JokyMmeHT npenoctasneH KoHcynbTaHTInN0C

3apeructpmpoBaHo B MuHtocte Poccum 19 oktabpa 2015 r. N 39362

MWHUCTEPCTBO TPYZA U COLIMA/IbHOM 3ALLMUTbLI POCCUIACKON ®EAEPALUN

MNPUKA3
OT 6 OKTA6pA 2015 r. N 691H

OB YTBEPXXAEHWU NPOPECCUOHANIBHOIO CTAHAAPTA
"CNELUANNCT NO YNPABJIEHNIO NEPCOHANIOM"

B cooTBeTcTBUM C NyHKTOM 16 MMpasun pa3paboTKu, YTBEPXKAEHUA M MPUMEHEHUA MPOPECCUOHANbHbLIX CTaHAAPTOB, YTBEP!KAEHHbIX NOCTAaHOBAEHUEM
MpasutensctBa Poccuitckoit deaepauum ot 22 sHBapa 2013 r. N 23 (CobpaHue 3akoHoaaTenbcTsa Poccuiickon ®eaepaummn, 2013, N 4, ct. 293; 2014, N 39, cT. 5266),
NpPWKasbIBalo:

YTBEpANTb Npuaaraemolii NpodeccnoHanbHbl cTaHAapT "CnewnanmcT no ynpasaeHuto nepcoHasom".

MwuHunctp
M.A.TONWNINH

YTBepKaeH

npukasom MuHUcTepcTBa Tpyaa
N COLMANbHOWM 3aLLUTDI
Poccuiickoin Pepgepaumn

OT 6 oKTA6psA 2015 r. N 691H

NPO®ECCUOHA/NBHbIA CTAHOAPT

CNELMANUCT NO YNPABJIEHUIO NEPCOHA/IOM
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PerncrpaumoHHbIn

HoMep
|. Obwme cBeeHUA
YnpasneHne nepcoHanoM OpraHusaumm ‘ 07.003 ‘
(HaumeHoBaHWe BuAaa npodeccMoHa bHOW AeATeNbHOCTH) Kopg,

OcHoBHas uenb Buaa npodeccnoHaibHON AeATEeNbHOCTU:

ObecneyeHne 3pPEKTUBHOIO GYHKUMOHMPOBAHUA CUCTEMbI YNPaBAEHUSA NEPCOHANOM ANA AOCTUMKEHUSA
uenei opraHusaLmm

lpynna 3aHATWIA:

1232 PykoBoguTenu noapasaeneHni 2412 CneumanncTbl No Kagpam um
(cny»k6) ynpaBneHua Kagpamu u npodopueHTaymm
TPYAOBbIMW OTHOLIEHMAMM

3423 Cneumannctbl KagpoBbIX CYKO K - -
yUYpeXXaeHuii 3aHATOCTH

(kog OK3 <1>) (HaMmeHoBaHMe) (kog OK3) (HanmeHoBaHwme)

OTHeceHue K Buaam 3KOHOMMYECKOM AeATENbHOCTU!

‘ 78.30 ‘ﬂ,e&'—lTeﬂbHOCTb no nogbopy nepcoHana npoyas
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(kop, OKB3A, (HaMmeHOBaHMe BUAa SKOHOMUYECKOM AeATe/IbHOCTH)
<2>)

II. OnncaHue TpyaoBbix PyHKLUNA,
BXOAALIMX B NpodeccMoHanbHbIl cTaHaapT (GyHKLUMOHaNbHaA KapTa
BMAA NPodeccnoHaNbHON AeATeNbHOCTH)

0606ueHHble TpyaoBbie pyHKUMU Tpyaosble pyHKLMMU
KoA, HaMmeHOBaHWe YPOBEHb HaMmeHOBaHWe KoZ4, YPOBEHb
KBannuodu (nogypos
Kauum €Hb)
KBa/INPUK
auum
A JoKymeHTaunoOHHOe 5 BegeHume opraHM3auNMOHHOM U A/01.5 5
obecneyeHne paboTbl pacnopAguTeNibHON AOKYMEHTaLMK No
C NepcoHanom nepcoHany
BegeHve fOKYMeHTaLMUM Mo yyeTy 1 A/02.5 5
OBVXKEHWIO Kaapos
ALMUHUCTPUPOBAHKUE MPOLLECCOB U A/03.5 5
OOKYMeHTO0b0pOoTa Mo yYeTy U ABUNKEHUIO
KagpoB, NpeacTaB/ieHUI0 JOKYMEHTOB NO
nepcoHany B rocyfapCTBEHHbIE OpraHbl
B |[deaTtenbHocTb No 6 C6op MHPopmauum o notTpebHoCTAX B/01.6 6
obecneyeHumto OpraHusaumm B nepcoHane
nepcoHanom
MouckK, npusneyeHne, nogdbop n otbop B/02.6 6
nepcoHana
ALMUHUCTPUPOBAHME NPOLLECCOB U B/03.6 6




OOKymeHToobopoTa obecneyeHus
nepcoHanom

JeatenbHoOCTb NO OpraHumsauma u nposegeHne OUEHKH C/01.6
OLLeHKe W aTTecTaumm nepcoHana
nepcoHana
OpraHusauma n nposeaeHue atrectaumnm C/02.6
nepcoHana
AAMUHUCTPUPOBAHMUE NPOLECCOB U C/03.6
OOKyMeHToob0opoTa Npu NpoBeaeHnn
OLLeHKM M aTTecTaumm nepcoHana
JeatenbHOCTb NO OpraHusauma n nposegeHue D/01.6
pa3BUTMIO MepcoHana MepPONPUATUIN NO PA3BUTUIO U MOCTPOEHUIO
npodeccnmoHanbHOM Kapbepbl MepcoHana
OpraHu3auma obyyeHua nepcoHasna D/02.6
OpraHusauma agantaumm U CTaXKMPOBKM D/03.6
nepcoHana
AOMUHUCTPUPOBAHME NPOLLECCOB M D/04.6
OOKYMeHToo60poTa No PasBUTUIO U
npodeccnoHanbHOMN Kapbepe, obyyeHuto,
a[anTaLMKn U CTAXKMPOBKE NepcoHana
LeatenbHOCTb NO OpraHusauyma Tpyga nepcoHana E/01.6
OpraHusauumn Tpyaa u
onnaThl nepcoHana OpraHunsauua onnatbl TpyAa nepcoHana E/02.6
ALMUHUCTPUPOBAHMNE NPOLLECCOB U E/03.6
OOKYMeHTO0b0pOoTa No BONpocam
OpraHusaLmn Tpyaa v onaaTbl nepcoHana
JeAatenbHoCTb NO Pa3paboTKa KopnopaTUBHOMN coLMaNbHOM F/01.6




opraHmsauumu NONUTUKM
KOpNopaTMBHOM
COLMabHOIA Peanunsauma KopnopaTusHoM coumanbHon | F/02.6
NOAUTUKM NONUTUKN
ALMUHUCTPUPOBAHME NPOLLECCOB U F/03.6
OOKYyMeHTO0b60pOoTa No BONpocam
KOPNOpaTUBHOM COUMANbHOM NOSUTUKM
OnepaunoHHoe Pa3paboTKa cuctembl onepauyoHHOro G/01.7
ynpasieHue ynpasaeHua NepcoHanom u paboTsl
nepcoHanom u CTPYKTYPHOrO noapaszgeneHuns
nogpasgeneHmem
opraHusaumm Peanusauua onepaumoHHoro ynpasnenuna | G/02.7
NepCcoHaNoOM U paboTbl CTPYKTYPHOTrO
noapasaeneHus
AAMUHUCTPUPOBAHME NPOLECCOB U G/03.7
OOKyMeHTOo0b0poTa No onepaLMoOHHOMY
ynpaBaeHMo NePCOHaNOM 1 paboTe
CTPYKTYPHOroO noapasgeneHuns
CrpaTtermnyeckoe Pa3paboTKa cucTeMbl CTpaTerM4ecKkoro H/01.7
ynpasneHue ynpasieHna NepcoHanom opraHm3saumm
nepcoHanaom
opraHv3auum Peanunsauma cuctembl cTpaTternyeckoro H/02.7
ynpas/iieHna NepcoHasIoM OpraHu3aumum
ALMUHUCTPUPOBAHKE MPOLLECCOB U H/03.7

AOKyMEHTOO60pOTa no CTpaternyeckomy
ynpaB/1eHNo NepCoHaIOM OpraHM3auunm

3.1. O606uieHHas Tpyaosasa GyHKLUMA

[Il. XapakTepucTuKa 0606LeHHbIX TPYA0BbIX GYHKLMIA




OKyMeHTaLMoHHOe obecneyveHune paboTbl ¢ YpoBeHb
HanmeHoBaHue Hoky 4 P Koa A P 5
nepcoHanom KBanmdukauum
MpoucxoxaeHue
o o 3anmcTBoBaHO
0606weHHOM Tpya0BOM OpwuruHan X
U3 OpuUrnHana
dYHKUMM
Kopg, PernctpaunoHHbIn
opurMHana HOoMep
npodeccnoHanbHOro
CTaHAapTa

Bo3moxKHble
HaMMeHOBaHMUA
JOMKHOCTEN, npodeccuit

CneumanucT nNo KagpoBoMy AeA0NPOU3BOACTBY

Cneumanuct no AoKymeHTaunoHHoMy obecriedeHunto paboTbl C nepcoHa om
Cneumnanuct no A0KYMeHTaUMOHHOMY obecneyeHunto nepcoHana
Cneumanuct no nepcoHany

TpeboBaHuA K
06pasoBaHUIo U1
0byyeHuto

CpepHee npodeccroHanbHOe 0bpa3oBaHMe - Nporpamma noAroToBKu
CrneLmaancToB cpegHero 3geHa

JononHutenbHoe npodeccnoHanbHoe 06pasoBaHne - NPOrpaMmmbl
npo¢deccnoHabHON NepenoaroToBKM, MPOrPaMmMbl MOBbILLEHWUSA
KBanMdpmKaumm

TpeboBaHMWsA K ONbITYy
NpaKTUYecKol paboTsl

Ocobble ycnoBuMA fonycKa
K paborte

[pyrve xapakTepuctnku




JononHuTtenbHble XapPaKTEPUCTUKH

HanmeHoBaHue AOKYMEHTA

Kopg, HanmeHoBaHWe 6a30Boi rpynnbl, 4OAXKHOCTU (Npodeccum)

nnn cneunmanbHoOCTU

OK3 2412 Cneumannctbl No Kagpam u npodpopueHTaymm

3423 Cneumannctbl KagpoBbIX CYXKO U yupeRaeHMIA 3aHATOCTH
EKC <3> - Cneumannct no Kagpam

- MHcneKTop no Kagpam
OKMNATP <4> 27755 DKOHOMMCT No Tpyay

22956 MHcnekTOp No Kagpam

3.1.1. Tpyposasa GpyHKLMA

nepcoHany

BeneHme opraHM3auUNMOHHOM U
HavmeHoBaHuMe |pacnopagutenbHoM AOKYMEHTAUMM Mo

MpouncxoxaeHne TpyLoBOW
OYHKUMM

Kog,

A/01.5

YpoBeHb
(nopypoBeHb) 5
KBanndukaumm

OpuruHan X

3anMcTBOBaHO
N3 opuUrnHana

Kog

OopurnHana

PerncrpaumoHHbIv
Homep
npo¢deccuoHanbHOro
cTaHZapTa

Tpyanosble geicteua | O6paboTKa M aHaAM3 NOCTyNaoWEN 4OKYMEHTaLMM N0 NepcoHany
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PaspaboTka 1 opopmieHne AOKYMEHTALUN NO NepcoHany (NepBUYHONM, YYETHOM,
NNaHOBOM, no coumanbHomy obecneyeHuio, OpPraHM3aLMOoHHON,
pacnopaguTenbHON)

Pernctpauums, yyeT 1 Tekyllee XpaHeEHWE OPraHM3aLNMOHHOM U pacnopaanTeIbHOM
OOKYMEHTaLMM No nepcoHany

Heobxoaumble
ymeHua

Pa3pabatbiBaTb NPOEKTbI OPraHM3aLMOHHBIX U PAacNoPALUTENbHbIX AOKYMEHTOB N0
nepcoHany

OdopmnaTb [OKYMEHTbl B COOTBETCTBUM C TPeBOBaAHUAMWU TpPaXKAAHCKOrO,
TPYOOBOro 3akoHogaTtesnbcTBa Poccuiickonn degepauum U JIOKaNbHbIMMK
HOPMaTUBHbIMU aKTaMW OPraHM3auunmn

Bectn yyet n perncrpaumio SOKYMEHTOB B VIH(I)OpMaLI,MOHHbIX cncremax U Ha
MaTepnanbHbIX HOCUTENAX

OpraH130BbIBaTb XpaHEHWe [AOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMMU
TPYAOBOro, apXMBHOTO 3aKOHOAaTeIbcTBa Poccunitckoi deaepaumm n 10KanbHbIMK
HOPMaTUBHbLIMM aKTaMK OpraHM3aLmm

AHannsnpoBaTb AOKYMEHTbI U NepPeHOCUTb MHd)OpMaLl,MPO B 6a3bl AaHHbIX N OTYETbI

BbIfiBNATL OWNGKMU, HETOUHOCTM, UCNPABAEHMA U HEAOCTOBEPHYIO MHPOPMALMIO B
AOKYMEHTax, onpeaenaTb 1erMTUMHOCTb AOKYMEHTOB

PaboTatb C VIHd)OpMaU,MOHHbIMVI cuctemamm u 6asamm AaHHbIX NO BEAEHUIO y4eTa,
ABUXEHUIO NePCOHaNa

Cob6ntogaTb HOPMbI 3TUKM AeN0BOro 06LLeHMsA

Heobxogumble
3HaHuA

MopAaAoKk opopmaeHns, BeAeHMA U XpaHeHUA AOKYMEHTOB MO NepcoHany

nOpFI,CI,OK y4y€Ta ABUXKEHUA KagpoB U COCTaB/ieHUA YCTaHOBHEHHOﬁ OTHYETHOCTU

OcHosBbl AOKyMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus




TexHonorMKn, MeToabl U METOAMKM NPOBELEHMA aHa/nM3a W cUcTemaTM3aLuu
AOKYMEHTOB M MHdopmMaunm

MopaaokK pacyeTa cTaxka, IbroT, KomneHcaumin, opopmaeHma NeHcuii paboTHMKam

CTpyKTypa opraH13aLum

pr,u,osoe 3aKOHOAAaTENBbCTBO U UHbIE aKTbl, COAepXKalne HoOpmMmbl TPYAO0BOIO nNpasBa

OCHOBbI apXMBHOrO 3aKOHOAATENbCTBA W HOPMATUBHbIE MPABOBble  aKTbl
Poccuiickolt ®epepaumu, B YacTu BeAeHUA AOKYMEHTaL MM No nepcoHany

3aKkoHoaaTenbcTBo Poccuitckon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMAaTMBHbIE aKTbl OpraHM3auMu, peryaupylowme MopsaaokK
odopmMIeHNA PacnopaanTe/IbHbIX M OPraHM3aLMOHHbIX 4OKYMEHTOB Mo NepcoHany

Hopmbl 3TUKKN 1 AenoBoro obLieHus

ba3oBble OCHOBblI MHGOPMATUKKM, CTPYKTYpHOE MOCTpoeHue MHPOPMALMOHHbIX
cucTem M 0cobeHHOCTU PaboTbl C HUMM

dpyrue
XapaKTepUCTMKM

3.1.2. TpypoBaa ¢yHKUMA

BeneHue AOKYyMeHTaLMK NO yYeTy U YpoBeHb
HanmeHoBaHMWe | ABUXKEHUIO KagpoB Koa A/02.5 |(noaypoBeHb) 5
KBannpuKaumnm
n o
poucxoxaeHue TpyaoBom OpuriHan 3anmMcTBOBaHO
byHKUMM U3 opuUrnHana




Koa PernctpaumnoHHbIi
opuUrnuHana HOMep
npodeccnMoHanbHOro
CTaHZapTa

TpyaoBble AencTemA

MoAroToBKa MPOEKTOB AOKYMEHTOB MO  Mpouedypam  yrnpasieHus
NepcoHanoMm, yyeTy 1 ABUKEHUIO NepcoHana

OpFaHM3aLI,MF| CNCTEMDBI ABUXEHUNA OOKYMEHTOB NO NepcoHany

C60p 1 NpoBEPKa NYHbBIX JOKYMEHTOB PabOTHNKOB

MoarotoBka um Od)OpMI'IEHVIe no 3anpocy pa60THMKOB N AO0/IKHOCTHbIX 1Ny
KOMWM, BbIMUCOK U3 KagpoBbiX AOKYMEHTOB, CMpaBoOK, MHd)OpMaLI,MM O CTaXxe,
NbroTax, rapaHTnUAX, KOMneHcaunax n MHbIX CBeLI,EHVII\;I [0} pa6OTHMKaX

Bblaaya paboTHUKY KaapoBbIX 4OKYMEHTOB O ero Tpy/A0BOM AeATENbHOCTU

JoseneHne Ao cBegeHunA nepcoHana OpraHM3aunoHHbIX,
pacnopAagnTenbHbIX N KaapOBbIX AOKYMEHTOB OpraHM3auunun

BepneHue yyeta pabouyero BpemeHn paboTHUKOB

Perncrpauua, yyer, onepaTMBHOe XpaHEHWEe AOKYMEHTOB MO NepcoHany,
noAroToBKa K cAa4ye Ux B apxus

HeobxoamMmble ymeHus

Pa3pabaTbiBaTb NPOEKTbI KAAPOBbIX LOKYMEHTOB

OdopmnaTb KaapoBble AOKYMEHTbl B COOTBETCTBMM C TpebosaHMAMU
TPYAOBOro 3aKkoHogaTenbctBa Poccuitickoit degepaumm M NOKaNbHbIMK
HOPMaTMBHbIMM aKTaMK OpraHn3aumm

Bectu yyeT M perucTpauumio KagpoBsbiX AOKYMEHTOB B MHGPOPMaUMOHHbIX
cUCTEeMax U Ha MaTepuasibHbIX HOCUTENAX




OpFaHM3OBbIBaTb XpaHeHne KadpoBbIX AOOKYMEHTOB B COOTBETCTBUM C
TPE6OBaHMﬂMM TPyA4OBOro, apxmBHOrNro 3aKOHOAATENbCTBA Poccuitckoit
CDe,u,epau,MM N NOKa/IbHbIMN HOPMATUBHbIMU aKTaMU OpraHnsauunmn

AHaNM3MpPoBaTb KagpoBble AOKYMEHTbI M NepeHoCUTb NHGopmaLmio B 6asbl
JaHHbIX M OTYeTbI

PaboTtatb co cneunannsnpoBaHHbIMA MH(bOpMaLI,MOHHbIMM cnmctemamm m
6asamu AaHHbIX MO BEAEHUNIO Y4ETA N ABUKEHUNIO NEPCOHANA

PaspabatbiBaTb  MAaH  KOPPEKTMPOBOK  YCTAHOB/JEHHOTO  MopsAdKa
opopMIEHNA AOKYMEHTOB MO MNEPCOHaNy M pPeannsoBbiBaTb MPUHATbIE
N3MeHeHuA

KoHTpounpoBaTb NpucyTcTBMe paboTHMKOB Ha pabouem mecTe

Cobnt0aaTb HOPMbI 3TUKM AEN10BOT0 06LEHMSA

Heobxoanmble 3HaHNA

MopaAoKk opopmaeHns, BeAeHMA U XpaHEHWUA AOKYMEHTOB MO NepcoHany

MopagoK yyeTa [ABWMXKEHMA KagpoB WM COCTaBNEHMS  YCTAaHOBAEHHOW
OTYETHOCTU

MopAdOK pacyeTa CcTaXKka, /IbrOT, KOMMeHcauuii, oGOPMAEHMA NeHCUI
paboTHUKam

CTpyKTypa opraHu3auunm

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPKaLLME HOPMbI TPYAOBOrO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE MPaBOBbIE aKTbI
Poccuiickol ®eaepaumu, B YacTu BeAeHUA AOKYMEHTALMM NO nepcoHany

3aKkoHoaaTeNnbcTBo Poccuitckon Peaepaummn o NePCcoHaNbHbIX AaHHbIX




TexHonorMmn, MeToasl U MeTOAMKM NPOBEAEHMA aHaM3a U cUCTeMaTM3aumun
AOKYMEHTOB M MHopMaunm

JloKanbHble HOPMAaTMBHbIE aKTbl OPraHM3auuW, Peryavpylolime nopagok
obopMIEHNA AOKYMEHTOB MO NepPCoHany

OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

Hopmbl 3TUKM AenoBoro obLieHns

basoBble OCHOBBI MHOPMaATUKNY, CTPYKTYpHOE NnocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapakTepuctmkm

3.1.3. TpypoBaa ¢yHKUMA

HanmeHoBaHue

MpowncxoxaeHwe TpyLoBOW
bYHKLMK

AOMUHUCTPUPOBaHME NPOLLECCOB U
p,gx MEHT§O6pO oTa no pq:T W ABUXKEHUIO YposeHb
y P yaery Kog, A/03.5 |(noaypoBeHb) 5
KaZpoB, NpeAcTaBNeHUI0 JOKYMEHTOB NO
KBannpMKaumnm
nepcoHany B rocy4apcTBeHHble OpraHbl
3anmcTBoBaHO
OpwuruHan X
N3 OpuUrnMHana
Kog, PerncrpaumnoHHbIN
opuruHana HOomep
Npo¢deccnMoHaNbHOro
CTaHAapTa

TpypoBble fencTaus

OpraHusaums AOKYMeHTO060pOoTa Mo yYeTy v ABUMKEHUIO KaapoB




OpFaHM3aLI,Mﬂ AOKyMeHTOO60pOTa no npeacraBneHNo AOKYMEHTOB MO
NnepcoHany B rocygapCrBeHHblIe OpraHbl

MocTaHOBKa Ha y4YeT opraHM3aLmmn B rocy4apcTBeHHbIX opraHax

MoarotoBka no 3anpocCy rocyaapcCrBeHHbIX OpPraHos, ﬂpOd)ECCVIOHaIIbeIX
COH30B U Apyrnux npeacraBuUTE/IbHbIX OpPraHoOB paGOTHMKOB OpUrnHanos,
BbIMUCOK, Konui AOKYMEHTOB

MoarotoBKa yBegOM/IEHUIN, OTYETHOM WM CTATUCTUYECKON MHPOpMauuM no
nepcoHany

MoaroToBka MHPOPMaUMM O 3aKAOYEHMM TPYAOBOTO WM TPAXKAAHCKO-
NpaBoBOro JOroBopa Ha BbiNoAHeHMe paboT (oKasaHue ycayr) c
rpa’k4aHMHOM,  3aMellaBlIMM  AO/KHOCTM  FOCYAapCTBEHHOM — WMAM
MYHULMNANbHOW  cny»Kbbl,  nepeyeHb  KOTOPbIX  YCTaHaB/AMBaeTcA
HOPMaTMBHbIMM NPABOBLIMM aKTamu Poccuiickoin Peaepauunn

Heobxoammble ymeHus

OdopmMnaTb yyYeTHble LOKYMEHTbl, NpeaocTaBiAsiemMble B rOCyAapCTBEHHble
opraHbl, NpodeccoHanbHble CO3bl U ApyrMe NpencTaBUTe/IbHbIE OpraHbl
paboTHMKOB

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tp66OBaHVIﬂMM
TPyaoBOro 3aKOHOAOATeNbCTBa Poccuiickoi d)ep,epau,mm MU NOKaJZibHbIMU
HOPMATUBHbIMW aKTaMM OpPraHM3auunmn

PaboTaTb ¢ MHOOPMALMOHHBIMU CUCTEMAMK M BazaMM JaHHbIX NO BEAEHUIO
yyeTa U ABUKEHMIO NepcoHana

PaboTaTb ¢ MHGOPMALMOHHBLIMKN CUCTEMAMK M Ba3zamm AaHHbIX MO BeAeHUI0
CTAaTUCTMYECKOW M OTYETHOM MHPOPMALLMM NO NepcoHany

AHanun3MpoBaTb NpaBuaa, Npoueaypbl U MOPSALAOK, Perympyowme npasa u
0653aHHOCTM rOCYAAPCTBEHHbIX OPraHOB W OpraHM3auMM MO BOMPOCAM
obmeHa floKyMeHTaumen no nepcoHany




BecTu genosyio nepenmcky

Cob61t04aTb HOPMbI 3TUKK Ae710BOr0 06LLeHMA

Heobxoaumble 3HaHUA

TexHos0rMKn, MeToapl U METOAMKM NPOBeAeHMA aHaAu3a U cucTemaTm3aumm
AOKYMEHTOB M MHopMaunm

OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

CTpyKTypa opraHu3saumm

HopmaTunsHbIe NpaBoBble akTbl Poccuiickon deaepauuu, peryampyrolme
npaBa U 0653aHHOCTM rOCYAapPCTBEHHbIX OPraHoB, NPodeccUoHaNbHbIX
COHO30B U APYrUX NPeACcTaBUTE/IbHbIX OPraHOB PAabOTHUKOB NO
NpeaoCcTaB/IEHNIO YY4ETHON AOKYMEHTaL MM

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKaLLMe HOPMbl TPYA0BOMO
npaea

OCHOBbI aPXMBHOIO 3aKOHOAATENbCTBA U HOPMATUBHbIE NPABOBbIE AKTbI
Poccuiickoit ®epepaumm, B 4acTU BeAEHUA LOKYMEHTALLMMW NO NepcoHany

3aKkoHoaaTenbcTBo Poccuitckon degepaummn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OPraHW3aLLMK, PeryampytoLme NopsaaoK
BeLEHMA SLOKYMEHTALMM NO yYeTy U ABUMKEHMIO NepcoHana

Hopmbl 3T1KKM aenosoro obueHna

ba3oBble 0CHOBbI MHGOPMATUKU, NOCTPOEHUA UHDOPMALMOHHbIX CUCTEM U
0CO06EHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnku

3.2. O606LweHHas TpyaoBas GyHKLMA




JeaTenbHoCTb No obecneyeHunto NepcoHanom YpoBeHb

HanmeHoBaHue Koa B

KBa/IMpUKaunm
MpoucxoxaeHue

o o 3anmcTBoBaHO
0606LeHHON TPYA0BOW OpwuruHan X
N3 OpuUrnHana
dYHKUMM
Kog, PerncrpaumnoHHbIn
opurnHana HOMmep
npodeccnMoHanbHOro
CTaHZapTa

Bo3mMoOKHble HaMMEHOBaHMA
AOJIKHOCTEN, npodeccuit

Cneumannct no noabopy nepcoHana
Cneunanncr no nepcoHany
MeHepxep no nepcoHany

TpeboBaHuMA K 06pa3oBaHuUIO
n 0byyeHuIo

Bbicwee obpasoBaHue - 6akanaspuat

JdononHutenbHoe npodpeccnoHanbHoe 06pasoBaHMe - NPOrpammbl
NoBbILWEHUA KBaMDUKALMM; NPOrpaMMbl NPOPECCUOHANBHON
nepenoAaroToBkM B 061acTi noncka 1 nogbopa nepcoHana

TpeboBaHuWA K ONbITy
NPaKTUYeCcKon paboTbl

Ocobble ycnoBmA AonycKka K
paboTe

[pyrve xapakTepuctnkm

JononHutenbHoble XapaKTePUCTUKHN




HanmeHoBaHWe JOKYMEHTa Koa HanmeHoBaHWe 6a30B0o rpynnbl, 4OMKHOCTU (Npodeccnn) nnm

cneunanbHOCTU
OK3 2412 Cneumanunctbl MO Kagpam 1 npopopureHTaLmm
3423 Cneumannctbl KagpoBbIX CYXKO U yupeRaeHUI 3aHATOCTH

EKC - Cneumannct no Kagpam

- MeHepaxep No nepcoHany

oKnAarTp 27755 DKOHOMMUCT MO TpyAy

22956 MHcneKTOp NO Kagpam

3.2.1. Tpyposasa GyHKUMA

C60p nHPopmaLMm 0 NOTPebHOCTAX YpoBeHb
HavmeHoBaHMe |OpraHuM3aumm B NnepcoHane Kopa B/01.6 |(noaypoBeHb) 6
KBanMduKkaumnm
MpoucxoxaeHne TPyLOBOM 3anMmcTBOBaHO
P A PYA OpuruHan X
bYHKLMM N3 opuUrnHana
Kog, PerncrpaumoHHbIN
opuUrMHana HOMmep
npodeccnoHanbHOro
CTaHAapTa
TpynoBble AencTBUA AHann3 NNaHOB, CTPATENMKU N CTPYKTYPbI OpraHusaLmm

AHanus ocobeHHocTel OopraHunsauunmn paGOTbI n npomsBoacrtBa Ha
KOHKPETHbIX paGquX mecTax
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AHanus PblHKA Tpyda NO OpraHM3auun pa6OTbI Ha aHa/l0fM4YHOM
npon3soacTee n pa6oqu mecTax

dopmunpoBaHMe TpebOBaHWM K BaKaHTHOM AJo/MmKHOCTM (nNpodeccuu,
CNeLmanbHOCTN) U UX KOpPeKLuus

AHanu3 pbiHKa TpyAa UM NepcoHana opraHusaumMm no npoduato BakaHTHOM
AONIKHOCTM (Npodeccun, cneunanbHoOCTH)

NHPOpMMPOBaHME N KOHCY/IbTUPOBaHUE PyKOBOAUTEEeN noapa3aenieHnii u
opraHun3aLmMm Nno BoMpocam pbiHKa TpyAa B YacTh obecneyeHns nepcoHasom

Heobxoanmble ymeHUn

Cobupatb, aHanM3MpoBaTb W  CTPYKTypupoBaTb uHbopmauuio 06
0COBEHHOCTAX opraHM3aLmMm paboT Ha PasNIMYHbIX y4acTKax NPOMU3BOACTBA U
Ha KOHKPETHbIX paboynx MecTax C y4eToMm Leneil, 3a4a4, NN1aHOB U CTPYKTYPbI
opraHusaumm

Cobupatb, aHanAu3MpoBaTb W  CTPYKTypupoBaTb WHopmMauuio 06
0COBEHHOCTAX U BO3MOXKHOCTAX KaZpOoBOro NoTeHLana opraHnsaymm

Cobupatb, aHanM3MpoBaTb W  CTPYKTypupoBaTb uHbopmauuio 06
0COBEHHOCTAX pblHKa TPYAa, BKAKOYAA NPEANOKEHUA OT NPoBaliaepoB ycayr
no NoucKy, NpueaeYeHnto, noabopy 1 oTbopy nepcoHana

dopmupoBaTb TpeboBaHMS K BAKAHTHOW  AOMKHOCTM  (Npodeccun,
CMeuManbHOCTH) 1 onpeaensaTb KpUTepun nogbopa nepcoHana

BHOCMTb KOppeKTMpylolmMe cBeAeHMA B TpeboBaHMA K KaHAaMAaTaM Ha
BaKaHTHble A0/IKHOCTU (Mpodeccuu, cneumanbHOCTH)

Monb30oBaTbCA NMOUCKOBbLIMU CMCTEMAMU U MHOOPMALMOHHBIMU Pecypcamm
ONA  MOHUTOPMHIa  pPbiHKa  TPyAa, T[PakAaHCKOro W TpyAoBoOro
3aKoHoaaTenbcTBa Poccuitickon Pepepaumu

KoHcynbTMpoBaTb NO BOMPOCaM pbiHKA Tpyda B 4actu obecneveHus
nepcoHaaom




Cobntogatb HOPMbI 3TUKK AeN0BOoro 0b6LLeHus

Heobxoaumble 3HaHUA

TexHoNOrnMKM, MeToLbl U METOAUKM NPOBEAEHUA aHANAN3A M CUCTEMATM3ALLUN
OOKYMEHTOB U MHpOpMaLLUK

CTpyKTypa oOpraHv3auuMum UM BaKaHTHble  AOMKHOCTM  (Npodeccun,
cneupnanbHOCTH)

Mopagok onpeaeneHna NepcnekTMBHOM M TeKyLLen NOTPeObHOCTM B Kagpax

NCcToUYHMKM obecneyeHus OpraHnsaunn Kagpamum

OpraHusauma paboT Ha pas3/IMYHbIX ydacTKax NPOM3BO/ACTBA, OPraHM3aLmK,
oTpacau

Oblwme TeHAEHUMN Ha PbIHKE TPyada U B OTAENbHOW OTPAC/M, KOHKPETHOM
npodeccnn (A0NKHOCTH, CNELMANBHOCTH)

OCHOBbI NCMXON0MMU U COLMONOMUUN TPYAaA

OCHOBbI 3KOHOMMKM, OPraHN3aLMmK TPYAa U yNpaBaeHUs

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBbIE aKTbl
Poccuiickolt deaepaumu, B 4acT BeAeHUA AOKYMEHTALMM NOo nepcoHany

3aKkoHoaaTenbcTBO Poccuitckon Peaepaummn o NePCcoHaNbHbIX AaHHbIX

NloKanbHble HOPMATMBHbIE aKTbl OPraHM3aLMKM, peryanpytowmne nopagok
noabopa nepcoHana

Hopmbl 3T1KKM aenosoro obuieHna

BasoBble OCHOBBI MHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune




MHd)OpMaLI,MOHHbIX cmcTem n ocobeHHocTH pa6OTbI C HUMU

Lpyrvue xapakTepuctmkm

3.2.2. TpypoBasa pyHKLUMA

Mouck, npusneyeHune, nogbop n otbop YpoBeHb
HanmeHoBaHKWe |nepcoHana

Kog, B/02.6 |(nogypoBeHb) 6
KBaNndUKaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO

OpuruHan X
M3 OpUrMHana

Koa PermcrtpaumoHHbIi
opurMHana Homep
npodeccnoHanbHoOro
cTaHaapTa

TpyaoBble aencTena

[Mowuck Bo BHYTPEHHUX U BHELWHUX NCTOYHUKAX VIHd)OpMaLI,MVI O KaHAnAaaTax,
COOTBETCTBYIOWEN TpeboBaHUAM BaKaHTHOM Jo/XHOCTU (npodeccun,
cneumanbHOCTH)

PasmelleHne cBegeHMIM O  BAKaHTHOW  AOMKHOCTM  (Npodeccuuy,
cneuunanbHOCTU) B CPeaCcTBaX MaccoBoi MHGpopMaLmum

Bbl60p cnocobos METOo40B npusaevYeHUA nepcCoHasna B COOTBETCTBUUN C
yTBEPKAEHHbBIMU NJIaHAMU

MpoBepka WHPOpMaLUMM O KaHAMAATaX Ha BaKaHTHble AOAXKHOCTM
(npodeccun, cneumanbHocTH)

I'IpOBe,a,eHme COGECEAOBBHMVI M BCTpeY C KaHOundatTaMn Ha BaKaHTHbIE




A0MKHOCTU (Npodeccuu, cneumanbHocTn) ¢ obecneyeHmem ob6paTHOM CBA3K

OueHKa COOTBETCTBMA KaHAMAATOB TpeboBaHMAM BaKaHTHOMN [O/IKHOCTU
(npodeccun, cneumansHocTH)

MoaroToBKa npegioXeHUlii no QGopmupoBaHuMio 6Bloa)KeTa Ha MOMCK,
npueneyeHmne, nogbop 1 oTbop nepcoHana

NHPOpMMPOBaHME N KOHCY/IbTUPOBaHUE PyKOBOAUTENEN noapa3aenieHnii u
OpraHun3aLmm Nno Bomnpocam npusaeYeHnUsa NepcoHana c oLueHKoM 3aTpar

Heobxoanmble ymeHUn

Onpeaenatb KpUTepUM NOUCKa, NpMBAEYeEHMS, Nnogbopa n oTbopa nepcoHana

CobupaTb, aHaNN3MPOBaTb U CTPYKTYPUPOBaATb MHPOPMALMIO O KaHauaaTax
N NPeaoKeHUAX Ha pPbiHKe Tpyaa

Monb3oBaTbCA MOMCKOBbLIMU CUCTEMAMU U MH(I)OpMaLI,MOHHbIMM pecypCamu B
obnactu obecneyeHun nepcoHaaom

MPUMEHATb TEXHONOMUM U METOAMKM MOMCKa, NpuBaeYeHuda, nogbopa u
oTbOpa KaHAMAATOB Ha BaKaHTHbIE JO/IKHOCTU (Npodeccuu, cneuunanbHOCTH)
B COOTBETCTBME C UX cneundmkom

Mcnonb3oBaTb cpencTea obecneveHus NepCcoHaNnom, BK/1tO4aA
conposoxgeHume

KoHcynbTMpoOBaTb MO BONPOCam NpuBAeYeHUA nepcoHana

CoctaBnAtb # KOHTPO/ZINPOBATb CTAaTbM pPaCXoaoB Ha obecneveHue
nepcoHanaom AnAa n1aHMpPoBaHUA 6IO,CI,)+(eTOB

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHMUs

Heobxoanmble 3HaHWA

NcToUuHMKM obecnedyeHus OpraHn3aunn Kagpamum

TexHONnOrMM N METOAMKU MNOUCKa, npueaedvYeHuA, rlop,6opa n 0T6opa




nepcoHana

Cuctembl, metogbl M GOPMbl  MaTepUaNbHOTO M HemaTepuasbHOro
CTUMY/ZIMPOBAHMA TPyAa NepcoHana

TexHonorum n metoabl d)OpMMpOBaHMﬂ MU KOHTPOAA 6IO,£I,)KETOB

TexHoNnorMm, MeToabl U METOAUKM NPOBEAEHWUA aHaANM3a, cMCTeMaTMU3ALUN
OOKYMEHTOB U MHpOpMaLLUK

CTpyKTypa oOpraHvM3auuMum UM BaKaHTHble  AO/MKHOCTM  (Npodeccun,
cneunanbHOCTH)

Obwue TeHOAeHUMM Ha PbIHKE Tpyda U B OTAENbHbIX OTPAc/AAX U Buaax
npodeccnoHanbHON AeATENbHOCTU

OCHOBbI NCUXOJIOTUKN U COLLUOOTUN TpyAa

OCHOBbI 3KOHOMWKM, OPraHMU3aLum TpyAa 1 yNpaBaeHUsa nepcoHaiom

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYA0BOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE MNPABOBbIE aKTbl
Poccuiickoin degepaumm, B YacT BeAeHMA AOKYMEHTaL MM Mo NepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoAaTeNbecTea Poccuiickoit deaepaumm

3aKkoHoaaTenbcTBO Poccuitckon Peaepaummn o NePCcoHaNbHbIX AaHHbIX

JloKkanbHble aKTbl opraHunsauuun, peryampyrowme nopAanaok obecneyeHusn
nepcoHaaom

Hopmbl 3T1KKM aenosoro obuieHna

basoBble OCHOBHbI I/IHd)OpMaTI/IKI/I, NnoCTpoeHnA MHd)OpMaLI,VIOHHbIX cncrem m




0CO0H6EeHHOCTM PaboTbl C HUMM

Lpyrvue xapakTepuctmkm

3.2.3. TpypoBasa ¢pyHKLMA

AZMWUHUCTPUPOBAHWE NPOLLECCOB U YpoBeHb
HanmeHoBaHMe | AoKymeHToobopoTa obecneyeHus Kog, B/03.6 |(noaypoBeHb) 6
nepcoHanom KBaNUOUKALMM

MpouncxoxkaeHne TpyaoBomn

dYHKUMM

3anmcTBOBaHO
OpuruHan X
N3 opurMHana
Koa PerncrpaumnoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3 npoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX [AOKYMEHTOB MO
BOoMpocam obecneyeHns NepcoHanom

BeseHne MHPOPMALMM O  BaAKaHTHbIX  OO/MKHOCTAX  (npodeccusx,
cneumnanbHOCTAX) M KaHguaaTax

[OKYyMEHTaUMOHHOE COMPOBOXAEHME KaHAMAATOB Ha 3Tanax MoMCKa,
npuefeyeHuns, nogbopa M otbopa nNepcoHana Ha BaKaHTHble AOJKHOCTM
(npodeccuu, cneumanbHOCTH), MHGOPMUPOBAHUE KAHAMAATOB O Pe3yAbTaTax
oTbopa

MoAroToBKa 3anpoCoOB O KaHAMAATaX B FOCYAapPCTBEHHbIE OpraHbl, B Cayyasx,
npeaycMoTpeHHbIX AeVICTBYPOU.LMM 3aKOHOAAaTENbCTBOM, WU o6pa60TKa
npegocrtaB/€HHbIX CBe,EI,eHVIl‘/JI




MoarotoBka M 06paboTKa yBeAOMNEHWMM B TOCYAAPCTBEHHbIE OpPraHbl,
npodeccrMoHanbHble COHO3bl W ApyrMe npeacTaBuTesIbHble  OpraHbl
paboTHMKOB NO BOMpPOCaM MNOWCKa, NpuBAeYeHus, nogbopa u otbopa
nepcoHana

ConpoBoXAeHne A0roBopos Mo obecrneyeHnio opraHU3aLumn nNepcoHasiom,
BKJ/IlOYan NpeasapuTe/ibHble NPoLEeaypbl Mo UX 3aK/I0UEeHUI0

Heobxoanmble ymeHUn

ObecneunBaTb SOKYMEHTALMOHHOE COMPOBOMXKAEHUE BbIXOAA KaHAMAATa Ha
paboTy M NnepemelLeHNn NepcoHana

OdopmnaTb JOKYMEHTbI N0 BONpocam obecrneyeHunsa KagpoBbiMM pecypcamm,
Heobxoaumble AONA  NPeAOCTaB/NeHUss B TrOCYAapCTBEHHblE  OpraHbl,
npodeccnoHasbHble CO3bl U ApyrMe npeacTaBUTE/IbHblIE  OpraHbl
paboTHUKOB

OpraH130BbIBaTb XpPaHeHWEe AOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMU
TPYAOBOro, apXWBHOrO 3aKoHogaTenbcTBa Poccuiickont degepaunn wm
NIOKaNbHbIMW aKTaMM OpraHMU3aLmm

AHanusMpoBaTb  AOKYMEHTbI M nepeHocutb  MHbopmaumio B
MHPOPMaLMOHHbIE cMCTEMbI M 6a3bl AaHHbIX O KaHAMAATaxX

PaboTaTb C UHPOPMALMOHHBIMU CUCTEMAMM M 6a3amMM AaHHbIX MO BONpOcam
obecneyeHna NepcoHaNOM, BeAeHMIO MOMCKa W ydyeTa KaHAWAATOB Ha
BaKaHTHble AOMXKHOCTU (Npodeccum, cneumnanbHoCTH)

Mpon3BoAgUTL MpeaBapuTeNibHble 3aKymnoyHble npoueaypbl U 0hOpPMAATL
COMYTCTBYIOLLYIO IOKYMEHTALIMIO MO 3aK/0UYEHUIO A0rOBOPOB

OpraH130BbIBaTb M MPOBOAUTb KOHKYPCbl, 0GOPMAATb M aHaNM3npPOBaTb
KOHKYPCHYHO [OKYMEHTALMIO

BecTu aenosyo nepenmcky

Cobntoaatb HOPMbI 3TUKK Aen10BOro 06LeHMs




Heobxoanmble 3HaHUA

nOpﬂ,D,OK O(I)OpMIIeHVIﬂ, BeAeHNA N XpaHEHNA OOKYMEHTALUM, CBA3AHHOM C
NMOUCKOM, NpUBAEYEHNEM, FIO,EI,GOpOM n OT60p0M nepcoHaNna Ha BakKaHTHbIe
AO0/TKHOCTU

Mopagok d¢opmMpoBaHMA, BedeHWs OaHKa [OaHHbIX O MepcoHasne
OopraHM3aunu U NpPeaocTaB/NeHNA OTYETHOCTH

OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

TexHoNOrMK, MeToLbl U METOANKM NPOBELEHUA aHAAN3a M CUCTEMATM3ALLUN
OOKYMEHTOB U MHpOpMaLLUK

MopAAOK  NpPOBeAEHMS  KOHKYPCOB M OPOPMIEHMA  KOHKYPCHOM
AOKYyMeHTauum

MopadoK  npoBedeHWs  3aKyMOYHbIX  npoueayp W odopmiaeHus
CONYTCTBYIOLLLEN AOKYMEHTALUM

CTpyKTypa oOpraHv3auuMum UM BaKaHTHble  AO/MKHOCTM  (Npodeccun,
cneupnanbHOCTH)

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEpIKaLLMe HOPMbl TPYAOBOTO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTWMBHbIE NPaBOBbIE aKTbl
Poccuiickolt ®eaepaumu, B YacTh BeAeHUA AOKYMEHTaL MM No nepcoHany

OcHoBbI HaNOroBOro 3akoHoZaTenbcTBa Poccuitckoit Pepepaumm

3aKkoHoaaTenbcTBO Poccuitckon Peaepaummn o NePCcoHanbHbIX AaHHbIX

JNloKanbHble aKTbl OpraHuM3auuMuK, peryavpylolme nopsagok nopbopa
nepcoHana

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)




Hopmbl 3TUKKM aenosoro obuweHna

Bba3oBble 0CHOBbI MHGOPMATUKN, NOCTPOEHUA MHPOPMALMOHHBIX CUCTEM U
0cobeHHOoCTU paboTbl C HUMM

[pyrve xapakTepucTnkm

3.3. O606LwweHHas Tpynosasa GyHKLMA

E€ATeNIbHOCTb MO OLEHKe W aTTecTauum YpoBeHb

HavmeHoBaHue A H 4 Kopa C P 6

nepcoHana KBanMduKkaumum
MpouncxoxaeHne

. . 3anmcTBOBaHO
0606weHHoM TpyaoBomn OpuruHan X
13 opuUrMHana
bOYHKUMM
Kog PernctpaumnoHHbIi
opurnHana HoMep
Npo¢deccnoHanbHOro
CTaHaapTa

Bo3moHble Cneumannct no oLeHKe M aTTecTalmm NnepcoHana
HaMMeHOBaHMUA Cneumanuct no nepcoHany
[ONKHOCTEN, npodeccuin MeHeaKep Nno nepcoHany
TpeboBaHuA K Bbicwee obpasoBaHue - bakanaspmat

06pasoBaHuio M 0byyeHUto | lononHuTenbHOe NpodeccroHaNbHoe 06pasoBaHMe - NPOrPammbl
NOBbILEHMA KBAIMOUKALMM; MPOrpammbl NPodeccroHanbHOM
nepenoaroToBKM B 061aCT1 NPOBEAEHNA OLEHKM NepcoHana

TpeboBaHMSA K ONbITy -




NpPaKTUYecKon paboThbl

Ocobble ycnoBus aonycka K
pabote

[pyrve xapakTepucTnkm

[ononHnTeNbHbIE XapaKTepUCTUKK

HanmeHoBaHMe AOKYMEHTA Kopg HanmeHoBaHMe 633080 rpynnbl, AOAXKHOCTU (Npodeccun)
WA cheLnanbHOCTH

OK3 2412 Cneumanunctbl No Kagpam u npodopueHTaumm

3423 CneumnanncTbl KapoBbIX CAYXKO M yupeRaeHUM 3aHATOCTH
EKC - MeHepyKep no nepcoHany
oKnAaTp 27755 DKOHOMMUCT MO TPyAy

22956 MHcneKTop no Kagpam
3.3.1. Tpyposasa GpyHKLUMA

OpraHu3auma 1 NpoBeAeHME OLEHKMU YpoBeHb
HaumeHoBaHMe |nepcoHana Kopa, C/01.6 |(noaypoBeHb) 6
KBanmMduKkaumnm
MpoucxoxaeHne TpyLOBOM OpuriHan X 3aMmCTBOBaHO
bYHKLMM N3 opuUrnHana
Kog PernctpaumnoHHbIi

opurnHana HOmep
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npo¢deccMoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

AHann3 CTPYKTypbl, NAAHOB W BaKaHTHbIX A0/BKHOCTel (npodeccuis,
cneumnanbHoCcTel) opraHM3aumu, ocobeHHOCTel opraHM3auuM paboTbl Ha
Pa3/IMYHbIX y4aCTKax NMPOU3BO/ICTBA U KOHKPETHbIX pabounx mecrax

Pa3pa60TKa naaHa OUEeHKM nNnepcoHasna B COOTBETCTBUM C UEeNAMU
opraHunsauuun

OueHKa AMHAMMKN NPOM3BOAMUTENBHOCTU, MHTEHCUBHOCTU M 3PPEKTUBHOCTH
Tpyda Ha paboumx mecTax

OnpegaeneHune pecypcos, BbI6Op CPeACTB U METOAO0B MPOBEAEHUA OLEHKU
nepcoHana

MpoBeaeHVe OLEHKN NepcoHasa B COOTBETCTBMM C NiaHaMM OpraHM3aLmm

Conposomp,eHme agoroseopos C OpraHunsaumamn - UCNONHUTENAMU
MepOﬂpMﬂTMVI no oOueHKe nepcCoHana, BKAKOYAA nNpeaBapuTesibHble
npoueaypbl N0 NX 3aKIIOYEHUIO

KoHCynbTMpOBaHMWe MNepcoHasa Mo BOMPOCaM OLEHKM, BK/OYAA OLLEHKY
3aTpat

AHanu3 pesynbTaToB OLLEHKM MepcoHana, NoAroTOBKa pPeKoMeHZauui
PYKOBOACTBY M NepcoHany

MoAroToBKa NpeaioKeHnin no GopmMMpPoBaHUIo BrogKeTa MO OpraHM3auum 1
NPOBeAEeHMIO OLLEHKM NepcoHana

Heobxoanmble ymeHUn

Onpeaenatb NapameTpbl U KPUTEPUM OLLEHKKM NepcoHana

OI'IpeLI,e.l'IFITb n NpMMeHATb Cpeacrtea M MeTodbl npoBeaeHUA OUEHKU
nepcoHana




BblaenaTb (onpeaenatb) rpynnbl NepcoHana Aaa NpoBeaeHNA OLEHKU

OnpenenATb MHTEHCMBHOCTb TPyAa W 30HblI MOBbIWEHUA 3PPEKTUBHOCTH
nepcoHana

Oﬂpe,D,EIlﬂTb MOTUBALLMOHHbIE (I)aKTOpr nposeaeHMA oueHKM nepcoHana

CocTaBnATb M KOHTPO/IMPOBATL CTaTbM PACXOL0B HA OLEHKY NepcoHana ans
NnaaHMpPOBaHUSA BLOAKeTOB

ObecneunBatb OpraHn3aunMoHHOE conpoBoXaeHe OUEHKN NepCoHana

ObecneunBaTb COXPaHHOCTb KOHOMAEHUMaNbHOW MHbOPMAUMM  Npu
nposeseHUM OLEeHKM nepcoHana

OpraH130BbIBaTb XpaHeHWE AOKYMEHTOB B COOTBETCTBUU C TpeboBaHUAMU
TPYAOBOro, apXMBHOIO 3aKoHogaTenbcTBa Poccuitckoin deapepaumm ¢
NOKa/IbHbIMW HOPMAaTUBHbIMM aKTamMM OpraHM3aLmm

CobupaTb, aHanM3MpoBaTb W  CTPYKTypupoBaTb  MHbOPMAUMIO O
NpeanosKeHMsax No oLeHKe NepcoHana Ha pbiHKe Tpyaa

Mpon3BoaguTL NpeaBapuTeNbHbIE 3aKymnoyHble npoueaypbl U 0dhopMAATbL
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aK/0YEHUIO 40rOBOPOB

Onpepenatb YyCNOBMA [ONA 3aK/JOYeHWMA [AOroBOPOB Ha  ycayrM no
npoBeLeHuIo OLEeHKM NepcoHana

CMCTeMaTM3MpOBaTb, O606Ll.l,aTb M aHa/IM3NPOBaTb pe3y/bTaTbl OUEHKU
nepcoHana

ObecneunBaTb 0bpaTHYO CBA3b MO pe3y/bTaTaM MPOBEAEHHON OLLEHKMU C
NepcoHaNoOM U PyKOBOACTBOM

Monb3oBaTbCA NOMCKOBbLIMU CUCTEMAMM, MHd)OpMaLI,MOHHbIMM pecypcamun “n
6asamu AaHHbIX MO NpoBegeHUNIO OUEHKWN NepCoHana




PaspabaTbiBaTb peKOMeHZauuu No pa3BUMTUIO MNepcoHana Ha OcHoBe
npoBeAeHHOM OLEeHKN

Cob6nt04aTb HOPMbI 3TUKK Ae/10BOro 06LLeHMA

Heobxoanmble 3HaHUA

TexHoNorMmn 1 metoabl onpegeneHus npodeccuoHanbHbIX 3HaHUIA, YMEHUIA U
KOMMeTeHuumn

TexHonormm n MeToabl OLLeHKN TMYHOCTHbIX Ka4eCTB U XapPaKTePUCTUK

Cuctembl, meToabl M GOpMbl  MaTepUaNbHOrO M  HemMaTepuasbHOro
CTUMYNMPOBaHUA TpyAa NepcoHana

TexHonorMm n metoabl GopPMUPOBAHUA U KOHTPOA BI0AKETOB

TexHo/s0rMKn, MeToapl U METOAMKM NPOBeAeHMUA aHaAn3a U cucTemaTmsaumm
AOKYMEHTOB M MHopMaunm

OcHOoBbl 0bWEN M couManbHOM MNCUXOJIOTUM, COLMOJIOTUM U TCUXON0TUMU
Tpyaa

OcHosBbl I'IpOVI3BOLI,CTBeHHOﬁ AeATENbHOCTU OpraHn3aunmn

MopAagoK  NpoBeAeHWs  3aKYMOYHbIX  npoueayp W odopmieHus
CONYTCTBYIOLLEM AOKYMEHTALUU

CTpyKTypa oOpraHv3auuMum UM BaKaHTHble  AOMKHOCTM  (npodeccun,
cneupnanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPAaBOBbIE aKTbl
Poccuiickoit ®epepalmu, B 4acT BeAeHUA AOKYMEHTALMM NO nepcoHany

3aKkoHoZaTenbcTBO Poccuitickon Pegepaupymn o NepcoHanbHbIX AaHHbIX




JlokanbHble HOPMaTuUBHbIE aKTbl OpraHuM3auun, peryavpyrowme nopAaaok
OUEHKWM nepCoHana

MopAaoK 3aKNtOUYEeHUs [O0TOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKK aenosoro obuweHna

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE nocTpoeHue
MHGOPMALMOHHBIX cUCTEM M 0cobeHHOCTU PaboTbl C HUMK

[pyrve xapakTepucTnkm

3.3.2. Tpyposasa GpyHKUMA

HanmeHoBaHue

OpraHusauua u nposeseHue atrectaumm YpoBeHb

nepcoHana

Kog, C/02.6 |(nomyposeHb) 6
KBanmMduKkaumum

MpouncxoxaeHne TpyaoBOM

OYHKUMM

3anmMcTBOBaHO

OpuruHan X
N3 opuUrnHana

Kog PernctpaumnoHHbIi
opurnHana HoMep
Npo¢deccnoHaNbHOro
CTaHaapTa

TpyaoBble AencTeus

AHanu3 CTPYKTypbl, MAAHOB M BaKaHTHbIX AO/KHOCTEN (mpodeccui,
cneuunanbHocTel) opraHusauumn, ocobeHHOCTel opraHusaummn paboTbl Ha
Pa3/IMYHbIX y4aCTKax MPOM3BOACTBA MU KOHKPETHbIX Pabounx mectax

Pa3pa60TKa NPOEKTOB OOKYMEHTOB, onpeaenAarwmnx nopaaoKk atreCtauum
nepcoHana, € 0L|,eHKOI7I 3aTpart




COﬂpOBO)KAEHME npouecca arrecrtaummnm wm pa6OTbI aTTeCTaLI,MOHHOﬁ
KOMUcCcnun

MoaroToBKa npeaoXKeHuin No GopmMMpPoBaHUIO BrogyKeTa Ha opraHMU3aUmio
W NpoBeAeHWe aTTecTalMu nepcoHana

MoarotoBKa nNpPeaioXKeHNWm O COOTBETCTBMU PabOTHUKA  A0MKHOCTU
(npodeccum, cneumanbHOCTK) NO pe3ynbTaTam aTTecTalmmn B COOTBETCTBUM C
3aKoHogaTenbcTBom Poccuiickoin Pepepaumm

Heobxogumble ymeHus

Onpeaenatb NnapameTpbl U KpUTEPUM aTTecTalmMm NepcoHana

OI'IpELI,EI'IﬂTb N NPUMEHATb CpeacTBa N MeTodbl aTTeCTaunn

BblaenaTtb rpynnbl nepcoHana Ana npoBeAeHMs aTTectalmm

Obecneunsatb AOKYMEHTAUMOHHOE conpoBsoXxaeHwmne aTrectauumu
nepcoHana

CocTaBnATb M KOHTPOJ/IMPOBATL CTaTbW PACXOA0B Ha aTTeCTALMI0 NepcoHana
ANA NNaHMPOBaHUA broaxKeToB

Monb3oBaTbCA MHPOPMALMOHHLIMM pecypcamm M 6asamMu [aHHbIX MO
NnpoBeAeHMIo aTTecTaLmm

BecTu yyeT u perucTpaLmio LOKYMEHTOB B MHPOPMALMOHHbIX CUCTEMAX U HA
MaTepUasbHbIX HOCUTENAX

OpraH130BbIBaTb XpPaHeHNe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMMU
TPYOOBOro, apXMBHOrO 3aKkoHogaTenbctBa Poccuitickoi Pegepauymn u
NNOKaNbHbIMWU JOKYMEHTaMWN OpraHn3aumnm

Mpoun3BoguTb NpeaBapuTe/ibHble 3aKyMouYHble Mpouesypbl U 0GOopPMAATL
COMYTCTBYIOLLYHO OKYMEHTALMIO MO 3aK/II04EHUIO 4OTOBOPOB

Cobntoaatb HOPMbI 3TUKN Ae10BOro 0bLieHMA




Heobxoanmble 3HaHUA

nOpﬂAOK N TEXHOI0MA NnpoBegeHnA atrectaumnm

TexHoN0rMmM n meToApbl onpeaesieHUs 1 oLeHKN NpodeccnoHaibHbIX 3HaHWM,
YMEHUIM 1 KOMMNETEHL NN

Cuctembl, metogbl M GOPMbl  MATepPUanbHOrO M HemaTepuasbHOro
CTUMY/IMPOBAHUSA TPYAa NepcoHana

TexHon0rMm 1 metoabl GOPMUPOBAHNA M KOHTPONA BIOAXKETOB

TexHoNorMm, MeToabl U METOAUKM NPOBEAEHUA aHANN3a U CUCTEMATU3ALLUM
AOKYMEHTOB M MHOPMaLMM

OCHOBbI NPOM3BOACTBEHHOM AEATENBHOCTN OpraHn3aLmm

OcHOBbI 06LWWEeNn N couManbHOM MCUXONAOTUM, COLMOIOTMN U MCUXO0TUM
TpyAa

MopsgoKk  npoBefdeHMA  3aKymoyHbIX  npoueayp U odopmaeHus
CONYTCTBYIOLLEN AOKYMEHTALMNM

CTpyKTypa OpraHusaumMm UM  BaKaHTHble AOMKHOCTM  (npodeccuu,
cneunanbHoCTH)

Tpy£oBOe 3aKOHOAATENIbCTBO M UHbIE aKTbl, COAEPIKaLLMe HOPMbl TPYAO0BOIO
npasa

OcHOBblI apXWMBHOrO 3aKOHOAATENbCTBA U HOPMATUBHbIE MPaBOBble aKThbl
Poccuiickoit depepalimm, B YaCTM BeAeHUA AOKYMEHTALMM MO NepcoHany

3aKoHoAaaTenbcTBo Poccuinickont Peaepaumnmn o NepcoHanbHbIX AaHHbIX

JIOKasibHble HOpPMATUBHblE aKTbl OpraHuM3auumn, peryavpyrowme nopagok
OLL,eHKM nepCcoHana

MopAaoK 3aKNHYEHNA AOTOBOPOB (KOHTPAKTOB)




Hopmbl 3TMKKN aenosoro obuieHua

basosble OCHOBbI MHOOPMATHKY, CTPYKTYpHOE NoCTpoeHue
MHOOPMALMOHHBIX CUCTEM M 0COHBEHHOCTM PAabOTbl C HUMM

[pyrve xapakTepucTnkm

3.3.3. Tpyposasa GpyHKUMA

AOMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHWe | AOKYMeHTOOOOpOTa Npu NpoBeAeHnmn Koa C/03.6 |(nomyposeHb) 6
OLLeHKM M aTTecTaumm nepcoHana KBanMdmKkaumum

MpouncxoxaeHne TpyaoBoOW
bOYHKUMM

3anmcTBOBaHO
OpuruHan X
N3 opuUrnHana
Kog PernctpaumnoHHbIi
opurnHana HoMep
Npo¢deccnoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

AHanus npoueccos AOKYMGHTOO60pOTa, JNOKa/IbHbIX AOKYMEHTOB NO OLLeHKEe
M aTTectaummn nepcoHana

Opl’aHMSBLI,VIOHHOE conposoxaeHume MepoanﬂTMﬁ Nno OUueHKe nepcoHana n
€ro atrecrauunm

OdopmneHure npouecca U pesynbTaTos aTTecTauumn nepcoHana

NHdopMmpoBaHMe NepcoHana 0 pesy/ibTaTax OLLeHKNU U aTTecTaumm

MoarotoBka npep.nomeHMﬁ Nno pPa3BUTUO MNePCOHaNa NO pPe3yibTaTam




OLLEHKM

ConpoBoXAeHWe [OroBOPOB MO  OKAa3aHUIO  KOHCY/NbTAUMOHHBIX WU
MHDOPMAUMOHHbIX YC/IYT MO OLEHKe W aTTecTauumn nepcoHana

Heobxoanmblie ymeHUn

ObecneunsaTb AOKYMEHTALMOHHOE CconpoBoOXaAeHME OUEeHKN U aTTeCcTaunn
nepcoHana

OdopmnAaTb AOKYMEHTbI MO BOMPOCAaM OLEHKM W aTTecTaummn nepcoHana,
npeaocTaBAsemble B rocyAapCTBEHHbIE OpraHbl, NPodeccnoHasibHbIe COo3bl
W Apyrue npeacraBuTe/ibHble opraHbl paboTHUKOB

AHanM3MpOBaTb npasuvna, npoueanypbl U NOpPAOKMN NpoBeaAeHUA OLUEHKUN U
aTrecTaunm nepcoHana

Bectn yuer 1 perncrpaumnto 4OKYMeHTOB B MUHGOPMALIMOHHbIX CUCTEMAX U Ha
MaTepuanbHbIX HOCUTENAX

OpFaHM3OBbIBaTb XpaHeHne AOKYMEeHTOB B COOTBETCTBUU C Tpe6OBaHMFIMM
TPYyAOBOro 3aKOHOAATE/IbCTBA Poccuiickoi CDe,a,epau,MM M NOKaJibHbIMU
dKTaMW opraHnsauummu

Bectu genosyto nepenmncky

Pa6oTaTb C MHPOPMALMOHHBIMM CUCTEMaMM M Ba3amm AaHHbIX NO BOMPOCam
npoBeAeHNA OLUEHKM 1 aTTeCcTalMM NepcoHana, BeAeHUIo yueTa KaHanaaTos
Ha BaKaHTHble AO/IKHOCTU (Npodeccuu, cneymanbHoCTH)

AHanu3MpoBaTb  JOKYMEHTbI U MepeHoCcUTb  MHbopmauuilo B
MHPOPMaLMOHHbIE CUCTEMbI U 6a3bl AaHHbIX

Cobntoaatb HOPMbI 3TUKN Ae10BOro 0bLieHMA

Heobxoanmble 3HaHUA

I'Iopﬂ,u,or( Od)OpMI'IEHVIFI, BeAEeHUA U XPaHEHNA OOKYMEHTauuu, CBA3AHHOM C
nposeageHMem oueHKN n atrectaumnm nepcoHana




Mopsgok ¢opmupoBaHWA, BedeHMA 6aHKa [aHHbIX O MepcoHane
OpraHu3aumMn 1 NPeaoCcTaBieHNs OTYETHOCTU

MopagoK  npoBeAeHWA  3aKyMOYHbIX  npoueayp W odopmaeHus
COMYTCTBYIOLLEN AOKYMEHTALUK

MopsaoK obopMAEHUN LOKYMEHTOB, NPEeAOCTaBNfEeMbIX B FOCYapCTBEHHbIE
opraHbl, NPodeccMoHanbHble CoH3bl U Apyr1e npeacTaBUTe/IbHblE OpraHbl
paboTHMKOB

OcHoBbl AOKYyMeHT0060pOTa U AOKYMEHTALMOHHOIo obecrneveHuns

CTpyKTypa OpraHusaumMm UM  BaKaHTHble AO/MKHOCTM  (npodeccuu,
cneuunanbHoCTH)

TpyaoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, COAEprKaLline HOPMbl TPYA0BOr0O
npasa

OcHOBblI apXWMBHOrMO 3aKOHOAATENbCTBA U HOPMATUBHbIE MPaBOBble aKThbl
Poccuiickoit depepalmm, B YaCTM BeAeHUA AOKYMEHTaL MM NO NepcoHany

3aKkoHogaTenbcTBO Poccuiickon dPegepaumnmn o NepPCoHasbHbIX AaHHbIX

TexHoNorMm, MeToabl U METOAMKM NPOBEAEHUA aHAN3a U CUCTEMATU3ALLUM
AOKYMEHTOB M MHOPMaLMK

JNloKanbHble HOPMATMBHbIE aKTbl OPraHWM3auuW, Peryanpylowme nopagok
OLLEHKM 1 aTTecTauum nepcoHana

MopAAOK 3aKA0UYEHUA AOrOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHua

basoBble OCHOBbI NHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune
NHPOPMALMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM




[pyrve xapakTepucTnkm -

3.4. O606LwweHHas Tpynosasa GyHKLMA

eATeNIbHOCTb N0 Pa3BUTMIO NEPCOHANa YpoBeHb
HanmeHoBaHue A P P Koa D P 6
KBanudmKkaumum
MpouncxoxaeHne
. . 3anMmcTBOBaHO
0606uweHHoM TpyaoBomn OpuruHan X
13 opuUrMHana
OYHKUMM
Kog PernctpaumnoHHbIi
opurnHana HOoMep
npodeccnmoHanbHOro
CTaHAapTa
Bo3moHble Cneumanuct no passuTMo U 0byYeHMIo NepcoHana
HaMMeHOBaHMUA Cneumanunct no pasBUTUIO Kapbepbl NepcoHana

[ONIKHOCTEN, npodeccuin Cneunannct no nepcoHany
MeHepKep no nepcoHany

TpeboBaHuA K Bbicwee obpasoBaHue

obpasoBaHUto U obyyeHuto | lonosHuTeNbHOE NpodeccMoHanbHOe 0bpasoBaHMe - NPOrpammbl
NOBbILEHMA KBAIMOUKALMM; MPOrpammbl NPodeccroHanbHoM
nepenoaroToBKM B 061aCT1 OPraHM3aLMOHHOMO U NPodeccMoHanbHOro
pa3BUTUA NepcoHana

TpeboBaHMWSA K OMbITYy -
NpPaKTUYeCcKon paboTbl

Ocobble ycnoBua Aonycka K




paborte

Lpyrvue xapakTepuctmkm

JononHuTtenbHble XapPaKTEPUCTUKH

HanmeHoBaHWe AOKYMeHTa Kog, HanmeHoBaHWe 63a30BoW rpynnbl, A4OJXKHOCTK (Npodeccun)
WK cneumanbHOCTH
OK3 2412 Cneumanunctbl Mo Kagpam 1 npodopureHTaLmm
3423 Cneumannctbl KaapoBbIX C/YXKO U yupeXaeHMIA 3aHATOCTH
EKC - MeHepyKep no nepcoHany
oKnAarTpe 27755 SKOHOMMUCT MO TpyAay
22956 MHCneKTop No Kagpam
3.4.1. TpypoBana yHKUMA
OpraHu3auma 1 NnpoBeaeHne MeponpuUaTUi YpoBeHb
HanvmeHoBaHMeE | MO Pa3BUTUIO M MOCTPOEHUIO Kopa D/01.6 |(noaypoBeHb) 6
npodeccnmoHanbHOM Kapbepbl MepcoHana KBannudumKaumm
MpouncxoxaeHne TpyaoBom OpuriHan X 3anMMcTBOBaHO
byHKUMM N3 opuUrnHana
Kog, PerncrpaumoHHbIN
opuruHana HOomep
NpodeccnMoHaNbHOro

CTaHAapTa
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TpypoBble AencTaus

AHann3 CTPYKTYpbI, NJaHOB M BaKaHCUIA OpraHM3aumm

AHanns ocobeHHocTel paboTbl Ha pPa3/IMYHLIX y4YacTKax NPOM3BOACTBA U
KOHKPETHbIX paboumx mecTtax

MoAroToBKa MPOEKTOB AOKYMEHTOB, ONpeAensAlowmx MNopsALOK pasBUTUA
nepcoHana u NocTpoeHns NpodeccMoHanbHOM Kapbepbl C OLeHKOM 3aTpaT

Pa3paboTKka nnaHoB npodeccnoHabHOM Kapbepbl PaboTHUKOB

dopmunpoBaHMe KagpoBoOro pesepsa

OpraHu3auus MepOonpPUATUIA no pPa3BUTUIO n NOCTPOEHUIO
npodeccnoHabHON Kapbepbl NepcoHana

MoAroToBKa NpeanoXKeHnii no GopmMmmMpoBaHmMIo BIoAXKeTa Ha OpraHM3aLmio U
npoBegeHe MeponpPUATHIA NO PA3BUTUIO U MOCTPOEHUIO NPOdECCMOHANBbHOM
Kapbepbl NepcoHana

AHanuns apPeKTUBHOCTU MepPOoNpPUATUIA MO Pa3BUTUIO NepcoHana, NoAroToBKa
npeaioXeHUn No pasBuUTUIO

Heobxoanmble ymeHUn

AHanusmpoBaTb YypoBeHb o06wero pasBuTMA W NPOPEeCccCUOoHaANbHOM
KBaNMOUKALMM NepcoHana

Onpefenatb KPaTKOCPOYHbIE W AOJITOCPOYHbIE MOTPEBHOCTM pPas3BUTUSA
nepcoHana u NocTpoeHus ero NnpodeccuoHa bHOM Kapbepbl

Onpeaenatb Kputepun GopMMpPOBaHMA Ka4pOBOro pe3epsa opraHn3aumnm

CoctaBnAatb MHOAMBUNAYabHbIE NJIaHbl KAPbEPHOIO Pa3BUTUA NepCoHana

MPUMEHATb TEXHONOMMM U METOAbl PA3BUTMSA MepcoHasa M MOCTPOEHMA
npodeccMoHanbHOM Kapbepbl




CocTaBnaTb MpPeasioXKEeHUss M KOHTPO/AIMPOBATb CTaTbM PACXogoB  Ha
nporpaMmmbl M MepONpUATUA NO Pa3sBUTMIO NEpPCoHana WM MOCTPOEHMUIO
npodeccroHanbHOM Kapbepbl 410 NNaHMPOBaHUA BI04KETOB

Onpenenatb 3PpPeKTUBHOCTL MEPONPUATUI NO PA3BUTUIO NEpPCcOHana wm
NOCTPOEHMIO NPOdECcCUOHaNbHOM Kapbepbl

PaboTaTb C MH(I)OpMaLI,MOHHbIMM cuctemamm 1 6asamm AaHHbIX NO NepcoHany

Cobnt0aaTb HOPMbI 3TUKM AEN10BOT0 06LEHMSA

Heobxoanmble 3HaHUA

Cuctema, cnocobbl, METOAbI, UHCTPYMEHTbI NOCTPOEHMA NPodeccMoHaNbHOM
Kapbepbl

MeToabl OnpefAeneHna M OLEHKU JIMYHOCTHbIX M NpodeccUoHaNbHbIX
KOMNeTeHU MM

Cuctembl, meToabl M  GOpPMbl  MaTepUaNbHOrO M  HemMaTepuanbHOro
CTUMYNMPOBaHUA TpyAa NepcoHana

TexHonormun, metoabl GOPMUPOBAHUA N KOHTPO/IA BIOAMKETOB

TexHonorMmn, MeToasl U METOAMKM NPOBEeAEHMA aHaAMU3a U cMCTeMaTM3aumum
AOKYMEHTOB M MHdopMaunm

OCHOBbI NPOdEecCMoHaNbHOW OpUeHTaLMK

OcHosBbl AOKYMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

OcHosBbl I'IpOVI3BO,EI,CTBeHHOﬁ AeATENDbHOCTU OPraHn3auunmn

OcHoBbI 06Lel U COUMANbHOM MCUXONOFUMU, COLMOMOTUN U MCUXONOTUU
TpyAa

CTpyKTypa oOpraHv3auuMum UM BaKaHTHble  AO/MKHOCTM  (Npodeccun,
crneuunanbHOCTH)




TpyAoBoOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

3akoHoaaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

NloKanbHble HOPMATMBHbIE aKTbl OpPraHM3aLMu, peryanpylowmne nopagok
pa3BUTUA M NOCTPoeHUA NPodeCcCMoHaNbHOM Kapbepbl NepcoHana

MopsAoK 3aKN0YEHUA A0r0BOPOB (KOHTPAKTOB)

Hopmbl 3T1KK aenosoro obuweHna

basosble OCHOBBbI MHPOPMATUKM, CTPYKTYpHOE nocTpoeHue
MHGOPMALMOHHBIX cUCTEM M 0cobeHHOCTU PaboTbl C HUMKM

Lpyrvue xapakTepuctmkm

3.4.2. Tpyposasa GyHKLMA

HamvmeHoBaHue

OpraHu3auua obyyeHuns nepcoHana YpoBeHb

Kog, D/02.6 |(noaypoBseHb) 6
KBanuduKaumum

MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anMcTBOBaHO

OpuruHan X
N3 opuUrnHana

Kog PernctpaumnoHHbIi
opurMHana HOMmep
npo¢deccnoHabHoro
CTaHZapTa

TpyaoBble AencTeus

AHanu3 pbiHKa 06pasoBaTeNbHbIX YCAYyr U NoTpebHoCTel opraHusaumu B




0by4yeHMM nepcoHana

Pa3paboTka nNnaHOB, METOAMYECKMX MATepuasnos, y4yebHbIX MAAHOB U
Nporpamm, TMPOEKTOB JIOKa/ibHbIX aKTOB MO O6y4eHW0 W pPasBUTUIO
nepcoHana, BKAOYas OLLEHKY 3aTpar

OpraHusaums meponpuaTiii no obyyeHuto NnepcoHana

MoaroToBKa NpeanoxeHun no GopMmnpoBaHUio bloaxKeTa Ha opraHM3aUmio
obyyeHua nepcoHana

AHanns 3¢pPeKTMBHOCTM MEPONPUATUIA NO 0BYUYEHMIO NepcoHana

Heobxogumble ymeHus

AHann3MpoBaTb M ONpeaenaTb NOTPebHOCTM B 06yYeHUn rpynn nepcoHana B
COOTBETCTBUM C LeNIAMMN OpraHn3aumnm

PaspabatbiBaTb NAaHbl MNOATOTOBKW, MEPenoAroToBKM WM MOBbIWEHUSA
KBa/MOUKALMM KagpoB, yuebHble NaaHbl M NPOrpammbl

AHanM3npoBaTb PbIHOK 06Pa30BaTe/IbHbIX YCAYr U FOTOBUTL NPEANOMKEeHMS
Mo NOCTaBLLMKaM ycayr

OpraHu130BbIBaTb 0byYatoLWwmMe MeponpuUATUSA

CocTaBnATb U KOHTPO/IMPOBATb CTaTbW PacxodoB Ha obyyeHwWe nepcoHana
ONA NNaHUPOBaHUA 6roaXKeToB

Pa3pa6aTbIBaTb N KOMMNNEKTOBATb yHE6HO-MeTOAMLIeCKMe AOKYMEHTbI

Mpoun3BoAUTb OLEHKY 3DDEKTUBHOCTN 0OYyUYEHMA NepcoHana

Mpon3BoauTb NpeaBapuTesibHble 3aKymnoyHble npoueaypbl U odopmaeHme
COMyTCTBYIOLWEN AOKYMEHTALMMU MO 3aKNHOYEHUIO 40TOBOPOB

PaboTaTb C I/IHd)OpMaLI,I/IOHHbIMM cuctemamm n 6asamm AaHHbIX NO NepCcoHany




PaspabatbiBaTb U 0GOPMAATL AOKYMEHTbl MO MPOLLECCam OpraHM3aLuu
0by4yeHMsA NepcoHana u ux pesynbratam

Cob6nt04aTb HOPMbI 3TUKK Ae/10BOro 06LLeHMA

Heobxoanmble 3HaHUA

MeTtoabl, UHCTPYMEHTbI UCCieaoBaHNA FIOTp66HOCTM B OGyHEHMM nepcoHana

MeTogonorus obyyeHus

TexHo/M0rMKn, MeToapl U METOAMKM NPOBeAeHMA aHaAn3a U cucTemaTm3aumm
AOKYMEHTOB M MHdopMaunm

MopsaoK pa3paboTKM NIaHOB NOArOTOBKMU, NEPENOArOTOBKN M MOBbIWEHWUSA
KBasIMdMKALUUM KaapoB, y4eOHbIX NJIaHOB M NPorpamm

Cuctembl, meToabl M  GOpPMbl  MaTepPUaNbHOr0O M HemaTepuanbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

TexHonorMmn 1 metoabl GOPMUPOBAHUA U KOHTPOAA BloaxeToB

nOpFI,EI,OK BegeHMA ydyeTa M OTYHETHOCTU NO NOoArotoBke W MNOBblWEHUIO
KBa!'IMd)MKaU,MM nepcoHana

OcHosBbl AOKYMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

OcHoBbI TEXHONOTUN npon3sBoAacTBa U 0eATe/IbHOCTU OpPraHn3auunn

OcHoBbI 06Lel U COUMANbHOM MCUXONOTMUMK, COLMONOTUN U MCUXONOTUK
TpyAa

MopsfOK  NpoBefZeHWA  3aKymouyHbIX  npoueayp W odopmaeHUs
COMyTCTBYIOLWEN AOKYMEHTALMM

CTpyKTypa opraH13auuu

prp,osoe 3aKOHO4AaTEeNbCTBO U UHbIE aKTbl, CoO4epKallme HOpmbl TPYA0BOTO




npaea

OCHOBbI apPXMBHOIO 3aKOHOAATE/NIbCTBA M HOPMATUBHbIE MPABOBbIE AKTbl
Poccuiickoit Pepgepaumu, B 4YacTn BeAeHUS AOKYMEHTALUM MO NepcoHany

OcHOBbI HaNIOroBOro 3akoHoAaTenbcTBa Poccuiickolt deaepaunu

OcHoBbl 3aKoHoAaTenbcTBa 06 obpasoBaHnu Poccuinckoit degepaumm

3akoHogaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OpPraHM3aLuuMu, peryauvpylowme obyyeHue
nepcoHana

MopsAoK 3aKN0YEHUA A0rO0BOPOB (KOHTPAKTOB)

Hopmbl 3T1KK aenosoro obuweHna

basoBble OCHOBBI NHPOPMATUKN, CTPYKTYpHOE nocTpoeHue
MHPOPMALMNOHHBIX CUCTEM U OCOBEHHOCTU PaboTbl C HUMMU

[pyrve xapakTepuctnku

3.4.3. TpypoBaa ¢yHKUMA

HamvmeHoBaHue

MpouncxoxaeHue TpyaoBOM

bYHKLMM

OpraHu3aumsa aganTaumm 1 CTaxKMpPOBKM YposeHb
nepcoHana Kog, D/03.6 |(noaypoBseHb) 6
KBanndMKaumm
OpuritHan X 3anmcTBOBaHO
N3 OpuUrnMHana
Kog PernctpaumnoHHbIi

OpUrnHana HOMep




npo¢deccMoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

AHanu3 ycrnewHbIX KOPNOpPaTMBHbIX NPAKTUK NO OpraHM3auMn agantauum m
CTaXMPOBKe NepcoHana

Pa3pa60TKa NN1aHOB adanTaunn, CTaxXKNpoBKKU NepCcoHana C OLI,EHKOVI 3aTpart

OpraHunsaumsa MeponpuaTUiA No aganTtauum, CTaXKMpPoBKe nepcoHana

Moarotoska ﬂpe,[l,ﬂOH(EHMVI Nno CcoBepLEeHCTBOBAHUIO CUCTEMDLI adanTauunu,
CTa*XMUpPOBKK NepCcoHana

MoaroToBKa NpeanoxeHun no GopMmnpoBaHUio bloaxKeTa Ha opraHM3aUmio
aJanTaumn U CTaXKMPOBKM NepcoHana

AHann3 3PpPeKTUBHOCTM MeponpuATMIA Mo ajanTauum U CTaKUPOBKe
nepcoHana

HeobxoamMmble ymeHus

Onpegenatb rpynnbl NepcoHana AN CTa*KMPOBKM M afanTaLmm

OI'IpEAEJ'IﬂTb pa6oqme MecCTa OanAa nposegeHnA CTaXMpPOBKU M agantaunm
nepcoHana

CornacoBblBaTb MepONpUATUA aganTaunn U CTaXXMPOBKM C BO3MOMXKHOCTAMM
npor3BoACTBa

MponssognTb aHanM3 U OLEHKY pe3ynbTaToB ajanTaunm U CTa*KUPOBOK
nepcoHana

CoctaBnAatb npegnoxeHna wm KOHTPOZIMpPOBATb CTaTbM pPaACXoA4oB Ha
nporpammbl U meponpuAaTrA No adantalnn U CtTaXXMpoBKe nepcoHana OnAa
nAaHNpoBaHUA 6IOA)'KETOB

Mpon3BoguTb OUEHKY 3POEKTUBHOCTM MEpPONpUATMIA Mo aganTaummM U




CTa*XMpPOBKe NepCoHana

BHeApATb cMcTeMbl BOB/IeYEeHUA PabOTHUKOB B KOPMOPATUBHYIO KY/IbTypy

Mcnonb3osaTb MHPOPMaLMOHHbIE CUCTEMbI M 6a3bl AaHHbIX MO NepcoHany

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxogumble 3HaHWUSA

MeToabl aganTaumm 1 CTaXkKMPOBOK

TexHonorumn, MetToasl U MeTOAMKM NPOBEeAEHMA aHaM3a U CMCTEMATM3aumUn
AOKYMEHTOB M MHopMaunm

Mopagok pa3paboTKM MaHOB adanTauuMy NepcoHana Ha HOBbIX pabounx
MecTax, MNOArOTOBKW, MepenoAroToBKM U NOBbIWEHNA KeanuduKaumm
nepcoHasna v opraHn3aLmMm CTaXkMpoBOK

MopAaaoK cocTaBneHUA CMeT 3aTpaT Ha afanTaunio U CTaXKMPOBKY NepcoHana

rlOpFI,EI,OK BegeHMA y4deTa U OTYETHOCTM NOo adantaunm n CTa*KMposKe
nepcoHana

Cuctembl, meToabl M GOpPMbl  MaTepUaNbHOrO M  HemMaTepuanbHOro
CTUMYNMPOBaHUA TPpyAa NepcoHana

TexHonorMmn n metoabl GoPMUPOBAHMA U KOHTPOAA BIOAMKETOB

OcHoOBbI TEXHONOTUN npon3soAacTBa U AeATENbHOCTUN OpraHn3auunn

OcHoBbl 06LWel U COUMaNbHOW MCUXONOTUM, COLMONOTUN U MCUXONO0TUK
TpyAa

CTpyKTypa oOpraHv3auuMum UM BaKaHTHble  AOMKHOCTM  (nNpodeccun,
cneunanbHOCTH)

prp,osoe 3aKOHO4AaTeNbCTBO U UHbIE aKTbl, CoOgepKallme HOpmbl TPYA0BOTO




npaea

OcHOBbI HaNOroBOro 3akoHoaaTenbcTa Poccuitickoit Peagepaunn

3akoHoaaTenbcTBo Poccuitickon Penepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMATUBHbIE aKTbl OPraHM3auun, perynampyrouime agantaunio n
CTa*XMpPOBKY NepcoHana

OcHOBbI OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecnedeHuns

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBoro obLieHns

basoBble OCHOBBI NHOPMaATUKNY, CTPYKTYpHOE NnocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Jpyrve xapaktepuctmku

3.4.4. Tpyposasa GyHKUMA

HanmeHoBaHue

MpouncxoxaeHne TpyLoBoOW
bYHKUMM

ALMUHUCTPUPOBAHME NPOLLECCOB U
p,gx MeHTgogo oTa no paI:BMTMPO n YposeHb
y P o P Kog, D/04.6 |(noaypoBeHb) 6
npodeccnoHanbHoOMn Kapbepe, obyyeHuto,
KBanuduKaumum
afanTaumMmn 1 CTaXKMpPOBKe NepcoHana
3anmcTBoBaHO
OpuruHan X
N3 OpuUrnHana
Kog PernctpaumnoHHbIi
opurnHana HOoMep
npodeccnoHanbHoOro

CTaHAapPTa




TpypoBble AencTaus

AHann3 nNpoueccoB, NPaBuA WM MNOPAAKOB OPraHM3auMu Mpu NpPoBeAeHUU
MEpPONpPUATUIA MO PasBUTUIO U NPOodecCMOHaNbHOM Kapbepe, obyyeHwuio,
aflanTauuu 1 CTaXKMPOBKe NepcoHana

JoKymeHTauMoHHoe odopM/ieHNe Pe3yNbTaToB MEPONPUATUIA NO Pa3BUTUIO
M npodeccnMoHanbHOM Kapbepe, OOy4YeHWIO, afanTauuuM M CTaXKMPOBKe
nepcoHana

MoAroToBKa WMHAMBMAYANbHbIX NPEANOMKEHWUA Ha OCHOBE pe3y/bTaToB
npoBeAeHNUA MePONPUATUIA MO Pas3BUTUIO M NPOPECcCMOHANbHON Kapbepe,
0b6y4yeHu1Io, aganTaumMm 1 CTaXKMPOBKE NepcoHana

MoarotoBKa nNpeasioXKeHUin No COBEpPLIEHCTBOBAHUIO CUCTEM O0By4YeHus,
aganTauMn U CTaXKMPOBKKU, PasBUTUA U MOCTPOEHMA NPodeccuoHaNbHOM
Kapbepbl NepcoHana

ConpoBoXAeHMe  OOrOBOPOB MO OKasaHWIO  KOHCY/NbTaLMOHHbIX,
MHPOPMALUMOHHBIX YCAyr, HeobXxoAuMbIX AN NpPoBeAeHUs 0bydeHus,
aflanTauum M CTaKMPOBOK, PasBUTUA W MOCTPOEHMA NpPodeccMoHanbHoM
Kapbepbl NepcoHana, BKAYaA npeABapuTesbHble Npouesypbl MO UX
3aK/l0YeHnIo

BbinosHeHne TpeboBaHWIA NO XpaHeHWo WHPOPMAUMM O pesyabTaTax
obyyeHus, adanTauMuM U CTAXKMPOBKW, pPasBUTMA U  MNOCTPOEHMUSA
npodeccrmoHanbHOM Kapbepbl NepcoHana

Heobxoavmbie ymeHUn

OdopMnAaTb AOKYMEHTbI MO BOMPOCaM NpoBeAeHUs obyyYeHus, aganTtauum u
CTAXXKMPOBKKU, PasBUTUA U MOCTPOEHUS NPOdEeccMOoHaNbHON  Kapbepbl
nepcoHana, npegocTasasemble B rocyfapCcTBeHHble OpraHbl,
npodeccrMoHanbHble COH3bl W ApyrMe MpeacTaBUTE/IbHblE  OpraHbl
paboTHMKOB

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHME 0byYeHMA, aganTaumm
M CTa)KMPOBOK, PasBUTMA W MNOCTPOEHUA NPOPEeCccCMOHaNbLHON Kapbepsl




nepcoHana

AHanunsupoBsaTb NpasBuia, NpoLeaypbl U NOPAAKU NpoBeaeHUs obydyeHus,
afanTauMmn U CTa)KMPOBKM, PasBUTUA U MOCTPOEHUS NPOPecCcMOHabHOM
Kapbepbl NepcoHana

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tp86OBaHVIﬂMVI
3aKOHOOAaTeNbCTBa Poccuiickoi dJe,u,epau,MM N NTOKaZIbHbIMWN  aKTaMU
opraHunsauuun

AHann3npoBaTb  AOKYMEHTbI " nepeHocuTb  uMHbOpmauuio B
MHGOPMAUMNOHHbIE CUCTEMbI M 6a3bl JAHHbIX

Bectn yyeT 1 perncrpaumnio 4OKYMeHTOB B MHd)OpMaLI,MOHHbIX Cncremax n Ha
MaTepnanbHbIX HOCUTENAX

PaboTtaTb ¢ MHPOPMALMOHHBIMK CUCTEMAMKN 1 Ba3aMK JaHHbIX MO BONPOcam
obyyeHus, aganTauMnM U CTa)KUPOBKM, Pa3BUTUS U  MOCTPOEHUSA
npodeccnmoHanbHON Kapbepbl NepcoHasna, BeAEeHWUA yyeTa KaHauAaaToB Ha
BaKaHTHble Z0/IKHOCTU (Npodeccnm, cneumanbHOCTH)

BecTu aenosyto nepenmcky

Cobntoaatb HOPMbI 3TUKM 4eN0BOro 06LLeHus

Heobxoanmble 3HaHWUA

MopAAoK odopmaeHUn, BEAEHNA U XPaHEHUA AOKYMEHTaLMM, CBA3AHHOM C
cuctemolt 0bydeHus, adanTauun U CTaKUPOBKM, PasBUTUA M MOCTPOEHMUSA
npodeccrmoHanbHO Kapbepbl NepcoHana

Mopsgok ¢opmupoBaHUs, BeAeHUs OaHKa [aHHbIX O MepcoHane
OpPraHM3aLM1 1 NPefoCTaBNeHNA OTYETHOCTU

HopmaTuBHble MpaBOBble aKTbl, peryavpylowme npasa “ 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auvmn No MNpPeaocTaB/eHUo yYeTHOM
AOKyMeHTauum




nOpﬂ,D,OK Od)OpMJ'IEHVIFI AOOKYMEHTOB, NpeaocCTaBaAeMbIX B roCcyapCTBEHHbIE
OpraHbl U HblE OpPraHU3aunm

OcHOBbI 4OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecnevyeHms

MopsAOK  NpoBeAeHWA  3aKymouyHbIX  npoueayp W odopmaeHus
COMyTCTBYIOLWEN JOKYMEHTAL MM

CTpyKTypa oOpraHusauMmM UM  BaKaHTHble  Jo/mKHocTM  (npodeccun,
cneumanbHoOCTH)

TpyAoBOE 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apXMBHOMO 33aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbLIE AKTbI
Poccuiickoit Pegepaumm, B YacT BeAeHWUA SOKYMEHTALMKN NO NepcoHany

OcHOBbI HaNIOroBOro 3aKoHoAaTeNnbcTBa Poccuiickoit deaepaumm

3aKoHogaTenbcTBo Poccuiickon Pegepaupnm o NepcoHaslbHbIX AaHHbIX

TexHonorMmn, MeToasl U METOAMKM NPOBEeAEHMA aHaAM3a U cMCTeMaTM3aumm
AOKYMEHTOB M MHdopMaunm

JloKkanbHble HOPMaTMBHbIE aKTbl OpPraHM3auWW, Peryavpylolime nopaaok
pa3BUTMA W NOCTPOeHMA npodeccMoHaNbHOM Kapbepbl, 0by4yeHus,
aZlanTauyu 1 CTaXKMPOBKM NepcoHana

MopAAOK 3aKA0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuweHnn

basoBble OCHOBBI NHOPMaTUKNK, CTPYKTypHOE NnocTpoeHune
NHPOPMALMOHHbBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnkm




3.5. O606LwweHHas Tpyaosas GyHKLMA

eATeNbHOCTb MO OpraHM3auum Tpyaa u YpoBeHb
HanmeHoBaHue A P 4 PYA Koa E P 6
onsaTbl NepcoHana KBaMPUKauUm
MpouncxoxaeHne
o o 3anmcTBoBaHO
0606L1EeHHON TPYA0BOW OpwuruHan X
N3 opuUrnMHana
dYHKUMM
Koga PerncrpaumnoHHbIn
opurMHana HOMep
npodeccnMoHanbHOro
CTaHZapTa
Bo3morKHbIe Crneunannct Nno HOPMMPOBAHMIO U oNaaTe Tpyaa
HaMMeHOBaAHMA Crneunannct no opraHM3aumm n onaate Tpyaa

[ONIKHOCTEN, npodeccuin

Cnewuumanuct no nepcoHany
MeHezaep no nepcoHany

Cneumannct Nno KOMMNEHCALMAM U NbroTam

TpeboBaHuA K

06pa3oBaHUIo N 06yYeHUI0

Bbicwee obpasoBaHue

JononHuTtenbHoe npodeccnoHabHoe 06pas3oBaHMe - NPOrpaMmbl
npodeccnoHanbHON NepenoAroToBKM B 061aCTM SKOHOMUKM,
HOPMWPOBAHWA M ONAaTbl TPYAA, NPOrPaMmbl NOBbILIEHMS KBAIMOUKALMM

TpeboBaHMWSA K ONbITYy -
NpaKTUYeckol paboTsbl

Ocobble ycoBMA JOMNycKa K

paboTe




[pyrve xapakTepucTnkm

JononHuTenbHble XapaKTePUCTUKM

HanmeHoBaHWe fOKYMEHTA Kog, HanmeHoBaHMe 6a30BOW rpynmbl, A4OKHOCTM (Npodeccum)
WK CNeLmanbHOCTU

OK3 2412 Cneunannctbl No Kagpam n npodopmneHTaLmnm

3423 Cneumannctbl KagpoBbIX CAYXKO U yupeRaeHU 3aHATOCTH
EKC - NHXeHep No HOPMUPOBAHUIO TPYAA

- TexHUK no Tpyay

- DKOHOMMUCT Mo Tpyay

- MeHez Kep no nepcoHany
oKnAaTpP 27755 SKOHOMMUCT NO TpyAy

22956 MHCcneKTop No Kagpam
3.5.1. TpypoBasa ¢pyHKUMA

OpraHu3auua Tpyaa nepcoHana YpoBeHb
HanmeHoBaHue Kopa, E/02.6 |(noaypoBeHb)
KBanMbMKaunm

MpoucxoxaeHne TpyLOBOM OpuriHan X 3aMmcTBOBaHO
bYHKLMM N3 opuUrnHana

Kog PernctpaumnoHHbIi
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opurMHana Homep
npo¢deccMoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

AHann3  ycnewHbIX  KOPNOPATMBHbIX  MNPAKTUK NO  OpraHM3auum
HOPMUMpPOBaAHMA  Tpyaa [ANA  Pas3iM4YHbIX  KaTeropuit  nepcoHana,
0ocobeHHOCTEN NPOU3BOACTBA U AEATE/IbHOCTU OpraHnu3auum

PaspaboTka cucTembl OpraHusauMm Tpyaa nNepcoHana W nopagka
HOPMWPOBaHUA TPyAa Ha PabounX MecTax C OLLeHKOW 3aTpaT Ha NepcoHan

BHeapeHMe cuCTeMbl OpraHM3aumu Tpyda NepcoHana M KOHTPOAs Hag,
HOPMUpPOBAHMEM C oONpefeneHMem  TPYAOEMKOCTM, HOPMaTUBHOW
YMCNEHHOCTU, rpadMKoB PaboT 1 yCNOBUI ONNaTbl TPYAa NEPCOHaAsa

BbiAaB/iieHME pe3epBOB NOBbIWEHMA NPOU3BOAMTE/IBHOCTU TPyAa M KayecTBa
HOPMUMPOBAHNA TPyAda, NOAroToBKa npep,nomeHMﬁ No USMEHEHNAM ycnosm7|
M onnaThbl TPyAa nepcoHasna

MoarotoBKa NpeasioxKeHui no ¢opmmpoBaHuio brogKeTa Ha opraHM3aumto
TpyAa nepcoHana

OnpeaeneHne 3¢pdeKTUBHOCTM pPaboTbl CUCTEMbI OpraHM3auuu Tpyaa wu
HOPMWPOBaHUA TPyAa Ha Paboumnx mectax

HeobxoamMmble ymeHus

BHeapATb MeToAbl paLMoHaibHOW opraHu3aumm Tpyaa

PaBpa6aTbIBaTb NNAaHbl OPraHN3aUMOHHbLIX U TEXHUYECKUX Meponpvmmﬁ no
NoBbIWEHNIO NPON3BOAUTENIBHOCTU TPYAa

AHann3MpoBaTb COCTOAHWE HOPMMPOBAHMA TPYAAd, KAuyecTBO HOPM,
noKasaresiei no Tpyay

AHanusmpoBaTb 3GPEKTMBHOCTb PaboTbl CUCTEMbl OpraHM3auMu Tpyaa
nepcoHana u HOPMMPOBAHMA TPyAa Ha paboumx mecTax




CoctaBnatb U KOHTPO/IMPOBATb CTaTbM pPacxoa4oB Ha onaaty Tpyada
nepcoHana gnaa naaHNpoBaHUA 6IO,£I,)+(ETOB

Pabotatb ¢ WHPOPMAUMOHHBIMM cucTeMamuM U 6asamu  AaHHbIX MO
HOPMUPOBAHMUIO U ONAaTe Tpyaa NepcoHana

Pa3pa6aTbIBaTb n O(I)OpM}'IﬂTb AOKYMEHTbI NO HanpaBAeHUNIO AeATE/NIbHOCTU

Cob6/1t04aTb HOPMbI 3TUKK AEN10BOro 06LLEeHUA

Heobxoanmble 3HaHUA

MeToap! y4eTa M aHanM3a NnokasaTtenen No Tpy4y v onnaate Tpyaa

MeToabl onpeaeneHusa, OLEHKM W CPaBHEHUS NPOU3BOACTBEHHOM
WHTEHCMBHOCTU U HaNPAXEHHOCTU TpyLa

MeToabl HOPMUPOBAHUA TPYAA

MerKoTpacneBble 1 OoTpac/sieBble HOPMaTUBbI TPYAOBbIX 3aTpaT

CoBpemeHHble $GOPMBbI, CUCTEMbI OMAaTbl WU y4yeTa MNPOU3BOAUTENLHOCTM
TpyZa nepcoHana

Cuctembl, metogbl M GOPMbl  MaTepPUaNbHOrO M HemaTepuasbHOro
CTUMY/IMPOBAHMA TPyAa NepcoHana

TexHoNorMm u metoabl GOPMUPOBAHUA U KOHTPOAA BIOAMKETOB

TexHoNorMm, MeToabl U METOAMKM NPOBEAEHUA aHAN3a U CUCTEMATU3ALLUM
AOKYMEHTOB M MHbOPMaLMK

OcHosBbl AOKyN\EHTOOﬁOpOTa N AOKYMEHTAUNOHHOIo obecneyeHus

MopsaaoKk TapudumKaumm paboT u paboumx, YCTaHOBAEHUA AONKHOCTHbIX
OKNagoB, Aonnat, HagbaBoK M KoOapPMUMEeHTOB K 3apaboTHON nnaTe,
pacyeTa CTUMY/IMPYIOLMX BbINAaT




TapupHO-KBaNMPUKALMOHHbIE CMPABOYHMKM paboT u npodeccuii paboumx u
KBa/IMOUKALMOHHbIE XapaKTEPUCTUKN LOIKHOCTEN CNYMKaLLMUX

OCHOBbI TEXHOI0TNU npon3soAacTBa U AeATe/IbHOCTU OpraHn3aunn

CTpyKTypa OpraHusaumMm UM  BaKaHTHble AO/MKHOCTM  (npodeccuu,
cneunanbHoCTH)

KagpoBas nosnTmKa 1 cTpaterns opraHnsaumm

JKOHOMMKaA TpyAaa

OcHosBbl O6LLI,€VI n cou,maanoﬁ ncuxonornuy, coumonormn n ncmxonornu
TpyAa

TpyaoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, COAEprKaLline HOPMbl TPYA0BOrO
npasa

OcHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATUBHbIE NMPABOBblE aKTbl
Poccuitckoit DepepaLmm, B 4aCTu BeAEeHUA AOKYMEHTALMM NO NePCOHany

OcHOBbI HAaNOroBOro 3akoHoaaTenbcTBa Poccuiickot deaepaunn

3aKoHoAaaTenbcTBo Poccuinckon Peaepaumn o NnepcoHanbHbIX AaHHbIX

JloKanbHble HOPMaTMBHbIE aKTbl OpPraHU3auUuW, Peryanpylolme nopaaoK
opraHusauuy Tpyaa u HOPMMPOBAHMA NepcoHana

MopAAOK 3aKA0UYEHUA AOrOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHusa

basoBble OCHOBbI NHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune
NHPOPMALMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMMU

[pyrve xapakTepuctnkm




3.5.2. TpypoBasa ¢pyHKLMA

HanmeHoBaHue

OpraHusauma onnaTtbl TPy4a NepcoHana YpoBeHb

Kopa, E/01.6 |(noaypoBeHb) 6
KBaMPUKaunm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO

OpuruHan X
M3 OpUrMHana

Koa PermcrtpaumoHHbIi
opurMHana Homep
npodeccnoHanbHoro
cTaHaapTa

TpyaoBble aencTena

AHann3 ycrewHbIX KOPNopaTUBHbIX MPaKTUK MO OpraHM3aumMmM cuctembl
onnaTbl TPyAa nepcoHana

PaspaboTKa cucTembl onaaThbl TpyAa NepcoHana

dopmupoBaHme  nnaHosoro  Oroaketa  ¢doHAa  onnatel  TPYAa,
CTUMYANPYOLWNX U KOMNEHCAaUMOHHbIX BbINaaT

BHegpeHue cuctembl onaaTbl TpyAa nepcoHana

Moarotoska I'Ipe,CI,I'IO)KEHVI[/JI Nno COBEPLLEHCTBOBAHUIO CUCTEMbBI ON1aTbl TPyAa
nepcoHana

Heobxoanmble ymeHUn

CocTaBATb U KOHTPOAMPOBATb CTaTbM PACXoA0B Ha ON/aTy Tpyaa NnepcoHana
ANA NNnaHUpoBaHua 6roaxeTtos n GoHA0B

anMeHFITb TEXHON0TUN MaTepmaanoﬁ moTuBauuMn B ynpassieHUU
nepcoHaiom




Pa3paﬁaTblBaTb KOHUEeNnUno nocCTpoeHNA MOTUBAUMNOHHBIX MNporpamm
pa6OTHMKOB B COOTBETCTBUU C UENAMUN OPraHn3aumnn

AHanM3MpPoBaTb COBPEMEHHble CUCTEMbl OMJaTbl WM MaTepuasbHOM
(MoHeTapHOI) MoTUBALMK TPYAa ONA LEeNel opraHu3aumm

AHann3MpoBaTb ypoBeHb OMJIaThbl TPYAa MEepcoHana Mo COOTBETCTBYHOLLMM
npodeccroHaNbHbIM KBaAPUKaumam

MpoBOANTb MOHUTOPUHT 3apPabOTHOM NAATbl HA PbIHKE TPyAa

AHanunsnpoBaTb GOpPMbl MaTEPUANBHOTO CTUMY/IMPOBAHMUA, KOMMNEHCALUA U
NbroT B oN/aTe TpyAa nepcoHana

PabotaTb ¢ MHPOPMALMOHHBIMU CUCTEMaMM M HaszaMKn AaHHbIX MO onaarte
TpyAa nepcoHana

CocraBnAaTtb NMPOrHO3bl Pa3BnUTMA onNaaTbl TPyAda NeEPCOHAa

Cobntoaatb HOPMbI 3TUKM LeN0BOro 06LLeHuUs

Heobxoanmble 3HaHNA

CDOprI N CUCTEMDI 3apa60TH017| naatbl, NOPAOOK COCTaB/1eHUA 6POA)-KETOB

Cuctembl, meToabl M GOpPMbl  MaTepUaNbHOrO M  HemaTepuanbHOro
CTUMY/IMPOBaHMA TPyAa NepcoHana

TexHonorMn n metogbl GOPMMUPOBAHKA U KOHTPOAA BIOAXKETOB U GOHAOB

MopAadok Tapudukaumm paboT M pabounx, YCTaHOBAEHMA AONKHOCTHbIX
OK/1laf0B, foNNaT, HaabaBoK N KoadhPUUNEHTOB K 3apaboTHOM NnaTe, pacyeTa
CTUMYNNPYIOLWUX BbINAAT

MeToabl onpeaeneHna YNCNEeHHOCTU pa6OTHMKOB

TapudHo-KBaNUPUKaLMOHHbIE CNPAaBOYHMKKN paboT u npodeccnin paboumnx u
KBa/IMOUKALMOHHBIE XapPaKTePUCTUKM LOTIKHOCTEN CNYXKALMX




MeToapbl y4eTa U aHaAM3a NokasaTtesiei No Tpyay v 3apaboTHoM nnate

TexHoNOrnMKM, MeToLbl U METOAUKM NPOBEAEHUA aHANAN3A M CUCTEMATM3ALLUN
OOKYMEHTOB U MHpOpMaLLUK

Ka,u,posaﬂ NONNTUKA U CTpaTeErMAa opraHnsauummn

CTpyKTypa oOpraHv3auuMum UM BaKaHTHble  AOMKHOCTM  (nNpodeccum,
cneumanbHoOCTH)

TpyAaoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOIO
npaea

OCHOBbI Ha/I0rOBOTO 3aKoHOAaTeIbCTBA Poccuiickoit deaepavum

3akoHopgaTenbcTBo Poccuiickon Pegepaumm o nepcoHaabHbIX AaHHbIX

JNloKanbHble HOPMaTUBHbIE aKTbl OPraHM3aUMK, PerympyoLme onaaty Tpyaa

OcHoBbI TEXHONOTUN npon3sBoAacTBa U 0eATe/IbHOCTU OpPraHn3auunn

OcHosBbl AOKYMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

MopAaoK 3aKN0YEHUS [OTOBOPOB (KOHTPAKTOB)

OcHoBbI 06Lel U COUMANbHOM MCUXONOTMUM, COLMONOTUN U TCUXONOTUM
TpyAa

Hopmbl 3T1KKM aenosoro obuweHnn

basoBble OCHOBbI NHOPMATUKNY, CTPYKTypHOE nocTpoeHune
MHPOPMALMOHHbBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnkm

3.5.3. TpygoBasa GyHKUMA




AZMWUHUCTPUPOBAHWE NPOLLECCOB U YpoBeHb

HavmeHoBaHMe | A0KyMeHTOO60pOTa Mo Bonpocam Koga E/03.6 |(noaypoBeHb) 6

OopraHusauunun Tpyaa 1 onnatbl nepPCoHanNna I-(BaﬂMq)MKaLI,MM

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
U3 opurMHana
Koa PerncrpaumnoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble gencTeuma

AHanM3 npoueccoB AOKYMeHTOO60pOoTa, JIOKa/bHbIX [AOKYMEHTOB MO
BOMPOCAM OpraHun3aLmMm onaaTbl M TPYAa NepcoHana

OdopmneHre LOKYMEHTOB MO BONpPOCamM onaaThbl M TPyAa NepcoHana

MoaroToBKa NpeA/ioXKeHUii No BoNpocam onaaTthl M TPyAa NepcoHana

MoAroToBKa NpeasioXKeHU MO COBEPLUEHCTBOBAHUIO CUCTEMbI OMNAaThbl M
OpraHu3aumm Tpyaa nepcoHana

[lOKyMeHTauMOHHOEe UM  OpraHM3auMOHHOE COMNPOBOXAEHWE CUCTEMDI
opraHM3aumm 1 onaatbl TPYAa NepcoHana

MoarotoBka M 06paboTKa 3anpocoB WM yBeAOMEHWIA O paboTHUKAxX B
rocyAapCTBeHHble  oOpraHbl, NpodeccMoHasnbHble COl3bl U Apyrue
npeactaBuTesibHble OpraHbl  PaboTHWMKOB, MO cuUcTemMam oOniaTthl U
OopraHu3aumm Tpyaa nepcoHana

COI'IpOBO)'K,CI,EHVIe Aorosopos no OKa3aHWuo KOHCY/1bTAUNOHHDIX,
MHd)OpMaLI,MOHHbIX ycayr no cucremam onsatbl U opraHuM3aunn Tpyaa




nepcoHana, BKAK4YaA npeasapuTeibHble npouegypbl N0 UX 3aKNHOYEHUIO

Heobxognmble ymeHUs

ObecneunBaTb [AOKYMEHTAaLUMOHHOE COMPOBOXAEHME MEepPonpPUATMIA Mo
onnaTte v opraHn3aumm Tpyaa nepcoHana

OdopmnaTb AOKYMEHTbl MO BOMNPOCAaM ONJaTbl M OpPraHuWsaumMu TpyAaa
nepcoHana, npegocTaBasemble B rocyAapCcTBeHHble opraHbl,
npodeccmoHanbHble COH3bl W ApyrMe npeacTaBUTE/IbHblE  OpraHbl
paboTHMKOB

AHann3MpoBaTb HOPMATMBHbIE M METOAMYECKME AOKYMEHTbI MO BOMNpocam
onnathl ¥ OpraHMU3aLMm Tpyaa nepcoHana

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tp86OBaHVIﬂMM
3aKOHOOaTeNbCTBa Poccuiickom cDELI,EF)&!LI,MM M NIOKaZIbHbIMWN  aKTaMU
opraHunsauuun

BecTtu yyeT n perncrpaumnto AOKYMEHTOB B MHGOPMALIMOHHbIX CUCTEMAX M Ha
MaTepuanbHbIX HOCUTENAX

PaboTatb C MHd)OpMaLl,VIOHHbIMVI cucTtemamm u 6asamum AaHHbIX MO CUCTEMaAM
onnatbl N OpraHn3aunun Tpyda nepcoHana

Mpon3BoguTb NpeaBapuTesibHble 3aKynoyHble npoueaypbl U odbopmMAATb
CONYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKNHOUYEHUIO JOTOBOPOB

BecTu aenosyto nepenmcky

Cob6ntogaTb HOPMbI 3STUKK AeN0BOro 06LLeHMsA

Heobxoammble 3HaHWA

Mopanok Od)OpM!'IEHVIFI, BeaeHNA N XpaHeHNA OOKYMEHTaUuun no CUCTEMaAM
onnaaTtbl W OpraHn3aLUnn Tpyda nepcoHana

HopmaTvBHble MpaBOBble aKTbl, pPeryavpylowme npasa M 06A3aHHOCTM
rocyZapCTBEHHbIX OPraHOB M OpraHM3auumn No NPefoCTaB/EHU0 YYeTHOM
AOKYMeHTauum




TexHonorMmn, MeToasl U MeTOAMKM NPOBEAEHMA aHaM3a U cUCTeMaTM3aumun
AOKYMEHTOB M MHopMaunm

JloKanbHble HOPMATMBHbIE AKTbl OpPraHM3auMK, PEeryanpyroline nopagok
OnAaTbl, OPraHU3aLLMmM U HOPMUPOBAHUA TPYAa

OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

MNopagok ¢opmunpoBaHUs, BedeHMA OaHKa AaHHbIX W MNpeaocTaB/ieHuA
OTYETHOCTM MO CUCTEMAM ONJIaTbl M OPraHM3aunKM Tpyaa nepcoHana

TpyAoBoOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOIO
npaea

OCHOBbI apXMBHOMO 33aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbLIE AKTbI
Poccuiickoit Pegepaumm, B YacT BeAeHWUA SOKYMEHTALMKN NO NepcoHany

OcHOBbI HaNIOroBOro 3aKoHoAaTeNnbcTBa Poccuiickoit deaepaumm

3aKoHogaTenbcTBo Poccuiickon Pegepaupnm o NepcoHaslbHbIX AaHHbIX

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

MopAagoK  NpoBeAeHWs  3aKYMOYHbIX  npoueayp W odopmieHus
CONYTCTBYIOLLEM AOKYMEHTALUU

Hopmbl 3T1KKM aenosoro obueHna

basoBble OCHOBbI NHOPMATUKNY, CTPYKTypHOE nocTpoeHune
MHPOPMALMOHHBIX CUCTEM M OCOBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepucTnku

3.6. O606LeHHas TpyaoBas GyHKLMA



JeaTenbHOCTb NO OopraHunsauunun ypOBeHb

HanmeHoBaHue N . Koa F 6
KOPMNOpPaTMBHOM COUMANbHON NOAUTUKN KBaMPUKauUm
MpoucxoxaeHue
o o 3anmcTBoBaHO
06006LeHHON TPYA0BOW OpwuruHan X
N3 opurMHana
dYHKUMM
Koga PerncrpaumnoHHbIn
opurMHana HOMep
npodeccnMoHanbHOro
CTaHZapTa
Bo3moxHble Cneunanncr no coumanbHbiM Nporpammam
HaUMeHOBaHUA Cneumanuct no pabote c npeacTaBUTENbHBIMU OpraHamm PaboTHUKOB

[OJIKHOCTEN, npodeccuit Crneunannct no KopnopaTMBHOM coLManbHOM NONUTUKE
Cneumanuct no nepcoHany
MeHepyep no nepcoHany

TpeboBaHuA K Bbicwee obpasoBaHue

ob6pasoBaHuio M 0byyeHnto | lononHuTenbHoe npodeccroHanbHoe ob6pasoBaHMe - NPOrpPammbl
npodeccnoHanbHON NepenogroToBKU M NPOrpammbl NOBbIEHMS
KBannduKaLmm B 061acTi coumanbHbIX MPOrpamm

TpeboBaHMWSA K ONbITY -
NpaKTUYecKol paboTsbl

Ocobble ycnoBuA JOMNycKa K
pabote

[pyrve xapakTepuctnku

JononHutenbHoble XapPaKTePUCTUKHN




HanmeHoBaHWe JOKYMeEHTa Koa HanmeHoBaHWe 6a30BoM rpynnbl, 4OMKHOCTU (Npodeccum)
WY cneunanbHOCTH

OK3 2412 Cneumanunctbl MO Kagpam 1 npopopureHTaLmm
3423 Cneumannctbl KagpoBbIX CYXKO U yupeRaeHUI 3aHATOCTH
EKC - Cneuyanunct no Kagpam

- MeHezKep No nepcoHany

oKnAarTp 27755 DKOHOMMUCT MO TpyAYy

22956 MHcneKTOp NO Kagpam

OKCO - -

3.6.1. TpypoBaa ¢yHKUMA

Pa3paboTKa KopnopaTUBHOMN coLMaNbHOM YpoBeHb
HavmeHoBaHME |NOAUTUKMK Kopa F/01.6 |(noaypoBeHb) 6
KBaMbMKauum

MpowncxoxaeHue TpyaoBOM 3anumcTBOBaHO
P A PYA OpwuruHan X
bYHKLMK N3 OpuUrnHana

Kog, PerncrpaumoHHbIN
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

pr,CI,OBbIe ,EI,EI‘/JICTBMFI AHanus YCNewHbIX KOPNopaTUBHbLIX NPaKTUK NO OpraHn3aunmn coumnaabHOro
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NnapTHEpPCTBa, cou,maanoﬁ OTBETCTBEHHOCTU N COLLMANIbHbIX NpOrpamm

Pa3paboTKa KOpNopaTMBHbIX COLMabHbIX MPOrpamm

Pa3paboTKka cucTembl BbinaaT paboTHUKaM COLMasibHbIX 1IbFOT

OpraHusauus neperoBopoB ¢ NPodeccMoHasbHbIMKU CO3aMU U APYrMMM
npeacTaBUTENbHbIMM opraHamu pPaboTHMKOB, 06LecTBEHHbIMU
opraHu1saumMamm, B3aMMoaenCcTBME C roCyAapCTBEHHbIMU OpraHamm

MoAaroToBKa nNpeano)KeHuin no d¢opmupoBaHuio bBloa)eTa B 4acTu
obecneyeHnn KOPNOPaTUBHOM COLMANBHOM MOAUTUKM

Heobxogumble ymeHus

Onpegenatb  ueneBble  rPynmnbl  MepcoHana  Ana  pa3paboTku
Cneunann3npoBaHHbIX COLMaNbHbIX MPOrPamm

Josoantb VIH(I)OpMaLI,VIlO O COoUuManbHbIX NMporpammax OO0 uUenesbixX rpynn
nepcoHana C UCnoab3oBaHNEM MHCTPYMEHTOB BHYTPEHHUX KOMMYHMKaLLMVI

Onpegenatb KPUTEPUM U YPOBHU YL,0BAETBOPEHHOCTU NepcoHana

Mcnonb3oBaTb MaTepuanbHble M HemaTepuasbHble CUCTEMbI, METOAbl U
bopMbl MOTMBALMK B yNPaBAEHUN NEPCOHANOM

Onpeaenatb 06bemMbl CPeAcTB A/ Peanusauumn CoumasbHbIX rapaHTuiA,
KOPMOPATUBHbIX NIbFOT M WHbIX 3/1EMEHTOB KOPMOPATUBHbLIX COLMAbHbIX
nporpamm 418 GopmmnpoBaHus 61oaKeTos

CoctaBnatb u KOHTPO/IMPOBATb CTAaTbM pPaACXoa4oB Ha CouUUabHblIE
nporpammsbl AnAa N1aHNPOBaHUA 6IOA)-KeTOB

Mpoun3BoauTb NpeaBapuTe/ibHbIE 3aKYMOYHbIe Mpoueaypbl U odopmaeHue
COMYTCTBYIOLLEN SOKYMEHTAaLMM MO 3aK/I04YEeHNIO J0T0BOPOB

Cobntoaatb HOPMbI 3TUKN Ae10BOro 0bLieHMA




Heobxoanmble 3HaHUA

nOpﬂAOK n MeToabl pa3pa60TKM N1aHOB W nporpamm coumanbHOro
Pa3BnUTUA OpraHn3aummn

MeTogbl aHanM3a BbINONHEHUA COLMANBbHbIX NPOrPaMM U onpeseneHna nx
3KOHOMMYECKOM 3pHEKTUBHOCTU

Cuctembl, metogbl M GOPMbl  MATepPUanbHOrO M HemaTepuasbHOro
CTUMY/IMPOBAHUSA TPYAa NepcoHana

TexHon0rMm 1 metoabl GOPMUPOBAHNA M KOHTPONA BIOAXKETOB

MeToabl npoBefdeHWA  COLMOJIOTMYECKUX MCCJ'IELI,OBE]HVIVI, n3y4vyeHunA
06LI.I,eCTBEHHOI'O MHEHUA

TexHoNorMmM, MeTogbl U METOANKM NPOBEAEHMA aHAAN3a U CUCTEMATM3ALMUM
OOKYMEHTOB U MHPOpMaLmm

MopsadoK  MpoBedeHMsA  3aKynmouyHbIX  npoueayp M odopmaeHUs
COMYTCTBYIOLWLEN AOKYMEHTAL MM

OcHosBblI I'IpOVI3BO,£I,CTBeHHOI7I AeATeNbHOCTU OpraHn3aLnm

OcHoBbl 06Le U couManbHOM MNCUXONOTUM, COLMONOTUM U MCUXONOTUM
TpyAa

CTpyKTypa, uenu, cTpaterna u Kagposan NoAUTMKA OpraHn3aumm

TpyaoBoe 3aKOHOAATENBLCTBO U UHbIE aKTbl, COAEprKaLMe HOPMbl TPYA0BOrO
npasa

OcHOoBbI HaNOroBOro 3akoHoAaTenbcTBa Poccuiickoii deaepaunn

HopmaTuBHble MNpaBOBble aKTbl, pPeryanpylowme npasa M 0683aHHOCTM
roCy4apCTBEHHbIX OpPraHoB, NPoOdeccMoHanbHbIX COH30B W APYrux
npeAcTaBUTEbHbIX OpraHoB paboTHUKOB




3aKoHoAaaTenbcTBo Poccuinickont Peaepaumnmn o NepcoHaNbHbIX AaHHbIX

JlokanbHble HOPMATMBHbIE AKTbl OPraHW3aLMW, peryavpyolme nopAanoK
$GOpPMUMPOBAHMA COLMANBHOM NOAUTUKM

OcHoBbl MpPaBOBOro peryavMpoBaHua Poccuiickolt depepaumm nopsgka
3aKN0YEHMM JOrOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKK aenosBoro obuieHus

basoBble OCHOBbI MHOPMaTUKNY, CTPYKTYpHOE nocTpoeHue
MHPOPMALMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapakTepuctmkm

3.6.2. TpypoBaa ¢pyHKUMA

HanmeHoBaHMe | NOANTUKMK

Peanunsauma KopnopaTMBHOM CouManbHOM YpoBeHb

Kog, F/02.6 |(noaypoBeHb) 6
KBaMbUKaunm

MpowncxoxaeHwe TpyaoBOW
bYHKLMK

3anmcTBOBaHO

OpwuruHan X
U3 opurmHana

Kog, PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fencTaus

BHEADEHMG KOpPNopaTtuBHbIX COUMabHbIX Nporpamm, B TOM 4Yucne no
COLI,MBJ'IbHOﬁ nogaepxKe otaesibHbIX rpynn p360THI/IKOB




Peanusauma cucTembl COUMANbHbIX NbrOT, BbiNAaT PaboTHUKaM C ydYeTom
TpeboBaHMI 3aKoHoAaTenbcTBa Poccuinckoit Pepepaumm

OueHKa YyOOBMETBOPEHHOCTM MepcoHana KopnopaTMBHOM coumasibHOM
NONUTUKOMN

OueHka 3PPEKTUBHOCTM MEpPONpPUATUIA  KOPMNOPaTUBHOM  COUMANbHOWM
NOJINTUKM

MogrotoBka NpeaioXeHWn Mo COBEPLIEHCTBOBAHUIO  MeponpuUATUiA
KOPMNopaTMBHOM COLUMAIbHON NOUTUKN

MoaroToBKa Npeg/oxeHuit No GopmMMpoBaHMIO BloAXKeTa Ha peanusauumio
KOpPMopaTMBHOM COLMANbHOMN NONUTUKNA U COLMANbHbIX MPOrpamm

Heobxogumble ymeHus

PaccunTbiBaTb 3aTpaTbl HA NPOBEAEHUE CMEeLMaNN3MPOBAHHbIX COLMANbHbIX
nporpamm

MpoBOANTL MOHUTOPUHT yCNeLwHbIX KOPMOPaTUBHbIX COLMANBHbIX NPOrpamm

MpoBoAUTb MEPONPUATMA B COOTBETCTBUMM C KOPMNOPATUBHOM COLMaNbHOM
NOAUTUKOMN

OI'IpGﬂ,EJ'IﬂTb uenesble rpynnbl nepcoHana ana co34aHuA
cneunannsnpoBaHHbIX COUMaNbHbIX MPOrpamm

OnpepenaTb KPUTEPUM U YPOBHU YA,0BAETBOPEHHOCTH NepcoHana

Onpenenatb 3pHEeKTUBHOCTb MEPONPUATUIN peanm3yemoi KoprnopaTUBHOM
COUMANbHOM NONUTUKM

OpraHM3OBbIBaTb B3aMM0,D,EI7JICTBMe C TrocyaapCrBeHHbiIMM  OpraHamwu,
I'IpO(bECCMOHaJ'IbeIMI/I COHO3amMmun n gpyrumum npeacrasutesibHbiMmn opraHamum
pa60THI/IKOB, 06LI.I,ECTBeHHbIMM M WUHbIMMU OpraHundaumnaAmMmm no BOMpoCam
peannsalmmn KOpI'IOpaTVIBHOI‘/JI COLI,VIBJ'IbHOﬁ NONNTUKA




AHaﬂM3MPOBaTb PbIHOK yCayr no couuasabHbiM U cneunasim3ampoBaHHbIM
nporpammam COLI,MBJ'IbHOﬁ noaaepXkKn 4neHoB UesieBblX rpynn n rotoBuTb
npeanoxeHma no nx NoCrtaslnKkam

Mpoun3soanTb NpeaBapuUTesibHble 3aKynouyHble npoueaypbl U opopmaaTtb
COMYTCTBYIOLLYIO OKYMEHTALMIO MO 3aK/I0YEHUIO JOTOBOPOB

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxogumblie 3HaHUSA

Bonpocbl ynpaBaeH1a coLmMabHbIM pa3BUTUEM OpraHn3aLmm

MeToabl aHanM3a BbINOJAHEHUA KOPMOPATMBHBIX COLMANbHbLIX NPOrpaMm M
onpeaeneHunsa nx SkKOHOMMYeCcKom 3PpPeKTUMBHOCTU

Cuctembl, meToapl, GOpPMbl  MaTepuasbHOrO WM HemaTepuaabHOro
CTUMYNMPOBaHUA TPYAa NepcoHana

MeToabl nposeaeHUA coumnonorn4yecrkux MCCHEAOBaHMVI, n3y4yeHunA
O6LLI,ECTBEHHOI'O MHEeHUA

TexHonoruu, metTonbl U METOAMKM NPOBEAEHUA aHANAMN3A U CUCTEMATM3ALUN
OOKYMEHTOB M MHbOpMaL MK

HopmaTuBHble MNPaBOBble aKTbl, peryanpylowmne npasa M 06A3aHHOCTM
roCyAapCTBEHHbIX OPraHoB, NpPodeccMoHasnbHbIX COH30B U APYruX
npeacTaBuUTe/IbHbIX OpraHoB PaboTHWMKOB MO NPeaoCTaBAEHUIO YYEeTHOM
AOKYyMeHTauum

MopsfOK  NpoBeAeHWMA  3aKymMoyHbIX  Mnpoueayp W odopmieHus
COMyTCTBYIOLWWEN LOKYMEHTAL MM

CTpyKTypa, uenu, cTpatersa 1 Kagposas NonTUKA OpraHM3auum

OcHosBbl I'IpOVI3BO,EI,CTBGHH0[71 AeATENIbHOCTU OpraHn3auunn

OcHosBbl O6LLI,EV1 n cou,maanon ncunxonornum, cCOUMonormMn n NCUXonornn Tpyaa




TpyAoBOe 3aKOHOAATENIbCTBO M MHbIE aKTbl, COAEP KaLLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apXMBHOIO 3aKOHOAATE/IbCTBA WM HOPMATUBHbIE MPABOBbIE aAKTbl
Poccuiickoit Peagepaumu, B YacTn BeAeHUS AOKYMEHTALMUM MO NePCoHany

OcHOBbI HaNIOroBOro 3akoHoAaTenbcTBa Poccuiickolt deaepaunu

3akoHopaaTenbcTBo Poccuitickon Pegepaumm o nepcoHaabHbIX AaHHbIX

JloKanbHble aKTbl OpraHW3auuu, peryavpyrowme nopAaok BHeApeHUA
cou,maanoﬁ NONNTUKU

MopsAoK 3aKN0YEHUA A0r0BOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBoro obLeHns

basoBble OCHOBBI MHGOpMaTUKK, CTPYKTYpHOE nocTpoeHune
MHPOPMALMNOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HAMMU

Lpyrve xapaktepuctmku

3.6.3. TpypoBasa GyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HaumeHoBaHMe |[0KYMeHTOO060pOTa NO BOMpPOCcam Kopa, F/03.6 |(noaypoBeHb) 6
KOPMOPAaTMBHOM COLMANbHOM NOJNTUKM KBanuduKaumum

MpouncxoxaeHne TpyLoBOW
bYHKUMM

3anmcTBOBaHO

OpuruHan X
N3 OpuUrnHana

Kog PernctpaumnoHHbIi
opuUrMHana HOMmep
npo¢deccnmoHanbHOro




CTaHAapTa

TpyaoBble AencTemA

AHanu3 npoueccoB AOKYMeHTO060OpOTa, JIOKaNbHbIX AOKYMEHTOB NO
BOMPOCaM KOPNOPaTUBHOM COLMANbHOM NOUTUKK

[OoKymeHTaunoHHoe opopmneHue pesynbTaToB KOpnopaTUBHOM
COLMANbHOM MNOANTUKM

MoarotoBKa NpPeAsIoXKEHNN MO Pa3BUTUIO KOPMOPATUBHOM COLMaNbHOM
NOZIUTUKUN

MoaroToBKa  pe3ynbTaToB  aHanAM3a  COOTBETCTBMA  KOPMOPaTMBHOM
COUMaNbHOM MOAUTUKM TpeboBaHMAM 3aKoHOAaTeNbCcTBa Poccuiickoi
desepaumnn M yCNoBUAM pPbiHKA TPyAa

JOKyMeHTaLMOHHOE U OpraHM3aLMOHHOE COMPOBOXAEHWE MepPOonpPUATUIA
KOPMNopaTMBHOM COLUMAIbHON NOUTUKN

MoarotoBka M 06paboTKa 3anpocoB WM yBeAOMEHWIA O pPaboTHUKAxX B
rocyAapCTBeHHble  opraHbl, NpodeccMoHasnbHble COl3bl U Apyrue
npeactaBuTe/ibHble OpraHbl PaboTHMKOB MO BOMpPoOCam  CcoumanbHOM
NO/NNTUKM B OTHOLLEHWUM NEepPcoHana

ConpoBOXAeHME [AOrOBOPOB MO  OKa3aHWIO  KOHCY/IbTALUMOHHBIX U
MHPOPMALMOHHBIX YCIYr MO MEPONPUATUAM KOPMOPATUBHOW COLMANbHOM
NOJINTUKM, BK/OYAA NpeaBapuTe/ibHble MPOLEeLypbl MO UX 3aKNHYEHMUIO

Heobxoanmble ymeHUn

OdopmnaTb OOKYMEHTbl NO BOMPOCaM KOPMOPaTUBHOW  coumanbHOWM
NONUTHKMY, npegocTaBasemble B rocyAapcTBeHHble opraHbl,
npeacraBuTesIbHble OpraHbl PpaboTHMKOB

AHanun3vMpoBaTb  NpaBuna, MNOPALKM,  Npoueaypbl  KOpnopaTMBHOM
COLMaNbHOM MNOAUTUKM

ObecneunBatb AOKYMEHTaUMOHHOE conpoBoXaeHune cou,maanoﬁ NONNTUKU




B OTHOWEHWNN NepCoHana

OpraHu13oBbIBaTb XpaHEHWEe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMM
apPXMBHOro 3aKoHogaTenbcTBa Poccuiickoit Pepepaunm u  IoKanbHbIMMK
dKTaMW opraHmnsauummu

Mpon3BoguTL NpeaBapuTeNbHbIE 3aKymnoyHble npoueaypbl U 0hOpPMAATbL
COMYTCTBYIOLLYIO OKYMEHTALLMIO MO 3aK/0YEHUIO 40rOBOPOB

PaboTtaTb ¢ MHPOPMALMOHHBIMK CUCTEMAMKN 1 Ba3aMK JaHHbIX MO BOMNPOcam
COLMaNbHOM NOAUTUKM B OTHOLLEHWWN NepcoHana

Bectn yueT 1 perncrpaumnio 4OKYMeHTOB B MHCI)OpMaLI,MOHHbIX cncremax n Ha
MaTepnanbHbIX HOCUTENAX

Bectn genosyto nepenuncky

Cobntoaatb HOPMbI 3TUKK AeN0BOoro 06LLeHus

Heobxogumble 3HaHUSA

Mopsagok obopmneHuns, BeaeHUA 1 XPaHEHUA LOKYMEHTALLMKM NO COLMabHOM
NOSIUTUKE B OTHOLLEHMM NepCcoHana

Mopadok ¢opmupoBaHua, BedeHMs 6aHKa AaHHbIX UM MpeaocTaBiAeHUN
OTYETHOCTM NO BONPOCAM COLMANbHOM NOANTUKM B OTHOLLEHMM NEepCcoHana

TexHonornun, MeToabl U METOAUKM NPOBEAEHMNA aHaNMU3a U cUuCTeMaTM3aLUN
OOKYMEHTOB M MHbOpMaL MK

OcHosBbl AOKyMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

MopsfOK  NpoBefZeHWA  3aKymouyHbIX  npoueayp W odopmaeHUs
COMyTCTBYIOLWEN SOKYMEHTAL MM

CTpyKTypa oOpraHv3auuMum M BaKaHTHble  AOMKHOCTM  (npodeccun,
cneunanbHOCTH)




TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEP KALLME HOPMbI TPYA0BOrO
npaea

OCHOBbl apPXMBHOrO 3aKOHOAATE/NIbCTBA M HOPMATUBHbIE MPABOBbIE aAKTbl
Poccuiickoit Pepgepaumu, B 4YacTn BeAeHUS AOKYMEHTALUM MO NepcoHany

OcHOBbI HaNIOroBOro 3akoHoAaTenbcTBa Poccuiickolt deaepaumu

HopmaTuBHble MpaBoOBble aKTbl, peryavpylolume npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OpraHoB, NpPodeccMoHasibHbIX COK30B W ApPYruX
npeacTaBuTe/IbHbIX OpPraHoB pPaboTHUMKOB MO MPEAOCTaBAEHUIO YYETHOM
JOKYMEHTaL MM

3aKkoHoaaTenbcTBo Poccuitckon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMaTMBHbIE aKTbl OpPraHM3auWW, Peryavpylolime nopaaok
BHEAPEHNA KOPMOPaTUBHOW COUMANbHOM MOMUTUKM U COLMANbHbIX
nporpamm

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

HopMmbl 3TUKM AenoBoro obueHus

basoBble OCHOBBI NHOPMaTUKNY, CTPYKTypHOE NocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Jpyrve xapaktepuctmku

3.7. O606LeHHas Tpyaosasa GyHKLMA

HamvmeHoBaHue

OnepaunoHHoe ynpasieHne NepcoHanom u
noApasgeneHnem opraHnsaumm KBaNMbUKaumm

Koa, G YposeHb

MpoucxoxaeHue

OpuruHan X | 3aMmcTBOBaHO ‘ ‘



0606weHHoM TpyaoBoOM
bOYHKUMM

13 opurnHana

Kog PerncrpaumoHHbIn
opurMHana HOoMep
nNpo¢deccnoHanbHOro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMA
[ONKHOCTEN, npodeccuin

PyKkoBoaWTENb CTPYKTYPHOrO NoApasaesieHnn
HayanbHUK CTPYKTYpHOro nogpasaeneHus

TpeboBaHus K
06pasoBaHULO U 0OYyYEHUIO

Bbiclwee obpa3oBaHue - cneyuanmTeT, MaructTpatypa

JdononHuTtensHoe npodpeccuoHanbHoe 0bpasoBaHue - NPOrpaMmmbl
npodeccMoHabHOM NepenoaroToBKM B 061aCTK ynpasB/ieHUsi NepPCoHaIoM,
onepaLMoOHHOro U TaKTUY4eCKOro ynpasaeHuAa; nporpammsbl NOBbILWLEHUA
KBannduKaLmm B 061aCTH ynpaBaeHUa NepcoHaiom, onepauoHHOro 1
TaKTUYECKOro ynpasieHus

TpeboBaHMWSA K ONbITY
NPaKTUYECcKon paboTbl

He meHee nsaTtun neT B obnactu ynpasaeHnA nepCoHa/iom

Ocobble ycnoBuA AonycKka K
pabote

[pyrve xapakTepuctnkm

JononHuTtenbHble XapaKTePUCTUKN

HanmeHoBaHWe AOKYMEHTa Koa HanmeHoBaHKWe 6a30B0oM rpynnbl, 40AXKHOCTU (Npodeccunn)

nnn cneunmanbHoOCTU




OK3

1232 PykoBoguTenu nogpasgeneHnin (cny»x6) ynpasneHus
KaZapamu 1 TPYA0BbIMW OTHOLIEHUSAMM

EKC

- HayanbHMK oTAena Kagpos

- HavanbHUK oTAena OopraHunsauu1n n onnatbl Tpyaa

- HavanbHWK OTAENa NOArOTOBKM Kagpos

- HavanbHWK oTAeNa coumanbHOro pa3BnTuUA

- 3aBeayowmin (HavanbHNK) OTAENOM Kagpos

OKNATP

24063 MeHegaxep No nepcoHany

3.7.1. Tpyposasa GpyHKUMA

Pa3spaboTKa cucTemMbl onepaLMoOHHOro YpoBeHb
HavmeHoBaHMe |ynpaBneHus nepcoHasom u paboTbl Koa G/01.7 |(noaypoBeHb) 7
CTPYKTYpPHOro nogpasaeneHuna KBanMduKkaumnm

MpowncxoxaeHwe TpyaoBOW
OYHKUMM

3anmcTBoBaHO
OpwuruHan X
N3 opurMHana
Kog, PerncrpaumoHHbIN
opurnHana HOMep
npo¢deccnoHabHoro
CTaHAapTa

TpyaoBble AencTeus

AHann3 ycnewHbIX KOPNOPATUBHbIX NPAaKTUK NO BONPOCAM CTpaTernyeckoro
M onepaTtnBHOro ynpasaeHmnA nepCoHaiom opraHmn3aunmn

MocTtaHoBKa OonepaTunBHbLIX Ll,eﬂeﬁ no BONpoOCam ynpasaneHnAa nepCcoHaiom
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PaspaboTKa naaHoB, NporpaMmm M NpoLeayp B yNpaBieHUN NepcoHaiom

PaspaboTKa npeanoseHuii Mo CTPYKType nogpasgeneHusa u notpebHocTv B
nepcoHane

PaspaboTKa npegnoxeHui no obecneyeHnto nepcoHanom, GopMmmnpoBaHuio
CUCTEM OLLEHKM, Pa3BWUTUA, ONNaTbl TPYAa, KOPMOPaATMBHLIM COLMANbHLIM
nporpammam 1 coupmanbHOM NOMUTHKE

PaspaboTka npeasioxkeHuin o 3aTpatax U GopmMUpPOBaHUIO OloarKeTa Ha
nepcoHan

Pa3pa60TKa I'IpELI,J'IO)KGHMVI NO 3aK/Il04YEeHUIO A0roBopoB MO ynpasaeHUIO
nepcoHasom C NnocCTtaBWMKamMmh ycnyr n nposegeHme npeaBapuTebHbIX
npoueayp no nx 3aakKNrO4YeHUIO

Heobxogumble ymeHus

OpraHn30BbIBaTb PaboTy NepcoHana CTPYKTYPHOro noapasaeneHus

OI'IpEﬂ,EJ'IﬂTb 3a4a4n nepcCoHana CTPYKTYpHOro noapasgeneHuna, ncxoga m3
u,eneﬁ N CTpaTernn opraHnsauunm

Co3faBaTb M OMNWUCLIBATb OPraHW3aALMOHHYIO CTPYKTYpPY, UEAW, 3amauu,
bYHKLMU CTPYKTYPHOTO NoApasaesieHus

MpumeHATb MeToAbl  yrpaBAeHUA MEX/IMYHOCTHbIMM  OTHOLLUEHUAMMN,
¢OpMMpOBaHMﬂ KOMaHA, pa3suntna nmaepcrtea U UCNONHUTENBHOCTU,
BblAB/IEHNA TAaNAHTOB, onpeaeseHnAa yaoBneTBOpPeHHOCTU pa60Tof/’1

OI'IpeLI,e.l'IFITb, dHa/IN3NPOBaTb, MOAE/NINPOBATb U BbICTPAaUBATb BHYTPEHHUE
KOMMYHUKaUWn nepcoHana

PaspabatbiBaTb NPOEKTHbIE NPEANOKEHNUA U MEePONPUATUA NO 3PPEKTUBHOM
paboTe nepcoHana

BHep,pFITb CTpaTernto no ynpasaeHUO NnepcoHaiom




CocTaBnaTb, PacCUMTbIBaTb, KOPPEKTMPOBATb WM KOHTPOJIMPOBATb CTaTbU
pacxof4oB Ha MepcoHan, pa3pabaTbiBaTb Npen/oXKeHus Mo 3aTpaTam Ha
nepcoHan ans GpopmmnpoBaHua broaxkeTa

MpeactaBnaTb  MHTEpecbl OpraHM3auuMM WM BeCTM  Meperosopbl C
npodeccnoHanbHbIMU CO3aMKN 1 APYTMMU NPEACTaBUTEIbHbIMU OpraHamm
paboTHMKOB, B3aMMOAENCTBOBATb C rOCYAapCTBEHHbIMU OpraHM3aunamm

AHanusmpoBaTb WHPOpPMauUMIO NO MOCTaBWMKaMm ycnyr B obnactu
ynpaB/ieHNa NePCoHaIOM 1 MO YCI0BUAM 3aK/1l04aeMblX 4OroBOPOB

Mpon3BoauTL MpeaBapuTeNbHble 3aKymnoyHble npoueaypbl U odbopMAATbL
COMYTCTBYIOLLYIO IOKYMEHTALIMIO MO 3aK/H0YEHUIO A0r0BOPOB

PaboTatb C MHd)OpMaLI,VIOHHbIMM cuctemamm n 6asamu AaHHbIX MO BOMPOCam
ynpas/sieHnAa nepcoHasiom

OpraH130BbIBaTb U MPOBOAMTL KOPMNOPaATUBHbIE MEPONPUATHSA C NEPCOHANIOM

Cobnt0aaTb HOPMbI 3TUKK Aen0BOoro 06LeHus

Heobxogumble 3HaHUA

MeTozbl, cnocobbl U MHCTPYMEHTbI YNpaBieHUa NepcoHanom

Llenun, ctpaterna passmtna u 6u3Hec-nnaH OopraHunsaunun

MonuTUKa ynpasieHWs NepcoHanom opraHusaumum

MeToabl aHan3a KOJIMYEeCTBEHHOIO U Ka4YeCTBEHHOro COCTaBa NepcoHana

Cuctembl CTaHAAPTOB Mo BM3Hec-Npoueccam, podeccuam, Hopmam Tpyaa

Cuctembl, meToabl M  GOpPMbl  MaTePUaNbHOrO M HemaTepuanbHOro
CTUMYNNPOBaHUA TPyAa NepcoHana

TexHonorum n metoabl d)OpMI/IpOBaHMFl M KOHTPOAA GPOA)'KETOB




MopsAOK  NpoBeAEeHWA  3aKymouyHbIX  npoueayp W odopmaeHus
COMyTCTBYIOLWEN SOKYMEHTAL MM

OcHOBbI MPOM3BOACTBEHHOW AeATENbHOCTU OpraHM3aumm

OcHoBbl 06LWEN M COUMANbHOM MCUXONOTUU, COLMONOTUM U MCUXONOTUU
TPyAa, 9KOHOMUKM Tpyaa, 6e30nacHbIX YCI0BUIA TpyAa

CTpyKTypa opraHu3aumm

TpyAaoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOIO
npaea

OCHOBbI apXMBHOMO 33aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbLIE AKTbI
Poccuiickoit Pegepaumm, B YacT BeAeHWUA SOKYMEHTALMKN NO NepcoHany

OcHOBbI HaNIOroBOro 3aKoHoAaTeNnbcTea Poccuiickoit deaepaumm

OcHOBbl MMWIpaLMOHHOIO 3aKoHoZaTenbcTBa Poccuiickori depepauun, B
YacTU MPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rPpaxKaaH v auy, 6es
rpaXkaaHCTBa

OcHosBbl AOMUHNUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasaeHnA
nepcoHaIoOM U OTBETCTBEHHOCTU OONXKHOCTHbIX UL,

3aKoHogaTenbcTBo Poccuiickoin degepauum no 3awmTe MNepPCcoHasbHbIX
[JaHHbIX

JloKanbHble HOpPMATUBHbIE aAKTbl OpraHuMs3auum B obnactu ynpasaeHna
nepcoHaaom

MopAaoK 3aKN0YEHUS AO0TOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuieHna

BasoBble OCHOBBI MHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune




MHd)OpMaLI,MOHHbIX cmcTem n ocobeHHocTH pa6OTbI C HUMU

Lpyrvue xapakTepuctmkm

3.7.2. TpypoBasa pyHKLMA

Peanunsauma onepauMOHHOro ynpasieHusa YpoBeHb
HavmeHoBaHMe |nepcoHanom 1 paboTbl CTPYKTYPHOrO Kopa G/02.7 |(noaypoBeHb) 7
noapasgeneHua KBanmdmkauum

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
U3 opurMHana
Koa PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

MnaHnpoBaHWe feATeNbHOCTU NoapasaeneHua u nepcoHana

OI'IepaTMBHOE ynpasaeHne nepcoHasom nogpasgeneHna opraHnsaumnm

Pacyer 3aTpaT no nogpasAeneHvio U MOATrOTOBKA NPEAONKEeHWA Ans
dopmmpoBaHus broarkeTa

Pa3pa60TKa CTaHAApPTOB AeATeNbHOCTU noapasageneHna u yHVId)MKaLI,Mﬂ
npoueccos

MpoBeaeHVe MHCTPYKTaXKa No OXpaHe Tpyaa

MocTaHoBKa  3agay  paboTHMKAM  CTPYKTYpHOro  nogpasaeneHus,
onpeaeneHne pecypcos AN UX BbIMOJAHEHWNA, KOHTPO/Ib UCNOAHEHUSA




AHaNN3 NAaHOB WM OTYETHOCTM NOAYMHEHHbIX paGOTHMKOB, pa3pa60TKa
npe,u,nomewﬁ no yny4vweHuto nokasaTtene AeATENbHOCTU Nogpa3aesieHnA

dopmunpoBaHMe OTYETOB 0 paboTe CTPYKTYPHOTO noapasaeneHua

Heobxoanmblie ymeHUn

Onpefenatb 30HbI OTBETCTBEHHOCTM M 3dPEKTUBHOCTM paboTbl NnepcoHana
CTPYKTYPHOro noApasgenieHunn, pacnpegensatb 3agaun m obecneymaTtb
MaTepuaNbHO-TEXHUYECKME PECYPCBI AN UX UCMONHEHUA

MpPYMeHATb MeTobl ONepaTMBHOIO YNpaBAeHNA NepcoHa oM OpraHn3aumnm

KOHTpOJ’IMpOBaTb MncnoaHeHune nopyqum‘/'l 1 3a4a4, BHOCUTb CBOEBpPEMEHHbIE
KOppeKUunn B nNaaHbl 1 3a4a4mn

Onpepenatb rnokasartenu apdeKTMBHOCTU paboTbi nepcoHana
nogpasgeneHus

yl'lpaBnﬂTb MOTVIBaLI,Meﬁ nepcoHana, ero BoB/1€4eHHOCTbIO U LI,VICLI,VII'IJ'IVIHOVI
TpyAa

CocTaBnATb  NAaHbl  AEATENbHOCTM  CTPYKTYPHOro  noApasgeneHus
opraHusaumm

CocTaBnaTb, PacCUMTbiBaTb, KOPPEKTMPOBATb WM KOHTPO/MPOBATb CTaTbu
pacxo40B CTPYKTYpHOro nogpasaeneHus gna GopmMmupoBaHua 6oaxKeTos

Mpon3BOAUTL aHANW3 TEKYLLEN AeATeNbHOCTU CTPYKTYPHOIO NoApasaeieHns
M BHeAPATb NpoLeaypbl N0 ee ONTUMU3aLUN

MNpeacrtaBnatb NHTEepechbl OopraHunsauunun n BecCtn neperosopbl C
rocygapCrBeHHbIMU OpraHamu, I'IpOd)eCCMOHaI'IbeIMM CO3aMh U Apyrumun
npeacrtaBuTe/ibHbIMU OpraHamm pa6OTHMKOB Mo BOMNpPoOCaM nepcoHana

Bectun neperosopbl C NOCTaBwWMKamMmmn ycnyr no ycnoBmAmM 3aKHO4YaeMblX
Aorosopos




Mpon3BoguTL NpeaBapuTeNbHble 3aKymnoyHble npoueaypbl U 0hopPMAATL
COMYTCTBYIOLLYIO JOKYMEHTALLMIO MO 3aK/10YEHUIO 4OrOBOPOB

MpoBoAWTL ayAMT pe3ynbTaToB paboThbl C NepcoHanom

PaboTatb C MH(I)OpMaLI,VIOHHbIMM cucTtemamm 1 6asamm AaHHbIX MO BOMNPOCam
ynpas/sieHnAa nepcoHasiom

Cobnt0aaTb HOPMbI 3TUKM AEN10BOT0 06LLEHMSA

Heobxoanmble 3HaHUA

Teopwuun ynpasaeHUA NepcoHa oM 1 ero MOTUBaLUmn

MeToabl aHanM3a BbINOSHEHUS MAAHOB W 33434y, oOnpeaesieHua  UX
3KOHOMMYECKOM 3PPEKTUBHOCTH

dopMmbl 1 METOAbI OLLEHKM NepCcoHana U pesynbTaToB UX TpyAaa

TexHonorMm onepaTUBHOIO yrnpasaeHUA NepCcoHaI0M OpraHu3aumm

Cuctembl, MmeToabl M GOpPMbl  MaTepuanbHOrO M HemaTepuasabHOro
CTUMY/IMPOBaHMA TPyAa NepcoHana

TexHonormn u metosbl d)OpMMpOBaHVIFI MU KOHTPOAA 6IOLI,)KETOB

Teopuu 1 MeToLbl yNpaBAeHUA Pa3BUTMEM NepcoHana

JKOHOMMKa TpyAaa

OpraHM3auMoHHO-WTATHAA CTPYKTYPA OpraHM3aLmm

Monntnka ynpasaeHmna nepcoHasiom 1 CoLManbHaa NOAUTUKA OpPraHn3aumm

Lenn, CTpaTterna passuTna n 6u3Hec-nnaH OopraHunsauunun

MeToanKK NNaHMPOBAHUA U MPOrHO3UPOBAHUA I'IOTpe6HOCTVI B nNepcoHane

MopsAAOK yperyanpoBaHusa TPyLOBbIX CNOPOB




TpeboBaHMA 1 NpaBuaa NpoBegeHUs ayamTa paboTbl C NepcoHanom

dopmbl coumanbHoOro napTHepcTBa n B3aMmoAencTema C
npodeccMoHabHbIMM COK3aMKN U APYTMMU NPEACTaBUTE/IbHBIMU OpraHamu
pPaboTHUKOB, U MHbIMM OpPraHU3aUNAMU

MopAdoK oQpOpM/IEeHNA  KagpoBblX [AOKYMEHTOB M MPUAAHMA UM
IOPUANYECKON CUNDbI

MopadoK npoBedeHWs  3aKyMoOYHbIX  npoueayp W odopmiaeHus
CONYTCTBYIOLLLEN AOKYMEHTALUM

TpyAaoBoOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOIO
npaea

OCHOBbI apXMBHOrO 3aKOHOAATENbCTBA M HOPMATMBHbIE NPABOBbLIE AKTbI
Poccuiickoit Pegepaumm, B YacT BeAeHWUA SOKYMEHTALMKN NO NepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoAaTeNbecTea Poccuiickoit deaepaumm

OCcHOBbl MWIpaLMOHHOIO 3aKoHoZaTenbcTBa Poccuiickori depepauuu, B
YacTU MPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaXKaaH v auy, 6es
rpaXkaaHCTBa

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasaeHnA
nepcoHaIoOM U OTBETCTBEHHOCTU OONXKHOCTHbIX 1L,

3aKoHogaTenbcTBo Poccuiickon Pepepaupnm o NepCcoHaibHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OpraHM3auMM B 4YacTU yNpaBaAeHUA
nepcoHaaom

OcHoBbl NpPaBOBOro peryaMpoBaHua Pocculickot depepaumy nopsgka
3aKNHOYEHMA TPAKAAHCKO-MPABOBbLIX OrOBOPOB

Hopmbl 3TUKK Aenosoro obuieHua




basoBble OCHOBBI MHOPMaTUKNY, CTPYKTYpHOE NnocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrvue xapakTepuctmkm

3.7.3. TpypoBasa ¢pyHKLMA

HanmeHoBaHue

MpouncxoxkaeHne TPyaoBomn
dYHKUMM

ALMUHUCTPUPOBAHME NPOLLECCOB U
p,gx MEHT(?Oﬁpo oTa no gn: AUMOHHOM Yposenb
y P P y Kog, G/03.7 |(noaypoBeHb) 7
ynpaB/ieHWo NepcoHanom u pabore
KBaNndUKaumnm
CTPYKTYpHOro noapasgeneHuns
3anmcTBoBaHO
OpuruHan X
N3 opuUrnMHana
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3 npoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX [AOKYMEHTOB MO
BOMPOCAM  OMNEpPauMOHHOrO  yMNpaBAeHMA  MNepcoHasom U paboTbl
CTPYKTYpHOro noapasaeneHus, 6M3HeC-NPoLEeCccoB  OpraHM3aumu,
YA0BNETBOPEHHOCTM NepcoHana

[oKymeHTauuoHHoe odpopmaeHune pe3ynbTaToB onepaLmoHHOro
yrpaB/ieHnsa nNepcoHasoM U paboTbl CTPYKTYPHOTO MoApasgesneHus,
pe3y/nbTaToB ayAmMTa paboTbl C NEPCOHANIOM

MoAroToBKa NPeANoMKeHWid No  PasBUTUIO  CUCTEM  OMNEpPaLMOHHOro
ynpaB/ieHna nepcoHanom WM paboTbl CTPYKTYpHOro noApasgeneHuns, no
Heo6X0AMMbIM KOPPEKTUPYIOLLMM M NMPEBEHTUBHLIM Mepam




Pa3pa60TKa CNCTEMDbI aHa/In3a N KOHTPOAA pa6OTbI nepcoHana

KoHTponb, cpaBHeHMe W aHaaM3 npoueccoB B ob6aacT onepaTUBHOrO
ynpaBaeHUa MnepcoHas oM, pe3y/nbTaTOB YMNPaBAEHUYECKUX MepPonpUATUN,
onpeaeneHne ¢GakTOpPOB, BbI3bIBAOLWINX OTKAOHEHME OT NAaHOBbIX
nokasartenemn

MoarotoBka 1 06paboTka 3anpocoBs, yBeAOMIEHUN, CBeAeHUM 0 paboTHMKAX
B roCyZapCTBEHHble OpraHbl, NPodeccuoHaNbHble COH3bl, 0BLLECTBEHHbIE
opraHusaumm

ConpoBoXAeHne A0roBOpPOB OKasaHMA YyCAyr No BOMpocam OnepaTUBHOMO
yrpas/ieHna nepcoHanom u paboTe CTPYKTYPHOro noAapasaesneHus, Bkatodasn
npeasapuTesibHble NpoLeaypbl N0 UX 3aKNOYEHUIO

MoaroToBKa npeasoXKeHnin no ¢GopmMmMpoBaHMIO BloAXKeTa Ha nepcoHan
opraHusaumm

BbinosHeHWe TpeboBaHMI MO XpaHeHUo MHPOPMaUMM O pesyabTaTax
OEeWCTBUA CUCTEM OMepaLMOHHOro YnpaBieHUA NepcoHasom WU paboThbl
CTPYKTYPHOrO noapasaeneHuns

Heobxoanmble ymeHUn

KoHTpoAnpoBaTb nNpoLecchl ynpaBAeHWA NepcoHasom MoApasaefieHuni,
onpeaensiTb MX Pe3yNbTaTUBHOCTb WM BbIABAATb (GAKTOPbl OTKAOHEHWI OT
NNaHOBbIX NAapaMeTpoB

PaspabatbiBaTb NPOrpaMmbl AOCTUMHEHMA LEAEN N ONepaTUBHOrO peLleHus
3aZay nogpasgeneHui

AHanunsnpoBsaTb, pa3pabatbiBaTb M 0GOPMAATL AOKYMEHTLI NO ONEepPaTUBHbIM
npoLeccam 1 Ux pesysbTatam

MpoBOAWTL ayAWT KaAPOBbIX NMPOLECCOB, Npoueayp, odopMaeH s KaLpoBbIX
AOKYMEHTOB M AOKYMEHTOB NO YNpPaBAeHMIO MepCcoHaaom

KoHTponnposaTtb pacxogoBaHune 6POLI,)K€TOB Ha NepcoHan




OdopmMnaTb LOKYMEHTbI MO OnNepauMoOHHOMY YNpPaBAEHUIO NepcoHaniom U
paboTe CTPYKTYPHOro noapasgeneHus, npegocTaBasemble B
rocyAapCTBeHHble OpraHbl, NPeACcTaBUTENbHbIE OpraHbl PabOTHUKOB

ObecneuynBatb [JOKYMEHTALMOHHOE COMPOBOXAEHWE MO  cucTemam
OnepaLMoHHOro  yrnpas/ieHMa nepcoHasom u pabote CTPYKTYPHOro
noapasgeneHus

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tp86OBaHVIﬂMM
TPyaoBOro M apXMBHOIo 3aKOHOAATE/IbCTBaA Poccuiickom CDep,epau,MM n
NNOKa/IbHbIMU aKTaMU OpraHn3auunm

KOHTPO/IMpPOBaTh UCMOIHEHWE AOrOBOPOB MOCTABLIMKOB YCYT MO BOMPOCam
nepcoHana

Mpon3BOAUTL 3aKynouyHble Mpoueaypbl, 0GOPMAATL W aHA/NM3MPOBaATb
3aKYNOYHYI0 JOKYMEHTALMUIO

MpoBoanTL NeperoBopbl M NPeACTaBAATb MHTEpechbl OpraHusauumM B
rocyfapCTBEeHHbIX OpraHax, NpPoGeccMoHanbHbIX COK3ax W APYyrux
npeacTaBUTEeIbHbIX OpraHax paboTHMKOB NO BONPOCam NepcoHana

BecTu aenosyto nepenmcky

BecTu yyeT 1 perucTpaumio JOKYMEHTOB B MHPOPMALMOHHBIX CUCTEMAX U Ha
MaTepuanbHbIX HOCUTENAX

PaboTaTb C UHPOPMALMOHHBIMM CUCTEMAaMM U Ba3aMu AaHHbIX MO NepcoHany
M cucTeMam ONepauMoOHHOro yMpaB/ieHWA MepcoHasom W paboTe
CTPYKTYPHOro noapasaeneHus

Cob6ntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxoanmble 3HaHWA

MeToabl ynpasaeHua passutmem u 3pPpeKTMBHOCTbIO OpraHM3aLmMm, MeToapbl
aHanM3a  BbINOJIHEHWA MJQHOB M MPOrpamm, OMpegeneHus  ux
3KOHOMMYECKoM 3P HEKTUBHOCTU




MeToabl OLeHKM paboTbl CTPYKTYPHbIX NOoApa3aeneHnid, pesyabTaToB Tpyaa
nepcoHana

MeToabl  npoBeAeHWMA  ayAMTa W KOHTPOA/IMHTA  OMepaTUBHbIX
yrpaB/iieHYeCcKMX NpoLLeccos

®opMbl U CUCTEMBI MaTEPUANbHOTO M HEMATEPUANbHOTO CTUMY/IMPOBAHMSA
TpyAa nepcoHana

OCHOBbI AOKYMEHTaLMOHHOro obecneyeHus

MopAAoK opopmMmieHUn, BegeHUA U XPaHEeHNA AOKYMEHTaUMKU NO cMcTEMam
OMNepaLMOHHOro yMnpaB/ieHWa MepcoHaj oM oOpraHusaumm u  pabote
CTPYKTYPHOro noapasaeneHus

MNopagok ¢opmunpoBaHUs, BedeHMA OaHKa AaHHbIX WU NpeaocTaBieHuA
OTYETHOCTM NO CUCTEMAM ONEPaLMOHHOIO YNpPaB/AEHUA MEPCOHAIOM W
paboTe CTPYKTYPHOro noapasaeneHuns

HopmaTuBHble MpaBOBble aKTbl, Peryavpylowme npasa u 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn No NPeaoCTaB/EHUIO YYEeTHOM
AOKyMeHTauum

MopagoK  npoBegeHMA  3aKynouyHbliX  npoueayp W odopmaeHus
CONYTCTBYIOLLEN AOKYMEHTALUM

Monntnka ynpasneHna NnepcoHasiom 1 CoLManbHaA NOAUTUKA OpraHnU3aumm

OpraH13auMoOHHO-WTATHAA CTPYKTYPa OpraHM3aLmm

Llenun v ctpatervs pasBuTia opraHMsauum

BbusHec-nnaH 1 6VI3HEC-I'IpOLI,ECCbI opraHunsauunun

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPKaLLMEe HOPMbI TPYAOBOrO
npaea




OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTWMBHbIE MNPaBOBbIE aKTbl
Poccuiickolt ®eaepaumu, B YacTu BeAeHUA AOKYMEHTaL MM No nepcoHany

OcHOBbI HaNOroBOro 3akoHoaaTenbcTa Poccuitickoit Peagepaunn

OcHOBbl MUIpPaLMOHHOrO 3aKoHozaTenbcTBa Poccuiickoii degepauun, B
YacTU NPUBJEYEHUA N TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rpark4aHcTBa

OCHOBbI aAMMHUCTPATMBHOIO 3aKOHOAATeNbCTBA B 061acTM ynpasBaeHus
NMepcoHaNoM N OTBETCTBEHHOCTM A0MMHOCTHbIX NNLL

3aKkoHoaaTenbcTBo Poccuitckon Pegepaupmmn o NepCcoHaNbHbIX AaHHbIX

JloKanbHble HOPMaTUBHbIE AOKYMEHTbI OpraHn3aumm B 061acTi ynpasieHua
nepcoHanom

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

HopMmbl 3TUKM AenoBoro obueHus

basoBble OCHOBBI MHOPMaTUKNK, CTPYKTypHOE NocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Jpyrve xapaktepuctmku

3.8. O606LeHHas TpyaoBasa GyHKLMA

HanmeHoBaHue

CTpaTernyeckoe ynpasseHne nepcoHanom
opraHusaumm KBaMbUKaumm

Koa, H YposeHb

MpoucxoxaeHue
0606weHHoM TpyaoBO#H

bYHKLMM

3anMCTBOBAHO
N3 OpuUrnMHana

OpuruHan



Koa PernctpaumnoHHbIn
opurMHana HOMep
npodeccnMoHanbHOro
CTaHZapTa

Bo3moxHble
HaMMeHOBaHMSA
[ONKHOCTEN, Npodeccui

Buue-npe3ngeHT no ynpasaeHUo NepcoHasom

AnpeKTop no nepcoHany

JnpeKTop no ynpasneHnto nepcoHaaom

3amecTutenb reHepasibHOro ANMpPeKTopa No ynpasaeHMUIoO NepcoHaiom

TpeboBaHuA K
0bpasoBaHUIO U 0BYYEHUIO

Bbicwee o0bpasoBaHMe - cneumanmTeT, marmctTpartypa

[ononHutenbHoe npodeccroHanbHoe o6pasoBaHMe - NPOrpPammbl
npodeccroHanbHOM NepenoAroToBKN B 06/1acTV yNpaBaeHUs NepcoHanom,
CTPaTernmyeckoro 1 onepaLMoHHOro ynpaBaeHnsa, 3KOHOMUKIN OpraHn3aumm;
nporpaMmbl MOBbILLEHMA KBaAUPUKALMKM B 06/1aCTV yripaBieHus
nepcoHanoMm, CTPATerMYeckoro 1 onepaLyoHHOro ynpasaeHus

TpeboBaHMWSA K ONbITY
NpaKTUYeckol paboTsbl

He meHee nsaTtu neT B obnactu ynpasaeHnAa nepCoHa/IoM Ha pyKoBO4ALLUX
AO/MKHOCTAX

Ocobble ycnoBua gonycka K
paboTe

[pyrve xapakTepucTnku

JononHuTtenbHble XapPaKTePUCTUKHN

HanmeHoBaHWe JOKYMeHTa Kog | HaumeHoBaHMe 6a3oBoW rpynnbl, AOMKHOCTM (Npodeccun)

nnn cneumanbHoOCTU

OK3

1232 PykoBoauTenu noapasaeneHnin (cny»x6) ynpasneHus
Kaapamu 1 TPYA0BbIMWU OTHOLIEHUAMM
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EKC

- 3amectutens ANPEKTOPaAa NO ynpaBaeHNo NnepCcoHaioM

OKNATP

24063 MeHepxep no nepcoHany

3.8.1. TpypoBasa ¢pyHKUMA

Pa3paboTKa cucTeMbl CTpaTerMyeckoro YpoBeHb
HavmeHoBaHMe |ynpaBaeHMA NEePCOHANOM OpraHM3aunm Koa H/01.7 |(noaypoBeHb) 7
KBaMpUKaunm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
N3 opurMHana
Koa PerncrpaumnoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3  ycnewHbiX  KOPMOPATUBHbLIX  MNPaKTMK MO OpraHvM3aumu
CTpaTernyeckoro ynpaBneHus nepcoHaom opraHusaumm,
OPraHM3aLMOHHOIO NPOEKTUPOBAHUA Y B3aUMOZLENCTBUA NoApa3aeNeHni

lNocTaHOBKa cTpaTerMyeckmx u,eneﬁ B ynpasieHMN NepPCoOHaIOM

Pa3paboTKa KOPMNOpPaTMBHOW MOAUTMKM, MJIAHOB, MPOrpamMm, Npoueayp M
TEXHOJIOTUI MO YNPaBAEHMUIO MePCOHaNoM

PaspaboTKka KOpNoOpaTUBHOW Ky/AbTypbl M COLMANbHON MNOAUTUKKU, CUCTEM
MOTMBaLUK, 3GPEKTUBHOCTM, OLLEHKN U Pa3BUTUA NepcoHana

(DOpMVIpOBaHI/Ie CUCTtembl onnatbl U OpraHMU3aLnn Tpyga
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Pa3spaboTKa opraHM3auMOHHOM CTPYKTYpbl, NJAaHUPOBaHWE NOTpebHOCTM B
nepcoHane opraHM3aLmm

PaspaboTka nporpamm, MPUHUMNOB CTaHAApPTM3aLMK, YHUPUKaLMM,
aBTOMaTM3aUMM MPOLLECCOB YMpaB/AeHMA MNepcoHanom W 6Hes3onacHbIX
ycnoBui Tpyaa

dopmupoBaHue 6toarkeTa Ha NepcoHasn, TEXHONOMMI ayguta paboTbl C
NepPCoOHaNOM U KOHTPOINNHIA

Heobxogumble ymeHus

Pa3pabaTbiBaTb CTPATErMKN U NONUTUKM B YNPABAEHUMN NEPCOHANIOM

Co3fmaBaTb M ONWUCbIBaTb OPraHW3aUMOHHYIO CTPYKTYPY, UEAW, 3adauu,
OYHKLMMU CTPYKTYPHbIX NOAPA3AENeHNA U AONKHOCTHbIX UL,

MpUMeHATb METOAbl  YNPaBAEHUS MEXANYHOCTHBIMU  OTHOLLEHUAMMU,
dOpMUPOBAHNA KOMaHA, PasBUTUA NNAEPCTBA U UCMNONHUTENIbHOCTH,
BbIAB/IEHWNA TAaIAHTOB, ONpeae/ieHNs y40BNeTBOPEeHHOCTU paboToit

OI'IpGﬂ,EJ'IﬂTb M aHa/IM3NPOBATb BHYTPEHHNE KOMMYHUKaUWN, moaennpoBaTtb
nosegeHwme nepcoHana

MpeacTaBnaTb MHTEPECbl OPraHM3auMM B TOCYAAPCTBEHHbIX OpraHax, BO
B3aMMOLENCTBUKN C NpodCoo3amMm, MHbIMK NPeacTaBUTEIbHbIMW OpraHamm
paboTHWKOB MO BOMpOCam NepcoHana

CocTaBnaTb, PacCYMTbiBaTb, KOPPEKTMPOBATb WM KOHTPOJIMPOBATb CTaTbU
pacxogoB 6toaxkeToB M GOHAOB Ha NPOrpammbl M MeponpuATUA Mo
yMpaB/AeHMIO NepCcoHaNoOM OpraH1M3aLmum

HDOBOAMTb ayaunT U KOHTPOIIUHT B obnactu ynpassieHnAa nepcoHaiom

Pa3paGaTbIBaTb KOpnopaTtuBHblE COUMaibHble MPOrpammbl

Bectun neperosopbl no BonpoCam  couwnanbHOro napTHepCcTBa C
npeacraBuTe/ibHbIMU OpraHamm pa6OTHMKOB




PaboTatb C MH(I)OpMaLI,VIOHHbIMM cucTtemamm 1 6asamm AaHHbIX MO BOMNPOCam
ynpassieHnAa nepcoHaiom

OpraHu130BbIBaTb MeponpuaTUA No obecrneyeHunto BbINOIHEHNUA TpeboBaHWUM
OXpaHbl TpyAa B COOTBETCTBMM C [AEUCTBYIOWMM 33aKOHOLATENbCTBOM
Poccuitckoin Pepepaumm 1 NOKaNbHbIMM aKTaMM OpPraHM3auum

OpraHn3oBbIBaTb M NPOBOAUTL MEPOMNPUATUA C MEPCOHAIOM B COOTBETCTBUE
C KOPNOPATMBHOM COLUMANBHON NOUTUKON

Cobnt0aaTb HOPMbI 3TUKM AEN10BOT0 06LEHMSA

Heobxoanmble 3HaHUA

MeTozabl ynpasaeHusa pa3suTuem u 3pPpeKTMBHOCTbIO OpraHM3aL MM, aHan3a
BbINOJIHEHUA MNAHOB W MNPOrpamm, ONpeneseHns KX SKOHOMMUYECKOM
appeKTMBHOCTH

MeToapbl oueHKM paboTbl CTPYKTYPHbIX NoApa3aefieHnid, pesyabTaTos Tpyaa
nepcoHana

MeToabl NpoBeAeHUA ayamuTOB, KOHTPOJIMHIA YNPaBAeHYeCKMX NPOoLLeccoB

MeToabl aHanM3a KOAMYeCTBEHHOrO U KayeCTBEHHOro COCTaBa nepcoHana

Cuctemsbl cTaHAapTOB Mo 6M3Hec-Npoueccam, Npodeccmam, HopMbl TPYAA

Cuctembl, MmeToabl M GOpPMbl  MaTepuanbHOro M HemaTepuasabHOro
CTUMY/IMPOBaHMA TPyAa NepcoHana

MeToabl aHanAM3a  COUMANbHbIX MPOrpPaMm M OnpejeneHus  ux
3KOHOMMYECKoM 3pHEKTUBHOCTU

TexHonorum n metoabl d)OpMMpOBaHVIFI N KOHTpPOAA 6I-0A)KETOB Ha nepcoHan

TpeboBaHMA oxpaHbl M 6e30nacHbIX YCA0BUNA Tpyaa

Lenn, cTpaTterna n Kagposas NnoJITUKa oOpraHn3aunm




OcHoBbI TEXHONOTUN npon3sBoAacTBa U AeATENbHOCTUN OpraHn3aunn

OCHOBbI COLMOAOTNIN, MCUXOSIOTUN N IKOHOMMUKH TpyAaa

OcHoBbI ynpasaeHna counaaibHbiMm pa3sBUTeEM opraHmnsaummn

MeTtoapl nposeaeHUA coumnonorn4yecrmx MCCﬂe,ﬂ,OBaHMﬁ, n3yyeHuA
O6LLI,ECTBEHHOI'O MHEHUA

CTpyKTypa opraHu3saumm

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOIO
npaea

OCHOBbI apPXMBHOMO 3aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbLIE AKTbI
Poccuitckoit Pegepaumm, B YacT BeAeHWUA SOKYMEHTALMKN NO NepcoHany

OcHOBbI Ha/IOroBOro 3akoHoAaTenbcTea Poccuiickoit deaepaumm

OcHOBbI MWIpaLMOHHOIO 3aKoHoZaTenbcTBa Poccuiickori depepauun, B
YacTU MPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rPpaXKaaH v auy, 6es
rparkaaHcTea

OCHOBbl agMMHUCTPATMBHOIO 3aKOHOAATeNbCTBa B 061acTM ynpaBaeHMsA
NnepcoHanoM U OTBETCTBEHHOCTU SONKHOCTHBIX /UL,

3aKkoHoaaTenbcTBO Poccuitckon Pegepaummn o NePCoHaNbHbIX AaHHbIX

JloKanbHble HOpPMATUBHbIE aAKTbl OpraHuMs3auum B obnactu ynpasaeHna
nepcoHaiom

MopAAOK 3aKA0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuieHna

OcHoBbl MHGOPMATUKHK, CTPYKTYPHOE NOCTPOEHUE MHGOPMALMOHHbIX CUCTEM




M ocobeHHoCTU paboTbl C HUMM

Lpyrve xapakTepuctmkm

3.8.2. TpypoBasa pyHKUMA

Peanusauma cuctembl cTpaTernyeckoro YpoBeHb
HavmeHoBaHMe |ynpaBaeHMA NEePCOHANOM OpraHM3aunm Kopa H/02.7 |(noaypoBeHb) 7
KBaNndUKaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
U3 opurMHana
Koa PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

MnaHMpoBaHWe AeATeNbHOCTM U pa3paboTKa MepPonpPUATUIA MO YNPaBAEHUIO
nepcoHanom ANs peanmsaunm cTpaTernyeckux Lenein opraHnsaumm

BHeapeHWe MOAWTUK, NAAHOB, MPOrpamm, NpoUeayp M TeXHOMOrMi no
ynpaB/ieHNto NepcoHanom

MocTpoeHWe OpraHM3aLMOHHOW CTPYKTYPbI C yYETOM NAAHOBOW NOTPebHOCTH
B NEepCoHasie U B3aMMOLENCTBUA CTPYKTYPHbIX NOAPA3Ae/I€HUI OpraHn3aLLmm

BHeapeHVMe W noAdepskaHWe KOPMopPaTMBHOM KyabTypbl M COLMAbHOM
NONUTUKK, CUCTEM MOTMBAUUK, 3PPHEKTUBHOCTU, OLEHKU U PasBUTUA
nepcoHana

BHEADEHMG n nogaepxaHune cCucrembl OpraHunsaumm Tpyaa W onsathbl




nepcoHana

YnpasneHne BHegpeHUMEM nporpamMmm W MNPUHUUNOB CTaHAapTM3auumm,
YHUOMKALMKM, aBTOMATU3aLMK MNPOLLECCOB YNpaBAEHUs MNepcoHasom MU
6e30nacHbIX yCNoBUiA Tpyaa

OpFaHM3aLI,Mﬂ nposeaeHnAa ayauta W KOHTPONJ/IMHIA B ynpaBaeHUU
nepcoHaaom

MocTaHOBKa 3ajay  PYKOBOAWUTENAM  CTPYKTYPHbIX  NOApPasgeneHui,
onpegeneHne MaTepuanbHO-TEXHUYECKUX PECYPCOB A/18 UX BbINOAHEHUA

AHaNN3 OTYETHOCTM NO ynpasaeHUo NepCcoHaIOM U BbiABNEHNE pPeCYypCoB No
ynyvyweHUo 0eAaTenbHOCTU opraHn3aummn

CorsiacoBaHme yCnoBumiA 3aKN04aeMbiX 4OrOBOPOB MO BOMPOCAM yrpaB/ieHuns
nepcoHasom

OpraHu3auma NpoBeAeHna 3aKyNoYHbIX NPoLeayp No BONpocam ynpasaeHums
NepcoHanomM 1 0poOpPMAEHUA CONYTCTBYIOLLEN LOKYMEHTALMM NO HUM

dopmupoBaHMe 6logKeTa Ha MepcoHan, TEXHONIOrMA ayauTa pPaboTbl ¢
NepCoOHANOM U KOHTPOIINHIA

NMpumeHeHne K pa6OTHMKaM mep noouwipeHna “n  gucuunnainHapHoro
B3bICKaHUA

HeobxoamMmble ymeHus

Mpov3BoaUTL aHaNM3 [eATe/NbHOCTM MO YMNPaB/EHUIO TMEPCOHAJIOM,
pa3pabaTbiBaTb NoKasaTenn apeKTMBHOCTN PaboThl

dopmnpoBaTb NAaHbl U MEPONPUATUA MO YNPABAEHMNIO NEPCOHANIOM

PaccuntbiBath 6I-Op,)KET B 0bnactu ynpasaeHnAa nepCcoHaiom

Onpep,enﬂTb 30HbI OTBETCTBEHHOCTU pa6OTHVIKOB n I'IO,CI,p33,CI,€/'I€HMﬁ, CTaBUTb
3a4a4n pykosogutTenam nop,pa3p,eneHm71 n obecneunsatb pecypcbl anAa nx




NUCNOJNIHEHNA

KoHTpoanpoBaTb M KOPPEKTUPOBATL UCMOJHEHWNE NOPYYEHNI U 33434

Ynpasnatb 3pPeKTUBHOCTbIO M BOBJIEYEHHOCTbIO NEpPCoHana, ANCUMNINHOMN
TpyAa n cobnogeHnem 6e3onacHbIX YCN0BUM Tpyaa

BecTu neperosopbl No BOMNPOCaM COLMANbHOrO NapTHEPCTBA U NpeacTaBAATb
MHTEpEeCcbl OpraHn3auMM B rocyAapcTBEHHbIX opraHax, npodeccnoHanbHbIX
COK3ax U APYruX NpeacTaBuUTe/IbHbIX OpraHax PaboTHUKOB, N OpraHn3aLmax
Mo BOMpOcam nepcoHana

PaboTatb C MHd)OpMaLI,VIOHHbIMM cucTtemamm 1 6asamm AaHHbIX MO BOMNPOCam
ynpas/sieHnAa nepcoHasiom

MpoBoAUTb ayANUT U KOHTPOIIMNHT B 061aCTH yripaBieHUA NepcoHanom

dopmunpoBaTb M NPOBOAMTb COUMANbHYIO MOJAUTUKY W  CcouMasbHble
nporpammoi

BecTM nmeperoBopbl C MOCTaBWMKAMM YCAYr MO YCAOBUAM 3aK/HO4aeMblX
[LOroBOpOB

Mpon3BOAUTL 3aKynouyHble npoueaypbl, 0GOPMAATL W aHa/NM3MPOBaTb
3aKYNOYHYI0 OKYMEHTALMUIO

Cobntoaatb HOPMbI 3TUKM LeN0BOro 06LeHus

Heobxoanmble 3HaHKA

MeToabl ynpaBaeHua passutmem u 3pPpeKTMBHOCTbIO OpraHM3aLLmMm, MeToapbl
aHanM3a  BbINOJIHEHWA MJIQHOB M MPOrpamm, OMpegeneHus  ux
3KOHOMMYECKoMN 3pEKTUBHOCTU

OpFaHI/I3aLI,I/IFi ynpasaeHnAa passutnem opraHmnsaumm

Teopun ynpaBieHWa opraHusaumein, NOAUTMKA M CTpaTerna ynpasfieHus
nepcoHanom




MeToabl aHanM3a BbINOSHEHUA MAAHOB W 33434y, ONpeaesieHua  UX
3KOHOMMYECKOM 3 PEKTUBHOCTH

MeToabl OLEHKN, pe3ynbTaToB U 3PPEKTUBHOCTU TPyAa

MeToapl BHEAPEHUNA CUCTEMDI YNPaBIeEHNA NepCOHA/IOM

OcHoBbl paboTbl N0 NpopopreHTaLUn

MeToAMKM NNaHNPOBAHUA U NPOrHO3MPOBaHMA NOTPEBHOCTM B NepcoHane

Lenn, cTpaTterna passuTnAa n 6u3Hec-nnaH OopraHunsauunun

Teopun 1 metoapl opMmmnpoBaHUIo BpeHaa opraHM3aumm

TpeboBaHMA oxpaHbl M 6e30NacHbIX YCA0BUIA Tpyaa

MeToamKun pa3paboTkM M BHEAPEHMA NIOKA/IbHbIX HOPMATUBHbIX aKTOB

MopAAOK 3aKntouYeHUs TPYAOBbIX AOrOBOPOB, PEryiMpoBaHUA TPYAOBbIX
cnopos

OCHOBbI  COLMOMIOTUM, MCUXONOTUM, IKOHOMWMKKM TpyAa M ynpasiaeHus
COLMANbHBIM Pa3BUTUEM OPraHM3aLmMm

MeToabl nposeaeHUA coumonorn4yeckmnx MCCHEAOBaHMVI, n3yyeHuA
O6LLI,ECTBEHHOI'O MHEHUA

TexHonorum nposeaeHnAa ayauta WU KOHTPOJ/IMHIE B ynpaBia€HUU
nepcoHaiom

MopAadOK  nNpoBeAeHMA  3aKymouyHbiX  npoueayp W odopmaeHus
COMyTCTBYIOLWEN AOKYMEHTALMM

TexHonorum, CTaHAapTU3auumAa, YHM(bMKaLI,I/Iﬂ, daBTOMaTMU3aumnAa npoueccos
ynpassieHnAa nepcoHasiom




CTpyKTypa opraHM3auum

TpyAoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKaLlLMe HOPMbI TPYA0BOro
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTWMBHbIE MNPaBOBbIE aKTbl
Poccuiickolt ®eaepaumu, B YaCcTU BeAeHUA AOKYMEHTaL MM No nepcoHany

OCHOBbI Ha/I0rOBOTO 3aKoHOAaTeIbCTBA Poccuiickoit deaepavum

OcHOBbl MUrpaLMOHHOrO 3aKoHogaTenbctBa Poccuiickoii degepauun, B
Y4acTU NPUBAEYEHUA U TPYOOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rpa)k4aHcTBa

OCHOBbI aAMMHUCTPATMBHOIO 3aKOHOAATENbCTBA B 061acTM ynpasBaeHus
NepcoHaNoM 1 OTBETCTBEHHOCTM A0MHOCTHbIX NNLL

3aKkoHoaaTenbcTBo Poccuitckon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

MopAaoK 3aKN04YEeHUs 4O0rOBOPOB (KOHTPAKTOB)

JloKanbHble HOPMATUBHDbIE aKTbl B obnactu ynpasaeHnA nepCcoHaiom

Hopmbl 3T1KKM aenosoro obueHna

basosble OCHOBb! NHOOPMATUKN, CTPYKTypHOE nocTpoeHune
MHPOPMALMOHHbBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnku

3.8.3. TpygoBana ¢yHKUMA

AQMUHUCTPUPOBAHUE NPOLLECCOB U YpoBeHb

HanmeHoBaHMe | A0KymMeHTOOb6OpOTa MO CcTpaTernyeckomy Koa H/03.7 |(noaypoBeHb) 7

ynpaB/ieHNo NepCoHaIOM OpraHM3auunm KBaJ'IMd)MKaLJ,MM




MpouncxoxaeHne TpyLoBOW
bOYHKUMM

3anMcTBOBaHO

OpuruHan X
N3 oOpuUrnHana

Kopg PerncrpaumoHHbIn
opurnuHana HOoMep
nNpo¢deccnMoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

AHanus npoueccos ,D,OKyMEHTOO60pOTa, JNNIOKaJ/IbHbIX AOOKYMEHTOB nNO
BONpoCam ynpasaeHMA NepCcoHasIoMm, 6M3HEC-I'IpOLI,eCCOB opraHunsauuu,
yO0BNETBOPEHHOCTN NepCoHana

[oKkymeHTaunoHHoe opopmeHUe pesy/bTaToB yrnpaB/ieHUs MepcoHanom,
ero ayauTta, paboTbl CTPYKTYPHbIX MoApa3aeneHunii

[ OKyMEeHTaUMOHHOE M OpraHM3aLMOHHOE CONPOBOXKAEHMNE CTPATErMYECKOro
ynpaB/ieHna NepcoHanom M paboTbl CTPYKTYPHbIX NoApa3aeieHnin

MoAroToBKa NpeaoXKeHWA NO Pa3BUTUIO CUCTEM YNPAB/IEHNA NEPCOHANIOM,
No HeobXOAMMbIM KOPPEKTUPYHOLMM M NPEBEHTUBHbBIM MepaM W Mo
NoBbIWeHUO 3PPEKTUBHOCTM PAabBOTbI CTPYKTYPHbIX NoApasaeneHui

KoHTponb npoueccoB B 06nacTy ynpaBaeHWA NepcoHasom M paboTsl
CTPYKTYPHbIX NOAPa3AeNeHuIt, CPaBHEHWE U aHaM3 NMPOLLECCOB, Pe3y/IbTaToB
ynpaBaeH4Yecknx MeponpuaTuini, onpegeneHne ¢GaKTOPOB, Bbi3blBAOLMX
OTK/IOHEHWE OT NJIaHOBbLIX MOKa3aTesen

CornacoBaHMe W KOHTPOAb [JOroOBOPOB MO BOMpPOCaM M CUCTEMAM
CTpaTerMyeckoro ynpasfeHUA MepcoHanom W paboTe  CTPYKTYPHbIX
noApasgeneHnin, opraHusauma npoueayp no uUx 3akatoyeHuto

Moarotoska Pe3ysIbTaTOB aHa/n3a COOTBETCTBUA OpPraHuU3aunn mn onaatbl
TpyAa nepCoHana yCneLWwHbIM KOPNOPaTUBHbIM NMPAKTUKaM




BbinosHeHWe TpeboBaHWIA NO XpaHeHWo WHOOPMAUMM O pesyabTaTax
OeNCTBMA CUCTeM CTpaTerMyeckoro ynpaB/ieHWs NepcoHasom W paboTbl
CTPYKTYPHbIX NogpasaeneHui

Heobxogumble ymeHUs

AHannsnpoBaTb, pa3pabaTbiBaTb M 0GOPMAATL AOKYMEHTbI NO Npoueccam u
pesynbTaTam  ynpaB/iieHUs  MNepcoHasiom W paboTe  CTPYKTYPHbIX
noapasgeneHui

MpumeHATbL meToabl aHaNm3a 6M3HEC-I'IpOLI,ECCOB opraHmnsauunun

OnpenenAatb nNporpamMmmbl  OOCTUMKEHMA LUenen W pelleHus  3aday
noapasgeneHui

MpoBoanTb ayANUT CUCTEMBI YNPaBAeHNA NepcoHaiom

MpPOBOANTL KOHTPOIMHI CUCTEMbBI YNIPaBAEHMUA NEPCOHANIOM

KoHTponupoBaTb 6log)eT Ha MNepcoHan M ynpaBieHMe pacxodamu Ha
nepcoHan

OpraHu30BbIBaTb COMNPOBOXAEHWE AOrOBOPOB MO BOMPOCaM ynpaBieHus
nepcoHanom, BKNOYas NpeaBapuTeNbHble Npoueaypbl Mo UX 3aKAYEHUIO

OpraHM30BbIBaTb 3aKyno4Hble npoueaypbl, opopMAATb M aHaNM3MPOBaTb
3aKYNOYHYI0 OKYMEHTALMUIO

KOHTPO/IMpOBaTb M aHaAM3MPOBaTb BOMPOCHbI COLMANbHOMO NapTHEPCTBa,
[O0roBOpPbI MOCTABLLMKOB YCAYT

MNpoBoanTb neperoBopbl W NPeAcCTaBNAATb MHTepecbl OpraHusauum B
roCygapcCTBEHHbIX  OpraHax, I'IpOd)ECCMOHaﬂbeIX COlo3aX W Apyrux
npeacTtaBuUTE/IbHbIX OpraHax pa6OTHMKOB M OpraHnsaumax no BoOMpocCam
nepcoHana

BecTu genosyto nepenmcky




PabotaTtb ¢ WMHOOPMAUMOHHBLIMM cUcTeMamuM M 6asamu  AaHHbIX MO
nepcoHany, cucTemMam YynpaB/ieHWa MNepcoHaoM W OpraHM3auumu
AeATeNbHOCTU CTPYKTYPHbIX NoApasaAeneHui

Ob6ecneumBaTb KaaposBoe [AeNONPOM3BOACTBO M [AOKYMEHTaLMOHHOe
COMNpPOBOX/EHNE MpPOLLEeCCOB MO YMpaB/ieHWIo nepcoHanom u pabote
CTPYKTYPHbIX NoApasaeneHum

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tp86OBaHVIﬂMM
TPyaoBOro M apXMBHOIo 3aKOHOAATE/IbCTBaA Poccuiickom CDep,epau,MM n
NNOKa/IbHbIMU aKTaMU OpraHn3auunm

Cobnt0aaTb HOPMbI 3TUKM AEN10BOT0 06LEHMSA

Heobxoanmble 3HaHUA

KopnopaTuBHaa KyabTypa, couManbHaA NoAMTUKA, CUCTEMbI MOTMBALUK U
3 PEKTUBHOCTM yNpaBAEHUA NEPCOHANOM

MeToapl ynpaBieHna passutnem n spPeKTMBHOCTLIO OPraHn3aunm, MeToapl
aHanuM3a  BbINOJIHEHUA MJIAQHOB M MPOrpamm, OMpefeneHus  ux
3KOHOMUYecKon 3 deKTUBHOCTH

MeToabl nposefeHWA ayauTa, KOHTPOAA ONEPaTMBHbIX YNpaBaeHYeCKUX
npoueccos, counonorn4yeckmnx MCCJ'Iep,OBaHMﬁ

Br3Hec-nnaH 1 6usHec-npoLecchl opraHM3aumm

bBlogeTHoe npoeKkTupoBaHmne

OpraHM3aLl,I/IOHHOE NPOEKTUpPOBaHUE

dopmbl, MeToAbl M CUCTEMbl MaTepPManbHOroO W HemaTepuanbHOro
CTUMYNMPOBaHUA TPpyAa NepcoHana

Cucremol cTaHAapToB no 6usHec-npoueccam, npogeccuam
(cneumanbHoOCTAM), HOPMbI TPYAa




MeToabl aHanmM3a KOAMYEeCTBEHHOTO U KayeCTBEHHOro CocTaBa nepcoHana

Kagposasa NnosnTUKa opraHmsaumm

Mopsaok dopmupoBaHuMA, BeAeHUs 6aHKa AaHHbIX M NpeaocTaBAeHUs
OTYETHOCTU MO CUCTEMAM YNpPaBAEHUA NepPcoHanom U paboTe CTPYKTYPHbIX
noapasgeneHunn

OCHOBbl  IOKYMEHTaUMOHHOro obecneyeHusa, nopagok odopmaeHus
OOKYMEHTOB, npeaocTaBaAseMbIX B rocy4apcTBeHHble opraHbi,
npodeccroHasibHble Cot3bl, 0OLLECTBEHHbIE OpraHM3aLLUK

Lennn CTpaTterna passnuTna opraHmn3auummn

MopadoK npoBedeHWs  3aKyMoOYHbIX  npoueayp W odopmaeHus
CONYTCTBYIOLLEN AOKYMEHTALUM

HopmaTuBHble MpPaBOBble aKTbl, Peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn No NPeaoCTaB/EHUI0 YYeTHOM
AOKYyMeHTauum

CTpyKTypa oOpraHusauMmM U  BaKaHTHble  Ao/mKHocTM  (npodeccun,
cneumanbHOCTH)

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEP KALLME HOPMbI TPYA0BOMO
npaea

OCHOBbI apXMBHOMO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBbIE aKTbl
Poccuiickoli ®eaepaumu, B YacTu BeAeHUS AOKYMEHTaLMM No NepcoHany

OcHOBbI Ha/I0roOBOroO 3aKoHoAaTebeTBa Poccuiickot deaepaumm

OCHOBbl MMWIpaLMOHHOIO 3aKoHoZaTenbcTBa Poccuiickori degepauun, B
YacTU MPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rparKaaH v auy, 6es
rpark4aHcTBa




OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasaeHnA
nepcoHaioOM U OTBETCTBEHHOCTU OONXKHOCTHbIX UL,

3akoHoaaTenbcTBo Poccuitickon Peaepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaATUBHbIE QaAKTbl OpraHun3auun B obnactu ynpasaeHna
nepcoHaaom

MopsAoK 3aKN0YEHUA A0r0BOPOB (KOHTPAKTOB)

Hopmbl 3T1KK aenosoro obuweHna

basosble OCHOBBbI MHPOPMATUKM, CTPYKTYpHOE nocTpoeHue
MHGOPMALMOHHBIX cUCTEM M 0cobeHHOCTU PaboTbl C HUMKM

Lpyrvue xapakTepuctmkm

IV. CBepeHua 06 opraHusaumax - paspaboTymkax
npodeccnoHanbHOro cTaHaapTa

4.1. OTBETCTBEHHAA OPraHM3aUmnsa-pPas3pPaboTUnK

~n

npeanpuHumaTenem

Obuwepoccuiickoe obbegmHeHne pabotogatenen "POCCUNCKMIA COHO3 NMPOMBILLIEHHUKOB U
, ropoa, Mocksa

UcnonHutTenbHbil BULe-npe3naeHT KyabMuH Amutpuin Bnagummposuy

4.2. HaumeHoBaHMA OpraHn3aunin-paspaboTymkos

1| AHO "HaumoHanbHoOe areHTCTBO pa3BMTUA KBanudukaumin', ropos Mocksa

2 | Accoumauus (Cotos) "Accoumauma KOHCyNbTaHTOB No noabopy nepcoHana", ropoa Mocksa

3 |Fpynna HeadHunter, ropog MockBsa




3A0 "KPOK MHKOPMOPEMTE/, ropos Mocksa

NHbopmaymoHHO-aHanuTnyeckmni LeHTp "Kagposblit Jo3sop", ropos Mocksa

MTO "ONOPA POCCUN", ropoa Mocksa

MeayHapoaHas accoumnalma 4enoBoro coTpyaHmMyecTsa, ropoa Mocksa

HOYY ANO "UHcTUTYT NnpodeccMoHaibHOro Kaaposuka', ropoa Mocksa

HN "Accouunauus EBponeickoro 6usHeca", ropoa MockBa

10

HM "BKK - HauuoHanbHbIN coto3 KagposBmkos", ropoa Mockea

11

HMN "MexayHapoaHbii anbaHc "Tpyaosaa murpauma”’, ropog Mocksa

12

HM "HaumoHanbHas accoumauma opUCHbIX CNELMasMCTOB U aAMUHUCTPATUBHbIX PaboTHUKOB",
ropog MocKksa

13

HMN MHO "Accoumauus meHeaxxepos Poccun”, ropoa Mocksa

14

HM CYP3 "HaumoHanbHas koHdeaepauua "Pa3Butme yenoseyeckoro kanutana", ropos Mocksa

15

OAO "BAHX" (TAO BBL,), ropoa MockBsa

16

OAO "Tasnpom HedTb-HoBoCMBMpPCK", ropog Hosocnbupck

17

OAO "O6begmHeHHas cygocTpouTenbHas Kopnopauus", ropog Mocksa

18

OAO "PX¥ A", ropog Mocksa

19

OAO "CaxanuH IHepaku MHBectmeHT Komnanu", ropog, FO»kHo-CaxanmHCK

20

OAO "TaTHedTb" MmeHun B.[. LLawuHa, ropos KasaHb

21

OAO "HayuHo-npoussoactseHHoe obbeanHeHne "Hayka", ropog Mocksa




22

000 "LG Electronics Rus", ropog Mocksa

23

00O "busHec MNcuxonorn SHL Russia & CIS HM", ropoa Mocksa

24

000 "UT-CK", ropoa Mocksa

25

000 "Nykonn-UHnHnpuHr", ropog, Mockea

26

00O "OKB 3eHut", ropoa Mocksa

27

000 "Metponnym TpenaguHr", ropon Mocksa

28

000 "Nonurpad-3awmta", ropog Mocksa

29

000 "LleHTp KaapoBbIx TexHoM0rMi - ObydyeHme. CTaxknpoBKK. TpyaoycTpolicTeo", ropoa MockBa

30

Poccuitckoe npeactasutennctso "Coleman Services UK" ("KoynmasH Cepsucus'), ropoa Mocksa

31

Toproso-npombliwieHHan nanaTta Poccuitickoit ®eaepaunn, ropos Mockea

32

®re0Y BMO "MOCKOBCKMI rocyAapCTBEHHbIN YHUBEPCUTET MMeHU M.B. JlomoHocoBsa", LLUKona
AVpeKTopa No nepcoHany, ropos Mocksa

33

®re0Y BMNO MCY, ropog Mocksa

34

®re0Y BNO M3CH, ropog Mocksa

35

®re0OY BIMNO CMbupcKnii rocyaapcTBeHHbIN yHMBEPCUTET NyTel coobueHua (CIYIMC), ropoa,
HoBocnbupck

36

®rBY "HayyHo-uccnenoBaTeIbCKUA MHCTUTYT TPYAA U COLMAJIbHOTO CTpaxoBaHua" MuHUCTepCTBa
TpyAa v coumanbHOM 3awmTbl Poccuiickont deaepaumm, ropos Mocksa

37

®ryn "Moura Poccuun”, ropoa Mockea

38

®K "Ypancnb", ropos Mocksa




<1> O6WepoccUiicknin KnaccuduKaTop 3aHATUIA.

<2> 06LepOCCUNCKUIA KNacCMPUKATOP BUA0B SKOHOMUYECKOW AEATENbHOCTH.

<3> EauHbIN KBanMUKALMOHHbIM CNPAaBOYHUK AO/IKHOCTEM PYKOBOAUTENEN, CNELNANIMCTOB U APYTUX CAYMHKALLNX.
<4> Obwepoccuiicknin knaccudmkaTop npodeccuii paboumnx, 4OMKHOCTEN CAYKALLMX U TapUPHbIX Pa3paLos.
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