MHHHCTEPCTRO 1ocmu‘ cnﬁtkdﬁ SEIEPRIHT
3APET HCTPI/IPOBAHO

Perncrpaunounmh nNOEELA
'oF ww QOZZr

MHUHUCTEPCTBO TPYJIIA 1 COIUATILHOM 3AIIII/ITI>I

POCCHMCKOUN ®EJEPALINA
(MUHTPVI POCCHH)

MPUKA3

\g Jlﬂ%/m 0 30 ‘ﬂp/ﬁlz'b Mockaa : Ne ’[0 _%

006 yrBepxaeHnH nNpodecCHOHAILHOIO CTAHAAPTA
«CnennajiucT 1Mo yupaBJIeHHIO EPCOHATIOM)

B coorBerctBuM ¢ mnyHkroM 16 IlpaBun  pa3paboTkM M YTBEP)KACHHA
IPo(ecCHOHANBHBIX ~ CTAHZAPTOB,  YTBEP)KICHHBIX  IOCTaHOBIeHHeM  IIpaBuTenbCTBa
Poccuiickoit Pemepamm or 22 smeaps 2013 1. Ne23 (Cobpanue 3aKOHOIATENBCTBA
Poccuiickoii ®enepanuu, 2013, Ne 4, ct. 293; 2014, Ne 39, cr. 5266),mipruKa3bIBalo:

1. VrBepmuTh mpWiaraeMelii podecCHOHANBHENA CcTaHmapT «CrenyamicT 1o
YIIPaBJICHUIO IEPCOHATIOM).

2. TlpusHaTh yTpaTHBILMM CHUTy IpHKa3 MIHHCTEPCTBa TPy/a ¥ COLMANBHOH 3allThl
Poccuiickoii @emepammm ot 6 oxmiops 2015 1. Ne 691m «OG  yrBepaeHM#
npogeccronansHoro  craHfapra  «CnenmamicT [0 YNPaBIEHHIO  [EPCOHAIOM
(3aperucTpupoBan MunwctepeTBoM focTuinm Poccuiickoit ®epeparpm 19 oktsa6ps 2015 r.,
perucrparoHHsiii Ne 39362).

3. YCTaHOBUTh, YTO HACTOSIIMII NpHKa3 BCTymaeT B cuiy ¢ 1 centabpsa 2022 1. u
neiictyert 10 1 centa6ps 2028 T.

Munuctp @4———% A.O. KotsikoB




YTBEPXIEH
npukazoM MUHUCTEPCTBA
TPYHa U COLMabHON 3all[UThI
Poccuiickoit @eneparuu

ot « £ » M%ﬂg‘zozz r.Ne /0%y

[TPO®ECCHUOHAJIBHBIN CTAHIAPT

CnenuajucT 1o yupaBJeHHIO IePCOHATIOM

| 559
PerucTpalMOHHBIA HOMED
Conepxanue

L. OOTIIHE CBEIEHHS ... ..cuveeeveeenreesnreesarssessessnseeseremnesasssesasessnsssaessssssnseasssaasseesssasasaasseasteesse st s estesabsen s st s s e 1
II. Onucanne TPYROBBIX QYHKUMIA, BXOMSIIMX B IPodeCCHOHATBHBIH CTaHAapT (QyHKIHOHATBHAL KapTa
BHJA NPOPECCHOHATBHON HEATEIBHOCTIL) .c.vuveveuisrsrsesseseseseststitstssesesestn st sasi sttt st sb st 3
I11. XapakrepucTika 0000IIEHHBIX TPYAOBEIX QYHKIHM. .....o.ovrvrerennen erteeberereeaeesseeresaeete s reetesbe e rae e 5
3.1. OGobmenHas TpynoBas GyHKIMS «J[OKyMeHTAHOHHOE obecniedeHne paboThI C IEPCOHATIOM .. 5
3.2. O606menHas TpyaoBas GyHKIus «/lesSTeTbHOCTD 0 O0ECHIEIEHHUIO MEPCOHATIOMD ....vvovivrennivinns 10
3.3. O606meHHas TpyaoBas GpyHKIMs «JleSITeTbHOCTD 110 OLEHKE U aTTeCTAMN EPCOHANAN........... 15
3.4. O600menHas TpynoBas GyHKIHUS «/leATENLHOCTD IO PA3BUTHIO MEPCOHATIAN «.vvvvvennerrsiinesneseenes 21
3.5. O6obmeHnas TpyxoBas GQyHKOuS <«JledTeNbHOCTh [0 OpraHM3anud Tpyda M OIIATHI
TIEPCOHATIA «.v.voereeeereeserasesessnesssseseseseseassssssases et s s st e e s e b e b e b d e bbb bbb e bbb L s b st 28
3.6. O600mennas TpymoBas ¢yHkuusa «JlesTenbHOCTE [0  (QOPMHPOBAHMIO KOPIOPATHBHOH
COIHAITBHOM TIOTIHTHKEI ). ....c.uveeerveesseesseesseeessessssesssesisessssessseesssenssessssssssssssesssansesastsastsssessstsssissusassesssenes 34
3.7. O606mennas tpymoBas ¢yHkuusa «OepaloHHOE YNpaBJIeHHE NEPCOHAIOM H CTPYKTYPHBIM
HOJPA3IETEHAEM OPTAHHBAIME .....vevesrsrsrssssssessessseseserereset et st st bt s sttt b bbb s s 39
3.8. O606menHas Tpynosas GyHKuus «CTpaTeruyecKoe YIPaBIeHUE MEPCOHATIOMD «.oouvviuesisiesrnnes 49
IV. CBenenus o6 opraHu3alusx - pa3paboTuNKax IPOGYECCHOHATBHOTO CTAHIAPTA ..vuvvvrvnrmrarinsisasensssess 57

1. OGuiHe cBeaeHNA
VYupapieHue nepcoHaIoM OpraHHu3alug ( 07.003 |

(HaUMeHOBaHKe BHA IPO(ECCHOHATLHOMN NEATENLHOCTH) Kon

OcHOBHa4 1I€JIb BUJA HpO(i)CCCI/IOHaJILHOf/‘I OeATCIBHOCTH:

O6ecneyenne 3¢ GeKTHBHOrO QYHKIMOHUPOBAHUSA CHCTEMBI YIPaBICHHs IEPCOHANIOM JUIS JOCTIEHIA
neJel opraHu3alyn

['pynna 3aHATHi:
1212 Yupapisroiye TpyI0BEIMA 2423 CnenuammcTsl B 061acTu nogdoopa u
pecypcaMu HCIIOJIb30BAaHNS IIEpPCOHAlIA
2424 CuenuamicTs! B 001acTH - -
HOATOTOBKY U pa3BUTHS
nepcoHaja

(xon OK3%) (HanMeHOBaHHE) (xox OK3) (HauMeHOBaHHUE)




OTHeceHUE K BUJaM IKOHOMHYECKOH JIesITeTbHOCTH:

i A
1 01-99 . Bce BUJBI 5)KOHOMMUECKOMN AEATEIILHOCTH

(xom OKBD/1?) (HamMeHOBaHME BHJA IKOHOMHUYECKOH HeATENbHOCTH)




9 9'70/4 IDILUICOIT HOHIIreUIIO0 HoHdauledondod KUIeeHIedJ omnegodundod
9 9'10/4 IDIHLHAIIOII HOHGIreHI0d Honauledorndoy extogedee 9 OIl 9I00HILALKA] | o
©210d0gOOLHONAMOY OIOMIOIALLILIEL00D eireHOOdoII
9 9'co/d | ¥ erenoodon 19rermo ‘erAdi uunesnnelido goooonodn suHeaOdUdLOMHANIT Y MIRIIIO U
9 9'70/4 elreHoodarr erAdL [1erio kuesuHeldQ erAdi ummrecuneldo
9 9'10/d erreHoodon erAd1 uneenHeIdQ 9 Ol 4100HAIAIEI] | H
©10d0gOOLHIWANOY OISMIOIAL101391009 H elreHoddon
migodmkerd ‘uunelnere ‘sEHORAQO ‘1adaedden gorareHoUodododn
9 9'v0/ sunsodioon u surugsed godoomodn onHEa0dUdLOMHUINT Y
9 9'€0/d erreHoodan migodmkeld U HHIelnere sunesuHe1dQ
9 9'20/Ad eireHOOdoNI KUHORAQO KHITEEMHRIA() erreHO0doII
erreroddon 19doadex gorareHOMI99(od omLugeed
9 9'10/d omnsodroon u omiugsed on unikuduodow sunoregodn U kuireenHeld( 9 Ol 9100HALALE! |
2L0d0QOOIHIWANOY OJMIOIAE131949.L009 U BI'BHOOIAII erreHoodon
9 9°€0/D HHUIIBLIOALIE U MMHOIO BUHATgodn 90900 nodn onHedodud LOMHANI'Y HHITRIO0LLE
9 9°20/D elreHOddoN HHITRINOLLIE SMHATdod M KueenHRId() H 9MHSTIO
9 9'10/D eireHO2doI1 HMHATIO oMHAYog0d U KUIIeenHEIdQ 9 Ol 9LOOHALRIER] | D
2L0d0QOOLHOWANOY OISMIOIAELILIEL00D
9 9°c0/d H WOIreHOOdOI BMHOROII2Q0 g09%010dIl aMHedodud LONHUNTY worreHooda1
9 9'70/d erreHoodon dogio u dogron ‘onHaRaIraUdII MOHO] | OIMHOBAIIDAQ0
9 9'10/9 srreHoodoanr g unesnne1do xs1o0Hgad1on o uurewdogan dog) 9 OIl 9100HAIRLEY] |
[9HeIdO SIMHHod10deI'A901
a AreHoodan o1l F0IHIWANOY OIHHAIrgeLoradn ‘erreHOYdo OIMHIXHEY
9 9'€0/V 1 A1oR4 o1 e10d0QOOIHIWANOY U €0900n0dI oMHRd0dUdLOMHUNIY worrernooda1r
guHomOoHLO x1990rAdL kuHoUWdodo dAranodu sunaINKog0dI0d o [1oged
9 9'70/V | ‘erreHOddon OIMHANHUEY M ALORA ol g01HOWAMOY Wdod xggonul exiogedeed QUHOKAIINIQ0
9 9'10/V BIrEHOOOII OIMHXHUAY M ALOhA OI HHITBLHIWANOY JQUHIIIoY 9 QOHHOMMBIHOWAMOI! | V
UMM (pUIed
(grogodAromn) rox OUHBRHOHOWHEBH HHITE A LB OUHBRHOHOWHEH rox
quogodA qrog0dA
UAIDIHA(Q a19g0rAd | HAIHA( srag0rAd1 SI9HHOMQO9)

(MLYOHIIALBIY HOHIIrEHOHYIPodu

eruda erded BeHIIreHONNNHAQ) LderHeLd HiI9HIIreHOHddd¢odu a xumeroxd ‘UnnMHAG xragorAdL sunedunQ If




210d0QOOLHINANOY OIOMIOIAE101981009 B WOLrRHOddoN

L L €0/H suHorrgedIiA oloMooruIdLedLd 9000om0dn suHRHOdHALOMHUNIY worreHoodon
L L' CO0/H WoIreHOIdaII KUHAIrgedIIA OI0MOhHISIRdL) IINSLOND KHIREHIBd onnargednA
L L TO/H WOLreHOOdoIl BKMHAIgedIIA 0J0MI9RHIoTed1) IINAL10M) BXLOogRdER soxosnHIaLedL)
©10d0Q00IHINANOY OIMIOIASLILIELO0D
u unesrneldo sunsrarcedron otoHdAMAdLY 191008d K
L Lv0/D | worrenoodan suHorgednA otoHHOHIRdONO 2099910d1 SMHRHOdUdLOMHAWI'Y
worreHoddon uHOIraRALIA auneenHeIdo
L L' €0/D nresHIeWoLae ¥ nuesugodduir eoosnodn suHaMK0d0dII00 K eXLOgRdERd WonHaIorsedron
uareendeIdo gkunaIraTsedrorn 01oHdALIAdLY WigHdA1AdLo
L L' 20/D 1ar09ed ¥ worreHoodon ¥uHorgedA 0IOHHOMITRdIIIO KHITBEHUIED ] H WolreHoOda11
unresrHe1do suHAIATerdron o10HdAIMAdLY ounargaedni
L L'10/D 19r09ed u worrenoodon ¥uHorgRdIA 0JOHHOKITEdONIO [MNALOUD BX1ogedeed oonHounedon()
IDALALOIT
210d0QOOLHINANOY OJSMIOIAE1ILIg1000 HOHIIBUIIOD
9 9'cO/] | ¥ WIHNLAIOU HOHIIren0d yoHguledondox g020om0dn suHedodud LOMHUNI Y nonaniedondox




II1. XapakTepucTnka 0600MEeHHBIX TPYAOBBIX (PyHKIHIA

3.1. O6o6mennan TpyaoBas GpyHKIusA

OKYMCHTAIITMOHHOC OGGCHC‘-ICHI/IC a60TI>I C
HaumenoBanue A 1t p Kon A YpOBeHb 6
NIEPCOHAJIOM KBanu(pHKALHK
TIponcxoxaeHne 0600MEeHHOK 3aMMCTBOBaHO U
p PKA . Opurunan X 3
TpyOoBoit GyHKUMU OpHUTMHANA
Kon PeructpanuonHb1ii HOMep
OpHIHHaNa npohecCHOHATTLHOTO
cTaHgapTa

Bo3moxHEIe
HaMEHOBaHH
JIOJDKHOCTeH, mpodeccuit

Creranuct 1mo 0GOpMIICHHIO TPYIOBBIX OTHOILCHHIM
Crenmanuct o JOKYMEHTalHOHHOMY 00ecIIeUeHHIO IEPCOHANa
Crenyaiyct 1o nepcoHaty

Crenuanuct o Kajpam

TpeGoBanus k
o0pa3oBaHuUIO U
00y4YeHUIO

Cpentee npodeccHoHATbHOE 06pa30BaHUE ~ IPOrPaMMEBI TOJATOTOBKH
CIIENHAMCTOB CPEIHETO 3BEHA U JOTIONHUTENBHOE IPOGECCHOHATEHOE
o0pa3oBaHHe — MPOrpaMMBI IpodhecCHOHANBbHOM IEPENOATOTOBKY B
00J1aCTH yIpaB/IeHHA MEPCOHATIOM MM B 001aCTH JOKYMEHTAHOHHOIO
obecmevenus paboTHI ¢ IEPCOHATOM

WK

Briciniee ob6pa3oBanue — Oakanaspuat

100

Bricimee oOpazoBanue (HenpoduibHOE) — OaKanaBpHaT H JONOJIHUTENBHOE
npodeccroHanbHOe 06pa3oBaHue — IPOrPaMMBI TPOGECCHOHATILHOM
HEPENOArOTOBKH B 001aCTH YIIPaBICHHS IEPCOHANIOM MM B 0011aCTH
JOKYMEHTAIIHOHHOTO 00eclieueHHs paboThI C IIEPCOHATIOM

TpeboBaHus K ONBITY
MpakTHYECKON paboTEI

He Mmenee Tpex JeT B cdepe ynpapieHHs IEPCOHATIOM [IPH HATHYMA
cpeaHero npogecCHOHAIBLHOr0 00pa3oBaHHs M JOIOTHATEIEHOTO
poeCCHOHATEHOr0 06pa30BaHUs — IPOrPaMM HPOPECCHOHATBHOM
TIEPENOATOTOBKH B 001ACTH YIIPaBICHHU IEPCOHANOM WM B 06/1aCTH
JOKYMEHTAIMOHHOTO o0ecneyeHns paboThI ¢ IIEPCOHATIOM

Oco0ble yclioBus
J0IycKa K pabote

Jpyrue xapakTepHuCTHKH

JIONOTHATEIbHBIE XapaKTEPUCTHKH

HauMeHoBaH e JOKYMCHTa Kox HaumeHoBanue 6a30BOM IPYIIIBL, JOJDKHOCTH (IPOdECCHH)
. WIA CHeNUAIBHOCTH
OK3 2423 Crenuanuctsl B o0macTi moadopa U KCIOIE30BaHUSA
nepcoHaja
EKC? - CrenMaimcT o Kaapam
- Menemkep o IepcoHATY
OKIIJITP* 26583 CrienpanmcT 1o Kafpam
OKCO’ 5.38.03.02 | MenexMeHT
5.38.03.03 | YipasneHue IepcoHaIOM




3.1.1. TpynoBas ¢pyHknus

Beznenue JOKyMEHTAIWH TI0 YIETY U IBHKECHUIO Yposensb
HavumeHnoBaHUE nepcoHaia Kox: A/01.6 | (nomypoBeHb) 6
KBaNUpHUKaLIH

IporcxoxaeHNE TPy XOBOH
fingeiaiil

X 3auMCTBOBAHO U3

Opuruxan
OpUTHHANA
Koz PerucrpauioHHbIH HOMEP
opuruHaNa podeccuoHAIBEHOTO
cTaHjapTa

TpynoBsie ACHCTBHUSA

C6op ¥ MpoBepKa JTMIHEIX IOKYMEHTOB Pa0OTHHKOB

KoHcynpTHpOBaHHE pabOTHHKOB IO  BONpPOCAM oopMieHUs TpPYIOBBIX
OTHOINEHHH

OdopmieHre JTOKYMEHTOB, PETTIAMEHTHPYIOIIMX TPYAOBbIe OTHOIICHHSA C
KOHKpPETHBIM paOOTHHKOM

IloaroroBka u O(I)OpMJICHI/Ie IIo 3alpocy pa6OTHHKOB U AOJKHOCTHBIX JIHIL
KOHHfI, BBIITHUCOK H3 KaJpPOBBIX JOKYMEHTOB, CIIPABOK, an)opMaupm 0 CTaxe,
Jprorax, rapaHTuiax, KOMICHCAOusIX U HHBIX CBEJIEHHUI O pa6OTHHKaX

Brinauya paGOTHHKY JOKYMEHTOB O €T0 TPYAOBOM JAEATENbHOCTH

HOBCI{CHI/IC J0 CBCICHHUA paGOTHI/IKOB Opra’HM3allHOHHBIX, PACIIOPAIUTCIIBHBIX H
KaJpOBLIX TOKYMEHTOB OpraHu3aiiii

Benenre  y4era, HpeIyCMOTPEHHOIO  TPYAOBEIM  3aKOHOJATEIHCTBOM
Poccuiickoit @egeparn

PCI"I/ICTpaHI/IFI, Y4eT, OIEPaTHBHOC XPaHCHUE KAIPOBBIX TOKYMCHTOB, NIOAI0TOBKa
HX K Ca4€ B apXuB

PaGora B KOPHOPATMBHBIX W BHEIIHAX MHQOPMAIMOHHBIX CHCTEMaX W
HCIIONB30BaHHE IHM(POBHIX CEPBHUCOB, BHIIONHMIOMMX (YHKIHM BEIACHUS
JIOKYMEHTAIMH 10 IBIXKEHHIO U YUYETY IepcoHajia

HeobxoaumMele
YMEHHUS

JIOKyMEHTHpPOBaTh TPYAOBHIC OTHOIUEHHS Pa3NMYHEIX KATErOPUi pabOTHHKOB K
CHEIMANBHBIX CYOBEKTOB TPYAOBOIO IIPaBa B COOTBETCTBUH € NEHCTBYIOIIMM
3aKoHOJaTeIbcTBOM Poccuiickodt ®esepauyu, periaMeHTaMH (CTaHJZApTaMH)
JOKYMEHTO000pOTa OpraHHu3alluK

BhISIBIATE OLIHOKH, HETOYHOCTH, HCIIPABJIEHHS M HeJJOCTOBEPHYIO HHPOPMAIUIO
B JIOKYMEHTaX, ONPEAEIATh IOUIMHHOCTD PE/ICTABICHHBIX JOKYMEHTOB

BecTH ydYeT U perucTpanyio JOKyMEHTOB B HH(OPMAIMOHHBIX CHCTEMax M Ha
MaTepHaIbHBIX HOCHTEIIAX

PabGorate co CIICHHAIN3HPOBAHHBIMHI I/IH(bOpMaIII/IOHHI)IMI/I CHCTCMaMHU H
IIH(I)pOBBIl\'II/I CCPBUCAMH 110 BEJICHUIO yucTa 1 JBMDKCHHIO NEPCOHATIA

BecTi [enOBYIO IIEPENHCKY, JOKYMEHTOOOOPOT, PperjaMeHTHPOBaHHBIH
3aKoHOmare bcTBOM Poccuiickoit Pesiepanuy B 001aCTH TPYAOBBIX OTHOLIECHHH,
¢ pabOTHMKaMH, BHSITHUMH KOHTPAreHTaMH ¥ IpaKlaHaMH

ObGecreunBarh coOMIOeHMe TpeGOBaHMI 3aKOHOJATENbCTBA Poccuiickon
denepaluy B KOPIOPATHBHBIX HONUTHK B 0011acTH 00pa0OTKY MEPCOHATBHBIX
JAHHBIX U KOH(HIEHIHATEHON HHGOpMalUK

Co6rofiaTh HOPMBI STHKHA JET0BOT0 OOIICHHS

Heobxomumele
3HAHHUSA

Tlopsiok ohOpMJIEHUS, BEAEHAS M XPaHEHHS JTOKYMEHTOB HO OQOPMICHHIO
TPYJOBLIX OTHOIICHHH, II0 YNPABJIEHHIO IEPCOHAIOM B COOTBETCTBHH C
Tpe6GoBaHMAMM 3aKOHOJaTeNbCTBa Poccmiickoit Qenepaliii 1 KOPIOPaTHBHEIMA
HOTUTHKAMHU

Ienn 1 3aJa4uy OpPraHU3alMy 110 MOCTPOSHUIO CHCTEMBI odopMIEHHs TPYIOBBIX
OTHOIICHHUH




TapudHo-KkBaMpUKALHOHHBIE CIIPaBOYHHKM pabOT M mpodeccuii paboumx u
KBaJM(UKaIMOHHbIE XapaKTepPUCTUKH JOJDKHOCTEH CIy’Kauux,
npodecCHOHANbHBIE CTAHAAPTEI

CneumamzupoBanible MHQOpMAUMOHHBIE CHCTEMBI, HHU(GPOBEIE YCIYTH M
CEPBHCHI 110 BEJCHUIO yUeTa U ABHKEHHUIO HePCOHAJIA, TPAHHLIBI HX TPHMEHCHUA

OcHoBHEBIE MCTPHUKH U AHAIIUTUYCCKHUE CPE3LI B obnmactu ABUXKCHHUA W YyUECTa
NE€pCOHAJIA

Hopsimox  odopmieHUs YCTaHOBICHHBIX 3aKOHOAATENBCTBOM Poccuiickoit
@enepannyu GopM OTICTHOCTH B FOCYJAPCTBEHHBIE OPraHbl

TpeboBanus 3akoHOnmatenscTBa Poccuiickoit ®enepanuu no odopmiieHUIO
TPYAOBBIX OTHOIIEHHH, BOMHCKOMY YYETy, YBEJOMJICHHIO U TPEICTABJICHHIO
OTYETHOCTH B TOCYAapCTBEHHBIE OPTaHbl CIIENAATBHBIX KaTerophii pabOTHHKOB:
HMHOCTpaHHBIX paOOTHUKOB U JIHI] 6€3 rpakJaHCTBa, HHBAIKIOB, JTUI, UMEIOINUX
rapaHTHH U JIbIOThI, YCTAaHOBJIEHHbIE 3aKOHOJATENFHO, U JPYTHX CHelHaTbHBIX
KaTeropuu

HopmaTuBHBIE IpaBOBBIE AaKThl, OHpENEJSIIONIME HOPMBEI TPYAOBOTO IIpaBa
Poccuiickoii Oenepanyn

3akoHomarenscTBO  Poccmiickoit  ®enmepaumu 00 — HHAMBUAYAIBHOM
(nepcoHnPUUHUPOBAHHOM) y4Ye€Te B CHCTEMe OO0S3aTEeIbHOTO IIEHCHOHHOIO
CTpaxOBaHHUs

3axoHozmatenscTBO Poccuiickoil Denepanun 0 NepCOHAIBHBIX JAHHBIX

JloxanpHBIE HOPMATHBHBIE aKTHl OpraHW3alUH, peryIHpYIOIHe IOPSIOoK
odpopMileHHsT PpacTIOPAAMTENBHBIX M OPraHM3alMOHHBIX JOKYMEHTOB IIO
nepcoHay, 0OpMIICHHIO TPYAOBBIX OTHOIIEHHMH

IpaBuiia BeeHMs eJIOBOM MEPEIHCKA

Hopwmsi 5THKH Aen0oBOro oOmeHns

Hpyrue

XapaKTCPUCTHKH

3.1.2. TpynoBas pynxmus

Pa3paboTka THIOBBIX (opM JOKYMEHTOB IO yUETY VposeHb
HanmeHoBaHMEe = M JBHIKEHHIO IIEPCOHANIA, COMPOBOXKIECHUE Kon | A/02.6  (monyposens) 6
npoueayp oGopMIIeHUs TPYJOBBIX OTHOLIEHHMH KBaIAGUKALMH

IpoucxoxAeHNEe TPYAOBOIL
¢$ynxumn

X 3aMMCTBOBAHO U3

Opurunan
OpHTHHANA
Kon PerncTpalinoHHEINH HOMEP
OpHTHHANA Hpo¢ecCHOHATTEHOTO
CTaHjapTa

TpynoBeie nefcTBUA

Pa3pa60TKa IIPOCKTOB JIOKAJIBHBIX HOPMATHBHBIX AaKTOB OpraHH3allnd,
PEryJIapyromux TPyAOBBIC OTHONICHUS

Pa3paboTka TPOEKTOB JOKYMEHTOB II0 O(QOpMIEHHIO TPYHAOBBIX
OTHOIIEHMI ¢ KOHKPETHHIM pabOTHHKOM

IMoaroToBKa NPEeIOKEHUH [0 ONTHMH3anMH (GOpM JOKYMEHTOB H
U poBH3aUK JOKYMEHTO000pOTa OpraHu3aluy B 061acT 0QOpMICHNS
TPYJOBBIX OTHOIIEHHUH

IMogroToBka TMPOEKTOB [OKYMEHTOB IO IIpoLEdypaM YIIpaBIE€HHsS
[IEPCOHAJIOM, YUeTa H IBIDKEHUS IEpCOHANA

Iloaroropka mo 3arpocy roCyaapCTBCHHEBIX OPraHoB, MIPEACTABUTCIBHBIX
OpraHoB pa60THI/IKOB OPUTHHAJIOB, BBIIIHCOK, KOIIH JTOKYMCHTOB H




[IPEIOCTABIIEHUE B JJIEKTPOHHOM BHJE CBEJCHH, pErIaMeHTHPYIOUTMX
TPYZOBBIE OTHOINEHMS M HMEIONMX OTHOIIEHWE K perjiaMeHTalluH
TPYIXOBBIX OTHOIUIECHUN

ITogroroBka 3ampocoB B TOCYAapCTBEHHBIE OpraHbl W CTOPOHHHUE
OpraHM3allvy IS IOATBEP)KICHUS CBEJCHUH B MHTEpecax pabOTHHKOB M
paboToaTerns

[loarotoBka yBeJOMIICHUH, OTYETHOM, CTATUCTHYECKON U aHATMTHYECKOM
uH(popManmy 1o 0GopPMIIEHHIO TPYIOBBIX OTHOIIEHUMN

HeobxoaumMeie ymenus

PabGotats co crenuanM3upoOBaHHBIMH HHGOPMAIMOHHBIMH CHCTEMaMH,
OUPPOBBIMH YCIYTaMH ¥ CEpBHCAMH II0 BEACHHIO ydeTa U IABHXXEHWIO
MEepPCOHAaNa, CONPOBOXKACHUIO TPYJOBBIX OTHOINCHUH

AHami3upoBaTh JIOKAJIbHBIE HOPMAaTUBHBIE aKThl M JOKYMEHTHI II0
0()OpMIIEHHIO TPYAOBBIX OTHOINEHU, GOPMUPOBATH MPEATIOKEHHUS 110 HX
aKTyaJln3alyy U yITy4IIeHUIO

OHpCI[CJISITB CTPYKTYPY U COAEPKAHUE, TOTOBUTH IIPOCKTHI HOPMATHUBHLIX
JOKYMCHTOB U NTOKYMCHTOB I10 0(1)OpMJICHI/IIO TPYZAOBBIX OTHOIICHUH

OdopMiaTh KaApoBEIE NOKYMEHTHI B COOTBETCTBMHM C TpeOOBaHHUSIMU
3aKkoOHOAaTenbcTBa  Poccmiickoii ~ @Depepamum W JIOKQJIBHBIMHA
HOPMaTHUBHBIMH aKTaMH OpraHu3aliu

Ob6ecneunBath cobmoaenne TpeOoBaHU 3aKoHOHarenbecTBa Poccuiickoii
denepaiyn, KOPHOPATHBHBEIX IOMMTHK B obmactm  o6paboTku
IIEPCOHAIBHBIX JaHHBIX M KOHQHICHIMAIBHON HHMOpMaluK

Bectn ACJTIOBYIO IIEPEIIUCKY

Cobiro1aTh HOpMBI 3THKHA JETI0BOr0 OOIIEHUS

H606XOI[I/IMBIC 3HaHHA

HOpMaTI/IBHBIe IIPaBOBBIC aKThbI, OIIPEACIIIIOIIINEC HOMBI TPDYZOBOI'O IIpaBa

OCHOBBI apXHWBHOI'O 3aKOHOJATENILCTBA M HOPMAaTHBHBIE IIPABOBHIE AKTHI
Poccwmiickoit ®enepaunn B 00sacTd 0OPMIICHHS, BEACHUS U XPaHEHUS
JOKYMEHTOB 110 0OPMIIEHHIO TPYOBBIX OTHOIIEHUH]

3akonomarenscTBo  Poccmiickoit Pemepanuu 00 HHAMBHIYaJTEHOM
(mepcoHUPHUIUPOBAHHOM) ydeTe B CHCTEME 0053aTeIbHOTO IEHCHOHHOTO
CTpaxOoBaHUs

TMopsnox  odopmicHHS  NEPBHYHBIX  JOKYMEHTOB Ui Iened
Oyxrantepckoro yueta B chepe oGopMIIeHNs TPYAOBBIX OTHOIICHUH

TapudHo-kBanudpUKaIMOHHBIE CHIPaBOYHIKH paboT U npodeccuit pabounx
M KBAIM(QHKAIMOHHBIE XapaKTEPUCTHKH JOJDKHOCTEH  CIyXKalluX,
npodecCHOHATHHbIE CTaHIaPTHI

TexHoIOrMH, METOABI H METOIUKH MPOBEAECHHUS aHAIN3a ¥ CUCTEMATH3alluH
JOKYMEHTOB W HH(pOpMaLuu

3akoHogaTenscTBO Poccmiickoit Desepainy 0 NEpCOHAIBHBIX JaHHBIX

Ilenu ¥ 3amauu OpraHW3alUM II0 MOCTPOSHHMIO CHCTEMBI O(QOPMICHHUS
TPYAOBBIX OTHOHICHHH

JIoKaJbHEIE HOPMATHBHBIC aKTHI OpraHHM3aldé B o6iacTH 0GOpMIICHHA
pacrmopsuTeNbHBIX U OpPraHU3alMOHHBIX, HHPOPMalMOHHO-CIPaBOYHBIX
JOKYMEHTOB, PETYIHPYIOIIUX TPYAOBBIE OTHOIUIEHUS:

CIICI_II/IaIII/IBI/IpOBaHHI)IC I/IH(l)OpMaI.II/IOHHLIC CHUCTEMEL, IIH(i)pOBBIe YCIYyIra U
CCPBHCBHI MO BCACHUIO yUe€Ta MW ABHIKCHHIO HNEpCOHANIa, IpAaHHMIBL HX
NDPUMCHCHHUL

OCHOBHBIE METPHKH U aHATUTHIECKHE CPe3bl B 001aCTH JBIKEHHUS H y4eTa
nepcoHana

HpaBmIa BeICHHS IEJI0BOI IICPECIINCKI

HopMBI 3THKH [1€JI0BOTO OOIIEHMS




| JIpyrue XapakTepACTHKH

|-

3.1.3. TpynoBasi pyHxuus

HapmeHoBaHue

TIpoucxoxaeHne TpyAOBOH
lingiiaivit

AI[MI/IHI/ICTpI/IPOBaHI/Ie IIPOHCCCOB U
VpoBeHb
JOK eHT0000POTAa O YUETY U ABHIKCHUIO
M P yHery Kon | A/03.6 | (momyposeHs) 6
epcoHama, IpeacTaBICHUIO JOKYMCHTOB 110 KBATE(UKALIUH
IIEePCOHATY B roOCyJapCTBCHHEIC OpraHbl
Opurunan X 3auMCTBOBaHO U3
OpHTHHANA
Kon PeructpatlioHHEIH HOMED
OpUTrHHAIa npoteccHOHATIBHOTO
CTaHAapTa

TpynoBele nefcTBHA

Opraumn3aius JOKyMEHT0000pOTa 110 YUETy H ABKMXKEHHIO IIEpCOHANA

Opranm3anus  NPEACTaBICHHS  JOKYMEHTOB II0  IIEpCOHANTY B
roCyJapCTBEHHBIE OPraHbl

TMoaroroBka yBeAOMJIEHHA, OTYETHON, CTATHCTAYECKON U aHATIMTHYECKON
HHGOpPMALMHU 110 IEPCOHAILY

Ioaroroeka WHGOPMAIMH O 3aKIIOYEHMM TPYJOBOTO MM IPaXKIaHCKO-
MpaBOBOTO JIOrOBOpa Ha BBHIIOJNHEHHE paboT (OKa3aHHE YCIOYr) ¢
IPOKIAHMHOM, 3aMEINAIOIMM  JODKHOCTH TOCYJapCTBEHHOW — HIH
MYHHLMIAIbHOM  CTyXKOBI, IlepedeHb KOTOPBIX  YCTaHABJIMBAETCA
HOpMAaTHBHBIMH IIPaBOBBIMHU aKkTaMH Poccuiickoi Peepanun

Heob6xoauMeie yMeHHs

OdopMisaTh y4eTHBIE JOKYMEHTBI, IPEAOCTABIIAEMBIE B TOCY JaPCTBEHHBIC
OpraHbl, IPeACTaBUTENBHBIE OpraHbl PAOOTHHKOB

OpraHu30BBIBATH XpaHEHHE JOKYMEHTOB B COOTBETCTBHU C TPEOOBAHUAMU
3akoHOmarenbcTBa  Poccuiickoii  Pemepaum H JIOKaJIBHBIMH
HOPMAaTUBHBIMH aKTaMH OpraHu3aluM

Pa6orate ¢ MH(POPMAIMOHHBIMH CHCTEMaMH, HH(GPOBLIMH YCIyraMd H
CEPBHCAMH II0 BEACHHIO yU€Ta U JBHIKEHHIO IIEpCOHAA

Pa6orars ¢ MH(QOPMAIMOHHBEIME CHCTEMaMH IH(POBBIMH YCIyraMd H
CEpBHCaMH 10 BEJCHHMIO CTATHCTHYeCKOH M OTYETHOH HHQpOpManuu u
AQHAJINTHKY 110 TIEPCOHATTY

®opMEpoBaTh NPEVIOKEHHS IO aBTOMATH3AlMH H IH(PpOBH3AIMH
IpOIIECCOB H JOKYMEHTOOOOpOTa IO YYETY M JBHKCHMIO II€pCOHANa,
INOKYMEHTOB II0 HEpCOHaNy Ul NpeACTaBIEHHS B TOCYAapCTBEHHBIC
Oprassl

AHamu3upoBaTh IPaBHIIa, POLEAYPH U MOPITOK, PETYIHPYIOIIHUE IPaBa i
00S13aHHOCTH TOCYJapCTBEHHBIX OPraHOB M OPraHM3allMH [0 BOIPOCAM
o0MeHa TOKYMEHTAI|eH 0 IEPCOHAILY

O6ecmeurBaTh coOmoaenne TpeGoBaHUi 3aKOHOAAaTENbCTBA Poccuiickon
desepallid ¥ KOPINOPaTWBHBIX IONMHTHK B oOmacte 0oOpaborku
HEePCOHANBHBIX JAaHHBIX U KOHOHICHINATLHON HHOpMaK

Bectn nenoBy0 NEpENuCKy

Co61moaaTh HOPMBI THKH AEJIOBOTO 0OIMECHMS

HeoOxomuMble 3HaHUA

TeXHOIOrHH, METOAEI M METOJIMKH IPOBEACHNS aHalIn3a U CHCTEMATH3alluI
JOKYMEHTOB H HMHOOPMaIUH

OcHOBBI I[OKYMGHTOOGOpOTa H JOKYMECHTAIIMOHHOIO obecrnedueHus
oprasusaiyn

Oprauu3aloHHas CTPYKTypa OpraHu3aliu
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TapudHO-KBATH(HUKANMOHHEIE CIPABOYHHKH paboT U npodeccuit paboynx
¥ KBalM()VKAIMOHHbIE XapaKTePUCTHKH JIOJDKHOCTEH  CIIyXKaIlluX,
npodeccroHaNbHbIE CTAHAAPTHI

Cnenpanmm3upoBaHHble HH(OPMALOHHBIE CHCTEMBL, IIHQPPOBLIE YCIYTH H
CEpBHUCHI 10 BEICHMIO y4eTa ¥ JBWKCHMIO IIEPCOHANA, IPAHUIBl WX
PUMEHEHYS

OcHOBHBIE MCTPHUKH U aHAUTUTHYCCKUE CPC3bI B 00JIaCTH ABMXKCHUS K yacTa
IICpCOHAIa

HopMarHBHEIE IIPABOBBIE aKTHI, PETyIHPYIOMIHKE NpaBa M OOSM3aHHOCTH
rOCYJaPCTBEHHBIX OPraHOB, IPE/ICTABUTENBHBIX OPraHoB pabOTHHKOB I10
TPeI0CTABIEHHUIO YIETHOM JOKYMEHTAIINI

HOpMaTI/IBHI)Ie IIPaBOBLIC aKThl, ONPCACILIIOIINE HOMEBI TPYIOBOI'O IpaBa

OCHOBBI apXMBHOTO 3aKOHOAATENHCTBA ¥ HOPMATHBHEBIE IIPABOBBHIC AKTHI
Poccuiickoit @enepannu B 061acTH BEACHHS! JOKYMEHTAMH HO TIEPCOHATY

3akoHonaTenscTBO Poccuiickoit denepanyu 0 NepcOHANLHBIX TaHHBIX

JIoxanbHBle HOpMATHBHBIE aKTHI OpPraHM3allMd B 00nacTH oQopMICHHMS
PACTIOPSAUTENBHBIX ¥ OPTaHW3AMMOHHEIX, HH)OPMAIMOHHO-CIIPaBOYHbIX
JIOKYMEHTOB, PErYJUPYIOMUX TPYIOBBIE OTHOIICHHS

IpaBuna BegeHNs ACTOBOM NEPENUCKA

HopMbl 3THKH IETIOBOTO OOIIEHHS

Jlpyrue XxapakTepUCTHKH

3.2. O6006mennas TpyaoBast GyHKIUA

HanmeHoBaHME

TpoucxoxaeHne 0600MEHHOM
TpyA0BOH GyHKIUK

JleATeIbHOCTD 10 00ECIIEUEHMIO TIEPCOHATIOM Kox B YposeHb 6
KBaTA(pUKALAH
3aMMCTBOBAHO M3
Opuranan X
OpHIHHAJA
Kon PerucTpaiioHHEI HOMED
OpuruHana mpo¢eCCROHANBLHOTO
CTaHAapTa

Bo3MOXHEIE HANMEHOBAHMS
JoJDKHOCTEH, mpodeccuit

Crenuanuct no noabopy nepconana
Crenuaauct 1o nepcoHaly
Menemkep 1o nepcoHaiy

TpeGoBanus k
00pa30BaHHIO ¥ O0YYEHHIO

Beiciuee oOpa3oBaHye — OakalaBpHaT

WA

Bricimee o6pa3oBanue (HenpoduibHoe) — bakanaBpuar U
JOTIONHATENBHOE IpodhecCHOoHATbHOE 00pa3oBaHue — IPOTPAMMEI
npodeCcCHOHATHHO} MEPENorOTOBKY 110 HANPaBJICHHAM AeSTEIbHOCTH
10 00ECIIeUCHHUIO IEPCOHATIOM

TpeGoBaHHUSA K OIIBITY
IpaKTHYECKON paboThl

Oco0bie yCIoBHS IOIyCKa
K pabote

Jlpyrue XapakTepHCTHKH

I[OHOJIHI/ITCJIBHBIC XapaKTCPUCTHKN

HaumMeHoBaHMe JOKYMCHTa

HaumenoBanue 6a30B0ii rpyNIbl, JOJDKHOCTH

Koz (npocdeccun) WK CHENHATIBHOCTH
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OK3 2423 Cnenumamuctsi B 06J1acTi moa0opa U HCIOIb30BaHUS
nepcoHala
EKC - Crnenuamct 1o Kagpam
- Mene pxep no nepcoHay
OKIIATP 26583 Croenuanict o xajapam
OKCO 5.38.03.02 | MeHeKXMEHT
5.38.03.03 | YnpaBieHue nepcoHaioM

3.2.1. Tpynosas pyHxuus

C6op nadopmanuu 0 moTpeOHOCTAX YpoeeHp
HauMeHOBaHHe OPraHH3alLyy B IEPCOHATIE Kon B/01.6 | (mozyposeHb) 6
KBAMH(pUKALHU
g}gg:;);zmnenne TPYHOBO Opurusan X g;;nrzgzﬁzano m3
Kon PerucrpaumonHsiilt HoMep
opUruHata 1po¢ecCHOHANBHOIO
cTaHfapTa
TpynoBele nelcTBUA ®opMmupoBaHHe  INepeYHEd  BAaKaHTHBIX M IUIAHUPYEMBIX K
YKOMILUIEKTOBAHHMIO  JIOJDKHOCTeH  (mpodeccudi,  cremuanbHOCTE#H)
oprasu3anyuu

dopMHpOBaHHE CaMOCTOSTENBHO M (MJIM) COBMECTHO C PYKOBOJAHTEIEM
COOTBETCTBYIOIIETO HOApa3eneHu)s TpeOOBaHUM K BAKAHTHOM JOJDKHOCTH
(mpodeccun) ¥ HX KOPPEKIH

AHani3 peIHKa TPyJa U MepCcOHANIa OpTaHU3aIliy 0 NpO(HUIIO BaKaHTHOM
JoJDKHOCTH (podeccu, coennanbHOCTH)

HudopMupoBanne W KOHCYJIBTHPOBAHHE PYKOBOJUTENEH MOApa3aeneHui
¥ OpraHM3al(My M0 BOIPOCaM PhIHKA TPyAa H 00eCeyeH s HEPCOHAIOM

Heobxoamnmeie ymMeHus Cobupars, aHQJIU3UPOBAaTE U CTPYKTYpHpoBaTh HH(bopmamuioo 00
0CcOOEHHOCTAX OpraHAu3anyy paboT Ha pas/IMUHBIX Y4aCTKax MPOM3BOICTBA
U Ha KOHKPETHBIX paboyux MecTaX C y4eToM LENeH, 3ahad, IUIAaHOB U
CTPYKTYpPBI OpraHH3aug

CobupaTh, aHAIA3UPOBATH M CTIPYKTYpHpOBaTh HHQOpMaluo 00
0CcOOEHHOCTAX ¥ BO3MOXKHOCTSX IIEPCOHANA OpPraHu3alMu

CobupaTs, aHAIM3MPOBATH ¥ CIPYKTYypHpOBaTh HH(poOpMamuio 00
0COOEHHOCTAX PBIHKA TPYyZa, BKIIOYAs IPEIJIOKEHHS YCIYT MO IOHCKY,
IPUBJIEYEHHUIO, TO00PY M 0TOOPY IEpCOHANa

PaboTaTh B HHGOPMAIIMOHHBIX CHCTEMAX, HCHOJIH30BaTh LU(POBbIE YCIYTH
H CEpBUCHl 1O cOOpYy, aHAMM3y M CTPYKTYpPHPOBAaHHIO IOTPEOHOCTH
opraHu3anyy B Kaapax

dopMUpOBaTh NpPEMIOKEHAS 0O aBTOMaTH3alMH M IU(POBU3ALUU
oIepanuii ¥ IpoleccoB cOopa NOTPEOHOCTH B MEPCOHAIE

KoHCynsTHpOBaTh COTPYAHMKOB M DPYKOBOIMTENICH OpraHd3aluyd IO |
BOIPOCAM PHIHKA TPyZa H 00ecIeYeHHs IEPCOHAIOM

O6ecneunBath cobmoneHne TpeGoBaHMi 3aKoHOAATENBCTBA Poccuiickoi
demepary M KOPIOPAaTHBHBIX IOJNMTHK B  00nacTu obpaboTkn
IIepPCOHANBHBIX JaHHbIX i KOHMHACHIMAIEHOH HEpOpMAaliy

BecTtH 1€710BYIO IEPETIUCKY

Co6moaTh HOPMBI STHKH J€JI0BOTO OOIIEHHs

Heo6xoauMele 3HaHUS TeXHOJIOTHU, METOIBI 1 METOMKH ITPOBEICHUS aHAHM3A ¥ CHCTEMATH3alu|
JIOKyMEHTOB ¥ HH(OpMaIH{
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IMopsimok  ompejeneHnsl NMEpcHeKTHBHOM M TeKymeH MOTpeOHOCTH B
TIepCOHAE

Hcrounnku obecriedeHys opraHu3alyy NepcosaIoM

Oprasuzanuus paboT Ha pa3IHYHBIX YIaCTKaX MPOU3BOACTBA, OPraHU3aluHy,
OTpaciy

OO6mue TEHIEHIMH Ha PHIHKE TPylda B IEJIOM H B OTAEIBHOM OTpaciu,
KOHKpETHOI npodeccui (T0JDKHOCTH, CIENUATLHOCTH)

OCHOBBI ICUXOIOTHH ¥ COLHOJIOTUH Tpyda

OCHOBEHI SKOHOMMKH, OpraHu3aliiyd Tpyda U yIIpaBJICHUS

TapupHo-kBamHHKaIHOHHEIE CIIPAaBOYHUKH paboT U npodeccuit pabodux
M KBATM(pHUKAIMOHHBEIE XapaKTEePHCTHKHA JOIDKHOCTEH  CIlyXKalluX,
npoecCHOHANBHBIE CTAHAaPThI

HOpMaTI/IBHBIe IIPaBOBLBIC AKTHI, OIIPCACIIAIOIINE HOMEI TPYJOBOI'O IIpaBa

OCHOBHI apXMBHOTO 3aKOHOJATENLCTBA M HOPMATHBHEIC IIPABOBHIE aKTHI
Poccuiickoit ®enepaiyy B 06J1aCTH BeJeHUS JOKYMEHTALMH IO IEPCOHAILY

3akonopgarenscTBo Poccuiickoit @enepaiyy 0 NEpCOHAIBHBIX JAHHBIX

JIoxajibHBIE HOPMATHUBHBIE aKThl OpraHU3AlUM, PEryIHPYIOIHEe IOPSIIOK
noadopa nepcoHana

Crienpamu3ipoBaHHble HHPOPMAIIOHHBIE CUCTEMBI, HUPPOBLIE YCIYTH H
CEpBHUCHI B 00J1acTH 00ecIedeH s IEPCOHANIOM, I'PaHMIIBI UX IPUMCHEHHS

OcHOBHBIE METpHKM B oOnactu mombopa u oTOOpa KaHIMIATOB Ha
BaKaHTHBIE JIOJDKHOCTH JJIA o0ecedeH s MOTpeOHOCTH B IEPCOHATIE

ITpaBuia BeeHUS OE€NOBOM NEpENHCKU

HopMBI 9THKH J€JI0BOr0 00IIEHNUs

Jlpyrue xapakTepUCTHKH

3.2.2. Tpynosas pyHKuMS

HamnMenoBanue nepcoHana

IpoucxoxaeHUe TPYAOBOMH
¢$yHKIMA

TMouck, mpuBiiedeHne, mogoop u 0Toop VposeHb

Kon: B/02.6 | (momyposeHs) 6

KBanHuKaLuy

Oprrsman X 3auMCTBOBAHO M3
OpUTHHANA
Kon PernctpanmoHHbi# HOMED

OpHTHHANA npodecCHOHANLHOTO

crangapta

Tpynossie AcHCTBUS

[Touck BO BHYTPEHHMX M BHEIIHHX HCTOYHWKax MHbopMamuu o
KaHIOWJIAaTaX, COOTBETCTBYIOIIMX TPeOOBAHUAM BAaKaHTHOH JOJDKHOCTH
(npodeccum, CIEUUATBHOCTH) M MHBIM HOTPEOHOCTAM OpraHu3alyii B

TIepCoHaIe
PasMmenieHHe CBeJeHHH O BAakaHTHOW JOKHOCTH  (mpodeccun,
CIIEIHAEHOCTH) B cpeacTBax MaccoBOM HHbOpMaLUY,

cHEHAIM3HPOBAHHBIX pecypcax U CEpBUCAX

Bri60op cnocoGoB # METOHOB NPHUBJICYEHHS IIEPCOHANA B COOTBETCTBHH C
IUIAaHAMH U OTPAHAYCHISIMY OpraHH3aluK

C60p, comocTaBlieHHe, CTPYKTYPHUPOBAaHHE M NPOBEpKa MH(pOpMAUMK O
KaHIUaTax Ha BaKaHTHEIE JODKHOCTH (Mpodeccr, CeluaabHOCTH)

[IpoBenenue cobeceoBaHUH M BCTpeY ¢ KaHAMJIAaTaMH Ha BaKaHTHEIC
JIOIKHOCTH (IIpodecCHH, CHeNHaIbHOCTH), H3BEIIEHWE KaHIuIara H
HaHMMAaTeJIs O pe3y/bTarax cobeceloBaHus (BCTPEUH)
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O1eHKa COOTBETCTBUA KaHAUAATOB TPpeOOBaHMAM BaKaHTHOM JOJDKHOCTH U
WHBIM TpeOOBaHUAM OpraHu3aluy (Ipodeccuy, CHenuaIbHOCTH)

Iloarotorka mnpeanoxeHu# mo QopmupoBanuio OomXKeTa Ha IOHCK,
IpHBJIeUeHue, Moabop U oT6op nepcoHasa

WHpopMupoBaHHe U KOHCYJIHTHPOBAHAE PYKOBOAUTENEH Ioapa3aereHnit
¥ OpraHU3aIyy [0 BOIPOcaM NpYBJICYEHHS IEPCOHANIA C OIEHKOH 3aTpar

Heobxomumele ymeHHS

OmpenenaTh KpUTEpHH MOWCKA, IpHBICYCHHs, Hoxbopa u otbopa
TIepcoHala

Cobuparh, aHAIM3UPOBaTh M CTPYKTYPHPOBaTh HHGOPMALHUIO O
KaHUIaTaX ¥ NPeIJI0KEHHIX Ha PBIHKE Tpyaa

PaboTars ¢ MOMCKOBBIMH CHCTEMaMH, HHHOPMAIMOHHBIMEH pecypcaMu U
nu(POBEIMA CEpBUCAMU B 0011aCTH 00€CTIEUSHHS TEPCOHAIOM

q)OpMI/IPOBaTB OpEATIOKCHHUA IO AaBTOMaTHU3allUM M IIPI(I)pOBPISElHHPI
ITPOIICCCOB ITONUCKA U IIPUBJICUCHUA NNEpCOHAJIA

HpI/IMeHXTL TEXHOJIOTUH ¥ METOOUKH ITOHUCKA, IIPHUBJICUCHUA, no,u6opa 51
0T60pa KaHJIHuJaTOB Ha BaKaHTHBIC JOJDKHOCTH (HpO(i)CCCI/II/I,
Cl'IeI_lI/IaJIBHOCTI/I) B COOTBCTCTBHH C UX CHeHI/I(bI’IKOf/i

KOHCYJIBTI/IPOBB.TB 110 BOITpOCaM IMPHUBJICUCHUA NEPCOHAIA

CocraBnsarte u KOHTpPOJIHPOBATE CTaTbH pacxoJOB HA obecrieueHune
TNECPCOHATIOM JJIA TUTAHUPOBAHUA GIOH)KCTOB

OGecnieunBath coOmoneHre TpeboBaHUH 3aKoHOAATeNIbCTBA Poccuiickoi
Qepepanii ¥ NOMMTHK paboTomatens B obnact  0OpaboTku
HIEPCOHANBHBIX JaHHBIX U KOHQUICHIMAIPHOH HHGQOpManun

BecTH fenoByIO EPENNCKY

Cob6moaats HOPMBI 3THKH J€JI0BOT0 OOIIEHNS

Heobxonumeblie sHanUS

Hcrounuku obecnieueHus Oopra"du3aliiy IICpCOHAIIOM

TexHonorum M METOAMKH IIOuCKa, MNPHUBJICUYCHUA, nonﬁopa u 0T6opa
IEpCoOHala

CucteMbl, MeToAsl M (GOpPMBI MaTepHAILHOTO H HEMATEPHAIBHOIO
CTHMYJIMPOBAHUS TpyJa IepCoHAIA

Texnonmorum © MeToABl (OPMHPOBaHHS M KOHTPOIA OIOIKETOB
opraHu3alnyu

TexHomoruM, METOIBI M METOAUKH IIPOBEICHUS aHAIN3a, CUCTEMATH3aliN
JOKYMEHTOB M HHQOpManuu

OpraHu3alioHHast CTPYKTYpa OpraHu3alud

TTepeueHs BAKAHTHBIX JOJDKHOCTEH (Ipodeccui, cennanbHOCTE )

Tapu¢no-kBamudpuKannoOHHbIE CIIPABOYHUKY paboT u npodeccuii paboumnx
U KBIN(HKAIMOHHBIE XapaKTEPHUCTHKH JOIDKHOCTEH  CIyXKaluXx,
npodeccHoHaIbHBIE CTaHAapThI

MeTtoauka IINTAaHHPOBaHHUA HOTpe6HOCTI/I opranmu3salyyi B TIIOHCKE U
IIPUBJICYCHHUH IIEPCOHAIA

O6mmue TeHIEHIUY HA PHIHKE TPyJda ¥ B OTAENBHBIX OTPAcisiX M BHAAX
npodecCHOHATHHOH AeSTENbHOCTH

OcHOBBI IICHXOJIOTAR ¥ COLIUOIIOTUH pyaa

OCHOBBI SKOHOMMKH, OpraHu3anuy TpyJd U yIIpaBJICHHs IICPCOHAIOM

Crennam3upoBanHble HHGOPMaIMOHHBIE CHCTEME], IU(QPOBEIE YCIYTH H
cepBUCHl B 00JNacTH NOHMCKAa M IIPHUBIEYCHHSA IEPCOHANA, IPAHHIBI HUX
TIPUMEHEHHS

OcHoBHbBIE MCTPUKH H AHATUTHYICCKHUE CPE3bl B o0nacTH TOHCKAa M
IPUBJICYCHUS IIEPCOHAIIA

HOpMaTI/IBHBIC IIPaBOBLIC aKThHI, ONPEAC/IAIOINNIE HOPMbI TPYIOBOI'O IIpaBa
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OCHOBBI apXHBHOTO 3aKOHOJATENbCTBA U HOPMATHBHEIE TIPABOBBIEC AKTHI
Poccuiickoii Penepanyu B 001acTi BeACHNS JOKYMEHTAIMH II0 IIEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOATENbCTBA Poccuiickoit Deneparin

3akoHonaTenscTBO Poccuiickoit @enepaliuu 0 mepcoHaNbHBIX JaHHBIX

JlokanpHBIE aKTHI Opranu3salyf, PETYJIHPYIOIMNEC IOPAOOK obecricueHuns
IICPCOHAIOM

IIpaBua BeieHUS AeTI0BOU IEpENUCKH

Hopwme! 3trKH AenoBoro oOmeHns

Jpyrue xapakTepucTuKu

3.2.3. TpynoBas pyHknus

AJIMUHHCTpHPOBAHKE MPOIECCOB 00eceUeHHs YpoBeHs
HammenoBanne  [I€PCOHATIOM U COOTBETCTBYIOILETO Kox: B/03.6 | (momyposeHs) 6
JOKYMEHT0000pOoTa KBaJIU(HKALUH
TpoucxoxaeHue OBOH
po il TPpYX Opurusan X 3auMCTBOBaHO U3
GyHKIMH OpHTHHANA
Kon Peructpaimionsslit Homep
OpUTHHAJIa npoecCHOHATIBHOTO
cTaHiapTa

TpynoBele neficTBrs

Ananms ITIpoueCCoB L[OKYMGHTOO60pOTa, JIOKAJIBHEIX JOKYMCHTOB IIO
BOIIpocaM obecneyeHus IIEPCOHAIIOM

Benenne wuH(bOpMamuum O BaKaHTHBIX JOJDKHOCTAX (TpodeccHsx,
CHEUHAIBbHOCTSX) ¥ KaHIuAaTax

JIoKyMeHTaIr[MoHHOE CONPOBOX/IEHHE KaHAWAATOB Ha JTamnax IIOHCKa,
IpUBJIeYeHNs, noa0opa u oTOopa HepcoHala Ha BaKaHTHBIC JODKHOCTH
(mpodeccun, cnenuambHOCTH), HHGOPMHUpPOBAaHHE KAaHIUAATOB O
pe3yibTarax oT6opa

IloaroToBka 3ampocoB O KaHOWAaTaX B TOCYJapCTBEHHBIE OpPraHbl B
Cllydasix, IHpEeAyCMOTPEHHBIX  JACHCTBYIOIIMM  3aKOHOJAATENIECTBOM
Poccuiickoii ®eneparun, 1 06paboTka MOJyUYCHHBIX CBEJAEHUH

ITogroroBka M 00paboTKa yBEIOMIEHHH B TOCYyJapCTBEHHBIE OPraHEL
IpEACTAaBHTENbHEIE OpraHbl pabOTHHKOB 1O  BOIpOCaM  IIOMCKa,
TpUBJICYECHHU, 110A00pa 1 0TO0pa epcoHaIa

COHpOBO)KI[eHI/IC JAOTOBOPOB I10 obecreueHUIO opra’nm3anuy IICpCcoOHAIIOM,
BKJIIOYast NPEABApPUTEIBHBIC TIPDOLNEAYPHI IIPH HX 3aKIMIIOYCHHN

Heo6xomumMeie ymeHus

ObecneunBaTh JOKYMEHTAHOHHOE COMPOBOXKAEHHE BBIX01a KaHIHaTa Ha
paboTy u nepeMeIieHus epcoHana

OdopMiaTs AOKYMEHTHI 10 BompocaM oOeclieueHHs pecypcamu
HepcoHana, HeOOXOAMMBIMH JUIS IPEAOCTAaBICHHS B TOCYAApCTBEHHBIE
Oprassl, IpeACTaBUTENBHBIE OpraHbl pa0OTHUKOB

OpraHu30BBIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPEOOBAHUAMH
3aKoHOoHareabcTBa  Poccmiickoit  @exepanyd M JIOKAIBHBIMH
HOPMaTHBHBIMH aKTaMH OpPraHU3alluK

PaGotate ¢ wH)OPMAIMOHHBIME CHCTEMaMmM, HNH(POBBIMM yCIyraMH H
CepBHCAaMH IO BONpocaM oOecredeHus] NepcoOHAIOM, BeleHus HOHCKAa U
ydeTa  KaHAWAATOB Ha  BakaHTHBIE  JODKHOCTH  (HpodeccHn,
CHEHATLHOCTH)

@opMHpPOBaTh IPEIOKCHUS IO aBTOMAaTH3allMd M Iu}poBH3arum
IIPOLIECCOB M AOKYMEHT0000poTa 0 00eCIeUEHHIO TIEPCOHATIOM
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IIpousBoauTs MpeABapUTENbHBIE 3aKyIIOYHBIE ITPONUEAYPHl M O(GOPMILITE
COIYTCTBYIOIYIO JJOKYMEHTALHIO 110 3aKJIFOYEHHIO JOTOBOPOB

Opranu3oBbIBaTh X NPOBOJUTH KOHKYPCH, 0GOPMIIITh W aHATH3HPOBATE
KOHKYPCHYIO JOKYMEHTalUIO

ObecneunBath cobmoneHue TpeOOBaHUI 3aKOHOAATENbCTBA PoccuiicKkoi
Qenepann ¥ KOPIOPAaTMBHBIX NOMMTHK B 00jacté  06paboTKu
HEPCOHAIBHBIX JaHHBIX ¥ KOHQUICHIIMAIFHOM HHOPMaui

Bectn ACJIOBYIO IICPCIIUCKY

COGHI’OlIaTL HOPMBI 3THKH JCIJIOBOT'O 06IHeHI/I$I

HeobOxoaumeie 3HaHUs

Hopsmok odopmienns, BeIeHU U XpaHEHUS TOKYMEHTAUNH, CBI3aHHOM C
IIOMCKOM, MIpHUBJICYECHHEM, INOAOOpPOM U OTOOpPOM KaHAWIATOB Ha
BaKaHTHEIE TOJDKHOCTH

Hopsnox opmupoBaHus, BEICHUS NAHHBIX O IEPCOHANC OpPTaHU3allUH,
HOPSIIOK MPEACTaBICHNUS OTIETHOCTH

OcHOBBI IIOKYMCHT0060p0Ta A JOKYMCHTAIIMOHHOI'O obecneuenus

TeXHOJIOFI/II/I, METOABI U METOAUKH IIPOBEJICHUA aHAIN3a U CHCTEMAaTU3allHH
JAOKYMCHTOB I/IH(I)OpMaI.II/II/I

ITopsimok  mpoBefeHMs KOHKYpCOB ¥ OQopMIIeHHS KOHKYPCHOH
JOKYMEHTAIIH

[Mopsmox  mpoBeleHMs  3aKylOUHBIX mOpouenyp H  odopMieHUS
CONYTCTBYIOIIEH JOKYMEHTAINH

OpraHu3alliOHHAs CTPYKTypa OpraHM3alWM W BaKaHTHBIE JOJDKHOCTH
(mpodeccun, crieUaIbHOCTH)

Crneunam3nupoBaHHble HHPOPMAIIHOHHBIE CACTEMB], IIU(POBBIE YCIYTH H
CEPBHCHI B 00J1aCTH 0OecrieuUeH s MEPCOHATIOM, IPaHHUIB] MX TPUMEHEHUS

TapudHo-kBaH(UKAIMOHHBIE CIPABOYHHUKH paboT u mpodeccuii paboumnx
U KBUIM()HUKALUOHHBIE XapaKTEPUCTHKH JOJDKHOCTEH  CIIyKalluX,

‘ HpO(i)CCCI/IOHaHBHBIe CTaHIapThl

OcCHOBHEIE METPHKH M AHAIATHYECKHE Cpe3bl B 00JIACTH 0OeCTieueHUs
IePCOHATIOM

HOpMaTHBHBIe IIPaBOBLIC AKTHI, OIIPEACIIIOIINE HOMBI TPYAOBOIO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATENbCTBA M HOPMAaTHBHBIE IIPABOBHIE aKThI
Poccuiickoit ®enepaiyn B 0671acTi BEJCHUS JOKYMEHTALUH 110 IePCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATeNnbeTBa Poccuiickoit @enepanun

3akoHogarenscTBO Poccmiickoit @enepaniny o mepcOHaNBHBIX JAHHBIX

JlokanbHble aKTHl OpraHM3alMH, pPETYJIUpYIoIHe MOpsAAoK mnoadopa
nepcoHana

IMopsiok 3axiroueHns JOroBOPOB (KOHTPAKTOB)

[IpaBuia BeleHHs JEI0BOM IEepeNnuCKH

HopMEI 5THKH AeT0BOro 00LIeHus

Jipyrue XapakTepHCTHKH

3.3. O6o6mennas TpyaoBasi pyHKIUHS

€ATCIILHOCTD IO OLICHKE U aTTeCTAallu| VposeHb
HaumeHoBaHNE A a 1t Kox C p 6
nepcoHala KBAM(pUKALHN
00LIeHHOH 3aHMCTBOBaHO U3
Hponcxovmneﬂne 06061 OpHraHaT X
TpynoBoit PpyHKIUH OpUTHHAJIA
Kon PeructpaliuoHHbIA HOMED
OpurHHaNa npodeccHOHATEHOTO

cTaHIapTa
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Bo3moxHble
HaHMEHOBaHUS
JOJDKHOCTEH, mpodeccuit

CrelnuammicT 10 OLIEHKE U aTTECTAllMH IEPCOHAIA
Crennamict o IepcoHaTy
Mewnemxep 110 nepcoHaIy

TpeboBanus x
06pa30BaHUIO U OOYUECHHIO

Briciiee oOpazoBanue — OaxaiaBpuar

WA

Briciee o6paszoBanue (HempoduisHoe) — 6akanaspuar 1
JIOIIOJTHUTENIEHOE ITpodeccHOHANBHOE 06pa3oBaHye — IPOrPaMMBI
npodecCHOHATHHOM MepeTIoAroTOBKY B 00/1aCTH yIIPaBJIEHHs IEPCOHAIOM
WM B 00JIaCTH IPOBEACHNS OLIEHKH U aTTeCTallud IEpCoHaa

TpeGoBaHUS K OIBITY
IPaKTHIECKON paboThI

Oco0Oble yci10BHS AOIIyCKa
K pabote

JApyrue XxapakTepUCTHKH

I[OHOJIHI/ITGJIBHBIC XapakKTepUuCTUKN

o HaumenoBaHue 6a30B0# I'pyINIbl, JOJDKHOCTH
aHMEHOBaHHE JOKYMEHTa Konx
(mpodeccun) WM CIIEUMATBHOCTH
OK3 2423 Crierpanmuctsl B 007aCTH TI0A00pa ¥ MCIIONB30BaHUA
nepcoHata

EKC - MeHemxep 1o nNepcoHaIy
OKIIATP 26583 Crenpamict o Kajapam
OKCO 5.38.03.02 | MeHe1)xMeHT

5.38.03.03 | YpaBieHue IEpCOHAIOM

3.3.1. TpynoBaa pynknus

HaumeHoBanue

TpoucxoxIeHue TPy AOBOH
byHKIUA

Opranusanys ¥ IpoBeIeHAE OLEHKH YpoBeHs
TepcoHaa Kox C/01.6 | (momypoBens) 6
KBaTH(UKALAK
3aMMCTBOBaH:
| Opurasan X " om
; OpHrUHaIa
Kon PerucTpaloHHbIi HOMEp
OpHrHHaNa NpodecCHOHAILHOTO
cTaHgapTa

Tpynosele neHCTBHA

Paspa6oTka IUlaHa OIICHKH IIEPCOHANa B COOTBETCTBHH C IENSIMH
OpraHu3aluy

Onpenene}me peCypcoB, BBI60p CPCIACTB H METOJIOB IIPOBCACHHS OLICHKH
NEPCOHAJIA B COOTBETCTBHH C LICILIMHA opranp3annu

HpOBGlIEHI/Ie OLIEHKH NEPCOHaia B COOTBETCTBUU C MIaHAMM OpraHH3allun

ConpoBOXKAEHHE JOTOBOPOB C OpraHH3ALUSIMH HCTIOJTHUTENSIMH
MEpONIPUSATHI 1O OLEHKE MEpCOHala, BKIIOYas IIPEABAPUTEIIBHBIC
IPOIIEAYPHI IIPY HX 3aKIIOYEHUH

KoHcynpTHpoBaHMe NepcoHaNa 1o BOIPOCaM OLECHKH

[MoaroroBKa peKOMeHIAIUi PyKOBOACTBY H IEPCOHATY MO pe3ybTaTaM
IpOBeJICHHON OIIEHKH IepcoHaa

[ToaroToBKa NpeLIoKeHnit Mo HopMHPOBAHUIO OIODKETA HA OPraHU3aIHIO
¥ IIPOBEJICHAE OLICHKH IIEPCOHANA

HeobxoauMble yMeHus

OHpCI[CJISITB napaMCTPhl U KPDUTEPHH OLICHKN IepCcoHaAJIa
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PaBpa6aTBIBaTL CpcacTBa U METOABI IPOBEJICHUA OLEHKH IIEPCOHAIA

Brigenats (onpenensTh) TPYNIBI epcoHasa Ui IPOBEJCHHS OIEHKH

OHpeI[CJISITL MOTHBAIlMOHHEIC q)aKTopH TIIPOBEJICHUS OIIEHKH IIEPCOHAIA

CocTaBiate u KOHTPOJIMPOBAaTh CTaTbU PacxXxoJO0B Hd OLCHKY II€pCOHalIa
A1 IUTaHPOBaHUS 010/1KEeTOB

O6ecneunBaTh OPraHu3allMOHHOEC COIIPOBOXICHUE OLICHKH JIEPCOHAIA

O6ecrnieunBaTh COXPAHHOCTh KOH(HICHIMAIbHOH MHpOpMamuM mpH
IPOBE/ICHUH OLIEHKH HepcoHana

Oprasu30BLIBaTh XPAaHEHHE JTOKYMEHTOB B COOTBETCTBHH € TPEOOBaHUSIMHM
TPYIOBOTO, apXMBHOTO 3aKoHojarelbcTBa Poccuiickoit ®denepaunu U
JIOKAJIbHBIMA HOPMAaTHBHBIMY aKTaMH OpTraHM3aliH

Cobuparb, aHAIM3HPOBaTb H CTPYKTYpHpOBaTh MH(OpMAaIHIO ©
TIpeI0KEHNSX T10 OlIEHKE IIEpCOHalla Ha PBHIHKE Tpy/1a

IIpou3BoaUTh HpeABapHTEIbHEIE 3aKyHOYHBIE NPONEAYPEl H OQOPMIIATE
COIIYTCTBYIOIIYIO JOKYMEHTALMIO 110 3aK/IIOYEHHIO JIOTOBOPOB

OIIpeI[C.TISITB YCIIOBHUA AT 3aKIFOYCHU JOTOBOPOB HA OKa3aHHE YCIYT IIO
IIPOBCACHUIO OLICHKH IIEPCOHAIA

CucreMaru3upoBarb, 0000IaTe M aHAIM3HPOBATH PE3YILTATHl OUCHKH
HepCOHAIA

Omnosemars 0 pe3yiibTaTax IIpOBGZ[CHHOfI OLICHKH IIEPCOHAN U PYKOBOJACTBO

PaboTaTs B uHGOPMALIMOHHEBIX CUCTEMAX, HCIIOIB30BaTh IU(MPOBLIEC yCIyTH
U CEPBHCHI IO IPOBEAEHUIO OLEHKH MEPCOHANA

q)OpMI/IpOBaTb OPSHAIOKEHUA II0 AaBTOMATH3AIlHH H ]_II/I(i)pOBI/I?,aIII/II/I
MIPOIIECCOB OLICHKH M aTTeCTalliy IIE€pCcoHala

O6ecneunBaTth cobmoAeHHe TpeboBaHUH 3aKOHOAATENbCTBA PoccuiicKoi
desmepaniy M KOPIOPATMBHBIX TOJNHUTHK B 00mactH  06paboTku
HepcOHANbHBIX JAaHHBX ¥ KOHQHICHIHANbHOH HHGOopMauu

BecTH nenoByto nepenucKy

CO6HIOI[3.TB HOPMEI 3THKH [ICJI0OBOTO O6II.[CHI/I5I

Heobxoaumeie 3HaHuS

TeXHOJIOTMH H METO/IBI ONIpeIe/ieHus PO ecCHOHANBHBIX 3HAHUM, YMEHHI
¥ KOMIIEeTCHIIHHA

Texuonoruyu U METOABI OIICHKUA JIMYHOCTHBIX KAY€CTB H XapaKTCPUCTHK

Cuctemsl, MeToAbl B (OPMBI MaTEpHAIBHOIO H HEMATEPHATBHOTO
CTHMYJIMPOBaHHS TPy/a IepcoHaa

TexHonoruu 1 MeTOABI GOPMUPOBAHUS M KOHTPOII OIOKETOB

TexHOMOrMM, METOABl M METOJUKM aHaliM3a M CHCTEMaTH3alMH
JNOKYMEHTOB ¥ MH(OpMauu

OCHOBBEI 06]116171 H COHHaJIBHOﬁ IICUXO0JIOTHHA, COITMOJIOTHMH M IICUXOJIOTHH
TpyZa

OcHOBHI HpOHSBOI[CTBCHHOI’I JCATCIIBHOCTH Oprain3alun

TlopsioKk mpoBeNeHWs 3aKymOYHBIX Iponexyp U OpOpMICHHA
COIYTCTBYIOIIEH NOKyMEHTALUH

OpraHu3auuoHHas CTPYKTypa OpPTaHM3allii M BaKaHTHBIC JOJDKHOCTH
(upoteccun, CienHaIbHOCTH)

TapHubHO-KBaTH(UKAMOHHBIE CLIPABOYHHKY paboT 1 mpodeccuii pabounx
¥ KBAIM(UKAIMOHHBIE XapaKTEPUCTHKH JOJDKHOCTEH — CITyXalluX,
npodecCHOHATBHBIE CTAHIAPTHI

CrenuaTu3HpOBaHHbIE HHPOPMAIOHHEIE CHCTEMEI, UA(GPOBBIC YCIYTH 1
CEpBHCHI B 00JIaCTH OIICHKH IIepcoHaia, FPAaHUIb] HX TPIMECHEHHS

OCHOBHBIE METPHKH H aHAIATUYCCKHAC CPE3bl B 00J1aCTH OLEHKHI TII€pCcoHa

HOpMaTI/IBHBIe MpPaBOBEIC AKTHI, ONIPEACILIIOMNC HOMBI TPYHAOBOTO IIpaBa
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OCHOBBI apXHMBHOTO 3aKOHOHATENbCTBA M HOPMATHBHBIE NPABOBHIC AKTHI
Poccuiickoii @enepannu B 061aCTH BEACHU JOKYMEHTAIMH 110 IIEPCOHAIY

3aKOHOI[aTeJ'II>CTBO Poccuiickoi d)enepam/m 0 NEPCOHAIBHBIX JaHHBIX

JloxanbHbIE HOPMAaTHUBHLIC AKTHI OpraHHU3alllu, PCryIUPYIOIIUE ITOPATOK
OLICHKH IICpCOHAJIA

IMopsiok 3aKsTroUeHus JOroBOPOB (KOHTPAKTOB)

IlpaBuna BegeHus JeJ0BOH NEPEIUCKH

HopMBbI 5THKH I€JI0BOT0 00IIECHHS

Jpyrue XapakTepuCTUKH

3.3.2. Tpyaosas ¢pyHKuus

Opranmaunz H IIPOBEICHHUC aTTECTAallU VYposeHs
HaumeHoBanue nepcoHana Kox C/02.6 | (nomypoBeHb) 6
KBaSpUKALIH
IpoucxoxaeHue 0BOH 3anMCTBOBaH
p A PyA Opurusai X anmt om
¢$byHKUEM OpHUTHHANa
Kon PerucrpanmoHHsIil HOMED
opHTUHAaNAa npo¢eCCHOHATLHOTO
cTaHiapra
Tpynossle nefcTBHA Pa3paboTka MpOEKTOB TOKYMEHTOB, ONPEIEIAIONINX OPII0K aTTECTAIIH

nepcoHaNIa, OUCHKa COOTBETCTBYIOIINX 3aTpar

Opl"aHI/IBaI.II/IOHHOG H JOKYMCHTaAITMOHHOE COIIPOBOXKIACHHUE IIpoIlecca
arTcCTaiy 1 pa6OTI>I aTTeCTaHHOHHOﬁ KOMHCCHUHN

IMoaroroska mpewioxeHu# o GopMUpOBaHUIO OI0DKETa HA OPraHU3ALIIO
¥ TIPOBeJICHNE aTTecTalliy MEPCOHaa

HOlIFOTOBKa HpeﬂJIO)KeHI/If;I 0 pe3ynbTaTaM arTecTallii O COOTBCTCTBHH
pa60THI/IKa 3aHAMAaeMOH JOJDKHOCTH MU BBIIIOJIHIEMOMN pa60Te

HeobxonumMele ymeHus

OnpeienaTs HapaMeTphl i KPUTEPUH aTTECTALMK IIEPCOHATIA

OIIpCIIeJISITB H IIPAMCHATE CPECACTBA U METOABI ATTCCTAITMH

Bringensts rpYIIIEI IEpCcOHaIa IJ1s HPOBEACHMS aTTCCTAlINN

ObecrieunBaTh  JOKYMEHTAIIMOHHOE  CONPOBOXKICHHE  ATTECTAllUM
mepcoHasa

CocrtaBniate H KOHTpOJIMPOBaTh CTaTbH pPAacxXoJ0B Ha aTTCCTAIHIO
nepco”aiia i iJiaHHpOBaHHsI 6IOI[)I(GTOB

Pa6otaTh ¢ HMHGOPMAIMOHHBIMEH CHCTEMaMM, LMQPOBBIMH YCIyraMu H
CEpBHCAMH O IPOBEICHUIO aTTECTAIMH IIEPCOHANIA

dopMHUpOBaTh TNPEIONKEHHS [O aBTOMATH3alMM H HU(pOBM3ALME
npolecca aTTecTaliy IIepcoHaa

OpraHH30BBIBATH XPaHEHHE JOKYMEHTOB B COOTBETCTBUH € TPEOOBAHMAMHU
TPYZOBOrO, ApXUBHOrO 3aKoHojaTenbcTBa Poccuiickodt ®enepaimu H
NOKaJIBHBEIMH JOKYMEHTaMH OpraHU3alluH

ObecneunBaTh coboeHre TpeOOBanHuii 3akoHOAaTENbCTBA Poccuiickoi
defepanuy M KOPHOPATUBHBIX IMONMTHK B o0nacTu o6paboTKu
IIepCOHANBHBIX JIAHHBIX ¥ KOHGUIEHINAIEHOH HHpOpMaluy

Cobmo1aTh HOPMBI STHKH AENOBOTO OOIECHHUS

Heob6xoauMele 3HaHUS

HOpﬂJIOK M TEXHOJIOTHS NIPOBCACHMA aTTeCTalluy I€pCoOHAJIA

TeXHOJIOTHH M METOABl OIpEdeeHHs M OLEHKH IPO(hecCHOHAIBHBIX
3HAHMM, yMEHIHA 1 KOMIETCHIUHA

CI/ICTCMBI, METOAbl H (bOpMI)I MaTCpUajJbHOI0 W HEMATEPHAIbHOI'O
CTUMYJIHPOBAHHA TPyda IIEpCoHATIa
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Texnonornu u MmeTons! GOpMUPOBAHKS U KOHTPOJISA OFOKETOB

TCXHOJIOI‘I/II/I, METOABI H MCTOJHKH IIPOBCACHUA aHajliza H
CHCTCMAaTH3allMl JOKYMCHTOB K I/IH(I)OpMaI_II/II/I

OcHOBBI HpOH3BOlICTBCHHOﬁ HAEATCIIBHOCTH OpraHu3allny

OcHOBBI 00IIEH M COMUANBHOM IICHXOJIOIMH, COIMOJIOTHH M IICHXOJIOIUH
TpyAa

Opranu3anuoHHas CTPYKTypa OpraHW3allid ¥ BaKaHTHBIE NOJDKHOCTH
(mpodeccun, criennaaTbHOCTH)

CrnennanusupoBaHHble HEGOPMAMOHHBIE CHCTEMBI, IIH(POBBIC YCIYTH U
CEpBHCHI B 00JIaCTH aTTeCTAllMy IIepPCOHAJIA, TPAHUIIBI X IPUMEHCHHA

TapudHo-kBaMpUKAIMOHHEIE CIOPaBOYHUKM paboT u  IpodeccHit
pabounx 1 KBaTH(HUKAIMOHHbIE XapaKTEPUCTHKY JIOTDKHOCTEHN CIIy)KaLIKX,
npodecCHOHATBLHBIC CTaHAAPTHI

OCHOBHEIE MCTPHKH H AQHAJIUTHYCCKUE CpC3bl B obmactu arTcCTalluu
TIE€PCOHA

HopMaTHBHEIE IPaBOBBIE aKThI, OIPEAENIAIOMINE HOMBI TPYZOBOTO IIpaBa

OCHOBBI apXHBHOI'0 3aKOHOJIATEIHCTBA U HOPMATHBHBIC MPABOBBIE AKThI
Poccuiickoit ®enepauru B 00nacTd BeleHHS [AOKYMEHTAUUH IO
MEPCOHATY

3axoHo1aTenbCTBO Poccuiickoit depepaniuy 0 NepCOHATBHBIX JAHHBIX

JlokanpHbIE HOPMATHUBHLIE aKThbl OPraHU3allui, PEryIupyIOmnue MOpAI0K
aTTCCTalluy NICpCcoHaNIa

HpaBI/IJIa BEJICHUS JETIOBOH NEPCIUCKH

HopMmsl 3THKH AeT0BOr0 0OIHEHUS

Hpyrue XxapakTepuCTHKH

3.3.3. Tpynosas pyHKums

AJMHHHCTpHPOBaHHE MPOIECCOB IIPOBEICHUS VpoBeHs
HauMeHoBaHHe | OIIEHKH M aTTECTaI[MM [IEpCOHANA U Kox | C/03.6 | (momypoBens) 6
| COOTBETCTBYIOLIETO JOKYMEHT0060pOTa KBaNA(HKALIH
XOMKICHHE 0BOii 3auMCTBOBaHO M3
Tponcxoi TPy A Opurvsan X
¢dhyHKUHR OpHWTHHAJIA
Kon PeructpauoHHBIH HOMED
opMruHana npodeccHoHANBHOTO
crangapTa

TpynoBsie neHCTBUA

Anamms IIPOLECCCOB I[OKYMGHTOO60p0Ta, JIOKAJIBHBIX JOKYMCHTOB IIO
OIICHKEC ¥ aTTECTAIlNH NEPCOHAIA

Opl" AHU3aIlTHOHHOC COIIPOBOKIICHUEC MCPOHPPI}ITHP'I 10 OLI€HKE IIEpCOHAlla
H €ro arTcCTannu

I[OKYMCHTaI.II/IOHHOG CONPOBOXXICHHUC IIpoICccca U PE3yIbTaTOB OLCHKH U
arTeCcTalluy NCpcoHalia

WudopmupoBanre nepcoHalia 0 pe3yJIbTaTaX OIEHKH M aTTeCTalliy

IloaroroBka IIpeI[J'IO)KeHI/Iﬁ II0 PAa3sBHUTHIO II€PCOHANA MO pe3yjbTaTaM
OIICHKH M aTTCCTAalMU

COHpOBO)KL[eHI/IC JOroBOpOoB Ha OKasaHWe KOHCYJIbTAllHOHHBIX H
I/IH(I)OpMaI_II/IOHHB]X YCIYI IO OLEHKE B aTTecTalluy IIEpCcoOHaIa

Heobxoaumeie yMEeHUS

PaspabatbiBath ¥ OGQOPMIATE AOKYMEHTHI IO BOIIPOCAM IIPOBENCHHUS
OLICHKH U aTTECTALNH IIepcoHalIa
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IloaroraBmupate U IIPOBOAUTE MCPOIIPHUATHUA IIO OIICHKS M aTTeCTalluU
IEpCoHaIa

O opMIsATh TOKYMEHTHI [I0 BOIIPOCAM OLEHKU Y aTTeCTalldy IIEpCOHaAa,
IpeACTaBIseMbie B TOCYHapCTBEHHBIE OpraHbl, IIPeACTaBUTEIbHEIE
Oprasbl pabOTHUKOB

AHaJII/IBI/IpOBaTB IpaBujia, IPOUEAYPHI U IIOPAAKA IIPOBEACHUA OICHKH H
arrecraiguy ICpcoHala

Opl"aHI/IBOBBIBaTL XpaHCHUE JOKYMCHTORB B COOTBETCTBHH C TpGGOBaHI/ISIMI/I
TPYAOBOT'O 3aKOHOAATEIILCTBA Poccuiickoit (Dez[epam/m H JIOK&JIbHBIMHA
aKTaMH OpraHu3alnyun

Pa6Gorats ¢ WHGOPMAIMOHHBIMH CHCTEMaMH, MUQPOBBIMH yCIyraMd H
CEpBHCAMH I10 BOIPOCaM aIMHHHCTPHPOBAHHUSA TOKyMEHT0000poTa Mpu
IPOBEJICHNH OLIEHKHU U aTTeCTalluy IEpCOHala

®opMupoBaTh MPEUIOKEHUS O AaBTOMaTH3aluM M H(pOBH3aLMHK
mpoliecca aIMHHHCTPHPOBAaHHA JOKyMEHTO0O00pOTa IIPH IPOBEACHHUH
OLICHKH U aTTeCcTalliyl IepcoHalia

O6ecneunBarh cobioieHne TpeOoBaHmiA 3aKOHOAATENBCTBAa Poccuiickoi
Menepaurd ¥ KOPINOPAaTHUBHBIX IIOJMMTHK paborozarens B 00nacTu
00paboTKH IMepPCOHANHHBIX JaHHBIX M KOH(QUICHIMaTbHON HHGOpMAlMU

BecTu nenoByro nepenucKy

Co6moaTs HOPMBI 3THKH JEJI0BOTO OOIIEHUS

HCO6XO,[[HMBIC 3HaHuA

HOpSIIlOK 0(bOpMIIeHI/IH, BCIACHUA U XpaHCHUA JIOKYMCHTAINH, CBA3AHHOM C
IIPOBECOCHUEM OLICHKH W aTTECTALIMH NICPCOHAJIA

ITopsmox  QopMupoBaHus, BeleHHs Oa3bl JaHHBIX O IEpcOHale
OpTaHH3alUH, TOPSIOK IPEJCTABICHAS] OTYETHOCTH

Tapuduo-KkBaTM()UKALKMOHHBIE CIOPaBOYHUKH paboT u  mpodeccuit
pabounx ¥ KBTH(HUKAIMOHHBIE XapaKTEPUCTHKH JOIDKHOCTEH CIyKallluX,
podeCcCHOHATIBHBIE CTaHAAPTHL

[TopsamoK IpOBEAEHHs 3aKymOYHBIX Hpouedyp M odopmieHHs
COITYTCTBYIOIEH TOKYMEHTALUU

[Mopsmox odopmieHus JIOKYMEHTOB, MIPEJOCTABIAEMBIX B
rOCY/IapCTBEHHBIE OPraHbl, IPeICTABUTENbHBIC OPraHbl pabOTHUKOB

OcHOBBI Z[OKYMCHTOO60p0Ta ¥ JOKYMCHTaAlHOHHOI'O obecneucHus

Opranu3aliiOHHas CTPYKTypa OpraHM3allid W BaKaHTHBIE HOJDKHOCTH
(mpodreccun, cienHaIbHOCTH)

Crenpani3upoBanibie HHOOPMAIMOHHEIE CUCTEMBI, IU(QPOBEIE YCIYTH U
CEpBUCH aIMUHUCTPUPOBAHKS JOKYMEHTOO0OPOTA MPOLECCOB OLCHKA H
aTTeCTAal[d¥ IIEpCOHANA, BEICHHSI YyueTa KaHIMIAaTOB HA BaKaHTHBIC
JOIDKHOCTH (podeccry, CIeNUalbHOCTH), TPaHUIIBI HX IPUMEHCHHS

HOpMaTI/IBHBIC IIpaBOBEIC aKThI, OIPEACIIIIONIUE HOMBI TPYIOBOT'O ITpaBa

OCHOBBI apXHBHOTO 3aKOHOJATENbCTBA M HOPMATUBHBIC IIPABOBBIC aKThI
Poccuiickoit @epmeparmn B 00MacTH BENEHMA JOKYMEHTAllMH 110
EPCOHATY

3akoHOoAaTenbCTBO Poccuiickoii Penepaniuy 0 NEPCOHANBHBIX TAHHBIX

TexHonoruy, MCETOAbL u METOJHNKH IIPOBCACHUS a”HaJIu3a "
CHUCTeMaTH3alul JOKYMECHTOB U I/IH(I)OpMaI.II/II/I

JlokajpHBIE HOPMATHBHBIE aKThl OpraHHM3allMH, PErYIUPYIOIIAE HOPSI0K
OILIEHKHM M aTTECTAIlUN TIepCcOHAIA

TTopsI0K 3aKJIFOUYEHHS JOTOBOPOB (KOHTPAKTOB)

IpaBuiia BeaeHUs IENOBOM MEPEIUCKA

HopMB1 9THKH J1eT0BOTO 00IIEeHHs
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| Jlpyrde XapakTepUCTHKH

7
i
i =
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3.4. O6o0menHast TpyaoBasi GyHKIUSA

HanMeHoBar9e JlesTeIBHOCTD TI0 Pa3BUTHIO IIEpPCOHATA Kox D YposeHp 6
kBanuuranuy

ITpouncxoxaeHne 0600IEeHHON 3auMCTBOBAHO H

P VKL - Opwurusan X o
TpynoBoi GpyHKUMH OpUTHHAIA

Kon PeructpaoHHbI# HOMEp
OpHUrHHaa HpO¢eCCHOHANTBHOTO
cTaHgapTa

Bo3moxHbie CrenyamucT 10 pa3BUTHIO H 00YUeHHIO IepcoHaa
HAaUMCHOBaHHA CHGHHaJII/ICT 110 Pa3BUTHIO KapbCPHI IIE€pCOHATIA

JOJDKHOCTEH, mpodeccuit

Cruenuaimct 10 IepCoHaILy
MeHemxep o nepcoHaiy

TpeboBanus x
06pa3oBaHUIO 1 0OYUEHHMIO

' Bricmee o6pa3zoBaHue — OakanaBpuaT

Wi

Bricinee oOpaszoBanue (HenpoduipHoe) — 6akanaBpuar u
JIOIIOJIHUTEIBHOE TIpodecCHOHANBHOE 00pa3oBaHKe — IIPOrPaMMBI
npodecCHOHANBHOM MEPETIOATOTOBKH B 0061aCTH YIPAaBIICHUs IEPCOHAIOM
AIM B 0071aCTH Pa3BUTHS U IOCTPOCHUS MPOGECCHOHANBHOM Kaphephl
nepcoHana

TpebGoBaHus K OIBITY
IpaKTHYecKON paboTh

Oco0rple ycnoBus JOMyCKa
K pabore

Jpyrue xapakTepUCTHKH

PCKOMCHIIYCTCH JOITOJTHUTCIIBHOC HpocbeccpmHanLHoe 06pa3013aHHe —
IporpaMMhbl HOBLIIICHUA KBaJII/I(l)I/IKaIlI/II/I B 001acTH YyHOpaBJIICHUAA
IICPCOHAJIIOM HJIH OGY‘-IeHI/ISI, WIHA pa3sBUTHA NIEPCOHAIA

I[OHOJIHI/ITCJ'IBHI)IG XapaKTCPHCTUKH

Haumenopanue 6a30Bo¥ IpyNIIb], JOJDKHOCTH
HaumeHnoBaHME JOKyMEHTA Kon
(mpodeccuu) UM CHELHAAIBHOCTH
OK3 2424 CruenuanucTsbi B 00J1aCTH MOATOTOBKH H Pa3BUTHSA
HEepCOHAIA

EKC - Menemxep 0o mepcoHaty
OKITJTP 26583 Croenuanuct 1o Kaapam
OKCO 5.38.03.02 | MeHeKMEHT

5.38.03.03 | YpasneHue IEPCOHAIOM

3.4.1. TpynoBas pyHKIHSA

HavmeHoBaHHE

Oprasu3zanus ¥ IPoBeJCHHE MEPONPHUATHIH 110 VpoBeHs
Pa3sBHTHIO H IOCTPOCHHUIO IPOPECCHOHATEHOM Kon| D/01.6 | (momyposens) 6
Kapbepsl IEpCOHANIA KBATH(HKALMHA




ITpoucxoXaAeHHe TPYIOBOH
$yHKIIN
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X 3aMMCTBOBAHO U3

Opurpnan
OpUIHHaNa
Kon PerucrpanoHHEIi HOMED
OpUruHana npodeccHOHANBEHOIO
CTaH/apTa

TpynoBblie IeHCTBUA

[ToaroToBKa MpPOEKTOB JOKYMEHTOB, ONPEICISIONIUX HOPSIIOK Pa3sBHTHS
TIIepCOoHasIa U MOCTPOSHNUS POPEeCCHOHATBHOM Kapbephl C OLEHKOH 3aTpar

Pa3paboTka miaHoB npodecCHOHAILHON Kaphephl IEpcoHalIa

dopmupoBaHE KaJpOBOTO pe3epBa

OpraHuzanusd  MEpONpPHATHH 1O  PasBHTHIO M IIOCTPOEHHIO
npodecCHOHATFHOHN Kapbephl IEpcoHaNa

IToaroroBka npeaIoXxeHui Mo GOpMUPOBAHUIO OIOZKETa HAa OPTaHU3aLUI0
H  OpOBeNEHME MEpONpHATHH 10  pPa3BUTHI0O M IOCTPOEHHIO
podecCHOHATFHOH Kapbephl IEpcoHaNa

Ananus 3>h(GEKTHBHOCTH MEPONPHUATHH IO Ppa3sBHTHIO II€pCoHana,
IOJTrOTOBKA MPEAJIOKEHHUH 10 Pa3BHTUIO

Heo6xoauMble yMEBHA

ABanu3MpoBaTh yYpOBEHb OOINEro pasBUTHS H  IPOQECCHOHATBHOM
KBaJIN(HKAIIMH TIEPCOHAIA

OHpeIIeJ'ISITB KpaTKOCPOYIHBIE M HOJIOCPOYHBIC HOTpC6HOCTI/I pa3sBUTHUA
IICpcoHaIa 1 NOCTPOCHUA €ro HpO(l)CCCHOHaHBHOﬁ KapbE€phl

Omnpeaensats KpUuTepun GOpMUPOBAaHHKS KaJPOBOTO Pe3epBa OpraHU3alMH

CocraBnsaThb UHAUBUAYANBHBIC IIJIaHbl KAPEEPHOT'0 PA3BUTH IICPCOHANIA

[IpuUMeHATH TEXHONOTHH M METOJB! Pa3BHTHA IEPCOHANA WM MOCTPOCHHS
npoecCHOHaTbHONH Kapbephl

CocTaBiaTh NPEIJIOKEHHS ¥ KOHTPOJIMPOBATh CTATbH DPACXOI0B Ha
IpPOrpaMMBl ¥ MEPOIPHATHA 1O DPa3BHTHIO NEPCOHANA H TOCTPOCHHIO
npodeccHoHANTBHOM Kapbepsl I IUIAHMPOBaHHS OHOJDKETOB

Onpenensats 3¢(GEeKTHBHOCT MEPOIPHATHH IO Pa3sBUTHIO IEPCOHANA M
IIOCTPOCHHIO TPOQECCHOHATILHON Kapbephl

Pa6orate ¢ MH(QOPMAIMOHHBEIMH CHCTEMaMHM, LHQPOBBIMH YCIyraMy H
CEPBMCAMH 110 YIPAaBJICHHWIO IEPCOHATOM B OONACTH €ro pasBUTHA H
HOCTPOeHHs HpoheCCHOHANBHOM Kapbephl

®opMEpOBaTL MPEIOKEHHS IO aBTOMATH3AUMHM M IH(pOBH3ALMM
HpOLECCOB Pa3BUTUS H IOCTPOEHHA MPOQECCHOHANBHONW Kapbephl
niepcoHana

O6ecneunBaTh coOmoIeHne TpeOOBaHUM 3aKoHOJaTeNbCcTBa Poccuiickoi
denepaid ¥ KOPNOPAaTHBHBIX [OMUTHK B 0Omactu  06paboTku
TIEpCOHAILHBIX IAaHHBIX M KOHMHISHIMAIbHOH HHpOopMaIuu

Co6i0aTh HOPMBI 9THKHU JEJI0BOT0 O0IIEHUS

Heo0xoauMele 3HaHHA

CucremMa, CHoco0sl, METO/IBI, HHCTPYMEHTBI HOCTPOEHHS
npodeccHoHaTbHOH Kapbephl

MeTtonpl onpeieneHus M OLECHKH JIMYHOCTHBIX U npodeccuoHaATBHBIX
KOMIIETEHITHI

Cucrtempl, MeToAbl H (OpPMBI MaTEepHAILHOIO M HEMAaTepHAIBHOTO
CTHMYJIMPOBaHMA TpyJa IepcoHaia

TexHOIOTHH H MeTOEI HOPMUPOBAHHS U KOHTPOJIA OIO/KETOB

TCXHOJIOPI/II/I, MEeTOIbl ¥ METOJUKU aHajln3a H CUCTEMAaTU3alun
JOKYMCHTOB U I/IH(bOpMalII/II/I

OcHoBHI Ipo¢eCCHOHAILHOM OPHEHTAIIUH

OCHOBBI JOKYMEHTO000POTA M JOKYMEHTALIMOHHOTO 00eCIeYeHHs

OCHOBBI HpOI/I3BOI[CTBeHHOI71 JESITECIIbHOCTH Oprann3alin
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OcHoBBI 0011Ie# M CONMAIBLHON ICHXOJIOTHH, COILMOJIOTHH W ICHXOJIOTHH
Tpyna

Opranm3anuoHHas CTPYKTypa OpraHM3allMid M BakaHTHBIE JOJDKHOCTH
(npodeccun, cienuaNTbHOCTH)

Tapudno-kBanmupuKanHOHHBIE CIPAaBOYHUKH paboT U mpodeccuii pabounx
U KBAIM(UKAIMOHHBIE XapaKTEPHCTHKH IODKHOCTEH  CIyXalmX,
npodeccruoHaIbHbIE CTaHapTHI

HopMmaTuBHEIE IPaBOBBIE aKTHI, ONPeIEIAIONNE HOMBI TPYIOBOTO IIpaBa
3akoHoaatenscTBO Poccniickoit @enepanuy 0 NEPCOHATBHBIX JaHHBIX
JloxanpHBIe HOPMAaTUBHBIE aKTHl OPTaHHM3ALUH, PEryIHPYIOIIKE HOPAIOK
Pa3sBHTHS U IIOCTPOCHHUS MTPOdeCcCHOHATBHOM Kapbephl IIepcoHala
TTopsimok 3axir0ueHus JOroBOpOB (KOHTPAKTOB)

Crnenpann3npoBaHHble HHOOPMAIHOHHBIE CUCTEMBI, IU(POBBIE YCIYTH H
CepBHCHI TI0 YIPABICHHIO IIEPCOHAJIOM B OOJIaCTH €ro pa3sBUTHA H
IIOCTPOEHHS TPO(eCCHOHATBHON Kaphephl, FPaHHUIBI MX IPUMEHECHUS
OCHOBHBIC METPUKH H aHATHTHYECKHE Cpe3bl B 00JAaCTH pa3BUTHA H
TIOCTPOEHHS Kapbephbl HEpcoHAIa

HopMBbI 3THKH 1€10BOT0 00IIEHUS

Jpyrue xapakTepucTHKH | -

3.4.2. Tpynosas pyHKIMSA

Opranun3zamnus 00y4eHus nepcoHana ’ VposeHs
HaumenoBanue Kon D/02.6 (nomypoBeHb) 6
KBaMpUKaLIK
KICHU oii 3auMCTBOBAHO U3
IIpoucxoxaeHue TPy I0B: OpurmHan X
¢byHKIHH OpHIHMHAIA
Kon Perncrpaunonnsiit HoMep
OpMruHana npo¢eccHOHANBHOTO
cTaHIapTa
Tpynossle nefAcTBUA Pa3paboTka MPOEKTOB JIOKAIBHBIX aKTOB II0 OOYYCHHMIO H Pa3BUTHIO

MepcoHasa ¢ OLEHKOM 3aTpaT

PazpaboTka y4eOHBIX IUIAHOB, METOAMYECKUX MaTE€PUANOB H IIPOTpaMM
o0yJyenus nepcoHana

OpraHu3anys MepoIpyuATH 1o 00y4eHHIO IepcoHala

TIoaroroBka npeIoxeHui Mo GopMUPOBaHHIO OIOKETa Ha OPraHHU3aIUIO
00y4eHHs mepcoHana

Anamm3 3(¢h(eKTHBHOCTH MEPONIPHATHH 10 00yYEHHIO IIEpcoHaa
HeobOxoayuMelie yMeHHs Omnpenenats noTpeOHOCTH B 00y4EHNM IPYIIl EPCOHATA B COOTBETCTBHU
C LIeJSIMH OpraHu3alul

AHaIM3HPOBAaTh PHIHOK 00pa30BaTENbHBIX YCIYT H TOTOBHTH IPETOKEHHA
TI0 IIOCTABIIMKAM YCIIyT

OpraHu30BEIBaTh 00Y4arOIKE MEPOIIPUATHS

CocCTaBJIATh B KOHTPOJHPOBAaTh CTAThH PAacXol0B Ha 00y4eHHe IEpCOHaa
JUIS TUTAaHHPOBaHUS OI0DKETOB

PaspabaTbIBaTh # KOMIUIEKTOBATh Y9e€OHO-METOINYECKHE MaTepHaIIb
ITpousBoauTh OIEHKY 30 (QEKTHBHOCTH 00yUeHHs IEpcoHaNa
ITpon3BOAMTE IIPEABAPUTENBHbIE 3aKYTIOYHBIE IPOLEAYPE! M OopMIIeHHE
CONYTCTBYIOLIEH TOKYMEHTALlHY 110 3aKJIFOYEHHIO I0OTOBOPOB

Pa6oTaTe ¢ MH(POPMAIIMOHHBIME CHCTEMaMH, HHUQPOBLIMU YCIyraMd H
cepBHCaMH B 0071acTH 00yJeHHs IEpcoHaa
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®opmupoBaTh TNpemTOKEHME IO aBTOMAaTH3alMH H Lu(poBU3amuy
npouecca 00y4eHus nepcoHaa

PaspabareiBaTh M OQOpPMIIATH AOKYMEHTHI 110 IpolLleccaM OpraHH3aluu
00ydJeHHs nepcoHasIa U X pe3yabTaraMm

ObecneunBath coOmoacHne TpeOoBaHUi 3aKkoHOAATENILCTBA Poccuiickoit
Qepepanud ¥ KOPIOPAaTHBHBIX NOMMTHK B obmactd  0O6paboTku
IIEPCOHAIBHBIX JAHHBIX ¥ KOHQUIEHIHAIHHON HH(pOpMAIHH

Bectn nenoByro mepenucky

CobmogaTh HOpMBI STUKH JENOBOT0 OOIMEHUS

Heo0xoauMele 3HaHUS

MeToapl, HMHCTPYMEHTBI HCCIESIOBaHMA NOTpeOHOCTH B 00y4eHUH
nepcoHaia

Mertoponorus oby4yeHus

TexHomornu, MeTOABI M METOJAMKM aHaNM3a H CHCTEMaTH3alluu
JOKYMEHTOB M MH(OpMaIyu

[Mopsiaok pa3pabOTKH IUIAHOB IIOTOTOBKH, IIEPENIOTOTOBKY U IOBBIIECHH
KBATH(HKAIMY IEPCOHANA, YISOHBIX IIaHOB U IPOTrpaMM

CucteMpl, MeToabl H (OpPMBI MaTEpPHATBHOTO M HEMATepHAIBHOIO
CTHMYJIMPOBaHUA TpyJAa NepcoHaIa

TexHomoruu ¥ MeTOAb! GOPMUPOBAHHS H KOHTPOJIL OIODKETOB

IMopsAnoK BeoeHMs y4eTa M OTYETHOCTH IO MOATOTOBKE M IOBBIIICHHIO
KBaIM()UKaIMK IEPCOHANA

OCHOBBI lIOKyMCHTOOGOpOTa "1 JOKYMCHTAITUOHHOT'O obecneueHus

OCHOBBI 06H16ﬁ )5 counam;noﬁ IICUXOJIOTHH, COITHOJIOTUH U IICHXOJIOTHH
Tpysa

TapudHo-KBaM(pUKAIMOHHBIE CIPABOYHUKHU paboT 1 npodeccuii pabounx
U KBATH(QUKAIMOHHBIE XAapaKTEPUCTHUKH JODKHOCTEH  CIIyXallpX,
podecCHOHATBHBIE CTAHAAPTHI

OCHOBHBIE IIOJIOXKECHHS TPAKIAHCKOTO 3aKOHOJATENBCTBA PocCHiiCKOiM
®enepanu B cdhepe 3aIUTH HHTEUIEKTYaTbHOH COOCTBEHHOCTH

IMTopsaoK NpoBedeHHS 3aKyMOYHBIX IIpoHeAyp H  OQOpMIICHHUA
COIIYTCTBYIOIIEH JOKYMEHTAIMH

OpranuzaioHHasl CTPYKTypa OpraHH3aluH

HOpMaTI/IBHBIC IIPaBOBBIC AKThI, ONIPECOC/IAIONIAE HOMBI TPYAOBOTO IpaBa

OcHOBEI apXMBHOT'0 3aKOHOAATEIbCTBA U HOPMATHBHBIC IIPABOBBIC AKTHI
Poccuiickoit fl)enepaunn B 00J1aCTH BEICHMS JOKYMCHTAIlMHX 1O IIEPpCOHAITY

OcHOBBI HAJIOTOBOIO 3aKoHOIaTeNbcTBa Poccuiickoil @ezepanuu

OcHOBEI 3aKOHOATENIBCTBA 00 06pasoBanuu Poccuiickoi Deepanuu

3akoHoaTeNbCTBO Poccuiickoil @denepaliii 0 NEPCOHATBHBIX TaHHBIX

JloKanbHBIE HOPMATHBHEIE aKThI OpraHU3allii, PEryIHpYIOMmHe 00yIeHne
nepcoHana

TTops 0K 3aKITFOYEHHUS] JOTOBOPOB (KOHTPAKTOB)

Crienuan3upoBaHHbie MHOOPMAIMOHHEIE CHCTEMB], IH(QPOBHIE YCIYTH 1
CepBHUCHI B 0611acTH 00yJeH s IEPCOHala, TPaHMIBI KX TPUMEHCHHA

OCHOBHBIE METPUKH M aHAIMTHYECKHE Cpe3bl B 00MacTH OO0ydYeHus
ImepcoHaja

I[paBuiia BeleHUs AETOBOMA NEPENMCKH

HopMbI 3THKH J1€T0BOTO OOIIEHHS

Jpyrue xapakKTepHCTHKH




3.4.3. Tpyaosas ¢pyHKUuHS
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HanMmenoBauue

IIponcxoxaeHNe TPy IOBOI
GyHKIHH

Opranmaunx ajganTtanyuu U CTaXHPOBKH VporeHp
HCpCOHaJ'Ia KOI[ D/O3 .6 (HOJIypOBeHL) 6
KBaTHUpHKaLUA
3aUMCTBOBAH
i OpuruHan X CTBOBAHO M3
OpMIvHaNa
Kon PerucrpaiioHHbIH HOMED
OpHTHHANA npodrecCHOHANBHOTO
CTaHjapra

Tpynossie peiicTBus

Pa3zpaboTKa IIaHOB aJalTalliH, CTAXHPOBKH NEPCOHAIIA C OLECHKOM 3aTpaT

Opraﬂnsauml Meponpnsm/lﬁ 110 ajanTaluy, CTARXKAPOBKE IEpcoHaJla

[ToaroroBka npennomeﬂnﬁ 110 COBCPILCHCTBOBAHHUIO CUCTEMBI a/JallTalluM,
CTXXHPOBKH II€PCOHAIA

TMoaroToBka npeajioxkeHui Mo GopMUPOBaHHIO OIOJUKETa HA OPraHU3AIHMIO
aJlanTalyy ¥ CTAXKUPOBKY IEPCOHAIA

Ananu3 3((GeKTHBHOCTH MEPOIPHATHHA IO ajalTalldd W CTaXHpPOBKE
HepcoHana

Heo6xoauMbie yMEHH

Onpe,nemn"b rpynIksl nepcoHana s CTaXKUPOBKH H-ajanTaimuu

Onpenensts paboyne MecTa Jis IPOBEICHHS CTAXHPOBKH M ajanTaluy
HiepcoHaja

CornacoBEIBaTh MCPONIPHATUA [O ajanranvm H CTAXHUPOBKE C
BO3MOXXHOCTIMH IIPOXU3BOJACTBA

HpOI/I3BOI[I/ITI> aHanu3 U OLCHKY pE€3yJbTaTOB aJanTallid U CTAXHPOBOK
IIepcoHajia

CocTaBiaTh MpPEMIOXKEHHSs ¥ KOHTPONHPOBAaTh CTaThU pacxoloB Ha
IIPOrpaMMbl B MEPOTIPHATHS 1O aANTalMK ¥ CTAKUPOBKE MEpCOHANa JULd
IIaHAPOBaHHsA OI0/KETOB

[TpousBoauts OLEHKY 5PGEKTHBHOCTH MEPONPHUATHH IO ajanTalHd H
CTAXHMPOBKE NIEPCOHANA

BHCHPHTL CHCTEMEI BOBJICUEHN S IIEPCOHAIA B KOPIIOPATUBHYIO KYJIBTYPY

Pa6oTath ¢ MH(GOPMAIIMOHHBEIMH CHCTEMAaMH, IHMQPOBEIMM yCIyramMu H
cepBHCAMH [0 YNPABJICHHIO IIEPCOHATIOM B OONAcCTH ajanTallid |
CTXUPOBKH 1epcoHana

GOopMHpOBaTh MpEMIOKEHHE 10 aBTOMATH3AUMM H LU(pPOBH3AIMH
IIPOIECCOB ANANTAIMH U CTAKMPOBKH IIepcoHasa

OGecmeunBaTh cobmoeHre TpeboOBaHMi 3aKOHOAATENLCTBA PoccuiicKoii
Odenepallid M KOPIOPAaTUBHBIX MONMTHK B obnactd  06paboTKu
IepCOHANBHBIX JAHHBIX H KOH(QHICHIHATEHOR HHpopMaliy

BecTu fe0BYIO IEPENIUCKY

Cob6moaTs HOPMBI 9THKH JETOBOTO OOIIEHHS

Heo6xoauMele 3HAHUS

MeToasl aganTaliuy U CTAXKHPOBOK NEpcoHaia

TexHOIOrHH, METOABI i METOIMKH IIPOBEICHUS aHAIIM3a X CHCTEMATH3aHH
JIOKYMEHTOB H HHpOpMauuu

TlopsioK pa3paboTKK IUIAHOB AANTAIMH EPCOHANa Ha HOBBIX Pabotumx
MECTaX, IOATOTOBKM, NEPENOATOTOBKM M INOBBINEHHMS KBATU(HKAIIH
THepcoHasa H OpTraHM3aliy CTRKHPOBOK

[lopsanok CcOCTaBIEHHS CMET 3aTpal Ha afaNlTalliio H CTKHUPOBKY
mepcoHaa

ITopsaok BeleHHMsS y4eTa M OTYETHOCTH MO ajalTalliM H CTHKUPOBKE
nepcoHaia
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CucteMbl, MeToAbl M (OPMBEI MaTepHAIBHOTO M HEMATEPHAIBLHOIO
CTUMYJIMPOBAHUS TPYAa IEePCOHANA

Texronoruy ¥ METOIHI GOPMUPOBAHHS U KOHTPOILA OFOJKETOB

OCHOBEI O6HICI71 )4 COHHaJIBHOﬁ IICUXOJIOTHH, COLTUOJIOTHH H IICUXOJIOTUHA
Tpyza

OpranusanuoHHas CTPYKTypa OpPTaHH3allid M BaKaHTHBIE [JOJDKHOCTH
(mpotheccuu, cienMalbHOCTH)

TapudHO-KBaATMHUKAIMOHHEIE CTIPABOYHUKH PaboT U mpodeccuii paboumx
M KBaIM(QHKAIIMOHHBIE XapaKTEPUCTHKM JOJDKHOCTEH  CIIyXamuX,
npodecCHOHANBHBIE CTaHIAPTEI

Crienuann3upoBaHHbIe HHPOPMALOHHEIE CHCTEMBI, IU(POBEIE YCIYTH U
CEPBHCHI II0 YMPABICHUIO IIEPCOHANIOM B MpOIECCe aJanTalid |
CT@)XHUPOBKHU, [PAaHULBI X IPUMEHEHHS

OcHoBHBIE MCTPUKH U AQHAJIUTUYCCKHC CPC3bI B obJactu IpouecCcoOB
ajanTaluui 1 CTAXUPOBKHA IICpCOHAIA

HOpMaTI/IBHBIe IIpaBOBBIC aKTEHI, ONPEaCIIAIOIIE HOMBI TPYJOBOT'O IpaBa

OCHOBBI HAJIOTOBOI'0 3aKOHOJIaTENLCTBA Poccuiickoi CDe,uepaupm

3akonomarenascTBO Poccuiickoli ®enepalyy 0 NEPCOHATBHBIX JaHHBIX

H_OKaJ'II:HBIe HOPMAaTHBHBIC aKThbI opranm3anum, Peryupyronue
ajanTanyuio H CTAXXKAPOBKY IIEPCOHAIA

OCHOBHI IOKYMEHTO000POTA U JOKYMEHTALMOHHOIO 00€CIIEYEHHSI

TTopsiIoK 3aKJIFOUEHHS JOTOBOPOB (KOHTPAKTOB)

[paBuna BegeHUs NEN0BOM IEPETHCKA

HOpMBI 3THKH OEJIOBOTO 06HICHI/IH

Jlpyrue XxapakTepHCTHKH

3.4.4. Tpynosas gpyHKuMs

HaumenoBaHue

[MpoucxoxaeHye TPy IAOBOH
lingireitid

AL{MI/IHI/ICTpHpOBaHI/IC IIpONLECCOB pa3BUTHUA U v
., pOBEHB
IIOCTPOCHHUI NPOPECCCUOHAIBPHOU KapLCPhL
p pod Prepel, Kon | D/04.6 | (moxyposeHs) 6
00y4eHHUs, aanTalyy, CTAXHPOBKH NEPCOHAIa H DI A——
COOTBETCTBYIOIIETO I[OKYMCHTOO6OPOT3
3aMMCTBOBaHO U3
OpuruHan X 1M
opHUrAHana
Kon PerncTpanvoHHeIit HoMep
OpHIHMHATA HpOodeCcCHOHATLHOTO
cTaHapTa

TpynoBele AeHCTBUSL

JIoKyMEHTalMOHHOe ~ OBECIeYeHHe  Pe3y/IbTaToB  MEPOIpPHATHH 110
PasBUTHIO M TIOCTPOEHHIO NPO(ECcCHOHATBHOM Kapbepbl, 00YUEHHIO,
aJlanTalfK i CTAXUPOBKE IIEpCOHANA

[MoaroroBKka MHIUBMAYANBHBIX IPEVIOKEHHH Ha OCHOBE DE3YJIBTATOB
NpOBENEHUS  MEpONpHATHH 1O  Pa3sBUTMIO H  TOCTPOEHHIO
npodecCHOHATLHOM Kapbepl, OOYYEHMIO, aJanTalMe M CTaKHPOBKE
nepcoHalia

TTo/IroTOBKAa NpPELIOKEHAH 110 COBEPUICHCTBOBAHHIO CHCTEM OOy4YeHHS,
aJanTayy ¥ CTAKUPOBKH, Pa3BHTHSA M MOCTPOEHHS HPOGECCHOHATBHOM
Kapbephl IepcoHaNa

CompoBoXXIE€HHEe  JIOTOBOPOB ~ HAa  OKa3aHHe  KOHCYJIBTAlHOHHBIX,
HH(OPMAIMOHHEX yCIyT, HEOOXOAMMBIX A TPOBEAEHHMS OOydYeHH,
afanTaEyd U CTAKUPOBOK, Pa3sBUTHSA H HOCTPOEHMA mpodeCCHOHAILHOM
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Kapbepsl IEepCcOHATa, BKIIOYAs IpelBapUTENIbHBIE NPOLELYPHl IO HX
3aKJIFOYEHHUIO

HeobxomuMbie yMEHHS

OdopMIIsITh TOKYMEHTHI II0 BOIIPOCaM MpOBeAeHHUs 0OydeHH s, alanTalluy
M CT@XHWPOBKH, Pa3sBHTHS M IIOCTPOEHHA HPOMECCHOHAIBHOH Kaphepsl
HepcoHana,  MHpeAOCTaBIsieMble B TOCYJAapCTBEHHBIE  OPTaHEI,
HPEACTABHTENIBHBIE OPTaHbl pAOOTHUKOB

ObecnieunBarh  JOKYMEHTAl[HOHHOE  CONPOBOXAECHHE  OOy4eHH,
ajanTalMyd ¥ CTQKHPOBOK, Pa3sBUTHS M IOCTPOCHHUS NMPodecCHOHATBHOM
Kapbepsl IepcoHala

AHanM3HpoBaTh IpaBUiia, IPOIEAYPH M HOPSIKH NPOBENEHHS 00yUeHHs,
aJaNTaldd H CTAXHMPOBKH, Pa3BHTHSA M IMOCTPOCHHUI NpodecCHOHANbHOM
Kapbepbl IlepcoHalla

OpFaHI/ISOBI)IBaTB XpaHEHHE JTOKYMEHTOB B COOTBETCTBHH C Tpe60BaHI/I5{MI/I
3aKOHOOATCIIBCTBA Poccuiickoit d)enepaulm H JOKAJIbHBIMK dKTaMH
Opranusanyu

Pa6otate ¢ MHPOPMAIMOHHBIMH CHUCTEMaMH, LU(POBEIMM yCIyraMH H
cepBHCaMH 10 BOIPOCaM aJAMHHHCTPHPOBAaHHSA JOKyMEHT0000pOTa
HpOLECCOB 00YYEHHUS, afalTalllH B CTAXUPOBKH, Pa3BUTHA U TIOCTPOCHUS
npodeccoHANFHON Kapbephl IEPCOHANIA, BEJCHUs yUeTa KaHIHAaToB Ha
BaKaHTHBIE JO/DKHOCTH (Ipodeccuu, CeUaIbHOCTH)

®opMupoBaTh TPEMIOKEHHE O aBTOMAaTH3allMd W HudpoBH3auud B
067acTH aJMUHHCTPHPOBAHUS JOKYMEHTOOOOPOTa HpOLEeccoB O0ydIeHHs,
amanTallii U CTAXKHPOBKM, Pa3BUTHs W MOCTPOECHMS NPOdeCCHOHAIBLHOM
Kapbephbl, BeJeHWs YydeTa KaHIUIaTOB HA BaKaHTHbIE IOJDKHOCTH
(mpoteccun, crielnanbHOCTH)

O6ecneunBaTh coOmoaeHre TpeOoBaHMN 3aKOHOAATENBCTBA Poccuiickon
denepanid ¥ KOPIOPATMBHBLIX DOJMHTHK B obmactH  06paboTku
TIepCOHANBHBIX JaHHBIX H KOHOHIEHINANEHOH HHOpMalin

BecTu menoByio nepenucKy

Co6momars HOPMEI STHKH JETI0BOTO OOILECHUSL

HeobOxoauMple 3HaHUS

Ilopsaaox oopMIICHHs, BEACHHS U XPaHEHHs JOKYMEHTALUH, CBI3aHHOH ¢
CHCTEMOI 0OyYeHHs, afanTaliy U CTXXKUPOBKH, PA3BUTHA H IIOCTPOCHHUA
npodeccuoHATPHON Kaphephl IEPCOHANA

HOpH,E[OK (bOpMI/IpOBaHI/IH, BCJACHUA 0a3pl JaHHBIX O NEPCOHATIE
Opra’HM3alyu, IOpANOK NPEACTAaBJICHHUA OTYETHOCTHU

HopMmaTHBHEIE TIPaBOBBIC aKTHI, PEryIHpYIOIMe IpaBa U 00A3aHHOCTH
FOCYIaPCTBEHHBIX OPTaHOB M OPraHH3allUH 10 MPEIOCTABICHUIO YICTHOR
JOKYMEHTaUuun

[opsaox opopMiTeHus JOKYMEHTOB, IPEACTABISEMBIX B TOCYAapCTBEHHBIC
OpraHbl M HHbIE OPraHHU3alHN

OcHOBEHI I[OKyMCHTOO60pOTa M JOKYMCHTAITHOHHOI'O obecneucHUs

TlopsAIoK MNpOBENEHHs 3aKyMOdYHBIX Mpomedyp H  opopMmieHHA
COITYTCTBYIOIIEH JOKYMCHTAIMH

Oprann3aldoHHas CTPYKTYpa OpPraHM3alliM M BaKaHTHBIC JOJDKHOCTH
(mpodeccun, CieMIATLHOCTH)

TapudHO-KBaTH(bAKAIMOHHEIE CIIPABOYHUKH paboT u npodeccuit pabounx
M KBAIM(UKALMOHHBIC XapaKTEPUCTHKM JOJDKHOCTSH  CIYXalluX,
npodeccHoHaNbHBIE CTAHAAPTHI

CreMaIH3HpOBaHHbIE HHQOPMAIMOHHEIE CHCTEMB, IU(MPOBBIC YCIYTH U
cepBHCHl B OONAaCTH aJAMHHHCTPHPOBAHMS JOKYMEHTO000pOTa IO
BOIIpOcaM o0ydYeHHs, afaNTalui B CTOKUPOBKY, Pa3sBHTHSA U TIOCTPOCHUS




28

podeCCHOHATBHON Kapbephl, BECHAS y4eTa KaHIUJAaTOB Ha BaKaHTHBIC
JOJDKHOCTH (TIpodecc, CIENHATFHOCTH ), TPAHUIIBI HX TPUMEHEHHS

HOpMaTI/IBHBIe IIPABOBBIC AKTEI, OIIPCACIIAIOIINC HOMEI TPYJAOBOIO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA M HOPMATHBHEIE IIPaBOBBIE AKTEI
Poccuiickoit @enepanun B 00)1aCTH BeICHUS TOKYMEHTAINH 110 IEPCOHATY

OCHOBEI HAJIOTOBOTO 3aKOHOaTeNbeTBa Poccuiickoil eneparun

3akoHoJaTenscTBO Poccuiickoil @enepaluy 0 NEPCOHAIBHBIX JAHHBIX

TeXHOIOT|H, METO/IHI ¥ METOIUKH IIPOBEICHUS aHATH3a M CHCTEMAaTH3alluH
JOKYMEHTOB ¥ HHGOpMAalHU

Jloka/ipHBIC HOPMATHBHBIE aKTHl OPTraHW3aIliH, PETYIMPYIOMHUE MOPSIOK
pasBUTHS W TOCTPOEHHS NpodecCHOHANLHON Kaphephbl, 00ydeHus,
aJanTaliy U CTAXUPOBKYU NIEpCOHANA

IMopsaok 3aKr0YeHNs J0rOBOPOB (KOHTPAKTOB)

HpaBI/IJIa BeJICHHA JCIIOBOH NEPEINACKH

HopMBI 5TUKH [1eJI0BOTO OOIIEHHS

Jpyrue xapakTepHCTUKH

3.5. O6006meHHas TpyAoBas PyHKIHA

HaumenoBauue

' OIJIaThI IEPCOHAIIA

HGHTGHBHOCTB I10 Opra"Hu3anvi Tpyja u

EyPOBeH]’ e

Koxn E | KBaTAUKAUKH 6

TpoucxoxaeHue 06061IEHHOM

3aHMCTBOBaHO U3

TpynoBoit GpyHKIMH Opraan X OpHTHHAJA
Kon PerucrtpauuoHHbIi HOMED
OpHWIHHAIA npodeccuOHaNBHOTO
CTaHIapTa
BosmoxHbIE CHCHI/IaJIIrICT 110 HOPMHUPOBAHHUIO U OILJIAaTE TpyJa
HauUMCHOBaHHA CHCIII/I&TII/ICT II0 OpraHu3aluyi 1 OILIaTe Tpyda

JIOJDKHOCTEH, mpogeccuit

; CHenyaicT 0 KOMIICHCAITUSIM U JIBIOTaM

Crenyanict no nepcoHary
Menemxep 1o NepcoHaIy

TpeboBanus x
00pa3zoBaHUIO 1 00YIEHHIO

Bricinee o6pazoBanue — GakanaBpuar

701

Bricmee o6pazosanue (HenpodunbHoe) — OaKanaBpuar u
JIOTIOJIHUTENBHOE MpodeccHoHANEHOE 00pa3oBaHKe — IIPOrPAMMEI
po¢eCCHOHANBHOM IIePEeNOATrOTOBKH B 00J1aCTH yIIPaBIeHHs IEPCOHAIIOM
WK B 0071aCTH OPTraHU3al[id 1 HOPMHPOBAHUS TPyAa, CTUMYIMPOBAaHMS U
OILIaTHI TPyZa

TpeboBaHuUA K OIBITY
HpaKTHIECKON paboThI

Oco0ple ycnoBHs I0IyCKa
K pabote

JIpyrHe XapaKTepUCTHKH

PexoMeH/yeTcs JONOIHATENBHOE IpodeccHOoHATFHOE 00pa3oBaHue —
HpOrpaMMBbI TOBHINIEHAS KBATH(UKayH B 00J1aCTH YIIpaBIeHUA

MEPCOHAIOM HJIM OpraHu3allii TpyJa B OoILIaThl IIEpCOHAIA
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HOHOJ’IHHTCJ’IBHLIG XapaKTCPUCTUKH

I Hanmenosanue 6a30Bo# TpyInEl, JOHDKHOCTH
aNMCHOBaHHE JOKYMEHTA Kon
(mpodeccun) WM CIENUATLHOCTH
OK3 2423 Crenuamuictsl B 0651acTH moadopa 1 MCI0Ib30BaHUs
nepcoHasia '
EKC - WHxeHep 10 HOpMUPOBAHUIO TPyAa
- JKOHOMHUCT II0 TPYLY
- MeHepxep 10 epCoHATY
OKIIIATP 26583 Croenmamict 1o Kaapam
27755 OJKOHOMMCT TI0 TPYAY
OKCO 5.38.03.01 | DxoHOMHKA
5.38.03.02 | MenexMEHT
5.38.03.03 | YmpasneHue nepcoHaaoM
3.5.1. Tpynosas pyHKumus
Opranuzanus TpyAa nepcoHana YpoBeHb
HaumenoBanue Kon E/01.6 (moaypoBEHE) 6
KBaJH(pUKALUN
[poucxoxacHue TpynOBOH Opuruman X 3auMCTBOBAHO U3
(dyHKHUN OpHUTHHAIA
Kon PeructpanuoHHEI HOMEP
OpUrnHajia HpO(l)eCCI/IOHaJILHOI"O
CTaHOapTa

Pa3pa60TKa CHCTEMBI OpTaHU3allMK 1 HOPMHAPOBaHU TpyJa IICpCOHATIa

Bueapenne cHCTEMBI OpraHU3aliy ¥ HOPMHPOBAHHUS TPy/a MEpCOHANa ¢
ONpeNieleHHEM TPYAOEeMKOCTH, HOPMATHBHOM YHCIEHHOCTH, IpaduKOB
paboT U ycIIoBHi OIIAaTHI TPYy/1a IEPCOHANA

BhiBieHHe pe3epBOB TOBHILCHHUS IPOM3BOAUTENBHOCTH Tpylda M
KayecTBa HOPMUPOBAHUS TPyJa

IMoaroToBKa MpeMIOXKEHUI 1O W3MEHEHHAM YCJIOBHH H OIUIATHI TpyJa
TepcoHaIa

IMoaroroBka mpeaoxeHui mo GopMHuPOBaHHIO OIOIKETA HA OPraHU3aLMIO
TpyJa epcoHana

Ompenenenre 3hbeKTHBHOCTH pabOTEI
HOPMHPOBaHHUS TPYJAa Ha pabodmx MecTax

CUCTCMBI Opranu3aliia H

HeobxoqumMele yMeHM

BHC}IPXTB MCTOABL paunonanbﬂoﬁ opraHu3anuu Tpyaa

AHaIH3UpOBaTh COCTOSHHE HOPMUPOBaHMA Tpydd, Ka4yecTBO HOPM,
moKasaTeJiel 1o Tpyay

AnanmuzupoBath 3((deKTHBHOCT pabOThl CHCTEMbl OpraHH3alluH TPyZAa
IIEpPCOHAa 1 HOPMHUPOBaHHS TPya Ha paboIMX MecTax

CoctaBpniate H KOHTpOJMPOBATh CTATBH pPAcXoJOB Ha OIUIATY Tpyla
IepCcoHaIA ) IIAHUPOBAHUA GIO,I[)KCTOB

PaGorate ¢ MHPOPMAIMOHHBIMHA CHCTEMaMHM, MH(QPOBEIMH YCIyraMu U
cepBHcaMi B 00J1aCTH OpTaHU3alMH M OIUIaThl TPy IepCoHala

®opMupoBaTh INpPEeNJIOKEHHSA IO aBTOMATH3alUMH H OUQPOBH3ALNH
OPOIECCOB OpraHU3alivi 1 HOPMUPOBaHUSA TPyJa

PazpabarriBaTh B 0GOPMIIATH JOKYMEHTHI II0 HOPMHPOBAHHIO U OILIATE
TpyZa nepcoHana
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ObecneunBarh cobmoaenHue TpeGoBaHMil 3aKoHOAaTeNbCTBAa Poccuiickoi
Qenepanid W KOPHOPaTHBHBIX IOMHTHK B 00JacTd  00paboTKH
NIEPCOHANIBHBIX JAHHBIX M KOHQUACHIHATBHOM HHGOPMALIUH

Bectu menoByio nepemucky

CobronaTh HOPMBI ATHKH JEJI0BOTO OOIIECHHS

HGO6XOIII/IMBIe 3HaHHuA

MeTozb! yueTa 1 aHaIN3a IOKa3aTeeil o Tpyay ¥ OIUIaTe Tpyaa

Metosl oupeaci€Hus, OHCHKH W CpaBHCHHA HpOI/ISBOJICTBCHHOﬁ
MHTEHCUBHOCTH U HAIIPKCHHOCTH TpyJa

Meroap! HOpMHUPpOBaHnA TpyJa

MGTOI[BI OIIpEACIICHNUA YHCIICHHOCTH IICPCOHAIa

WMC)KOTP&CJICBBIC H O0TPACJICBBIC HOPMATHUBLI TPYAOBEIX 3aTpar

CoBpemennbie GOpPMEL, CHCTEMBI OIUIATHI M yYeTa HPOU3BOAUTENLHOCTH
Tpy/Ja HepcoHajia

Cuctembl, Merogsl M (GOPMBI MarepUaTbHOTO M HEMaTePHAIBHOTO
CTHMYJIMPOBAKMA TPy/la IEpCOnaa

TexHonoruu u MeTo1bl GOPMHPOBAHUA M KOHTPOJIA BIOKETOB

TCXHOJ'IOPI/II/I, MCTOJEI u MCTOJAHKH IIpOBEACHU A aHajimia H
CHCTEMATHU3allUN JOKYMEHTOB K I/IH(i)OpMaIII/II/I

OCHOBBI JOKyMEHTO000pPOTa H JOKYMEHTAIHOHHOTO 00eCIeYeHUS]

Iopsanox Tapuduxanuu paboT U pabouMx, YCTAHOBIEHHS JOJDKHOCTHBIX
OKJIaJIOB, JAOIUIAaT, HaabaBoOK M Kod3duuueHtoB Kk 3apaboTHOU IIaTe,
pacuera CTUMYJUPYIOIIUX BHITLIAT

TapudHo-KBaM(pUKAIHOHHBIE CHpaBOYHHKHA pabor u  mupodeccuit
pabounx u kKBaTHHUKAIMOHHBIC XapaKTEPUCTHKH JOJDKHOCTEH CITy Kallux,
npoheCCHOHATBHbIE CTAHIAPTHI

OCHOBBI TEXHOJIOTHH IIPOU3BOACTBA U ACATCIIBHOCTH Opranmu3aiiun

Opranu3anuoHHas CTPYKTypa OpraHH3alldd M BakaHTHBIE JOJDKHOCTH
(mpodeccun, crielIMANBHOCTH) - f

IlonuTuka n CTpaTCrus opraiu3aiyii no nepcoHany

JKOHOMUKaA TpyJa

OcHOBEHI 0011l H COLHATBHOMH IICHXOJOTHH, COIHOJIOTHH H ICHXOJIOTHH
Tpynaa

HOpMaTI/IBHI)Ie IIPaBOBLIC AKTLI, OIIPCACILIIOINE HOMBI TPYJOBOTO IIpaBa

OCHOBBI apXHUBHOI'O 3aKOHOJATEIHCTBA M HOPMATHBHBIE NPABOBBHIC AKTHI
Poccuiickoit ®epepauuu B 00NacTH BeAE€HUS JOKYMEHTAMH IO
IepCOHATY

OCHOBBI HAJIOT'OBOTO 3aKOHOOATCIILCTBA Poccuiickoit CI)e)JepaImH

3akoHogarenbcTBO Poccuiickoit @enepannu 0 NepcOHABHBIX JaHHBIX

JlokayipHBIe HOPMATUBHEIE aKTHI OPraHU3alUH, PEryIUPYIOLUIHE IMOPIOK
OpraHu3alyy ¥ HOPMUPOBAHHUS TPY/ia HEPCOHAIA

Crenuami3npoBaHHble HHGOPMAIMOHHbBIE CHCTEME], IN(POBLIE YCIYTH U
CEPBHCHI B 00JIaCTH OpPraHM3allii H OIUIATHI TpyJAa MEpCOHANa, TPaHHIbI
UX TPUMEHEHUA

OCHOBHBIE METPHKH H AHAIMTHYECKHE Cpe3bl B 00JAacTH IPOLECCOB
OpraHu3aliy ¥ HOpMHPOBABUS TPyIa

[TpaBusia BegeHuUs JeI0BOM NEPEHCKU

HOpMBI 9THKH OCJIOBOTO OGH.IGHI/IH

Hpyrue xapakTepuCTHKH
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3.5.2. Tpynosas ¢pyHKuusa

Opranu3aius oIUIaThl Tpya epcoHana YposeHs
HaumenoBanue Kon E/02.6 | (moxyporeHs) 6
KBaTN(HKaLIH
I1 XOXKACHHU OBOH 3aum
POHCXOXKAEHHE TPYH Opurmsar X CTBOBaHO M3
byBxumn OpUTHHAIA
Koxn PerucTpaloHHBIH HoMep
OpHUrHHaNa 1podeCCUHOHANBHOTO
CTaHgapTa
Tpynossle AeHCTBUSA PazpaboTka cHCTEMBI OIIIATHI TPy /A epcoHala

dopmuposanre Orompkera ¢GOHOA OINATH TPyAad, CTHUMYIHPYIOIIMX H
KOMIICHCAITMOHHBIX BBIIJIAT

BHCI[peHI/Ie CHCTEMBI OILIATHI TPY/a II€pCOHATIa

IMoaroroBka MPeUTOKEHUH IO COBEPHICHCTBOBAHHIO CHCTEMBI OILIATHI
TpyJa IepcoHana

Heobxonumeie ymeHus IIpuMeHATs TEXHOJNOTMM MAaTepPHAILHOH MOTHBALMM B  YIIPaBICHUH
HEPCOHAJIOM

AHanM3HpOBaTh COBPEMEHHBIE CHCTEMBbl OIUIATBl M MaTE€PHAIbHOM
(MoHeTapHO#) MOTHBAIUM TPYZa UL LieNeH OpraHu3aluy

AHaIH3HpOBaTh YPOBEHB OILIATHI TPYJAa IEPCOHANA [0 COOTBETCTBYIOIUM
podecCHOHATEHBIM KBaTnpUKalUiIM

TTpoBOINTE MOHUTOPHHT 3apabOTHOM IJIATHI Ha PHIHKE TPyAa

CocTaBniate H KOHTPOJIMPOBATh CTAaTbd pacXoJOB Ha OIUIaTy TpyHda
IepcoHaa 1Jiid IUIaHMPpOBaHUA Oromkera

AHanu3upoBath GOpPMBI MaTepHaTBHOIO CTUMYJIHPOBAHUS, KOMIIEHC AU
| JILTOT B OIUIaTe TPyAa IepcoHasa

Pabotats ¢ MHGOPMAIMOHHEIMH CHCTEMaMM, OU(POBLIMH yCIyraMH H
CepBHCaMHU IO OILIaTe TPyJia IepcoHana

dopMupoBaTh MpPEIIOKEHHE [0 ABTOMATH3ALUMH H LIHPPOBU3ALUM
IPOLIECCOB OILIATHI TPy aa

CocraBisTh NPOTHO3BI PA3BUTHA OIJIATEHI TpyJa II€pCoHala

O6ecneunBaTh coOmoaeHne TpeboBaHuUit 3akoHOIATENbCTBA Poccuiickoi
desepanuy ¥ KOPIOPaTHBHBIX TOMMTHK B obnactd  00paboTku
TIIEPCOHAIBHBIX JAHHBIX U KOHQHICHIHAIBHOH HHGOpMalK

BecTtn nenoByio nepenucky

Cob6mogarh HOPMbI STUKH J€T0BOT0 OOILIEHHS

HeobxoauMble 3HaHUA DopMBI ¥ CHCTEMBI 3apa00THO# ILIATHL, OPAIOK COCTABICHHS OIOJUKETOB

CucreMmbl, MeTonbl W (OpMBI MaTepHAIBHOTO H HEMATCPHANBHOTO
CTHMYJIMPOBaHMS TPyAa IEpcoHana

TexHonoruu 1 MeToiE! GOPMHUPOBaHUs H KOHTPOJIA O10/DKETOB M GOHIOB

[opsimok Tapudukanuy paboT ¥ paboymx, YCTAHOBJICHHUS JOJDKHOCTHBIX
OKJIAJOB, JOIUIAT, HAJ0aBOK M Ko3(QUIMEeHTOB K 3apaboTHOH IuIate,
pacueTa CTUMYJIUPYIOIHUX BBIILJIAT

MeToast ONIPCACICHU YUCIICHHOCTH IIEPCOHAIA

TapudHO-KBTH(HUKALMOHHEIE CIIPABOYHHUKH paboT U mpodeccuit pabouux
H KBaTM(HKAIMOHHBIC XapaKTEPHCTHUKH JOJDKHOCTEH  CiyXKalluX,
npodeccCHoHATbHEIE CTARJAPTHI

MeToiB] yueTa M aHaliM3a Iokasatesnel o Tpyy ¥ 3apaboTHO miate

TeXHOJIOTHH, METO/IBI i METOIMKH ITPOBEICHUS aHAIM3a U CHCTEMaTH3alu!
JOKYMEHTOB ¥ HHGOpMaIKu
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Ilonutuka n CTpaTerus OpraHu3alnunu no Iepconary

OpraHu3auuoHHas CTPYKTypa OpraHU3allid H BaKaHTHBHIE JIOJDKHOCTH
(mpodeccun, CIeHATLHOCTH)

HOpMaTI/IBHBIe NIPaBOBLIC AKTE], OLIPEACJIAIOMUE HOMBI TPYAOBOI0 IIpaBa

OcHOBBI HAJIOTOBOrO 3aKOHOAaTeNnbCcTBa Poccniickoit Denepanun

3akoHomarenscTBO Poccuiickoit @enepaliiy 0 NepcOHANBHbIX JAHHBIX

JlokanbpHEBIE HOPMATUBHBIC aKTBI OPraHU3alidyl, PETYJIHPYIOIIUC oIiary
Tpyna

OCHOBBI 5KOHOMHKH TPYHa

OCHOBHI TEXHOJIOTHH TIPOU3BOACTBA H NCATCIIbBHOCTH Oprannu3allui

OCHOBBI JOKyMEHTOO0O0POTA ¥ JOKYMEHTAIIMOHHOTO 00eCIeYeHHs

IMopsanok 3aKmo4YeHns J0rOBOPOB (KOHTPAKTOB)

OcHOBBI 00INEH ¥ CONMMANBHON IICHXOJIOTHH, COLIMOJIOTHH M IICUXOJIOTHU
Tpyna

CnennanusupoBaHHble HHYOPMAIMOHHBIE CUCTEMEL, HH(PPOBEIC YCIYTH U
CEpBUCHI B 001aCTH OpraHr3alMy U OILUIaTHI TPy/la epcoHala, TPAaHUIBI KX
IPUMEHEHHUS

OcCHOBHEIE MCTPUKHA H aAHAIMTUYCCKHUE CPE3bBI B obmactu HPpOUECCOB
obeclieueHus OILIATHI TpyZa rnepcoHaia

HopMsl 3THKH HenoBoro oOmeHus

Jpyrue xapaktepucTuku

3.5.3. TpynoBas pynkmmas

AZIMIHUCTPHPOBAHKE IPOIECCOB OpraHU3aIi 1 VpoBeHb
HaumeHoBanue | TPy/Ia, OILIATEI IEPCOHAIA B COOTBETCTBYIOmEro | Koa | E/03.6 | (momyposenn) 6
JTOKYMEHTO000pOTa | KBaynQuKaLmm
KIEHH BOI 3anuMCcTBOBAHO U3
IIpoucxoxaeHue Tpyno Opuraman X
(byHKIMH OpHIMHaNa
Kon PeructpaimonHslit HoMep
OpUTHHANA IpodecCHOHATLHOTO
cTaHaapTa

Tpynossie meiicTBus

JlokyMeHTallMOHHOE ¥ OpraHU3allMOHHOE COHPOBOXICHHE CHCTEMEBI
OpraHM3alyy TPYJa U OIUIATHI Tpyia epCcoHaIa

IToaroroBka HpCZLJ'IO)KCHI/Iﬁ 110 COBCPHICHCTBOBAHHUIO CHCTCMBI
OpraHu3alyy 1 OIUIaThl TpyAa ICpcoHaIa

IlonroroBka u o6paboTka 3ampocoB M yBeOMJIICHMH O paboOTHHKax B
TOCYAapCTBEHHBIE OpraHbl, NPEJCTaBUTENbHbIE OPraHbl paOOTHHUKOB IO
CHCTEMaM OIIAaThl ¥ OpraHu3alyy TpyJa HepcoHana

OpraHu3alMOHHOE H JOKYMEHTALMOHHOE COIPOBOX/IEHHE JOTOBOPOB Ha
OKa3aHHe KOHCYIbTAlHOHHBEIX, HH(OPMAIHOHHEIX YCIYyr MO CHCTEMaM
ONIATH ¥ OPraHH3alliH TPyAA IEPCOHANA, BKJIIOYAs IPEeIBAPUTEIbHBIE
HpPOLENYPHI IO HX 3aKITIOYEHUIO |

HeobxoavuMblie yMeHUS

O(l)OpMJIHTB JOKYMCHTEI IIO BOIIpOCaM ONNAaThl W OpraHusaiiy Tpylda
II€pcoHANA, NpEACTABILICMEIC B rocynapCTBCHHEBIC OpraHbl,
MPECACTAaBUTCIILHBIC OpraHbl paGOTHI/IKOB

AHATH3UPOBATh HOPMATHBHBIE H METOIMYECKHE JOKYMEHTHI II0 BOIPOCaM
OIUIATHI ¥ OpraHU3alliy TPYy/ia HepCoHaa
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OpraHu30BEIBATH XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPeOOBaHUIMHU
3aKoHozaTenbcTBa Poccmiickoii ®Denepauuy M JIOKAIbHBIMEH daKTaMM
OpraHM3aluu

BecTH y4eT M perHCTPAIHIO JOKYMEHTOB B HH)OPMAMOHHEIX CHCTEMaX H
Ha MaTepHalbHBIX HOCHTEIAX

PaboTate ¢ MHPOPMAIMOHHBIMH CHCTEMaMHM, HU(POBBIMH yCIyraMH H
CepBHCAMH II0 AJMHHHCTPHPOBAHHIO IOKyMeHTooOopoTa B objacTu
OpraHM3alyy U OILIaThl TPY/a IepcoHasa

dopMupoBaTh OpEANOKEHHE IO AaBTOMAaTH3alluM H HHQPOBH3ALHMU
npolecca aJMAHHCTPUPOBAHUS JOKYMEHTO000POTa B 00NACTH OIUIATHI M
OpraHu3aluy TpyJa

IIpOM3BOMTL MPeABAPUTEILHBIE 3aKyHOYHbIE ITPONEAYPHl H OQOPMILATH
CONYTCTBYIOLIYIO JOKYMEHTALMIO IO 3aKJIFOYEHHIO JIOTOBOPOB

ObecneunBarh coOmoOaeHHe TpeOOBaHUH 3aKOHOAATENbCTBAa PoccHiCKOM
®esiepai M KOPIIOPAaTHBHBIX HOJMHTHK B obmacTe  06paboTKu
NepCOHABHBIX JIAHHBIX U KOHOUICHIHAIBHOH HHPOpMALMH

BecTu nenoByro nepenucky

CoGmonats HOPMEI 3THKH ACJIOBOI'O oOImEeHus

Heo6xonuMEele 3HaHuA

HOleIOI( Od)OpMJICHI/IH, BCJACHMS U XpaHCHHUA JOKYMEHTAUX IO CHCTCMaM
OILIATH] ¥ Opranu3alyy TpyAa nepcoHajla

HopMaTHBHEIE TIPaBOBBIC aKTHI, PEryIHpYIONIME IpaBa M O0A3aHHOCTH
rOCYIapCTBEHHBIX OPTaHOB M OPTaHW3allMH IO MPEIOCTABICHUIO YISTHOM
JOKYMEHTALUH

TexHONOrMH, METOABI B METOIVKY IIPOBEICHHS aHAIN3a M CHCTEMATH3alluH
JOKYMEHTOB ¥ HH(GOPMalluH

TapudHo-KkBaTHHKANMOHHEIE CIPABOYHHUKH paboT 1 npodeccuil paboynx
1 KBamM(HKAIMOHHBIC XapaKTEPUCTUKH JOJDKHOCTEH  CIIyXKalluX,
npodecCHOHANBHBIE CTaHIAPTHI

Crienuanu3upoBaHHbIe HHPOPMAHOHHBIE CHCTEMBI, IIM(POBLIE YCIYTH U
CEPBUCHI 10 AMHHACTPHPOBAHHUIO JJOKYMEHTO000pOTA IPOLIECCOB OILIATHI
¥ OpraHU3aluy TPY/ia epcoHaa, TPaHHIB] MX IPUMECHECHNU]

JlokanbpHBIE HOPMaTHUBHBIC aKTbl OpraHH3aluH, PETYIHUPYIOIIHNE ITOPSNOK
OILIAThI, OpraHM3allli ¥ HOpDMUPOBAHHUA Tpyda

OCHOBBI IIOK}’MCHTOO60pOTa H JOKYMCHTAIMOHHOT' O obecneueHus

Ilopsanok ¢opmupoBaHus, BedecHHMd Oasbl JaHHBIX H IIPEJCTABICHHA
OTYETHOCTH II0 CHCTEMaM OILIATHI ¥ OpraHM3aliiy TpyJa NepcoHana

HOpMaTI/IBHBIC IPaBOBLIC aKThl, ONPEAC/IAIOMNE HOMBI TPYIOBOTO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHBHEIC [PaBOBBIE aKThI
Poccuiickoii ®enepanuy B 00J1acTH BEJCHHA JOKYMEHTAIIUH 110 IIEPCOHAITY

OCHOBHI HAJIOTOBOTO 3aKOHOaTenbCTBa Poccuiickoll Deepauun

3aKoHOJATENBCTBO Poccuiickoii <I>enepaunn 0 IICPCOHAIBHBIX TAHHBIX

TTops7oK 3aK/IIOYEHHS JOTOBOPOB (KOHTPAKTOB)

[Mopsimox mpoBel€HHMA  3aKyNOYHBIX IPOLEAYP H oopmineHus
COMYTCTBYIOLIEH JOKYMEHTAIINH

HopMEI 5THKH JETOBOTO OOINECHHMS

HpaBI/IJIa BCIACHUSA piCN(0):10) TNIEPCITNCKH

Jlpyrue XapakTepuCTUKH
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3.6. OGo0menHast TpyaoBas PyHKIHA

eATCIILHOCTL 10 POPMHUPOBAHHUIO
HavmeHoBaHHe /1 . hopmup ¥ Kox F YpoBeHb 6
KOPIIOpAaTUBHOU COIINAJIBHOU MTOJIUTUKHA KBaHI/Iq)HKaIlI/II/I
IIpoucxoxaenue 0600meHHON HMCTB
p KL it Opurusan X 3aj OBaHO 3
TPYXOBOH GyHKIMH opUruHana
Kon PerucrpauuoHHb1# HOMEp
OpUIHHANIA npotheccHOHANBHOTO
cTaHgapra
Bo3MoxHbIe CHenuaicT 1o COIUabHBIM IPOrpaMMaM
HAaMMCHOBaHUA CHCIII/IaJII/ICT 1o pa60Te C I'IpeI[CTaBI/ITCJIBHI:IMI/I OpI‘aHaMI/I pa60THI/IKOB

nomxHocTel, npodeccuit | CenuamucT Mo KOPIopaTMBHON CONMAIbHON HOJUTHKE
CrenuanucT 1o NepCoHaILy
MeHemKkep 10 NepcoHALy

Tpe6oBanus K Briciee o6pa3oBanue — OakaraBpHaT

00pa30BaHUIO U OOYYEHHIO | WK

Bricmee o6paszoBanue (HenpodunpHoe) — 6akanaBpuar u
JOIONHHUTENBLHOE NIPOodeccrOHANBHOE 00pa3oBaHUe — IPOrPaMMBI
npodeccroHaNBHOMN NEPENnoAroTOBKH B 00J1aCTH yNPaBJICHUS [IEPCOHATIOM
WIH B 007aCTH COMATIBHON NONHTHKH

TpeOoBaHus K ONBITY -
HIpaKkTHIECKOH paboTh
OcoObIe yCIIOBHA IOIIyCKa | -
K paboTe
Jlpyrue XapakTepUCTUKH | PeKOMEH/yeTcs NONOIHATENbHOE NPOhEeCCHOHATLHOE obpazoBaHHE —
IpOrpaMMBbl IOBHIIECHNS KBaTU(HUKauK B 06acTd yIpaBIcHAs
HEePCOHATIOM WIH CONHAIBHON MOTUTHKH

JIOTIOTHUTEIBHBIE XapaKTEPUCTHKH

HauMenoBanue 6a30B0ii rpyIIIbl, JOJDKHOCTH
HaunmeHnoBaHME T0KYMEHTA Kon
(mpodeccnn) UM CHELUATHHOCTH
OK3 2423 Croenuanuctsl B 061acti noabopa U UCIOIb30BaHUSA
nepcoHala

EKC - Crienualuct 1o Kajapam

- Menemxep no nepcoHany
OKIIATP 26583 Crenuamict o Kaapam
OKCO 5.38.03.02 | MeHeIKMEHT

5.38.03.03 | YpasneHue IE€PCOHAIOM

3.6.1. TpynoBas pyHKIHs

PazpaGoTka KOPIIOPAaTHBHOH COLMATbHON YposeHb
HauMeHOBAHUE | [y THTHKH Kon F/01.6 | (momypoBeHsb) 6
KBaTH()UKALH




IpoucxokaeHNe TPYAOBOH
byaxuuu
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X 3anMCTBOBAHO U3

Opuru=an
OpHTHHAJIA
Kon PeructpariioHHsIl HOMEp
OpUTHHATA poeCcCHOHATEHOTO
cTaHxapTta

TpynoBble neficTBHA

Pa3paboTka KOPIIOPAaTHBHAIX COIUAIBLHEIX IPOTPaMM

Pa3pa60TKa CHUCTCMEI BEITLIAT pa6OTHI/IKaM COLHAJIBHBIX JIBI'OT

Opra@msanys B3auMOJEHCTBHA C IIPEACTABUTENBHBIMH  OpraHaMu
pabOTHAKOB, OOIIECTBCHHHIMH OPraHM3allMAMH, C TOCYIapCTBCHHBIMH
opraHamu

[lonroToBka mpeioxeHnii 1o QopmupoBanuio Oromxera B 061acTH
obecrieuenys KOpIopaTHBHOM CONUANbHOM IOIMTHKN

Heobxoaumbie yMeHUs

OmpefendTs  LedeBble  TPYNNBI  TepcoHana  Juii  paspaboTKH
CIIENHATH3UPOBAHHBIX CONMANBHEIX ITPOTPaMM

JToBoauTh MHGOPMALHIO O COLMAIBHBIX NPOrpaMMax A0 UENCBBIX TPy
IepcoHala ¢ KCIIOJIb30BAHHEM HHCTPYMEHTOB BHYTPEHHHX
KOMMYHUKAaIIUI

Bribuparth KpUTEPHH M ONpPEENsATh YPOBHH YIOBIECTBOPEHHOCTH
mepcoHaa

Hcmonb3oBats MaTepHalbHBIC U HEMaTCPHAIBHBIC CHUCTEMBI, METOABI K
d)OpMI)I MOTHBAIHH B YIIPABJICHUH NIEPCOHATIOM

OnpenenaTs 06beMBl CPECTB Ul Peald3aldi COLMANBHBIX TapaHTH,
KOPIIOPATHBHBIX JIBIOT M HHBIX 3JIEMEHTOB KOPIOPATHBHBIX COLMATBHBIX
nporpamMm ist OpMHPOBAHUSA OIO/KETOB

CoCTaBIAT, H KOHTPOJMPOBaTh CTaThH PpAacXOJ0B Ha CONUAIbHbIC
IIPOrpaMMBbl I INIaHUPOBAaHHUA OIOJUKETOB

IIpOM3BOUTH NPEABAPUTENBHBIE 3aKyTIOYHBIE TPOTEAYPHI B OGOpMICHHE
CONYTCTBYIONIEH JTOKYMEHTALMHU 10 3aKJTIOYSHHIO JOTOBOPOB

Pa6oTaTh CO CHENMATU3MPOBAaHHBIMUA HH(OPMAIMOHHBIMH CHCTEMaMH,
nuQpOBBEIMA yCTyraMH M CEpPBHCAMHM II0 YIPABJICHHIO NEPCOHAIOM B
00671acTH KOPIOPATUBHON COIMAIBHOM MOTUTHKH

@OpMHpPOBaTh MNPEIOKEHHS 1[0 aBTOMATH3AMU M LH(POBH3ALMM
npoiecca pa3paboTKH KOPIOPaTHBHOH COLMATBHON IONIMTHKH

O6ecreunsath cobmoenne TpeGoBanuii 3aKkoHoaTeNBCTBA Pocchiickoi
depepanui ¥ KOPIOPATHBHBIX MOJUTHK paboromarens B oOmacTH
0GpabOTKH IIePCOHANBHBIX aHHBIX H KOHMHISHIMATbHON HHPOpMAIHH

BectH nenoByio NEpEnuCKy

CO6J'IIOJIaTI: HOPMBI 3THKH IE€JI0BOT'O 06IIIeHI/I$I

HeobxoauMEle 3HaHUA

ITopsgok ¥ MeTOAB! pPa3paboTKH IUIRHOB M IPOrpaMM COLMAIBHOTO
Pa3BHTHS OpraHU3alMH

MeTo b aHATTM3a BEIIOJHEH S COLIHATBHBIX IIPOrPaMM B ONPeICTICHIS UX
3KOHOMMYECKO# 3P PeKTUBHOCTH

CI/ICTCMBI, MeTodbl H (l)OpMI)I MaTcpHaliIbHOTO H HEMaTCpHaJIBHOTO
CTHMYJIAPOBaHUA TPyJa IICPCOHAIA

TexHONIOTHH ¥ METOAB! POPMHUPOBAHMS ¥ KOHTPOJIA OIO/UKETOB

MeTtoasl NpPOBEACHUA COHHOJIOTHICCKUX I/ICCJ'ICIIOBEIHI/Iﬁ, HU3YICHUA
00IIIeCTBEHHOTO MHEHHUS

TexHonormd, MeETOAsl W METOJUKM MPOBCICHHS  aHAIM3a W
CHCTEMATH3aIUH JOKYMEHTOB ¥ MHGOPMAIUH

[lopsgok TpOBEJEHMS 3aKYNOYHBIX —TpOLenyp M OhOpMICHHS
CONYTCTBYIOLIEH JOKYMEHTAIIUH
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OCHOBBI HpOHBBOI[CTBCHHOfI JACATCIIBHOCTH OpraHn3alun

OCHOBEI 00IIE# U COIMAIBPHOM IICUMXOJOTHH, COITHOJIOTHH H IICUXOJIOTHH
Tpyaa

CtpykTypa, IeTH, CTpaTerys 1 MOJMTHKA OpraHu3allfH 110 IIEPCOHAy

Tapuduo-kBamuduUKaoHHbIe CIPaBOYHUKH paboT ©u  mpodeccuit
pabounXx U KBATU(QUKAIMOHHEIE XapaKTEPUCTUKH JOJDKHOCTEH CITyXKallluX,
npoeCCHOHANBHBIE CTaHIAPThI

Cnenpanm3apoBaHHble HHOOPMAMOHHbIE CUCTEMBI, TH(POBLIE YCIYTH K
CEPBHUCH II0 YOPABIEHHIO IEPCOHAIIOM B 00JACTH KOPIIOPAaTHBHOM
COIMAIHHOM NOJIMTUKY, TPAHULB] UX TPUMEHEHHUS

OcCHOBHBIE METPHKH M aHATMTHYECKHE CPe3bl B 00NacT KOPHOPATHBHOM
COIIHAJIFHOM MOJIATHKHA

HOpMaTI/IBHBIe IIPABOBBIC AKTHI, ONPCAC/LIOINC HOMBI TPYJOBOT'O ITpaBa

OCHOBEI HAJIOTOBOT0 3aKOHOAATeNbCTBa Poccuiickoit Oenepanyn

HOpMaTI/IBHBIe IIpaBOBBIC aKThl, PEryInpyromuc IipaBa H 00s13aHHOCTH
roCyJapCTBCHHBIX OPraHoB, NPEACTABUTEIILHBIX OPraHOB pa60THI/IKOB

3axoHnozmarenscTBo Poccmiickoit @enepaliny 0 NEPCOHANBHBIX JAHHBIX

JIokanbHBIE HOPMAaTHBHLIE aKTHI OpraHusanuy, peEryjJnpyromuc ImopsaaoK
(bOpMPIpOBaHI/IH COIMAILHOM TONMTHKA

TTopsIoK 3aK/II04YEHHs. JOTOBOPOB (KOHTPAKTOB)

HpaBnna BEICHUS JIENOBOI TICPEITUCKH

HopMbI 5THKH 1€JI0BOT0 OOIIEHHS

Jpyrue xapakTepuCTHKH

3.6.2. TpynoBas pyHKIHSA

Peanusanust KOPIOPaTHBHON COLAAIBHOM YposeHb
HauMeHOBaHUE | 1o THTHKH Kon F/02.6 (omypoBeHB) 6
kBaGrKanyuy
XICHUE OBO 3aMMCTBOBAHO M3

[porcx o TPYX Opurusai X

PyHKIMHT OpHTHHANA
Kon PeructpannoHHbIi HOMEp
OpHUTHHATA Tpo(ecCHOHATLHOTO

cTaHgapTa

Tpynossle AeACTBHS

BHCIIPCHI/IC KOPHOpaTMBHBIX COUUAILHBIX IIPOrpaMM

Peanm3arusi CHCTEMBI COMUATBHBIX JIBIOT, BRILIAT pabOTHHKAM C Y4E€TOM
Tpe6GoBaumii 3akoHoAaTeNbCcTBa Poccmiickoit @enepannu

OLEHKa YJIOBIETBOPEHHOCTH IIEpCcOHANa KOPIIOPATHBHOW COLMATBHON
[TOJIUTHKOM

Onenka 3pQEKTUBHOCTH MEpONpPUITHH KOPIOPATHBHOM COLHMAIBHOM
MOJTUTUKA

[onroToBKa IPEMTIONKEHHH [0 COBEPIIEHCTBOBAHMIO MEPOIPUSTHI
KOPHOPAaTHBHOM COLMAIILHOM IIOJINTHKH

IMoxaroToBKa mpeajioxeHuii o Gopmupopanuo Or0KETA Ha peann3alHio
KOPIOPAaTHBHOM COUMANBHON IIOJMTHKH U COIHAJIBHBIX IPOrpaMM

Heo0xoaumbie yMEHUs

PaccunteiBath 3aTparTbl Ha IIPOBEIACHUE CIICTHATM3HPOBAHEBIX
COINHANIBHBEIX NPOIpaMM

[IpoBOAMTL MOHHMTOPHHT YCHEINHBIX KOPHOPATHBHBIX COMMATBHBIX
IpOrpaMM

ITpoBOAUTE MEPONPHATHA B COOTBETCTBHH C KOPIOPATUBHOM COMMAILHOM
MMOJINTHKOH
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OHpCZ[eJISITB IICJICBEIC TpYIIIbI I€pcoHaia 1A CO3aaHuA
CHCIAAIAZAPOBAHHBIX COIHAIILHBIX IPOIrpaMM

OI'IpCI[CJISITL KPUTEPHHA H YPOBHH YIOBJIETBOPCHHOCTH II€PCOHATIA

Onpenenats 3¢ (heKTHBHOCTh MEPONIPUATHI peain3yeMoil KopIopaTuBHON
COLIMATIBHON MOIMTUKHA

OpraHu30BBIBATh B3aHMOJACHCTBHE C TOCYJapCTBEHHBIMH OpTaHaMH,
IpeCTABUTEIbHBIMUA OpraHaMi pabOTHHKOB, OOIIECTBEHHBIMH ¥ MHBLIMH
OpraHW3amysIMK TI0 BOMpOCaM pealu3alliid KOPIOPAaTHBHOM COIMATLHOM
TOJIUTUKH

AHaJIPISHPOBaTB PBIHOK YCJIYI' IO OCYIIECTBJICHHIO COLHAJIbHBIX H
CIICMUAITM3UPOBAHHBIX ITPOIrpaMM COLIAJIBHOM NOAJCPKKH  HJICHOB
IEJICBBIX I'PYHII ¥ TOTOBUTH HMPEUIOKCHUS 110 UX IMTOCTABIIMKAM

ITpou3BOMUTE IpeABapHTENbHBIC 3aKyNOYHbIE MPOIEXYPHl H O(GOPMILITH
COIYTCTBYIOIIYIO JOKYMEHTAIMIO 10 3aK/I0YECHHIO JOTOBOPOB

PaGortars co cHeNUATM3UPOBAaHHBIMH HH(POPMAIMOHHBIMH CHCTEMAMH,
UuQPOBBIMH YCIYraMM H CEpBHCAMH IO YIPABJICHHIO IIEPCOHANOM B
00JIaCTH KOPIIOPATHBHON COLIATIbHOMN MMOJMTHKY

ObecmeunBars cobmomeHne TpeboBaHui 3aKoHoAarenscTBa Poccuiickoi
defepaun M KOPHOPATHBHBIX HONMTHK B obmacTu  06paboTku
HEPCOHATBHBIX JaHHBIX M KOHQUICHIMAIBHON HHGOPMAIH

Bectn genoByro nepenucky

Cob6mogars HOPMBI 3TUKH JEI0BOTO 0OLIECHHS

Heobxoaumele 3HaHua

MerTopl aHaIM3a BHIMOJHEHHS KOPIOPATHBHAIX COLUABHBIX IPOrPaMM H
OIpeaeIeHHs X SKOHOMUYECKOR 3P PEeKTHBHOCTH

CucreMbl, MeTombl, (OPMBI MaTepHaAlbHOIO M  HEMaTepHALHOTO
CTHMYJIMPOBaHUA TPyZAa HepcoHasla

MeTtoan: NPOBCACHHA COLHUOJIOIHYECKUX HCCHCHOB&HHﬁ, HN3YYCHHUA
06H.ICCTBCHHOI‘O MHCHHA

TexHonOrMM, METOIBI 1 METOAUKYU IPOBEICHNUS aHAIIM3a ¥ CUCTEMATH3AINH
JOKYMEHTOB U MHQOpMaLuK

HOpMaTI/IBHBIe IIPaBOBLIC AaKTHI, PETYIHPYIOMHUC IIpaBa H 00s13aHHOCTH
rocyAapCTBCHHBIX OPraHoB, IPEACTABUTCIBHBIX OPraHoB pa6OTHI/IKOB 110
IIPEJOCTABICHUIO y‘IeTHOfI JOKYMCHTallUHN

[Topsfok NpOBEJEHMs 3aKyMOYHBIX MOpolenyp H  oQopMIeHHs
COMYTCTBYIOWIEH JOKYMEHTALUH

CprKTypa, OEJIH, CTPATCTrud U NOJUTHUKA Opranu3aliy 110 TIIEpCcoOHaITy

Tapr@HO-KBATHPUKAMOHHEIE CIPABOYHUKH paboT u mpodeccuit pabouux
B KBAIM(HKAIHOHHBIE XapaKTEPHCTHKH JO/DKHOCTEM  CIyXKalllHX,
npodeccHOHAIbHBIE CTaHIAPTHI

OCHOBBI HpOI/ISBOI[CTBCHHOﬁ JCATCIBHOCTH Oprain3aninin

OcHOBBI OOLIEH H CONMANBHONW IICHXOIOTHHU, COLUONOTHH W MCHXOIOTHH
TpyAa

Crenyani3upoBaHHbie HHQOPMAIHOHHEIE CHCTEMBI, IU(POBLIE YCIYTH U
CEpBHCHI [0 YIPABICHHUIO IEPCOHAIOM B 00IacTH KOPIOPATUBHOH
COLIMANILHOM MOJMTHKH, TPAHUIBl HX HPUMEHECHHUS

OCHOBHEBIC METPUKH M aHAJIMTHYECKHE CPe3bl B o0J1acTd KOpIIOpaTHBHOM
COLIMAIBLHOHN ITOIUTHKH

HopMaTHBHBIE IPABOBHIE aKTEI, ONPEIEISIONIAe HOMBI TPY/IOBOTO 1IpaBa

OCHOBBI HAIOTOBOTO 3aKOHOAaTenbeTBa Poceniickoil Penepaniu

3akoHOAaTeILCTBO Poccuiickoil Penepaliui 0 NEPCOHAIBHBIX TAHHBIX
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JlokanbHble aKThl OpraHW3alMy, PpETyIHpYIOIUE OOPAIOK BHEIPEHUS
COIIHManbHOHN MOJIMTHKH

TMopsiok 3akmoueHus J0roBOPOB (KOHTPAKTOB)

HOpMBI 9THKH JCJIOBOr0 OOIIEHHS

Hpyrue xapakTepucTHKH

3.6.3. Tpynosas ¢pyHkuns

AIMUHUCTpHpPOBaHUE IIPOLIECCOB KOPIIOPATUBHON Yposenn
HaumenoBanue : COIHAIBLHOM IMOJHUTHKHA M COOTBETCTBYIOIIETO Kox | F/03.6 | (momyposens) 6
JOKyMeHT0000poTa KBaTUHKALIH
IpoucxoxaeHne TpyaA0BOi Opuraman X 3alMCTBOBaHO M3
$yHKMn OpUI'MHaNa
Kon PeructpalioHHbIi HOMEp
OpHUrHMHaIa npodeccHOHATBHOTO
cTaHJapTa

TpynoBelie aeiicTBHSA

ITogroroBka MPEIONKEHUH IO Pa3sBUTHIO KOPIOPATHBHOH COLHUAIBHOMN
HOJIUTHKH

IMogroroBka  mpemnoxeHHH  mo  0OECHEdEeHHMIO  COOTBETCTBHS
KOPIIOPaTUBHOM CONMANbHON MOMUTHKHM TpeOOBaHMSM 3aKOHOJATENBCTBA
Poccwuiickoit @eziepaninil U YCIOBHSAM pBIHKA TpyJla

JoxyMmeHnTaimodHoe  oopMmileHHE ~ pe3ylbTaTOB  KOPIOPATHBHOH
COLMANTLHOM HOJIUTUKH

JIOKYMGHTaHI/IOHHOC H OpraHu3alliOHHOE COIIPOBOXICHUE MepOHpI/ISITI/Iﬁ
KOpHOpaTI/IBHOﬁ CONMATLHON ITOJIMTHKH

IMoaroToeka W 00paboTKa 3allpOCOB U YBEIOMJICHHMH O pabOTHHMKax B
TOCYAPCTBEHHBIE OPraHbl, MPEJCTABUTENBHbIE OpraHbl PabOTHHKOB IO
BOIPOCaM COIMAILHOI NOJINTHKY B OTHOLIEHNH IIEpCOHasIa

ComlpoBOXKAEHHE JOTOBOPOB II0 OKa3aHHIO KOHCYJIBTAallHOHHBIX U
HHGOPMAIIMOHHBIX YCIyT IO Pealli3allii MEPOIIPHUATHH KOPIOpaTHBHON
COLIMAILHOM TIOJMTUKY, BKJIOYAs IpeJBapUTENbHBIC IPOLEAYPHl IO HX
3aKJIFOUEHHIO

Heo6xoaumele yMeHHS

OdopmaaTe TOKYMEHTH IO BONpPOCaM KOPIOPATHBHOM COLHANbHOM
OOJMTHKH,  MPEJOCTaBisieMble B TOCYAApCTBEHHBIE  OpPraHsl,
IpeACTaBHTENIbHBIE OpTaHbl paOOTHUKOB

AHaTM3MpOBaTh INpaBWIa, IOPAOKH, MPOLEAYPhl KOPIOPATHBHON
COLIMAJIbHOH HOJIUTHKHU

O6ecne4ynBaTh JOKYMCHTAIIHOHHOC COITPOBOKIACHUC COUAIbHOM
ITOJIMTUKH B OTHOINCHUH IICPCOHAJIA

Opranu3oBEIBaTh XpaHEHHE TOKYMEHTOB B COOTBETCTBHH € TPeOOBaHUSIMH
apxXUBHOTO 3aKoHoaaTenbcTBa Poccuiickoil denepauyu M JTOKATBHBIMA
aKTaM# OpraHU3aLuu

[Ipou3BOAMTE TpeABAPHTENBHBIE 3aKyIOYHBIE MPONEAYPHl B OPOPMIATH
COIYTCTBYIOIIYIO JOKYMEHTALHIO 110 3aKJII0YEHHIO JI0TOBOPOB

Pabotars ¢ MHGOPMAIMOHHBIMH CHCTEMaMH, HU(POBBIMH YCIyraMH H
cepBHCaMH II0 BOIPOCAM KOPIIOPATHBHOH CONIMANbHOM MONUTHKA B
OTHOLIEHNH LEpCcoHala

@opMHUpOBaTh MPEMTOXEHHE 10 AaBTOMATH3AlMM M IHGPOBH3ALMM
npolecca J0KyMeHTo060pOTa, CBI3aHHOTO C peanu3anienl KOpIopaTHBHON
COIHAIBLHOM NOJUTHKH
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OGecneunBars cobmonenne TpeboBaHuH 3aKoHOAATeNbCTBAa Poccuiickoit
Qenepani ¥ KOPIOPAaTHBHBIX IOJMUTHK B o0nacte  06paboTKM
HEePCOHAIBHBIX JaHHBIX ¥ KOH(UIeHIMaIbHON HH(OPMaIHH

Bectu nenoByio nepenucky

Cobmonats HOPMBI 9THKH J€JI0BOT'O oOmenuns

HeobxoauMele 3HaHHA

IMopsimok  odopMIeHHs, BeNeHHS M XpAHEHHS MJOKYMEHTAllH{ IO
CONMAJIBHO} IOJIMTHKE B OTHOUICHHUY IIEpCOHANA

HOpHI_IOK (1)0pMI/Ip0BaHI/IH, BCACHUA 06a3sl JaHHBIX H PEACTaBICHUS
OTUYCTHOCTH IO BOIIPOCaM COIMAIBLHON MOJUTHKA B OTHOINEHUN IepcoHAIa

TexHO0I0rMH, METOABI M METOIUKH MTPOBEACHNUS aHATTN3a U CUCTEMATH3alluK
JIOKYMEHTOB ¥ HHOPMaIu{

OcHOBBI I[OKYMeHTOO60p0Ta " JOKYMCHTAIITHOHHOI'O obecrieueHU

TapudHo-KBaM(PHKALHOHHBIE CIIPABOYHUKH paboT M npodeccuii paboumx
U KBaIM(QHUKAIMOHHBIE XapaKTEPUCTUKH JOJDKHOCTEH  CIyXKalluX,
npodecCHOHATBHBIE CTaHAAPTHI

[lopsilok ~ HmpOBEAEHHs 3aKyMOYHBIX Mpomnenyp H  odopmieHus
COIYTCTBYIOMEH JOKYMEHTAIUH

Crenmanus3upoBaHHbie HHOOPMAIMOHHBIE CHCTEMBI, IH(PPOBLIE YCIYTH U
CEepBHCH B 00JIACTH COLHUAIBHON IONMTHKH B OTHOINCHHMH I€pCcOHANa,
TPaHMIB] UX IPUMEHEHHMs

HOpMaTI/IBHI)Ie IPaBOBBLIC AKTEI, ONPEACIIAIONNC HOMBI TPYIOBOT'O IpaBa

OCHOBBEI apXMBHOTO 3aKOHOAATEIbCTBA M HOPMATHBHBIE IIPABOBBIC AKTHI
Poccuiickoit ®enepaiiy B 061acTH BeJIeHHS JOKYMEHTALUH 110 IIEPCOHAITY

(OCHOBBI HAJIOTOBOT'O 3aKOHOAATEIBCTBA Poccuiickoit (I)e,uepaupm

HOpMaTHBHBIe OpaBOBBIC AKTBI, PETYJIUPYIONIUE IIpaBa H 00s13aHHOCTH
roCyJapCTBCHHBIX OpPraHoB, IIPENCTABUTCIbHBIX OPraHOB pa6OTHI/IKOB I1o
TNIPEAOCTABIIEHHIO yquHOfI JOKYMCHTAIUU

3akoHoxareascTBO Poccuiickoil @enepalliy 0 NEPCOHANBHBIX TAHHBIX

JIokanpHble HOPMATHBHBIE aKThl OPTaHH3alldM, PETYIHPYIOLIHE MOPSIIOK
BHEAPEHHS] KOPNOPATUBHOH CONMANBbHOH IONHTHKH H COUHATBHBIX
IporpamMMm

TMopsok 3aK/II04YEHNs JOTOBOPOB (KOHTPAKTOB)

HopMBI 9THKH JIET0BOT0 OOIICHHS

IpaBuna BeZieHNs A€IOBOM NEPENMCKA

Jpyrue xapakTepuCTHKH

3.7. O600menHas TpyaAOBas

byHKIHA

OnepanoHHOE YIIPaBJICHHE IIEPCOHATIOM 1 v
POBEHb

HavmeHoBaHHe | CTPYKTYPHBIM MOApa3sACICHHEM Kon G A — 7

OpraHu3alu
Ipoucxoxaenue 06061MmeHHON 3auMCcTBOBAHO U3

P oA B Opurnsan X
TPYHOBOH QyHKLIUH OpHTHHAIA
Kon PerucrpaunoHHsLi HoMEp
opuruHana npodeccHORAIBHOTO
CTaHNapTa

Bo3MmoxHBIE PykoBoAMTENb CTPYKTYPHOTO IOApa3AeICHUs
HauMEHOBaHU HavanpHUK CTPYKTYPHOI'O MOApPa3aeICHHU
JOJKHOCTEH, mpodeccui
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TpeboBanus x
00pa30BaHHIO H 00YYEHHIO

Briciee oOpa3oBaHue — Marucrparypa

WA

Bricmee oOpazoBanue (HenpodUILHOE) — MarucTparypa u
JOMOJIHUTENEHOE MPpodeccHoHaTbHOE 00pa30BaHKe — IPOrPAMMEL
npoecCHOHATBHOM HEePeNOATOTOBKH B 00/IaCTH YIIPABJICHUS IIEPCOHATIOM
WM S5KOHOMHMKH TPYJIa WM MEHEDKMEHTA

TpeboBaHus K OLBITY
IPaKTHIECKOH pabOTEI

He Menee gty jieT B obnacti YyIIpaBJICHHA IIEPCOHAIIOM

Oco6ble ycIoBHs AOMycKa
K pabote

Jpyrue xapakTepuCTHKH

I[OHOJ'IHHT@JIBHBIC XapaKTEpUCTHKH

HanMeHoBaHuE TOKyMEHTA Kon

HammenoBanue 6a30BOM IpyIIIbL, JODKHOCTH
(mpodeccun) WK CIIENUATIBHOCTH

OK3

1212 Ynpasistromue TpyAOBBIMU peCcypcaMu

EKC

- HauansHUK oT]e71a KaIpoB
- HavajpHuK OTAe/a OpraHu3aiiy | OIUIaThl TpyAa
HauaneHuk oTIIEeNa TOATOTOBKH KapoB

OKIIATP

24696 HavanpHuk otesa (yrnpasleHHs KaJpaMu U
TPYAOBBIMH OTHOIICHHUSIMH)

24705 Havaneauk otaena (pyHKIMOHANBHOIO B IPOYAX
00NIacTAX JeATeIbHOCTH)

OKCO

5.38.04.01 | DxoHOMHMKa
5.38.04.02 | MenemxMenT
5.38.04.03 | YpasieHue NepCOHATIOM

3.7.1. TpynoBasi pyHKIHSA

Pa3paboTka cHCTEMBI ONIEPAllHOHHOTO YpoBeHs :
HanmenoBanne yIIpaBlieHus MePCOHANOM B paboTor Kox G/01.7 | (momyposems) = 7

CTPYKTYPHOTO IOJpa3/ieJICHH Oprann3anun KBanuuKamy
[IpoucxoXxaeHHE TPYAOBOH OpHruHa X 3anMCTBOBAHO U3
byHKIIN opurHHaIa

Kon PerucrpallioHHBIH HOMED
OpUTHHANA npohecCHOHANBLHOTO
cTagaaprta

TpynoBble ACHCTBHS

PazpaGoTKa IUTaHOB, IIPOTPAMM H IIPOLeyp YIPABICHHUS IEPCOHAIIOM

ITocranoBka OII€PaTUBHBIX nesneH o BOHpPOCaM YIIPaBIICHHA IIEPCOHATIOM

PaspaboTka Ipe1I0KEHHH 110 CTPYKTYpE NMOIpa3iesieH s i IOTPEOHOCTH B
MepcoHalIe

Paszpa6oTka HpeIOXEHHH 10 00eCHeueHUIo KaZpoBoii 0e30MacHOCTH,
00eCIeYeHHIO EPCOHAIOM, (GOPMUPOBAHMIO CHCTEM OICHKH, Pa3BHTHA,
OpraHU3alliy | OILIATHI TPY/IA, KOPIIOPATHBHBIM COIMATLHBIM IIPOrpaMMaM
U COLHAJIBHOM HOJIUTHKE

PaspaGoTka TpeUIOKEHHH O 3arpaTax H (OpMHpOBAaHHM OIOKeTa Ha
mepcoHal

KonTpons ucnonHeHns 6romkera GoHxa OIarsl TpyAa, CTAMYTHAPYIONIIX
Y KOMIICHCAIIMOHHBIX BBIILIAT
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Pa3pa60T1<a HpelIJIO)KCHI/Iﬁ II0 3aKMOYE€EHHUIO OOroBOPOB B obactu
YOpaBJICHHUSA IICPCOHAJIOM C IIOCTaBIMUKaAMH YCIYIT HW HPOBEIACHUC
NpeABapuUTEIIbHBIX MPOHNCAYDP HO UX 3aKIIFOYCHHUIO

Heobxonumele ymeHus

Opranu3oBeIBaTh paboTy IepcoHaa CTPYKTYPHOTO HOApa3aeIeHus

OIIpCI[CJUITB 3aJa4yy II€pcoHala CTPYKTYPHOI'O MOAPA3ACICHUS UCX044 U3
mnene u CTpaT€ru OpraHu3alvn

Co3pmaBaTh W ONUCHIBATH OPraHU3allMOHHYIO CTPYKTYpY, LEJIH, 3aJadH,
GOYHKIUH CTPYKTYPHOTO HOAPA3ACIICHIS

[TpuMmensaATr MeTOABI YIPAaBIEHUS MEXINYHOCTHBIMH OTHOIICHUAMH,
¢GbopMHpOBaHUS KOMaHI, pa3BUTUA JIUAEPCTBA U HCIOIHUTEILHOCTH,
BBISABJICHHS TAJIAHTOB, ONIPEJEIICHUS YIOBJIETBOPEHHOCTH paboToi

OnpenensaTb, aHaIUM3HPOBATh, MOJEIUPOBATh U BHICTpaUBaTh BHYTPEHHUE
KOMMYHHUKaIMK IEpCcOHANa

PaspabaTbiBaTh IPOESKTHBIE PEAIOKEHHS H MEPOTIPHATHS [0 IIOBBITICHUIO
3¢ (heKTUBHOCTH PabOTHI IEPCOHAA

BHGZ[pﬂTB CTPATEruIO yIpaBJICHHS HEPCOHAIOM

CocCTaBiiaTh, paCCYATHIBATH, KOPPEKTHPOBATh M KOHTPOJMPOBAThH CTATHH
pacxof0B Ha IEPCOHAN, pa3pabaThIBaTh MPEUIOKEHUS IO 3aTpaTaM Ha

nepcoHa Juis popmMupoBaHus OrO[pKETa

IIpefcTapNATE MHTEPECH OpPraHM3AUMH W BECTH MEPErOBOPHI  C
IPEACTaBUTENFHBIMU  OpraHaMi pabOTHHKOB, B3aUMOJEHCTBOBATh C
roCyJIapCTBEHHBIMH OpraHu3alusIMA

AHamu3upoBaTh WHPOpPMAIMIO O MOCTAaBOIMKax YCIyr B obnacTu
YIPAaBJIEHHS IEPCOHATIOM U 00 YCIOBUSIX 3aK/II0UYAEMbIX JJOTOBOPOB

ITpou3BoAMTE MpeIBapUTENIFHBIE 3aKYIIOYHBIE MPOLEAYpPHl U 0popMIIATH
COIYTCTBYIOIIYIO JOKYMEHTAIMIO M0 3aKII0YEHUIO IOTOBOPOB

OpI‘aHI/ISOBLIBaTI) H [OpPOBOOUTHL KOPIOPAaTUBHBIE MEPOIIPHATHSA C
TICPCOHATIOM

PaGorars ¢ MHGOPMANMOHHEIMH CHCTEMaMH, IM(POBBIME yCIyraM# H
cepBHcaMH [0 BONpOCaM  yNpaBiI€HHA IIEPCOHATOM B  4acTH
OIIEPAl[MOHHOTO YNpPaBJICHHS MEPCOHAIOM M paboThl CTPYKTYPHOIO
Topa3aeIeHus

dopmupoBaTh OpPEATOXKECHHS O pealu3alldd  MEPONPHATHH IO
obecredeHnio He0OXOAUMOr0 YPOBHS KaJIpoBoH 06€3011aCHOCTH

@®opMupoBaTh NPEAJIOKEHUS IO aBTOMATH3aMKM M IHPPOBH3AlMH
Ipolecca ONEPallHOHHOIO  YNPAaBJIeHHs IIEpCOHAIOM M paboToi
CTPYKTYPHOT'O NOApa3AEICHUs

Ob6ecneunBarh cobmoaeHne TpeOoOBaHUI 3aKOHOAaTENLCTBa Poccuiickoi
Megepaiy ¥ KOPIOPAaTHBHBIX INOJMHTHK B obmacTe  06paboTKM
HEPCOHANBHBIX JAHHBIX M KOH(HIEHIHANbHON HHPOpMALIH

Bectn nenoByro nepenucky

Co6imoaTh HOPMEI 3THKH JIETIOBOr0 O0IIeHus

Heo0OxonumMele 3HaHUA

Meroapl, cmocoObI W  HHCTPYMEHTHl  YIPaBICHHS  IIEPCOHAIIOM,
obecrieueHns KaJIpoBoii 6€30IIaCHOCTH

HCJ'II/I, CTpaTerus pasBuTHs H On3HeC-IUIaH opranp3anuu

ConuanbHas MOJIATHKA, KopIiopaTHBHaA KyJIbTYpa, HOJUTHKA YIIPABICHUA
IEePCOHATIOM OpraHu3anyuy

MeToabl aHAJIN3a KOJIMYECTBEHHOT0 U KAYECTBCHHOI'O COCTaBa nepconana

CucTeMBI CTaHAAPTOB 110 GH3HEC-IponeccaM, MpodeccHsaM, HOpMaM Tpyaa

CucteMsl, MeToAsl M (OPMBI MaTepHAIFHOIO H HEMaTepHalbHOIO
CTHMYJIMPOBaHMA TPyJa IiEpcoHana
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TexHonoruu 1 MeTop1 GOPMUPOBAHUS ¥ KOHTPOJII OI0OKETOB

Ilopsmox mpoBedeHHS 3aKYIOYHBIX IpomeAyp H  odopMiIeHus
COITYTCTBYIOIIEH JOKYMEHTAIUH

OcHOBHI Hp0H3B0ﬂCTBeHHOﬁ JACITECIIEHOCTH Oprann3alii

OCHOBBI 00IIEH U COIMATBHOM TICUXONOTHH, COIONOTHA U IICUXOJIOTHH
TpyJa, 5KOHOMHKH Tpy/ia, 0€30MacHBIX YCIOBUH Tpyaa

OpranuzanyoHHas CTpyKTypa OpraHu3aliy

TapugHo-kBanupHKALHOHHbIE CIPaBOYHUKH paboT u npodeccuii pabodmx
¥ KBUIM(HMKALHOHHBIE XapaKTEPUCTHKHA JOJDKHOCTEH  CiIyXaIlux,
npodecCHOHANBHBIE CTaHIapThI

Crenuany3upoBanible HHGOPMaIHOHHBIE CHCTEMBI, IU(POBEIE YCIYIH H
CEPBHCHI B 00JIACTH ONEPALIHOHHOTO YIIPAaBIECHHS IEPCOHANOM H paboToH
CTPYKTYPHOTO IOApa3eneH s, TPaHHLbI X IPUMEHEHHA

OcHOBHBIE METPHUKH H AHAIUTHYCCKHUE CPE3bl CHUCTEMBl OICPALIHOHHOTO
yhnpaBJICHUS IIEPCOHAIIOM U paGOTH CTPYKTYPHOI'O IOApasACIICHHS

HOpMaTI/IBHBIe IIPABOBLBIC aKThI, OIPEACIIAOIINE HOMBI TPYTOBOTI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOIATENhCTBA M HOPMATHBHBIE IIPABOBHIE AKTHI
Poccuiickoit ®enepaiin B 0671acTH BeIeHH JOKyMEHTAIlUH 110 IEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKoHOAaTeNLCTBA Poccuiickoil Denepanuu

OCHOBBI MHI'PAalMOHHOTO 3aKoHoHaTenbcTBa Poccuiickodt @exepanuu B
00/1acTH IPHUBJICYEHUS U TPYJAOYCTPOHCTBA MHOCTPAHHBIX IPAX/aH U JIUI]
6e3 rpaxxaancTBa

OcHOBHI aIMUHHUCTPATUBHOT'O 3aKOHOAATCIILCTBA Poccutickoit fl)ezxepaumr
B obmactm YHOpaBJICHUAA IICPCOHAIOM A OTBETCTBCHHOCTH AOXKHOCTHBIX
JIFL,

3axoHoHaTenbCTBO Poccuiickoii Pemepanuy Mo 3alUTe MEPCOHAIBHBIX
IaHHBIX

JlokanbHBIE HOPMAaTHBHBIC AKTBl OpPraHH3aliil B obactu YyIIpaBJICHU S
HEPCOHATIOM

[TopsnoK 3aK/IIOUeH s JOTOBOPOB (KOHTPAKTOB)

HopMet 3THKH 1€I0BOTO OOIIEHUS

Jpyrue xapakTepuCTHKH

3.7.2. TpynoBas pyHKIHSA

Peammuzanus oneparitoOHHOTO yIIpaBICHU VpoBeHs
HauMeHoBaHHe | [IEPCOHATOM U pabOTHI CTPYKTYPHOTO Kox G/02.7  (nomypoBens) 7

HOZpa3saeIeHAs OpraHu3aluy KBalH(HKALAH

i 3apMCTBOBAHO M3
IpoucxoxaeHne TPYAOBOH | Opuruman X
(yHKUNH OpHrHHaIa
Kon PerucTtpanoHHbIi HOMED
OpUTHHAA npo¢ecCHOHANBHOTO
CTaHxapTa

TpynoBeie AekcTBUSA

HJIaHI/IpOBaHI/Ie JESITENIbHOCTH CTPYKTYPHOTO MOApa3ICICHUA K TIepcoHala

OnepaTMBHOE YIPABICHHE NEPCOHATIOM CTPYKTYPHOTO IOJpa3eieHHs
OpraHH3aluH

PacueT 3aTpaT IO MOAPA3JCICHHIO M IIOATOTOBKA NPEIVIOXCHUH 1A
(dopMupoBaHUs OIOIKETA

Pa3paboTka CTAaHIapTOB IESTCIBHOCTH IOApas/cieHus W yHu(UKauus

IIPOLECCOB
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[IpoBeneHne MHCTPYKTaXKa II0 OXpaHe TpyJa

[ToctaHoBKa 3amad  pabOTHMKaM  CTPYKTYPHOIO  ITOJpa3lcieHus,
oIpeJieJIeHHe PECYPCOB /IS MX BBITOJIHEHHUS, KOHTPOJIb HCIIOIHEHUS

PaspaboTka npeiioxKeHHi Mo YIy4UIEHHIO HOKa3zaTeled AeATENbHOCTH
HOJIpa3/ieIeHus

(I)OpMI/IPOBaHI/IC OTHYCTOB O pa60Te CTPYKTYPHOI'O IMoJgpa3acjIiCHUs

Heo6xoaumMele ymMeHus

OmpezienaTs 30HBI OTBETCTBEHHOCTH M 3¢ (PeKTHBHOCTE paboThI IEpcoHala
CTPYKTYPHOTO MOJpa3/elieHHs, pacupelelaTh 3ajadyd H oOecleunBaTh
MaTePHAIbHO-TEXHUIECKUE PECYPCHI 11 UX MCIIOIHEHUS

HpI/IMeHHTI) MCTOJBI OICPATUBHOTO yiipaBJICHUA II€pCoOHAIIOM
opranmsanum, obecneyeHus KalIPOBOﬁ 6e30macHOCTH

KoHTponmupoBaTh HCIIONHEHHE MOpPYYECHHH M 3aa4, CBOEBPEMEHHO
KOPPEKTHPOBATh IUIAHb! H 33134l

Onpenmenate  mokazaremd  3¢dexTuBHOCTH  pabOTBI  IEpPCOHaNa
TOJIpa3/IeIeHUs

praBJ'IHTI: MOTPIBaIIHefI IIEpCoHaIa, €0 BOBJICYCHHOCTBIO 1 I[PICIIHHJ'IPIHOﬁ
Tpyza

CocCTaBNATh IUIAHBI JAEATENBHOCTH CTPYKTYpHOTO  MOAPa3sfAENeHus
OpraHH3aliy

CoCTaBIATh, PACCUMTHIBATH, KOPPEKTHPOBATh M KOHTPOJIUPOBATH CTAThH
PacxoioB CTPYKTYPHOTO I0/ipa3/ieNieHus i (JOpMHUpPOBaHHS OIOIDKETOB

[lpou3BoguTh  aHANM3  TEKyIledl  AEeATeNHOCTH  CTPYKTYPHOIO
N0/ipa3ieIeHus ¥ BHEAPATH IPOIEAYPHI 10 €€ ONTHMH3AlNT

HpencraerrL HHTEPECHl OpraHu3aliii #W BECTH IIEPEroBOPHl C
rocyJ1apCTBCHHBIMHA Oopranamuy, OpEACTAaBUTEIIbHBIMHA opraHaMun
pa6OTHPIKOB I10 BOIIpOoCcaM II€pcoHajia

BecT meperoBopHI ¢ MOCTABIIMKAMH YCIYT IO YCIOBHSAM 3aKIIOYaeMbIX
JIOTOBOPOB

ITpou3BOAUTE TPEABAPUTEIBHEIE 3aKyIIOYHBIE MPOIEAYPEI B OQOPMILITH
COMYTCTBYIOILYIO JOKYMEHTAIMIO 10 3aKIFOUYEHHIO I0TOBOPOB

IIpoBOMTE ayIUT Pe3yabTaTOB PabOTHI C HEPCOHAIOM

PaboTath ¢ HHGOPMALMOHHBIMA CHCTEMaMH, HU(QPOBBEIMHE CEpBHCAMH IO
OIEPAlMOHHOMY YIPAaBICHHIO IEPCOHAIOM M paboToH CTPyKTypHOro
ToJ[pa3aeIeHus!

dopMupoBaTh NPEATIONKEHHS IO aBTOMAaTH3alMd H LH(pOBU3aNUM
OIEPAllMOHHOTO YIPaBICHHSA MEPCOHAIOM M paloToH CTPYKTYPHOTO
noJipa3ieIeHus

O6ecneunBaTh COONIOAEHUE TpeOOBaHUM 3aKoHOAATENbCTBA PoccuiicKoi
denepauy ¥ KOPIOPATHBHBIX IOMUTHK B obmacTd  006paboTKM
IEPCOHANBHBIX JaHHBIX U KOHQUICHIHATPHON HHPOPMALU

Bectu AenoByro nepenucKy

Co0mogaTh HOPMBI 3THKH JIEJIOBOTO OOILEHHUs

Heob6xonumele 3HaHUSA

TeOpI/II/I YHOpaBJICHHA ITIEPCOHAJIOM 1 €I'0 MOTHBAIIMH

(I)OpMI)I W METOJBI OLICHKH IIEPCOHAJIA M PE3YJIBTATOB HX Tpyda

TexHonorunm OIICPATHBHOIO YHPABJIICHUA NIEPCOHAIOM OpraHH3allii

CucreMsl, MeTopl ¥ (OpPMBI MaTEpPHAIBHOIO H HEMAaTepHaIbHOTO
CTHMYJIMPOBaHMS TPYJa EpPCcoHaIa

TexHomOruy U METOABI POPMHPOBAHIS ¥ KOHTPOJLS OIOMKETOB

MeTtonpl yIOpaBieHHs pasBUTHEM H 3(QQEKTHBHOCTHIO OpraHU3ally,
METOAbl aHAJIN3a BBHIIOJHEHHS IUIAHOB W IPOTPaMM, ONpPEJENECHHS MX
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SKOHOMHYECKOH 3 QEeKTHBHOCTH, MeTOABI o0ecHedYeHus KaapoBOH
6€e30IacCHOCTH

DKOHOMHUKA TpyAa

Oprasn3almOHHO-IITaTHAA CTPYKTYPa OpraHu3aliy

[TonuTka ympaBleHHS IEPCOHAJIOM, KOPIOpAaTHBHAs COLMaIbHASA
TIOJIATHKA, KOPIIOpaTHBHAs KyIbTypa

Ilenu, cTpaterus pa3BuTHS U OM3HEC-IUIAH OpPraHn3alluy

Mertomuku IUTAHUPOBAHUA ¥ IPOTHO3UPOBaHU A HO’I”p66HOCTI/I B II€pCcoHAJIC

ITopsimok yperynupoBaHus TPYJOBBIX CLIOPOB

TpeboBaHuUs ¥ paBHIIa MPOBEICHUS ayJUTa paObOThI C HEPCOHATIOM

dopMbl  COIMANBPHOTO  MApTHEPCTBA M B3aUMOJECHCTBHA  C
[IpeACTaBUTEILHRIMA OpraHaMy paOOTHHUKOB M MHBIMH OpraHH3alldsIMK

[Topsimok  odopMIIEHHS KaIpoBBIX JOKYMEHTOB H IpPHJAHHMA HM
FOPUINYECKON CHIIBI

Tapuduo-kBaTnduKaHOHHbIE CIIPAaBOYHHKH paboT 1 mpodeccuii paboumx
A KBaTM(HUKALIMOHHbIE XapaKTEPHCTHKHM JODKHOCTEH — CIIyXalluX,
nmpodecCHOHATBHBIE CTaHIapTh

IMopsimok  mpoBeleHHMs  3aKYIOYHBIX MHpomeayp H  ohopMIEHHS
COIYTCTBYIOIIEH JOKYMEHTAINH

Cl'IeIII/IaJ'II/BI/IpOBaHHIﬂe I/IH(bOpMaI.II/IOHHHC CHCTEMBEI, HI/I(l)pOBI:IC YCIyru u
CEPBHCHI IO YIIPABJICHUIO ICPCOHAJIOM, TPaHHUIbI X TIPHMCHCHHUS

OcCHOBHBIE METPUKH H aHAIHTHYECKHE CPE3Bl CHCTEMBI OIEPALHOHHOIO
yIpaBJIeHHs IEPCOHANIOM M PaboThl CTPYKTYPHOTO IOAPa3 ieeH s

HOpMaTI/IBHLIe IpaBOBBIC AKTEI, OIIPEACIIAIOIINE HOMBI TDYJOBOI'O IpaBa

OCHOBBI apXHBHOTO 3aKOHOJATEIbCTBA ¥ HOPMATHBHEIE IPABOBLIE aKTHI
Poccuiickoit Genepamuu B 06J1acTH BeACHUS JOKYMEHTAIMHU [0 NEPCOHAILY

OCHOBHI HAJIOTOBOTO 3aKoHO/aTeNnbeTBa Poccuiickoil denepanun

OCHOBHI MHTPAllMOHHOTO 3aKoHoxarenscTBa Poccuiickoit Denepanuu B
00J1acTH MPHBJIEYECHUS U TPYJO0YCTPOKCTBA HHOCTPAHHBIX IPAXKIAH M JIHI
6e3 rpaxaHcTBa

OCHOBBI aIMUHHCTPATABHOTO 3aKOHOAATENhCTBA Poccuiickoit enepannu
B 00acTH yImpaBieHHs MEPCOHAIOM M OTBETCTBEHHOCTH JOJDKHOCTHBIX
JIMIL

3aKoHOIATEIIECTBO Poccutickoit (Denepamm O ICPCOHAIBHBIX JaHHBIX

JlokanpHble HOPMAaTHBHBIE aKTHl OpPraHU3aliMi B OOJIACTH yHpaBICHHS
MEPCOHAIOM

OCHOBBI TIPaBOBOTO PETYIMPOBAHHS HOPAAKA 3aKIIOYCHHSA TPKAAHCKO-
IPaBOBHIX JIOTOBOPOB B COOTBETCTBHH C 3aKOHOJATENLCTBOM Poccuiickoi
Denepanyu

[IpaBuna BegeHUs JEIOBOM HEPEMCKH

HOpMBI 3THKH JICJIO0BOI0 OGII.ICHI/IH

Jpyrue XapakTepUCTHKH

3.7.3. TpyaoBasi pyHKIHSA

Pa3paboT1ka U COIIPOBOXKACHHUE Mpoilecca VpoBeHb
HaumenoBanue umprBHsaupm M aBTOMATHU3aINH YIIpaBICHHUA Koxn G/03.7 | (momypoBeHb) 7
TIEpCOHAIOM KBaNU(HKALHY




I[IpoucxoxkaeHHe TPy IOBOH
byHKIUR
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X 3aMMCTBOBAHO U3

Opurusain
OpHruHana
Koz PerucTpaunoHHBIH HOMED
OpMruHajua npodeccHOHATIEHOTO
cTaHaapTa

TpyznoBeie AeHCTBHA

Pa3paboTka MpeMIOKEHWI 110 aBTOMAaTH3allid 4 LU(POBU3ALNH
HPOIIECCOB YIPABIECHHS IEPCOHATIOM

dopMyIHpOBaHHE LeNeil M 3ajay aBTOMATH3allM¥ ¥ LMQPOBH3ALMH B
paMKax cTpaTerdd (QyHKUWH YIIpaBJeHHs HEPCOHANOM, oOmIel CTpaTeruy
oprasu3anuy 1 obecrieueHus KaapoBoi 6€30macHoCTH

KoopaMBamus u 5KcriepTr3a pa3paboTki cxeM HHOPMAIIMOHHOT0 0OMeHa,
HOPMATHBHO-CIIPABOYHOH HH(OpPMAIMH, SJIEKTPOHHBIX IOKYMEHTOB M
CHCTEM aBTOMATH3AIHH MTPOIECCOB YIPaBICHHS IIEPCOHATIOM

KoopAMHALHS 1 SKCTIEpTA3a pa3paboTKH cxeM HHPOPMAIMOHHOT0 00MeHa,
HOPMATHBHO-CIIPAaBOYHOH HMHGOpMAlMK, B3IEKTPOHHBIX IOKYMEHTOB H
CHCTEM aBTOMATH3alUHN MPOLECCOB YIIPABICHHUs IIEPCOHAIOM

KoopauHamys pa3paboTKH U COracoBaHne QyHKIMOHAIBHBIX TPCOOBAHHI
K aBTOMAaTH3aluy M MUGPOBH3AIIH IIPOLECCOB YIPABICHH IEPCOHATIOM,
B TOM YHclie TpeOOBaHUIA K TIONb30BATEILCKUM MATepeiicaM 1 madioHam

CorflacoBaHHe  peraaMeHTOB M HMHCTpyKIMH 1o  pabore ¢
ABTOMATH3HPOBAHHOM CHCTEMOH B 00IAacTH MPOLECCOB YIpPaBICHHA
TIEPCOHAJIOM

ConpoBoxaeHue u (QyHKIMOHANbHAS NPHEMKA CHCTeM LU(pPOBH3ALMK H
aBTOMATH3alli{ I[POIECCOB YNpPAaBJIEHHs MEPCOHAIOM Ha  JTanax
TIPOEKTHPOBAHYS, TECTOBOH H OIIBITHO-IPOMBIIUICHHON IKCILTyaTalluy

Opranne.auns[ 06yqun;1 CHECIHAIACTOB IIO YHPABJICHHIO I[I€PCOHATIOM
HCHOJIBb30BAaHUIO CHUCTEM aBTOMATH3allUH U IIH(l)pOBI/I?»aI_II/II/I YIpaBJICHHA
TIEPCOHATIOM H HpO(beCCHOHaHBHOfI TIMOAACPKKHN IOJIB30BaTENCH

Opraum3anis  (QYHKUMOHAILHOTO  MOHHTODHHIa  paGOTBI  CHCTEM
aBTOMATH3alMi M OupOBH3AIMHM  YOpPaBIEHHS MEpPCOHAIOM H
npoecCHOHATBHOM MOUIEPKKH IMOJIb30BaTeNeH

BeleHHe TIPOEKTHOH, IONB30BATENBCKOH M OKCIUIyaTalliOHHOH
JOKyMeHTaIuy (B 061acTy (yHKIMOHATLHEIX BO3MOXKHOCTEH) Ha CHCTEMEI
aBTOMATH3alMH U IHGPOBU3ALKH IPOLECCOB YIPABIECHMSA IEPCOHATIOM

dopmynupoBaHUe IpPEeIOKEHAH N0 MOJCPHM3AaMHM H  PasBHTHIO
CYIIECTBYIOIMX CHCTEM aBTOMATH3alliM W UM(POBU3AIMM YIIPABICHHA
TEPCOHAIOM

ObecneurBarh coOMmoOAeHNe TpeGoBanuil 3aKoHOAaTeNbCTBa Poccuitckoi
Oefiepallii ¥ KOPIOPATHBHBIX MOJHTHK B  00macTu obpaboTxu
TIepCOHANBHBIX JIAHHBIX ¥ KOHQHICHIHATLHOH HH(OpMAIIIK

HeobxoanMble yMEHHUS

CobupaTh, aHATM3MPOBaTh M  CHCTEMATH3UPOBATh  HEOOXOMHMYHO
vHQOpPMANHMIO JUIL aBTOMaTH3allMM ¥ UU(POBH3aUMH IPOUECCOB
yIpaBJIeHHs IEPCOHAIOM H 0becnedenys Ka/[poBoii 6e300acHOCTH

VYnpaenate (GyHKUHOHAIBPHEIME TpeOOBaHHAMM, 3TanaMu IPOCKTOB
ABTOMATH3AIMH ¥ LM POBH3ALMH YIIPABICHHsA IEPCOHATIOM, H3MEHCHUAMH
B HUX

Pa6oTaTh B CHCTEMax VIpaBlIeHHs IpoeKkTam#, TpeboBaHAIMH H
J0pabOTKaMH 110 HHM

Pa3pabarsiBaTh TECTOBBIC H IPHEMOYHbIE CLECHAPHH IEMOHCTPAIHOHHEIX 1
00yJaroNyxX MaTepHaIoB
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OpraHu30BbIBaTh W TPOBOAUTH OOYyYalOIIHE M KOHCYJIBTAlHOHHBIE
MEpONPHUATUS UL  IIONB30Bareleifl  CHCTeM  aBTOMAaTU3alMH |
1E(POBHU3ALIMH [IPOLECCOB YIPABICHHS IEPCOHAIOM

PabGorars B cHCTEMax aBTOMATH3allM W LHQPOBH3ALMH IPOIECCOB
yIpaBJICHHS I€PCOHAJIOM

T'oTOBHTL H 3aUMIIATh 3KOHOMHYECKHE H Ka4eCTBEHHBIE 00OCHOBaHUSI U
s¢dexTsl aBTOMaTH3aUWM H UUGPOBU3ALUM IPOLECCOB YIPABICHUS
TEPCOHATIOM

Cob6mogaTh HOPMBI THKH AEJI0BOTO OOIEHUS

Heobxogumeie 3HaHHS

MeTonpl yupaBieHHs pa3BUTHEM U 3G(EKTHBHOCTBIO OpraHH3AlUH,
METO/Bl aHAJK3a BHIIONHEHHS TUIAHOB W IPOrpaMM, OMpEeAENeHHs HX
KOHOMHMYECKOH 3()(EeKTHBHOCTH, MeTOABl obOecledeHus KaJpoBOH
0e30MacHOCTH

Mertonp! olleHKH paboTBI CTPYKTYPHBIX NOApa3JelcHUH, pe3ynbTaToB U
3G EKTHBHOCTH JESITENBHOCTH

MCTOI[BI IIPOBCACHUA ayaura u KOHTPOJUIMHIa OIICPATUBHBIX
YHOPaBJICHYECCKHAX TPOUECCOB

TeXHOIOTHH, METOABI H METOIUKH MPOBEACHHUS aHATIN3a M CUCTEMATH3 Ak
JOKYMEHTOB M HHQOpMarnuu

[TonuTHKa VyIOpaBiIeHUS TEPCOHATIOM, KOPIOPATHBHAs COLMAIbHAs
IIOJINTHKA, KOPIOpaTHBHAs KyJIbTypa

TapudHo-KBanuduKanuOHHBIE CIIPAaBOYHAKY paboT K Hpodeccuii paboumx
¥ KBaTHPHKAIMOHHEIC XApaKTEPUCTUKH JODKHOCTEH — CIIyXalluX,
npodeccHoOHATBHBIE CTaHAAPTHI

OCHOBBI YIIpaBJICHHs IpoeKTaMu (IPAMEHHTENBHO K IpoeKTaM B chepe
HHGOPMAIIMOHHBIX TEXHOIOTHi)

OCHOBBI IIpOCKTHPOBaHUA H IIOCTPOCHUA I/IH(bOpMaHI/IOHHHX CHCTEM,
OCHOBHBIE TEXHOJIOTMM H TpEHABI, HWMCIOIMHUE OTHOIICHHUC K ccbepe
yhpaBJieHAs IEPCOHATIOM

OCHOBBHI JIMIIEH3UPOBAHHUA TPOrPaMMHOT0 obecriedeHns, 00pa3oBaHus IEH
Ha TporpaMMHBIE CpeICTBA M OLEHKH CTOMMOCTH  BIaJICHHSA
HHPOPMAIIMOHHBIMHU CHCTEMAMH

OcHOBHBIE IOJOXKEHUS TPaXIAHCKOTO 3aKOHOJaTenbcTBa Poccmiickon
®eneparyu B 06J1aCTH HHTEIUIEKTYaTbHOM COOCTBEHHOCTH

HCJ'II/I M CTpaTerus pa3sBUTHUs OpraHu3alnin

HOpMaTI/IBHBIe IIpaBOBLIC AKThI, OIIPCACIIAIOIIE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOIATENCTBA M HOPMATHBHBIE IPABOBHIE AKTHI
Poccuiickoii @egepaiu B 00J1aCTH BeJCHUS JOKYMEHTAIIMH I10 IIEPCOHAITY

OCHOBEI HAJIOTOBOTO 3aKoHOAaTeNbCTBa Poccuiickoi Peepanuu

OcHOBBI aZIMMHHCTPATHBHOTO 3aKOHOAaTenbCTBA Poccuiickoil @enepanun
B 00IacTH YIpaBJeHHs MEPCOHAJIOM H OTBETCTBEHHOCTH NOJDKHOCTHBIX
JAIL

3akoHomarenscTBo Poccmiickoil Penepaniyu 0 MEPCOHATBHBIX TaHHBIX

Tpebosanus 3akoHoxarelbcTBa Poccmiickolt Qenepanun B 00nacTH
IpHMeHEeHHs DJIEKTPOHHOH DOJIKCH

JloxaubHBIE HOPMATHBHBIE [JOKYMEHTHl OpraHusamum B o6mactu
yIpaBJIeHUS IEPCOHATIOM

ITopsnok 3aKymOYHON JEATENBHOCTH, 3aKIIOUEHHS U BSICHUS JOTOBOPOB
(KOHTPAKTOB)

HOpMH 3THKH JICJIOBOTI'O oOmeHus

Jpyrue XapakTepUuCTHKH




3.7.4. Tpynosas pyHxuus

AlIMHHPICTpHpOBaHI/IC IIpOHEeCCOB OIICPATUOHHOI'O
o YpoBeHn
MIpaBJIeHUd [IEPCOHATIOM H PadOTOH CT TYPHOTO
i[, p el p . p PYKTYP Kox | G/04.7 | (moxyposeHn) 7
oZipaseNieHNs] OPraHM3aIyd U KBaHKAIIH
COOTBETCTBYIOIIETO JOKYMEHTO0DOPOTA

HammMenoBanue

IponcxoxkaeHue TPy AOBOH

X 3anMCTBOBaHO U3
$yHKUUH

OpuruHan
OpHTHHaJa

Kon PeructpalnoHHbI! HOMED
OpUTHHANA po¢ecCHOHATIBHOTO
cTaHgapTa

Tpynossie geficTBUA AHamH3 IIPOIECCOB JOKYMEHTOOOOpPOTa, JIOKAIBHBIX JOKYMEHTOB IIO
BOIIPOCAM  OMEPAlMOHHOTO  YIpAaBJIECHHS IepcoHanmoM H  paboToi
CTPYKTYpPHOTO  TOJpa3ieleHMs, OH3HEC-IPOLECCOB  OpraHH3alluy,
yIOBJIETBOPEHHOCTH IIepcoHala

JlokyMeHTaIlHOHHOEe ~ ohopmiieHHe  pe3ylbTaToB  OIEPALHOHHOIO
yIpaBJICHHs MepcOHalla M paboTel CTPYKTYPHOrO IOApasleleHHS,
pe3yJIbTaToB ayauTa paboThl C HEPCOHATIOM

IMoaroroBka MNpeTOXCHUN IO pPa3BUTHIO CHCTEM OINEPAlHOHHOIO
yIIpaBJIcHHs MEPCOHANTOM M pabOTBl CTPYKTYPHOIO IOApa3[CieHHs, IO
HeoO0X0AUMBIM KOPPEKTHPYIOIIKM M IPEBEHTHUBHBIM MEpaM

Pa3paboTKa CHCTEMBl aHAaNIM3a M KOHTpPolIsd paboTel IepcoHala,
MEPOIIPUSATHIA 110 00€CIIeYEHHIO KaApOBOM 0€30IacHOCTH

KoHTpons, cpaBHEHHE W aHAIU3 HPOLECCOB B 0ONACTH ONEPATUBHOIO
yIpaBlIeHHs MEPCOHATIOM, PE3YNbTAaTOB YINPABIEHYECKHX MEPONPHUITHIA,
ompenenenre (HakTOPOB, BHI3HIBAIOMIMX OTKIOHEHHE OT IUIAHOBBIX
rmokasarenei

[MogrotoBka ©u 00paGoTka 3ampocoB, YBEAOMIICHHH, CBEICHHH O
pabOTHMKaX B TOCYJapCTBEHHBIE OpraHbl, NPOQECCHOHANBHBIE COIO3BL,
00I1IeCTBEHHbIE OpraHU3alliK

ConpoBoJkaeHre JOTOBOPOB OKa3aHHs yCIyT II0 BOIIPOCaM OIEPaTHBHOIO
yIpaBJeHHss TEPCOHATOM M paboToi CTPYKTypHOTrO IOJpa3AeicHuUs,
BKJIIOYAS IIPeBAPUTENBHEIC IPOLEAYPHBI 10 HX 3aKIIIOYCHHIO

IMoaroroska mpeaioxeHuit mo (opMHPOBaHUIO OIODKETa Ha HEpPCOHAT
OpraHu3alun

BrimonHenne TpeOOBaHWiA MO XpaHEHUWIO HMHQPOPMALMU O Ppe3yibTarax
JeHCTBHSI CHCTEM ONEPAIIMOHHOrO YIPaBICHHS II€PCOHANOM H paboToH
CTPYKTYPHOTO MOJIpa3AeIeHust

Heobxonumele ymeHuUs KoHTpo/MpoBaTh ~ MEpONPHATHS O  OOECHEYeHHI0  KaApOBOH
6€30IIaCHOCTH, MPOIECCHl YNpaBIeHWS MEepPCOHANOM IIOIpas/eNieHuH,
ONpeENITh MX Pe3yJIbTaTHBHOCTH M BBIABIATE (pAaKTOPBI OTKIOHEHHH OT
IUTAHOBBIX TapaMeETPOB

Paspa6aTbiBaTh MPOTrpaMMEI JIOCTHYKEHMUS IIENI€H M OepPaTHBHOTO PEIICHHM
3a7a4 noapa3aelIcHuI

AHanmm3upoBaTh, paspabateiBaTh M OQOPMIITE  JOKYMCHTBl IO
OIEepaTHBHEIM IIPOLIECCaM U UX pe3y/IbTaTaM

IIpoBOAMTE AyAMT KAAPOBBIX IPOIECCOB, TNPOUEdYp, O(QOPMICHHS
Ka/IPOBEIX JOKYMEHTOB H TOKYMEHTOB I10 YIIPaBJICHHIO IEPCOHAIOM
KoHTpompoBath pacxoj0BaHHe OFO/DKETOB HA IEPCOHAT
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OhopMIIATh TOKYMEHTHI 10 ONlepalliOHHOMY YIIPaBJICHHIO IEPCOHATIOM H
paboTe  CTPYKTYpPHOrO  TOApa3leNeHHs,  NpeiCTaBIsIEMBIE B
rOCyJapCTBEHHBIE OPTaHbl, IPEICTABUTENbHbIE OpraHbl pabOTHHKOB

ObecneunBaTh JTOKYMEHTAIIMOHHOE COMPOBOXKIACHUE MO CHCTEMaM
OIEPalMOHHOr0 YIpaBIeHHs IepPCOHATOM M paboTe CTPYKTYpHOTO
HOJpa3IeIeHUs

OpI‘aHI/IBOBBIBaTI: XpaHECHHUE JOKYMCHTOB B COOTBETCTBHHA C Tpe60BaHI/I$[MI/I
TPYAOBOTO M apXHBHOI'0 3aKOHOAATEILCTBA Poccuiickoit d)enepaum/l Hu
JJOKAJIBHBIMH aKTaMH OpraHu3aliuu

KOHTpOIIHpOBaTB HCIIOJIHEHHE JOTOBOPOB IIOCTAaBINHUKOB YCIYr' IIO
BOIIpOCaM IEpCcoHAIa

ITpoM3BOINTE 3aKyMOYHBIE MPOLEAYpHl, OQOPMIATH H aHATH3UPOBAThH
3aKyMOYHYIO JOKYMEHTAIHIO

HpOBO}II/ITI: IICPEroBOPEI U MPEACTABIIATE HHTCPECHI OpraHu3aliuil B
roCyAapCTBEHHEBIX OpraHax, HNpEeACTaBUTEIBHBIX OpraHax pa60THI/IKOB 1o
BoIIpocaM nepcoHala

BecTu nenoByio nepenucky

BecTH yYeT ¥ pericTpaIuio JOKyMEHTOB B HHQOPMaHOHHBIX CHCTEMAX
Ha MaTepUaTbHBIX HOCUTEIAX

Pa6otats ¢ uHG)OPMAUNOHHLIMA CHCTEMaMH, IMHGPOBBIMHM YCIyraMH H
CEPBHCAMM B 00JIACTH OIEPAOHHOTO YIIPaBJICHH IEPCOHANIOM 1 paboToM
CTPYKTYPHOTrO HOJpa3AeICHUS

(I)OpMI/IPOBaTB OpCANOKCHUA 110 apTroMaTtu3anuu H III/I(I)IJOBI/ISB.III/II/I
mpoliecca ONECPallHOHHOIO  yHpasjl€eHHA IICPpCOHATIOM H pa60Toﬁ
CTPYKTYPHOI'O IOAPA3ACICHUA

O6ecnieunBaTh cOOMOEHAE TpeOOBaHUH 3akOHOAATENbCTBa Poccuiickoil
Penepand ¥ KOPHOPATHBHBIX HOMUTHK B 00macTH  06paboTKM
TIIEPCOHANBHEIX JaHHBIX ¥ KOHGHACHIHAIPHOH HHpOpMalMH

Bectn ACJIOBYIO NIEPCITMCKY

CO6J’IIOIlaTB HOPMBEI 3TUKH ACJI0OBOI'O O6IJ.ICHI/ISI

HeobOxonuMele 3HaHns

Metoasl ympaBiieHHs pa3BUTHEM H 3((EeKTHBHOCTBIO OpraHU3alyy,
METOJBI aHa/lM3a BBHIIOJHEHHS IUIAHOB M IIPOTPaMM, OIpENETeHMs HX
JKOHOMMYECKOH 3(h(hEeKTUBHOCTH, METOAbI obecHnedeHus KaapoBOK
6€30MacHOCTH

Mertonsl OLEHKH pabOTBI CTPYKTYPHBIX IOApa3sJElieHMi, pe3yJIbTaTOB
Tpy/la IepCcoHaIa

Meroasl  mpoBeleHHS ~ ayAMTa W KOHTPOJUIMHIAa  OIEPAaTHBHBIX
yIpaBIeHYeCKUX IIPOLECCOB

(I)OpMBI U CHCTEMBI MAaTCPHATIBHOTO M HEMATCPHAIIBHOI'0 CTUMYJIMPOBAHNA
Tpyaa n€pcoHajia

OcHOBBI JOKYMCHTALITMOHHOT'O obecneueHus

HOpﬂI[OK OQ)OpMIICHI/ISI, BCZICHUS 1 XpaHCHHA JOKYMEHTAIHUH [I0 CACTCMAaM
OIICPAIlHOHHOI0 yOpaBJICHUA MNEPCOHAIOM H pa60Te CTPYKTYPHOTO
nmoapasaACICHU

IMopsmox ¢opmupoBanus, BeAeHHs Oa3bl JAHHBIX H IPEAOCTABICHUS
OTUYETHOCTH II0 CHCTEMaM OIICPAIlMOHHOIO YIIPABIECHHA IIEPCOHAIOM H
paboTe CTPYKTYPHOTO IOAPa3IEICHHS

TapudHO-KBaTM(HKAIMOHHEIE CIPaBOYHHKH paboT U npodeccuii pabomx
A KBalM(pHKAIMOHHBIC XapaKTCPHCTHUKHM JOJDKHOCTEH  CIyXKalluX,
podecCHOHANBHBIE CTAHIAPTEL
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HopMmaTuBHEIE MPaBOBBIE aKTHI, PETYIHPYIOLIKE IpaBa M 00A3aHHOCTH
rOCYJapCTBEHHBIX OPTaHOB M OPraHU3alliy [0 IPEIOCTABICHUIO YUETHOM
JOKYMEHTAIHH

[Topamok IpoBeIeHHMS 3aKYNOYHBIX Hpoledyp ¥  oQopMIeHHsS
COIYTCTBYIOIIEH NOKYMEHTAIUU

[Tommtrka YIIpaBJICHUS IIEPCOHAIIOM U COMAJIbHAA ITOJIMTHKA Opranu3alud

OpFaHI/ISaIII/IOHHO—HITaTHaSI CTPYKTypa opranu3anuu

Ienu ¥ cTpaTerus pa3BUTHs OpraHU3alUH

busrec-ninan n 6H3HCC-HpOIIeCCI:-I opranusainuy

CrienHanu3upoBaHHble MHQOPMAIIMOHHBIE CHCTEMBI, IU(PPOBLIE YCIYTH U
CEPBHCHI B 00JIaCTH ONICPAlIMOHHOTO YIPABJICHHUs NEPCOHANIOM M paboToH
CTPYKTYPHOTO MOApa3/ieNieHus], TPaHHUIb] HX NPUMEHEHHUS

OcHOBHBIE METPHUKH H AHATHTHYCCKHE CPE3BI CHUCTEMBI OIICPALHOHHOTO
YIpaBJICHUAA ICPCOHAIIOM U pa60TLI CTPYKTYPHOIro noApasaciICcHus

HOpMaTI/IBHI;IG TIPpaBOBBIC aKThI, ONIPENEIIAIONINC HOMBI TPYJOBOT'O IipaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA ¥ HOPMATHBHBIE IIPABOBHIC aKTHI
Poccuiickoit deaeparuu B 00J1acTH BEAECHHUS JOKYMEHTAIIHH 10 IIEPCOHATY

OCHOBBI HAJIOrOBOTO 3aKOHOAATEILCTBA Poccuiickoit CDe,uepaunn

OCHOBBI MHTpAIHOHHOTO 3aKoHopaaTeNscTBa Poccuiickoit Denepannu B
061acTH [IPUBJIEYEHHAS ¥ TPYAOYCTPOMCTBA HHOCTPAHHBIX IPAX/aH H JIHII
6e3 rpakJaHcTBa

OCHOBBI a[MMHHCTPATHBHOTO 3aKOHOAaTeNbCTBa Poccuiickoit denepanuu
B 00/acTH yIOpaBJieHHS MEPCOHATIOM M OTBETCTBEHHOCTH MOJKHOCTHBIX
JILL

3akoHomaTenscTBO Poccmifckoit @enepaunn o NepcOHANBHEIX JAaHHBIX

JloxanbHbIE HOPMAaTHBHBIE JOKYMEHTBI Opranu3anvy B obnacTa
yHnpasJICHUA TEPCOHAIIOM

ITopsi10K 3aKIIFOYEHHs JOTOBOPOB (KOHTPAKTOB)

IpaBmiia BegeHUS €JIOBOM NEPENMCKA

HOpMBI 3THUKHU OCTIOBOT0 oOImeHus

Hpyrue xapakTepuCTHKH

3.8. O600mennasi TpyaoBas GyHKUUS

HammenoBanue

VpoBeHs
CrpaTera4ecKkoe ynpasjieHHE EPCOHATOM | oy H P 7

KBayMQuKaLun

Iponcxoxaenue 0600MEHHOH

X 3aMMCTBOBAHO H3

" | Opurusan
TpyAoBoit GyHKIUH OpHTHHANA
Koxn PerucrpaunoHHEIi HOMED
OpHruHaNa Apo¢eCcCHOHAILHOTO
cTagzapra
Bo3Moxusie JIMpeKTOop 1o MEPCOHATY
HauMCHOBAaHHA I[I/IpCKTOp I10 YHOPaBJICHUIO IICPCOHAIIOM

JIOJDKHOCTEH, mpodeccHit

3aMecTUTEb JUPEKTOpa MO YIIPABJIEHHUIO IIEPCOHATIOM
3aMecTUTENb FEHEPATLHOTO JUPEKTOPA M0 YIIPABIECHHIO TICPCOHATIOM

TpebGoBanus k
00pa30BaHUIO K 0O0YUIECHHIO

Bricinee 06pa3oBaHIE — MarHCTPaTypa

WA

Briciee o6paszoBanue (HenpoHIbHOE) — MarucTparypa i
JOTIONHHUTENBHOE podheccHoHaNbHOe 00pa3oBaHue — MPOrPaMMBI
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HpO(I)CCCHOHaHBHOfI NEPETIOATrOTOBKHA B obacta yHpaBJICHHA IEPCOHATIOM
HJIK CTPATCIUUECKOT 0 YIIDABJICHU

TpeboBaHus K ONBITY
TpaKTUYeCKON paboTEI

He MeHee a1y JieT B 001aCTH yIIpaBiIeHUs IEPCOHATIOM Ha PYKOBOIAIIUX
JTOJDKHOCTSX

Oco0ple yCIIOBHSA AOIYCKa
K paboTe

Jlpyrue xapakTepuCTHKH

JIOMOTHUTENBHBIE XapaKTEPUCTHKH

1 HamMenoBanue 6a30BO# TpyIbL, JOKHOCTH
anMeHOBaHHE JOKyMEHTa Kog
(mpodeccun) UK COELMATBHOCTH
OK3 1212 Yrpasisrole TpyAOBBIMHA peCypcaMu
EKC - 3amecTUTENb AUPEKTOpa [0 YIPABICHHIO [IEPCOHAIIOM
OKIIITP 25042 HauanpHuK yripaBjieHUs (CIEHUANU3UPOBAHHOIO B
IIPOYHX OTPACIIAX)

OKCO 5.38.04.01 | DxoHOMHMKA

5.38.04.02 | MeHEOKMEHT

5.38.04.03 | YnpaBneHue 1epcoHaIOM

3.8.1. TpynoBas ¢pynkuus

HaumeHnoBanue

- Pazpa6oTKa cHCTEMBI CTpaTernyecKoro | - Vposenb
IpaBJICHHUs TIEPCOHATIOM OpraHu3alliuK  Kon H/01.7 | (nonyposex) 7
| | kBamM(UKaLLM

IponcxoxaeHue TpyA0BOH
$yHKuMn

X 3aNMMCTBOBaHO U3

Opurunan
OpUrMHANa
Kon PerucTpailiOHHBIA HOMEp
OpHTHHAJA npodecCHOHANBHOTO
crasiapTa

TpynoBele AeHCTBHS

IMocTaHOBKa CTpaTerMyeckux Ieled B YIPABICHHW MEPCOHAIOM U
obecrnieyeHny kagpoBoi 6€300aCHOCTH

Pa3paboTKa KOpIOPAaTHBHOH MONUTHKH, IUIAHOB, MPOrpamMM, NPOUEnyp H
TEXHOJIOTHH YIIpaBJIeHHUS IIEPCOHAIOM

Pa3paboTKa KOPIMOPATHBHOM KyIbTYphl H COIMAIbLHOM MONATHKY, CHCTEM
MoTuBanuH, 3GpGEeKTUBHOCTH, OLICHKU M Pa3BHUTHS IIEPCOHAIA

®dopMupoBaHUE CHCTEMBI OIUIATHI M OPraHU3alUK TPyJa IepcoHaa

Pa3paGoTKa CHCTEMBI OPraHU3allHOHHOTrO IPOEKTHPOBAHHS, ITAHUPOBAHHE
IOTpeOHOCTH B IEPCOHAJIE OPraHU3aIluH

PaspaGoTka mporpamMM, NPWHIMIOB CTaHAAPTH3alWH, yHU(UKaIUH,
aBTOMATH3AI[MH IIPOLECCOB YIPABIeHUS IIEPCOHANIOM H 0e30macHbIX
YCIOBHH TpyAa

dopmupoBanue 610KETa Ha IIEPCOHA

PaspaboTka TeXHOJOTHiT ayuTa paboTEI ¢ HEPCOHATIOM ¥ KOHTPOJUIMHIA

Heo0Oxoaumeie yMeHUsA

PazpaGarbiBaTh CTpaTerdd M TIOJMTHKA YIPAaBICHHA IICPCOHANIOM,
obecreuenus KaJpoBoi 6€30MacHOCTH

Co3/1aBaTh W ONMCHIBATh OPTaHHU3AlMOHHYIO CTPYKTYpY, LEH, 3a1ayu,
(GYHKIMHU CTPYKTYPHBIX NOAPA3ACNCHHH U JOJDKHOCTHBIX JIMI]

HpI/IMeHﬂTB METOABl YHOpPAarRJICHHA MEKINIHOCTHBIMHA OTHOIICHUAMU,
@OpMHpOBaHI/IH KOMaHJ, pa3BHTHUA JHACPCTBA U HCIOJIHHUTCIBHOCTH,
BBIABIICHHUS TAJIAHTOB, ONPEACICHUS YIOBJICTBOPCHHOCTH pa60T01>'1
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Ompenmensate W aHAIM3UPOBaTh  BHYTPEHHHE  KOMMYHHKallMH,
MOJIEJTHPOBATh MOBEJICHHE IIepCcoHalIa

[IpencraBiaTh UHTEPECH OPTaHM3allM¥ B FOCYAapCTBEHHBIX OPraHax, BO
B3aHMOJECHCTBHM C IPEJCTaBUTEILHBIMA OpraHaMH paOOTHHKOB IIO
BOIIPOCaM IepcoHala

COCTaBJIHTL, PacCUHUTEIBATh, KOPPEKTUPOBATh U KOHTPOJHPOBATH CTAaThH
pacxoagoB OI0IKETOB H (l)OHIIOB Ha mOporpaMmMbl U MCEPOLPUATHS IIO
YIPaBJICHUIO IICPCOHATIOM Opranu3alum

IIpoBOAUTE ayAT U KOHTPOJUIMHT B 0071aCTH YIPaBJICHHS ICPCOHATIOM

PaspabaTeiBaTh KOPIIOPATHBHEIE CONMAIBHBIE IPOrPAMMEI

Bectu 1meperoBopsl IO BOIpPOCaM COLHMANBHOIO IapTHEPCTBA C
TIpeICTABUTENILHBIMY OpraHaMy pabOTHHKOB

PaGorars ¢ MHPOPMAMOHHBIMH CHCTEMaMH, YCIyraMHM H CEpPBHCAMH B
00JIaCTH CTPATETHYECKOT0 YIIPaBIEHHS IIEPCOHAIIOM

dopMupoBaTh DPEATOKEHHS II0 aBTOMATH3alMH H IH(POBH3ALUM
poliecca pa3pabOTKH CTpaTeriny paboThl ¢ IEPCOHATIOM

OpraHu30BBIBATH ~ MEPONPUATHA 1O  OOECHEYEHUIO  BBINOJHECHHS
TpeGoBaHMit OXpaHBI TpyAa B COOTBETCTBUH C JIEHCTBYIOIIMM
3aKoHOzaTeabcTBOM Poccuiickoit demepanuu U JIOKAIBHBIMH aKTaMH
OpraHu3alyu ‘

OpraHn3oBbIBaTE M MPOBOAUTH MEPOIPHATHA C ICPCOHATIOM B
COOTBETCTBHM C KOPIOPATHBHONH COIMATBHOM NOJIUTHKOM

O6ecneunBaTth cobmoacHue TpeOOBaHMH 3aKoHOAATENbCTBA Poccuiickoi
Denepanun W MOMMTHK  paboTomarens B obmactm  00paboTKM
TIEPCOHANBHBIX JaHHBIX ¥ KOHQUISHINANLHON HHpOpMaIliH

BecTu nenoByo nepenucKky

Co6mroaTh HOPMBI STHKH JETIOBOTO OOIIEHHUS

HCO6XOI[I/IMI)IG 3HaHUuA

Metonpl ympaBiieHdst pa3BUTHEM M 3(Q(PEKTHBHOCTHIO OpraHU3AllNH,
aHaJM3a BBIIOJNHEHHS IUIAHOB M [pOrpamM, OIpeAelIeHHs HX
9KOHOMHMYECKOH 3()(HEKTHBHOCTH, METOABl OOECICYEHUs] KaJpOBOMH
6e30IMacHOCTH

Metonsl oueHKH pabOTHl CTPYKTYPHBIX MOApa3sJeNeHui, pe3ylbTaToB
TpYyJa epcoHAIa

Meroasl IIPOBEIACHU aAyJInuTOB, KOHTPOJUIMHTa YIIPaBJICHICCKUX
IIPOLIECCOB

MeTo5I aHajym3a KOJIHYEeCTBEHHOI0 U KAaYeCTBEHHOI'0 COCTaBa nepcoHaia

Meroast Opra’Hu3alliOHHOrO IIPOCKTHPOBAHNA

CHCTEMEBI CTaHJapTOB M0 OM3HeC-TIpoLeccaM, IPoPeccHsIM, HOPMBI Tpy1a

CucteMbl, MeTOABl W (OPMBI MAaTEPHANFHOTO M HEMAaTePHAIBLHOTO
CTUMYJIMPOBaHUA TPYZa NEpCOHAIA

Metonsl aHaNM3a COMMANBHBIX MPOrpaMM M ONpefeNeHHMd MX
SKOHOMHUYECKOH 3 (DEeKTUBHOCTH

TexHomorun # MeToAbl (OPMHPOBAHHS H KOHTpONISA OFOUKETOB Ha
TmepCOHAI :

TpeGoBanus oxpaHbl B O6€30MACHBIX YCIOBHM Tpya

Llemn, cTpaTerus, KOPIOpaTHBHAsA COILMAIbHAsA MOJMTHKA U TOJIMTHKA IO
MepCOHATY, KOPIIOpPaTUBHAs KyJIbTypa

OCHOBBI TEXHOJIOTUH IIpOU3BOJACTBA H NCATCILHOCTH Opranu3aliii

OcCHOBBI COIIHMOJIOTHH, IICUXO0JOTHH U 9KOHOMHKH TpyJa

OcCHOBEI yHIpaBICHUs COIMAIBHBIM pa3sBUTHEM Opranu3aniu
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Mertoasl TpPOBEJEHHS COLMOJIOTMYECKHX HCCICHOBAHUM, H3YYCHHS
0OINECTBEHHOTO MHEHH

Opraiu3aiuoHHast CTPYKTypa OpraHu3alyH

TapuHO-KBATMUKANUOHHEIE CIPABOYHHKH paboT 1 npodeccuit paboynx
I KBalH(WKALMOHHbIC XapaKTEPHCTHKH JOJDKHOCTEHM  CIIy)Kallux,
npodecCHOHAITBHBIE CTaHJaPThL

Crenpam3upoBaHHbe HHGOPMAHOHHBIE CHCTEMBI, IM(POBEIE YCIYTH U
CEPBHCHI B 00JIACTH CTPAaTETM4ECKOTO YIPABJICHAS MEPCOHAIOM, IPaHUIIB!
UX IPUMEHEHUS

OCHOBHEIE METPMKH M aHAJIUTHYECKHE CPe3bl  CTPAaTErH4YeCKOro
yIIpaBJIeHUs IEPCOHAIOM

HopMaTHBHEIE IPAaBOBBIE aKThl, OIPEACIAIOIINE HOMBI TPYI0BOTO IIpaBa

OCHOBHI apXMBHOTO 33aKOHOJATENILCTBA M HOPMAaTHBHbIE [IPABOBBIE aKThI
Poccuiickoit demepanny B 061aCTH BECHNS JOKYMEHTAIIUH 110 TIEPCOHATTY

(OCHOBEI HAJIOTOBOT'O 3aKOHOAATEIILCTBA Poccutickoi @enepaunn

OCHOBBEl MHTPAIMOHHOTO 3aKoHomaTenbcTBa Poccmiickoit @enepanuu B
0011aCTH IpPHUBJIEYEHUS U TPYAOYCTPOHCTBa HHOCTPAHHBIX TPAXKIAH U JIUIL
0e3 rpaxx1aHcTBa

OCHOBBI 3]MUHHCTPAaTHBHOTO 3aKOHOAATeNbCTBa Poccuiickoi Menepanuu
B 00JIaCTH YIpaBJIeHHs MEPCOHAJIOM M OTBETCTBEHHOCTH JOJDKHOCTHBIX
JIVIL

3axoHomarenscTBO Poccmiickoit Genepanyu o nepcOHANBHBIX JTaHHBIX

JlokanbHBEIE HOPMATMBHBIE aKThl OpraHW3alMH B OONACTH yIpaBJeHHUS
HEPCOHAJIOM

TTops oK 3aKJTIOYEHHS IOTOBOPOB (KOHTPAKTOB)

HpaBI/IJIa BCIACHH A JICTIOBOM TICPECIIUCKH

HOpMBI 3THKH JCJIOBOrO OGIIIGHI/ISI

Jlpyrue XxapakTepHuCTHKH

3.8.2. Tpynosas pyHKIun

TpoucxoxaeHne TpyA0BOH
OyHKIMHI

Peanu3anus cuCTEMBI CTPATErHYECKOTO YposeHnp
HaumenoBanue YIIpaBIeHHs TIEPCOHATIOM Kox | H/02.7 | (nomyposeHs) 7
KBTH(HKATUH
3alMCTBOBAHO U3
OpuruHan X
OpUTHHAJIA
Kon PeructpannoHHsIi HOMED
OpUI'MHaNA IpodeCCHOHANTLHOTO
cTaHIapTa

TpynoBsie neficTBU

[InasupoBaHHe JEATENBHOCTH H  pa3paboTKa MEPONpPHUATHH IO
VIPABIEHHIO IEPCOHATOM [N PpealH3allMM CTPATEerHYecKux IeneH
OpraHm3alyuy 1 00ecredeH)s KaipoBoi Oe30IacCHOCTH

BHCI[peHI/IC MOJIMTHK, IUJIaHOB, IIporpamM, Ipoueayp H TEXHOJIOTHI 110
YHOpasJICHHIO NEPCOHAIOM

IlocTpoeHre OpraHU3aLMOHHOM CTPYKTYpbl C  Y4€TOM MLIaHOBOH
moTpeOHOCTH B HEpPCOHaIEe H B3aHMOJIEHCTBUA  CTPYKTYPHBIX
O/Ipa3JeJICHUI OpraHu3alnu

BHenperne W MOMIEP)KAHHE KOPIOPATHBHOH KyJBTYPHl H COLMATBHOM
MOJUTUKH, CHCTEM MOTHBALUH, 3(P(EKTUBHOCTH, OLECHKM U PasBUTHIL
HepcoHana




