOT'O 3aKOHOJATEIbCTBA U HOPMATHUBHBIE MPABOBHIEC AKTHI
Poccuiickoit @enepannu B 00JaCTH BEACHUS TOKYMEHTAIIUU IO IEPCOHATY

OcCHOBBI HAJIOTOBOT'0 3aKOHO1aTesnbecTBa Poccuiickoit denepanuun

3akoHoarenbcTBO Poccuiickoit denepanny o nepcoHaibHbIX JaHHBIX

TexHOoI0rnH, METO Il U METOAMKH ITPOBEACHUS aHAIN3a U CUCTEMATU3al 1N
JOKYMEHTOB M HH(OPMALIUN

JloxanpHple HOPMATUBHBIE AKTHl OPraHU3ALUU, PETYIUPYIOIIHE MOPSAIOK

pa3BUTHUSI U TOCTPOEHUS MNPOQPECCHOHANBHON Kapbepbl, OO0y4YeHMs,

aJanTaluy U CTAKUPOBKU IepCOHaIa

[Topsiok 3aKiIt0ueHus JOrOBOPOB (KOHTPAKTOB)

[IpaBuna BeeHUs A€I0BON NEPETUCKU

Hopwmbl 5THKH 1€710BOTO 0O0OIIIEHNS
Jpyrue xapakTepucTuku | -

3.5. O6001meHHas TPYA0Basi (PYHKIUSA
esITeJIbHOCTh 110 OpraHU3aluy TPyAa U YpoBeHb
HanmenoBanue A P HHATPYA Kon E P
OILJIaTHI TIEPCOHAA KBaTH(UKALIH
INpoucxoxnenue 0600IEHHOI 3auMCTBOBaHO U3
P A B OpwuruHat X
TPYIOBO# (hyHKIMH OpUI'MHAJIA
Kon Perucrpatmonnslii Homep
OpHUruHasa npoeccHoHaNBHOrO
CTaHgapra

Bo3sMmoxHbIe
HAaUMEHOBaHUS
JOJDKHOCTEH, mpodeccuid

Crienpanuct 1o HOPMHUPOBAHUIO U OIUIATE TPyAa
Crienpanuct o opraHu3alyy 1 oruiate Tpyaa
Crienuanuct 1Mo KOMIIEHCAIUSAM U JIbFoTaM
Criepanuct mno nepcoHany

Menemxkep 1o nepcoHany

TpeboBanus k
00pa30BaHUIO U 00YUYECHUIO

Bricmiee ob6pazoBanue — OakagaBpuaT

WK

Bricmiee o6pazoBanue (HenmpoduiabHOE) — OakagaBpuaT U
JIOTIOJTHUTEIIBbHOE MPOdeccHoHaIbHOE 00pa30BaHUE — IPOTPAMMBI
podeccHOHALHON TIEPENOATOTOBKU B 00JIACTH YITPABIICHHSI IEPCOHATIOM
WK B 00JIACTH OpraHU3alii 1 HOPMUPOBAHHS TPY/a, CTUMYJIHPOBAHHS U
OILIaThl TPyZa

TpeboBanus Kk ONbITY
MPAKTUYECKON pabOThI

Oco0ble ycrnoBus JIoMycKa
K pabote

Jlpyrue XxapakTepucTHKH

PCKOMGHI[yeTCH JAOIIOJITHUTCIIBHOC HpO(I)eCCI/IOHaJ'IBHOC 06pa30BaHHe -
IporpaMMbl IMOBBIIICHUA KBaJII/I(I)I/IKaI_II/II/I B o0JjacTu YIIpaBJICHUSA
TIEPpCOHAJIOM UJIK OpraHu3alvv TpyAda U OIJIaThl ICPCOHAJIA
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JloTIOTHUTENbHBIE XaPAKTEPUCTUKN

HaumenoBanue 6a30Boii rpymiibl, JOHKHOCTH
HanmenoBanue nokymeHra Kon
(mpodeccun) nim crenuanbHOCTH
OK3 2423 Crnenanmuctsl B 067acTH I000pa ¥ UCHIOTIB30BAHUS
nepcoHasa

EKC - HHxeHep 110 HOpPMUPOBAHUIO TPYJa

- OKOHOMHUCT 110 TPYLY

- Menemkep no nepcoHary
OKIIATP 26583 Crienuaiuct 1o Kajapam

27755 OKOHOMHUCT IO TPYLY
OKCO 5.38.03.01 | DxoHOMHUKA

5.38.03.02 | MeHemKMeHT

5.38.03.03 | YmpaBneHue mnepcoHagoMm

3.5.1. TpynoBasi pyHKUHSA

HanmenoBanue

IIpoucxoxnenue TpynoBoi
GbyHKIIMN

TpynoBbie neCTBUS

Heob6xonumblie ymeHust

Opranuzanus Tpyjaa nepcoHana YpoBeHb
Kon E/01.6 | (momyposens) 6
KBaJTU(DHKAIIN
Oprrusan X 3aMMCTBOBAHO U3
OpUTHHAA
Kon Perucrparmonnslii Homep
OpHUrhHaja npodecCcHOHATBHOTO
cTanmapTa

Pa3paboTka cucteMbl OpraHu3alui 1 HOPMUPOBAHUS TPy/ia IepcoHaa
Buenpenue cuctembl opraHu3alii 1 HOPMHUPOBAHUS TpyJa MepcoHaa ¢
OTpeieNIeHueM TPYJOEMKOCTH, HOPMATHBHON YHCIEHHOCTH, Ipa(UKOB
paboT U yCIIOBUM OIIATHl TPyAa EpcoHaa

BoisiBneHue pe3epBOB MOBBIMICHUS MPOU3BOJUTENLHOCTH Tpyla H
KauecTBa HOPMUPOBAHUS TPyia

[ToaroToBka mpemIokKEHUH MO HU3MEHEHHUSIM YCIOBUH W OIUIaThl TpyAa
nepcoHaia

[ToaroToBka npeioxeHuii no GopMUPOBAHUIO OIOIKETA HA OPraHU3AIII0
TpyAa MepcoHaia

Omnpenenenve 3hdeKTUBHOCTH pabdOThl CHCTEMbl OpraHu3alvd U
HOPMHUPOBAHUS TPYAA HAa pabOYUX MECTax

Buenpste MeTObl pallMOHAILHOM OpraHu3anuu Tpyaa

AHanM3MpoBaTh COCTOSIHUE HOPMHUPOBAHUA TpyAa, KadecTBO HOPM,
roKasareseil mo Tpyuny

Ananmu3upoBath 3GHEKTUBHOCTh PabOTHl CUCTEMbI OpraHU3allMM TpyAa
NepcoHaa ¥ HOPMUPOBAHUS TPYyAa Ha pabouMX MecTax

CocTaBnsTh M KOHTPOJHMPOBATh CTAaThM pPACXOAOB Ha OIUIATy TpyAa
nepcoHana Juisl IUTAaHUPOBaHUsI OIO’KETOB

PaGorate ¢ mH(pOpMALMOHHBIMU cHCTEMaMH, HU(POBBIMU YCIyraMu M
cepBUCaMH B 00JaCTH OpraHU3ally U OIUIaThl TPY/la MepcoHaa
@®opMHpOBaTh MPEUIOKEHUS 10 aBTOMATH3allMd W LU(POBU3ALUU
MPOLIECCOB OPraHU3alMi 1 HOPMUPOBAHUS TPYAa

Pa3pabaTbiBaTh U 0(OPMIIATH JTOKYMEHTHI [0 HOPMHPOBAHUIO M OIJIaTe
TpyZAa NepcoHaia




Heob6xomuMble 3HaHUS

Jlpyrue xapakTepucTHKH
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Ob6ecrieunBaTh coONIOIeHNE TPEOOBAHUN 3aKOHOIATENbCTBA Poccuiickoii
Qenepaniii ¥ KOPIOPATHBHBIX TOJUTHK B o0Nactd  00paboOTKH
MePCOHATBHBIX JTAHHBIX U KOH(UIECHIINAILHON nHOpMaIn

Bectu nenoByro nepenucky

ColmrogaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Mertopl yueTa U aHajIu3a MmokasaTesei mo TpyAy U OoIiaTe Tpynaa
Meroasl ompenesieHUs, OIEHKH M CPaBHEHUS IPOU3BOJCTBEHHOMU
WHTEHCUBHOCTHU U HAIPSHKEHHOCTH TPYIa

MeTop1 HOpMUPOBAHUS TPYAA

Mertompl onipeieNieHrs: YUCICHHOCTH TTepcoHaia

MexoTpaciieBbie U OTpacaeBble HOPMATHUBBI TPYAOBBIX 3aTpaT
CoBpemennbie (HOPMBI, CUCTEMBI OIUIATHl U Y4YeTa MPOU3BOJIUTEILHOCTH
Tpy/a nepcoHasa

Cuctrembl, MeTonapl W (GOPMBI MaTEePUATHLHOTO W HEMaTEepPUATBHOTO
CTUMYJIMPOBAHUS TPYJla IepcoHalIa

Texnonornu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OFOKETOB
Texnonmornu, MeToABl W METOJAWKMA TIPOBEIEHUS  aHAIW3a |
CHUCTEMaTH3aIu1 JOKYMEHTOB U HH(POpMaIIUH

OCHOBBI JOKYMEHTO000POTa B TOKYMEHTAIIMOHHOTO 00eCTIeYeHUS
[Topsimox Tapudukamuu paboT U paboYuX, YCTAaHOBIEHUS TOJDKHOCTHBIX
OKJIAZIOB, JOIJIAT, Haa0aBOK W KOX(G(OUIMEHTOB K 3apabOTHOM IuIaTe,
pacyeTa CTUMYJIUPYIOIINX BBITIIAT

TapudHo-kBamupUKaIMOHHBIE CIHPABOYHUKH paboT U mpodeccuit
pabounx 1 KBATHU(PHUKAITUOHHBIE XapaKTEPUCTUKH TOJDKHOCTEN CITyXKallluX,
npodeccuoHallbHbIe CTaHIAPThI

OCHOBBI TEXHOJIOTUHU ITPOU3BOACTBA U IEATEIILHOCTH OpraHU3alNN
OpranuzanvoHHas CTPYKTypa OpPraHU3allMM M BAaKaHTHBIE JTOJKHOCTHU
(mpodeccun, cienaTbHOCTH)

[lonuTHka 1 cTpaTerust OpraHu3aluu Mo NepPCoHaIy

DKOHOMHMKA TpyAa

OcHoBbI 00111IeH U COIMALHOM MCUXOJIOTHH, COLMOJIOTHH U MICUXOJIOTHH
Tpyna

HopmaTtuBHbIE TPaBOBBIE AKTHI, OIPEIEISAIONIME HOMBI TPYIOBOTO ITpaBa
OCHOBBI apXHBHOT'O 3aKOHOJATEIbCTBA U HOPMATHUBHBIE MPABOBBIE AKTHI
Poccuiickoit ®epeparuun B o0nacTd BeNCHHS JOKYMEHTAIMH IO
NepCOHAIY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNIbcTBA Poccuiickoit deneparuu
3akoHoiatenbeTBO Poccuiickoi denepanuu 0 MepCOHATBbHBIX JaHHBIX
JloxanpHple HOPMATHUBHBIE AKTHI OPraHU3aLUU, PETYIHPYIOLIUE MOPSAIOK
OpraHu3aluy 1 HOpPMUPOBAHUA TPyJa IepcoHalIa

Criennanu3upoBaHHble HHPOPMAIIMOHHBIE CUCTEMBI, ITU(POBBIE YCIYTH U
CEpBHCHI B 00JAaCTH OpraHU3alliU U OIJIAThl TPy/Aa MepcoHala, TPaHHIIbI
WX IPUMEHEHUS

OcHOBHBIE METPUKH M AaHATUTHYECKHE Cpe3bl B OO0JACTH MPOIECCOB
OpraHu3aluy 1 HOPMUPOBAHUS TpyAa

[IpaBuiia BesieHUs 1€T0BOM EPENUCKU

Hopwme! 3THKH 1€710BOTO OOIIeHUS



3.5.2. TpynoBasi pyHKUHSA

31

HanmenoBanue

[IpoucxoxneHue TpymnoBoit
GbyHKIIIHU

Opranu3zanus orjaTsl TpyAa nepcoHana Yposenb

Kon | E/02.6 | (nomyposers) 6

KBaJTU(UKATTHN

Oprrunan X 3arMCTBOBAHO U3
OpHUrHHAJIA
Kon Perucrpanmonsslii Homep

OpUTHMHala poQeCCHOHATHFHOTO

cTaHjaapTa

TpynoBbie nelcTBUS

Pa3paboTka cucTeMsbl OIUIATHI TPYy/Ia EPCOHANA

®opmupoBanue Oromkera (OHAA OIUIATHI TPyAa, CTUMYIUPYIOIIMX U
KOMIIEHCAIIMOHHBIX BBITLIAT

Brenpenue cucteMsl o1uiaTel Tpya rnepcoHaia

HOI[FOTOBKa HpeI[HO)KeHI/Iﬁ MO0 COBCPIICHCTBOBAHUIO CHUCTEMBI OINIAThI
Tpy/Ja nepcoHaa

Heobxonumblie ymeHust

[IpyMeHATh TEXHOJOTMM MaTEPUAIBHOW MOTHBALMA B  YIPABJICHUHU
IIEPCOHAIIOM

AHanu3upoBaTh COBPEMEHHBIE CHCTEMBI OIUTATBI W MaTepPHAIBHON
(MOHETapHOW) MOTHBAITUHU TPYAA JJIS 1IEJeH OpraHu3aun

AHanu3upoBaTh YPOBEHB OIUIATHI TPY/Ia MEPCOHaIa O COOTBETCTBYIOITUM
pohecCHOHATBHBIM KBATHU(UKAIUSIM

[IpoBOIUTH MOHUTOPHUHT 3apabOTHOM IJIATHI Ha PHIHKE TPYJa

CocTaBisTh M KOHTPOJHMPOBATh CTAaTbU pPACXOJOB Ha OIUIaTy Tpyaa
nepcoHaa Juisl IIaHUpOBaHUs OroKeTa

AHanu3upoBath (HOPMbI MATEPUAIBHOTO CTUMYJIHUPOBAHMS, KOMITEHCAIUI
U JIbTOT B OIUIAaTE TPyJAa MepcoHanta

PabGoTtate ¢ MHpOPMANMOHHBIMH CHUCTEMaMHU, MU(PPOBBIMU YCIyramMu M
CepBUCAMH I10 OTUIATE TPy IepCOHAA

(DOpMHPOBaTB MNPpCAJIOKEHUE 110 aBTOMAaTU3aAlMHU U I_[I/I(prBI/ISaHI/II/I
IIPOLECCOB OILIAaThI Tpyaa

CocTaBnsaTh IIPOTrHO3bI Pa3BUTH: OIIJIAThI TPyda IIE€pCOHAIa

ObGecneunBaTh coOI0IcHNE TpeOOBaHUN 3aKOHOAATENbcTBa Poccuiickoit
denepaniui ¥ KOPIOPATUBHBIX IMOJUTHK B o0jacTH  0OpaboOTKH
MEePCOHANBHBIX JTAHHBIX M KOHPUICHIIMATBLHON HHPOPMAITUH

Bectu ACJIOBYIO IICPCIIUCKY

Co0mrogaTh HOPMBI ATHKHU JICJIOBOTO OOIICHHS

Heo0OxonuMble 3HaHUS

CDOpMBI 1 CUCTCMBI 33pa6OTHOﬁ IJIAThI, IOPAJOK COCTABJICHUA 6IO,Z[)K€TOB

CI/ICTGMLI, MCTOJbI H (I)OpMBI MAaTCpHUaAJIbHOIO W HCEMATCPUAIIBHOI'O
CTUMYJIMPOBAHUA Tpyda MEpCOHAJIA

TexHoa0ruM 1 METOAbI (bOpMI/IpOBaHI/ISI " KOHTPOJIA 6IO,ZL)I(GTOB n (bOHHOB

Iopsinok Tapudukanuu padboT U pabouuX, YCTaHOBJIEHHS JOKHOCTHBIX
OKJIaJIOB, JIOTJaT, Hajg0aBOK M KO3((UIMEHTOB K 3apabOTHOW miate,
pacuera CTUMYJIUPYIOIIHMX BBIILIAT

Metoasl ONpCACIICHUA YUCICHHOCTHU IICPCOHAJIA

TapudHo-kBanMpUKaLMOHHBIE CIPABOYHUKH PabOT U podeccuii padbounx
U KBATU(HUKAIMOHHBIE XapaKTEePUCTHKH  JIOJDKHOCTEH  CIIyXKallluX,
npodeccuoHaNbHbIE CTaHIAPTHI

Merto bl yueTa U aHaJIM3a ToKa3aTesnel o Tpyay U 3apaboTHOM miiaTe

TCXHOJ'IOFI/II/I, MCTOAbI 1 MCTOAUKHU IIPOBCACHU aHAJIN3a U CUCTEMATU3alluN
JAOKYMCHTOB U I/IH(bOpMaI_II/II/I
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[lonutuka u cTparerust OpraHu3aluy Mo MepcoHaILy

OpranuzalioHHasi CTPYKTypa OpraHU3allMd W BaKaHTHBIE JIOJDKHOCTH
(mpodeccun, CrIeUaIBHOCTH )

HOpMaTI/IBHBIG IIPaBOBLIC AKTHI, OIPCACTIAOIINC HOMBI TPYAOBOI'O ITpaBa

OcHOBBI HAJIOTOBOT'0 3aKOHO1aTesbeTBa Poccuiickoit @enepanuun

3akoHoarenbcTBO Poccuiickoit denepanny o nepcoHaIbHbIX JaHHBIX

JloxanpHple HOPMATUBHBIE AKThl OPraHU3allUy, PEryIUPYIOIIHME OILIaTy
TpyAa

OCHOBBI S)KOHOMHUKHU TpyAa

OCHOBBI TEXHOJIOTHH MMPOU3BOACTBA U ACATCIILHOCTU OpTraHU3allvn

OCHOBBI JOKYMEHTO000POTa M TOKYMEHTAIIMOHHOTO O0eCTiedeHUs

[Topsiok 3aKiIt0ueHus JOrOBOPOB (KOHTPAKTOB)

OcCHOBBI O0IIEH M COIUAIEHON IICUXOJIOTHH, COIMOJIOTHH M IICHXOJIOTHU
Tpyna

Crienmanu3upoBaHHble HH()OPMALMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEpBHCHI B 00JIACTH OpraHU3alMy U OIJIATHI TPY/ia IEPCOHaa, TPAaHUIbI UX
MIPUMEHEHUS

OCHOBHBIE METPUKH W AaHAJUTHYECKHE Cpe3bl B OOJACTH TPOIIECCOB
o0ecrieyeHns OTUIaTHI TPy/a epcoHaa

Hopmbl 3Tk 1e710BOTO 00IIIEHUS

Jpyrue xapakTepucTUKH

3.5.3. TpynoBasi pyHkumst

AJIMUHUCTPUPOBAHUE TTPOLIECCOB OPTaHU3ALNU YpoBeHb
HamMenoBauue | TpyJa, OIUIATHI IIEPCOHATA U cooTBeTCTBYOomero | Kox | E/03.6 | (momyposens) 6
JIOKYMEHT0060poTa KBaMHUKAIIH
IIpoucxoxnenue OBOH 3auMCTBOBAHO 13
P A PyA Opurunan X
GbyHKIIMN OpHIHHANA
Kon Perucrparmonnsrit Homep
OpHUrHHaja npodecCHOHATBHOTO
cTanmapTa

TpynoBbie necTBUs

HOKYMCHTEIHI/IOHHOC U OpraHu3allMOHHOC COIIPOBOXIACHHUE CHUCTEMBI
OpraHu3allui TpyJda U OIUIATHI TpyAda IEpCOHAIA

IToaroroBka Hpe,Z[J'IO)KeHI/Iﬁ 10 COBCPHICHCTBOBAHHIO CHUCTCMBI
OpraHu3allui U OIUVIAThI TPpyJda ICPCOHAJa

[ToarotoBka u 00paboTKa 3ampocOB U yBEIOMIJIEHUH O pPaOOTHHUKAX B
rOCy/IapCTBEHHbIE OpraHbl, MPEACTaBUTEIbHbIE OPTaHbl PaOOTHUKOB IO
CHUCTEeMaM OIUIAThl ¥ OpraHU3aluu TPy/a IepcoHana

OpFaHI/ISaHI/IOHHOC U JOKYMCHTAIIMOHHOC COIIPOBOXKJACHUC NOTOBOPOB Ha
OKa3aHHUC KOHCYJIbTAalUOHHBIX, HH(bOpMaHI/IOHHBIX yCiayr mo CcucreMam
OIUIAaThl W OpraHvu3allui TpyAda IIEpCOHAJIa, BKIIHOYAd NPCABAPUTCIIBHLIC
MIpOoUCAYPHI 11O UX 3aKITFOYCHUTIO

Heo0xonumele ymeHus

O(l)OpMJ'ISITL AOKYMCHTBI IIO BOIIpOCaM OIUIATBI W OpraHUu3allui Tpyda
nepcoHalia, MMpEeACTaBISACMbIC B rocyaapCTBCHHLIC OpraHbl,
NPpCACTAaBUTCIIbHBIC OPIraHbI pa60THI/IKOB

AHaJ'II/I3I/IpOBaTB HOPMAaTUBHBIC 1 METOJUYICCKHUEC NOKYMCHTBI II0 BOIIPOCaM
OIIIaThI U OpTraHrU3alyu Tpyada NepCoHalIa
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OpI‘aHI/ISOBBIBaTb XpaHCHHUEC JOKYMCHTOB B COOTBETCTBUU C TpCGOBaHI/IHMI/I
3akoHomarenscTBa Poccuiickont denepanuu M JIOKAIBHBIMU  aKTaMu
OpraHu3aluu

BecTu yueT u peructparuio J0KyMeHTOB B HH(POPMAITMOHHBIX CUCTEMaX U
Ha MaTE€pUAJIbHBIX HOCUTEIISIX

PaGortatp ¢ MHPOPMALMOHHBIMU CHCTEMaMH, LUU(PPOBBIMU YCIyraMu H
CepBUCAMU IO AJMUHUCTPUPOBAHUIO JOKYMEHTOOOOpOTa B 00JIacTH
OpraHu3alluy U OIJIATHI TPy IepCOHaa

dopmMupoBaTh MPEUIOKEHUE TI0 aBTOMATH3alMK U IHPPOBU3AMNN
npouecca aAMUHUCTPUPOBAHUS JOKYMEHTO00OpOoTa B 00JacTH OILUIATHI U
OpraHu3aluu Tpyaa

[IpousBoauTh HpeaBapUTEIbHBIE 3aKYIMOUYHBIE MPOLETYPHl U OPOPMIIATH
CONYTCTBYIOIIYIO TOKYMEHTALMIO MO 3aKIOYEHUIO IOTOBOPOB

O6ecnieunBaTh coOmto/ieHNe TpeOoBaHUM 3aKoHOAATeNbcTBa Poccuiickoit
denepaniui W KOPIOPATUBHBIX TMOJUTHK B 001acTH  0OpabOTKH
MIePCOHATBHBIX TAHHBIX B KOH(DHUICHITHATEHO N HHDOpMaIim

Bectu nenoByto nepenucky

Co0OmrogaTh HOPMBI ATHKH JIEJIOBOTO OOIIECHHS

Heo0OxoauMele 3HAHUS

[Topsimox odopmiteHus1, BeIeHUS U XPaHSHUS JOKYMEHTAITUHU TI0 CHCTEMaM
OTUIaThl ¥ OpraHU3alMU TPY/Aa epcoHanta

HopmartuBHble mpaBOBble aKThl, PETYIUPYIOIIME IMpaBa U OOS3aHHOCTH
rOCYJapCTBEHHBIX OPraHOB M OPraHU3alUM 10 NPEJOCTABICHUIO YUETHON
JOKYMEHTalu1

Texnonoruu, MeTo1bl 1 METOIUKH ITPOBEICHUS aHAIN3a U CUCTEeMAaTHU3alUuH
JOKYMEHTOB M UH(pOopMauu

TapudHo-kBaTMPHUKAITMOHHBIE CIIPABOYHUKU PadOT H mpodeccuit pabounx
U KBATU(HUKAIMOHHBIE XApPAKTEPUCTHKH JIOJDKHOCTEH  CITy)KalllHX,
npodeccHoHaTBbHBIE CTaHAAPTHI

Crenmanu3upoBaHHble UH()OPMALIMOHHBIE CUCTEMBbI, IU(PPOBBIE YCIYTH U
CEpPBUCHI MO AIMUHUCTPUPOBAHUIO JOKYMEHTOO0OPOTA IIPOIIECCOB OILIATHI
Y OpraHu3aliy Tpya MepcoHaa, rpaHuilbl KX IPUMEHEHUs

JlokannHBIE HOPMATHUBHBIC aKTbl OpraHuU3aluy, PEryIupyromuc mnopsaaok
OIlIAThI, OpTraHUu3allui U HOPMHUPOBAHUA TPYydad

OCHOBEI ,Z[OKYMGHTOO6OPOT3 U JOKYMCHTAlITMUOHHOI'O oOecrneyeHus

[Mopsimox QopmupoBaHusi, BelAeHHs] 0a3bl JAHHBIX W MPEACTABICHUS
OTUYETHOCTHU IO CUCTEMAaM OIUIAThI M OpraHU3aluu Tpy/a MepcoHana

HOpMaTI/IBHLIe IIPaBOBLIC AKTHI, OIIPEACIIAIOIINC HOMBI TPYAOBOT'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIbCTBA U HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit @enepannu B 001acTH BeIeHUs TOKYMEHTALIUU 110 IIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOJAaTENIbcTBA Poccuiickoit denepanun

3akoHoaarenbcTBO Poccuiickoil denepaniv 0 nepcoHaNbHbIX JAHHBIX

[Topsimok 3akitoueHUsT JOrOBOPOB (KOHTPAKTOB)

[Topsimok  mpoBeAeHHs  3aKyMOUYHBIX mpoueayp u  0ohOpMICHUS
CONYTCTBYIOIIEH TOKYMEHTAlUU

HOpMLI OTHUKHU OCITO0BOI'O O6H_ICHI/I5{

HpaBI/ma BEJICHUS JIEIOBOM MEPCIINCKU

Jlpyrue xapakTepucTHKH
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3.6. O0001meHHast TpyaoBasi pyHKIHMS

CATCIBbHOCTD I1I0 (DOPMUPOBAHUIO YpoBeHb
HanmenoBanue I[ N (b PMHD o Kon F P 6
KOPIIOPATUBHOM COLMAIIBHOU IOJIMTUKN KBATH(HKALITH
TIpoucxoxnenre 0000IEHHON 3aMMCTBOBAHO U3
P . i Opwurunan X
TPYIOBOH (hyHKIHH OpHruHaja
Kon Perucrpannonsslii Homep
OpHIMHaja poeCCHOHATTBHOTO
CTaHgapTa

Bo3MoxkHbIe CrienualiicT 1Mo COHaIbHBIM ITporpaMmmamM
HAaMMEHOBAaHUSA Crnenuanuct mo paboTe ¢ MpeICTaBUTEIbHBIMU OpraHaMy PaOOTHUKOB

noJokHOcTeH, npodeccuit | CnenuaiucT N0 KOPInopaTuBHON COLMAIbHON MOJTUTHKE
Crieninanuct 1o nepcoHaty
Menemxep no nepcoHary

TpeboBanus Bricniee o6pazoBanue — 6akanaBpuar

00pa30BaHUIO U O0YUYECHUIO | WU

Bricmiee o6pazoBanue (HenpoduiabHOE) — OaKkamaBpuaT u
JOTIOTHUTEIBHOE Mpo(deccuoHambHOoe 00pa3oBaHNe — MPOrPaMMBI
podeccHOHATFHON TIEPENOATOTOBKH B 00JIACTH YITPABIICHHSI TEPCOHATIOM
WU B 00JIACTH COITUATBHON MTOJTUTHKU

TpeGoBanus K OTIBITY -
MPAKTUYECKOU pabOThI

OcoOble ycrmoBUsI TOTTycKa | -
K paboTe

Jlpyrue XxapakTepucTuku | PekoMeHIyeTcs TOTIOTHUTENbHOE IPO(eCcCHOHATBHOE 00pa30BaHHUE —
MPOTrpaMMBbI TIOBBIIICHHS KBATH(PHUKAIINN B O0JIACTH YIPABICHHS
MIEPCOHAJIOM WJIN COITUAILHON TIOJTUTUKA

,HOHOJ'IHI/ITCJ'IBHBIC XapaKTECPUCTUKU

HanmMenoBanue 6a30BOi IPyIIIbI, TODKHOCTH
HaumeHnoBanue nokymeHnra Kon
(mpodeccun) UM CeUaIbHOCTH
OK3 2423 CreniaiucThl B 00JIaCTH IMOA00Pa M KCTIOJIb30BAHMS
nepcoHasa

EKC - Crnenuanuct no Kaapam

- Menemkep 1o nepcoHany
OKIIATP 26583 Crnenuanuct no Kaapam
OKCO 5.38.03.02 | MenemxMeHT

5.38.03.03 | YmpaBneHue nepcoHaaoMm

3.6.1. TpynoBas GpyHKUHSA

PazpaboTka KOpIOpaTUBHON COLMATILHON YpoBeHb
HanMeHOBaHHE | 1o o Kon F/01.6 | (momyposens) 6
KBaJTU(UKAITN




[IponcxoxneHne TpymoBoit
GbyHKIIIN
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X 3aMMCTBOBAHO U3

Opuruzan
OpUTHHAJA
Kon PeructpannoHsubsiit HoMmep
OpUTHHAaJa poQeCCHOHATHHOTO
cTaHjaapTa

TpynoBsie neicTBUS

PazpaboTka KOPIOPAaTUBHBIX COLUATBHBIX MPOTPAMM

PazpaboTka cucTemsl BBITUIAT paOOTHUKAM COLUAIBHBIX JIBTOT

Opranuzanus B3aUMOJEHUCTBHUSI C  IPEACTAaBUTEIbHBIMU  OpraHaMu
pabOTHHUKOB, OOIIECTBEHHBIMUA OPTraHU3AIUSIMH, C TOCYAapCTBEHHBIMU
OpraHaMu

[ToarotoBka mnpemioxeHuit mo QopmupoBaHuio OromkeTra B 00JacTH
obecreueHnst KOpPIoPaTUBHOM COUATLHON TOJIUTUKH

Heobxonumblie ymeHust

Omnpenensate  HeneBble  Ipynmbsl  MEepcoOHana  Juid  Pa3pabOTKU
CHEIHATM3UPOBAHHBIX COIIMAJIBHBIX IPOrpaMM

JoBoauTh MH(POPMAIIUIO O COIMAIBHBIX MPOrpaMMax J0 LEJIEBBIX TPYII
nepcoHaia C HUCMOJIb30BaHNEM WHCTPYMEHTOB BHYTPEHHHUX
KOMMYHUKaIUH

BoiOupate KpuTepuM M ONPENENSITb YPOBHH  YAOBIETBOPEHHOCTH
epcoHana

Hcnonp3oBare MaTepHalibHblE U HEMATEPHUAIIBHBIE CUCTEMBI, METOJBI U
(hopMbI MOTUBALIMYU B YIIPABJIEHUHU [IEPCOHATIOM

Onpenensatb 00bEMBI CPEJCTB U peaH3alliil COIUATBHBIX TapaHTHH,
KOPIIOPATUBHBIX JIBIOT M WHBIX AJIEMEHTOB KOPIOPATUBHBIX COIMATBHBIX
nporpamMm Jyisi GOpMHUPOBAHUS OIOKETOB

CocTaBisTh M KOHTPOJIMPOBATh CTAaTbU pAcXoJ0B Ha COILUAJbHbBIE
MIPOrpaMMBbI JJIs TUTAaHUPOBaHUS OIOPKETOB

[IpousBoauTh penBapUTeNbHbIE 3aKyIIOYHbIE TPOLIEAYPHI U 0POpMIIeHHE
COIYTCTBYIOLIEH JOKYMEHTAILIUHU I10 3aKJII0YEHHIO TOTOBOPOB

PaGorath co cneuuanu3supoBaHHBIMU HH(POPMAIMOHHBIMU CHCTEMaMH,
UM(POBBIMU YCIIYTaMU U CEpPBUCAMHU [0 YIPABICHUIO MEPCOHAIOM B
00JacTH KOPHOPATUBHON COLIMATBLHON MOJIMTUKU

@dopmupoBaTh MPEIOKEHHUS MO0 aBTOMATU3allMd M LU(pOBU3ALUU
rpolecca pa3padoTKi KOPHOPATUBHOM COLIMATBHON MOJUTUKU

OO6ecnieunBaTh coOMOIeHNE TPeOOBaHUI 3aKOHOAaTeNIbcTBa Poccuiickoi
Qenepallii ¥ KOPIOPATUBHBIX TMOJUTUK paboToaatenss B o01acTu
00pabOTKH MEPCOHAILHBIX TAHHBIX U KOHPHUACHIMAIbHON HH(OpMaIuu

Bectu ACJIOBYHO IICPCIIUCKY

Co0OmrogaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0OxonuMble 3HaHUS

HOprI[OK 1 MCTOAbI pa3p8.60TKI/I IUIAHOB M IIporpaMm COLHMAJIbHOTI'O
Pa3BUTUA OpraHU3alluN

MerTob! aHaIK3a BBIOJHEHHSI COLMANIBHBIX TPOTPaMM U OTIPEAETICHUS UX
HSKOHOMHUYECKOH 3 HEKTUBHOCTH

Cuctembl, MeToasl M (OPMBI MAaTEpUATBHOTO U HEMAaTepHUaIbHOTO
CTUMYJIUPOBAHUS TPy/a epcoHaa

TexHoJ0ruM 1 METOAbI (bOpMI/IpOBaHI/ISI " KOHTPOJIA 6IO,ZL)I(GTOB

Metoapl TIPOBENEHHS] COIMOJIOTMYECKHX HCCICIOBAHUN, W3Y4YCHUS
0OIIECTBEHHOTO MHEHHUSA

TeXHOJ'IOTI/II/I, MCTO/JbI u MCETOJHUKHU MIPOBCACHUA aHajJn3a n
CUCTCMATU3allM JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

[Topsimoxk  mpoBeneHWS  3aKyNOUYHBIX Tpoueayp #  odopmieHus
CONYTCTBYIOIIEH TOKYMEHTAlUU
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OcHOBEBI HpOI/ISBOI[CTBCHHOf/'I ACATCIIbHOCTU OpTraHu3aliun

OcHOBBI O0IIEH U COMAIBHON ICUXOJIOTHH, COIMOJIOIMH M TICUXOJIOTUH
TpyAa

CrpykTrypa, LieaH, CTpaTerus 1 MOJIUTHKA OPraHU3aluy 10 IEPCOHAILY

TapudHo-kBanMPUKAIUOHHBIE CIPABOYHUKH padoT u  mpodeccuid
pabounx 1 KBaH(PUKAIMOHHBIE XapaKTEPUCTUKHU JOIDKHOCTEH CITy)KaIIUX,
podeCCHOHAITBHBIC CTAHIAPTHI

Crnenranu3upoBaHHble HHPOPMAITMOHHBIE CUCTEMBI, IU(PPOBBIC YCIYTH H
CEpBHCHI IO YIPABJIEHUIO I[EPCOHAJIOM B 00JacTU KOPHOpPaTHUBHON
COLIMAJILHOM MOJINTUKU, TPAHULIbl UX IPUMEHEHUS

OCHOBHBIE METPHUKH U aHAIUTUYECKHE CPE3bl B 00JACTH KOPIOPATUBHOU
COIIMAILHOM MOJIUTUKHU

HOpMaTI/IBHI)IC ITPAaBOBBIC AKThBI, ONIPECACTIAIOIMINEC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOaTeNIbCTBA Poccuiickoit denepanun

HopmartuBHbIe NpaBOBBIE aKThl, PEryJIHUpYIOIIKME MpaBa U 00S3aHHOCTHU
rOCy/IapCTBEHHBIX OPTaHOB, MPEJCTABUTEIbHBIX OPraHOB paOOTHHUKOB

3akoHogarenbcTBO Poccuiickoit denepanuu o nepcoHANIbHBIX JAHHBIX

JloxanpHple HOPMATHUBHBIE AKTHl OPraHU3ALMH, PETYIUPYIOIINE MOPSI0K
(hopMHpOBaHUSI COITUAIBHOM MOTUTHUKH

[Topsiok 3aKiI0ueHs JOTOBOPOB (KOHTPAKTOB)

[IpaBusna BeneHus 1€I0BOM MEPETUCKHI

Hopmbl 3Tk 1e710BOTO 00IIIEHNUS

Hpyrue xapaKTepUCTUKHI

3.6.2. TpynoBasi pyHKums

Peanuzanust KopnopaTuBHOM COIMATIBLHOM YpoBeHb
HanMeHOBaHHE | o wimprs Kon F/02.6 (momypoBeHB) 6
KBaJM(DUKAIU

[Ipoucxoxnenue TpynoBou
GbyHKIIMN

3arMCTBOBAHO U3

Opurunan X
OpHI'HHANA
Kon Perucrparmonnsrit Homep
OpHI'HHANAa poeCcCHOHANBEHOTO
cTaHaapra

TpynoBeie neiicTBus

BHC,Z[pCHI/IC KOPIIOPATUBHLIX COOUAJIBHBIX ITPOI'paMM

Peanu3anusi cuctemMbl COLMANBHBIX JIBIOT, BHIIUIAT pAOOTHUKAM C Y4E€TOM
TpeboBaHul 3aKOHOMaTeNIbcTBA Poccuiickoii denepanun

OueHka yIOBJIETBOPEHHOCTH II€PCOHANA KOPIOPATHUBHOM COLIMAIBHOU
HOJIMTUKOH

Onenka 3(QQeKTUBHOCTH MEpPONPUATUNA KOPHOPATHUBHOM COLMATBHON
MOJIMTUKU

IloaroroBka Hpe,[[J'IO)KeHI/Iﬁ o COBECPHICHCTBOBAHUIO MepOHpI/ISITI/Iﬁ
KOpHOpaTHBHOﬁ COLIMAJIbHOM ITOJIUTUKU

[ToaroToBka mpeiokeHuit mo GopMupoBaHHIO OIOKETa Ha peau3aIiio
KOPIIOPAaTUBHOM COIMAIbHON MOJIUTUKU M COLIMATIBbHBIX MPOTrpaMM

Heo0xonumele ymeHus

PaccuurtsiBaTh 3aTpaThbl Ha MMPOBEACHUC CIICIHUAIN3UPOBAHHBIX
COUAJIBHBIX MIPOTpaMM

[IpoBOAUTP MOHHMTOPUHI  YCHEIIHBIX KOPHOPATUBHBIX COIMAJIBHBIX
porpamm

[IpoBoauTE MEPONIPUATUSA B COOTBETCTBUU C KOPIIOPATUBHOM COLMAIIBHOMN
HOJUTUKON
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Onpenenatb  I€JI€BbIE  TPYIIIBI nepcoHasa A CO3aHUS
CHEIMATU3UPOBAHHBIX COIMATIBHBIX TPOrpamMm

Onpenenarb KpUTEPUU U YPOBHH YIOBJIETBOPEHHOCTH II€PCOHAA

Omnpenensats 3pHeKTHBHOCTD MEPONPUATHI peann3yeMoil KOpIopaTHBHOM
COLMAIBHON MTOJIMTUKA

Opranu3oBbIBaTh B3aUMOJEWCTBUE C TOCYAAPCTBEHHBIMU OpraHamy,
MIPEICTaBUTENbHBIMU OpPraHaMu paOOTHUKOB, OOIIECTBEHHBIMU M MHBIMU
OpraHM3alusaMU II0 BOIIPOCAM pPEAM3aUUU KOPIOPATUBHON COLMAIBHOU
MIOJIUTUKH

AHanu3upoBaTh PBIHOK YCIYr TO OCYIIECTBJICHHUIO COIMAIBHBIX U
CIICLIMAIM3UPOBAHHBIX  MPOTPAMM  COLIMAIBHON TMOJACPKKHA  YICHOB
LIEJIEBBIX TPYII U TOTOBUTH MPEUIOKEHUS MO UX MOCTaBIIUKAM

[Ipou3BoUTE MpenBapUTENbHBIE 3aKyIOYHbIE MPOLETYPHl U 0(OPMIIATH
CONYTCTBYIOIIYIO JOKYMEHTALMIO 110 3aKIOYEHUIO JOTOBOPOB

Paborate co cneunanu3supoBaHHBIMU HH(POPMAIIMOHHBIMH CUCTEMAaMH,
uM(pPOBBIMU yCIAyraMd W CEpBHCAaMHM IO YIPABIEHUIO IEPCOHAIOM B
00J1aCTH KOPHOPATUBHON COLIMATIBHON MOJIMTUKU

O6ecnieunBaTh COOJIIOICHNE TPEOOBAaHUMN 3aKOHOJATENBCTBA Poccuiickoit
®denepaniii ¥ KOPIMOPATUBHBIX TMOJUTHK B 00MacTH  00pabOTKH
MIePCOHATBHBIX JTAHHBIX M KOH(DHUISHITHATEHO N HH)OpMaIiH

Bectu nenoByto nepenucky

CoOmrogaTh HOPMBI ATHKHU JIEJIOBOTO OOIIECHHS

Heo06xoanMele 3HaHUS

Metompl aHaTM3a BBITIOTHEHUST KOPIIOPATHBHBIX COIMATIBHBIX MPOTPaMM U
oTpeieTICHUs UX SKOHOMHUECKOU d(h(PEeKTUBHOCTH

Cucrembl, MeToabl, (OpMBI MaTEepUaIbHOTO U  HEMAaTEepPUAIBHOTO
CTUMYJIMPOBAHUS TpyJla IepcoHaia

MeTonpl  TPOBEACHHUS  COIMOJIOTUYCCKUX — HCCIICIOBAHUN, HM3yYCHHS
0O0II[ECTBEHHOTO MHEHHUA

TexHonoruu, METOAbl U METOAUKY MTPOBEJICHUS aHAIIM3A U CUCTEMaTH3au1
JOKYMEHTOB M UH(popMauu

HopmartuBHble TpaBOBBIE aKThl, PEryIHUPYIOIIHE IMpaBa U OOSI3aHHOCTH
rOCy/IapCTBEHHBIX OPraHOB, IMPEICTABUTENIBHBIX OPraHOB PAOOTHUKOB IO
MIPEIOCTABJICHUIO YUETHOM TOKYMEHTAIlUU

[lopsimox  mpoBedeHHs  3aKyNOYHBIX Mmpouenyp H  odopmiieHus
COIMYTCTBYIOIIEH JOKYMEHTALUU

CprKTypa, LCJIN, CTPATCIUS U ITOJIUTUKA OpraHrU3alviy 110 IIEpCOHAITY

TapudHo-kBaTM(PHUKAITMOHHBIE CIIPABOYHUKN PadOT U mipodeccuii pabounx
U KBAIM(UKAIIMOHHBIC XAPAKTCPUCTHKH  JIOJDKHOCTEH  CIy)XKallluX,
podeccHoHaAbHBIC CTaHIAPTHI

OCHOBEBI HpOI/ISBO,HCTBCHHOﬁ JACATCIIbHOCTU OPraHu3aluu

OCHOBBI O6H_ICI\/'I U COLMAJIbHOMN IICUXOJIOTUH, COIIMOJOIuu U IICUXOJIOTNH
Tpyda

Crnenuanu3upoBaHHble HH(QOPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CepBUCHI IO YNPABICHHUIO TEPCOHATIOM B 00JAaCTH KOPIOPATUBHOM
COLIMAIbHOM MOJIMTUKH, TPAHUILIBI UX TPUMEHEHHS

OcHoBHEBIE MCTPUKHU U AHAJIMTUYICCKHUE CPC3bI B obactu KOpHOpaTHBHOﬁ
COIIMATBHOM ITOJIUTUKU

HOpMaTI/IBHLIe IIPaBOBLIC AKTHI, ONIPCACIIAIOIINC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOJaTeNbCcTBa Poccuiickoit denepanun

3akoHoaarenbcTBO Poccuiickoil denepanniv 0 NepcoOHANbHBIX TAHHBIX
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JlokanpHbple AaKTBl OPraHMU3ALUU, DPETYIUPYIOLIUE IOPSANOK BHEAPEHUS
COLIMAIBbHOMN MOJIMTUKHA

[Topsiok 3akiIF04UeHMs JOTOBOPOB (KOHTPAKTOR)

HopMmeI 3THKH [1€710BOTO OOIICHUS

Jpyrue xapakTepucTuKku

3.6.3. TpynoBasi pyHKUHSA

AJIMUHHUCTPUPOBAHHUE TTPOLIECCOB KOPIOPATUBHOM VpoBeHb
HaumenoBanne | COIMAIIBHOM IMOJMTHKU U COOTBETCTBYIOIIETO Kon | F/03.6 | (momyposens) 6
JIOKYMEHT0060pOoTa KBaMHUKaIIm
IIpoucxoxnenu BOM MMCTBOBAHO U
POUCXOXKJIEHUE TPYOBO Oprusan X 3auMCTBOBAHO U3
GbyHKIIIU OpHUruHasa
Kon Perucrpaimonsslii Homep
opurvuHaia HpO(i)eCCI/IOHaJ'ILHOFO
craggapTra

TpynoBeie nericTBus

[ToaroroBka mpennoKeHUl MO Pa3sBUTHIO KOPHOPATHBHOW COLMAIBHOMN
TTOJIMTUKH

IloaroroBka NpeI0KEHUN o o0ecreueHun o COOTBETCTBUSI
KOPITIOPATHBHOM COIUATBHON TOJIMTHKH TPEOOBAHUSM 3aKOHOATEIHCTBA
Poccuiickoit @enepaiuy 1 yCIOBUAM PbIHKA TPY/a

JlokymeHTarmoHHoe  oOpMIICHHE  pe3ylIbTaTOB  KOPHOPATUBHOMU
COLIMAJILHOM MOJIUTUKHU

JIOKyMEHTAIlMOHHOE U OPraHU3al[IOHHOE COMPOBOXKICHHE MEPONMPUITHI
KOPHOPATUBHOM COIMAIbHON MOJUTUKU

[ToaroroBka m 00paboTKa 3ampoCcOB U YBEIOMJICHHH O pPabOTHUKAX B
TOCYJapCTBEHHBIC OpTaHbl, MPEICTABUTEIBHBIC OpPraHbl Pa0OTHHKOB IO
BOIIPOCaM COIUAILHOM TOJIMTUKY B OTHOIICHUH TIepCOHAIIA

CompoBok/ieHHE JOTOBOPOB IO OKa3aHHIO KOHCYJIbTAlMOHHBIX H
MH(OPMALIMOHHBIX YCIYT MO pean3allud MEpONPUATUN KOPIIOPATUBHOMN
COLIMANIbHOM TOJUTHKH, BKIIIOYasl MpeABapUTEIbHbIC MPOLEAYpPhl MO HUX
3aKJIIOUEHUIO0

Heo6xonumbie ymeHus

OdopMisATh JOKYMEHTHI IO BOMNPOCaM KOPHOPATHUBHOM COLMANBLHOM
MIOJIUTUKH, MIPEI0CTaBIISIEMbIE B TOCyIapCTBEHHbBIC OpTaHblI,
MIpe/ICTaBUTEIbHBIC OPTaHbl pAOOTHUKOB

AHanu3upoBaTh NOpaBUiia, MOPSJIKHU, MPOLEAYPHl  KOPHOPATUBHOM
COIIMANILHOM MOJIMTUKU

O0ecneynBaTh AOKYMCHTAIITMUOHHOC COIIPOBOXKIACHUC COI_II/IaJ'ILHOI‘/’I
ITOJIMTHUKH B OTHOIICHUH IICPCOHAJIA

OpFaHI/ISOBLIBaTI) XpaHCHHUEC JOKYMCHTOB B COOTBCTCTBHU C Tpe6OBaHI/ISIMI/I
APXHUBHOI'0 3aKOHOJATCJIILCTBA Poccutickoit d)ez[epaum/l 1 JIOKaJIbHBIMHU
AKTaMU OpraHUu3aluu

[Ipou3BoaNTh MpenBapUTENbHbIE 3aKYNOYHBIE MPOLEAYPhl U O(GOPMIATH
COIYTCTBYIOIYIO JOKYMEHTALMIO M0 3aKJIFOUEHHUIO JJOTOBOPOB

Pabortath ¢ MHPOPMALMOHHBIMU CHCTEMaMH, LU(PPOBBIMU YCIyramMu H
CEpBHCAMM IO BONPOCAM KOPIOPATUBHON COLMAIBHOM IIOJUTHKU B
OTHOIIEHUH [IEPCOHAJIA

@®opMHpOoBaTh MPEAJIOKEHHE IO aBTOMATH3alMU U IU(PPOBHU3ALMU
nporecca TOKyMEeHTo000poTa, CBA3aHHOTO C peasln3alieil KopnopaTuBHOM
COLIMAJIBHOM MOJINTUKH
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ObecrieunBaTh coOMOIcHNE TPeOOBAHUI 3aKOHOAATENbCTBA Poccuiickoii
Qenepaniii ¥ KOPIOPATHBHBIX TMOJIMTAK B 00macT  00paboOTKH
MEPCOHAIBHBIX JAHHBIX U KOHPHACHIIMATLHONH HHOOPMAIUH

Bectu nenoByro nepenucky

Co0mro1aTh HOPMBI STHKH JICTIOBOTO OOIICHHUS

Heob6xoaumele

3HaHUA HOpSII[OK O(i)OpMJIeHI/Iﬂ, BCACHUA W XpaHCHHA OOKYMCHTALlUKU II0
COIII/IaJII)HOI\/JI IMOJIMTUKE B OTHOICHHWHU IIEPCOHAJIa

[Mopsimox popmupoBanusi, BeAcHHUs] 0a3bl JAHHBIX W MPEACTABICHUS
OTYETHOCTH M0 BOMPOCAM COLUUATIBHOM MOJUTHUKU B OTHOLIECHHUH [IEPCOHANIA

TexHonoruu, METOAbI U METOJIMKU MPOBEACHUS AHAIN3A U CUCTEMAaTU3alUuN
JTOKYMEHTOB U HH(MOpMAIUN

OCHOBBI JOKYMEHTO000POTA M TOKYMEHTAIMOHHOTO 00eCTIeYeHUs

Tapuduo-kBanupukanoHHbIE CIIPAaBOYHUKH PA0OT U npodeccuii pabounx
U KBAIM(QHUKAIMOHHBIE XapaKTEPUCTHUKU  JIOJDKHOCTEH  CIyXKalluX,
npohecCuoHaIbHBIC CTAHIAPTHI

[lopsimox  mpoBeAeHHs  3aKyHNOYHBIX Mmpoueayp U 0opOopMIEHHUS
COIYTCTBYIOIIECH JOKYMEHTALIKN

Crienmanu3upoBaHHble HH()OPMALMOHHBIE CUCTEMBI, IU(PPOBBIE YCIYTH U
CEpBHUCHl B 00JIACTH COLMAIbHOM MOJUTHUKMA B OTHOUIEHHH IE€pPCOHAa,
TPAHMIBI UX IPUMEHEHUS

HOpMaTI/IBHBIe IIPAaBOBLBIC AKThI, OIIPEACTIAIOIINE HOMBI TPY/IOBOI'O IIpaBa

OCHOBBI apXI/IBHOFO 3aKOHOATCJIbCTBA U HOpMaTI/IBHI)Ie HpaBOBBIe AKTBhI
Poccuiickoit Denepannn B 006JaCTH BEACHUS TOKYMEHTAIIUN IO TIEPCOHATTY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTesibcTBa Poccuiickoit denepannu

HopmartuBHble mpaBOBblE akThl, PETYIHPYIOMIME MpaBa U OOS3aHHOCTH
rOCy/IapCTBEHHBIX OPraHOB, MPEACTABUTEIbHBIX OPTaHOB PaOOTHUKOB IO
MIPEIOCTABJICHUIO YUETHON TOKyMEHTAIlUU

3akoHoatenbcTBO Poccuiickoi denepannu 0 MepCOHATBHBIX JaHHBIX

JlokayibHble HOPMATHUBHBIE AaKThl OpPraHU3allid, PETYIUPYIOLIHE MOPAI0K
BHEJPEHUS KOPIOPATHUBHOW COLMAIbHOW TMOJUTHUKA U  COLHUAIbHBIX
MpOrpaMm

[Topsinok 3akit0ueHUs JOrOBOPOB (KOHTPAKTOB)

HopMbl 3THKHM 1€710BOTO 00IIEHNUS

[IpaBuna BeneHus AeI0BOM NEPENUCKU

[pyrue xapakt

CPUCTUKHU -

3.7. O0001menH

asi TpyaAoBasi pyHKUMSA

HanmenoBanue

[poncxoxnenne o0o0OMIEeHHON
TPYAOBOH (pyHKIMU

OHepaHI/IOHHOC YIIpaBJICHHUEC IIEPCOHAIIOM U v
OBEHb
Ko p

CTPYKTYPHBIM ITOAPA3AETICHUEM hi G N — 7
OpraHu3alun

3arMCTBOBAHO U3

Opurunan X
OpHUruHaIa
Kon Peructpanunonusiii Homep
OpHUrMHaa npodecCroHaTHLHOTO
CTaHIapTa

BosMmoxHbIe
HauMEHOBaHU

JOJDKHOCTEH, podeccuit

PykoBoauTens CTpyKTYpHOIO NOApa3AEIICHUS
HavanbHuK cTpyKTypHOTO Nopa3aeaeHus
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TpeGoBanwmst k
00pa30BaHUIO 1 0O0YUCHHIO

Beiciiee o0pa3oBaHie — MarucTparypa

NN

Briciiee o6pazoBanue (HempopuibrHOE) — MarucTpaTypa u
JONOJTHUTEIBHOE MPOPEeCcCHOHATBHOE 00pa30BaHUE — IPOTPAMMBI
npoQecCHOHATBLHOM MEPENoArOTOBKY B 00IaCTH YIIPABICHUS IEPCOHATIOM
HJIM SKOHOMUKHU TpyJda WM MCHCIKMCHTA

TpeboBanus K OIBITY
MPAKTUYECKON PabOTHI

He menee msiti jieT B 0051aCTH yIIpaBIeHHS IEPCOHATIOM

Oco0ble ycroBHs IOITycKa
K pabote

Jpyrue xapakTepucTUKH

JIOTIOJTHUTEIBHBIE XapAKTEPUCTUKN

HanmeHnoBanue nokymeHnrta Kon

HaumenoBanue 6a30B0ii rpyIiibl, JOHKHOCTH
(mpodeccun) niM CrenuanbHOCTH

OK3

1212 VYnpasinsmomuye TpyA0BbIMU pecypcamu

EKC

- Hauvaneauk otnena kaapos

- Haganpamk OTJAC/Ia OpraHru3ali U OIIATBI TPpyada

Haganpamk OTJAc/Ia MOATOTOBKH KaJIpOB

OKIIJITP

24696 Havanpauk oT/ena (ympasieHus: KapamMu U
TPYIOBBIMH OTHOIICHHUSIMH)

24705 Havanpauk oTaena (G yHKIHOHAIBEHOTO B MPOYHX
00J1aCTAX AESITEILHOCTH)

OKCO

5.38.04.01 | DxoHomuKa

5.38.04.02 | MeuemKxMeHT

5.38.04.03 | YnpasiieHue nepcoHaioM

3.7.1. TpynoBasi pyHKums

Pa3paboTka cucTteMbl ONIEpalluOHHOTO VpoBeHb
Haumenosanue yIIpaBJIEHUs IEPCOHAIIOM U paboTON Kox | G/01.7 | (momyposers) 7
CTPYKTYPHOTO MOAPA3AECIECHU OPraHU3aluu KBaHHUKAIIH
IIpoucxoxnenue OBOM 3anMCTBOBAHO U3
P A PyA Opurunan X
byHKIMN OpHI'HHANA
Kon Perucrpaunonnsiii Homep
OpUTMHAaJIa poeCcCHOHANTBHOTO
cTaHaapTa

TpynoBeie neiicTBus

Pa3paboTka miuaHOB, pOrpaMM U MPOLEAYP YIIPaBICHUS IEPCOHATIOM

ITocranoBka OIICPAaTUBHBIX LeiaeH mo BOIIPOCAaM YIIPaBJICHHUSA IIEPCOHATIOM

PazpaboTka nmpeu1osKeHuil o CTpyKType MnoapasAeiaeHus 1 NoTpeOHOCTH B
nepcoHaie

Pa3paboTka mpennokeHuidl Mo oOECHeueHUI0 KaapoBOW 0e30MacHOCTH,
o0ecreyeHni0 nepcoHaoM, GOPMUPOBAHUIO CHCTEM OIICHKH, Pa3BUTHS,
OpTraHHU3aI|H U OTLIATHI TPY/a, KOPIIOPATUBHBIM COLIUATBHBIM IIPOTPaMMaM
Y COIMATIbHOM MOJUTUKE

PazpaboTka mpeanoxeHuid o 3arpaTax M (OpPMHUpPOBAHUHU OlOJKETa Ha
IIEpCOHAN

KonTposne ucnonnenus Orw/pkera GoHIa OIIIAThl TPYy/Aa, CTUMYIHPYIOIIUX
Y KOMIIEHCAIIMOHHBIX BBINJIAT
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Pa3zpaboTka mnpeuIokeHUH IO 3aKIIOYEHUIO JIOTOBOPOB B 001acTH
yIpaBJICHUs] TEPCOHAJIOM C TOCTaBIIMKAMU YCIYI M IPOBEJICHHE
MPEIBAPUTENBHBIX MPOLEAYP MO UX 3aKIIOYCHUIO

HeoOxoaumeie ymeHUst

Opranu3oBbIBaTh pabOTy NepcoOHaa CTPYKTYPHOIO MOAPA3ICICHUS

Omnpenensts 3aa4y NepCcoHaIa CTPYKTYPHOTO MOJPA3/ICIICHUS] UCXOAs U3
LIE€JIEN U CTPATETUH OPraHU3aluu

CoznaBaTh M ONUCHIBaTh OPraHU3aLMOHHYIO CTPYKTYpPY, LENH, 3aJadu,
(GYHKIUU CTPYKTYPHOTO TOIPA3ICICHUS

[IpumeHATh METOABl YHPABICHUS MEXIMYHOCTHBIMU OTHOILLIECHUSIMH,
dbopMupoBaHHS KOMaHJ, Pa3BUTUS JUACPCTBA W HCHOJHUTCIHLHOCTH,
BBISIBJICHHS TAJIAHTOB, OTIPEICTICHUS YIOBIECTBOPEHHOCTH pabOTOM

Onpenensts, aHANU3UPOBATh, MOJAEIUPOBATh U BBICTPAUBAaTh BHYTPEHHUE
KOMMYHHKAIMU [IEPCOHAIIA

P33pa6aTI)IBaTI) MMPOCKTHBIC MPCATIOKCHUA U MCPOIIPHUATHUSA I10 MMOBBIIICHUIO
3¢ deKkTUBHOCTU pabOTHI IEpCOHAa

BHenpsth cTpaTeruto yrpasieHHs IEpCOHAIOM

CocTaBisiTh, pacCUUTHIBATh, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTATHU
pacxo/s0oB Ha IEpCOHal, pa3pabaThiBaTh MPEUIOKEHUS MO 3aTrparaM Ha
nepcoHai st GopMUpPOBaHUS OIOKETA

[IpencraBnsaTe MHTEpECHl OpraHM3allid W BECTH IIEPErOBOPHI €
MIPE/ICTaBUTEIbHBIMU ~ OpraHaMi paOOTHHKOB, B3aMMOJECHCTBOBATH C
roCyJapCTBEHHBIMHU OpraHU3aALMSIMHU

AHanu3upoBath HMH(POpMANUIO O TIOCTABIIMKaX YCAyr B 00JacTu
YIIPaBJICHUS TIEPCOHAIIOM U 00 YCIIOBUSIX 3aKIFOYaEMbIX IOTOBOPOB

[IpousBoauTh MpeaBapUTEIbHBIE 3aKYNOUYHbIE MPOLEAYPHl U OPOPMIIATH
COMYTCTBYIOLIYIO JOKYMEHTAILIMIO MO0 3aKJIIOUYEHUIO JJOTOBOPOB

OpranuzoBbiBaTh ¥ MPOBOAWTH KOPIOPATUBHBIE MEPONPUATUS C
MIEPCOHAJIOM

PaGorate ¢ mH(pOpPMaLMOHHBIMU CHUCTEMaMU, HUGPOBBIMU yCIyramMu M
CepBHCaMHM IO  BOINpPOCAaM  YIpaBJICHUS IEPCOHAJIOM B  YacTH
OTIEPAllMOHHOTO YIPABJICHUS TIEPCOHAIOM M PabOThl CTPYKTYPHOTO
MoApa3/IeeHUs

@opmMupoBaTh  NPEUIOKEHHUS O  pealld3allud  MEPONpPUSITHUHA IO
obecreyeHn0 He0OX0IMMOT0 YPOBHS KaIpOBOM O€30MaCHOCTH

CDOpMI/IpOBaTB NpCIOKCHUA 110 aBTOMaTU3allUu U L[PI(I)pOBI/ISaI_II/II/I
nponecca OICpallMOHHOTO  YyHpPABJICHUA  IICPCOHAJIOM U paGOTOﬁ
CTPYKTYPHOTI'O IIOAPA3ACIICHUA

ObGecneunBaTh coOMIOIcHNE TpeOOBAaHUK 3aKOHOAATENbCcTBa Poccuiickoit
denepanii ¥ KOPIOPATUBHBIX TMOJUTHK B oOjacTu 00pabOTKH
MePCOHANBHBIX JIAHHBIX ¥ KOHPUACHIIMATHHON HHpOpMaLIHK

Bectu nenoByro nepenucky

CO6J'IIOI[3TL HOPMBI 3TUKHU [JCJIOBOTO 06IJ_ICHI/I}I

HeO6XOI[I/IMI>IC 3HaHUA

Metoapl, crmocoObl M  WHCTPYMEHTHI  YIPABJICHUS  IIEPCOHAIIOM,
oOecrieueHnst KaApOBOH OE30TaCHOCTH

HeJ’II/I, CTPATCT U pa3BUTHUA U OM3HeC-TUIaH OpraHu3anuvu

COI_II/IaJ'ILHaH IMOJINTUKA, KOPIIOpATHBHAA KYJIbTYypa, IIOJIMTHKA YIIPABJICHUSA
IICPCOHAJIOM OpraHnu3alun

MeTtoasl aHaIK3a KOJUYECTBEHHOIO M Ka4YeCTBEHHOTO COCTaBa IepCoHaIa

CucteMbl CTaHAAPTOB MO OM3HEC-TpolieccaM, TpodeccusiM, HopMaM Tpyaa

Cuctembl, Metoabl M (GOpPMBI MaTEPUAIBHOTO M HEMAaTepUAIBHOTO
CTUMYJIUPOBAHUS TPy/a NepcoHasa
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TexHonoruu u MeTo 16l GOPMUPOBAHUS U KOHTPOJISE OIOJHKETOB

Ilopsinok  mpoBeneHHs  3aKyMOUYHBIX  Opoueayp MU O(pOpMIICHHS
COITYTCTBYIOILEH JOKYMEHTALIMU

OCHOBEBI HpOH?;BOI[CTBCHHOfI ACATCIIbHOCTH OpPraHru3alnn

OCHOBBI 00IIICH M COIMAIBHON TICHMXOJIOTUH, COILMOJOTHH M IICUXOJOTHH
Tpy/aa, S9KOHOMHUKU TPy/a, 0€30TacHBIX YCIOBUM TpyIa

OpranuzanvoHHasi CTPYKTypa OpraHu3aluu

TapudHo-kBanMPUKAINOHHBIE CIIPABOYHUKH PadOT 1 ipodeccuii padbounx
U KBaTU(HUKAIMOHHBIE XApAaKTEPUCTHKH JIOJDKHOCTEH  CITyXKalluX,
podeCcCHOHAITBHBIC CTAHIAPTHI

Crienmanu3upoBaHHble HH()OPMALMOHHBIE CUCTEMBI, IU(PPOBBIE YCIYTH U
CEpBUCHI B 00JIACTH ONEPALMOHHOIO YIPABICHHS MEPCOHAIIOM U paboToi
CTPYKTYPHOTO HOJpa3/AeIeHMs], TPAHULIBI UX IPUMEHEHUS

OCHOBHBIE METPUKU U AaHAIUTUYECKHE CPE3bl CUCTEMBI ONEPALMOHHOIO
yIpaBJIEHUS EPCOHATIOM U pabOThl CTPYKTYPHOTO MOAPA3/IEIECHUS

HOpMaTI/IBHI)IC IPAaBOBLIC AKThI, ONPEACTIAIOIINC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIhCTBA W HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit @enepannu B 06J1aCTH BEACHUS TOKYMEHTAIIUH TI0 TIEPCOHATTY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepannu

OCHOBBI MUTPAIIMOHHOTO 3akoHoOAaTenbcTBa Poccuiickoit denepaunu B
00J1aCTH TIPUBJICUCHUSI U TPYAOYCTPOUCTBA MHOCTPAHHBIX TPAXKIAH U JIHI]
0e3 rpakIaHCTBA

OCHOBBI AAIMUHUCTPATUBHOIO 3aKOHOJaTeNbCcTBa Poccuiickoit denepanuu
B 00JIaCTH YNIPABJICHHUS MEPCOHAIOM M OTBETCTBEHHOCTH JOJDKHOCTHBIX

JIAL]
3akoHonarenbcTBO Poccuiickoit @enepanuv MO 3alIATE MEPCOHATBHBIX
JAHHBIX

JloxanpHbIE HOPMATHBHBIC aKThl OpPraHU3allUM B OOJACTH YIpaBJICHUS
MepCOHAIOM

[Topsinok 3akiIt0ueHUs JOrOBOPOB (KOHTPAKTOB)

HopMbl 3THKHM 1e710BOTO 00IIEHNUS

Jlpyrue xapakTepucTuku | -

3.7.2. TpynoBasi pyHKums

Peanu3anus onepanyioHHOTO yIpaBIeHUS YposeHs
HanmenoBarne | IEPCOHAIOM U pabOThI CTPYKTYPHOTO Kox | G/02.7 | (momyposens) 7
MOAPA3/ICIICHUS OpraHu3alluu KBaTH(HKALIH
oo O [ x| Semomion
Kon Peructpanunonusiii Homep
OpHTrHHAIAa podeCcCHOHANTBHOTO
cTaHaapra
TpynoBeie neiicTBus [TnanupoBaHue NESTENBHOCTH CTPYKTYPHOTO MOApa3AeNeHHUs U epcoHana
OnepaTuBHOE YIpaBlIeHHE MEPCOHAIOM CTPYKTYpHOTO TMOJpa3AeneHus
OpraHu3aIun

Pacyer 3aTpar mo moapa3ieNeHHI0 M TOArOTOBKA MPEIOKECHHM IS
(hopmupoBanust Or0KETa

Pa3pa60TKa CTaHAApTOB ACATCIIBHOCTU IMOAPA3ACICHUA U YHI/I(I)I/IKaL[I/ISI
IIpoOLECCOB
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[IpoBeneHne MHCTPYKTa)Ka [0 OXpaHe Tpya

[locranoBka 3amau  paOOTHUKAM  CTPYKTYPHOTO  MOJpa3esieHus,
OTIPEJIENIEHUE PECYPCOB /TSl X BBIIOJHEHMSI, KOHTPOJIb UCIIOJIHEHUS

Pa3paboTka mpemyiokeHuil Mo YIyUYIICHUIO TOKa3aTesield NesITebHOCTH
OApa3/JIeeHUs

@®opMupOBaHUE OTYETOB O PAOOTE CTPYKTYPHOTO MOIPA3ICTICHUS

HeoOxoanmele ymeHwMs

Onpenensats 30Hbl OTBETCTBEHHOCTH U A3(PPEKTUBHOCTH pabOTHI IEpCOHANA
CTPYKTYPHOTO MOJpAa3/eJIeHus, PACHpeleaTh 3aJaud U olecreyuBaThb
MaTepHUAIbHO-TEXHUUYECKUE PECYPCHI ISl UX UCIIOTHEHMUSI

[IpuMeHsSTP  METOABI  ONEPATUBHOTO  YIPABJICHUS  TIEPCOHAIOM
OopraHu3aium, o0ecrnedeHus KaapoBoil 0€30MacHOCTH

KoHTponupoBaTte HCHOIHEHHME MOPYYEHMM U 3a4ad, CBOEBPEMEHHO
KOPPEKTUPOBATH IIJIaHBI U 3a/1a41

Onpenensarts  nmokaszarean  3(QeKTUBHOCTH  paboThl  IEepcoHana
M0JIpa3IeTICHUS

YpapisTe MOTUBAIMEN IEPCOHANA, ETO BOBJICYEHHOCTHIO U JUCUUTIIIMHOM
Tpyaa

CocraBiATh IIIaHBl  JCATENBHOCTH  CTPYKTYPHOIO  MOJPa3JeIICHMS
OpraHu3auu

CocraBiATh, pacCUUTHIBATh, KOPPEKTUPOBATh U KOHTPOJIUPOBATH CTATHHU
pPacxoI0B CTPYKTYPHOTO TMOApa3aeaeHus st GOpMHUPOBaHUSI OIOKETOB

[Ipou3BoauTh  aHaNM3  TEKyWEd  JIEATEIBHOCTH  CTPYKTYPHOTO
MOJPA3ACIICHNS U BHEAPATH MPOLEAYPHI IO €€ ONTUMH3ALNN

[IpencraBiasTh UWHTEpeChl OpraHMW3allud U BECTU IEPErOBOPHI  C
rOCyIapCTBEHHbIMU  OpraHaMi,  [peJCTaBUTEIbHBIMU  OpraHamu
paboOTHUKOB IO BOIIPOCAM MepcoHasa

Bectu nmeperoBopbl ¢ MOCTaBIIMKAMH YCIIYT 1O YCIOBUSM 3aKIIOYaeMbIX
JIOTOBOPOB

[IpousBoauTh MpeaBapUTEIbHBIE 3aKYMOYHbIE MPOLEAYPbl U OPOPMIIATH
COMYTCTBYIOLIYIO JOKYMEHTAILIMIO MO0 3aKJIFOUEHUIO JJOTOBOPOB

[IpoBouTH ayAUT pe3yabTaTOB pabOTHI C IEPCOHAIOM

PaGorate ¢ uHGOpMaLIMOHHBIMU CHCTEMaMH, U(PPOBBIMU CEPBUCAMHU 10
OTIEPAllMOHHOMY YIPABJICHUIO MEPCOHAIOM M PabOTOH CTPYKTYPHOIO
MOoApa3IeIeHUs

dopmMupoBaTh MPEIOKEHUS MO aBTOMAaTH3alUuu M IU(PPOBU3ALUU
OTICPAllMOHHOTO YIPAaBIEHUS TMEPCOHAIOM M PabOTOH CTPYKTYPHOTO
MOApa3IeIeHUs

ObecneunBaTh coOIOIcHNE TpeOOBaHUK 3aKOHOAATENbCcTBa Poccuiickoit
denepaniui ¥ KOPIOPATUBHBIX IMOJUTHK B oOnacTd  oOpaboOTKH
MePCOHANBHBIX TAHHBIX ¥ KOHPUICHIIMATBHON HHPOpMaLIHK

Bectu nenoByro nepenucky

CO6J'IIOI[3TL HOPMBI 5TUKHU JCJIOBOTO O6H.I€HI/IH

HeO6XOI[I/IMI>IC 3HaHUA

TeOpI/II/I YIIpaBJICHUS IIEPCOHATIOM U €0 MOTHUBAITUN

(DOpMLI 1 MCTOABI OUCHKHU IICPCOHAJIA U PE3YJIbTATOB UX TPyda

TexHomorun OIICPATHUBHOI'O YIIPABJICHUA IICPCOHAIIOM OpTaHU3alun

Cuctembl, Meroabl M (GOpPMBI MaTEPUAIBHOTO M HEMAaTEPUAIBHOTO
CTUMYJIUPOBAHUS TPy/a epcoHaa

TexHoJ0ruM 1 METOAbI (I)OpMI/IpOBaHI/ISI " KOHTPOJIA 6IO,Z[)KCTOB

Metoasl YIIpaBJICHUA PpPa3BUTHEM U 3(I)(I)CKTI/IBHOCTLIO OopraHusalyu,
MCTO/JZIbI aHaJin3a BBIIIOJHCHUS IUIAHOB H IMPOrpaMM, OIPCACICHUSA HX
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HSKOHOMHUYECKOH A(PPEKTUBHOCTH, METOJBl OOecHeueHHst KaJpoBOii
0e301acHOCTH

OKOHOMUKA TpyJa

OpraHu3alOHHO-IITaTHAs CTPYKTYpa OpraHu3aluu

IlonuTHka YIIpaBJICHHUA  HCPCOHAIIOM, KOPIIOPATHBHAA  COLMAJIbHAA
IIOJIMTHKA, KOPIIOPATHBHAA KYJIbTypa

Lenu, cTparerus pa3BUTHs U OM3HEC-TIJIaH OPraHU3aluu

MeToauKH MIaHUPOBAHUS U IPOTHO3MUPOBAHUS IOTPEOHOCTH B TIEPCOHAIE

[Topsnok yperynupoBaHusi TPYAOBBIX CIIOPOB

TpeboBanus 1 mpaBuiIa MPOBEACHUS ayIuTa paboTHI C IEPCOHATIOM

Dopmsbl COLIMAIBHOTO [IapTHEpPCTBA W B3aWMOJECHCTBHUSA c
MIPe/ICTaBUTENbHBIMU OpraHaMy paOOTHUKOB U MHBIMU OpraHU3aIUsIMHU

[Topsimox  odopmieHuss KaapoBBIX JOKYMEHTOB M TMPUIAHUS UM
FOPUANYECKON CHIIBI

Tapuduo-kBanupukanoHHbIE CIIPAaBOYHUKU PA0OT U npodeccuil pabounx
U KBAIM(QHUKAMOHHBIE XapaKTEPUCTHUKU  JIOJDKHOCTEH  CIyXKalluX,
npodeccunoHaNbHBIC CTaHIAPTHI

[lopsimox  mpoBeaeHMs  3aKyHNOUYHBIX mpoueayp Hu  odopmieHHUs
COITYTCTBYIOIIECH JOKYMEHTALIHN

Crienmanu3upoBaHHble HH()OPMALMOHHBIE CUCTEMbI, IU(PPOBBIE YCIAYTH U
CEPBUCHI IO YIPABJICHUIO IEPCOHAIIOM, T'PAHULIBI X TPUMEHEHUS

OcCHOBHBIE METPUKH W AHATUTHYECKHUE CPE3bl CHCTEMBI OINEPAIMOHHOTO
yIpaBJIEHUS MEPCOHATIOM U PabOThl CTPYKTYPHOTO MOAPA3/IEICHUS

HopmartuBHbIe paBoOBbIE aKThl, ONPEALIISIONINE HOMBI TPYIOBOTO MpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIHCTBA W HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit Deaepannu B 006JaCTH BEACHUS TOKYMEHTAIIUN IO IEPCOHATTY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNIbCTBA Poccuiickoit deaeparuu

OCHOBBI MUTPAIIMOHHOTO 3aKoHoAaTenbcTBa Poccuiickoit denepanuu B
00J1aCTH TIPHUBJICUYCHUSI U TPYAOYCTPOUCTBA MHOCTPAHHBIX TPAXKIAH U JIHI]
0e3 rpakIaHCTBA

OCHOBBI aIMUHUCTPATUBHOIO 3aKOHOJaTeIbCcTBa Poccuiickoit @enepanuu
B 00JaCTH YNPaBJICHHS IMEPCOHAIOM M OTBETCTBEHHOCTH JOJIKHOCTHBIX
JINILL

3akoHosiatenbeTBO Poccuiickoi denepannu 0 MepCOHATBbHBIX JaHHBIX

JlokanbHbIC HOPMATUBHBLIC 4AKTbl OpraHu3alid B oOnactu YIIpaBJICHUA
IICPCOHAJIOM

OCHOBBI TPaBOBOTO PETYJIUPOBAHUS MOPSAJIKA 3AKIIOUEHUS TPaKIaHCKO-
MPaBOBBIX JJOTOBOPOB B COOTBETCTBUHU C 3aKOHOAATEILCTBOM Poccuiickoii
denepanuu

HpaBHna BCIOCHUA HCHOBOﬁ MMCPCIINCKU

HOpMLI OTHUKHU OCITO0BOI'O O6H_ICHI/I$I

Jlpyrue XapakTepucTUKH | -

3.7.3. TpynoBas GpyHKUHSA

Pa3paboTka u conmpoBoKIeHHE MTpoliecca YpoBeHs
Hanmenosarne | npOBU3ALNN U aBTOMATU3AINUN YIIPABJICHUS Koxn G/03.7 | (monyposens) 7
TIepCcOHANIOM KBaITU(UKAITHN




[IponcxoxneHne TpymoBoit
GbyHKIIIHN
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X 3aMMCTBOBAHO U3

Opuruzan
OpUTHHAJA
Kon PeructpannoHsubsiit HoMmep
OpUTHHAaJa poQeCCHOHATHHOTO
cTaHjaapTa

TpynoBbie nelcCTBUS

PazpaboTka mpemoxkeHMi 1O aBTOMATH3aMH W OU(POBU3AIUH
IIPOIIECCOB YIPABJICHHUS EPCOHAIOM

dopmynupoBaHUe IEed W 3a7ad aBTOMATH3AIMH W IH(PPOBU3ALNMU B
pamkax ctpareruu QyHKIUU yIpaBJICHUS NIEPCOHAIOM, O0IIel CTpaTerun
OpraHu3aiuy 1 o0ecTiedYeHnst KaapoBoi O€30MaCHOCTH

Koopaunarus u sxcneptusa pa3paboTKu cxeM HH(pOopMaIMOHHOTo 0OMeHa,
HOPMAaTHUBHO-CIIPAaBOYHON HMH(POpPMAIUHU, 3JIEKTPOHHBIX JOKYMEHTOB U
CHCTEM aBTOMAaTH3allMH MPOIIECCOB YIPABICHUS IEPCOHATIOM

Koopaunarus u skcneptrsa pa3paboTKi cxeM HHPOPMaIMOHHOro 0OMeHa,
HOPMAaTHUBHO-CIIPAaBOYHON HH(POpPMAIUHU, 3JIEKTPOHHBIX JOKYMEHTOB U
CUCTEM aBTOMAaTH3allMHU MPOIIECCOB YIPABIECHUS IEPCOHATIOM

Koopaunarus pazpaboTku u coriiacoBanue (yHKIIMOHATBHBIX TpeOOBaHUI
K aBTOMaTH3aluK U [UPPOBU3ALNN MPOIIECCOB YIIPABICHUS IIEPCOHATIOM,
B TOM YHCJIe TPEOOBAHMI K TIOJIb30BATEILCKUM MHTEpdeiicaM 1 1madbioHam

CornacoBaHue  perjaMeHTOB M HMHCTPYKIUMH 1o  pabore cC
aBTOMATH3UPOBAHHON CHUCTEMON B 00JacTH MPOLECCOB YIPABJICHUs
EePCOHAIOM

ComnpoBok/ieHue U (QYHKIMOHAIbHAA MPUEMKa CHCTEM IHU(POBU3AINU U
aBTOMATHU3allMM MPOIECCOB YIPABIEHUS IEPCOHAJIOM Ha  JTamnax
MIPOEKTUPOBAHMSI, TECTOBOW U OIMBITHO-TIPOMBIIIEHHOM KCILTyaTal[uu

Opranuzanus oOy4eHHUs CIEUHMAIUCTOB IO YIPAaBJICHUIO IEPCOHATIOM
WCIIOJIb30BAHMIO CHUCTEM aBTOMATH3alUMU U LU(POBU3AIMK YIPABICHUS
MePCOHANIOM U TTPO(PECCHOHAIBHOMN TOIIEPIKKHU TTOJIb30BaTEICH

Opranuzanus  (QYHKIUOHAILHOTO  MOHUTOPUHra  pabOThl  CHUCTEM
aBToMaTH3alu W UUM(POBU3AIMU  yIpaBICHHS  [EPCOHAIOM U
podeccuoHaIbHOM MOIEPKKH MMOJIb30BaTeNeH

Bengenue  mpoekTHOM,  MOJIB30BATENBCKOM M OKCIUTyaTalmoOHHOU
JOKyMeHTaIuu (B 001acTH (PyHKIIMOHAIBHBIX BO3MOKHOCTEH) HA CUCTEMBI
aBTOMAaTHU3aIMK U HU(POBU3AIMH ITPOLIECCOB YIPABICHUS IEPCOHATIOM

CDOpMy.]'II/IpOBaHI/IC HpeI[J'IO)KeHI/Iﬁ nmo MOACPHU3AIlMK W  PA3BUTHIO
CYIICCTBYIOMIUX CHCTCM aBTOMATHU3AllUHU U I_II/I(prBI/ISaI_[I/II/I YIIpaBJICHUA
IICPCOHAJIOM

ObecneunBaTh coOMIOIcHNE TpeOOBaHUN 3aKOHOAATENbCcTBa Poccuiickoit
denepanii ¥ KOPIOPATUBHBIX IMOJUTHK B  oOjacTH  oOpaboOTKH
MePCOHANBHBIX TAHHBIX ¥ KOHPUACHITMATBHON HHPOpMaLK

Heo0xonumele ymeHus

CoOuparh, aHaMM3MpPOBATH M  CHUCTEMATH3MPOBATH  HEOOXOJUMYIO
uHbOpMalMIO s aBTOMAaTHU3allMd M IU(POBHU3ALMU  MPOILIECCOB
yTIpaBJIEHUs IEPCOHAIIOM U 00ecTedeHusl KapoBoi 6€301aCHOCTH

VYrpaBiasare (QYyHKUMOHATBHBIMH TpeOOBAHUSAMH, JTallaMU IPOEKTOB
aBTOMATH3alMK U IM(PPOBU3ALIMH YIIPABJIECHUS [IEPCOHATIOM, U3MEHEHHUSIMHU
B HUX

PaGotate B cucTeMax yhpaBieHHsS MPOEKTaMH, TPEOOBAHUSIMU U
JTO0pabOTKaMHU 10 HUM

Pa3paGaTLIBaTL TCCTOBLIC U IPUCMOYHBIC CLHCHAPUN ACMOHCTPALIMOHHBIX U
06yqalonmx MaTCpHraIOB
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Opranu3oBbiBaTh U MPOBOJAUTH OOydYarONIME U KOHCYJIbTAI[MOHHBIC
MEpONpUATUS  JJi1  TOJb30BaTENed  CHUCTEM  aBTOMAaTU3aluu |
U(POBU3AIUH ITPOIIECCOB YIPABJICHUS IEPCOHATIOM

PaGorate B cuctemMax aBTOMaTH3alMl W [U(POBHU3AIMH TIPOIECCOB
YIIPABJICHUS TICPCOHAIOM

['oToBUTH M 3amMIIaTh IKOHOMUYECKHE M KaU€CTBEHHbIE 0OOCHOBAaHUS U
3pQPeKTsl aBTOMATH3aIMU W IH(PPOBHU3ALUN TPOLECCOB YIPABICHHS
IIEPCOHAIIOM

Co06mro1aTh HOPMBI STHKH JICTIOBOTO OOIICHHUS

Heob6xomuMble 3HaHUS

Mertoapl yrpaBlieHUS pa3BUTHEM M SPPEKTHUBHOCTHIO OpPraHHU3ALNH,
METO/Ibl aHalM3a BBIMOJIHEHHS IUIAHOB U NPOTpaMM, OINpPEAETCHHUS HX
9KOHOMMYECKON 3(ddeKTUBHOCTH, METOAbl oOOecrneueHuss KaJapoBOi
0€3011aCHOCTH

Mertozapl OLIeHKH PabOThl CTPYKTYPHBIX TOApA3CNECHUN, pe3ylbTaTOB U
3 (HEKTUBHOCTH NIEATETHHOCTH

Metonpl  mpoBeAeHMs ~ ayAuTa W KOHTPOJUIMHIA  ONEpPaTHBHBIX
YIIPaBJIEHYECKUX MTPOLIECCOB

TexHonoruu, METOAbI 1 METOJIMKY MPOBEICHUS aHAJIN3a U CUCTEMAaTHU3alN
JTOKYMEHTOB U HH(MOpMAIUu

IlonuTHKa YIIpaBJICHHUA  TCPCOHAIIOM, KOpPIIOpaTHBHAasA  COIMUaJIbHAasA
ITOJIMTHUKA, KOpIIOpaTUBHAA KYJIbTYypa

Tapuduo-kBanupukamoHHbIE CIIPABOYHUKH PA0OT U Mpodeccuii pabounx
U KBAMM(HMKALMOHHBIE XApaKTEPUCTHKH  JOJDKHOCTEH  CIIyXKalllMX,
po(hecCHOHAIbHBIE CTaHIAPTHI

OCHOBBI yIpaBieHHs POeKTaMH (TIPUMEHUTENFHO K MPOeKTaM B cdepe
WH(POPMAITMOHHBIX TEXHOJIOTHH)

OCHOBBI TMPOEKTUPOBAHUSI M TOCTPOEHUS HHGOPMAIMOHHBIX CHCTEM,
OCHOBHBIE TEXHOJOTMM U TpPEHIbl, HUMEIOLIMEe OTHOIIEHHE K cdepe
yIpaBJICHUs EPCOHATIOM

OCHOBEI JIMIECH3UPOBAHUS IIPOIPAMMHOIO 06CCHGLIGHI/I5[, O6p&30BaHI/I$I OCH
Ha IIporpaMMHBIC Cpe€acTBa u OLICHKH CTOMMOCTH BJIaJICHUA
I/IH(bOpMaI_[I/IOHHBIMI/I CHUCTEMaMU

OCHOBHBIE TIOJIOKEHHMSI TPAKIAHCKOTO 3aKOHoJaTenbcTBa Poccuiickoii
denepanun B 007aCTH HHTEIUICKTYAITbHON COOCTBEHHOCTH

HCJ'II/I " CTpaTCrusd pasBUTHUA OpraHHU3allun

HOpMaTI/IBHLIe IIPaBOBLIC AKTHI, OIIPECACIISAIOIINC HOMBI TPYJAOBOI'O IIpaBa

OCHOBBI apXUBHOTO 3aKOHOJIATEIbCTBA U HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit @enepannu B 001acTH BeIeHUs TOKYMEHTAILIUU 110 IIEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOATENbCTBA Poccuiickoit denepanun

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOAaTeabCcTBa Poccuiickoit denepamnmun
B 00JIaCTH yIpaBJieHHs] MEPCOHAIIOM U OTBETCTBEHHOCTH JOJDKHOCTHBIX
JINILL

3akoHoaarenbcTBO Poccuiickoit denepanniv 0 NepCOHANBHBIX JaHHBIX

TpeboBanust 3akoHonmatenscTBa Poccuiickoit @Penepanun B 00iacTH
IIPUMEHEHHUS DJIEKTPOHHOU MOAIUCH

JlokanbHble HOpPMAaTHBHBIE JIOKYMEHTBI OpraHM3allud B  OOJacTH
YIPaBJIEHUS IEPCOHAIOM

[Topsimok 3aKymo4HOM AEATEIHLHOCTH, 3aKIIIOUEHUS] U BEACHUS JIOTOBOPOB
(KOHTPAKTOB)

HOpMLI OTHUKHU OACITO0BOI'O O6IJ.[€HI/I$I

Jlpyrue xapakTepucTHKH
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HanmenoBanue

[IpoucxoxneHue TpymnoBoi
GbyHKIIIHU

AJIMUHUCTPUPOBAHKE IIPOLIECCOB ONEPALMOHHOTO v
o OBEHb
TIPABJICHHUA IICPCOHAJTIOM U a6OTOI/I CT TYPHOI'O P
yip p p PYKLYP Kon | G/04.7 | (momypoBeHs) 7
MOJIpa3AesieHUsl OpraHu3aluu u A
COOTBETCTBYIOIIETO JOKYyMEHTOO0OpOTa
HMMCTBOBAHO U
Opurunan X 3anMCTBOBARO 3
OpHUrHHAJIA
Kon Perucrpanmonsslii Homep
OpHUrHHAJIa poQeCCHOHATHLHOTO
CTaHIapTa

TpynoBbie nelCTBUS

AHanmu3 TPOIECCOB JOKYMEHTOOOOpOTa, JIOKAIBHBIX JOKYMEHTOB TIO
BONPOCaM  OTIEPAIIIOHHOTO  YIIPAaBIICHUS IEpPCOHAIOM U paboToi
CTPYKTYpPHOTO  TIOJIpa3/ieNieHusi,  OM3HEC-NPOIECCOB  OpraHH3allnHy,
yJIOBJIETBOPEHHOCTH TIEpCOHAA

JlokymeHTanimoHHoe  0GOpMJIEHHE  pPE3YyJIbTaTOB  OINEPallMOHHOTO
yIpaBieHUs TepcoHalla M paboThl CTPYKTYPHOTO TOJpa3/eieHuUs,
pe3yNbTaToB ayAuTa paboThl C IEPCOHATIOM

[logroroBka mnpemIOKEHUH IO PA3BUTHIO CHCTEM  OIEPALHOHHOTO
YIIpaBJICHUS] TEPCOHAIOM U PAaOOThI CTPYKTYPHOTO IOJPA3JENIEHUs, IO
HE0OXO0IMMbIM KOPPEKTUPYIOIIUM U IPEBEHTHBHBIM MepaM

Pa3paboTka cumcTemMbl aHamM3a M KOHTPOJII pabOThl TEpCOHaa,
MEPOTIPHUATHH TI0 00ECTICUCHHIO KaJIPOBOI O€30TIaCHOCTH

KonTponb, cpaBHEHHWE W aHAJIM3 TMPOIECCOB B OOJACTH OMEPATHUBHOTO
YIPABJICHHUS TIEPCOHAJIOM, PE3YJIbTAaTOB YIPABICHUYCCKUX MEPOIPHUSATHH,
omnpeneneHue (aKTOPOB, BBI3BIBAIOIIMX OTKJIOHEHHE OT IUIAHOBBIX
noKasaTtenei

[logrotoBka u o00paboTka 3ampocoB, YBEIOMIIEHUH, CBEAECHUH O
paboTHUKAaX B TOCYJapCTBEHHBIE OpraHbl, MpodeccuOoHAIbHBIE COIO3BI,
0OLIECTBEHHbIE OPraHU3aluN

ConpoBosk/iIeHHE JOTOBOPOB OKa3aHHUs YCIIYT 110 BOIPOCAM ONEPATHBHOIO
yIpaBJICHUS TEPCOHAJOM M paboTO CTPYKTYpPHOTO TMoOJpa3zeseHusl,
BKJIIOYAs IPEBAPUTEIbHBIC TPOLEAYPHI IO UX 3aKITIOUECHUIO

[ToaroToBka mpennoxeHuit Mo (OPMUPOBAHUIO OIOIKETa Ha IMEpPCOHAN
OpraHu3aun

Boinonnenue tpeGoBaHuil MO XpaHEeHUIO WHGOpPMAIMU O pe3yiabTaTax
JNEUCTBHUS CHUCTEM OIEPAIMOHHOTO YIPaBJICHHs MEPCOHAJIOM M PabOTOM
CTPYKTYPHOTO HOpa3aeICHH

Heob6xonumblie ymeHust

KouTponupoBath ~ MepompusiTuss MO  OOECHEYEHHIO  KaApOBOM
0€30MacHOCTH, MPOIECCHl YIPaBIEHUS TEPCOHAJIOM TOJpa3AeTeHH,
OTIPEIeNATh UX PE3YIbTATUBHOCTh U BBISBIATH (DAKTOPHI OTKIIOHEHHH OT
TJTAHOBBIX MTapaMeTPOB

Pa3pa6aTLIBaTL nporpaMmbl JOCTUIKCHUA eaeu u OIICPATHBHOTO PCIICHU A
3agaq HO,[[paB,[[eJ'IeHI/Iﬁ

Ananmu3upoBath, pas3pabareiBaTb M OQOPMIATH  JOKYMEHTBHI IO
OTIEpPAaTUBHBIM IIPOLIECCAM U UX pe3yJIbTaTaM

HpOBO,[[I/ITL ayJuT KaJIpOBBIX MHPOHCCCOB, IMPOLECAYP, O(l)OpMJ'IeHI/IH
KaJIPpOBLIX TOKYMCHTOB U JOKYMCHTOB 110 YIIPABJICHUIO IICPCOHAJIOM

KOHTpOJ'II/IpOBaTL pacxoIO0BaHUC 6IO,E[)KCTOB Ha NICpCOHAI
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OdopMIATh TOKYMEHTHI 110 ONEPAIMOHHOMY YIPABICHHUIO MEPCOHATIOM H
paboTe CTPYKTYPHOTO NIOAPAa3ACIICHNUs, [IPEACTABIISIEMbIE B
rOCyJapCTBEHHbIE OPraHbl, IPEICTABUTEIbHBIC OpraHbl pAOOTHUKOB

ObecnieunBaTh JTOKyMEHTALIMOHHOE COMNPOBOXKICHHE IO CHCTEMaM
ONEPAllMOHHOTO YIPABJIEHUS IEPCOHAIOM U paboTe CTPYKTYPHOIO
10JIpa3/IeIeHUs

OpFaHI/I3OBI)IBaTI) XpaHCHHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe6OBaHI/I$IMI/I
TPYIOBOTO MU apXUMBHOrO 3akoHoAaTesnbCcTBa Poccuiickoit depepanuu u
JIOKAJIbHBIMU aKTaMU OpraHru3aln

KontponupoBaTth UCIOJHEHHE JTOTOBOPOB IOCTABIIMKOB YCIYT IO
BOIIpOCAaM MepcoHaa

[Ipou3BoauTE 3aKymouyHbIE MpOLEnyphbl, OGOPMIATH U aHAJIU3UPOBATH
3aKyINOYHYIO JOKYMEHTALUIO

HpOBOI[I/ITI) MNEpEroBOpPbl W MNPCACTABIIATL HUHTCPCCHI OpPraHu3alui B
TOCYAapCTBCHHBIX OpraHax, NpcACTaBUTCIIbHBIX OpraHax pa60THI/IKOB 110
BOITpoCcaM I€pCoOHAIa

Bectu nenoByto nepenucky

Bectu YU€T U perucTpaluio JOKyMCHTOB B I/IH(i)OpMaHI/IOHHBIX CUCTEMAX U
Ha MaTCpHAJIBHBIX HOCUTCIIAX

PaGorate ¢ mH(pOPMaLMOHHBIMU CHUCTEMaMU, LU(POBBIMU yCIyramMu M
cepBUCaMHU B 00JIaCTH ONEPALMOHHOTO YIIPABJIEHUS IEPCOHATIOM U paboTOMI
CTPYKTYPHOTO HOJIpa3AeICHUS

®opmupoBaTh MPEIOKEHUS MO aBTOMAaTH3aluu U IUPOBU3ALUU
mpolecca OINEpalioHHOTO  YIpPaBJIEHUS MEpcoHalIoOM M paboToit
CTPYKTYPHOTO HOpa3aeIeHHs

OGecneunBaTh coOIOIeHNE TpeOOBAaHUN 3aKOHOAATENbCcTBa Poccuiickoit
denepanui ¥ KOPIMOPATUBHBIX IMOJUTHK B 00jacThd  00pabOTKH
MEPCOHATBHBIX JAHHBIX U KOHGHUICHIINATHLHONH HHOOpMAITUH

Bectu nenoByto nepenucky

Co0mrogaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0OxonuMble 3HaHUs

MeTtonpl  yrpaBicHHs pa3BHTHEM M S()(OEKTHBHOCTHIO OpraHU3aIUy,
METOJIbl aHaJHM3a BBIMOJIHCHHS IUTAHOB W IPOTPaMM, OMNPEACICHHUS HX
9KOHOMHYECKON 3(PPEeKTHBHOCTH, METOAbI OOCCIeUeHUs KaapOBOMH
0e30I1aCHOCTH

MeTobl OLIEHKH PabOThl CTPYKTYPHBIX MOJApa3JelieHui, pe3yabTaToB
TpyJAa MepcoHaia

MeTo1p1 IIPpOBCACHUA ayaura u KOHTPOJIJIMHI'a OIICPATHBHBIX
YIIPABJICHYCCKUX ITPOLECCCOB

CDOpMLI " CUCTEMbI MATCPUAJIBHOTO U HEMATCPHUAJIbHOI'O CTUMYJIIUPOBAHUSA
Tpyda nepCcoHajia

OCHOBBI JAOKYMCHTAITUOHHOT'O oOecrieueHus

HOpSII[OK O(I)OpMJ'IeHI/ISI, BCIACHUA U XPAHCHUS JOKYMCHTALIUU 110 CUCTCMaM
ONICPALIMOHHOI'O  YIIPABJIICHHUA TICPCOHAJIOM H pa60Te CTPYKTYPHOT'O
oApa3ACIICHUA

Iopsinok ¢opmupoBaHus, BeleHHs 0a3bl JaHHBIX M NPEAOCTaBICHUS
OTYETHOCTU IO CHCTEMaM OIIEPALMOHHOIO YIPABJICHHs NEPCOHAIOM U
paboTe CTPYKTYPHOTO MOApa3eIeHHs

TapudHo-kBanMpUKaLMOHHBIE CIIPABOYHUKH PabOT 1 ipodeccuii padbounx
U KBATU(HUKAIMOHHbIE XapaKTEPUCTUKH JIOJDKHOCTEH  CIIyXKallluX,
npodeccuoHaNbHbIE CTaHAAPTHI
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HopmaTuBHBIE NpaBOBbIE aKThI, PETYIUPYIOMIME IpaBa U OOS3aHHOCTH
rOCYJApCTBEHHBIX OPraHOB U OPraHU3ALMM 110 NPEAOCTABICHUIO YYETHOU
JOKYMEHTaluu

[lopsinok  mpoBeneHHs — 3aKyMOUYHBIX — Opouenyp U O(pOpMIICHHS
COITYTCTBYIOIIEH JOKYMEHTALIUU

IlonuTHka YIIpaBJICHHUA ICPCOHAIIOM M COLIMAJIbHAA ITOJIMTHUKA OpTraHru3alun

Opranu3alMoOHHO-IITaTHAs CTPYKTYpa OpraHu3aluu

HGHI/I " CTpaTCrusd pa3sBUTUA OpraHu3allun

busnec-mian u OM3HEC-ITPOLIECCH OpraHU3aluH

Crnenuanu3upoBaHHble HH(POPMALIMOHHBIE CUCTEMBI, IIU(PPOBBIE YCIYTH U
CEpBHCHI B 00JIACTU ONEPALIMOHHOTO YIPaBJIEHUs MEPCOHAIIOM U paboToil
CTPYKTYPHOTO ITOAPA3/IEIEHUs, TPAHALIBI UX IPUMEHEHHUS

OcCHOBHBIE METPUKU U AHAIUTUYECKUE CPE3bl CUCTEMBI OINEPAllMOHHOTO
YIIPaBJICHUS IIEPCOHAIOM U PA0OTHI CTPYKTYPHOTO MOAPa3AEICHUs

HOpMaTI/IBHI)IC IPAaBOBBIC AKThbI, ONIPECACTIAIOIMINEC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIhCTBA W HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit Deaepannn B 0067aCTH BEACHUS TOKYMEHTAIIUN IO IEPCOHATTY

OCHOBBI HAJIOTOBOT'O 3aKOHOAAaTeNbCTBA Poccuiickoit @enepanuu

OCHOBBI MUTPAIMOHHOTO 3aKoHoOAaTenbcTBa Poccuiickon denepanuu B
00J1aCTH TIPHUBJICUCHUSI U TPYAOYCTPOUCTBA MHOCTPAHHBIX TPAXKIAH U JIHI]
0e3 rpakIaHCTBA

OCHOBBI AIMUHUCTPATUBHOIO 3aKOHOJaTeNbCcTBa Poccuiickoit @enepanuu
B 00JIaCTH YIPABJICHHUS MEPCOHAIOM M OTBETCTBEHHOCTH JOJDKHOCTHBIX
JINL]

3akoHoatenbeTBO Poccuiickoi denepanun 0 MepCOHATBHBIX JaHHBIX

JlokanbHble HOPMATHUBHBIE JOKYMEHTHl OpraHu3alMd B 00JacTH
yIpaBJICHUS EPCOHATIOM

[Topsimox 3aKiIFOUEeHHS TOTOBOPOB (KOHTPAKTOR)

[IpaBuna BeneHus EI0BOM MEPEUCKU

HopmMbl 3THKHM 1e710BOTO 00IIEHUS

Jlpyrue xapakTepuCTUKH

3.8. O000menHas TpyaoBasi QyHKIHUS

HanmenoBanue

YpoBeHb
CTpaTCFI/I‘ICCKOS YIIpaBJICHUE IICPCOHATIOM Koxn H p 7

KBaNTU(UKAITN

[Iponcxoxnenue o0o0OmEeHHON
TPYIOBO# (hyHKIHH

3anMCTBOBAHO U3

Opurunan X
OpHUrMHaa
Kon Perucrpaunonnsiii Homep
OpHUrMHaa poeCcCHOHANTBHOTO
CTaHIapTa

Bo3moxHbIe
HaMEHOBaHU
JOJDKHOCTEH, podeccuit

JIupexTop 1o nepcoHairy

JIMpeKTOp MO YIPaBIECHUIO IIEPCOHATIOM

3aMecTUTENb TUPEKTOpA 110 YIIPABJICHUIO IEPCOHATIOM

3aMeCTUTENb M'€HEPATLHOTO JUPEKTOPA 110 YIPABJIEHUIO IEPCOHATIOM

TpeGoBanust k
00pa30BaHUIO 1 0O0YUCHHIO

Bricuiee o6pa3zoBaHue — MarucTpaTypa

WIH

Bricuiee o6pa3oBanue (HempoMIbHOE) — MarucTpaTypa u
JIOTIOJIHUTEIbHOE MpodeccHoHaIbHOEe 00pa30BaHNE — MPOrPaMMbI
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podecCHOHAIbHO MEPEnoAroTOBKU B 00IaCTH YIIPABICHUS IEPCOHATIOM
WM CTPATETMYECKOTO YIIPABICHUS

TpeboBanus K OIBITY
MPAKTUYECKON pabOTHI

He menee nsitu et B 0051aCTH yIIpaBISHHS IEPCOHATIOM Ha PYKOBOISIINX
JOJDKHOCTSX

Oco0ble ycroBHs IOIycKa
K pabote

Jpyrue xapakTepucTuKu

JIOTIOJTHUTEIBHBIE XapAKTEPUCTUKN

HaumenoBanue 0a30Boii rpynmnsl, JOKHOCTH
HanmeHnoBanue nokymeHnrta Konx
(mpodeccun) niM CrenuanbHOCTH
OK3 1212 VYnpasinsmomue TpyI0BbIMU pecypcamMmu
EKC - 3aMecTUTENh AUPEKTOPA IO YIPABJICHHUIO TIEPCOHATIOM
OKIIATP 25042 HavanpHuk ynpasneHus (crnennaan3upoBaHHOTO B
IPOYUX OTPACIISIX)

OKCO 5.38.04.01 | DxoHommKa

5.38.04.02 | MenemxMeHT

5.38.04.03 | YnpaBieHue nepcoHaiomM

3.8.1. Tpynosast pyHkuus

Pa3paboTKa CHCTEMBI CTPATETHIECKOTO YpoBeHb
HaumenoBanue | yynapyienus mepcoHanoM opraHu3amim Koz H/01.7 | (noayposens) 7
KBaJM(DUKAIU

IIpoucxoxnenue TpynoBou
GbyHKIIMN

X 3arMCTBOBAHO U3

Opurnunan
OpHI'HHANa
Kon Perucrparmonnsrii Homep
OpHI'HHANA poeCcCHOHANBHOTO
cTaHaapra

TpynoBbie necTBUs

[TocTaHOBKa CTpaTerMyecKux IieJied B YIPABICHHH IIEPCOHAIIOM |
obecrieueHnH KaJpoBOi O€30TaCHOCTH

Pa3paboTka KOpHopaTuBHOMN MOJIUTUKH, IJIAHOB, IPOTPaMM, MPOIEIyp U
TEXHOJIOTUl yIpaBJIeHUS IepCOHAIOM

Pa3pa60T1<a KOpHOpaTHBHOﬁ KYJIBTYpPBI U COHHaHBHOﬁ IIOJIMTHUKHU, CUCTEM
MOTHBAIlUU, 3(1)(1)6KTI/IBHOCTI/I, OLOCHKHU M Pa3BUTHA IICPCOHATIA

(DOpMI/IpOBaHI/Ie CHUCTCMBI OIIATHI 1 OpraHn3aliuu TpyAaa IIepCcoHaia

Pa3pa60T1<a CHUCTCMbI OPIraHU3allMOHHOI'O IIPOCKTUPOBAHUSA, INIAHUPOBAHUC
HOTpe6HOCTI/I B IICPCOHAJIC OpraHu3anuu

PazpaGoTka mnporpaMM, NpPUHIMIIOB CTaHAAPTU3ALUM, YHU(DUKALUY,
aBTOMATH3allMM TPOLIECCOB YIPABJICHUS IEPCOHATIOM U 0e30IMacHbIX
YCIIOBH Tpyna

(DOpMI/IpOBaHI/Ie 6IO,[[)KCT3. Ha IIepCoHa

Paspa60TI<a TEXHOJIOTUI ayauTa pa60TBI C IICPCOHAJIOM U KOHTPOJIJIMHT'a

Heo0xonumele ymeHus

Pa3zpabaTpiBaTh CTpaTermu ¥ TOJUTHKH YIPABICHHS TEPCOHAIOM,
obecrieueHns KaapoBoi O€301acCHOCTH

COS,Z[aBaTL U OIMUCBIBATL OPraHU3allMOHHYIO CTPYKTYpY, LCJIH, 3aldayu,
(I)YHKLII/II/I CTPYKTYPHBIX HO,E[paSI[CJ'ICHI/Iﬁ 1 JOJDKHOCTHBIX JIMI

HpI/IMeHHTL MCTOABI YHIPAaBJIICHUA MCKIIMYHOCTHBIMU OTHOIICHHUAMMU,
(I)OpMI/IpOBaHI/IH KOMaHZ, pa3BUTUA JIMACPCTBA W HCIOJHUTCIIBHOCTH,
BBIABJICHHA TAaJIAHTOB, OIPCACIICHUSA YAOBJICTBOPCHHOCTHU pa60T0171
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Onpenenars U aHAIM3UPOBaThb  BHYTPEHHHME  KOMMYHUKAIIWH,
MOJCJIMPOBATh IIOBEIECHUE IIEPCOHATIA

HpeﬂCTaBHSITB HHTCPCChbI OpraHu3allii B TOCYAapCTBCHHLIX OpraHax, BO
BSaHMOHeﬁCTBHH C MpCACTAaBUTCIbHBIMU OpraHaMu pa6OTHI/IKOB 18 (0)
BOIIpOCaM IepcoHalia

CocraBisiTh, pacCUUTHIBATh, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTATHU
pacxooB OMOHKETOB M (OHIOB HA MPOTPAMMBI U MEPONPHUSATHS IO
YIPABJICHUIO IIEPCOHAIIOM OPraHU3aLuU

[1poBOANTE ayIUT M KOHTPOJUIMHT B 00J1aCTH YIIPaBICHHS IEPCOHATIOM

Pa3pabateiBaTh KOPIOPATHBHBIE COIUATBHBIE TIPOTPAMMBI

Bectn nmeperoBopsl 1O BOIpOCaM  COLMAIBHOIO IMAapTHEPCTBA C
MIPE/ICTaBUTENbHBIMU OpraHaMy paOOTHUKOB

Paborate ¢ MHPOPMAIMOHHBIMM CHUCTEMaMH, YCIyraMH M CEpBHCAMU B
00J1aCTH CTPATErMYECKOTO YIPABICHHS IEPCOHAIOM

®opMHpOBaTh MPEUIOKEHUS TI0 AaBTOMATH3aLUU € IU(POBU3ALNHI
rpoiiecca pa3paboTKU CTpaTEruu padOThHI C IEPCOHATIOM

Opraau3oBbIBaTh ~ MEPONPUATHS TIO  OOCCIICUCHHIO  BBITIOJTHCHHS
TpeOOBaHUN OXpaHbl TpyAa B COOTBETCTBHH C JIEHCTBYIOIIUM
3aKOHOJIaTeNbcTBOM Poccuiickoir Penepaliui M JIOKAIbHBIMU aKTaMU
Opra"u3aruu

OpraHu3oBbIBaTh M NPOBOJUTH MEPONPUATHUS C IEPCOHAIIOM B
COOTBETCTBUH C KOPIOPATUBHON COIUAIBHON MMOJIMTUKON

ObGecneunBaTh coOIO/IcHNE TpeOOBaHUN 3aKOHOAATENbCcTBa Poccuiickoit
Oenepanu U MOJMMTHK  paboTomarenss B obmactu  oOpabOTKH
MIEPCOHATBHBIX JTAHHBIX M KOH(DHUICHITHATEHON HHDOpMaIiu

Bectu nenoByto nepenucky

Co0mrogaTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo06xoanMele 3HaHUS

MeTtonpl yrpaBicHHs pa3BHTHEM M 3()(OEKTHBHOCTHIO OpraHU3aIUy,
aHaJlu3a  BBINOJIHCHHWS IUTAHOB W MPOrPaMM, OIPEACICHHS  UX
9KOHOMHYECKON 3(PPeKTHBHOCTH, METOabI OOCCIeUeHUs KaapOBOMH
0e30I1aCHOCTH

MeTtobl OLIGHKH PabOThl CTPYKTYPHBIX MOJApa3JelieHui, pe3yabTaToB
TpyZAa MepcoHaia

MeTOI[BI IIPOBCACHUA ayanuToB, KOHTPOJIJIMHT A YIPaBICHYCCKUX
IIpouecCcoB

Metoapl aHaIM3a KOJIMYECTBEHHOIO ¥ KAY€CTBEHHOT'O COCTaBa IICpCoOHaIa

MeToap1 OPraHru3alfHOHHOIO ITPOCKTUPOBAHUA

CucreMbl CTaHIAPTOB MO OM3HEC-TIpoIieccaM, IpodeccHusiM, HOPMBI Tpyia

CI/ICTGMLI, MCTOJbI H (I)OpMBI MAaTCpHUaAJIbHOIO W HCEMATCPUAIIBHOI'O
CTUMYJIMPOBAHUA TPYyJdad NEPpCOHAIA

Metoapl aHanM3a COLMAIBHBIX MPOTPaMM UM ONpENeNeHHs UuX
HKOHOMHUYECKOH 3 HEKTUBHOCTH

Texnomorun u Metonsl (HOPMHPOBAHHMS W KOHTPOJS OIOKETOB Ha
NepCoHa

TpeboBanus oxpaHbl U 6€30IIACHBIX YCIOBUH Tpya

Henu, crpaterus, KOpnopaTuBHasi CollMaIbHasl MOJUTHKA U MOJUTHKA T10
NepCcoHaly, KOpIOpaTuBHAs KyJlIbTypa

OCHOBBI TEXHOJIOTHH MMPOU3BOACTBA U ACATCIBHOCTH OPraHu3aliuu

OCHOBBI COIIMOJIOTUH, IICUXOJIOTUHN U SKOHOMHKHU Tpyda

OCHOBBI YIIpaBJICHUA CONUAJIbHBIM PA3BUTHECM OpPraHU3aIliun
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MGTOI[I:I HpOBeI[eHI/ISI COIIMOJIOTUYCCKUX HCCHGIIOBaHHﬁ, I/I3y‘-IeHI/I$I
0OIIECTBEHHOIO MHEHHUSA

OpranuzanvoHHasi CTPYKTypa OpraHu3aiuu

Tapudno-kBanMpUKaMOHHBIE CIIPABOYHUKH PadOT 1 podeccuii padbounx
U KBaTU(HUKAIMOHHBIE XAPAKTEPUCTHKH JIOJDKHOCTEHW  CITyXKalllWX,
podecCHOHABHBIC CTaHIAPTHI

Crnenpanu3upoBaHHble HH(POPMALIMOHHBIE CUCTEMBI, IIU(PPOBHIE YCIYTH U
CEpBHUCHI B 00JIACTH CTPATErMYECKOTO YIPABJICHUS TIEPCOHAIIOM, TPAHULIBI
UX IPUMEHEHUS

OcHOBHBIE METPUKM U AHAJIMTUYECKUE CPE3bl  CTPATErMYECKOIrO
YIPABJICHHS IEPCOHAIIOM

HOpMaTI/IBHI)Ie IIPaBOBLIC AKTLI, OIIPEACTIAIONIME HOMBI TPYJIOBOT'O ITpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIhCTBA W HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit @enepannu B 006JaCTH BEACHUS TOKYMEHTAIIUU IO IEPCOHATTY

OCHOBBI HAJIOTOBOTO 3aKOHOJaTeNIbcTBA Poccuiickoit denepanun

OcHOBBI MHUTPAIlMOHHOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanu B
00J1aCTH TIPUBJICUCHUSI U TPYAOYCTPOUCTBA MHOCTPAHHBIX TPAXKIAH U JIHI]
0€3 rpakIaHCTBA

OCHOBBI AIMUHUCTPATUBHOIO 3aKOHOJaTeNbCcTBa Poccuiickoit @enepanuu
B O0OJIaCTH YMIPABJICHHUS MEPCOHAIOM M OTBETCTBEHHOCTH JIOJDKHOCTHBIX
JIALL

3akoHogarenbcTBO Poccuiickoit denepanuu o nepcoHaIbHBIX JAHHBIX

JlokanbHble HOPMATHBHBIE aKThl OpPraHM3allid B OOJACTH YIpaBJICHUS
MIEPCOHAJIOM

[Topsimok 3aKiIFOUeHHS TOTOBOPOB (KOHTPAKTOR)

[IpaBuna BeneHUs J€I0BOM NEPENUCKU

Hopmbl 3THKH 1e710BOTO 00IIIEHUS

Hpyrue xapaKTepUCTUKHI

3.8.2. TpynoBasi pyHkums

Pea.]'H/I?)aI_[I/If[ CHUCTEMBI CTPATECTHYCCKOI'O ypOBeHb
Hanvenosanme | yyoap ey mepconaiom Kox | H/02.7 | (nomyposetn) 7
KBaJH(DUKAIU
IIpoucxoxaenue OBOI1 3anMCTBOBAHO U3
P A TPyR OpwurrHat X
byHKIMN OpHIHHANA
Kon Perucrpaunonssiii Homep
OpHI'HHANA poeCcCHOHANTBHOTO
cTaHaaprTa

TpynoBeie neiicTBus

[InanupoBanue fAeATENBHOCTH W pa3paboTKa  MEPONPUSTUH IO
VOPABICHUIO TMEPCOHAIOM JUIsl pealv3allui CTPATeTUYECKUX Uenei
OpraHu3aIuy 1 00ecrneYeHns KapoBoi Oe30MacCHOCTH

BHenpeHue NOJIUTHK, MJIAHOB, MPOrpamMM, HPOLEAYpP M TEXHOJOTUH 10
YIPABJIEHUIO IIEPCOHAIOM

[locTpoeHne OpraHM3alMOHHOM CTPYKTYpBl C Y4E€TOM IUIAaHOBOM
NOTpEOHOCTH B MEpcOHAle M B3aUMOJICHCTBHUA  CTPYKTYPHBIX
MOAPA3JIEIIEHUH OpraHU3aluu

Buenpenne u mojiep)kaHue KOPIOPATUBHOM KyJIbTYPbl M COLIMATIBHOMN
MOJIMTUKH, CUCTEM MOTHUBAIMH, 3(PPEKTUBHOCTH, OLEHKH M Pa3BUTHUA
nepcoHazia
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BHeI[peHI/Ie U Ono4ACp:KaHWEC CHCTCMblI OpraHuM3allii Tpyda MW OINIAThI
nepcoHana

VYipasineHue BHEIPEHUEM MpOorpaMM M INPUHUMUIIOB CTaHIAAPTU3ALUMU,
yHU(DHUKAIIMN, aBTOMATH3AIMH TIPOIIECCOB YIPABJICHUS TIEPCOHAIIOM U
0e30MacHbIX YCIOBHM Tpy/aa

OpFaHI/I?:aIII/I?[ MNpOBCACHHUA ayaAuTa W KOHTPOJUIMHIa B YHpPaBJICHUU
HIePCOHATIOM

[locraHoBKa 3amad  pPYKOBOAWTENSAM CTPYKTYPHBIX IOJpa3JIElIcHUM,
OIIPE/IETICHNE MAaTEPUAIBHO-TEXHUYECKUX PECYPCOB JIJIS UX BBIIIOJIHEHUS

CornacoBaHue yCIOBHH  3aK/IIOYAEMBIX JIOTOBOPOB IO  BOIPOCAM
yIpaBJIeHUs IEPCOHAIOM

Opranuzanys TpOBENEHUS 3aKyNOYHBIX MPOLEAYp IO BOIpocaM
yIpaBJICHUs IEPCOHATIOM U 0OPMIIEHHSI COITYTCTBYIOIIEH JOKYMEHTALUN
110 HUM

dopmupoBaHue OrOIKETa HA ITEPCOHA

PazpaboTka TexHonoruit ayaura paboThl C IEPCOHATIOM U KOHTPOJUTHHTA

[Ipumenenne k pabOTHUKAM Mep MOOUIPEHUS U AUCHUIUIMHAPHOTO
B3bICKaHUS

Heobxonumblie ymeHust

[IpousBoauTe aHalW3 JESATENBHOCTH [0 YIPABICHUIO IEPCOHAIIOM,
paspabatbiBaTh Moka3aTenu F3PGHEeKTUBHOCTH pabOThI

@opMHpOBaTh IJIAHBI M MEPOINPHUATUS IO YIPABICHUIO MEPCOHAIOM M
00€ecTeueHNnI0 KaapoBOi 0€301MacCHOCTH

PaccuntbiBaTh O1O/KET B 00JIaCTH YIIPABICHUS IEPCOHATIOM

Onpenenstb 30HBI OTBETCTBEHHOCTH PaOOTHUKOB M TOJpa3AeieHH,
CTaBUTh 3a/1a4K PYKOBOJUTEISM MOpa3ieieHU U 00ecrieuuBaTh pecypchl
JUIS UX UCTIOJTHEHHUS

KoHTponupoBaTh 1 KOPPEKTUPOBATH UCIIOJIHEHUE IOPYUCHUN U 3a/1a4

VmpaBnsate  3G(GEKTHBHOCTBIO M BOBJICUEHHOCTBIO  TIEPCOHANA,
JMCHIUTUTMHOM TpyZia ¥ COOI0IeHuEM O€301TacHBIX YCIOBHH TpyIa

Bectu IEpEroBopel 110  BOIIpoCaM  COLHAJIIBHOTO IapTHEPCTBA U
OpCACTAaBIATE HHTEPCChl OpraHu3allii B TOCYJApPCTBCHHBLIX OpraHax,
IpCACTAaBUTCIIbHBIX OpraHax pa6OTHI/IKOB H OpraHu3anugax I10 BOIIpoCaM
IIepcoHalia

PaGorate ¢ mH(pOpPMaLMOHHBIMU CHUCTEMaMU, LU(POBBIMU yCIyramu M
CEpBHCAMH T10 YIPABIECHUIO IEPCOHATIOM

HpOBOI[I/ITL AyIUT U KOHTPOJUJIMHT B obnactu YIIpaBJICHUS IIEPCOHAIIOM

@opmMupoBaTh U MPOBOJUTH COLMATIBHYIO TIOJUTHKY UM COIMATIbHBIC
MIPOrPaMMBbI

Bectu NEpEroBOPbI € MOCTAaBIIUKAMU YCIIYT' 110 YCJIOBHUAM 3aKIIHOYACMBIX
JA0TOBOPOB

HpOI/ISBO,[[I/ITL 3aKYIIOYHBIC MPOUCAYPHI, O(I)OpMJ'ISITL U aHAJIIM3HUPOBATb
3aKYIIOYHYKO JOKYMCHTAIIUTO

ObecrnieunBaTh coOMOIcHIE TPeOOBAaHUI 3aKOHOAATENbCcTBa Poccuiickoii
Qenepaniii U KOPIOPATUBHBIX TMOJUTUK B 00macT 00pabOTKH
MIePCOHAIBHBIX TAaHHBIX U KOH(UAEHIIMAIbHON nHOpMaIu

CO6J'IIOI[3TL HOPMBI 3TUKHU [CJIOBOTO 06IJ_ICHI/I}I

HeO6XO,Z[I/IMBIC 3HaHUA

Metozbl yrpaBJIeHUS pa3BUTHEM U I(PPEKTUBHOCTHIO OpPraHHU3AIINH,
METOJIbl aHAJIM3a BBITIOJHECHUS TUTAHOB M TPOTPaMM, OIPEICIICHUS HX
OKOHOMHUYECKOW APPEKTUBHOCTH, METOJbI OOCCHEUCHUS KaJapOBOM
0€30I1aCHOCTH

Opr aHU3alus yIIpaBJICHUSA PA3BUTUCM OpTraHHU3allun
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Teopuu yrpaBiieHUsI OPraHU3ALMEN, TOJUTUKA U CTPATErusl yIpaBJICHUA
[IEpCOHAIOM

IlonuTuka ynpaBieHHs IEPCOHAIOM, KOPIOPATHBHAs  COLMAJIbHAS
IIOJIMTHKA, KOPIIOPATUBHASL KYJIbTYpa

Mertoapl aHanM3a BBHIMOJHEHHUS IUJIAHOB W 3a7ad, ONPEICICHHS UX
HKOHOMHUYECKOH (D HEKTHBHOCTH

MeTopl OIIEHKH PE3YNIbTaTOB U 3(PPEKTUBHOCTH TPYa

MeTob! BHEIPEHUS CUCTEMBI YITPABIIECHUS IIEPCOHAIIOM

MGTOI[LI OpPTraHru3allMOHHOI'0 ITPOCKTUPOBAHM A

OcHoBBI paboTHI TI0 TPO(HECCHOHATEHOW OPHEHTAITUN

MeToiuKy IaHUPOBAHUS U TPOTHO3UPOBAHUS IOTPEOHOCTH B ITEPCOHAIE

Hemnu, cTparerus pa3BUTHS U OM3HEC-TIJIaH OPraHU3aluN

Teopun u Metop1 hopmMupoBaHust OpeH1a OpraHu3auu

TpebGoBaHus oxpaHbl TpyJa U 6€30I1aCHBIX YCIIOBUHM Tpyaa

MGTOI[I/IKI/I pa3pa60TK1/I 1 BHCAPCHU A JIOKAJIbHBIX HOPMATUBHBLIX AKTOB

[Topsnok 3aKkiro4eHHs] TPYAOBBIX JOTOBOPOB, PEryJIMPOBAHUS TPYAOBBIX
CIIOPOB

OCHOBBI COLIMOJIOTHH, TCUXOJOTMH, SKOHOMUKH Tpylda WU YIpaBIEHUS
COIMAIBHBIM Pa3BUTHEM OpraHU3aLHNH

MeTO)II)I HpOBelIeHI/Iﬂ COIMTNOJIOTHUYCCKHUX HCCJ’I@JIOB&HI/IIZ, I/I3y‘-IeHI/I$I
0OIIECTBEHHOTO MHEHUS

Texnonornu MMpOBCACHUA ayauTa MW KOHTPOJUIMHIa B YIPaBJICHHUU
MIePCOHATIOM

[lopsimox  mpoBeAeHHs  3aKyMOYHBIX mpoueayp U 0ohopMIEHUS
COIYTCTBYIOIIEH JOKYMEHTALUU

Texnonoruu, crannaptTuszanus, yHuduKamnus, aBTOMaTH3aUs POLIECCOB
yIpaBJIeHHs ePCOHATIOM

OpranuzanuoHHasi CTPYKTypa OpraHu3anuu

TapudHo-kBaTMPHUKAITMOHHBIE CIIPABOYHUKU PabOT U mpodeccuit pabounx
U KBaJU(HUKAIMOHHBIC  XAPAKTEPUCTHKH JIOJDKHOCTEW  CITyXKalllUX,
npodeccHoHabHBIE CTAHIAPTHI

Criennanu3upoBaHHble HH()OPMALMOHHBIE CUCTEMBbI, HU(POBBIE YCIYTH U
CEPBHCHI B 00JIACTH CTPATETHYECKOIO YIPABIEHUS MEPCOHATIOM, TPaHUIIbI
WX IPUMEHEHUS

OCHOBHBIC MCTPUKU U AHAJIUTUYCCKUC CPE3bI CTPATCTUYCCKOIO
YIIpaBJICHHUS IIEPCOHAIIOM

OCHOBBI apXMBHOTO 3aKOHOJIATEIbCTBA U HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit @enepannu B 001acTU BeIeHUS TOKYMEHTALIUU 110 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENIbCTBA Poccuiickoit deaepanun

OCHOBBI MHTPAIIMOHHOTO 3aKOHOJaTenbcTBa Poccuiickori ®denepanuu B
00J1acTH MPHUBIICUYCHUSI U TPYAOYCTPONUCTBA WHOCTPAHHBIX TPAKIAH U JIHII
0e3 rpakJIaHCTBa

OCHOBBI IMUHUCTPATUBHOTO 3aKOHOAaTenbcTBAa Poccuiickoit denepannun
B 00JIaCTH yIpaBJieHHs] MEPCOHAIIOM U OTBETCTBEHHOCTH JOJDKHOCTHBIX
JINILL

3akoHoaarenbcTBO Poccuiickoin denepanniv 0 NepCOHATBHBIX JaHHBIX

[Topsinok 3akiIr0ueHMs JOTOBOPOB (KOHTPAKTOB)

JlokanbHbIC HOPMATUBHBIC aKThI B obOmacTu YIIpaBJICHUA IICPCOHAIIOM

HpaBI/ma BEJICHUS JICIOBOM MEPCIINCKU

HOpMLI OTHUKHU OCI0BOI'O O6H_ICHI/IH

Jlpyrue XxapakTepucTHKH
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3.8.3. TpynoBas pyHKuHSA

AJIMUHHUCTPUPOBAHUE TTPOLIECCOB YpoBeHb
HanmenoBanue | CTpaTErMYECKOTO YIIPABJICHUS NIEPCOHAIOM U Kox | H/03.7 | (momyposens) 7
COOTBETCTBYIOIIETO JOKYMEHTOO0OpOTa KBaMHUKaIH
gggzﬁigmﬂmne TPYZIOBOH Opuruman X i;ﬁ:{;zgzaﬂo u3
Kon Perucrpanmonsslii Homep
opuruHaia HpO(beCCI/IOHaJ'ILHOFO
craggapTra
TpynoBbie nelcTBUS JloxymeHTarmoHHoe o(opMIIeHHE PE3yIbTaTOB YIPABICHUS MTEPCOHAIIOM,
€ro ayauTa, padoThl CTPYKTYPHBIX TOApa3AeICHUN
JloKyMeHTaIlmoHHOE u OPraHu3aIlMOHHOE COIIPOBOXKJICHUE
CTPATeTUYeCKOTo YIPaBJIEHUS TEPCOHAIIOM U PpabOTOM CTPYKTYPHBIX
MOJIpa3IeICHU I

[logroroBka mpemioKEHUHM IO  Pa3BUTHIO CHUCTEM  YIPABICHHS
repcoHanoM, oOecreueHus KaJpoBOll O€30MacHOCTH, MO HEOOXOIUMBIM
KOPPEKTUPYIOIIUM U TPEBEHTUBHBIM Me€paM U 1O TOBBIIICHUIO
3¢ deKTUBHOCTH PabOThI CTPYKTYPHBIX MOAPA3ICICHUN

KonTpons mporieccoB B 00macTv ympaBJIeHHs TEPCOHATIOM M PpabOThHI
CTPYKTYPHBIX TIOJpa3[eieHN, CpaBHEHHWE W aHaJh3 IIPOIIECCOB,
pe3yabTaTOB YIPABICHUYECKUX MEPOIPHITHH, ompeneneHne (GpakTopos,
BBI3BIBAIOIINX OTKJIOHEHHUE OT TUTAHOBBIX MOKa3aTenen

CornacoBaHre ¥ KOHTPOJb JOTOBOPOB 10 BOIpOCaM M CHCTEMaM
CTpaTeruuecKkoro YMIpaBleHUs TMEepCOHAIOM U paboTe CTPYKTYPHBIX
MoApa3IeNIeHU i, OpraHu3alysl MPoLUeayp M0 UX 3aKIIOUYEHUIO

[ToaroroBka mpemIOKEeHNUH 10 00ECIEYSHUI0 COOTBETCTBHSI OpPraHU3aIluy
Y OTUIATHI TPYZAA MEPCOHAJIA YCIICUTHBIM KOPIIOPATUBHBIM MTPAKTUKAM

Heo6xomumbie ymeHus AHanu3upoBarth, pazpadareiBaTh U 0(OPMIIATH JOKYMEHTHI 110 MpoIieccaM
U pe3yidbTaTaM YIOpaBJICHUS TIEPCOHAIIOM W paboTe CTPYKTYPHBIX
Mo Jipa3aesieHu i

HpI/IMeHﬂTB METObI aHAJIN3a 6I/ISHCC'HpOHCCCOB OpraHu3anuun

Onpenenarp NporpaMMBbl  JIOCTHDKCHHS IeJIed W penieHus 3ajaad
Mo JIpa3aeICHU I

HpOBOI[I/ITL AyAUT CHCTCMBI YIPABJICHUSA TMICPCOHAJIOM W CUCTCMBbI
oOecrnieyeHus KaHpOBOﬁ 0e301IacHOCTH

HpOBOI[I/ITL KOHTPOJUJIMHI' CUCTEMBI YIIPABJICHUSA IIEPCOHAIIOM

KOHTpOJ'H/IpOBaTB 6IOI[)I(CT Ha MEpCOHAT MU YIIPABJIICHHUE pacXodaMH Ha
IICPCOHAJI

OpFaHI/IL’uOBLIBaTI) COIMMPOBOXACHUEC OOTOBOPOB IO BOIIPOCAM YIIPABJICHHUA
TIEpCOHAJIOM, BKIIHOYasA NPCABAPUTCIIbHBIC ITPOLCAYPHI IO UX 3aKIIFOYCHHUIO

OpFaHI/ISOBLIBaTI) 3aKYIIOYHBIC TPOUCAYPHI, O(I)OpMJ'IHTL U aHAJIIM3UPOBATH
3aKYIIOYHYKO JOKYMCHTAIIUIO

KOHTpOJ'H/IpOBaTB U aHAJIM3UPOBATH BOIPOCHI CONUAIBHOTO IMApTHEPCTBA,
AOTOBOPHLI ITOCTABIIUKOB YCIYT'

[TpoBOaMTE TEPEroBOpPHl M MPEACTABIATH HHTEPECHl OpPraHU3alMU B
TOCY/IapCTBEHHBIX OpraHax, NpPO(ECCHOHAIBHBIX COI03aX W JPYruX
NPEACTaBUTENLHBIX OpPraHax paOOTHUKOB M OpraHU3alMsAX 10 BOIPOCAM
nepcoHaa
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Pabortath ¢ MHPOPMALMOHHBIMU CHCTEMaMH, LU(PPOBBIMU YCIyraMu H
CEepBHCaMHU I10 YIPABJICHUIO IEPCOHATIOM

OOecrieunBaTh  JIOKYMEHTAllUOHHOE  CONPOBOXKJICHHE  IIPOLECCOB
yIIpaBJICHUS TIEPCOHATIOM M PabOTOM CTPYKTYPHBIX HOpa3ae/IeHHMA

OpFaHI/I3OBI)IBaTI) XpaHCHHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe6OBaHI/I$IMI/I
TPYZOBOTO M apXMBHOIO 3akoHoAaTenbcTBa Poccuiickoit denepauun U
JIOKAJIbHBIMU aKTaMU OpraHru3aln

ObGecrieunBaTh cOOIIO/ICHUE TPEOOBAHUI 3aKOHOAATENbCTBA Poccuiickoii
Oenepaniii ¥ KOPIIOPATHBHBIX ~ TMOJIMTUK B 00JMacTe  00paboOTKH
MEPCOHAIBHBIX JAHHBIX U KOHPHICHIIMATbLHONH HHOOpMAIUH

CoOmrogaTh HOPMBI ATHKHU JIEJIOBOTO OOIIECHHS

Heo0OxoanMeble 3HAHUS

ConuanbHasl MOJIUTHKA, KOPIIOpPaTUBHASI KYIbTYpa, CUICTEMbl MOTUBALIUU U
3¢ (dEeKTUBHOCTHU YIIPABJIEHUS IEPCOHATIOM

Metonpl ympaBieHus pa3BUTHEM M 3()(EKTUBHOCTHIO OpraHU3aIUy,
METO/Ibl aHalM3a BBIMOJIHEHHS IUIAHOB U NPOTpaMM, OINPEAETCHHUS HX
SKOHOMMYECKON 3(ddeKkTuBHOCTH, MeToAbl o0ecreueHus: KaJapoBOi
0€30I1aCHOCTH

MeTO)II)I MMPOBCACHUA ayanuTa, KOHTPOJIA OIICPATHBHBIX YIIPABJICHUCCKHUX
IIpOLECCOB, CONUOJIOTUICCKUX I/ICCJ'ICJIOBaHI/Iﬁ

busHec-11aH 1 OU3HEC-TIPOIIECCH OPTraHU3aAIHH

bromxeTHOE MPOEKTUPOBaHUE

Opranu3anoHHOE MPOEKTHPOBAHNE

@opMBL, METOAbl M CHUCTEMbl MAaTEpUANBHOTO U HEMaTepUaIbHOTrO
CTUMYJIMPOBAHUS TpyJla IepcoHaia

Cucremsl CTaHIapTOB 1o Ou3Hec-TIporeccaM, npodeccusm
(cnenuanbHOCTSIM), HOPMBI TpyJa

MeToapl aHAIM3a KOJMYECTBEHHOI'O M KQUECTBEHHOTO COCTaBa IIepCcoHaia

[Tonutuka opraHu3anuu Mo NepcoHany

[Topsimox ¢opmupoBanus, BeaeHHUs 0aszbl JAHHBIX W TPEIOCTABICHUS
OTYETHOCTH 10 CHCTEMaM YITPaBJICHHUS IEPCOHATIOM U pabOTe CTPYKTYPHBIX
Mo Jipa3aesieHU

OCHOBEHI JOKYMCHTAIMOHHOI'O O6€CH€‘I€HI/I${, MMOPAA0K O(bOpMJ'IeHI/Iﬂ
JOKYMCEHTOB, MMpEaACTABIACMBIX B TOCyaapCTBCHHEBIC OpraHhbl,
HpO(beCCI/IOHaJ'IBHBIe COIO3HI, O6HICCTB€HHBI€ OpraHu3anmnunu

]_IeJ'II/I W CTpATCTruA pa3BUTHUA OpraHUu3allun

[Topsimox  mpoBeAeHUs  3aKyMOYHBIX mpouenyp u  0ohopMIICHUS
COIMYTCTBYIOIIEH JOKYMEHTALIUU

HopmatuBHble mpaBOBbIE aKThl, PETYIHUPYIOIIUE TMpaBa U OOS3aHHOCTH
rOCy/IapCTBEHHBIX OPraHOB M OPraHU3alUid MO MPEJOCTABICHUIO YUeTHOM
JTOKYMEHTAIU!

OpranuzalniMoHHasi CTPYKTypa OpTaHM3allid M BaKaHTHBIC IOJDKHOCTH
(mpodeccun, cneruaibHOCTH)

TapudHo-kBanM(pUKaLMOHHBIE CIPABOYHUKH PabOT U podeccuii padbounx
U KBATU(HUKAIMOHHBIE XapaKTEPUCTHKH  JIOJDKHOCTEH  CIIyXKallluX,
npodeccuoHalbHbIE CTaHAAPTHI

Crnenuanu3upoBaHHble HH(POPMAIIMOHHbBIE CUCTEMBI, IIU(PPOBBIE YCIYTU U
CepBUCHI B 00JIACTH aJIMUHHMCTPUPOBAHUS MPOIIECCOB CTPATETHUECKOTO
yIIpaBJIEHUS] TEPCOHAIOM, B OOJIACTH JOKYMEHTOOOOpOTa, I'PAaHUIBI MX
IPUMEHEHHS

HOpMaTI/IBHLIe IIPaBOBLIC AKTHI, OIIPCACIIAIOIINC HOMBI TPYJAOBOI'O IIpaBa
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OCHOBEBI APXHUBHOT'O 3aKOHOJATCJIBCTBA U HOPMATUBHLIC IPABOBLIC AKThI
Poccwuiickoit @enepannu B 00J1aCTH BeIeHUS TOKYMEHTAIIUHU TI0 IIEPCOHATY

OcCHOBBI HAJIOTOBOT'O 3aKOHO1aTesbeTBa Poccuiickoit denepanuun

OcCHOBBI MHTIpallMOHHOTO 3aKOHOAaTelabcTBa Poccuiickoit ®@enepanuu B
00J1acTH MPHUBIICUYEHUS U TPYAOYCTPONUCTBA MHOCTPAHHBIX TPAKIAH U JIHII
0€3 IrpakIaHCTBA

OcCHOBBI aIMUHUCTPATUBHOTO 3aKOHO1aTeNIbcTBAa Poccuiickoit denepanuu
B 00JacTH yIpaBlIEHUS] TEPCOHATIOM M OTBETCTBEHHOCTH JOJDKHOCTHBIX
JIHIL

3akoHoarenbcTBO Poccuiickoit denepaniny o nepcoHaibHbIX JaHHBIX

JlokanbHBIC HOPMATUBHBIC AKTBI OpraHu3allii B oOJactu YIIPpaBJIICHHUA
MePCOHATIOM

[Topsiok 3aKiIt0ueHus JOrOBOPOB (KOHTPAKTOB)

Hopwmbi 5Tk 1€710BOTO 00IIEHNS

Jpyrue xapakTepucTuku | -

IV. CBenennst 00 opranusanusx - pa3padoTuyuKax NpopeccCuoHaIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAsl OPraHU3aANMA-Pa3PadOTUHK

Coger 1o npodeccHoHaTbHBIM KBUTH(DUKALMAM B 00JIACTH YIPaBIEHUS IEPCOHATIOM

[Ipencenarens ByukoBuu Amna AnekcanapoBHA

4.2. HamMeHOBaHUS OPraHU3alMii-Pa3padoTUNKOB

1 | Arpoxonmunr «CTEIIby, ropox PoctoB-Ha-/lony

2 | AO «Konnepn Pocaneproaromy», ropos Mocksa

3 AO «OMK», ropoxa Brikca, Huxeropoackas o61acThb

4 Kommnanus «MetamionnsecT», ropos Mocksa

5 | MOCKOBCKHI METPOIIOJIUTEH, TOpo1 MoCKBa

6 | Uuctutyt 3anstoctu u npodeccuit PT'AOY BO «Hayuno-uccneoBaTenbCKuii YHUBEPCUTET
«BpIcmias mKkosaa 3KOHOMUKNY», Topo]l MockBa

7 | HOYY «MHuCcTUTYT NMpodecCHOHATLHOTO KaIpOBUKa», ropo i MockBa

8 | OOOP «Coro3 paboToaaresneii pakeTHO-KOCMHUYECKON TPOMBITIIICHHOCTH Poccumny, ropoa Mocksa

9 | OOP «Poccuiickuii cO03 MPOMBIIIICHHUKOB U MpeApuHUMAaTeNeil», ropoa MockBa

10 | [TAO «I"azmpom HedTh», ropon Cankt-IleTepOypr

11 | TTAO «Pocrtenekom», ropox MockBa

12 | T[TAO «Pycl'unpo», ropoa KpacHosipck

13 | [TAO «Cesepcranb», ropoa Yepemnosen, Bonorojackas o6iacts

14 | TIAO ADK «Cucremay, ropoa Mockpa

15 | CPOO «Accouunanus pyKOBOAUTENEH U CIISIUAIMCTOB 10 YIPABICHUIO YEIOBEUYECKUMU
pecypcamu», ropoa Exarepunoypr

16 | ®I'BOY BO «MockoBCKuit aBUAIIMOHHBIN HHCTUTYT (HAllMOHAIBHBIN UCCIIEI0BATEIbCKHIMA
YHHUBEPCHUTET)», Topoa MockBa

17 | ®I'bY «BHUM tpyna» Muntpyna Poccun, ropox Mocksa

18 | YV «lleHTp muaHUpOBaHUS U HCIOIB30BAHUS TPYIOBLIX pecypcoB I'asmpomay, ropoag Mocksa

! O6mepoccuiickuii KTaccupUKATOp 3aHATHIA.

2 O6uIepOCCHiiCKMiA KITacCH(DUKATOP BHI0B SKOHOMHYECKOI JIESTENEHOCTH.

3 Equublil KBaM(DMKAIMOHHBIN CIIPABOYHHUK JIOJDKHOCTEN PYKOBOIUTENEH, CIEMMATIMCTOB U IPYTUX CITYIKAIIHX.
* Obmepoccuiicknii kmaccupukaTop npodeccuii pabourx, JOIKHOCTEN CITyKAIIUX M TAPH(HBIX PaspsiIoB.
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5 O6uepoccuiickuil knaccudukaTop coenuanbHOCTel 10 06pa30BaHHIO.



