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I. O0mue cBeaenus

VYnpaiieHue nepcoHaIoM OpraHu3aluu \ 07.003 \

(HamMmeHOBaHME BUJa NPO(ECCHOHAIBLHOM NeITeNILHOCTH) Kon

OcHoBHas OcJib BUAa HpO(peCCHOHaHLHOf/'I ACATCIIBHOCTHU

Ob6ecneuenue 3¢ heKTHBHOTO (YHKIIMOHUPOBAHUS CHCTEMBI YIIPABIICHUS TEPCOHAIIOM JUTSl TOCTHIKEHUS TeeH
OpraHu3aluu

I'pynna 3ansTmii:

1212 VYnpasnstoire TpyI0BbIMHA pecypcamu | 2423 CnenuanucTsl B 00J1aCTH 1T0100pa U
HCTIOJIb30BaHMS TIepcoHaa
2424 CrenaiaucTsl B 00J1aCTH MOATOTOBKA | - -
Y Pa3BUTHA MEPCOHAIIA
(xox OK3) (HauMeHOBaHME) (xon OK3) (HaMeHOBaHUE)

OrHeceHue K BHJIaM SKOHOMHYECKON AEATEIbHOCTH:

(kog OKBD/I) (HamMeHOoBaHUE BUa SKOHOMHYECKOH EeATEITHHOCTH)



II. Onucanue TpyaoBbIX GyHKIUN, BXOAAIIMX B PO ecCHoHANBHBIN CTAHAAPT (PyHKIHOHAJBbHAS KAPTAa BUAA
npodeccnoHaIbLHON AeATeILHOCTH)

O060011eHHBIE TPYAOBbIEC (YHKIIUU TpynoBbie GpyHKITHH
YpOBEHb
. YPOBEHb (monypoBeHb
HalMEHOBaHUE KBaJIM(UKaIl HalMEHOBaHUE KOJL )
s uu KBaJIM(HKAIL
U
A | JIOKyMEHTaIIMOHHOE 00ecTIeueHNE 6 Benenue nokymeHTanuu no y4eTy v ABMYKEHHIO MepCcoHala A/01.6 6
paboTHI C IEPCOHATIOM Pa3paboTka TUIIOBBIX (OPM JOKYMEHTOB MO YYETY U JBHIKCHHUIO A/02.6 6
NepCOHaNa, COMPOBOKIACHUE MPOLEAYP OPOPMIICHHS TPYAOBBIX
OTHOLICHUU
AJIMMUHHCTPUpPOBAHUE TIPOLIECCOB U JJOKYMEHTOOOOPOTA MO YUETY U A/03.6 6
JIBUKEHHIO TIEpCOHANIA, IPEACTABIECHUIO JOKYMEHTOB I10 IIEPCOHAITY B
rOCYJJapCTBEHHbIE OPTaHBbI
B | /JlesTenpHOCTH 1O 0OECIIEUEHUIO 6 C60p nHpopManuu o NOTpeOHOCTSIX OPraHU3aLMH B IEPCOHATIE B/01.6 6
NIEPCOHAJIOM ITouck, npusneuenue, nogdop U 0T6Op nepcoHana B/02.6 6
AJIMUHUCTPUPOBAHKE POLECCOB 00ECIIEYEHHsI IEPCOHATIOM U B/03.6 6
COOTBETCTBYIOLIETO JOKYMEHTOO00pOTa
C | desTeabHOCTD MO OLICHKE U aTTeCTalluU 6 Opranuzanus v NpoBeACHNE OLIEHKHU IepcoHaa C/01.6 6
nepcoHalia Opranu3zaius ¥ NpoBeACHNE aTTeCTalluu epcoHalia C/02.6 6
AJIMUHUCTPUPOBAHKE IPOLECCOB MTPOBE/ICHUS OLIEHKH U aTTeCTalluu C/03.6 6
NIEPCOHANA U COOTBETCTBYIOLIETO JOKYMEHTOO00pOTa
D | JleaTenbHOCTD 110 Pa3BUTHIO IIEPCOHAA 6 Opranuszanus 1 NpoBEAECHNE MEPOIIPUATHN IO PA3BUTHIO U D/01.6 6
MOCTPOCHUIO MPO(ECCHOHATILHON Kapbephl IepcoHaa
Opranuzanusi 00y4eHus: nepcoHana D/02.6 6
Opranuzanus ajanTanydyd U CTAKUPOBKH MEPCOHAIIA D/03.6 6
AJIMUHUCTPUPOBAHNE NIPOLECCOB Pa3BUTHUS U IIOCTPOEHUS D/04.6 6
npodeccOHaIbHON Kapbepbl, 00yUeHUsl, aanTaliu, CTAXXUPOBKU
MIEPCOHAIA U COOTBETCTBYIOLIETO JOKYMEHTOO00POTA
E |JledarenbHOCTh IO OpraHU3aliu Tpyia 6 Opranu3zanus Tpyaa nepcoHaia E/01.6 6
U OIUIATHI IIEpPCOHAa Opranuszanus omaTsl TpyAa epcoHana E/02.6 6




AJIMUHUCTPUPOBAHKE MIPOLIECCOB OPraHU3aLUU TPYAad, OIJIAThI E/03.6
MepPCOHAJIa U COOTBETCTBYIOLIETO JOKYMEHTO000pOTa
JlesTenbHOCTD IO (POPMUPOBAHHIO Pa3paboTka KOpIopaTUBHOM CONUATBLHOM TOJUTHKH F/01.6
KOPIIOPAaTUBHOU COLMAIbHOU Peanuzanys koprnopaTuBHOM COLMATIBHOM MTOJTUTUKHU F/02.6
MIOJINTUKH AJIMUHUCTPUPOBAHKE MPOLECCOB KOPIOPATUBHON COIIMAIILHOM F/03.6
MOJIMTUKU U COOTBETCTBYIOILIETO JOKYMEHTO000pOTA
OmnepanMoHHOE yIIpaBiIeHHUE Pa3pa0oTka cucteMsl onepalMoOHHOTO YIIPABICHUS IEPCOHATIOM U G/01.7
IIEPCOHAJIOM U CTPYKTYPHBIM paboToil CTPYKTYPHOIO MOApA3/eIeHHs OpraHU3aLuu
M0/Ipa3ieIEHUEM OpraHU3aluN Peanuzanus onepaoHHOr0 yIpaBIeHHs IEPCOHATIOM U pabOTHI G/02.7
CTPYKTYPHOTO MOAPA3/I€IeHNs OpraHu3aluu
Pa3zpaboTka u conpoBoXKaeHUE TIpoliecca U poBU3aIUU U G/03.7
aBTOMaTHU3aLlMHU YIIPABICHUS IEPCOHATIOM
AIMUHUCTPUPOBAHKE MIPOLIECCOB ONEPALNOHHOIO YIPABICHUS G/04.7
IIEPCOHAJIOM M padOTOM CTPYKTYPHOI'O NOJpa3Ae/ieHUs] OpraHU3alMy U
COOTBETCTBYIOIETO JOKYMEHTO000pOTa
Crparernueckoe ynpaBieHUE Pa3paboTka cucTeMbl CTPaTernyecKoro yrpaBieHHUs IEPCOHATIOM H/01.7
MIEPCOHAIOM OpraHu3aIu
Peanusanus cucTeMbl CTpaTETHYECKOro YIPABICHUS IEPCOHAIOM H/02.7
AJIMUHUCTPUPOBAHNE MIPOLIECCOB CTPATETUUYECKOIO YIIPaBIECHUS H/03.7

MEPCOHAJIOM M COOTBETCTBYIOILIETO JOKYMEHTOO00pOTa




II1. XapakrepucTuka 00001eHHBIX TPYAOBbIX (DYHKIIH

3.1. O606mennas TpyaoBas GpyHkuus «JokymMmeHTAaNMOHHOE 0OOecneyeHue padoThl ¢ MEPCOHATOM»

HanmenoBanue

[Ipoucxoxaenne 06001IEHHOM
Tpyn0BO# QyHKIUH

JlokymMeHTaImoHHOE 00ecTieueHHe padoThI Kon A VpoBeHb 6
C MEPCOHAIOM KBaTH(PHKALITH
Opurunan X 3auMCTBOBaHO M3
OopuUruHajia
Kon Peructpannonssiii HoMmep
OpUTUHAI podecCHOHANBEHOTO
a CTaHJapTa

Bo3MoxHBIC HAUMEHOBAHUSI
JOJDKHOCTEH, rpodeccuii

Crenuanuct mo ohoOpMICHUIO TPYAOBBIX OTHOIICHUN
CrienManuct mo JOKyMEHTAIMOHHOMY O0ECIIeUeHHIO TIepCcoHala
Crnenuaiuct 1o nepcoHany

Crnenuayiuct 1o Kajapam

TpeboBanus kK 00pa30BaHUIO
1 00y4EHHIO0

Cpennee mpodeccnoHaTbHOE 00pa30BaHUE — MPOTPAMMBI TOATOTOBKH
CIEIUAIMCTOB CPETHETO 3BEHA U JIOTIOJIHUTEIHLHOE TPO(ECCHOHATBHOE
o0pasoBaHue — MporpamMmsbl MPoGeCcCHOHATBHON MEPEMOATOTOBKY B 00J1aCTH
yIpaBJICHUS TIEPCOHAIOM WIJIH B 00JIACTH IOKYMEHTAITMOHHOTO 00eCTICUeHHMSI
paboThI C MepCOHATIOM

50)07%0

Bricmiee oO6pa3oBanue — 6akanaBpuaT

501071

Bricimee oOpa3zoBanue (HenmpodmibHOE) — OaKaiaBpuaT U JOTIOTHUTEIHHOE
npodeccrnoHaIbHOE 00pa30BaHKUE — MPOTPAMMBI MTPO(HECCHOHATLHON
MEPETOArOTOBKH B 00JIACTH YIIPABJICHHUS MIEPCOHANIOM WX B 00JaCTH
JOKYMEHTAIMOHHOTO o0ecrieueHus: paboThl C IEPCOHATIOM

TpebGoBaHuUsI K ONBITY
MPAKTHYECKON pabOThI

He menee tpex niet B cepe yrnpaBieHus IepCOHAIIOM MTPH HAIWYHNA CPEIHETO
poeCCHOHATEHOTO 00pa30BaHMs U JOMOTHUTEIBHOTO MPOGECCHOHATBHOTO
00pa3oBaHUsI — MPOrpaMM MPo(EeCCHOHATBHOM MEPENoroTOBKH B 001aCTH
yIpaBJICHUS MIEPCOHAIOM WIJIH B 00JIACTH TOKYMEHTAIIMOHHOTO 00eCTICUeHHMSI
paboThI C MEPCOHATIOM

Oco0ble ycIIoBHsI JOITycKa K
pabore

[pyrue xapakTepucTUKu

JlonomHuTEIbHBIE XapaKTEPUCTUKH

HaumeHoBaHue 10Ky MeHTa Ko HaunmenoBanue 6a30Boii rpymiibl, JOHKHOCTH (TTpodeccun)
WM CTICITUAIEHOCTH
OK3 2423. Crenmanuctsl B 001acTH 1oA0Opa U UCTIOIb30BAHUS
nepcoHaia
ETKC nwmm EKC Crnenuanuct 1no Kaapam
Menemkep 1o nepcoHany
OKIIATP 26583 Crneuuanuct 1o Kajgpam
OKCO 2016 5.38.03.03 VYrpaBieHue nepcoHanIom
5.38.03.02 Mene KMEHT

3.1.1. TpynoBas pyHKUuS




Benenne moxyMeHTaIlIMU 10 Y4ETY U VpoBeHb
HaumenoBanue A AOKY = yaety Kon A/01.6 p 6

JIBIDKCHUIO TIEPCOHANA KBaTHUKALH
[MpoucxosxaeHne 0000IEHHOM 3auMCTBOBaHO U3

. Opurunaan X
TPYIOBOM (QYHKIIHH OpHTHHANA
Kon Peructpanuonssiii Homep
OpHTHHA po(HECCHOHAIBLHOTO
a cTangapTa

TpynoBsie nercTBUs

CO60p 1 npoBepKa JIMYHBIX JOKYMEHTOB pAOOTHUKOB

KoHncynbTupoBanue paOOTHHUKOB O BOIIPOcaM OOPMIICHHS TPYIOBBIX
OTHOIIIEHUN

OdopmieHne T0OKyMEHTOB, perjlaMeHTHPYIOIINX TPYAOBbIE OTHOLIEHHUS C
KOHKPETHBIM paOOTHUKOM

[ToaroroBka u oopmIiIeHHE TIO 3aMPOCy PAOOTHUKOB U AOKHOCTHBIX JTUI]
KOIIHi1, BRITUCOK M3 KAJAPOBBIX JOKYMEHTOB, CIIPABOK, HH(OPMAIIUHU O CTaXe,
JBrOTax, FapaHTHUSX, KOMIICHCAIIMSAX U UHBIX CBEJICHUN O paOOTHHKAX

Bbi1aua pabOoTHUKY JOKYMEHTOB O €0 TPYJI0BOU JesITeIbHOCTH

I[OBCI[eHI/IC J0 CBCACHUA pa6OTHI/IKOB OPraHU3allMOHHBIX, PACIIOPAIUTCIIbHBIX U
KaApOBbIX JOKYMCHTOB OpTraHHU3allun

Benenue yuera, npeayCMOTPEHHOTO TPYAOBBIM 3aKOHOAATENBCTBOM Poccuiickoit
denepaunn

Perucrtpanus, y4er, onepaTUBHOE XpaHEHUE KAJAPOBBIX JOKYMEHTOB, TOJIMOTOBKA
UX K CJJau€ B apXUB

PaboTta B KOpHOPAaTUBHBIX WU BHCITHUX I/IH(l)OpMaI_II/IOHHLIX CUCTEMaAX U
HCIIOJIb30BaHUC I_II/I(i)pOBbIX CCPBUCOB, BBIMMOJIHAKOIIUX q)YHKHI/II/I BCACHUA
JOKYMCHTAIUU IO ABHKCHUIO U YUCTY IICpCOHAJIa

Heo6xomumbie ymeHus

JIoKyMeHTUpPOBaTh TPYAOBbIE OTHOLLICHHS Pa3JINYHbIX KaTeropuil pabOTHUKOB U
CHELUAIbHBIX CyObEKTOB TPYJOBOTO IIpaBa B COOTBETCTBUU C JEHCTBYIOIUM
3akoHoJaTeabcTBOM Poccuiickoit denepanyu, pernaMeHTaMu (CTaHJapTaMu)
JOKYMEHTO000pOTa OpraHu3aluu

BrIsSBIATE OMMOKHM, HETOYHOCTH, UCTIPABIICHUS U HEJIOCTOBEPHYIO HH()OPMAIIHIO
B JIOKYMEHTAaX, ONPEIEIATh NOJJIMHHOCTh MTPEACTABICHHBIX TOKYMEHTOB

PaGoTaTh co CIICHUAIIN3UPOBAHHBIMHA I/IH(bOpMaI_[I/IOHHBIMI/I CUCTEMAaMH U
I_II/I(prBBIMI/I CCPBUCAMU I10 BCACHUIO YUCTa U IBUKCHHUIO IIEPCOHATIA

BecTu nenoByto nepenucky, 10KyMeHTOO00pOT, peraiaMeHTUPOBAHHBIM
3akoHoAarenbcTBOM Poccuiickoit deneparuu B 001acTy TPYAOBBIX OTHOIIEHUH,
C pa60THI/IKaMI/I, BHCIIHUMHA KOHTpAar¢HTaMH1 U IrpaxJjaHaMu

OOGecneunBaTh cOOIIOICHHE TPEOOBaHUH 3aKOHOJATENbCTBA Poccuiickoi
®denepalyivi 1 KOPIOPATUBHBIX MOJIUTUK B 00JIACTH 00pabOTKH MEePCOHATBHBIX
JTaHHBIX U KOH(MUICHIHATHLHOU HH(DOpMALIUU

Co06mrogaTh HOPMBI ATHKH JEJIOBOTO OOIIEHUS

Heo0xonuMeie 3HAHUS

[Topsinox odopmiieHus:, BeIeHUsI U XpaHEHHsI TOKyMEHTOB 10 0(OPMIICHUIO
TPYJOBBIX OTHOLIEHH, MO YIPABIECHUIO IEPCOHAIIOM B COOTBETCTBHH C
TpeOoBaHUAMU 3aKOHOAaTeNnbecTBa Poccuiickoii Deneparuii 1 KOPIOPATUBHBIMU
MOJIUTUKAMHU

[enu 1 3ajaum OpraHU3aIuy 10 TOCTPOCHUIO CUCTEMBI O(OPMIICHHS TPYIOBBIX
OTHOIIIEHUN

TapudHo-KBamTU(HUKAITMOHHBIC CIIPABOYHUKN paboT 1 mpodeccuii pabounx u
KBaJTM()UKAIIMOHHBIE XapAKTEPUCTUKH JTOJDKHOCTEH CITy)KaIlUX,
npodeccuoHaIbHbIe CTAaHAAPTHI




Crienian3upoBaHHbIe HHPOPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE YCIYTH U
CEPBUCHI 110 BEJICHUIO YUYeTa U JIBHKCHHUIO NTEPCOHAJIA, TPAHUIIBI UX IPUMEHEHHUS

OCHOBHBIE METPHUKHU M aHAJTUTUYECKUE CPE3bl B 00JIACTH IBMXKEHHS U yUeTa
niepcoHaa

[Mopsimox oopmiteHHsT yCTaHOBJICHHBIX 3aKOHOAATEIHCTBOM Poccuiickoii
®enepariv GOpM OTYETHOCTH B FOCYAAPCTBEHHBIE OpraHbl

TpeboBanus 3akoHoaaTenbeTBa Poccuiickoit denepanuu mo oGpopMIeHUIO
TPYIOBBIX OTHOLIEHHWI, BOUHCKOMY YY€TY, YBEJIOMJICHHUIO U MPEACTABICHUIO
OTUYETHOCTH B TOCYJJaPCTBEHHBIE OPTraHbl CIICIUAIBHBIX KATEropuil paOOTHUKOB:
WHOCTPAHHBIX PAOOTHUKOB U JIUI[ 6€3 rpakJaHCTBA, UHBAIUIOB, JIUII, UMEIOIIHX
rapaHTHH U JIbIOTHI, YCTAHOBJIEHHBIE 3aKOHOAATENIBHO, U APYTHUX CIIEHUATBHBIX
KAaTeropui

HopmatuBHbIE TPaBOBBIE AKTHI, ONMPEAEIIAIONIME HOPMBI TPYIOBOT'O MpaBa
Poccuiickoit deneparuu

3akoHoaarenbcTBO Poccuiickoit denepanyu 00 MHIAUBUIYaTbHOM
(mepcoHNpHUIMPOBAHHOM) YU€Te B CUCTEME 0053aTEIbHOTO TEHCHOHHOTO
CTpaxOBaHHS

3akoHoaTenbCTBO Poccuiickoit deaepanuu 0 MepcoHaIbHbIX JaHHBIX

JlokanbHBIE HOPMATUBHBIE aKThl OPraHU3aLUHU, PETYIUPYIOLINE TOPSIA0K
oopMIIeHHsT PACTIOPSAUTENBHBIX U OPTaHU3AIMOHHBIX IOKYMEHTOB 110
nepcoHainy, oOpMIICHHIO TPYIOBBIX OTHOIICHUI

[TpaBuiia BefieHMsI 1€710BOM MEPENUCKU

HopMmpbl 3THKH 1€710BOTO OOIICHHS

Oco0ble ycrioBHs JoITycKa K
pabote

[pyrue xapakTepucTUKN

3.1.2. TpynoBas pyHKUuSsA

HaunmeHnosanue

Pa3paboTtka TUIIOBBIX (POPM TOKYMEHTOB
0 y4eTy U JBHUKEHHIO MIepCoHaa,

YpoBeHb

[MpoucxosxneHne 06001IeHHOM
TpyR0BO#l QyHKIUH

Kon A/02.6 6
COIPOBOXKACHUE MPpOoLEAYp OhopMIIECHUS KBaIMQUKAIH
TPYIOBBIX OTHOIICHU
3arMCTBOBAHO U3
Opurunan X
OpUruHaja
Koz PerucrpanuoHHblil HOMep
OpHUTHHAI po(heCCHOHATHHOTO

a CTaHaapTa

TpynoBeie nencTBUs

Pa3paboTka MpoeKTOB JOKAILHBIX HOPMATUBHBIX aKTOB OpPTraHU3aIlNH,
PETYJIMPYIONIUX TPYIOBbIE OTHOIIEHUS

Pa3paboTka mpoeKkToB JOKYMEHTOB 10 0(hOPMIIEHUIO TPYAOBBIX OTHOIICHHI C
KOHKPETHBIM PaOOTHUKOM

[ToxroToBKa MpeUIOKEHUH 10 ONTUMHU3AIUH (POPM JOKYMEHTOB U
UG POBHU3AIMH JOKYMEHTOO00pOTa OpraHu3aIu B 00actu opopmiteHus
TPYAOBBIX OTHOLIEHUI

[TonroroBka MpoOEKTOB JOKYMEHTOB IO MPOIIETypaM yIpaBIeHHsI IEPCOHATIOM,
ydeTa U JIBIKEHUS TepcoHasa

HOI[I‘ OTOBKa I10 3alpOCy roCy1apCTBCHHBLIX OPraHOB, IMPCACTAaBUTCIbHBIX
OpraHoB pa6OTHI/IKOB OPHUIMHAJIOB, BBIIMMUCOK, KON JOKYMCHTOB U




MPEI0CTaBIIEHNE B 3JIEKTPOHHOM BHJI€ CBEICHUI, PETJIAMEHTUPYIOIITNX
TPY/IOBBIE OTHOIIICHUS ¥ UMEIOIINX OTHOIICHHUE K PETJIaMEHTAllN TPYIOBbIX
OTHOIIIEHUN

IToaroroska 3anpocoB B rOCYJapCTBEHHBIE OPraHbl U CTOPOHHUE OpraHU3aLUU
JUIsL IOATBEPKJICHHS CBEACHUH B MHTEpecax paOOTHUKOB U pabOTOATENs

IToaroroBka yBeAOMIIEHUH, OTYETHOM, CTATUCTUYECKON M aHATTUTUYECKOMN
nHbOopMaIuu 10 0POPMIICHHUIO TPYJOBBIX OTHOLICHHM

HeoOxonumbie ymeHUs

PaboTatk co cennann3upoBaHHBIMU HH()OPMAITMOHHBIMU CUCTEMAMU,
U(PPOBBIMHU YCIIyTaMH U CEPBUCAMH I10 BEJICHUIO yUeTa U JABHKCHHIO
IIEPCOHAJIA, COIPOBOXKIACHHUIO TPYIOBBIX OTHOILIEHUN

AHaIM3UPOBATH JIOKAJTFHBIC HOPMATUBHBIC aKTHI M IOKYMEHTHI 110 0(hOPMIICHHUIO
TPYIOBBIX OTHOIICHUM, (POPMUPOBATH MPETIOKECHUS 110 UX aKTyaJIn3aIuu U
YIIy4ILIEHUIO

OnpenensaTs CTpYKTypy U COAEpkKaHUE, FTOTOBUTH MPOEKTHl HOPMATUBHBIX
JOKYMEHTOB M JJOKYMEHTOB 110 O()OPMIICHUIO TPYIOBBIX OTHOIICHUN

OdopMIsATh KaAPOBBIC JOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUSIMU
3akoHoarenscTBa Poccniickoit denepanuy 1 JTOKATBHBIMA HOPMAaTUBHBIMHU
aKTaMM OpraHU3aLUH

ObecnieunBaTh coOMI0ICHNE TPeOOBaHMIA 3aKOHOAATEeIbCTBA Poccuiickoit
®deneparyiv, KOPIIOPATUBHBIX MOJIUTHK B 00JIACTH 00paOOTKH MEePCOHATBHBIX
JAHHBIX ¥ KOH(HUACHIINATIBLHON HH(pOpMAITH

Bectu nenoByro nepenucky

Co0mroaTh HOPMBI ATHKH JCIIOBOTO OOIICHUS

HeO6XOI[I/IMLIe 3HaHUA

HOpMaTI/IBHBIe MPaBOBLIC AKTHI, OMIPCACIIAOINEC HOMBI TPYAOBOTO ITpaBa

OCHOBEI APXUBHOT'O 3aKOHOAATCIBCTBA U HOPMATUBHBIC ITPABOBBIC aAKThI
Poccuiickoit @eaepanuu B o6mactu opopmIIeHUs, BEACHUS U XpPaHEHUS
JOKYMEHTOB 110 0()OPMJIEHUIO TPYIOBBIX OTHOIIEHUN

3akoHomarenbcTBO Poccuiickoii deaeparuu 00 HHIWBUIYATbHOM
(mepcoHnPUIMPOBAHHOM) yUeTe B CUCTEME 0053aTeTHHOT0 IEHCHOHHOTO
CTPaxOBaHMUs

[Hopsnox odopmiieHns: NEPBUUHBIX JOKYMEHTOB JUIs LIeJIeil OyXrairepckoro
ydeta B cepe ohopMIICHHS TPYAOBBIX OTHOIIICHUH

TapudHo-KkBaTMPUKAIMOHHBIE CIIPABOYHUKH pabOT U npodeccuii pabounx u
KBaJM(PHUKAIIMOHHBIE XapaKTEPUCTHKH JTOJDKHOCTEH CITy>KallluX,
npohecCHOHaTbHBIC CTAaHAAPTHI

TexHomoruu, METOApl 1 METOJAMKHU TTPOBEICHUSI aHAJIN3a U CUCTEeMaTH3alluH
JOKYMEHTOB M UH(OpMaLuu

3akoHomarenbcTBO Poccuiickoii deaepariuil 0 NepCOHAIBHBIX JaHHBIX

[enu 1 3amaun OpraHU3aIuy MO MOCTPOCHUIO CUCTEMBI O(OPMIICHHS TPYIOBBIX
OTHOIIIEHUN

JlokanbHble HOPMAaTHUBHBIE KTl OPraHU3AIMH B 00J1aCTH 0(hOpMIIEHUS
pacropsAUTENbHBIX U OpraHU3alMOHHBIX, HH(OPMALIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, PETYJIMPYIOIIHUX TPYIOBbIE OTHOLICHHUSI

Crieninanu3upoBaHHble HH(POPMAIIMOHHbBIE CUCTEMBI, TU(PPOBBIE YCIYTH U
CEPBUCHI 110 BEJICHUIO YUYeTa U JIBHKCHUIO NIEPCOHAJIA, TPAHULIBI UX IPUMEHEHUS

OcHOBHBIE MCTPUKH U aHAJIUTHYCCKUEC CPE3bI B obOnacTu JABVOKCHUSA U yU€Ta
IepcoHaia

HpaBI/IJ'Ia BEJICHUS JEJIOBOM MEPCINCKU

HopMeI 3THKH 1e10BOTO 00IIeHNUS

Oco0ple yciioBus gonycka K




pabote

Jpyrue xapakTepucTUKU

3.1.3. TpynoBas ¢pyHKuus

[Ipoucxoxaenne 06001IEHHOM
TPYZOBO# (HyHKIHN

AJMUHUCTPUPOBAHKE MPOLIECCOB U
JIOKyMEHTOO0O0pOTa TI0 YYETY U
YpoBeHb
HaumMenoBanue JBUKEHHIO TIEPCOHANIA, MPEACTaBICHUIO Koxn A/03.6 6
KBaJM(DUKAIN
JIOKYMEHTOB TI0 IEpCOHAIY B
roCyJJapCTBEHHBIE OPTaHbl
3anMCTBOBAHO U3
Opwurunan X
OpHTrHHaNa
Kon Peructpanuonssiii HoMmep
OpUTHHAI podecCHOHANBEHOTO
a CTaHgapTa

TpynoBeie 1elcTBUS

Opranuzanust JOKyMEHTO000pOTa IO yYEeTy M JBUXKEHUIO IIepCOHalIa

Opranuzanus npeAcTaBiIeHUs JOKyMEHTOB I10 IEPCOHATY B TOCYAAPCTBEHHBIE
OpraHbl

[ToaroroBka yBeAOMIIEHUM, OTYETHOM, CTATUCTUYECKON M aHATTUTUYECKON
UH(OPMALIUH 110 TIEPCOHATTY

[ToaroroBka MHGOpPMALIMH O 3aKIFOUEHUH TPYAOBOIO WM I'PakJaHCKO-
IPaBOBOIO JOrOBOpa Ha BBINOJIHEHHUE PA0OT (OKa3aHUE YCIYyT) ¢ TPaKJaHUHOM,
3aMEIIAIOLINM JODKHOCTH TOCYAAPCTBEHHON MIIM MYHUIUITAIBHOM CITyKOBbI,
MEPCUCHb KOTOPHIX YCTAHABIMNBACTCSA HOPMATUBHBIMU IIPABOBBIMU dKTaAMU
Poccuiickoit ®enepanumn

Heobxomumbie ymeHust

O(i)OpMHSITI) YYETHBIC JOKYMCHTEI, ITPEAOCTABIACMBIC B IOCYJapCTBCHHEBIC
OpTaHbl, IIPEACTABUTEIIBHBIC OPTraHbl pa6OTHI/IKOB

OpraHu3oBbIBaTh XpaHEHUE IOKYMEHTOB B COOTBETCTBUH C TPEOOBAaHUSIMU
3akoHonarenscTBa Poccniickoit denepanuu U JIOKAJIBHBIMA HOPMATUBHBIMU
aKTaMM OpraHU3alun

PaboraTh ¢ MHpOPMALIMOHHBIMU CUCTEMAMHU, HU(POBBIMU YCIyraMH U
CepBUCAMH 110 BEJICHUIO yueTa U JABMKEHMIO NIepCOoHasa

Paborath ¢ MH(pOPMAITMOHHBIMU CUCTEMAMU HU(PPOBBIMU YCIIyTaMH U
CepBUCAMH 110 BEJICHUIO CTATUCTHYECKONW U OTYETHON MH(POPMALIUN U aHATTUTUKH
110 IEPCOHAILY

dopMupoBaTh NPEUIOKEHNS 110 ABTOMATU3aluU U IU(PPOBU3ALUHU TIPOIIECCOB U
JOKYMEHTO000pOTa 110 YYETy U JABMKEHUIO [IEPCOHANA, JOKYMEHTOB 110
NIEPCOHAILY IS IIPEACTABIICHHS B TOCYAAPCTBEHHbBIE OPraHbl

AHanu3upoBaTh NPaBUIIa, IPOLETYPHI U MOPAIOK, PETYIHPYIOIIHE ITpaBa v
00513aHHOCTH TOCYIapCTBEHHBIX OPraHOB M OpPTaHU3aIuU M0 BopocaM oOMeHa
JIOKYMEHTAlMEe! Mo MepCoOHATY

OOGecneunBaTh cOOIOICHHE TPEOOBAaHUH 3aKOHOJATENbCTBA Poccuiickoi
®denepalyivi U KOPIOPATUBHBIX MOJIUTUK B 00JIaCTH 00pabOTKH MEePCOHATBHBIX
JTaHHBIX U KOH(MUICHIHATBLHOU HH(DOpMALIUU

BecTu nenoByo nepenucky

Co0rogaTh HOPMBI ATHKH JCJIOBOTO OOIICHUS

HeoOxonumble 3HAHUSA

TCXHOJ'IOFI/II/I, MCTOJAbI U MCTOJUKHU ITPOBCACHUA aHAJIN3a U CUCTEMATHU3allUH
JOKYMCHTOB U I/IH(I)OpMaLII/II/I

OCHOBBI JOKYMEHTOOOOPOTA M IOKyMEHTAIIMOHHOTO 00ECIIEYCHHST OpTraHU3aIluu




OpraHu3zalimoHHas CTPYKTypa OpraHu3alun

TapudHo-kBamu(HUKAITMOHHBIC CIPABOYHUKN padboT 1 podeccuii padbounx u
KBaJTM(HUKAIIMOHHBIC XapaKTEPUCTHKH TOJDKHOCTEH CITy)KalluX,
npodeccuoHaIbHbIe CTAaHAAPTHI

Crienanu3upoBaHHble HHPOPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE YCIYTH U
CEPBUCHI 10 BEJICHUIO YUYeTa U ABHKCHUIO IIEPCOHAJIA, TPAHULIBI UX IPUMEHEHHUS

OcHOBHBIE MCTPUKH U aHAJIUTHUYCCKUEC CPE3BI B obnacTu JABVOKCHUS U yU€Ta
IepcoHalia

HopmatuBHBIE TpaBOBBIE aKThl, PETyJIMPYIOLINE paBa U 00I3aHHOCTH
rOCYJJapCTBEHHBIX OPTaHOB, MIPEICTABUTEIILHBIX OPraHOB PAOOTHUKOB I10
IPEIOCTABIECHUIO YUETHOW JOKYMEHTAlUU

HopMmaTuBHBIE ITpaBOBbBIE aKThI, ONPEAEIISAIONINE HOMBI TPYIOBOTO ITpaBa

OCHOBEI APXUBHOTI'O 3aKOHOAATCJIBCTBA U HOPMATUBHBIC IIPABOBBIC dAKThI
Poccuiickoii (Denepaum/l B 00JacTu BCACHUA NOKYMCHTAIUU 1O NEPCOHAITY

3akoHoaatenbcTBO Poccuiickoil deaepanui 0 NEPCOHAIBHBIX JaHHBIX

JlokanbHble HOPMAaTHUBHBIE AKThl OPraHU3AIMH B 00J1aCTH 0(hOpMIIEHUS
pacropsAUTENbHBIX U OpraHU3alMOHHBIX, HH(OPMALIMOHHO-CIIPABOYHBIX
JOKYMEHTOB, PETYJIMPYIOIIHUX TPYIOBbIE OTHOLICHMUSI

IIpaBuia BeieHUs 1€710BOU NIEPENUCKH

Hopwmbl 3THKH 1€710BOTO OOIIECHUS

Oco0Ople ycrioBUs J0MycKa K
pabote

Jpyrue xapakTepucTHKH

3.2. O600menHas TpyaoBas GpyHKuus «/leATeJbHOCTH 10 00ecneYeHUI0 MePCOHATOM»

HanmenoBanue

[Ipoucxoxaenne 0600IIEHHOM
Tpy0BO# QyHKIUH

JleaTenpbHOCTh TI0 00ECTICUCHUTO Ko B YpoBeHb 6
HIEPCOHATIOM 8 KBaIM(UKALHH
Opurunan X 3anMCTBOBAHO W3
OpHUruHaa
Kon Peructpaunonusiii HoMmep
OpUTHHAI podecCHOHANTBEHOTO
a cTaHaapra

Bo3MoxHBIC HANMEHOBAHUSI
JOJDKHOCTEH, podeccuii

Crienmanuct mo noadopy mepcoHana
Crnenuaiuct 1no nepcoHany
Menemxep no nepcoHany

TpynoBbie nelcTBUS

TpeboBanust kK 00pa30BaHUIO
1 00y4YEHHIO

Briciiee oOpazoBanue — 6akaiaBpuaT

WIN

Briciiee oOpa3zoBanue (HenmpoduibHOE) — OaKalaBpuaT U JOTIOTHUTEIHHOE
npodeccuoHaabHOe 00pa3oBaHKe — IPOTPaMMBbI IPO(HEeCCHOHATBHON
NEepenoAroTOBKY MO HAMPaBJICHUSAM JIESTEILHOCTH 110 00€CTICUeHUI0
IEPCOHAIIOM

TpeGoBaHUs K OTBITY
HPaKTHYECKOH paboThI

Oco0ble yclioBHs JOITycKa K
pabote

Jpyrue xapakTepuCcTUKH




JlonosmHUTEIbHBIE XapaKTEPUCTUKH

HaumMeHoBaHue 0Ky MeHTa Ko HaumenoBanue 6a30B0ii rpynimbl, JOIKHOCTH (IIpodeccun)
WIN CIIEHUAIbHOCTH
OK3 2423. Crnenuanuctel B 001acTH 1oAOOpa U UCIOIb30BAHUS
nepcoHaia
ETKC umn EKC CrienpasivcT 1o Kajapam
Menemxep 1Mo nepcoHany
OKIIATP 26583 Crneumanuct 1o Kagpam
OKCO 2016 5.38.03.02 MeHeKMEHT
5.38.03.03 YnpaiieHue nepcoHanom

3.2.1. TpynoBas ¢pyHKIUSA

HanmeHnoBanue

[Ipoucxoxnenne 0600IICHHOM
TpyR0BOil QyHKIUH

CO6op undopmaiuu o NOTPEOHOCTSIX Ko B/O1.6 VpoBeHb 6
OpraHM3alvy B IEPCOHANE 8 ) KBaTH(UKALIH
Opurunan X 3anMCTBOBAHO W3
OpUrHHaja
Kon Peructpauuonusiii Homep
OpHUTHHAI podeCcCHOHANIBEHOTO
a cTaHzIapTa

TpynoBeie nencTBUs

DopMHUpOBaHUE IIEPEUHEN BAKAHTHBIX U IUNIAHUPYEMBIX K YKOMIIJIEKTOBAHUIO
TOJDKHOCTEH (mpodeccuid, CrieMaaIbHOCTE) OpraHu3aIun

dopmupoBaHHe CaMOCTOSTEIHLHO U (MITH) COBMECTHO C PYKOBOAUTEIEM
COOTBETCTBYIONIETO MOJIpa3ielieHUs] TpeOOBaHHI K BAKAHTHO JJOJKHOCTH
(mpodeccun) U UX KOppeKUUs

AHanu3 pelHKa TPy/1a U IepCcoHaIa OPraHU3AIMH 110 TPOPUITIO BAKAHTHON
JOJDKHOCTH (Tpodheccru, CreuaaIbHOCTH )

NudopmupoBaHre 1 KOHCYJIbTHUPOBAHUE PYKOBOIUTENCH TOIpa3IeIeHUN 1
OpTraHM3aIlMH 110 BOTIPOCAM PBhIHKA TPyJa U 00ecredeH s IepCOHAIOM

Heo6xonumbie ymMeHUs

Cobupath, aHaTM3UPOBATE U CTPYKTYPHUPOBATh HHPOPMALINIO 00 0COOEHHOCTSIX
opranu3anuu paboT Ha pa3IMYHBIX YYaCTKaX MPOU3BOJCTBA U HA KOHKPETHBIX
paboymx MecTax ¢ y4eTOM Liesel, 3aa4, INIaHOB ¥ CTPYKTYPbl OpraHU3aliu

ColOupath, aHATM3UPOBATH U CTPYKTYPUPOBATH HH(DOPMAITHIO 00 0COOCHHOCTSX
¥ BO3MOXKHOCTSIX ITEPCOHAJIAa OpTraHU3aIuu

CobupaTh, aHaTU3UPOBATH U CTPYKTYPUPOBATH HHPOPMAIHIO 00 0COOCHHOCTSIX
PBIHKA TpyAa, BKIIKOYasa MPCAJIOKCHUA YCIIYT 110 ITOUCKY, ITPUBJICYCHUILO,
noa0opy 1 oTOOpPY MepcoHasa

PaGoTath B MHGOPMAIIMOHHBIX CUCTEMaX, UCIIOIh30BaTh IU(PPOBHIE YCIYyTH U
CEpPBUCHI TI0 COOpY, aHAIIN3Y U CTPYKTYPUPOBAHUIO TIOTPEOHOCTH OPTaHU3AIUH B
Kajpax

DopMUpOBaTh MPEATI0KEHUS IO aBTOMATH3aIUU U IU(POBU3ALIUH ONIepaIiii 1
Mpo1IeccoB cOOpa MOTPEOHOCTH B MEPCOHAIIE

KoHCcynpTHpoOBaTh COTPYJHUKOB M PYKOBOJUTENEH OpraHU3allly [0 BOIIPOCaM
pBIHKA TpyJa 1 00ecreyeH s IepCOHAIOM

ObecnieunBaTh cOOMIOICHNE TpeOOBaHMIA 3aKOHOAATEhCTBA Poccuiickoit
®denepanyivi 1 KOPIIOPATUBHBIX IMOJMTUK B 00JIACTH 00pabOTKH IMePCOHATBHBIX
JAHHBIX ¥ KOH(GUACHIINATIBLHON HH(DOpMAITUH

Bectu nenoByto nepenucky




Co0mrogaTh HOPMBI ATHKH JEJIOBOTO OOIIEHUS

Heo0xonnMele 3HAaHUS

TCXHOJ'IOFI/II/I, METOJAbI U METOAWKU IMTPOBCACHUA aHalIM3a U CUCTEMATU3 AU
JAOKYMCHTOB U I/IH(bOpMaHI/II/I

HOpSI)IOI( OIIPCACIICHUA HepCHeKTHBHOﬁ u TeI(yIJ.IefI HOTp€6HOCTI/I B IICPCOHAJIC

HcToynnku obecnieueHns OpraHu3aliui IMepcoHaTIOM

Opranmzaius padoT Ha Pa3IMYHBIX YYaCTKaxX MPOU3BOACTBA, OPTaHHU3AIINH,
OTpaciu

OO01mure TeHIeHIIUU Ha PBIHKE TPY/Ia B IIEJIOM U B OTACIBHON OTPACIIH,
KOHKPETHOH Tpodeccuu (JOIHKHOCTH, CTICIIUATBHOCTH )

OCHOBBI TICUXOJIOTHHU U COIIMOJIOTUU TPY/ia

OCHOBBI 5KOHOMUKH, OpraHU3aIMK TPYJa U YIPaBICHUS

TapudHo-KkBaTMPUKAIMOHHBIE CIIPABOYHUKH pabOT U npodeccuii pabounx u
KBaJM(PHUKAIIMOHHBIE XapaKTEPUCTHKH JTOJDKHOCTEH CITy>KallluX,
npohecCHOHaTbHBIC CTAaHAAPTHI

HOpMaTI/IBHI)IG IIPaBOBLIC AKTHI, OMIPEACIIAIOINE HOMBI TPYAOBOT'O ITpaBa

OCHOBBI apXHUBHOI'O 3aKOHO/IaTEJILCTBA U HOPMATHUBHBIE TIPABOBBIC AKThI
Poccuiickoit @eaeparuu B 001acTy BEACHHS TOKYMEHTAIIMHU TI0 TIEPCOHAITY

3akoHoaarenbcTBO Poccuiickoil deaepanui 0 NEPCOHAIBHBIX JaHHBIX

JloxanbHBIE HOPMATUBHBIE aKThl OPraHU3aLNHN, PETYIUPYIOIINE TOPSIA0K
no0opa rnepcoHaa

CHGHI/IaJ'II/BI/IpOBaHHBIC I/IH(bOpMaI_[I/IOHHHC CHUCTCMBEI, HI/I(prBBIe YCIyru u
CCPBUCHI B o0yracTu obecrecyeHUs NEpCOHAJIOM, I'PaHULBI UX MPUMCHCHU A

OcHOBHBIE METPHUKH B 007acTu ogdopa u 0TOOpa KaHIU1aTOB HAa BAKAHTHBIC
JOJDKHOCTH JUTS o0ecIieueHHs HOTPEeOHOCTH B IEpCOHAIe

[IpaBuiia BeeHUs AETOBOM MEPETUCKHI

Hopwmel aTHKH nenoBoro oomeHus

Oco0pble yciioBHs JoITycKa K
pabote

[pyrue xapakTepucTuKu

3.2.2. TpynoBas pyHKUUSA

HaunmeHnoBanue

[Ipoucxoxnenne 0600IICHHOM
Tpyn0BO# QyHKIUH

[Touck, mpuBiedeHue, moao0p U 0TOOP VpoBeHb
Kon B/02.6 6
HepcoHasa KBaIM(UKaLHH
AUMCTBOBAHO U3
Opurnnan X 3
OpHUrHHaa
Kox Peructpanuonnsiii Homep
OpUTHHAI podeccHoOHATBHOTO
a CTaHmapra

TpynoBsie nercTBUs

[Touck Bo BHYTpEHHHMX M BHEIIHUX UCTOYHHMKAX MH(OpMAIK 0 KaHIuaaTax,
COOTBETCTBYIOIIMX TPEOOBAHHUSIM BaKaHTHOU JOJDKHOCTH (podeccu,
CTHENMAIBHOCTH) M UHBIM MOTPEOHOCTSM OpPTaHU3aIUH B IIEPCOHATIE

Pa3menienne cBeieHnit 0 BAKAHTHOM JOJKHOCTH (TIpodheccuul, CrieuanbHOCTH)
B Cpe/ICTBaX MaccoBOi HMH(pOpMaIMH, CIEHUATN3UPOBAHHBIX pecypcax u
cepBHcax

Br160p crioco0oB 1 METO/I0B MPUBJICUEHHUS IEPCOHAIA B COOTBETCTBUH C
IUIaHAMU ¥ OTPAaHUYECHUSIMU OpraHU3alluN

Co6op, conocTaBieHe, CTPYKTypPUPOBAaHUE U MTPOBEPKA HH(OPMAITUH O
KaHJUJaTax Ha BaKaHTHbIE TOJDKHOCTHU (TIpodeccuul, CrIeUaIbHOCTH)




[IpoBenenue codeceroBaHUI M BCTPed ¢ KaHAUIaTaMH Ha BAKAaHTHBIC
JIOJDKHOCTH (Tpodheccru, CreuaaIbHOCTH ), U3BEIICHUE KaHIuaTa 1 HaHUMaTEIst
0 pe3yJbTaTax codeceaoBaHus (BCTPEUH)

OreHKa COOTBETCTBUS KaHAMIATOB TPEOOBAHUSAM BaKaHTHOM JIOJDKHOCTH U
WHBIM TPeOOBaHUAM OpraHu3anuu (mpoheccuu, CreuaIbHOCTH)

[loaroroBka npennoxeHuil o (GopMUPOBAHUIO OFOJKETA HA TIOUCK,
MpUBJICYCHHE, TOAOOP M OTOOP TIEpPCOHaa

HNudopmupoBanue u KOHCYJIbTHPOBAHHE PYKOBOIUTENEH OApa3AeIeHUN 1
OpraHU3alMK O BOIIPOCAM MPUBJICUEHUS NIEPCOHAJIA C OIICHKOM 3aTpaT

Heo6xonumbie yMeHUs

OnpenensTe KpUTEPUH MTOUCKA, TPUBJICUEHHS, T0J00pa 1 0TOOpa mepcoHasia

CobupaTh, aHaTU3UPOBATH U CTPYKTYPUPOBATh HHPOPMALIUIO O KaHIUJATaX U
IPEUIOKEHHUX Ha PBIHKE TPy aa

PaboTaTh ¢ MOMCKOBLIMU CHUCTEMAaMU, I/IH(bopMaI_[I/IOHHBIMI/I pecypcaMu U
I_II/I(I)pOBBIMI/I CCpBUCAMU B o0iactu o0ecrieueHUs epcoOHaIOM

DopMHPOBaTh MPEATIOKEHUS IO aBTOMATH3AINN U IU(POBU3ALIUH TTPOLIECCOB
IIOMCKA Y IPUBJICYECHHUsI IIEpCOHAIA

[TpuMeHsATh TEXHOJOTHH U METOAUKH [IOUCKA, PUBJIEYEHHUs, ToA0opa 1 oTOopa
KaHJMJaTOB Ha BaKaHTHBIE TOJDKHOCTH (TIpodeccuul, CreruaabHOCTH) B
COOTBETCTBHUH C UX CeUU(PUKON

KoHcynpTupoBaTh 10 BOpocam NpUBJIEUYEHUs IEPCOHAIIA

CocTaBnsTh U KOHTPOJIMPOBATH CTAThbH PACXOJ0B Ha 00ecreueHre epCoOHaIOM
JUTSL TTTAHUPOBAHUS OFOIKETOB

ObecnieunBaTh coOMI0ICHNE TpeOOBaHMIA 3aKOHOAATEIbCTBA Poccuiickoit
®deneparuy ¥ NOJIUTUK paboToaTens B 006JacTu 00pabOTKH NePCOHANBHBIX
JAHHBIX ¥ KOH(HUICHIIMATBLHON HH(DOpMaIH

Bectu enoByro nepenucky

Co0mroaTh HOPMBI ATHKH JCJIOBOTO OOIICHUS

HCO6XOI[I/IMLIG 3HaHUA

HcTounnku oOecrieueHus OpraHru3alvu ICpCOHAIOM

TexXHOJIOTUY U METOJMKH TIOUCKA, TPHUBIICYCHHSI, 1T0100pa U 0TOOpA IMepcoHaa

Cucrembl, MeTOJIbl U (HOPMBI MATEPHATILHOTO M HEMAaTEPHUAIILHOTO
CTUMYJIMPOBaHUs TPyla IEpCcoHaIa

TexHoa0ruu U METOIbI (I)OpMI/IpOBaHI/IH 1 KOHTPOJIA 610,[[)KGTOB OopraHnu3anuun

TexHomoruu, MeToibl 1 METOAMKH IIPOBEICHUS AHAIIN3a, CHCTEMATU3aLuN
JOKYMEHTOB M HH(POPMALIUU

Opranu3zalinoHHas CTPYKTypa OpraHu3alun

[Tepeuenpb BakaHTHBIX JOKHOCTEH (Tpodeccuil, crienuanbHOCTEN )

Tapudno-kBanudpuKkamoHHbIE CIPABOYHUKHU pabOT U mpodeccuii pabounx u
KBaJM(PHUKAIMOHHBIE XapaKTEPUCTHKH JTOJHDKHOCTEH CITyKalllnX,
poeCCHOHANIbHBIE CTAaHAAPThI

MGTOI[I/IKa IIAHUPOBAHUA HOTpC6HOCTI/I opraHnu3allvi B IIOMCKEC WU IMIPHUBJICYCHUU
IepcoHajia

O6H_[I/Ie TCHACHINUN HA PBIHKC TpyJa U B OTACJIBHBIX OTpACIAX U BUAAX
po(heCCUOHATLHON e TeIbHOCTH

OCHOBBI ICUXOJIOTUU Y COLMOJIOTUH TPyJa

OCHOBEI 9KOHOMMKH, OPraHU3aluU TpyJdad U YIIPABJIICHUS ICPCOHAIIOM

Crienianu3upoBaHHble HH(POPMAIIMOHHbBIE CUCTEMBI, TU(PPOBBIE YCIYTH U
CEpBUCHI B 00JIACTU NIOUCKA U MTPUBJICUEHUSI IEPCOHANIA, TPAHULIBI UX
PUMEHEHUs

OcHOBHBIE MCTPUKH U aHAJIUTHUYCCKUEC CPE3BI B 00J1aCTH MOMCKA U IMPUBJICYCHUA
IepcoHalia




HopMmartuBHbIE TpaBOBBIE aKThI, ONPEACIISIIOIINE HOPMbBI TPYJAOBOTO ITpaBa

OCHOBBI aQpXHUBHOT'O 3aKOHO/IATEIILCTBA U HOPMATHUBHBIE TIPABOBBIC aKThI
Poccuiickoit @enepatyiv B 00J1aCTH BEACHUS JOKYMEHTAIMH 110 TIEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbecTBa Poccuiickoit denepanun

3akoHoaarenbcTBO Poccuiickoil deaepanui 0 NEPCOHAIBHBIX JaHHBIX

JlokanpHble aKThl OPTaHU3ALIUY, PETYIUPYIOLIUE MOPSII0K 00ecreueH s
[IEPCOHAIIOM

HpaBI/IJ'Ia BEJICHUS JEJIOBOM MEPCINCKU

HopMeI 3THKH 1e10BOT0 00IIeH!US

Oco0ple yciioBus Aomycka K
pabote

Jlpyrue xapakTepucTHKI -

3.2.3. TpynoBasi pyHKuMS

AI[MI/IHI/ICTpI/IpOBaHI/Ie MpoueccoB v
OBECHb
Haumenosanue o0ecreyeHus NepCcoHaIoM U Kox B/03.6 P 6
KBATH(PUKAITTT

COOTBETCTBYIOIIETO JOKYMEHTO000pOTa

[MpoucxosxaeHne 0000IEHHO 3auMCTBOBaHO U3
. Opurunaan X
TPYAOBOH QYHKIIHH OpUrHHaja
Kon Peructpanuonssiii Homep
OpHTUHAT npohecCHOHAIBHOTO
a CTaHmapTa

TpynoBbie nelcTBHs AHaM3 MpoIeccoB JOKYMEHTO000POTa, JJOKAIBHBIX JOKYMEHTOB 110 BOITPOCaM

obecreueHus mepcoHaIoM

Benenne nndopmanum 0 BakaHTHBIX JOJDKHOCTSX (TpodeccHsix,
CHELUAIBHOCTAX) U KaHIUAaTax

JIOKYMEHTAIIMOHHOE COMPOBOXK/ICHUE KAaH/IUIATOB HA dTarax MOUCKa,
NpUBJICYCHHS, TI0JJ00pa M 0TOOpa TMepcoHalla Ha BAKAHTHBIE TOJKHOCTH
(mpodeccun, criennanTbHOCTH ), THPOPMUPOBAHNE KAHIUATOB O pe3ysIbTaTax
otbopa

[TonroToBka 3ampocoB 0 KaHIUIaTaxX B TOCYAAPCTBEHHBIE OPTaHbl B CIIydasX,
MPENYCMOTPEHHBIX ICUCTBYIOIINM 3aKOHOAATENBCTBOM Poccuiickoit
®enepanyu, 1 00padOTKa MOTYUEHHBIX CBEIEHUIN

[ToxroroBka u 00padoTKa yBEJOMIICHHUI B TOCYIapCTBEHHBIC OPTaHHl,
IpeICTaBUTEIbHBIC OPraHbl pAOOTHUKOB T10 BOIIPOCAM MTOUCKA, IPUBJICUYCHHS,
nojoopa 1 oTdopa nepcoHaa

COHpOBO)KIICHI/Ie A0r0BOPOB I10 00eCcIeUCHUIO opranu3anuvu nNepCoHaAIOM,
BKJIFOYasd MpEaABapUTCIIbHBIC NPOUCAYPBI IIPH NX 3aKJITIOUCHUN

Heo6xomumbie ymeHus O6GecneynBaTh JOKYMEHTAITMOHHOE COMTPOBOXKICHUE BhIXO/a KaHIuAaTa Ha
paboTy U epeMeIIeHus epcoHana

O(I)OpMJISITL JAOKYMCHTEI 110 BOITpOCaM obecreueHus pecCypcamu nnepcoHala,
HGOGXOI{I/IMLIMI/I AJId IIPEAOCTAaBJICHHA B ITOCYJapCTBCHHBIC OpPraHbl,
MPEACTAaBUTCIILHBIC OpTraHbl pa6OTHI/IKOB

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSAMU
3akoHoAaTenbcTBa Poccuiickoit denepanyu v JT0KaIbHBIMA HOPMAaTUBHBIMU
aKTaMU OpTaHU3alNUU

PaGorath ¢ nHpOpPMAITMOHHBIMU CHCTEMAaMH, [IU(PPOBBIMH yCIIyraMH U
CepBHCaMH 110 BOIIPOCaM 00eCHeueHUs IEPCOHATIOM, BEAECHHS TONCKA U ydeTa




KaHJ1/1aTOB Ha BaKaHTHbIE JOJKHOCTH (Ipodheccuul, CrieluaabHOCTH)

®opMupoBaTh NPEUIOKEHUS 110 ABTOMATU3alUuU U IU(PPOBU3ALUYU TIPOIIECCOB U
JIOKYMEHTO000pOTa M0 00€CTIeYeHHIO TIEPCOHATIOM

[IpousBoauTh MpeaBapUTEIbHBIC 3aKYTIOUHBIE MPOLIETYPHI U OPOPMITSTH
COITYTCTBYIOILYIO JOKYMEHTALMIO 10 3aKJIFOUEHUIO JOTOBOPOB

Opranu3oBbIBaTh U MPOBOAUTH KOHKYPCHI, OPOPMIISTE U aHAJTU3UPOBATH
KOHKYPCHYIO JOKYMEHTALHIO

ObecnieunBaTh coOMI0IeHNE TPeOOBaHMIA 3aKOHOAATEIbCTBA Poccuiickoit
®Denepalyivi 1 KOPIIOPATUBHBIX MOJUTUK B 00JIACTH 00pabOTKH MEePCOHATBHBIX
JAHHBIX ¥ KOH(HUACHIINATBLHON HH(DOpMAITH

BecTu nenoByo nepenucky

Co0mrogaTh HOPMBI ATHKH JCJIOBOTO OOIICHUS

H606XOI[I/IMLIC 3HaHUA HOpSI,Z[OK O(I)OpMJIeHI/IH, BCACHHUA U XPAHCHUA JOKYMCHTAIUU, CBSI3aHHOM C

IMOUCKOM, IMPUBJICYCHUCM, HOI[60pOM u 0T60p0M KaHIMJAaTOB Ha BAKAHTHBIC
JOJIKHOCTH

[Topsinok popmupoBaHusi, BEACHUS JaHHBIX O TIEpCOHAJIe OPraHU3aluU, TOPSAIOK
IIPEICTABIICHUS OTYETHOCTH

OCHOBEI ,Z[OKYMeHTOO60pOTa U JOKYMCHTAlIUOHHOT' O obecneucHUs

TexHonoruu, MeToAbl U METOAMKY IIPOBEICHUS aHAJIM3a U CUCTEMAaTU3aluN
JOKYMEHTOB M HH(POPMALIUU

[Topsinok nmpoBeaeHNs KOHKYPCOB U 0(pOpPMIIEHHUSI KOHKYPCHO TOKyMEHTalluu

[Topsimok nmpoBeeHus 3aKyTOYHBIX MPOLEAYpP U O)OPMIIEHHUS COMTYTCTBYIOLIEH
JOKYMEHTaluu

OpranuzaimoHHasi CTpYKTypa OpraHu3alii U BaKaHTHBIE JOIKHOCTH
(mpodeccun, criennanTbHOCTH)

Crieunanu3upoBaHHbIe HH()OPMALIMOHHBIE CUCTEMBI, IIM(PPOBBIE YCIYTU U
CEpBHCHI B 001acTH 00ECTIEUeHUs NTEPCOHATIOM, TPAHUIIBI MX TPUMEHEHUS

Tapudno-kBanudpukamoHHbIE CIPABOYHUKHU pabOT U podeccuit pabouux u
KBaJM(PHKAIIMOHHBIE XapaKTEPUCTHKH JTOJHDKHOCTEH CITyKalllnX,
poeCCHOHANIbHBIE CTaHAAPThI

OCHOBHBIE MCTPUKH U aHAJIUTHUYCCKUEC CPE3bI B obOnacTu o0ecrieueHus
MepCcoHaJIOM

HopmaTuBHBIE IPaBOBBIE AKTHI, OIPEAEIAIOINE HOMBI TPYIOBOIO IIpaBa

OCHOBBI aQpXUBHOT'O 3aKOHO/IATE€IIHCTBA U HOPMATHUBHBIE TIPABOBBIC AKTHI
Poccutiickoit @enepamnuu B 007aCTH BEACHUS JOKYMEHTAIMH TI0 TIEPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit deneparun

3akoHonarenbcTBO Poccuiickoit deaepanniv 0 NEPCOHANBHBIX IAHHBIX

JlokanpHble aKThl OPTaHU3ALNHY, PETYJIUPYIOLIUE MOPSIIOK 10100pa NepcoHana

[Topsinok 3aKiIt0YeHHsI TOTOBOPOB (KOHTPAKTOB)

HpaBI/IJ'Ia BCIACHUA ,Z[eJIOBOﬁ IMCPCIIUCKH

HOpMLI OTHUKHU ACJIOBOI'O 06IJ_[€HI/I$I

Oco0ple ycIIoBHsI JOITycKa K

pabore

[pyrue xapakTepucTUKu -

3.3. O000menHas TpyaoBas pyHKIHUs «/1eATeJJbHOCTD 10 OLEHKe M aTTeCTAlMH MePCOHAIa)

JlesITeIbHOCTD 110 OLIEHKE U aTTECTaIluU VYposeHb
HaumMeHoBaHMe Kon C 6
niepcoHasa KBaIH(DHKALIH

Opurnnaan

ITpoucxoxaeHue 0000IIeHHOM 3alMCTBOBAHO U3

TpyROBOH hyHKIIUH

OpUrnuHajia




Koz PerucrpanuoHHblil HOMep
OpHUTHHAI po¢heCCHOHATHHOTO
a cTaHjapTa

Bo3moxxHbIe HaMEHOBaHUS
JIOJDKHOCTEH, Tipodeccuii

Crienmanuct 1o OUEHKE U aTTecTaluy IepcoHana
Crenmanuct 1o nepcoHaity
MeHexep 110 nepcoHary

TpeboBanus Kk 00pa30BaHUIO
1 00Y4EHHUIO

Briciiee oOpa3oBanue — OakanaBpuar

W

Bricuiee o6pa3oBanue (HenpoduibHOe) — 6akagaBpuaT U JONOTHUTEIBHOE
npodeccuoHambHOE 00pa3oBaHUE — IPOTPAMMBI ITPO(ECCHOHATEHOM
NEPENOrOTOBKY B OOJIACTH YIPABJICHUS TIEPCOHAIIOM HJIH B 001aCTH
IPOBEJICHUS OIICHKU M aTTECTAIlH NepcoHala

TpeboBaHUs K OIBITY
NPAaKTUYECKON paboThI

Oco0ble yCcIIoBHsI JOITycKa K
pabore

[pyrue xapakTepucTUKI

JlonosmHUTEIbHBIE XapaKTEPUCTUKH

HaumeHoBaHue 10Ky MeHTa Ko HaunmenoBanue 6a30Boii rpymiibl, JOHKHOCTH (TTPOdeccun)
WM CTICITUAIEHOCTH
OK3 2423. Crnenmanuctsl B 001acTH 1oA0Opa U UCTIOIb30BAHUS
nepcoHasna
ETKC i EKC Menemxep 1o nepcoHany
OKIIATP 26583 Cnenuanuct 1o Kajapam
OKCO 2016 5.38.03.02 MeHeKMEHT
5.38.03.03 YnpaBiieHue nepcoHanom

3.3.1. TpynoBas ¢pyHKUuSs

HanmenoBanue

[Ipoucxoxnenne 0600IIeHHOM
Tpyn0BO#l QyHKIUH

Opragus3anys 1 IpoBeieHne OIeHKH VYpoBeHb
P p Kon | C/01.6 P 6
HepcoHaa KBaIM(UKALHH
3arMCTBOBAHO U3
Opurunan X
OpHUrHuHaIa
Konx Peructpaunonusiii Homep
OpUTHHAI podecCHOHANBEHOTO
a CTaHgapTa

TpynoBsie necTBUs

Pa3pa60TKa IJIaHa OLUCHKH NCPCOHAJIa B COOTBCTCTBUU C LCIIAMU OPpraHUu3aliiu

OrnpezeneHne pecypcoB, BEIOOP CPENICTB U METOAOB MPOBEICHUS OIEHKH
NIepCOHAJIa B COOTBETCTBUH C IIEISIMH OPTraHU3aIluu

HpOBeI[eHI/IC OLCHKU IICpCOHAIa B COOTBCTCTBUU C INIAHAMH OpraHU3allnuu

ConpoBoKJIeHUE T0TOBOPOB C OPraHU3aLUsIMU — UCIIOJIHUTENISIMA MEPOTIPUATHI
10 OLIEHKE IIEpCOHasa, BKII0Yas MIpeABapUTEIIbHbBIC ITPOLIEYPBI IIPH UX
3aKJII0OYEHUHN

KoHcynbTupoBaH#e IepCcOHANa MO BOIPOCaM OLEHKH

[TonroToBka pekoMeH Al pyKOBOJCTBY U MEPCOHAITY 10 pe3yJIbTaTaM
IIPOBEJECHHOMN OLIEHKH I€pCOHaa




[ToaroroBka npeioxeHuit Mo GopMHUPOBAHUIO OFOIKETA Ha OPTraHU3AIUI0 U
IIPOBE/ICHNE OLIEHKH MepCcoHana

HeoOxonumbie ymeHUs

OnpenensTh mapamMeTpsl U KPUTEPUHU OLIEHKH IepCcoHaa

P8.3pa6aTBIBaTB cpeacTBa U MCTOABI IPOBCACHUS OLCHKHA IICPCOHAJIA

Boiaensats (onpenensTs) rpynibl NEpcoHaa i IPOBEAEHUS OLEHKU

OnpenensiTb MOTUBAIIMOHHBIE (PAKTOPHI MPOBEAEHHS OLIEHKU MIEpCOHAIIa

CocTaBnaTh U KOHTPOJIMPOBATh CTATbU PACXOJ0B Ha OLICHKY IICPpCOHAJIa IJId
IJIAaHUPOBAHU 6IOZ[)KeTOB

OO0ecneunBaTh OpraHu3alfuOHHOC COMMPOBOXKIACHUC OLICHKHU IICPCOHAJIa

ObecnieunBaTh COXpPaHHOCTb KOH(UIEHIIMATIbHON HHPOPMAIUK [TPU
IPOBEJICHUH OIIEHKH ITePCOHANA

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
TPYAOBOTO, aPXUBHOI0 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu u
JIOKAJIbHBIMU HOPMATUBHBIMHU aKTaAMU OPTraHU3aluu

CobupaTh, aHaTU3UPOBATH U CTPYKTYPUPOBATH HHPOPMAIUIO O MPEATIOKEHUIX
IO OLIEHKE MIepCOHaJIa Ha PhIHKE TPyJia

[Ipou3BoauTh NpenBapUTENbHbIE 3aKYOYHBIE TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIYIO JOKYMEHTALMIO 10 3aKJIFOUEHUIO JOTOBOPOB

OHp@I[CJISITI: YCJIOBUA IJId 3aKJIIFOYCHUS JOTOBOPOB HA OKa3aHHE YCIYT 11O
IMPOBCACHHUIO OLICHKHU II€pCOHAJIA

CI/ICTeMaTI/ISI/IpOBaTB, O606IHaTI> M aHAJIU3UPOBATh PE3YJIbTaTbl OUCHKHU
IepcoHaia

OrnoBemaTe 0 pe3ybTaTax IPOBEJECHHON OLIEHKH IIEPCOHAT U PYKOBOJCTBO

PaboTath B ”HPOPMALIMOHHBIX CHCTEMAaX, HCIIOIB30BATh IU(PPOBBIE YCIYTH U
CEPBHCHI 110 IPOBEJICHUIO OLICHKH IIEPCOHANA

CDOpMPIpOBaTB MNPCIJIOKCHUA 110 aBTOMATU3allUu U I_[I/I(i)pOBI/ISaI_[I/II/I IIpoueccoB
OLICHKHU U aTTeCTalluU IICPCOHAJIA

Ob6ecnieunBaTh COONIOICHNE TPeOOBaHMIA 3aKOHOAATEIBCTBA Poccuiickoit
denepanny 1 KOPIOPATUBHBIX MOJUTUK B 007IaCTH 00pabOTKH MEPCOHATBHBIX
JTaHHBIX U KOH(UIEHIMATBbHOU HHOpMaUu

Bectn ACJIOBYIO IICPCIIUCKY

CO6J'IIO)13.TB HOPMBI OTUKHU JCJIOBOTO O6IJ_ICHI/I$I

Heo0xoaumbie 3HAHUS

TeXHOJIOTUN U METOIBI OTpeeTieHUs IPOPECCUOHATBHBIX 3HAHUH, YMCHHN 1
KOMIIETCHITUH

TexHomornu u MCTOAbI OUCHKHU JIMYHOCTHBIX Ka4Y€CTB U XapaKTCPUCTHUK

Cuctemsbl, MeToIbl ¥ (HOPMBI MATEPUATIBHOIO U HEMATEPUAILHOTO
CTUMYJIMPOBAHUs TPY/1a IEPCOHAIIA

TexHosoruu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OIOJKETOB

TexHoJI0THH, METOIBI U METOIMKH aHAJTN3a M CUCTEMAaTH3AIMH JJOKYMEHTOB H
uHdopMaIun

OCHOBEI 061_1_16‘171 1 COIMAJIbHOM IICUXOJIOTMH, COLINOJIOTUU U ICUXOJIOTUU TpYyda

OCHOBEI HpOI/I3BO,Z[CTB€HHOI71 ACATCIIbBHOCTU OpraHru3alnunu

[Topsinok nmpoBeeHNs 3aKYTIOYHBIX MPOLEAYP U 0(OPMIICHHS COITYyTCTBYIOIIEH
JOKyMEHTaluU

OpraHu3annoHHas CTPYKTypa OpraHU3aliy U BAKaHTHBIC JJOJDKHOCTH
(mpodeccun, CenuaTbHOCTH)

Tapudno-kBanudpuKannOHHBIE CIPABOYHUKHU padOT U podeccuii pabounx u
KBaJIM(MKALIMOHHBIE XapaKTEPUCTUKH JTOJKHOCTEHN CITyKallUX,
npogeccuoHaIbHbIe CTaH1APThI

Crennanu3upoBaHHble HH(POPMAIIMOHHbBIE CUCTEMBI, TU(PPOBBIE YCIYTH U




CCPBUCEHI B obnactu OIICHKHU II€PpCOHAJIA, 'PAHHUIBI UX ITPUMCHCHUA

OCHOBHbBIE METPUKH U aHAIUTUYECKHE CPEe3bl B 00JIACTH OLIEHKH ITepCOHA

HOpMaTI/IBHBIe ITPABOBBIC AKTHI, ONPECACIIAOIINC HOMBI TPYIOBOI'O IIpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATENILCTBA U HOPMATUBHBIE IIPABOBBIEC AKThHI
Poccwuiickoit deaeparuu B 001acTH BEACHHS IOKYMEHTAIIUH TI0 TIEPCOHATY

3akoHoaTenbCcTBO Poccuiickoit denepannu 0 NePCOHATBHBIX JaHHBIX

JlokanpHbIE HOPMATUBHBIE aKTHl OPTaHU3AIMH, PETYIUPYIONINE TTOPSI0K OLCHKN
niepcoHaa

[Topsa 10k 3aKiIt0UEHHS 10TOBOPOB (KOHTPAKTOB)

[IpaBuia BeeHUs 1€70BOM NEPENUCKU

HopMmpbl 3THKH [1€710BOTO OOIICHHS

Oco0ble yclioBHs JOITycKa K
pabote

Jpyrue xapakTepuCcTUKU

3.3.2. TpynoBas pyHKIUSA

HanmeHnoBanue

[Ipoucxoxnenne 0600IICHHOM
TPYIOBOH (HyHKIIHU

Opranuzanus U MpoBeJCHUE aTTeCTAlNU Kox C/02.6 YpoBeHb 6
HepcoHasa ’ KB UKALIH
Opurunan X 3auMCTBOBAHO M3
OpHUrHHaa
Kon Peructpanuonnsiii Homep
OpHUTHHAI podeCcCHOHANIBEHOTO
a CTaHmapra

TpynoBbie nelcTBHs

Pa3pa60TI<a MMPOCKTOB JOKYMCHTOB, OIIPECACIAIONUNX TOPAAOK aTTECTAllUN
INEpCoHaJla, OIICHKAa COOTBCTCTBYIOIHNX 3aTPaT

Opranu3zaliluoOHHOE U IOKyMEHTALMOHHOE CONPOBOXKIECHHE MIPOLIecca aTTeCTaluu
1 pabOThI aTTECTAIMOHHON KOMUCCUU

[TonroroBka mpeioxKeHH Mo GOpMUPOBAHUIO OIOPKETa HAa OPraHU3aLUIO U
MPOBEJCHHUE aTTECTAIUU MTePCOHAa

IToaroroska npeuIoKEeHUN M0 pe3yibTaTaM aTTeCTalui O COOTBETCTBUU
paboTHHKA 3aHUMAaEeMOM TOJKHOCTH HITH BBITIOJIHIIEMOM padoTte

Heo6xomumbie ymeHus

OnpenensaTh napamMeTpsl U KpUTEPUU aTTECTAlluU IIepCcoHala

OHpeI[CJ'IHTB U IPUMCEHATH CPCACTBA U MCTOABI aTTCCTAN

Brigensats IpyHIIbl ICPCOHAIA AJId IIPOBCACHUSA aTTCCTAlIUN

ObecneunBaTh TOKYMEHTALMOHHOE COTIPOBOXKJICHHE aTTECTAIlMK IEpCOHAA

CocCTaBJIATh ¥ KOHTPOJIMPOBATH CTAThH PACXO0B HA aTTECTAIUIO MTEPCOHANA JIS
TJTAaHUPOBAHMSI OFOKETOB

Paborath ¢ MHPOPMAITMOHHBIMU CUCTEMAMHU, LIU(PPOBBIMH yCIIyraMH U
CEPBHMCAMH 110 NPOBEICHUIO aTTECTALINN [IEPCOHAIIA

dopMHpOBaTh MPEITIOKEHUS TI0 aBTOMATH3aKU U IU(POBU3AIINH ITPOIEcca
aTTecTalllu IIepCOHaa

OpraHu3oBbIBaTh XpaHEHUE IOKYMEHTOB B COOTBETCTBUH C TPEOOBAaHUSIMU
TPYAOBOTO, apXUBHOI0 3aKOHOAaTeNbcTBa Poccuiickoii denepanuu u
JIOKaJIbHBIMHU JTOKYMEHTaMH OpPraHU3alUuu

OO6ecrieunBaTh COONIOICHNE TPeOOBaHMIA 3aKOHOAATEIBCTBA Poccuiickoit
®denepany ¥ KOPIIOPATUBHBIX MOJIMTHK B 00J1aCTH 00paOOTKH NIEPCOHATBHBIX
JAHHBIX U KOH(pUACHIHAIbHON nHpOpMaIun

Cobmo1aTh HOPMBI ATHKH J1€JI0BOTO OOIICHHUS




Heo0OxonnMele 3HaHUS

[Tops 10K ¥ TEXHOJOTUS TPOBEJCHMSI ATTECTAIIMM ITEPCOHAaa

TexHomoTur ¥ METOABI OTIPEICTICHUS U OIICHKU MPO(ECCUOHAIBHBIX 3HAHUH,
YMEHUI U KOMIIETCHIINH

Cuctemsbl, MeTobI ¥ (hOPMBI MATEPHATIBHOT'O U HEMATepHAILHOTO
CTUMYJIMPOBAHUs TPY/la IIEPCOHAIIA

TexHosoruu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OIOJKETOB

TexHonoruu, METOIbl U METOAMKU POBEIECHUS aHAIN3a U CUCTEMAaTU3aLuu
JOKYMEHTOB M HH(POPMALIUU

OCHOBEI HpOI/I3BOI[CTB€HHOI71 ACATCIIbHOCTU OpraHru3alun

OCHOBBI O0IICH U COIMATBLHON TTCUXOJIOTHH, COIIMOJIOTHH U TICUXOJIOTHH TPYIa

OpraHn3annoHHas CTPYKTypa OpraHU3alK U BAaKaHTHBIE JOJDKHOCTH
(mpodeccun, crienaTbHOCTH)

Crienianu3upoBaHHble HHPOPMAIIMOHHbBIE CUCTEMBI, TU(PPOBBIE YCIYTHU U
CEpBUCHI B 00JIACTU aTTECTALlMU [IEPCOHAJIA, TPAHUIIBI MX TPUMEHEHUS

TapudHo-KkBanMpUKaMOHHBIE CIIPABOYHUKH padOT U npodeccuii padbounx u
KBaJIM(HUKALMOHHBIE XapaKTEPUCTUKH TOJHDKHOCTEH CITy’KallluX,
npogeccuoHaIbHbIE CTaHIAPThI

OcCHOBHBIC MCTPUKHU U aHAJIUTHYCCKUC CPC3bI B obiactu aTTeCTaluu ncpCcoHa

HOpMaTI/IBHbIC ITPABOBBIC AKThI, ONIPCACTIAIOIINC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXUBHOT'O 3aKOHO/IaTEIILCTBA U HOPMATHUBHBIE TIPABOBBIC AKThHI
Poccutickoii @enepanuu B 001aCTH BEACHUS JOKYMEHTAIMH 110 TIEPCOHAITY

3akoHonarenbcTBO Poccuiickoit denepannu 0 NEPCOHANBHBIX TaHHBIX

JloxanbHbBIE HOPMATUBHBIE aKThl OPraHU3aLUHN, PETYIUPYIOIINE TOPSIA0K
aTTeCTalluy IIEpCOHAIa

[IpaBuiia BeeHUs AETOBOM MEPETUCKHI

Hopwmel aTHKH nenoBoro oomeHus

Oco0pble yciioBHs JoITycKa K
pabote

[pyrue xapakTepucTuKu

3.3.3. TpynoBas pyHKUuSsA

AJIMUHHCTPUPOBAHUE TPOLIECCOB
IIPOBCACHUA OILICHKU U aTTCCTAIIUN YposeHn
HaumeHoBaHUe posen 1 1 Kon C/03.6 p 6
nepcoHala 1 COOTBECTCTBYIOIICTO KBaﬂHq)HKaHI/H’I
I[OKYMCHTOO60p0Ta
[poucxoxaeHue 0600MICHHOM 3auMCTBOBAHO M3
. Opurusan X
TPYA0BO# QyHKIIUM OpHIHHAIA
Kox PerucrpanvonHblii Homep
OpHUTHHAI podeCCHOHANTBEHOTO
a CTaHmapra

TpynoBsie necTBUS

AHanus3 npoeccoB J0KyMEHT0000pOTa, JOKAIBHBIX JOKYMEHTOB I10 OLIEHKE U
aTTecTalllu IIepCOHaa

OpFaHI/I3aHI/IOHHOC COITPOBOXACHHUC MCpOHpI/IﬂTI/Iﬁ I10 OLCHKE II€pCOHAJIa U €T0
aTTeCTalluu

I[OKyMeHTaI_[I/IOHHOC COIIPOBOKACHUC ITPOLICCCa U PE3YJIbTATOB OLICHKU U
aTTeCTalluy ICPCOHAIa

HNubopmupoBaHue nepcoHaia o pe3ysibTraTtax OleHKH U aTTeCTallu

IToaroroska Hpe,Z[J'IO)KeHI/Iﬁ 110 pa3BUTHIO IIEPCOHAJIA IO PE3yJIbTaTaM OLCHKH U




aTTecTaluu

COHpOBO)KI[eHI/Ie JOrOBOPOB HA OKa3aHUEC KOHCYJIbTAIUOHHBIX 1
I/IH(bOpMaI_[I/IOHHBIX YCIYT 11O OLCHKE U aTTCCTAlUU IICpCOHAIa

Heo6xonumbie ymMeHUs

P33pa6aTBIBaTB n O(I)OpM.HSITL JAOKYMCHTEI 110 BOITPOCaM MPOBCACHUSA OLICHKU U
aTTeCTallu NCpCoHaJIa

HO)IFOTaBJ'II/IBaTI) " MPOBOAWUTH MCPOIIPUATHA 110 OUCHKE U aTTECTAllUN
nepcoHana

OdopMsaTh TOKyMEHTHI TIO BOIPOCAM OLIEHKU U aTTeCTalluy MepcoHana,
MPEJICTaBIsSIEMbIE B TOCYJaPCTBEHHBIE OPTaHbl, PEICTABUTEIILHBIC OPTraHbI
pabOTHUKOB

AHanu3upoBaTh NPaBUiIa, MPOLETYPhl U MOPAIKU IPOBEACHUS OLEHKU U
aTTeCTalMy IIepCoHaa

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
TPYAOBOTO 3aKoHoAaTenbcTBa Poccuiickon denepaunu U JIOKaIbHBIMUA aKTaMHU
OpraHu3alu

PaGorate ¢ HHPOPMAIIMOHHBIMU CHCTEMaMH, IU(DPOBBIMU yCIyraMu U
CepBUCaMH 110 BOIPOCaM aJIMUHUCTPUPOBAHUS TOKyMEHTO000pOTa IIpU
IPOBEICHUH OLICHKH U aTTeCTalluy MepcoHalla

dopMHpOBaTh MPEII0KEHUS IO aBTOMATU3alMU U HU(POBU3ALNH ITpOLecca
aJIMAHUCTPHPOBAHUS JOKYMEHTO000POTA MIPU MPOBEACHUH OLICHKH U
aTTeCTalluy IEpCOHAlIa

OOGecnieunBaTh cOOIOICHIE TPEOOBaHUH 3aKOHOJATENhCTBA Poccuiickoi
denepalviv 1 KOPIOPATUBHBIX MOJIMTHK pad0OTOATENIs B 00JaCTH 00pabOTKH
MEPCOHABHBIX JaHHBIX U KOH(MUICHINATBLHOU HHDOpMaUu

BecTu nenoByo nepenucky

Co0rogaTh HOPMBI ATHKH JEJIOBOTO OOIIECHUS

HeoOxonumeble 3HaHUA

[Topsinok oopmiieHus1, BeIeHUS U XpaHEHHsI TOKyMEHTAIlUH, CBSI3aHHOM ¢
MPOBEJICHHEM OIIEHKU U aTTeCTal[iH MepcoHana

[Mopsimox hopMupoBanus, BeJeHHs 0a3bl JaHHBIX O EPCOHAE OpPraHU3aInHy,
MOPSAOK MPEICTABICHUS OTYETHOCTH

TapudHo-KkBaTMPUKANOHHBIE CIIPABOYHUKH padboT U npodeccuii padbounx u
KBaJIM(PHUKALMOHHBIE XapaKTEPUCTUKH TOJDKHOCTEH CITy’KallluX,
npodeccuoHaIbHble CTaHIAPThI

[opsimok mpoBeneHus 3aKyTOYHBIX MPOLEAYDP U O)OPMIIEHHUS COMYTCTBYIOLIEH
JIOKyMEHTaluU

[Topsinok nmpoBeeHUs 3aKYTIOUYHBIX MPOLEAYP U 0(OPMIICHHS COYTCTBYIOIIEH
JOKyMEHTalUU

OCHOBEI ,Z[OKYMeHTOO60pOTa U JOKYMCHTAlIlUOHHOT' O obecneucHUs

OpranuzaimoHHasi CTpYKTypa OpraHu3alii U BaKaHTHBIE JOJIKHOCTH
(mpodeccun, CrIEUATEHOCTH)

Crenpann3upoBaHHbIe HHPOPMALMOHHBIE CUCTEMBI, IIU(POBBIC YCIYTH U
CEPBHCHI aJIMUHUCTPUPOBAHUS JJOKYMEHTOO00OPOTA MTPOLIECCOB OLCHKU H
aTTeCcTallMy NIepCoHaa, BEICHHs y4eTa KaHAUaTOB Ha BAKAHTHBIE JOJDKHOCTH
(mpocheccuu, CienMaIbHOCTH ), TPAHULIBI UX TIPUMEHEHHS

HOpMaTI/IBHble IIPaBOBLIC AKTHI, OMIPEACTIAIOINE HOMBI TPYAOBOT'O ITpaBa

OCHOBBI apXUBHOT'O 3aKOHO/IATE€IILCTBA U HOPMATHUBHBIE TIPABOBBIC AKThHI
Poccutickoii @enepanyu B 007aCTH BEACHUS JOKYMEHTAIIMH TI0 TIEPCOHAITY

3akoHonarenbcTBO Poccuiickoit deaepanny 0 EPCOHANBHBIX TaHHBIX

TexHonoruu, MeToIbl 1 METOIMKY IIPOBEICHUS aHAJIN3a U CUCTEMAaTU3alluN
JIOKYMEHTOB M UH(OpMaLuu




JlokanbHBIE HOPMATUBHBIE aKThl OPraHU3ALNHN, PETYIUPYIOIINE MOPSIOK OLEHKU
Y aTTeCTalluy MepcoHaa

[Topsinok 3aKII0YeHHsI TOTOBOPOB (KOHTPAKTOB)

HpaBI/IJ'Ia BEJICHUS JEIOBOM MEPCINCKU

Hopwmbl 3THKH 1€710BOTO OOIIEHUS

Oco0sie ycrioBus gomycka K
pabote

Jpyrue xapakTepucTHKI

3.4. O000menHasi TpyaoBasi pyHKuus «/leATeJbHOCTD 110 PA3BUTHIO IIEPCOHAJIA»

[MpoucxosxaeHne 0000IEHHO
TpynoBO# QyHKIIUH

YpoBeHb
Haumenosanue JlesiTebHOCTD 10 Pa3BUTHIO MIEPCOHATIA Kon D 6
KB (UKAITAH
3anMCTBOBAHO U3
Opurunan X
OpHTrHHAa
Kon Peructpanuonssiii Homep
OpHUTHHAI podeCCHOHATBEHOTO
a cTaHaapra

Bo3MoHBIE HAUMEHOBAHUSI
JOJDKHOCTEH, podeccuii

Crienmanuct Mo pa3BUTHIO U 00YyUEHHIO MepcoHaa
Crnenuaiuct 1o pa3BUTHIO Kapbepbl IEPCOHANA
Crnenuaiuct 1o nepcoHany

Menemxep no nepcoHany

TpeboBanust kK 06pa30BaHUIO
1 00y4EHUIO0

Beiciiee o6pa3oBaHue — 6akanaBpuat

NI

Bricuiee oOpa3oBanue (HenpoduibHOE) — OakalaBpuaT U JOTOIHUTEIbHOE
npodeccronanbHoe 00pa3oBaHUE — MPOTPaMMBI TPOPECCUOHATIBHOM
HEPETIOIrOTOBKHU B 00JIACTH YIIPABJICHUS IIEPCOHAIIOM WIIM B 00JIaCTH Pa3BUTHS U
HOCTPOCHHUS PO ECCHOHATBLHOM Kapbephl epcoHaa

TpeboBaHMsI K OIBITY
MIPAKTHYECKON pabOThI

OcoOslIe yciioBHs I0ITyCKa K
pabote

Jpyrue xapakTepuCTUKU

PexoMeHyeTcst JOMOIHUTENBHOE MPOPECCHOHATBHOE 00pa30BaHHE —
IPOTpaMMBbI MOBBIIICHUS KBATH(DUKAMU B 00JIACTH YIIPaBIICHUS IEPCOHATIOM
WM 00Yy4€HHsl, WIHM Pa3BUTHUS IIepCcoHala

JlononHuTenbHBIE XapAKTEPUCTUKU

HaumeHoBanHe 1oKyMeHTa Kox HaunmenoBanne 6a30B0ii rpymIibl, JODKHOCTH (TIpodeccrn)
WM CTIEIUAIBHOCTH
OK3 2424. Cretnanucthl B 00J1aCTH TOATOTOBKU U Pa3BUTHSA
repcoHasna
ETKC wim EKC Menemxep 1o nepcoHany
OKIIATP 24063 Menemxep 1o nepcoHany
OKCO 2016 5.38.03.02 MenemxMesT
5.38.03.03 YnpaBiieHue NepcoHaIOM

3.4.1. TpynoBasi pyHKuust

Hanvenosanue ‘ Opranusanus 1 mpoBeIeHUE Koz D/01.6 YposeHsb E




IepcoHaia

MEPOIPUATHI TIO PA3BUTHIO U
HOCTPOEHHUIO TPOPECCUOHATIBHON Kapbepbl KBaIMUKALIH

[Ipoucxoxaenne 06001IEHHOM
Tpy0BO# QyHKIUH

X 3anMCTBOBAHO U3

OpuruHan
OpHUruHaa
Kon Peructpauuonusiii Homep
OpHTHHAI podecCHOHANTBEHOTO
a CTaHgapTa

TpynoBbie nencTBU

[TonroToBKa MPOEKTOB JJOKYMEHTOB, OTPEACIISIOIINX MOPSAIO0K Pa3BUTHS
HIepCcoHaja U MOCTPOCHUS MPO(ECCHOHAILHON Kaphephl C OILIGHKOW 3aTpat

PaszpaboTka raHoB npodeccnoHaabHON Kapbhephl IepcoHaa

dopmMupoBaHUE KaAPOBOTO pe3epBa

Opranuzanust MEpONpHUATUN IO PA3BUTHUIO U MIOCTPOEHUIO MPO(PECCHOHATBHOM
Kapbepsl IIEpCOHAIA

[ToaroroBka npeioxeHuit Mo GopMHUPOBAHUIO OIOIKETAa Ha OPTraHU3AIUI0 U
MIPOBEICHUE MEPOIIPHUATHI TI0 PA3BUTHIO U TTOCTPOEHHUIO MPOheCCUOHATHHOM
Kapbephl IIepcoHaIIA

Ananu3z 3¢pHEeKTUBHOCTH MEPONPUATHIA M0 Pa3BUTHIO NIEPCOHATIA, TOTOTOBKA
IIPEIIOKEHUM 110 Pa3BUTHIO

Heo6xomumbie ymMmeHus

AHaIM3MpOBaTh YPOBEHH OOIIETO Pa3BUTHA U MPO(PECCHOHATBHOM
KBaJIM(UKALIUY [IEpCOHaa

OnpenensaTe KPaTKOCPOUHBIE U JOITOCPOYHBIE TOTPEOHOCTH Pa3BUTHUS
[epCOHANa U MOCTPOEHUS ero NpoheCCUOHATILHON Kapbepbl

Onpenenste kpurepun HGOpMUPOBAHUS KAJAPOBOTO PE3epPBa OPraHU3aAINN

CocTaBisTh HHAMBUAYAIbHbIE TIAHBI KAPbEPHOI'O Pa3BUTHUS IIEpCOHAlIA

[TpuMeHSTh TEXHOJIOTHH U METO/IbI Pa3BUTHSI IEPCOHATIA U IOCTPOCHHUS
npodeccuoHanbHOM Kapbepsl

CocTaBiATh NPEAIOKEHUS U KOHTPOJIUPOBATH CTATbU PACXO0/0B Ha POTrpaMMBbl
Y MEPONPUATHUS IO PA3BUTHUIO NIEPCOHANIA U IOCTPOEHUIO MPO(ECCHOHATIBHOM
Kapbepbl 715 TNIAHUPOBAHUS OIOPKETOB

Onpenensts 3G PEeKTUBHOCTS MEPONPUATUIN IO PA3BUTHUIO MIEPCOHANA U
MOCTPOCHUIO MPOo(dhecCHOHATBEHON Kapbephl

Paborathb ¢ MHPOPMAITMOHHBIMU CUCTEMAaMH, IIU(PPOBBIMH yCIIyraMH U
CepBHCaMH 110 YIIPABJICHUIO IEPCOHAIIOM B 00JIACTH €T0 Pa3BUTUS U TOCTPOCHUS
pohecCuOHaIBLHON Kapbepbl

dopmupoBaTh NPEATIOKEHNS IO aBTOMATH3ALUU U LU(POBU3ALIUH TTPOLIECCOB
Pa3BUTHSA U MOCTPOEHUS NPO(PECCHOHANBHOM Kaphephl epcoHaa

Ob6ecnieunBaTh COOMIOICHNE TPeOOBaHMIA 3aKOHOAATEIhCTBA Poccuiickoit
denepanuy ¥ KOPIOPATUBHBIX MOJUTUK B 00JIaCTH 00pabOTKH MEPCOHATBHBIX
JaHHBIX U KOH(UIEHIIMAIBbHOU HHOpMaLIUU

Co0OmroaTh HOPMBI ATHKH JCJIOBOTO OOIICHUS

HeO6XOI[I/IMLIC 3HaHUA

Cuctema, criocoObl, METO/Ibl, THCTPYMEHTBI TOCTPOEHUSI TPO(hECCHOHATIBHON
Kapbepbl

MeTo/1bl OTIpe/ICIICHUS U OIICHKH JIMIHOCTHBIX U MPO(ecCHOHATBHBIX
KOMITIETCHITUH

Cuctemsl, MeTobl ¥ (YOPMBI MATEPUATIBHOTO U HEMATEPUAILHOTO
CTUMYJIMPOBAHUS TPyAa EpCOoHaIa

TexHonornu ¥ MeTo 16l (HOPMUPOBAHUS U KOHTPOJISL OFOJIKETOB

TGXHOHOFI/II/I, MCTOJbI U MCTOAWKHU aHAJIN3a U CUCTEMATU3allUH JOKYMCHTOB U




UHPOpPMALIUU

OcHOBBI Tpo(hecCHOHATBLHON OPUEHTAITUN

OCHOBEI ,Z[OKYMCHTOO60pOTa U JOKYMCHTAlIlUOHHOT' O obecreyeHus

OCHOBEI HpOI/I3BOI[CTB€HHOI71 ACATCIIbHOCTU OpraHru3aliun

OCHOBBI OOIICH U COIMATBLHON TTCUXOJIOTHH, COIIMOJIOTHH U TICUXOJIOTHH TPYIa

OpraHn3anuoHHas CTPYKTypa OpraHU3alK U BaKaHTHBIE JOJDKHOCTH
(mpodeccun, crienaTbHOCTH)

TapudHo-kBanuduUKamoHHbIE CIPABOYHUKHU pabOT U podeccuit pabouux u
KBaJM(PHUKAIMOHHBIE XapaKTEPUCTHKH JTOJHDKHOCTEH CITy>KallluX,
npohecCHOHATLHBIC CTAaHAAPTHI

HopMmaTuBHBIE ITpaBOBbBIE aKThI, ONPEACIIAIONINE HOMBI TPYIOBOTO MpaBa

3akoHomarenbcTBO Poccuiickoii deaepariuil 0 NepCOHAIBHBIX JaHHBIX

JloxanbHBIE HOPMATUBHBIE AKThl OPraHU3aLUN, PETYIUPYIOLINE TOPSIA0K
Pa3BUTHS U TIOCTPOCHUS IPOPECCHOHATBHON Kaphephl epcoHaa

[Topsiok 3aKIIH0YeHHsI IOTOBOPOB (KOHTPAKTOB)

Crenanu3upoBaHHble HH(POPMAIIMOHHbBIE CUCTEMBI, IU(PPOBBIE YCIYTH U
CEpPBUCHI MO YNPABIICHHUIO MIEPCOHAIOM B 00JaCTH €r0 Pa3BUTHUS U IIOCTPOCHUS
npodecCHOHATBHON Kapbepbl, IPAaHHUIIBI KX PUMEHEHUS

OcHOBHBIE MCTPUKH U aHAJIUTHYCCKUC CPE3bI B obOyactu Pa3BUTHA U ITOCTPOCHUA
Kapbephl epcoHaa

HopMmpbl 3THKH 1€710BOTO OOIICHHS

Oco0ble ycrioBHs JoITycKa K
pabote

[pyrue xapakTepucTUKN

3.4.2. Tpynosas pyHKuusA

[Ipoucxoxnenne 0600IICHHOM
TPYIOBOH (HyHKIIHU

YpoBeHb
Haumenosanue Opranu3anus 00y4eHus nepcoHana Kon D/02.6 P 6
KBaJIM(DUKAIAN
3anMCTBOBAHO U3
Opuruzan X
OpHUTI'HHAJIA
Kon Peructpauuonnsiii Homep
OpHUTHHAI podeCcCHOHANBEHOTO
a cTaHaapTa

TpynoBeie nelicTBHs

Pa3paboTka MpOEKTOB JIOKAIbHBIX aKTOB IO 00YUYEHHIO U PA3BUTHIO IEPCOHANA C
OLICHKOM 3aTpaT

Pa3paboTka y4eOHBIX TUIAHOB, METOAUYECKIX MATEpPHAJIOB U MPOTPaMM
00y4eHus IepcoHasna

Opraauzaiys MepONPHUITHI TI0 00YUYEHHUIO IepcoHaIa

[MToaroToBka npeIokKeHuiH 0 GOPMHUPOBAHUIO OFOKETA HA OPraHU3AIMI0
o0yuyeHHs NepcoHaa

Ananu3s 3pGEeKTHBHOCTH MEPONPUATHIA IO 00yUEHHIO MTEPCOHATA

Heo6xomumbie ymeHust

Omnpenenste NOTPeOHOCTH B 00yUEHUH TPYIII IEPCOHANIa B COOTBETCTBUH C
LEeJIIMU OpraHu3anuu

AHam3upoBaTh PIHOK 00Pa30BaTENbHBIX YCIYT U TOTOBUTH MPEIOKEHUS 110
IIOCTABIIMKAM YCIyT

Opranu3oBbIBaTh 00YYarOINe MEPOTIPUATHS

CocTaBisTh ¥ KOHTPOJIUPOBATH CTAThH PACXO0B Ha 00ydeHue nepcoHana s
TUTAHUPOBAHUSI OIOJIKETOB




Pa3pabaTsiBaTh 1 KOMIUIEKTOBATH Y4eOHO-METOAMYECKIE MaTePHAIIBI

[Tpou3BoANTH OLIEHKY 3P PEKTUBHOCTH 00yUEHHUS ITepCoHAIA

[Ipou3BoauTh NpenBapUTENbHbIE 3aKYIOYHBIE POLIEAYPHI U OQOpMIICHHE
COIIYTCTBYIOIEH JOKYMEHTAIMH I10 3aKJII0YEHHIO 10TOBOPOB

Paborathb ¢ nHpOPMAITMOHHBIMU CHCTEMAaMU, IIU(PPOBBIMH yCIIyTaMH U
cepBHCAaMHU B 00JaCTH 00y4YEeHHUsI ITIepcCoHaIa

dopmupoBaTh NPEATIOKEHNE TI0 ABTOMATU3ALMU M LU(POBU3ALMH ITpoLecca
o0yuyeHHs nepcoHaa

PazpabaTbiBaTh 1 OQPOPMIISATH JOKYMEHTHI 110 MPOLIECCaM OpTaHU3aIIH
o0yueHHs IEpCoHaIa U UX pe3ysbTaTaM

OOGecneunBaTh cOOIOICHIE TPEOOBAaHUH 3aKOHOJATENhCTBA Poccuiickoi
®denepaliivi 1 KOPIIOPATUBHBIX IMOJIMTHK B 00JIACTH 00pa0OTKH IMePCOHATBHBIX
JAHHBIX ¥ KOHOUIACHIIMATBLHON HH()OpMAITUH

BecTu nenoByo nepenucky

Co06mrogaTh HOPMBI ATHKH JEJIOBOTO OOIIEHUS

Heo0OxonnMele 3HaHUS

MeTob1, THCTPYMEHTHI UCCIIEA0BAaHUS MOTPEOHOCTH B 00yUEHUH IepcoHasa

MeTtononorus o0y4eHus

TexHoa0rMM, METOIBI ¥ METOIMKU aHAJTN3a M CUCTEMATH3AIMH JJOKYMEHTOB H
UHPOpPMALIUU

[Topsimok pa3paOOTKH TIAHOB MOJATOTOBKH, MEPETIOATOTOBKU U TTOBBIIIICHHS
KBaJIM(UKALUY [IepCOHANA, yUeOHBIX IJIAHOB U IPOrpaMM

Cuctemsbl, MeToIbl ¥ (HOPMBI MATEPUATIBHOIO U HEMATEPUAILHOTO
CTUMYJIMPOBAHUs TPY/1a IEPCOHAIIA

TexHosoruu u MeTo bl HOPMUPOBAHMS U KOHTPOJISI OIOJKETOB

HOprI[OK BCACHUA YU€TAa U OTUETHOCTH I10 IMTOATOTOBKE M ITOBBIICHUIO
KBaJ’II/I(bI/IKaI_II/II/I IepcoHalia

OCHOBEI ,Z[OKYMGHTOO60pOTa U JOKYMCHTAlIlUOHHOT' O obecneucHUs

OCHOBBI O0IICH U COIMATBLHON MICUXOJIOTHH, COIIMOJIOTHH U TICUXOJIOTHH TPYIa

TapudHo-KkBaTMPUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuii padbounx u
KBaJIM(PUKALMOHHBIE XapaKTEPUCTUKH TOJDKHOCTEH CITy’KallluX,
npodeccuoHaibHble CTaHIAPThI

OcHOBHBIE TIOJIOKEHUS TPAXKIAHCKOTO 3aKOHOo1aTenbeTBa Poccuiickoit
Oeneparyn B chepe 3aluThl HHTSIUICKTYaThHONH COOCTBEHHOCTH

[Topsinok nmpoBeeHUs 3aKYTIOYHbIX MPOLEAYp U 0(OPMIICHHS COITYyTCTBYIOIIEH
JOKyMEHTalUU

OpraHu3annMoHHas CTPYKTYpa OpraHu3aIiu

HOpMaTI/IBHBIe IIPaBOBLIC AKTHI, OMIPCACIIAOIINEC HOMBI TPYAOBOTI'O ITpaBa

OCHOBBI apanHoro 3aKOHOAATCIIbCTBA U HOpMaTI/IBHI)IC HpaBOBI)Ie AKThI
Poccutickoii @enepanuu B 007aCTH BEACHUS JOKYMEHTAIMH TI0 TIEPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbecTBa Poccuiickoit denepanun

OcHOBBI 3aKOHOaTENbCTBA 00 00pazoBannu Poccuiickoit @enepannu

3akoHoaarenbcTBO Poccuiickoil deaepaiui 0 NEPCOHAIBHBIX JaHHBIX

JlokanbHble HOPMAaTHUBHBIE KTl OPraHU3AIMH, PETYIHUPYIOIIE 00yUeHue
nepcoHaa

[Topsiok 3aKITt0YEHHS T0TOBOPOB (KOHTPAKTOB)

Crienianu3upoBaHHbIe HHPOPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIC YCIYTH U
CepBHCHI B 001acTU 00y4eHUs NepCcoHalIa, TPaHULIbl UX TPUMEHEHUS

OCHOBHBIE MCTPUKHU U aHAJIUTHUYCCKUEC CPE3BI B obnacTu O6yLIeHI/I$I Ie€pcoHaia

HpaBI/IJ'Ia BEJICHUS JEJIOBOM MEPCINCKU

HopMeI 3THKH 1e10BOTO 00IIeHNUS




Oco0ple ycrioBus gonmycka K
pabore

[pyrue xapakTepucTUKI

3.4.3. TpynoBast pyHkuus

HaumenoBanue

[MpoucxosxneHne 06001IeHHOH
TpyR0BOil QyHKIUH

O raHU3alusda agantTaiiui U CTaX KUPOBKHU YposeHn
p p Kox | D/03.6 P 6
nepcoHasa KBaTU(UKAIAH
3arMCTBOBAHO U3
Opurunan X
OpHUruHasIa
Koz PerucrpannoHHblil HOMep
OpHUTHHAI po(heCCHOHATHHOTO
a CTaHIapTa

TpynoBsie necTBUS

Pa3pa60TKa IJIAaHOB aJjalTalii, CTA)KUPOBKHU IICPCOHAJIA C OILICHKO 3aTpar

Opranu3zaiust MEpONPUITUN 0 aJaNTaluy, CTAXKUPOBKE IIepcoHala

HO,Z[FOTOBK& Hpe,Z[J'IO)KeHI/Iﬁ 110 COBEPIICHCTBOBAHHUIO CUCTEMEI aJallTalluu,
CTAXXUPOBKU IICPCOHAJIA

[MonroToBka nmpeIokeHuit no GopMupoBaHUIO OI0/PKETa Ha OPTaHU3ALHIO
aJjanTaluy U CTAXKUPOBKH IepCcoHaIa

AHanu3 3QGeKTUBHOCTH MEPOIIPHUATHIH 10 aJlaTallii U CTAXKUPOBKE IepcoHasia

HeoOxonumbie ymeHUs

OHpe,Z[CJ'ISITL T'pyHIIbI IIEPCOHAIA AJI CTAXKUPOBKU U aallTalluN

Omnpenensate pabo4ne MecTa sl IPOBEICHHS CTAKUPOBKU H aIalTaI[H
niepcoHaia

COFJ'IaCOBBIBaTB MepOHpI/IHTI/Iﬂ 10 aganrTanuuu u CTa)KI/IpOBKe C BOBMOXHOCTSIMHAU
MIPOU3BOICTBA

[Tpou3BoANTH aHATN3 U OLIEHKY PE3yJIbTaTOB alalTAI[MH M CTAKUPOBOK
niepcoHaa

CoCTaBJIATh MPEATIOKEHUS M KOHTPOJIUPOBATH CTATHH PACX0JI0B HAa TPOTPaAMMBI
n MCpOHpI/IHTI/Iﬂ 110 aganrTanuuu u CTa)KI/IpOBKe HepCOHaJ'Ia JJIA HJ'IaHI/IpOBaHI/ISI
OIOIHKETOB

[Ipou3BoauTh OLEHKY APPEKTUBHOCTH MEPONPUATHIA 1O aAANTALMU U
CTa)KMPOBKE TEPCOHAIIA

BHenpsaTe cucTeMbl BOBJICUEHHS IEPCOHANIA B KOPIIOPATUBHYIO KYJIBTYPY

PaboraTh ¢ uHpOPMALIMOHHBIMU CUCTEMAMHU, HU(POBBIMU YCIyraMH U
CepBUCAMH 110 YNPABJIEHUIO IIEPCOHAIIOM B 00JaCTH alalTallui U CTa)KUPOBKU
nepcoHana

dopMUpOBaTh MPEATI0KEHNE TI0 ABTOMATU3ALUHU 1 HU(PPOBU3AINH ITPOLIECCOB
aJjanTaluy U CTAXKUPOBKH IepCoHaIa

OOGecneunBaTh COOIOICHIE TPEOOBAHUH 3aKOHOATENhCTBA Poccuiickoi
®denepalvivi 1 KOPIIOPATUBHBIX IMOJIMTHK B 00JIACTH 00paOOTKH IMePCOHATBHBIX
JAHHBIX ¥ KOHOUACHIIMATBLHON HH(DOpMAITUK

BecTu nenoByo nepenucky

Co06mrogaTh HOPMBI ATHKH JEJIOBOTO OOIIEHUS

Heo0OxonnMele 3HaHUS

MeToapl aganTanyy ¥ CTAXKUPOBOK MEPCOHAIIA

Texnonor U1, METOAbI U METOAUKHU IIPOBCACHUS aHAJIN3a U CUCTEMATU3alluN
JOKYMCHTOB U I/IH(I)OpMaLII/II/I

[Mopsimok pa3paboTKH MIAHOB alaNTalliy TIEpCOHaNa Ha HOBBIX pab0OunX MecTax,
MOATOTOBKH, IEPETIOITOTOBKYU U TIOBBIIICHUS KBATU(UKAIIIN TIEpCOHAa U
OpraHMU3alMK CTAKHUPOBOK




HOpﬂI[OK COCTAaBJICHHA CMCT 3aTpaT Ha agalTalio U CTAXKUPOBKY MICPCOHAIA

HOprI[OK BCACHUA YU€Ta U OTUETHOCTH I10 aJallTallui U CTAXXUPOBKE II€PCOHAIIA

Cuctemsbl, MeToIbl ¥ (YOPMBI MATEpUATIBHOIO U HEMATEPUAILHOTO
CTUMYJIMPOBAHUS TPyAa MEpCcoHaIa

TexHosornu u MeTo bl HOPMHUPOBAHMS U KOHTPOJISI OFOJKETOB

OcCHOBBI O0IIIEH ¥ COIMMATBHON TICUXOJOTHUH, COITUOJIOTHH U TICUXOJIOTHH TPpyAa

OpraHu3alMoHHasl CTPYKTypa OpraHnu3aliy U BAKaHTHBIC JJOJDKHOCTH
(mpodeccun, crienuanbHOCTH)

Tapudno-kBanudpukamoHHBIE CIPABOYHUKHU paboT U podeccuit pabounx u
KBaJM(PHKAIMOHHBIE XapaKTEPUCTHKH JTOJHDKHOCTEH CITyKalllnX,
poeCCHOHANIbHBIE CTaHAAPThI

CHGHI/IaJ'II/BI/IpOBaHHBIC I/IH(bOpMaLII/IOHHHe CHUCTCMBI, I_II/I(l)pOBBIG YCIyru u
CCPBUCHI IO YIIPABJIICHHUIO IICPCOHAJIOM B ITPOLCCCC aJanTallui U CTA’)KUPOBKH,
T'paHULbI UX TPUMCHCHU A

OcCHOBHBIC MCTPUKH U aHAJIUTHYCCKUC CPE3bI B obactu MponeccCcoB agarnTanuu u
CTAXXUPOBKHU IICpCOHAIIA

HOpMaTI/IBHBIC IIPaBOBLIC AKThI, OIIPCACIIAOIINEC HOMbBI TPYAOBOI'O ITpaBa

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbCcTBa Poccuiickoit denepanun

3akoHoaaTenbcTBO Poccuiickoil deaepanui 0 NEPCOHAIBHBIX JaHHBIX

JlokanpHBIE HOPMATUBHBIE aKThl OPTaHU3AIINN, PETYIUPYIOMINE aaNTAIIUIO H
CTaKUPOBKY IepCcoHaa

OCHOBEI ,Z[OKYMeHTOO60pOTa U JOKYMCHTAlIUOHHOT' O obecneucHUs

[Topsa 10k 3aKiIt0OUEHHS 10TOBOPOB (KOHTPAKTOB)

[IpaBuia BeeHus 1€70BOM NEPENUCKU

HopMmpbl 3THKH 1€710BOTO OOIICHHS

Oco0ble yclioBHs JOITycKa K
pabote

Jpyrue xapakTepuCcTUKH

3.4.4. Tpynosas pyHKIUSA

[TpoucxosxaeHne 0600IeHHOH
Tpya0BOil QyHKIUM

AJIMUHUCTPUPOBAHUE TPOLIECCOB
pa3BUTHA ¥ TOCTPOECHUS
. YposeHs
Haumenosanue npoeccuoHaIbHON Kapbepbl, 00yUeHUs, Ko D/04.6 6
KBaTU(DUKAIHA
aJlaliTalnu, CTaXKUPOBKU IICPCOHAIA U
COOTBCTCTBYHOILICTO I[OKYMGHTOO6OPOT3.
3aMMCTBOBAHO U3
OpuruHan X
OpUrHMHaja
Kox PerucrpanvonHblii Homep
OpHTUHAN npohecCHOHAIBHOTO
a CTaHgapTa

TpynoBeie nencTBUs

JloKyMeHTaIlMOHHOE 00ecTeueHNE pe3yabTaTOB MEPOIIPUATHIN IO PA3BUTHUIO U
MOCTPOEHUIO MPOo(ecCHOHaAbHOM Kapbephl, 00yUEHHUIO0, aanTaluu U
CTaKUPOBKE IepcoHaIa

[TonroToBka MHAMBUIYAIbHBIX IPEAIOKEHUNA HA OCHOBE Pe3yJIbTaTOB
NPOBEICHUS] MEPOIIPUATHH 110 PA3BUTHIO M MTOCTPOSHUIO MPO(ECCHOHATEHON
Kapbephbl, 00YUYEHHUIO, aIalTAlliU M CTAXKUPOBKE NIEPCOHANA

[ToaroroBka npenaoKeHuil 1o COBEpLUICHCTBOBAHUIO CUCTEM 00yUYeHus,
aJlalTalliy ¥ CTaXKUPOBKH, PA3BUTHUS U IOCTPOEHUS MPO(HECCHOHAIBHON




Kapbepsl epcoHaa

ConpoBoxIeHHE TOTOBOPOB Ha OKAa3aHUE KOHCYJIbTAllHOHHBIX,
UH(QOPMALMOHHBIX YCIIYT, HEOOXOIUMBIX Ul IPOBEIEHUS 00y4EHUs, aJanTaliuu
U CTQ)XUPOBOK, PA3BUTHS M IOCTPOCHUS MTPOPECCUOHATIBHON Kapbepbl
IIEPCOHAJIA, BKJIIOYAsl IPEABAPUTENBHBIE IIPOLIEAYPBI 10 UX 3aKIIOUYEHUIO

Heo6xomumbie ymeHus

OdopMIATh TOKYMEHTHI 110 BOIIPOCaM MPOBEACHUS O0YUYCHHUS, alalTallui H
CTOXUPOBKH, Pa3BUTHSI U TIOCTPOCHHUS IPOPECCUOHATHHOIN Kaphephl IepcoHala,
IpEeIOCTaBIIIEMbIE B TOCYIaPCTBEHHBIEC OPTaHbl, IPEICTABUTEIbHBIC OPTaHbI
pabOTHHUKOB

ObecneunBaTh TOKYMEHTALMOHHOE COMPOBOXKICHHE 00yUeHHS, a1alTallui U
CTa’KHPOBOK, Pa3BUTHUS U MIOCTPOEHUS MPOPECCHOHANBHON Kapbhepbl IepcoHaa

AHanM3upoBaTh NPaBUIa, MPOLETYPhl U MOPAIKU MTPOBEICHUS O0yUeHuS,
aJlanTally U CTAXKUPOBKH, PA3BUTUA U IOCTPOEHUS NPO(HeCCHOHAIBHON
Kapbepbl IIEpCOHaa

OpI‘aHI/IBOBBIBaTB XpaHCHUEC NOKYMCHTOB B COOTBCTCTBUU C Tpe60BaHI/I$IMI/I
3akoHoarenscTBa Poccniickoit denepanuu U JIOKAIIbHBIMU aKTaMU
OpraHu3aluu

PaboTatk ¢ MH(OPMAIIMOHHBIMH CUCTEMaMU, IU(POBBIMU yCIyraMy U
CepBUCaMH I10 BOIPOCaM aIMUHUCTPUPOBAHUS TOKYyMEHTOO00pOTa MPOLIECCOB
o0yuyeHHUs, alanTalliy ¥ CTAXKUPOBKU, Pa3BUTHUS U MOCTPOCHUS
npodeccuoHaIbHOM Kapbephl IepcoHalia, BEJICHUS yueTa KaHAUIaTOB Ha
BaKaHTHBIE JTOJDKHOCTH (Tpodeccru, CennaTbHOCTH)

®opmMupoBaTh NpeUI0KEHHUE [0 ABTOMATH3alUuU U U poBU3auu B 001acTu
aIMUHHUCTPUPOBAHUS TOKYMEHTO000pOTa MpoIieccoB 00yUeHHs, aanTaluy 1
CTaXKUPOBKH, PA3BUTHS U IOCTPOCHUS MPO(ecCHOHATBEHON Kapbephl, BEACHHUS
ydera KaHIUIaTOB Ha BAKAHTHBIE JOJDKHOCTH (TIPO(eCcCuu, CIIeIUaIbHOCTH)

OO6ecrieunBaTh COOIOICHNE TPeOOBaHMIA 3aKOHOAATEIBCTBA Poccuiickoit
®denepanyy ¥ KOPIIOPATUBHBIX MOJIMTHK B 00J1aCTH 00paOOTKU TIEPCOHATBHBIX
JTaHHBIX U KOH(UIEHIMATBLHOU HHDOpMaLIUU

Bectu ACJIOBYIO IEPCIIUCKY

Co0imo1aTh HOPMBI ATHKH JISTIOBOTO OOIIICHHUS

Heo0xonnMeie 3HaHUS

[opsnox opopmiieHus1, BeACHNUS U XpaHEHUs TOKYMEHTALUU, CBA3aHHOM C
CUCTEMOM O0OyueHus, alanTalli U CTAXXUPOBKHU, Pa3BUTHSI U MOCTPOCHUS
npohecCHOoHaTBHOM Kapbephl IepcoHala

HOpSI)IOI( (I)OpMI/IpOBaHI/IH, BCACHUA 0a3bl JaHHBIX O MEPCOHAJIC OpraHu3aluu,
MOPAAOK NPCACTABJICHUA OTYCTHOCTHU

HopmatuBHbIe IpaBoBbIE aKThl, PETYJIUPYIOIIKE IIPaBa U 00S3aHHOCTH
rOCyJJapCTBEHHBIX OPraHOB U OPTraHU3ALMH 110 TPEAOCTABIECHUIO YUYETHOM
JIOKyMEHTaluu

HOpSI)IOI( O(I)OpMJIeHI/IH JOKYMCHTOB, IIPCACTABIISICMBIX B I'OCYAapCTBCHHELIC
OpTraHbl 1 UHBIC OpraHru3alnunu

OCHOBBI TOKYMEHTOO00POTa U TOKYMEHTAIIMOHHOTO 00eCIIeUeHUs

[Topsinok nmpoBeAeHUs 3aKYTIOYHbIX POLEAYP U 0(OPMIICHHS COITYyTCTBYIOMICH
JOKYMEHTAIluU

OpranuzalinoHHas CTPYKTypa OpraHU3aluy U BAKaHTHBIE JOJKHOCTH
(mpodeccun, CeIMaTEHOCTH)

TapudHo-KkBaTMPUKAIMOHHBIE CIIPABOYHUKH paboT U npodeccuii padbounx u
KBaJIM(PHUKALIMOHHBIE XapaKTEPUCTUKH TOJDKHOCTEH CITy’KallluX,
npogeccuoHaIbHble CTaHIAPThI

Crienmanu3upoBaHHble HH(POPMAIIMOHHbBIE CUCTEMBI, TU(PPOBBIE YCIYTH U




CEpBHUCHI B 00JIACTH aJMUHUCTPUPOBAHMS JOKYMEHTOO0OPOTA 110 BOIIPOCaM
o0Oy4eHus1, alanTallui U CTaXUPOBKU, Pa3BUTHUS U MIOCTPOCHUS
npogeccuoHaIbHON Kapbepbl, BEJICHNUs yUeTa KaHAUaTOB Ha BAKAHTHBIE
JOJKHOCTH (MTpodecchH, CenualbHOCTH ), TPAaHULIBI UX TPUMEHEHHS

HopmaTuBHBIE IPaBOBBIE AKTHI, OIPEAEIAIOINE HOMBI TPYIOBOIO IIpaBa

OCHOBBI aQpXUBHOT'O 3aKOHO/IATE€IILCTBA U HOPMATUBHBIE TIPABOBBIEC AKTHI
Poccutiickoit @enepanuu B 007aCTH BEACHUS JOKYMEHTAIMH 110 TIEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit deneparun

3akoHonarenbcTBO Poccuiickoit deaepanniu 0 NEPCOHANBHBIX TaHHBIX

TexHonoruu, MeToAbl 1 METOIMKY IIPOBEICHUSI aHAJIN3a U CUCTEMAaTU3alluN
JIOKYMEHTOB M UH(OpMaLuu

JlokasbHble HOPMATUBHBIE aKThl OPraHU3ALUH, PETYIUPYIOIINE TOPSIOK
Pa3BUTHSA U MIOCTPOEHUS NMPO(PeCcCHOHANBHON Kapbephl, 00yUeHHUs, alanTallud 1
CTa’)KMPOBKH MEPCOHAJIA

[Topsa 1ok 3akit0ueHHs! 10rOBOPOB (KOHTPAKTOB)

[TpaBuiia BefieHMsI 1€710BOM MEPEeNUCKU

HopMmpbl 3THKH J1€710BOTO OOIICHHS

Oco0ble ycrioBHs JoITycKa K
pabote

[pyrue xapakTepucTUKN

3.5. O6o01menHas TpyaoBasi pyHkums «/leATeJJbHOCTH 10 OPraHU3ALMHU TPYAA H OILIATHI EPCOHATIA)

CATCIBHOCTD 110 OpraHU3allvuud T aiu VpoBeHb
HaumeHoBaHue A p I pyA Kon E P 6
OIUIATHI IEPCOHAIIA KB pUKALAT
[MpoucxosxneHne 0600IEHHOM 3anMCTBOBaHO U3
. Opurnnan X
TPYIOBOH HYHKINH OpUTHHaNa
Kon Peructpanuonnsiii Homep
OpHUTHHAI po(eCCHOHATHHOTO
a CTaHIapTa

Bo3MoskHBIE HAUMEHOBAHUS
TIOJDKHOCTEH, Tipodeccuii

Crienpanuct 1o HOpMUPOBAHUIO U OIUIATE TPyAA
Crnenuaiuct 1o opraHu3alyy U oIuiaTe Tpyaa
Crnenuaiuct 1o KOMIIEHCAUSIM U JIbFrOTam
Crnenuaiuct 1no nepcoHany

Menemxep no nepcoHany

TpeboBanust kK 06pa30BaHUIO
1 00Y4YEHHUIO

Bricuiee o6pa3zoBaHue — 6akanaBpuaT

WU

Bricuiee o6pa3oBanue (HenpoguibHOe) — 6aKkagaBpuaT U JONOTHUTEIBHOE
npodeccruonanbHOe 00pa30BaHKE — MPOTrPaMMBbI MPOHEeCCHOHATHHOM
HIEPETIoIrOTOBKU B 00JIACTH yIPaBJICHHUS IIEPCOHANIOM WM B 00IaCTH
OpraHM3alli 1 HOPMHUPOBAHHS TPY/a, CTUMYJIMPOBAHHUS M OIIATHI TPYaa

TpeboBaHUs K OIBITY
NPAaKTUYECKOH paboOThI

Oco0ple yciioBus gonmycka K
pabore

Jpyrue xapakTepucTHKI

PexoMeHnayeTcst AOMOIHUTENBHOE MPOPECCHOHATBHOE 00pa30BaHHE —
POrpaMMBbI MOBBINIEHUS KBaTU(UKAIIMK B 001aCTH yIPABICHHS IIEPCOHATIOM
WJIM OPTaHU3allMy TPYJla U OTUIATHI IIEpcoHasa




JlononHuTeNbHBIE XapAKTEPUCTUKH

HaumenoBanue 6a30B0ii rpynimbl, JOIKHOCTH (IIpodeccun)
HaumeHnoBanue nokyMeHrta Konx
WIH CIIEUAIBHOCTH
OK3 2423. Crnenuanuctel B 001acTH 1oAOOpa U UCIOIb30BAHUS
nepcoHaia
ETKC wm EKC HNnxeHnep no HOpMUPOBAHUIO TPyJa
DKOHOMHUCT IO TPYAY
Menemxkep 1o nepcoHay
OKIILATP 26583 CrnenMaliucT 1o Kajapam
27755 OKOHOMMCT IO TPYy
OKCO 2016 5.38.03.01 OKOHOMHKA
5.38.03.02 MeunemxkMesT
5.38.03.03 YnpaBiieHue nepcoHanoM
3.5.1. Tpynosas pyHKuus
Haumenosanue Opranu3zanus Tpyaa nepcoHana Kox E/01.6 KB;’E;]:;};;HH 6
[MpoucxosxaeHne 0000IEHHOM 3auMCTBOBaHO U3
pr,[[()BOfI q)yHKIII/II/I OpI/II‘I/IHaII X OpUrnuHajia
Kon Peructpanuonssiii Homep
OpUTrHHAI podecCHOHANBEHOTO
a cTaHagapTa

TpynoBsie nercTBUs

Pa3paboTka cucTeMbl OpraHu3aliid 1 HOpPMUPOBAHUS TPY/1a epcoHaa

Buenpenue cuctemsl opraHu3alii ¥ HOPMUPOBAaHUS TPY/la EPCOHANA C
oTpeieIeHueM TPYAOEMKOCTH, HOPMAaTUBHOM YHCIEHHOCTH, TpaguKoB padoT 1
YCIJIOBUH OIJIaThl TPYyAa EpCcoHaIa

BeisiBiieHHEe pe3epBOB MOBBILIEHUS TPOU3BOIUTEILHOCTH TPYAA U KauecTBa
HOPMMPOBAHUS TpyJa

[ToaroroBka npemyioKEHUN O U3MEHEHUSIM YCIIOBHM U OILIATHI TPy A
nepcoHana

[TonroroBka mpeoxkeH Mo GopMUPOBAHUIO OI0/)KETa HAa OPTaHU3ALINIO
TpyZa IepcoHasia

Onpenenenue 3pPeKTUBHOCTH PaOOTHI CUCTEMBI OPraHU3ALMN U HOPMUPOBAHUS
TpyJa Ha pabodnx MecTax

Heo6xomumbie ymMmeHus

BHenpsaTe MeTobl pallMOHAIBHOW OpraHu3aluy Tpyaa

AHaIM3upoBaTh COCTOSTHIE HOPMHUPOBAHUS TPY/la, KAUECTBO HOPM, IOKa3aTesneit
110 TPy Ay

AmnanuzupoBaTh 3 (HEeKTUBHOCTh pabOTHl CUCTEMBI OPTaHU3AIMH TPY1a
IepcoHalla ¥ HOPMUPOBAHUS TPYy1a HA pabouuX MecTax

CocTaBiATh U KOHTPOJIUPOBATH CTAThU PACXOO0B HA OIJIATy TPY/ia MepcoHasia
JUTSL TITTAHUPOBAHUS OIO/IKETOB

Paborathb ¢ MHPOPMAITMOHHBIMU CUCTEMAMH, LIU(PPOBBIMH yCIIyraMH U
cepBHCaMH B 00J1aCTH OpraHU3alyy U OIUIAaThl TPY/ia MepcoHaia

DopMHPOBaTh MPEATIOKEHUS IO ABTOMATH3AINN U IU(POBU3ALIUH TTPOLIECCOB
OpraHU3alMKU 1 HOPMUPOBAHUS TPyJa

Pa3pabartbeiBaTh 1 0OPMIISATH TOKYMEHTHI IO HOPMUPOBAHUIO U OILIATE TPY/ia
nepcoHaa




OO6ecrieunBaTh COONIOICHNE TPeOOBaHMIA 3aKOHOAATEIBCTBA Poccuiickoit
®denepanuy ¥ KOPIIOPATUBHBIX MOJIMTHK B 00J1aCTH 00paOOTKU TIEPCOHATBHBIX
JTaHHBIX U KOH(UIEHIMATBLHOU HHDOpMaLIUU

Bectu ACJIOBYIO IEPCIIUCKY

Co0imo1aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHS

Heo0OxonnMele 3HAaHUA

MeTto/1bl yueTa U aHaju3a MokKa3aTesel 1o Tpy1y U oIuiaTe Tpyaa

MGTOI[BI OIpEaACICHUA, OUCHKH 1 CPAaBHCHUA HpOI/I3BO,Z[CTBeHHOI‘/lI
HWHTCHCUBHOCTHU U HAIIPAKCHHOCTHU TPpyaa

Meroasl HOPMUPOBAHMS TPYAA

Metoant OMnpeacICHUs YUCJIICHHOCTH IICPCOHAJIA

MesxoTpacieBble U 0OTpaciieBble HOPMAaTUBBI TPYAOBBIX 3aTpaT

CoBpemMeHHbIE (HOPMBI, CUCTEMBI OTLIATH U Y4eTa MPOU3BOAUTEILHOCTH TPYAA
niepcoHaa

Cuctemsbl, MeTOBI ¥ (HOPMBI MATEPUATTEHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPY/la IEPCOHAIIA

TexHosnoruu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OIOJKETOB

TexHonoruu, MeToAbl U METOAUKYU IIPOBEICHUS aHAJIM3a U CUCTEMAaTU3aLluN
JOKYMEHTOB M HH(POPMALIUU

OCHOBBI IOKYMEHTOO00POTa U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUs

[Topsimok Tapudukaimu padboT u pabovrXx, yCTAHOBICHUS TOKHOCTHBIX
OKIJIaJIOB, JIOTLIAT, Ha/I0ABOK M KO0A((GUIIMEHTOB K 3apab0THOH I1are, pacdera
CTUMYJIUPYIOIINX BBITIAT

Tapudno-kBanudpukamoHHBIE CIPABOYHUKHU pabOT U podeccuit pabounx u
KBaJM(PHKAIMOHHBIE XapaKTEPUCTHKH TOJHDKHOCTEH CITy)KalllnX,
poeCCHOHANIbHBIE CTaHAaPThI

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIbHOCTU OpPpraHnu3aliu

OpraHu3anuoHHas CTPYKTypa OpraHU3aliK U BaKaHTHBIC JJOJDKHOCTH
(mpodeccun, CeUaTbHOCTH)

[TonuTuka U cTpaTerus opraHu3auy Mo NepcoHaTy

DKOHOMUKA TPy

OCHOBEI 061_1_161‘/’1 1 COLMAJIbHOM IICUXOJIOTNH, COLINOJIOTUU U ICUXOJIOTUU TpYyda

HOpMaTI/IBHBIe IIPaBOBLIC AKTHI, OMIPCACIIAOINEC HOMBI TPYAOBOTI'O ITpaBa

OCHOBBI apanHoro 3aKOHOATCIIbCTBA U HOpMaTI/IBHI)IG HpaBOBI)Ie AKThI
Poccutickoit @enepanuu B 0071aCTH BEACHUS JOKYMEHTAIMH TI0 TIEPCOHAITY

OCHOBBI HAJIOIOBOT'O 3aKOHOAaTeNnbecTBa Poccuiickoit denepanun

3akoHoaarenbcTBO Poccuiickoil deaepanui 0 NEPCOHAIBHBIX JaHHBIX

JlokanbHBIE HOPMATUBHBIE aKThl OPraHU3aLNHN, PETYIUPYIOIINAE TOPSIA0K
OpraHU3alMKi 1 HOPMUPOBAHUS TpyJa NepcoHaa

CHGHI/IaJ'II/BI/IpOBaHHBIC I/IH(bOpMaLII/IOHHHC CHUCTCMBEI, I_II/I(prBBIe YCIyru u
CCPBUCHI B obiractu OopraHu3alvi 1 OIUIATHI TPyJda IICPCOHAJIA, 'PAHUIBI UX
MMPUMCHCHU

OCHOBHBIEC METPHKH U aHATTUTHYECKHE CPE3BI B 00JIACTH MPOIIECCOB
OpraHM3ali U HOPMUPOBAHUS Tpyda

HpaBI/IJ'Ia BCIACHUA ,Z[eJIOBOﬁ IMCPCIIUCKH

HOpMLI OTHUKHU ACJIOBOI'O 06IJ_[€HI/I$I

Oco0ble yCcIIoBHsI JOITycKa K
pabore

[pyrue xapakTepucTUKu

3.5.2. TpynoBast pyHkuus




[MpoucxosxaeHne 0000IeHHOH
TPYIOBOH (HyHKIIHU

YpoBeHb
Haumenosanue Opranu3zanus omiaTel Tpyda epcoHaia Kox E/02.6 B —— 6
Opuruna X 3auMCTBOBAHO U3
OpHUTHHANA
Kon PerucrpanuonHblii Homep
OpHTUHAT npohecCHOHAIBHOTO
a CTaHmapTa

TpynoBeie nelicTBHs

Pa3pa60T1<a CHUCTCMBI OIIIAThI TPYJa IEPCOHAJIA

®opmupoBanue OropkeTa (poHIa OIUIATHI TPYAA, CTUMYJIUPYIOIIUX U
KOMIIEHCALIUOHHBIX BBIIJIAT

Bueapenue cructeMbl omiaThl TpyAa mepcoHaia

HO,Z[FOTOBKa Hpe,Z[J'IO)KeHI/Iﬁ 110 COBEPIICHCTBOBAHHUIO CUCTEMEI OILIAThI Tpyda
IepCcoHajia

Heo6xonumbie ymMeHUs

HpI/IMeHHTB TCXHOJIOI'un MaTepHaHBHOﬁ MOTHBALIUHU B YIIPABJICHUH IIEPCOHATIOM

AHanM3upoBaTh COBPEMEHHBIE CUCTEMBI OIIAThl U MaTepUAIbHOMN (MOHETapHOI)
MOTHBAIIMU TPpyZAa JUIs LIeJIei opraHu3alnuu

AHanM3upoBaTh YPOBEHH OIUIATHI TPY/Ia TIEPCOHANA IO COOTBETCTBYIOIIUM
npohecCHOHATBHBIM KBATU(DHUKAIISIM

[TpoBOIMTH MOHUTOPUHT 3apa0OTHOM TUIATHI HA PHIHKE TPYIa

CocTaBiATh U KOHTPOJIUPOBATH CTAThU PACXOOB HA OIJIATy TPY/ia IepcoHasia
JUISL TJTAaHUPOBAaHUS OroJKeTa

Ananu3upoBaTh GOPMbI MaTEPUAIIBHOTO CTUMYJIMPOBAHUS, KOMIEHCALUH 1
JBIOT B OIUIATE TPpyZa epcoHana

Paborathb ¢ nHpOPMAITMOHHBIMU CHCTEMAaMH, IIU(PPOBBIMH yCIIyTaMH U
CEpBHMCAMH 110 OIUIATE TPYAA IIEPCOHANA

dopmupoBaTh NpEATIOKEHNE 0 ABTOMATU3ALUU U HU(PPOBU3ALMH ITPOLIECCOB
OIJIaThl TPyAa

CocTaBiTh IPOrHO3bI PA3BUTHS OILJIATHI TPY1a EPCOHAIIA

OO6ecrieunBaTh COOIOICHNE TPeOOBAHMIA 3aKOHOAATEIBCTBA Poccuiickoit
®denepanuy ¥ KOPIIOPATUBHBIX MOJIMTHK B 00J1aCTH 00paOOTKU TIEPCOHATBHBIX
JaHHBIX U KOH(MUIEHIIMATBLHOU HHDOpMaLIUU

Bectu ACJIOBYIO NIEPCIIUCKY

Co0imo1aTh HOPMBI ATHKH JISTIOBOTO OOIIICHHS

Heo0xonnMele 3HaHUA

@DopMbI U CUCTEMBI 3apa00THOM IUIATHI, MOPSIOK COCTaBJICHUS OI0KETOB

Cuctemsl, MeToibl ¥ (HOPMBI MATEPUATIBHOIO U HEMATEPUAILHOTO
CTUMYJIMPOBAHUsI TPyAa NEpCcoHaIa

TexHonornu U MeTo 16l HOPMUPOBAHUS U KOHTPOJIS OFOKETOB U (POHIOB

[Mopsimok Tapudukanuu padboT u pabounx, YCTAaHOBICHUS JTOKHOCTHBIX
OKJIaJIOB, JIOTUIAT, HAJ0ABOK M KOA(h(UIIMEHTOB K 3apa00THOM TUIaTe, pacyeTa
CTUMYJIUPYIOIIUX BBITLIAT

Mertoasl OMPCACIICHUS YUCIICHHOCTH IICPCOHAJIA

Tapudno-kBanudpuKkamoHHBIE CIPABOYHUKHU pabOT U podeccuit pabounx u
KBaJM(PHKAIMOHHBIE XapaKTEPUCTHKH TOJDKHOCTEH CITy)KalllnX,
poeCCHOHANIbHBIE CTaHAaPThI

MeTo/p! yueTa U aHajan3a nokaszaTesiel o Tpyay 1 3apaboTHOM 1uiate

TexHonoruu, MeToAbl U METOAMKYU IIPOBEICHUS aHAJIN3a U CUCTEMAaTU3alluN
JOKYMEHTOB M HH(POPMALIUU

[TonuTuka U cTpaTerus opraHU3auy Mo NepcoHaTy

OpFaHI/I3aI_II/IOHHa$I CTPYKTYpa OpraHHu3allii U BAKAHTHBIC TOJIDKHOCTHU




(mpodeccun, CrEUATEHOCTH)

HopMmaTuBHBIE ITpaBOBbBIE aKThI, ONPEACIIAIONINE HOMBI TPYIOBOTO MpaBa

OCHOBBI HAJIOIOBOT'O 3aKOHOAaTeNnbecTBa Poccuiickoit denepanun

3akoHoaarenbcTBO Poccuiickoil deaepaniui 0 NEPCOHAIBHBIX JaHHBIX

JlokanbHble HOPMATHUBHBIE AKTHl OPraHU3ALMH, PETYJIUPYIOIIUE OIJIATy TpyAa

OCHOBBI 5KOHOMUKH Tpy/ia

OCHOBBI TEXHOJIOTUH IMPOU3BOACTBA U NCATCIIbHOCTHU OPraHU3alluU

OCHOBBI JOKYMEHTO000POTa U TOKYyMEHTAIIMOHHOTO 00ECIICYCHHUS

[Topsiok 3akit0ueHHs 10rOBOPOB (KOHTPAKTOB)

OCHOBBI O0IIIEH ¥ COMATBHOMN TICUXOJIOTHUH, COITHOJIOTHH M TICUXOJIOTHH TPpyAa

Criennanu3upoBaHHble HH(POPMAIIMOHHbBIE CUCTEMBI, HU(PPOBBIE YCIYTH U
CEepBHUCHI B 00JIACTH OpraHU3aLMU U OIUIATHI TPyJa MEePCOHaa, IPAHHIIbI UX
NPUMEHEHUS

OCHOBHBIC METPUKH U aHATUTHICCKUE CPE3bI B 00JIACTH TPOIIECCOB
oOecrievyeHus OIUIaThl Tpy/ia MepcoHana

Hopwme! aTrkH nenoBoro oomeHus

Oco0pble yciioBHs JoITycKa K
pabote

[pyrue xapakTepucTUKH

3.5.3. TpynoBas pyHKIuSsA

[MpoucxosxneHne 06001IEHHOM
Tpyn0BO#l QyHKIIUH

AJIMUHUCTPUPOBAHUE TPOLIECCOB
YpoBeHb
HaumeHoBaHHe OpraHM3alyy TPyJa, OIUIATHI IEPCOHANA U Kon E/03.6 6
KBaJIM(DUKAIAN
COOTBCTCTBYIOIICTO I[OKYMeHTOO60pOTa
3alMCTBOBaHO U3
OpuruHan X
OpUrHHaja
Kox PerucrpannonHblil HoMep
OpHUTHHAI PO eCCHOHATHHOTO
a CTaHzapTa

TpynoBeie nencTBUs

JIoKyMEHTaIlMOHHOE U OPraHU3aIMOHHOE COMTPOBOXKIEHUE CUCTEMBI
OpraHM3alMy TpyJa U OIUIaThl TPYJia epcoHasa

HO)IFOTOBKa npe)momeHHﬁ MO0 COBEPIICHCTBOBAHHUIO CUCTEMBI OpraHu3alu 1
OIIIAThI TpyAda InE€pcoHalia

[TonroroBka n 06paboOTKa 3aPOCOB U YBEAOMIICHHH 0 paOOTHUKAX B
rOCyJJapCTBEHHbIE OPTaHbl, IPEICTABUTEIbHBIE OPraHbl PpAOOTHUKOB 110
cucTeMaM OIUIAThl U OPraHU3aLUuU TPya IepcoHaa

OpFaHI/ISaHI/IOHHOG U JOKYMCHTAIIMOHHOC COMPOBOXKIACHUC TOTOBOPOB HA
OKa3aHUC KOHCYJIbTAallMOHHBIX, I/IH(bOpMaI_[I/IOHHI)IX YCIIyT 110 CUCTEMaM OILIaThbl 1
OpraHu3aliu TpyJda IIEpCOHaa, BKIIOYAA MPECABAPUTCIIbHBIC ITPOUCAYPHBI 110 UX
3aKJIIOYCHHIO

HeoOxonumbie yMeHUs

OdopMIsTE TOKYMEHTHI TIO BOIIPOCAM OILIATHI M OPraHU3aIliy TPy/aa MepcoHaa,
MpEaACTABIIsICMBIC B IT'OCYAAPCTBCHHLIC OPraHbl, IPCACTABUTCIBHBIC OPraHbl
pabOTHHUKOB

AHaHI/ISI/IpOBaTB HOPMATUBHBIC U MCTOAUYCCKUC NOKYMCEHTEI 110 BOIIpOCaAM
OIUIaThl U OpTraHU3allluU TpyJa IICPCOHAJIA

OpFaHI/I?:OBI)IBaTB XPaHCHUEC NOKYMCHTOB B COOTBCTCTBUU C Tpe6OBaHI/I$IMI/I
3aKkoHoarenscTBa Poccniickoit denepanuu U JIOKAJIbHBIMU aKTaMH
OpraHu3aIu




Bectu yuer u perucrpainyio 10KyMEHTOB B HH()OPMALIMOHHBIX CUCTEMAX U Ha
MaTepUAIbHBIX HOCUTEISAX

Paborath ¢ uHpOpPMALIMOHHBIMU CUCTEMAaMH, IU(POBBIMU YCIyTraMH U
CepBUCaMH 110 AIMUHUCTPUPOBAHUIO TOKYMEHTOO0OpOTa B 06JacTH
OpraHU3alMK U OIIaThl TPY/ia IepcoHala

DopMHPOBaTh MPEATIOKEHNE TI0 ABTOMATH3ALNHU M UG POBU3AINH ITPOIEcca
aJIMMUHHUCTPUPOBAHUS TOKYMEHTOO00pOTa B 00JIaCTH OIJIaThl M OPraHU3alun

Tpyna

[IpousBoauTh MpeaBapUTEIbHBIC 3aKYTIOUHBIE MTPOLIETYPHI U OPOPMIISTH
COINYTCTBYIOIIYIO JOKYMEHTAILMIO MO 3aKJIIFOYEHUIO JOTOBOPOB

OO6ecrieunBaTh COOIOICHNE TPeOOBaHMIA 3aKOHOAATEIBCTBA Poccuiickoit
®denepany ¥ KOPIIOPATUBHBIX MOJIMTHK B 00J1aCTH 00pabOTKU TIEPCOHATBHBIX
JTaHHBIX U KOH(UIEHIMATBLHOU HHDOpMaLIUU

Bectu ACJIOBYIO IEPCIIUCKY

Co0imo1aTh HOPMBI ATHKH JISJIOBOTO OOIIICHHS

Heo0xonnMeie 3HAaHUS

[Topsimox oopmieHus, BeeHUS U XpaHEHUSI IOKYMEHTAIIUU 110 CUCTEMaM
OILIaThl U OPTaHU3ALNU TPyZa epcoHaia

HopmatuBHBIE IpaBOBBIE aKThl, PEryJIMPYIOLINE IpaBa U 00I3aHHOCTH
rOCy/IapCTBEHHBIX OPTaHOB M OPraHU3alUy 110 IIPEIOCTABICHUIO YUETHON
JOKYMEHTalluu

TexHomoruu, METOApl 1 METOJIMKHU TIPOBEICHUSI aHAJIN3a U CUCTEeMaTH3alUH
JOKYMEHTOB M UH(OpMaLuu

TapudHo-KkBaTMPUKAIMOHHBIE CIIPABOYHUKH pabOT U npodeccuii pabounx u
KBaJM(PHUKAIMOHHbIE XapaKTEPUCTHKH JTOJDKHOCTEH CITy>KallluX,
npohecCHOoHaTbHBIC CTAaHAAPTHI

CriennanusupoBaHHble HH(OPMALIMOHHBIE CUCTEMBI, LIM(PPOBBIE YCIYTU U
CEpPBHUCHI 110 3/IMUHUCTPUPOBAHUIO JOKYMEHTOOOOPOTA MIPOLIECCOB OILIATHI U
OpraHu3allM TPyAa NepCOHaNa, TPAaHULbl UX TPUMEHEHHS

JlokanbHbIC HOPMATUBHBIC aKThI OPraHu3aliiu, pCryjIupyromnuc nmopsag0ok
OINIaThl, OpraHrU3allii 1 HOPMUPOBAHUA TPy dad

OCHOBBI TOKYMEHTOO00POTa U TOKYMEHTAIIMOHHOTO 00eCIIeUeHUs

HOpH,Z[OK (bOpMHpOBaHI/IH, BEACHUA 0a3ml JaHHBIX U IPEACTAaBICHUA OTYCTHOCTHU
10 CUCTEMaM OIUIAThI U OpTraHHU3aluu Tpyda IIEpCOHAJIa

HopmaTuBHBIE IPaBOBBIE AKTHI, OIPEAEIAIOINE HOMBI TPYIOBOIO IIpaBa

OCHOBBI aQpXHUBHOT'O 3aKOHO/IATE€IIHCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccutiickoit @enepanuu B 007aCTH BEACHUS JOKYMEHTAIMH 110 TIEPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit deneparuu

3akoHonarenbcTBO Poccuiickoit deaepannu 0 NEPCOHANBHBIX TaHHBIX

[Topsa ok 3aKit0ueHHs 10rOBOPOB (KOHTPAKTOB)

[Topsinok nmpoBeeHUs 3aKYTIOYHBIX MPOLEAYP U 0(OPMIICHHS COITYTCTBYIOIIEH
JOKyMEHTalUU

HOpMLI OTHUKHU OCJIOBOI'O 06H_ICHI/I$I

[IpaBuia BeieHUs 1€70BOM NEPENUCKU

Oco0ple yciioBus gonmycka K
pabore

Jlpyrue xapakTepucTHKI

3.6. O0600mennast TpyaoBasi pyHkums «/leATeJbHOCTH 110 (POPMHUPOBAHUIO KOPIIOPATHBHOM

COLHAILHOH MOJIUTHKH

Hanmenosanue JlesitenbHOCTD 1O (YOPMUPOBAHHIO Kon F YposeHs 6

KBaJTH(PUKANU




‘KOpHOpaTI/IBHOf/'I COLMAIIbHOW MOJUTHUKHU S S

[TpoucxosxaeHne 06001IeHHOH
TPYHOBON HYHKIIHH

X 3auMCTBOBAHO U3

Opurunaan
OopHUrHHaa
Kox PerucrpanvonHblil Homep
OpUTHHAI po(heCCHOHATHHOTO
a cTaHjapTa

Bo3MoxHbIE HANMEHOBAHUS
TOJKHOCTEH, mpodeccuit

Crnenuyaiuct 1o COUMAIBHBIM ITpOorpaMmamM

Crneuunanuct mo paboTe ¢ MpeACTaBUTEIbHBIMU OpraHaMu PaOOTHUKOB
Crnenuaiuct 1no KOprnopaTUBHOM COLMAIIBHON MOJUTHUKE

Crnenuaiuct 1no nepcoHany

Menemxep no nepcoHany

TpeboBanust K 00pa30BaHUIO
1 00y4EHUIO0

Beiciiee o6pa3oBaHue — 6akanaBpuaTt

NI

Briciiee o6pazoBanue (HenmpoduiabHOe) — 6akanaBpuaT U TONOJHUTEIBLHOE
npodeccronanbHoe 00pa3oBaHUE — MPOTrPaMMBbI TPOPECCHOHATIBHOM
HIEPETIOITOTOBKYU B 00JIACTH YIPABJICHUS IIEPCOHAIIOM WU B 00IaCTH
COLMAJIbHOW MOJUTUKU

TpeboBaHuUsI K OIBITY
MIPAKTHYECKON pabOThI

OcoOslIe ycitoBHs I0ITyCKa K
pabote

Jpyrue xapakTepuCTUKU

PexoMeHyeTcst JOMOHUTENBHOE TPOPECCHOHATBHOE 00pa30BaHHE —
NPOTPaMMbI MOBBIIICHUS KBATH()UKAIIMU B 00JACTH YIIPABIICHUS IEPCOHATIOM
I COIMAILHON MOJIUTUKH

JlononHuTenbHBIE XapAKTEPUCTUKU

HaumeHoBanHe 1oKyMeHTa Kox HaunmenoBanue 6a30B0ii rpymIibl, JODKHOCTH (TIpodeccrn)
WM CIIELMAIBLHOCTH
OK3 2423. Crienmanuctsl B 00J1acTH TOA00pa U UCTIONB30BaHUS
repcoHasna
ETKC wnmu EKC CrienMaiiuct 1o Kajapam
Menemxep 1o nepcoHany
OKIIATP 26583 Cnenuanuct 1o Kajapam
OKCO 2016 5.38.03.02 MeHeKMEHT
5.38.03.03 YnpaBiieHue nepcoHanom

3.6.1. Tpynosas ¢pyHKIuSs

HanmenoBanue

[Ipoucxoxnenne 0600IICHHOM
Tpyn0BO#l QyHKIUH

Pa3paboTka KOpnopaTuBHOM cOLMATbHON VpoBeHb
Kon F/01.6 6
MTOJIUTUKHU KBaIM(UKALHH
3anMCTBOBAHO W3
Opurunan X
OpHTI'HHAJIA
Konx Peructpaunonusiii Homep
OpUTHHAI podecCHOHANBEHOTO
a cTaHaapra

TpynoBsie neiCTBUS ‘

Pa3paboTka KOPIOPaTUBHBIX COLMAIBHBIX MPOTPaMM




Pa3pa60TKa CHCTCMBI BBIILJIAT pa6OTHI/IKaM COIIMAJIbHBIX JIBI'OT

Opranu3zaius B3aMMOJECHCTBHS C MTPeICTaBUTEIbHBIMU OpraHaMu pabOTHUKOB,
00IIECTBEHHBIMHU OPTaHU3AlUAMHU, C TOCYJapPCTBEHHBIMH OpraHaMu

[ToaroroBka npennoxeHuit mo GopMUPOBAHUIO OIOKETa B 00TIaCTH
obecrieueHrst KOPIOPaTUBHOM COLIMATIbHON MOJIUTUKHI

Heo6xomumbie ymeHus

OnpenenaTs LeneBble IPYyNIIbI IEPCOHANA JUIsS pa3padOTKU
CHELUAIN3UPOBAHHBIX COLIMATIBHBIX IPOrPaMM

I[OBOI[I/ITB I/IH(i)OpMaI_[I/IIO 0 COLMAJIBHBIX MMpOrpaMmMax 40 HCJICBBIX I'PYIIIL
INepcoHajia ¢ UCIOJIb30BAHUEM NMHCTPYMCHTOB BHYTPCHHHUX KOMMYHI/IKaI_II/Iﬁ

Br10upats KpuTepun U ONpeAesaTh YPOBHH yIOBIETBOPEHHOCTH NEPCOHANA

Hcmons30BaTh MaTCpHAJIIBHBIC 1 HEMATCPHUAJIBHBIC CUCTEMBI, METOABI U (i)OpMI)I
MOTHBAIUN B YIIPABJIICHHUU IIEPCOHATIOM

OnpenensaTb 00bEMBI CPEACTB AT pealln3aliy COLMATbHbBIX TapaHTHil,
KOPIIOPATUBHBIX JIBIOT ¥ UHBIX 3JIEMEHTOB KOPIIOPATUBHBIX COLIMAJIBHBIX
nporpaMm st GOpMHUPOBaHUS OI0KETOB

CocraBnaTh 1 KOHTPOJHUPOBATH CTAaTbH PACXOJ0B HA CONHUAJIBHBIC ITPOrpaMMBbI
JUIA TUIAHWUPOBAHUA 6I-OI[)KCTOB

[IpousBoauTh MpeaBapUTEIbHBIC 3aKYIIOUHBIE MIPOLIEYPHI U OPOPMIICHHE
CONYTCTBYIOIIEH JOKYMEHTALIMH I10 3aKIOUYECHHUIO JOTOBOPOB

Paborath co cnenuanu3upoBaHHBIMUA HHPOPMAIMOHHBIMUA CHCTEMaMH,
UG POBBIMH YCIYraMH U CEPBUCAMH I10 YIIPABJICHHUIO [IEPCOHAIIOM B 001acTH
KOPIIOPATUBHOM COLMAJIBHON TIOJTUTHKHU

dopmMupoBaTh NPEUIOKESHUS 110 ABTOMATU3alUU U U(PPOBU3ALIMHU TIpOIEcca
pa3paboOTKH KOPIOPATUBHOMN COIUATBHON TOTUTHKU

OO6ecrieunBaTh COOIOICHNE TPeOOBaHMIA 3aKOHOAATEILCTBA Poccuiickoit
®denepanyu ¥ KOPIIOPATUBHBIX MOJIMTHK paboTomaTesst B 0061acTi 00paboTKH
NIEPCOHABHBIX JaHHBIX U KOH(PHICHIIMATBHON HH(MOpMAIH

Bectu ACJIOBYIO NEPCIIUCKY

Co0imo1aTh HOPMBI ATHKH JIETIOBOTO OOIIICHHS

Heo0xonnMeie 3HaHUS

[Hopsnox 1 MeToab! pa3padOTKU IJIAHOB U IPOrpaMM COLIMAIBHOIO Pa3BUTHUS
OpraHu3aluu

Mertopl aHaNM3a BHIIOIHEHHS COLMATIBHBIX POTPAMM H OTIPEIECTICHUS HX
9KOHOMHUUYECKON 3D HEKTUBHOCTH

Cuctemsbl, MeTOBI ¥ (HOPMBI MATEPHATEHOTO U HEMATEPHATLHOTO
CTUMYJIMPOBAHUS TPY/la IEPCOHAIIA

TexHosnoruu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OIOJKETOB

MeTo bl IPOBEICHHS COLIMOJIOTHUECKUX UCCIICAOBAHMIMA, U3yUCHHS
00LIECTBEHHOTO MHEHHUS

TexHonoruu, MeToAbl 1 METOIMKY IIPOBEICHUSI aHAJIN3a U CUCTEMAaTU3aliN
JIOKYMEHTOB M UH(OpMaLuu

[Topsinok mpoBeAeHUs 3aKYTIOYHBIX MPOLEAYP U 0(OPMIICHHS COITYTCTBYIOMIEH
JIOKyMEHTaluu

OCHOBEI HpOI/I3BOI[CTB€HHOI71 ACATCIIbBHOCTU OpraHru3alunu

OcHOBBI O0IIEH ¥ COMATTBHOMN TICUXOJOTHUH, COITUOJIOTHH U TICUXOJIOTHH TPpyAa

CtpyKTypa, UeiH, CTpaTeryus 1 MOJIMTUKA OPraHU3aI|H 110 IepCOHATY

Tapudno-kBanuduKamoHHbIE CIPABOYHUKHU paboT U mpodeccuil pabouux u
KBaJIM(PHUKAIMOHHBIE XapaKTEPUCTHKH TOJHDKHOCTEH CITy>KallluX,
npohecCHOHATBLHBIC CTAaHAAPTHI

CrieunanusupoBaHHbIe HH(OPMALIMOHHBIE CUCTEMBI, LIM(PPOBBIE YCIYTU U
CEpPBHUCHI IO YNPABJICHHUIO IEPCOHAIOM B 00J1aCTH KOPIOPATUBHON COLMAJIBHON




IMMOJIMTUKH, I'PAaHUIBI UX ITPUMCHCHH A

OcHOBHbBIE METPUKU U aHATMTUYECKHE CPE3bl B 00JIACTH KOPIIOPATUBHOM
COLIMAJILHON MOJIUTUKU

HOpMaTI/IBHBIe MPaBOBLIC AKTEI, OIIPCACIIAOINEC HOMBI TPYAOBOTO ITpaBa

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNbecTBa Poccuiickoit denepanuun

HopMmaTuBHBIE ITpaBOBbBIE aKThl, PETYJIUPYIOILIUE MpaBa U 005S3aHHOCTH
rOCyJJapCTBEHHbBIX OPTaHOB, IPEJCTABUTEIILHBIX OPraHOB PAOOTHUKOB

3akoHonarenbcTBO Poccuiickoit denepannu 0 NEPCOHANBHBIX TaHHBIX

JloxanbHbpIE HOPMATUBHBIE aKThl OPraHU3aLUU, PETYIUPYIOIIHE TOPSIA0K
(bopMUpPOBaHUs COLMATBLHON MOJUTUKU

[Topsiok 3akiTr0UeHUs TOTOBOPOB (KOHTPAKTOB)

HpaBI/ma BeJICHUS JeJIOBOM MEPCINCKU

Hopw™e! 3THKH 1e10BOT0 00IIeH!s

Oco0ble yciioBus gonmycka K
pabore

[pyrue xapakTepucTUKI

3.6.2. TpynoBast pyHkuus

HaumenoBanue

[MpoucxosxneHne 06001IeHHOH
TpyR0BOil QyHKIUH

Peanuzanusi KOprmopaTUBHONM COLMAIBHOM VpoBeHb
Kon F/02.6 6
MIOJIUTUKA KBaIMUKALHH
3arMCTBOBAHO U3
OpuruHan X
OpUruHaja
Koz PerucrpanuoHHblil HOMep
OpUTrHHAI po¢heCCHOHATHHOTO
a CcTaHaapTa

TpynoBeie nercTBUs

BHenpeHne KopropaTuBHBIX COLMAIBHBIX IIPOIPAMM

Peanmaum{ CHUCTEMBI COIIMAJIBHBIX JIBI'OT, BBIIIJIAT pa6OTHI/IKaM C y‘-IeTOM
TpeboBaHMi 3akoHOAaTENbCTBA Poccuiickoit denepanuu

OueHka yJ1I0BJI€TBOPEHHOCTH NIEPCOHAIA KOPIOPATUBHON COLMATBHOM
OJINTUKOUN

Onenka 3¢ (GEeKTUBHOCTH MEPONPHUATHIA KOPIIOPATHBHON COIIMATBLHOMN MTOJIUTHKU

[ToaroToBka NMpeayIoKEeHU 0 COBEPIIEHCTBOBAHNUIO MEPOIIPUATUI
KOPIIOPATUBHOM COLMAJIBHON TIOJTUTHKHU

[TonroroBka nmpeiokeHui no GopMupoBaHuIo OKOHKETa HAa PeaTn3alnio
KOPIIOPATUBHOM COLMAIBHON NOJUTHKU U COLMAJIBHBIX TPOrpaMM

Heo6xomumbie ymeHus

PaccuntbiBaTh 3aTpaThl Ha MPOBEIEHUE CIELIUATN3NPOBAHHBIX COIIMATIBHBIX
nporpamm

HpOBOI[I/ITb MOHUTOPUHTI YCIICIIHBIX KOPTIOPATUBHBIX COOHUAJIBHBIX ITPOTrpaMM

[IpoBoauTE MEPONPUATHSA B COOTBETCTBUH C KOPIIOPATUBHON COLMAIIBHOU
HOJINTUKOUN

Ornpenensars 1esieBble TPYIIBI IEPCOHANA ISl CO3AaHMs CIICIIUATU3UPOBAHHBIX
COLIMAJILHBIX MPOTpamMm

OnpenensTb KpUTEPUH U YPOBHHU YJIOBIETBOPEHHOCTH IepCOHAIA

Omnpenensats 3¢ (HEeKTUBHOCTh MEPOIIPUATHI peau3yeMoil KOpIopaTUBHON
COLIMAJIBHON ITOJTUTUKHU

Opranu3oBbIBaTh B3aUMOJICUCTBUE C TOCYITapPCTBEHHBIMU OpTraHaMHU,
IpeACTaBUTENbHBIMU OpraHaMU PaOOTHUKOB, OOIIECTBEHHBIMU U UHBIMU
OpraHu3alMsAMU 10 BOIIPOCAM pealln3alui KOPIOPATUBHON COLUAIbHOU




IIOJIMTUKH

AHaIM3UPOBATh PHIHOK YCIYT MO OCYIIECTBICHUIO COLUATbHBIX U
CHEIMATU3UPOBAHHBIX MPOTPAMM COIHATEHOM MOAIEPKKH YICHOB HENEBBIX
TPy ¥ TOTOBUTH MPEUIOKEHUS 110 UX MOCTaBIIMKAM

[Tpou3BoUTH MpenBapUTENbHBIEC 3aKYIOYHBIE TPOLEAYPHI U OPOPMIIATH
COIIYTCTBYIOIYI0 JOKYMEHTALMIO 110 3aKJIFOUYEHHUIO JOTOBOPOB

PaboraTh co cnenuanu3upoBaHHBIMU HHGOPMAIIMOHHBIMHU CHCTEMaMHU,
UG POBBIMH YCIYTaMH U CEPBUCAMH T10 YIIPABJICHHUIO MIEPCOHANIOM B 001acTU
KOPHOPATUBHON COIMAIIBHON MOJTUTHKU

Ob6ecnieunBaTh COONIOICHNE TPeOOBaHMIA 3aKOHOAATEIBCTBA Poccuiickoit
denepanny U KOPIOPATUBHBIX MOJUTUK B 007aCTH 00pabOTKH MEPCOHATBHBIX
JTaHHBIX U KOH(UIEHIMATBbHOU HH(OpMaLIuu

Bectn ACJIOBYIO IEPCIIUCKY

CO6J'IIO)13.TB HOPMBI OTUKHU JCJIOBOTO O6IJ_ICHI/I$I

Heo0xoaumbie 3HAaHUS

MeTto/1b1 aHaIM3a BBINOJIHEHNS KOPIIOPATUBHBIX COLMANIBHBIX ITPOrpaMM U
orpezeseHus] UX SKOHOMUYECKOH 3 pekTuBHOCTH

Cuctemsbl, MeTobl, OPMBI MaTEPUAIEHOTO U HEMATEPUAILHOTO
CTUMYJIMPOBAHUsI TPyAa EpCcoHaIa

MCTOIH:I HpOBe,HeHI/ISI COIIUOJIOTUYCCKUX HCCHCI[OBaHI/II\;I, I/I3y‘-ICHI/I$I
0OIIIECTBEHHOTO MHEHHUSA

TexHomoruu, METOIbl 1 METOIMKHU TTPOBEICHUSI aHAJIN3a U CUCTEeMAaTH3aIlUH
JOKYMEHTOB M UH(OpMaLUu

HopmatuBHBIE IpaBOBBIE aKThl, PEryJIMPYIOLINE IpaBa U 0043aHHOCTH
rOCYJJapCTBEHHBIX OPTaHOB, MIPEICTABUTEIILHBIX OPraHOB PAOOTHUKOB I10
IPEIOCTABIECHUIO YUETHOW JOKYMEHTAIlUU

[Topsinok nmpoBeeHUs 3aKYTIOYHbIX MPOLEAYp U 0(OPMIICHHS COITYyTCTBYIOIIEH
JOKyMEHTalUU

CprKTypa, eI, CTPATCTUA U NOJUTHKA OpraHu3alru 110 HepCOHAITY

Tapudno-kBanudpukamoHHBIE CIPABOYHUKHU pabOT U podeccuil pabounx u
KBaJTM(PHKAIMOHHBIE XapaKTEPUCTHKH TOJHDKHOCTEH CITy)KalllnX,
poeCCHOHANTbHBIE CTaHAaPThI

OCHOBEI HpOHSBOHCTBeHHOﬁ JACATCIIbHOCTU OpPraHru3aliun

OCHOBEI 061_1_16‘171 1 COIMAJIbHOM INCUXOJIOTNH, COLINOJIOTUU U ICUXOJIOTUU TpYyda

Crienanu3upoBaHHbIe HHPOPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIC YCIYTH U
CEpPBUCHI 110 YNPABJICHHUIO IEPCOHATIOM B 00JIACTH KOPIIOPATUBHOM COIMAIbHOM
IOJIMTUKY, TPAHUIIBI X TPUMEHEHUS

OCHOBHBIE MCTPUKHU U aHAJIIUTHYCCKUC CPE3bI B obnactu KOpHOp&THBHOfI
COIIMANIbHOM ITOJIUTUKU

HOpMaTI/IBHbIe ITPABOBBIC AKThI, ONIPCACTIAIOIINC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI HUJIOTOBOTO 3aKOHOaTenbeTBa Poccuiickoit denepanyun

3akoHomarenbcTBO Poccuiickoit deaepanuu 0 MEPCOHATBHBIX TAHHBIX

JlokasibHBIE aKThl OPraHU3aLMH, PETYIUPYIOLIME MOPSAI0K BHEAPEHUS
COLIMAJILHOM ITOJIUTHUKHU

[Topsiok 3akir0ueHHs 10rOBOPOB (KOHTPAKTOB)

Hopmpl 3THKH 1€710BOTO OOIICHHS

Oco0ble yclioBHs JOITycKa K
pabote

Jpyrue xapakTepuCcTUKH

3.6.3. Tpynosas pyHKIuSsA




[Ipoucxoxaenne 06001IEHHOM
Tpy0BO# QyHKIUH

AJIMUHUCTPUPOBaHUE TPOLIECCOB
o o YposeHs
HaumeHoBaHue KOPIIOPATHBHOM COLUAIBHON MOJIUTUKU U Kox F/03.6 6
KBaJIM(DUKAAT
COOTBETCTBYIOIIICTO I[OKYMGHTOO60p0Ta
3anMCTBOBAHO U3
Opwurunan X
OpUTHHANA
Kon Peructpauuonusiii Homep
OpHTHHAI podecCHOHANTBEHOTO
a cTaHIapTa

TpynoBsie nercTBUs

[ToaroroBka npemyioKEHUN MO Pa3BUTUIO KOPIIOPATUBHOM COLIMATIBHOM
HOJIUTUKA

[ToaroroBka npeiox)eHui Mo 00eCneYeHUI0 COOTBETCTBUS KOPITOPATUBHOM
COIMATPHON TTOJTMTHKH TPEOOBAHMIM 3aKOHOATENhCTBA Poccuiickoi
®denepalliy U yCIOBUSAM PhIHKA TPy/ia

I[OKyMeHTaI_[I/IOHHOG 0(1)OpMJ'IeHI/Ie PE3YJIbTAaTOB KOpHOpaTHBHOﬁ COILTMAJIbHOM
IIOJIMTUKH

JIoKyMEHTAaIMOHHOE U OPTaHU3AIMOHHOE COMTPOBOKICHUE MEPOTIPUATUNA
KOPIOPATUBHOM COLIMATIBHOMN TTOJTUTUKHI

ITonroroBka n 06paboTKa 3aPOCOB U YBEAOMIIEHHH 0 paOOTHUKAX B
rOCyJJapCTBEHHbIE OpraHbl, IPEICTABUTEIbHbBIE OpraHbl pAOOTHUKOB 110
BOIIPOCAM COLMAJIbHOM MOJIMTHUKYU B OTHOLIEHUM IIEpCOHaa

CormnpoBOXIeHHE JOTOBOPOB M0 OKA3aHUIO KOHCYJIBTAIIMOHHBIX
MHGOPMAILIMOHHBIX YCIIYT MO pealn3ali MEPOTIPUSTHI KOPIOPATUBHOM
COLIMAJIbHOW MOJIMTUKY, BKITIOYAs MpeBapUTEIbHbIC TPOLEAYPHI IO UX
3aKJIIOYEHUIO

Heo6xonumbie yMeHUs

OdopMIsTh TOKYMEHTHI TI0 BOIIPOCaM KOPIOPATUBHOM COIMATILHOM IMOJIUTHUKH,
MpeaoCTaBIACMEBIC B IOCYJAapCTBCHHLIC OpraHbl, IPCACTABUTCIIbHBIC OPraHbl
pabOTHUKOB

AHanu3upoBaTh NPaBUIIA, MOPSIIKH, IPOLIETYPHl KOPIIOPATUBHON COLMAIBHON
MOJIUTUKU

O0ecrieunBaTh JOKYMEHTAIIMOHHOE COTIPOBOKICHHUE COIIMAILHOM IMOJIUTUKH B
OTHOIIIEHUHU NIEpCOHaIa

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSAMU
apXUBHOTO 3aKOHOJaTenbcTBa Poccuiickoit deneparii U J0KaTbHBIMHA aKTaMU
OpTraHHU3aIIH

[Tpou3BoUTH MpeBapUTENbHBIEC 3aKYIOYHBIE POLEAYPHI U OPOPMIIATH
COIIYTCTBYIOIYI0 JOKYMEHTALMIO IO 3aKJIFOUYEHUIO JOTOBOPOB

PaGoTath ¢ HHpOPMAIIMOHHBIMU CUCTEMAMU, ITU(DPOBLIMHU YCITyTaMH U
CEpBUCAMH I10 BOIIPOCAM KOPIOPATUBHOM COIMATBHON MOJUTHKH B OTHOIIICHUH
nepcoHasa

dopmMupoBaTh NPEUIOKECHHUE TT0 ABTOMATH3AIMHN 1 U(DPOBU3AINH TPOIIecca
JIOKYMEHTO000pOTa, CBSI3aHHOTO C peaTH3aIieid KOPIOPaTHBHON COIIMAITLHOM
IIOJIMTUKHN

OOGecneunBaTh COOIIOICHHE TPEOOBaHUH 3aKOHOJATENbCTBA Poccuiickoi
®denepalyivi 1 KOPIOPATUBHBIX MOJIUTUK B 00JIaCTH 00pabOTKH MEePCOHATBHBIX
JTaHHBIX U KOH(MUICHIHATHLHOU HH(DOpMALIUN

BecTtu nenoByo nepenucky

Co0mrogaTh HOPMBI ATHKH JEJIOBOTO OOIICHUS

HeoOxonuMmeble 3HAHUSA

HOpr,Z[OK Oq)OpMHeHHSI, BCACHHUA U XpAaHCHUA JOKYMCEHTAIUU 10 COoIMaJIbHOM
IMMOJIMTUKC B OTHOHICHUHW NICPCOHAJIA




[Topsimox popmupoBanus, BeeHus 0a3bl JAHHBIX U MPEACTABICHUS] OTYETHOCTH
10 BOIIPOCaM COIMAIIbHOM MOJUTUKU B OTHOIIEHUH TIEPCOHAIIA

TCXHOJ'IOFI/II/I, MCTOJAbI U MCTOJUKHU ITPOBCACHUA aHAJIN3a U CUCTEMATHU3allUH
JOKYMCHTOB U I/IH(pOpMaLII/II/I

OCHOBBI JOKYMEHTOO00POTA U IOKYyMEHTAIIMOHHOTO 00ECIICYCHHUSI

TapudHo-KBaIMPUKAIMOHHBIE CIIPABOYHUKH pabOT U npodeccuii padbounx u
KBaJIM(PHUKALIMOHHBIE XapaKTEPUCTUKH TOJDKHOCTEH CITy’KallluX,
npogeccuoHaIbHbIE CTaHIAPThI

[opsimok mpoBeeHuUs 3aKyTOYHBIX MPOLEAYpP U O)OPMIICHHUS! COMYTCTBYIOLIEH
JOKYMEHTalluu

CriennanusupoBaHHbIe HH(OPMALIMOHHBIE CUCTEMBI, LIM(PPOBBIE YCIYTU U
CEpBHUCHI B 00JIACTH COLMATBHOM MOJUTUKHN B OTHOILIEHUH [1€PCOHANIA, IPAHHIIBI
UX NPUMEHEHUs

HOpMElTI/IBHBIe MPaBOBLIC AKTHI, OMIPECACIIAOINEC HOMBI TPYAOBOTO ITpaBa

OCHOBBI aQpXMBHOT'O 3aKOHO/IATENILCTBA U HOPMATUBHBIE TIPABOBBIC AKThHI
Poccuiickoit deneparu B 00J1aCTH BEICHUS TOKYMEHTAIIUH 10 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOaTenbeTBa Poccuiickoit denepanyin

HopmatuBHBIE IpaBOBBIE aKThl, PEryJIMPYIOLINE IpaBa U 0043aHHOCTH
rOCYJJapCTBEHHBIX OPTaHOB, MIPEICTABUTEIILHBIX OPraHOB PAOOTHUKOB I10
IPEIOCTABIECHUIO YUETHOW JOKYMEHTAIlUU

3akoHoaTenbCcTBO Poccuiickoit denepannu 0 NepCOHATBHBIX JaHHBIX

JlokanbHbIC HOPMATUBHBIC aKThl OPraHU3alluu, PEryJInpPyroninue nmopAaa0kK
BHCIPCHUA KOpHOpaTHBHOﬁ COLIMAJIbHOM MOJUTHUKU U COLIMAIbHBIX porpamm

[Topsa 10K 3aKiIt0UEHHS 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOTO OOIIIECHUS

[IpaBuiia BeeHUs AEIOBOM NMEPENUCKH

Oco0ble yclioBHs JOITycKa K
pabote

Jpyrue xapakTepuCcTUKH

3.7. O6001mennas TpyaoBasi pynkuus «OnepauuoHHoe ynpapJjieHne NepCOHATIOM U CTPYKTYPHbIM
nojapasJejieHneM OPpraHu3anum)

OrnepaiinoHHOE yIIpaBiIeHUE IEPCOHATIOM v
OBEHD
HaumeHnosanue HUCT Ko, p
CTPYKTYPHBIM MOAPA3IEICHUEM a G B — 7
OpraHu3anuu
[Ipoucxoxaenne 06001IEHHOM 3anMCTBOBaHO U3
. Opurunan X
TPYI0BOH (hyHKIIMU OpHUruHaa
Kon Peructpaunonusiii HoMmep
OpUTHHAI podecCHOHANTBEHOTO
a CTaHgapTa

Bo3MoxHBIC HANMEHOBAHUSI
JOJDKHOCTEH, podeccuii

PykoBoauTenb CTPYKTYPHOTO MOAPA3ACICHUS
HauanpHuk CTpyKTYypHOTO NMOApa3AesICHUs

TpeboBanust kK 06pa30BaHUIO
1 00Y4EHHUIO

Briciiee o6pazoBaHue — MarucTparypa

501040

Bricmiee oO6pa3oBanne (HENpoQMIEHOE) — MarucTpaTrypa 1 JOMOIHUTEIHLHOE
npodeccruonanbHOe 00pa30BaHKE — MPOTPaMMBbI MPOHeCCHOHATHHOM
NEPENIOIrOTOBKY B OOJIACTH YIPABJICHUS TIEPCOHAIIOM HMJIM SKOHOMHUKH TpyIa
WM MCHEDKMEHTA




TpebGoBaHuUsI K ONBITY
MPAKTHYECKON pabOThI

He menee sty sieT B 00671aCTH yIIpaBIIeHHsSI IEPCOHATIOM

OcoOsblIe ycitoBHs I0ITyCKa K
pabote

Jpyrue xapakTepuCTUKU

I[OHOJIHI/ITCJIBHLIC XapaKTCPpUCTUKHU

HaumenoBanue nokymeHnra

HaumenoBanue 6a30B0ii rpymiibl, JODKHOCTH (TIpodeccun)
WIIN CTICUAIEHOCTH

Kon

OK3

1212. VYpasisioiine TpyJ0BbIMUA pecypcaMu

ETKC umu EKC

HauvanpHuk oTnena KaZpoOB

HauanpHuk OTACJIa OpraHru3ali U OIUIAThI TPy da

HauvanpHuk oTaena noAroToBKY KaJpoB

OKTIJITP

24696 Hauanpauk otaena (ynpaBlieHUs KaApaMH U TPYIOBBIMHU
OTHOIICHUSIMU )

24705 Hauanbauk otnena (pyHKIMOHAIBHOTO B TPOYUX 00JIACTAX
JESTEILHOCTH)

OKCO 2016

5.38.04.01 OKOHOMHKA

5.38.04.02 MeunemxMesT

5.38.04.03 VYipasiaeHue nepcoHaIoM

3.7.1. TpynoBasi pyHKIMS

Pa3paboTka cructembl OnepaluoOHHOTO
MIPaBJIEHHS IEPCOHAIIOM U PabOTOM VpoBeHb
HanmMeHnoBanue ynp p p Kon G/01.7 p 7
CTPYKTYpPHOTO MOJpa3/ieieHUs KBaIMQUKALIH
OpraHu3anuu
[Ipoucxoxaenne 0600IIeHHOM 3anMCTBOBAHO 13
. Opurunan X
TPYJ0BOH (hyHKIIMU OpHUrHHasa
Konx Peructpaunonusiii Homep
OpUTHHAI podecCHOHANBEHOTO
a cTaHaapra

TpynoBsie necTBUs

Pa3paboTka rmiaHoB, porpamMm 1 Ipoueayp YIpaBiIeHUs: IEPCOHATIOM

[TocTanoBKa onepaTUBHBIX 1I€JIEH IO BOMPOCAM yTPABJICHUSI TIEPCOHATIOM

Pa3paboTka mpenioxkeHuil mo CTpykType noapas3ieieH s U MoTpeOHOCTH B
nepcoHase

Pa3paboTka npeiokeHuit mo 06ecreueHuIo KaJpoBoii 0€30MacHOCTH,
00ecrneveHunIo mepcoHaioM, GOPMUPOBAHUIO CUCTEM OLICHKH, PA3BUTHS,
OpraHU3allvy U OIUIATHI TPYAA, KOPIOPATUBHBIM COLIMAJIBHBIM IIPOrpaMMaM U
COLIMAILHOM ITOJIUTUKE

Pa3paboTka mpensoxeHuii o 3aTparax u GopmMupoBaHUH OI0HKETa HA TIEpCOHAT

KonTtpons ucnonnenus 6romxera GoHIa OIIIATH TPY/1a, CTUMYJIUPYIOLINX U
KOMIIEHCALIUOHHBIX BBIIJIAT

Pa3paboTka npeaniokeHuit Mo 3aKJII0UEHUI0 JJOrOBOPOB B 00JIACTH YIIPABIICHUS
HIEPCOHAJTIOM C OCTABIIMKAMH YCIYT U IPOBEACHUE MPEABAPUTEIBHBIX
IPOLEAYP 10 UX 3aKIFOUCHHIO

Heo6xonumble ymMeHUs

OpraHu3oBbIBaTh PabOTy MEPCOHANIA CTPYKTYPHOT'O MOApa3AeIeHHs

OnpenensTh 3a1a4u IEpCOHaAIa CTPYKTYPHOTO MOAPA3CIICHUs UCXO U3 1iesiel




" CTPATCTUN OPraHu3alnuu

CoznaBaTh ¥ ONUCHIBATH OPTaHU3ALMOHHYIO CTPYKTYpPY, LelH, 3a1a4u, QyHKIUU
CTPYKTYPHOTO TOApa3/IeICHUS

[TpuMeHsITh METOMBI YIIPABICHUS MEKINIYHOCTHBIMUA OTHOIIICHUSIMH,
(dbopMupOBaHUs KOMaH/I, Pa3BUTHUS JIUJEPCTBA U UCTIOTHUTEILHOCTH, BBISIBICHUS
TaJIAHTOB, OIPENIEICHUS YAOBIETBOPEHHOCTH pabOTOM

OmnpenensiTb, aHATU3UPOBATh, MOAEIUPOBATH U BHICTPaUBAaTh BHYTPEHHUE
KOMMYHHKAIIHH TTepCoHaa

Pa3pabareiBaTh MPOCKTHBIC MPEIUIOKEHHUS U MEPOTIPHUSTHS 11O MOBBIIICHUIO
3 GeKTUBHOCTH PabOTHI IEPCOHATIA

BueapsaTts ctpaTeruio ynpapiieHHs IEPCOHATIOM

CocraBnsiTh, PAaCCUMTHIBATH, KOPPEKTUPOBATH U KOHTPOINPOBATH CTATHU
Pacxo/I0B Ha MEPCOHA, pa3padaThIBaTh MPEAJIOKEHUS 110 3aTpaTaM Ha MepcoHal
111 GopMHUpOBaHUs Or0JKETa

[IpencraBisaTe HHTEPECHI OPraHU3ALMKU U BECTH IIEPETOBOPHI C
IpEJICTaBUTENbHBIMU OpraHaMu paOOTHUKOB, B3aUMO/IEHCTBOBATh C
roCyapCTBEHHBIMHU OpraHU3alusIMHU

AHanu3nupoBaTh UH(OPMAIIHIO O MOCTABLIMKAX YCIYyT B 00JaCTH YIIpaBIeHUS
HEPCOHANIOM M 00 YCIOBHUSAX 3aKIF0YAEMBIX JI0TOBOPOB

[Tpou3BouTH MpeBapUTENbHBIEC 3aKYTOYHBIE TPOLIEAYPHI K OPOPMIISATH
COIIYTCTBYIOIYI0 JOKYMEHTALMIO 110 3aKJIIFOUYEHUIO JOTOBOPOB

OpFaHI/I3OBBIBaTB " MIPOBOAUTH KOPIIOPATUBHBIC MEPOITPUATHSA C IIEPCOHATIOM

Paborathb ¢ MHPOPMAITMOHHBIMU CUCTEMAaMH, LIU(PPOBBIMH yCIIyraMH U
CEpBHCAMH 110 BOIIPOCaM YIIPaBJIEHMSI IEPCOHATIOM B YaCTH ONEPALMOHHOTO
yIpaBJIeHUs IEPCOHATIOM U PabOThI CTPYKTYPHOT'O MOAPA3/IEICHUS

®opMupoBaTh NPEUIOKEHNS O peann3alii MEPOTIPUSATHI 10 00eCIIeUeHUI0
HEOOXOMMOI0 YPOBHS KaapoBoii 0e301macHOCTH

dopMUpOBaTh MPEATI0KEHUS 10 aBTOMATU3alKU U LU(POBU3ALUH ITpOLecca
OTIEPALIMOHHOTO YIPABJICHUS IIEPCOHAIIOM U Pa0OTON CTPYKTYPHOTO
1oJIpa3AeeHUs

OOGecneunBaTh cOOIIOICHIE TPEOOBAaHUH 3aKOHOATENhCTBA Poccuiickoi
®denepalvivi 1 KOPIIOPATUBHBIX IMOJIMTHK B 00JIACTH 00pa0OTKH IMePCOHATBHBIX
JAHHBIX ¥ KOHOUIACHIIMATBLHON HH(DOpMAITUH

BecTu nenoByo nepenucky

Co06mrogaTh HOPMBI ATHKH JEJIOBOTO OOIIEHUS

Heo0xonnMele 3HAaHUS

MeTtobl, cIOcOObI 1 MHCTPYMEHTHI YIPABIEHUs IEPCOHATIOM, 00ecTieYeHUs
KaJpoBOil 0e30MacHOCTH

HCJ'II/I, CTPATCIrus pa3BUTUA U OM3HeC-TUIaH OpraHru3alun

ConuanpHas MOJUTUKA, KOPIIOPATUBHAS KYJIbTYpPa, OJUTHKA YIIPABICHUS
IIEPCOHAJIOM OPTaHU3ALNN

MGTOI[BI aHaJIM3a KOJIMYECCTBCHHOI'O U KAYCCTBEHHOI'O COCTaBa I€pcoHaia

CucTeMsbl cTaHIapTOB 10 OM3HEC-TpoleccaM, npodeccusiM, HopMam TpyAa

Cuctemsbl, MeTOBI ¥ (HOPMBI MATEPUATIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPY/la IEPCOHAIIA

TexHonoruu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OIOJIKETOB

[Topsimok mpoBeeHus 3aKyTOYHBIX MPOLEAYpP U O)OPMIIEHHUS COMYTCTBYIOLIEH
JOKYMEHTalluu

OCHOBEI HpOI/I3BO,Z[CTB€HHOI71 ACATCIIBHOCTU OpraHru3alunu

OcHOBBI 00IIEH ¥ COIMATEHON TICUXOJIOTUH, COITUOJIOTHH | TICHXOJIOTHH TPy/a,
SKOHOMMUKH TpyJa, 0€30MacHbIX YCIOBH Tpyda




OpraHu3zalimoHHas CTPYKTypa OpraHu3alun

TapudHo-kBamu(HUKAITMOHHBIC CIPABOYHUKN padboT 1 podeccuii padbounx u
KBaJTM(HUKAIIMOHHBIC XapaKTEPUCTHKH TOJDKHOCTEH CITy)KalluX,
npodeccuoHaIbHbIe CTAaHAAPTHI

Crienanu3upoBaHHble HHPOPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE YCIYTH U
CEpBUCHI B 00JIACTH ONEPAI[MIOHHOTO YIIPaBJICHUS IEPCOHAIIOM U paboTOM
CTPYKTYPHOT'O NIOJIpa3/IeJI€HUs], TPAHUIIBI UX IPUMEHEHHMS

OCHOBHBIE METPUKH U aHATTUTUYECKHE CPE3bl CUCTEMBI OIIEPALUOHHOTO
yIpaBJIEHUs IEPCOHAIOM U pabOThl CTPYKTYPHOTO MOJIPA3/IEIECHUS

HOpMaTI/IBHBIe IIPaBOBLIC AKTHI, OMIPCACIIAOINEC HOMBI TPYAOBOTI'O ITpaBa

OCHOBBI apanHoro 3aKOHOAATCIIBCTBA U HOpMaTI/IBHI)IG HpaBOBI)Ie AKThI
Poccutickoit @enepanuu B 007aCTH BEACHUS JOKYMEHTAIMH TI0 TIEPCOHAITY

OCHOBBI HAJIOIOBOT'O 3aKOHOAaTeNnbecTBa Poccuiickoit denepanun

OCHOBBI MUTPAIIMOHHOTO 3aKOHOIaTeNbCTBa Poccuiickoit dexepanuu B o6nacTu
NPUBJICUYCHHS U TPYIOYCTPOWCTBA HHOCTPAHHBIX TPaKAaH U JUI] 0e3
IPaKJaHCTBA

OCHOBBI IMMHUCTPATUBHOTO 3aKOHOaTenbCcTBa Poccuiickoit denepannu B
o0JacTu ympaBieHHs IEPCOHATIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIUIL

3akoHoaarenbcTBO Poccuiickoit denepanuy mo 3aimTe NepCOHaIbHBIX TaHHBIX

JloxanbpHBIE HOPMAaTUBHBLIC aKThl OpraHu3alviu B o0OJjacTu YHpaBJICHUA
IIEPCOHAIIOM

[Topsinok 3aKII0YeHHsT TOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKHU ACJIOBOI'O 06IJ_[€HI/I$I

Oco0ble yCcIIoBHSI JOITycKa K
pabore

[pyrue xapakTepucTUKI

3.7.2. TpynoBast pyHkuus

[TpoucxosxaeHne 0600IeHHOH
Tpya0BOil QyHKIUM

Peanu3arusi onepamoHHOT0 yIpaBiIeHUsS
YpoBeHb
HaumenoBanue MEPCOHAIIOM M pabOThI CTPYKTYPHOTO Kon G/02.7 7
KBaJTH(PHUKALUH
noApa3aciiCHUs OpraHnu3aluu
3aMMCTBOBAHO U3
OpuruHan X
OpHUruHaIa
Kox PerucrpanvonHblii Homep
OpHIUHA npodeCcCHOHATIEHOTO
a crangapra

TpynoBeie nencTBUs

[1nannpoBaHue 1EATENBHOCTH CTPYKTYPHOIO MOIPA3/IEIICHUS U IIEpCOHAla

OmnepaTuBHOE yIpaBJIeHUE IEPCOHAIOM CTPYKTYPHOT'O MOAPAa3ACICHUS
OpraHu3aIH

Pacuer 3aTpaT 1o nojapaseiaeHUIO U MOATOTOBKA MPEATIOKESHUN IS
dbopmupoBaHus O KETa

Pa3paboTtka cTaHmapToB NESTETLHOCTH MOAPA3ACICHUS U YHUPHUKAIIHS
IIPOLIECCOB

HpOBeI[eHI/IC HHCTPYKTa)xXa 110 OXpaHC Tpyda

IlocTranoBka 3aga4 pa6OTHI/IKaM CTPYKTYPHOI'O MOAPa3aCJICHUA, OIIPCACIICHUC
PECYPCOB AJId UX BBINOJHCHHA, KOHTPOJIb UCITIOJIHCHHUA

Pa3zpaboTka npemioxeHuii o yaydIieHUIo MOKa3aTeIe 1eITeTbHOCTH
noJipa3AeseHus




®opMupoBaHNE OTYETOB O PAOOTE CTPYKTYPHOTO MOPA3ICICHUS

Heo6xomumbie ymeHus

OrnpenensaTs 30HbI OTBETCTBEHHOCTH U 3((HEKTUBHOCTH PabOTHI MepcoHata
CTPYKTYPHOTO TIOJIpa3/IeICHUs, PAaCTIPEICISTh 3a]]aui U 00eCIieunBaTh
MaTepUaIbHO-TEXHUYECKUE PECYPCHI ISl X UCTIOTHEHUS

[IpuMeHATH METOBI OIIEPATUBHOTO YIIPABIICHUS IIEPCOHATIOM OPTaHU3alUHY,
obecrieueHuns KaapoBoi 6€30MacHOCTH

KoHTponupoBaTh HCHIOJHEHUE TOPYUCHHI U 33]1a4, CBOEBPEMEHHO
KOPPEKTHUPOBATH TUIAHBI U 33/1a4U

Onpenensath nokazatenau 3h(HEeKTUBHOCTH pabOTHI MepcoHalIa MOApPa3IeICHHS

YnpaBisTe MOTUBALMEN EPCOHANIA, €70 BOBJIICUEHHOCTHIO U TUCIUIIIIMHON
Tpynaa

CocCTaBIIATh IIJIAHEI ACATCIIBHOCTU CTPYKTYPHOI'O IOApa3aACICHUS OpraHu3anuu

CocTaBnsTh, pacCYUTHIBATH, KOPPEKTUPOBATH U KOHTPOIUPOBATEH CTAThU
pacxoaoB CTPYKTYPHOTO MOApa3AeTaeHus st GOpMUPOBAHUS OIOKETOB

[Ipon3BoauTe aHAIM3 TEKYLIEN ACATENBHOCTH CTPYKTYPHOTO ITOAPA3AEICHUS U
BHEJIPATH NPOLETYPHI IO €€ ONTUMU3ALNHT

HpeI[CTaBJ'IHTB HHTCPCChI OpraHu3alivi U BECTU IICPETOBOPEI C
ToCydapCTBCHHBIMU OpraHaMu, NpCACTaBUTCIIbHBIMU OpTraHaMU pa6OTHI/IKOB o
BOIIPpOCaM mnepcoHajia

Bectn MEPETOBOPELI € MOCTABIIUKAMU YCIIYT 11O YCJIOBHUAM 3aKIIFOYACMbIX
JOTOBOPOB

[Tpou3BOaUTH MpeABapUTENbHBIE 3aKYIOYHBIE MTPOLEAYPHI U 0POPMIIATH
COMYTCTBYIOIIYIO TOKYMEHTALMIO 110 3aKI0YEHUIO JOTOBOPOB

ITpoBOAUTH ayIUT PE3yJILTATOB PAOOTHI C IEPCOHATIOM

PaGorate ¢ HHPpOpPMAIIMOHHBIMY cCHCTEMAMU, IU(PPOBBIMU CEPBUCAMH T10
OINEPALIMOHHOMY YIIPABJICHUIO IEPCOHATIOM U pabOTOMN CTPYKTYpPHOIO
HoJpa3esIeHHs

®opMHpOBaTh NMPEII0KEHUS 0 aBTOMATU3aLUU U HU(POBU3ALIH
OIIEPALIMOHHOTr0 YIIPaBJICHUS [IEPCOHAIIOM U pabOTOM CTPYKTYPHOTO
1oJipa3aeseHus

OGecneunBaTh cOOIOICHHE TPEOOBaHUH 3aKOHOJATENhCTBA Poccuiickoi
denepalivivi 1 KOPIIOPATUBHBIX IMOJIMTHK B 00JIACTH 00paOOTKH IMEePCOHATBHBIX
JTaHHBIX U KOH(UICHINATBHOU HHOpMALIUU

BecTu nenoByo nepenucky

Co0rogaTh HOPMBI ATHKH JEJIOBOTO OOIIECHUS

HeoOxonumeble 3HaHUA

TCOpI/II/I yIpaBJICHUA IIEPCOHATIOM U €0 MOTHBalN

CDOpMLI 1 MCTOAbI OCHKH IIEPCOHAJIA U PC3YJIbTATOB UX TPYyHdad

Texuomoruu OIICPATUBHOI'O YIIPABJICHUA ICPCOHAIIOM OpraHru3alun

Cucrembl, MeTOJIbl U (POPMBI MATEPHAILHOTO M HEMAaTEPHUAIILHOTO
CTUMYJIMPOBaHUs TPy1a IEpCOHAIA

TexHOIOruM U METOJIbI q)OpMI/IPOBaHI/ISI 1 KOHTPOJIA 6IO,Z[)K€TOB

MeToab! ynpaBieHus pa3BUTHEM U 3((HEKTUBHOCTHIO OPraHU3aIUK, METOIBI
aHaJIN3a BBIMIOJIHCHUS IIJIAaHOB U IPOTrpaMM, OMPCACIICHUSA UX SKOHOMHUYECKOM
3¢ PeKTUBHOCTH, METOIBI 0OECTIeUeHUs KaApOBOH 0€30MacHOCTH

DKOHOMUKA Tpy1a

OpFaHI/IS AIIMOHHO-IITAaTHAd CTPYKTYypa OpraHru3alun

[TonuTuka ynpasiieHus IEPCOHATIOM, KOPIIOPATUBHAS COLMAJIbHAS MIOJIUTUKA,
KOPIOPAaTUBHAs KYJIbTypa

[{enu, cTpaterust pa3BUTHs U OM3HEC-IIJIaH OpraHu3aluu

Metoauku IJIAaHUPOBAHUA U IPOTHO3UPOBAHUS HOTpe6HOCTI/I B IICpCOHAJIC




[Topsaok yperyaupoBaHus TPYAOBBIX CIIOPOB

TpeGoBanus 1 MpaBUiIa MPOBEACHHS ayIUTa PAOOTHI C IEPCOHAIOM

CDOpMLI COHAJIBHOTO MAapTHEPCTBA U B3aMMOJICHCTBHS C NpeaACTaBUTCIIbHBIMU
OopraHaMu pa6OTHI/IKOB W UHBIMHW OPraHU3alusIMn

[opsanox odopmiieHns: KaJpOBbIX JOKYMEHTOB M MPUIAHUS UM IOPUINYECKON
CHJIBI

TapudHo-KkBamU(HUKAITMOHHBIC CIIPABOYHUKN pabOT 1 podeccuit padbounx u
KBaJTM(PHUKAIIMOHHBIC XapaKTEPUCTHKH TOJDKHOCTEH CITy)KalllnX,
npodeccuoHaIbHbIe CTAaHAAPTHI

[Mopsimok mpoBeeHus 3aKyTOYHBIX MPOLEAYP U OOPMIICHHUS COMMYTCTBYIOIIEH
JIOKyMEHTaluN

Crieunanu3upoBaHHbIe HH()OPMALIMOHHBIE CUCTEMBI, IM(PPOBBIEC YCIYTU U
CEPBUCHI 110 YNPABJICHHUIO TIEPCOHATIOM, TPAHUIIBI UX IPUMEHEHHUS

OcCHOBHBIE METPUKH U aHAIIMTUYECKUE CPE3bI CUCTEMBI ONIEPALIUOHHOTO
yIpaBJIeHUs IEPCOHATIOM U PabOThI CTPYKTYPHOT'O MOAPA3IEICHUS

HOpMaTI/IBHI)Ie IIPaBOBLIC AKTHI, OIIPEACITIAOINE HOMBI TPYAOBOT'O ITpaBa

OCHOBEI APXHUBHOI'O 3dKOHOATCJIbCTBA U HOPMATUBHLBIC ITPABOBLIC aKThI
Poccuiickoii d)enepam/n/l B 00JacTu BCACHUA NOKYMCHTAIIUU I10 NIEPCOHAITY

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNIbecTBa Poccuiickoit denepanuun

OCHOBBI MUTPAIIMOHHOTO 3aKOHOATENhCTBA Poccuiickoit Menepanuu B 001aCTH
MIPUBJICYCHHSI M TPYA0YCTPONCTBA MHOCTPAHHBIX TPaXKIaH | JIUIl 0e3
TrPpaKIaHCTBA

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu B
o0JacTu ynpaBlIeHUs IEPCOHATIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIUIT

3akoHoaarenbcTBO Poccuiickoii deaepanui 0 NepCOHAIBHBIX JaHHBIX

JlokanbHBIE HOPMATHUBHBIC aKThl OpraHu3aliu B obnactu YpaBJICHUA
MepCcoHaJIOM

OcHOBBI IPaBOBOT'0 PETYJIUPOBAHUS MOPSAIKA 3aKJIIOUEHUS TPAXKIAHCKO-
IIPaBOBBIX JOTOBOPOB B COOTBETCTBUHU € 3aKOHOATEILCTBOM Pocculiickoin
denepaunn

[IpaBuiia BeaeHUs AEIOBOM MEPETUCKH

HOpMLI OTHUKHU OCJIOBOI'O 06IJ_[CHI/I$I

Oco0ble ycIIoBHs JOITycKa K
pabote

Jpyrue xapakTepucTUKU

3.7.3. TpynoBas pyHKUusA

[MpoucxosxneHne 06001IeHHOM
TpyR0BOil QyHKIUH

Pa3paboTKa 1 CONPOBOKIECHHE TPOLIECCa
YposeHn
Hanmenosanne IU(pPOBU3ALMY U ABTOMATU3ALUU Kon G/03.7 7
KBaNU(UKALUH
YHpaBJICHUS IIEPCOHATIOM
3aMMCTBOBAHO U3
OpuruHan X
OpHruHaza
Koz PerucrpannoHHblil HOMep
OpHIUHA npodeCcCHOHATIEHOTO
a cTaHapra

TpynoBsie neicTBUS

Pazpabotka npeiokeHuil o aBTOMaTU3auy 1 HUPPOBU3AINN TPOIIECCOB
yIpaBJeHUs IEPCOHATIOM

dopmysnpoBaHue LeseH 1 3a1a4 aBTOMaTH3aluy ¥ IU(POBU3ALUH B paMKax




cTpareruu QyHKIIUN yIPaBJICHHS IIEPCOHATIOM, OOIICH CTpaTeruy OPTaHNu3auN
1 o0OecrieueHns KaJapoBoi 6€30macHOCTH

Koopaunanus u skcnieptrsa pa3paboTku cxeM WH(OpMallmOHHOTO 0OMeHa,
HOPMATHUBHO-CIIPABOYHOM MH(OPMAIIUH, YIEKTPOHHBIX JOKYMEHTOB M CUCTEM
ABTOMATHU3ALIMH MPOLECCOB YIPABICHUS IEPCOHATIOM

Koopaunanus u skcrieptusa pa3padoTKu cxeM UH(pOpMallMOHHOTO 0OMeHa,
HOpPMaTHUBHO-CIIPaBOYHON MH(OPMALINH, 3JIEKTPOHHBIX JJOKYMEHTOB M CUCTEM
aBTOMATHU3ALMH [TPOLIECCOB YIIPABJICHUS IEPCOHAIOM

Koopaunanus pa3paboTku 1 corinacoBaHue (QyHKIMOHAIbHBIX TPEOOBaHUH K
aBTOMAaTH3alUU ¥ HU(POBU3ALUH MIPOLIECCOB YIPABICHUS IEPCOHATIOM, B TOM
qricie TpeOOBAHUH K TMOJIb30BaTENILCKUM HHTEp(dericam 1 11abioHam

CornacoBaHue perjJaMeHTOB U MHCTPYKIIHI 10 paboTe ¢ aBTOMaTU3UPOBAHHOMN
CHCTEMOH B 00JIACTH ITPOLIECCOB YIIPABICHUS IEPCOHATIOM

COHpOBO)KI[eHI/IC 151 (I)yHKI_[I/IOHaJIBHaSI MMpuceMKa CUCTEM L[H(I)pOBI/IBaLII/II/I n
ABTOMAaTHU3alu MpouccCoOB YIpaBJICHUA IIEPCOHATIOM Ha STallax
IMPOCKTUPOBAHMA, TECTOBOI U OHBITHO-HpOMI:IHIJIGHHOfI OKCILTyaTauuun

Opranuzaius 00y4eHus: CIEeIaTIuCTOB 110 YIIPABJICHUIO EPCOHATIOM
MCIOJIB30BAaHUIO CUCTEM aBTOMATH3AIMH U HU(DPOBU3ALUH YIIPABICHUS
MEPCOHAIOM M MPO(ECCUOHANBHON MOJAEPKKU MOTb30BaTENeH

Opranuzanus (yHKIIMOHATFHOTO MOHUTOPHHTA PA0OTHI CHCTEM aBTOMATHU3AINH
U IIUPPOBU3ALINN YIIPABIICHHSI IIEPCOHATIOM U TIPO(ECCUOHATHFHON MOIICPIKKH
I10JIb30BaTEICH

Benenune npoekTHOMN, 0Ib30BATENIBCKOM U HKCIUTYyaTal[HOHHON TOKyMEHTAalUN
(B 001acTu (yHKLIMOHAIBHBIX BO3MOXHOCTEH) Ha CUCTEMbl aBTOMATH3alU1 U
U(PPOBHU3AIMY TPOLIECCOB YIPABJICHUS IEPCOHAIOM

DopMyIMPOBAHKE NPEUIOKEHUHN 110 MOJIEPHU3ALUN U PA3BUTHIO
CYLIECTBYIOIIMX CUCTEM aBTOMAaTHU3allMK U HU(POBU3AIMH YIIPABICHUS
[IEPCOHAIIOM

ObecnieunBaTh coOMI0IeHNE TPeOOBaHMIA 3aKOHOAATEIbCTBA Poccuiickoit
®denepalyivi 1 KOPIIOPATUBHBIX MOJUTUK B 00JIACTH 00pabOTKH MEePCOHATBHBIX
JAHHBIX ¥ KOH(UACHIIMAIBLHON HH(DOpMAITH

Heo6xomumbie ymeHus

CobupaTh, aHaTU3UPOBATh U CUCTEMATU3UPOBATh HEOOXOIUMYIO UH(POPMALIIO
JUIsL aBTOMATH3aIMK U HU(POBU3AIMH MIPOLIECCOB YIIPABICHUS [IEPCOHATIOM U
obecrnieueHrs KaJipoBoi 6€301MacHOCTH

ynpaBHSITB q)YHKHHOHaJ'IBHLIMI/I Tpe6OBaHI/I$IMI/I, 9TallaMU IMMPOCKTOB
aBTOMaTu3alu U I_II/I(prBI/BaLII/II/I yHpaBJICHHA [IEPCOHATIOM, U3BMCHCHUAMU B
HUX

PaGoTath B cucTemax yrpaBieHHUs IPOCKTaMH, TPeOOBaHUSIMH M JTOPaOOTKaMU
110 HUM

Pa3pabaTbIiBaTh TECTOBbIE U PUEMOYHbIE CLIEHAPUH JEMOHCTPAIIMOHHBIX U
00y4aroumx MaTepuaIoB

Opranu30BBIBaTH U MIPOBOIUTH 00YyYAIONINE U KOHCYJIBTAIIMOHHBIE MEPOTIPUATHUS
JUTS TIONTb30BaTeNIel CHCTEM aBTOMATHU3AIuU U ITU(POBU3AIMH TTPOIECCOB
YIIPABJICHUS TIEPCOHATIOM

PabGotath B crcTeMax aBTOMAaTHU3AIMK U HU(PPOBU3ALUH MTPOIIECCOB YIPABICHHS
IIepCOHAIIOM

T'oToBuTL U 3alUIaTh S9KOHOMHUYCCKNEC U KAYCCTBCHHBIC 000CHOBaHUSA U
3¢ dexTh aBTOMATH3aANUK U TU(PPOBU3AIUHN TTPOLIECCOB YIIPABICHUS TIEPCOHATIOM

Cobmo1aTh HOPMBI ATHKH J1€JI0BOTO OOIICHHUS

Heo0xoaumsbie 3HAHUS

MeToab! ynpaBieHus: pa3BUTHEM U 3((HEKTUBHOCTHIO OPraHU3aIUK, METOIBI




aHaJIM3a BBIMIOJIHCHUS IIJIAHOB U IPOTpaMM, OIMPCACIICHUSA UX SKOHOMHUYECKOM
3¢ PeKTUBHOCTH, METO/IBI 0OECTIeUeHUs KaAPOBO 0€30MacCHOCTH

MeToibl OlICHKH PabOThI CTPYKTYPHBIX MOPA3ICIICHUH, Pe3yIbTaTOB U
3¢ (HEeKTUBHOCTH EATEIHHOCTH

MCTOIIBI IMPOBCACHHUA ayJJUTa U KOHTPOJUJIMHI'A OTICPATUBHLIX YIIPABJICHUCCKUX
TPOLIECCOB

TCXHOJ'IOFI/II/I, METOJbI U METOAWKU IMTPOBCACHUA aHalIM3a U CUCTEMATU3 AU
JAOKYMCHTOB U I/IH(bOpMaHI/II/I

[TonuTyka ynpasiieHus EPCOHATIOM, KOPIIOPATUBHAS COLIMAJIbHAS ITOJIUTHKA,
KOPIIOPAaTUBHAs KYJIbTypa

TapudHo-KkBanMPUKAMOHHBIE CIIPABOYHUKH padbOT U npodeccuii padbouux u
KBaJIM(PHUKALIMOHHBIE XapaKTEPUCTUKH TOJHDKHOCTEHN CITy’KalluX,
npogeccuoHaIbHbIE CTaHIAPThI

OCHOBBI ynpaBiIeHUs TPOEKTaMH (IPUMEHHUTEIBHO K IIPOEKTaM B cepe
MH(POPMALMOHHBIX TEXHOJIOTUN)

OCHOBBI IPOEKTUPOBAHUS U MIOCTPOCHUSI HHPOPMAIIMOHHBIX CHCTEM, OCHOBHBIE
TEXHOJIOTHH U TPEH[IbI, UMEIOIIE OTHOUICHHE K cepe yIpaBiIeHUs IePCOHATIOM

OCHOBEI JIMICH3UPOBAHUS IIPOTPAMMHOIO O6GCH€‘IGHI/IH, 06paSOBaHI/I$I OCH Ha
MMpOrpaMMHBLIC CPCACTBA U OLICHKU CTOUMOCTHU BJIAICHUA I/IH(I)OpMaI_II/IOHHBIMI/I
CHUCTCEMaMH

OcHOBHbIE TIOJIOKEHUS TPAXKIAHCKOTO 3aKoHO1aTennbeTBa Poccuiickoit
®denepannu B 0071aCTH HHTEIJIEKTYATBHOW COOCTBEHHOCTH

]_[eJ'II/I U CTpATCrus pa3sBUTHA OpraHHU3allun

HopmaTuBHBIE IPaBOBBIE AKTHI, OIPEAEIAIOINE HOMBI TPYIOBOIO IIpaBa

OCHOBBI aQpXHUBHOT'O 3aKOHO/IATE€IILCTBA U HOPMATUBHBIE TIPABOBBIEC AKTHI
Poccutiickoit @enepanuu B 0071aCTH BEACHUS JOKYMEHTAIMH TI0 TIEPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit deneparun

OCHOBBI aIMMHUCTPATUBHOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu B
00J1aCTH yNpaBJIeHUs IEPCOHATIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIUII

3akoHoaarenbcTBO Poccuiickoil deaepanu 0 NePCOHAIBHBIX JaHHBIX

TpebGoBanust 3akoHoAaTenbeTBa Poccuiickoit denepanuu B 001aCTH MPUMEHEHHS
ANEKTPOHHON MOJITUCH

JlokanbpHble HOpPMATHBHbIE JOKYMEHTBHI OPraHU3alluy B 00JIACTH yIIPaBICHUS
IEPCOHAIIOM

[Topsimok 3aKyNOYHOM JNeATSILHOCTH, 3aKITFOUCHUS U BEJICHUS JJOTOBOPOB
(KOHTPAKTOB)

HOpMLI OTHUKHU OCJIOBOI'O 06H_ICHI/I$I

Oco0ble ycIIoBHsI JOITycKa K
pabote

Jpyrue xapakTepucTUKu

3.7.4. TpynoBas pyHKIUSA

AJMUHHCTPUPOBAHUE TPOIIECCOB
OIEPALMOHHOIO YIPABJICHUS IIEPCOHAIOM

i v
Hanmenosanue ¥ paboTOii CTPYKTYPHOTO TOAPa3eIeH s Kon G/04.7 POBCHE 7

OpraHu3aIK U COOTBETCTBYIOIIETO
JIOKYMEHT0000pOoTa

KBaJM(DUKALN

[Ipoucxoxaenne 06001IEHHOM
TPYZOBOH (HyHKIHN

X 3anuMCTBOBAHO U3
OpHTrHHAIIa

Opurunan




Koz PerucrpanuoHHblil HOMep
OpHUTHHAI po¢heCCHOHATHHOTO
a cTaHjapTa

TpynoBsie nercTBUs

AHanu3 IpoIeccoB JOKYMEHTO000POTa, JIOKATbHBIX JOKYMEHTOB IO BOIIPOCam
OTIEPAIIMIOHHOTO YIIPABJICHUS MIEPCOHAIIOM U pabOTOM CTPYKTYPHOTO
noJipa3aenieHusi, Ou3Hec-MPOIECCOB OPraHU3alluH, YOBIETBOPEHHOCTH
nepcoHana

JlokyMeHTaoHHOe 0(hopMIIeHHE pe3yIbTaTOB ONEPALMOHHOTO YIIPABICHUS
nepcoHaia u paboThl CTPYKTYPHOIO MO/Ipa3JiesieHus], pe3yIbTaToB ay/IuTa
paboThI C IEPCOHATIOM

IToaroroBka NnpeUIOKEHUN 110 Pa3BUTUIO CUCTEM ONEPALMOHHOIO YIIPaBICHUS
NEPCOHAIIOM H pabOThl CTPYKTYPHOT'O MOAPA3ACICHHS, IO HEOOXOIUMBIM
KOPPEKTUPYIOIIHUM U IIPEBEHTUBHBIM MEpaM

Pa3paboTka cucteMsl aHaIM3a U KOHTPOJIS pabOThI IEPCOHANA, MEPOIIPUATUH 110
00ecreyeHn o KaJpoBoi 6€301acCHOCTH

KonTtpons, cpaBHeHHE U aHATTU3 IPOLIECCOB B 001aCTH ONEPATUBHOTO
YIIPABJICHUS NIEPCOHAIIOM, PE3YJIbTAaTOB YIIPABIECHYECKUX MEPOIPUATHH,
orpeseneHue (pakTopoB, BHI3BIBAIONINX OTKIOHEHHE OT IUTAHOBBIX MTOKa3aTeeH

[ToaroToBka n 06paboOTKa 3aMPOCOB, YBEIOMJICHHH, CBEACHHUH O pabOTHHUKAX B
rOCyTapCTBEHHBIC OpraHbl, MPO(ECCHOHAIBHBIE COI03bI, 00IIIECTBEHHBIE
OpraHu3aIu

ConpoBoskJIeHUE T0TOBOPOB OKa3aHUs YCIYT 0 BOIPOCaM ONEPATUBHOIO
yIpaBieHUs IEPCOHATIOM U PabOTON CTPYKTYpPHOTO MOAPA3/IEIECHUs], BKIIIOYas
IpeIBapUTENIbHBIE TPOLIEAYPHI 10 UX 3aKITIOUYEHHUIO

[TonroroBka mpeioxKeHH Mo GopMUPOBAHUIO OIOPKETA Ha MEPCOHAT
OpraHHU3aINH

Brinonnenue TpeboBaHui MO XpaHEHUIO HH(OpMAIK 0 pe3ynbTaTax IeicTBUs
CHCTEM ONEPALOHHOIO YIIPABIIEHHS IEPCOHATIOM U pabOTON CTPYKTYpPHOIO
NOIpa3ACICHUs

Heo6xomumbie ymMeHus

KonTponupoBats MeponpusTHs o 00ecredeHuIo KaJipoBoii 6e301MacHOCTH,
MPOIECCHI YIPABICHHsI IEPCOHATIOM MOPa3/IeNIeHUH, ONpeIesTh UX
pPE3yNbTaTUBHOCTD U BBISBIISTH (DAKTOPHI OTKIIOHEHH OT IIAHOBBIX MTAPAMETPOB

Pa3pabateiBaTh IpOrpaMMBbI TOCTHKEHHS TIETICH M ONIEPATUBHOTO PEIICHMS 3a/1a4
OApa3aeICHUM

AHanu3upoBaTh, pa3padarbiBaTh U 0QOPMIISATH JOKYMEHTHI IO ONIEPATUBHBIM
MpoIeccaM U UX pe3ysbTataM

[IpoBOIUTH ayAUT KaJAPOBBIX MPOILIECCOB, MPOLETYpP, OGOPMIICHUS KalpOBBIX
JIOKYMEHTOB U JIOKYMEHTOB I10 YIIPABICHUIO IIEPCOHATIOM

KoHTponmpoBaTh pacxooBaHUe OFOPKETOB Ha TIEPCOHAI

O(i)OpMJ'IfITL JAOKYMCHTEI 110 OIICPANUOHHOMY YIIPABJICHUIO IICPCOHAIIOM U pa60Te
CTPYKTYPHOT'O MOoApPa3ACJICHUS, ITPEACTABIISICMBIC B T'OCYIAPCTBCHHBIC OPraHbI,
MPEACTAaBUTCIILHBIC OpTaHbl pa6OTHI/IKOB

ObecnieunBaTh TOKYMEHTAIIMOHHOE COTIPOBOXKICHHE IO CUCTEMaM
OTIEPAIIMOHHOTO YIPABJICHHUS TIEPCOHAIIOM U PadOTEe CTPYKTYPHOTO
HOApa3/IeIeHUs

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
TPYAOBOTO U apXUBHOIO 3aKOHOAATENbCTBA Poccuiickoit deaepanuu u
JIOKAJIbHBIMU aKTaMU OPTraHU3aLNU

KoHnTponupoBath UCIOIHEHUE TOTOBOPOB MOCTABLUIMKOB YCIYT MO BOIPOCaM
nepcoHala




[Tpon3BoANTH 3aKyMOYHBIE IPOIIETYPHI, OQOPMIIATH U AHATH3UPOBATH
3aKyHOYHYIO TOKYMEHTAIHIO

HpOBOI[I/ITB MEPETrOBOPLI U MPCACTABIATE HHTCPCCHI OpraHu3allui B
TOCYHapCTBCHHBIX OpraHax, NpCACTABUTCIIbHBIX OpraHax pa6OTHI/IKOB 10
BOIIpOCaM mepcoHaia

BecTu nenoByro nepenucky

Bectu yuet u peructpainio 10KyMeHTOB B MHGOPMAIIMOHHBIX CUCTEMaX U Ha
MaTepUaIbHBIX HOCUTEISX

Paborath ¢ MHPOPMAITMOHHBIMU CUCTEMAaMH, IIU(PPOBBIMH yCIIyraMH U
cepBUCaMH B 00J1aCTH ONEPAIIIOHHOTO YIIPAaBICHHs IEPCOHATIOM U paboTOi
CTPYKTYPHOTO TTO/Ipa3/IeICHNUs

®opMupoBaTh NPEUIOKEHUS 110 aBTOMATH3alUU U IU(PPOBU3ALIMYU TIpoLecca
OTIEPAIIMOHHOTO YIIPABJICHUS MIEPCOHATIOM U pabOTOM CTPYKTYPHOTO
No/Ipa3/ieICHUs

Ob6ecnieunBaTh COONIOICHNE TPeOOBaHMIA 3aKOHOAATEIBCTBA Poccuiickoit
denepanny U KOPIOPATUBHBIX MOJUTUK B 0071aCTH 00pabOTKH MEPCOHATBHBIX
JTaHHBIX U KOH(UIEHIMATbHOU HHOpMaLIUu

Bectn ACJIOBYIO IIEPCIIUCKY

CO6J'IIO)13.TB HOPMBI OTUKHU JCJIOBOTO O6IJ_ICHI/I$I

Heo0xoaumbie 3HAaHUS

Co0imo1aTh HOPMBI ATHKH JISTIOBOTO OOIICHHS

MeTonpl OTIeHKH paboThl CTPYKTYPHBIX TOJIpa3/IeIeHI, pe3yIbTaTOB Tpyaa
nepcoHala

MeTo bl IPOBEICHUS Ay TUTa U KOHTPOJIIMHIA OTICPATUBHBIX YITPABICHUECKUX
TIPOLIECCOB

CDOpMBI N CUCTEMbI MaTCPHUAJIBLHOTO 1 HCMATCPUAJIBHOI'O CTUMYJIMPOBAHUA TPpydad
HiepcoHasa

OCHOBEI AOKYMCHTAIITMOHHOT'O obecreyeHus

[opsimok oopmieHus, BeAeHUS U XpaHEHUsI JOKYMEHTAIMH [0 CUCTEMaM
OIIEPALIMOHHOTO YIIPaBJICHUS [IEPCOHAIIOM U padoTe CTPYKTYpPHOTO
1oJipa3aeseHus

[Topsinox popmupoBanusi, BeAeHUs 0a3bl TaHHBIX U MPEAOCTABICHUS OTYETHOCTH
10 CHCTEMAaM OIEPAIlMOHHOTO YIPABIEHUS IEPCOHAIOM U paboTe CTPYKTYPHOTO
No/Ipa3/ieIeHUs

Tapudno-kBanudpukamoHHBIE CIPABOYHUKHU pabOT U podeccuit pabounx u
KBaJM(PHKAIMOHHBIE XapaKTEPUCTHKH TOJHDKHOCTEH CITyKalllnX,
poeCCHOHANIbHBIE CTaHAaPThI

HOpMaTI/IBHBIC IIPAaBOBBIC AKThI, PETYJIIMPYIOUIUC ITpaBa U 0053aHHOCTH
TOCYHapCTBCHHBIX OPIraHOB U OPraHU3alvU 110 IMPEAOCTABICHUIO yquHOﬁ
AOKYMCHTAIlUU

[opsanox npoBeaeHMs 3aKyOYHBIX MPOLETYP U O(POPMIIEHHUS COITyTCTBYIOLIEH
JIOKyMEHTaluU

ITonuTuka YHIPpaBJICHUA IICPCOHAIOM U COUAJIbHAs IMOJIMTUKA OpTraHu3alun

OpraHns AITUOHHO-IITAaTHAd CTPYKTypa OpraHru3alnun

HGJII/I N CTPATCruA pasBUTHA OpraHHU3allun

busHec-man u OU3HEC-TPOIECCH OPraHU3aIMH

CHGHI/IaJ'II/IBI/IpOBaHHBIC I/IH(bOpMaLII/IOHHBIC CHUCTCMBI, I.IPI(prBBIe YCIyru u
CCPBUCHI B obiractu OIICPallMOHHOTO YIIPABJICHHA IICPCOHATIOM U pa60T0171
CTPYKTYPHOTI'O MOAPA3ACIICHUSA, T'PAHULBI UX IPUMCHCHUSA

OCHOBHBIE METPHUKHU U aHATUTHYECKUE CPE3bI CUCTEMBI OTIEPAIIMOHHOTO
YIIPaBJICHUS IEPCOHATIOM M pabOThI CTPYKTYPHOTO TOIpa3IeICHUS




HOpMaTI/IBHBI€ IIPaBOBLIC AKTHI, OMIPEACTIAIOINE HOMBI TPYAOBOTI'O ITpaBa

OCHOBBI aQpXHUBHOT'O 3aKOHO/IATEIILCTBA U HOPMATHUBHBIE TIPABOBBIC aKThI
Poccuiickoit @enepatyiv B 00J1aCTH BEACHUS JOKYMEHTAIMH 110 TIEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbecTBa Poccuiickoit denepanun

OCHOBBI MUTPAIIMOHHOTO 3aKOHOIaTeNbCTBa Poccuiickoit dexepanuu B o06nacTu
IPUBJICYEHUS] U TPYJOYCTPOIICTBAa MHOCTPAHHBIX Tpak/iaH U Jinul O6e3
IpaXkJaHCTBA

OcHOBBI aIMMHUCTPATUBHOTO 3aKOHOAaTeNbcTBa Poccuiickoit deneparnu B
o0JacTu ynpaBieHHs IEPCOHATIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIUIT

3akoHoaarenbcTBO Poccuiickoil deaepaniui 0 NEPCOHAIBHBIX JaHHBIX

JloxaabHBIE HOPMATUBHBLIC TOKYMCHTbLI OpraHu3alii B obnacth YpaBJICHUA
IEpCoOHAIOM

[Topsiiok 3akiTt0YeHHS TOrOBOPOB (KOHTPAKTOB)

[IpaBuia BeieHUs 1€70BOM NEPENUCKU

Hopwmbl 3THKH 1e710BOTO OOIIIEHUS

OcoOslIe ycitoBHs I0ITyCKa K
pabote

Jpyrue xapakTepucTUKU

3.8. O600mennas Tpynosasi pynkuusa «CTpaTernueckoe ynpasjieHue MepcoHAJIOM»

[Ipoucxoxaenne 0600IIEHHOM
Tpy0BO# QyHKIUH

YpoBeHb
HaumenoBanue Crpareruueckoe ynpapjieHHE IEPCOHATIOM Kon H 7
KBaTU(UKAIHH
3arMCTBOBAHO U3
Opwurunan X
OpHUruHaa
Kon Peructpaunonusiii HoMmep
OpUTHHAI podecCHOHANTBEHOTO
a CTaHgapTa

Bo3MoxHBIC HANMEHOBAHUSI
JOJDKHOCTEH, podeccuii

JupexTop 1o nepcoHaty

JIMpEKTODp 10 YIIPABICHUIO IEPCOHATIOM

3aMecCTUTeNb JUPEKTOpa 10 YIPABICHUIO IEPCOHAIOM

3aMeCTUTENb TeHEPaIbHOIO JUPEKTOPA 110 YIIPABJICHUIO IEPCOHATIOM

TpeboBanust kK 00pa30BaHUIO
1 00y4YEeHUIO

Bricmiee oOpa3zoBanue — MarucTpaTypa

WITH

Briciiee oOpazoBanue (HEpopHIbHOE) — MarucTpaTypa 1 JOMOTHUTEIIBHOE
npodeccuoHaIbHOE 00pa3oBaHKUE — MPOTPAMMBI IPO(HECCHOHATLHON
MEPETIOATOTOBKH B 0OJIACTH YIIPABJICHUS MIEPCOHATIOM WIIA CTPATETHUECKOTO
yIpaBICHUS

TpeGoBaHUs K OIBITY
MPaKTUYECKON PabOTHI

He menee nsitu et B 0061acTH ynpaBiieHUs! IEPCOHAIOM Ha PYKOBOISIINX
JOJKHOCTSIX

Oco0ble ycrioBHs JoITycKa K
pabote

Jpyrue xapakTepuCTUKH

ILOHOJIHI/ITGJIBHLIG XapaKTCPpUCTUKU

HaumeHnoBanue nokymeHnra

HaumenoBanue 6a30B0ii rpymiibl, JODKHOCTH (TIpodeccun)
WU CIICIIHATBHOCTH

Kon

OK3

1212. VYpasisioiue TpyJ0BbIMU pecypcaMu

ETKC umu EKC

3aMeCTUTENh JAUPCKTOPA 110 YIIPABJICHUIO IICPCOHAIOM




OKIIATP 25042 HavanbHuk ynpasneHus (crnenuaiu3supoBaHHOTO B IPOYUX
OTpacisx)
OKCO 2016 5.38.04.01 OKOHOMHKA

5.38.04.02 MeHeKMeHT

5.38.04.03 VYnpaBiieHue nepcoHanom

3.8.1. TpynoBas ¢pyHKuus

Pa3paboTka cuCTEMEBI CTPATErHIECKOTO VpoBeHb
HaumeHoBaHUE p p Kon H/01.7 P 7

YHOPaBJICHU NEPCOHAJIOM OpraHUu3anuni KBaTHUKALIHT
[Ipoucxoxnenne 0600IIeHHOM 3anMCTBOBAHO 13

. Opurunan X
Tpy0BO#l QyHKIIUH opHrHHaNa
Konx Peructpaunonusiii Homep
OpHUTHHAI podecCHOHANBEHOTO
a cTaHaapra

TpynoBsie necTBUs

[TocTaHOBKa CTpaTerMUECKUX IeJIeH B YIPABICHUH MIEPCOHATIOM U 00CCTICUCHUH
KaJpoBOil 0e30MacHOCTH

Pa3paboTka KOpIOpaTUBHOMN MOJIUTUKY, IIJIAHOB, IPOTPaMM, MIPOLEAYP U
TEXHOJIOTMH yIpaBiIeHUs IEPCOHATIOM

Pa3paboTka KOpHnopaTUBHON KYJIbTYpPbI U COLUAIHOM MOJTUTHUKH, CUCTEM
MOTHUBAIMH, 3PPEKTUBHOCTH, OLEHKH U PA3BUTHS IEpPCOHANA

CDOpMI/IpOBaHI/Ie CHUCTCMBI OIJIATHI U OpraHu3alliu TpyJda ICpCoHaIa

Pa3paboTka cucTeMbl OpraHU3allMOHHOTO MPOSKTUPOBAHMS, TUIAHUPOBAHNE
NOTPEOHOCTH B MEPCOHAJIE OPTaHU3aUN

Pa3paboTka mporpaMm, IpUHLIUIIOB CTAaHJAPTU3ALNY, YHU(DHUKAIIH,
ABTOMATH3AIIMU MTPOLIECCOB YITPABJICHHUS IEPCOHAIIOM M 0€30MacHBIX YCIOBUN

Tpyda

dopmupoBaHue OIOKETa Ha IIEPCOHAT

Pa3zpaboTka TexHosioruii ayaura paboThl ¢ MEPCOHAIIOM U KOHTPOJUTHHTA

Heo6xomumbie ymMeHus

Pa3zpabarbeiBaTh cTpaTeruu U MOJTUTHKN YIPABJICHHS TIEPCOHATIOM, 00CCTICUCHHMS
KaJpoBOil 0e30MacHOCTH

Co31aBath ¥ ONKCHIBAaTh OPraHU3AMOHHYIO CTPYKTYPY, LETH, 3a1a4u, (PyHKIIUH
CTPYKTYPHBIX ITOAPA3AEICHNUN U JOJKHOCTHBIX JINIL

HpI/IMeHSITI) MCTOJbI YIIPABJICHUA MCKIIMIYHOCTHBIMU OTHOIICHUAMMU,
(bOpMI/IpOBaHI/IH KOMaH, Pa3BUTHA JIUACPCTBA U UCIIOJITHUTCIIBPHOCTH, BBISIBJICHU A
TAaJIaHTOB, OIIPCACIICHUA YAOBJICTBOPCHHOCTH pa60T0171

OnpenensTs U aHAIU3UPOBATh BHYTPEHHHE KOMMYHHUKAIMU, MOAEINPOBAThH
IOBEJICHUE TIEPCOHATIA

HpeJICTaBHSITI) HHTCEPECHI OpraHru3alii B TOCYy1apCTBCHHBIX OpraHax, BO
B3aI/IMO,Z[eI>'ICTBHH C IMpE€ACTAaBUTCIIbHBIMU OpraHaMu pa6OTHI/IKOB I10 BOIIpOCaM
IepcoHajia

CocTaBnATh, pacCUUTHIBATh, KOPPEKTUPOBATH U KOHTPOJIUPOBAThH CTaThU
pacxo/10B OIOKETOB U (POHIOB HA MPOrPaAMMbI K MEPOTIPUSATHS 10 YIIPABICHUIO
IIEPCOHAJIOM OPTaHU3ALNN

[TpoBOAMTH ayAUT U KOHTPOJUIMHT B OOJIACTH YNPaBJICHUS IIEPCOHATIOM

P 8.3pa6aTLIBaTB KOpHOPATUBHBIC COLIUAJIBHBIC ITPOTPaMMBbI

Bectu neperoBopsl 1o BOIpocaM COLUAIBHOIO MapTHEPCTBA €
IPEJICTaBUTENIbHBIMU OpraHaMu pabOTHHUKOB

PaboraTh ¢ MHpOPMAILIMOHHBIMU CUCTEMAaMH, YCIIYTaMU U CEpBUCAaMHU B 00JacTH




CTPATErn4ecKOro yIpaBJieHUsl MEPCOHAIOM

®opmMupoBaTh NPEUIOKEHUS 110 aBTOMATH3alUU U IU(PPOBU3ALIMYU TIpoLecca
pa3paboTKu cTpaTeruu paboThI C MEPCOHATIOM

Opranu3oBBIBaTh MEPOTIPUSATHS IO 00ECIICUCHHUIO BBITTOHEHUS TPeOOBAHUN
OXpaHbl TPY/1a B COOTBETCTBUHU C JCHCTBYIOIIUM 3aKOHO/IaTE€ILCTBOM
Poccuiickoit deneparuu u J0KaTbHBIMU aKTAMU OpTraHU3aluu

Opranu3oBbIBaTh U MPOBOJAUTH MEPOTIPUSTHS C IEPCOHATIOM B COOTBETCTBUH C
KOPIIOPATUBHOM COLIMAILHOMN MOJTUTHUKON

Ob6ecnieunBaTh cOOMIOICHNE TPeOOBaHMIA 3aKOHOAATEIhCTBA Poccuiickoit
®denepauy ¥ NOJIUTUK paboTonaTens B 001acT 00pabOTKU NePCOHANTBHBIX
JAHHBIX ¥ KOHGUICHIINATIHLHON HH(DOpMAITIH

Bectu nenoByto nepenucky

Cobmo1aTh HOPMBI ATHKH J1€JI0BOTO OOIICHHUS

Heo0OxonuMele 3HaHUSA

Mertoab! ynpaBieHus: pa3BUTHEM U 3 (HEKTUBHOCTHIO OpraHU3aIUY, aHATIH3a
BBITIOJTHCHUS TNIAHOB U ITPOrpaMM, OMPCACICHUA X SKOHOMHYECKOM
3¢ (HeKTUBHOCTH, METO/IbI OOECIeUeHNUs KaIpoBOi 0€3011acHOCTH

MeTob1 O1IEHKH pabOoThl CTPYKTYPHBIX MOAPA3ICICHUN, pe3yIbTaToOB TPyAa
nepcoHaa

MCTOIH:I IMPOBCACHHUA aYyJUTOB, KOHTPOJIJIMHTA YIIPABJICHUCCKUX NPOLICCCOB

Mertoanl aHanu3a KOJIUYECTBEHHOI'O M Ka4YSeCTBECHHOTO COCTaBa InepcoHajia

MeTop1 OpraHU3aIlMOHHOTO POEKTUPOBAHUS

CucTeMsl cTaHIapTOB 10 OU3HEC-MpoleccaM, podeccusiM, HOpMbI Tpy1a

CucTeMbl cTaHIapTOB 10 OM3HEC-TIpoleccaM, podeccusiM, HOpMBbI TPy 1A

MeTo/1bl aHAIH3a COUANTBHBIX POTPAMM U OTIPEACIICHUS MX YKOHOMUYESCKOM
s dexTuBHOCTH

TexHOIOruM U METOJIbI (i)OpMHpOBaHI/ISI W KOHTPOJIA 6IOI[)K€TOB Ha IIepCcoHall

TpeboBaHust 0XpaHbl U O€30MACHBIX YCIOBUN Tpyia

Ilenu, cTparerus, KOPIOpaTUBHAs COLMAIIbHASA ITOJIUTUKA U ITOJIUTHKA 110
IIEPCOHAITY, KOPIIOPATUBHAS KyJIbTypa

OCHOBBI TEXHOJIOTUH IIPOU3BOACTBA U ACATCIbHOCTH OPraHu3anuu

OCHOBEI COOJIOTUH, ICUXOJIOTUU U SKOHOMUKHU TPpYyda

OCHOBEI YHOpaBJCHUA COOUAJIbHBIM PA3BUTUCM OpraHHU3allun

MGTO}II)I HpOBC}IeHI/IH COIMUOJIOTNYCCKUX I/ICCJ'IGJIOBaHI/II\/’I, I/ISYLIGHI/IS[
0O0IIECTBEHHOTO MHEHHUS

OpraHu3anMoHHas CTPYKTypa OpraHu3aIiu

Tapudno-kBanudpukamoHHbIE CIPABOYHUKHU pabOT U podeccuit pabouux u
KBaJIM(PHUKAIIMOHHBIE XapaKTEPUCTHKH JTOJHDKHOCTEH CITyKallluX,
poeCCHOHANIbHBIE CTAaHAAPThI

Crieunanu3upoBaHHbIe HH()OPMALIMOHHBIE CUCTEMBI, LIM(PPOBBIEC YCIYTU U
CEPBUCHI B 00JIACTH CTPATETMYECKOTO YIIPABJICHHUS MIEPCOHATIOM, TPAHHIIBI UX
MPUMEHEHUS

OCHOBHbBIE METPUKH U AaHAJIUTUYECKUE CPE3bl CTPATETUYECKOTO YIIPABIICHUS
IIEPCOHAIIOM

HOpMaTI/IBHI)Ie IIPABOBBIC AKThI, OIIPEACTIAOIINE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOI'O 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIEC AKThI
Poccwuiickoit @eaeparuu B 001acTH BEACHHS TOKYMEHTAIIMHU TI0 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit deneparun

OCHOBBI MUTPAIIMOHHOTO 3aKOHOATENbCTBA Poccutickoit denepanuu B 001aCTH
MPUBIICYCHUS] U TPYIOYCTPOIICTBA MHOCTPAHHBIX TpaXkJIaH U U1l 6e3
rPaKJaHCTBA




OcHOBBI aIMMHUCTPATUBHOIO 3aKOHOAaTenbcTBa Poccuiickoit denepanuu B
o0JacTu ynpaBJeHHs IEPCOHATIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIUI

3akoHomarenbcTBO Poccuiickoit deaepanuu 0 MEPCOHATBHBIX TAHHBIX

JlokasibHbIE HOPMATHBHBIC aKThl OPraHU3AIMU B 00JIaCTH yIIPAaBICHUS
IIepCOHAIIOM

[Topsiok 3aKir0ueHMs! 10rOBOPOB (KOHTPAKTOB)

[IpaBuia BeeHUs AEIOBOM MEPENUCKHU

HOpMLI OTHUKHU OCJIOBOI'O 06IJ_[CHI/I$I

Oco0pble ycIioBHsI JOITycKa K
pabote

Jpyrue xapakTepucTUKU

3.8.2. TpynoBas ¢pyHKuus

Peamm3amms cucTeMBl CTPaTETTUECKOTO YpoBeHb
HaumeHoBanue 1 P Kon H/02.7 P 7

YIIpaBJICHUS IIEPCOHAIIOM KBaTH(PHKALITH
[MponcxosxneHne 0600IEHHOM 3anMCTBOBaHO U3

. Opurunan X
Tpyn0BO# QyHKIUH OpHI'MHaJIA
Kox Peructpanuonnsiii Homep
OpHUTHHAI po(eCCHOHATHHOTO
a cTaHaapra

TpynoBbie nencTBUs

[TnanupoBaHue NEATEIBHOCTH U pa3paboTKa MEPOIPUATHH IO YIPABICHUIO
MIEPCOHAIIOM JIJISl pean3aliil CTPATETUICCKUX [IeJIe OpraHu3aiuu 1
obecrieueHuns KaJapoBoi 6€30MacHOCTH

BHenpeHue nonuTHK, TJIAHOB, IPOTPaMM, MIPOLEAYP U TEXHOJIOTHIl 110
yIpaBIEHUIO TIEPCOHATIOM

[TocTpoeHne opraHn3alMOHHON CTPYKTYPBI C yUETOM IJIAHOBOM MOTpeOHOCTH B
IIEPCOHAJIE U B3aUMOJIEUCTBUS CTPYKTYPHBIX IIOJIpA3I€IEHUN OpraHU3aluu

Brenpenune n noanepxanue KOPIOPaTUBHOM KyJIbTYpPbl M COLUAIBHON
HOJUTUKH, CHCTEM MOTHBALUH, 3((HEKTUBHOCTH, OLIEHKU U Pa3BUTHsI IEPCOHATIA

BHe,I[pCHI/Ie " NOAACPKaHNUC CUCTEMbI OpraHn3alu TpyJda U OIJIAThI IICPCOHAJIA

VYipasineHue BHEIPEHUEM IIPOrPaMM U IIPUHIIUIIOB CTAHIAPTU3ALINH,
YHU(PUKAIIUN, aBTOMATH3AI[UH TPOIICCCOB YIPABIICHHUSI IIEPCOHATIOM U
0e30macHBIX YCIOBHM Tpyaa

OpFaHI/I3aHI/I${ IMPOBEACHUA ayJuTa U KOHTPOJUJIMHI'Aa B YIIPAaBJICHUHN IIECPCOHAIIOM

IloctanoBka 3aa4 PYKOBOAUTCIIAM CTPYKTYPHBIX HO,Z[p%I[CJ'ICHHfI, OIIPCACIICHUC
MaTCPUAIIBHO-TCXHUYCCKUX PECYPCOB IAJId UX BLIITOJHCHUA

CornacoBaHue yca0BUH 3aK/II0YaEMbIX JJOTOBOPOB 110 BOIIPOCAM YIPaBJICHUS
IIEPCOHAIOM

OpFaHI/I3aHI/I${ MPOBEACHUS 3aKYINOYHBIX IMPOLCAYP 1O BOIIPOCAM YIIPABJICHUA
IEpCOHAJIOM U O(bOpMJIeHI/IH COHYTCTByIOH_[eﬁ JAOKYMCHTAIUU 110 HUM

dopmupoBaHHe OIOKETa Ha IIEPCOHAT

Pa3zpaboTka TexHosioruii ayaura paboThl ¢ MEPCOHAIIOM U KOHTPOJUTHHTA

HpI/IMeHeHI/Ie K pa6OTHI/IKaM MEP MOOIIPECHHUA U AUCIHUILIMHAPHOI'O B3bICKAHUA

Heo6xonumble ymMeHUs

[Ipou3BoauTh aHANU3 AEATEIBHOCTH 10 YIPABJICHUIO IIEPCOHAIIOM,
pa3pabarbIBaTh mokaszatenu 3h(HEeKTUBHOCTH paboOThI

DopMHUpOBATH IIJIaHBI U MEPONPUATHS 110 YIIPABICHUIO IEPCOHAIIOM U
00ecIeueHnI0 KaapoBoi 0€30MacHOCTH

PaccunteiBath 6IOI[)K€T B o0JtacTu YIpaBJCHUA IIEPCOHATIOM




OmnpenensiTb 30HbI OTBETCTBEHHOCTH paOOTHUKOB U MOJPA3/A€ICHU, CTaBUTh
3a/1a4¥ pyKOBOJUTEISIM MOJIpa3esieHui 1 00ecrieyuBaTh PECypehl s UX
UCIIOJIHEHUS

KOHTpOJ'II/IPOBaTL 1 KOPPCKTHUPOBATH UCIIOJHCHUC HOpy‘-IeHI/Iﬁ " 3aJ1a4

YnpaBasats 3pPEKTHBHOCTHIO U BOBJIIEYEHHOCTBIO TIEPCOHAIA, AUCIUILITHHON
Tpy/Aa U coOI0AeHNEM 0€301TacHBIX YCIOBUH TPyAa

Bectu neperoBopsl 1o Bompocam COLUAIbHOTO MAPTHEPCTBA U MPEICTABIATh
MHTEPEChl OpraHU3aIlui B TOCYJapPCTBEHHBIX OpraHax, MpeACTaBUTEIbHBIX
opranax paOOTHHUKOB M OPTaHU3AIMSIX MO BOIIPOCAM MepcoHamna

PaGorath ¢ nHpOPMAITMOHHBIMU CHCTEMAaMH, IIU(PPOBBIMH yCIIyraMH U
CepBHCaMH 110 YIIPABJICHUIO IIEPCOHATIOM

[TpoBOAMTH ayAUT U KOHTPOJUIMHT B O0JIACTH YNPaBJICHUS IEPCOHATIOM

CDOpMI/IpOBaTB 1 IPOBOAUTH COLUAJIBHYIO MOJIMTUKY U COLMAJIBHBIC ITPOTPAMMBI

Bectu NEPETOBOPLI € MOCTABIIUKAMU YCIIYT IO YCJIOBUAM 3aKIIFOYAaCMBbIX
JIOTOBOPOB

[Tpou3BoaUTH 3aKyHOYHBIE TPOLIEAYPHI, ODOPMIIATH U AaHATTU3UPOBATH
3aKyNOYHYH0 JOKYMEHTALUIO

Ob6ecnieunBaTh coOM0IeHNE TpeOOBaHMIA 3aKOHOAAaTEIbCTBA Poccuiickoit
®denepanyivi 1 KOPIIOPATUBHBIX MOJMTUK B 00JIACTH 00paOOTKH MEePCOHATHHBIX
JTAHHBIX ¥ KOH(HUICHIINATIBLHON HH(pOpMaIH

Co0mrogaTh HOPMBI ATHKH JEJIOBOTO OOIICHUS

HeoOxonumeble 3HAHUSA

Metobl ynpaBieHUs! pa3BUTUEM U dPPEKTHBHOCTHIO OPTraHU3aIlUU, METOIbI
aHaJIM3a BBITIOJIHEHUS TJIAHOB M MPOTPAMM, OTIPEACIICHUS] UX YKOHOMUYECKOM
3¢ (hEKTUBHOCTH, METOJIbI 0OECTICUeHUS KaIpOBOU 0€30MaCHOCTH

Opranuzaiys yrnpaBieHUs] Pa3BUTHEM OpPTaHU3aAIUN

Teopun ynpapiieHus: OpraHu3aliei, MOJIUTUKA U CTpaTerus yIpaBieHUs
MEPCOHAIOM

[TonuTHka ynpasiieHus EPCOHATIOM, KOPIIOPATUBHAS COLIMAJIbHAS OJIUTHKA,
KOPIIOPAaTUBHAs KYJIbTypa

MGTO}II)I aHaJIM3a BBIMIOJIHCHUS IIJIAHOB U 3a/la4, OIPEACICHUA UX
SKOHOMUYECKOH 3P (HEKTUBHOCTH

MeToab! OLIEHKH pe3yIbTaToB U 3 (HEKTUBHOCTH TPYAA

Metozasl BHEIPEHUS CUCTEMBI YIIPABIICHUS [IEPCOHAIOM

MGTO}II)I OpTraHU3allMOHHOI'O ITPOCKTUPOBAHUA

OcHOBBI paOOTHI 110 PODHECCHOHATEHON OpHUEHTAITUN

Metoauku IJIAaHUPOBAHUA U IPOTHO3UPOBAHUS HOTpe6HOCTI/I B IICpCOHAJIC

Lenu, cTparerus pa3BUTHS U OU3HEC-TINIAH OPTaHU3AINH

Teopuu 1 MeTo 161 POPMHUPOBAHUS OpEHIA OpraHU3AIUU

TpeOoBanus OXpaHbI TPyJa U O€30MACHBIX YCIOBUN TPYy/Ia

Metoauku pa3pa60TI<H " BHCAPCHUS JIOKAJIbHBIX HOPMATUBHBIX dKTOB

[TopsaoK 3aKIIIOUEHHs] TPYAOBBIX JOINOBOPOB, PETYJIUPOBAHUS TPYIOBBIX CIIOPOB

OCHOBBI COLIMOJIOTUH, ICUXOJIOTUH, SKOHOMUKHU TpyJa U yIpaBIeHUS
COIIMAJIBHBIM Pa3BUTHEM OpraHU3aLuN

MeTobl TPOBEAECHUS COIUOIOIHYECKIX UCCICIOBAHNN, H3YYEHUS
00LIECTBEHHOTO MHEHHUS

Texuomoruu IIPOBCACHUA ayJUTAa U KOHTPOJUIMHI'A B YIIPABJICHUHU IICPCOHATIOM

[opsanox npoBeaeHUst 3aKyOYHBIX MPOLIETYP U O(POPMIIEHHUS COITyTCTBYIOLIEH
JOKyMEHTaLUU

Texnonor WU, CTaHAapTHU3alus, YHHq)HKaHHH, aBTOMaTu3anusd IpouecccoB
yHpaBJICHUA IICPCOHATIOM




OpraHu3zalimoHHas CTPYKTypa OpraHu3alun

TapudHo-kBamu(HUKAITMOHHBIC CIPABOYHUKN padboT 1 podeccuii padbounx u
KBaJTM(HUKAIIMOHHBIC XapaKTEPUCTHKH TOJDKHOCTEH CITy)KalluX,
npodeccuoHaIbHbIe CTAaHAAPTHI

Crienanu3upoBaHHble HHPOPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE YCIYTH U
CEpBUCHI B 00JIACTU CTPATETMYECKOTO YIIPABJICHUS IEPCOHAIIOM, T'PaHMIIBI UX
PUMEHEHUs

OCHOBHBIC METPHKH M aHATUTHYECKHE CPE3bl CTPATETHUECKOTO yIIPABICHUS
IEPCOHAIOM

OCHOBBI apXMBHOI'0 3aKOHO/IATE€ILCTBA U HOPMATUBHBIE IIPABOBBIC AKTHI
Poccwuiickoit deaeparuu B 001acTH BEACHHS TOKYMEHTAITUH 110 TIEPCOHATY

OCHOBBI HUJIOTOBOTO 3aKOHOaTenbeTBa Poccuiickoit denepanyin

OcCHOBBI MUTPAIIMOHHOTO 3aKOHOAaTeNnbcTBa Poccuiickoii Denepariu B 0051acTi
MPUBIICYCHHSI U TPYIOYCTPOICTBA HHOCTPAHHBIX TPaXkIaH U U1 6e3
TPaKJaHCTBA

OcHOBBI aIMMHUCTPATUBHOIO 3aKOHOAaTenbcTBa Poccuiickoit denepanuu B
001aCTH yIpaBJIeHUs] IEPCOHAIIOM U OTBETCTBEHHOCTHU JOJIKHOCTHBIX JIMIL

3akoHomarenbcTBO Poccuiickoii deaeparuil 0 NepCOHAIBHBIX JaHHBIX

[Topsiaok 3akiitoueHus 1OroBOPOB (KOHTPAKTOB)

JlokanpbHBIE HOPMATUBHBIE aKThI B 00JIACTH YNPABJICHHUS MTEPCOHAIIOM

[IpaBuiia BeeHUs AETOBOM MEPETUCKHU

Hopwmel aTrkH nenoBoro oomeHus

Oco0pble yciioBHs JOITycKa K
pabote

[pyrue xapakTepucTUKN

3.8.3. TpynoBas pyHKuus

AJIMUHUCTPUPOBaHUE TPOLIECCOB
CTPATCIrNYCCKOI0 YIIPABJIICHUS YposeHn
HaumeHoBaHUe p ynp Kon H/03.7 p 7
MEPCOHATIOM U COOTBCTCTBYIOLICTO KBaﬂHq)HKaHHH
I[OKYMCHTOO60p0Ta
[poucxoxaeHue 0600IICHHOM 3auMCTBOBAHO M3
. Opurusan X
TPYA0BO# QyHKIIUM OpHIHHAIA
Kox PerucrpanvonHblii Homep
OpHUTHHAI podeCCHOHANTBEHOTO
a CTaHIapra

TpynoBsie necTBUS

JlokyMeHTaImoHHOe 0(hOpMIICHHE Pe3yIbTaTOB YIIPABICHHS IEPCOHATIOM, €T0
ayJuTa, paboThl CTPYKTYPHBIX MO/Ipa3IesIeHUui

JIOKyMEHTaIlMOHHOE ¥ OPraHU3allMOHHOE CONPOBOXKIEHUE CTPATETNYECKOTO
yIpaBJIEHUs IEPCOHAIOM U pabOTON CTPYKTYPHBIX MOApa3AeIeHUN

[TonroToBka nmpeuIoKeHUH 10 Pa3BUTHIO CUCTEM YIPABJICHUS TIEPCOHAIIOM,
oOecrnieueHns KaJlpoBOoi 0€30MacHOCTH, IO HEOOXOIUMBIM KOPPEKTUPYIOIINUM U
IIPEBEHTUBHBIM MEpPaM U 10 NOBBIIIECHHUIO 3PPEKTUBHOCTU PabOThI CTPYKTYPHBIX
noApa3aeaeHUl

KonTpoms nporeccoB B 0011acTH yIpaBiIeHUs IEPCOHAIOM U pabOThI
CTPYKTYPHBIX NOJIpa3AciICHUI, CpPaBHEHUE U aHAJIU3 IPOLIECCOB, PE3YJIbTAaTOB
yIpaBJIEHYECKUX MEPOIPUATHIL, OTpe/ieTieHrne (GaKTOPOB, BHI3BIBAIOIINX
OTKJIOHEHHE OT IJIAHOBBIX ITOKa3aTeseu




CornacoBaHue U KOHTPOJIb JOIOBOPOB IO BOIIPOCAM M CUCTEMaM
CTPaTEernyecKoro yrnpaBjieHUs IEPCOHAIOM U paboTe CTPYKTYPHBIX
HOJpa3IesIeHUH, OpraHu3ays NpoLeayp Mo UX 3aKIOYEHUIO

HOI[FOTOBKB. HpeI[J'IO)KeHI/Iﬁ 110 00€CIICYCHUIO COOTBETCTBHS OopraHu3alviu 1
OITIaThl TpyAa NEpCOHAJIa YCIICITHBIM KOPIIOPATUBHLIM ITPAKTUKaAM

HeoOxonumele ymeHust AHanmm3upoBaTh, pa3padaTeiBaTh U 0QOPMIIATE JOKYMEHTHI TI0 TIPOIleccam u
pe3yJbTaTaM yIpaBICHHs NEPCOHAIOM M paboTe CTPYKTYPHBIX HOApa3eIeHUH

HpI/IMCHHTb MCTOABI aHaJInU3a 6H3HeC-Hp0HeCCOB OopraHu3anuu

OHpeI[eJBITB nporpamMmsbl JOCTUKCHUA neiaeH u pelICHUd 3a1a4 no;[pasueneHI/Iﬁ

[IpoBOAUTH ayIUT CUCTEMBI YIIpaBICHUS IEPCOHATIOM M CUCTEMBbI 00ECTICUSHHSI
KaJIpOBOM 0€30MacCHOCTH

HpOBOI[I/ITI) KOHTPOJUIMHI' CUCTEMBI YIIPABJICHUA IIEPCOHATIOM

KOHTpOJ'IPIpOBaTL 6IOI[)KCT Ha NICPCOHAI U YIIPABJICHUC paCXodaMH Ha IEPCOHAII

Opranu3oBbIBaTh COIPOBOXKICHUE TI0TOBOPOB 110 BOIIPOCAM YIIpaBJICHUS
IIEPCOHAIIOM, BKJIFOUas IIPEABAPUTENIBHBIC ITPOLIETYPBI 10 UX 3aKIOYEHHUIO

Opranu3oBbIBaTh 3aKyMOYHbIE TIPOLEAYPHI, OQOPMIISATH U AaHATU3UPOBATH
3aKyTOYHYIO JOKYMEHTAIHIO

KOHTpOJ'IPIpOBaTL 1 aHaJIM3UPOBATH BOMIPOCHI COLIMAJIBHOT'O MMapTHCPCTBA,
AOr0BOPLI IMOCTABIIHUKOB YCIIYT

[IpoBOANTH MIEPETOBOPHI M MPEACTABISATH HMHTEPECHl OPTaHU3AIUHU B
rOCy/IapCTBEHHBIX OpraHax, Mpo(ecCuoHaIBHBIX COI03aX U APYTUX
MPEICTAaBUTENbHBIX OpraHax paOOTHHUKOB U OPTaHHU3AIIMIX MO BOIIPOCaM
nepcoHana

Paborath ¢ nHpOpPMAITMOHHBIMU CHCTEMAaMH, IIU(PPOBBIMH yCIIyraMH U
CepBHCaMH 110 YIIPABJICHUIO IIEPCOHATIOM

ObecnieunBaTh JOKYMEHTAIIHOHHOE COMPOBOKEHHE MPOLIECCOB YIIPaBICHUS
MEPCOHAIOM M pabOTOM CTPYKTYPHBIX MOApa3IeICHUN

Opranu3oBBIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
TPYAOBOTO U apXUBHOIO 3aKOHOAATENIbCTBA Poccuiickoit deaepanuu u
JIOKAJIbHBIMHU aKTaMH OpraHu3alnun

OGecneunBaTh cOOIOICHHE TPEOOBaHUH 3aKOHOJATENhCTBA Poccuiickoi
denepalivivi 1 KOPIIOPATUBHBIX IMOJIMTHK B 00JIACTH 00paOOTKH IMEePCOHATBHBIX
JTaHHBIX U KOH(UICHINATBHOU HHOpMALIUU

Co0imo1aTh HOPMBI ATHKH JISTIOBOTO OOIIICHHS

HeoOxonumble 3HaHUS ConuanipHas OJIMTUKA, KOPIIOPATUBHAS KYJIbTYpa, CUCTEMbl MOTUBALIUU U
3 PEeKTUBHOCTH yIPABJICHHS TIEPCOHATIOM

MeToab! ynpaBieHus pa3BUTHEM U A3 (HEKTUBHOCTHIO OPraHU3aIMU, METOIbI
aHaJIM3a BBITIOHEHUS TUIAHOB M MPOTPAMM, OTIPEACIICHUS] UX YKOHOMHUYECKOM
3¢ (HEKTUBHOCTH, METOJIbI 00ECTICUeHUS KaIpOBO 0€30IaCHOCTH

Mertoapl TpoBeACHUS ayIUTa, KOHTPOJIS OTIEPATUBHBIX yIPABICHUECKUX
MIPOIIECCOB, COITMOJIOTHYECKUX HCCIICOBAHUI

busnec-nnan u 6I/I3H6C—Hp0LIeCCLI OopraHnu3anuun

BrogyxeTHOE MPOEKTHPOBAHKE

OpraHu3alnoOHHOE IPOEKTUPOBAHNE

q)OpMBI, MCTOABI U CUCTEMBI MAaTCPUAJIBHOI'O U HEMATCPHUAJIBHOT' O
CTUMYJIMPOBAaHUA TpyJda ICPCOHAIIA

CucreMbl CTaHAAPTOB MO OHU3HEC-TIpolieccaM, MpodeccusiM (CIEIHATEHOCTSIM),
HOPMBI TpyJa

MeToanl aHanm3a KOJIUIECTBEHHOI'O M Ka4YSeCTBECHHOTO COCTaBa InepcoHajia

[Tonutnka OopraHu3alyu 110 IICPCOHATY




[Hopsanox popmupoBanus, BefeHHs 0a3bl JaHHBIX U MPEJOCTABICHUS] OTYETHOCTH
10 CUCTEMaM YIIPaBJICHUS IEPCOHAIIOM M pabOoTe CTPYKTYPHBIX MOJpa3ieIeHHM

OCHOBBI JOKYMEHTAIIHOHHOTO 00ecTeueHus, MOPsI0K 0pOpMIICHUS
JIOKYMEHTOB, MPEJICTABIISIEMbIX B TOCY1APCTBEHHbIE OPTaHblI,
npodeccuoHaIbHbIE COI03bI, OOIIECTBEHHBIE OpraHU3aLuN

HCJ'II/I N CTPATCruA pasBUTHA OpraHHU3allun

[Topsinok nmpoBeAeHUs 3aKYTIOYHBIX MPOLEAYp U 0(OPMIICHHS COITYyTCTBYIOIIEH
JOKYMEHTAIlUU

HopMmatuBHBIE IpaBOBBIC aKThI, PETYIHUPYIOIINE TIPaBa U 00SI3aHHOCTH
rOCYIapCTBEHHBIX OPTraHOB M OpraHU3alyi 110 MPEJOCTABICHUIO YUYETHON
JIOKYMEHTAllUH

OpraHn3annoHHas CTPYKTypa OpraHU3alK U BaKaHTHBIE JOJDKHOCTH
(mpodeccun, criennaTbHOCTH)

TapudHo-kBanuduUKamOHHBIE CIPABOYHUKHU paboT U podeccuit pabouux u
KBaJM(PHUKAIMOHHBIE XapaKTEPUCTHKH TOJHDKHOCTEH CITy>KallluX,
npohecCHOHATLHBIC CTAaHAAPTHI

Crieunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IM(PPOBBIE YCIYTU U
CEpBHCHI B 00JIaCTH aIMUHUCTPUPOBAHUS MPOIIECCOB CTPATETMUECKOTO
yIpaBleHUs TIEPCOHATIOM, B 00JIACTH TOKYyMEHTOO00pOTa, TPAHUIIBI UX
MPUMEHEHUS

HOpMaTI/IBHble IIPaBOBLIC AKTHI, OMIPEACTIAIOINE HOMBI TPYAOBOT'O ITpaBa

OCHOBBI aQpXUBHOT'O 3aKOHO/IaTEIILCTBA U HOPMATHUBHBIE TIPABOBBIC aKThI
Poccutickoii @enepanuu B 007aCTH BEACHUS JOKYMEHTAIIMH TI0 TIEPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbCcTBa Poccuiickoit denepanun

OCHOBBI MUTPAIIMOHHOTO 3aKOHOIaTeNbCTBa Poccuiickoit denepammu B obnacTu
IPUBJICYEHHS] U TPYJOYCTPOIICTBAa MHOCTPAHHBIX Tpak/iaH U Jiul O6e3
IpaXkJlaHCTBA

OcHOBBI aIMMHUCTPATUBHOTO 3aKOHOAaTeNbcTBa Poccuiickoit deneparnu B
o0JyacTu ynpaBieHHs IEPCOHATIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIUIT

3akoHoaaTenbcTBO Poccuiickoil deaepanui 0 NEPCOHAIBHBIX JaHHBIX

JlokannHBIE HOPMAaTHUBHBIC aKThI OpraHu3aliu B obnactu YHpaBJICHUA
IEPCOHAIOM

[Topsiok 3akTt0YeHHS TOTOBOPOB (KOHTPAKTOB)

HopMeI 3THKH 1e10BOTO 00IIeH!US

Oco0ble yciioBus gonmycka K
pabore

Jpyrue xapakTepucTHKI

IV. CBenenust 00 opranu3anusix — pa3padoT4yukax npogecCHOHAJIbHOI0 CTaHAaAPTA

4.1. OTBeTCTBeHHAs1 OPraHM3ANUA-PA3PaAOOTINK

Coger no npodeccrOHaIBHBIM KBATH(UKAIMAM B 00JaCTH YIIPABICHHUS EPCOHATIOM

4.2. HamMeHOBaHMs1 OpPraHU3aMii-pa3padoTYNKOB

‘ 1 ‘AFpOXOJ'II[I/IHF «CTEIIby, ropon Pocros-Ha-/lony




AO «Konuepn Pocaneproarom», roponx Mocksa

AO «OMK», ropona Brikca, Huxkeroposckas o01acThb

Kommanus ((MeTaJ'IJ'IOI/IHBeCT>>, ropong MockBa

MOCKOBCKUI METPOIIOIUTEH, ropos Mocksa

N B W

Wucturyt 3anstoct 1 npodeccuit DI'AOY BO «HayuHo-mccienoBaTenbCckuii yHUBEpCUTET «Briciast
HIKOJIa SKOHOMUKHNY», Topo]l MockBa

7 HOYY «MuctutyT npodeccrnoHanibHOro KaApoBuKay, ropoa Mocksa

8 OOOQOP «Coro03 paboTonarenei pakeTHO-KOCMHUYECKON POMBIIIIIEHHOCTH Poccumy», roposr Mocksa

9 OOP «Poccuiickuii cor03 IPOMBIIUIEHHUKOB U IPeAIpUHUMATENEH», ropoa Mocksa

10 [TAO «I"a3mpom HedTh», ropoa Cankt-IleTepOypr

11 ITAO «Pocrenekomy, ropoa MockBa

12 ITAO «Pycl'unpo», ropon KpacHospck

13 ITAO «Cesepcranby, ropoq Yepemnoser, Bomoroackas 06actsh

14 ITAO A®K «Cucrtemay, ropog Mocksa

15 CPOO «Accoumanusi pyKOBOJUTENEH U CIELHAIIMCTOB 10 YIPABICHUIO YE€TOBEYECKUMHU PECYPCAMM,
ropoa ExatepunOypr

16 CPOO «Accouunanus pyKoBOAUTENEH U CIELUAIMCTOB 110 YIIPABJICHUIO YEIOBEYECKUMH PECYPCaMU»,
ropoj ExatepunOypr

17 OI'bY «BHUU tpyna» Muntpyna Poccun, ropon Mocksa

18 UV «enTp miiaHMpOBaHUs M UCIIOJIB30BAHUS TPYAOBBIX pecypcoB I'aznpomar, ropoa Mocksa




