JokyMeHT npepoctaBneH KoHcynbTaHTI0C

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

MWHUCTEPCTBO TPYAA U COLUUANBHOMN 3ALLUTbI POCCUACKON SEAEPALUN

NMPUKA3
OT 6 OKTA6pPA 2015 r. N 691H

OB YTBEPXKAEHNN NPOPECCMOHA/IbHOIO CTAHOAPTA
"CNELMANNCT NO YNPAB/IEHMIO NEPCOHA/IOM"

B cootBeTcTBMM C NyHKTOM 16 [paBua pa3paboTku, yTBEPXKAEHUA U NPUMEHEHUA NpodeccnoHasbHbIX CTaHAAPTOB, YTBEPXKAEHHbLIX MOCTAHOB/IEHUEM
MpasutenbcTBa Poccuiickoit Pegepaunn ot 22 sHeapa 2013 r. N 23 (CobpaHue 3akoHogaTenbcTBa Poccuitickoit degepauum, 2013, N 4, c1. 293; 2014, N 39, cT. 5266),
NpMKasbIBato:

YTBEpAUTb NpUAaraemblii NpopeccnoHanbHbii CTaHgapT "Chnewmnanmnct no ynpaBieH1o nepcoHanom”.

MwuHucTp
M.A.TONMUNWH

YT1BepxaeH

npukasom MuHUcTepcTea Tpyaa
N COLMANbHOM 3aLLMUTbI
Poccuiickoit degepauum

OT 6 OKTAbOpPs 2015 . N 691H

NPO®ECCUOHANDBHbIA CTAHOAPT

CNELUUMANUCT NO YNPABNEHNIO NEPCOHA/IOM
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559

PerncrpaumoHHbI

HoMep
I. Obwue ceepgeHns
YnpasaeHne nepcoHaNOM OpraHM3aLmnm 07.003 ‘
(HanmeHoBaHMe BUAA NPodecCcUOHaNbHOM AeATeNbHOCTH) Kog,

OcHoBHasn uenb Buaa npodheccMoHaibHOM AeaTe/IbHOCTU:

ObecneyeHne 3pPeKTUBHOrO GYHKUMOHMPOBAHUA CUCTEMbI YNPaB/IEHUSA NEPCOHaNoOM ANA AOCTUXKEHUA
uenen opraHnsaumm

lpynna 3aHATUM:

1232 PykoBoauTtenu nogpasaeneHum 2412 Cneunanncrbl NO Kagpam u
(cny»k6) ynpaBneHus Kagpamu u npodopueHTauum
TPYAOBbIMW OTHOLLIEHUAMM

3423 Cneumannctbl KagpoBbIX CAYXKO K - -
YUYPENKAEHNIN 3aHATOCTH

(kom OK3 <1>) (HanmeHoBaHue) (kog, OK3) (HanmeHoBaHMe)

OTHeceHMe K Bugam 3KOHOMMYECKOM AeATENbHOCTU!

‘ 78.30 ‘ﬂ,eﬂTeanOCTb no noabopy nepcoHana npoyasn
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(kop OKB3A, (HaumeHOBaHWe BUAa S3KOHOMUYECKOW AeATeNbHOCTH)

<2>)
II. OnucaHue Tpyao0BbIX PyHKLUMN,
BXOAALMX B NpodeccuoHaNbHbIN CTaHAAPT (PYHKUMOHANbHAA KapTa
BMAa NPOodeCcCMOHaNbHON AeATeIbHOCTH)
0606uieHHbIe TpyaoBble GpyHKUMU Tpyaosble GyHKUUMU
Koz, HanMMeHoBaHue YPOBEHb HaMMeHoBaHWe Koz, YpOBEHb
KBanuodu (noaypos
Kauum €Hb)
KBaNPUK
auum
A JOKyMeHTauMoHHoe 5 BeaeHne opraHM3aUMOHHON U A/01.5 5
obecneyeHue paboTbl pacnopaanTenbHOM AOKYMEHTALMKU MO
C NepcoHasom nepcoHany
BeaeHune AOKyMeHTaLMKM NO YYETY U A/02.5 5
OBUXEHUIO Kagpos
AOMUHUCTPUPOBAHME NPOLLECCOB U A/03.5 5
OOKYMeHToo60pOoTa No y4YeTy U ABUKEHUIO
KagpoB, NpeACcTaBAEeHUIO 4OKYMEHTOB NO
nepcoHany B rocyaapCTBEHHble OpraHbl
B JestenbHocTb Mo 6 C6op nHbopmaumm o noTpebHoOCTAX B/01.6 6
obecneyeHuto opraHM3aumun B NnepcoHane
nepcoHanom
Mouck, npueneyeHune, nogbop n otoop B/02.6 6
nepcoHana
AOMUHUCTPUPOBAHME NPOLLECCOB U B/03.6 6




AOKymeHToobopOoTa obecneyeHus
nepcoHasom

JeatenbHOCTb NO OpraHusauma n nposegeHmne oueHKn C/01.6
OLLeHKe M aTTecTaymm nepcoHana
nepcoHana
OpraHunsauyma v nposegeHne atrectaumm C/02.6
nepcoHana
AOMUHUCTPUPOBAHME NPOLLECCOB U C/03.6
OOKYyMeHToobopoTa Npu NnpoBeaeHnmn
OLLEHKM M aTTecTauum nepcoHana
JeatenbHoOCTb NO OpraHusauma n nposegeHmne D/01.6
pa3BUTULIO NepcoHana MeponpuUATUIA NO PA3BUTUIO U MOCTPOEHUIO
npodeccMoHanbHOM Kapbepbl NepcoHana
OpraHu3auus obyyeHuns nepcoHana D/02.6
OpraHnsauyma agantaummn U CTaxKMPOBKMU D/03.6
nepcoHana
AOMUHUCTPUPOBAHME NPOLLECCOB U D/04.6
OOKYMeHToob0opoTa No pasBUTUIO U
npodeccMoHanbHOM Kapbepe, 0byyeHuto,
aganTaunn U CTaXKMPOBKE NepcoHana
LeAtenbHOCTb NO OpraHnsauma Tpyga nepcoHana E/01.6
opraHu3aumun Tpyga u
onnaTbl NepcoHana OpraHnsauma onnatbl TpyAa NepcoHana E/02.6
AOMUHUCTPUPOBAHME NPOLLECCOB U E/03.6
OOKymeHToobopoTa no Bonpocam
OopraHM3aLmun Tpyaa v onsiaTbl NepcoHana
JeatenbHoCTb NO Pa3paboTKa KoprnopaTUBHOM coLMabHOM F/01.6




opraHusaumm NOAUTUKN
KOpNopaTMBHOM
coumanbHOM Peanunsauma KopnopaTMBHOM coLManbHOM F/02.6
NONUTUKU NONUTUKN
AOMUHUCTPUPOBAHME NPOLLECCOB U F/03.6
AOKYMeHTO060poTa No Bonpocam
KOpNOpPaTMBHOM COLMANBHON MOIUTUKN
OnepaunoHHoe Pa3spaboTKa cucTembl onepaumoHHoro G/01.7
ynpasneHue ynpaBaeHUA NEPCOHANOM U paboThbl
nepcoHa oM K CTPYKTYPHOro nogpasaeneHuns
nogpasgeneHmem
opraHusaLmm PeannM3auma onepauuoHHoro ynpasnenua | G/02.7
nepcoHanom 1 paboTbl CTPYKTYPHOrO
noapasaeneHus
AOMUHUCTPUPOBAHME NPOLLECCOB U G/03.7
AOKYMeHTO060pOTa NO onepauMoHHOMY
yMpaBAeHUIO NePCOHANOM U paboTe
CTPYKTYPHOrO noApasaeneHuns
Crpaternyeckoe Pa3paboTKa cMcTembl CTPaTerMyeckoro H/01.7
ynpasneHue ynpaBAeHMa NepcoHasioM opraHmsauum
nepcoHanaom
opraHvsauum Peannsauma cuctembl cTpaTernyeckoro H/02.7
ynpasBneHua NnepcoHasioMm opraHusauunm
ALMUHUCTPUPOBAHME NPOLLECCOB U H/03.7

[OKYyMeHToo60poTa No cTpaternyeckomy
yrpaBAeHMIO MepCcoHa oM OpraH13aumnm

3.1. O6ob6uweHHan Tpyaosaa GyHKLUSA

[ll. XapakTepucTnKa 0606LLEeHHbIX TPYA0BbIX QYHKLNM




OKYMeHTaLMoHHOoe obecneyeHue paboTbl € YpoBeHb
HanmeHoBaHue Hoky 1 P Kog, A P 5
nepcoHasaom KBasMbMKauum
MpoucxoxaeHue
. N 3aMmcTBOBaAHO
0606LeHHONM TpyaoBOM OpwurunHan X
M3 OpUrMHana
dYHKUMM
Kog, PerncrpaumoHHbIi
opurnuHana HoMep
npodeccMoHanbHOro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMA
AO0NXKHOCTen, npodeccum

CneLmanuct no KaipoBoMy Ae/I0Nnpon3BOACTBY

Cneumannct no 4OKYMeHTaUMOHHOMY obecneyeHnto paboTbl C NePCoOHaNOM
Cneumannct no 4OKYMeEHTaUMOHHOMY obecneyeHuto nepcoHana
Cneumannct no nepcoHany

TpeboBaHus K
obpasoBaHUio U
o0byyeHuo

CpeaHee npodeccroHanbHoe obpa3oBaHmMe - NPorpamma NoAroTOBKM
CNeunanncToB cpegHero 3BeHa

JononHuTtensbHoe npodeccroHanbHoe 06pasoBaHmMe - NPOrpPaMmmbl
npo¢eccnoHanbHOM NepenoLroToBKM, MPOrPamMMbl NOBbIWEHNUA
KBannduKaLumm

TpeboBaHUA K ONbITY
npakTn4eckon paboTbl

Ocobble ycnoBus gonycka
K paboTe

[pyrve xapakTepucTuku




JononHuTenbHble XapaKTepUCTUKK

HanmeHoBaHMe JOKYMEHTa

Kog, HanmeHoBaHWe 6a30B0o rpynnbl, A40MKHOCTU (Npodeccum)
AN cneumanbHOCTH

OK3 2412 Cneunannctbl No Kagpam n npopopmeHTaumm

3423 Cneumannctbl KagpoBbIX CNYKO N yUperKaAeHNI 3aHATOCTH
EKC <3> - Cneumannct no Kagpam

- MHcnekTop no Kagpam
OKMNATP <4> 27755 SKOHOMMUCT No Tpyay

22956 MHcneKTop No Kagpam

3.1.1. Tpyposasa ¢yHKUUSA

nepcoHany

BeaeHue opraHM3aLUMOHHOM U
HanmeHoBaHMe | pacnopaauTenbHoOM A0KYMEHTaLUUKU no

MpowncxoxaeHne Tpya0BoW
dYHKUMM

Kog,

A/01.5

YpoBeHb
(noayposeHb) 5
KBannduKaumnm

OpuruHan X

3aMMCTBOBAHO
M3 OpUTrMHana

Kog,

OpUrnHana

PerncrpauMoHHbIi
Homep
npodeccnoHanbHoOro
CTaHAapTa

Tpyaosble geiictena | O6paboTKa M aHaNM3 NOCTyNaloLWen AOKYMEHTaLUKn No nepcoHany
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PaspaboTka U opopmneHme AOKYMEHTaLuM No nepcoHany (NepsrUUYHON, YYETHOM,
naaHoBOW, no coumnanbHomy obecneyeHuto, OpraHM3aLMOHHON,
pacnopsaguTenbHon)

Perucrpaums, y4eT v Tekyllee XpaHeHMe OpraH13aunmoHHON 1 pacnopaanTeNbHON
AOKYMEHTaLUMM No nepcoHany

Heobxoaumble
ymeHuA

PaspabaTbiBaTb NPOEKTbI OPraHN3aLMOHHbIX U PAcNopAANTENbHbIX AOKYMEHTOB NO
nepcoHany

OdopmnATb AOKYMEHTbI B COOTBETCTBUM C TpeboBaHUAMU TPaskAaHCKOro,
TPYyAOBOro 3akoHoaaTtenbctBa Poccuitickoit  ®depepaumyt M IOKaNbHbIMK
HOPMAaTUBHbLIMM aKTaMM OpraHM3aLum

Bectn yuyet mn peructpauuio SOKYMEHTOB B MHPOPMALMOHHBIX CUCTEMAX M Ha
MaTepmanbHbIX HOCUTENAX

OpI'aHM3OBbIBaTb XpaHeHne [OOKYMEHTOB B COOTBETCTBUMU C Tpe6OBaHVI$|MM
TPy4O0BOro, apXxmBHOro 3aKOHO4aTe/IbCTBa Poccuiickoi dDe,u,epau,MM MU TOKa1IbHbIMU
HOPMATUBHbIMWN aKTaMU OPraHn3sauunmn

AHaNN3NPOBaTb JOKYMEHTbI U MePEeHOCUTb MHGOPMaLMIO B 6a3bl AAHHbIX U OTYETbI

BbifiBNATL OWIMOKM, HETOYHOCTU, UCMPAB/IEHNA U HEAOCTOBEPHYIO MHPOPMaLUIO B
[OKYMEHTax, onpeaenatb JIETMTUMHOCTb AOKYMEHTOB

PaboTaTtb ¢ MHGOPMALMOHHBIMU CUCTEMAMM M Ba3ammM AaHHbIX NO BEAEHUIO YYETa],
ABUKEHUIO NepcoHana

CobntogaTh HOPMbI 3TUKM Ae10BOr0 06LLEeHUSA

Heobxoaumble
3HaHUA

MopsaaoKk odopMneHus, BeAEeHNA U XPaHEHNA AOKYMEHTOB No NepcoHany

MNopAnoK ydeTa ABUXKEHMNA KAAPOB U COCTaBAEHUA YCTaHOBHEHHOVI OTYETHOCTU

OcHosbl ,CI,OKYMeHTOO60pOTa N AOKYMEHTAUNOHHOTIO obecneyeHuns




TexHOMOrMK, MeToAbl U METOAMKM MPOBEeAEHUA aHanus3a M CMCcTemaTU3auum
OOKYMEHTOB 1 MHpopmaumm

MopafoK pacyeTa cTaxa, IbroT, KomneHcaumn, odopMAEeHUA NEHCUN PAaBOTHUKAM

CTpyKTypa opraHusaumnm

TpynoBoe 3aKOHOA4ATeNbCTBO M UHbIE aKTbl, CoAeprKallme HOpMbl TPYA0BOrO Npasa

OCHOBbl apXMBHOrO 3aKOHOAATE/NbCTBA W HOPMaTMBHbIE MNPaBOBble aKTbl
Poccuitickoin Pepepaumu, B YyacTu BeAeHMUA AOKYMEHTaLUMN No nepcoHany

3aKoHoAaaTenbcTBo Poccuitickon Peaepaumnmn o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpPMaTMBHbIe aKTbl OpraHM3auuun, peryavpylowme nopaaok
opopmneHna PacnopaanTeNbHbIX U OPraHN3aLMOHHbIX JOKYMEHTOB MO NepcoHany

HopMbl 3TUKM 1 AenoBoro obLeHnn

ba3oBble OCHOBbI MHPOPMATUKKM, CTPYKTYpPHOE MnocTpoeHue WHPOPMALMOHHBIX
CUCTEM U 0COHBEHHOCTM PAabOoTbl C HUMM

Opyrue
XapaKTepUCTUKM

3.1.2. TpyaoBaa pyHKLMA

BeaeHne AOKYMEHTAUUM MO YYETY U YpoBeHb
HanmeHoBaHWe | ABUXKEHWUIO KaapoB Koa A/02.5 |(nogypoBeHb) 5
KBannduKaumm
MpouncxoxaeHne TpyA0BON OpuriHan X 3aMmcTBOBaHO
dYHKUMM N3 opUrMHana




Koga PervcTpauMoHHbIN
opurnHana Homep
npodeccnoHanbHoOro
CTaHAapTa

Tpyaosble geicTena

MoAroTOBKa MPOEKTOB [AOKYMEHTOB NO  Mpoueaypam  ynpas/ieHus
NepcoHaiom, y4eTy U ABUKEHMUIO NepcoHana

Opl’aHM3aLI,MFI CnCTtembl ABUXKEHNA JOKYMEHTOB NO NepCoHany

C6op v NpoBepKa INYHbIX OKYMEHTOB paboTHMKOB

MogrotoBka U odopmaeHne no 3anpocy paboTHUKOB U AOMKHOCTHLIX JNL,
KOMWIA, BbINMUCOK U3 KaZAPOBbIX AOKYMEHTOB, CNPaBOK, MHPOPMALMK O CTaxKe,
NIbroTax, rapaHTUAX, KOMNEHCALMAX U UHbIX CBEAEHUIA O PabOTHMKaX

Bblgaya paboOTHUKY KagpoBbIX AOKYMEHTOB O €ro TPYA,0BON AeATe/IbHOCTH

JoseneHne ao cBegeHunA nepcoHana OpraHn3aunoHHbIX,
pacnopaanTeNbHbIX U KagpPOBbIX AOKYMEHTOB OpraHM3auunm

BeaeHue yyeTa paboyero BpemeHn paboTHUKOB

Pernctpaumsa, yyeT, onepaTMBHOE XpaHEHWE AOKYMEHTOB MO MepCoHany,
noAroToBKa K cAave ux B apxus

Heobxoaumble ymeHus

PaspabaTbiBaTb NPOEKTbI KAAPOBbIX 4OKYMEHTOB

OdopmnATb KaapoBble [AOKYMEHTbl B COOTBETCTBMM C TpeboBaHUAMM
TpyaoBOro 3aKkoHogatenbctsa Poccuiickoit depepaumm U NOKaNbHbIMU
HOPMaTUBHbIMM aKTaMM OpraHM3aumm

Bectn yyeT M perucTpaumio KaapoBblX AOKYMEHTOB B MHQPOPMALMOHHBIX
cMcTeMax M Ha MaTepuanbHbIX HOCUTENAX




OpraHM30BbIBaTb XpPaHEHME KaApoBbiX [AOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMAMMU TPYAOBOro, apXMBHOrO 3aKoHoAaTenbcTBa Poccuiickol
denepaunn U N10KaAbHbIMM HOPMATUBHbBIMK aKTaMKU OpraHmn3aLmnm

AHann3MpoBaTb KagpoBble AOKYMEHTbI M NepeHocuTb MHbopmaumio B 6asbl
[AaHHbIX U OTYeTbI

PaboTaTb co cneunannsnpoBaHHbIMU MHd)OpMaLI,MOHHbIMM cnmcrtemamm m
6asamu AadHHbIX MO BEAEHUIO y4eTa U ABUKEHUIO NePCOHaNa

PaspabaTbiBaTb  N/JaH  KOPPEKTUMPOBOK  YCTAHOB/NIEHHOTO  MOpsAKa
odopmieHNA AOKYMEHTOB MO MNEpPCoHasy W Peann3oBbiBaTb MPUHATbIE
N3MeHeHus

KoHTpoMpoBaTb NpuUcyTcTBMe paboTHUMKOB Ha paboyem mecTe

CobntoaaTh HOPMbI 3TUKM A€10BOr0 0BLLEHNA

Heobxoammbie 3HaHMA

MopsaaoKk opopmMmneHus, BEAEHUA U XPaHEHUA AOKYMEHTOB NO NepcoHany

MopAagok y4veTa AOBMXEHMA KaApoB M COCTaBAEHUA YCTaHOBHEHHOVI
OTHETHOCTU

MopsAfOK pacyeTa CTaxKa, /IbroT, KOMMeHcauuid, 0dopmMIeHUA NeHCUui
paboTHUKam

CTpyKTypa opraHusauum

TpyLoBOE 3aKOHOAATENIbCTBO U MHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO
npasa

OCHOBbl apXMBHOrO 3aKOHOAATE/NIbCTBA M HOPMAaTMBHblE MPaBOBble aKTbl
Poccuitckoit Pegepaumu, B YacTU BeAeHUA AOKYMEHTALMKN N0 NepcoHany

3aKoHogaTenbCTBo Poccuiickoit esepaunm o NnepcoHanbHbIX AaHHbIX




TexHoN0rMKn, MeToabl U METOAUKM NPOBEAEHNA aHAIM3a U CUCTEMATU3ALLUN
OOKYMEHTOB U MHpopMaumm

JloKanbHble HOPMaTMBHbIE aKTbl OPraHM3auuu, peryavpylowme nopagok
odopmMNeHns JOKYMEHTOB NO NepcoHany

OcHosbl LI,OKyMEHTOO60pOTa N AOKYMEHTaLMOHHOIo obecneyeHus

Hopmbl 3TMKK genosoro oblieHms

basoBble OCHOBbI MHPOPMaTHKHK, CTPYKTYpHOE nocTpoeHune
MHOOPMALLMOHHBIX CUCTEM M 0COBEHHOCTU PabOoTbl C HUMU

[pyrve xapakTepucTuku

3.1.3. TpyanoBaa pyHKLMA

HanmeHoBaHue

MpowncxoxaeHne Tpya0BoOW
dYHKUMM

AZLMWUHUCTPUPOBAHME NPOLLECCOB U
gK MEHTCF)JOgO oTa no pq: N ABUXKEHUIO YposeHb
AOKY P YHeTy M A Kog, A/03.5 |(noaypoBeHb) 5
KagpoB, NPeACcTaBAEHUIO OKYMEHTOB MO
KBannduKaumm
nepcoHany B rocysapCTBEHHbIE OpraHbl
3anmcTBOBaHO
OpurmHan X
13 OpUrMHana
Kopg PerncrpauMoHHbIi
opurMHana Homep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble AencTeus

OpraHunsauma 4OKYMeHTO060opOoTa No yyeTy 1 ABUKEHUIO Kaapos




OpraHmsauma AoKymeHToobopoTa MO NPEeACTaBleHUI0 AOKYMEHTOB Mo
nepcoHany B rocyAapCTBeHHble OpraHbl

MocTaHOBKa Ha yyeT opraHM3almu B rocyAapcTBeHHbIX OpraHax

MoArotoBKa MO 3anpocy rocyAapCTBEHHbIX OPraHoB, NPodecCMoHanbHbIX
COI030B U APYrUX NpeacTaBUTeNbHbIX OpraHoB PaboTHUMKOB OPUTMHAnNOB,
BbIMUCOK, KOMWUI AOKYMEHTOB

MoAroToBKa yBELOM/IEHWUIA, OTYETHOW M CTAaTUCTUYECKOW MHPOpMaLMK No
nepcoHany

MoarotoBKa MHGOPMALMM O 3aK/AOYEHUM TPYAOBOrO MW FPaXKAaHCKO-
NpaBoBOro /lOroBOopa Ha BbiNoAHeHWe paboT (OKasaHue ycayr) c
rpa*kAaHMHOM,  3amMelaBWMM  AO/PKHOCTM  FOCYAApPCTBEHHOM MU
MYHMLUMNANbHOW  CAYXObl, MepeyeHb  KOTOPbIX  YCTaHaBAMBaeTcA
HOPMaTUBHbIMW NPaBOBbIMM aKTammu Poccuitckoin eapepaumn

Heob6xoaumble ymeHun

OdopmnATb yyeTHble AOKYMEHTbI, NpeaocTaBiAsemMble B rocyapCcTBeHHble
opraHbl, npodeccMoHanbHble CO3bl U ApyrMe NpeacTaBUTeNbHbIE OpraHbl
paboTHMKOB

OpraHn30BbIBaTb XpaHeHMEe AOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMM
TpyaoBOro 3aKkoHogatenbctsa Poccuiickoit depepaumm U NOKaNbHbIMU
HOPMaTUBHbIMM aKTaMM OpraHM3aumm

PaboTaTb C MH(bOpMaLI,MOHHbIMM cucremamm 1 6asamu AaHHbIX NO BEAEHUIO
y4yeTa U ABUXKEHUIO NepCoHana

PaboTaTb C MHGOPMALIMOHHBIMK CUCTEMAMM W Ba3amMmM AaHHbIX MO BEAEHUIO
CTaTUCTUYECKOM N OTYETHOWN MHDOPMALLIMKM NO NepcoHany

AHanusnpoBsaTb NpasBuaa, NpoLeaypbl U NOPALOK, peryavpyowme npasa u
06A3aHHOCTN TOCYAapPCTBEHHbBIX OPraHOB M OpraHM3auuM Mo BOMPOCaM
obmeHa goKyMeHTaunen no nepcoHany




Bectu aenosylo nepenucky

Cobntoaath HOPMbI 3TUKM AEN0BOro 0bLLeHUs

Heobxoaumblie 3HaHUSA

TexHoN0rMK, MeToAbl U METOAMKM NPOBEAEHUA aHAIM3A U CUCTEMATU3ALLUN
OOKYMEHTOB M MHPopMaumm

OcHosbl LI,OKyMEHTOO60pOTa N AOKYMEHTaLMOHHOIo obecneyeHus

CTpyKTypa opraHusaumum

HopmaTtueHble NpaBoBble aKTbl Poccuitickoit depepaumm, peryampyoume
npasa M 06A3aHHOCTM rOCYAaPCTBEHHbIX OPraHoOB, MPOPECCUOHANbHbIX
CO030B W APYrUX NpeacTaBUTe/IbHbIX OPraHoB PaboTHMKOB Mo
NpeaoCcTaB/eHUI0 YYETHON AOKYMEHTaLUN

TpyLOBOE 3aKOHOAATENIbCTBO U UHbIE aKTbl, COAEpIKalle HOPMbI TPYAOBOTO
npasa

OCHOBbI apPXMBHOTO 3aKOHOAaTE/bCTBA MU HOPMAaTUBHbIE NPaBOBble aKTbl
Poccuitckoit deaepaumu, B Yactu BeAeHMUA AOKYMEHTaLUMUM No nepcoHany

3aKoHogaTenbCTBo Poccuiickoit Peaepaunn o0 nepcoHanbHbIX AaHHbIX

J1oKa/ibHble HOPMaTUBHbIE aKTbl OpraHM3aunmn, peryampyrowme nopagok
BeAeHUNA JOKYMEHTaUUN NO y4eTy U ABUXKEHUIO NepCOoHana

Hopmbl 3TMKK genoBoro obLieHus

ba3oBble 0CHOBbI MHPOPMATUKM, NOCTPOEHUA MHOOPMALMNOHHBIX CUCTEM U
0cobeHHOCTU PaboTbl C HUMK

[pyrve xapaktepuctnku

3.2. 0606w eHHan Tpyaosaa GyHKLUSA




[eatenbHoCTb Mo obecneyeHnto NepcoHaIom YpoBeHb

HanmeHoBaHue Kog, B

KBannduKaLumm
MpoucxoxaeHne

N o 3aMmcTBOBaHO
0606LeHHON TpyAoBOM OpwuruHan X
13 OpUrMHana
dYHKUMM
Kop PervctpaumMoHHbIN
opurMHana Homep
npodeccnoHanbHOro
CTaHAapTa

Bo3morKHble HaMMEeHOBaHMUA
AO0NXKHOCTen, npodeccui

Cneuwnanuct no noabopy nepcoHana
Cneumannct no nepcoHany
MeHepxep nNo nepcoHany

TpeboBaHusA K 0bpasoBaHUIO
n obyyeHuto

Bbicwee obpasoBaHue - bakanaspuar
JononHuTtenbHoe npodeccnoHanbHoe 06pa3oBaHme - MPOrpaMmbl
NOoBbILEHMA KBannpUKaLummn; nporpammsl NpopeccuoHanbHOM
nepenoarotToBku B 061actTi nomcka M noabopa nepcoHana

TpeboBaHUA K ONbITYy
NpaKTUYecKom paboTbl

Ocobble ycnosua aonycka K
paboTte

Lpyrve xapaktepucTmkm

JononHUTeNbHbIE XapaKTePUCTUKM




HavmeHoBaHMe fOKYMEHTa Kog, HavmeHoBaHWe 6a30Bo rpynnbl, J0AXKHOCTU (Npodeccum) nnm

cneumanbHOCTH
OK3 2412 CneumanncTbl NO Kagpam n npodpopueHTaumnm
3423 CneumanncTbl KagpoBbIX CAYKO M yuperKaAeHN 3aHATOCTH

EKC - Cneuunannct no Kagpam

- MeHeasKep no nepcoHany

OoKNnATP 27755 DKOHOMMCT No Tpyay

22956 MHCcneKTOop No Kagpam

3.2.1. TpyapoBaa pyHKLMA

C6op nHbOpmauum o noTpebHoCTAX YpoBeHb
HanmeHoBaHWe |OpraHusauunm B nepcoHane Koa B/01.6 |(noaypoBeHb) 6
KBannduKaumm
MpouncxoxaeHne TPyA0BOM 3aMmcTBOBaHO
P A PYA OpwuruHan X
dYHKUMM M3 OpUrMHana
Kog PervcrpauMoHHbIN
opuruHana HOoMep
npodeccMoHasbHOro
CTaHAapTa
TpynoBble AencrTeuna AHanun3 NNaHoB, CTpPaTeErnun 1 CTPYKTYPbl OpraHn3aumm

AHanns ocobeHHoCcTeM opraHnsauunun pa6OTbI n npoun3soacTtBa Ha
KOHKPETHbIX pa60qu mecTax
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AHanuM3 pblHKa Tpyda Mo opraHu3auun paboTbl Ha aHaNOrMYHOM
npou3BoACcTBe N pabouynx mecrax

dopmupoBaHmMe TpeboBaHM K BaKaHTHOW AO0/MKHOCTM (Npodeccuu,
CNeumnanbHOCTU) U UX KOppeKLms

AHanu3 pbiHKa Tpy4a M nepcoHana opraHuM3aumMm no npoduao BakaHTHOWM
AOMIKHOCTKM (Npodeccum, cnewmanbHOCTH)

NHdOopMMpOBaHME U KOHCY/IbTUPOBaHWE PyKoBoAUTENEN NOAPASAENEHUNN U
OpraHu3aLmMm No BONpocam pbiHKA TPyAa B YacTu obecrneyeHns NepcoHanom

Heobxogumble ymeHus

CobupaTb, aHanuaMpoBaTb W  CTPYKTypupoBaTb MHdopmauuio 06
0COBEHHOCTAX OpraHM3aLmMm pPaboT Ha Pas3IMYHBIX Y4aCTKax NPOM3BOACTBA U
Ha KOHKPETHbIX paboumnx MecTax C y4eTom Lesiei, 3a4a4, NN1aHoB 1 CTPYKTYpPbI
opraHusaumm

CobupaTtb, aHaNM3MPOBaTb W  CTPYKTYpMpoBaTb MHPopmauuio 06
0COBEHHOCTAX M BO3MOXKHOCTAX KagpoBOro NoTeHumMana opraHnsaumm

CobupaTtb, aHaNM3MPOBaTb W  CTPYKTYpMpoBaTb MHPopmauuio 06
0COBEHHOCTAX PbIHKA TPYAA, BKAKOYASA NPeaJ/oKeHns oT NpoBaiaepoB ycayr
no NOWCKY, NpuBAEYEHNIO, Nogbopy M 0T6OPY NepcoHana

dopmupoBaTb TpeboBaHMA K BaKaHTHOM Ao/XHOCTM  (npodeccun,
cneuunanbHOCTM) U onpeaensaTb KpUTepumn noabopa nepcoHana

BHOCUTb KOppeKTUpylolme cBeaeHMAa B TpeboBaHMA K KaHAuaaTam Ha
BaKaHTHble AO/IKHOCTU (Npodeccum, cneunanbHOCTH)

Monb30BaTbCA NOMCKOBLIMU CUCTEMAMMU U MHPOPMALMOHHBIMU pPecypcamm
ONA MOHWMTOPWMHIA  PblHKA  TPy4a, TpaXkOaHCKoOro W TPyA0BOro
3aKoHogaTtenbcTBa Poccuiickonn Pepepaumm

KoHcynbTMpOBaTb MO BOMpOCaM pbiHKA TpyAa B 4act obecrnedvyeHus
nepcoHasom




Cobntoaath HOPMbI 3TUKM AEN0BOro 0bLLeHUs

Heobxoaumble 3HaHMA

TexHoN0rMKn, MeToabl U METOAMKM MPOBEAEHUA aHAIM3a U CUCTEMATU3ALLUN
OOKYMEHTOB U MHpopMaumm

CTpyKTypa OpraHusauuuM W BaKaHTHble  OO/KHOCTM  (npodeccun,
cneunanbHOCTH)

MopsaAoK onpeaeneHnsa NepcnekTMBHOM M TeKyLwel NnoTpebHOCTM B Kagpax

NcToYHMKM obecneyeHunn OopraHun3saunun Kagpamu

Opl’aHM3aLI,VIﬂ pa60T Ha Pa3/INYHbIX y4aCTKax npoun3soacTtea, OpraHmM3auum,
oTpacnn

Obwme TeHAEHUMN Ha pbiHKe Tpyda U B OTAE/IbHOW OTPac/u, KOHKPETHOM
npodeccmun (AONKHOCTH, CNeLnanbHOCTH)

OcHOBbI NCMXOA0MNK N COLLUONOTUN TpyAa

OCHOBbl 3KOHOMWKM, OPraHM3auMmM TPYAa U ynpasBaeHns

TpyAaoBoOe 3aKOHOAATENbCTBO M MHbIE aKTbl, COAepXKallme HOPMbI TPYA0BOMO
npasa

OCHOBbl apXWBHOrO 3aKoHOAATeNbCTBA M HOPMAaTMBHblE MPaBOBble aKTbl
Poccuitckoit depepaumu, B YacTu BeAeHUA AOKYMEHTaLMM No nepcoHany

3aKoHogaTenbcTBo Poccuiickoi ®esepaunm o NnepcoHanbHbIX AaHHbIX

JlokanbHble HOpPMaTMBHbIE aKTbl OPraHM3auuu, peryavpylowmne nopagok
nogbopa nepcoHana

Hopmbl 3TMKK AesioBoro obuieHus

basosble OCHOBBbI MHPOPMATUKMN, CTPYKTYpHOE NoCTpoeHune




MHGOPMALIMOHHBIX CUCTEM U 0COBEHHOCTUN PaboTbl C HUMMU

Lpyrve xapakTepucTmkm

3.2.2. Tpyposas ¢pyHKUMSA

HanmeHoBaHMe |nepcoHana

Mouck, npusneyeHune, nogbop n otbop YpoBeHb

Kopn, B/02.6 |(noaypoBeHb) 6
KBanMpuKaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3aMmMCTBOBAHO

OpuruHan X
N3 OpUrMHana

Kop PerncrpauMoHHbIi
opurnHana Homep
npodeccMoHanbHOro
CTaHaapTa

Tpyaosble AencrTeus

MouCK BO BHYTPEHHUX U BHELWHUX UCTOYHUKAX MHGOPMaLMK O KaHauAaTax,
cooTBeTCTBYIOUIEN TpeboBaHMAM BaKaHTHOW AoJ/KHOCTM (npodeccun,
cneuyanbHoOCTH)

PasmelleHne cBedeHM O  BaKaHTHOM  AO/MMKHOCTM  (npodeccun,
cneunanbHOCTU) B CpeacTBax MaccoBoi MHGOopmaumn

Bbl60p cnocobos u MEeToa40B npusBse4eHUA nepcoHasia B COOTBETCTBUU C
yTBEPKOEHHBIMU NN1IAHAMU

MpoBepKa MWHPOpPMaALUMM O KaHAMZATax Ha BaKaHTHble [OOJI)KHOCTU
(npodeccum, cneumnansHocTH)

MNpoBeaeHne cobecegoBaHUi U BCTPeY C KaHAWAATaMM HA BaKaHTHble




AoMKHOCTU (npodeccuu, cneumanbHOCTH) ¢ obecnedeHnem obpaTHOM CBA3K

OueHKa COOTBETCTBMA KaHAMAATOB TPebOBaHWAM BaKaHTHOW [0/3KHOCTU
(npodeccum, cneumnansHocTH)

MogrotoBKa npeanioxKeHuit no <¢opmupoBaHmio bBrogkeTa Ha  MOMCK,
npuenedyeHune, nogbop n otbop nepcoHana

NHdOopMMpPOBaHME U KOHCY/IbTUPOBaHWE pPyKoBoAUTENEN NOAPASAENEHNI U
OpraHu13aLMm No BONpocam NpUBEYEHUS NEPCOHANA C OLLEHKOM 3aTpaT

Heobxoaumble ymeHun

OnpeaenaTtb KpUTEPMM NOUCKa, NpuBAeYeHnn, nogbopa u otbopa nepcoHana

CobuvpaTb, aHaM3MPOBATL U CTPYKTYPMPOBaTb MHPOPMALIMIO O KaHAMAATaX
M NpeasIoXKeHUAX Ha pbiHKe Tpyaa

Monb30BaTbCA MOUCKOBLIMUW CUCTEMAMMU U MHGOPMALLMOHHBIMW pecypcamm B
obnactn obecneyeHmn NnepcoHaiom

MpUMeHATb TEXHONOTMKU U METOAMKM MOWUCKa, NpuBaedYeHus, nogbopa U
oTbopa KaHAMAATOB Ha BaKaHTHbIe A0/IKHOCTU (Npodeccun, cneumnanbHOCTH)
B COOTBETCTBUE C UX cneuudpuKkon

Ucnonb3osaTb cpeactea obecneyeHus nepcoHasiom, BK/1l04aA
conposoXxgeHmne

HOHCVJ'IbTMpOBaTb no BOnpocam npueaevyeHnAa nepCcoHana

CocTaBnATb W KOHTPOAMPOBaTb CTaTbM pPacxodoB Ha obecrnedyeHue
nepcoHasiom A8 NNaHUPOBaHUA BIOAYKETOB

CobntogaTb HOPMbI 3TUKM AenoBoro obueHms

Heobxoaumblie 3HaHMSA

MNCcTOYHUKM obecnedyeHns opraHM3aummn Kagpamm

TexHoNnorMM M METOAMKU TMOUCKa, NpUBAEYEHUSA, no,a,6opa n 0T6opa




nepcoHana

Cuctembl, metogbl W GOPMbl  MaTeEPUaNbHONO W HemaTepuasibHOro
CTUMYNMPOBaHKNA TPyAa NepcoHana

TexHoNOrMKN N MmeToAbl POPMUPOBAHUA U KOHTPOAA BHOAKETOB

TexHoNOMMKN, METOAbl U METOAMKM MPOBEAEHMA aHaNM3a, cucTematmsaumm
AOKYMEHTOB M MHbOPMaL MK

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

ObwMme TeHAEeHUMM Ha pbiHKe TpyAa M B OTAE/IbHbIX OTPACAAX U BUAAX
npodeccMoHanbHOW AeATeIbHOCTH

OCHOBbI NCUXONOTUM U COLMONOTNN TPYAA

OCHOBbl 3KOHOMWKM, OPraHM3auMmM TpyAa U yNpaBaeHNA NepcoHaIoM

TpyAoBoe 3aKOHOAATENIbCTBO M MHbIE aKTbl, COAEpsKalle HOPMbl TPYA0BOrO
npasa

OCHOBbl apXWMBHOrO 3aKOHOAATeNbCTBA M HOPMAaTMBHblE MPaBOBble aKTbl
Poccuitckoit depepaumu, B YyacTu BeAeHUA AOKYMEHTaLUMM No nepcoHany

OcHoBbl Ha/IOrOBOro 3aKoHoAaTenbcTBa Poccuiickolt deaepaumm

3aKoHogaTenbcTBo Poccuiickoi ®esepaunm o NnepcoHanbHbIX AaHHbIX

JloKanbHble aKThbl opraHu1sauun, peryavpyrouwme nopAaaok obecneyeHunn
nepcoHaiom

Hopmbl 3TMKK AesioBoro obuieHus

ba3oBble OCHOBbI MHPOPMATUKM, NOCTPOEHMA MHOOPMALMOHHBIX CUCTEM U




0CcobeHHOCTU PaboTbl C HUMK

Lpyrve xapakTepucTmkm

3.2.3. Tpygposas ¢yHKUMSA

AZMUHUCTPUPOBAHME MPOLLECCOB M YpoBseHb
HanmeHoBaHue | AoKymeHTOOb6OpOTa obecneyeHus Kopn, B/03.6 |(noaypoBeHb) 6
nepcoHanom KBanUpMUKaLmm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3aMmMCTBOBAHO

OpuruHan X
N3 OpUrMHana

Kop PerncrpauMoHHbIi
opurnHana Homep
npodeccMoHanbHOro
CTaHaapTa

Tpyaosble AencrTeus

AHannM3 npoLeccoB AOKYMeHTO0b6opOTa, /IOKafibHbIX [AOKYMEHTOB MO
Bonpocam obecrneyeHna NepcoHanom

BegeHne uvHPopmauMm O  BaKaHTHbIX  AOJ/KHOCTAX  (npodeccusy,
cneumanbHOCTAX) U KaHgMaaTax

JOKymeHTauMoOHHOE COMpPOBOXAEeHWEe KaHAMAATOB Ha 3Tanax MNOUCKa,
npueBae4vyeHusA, no,a,6opa n 0T6opa nepcoHasna Ha BaKaHTHble A0/1XHOCTU

(npodeccum, cneymanbHOCTH), UHGOPMUPOBaAHUE KAaHAMAATOB O pe3y/ibTaTax
oTbopa

MoaroToBKa 3anpocoB 0 KaHAUAATaX B roCyAapCTBEHHbIE OpraHbl, B Cy4asnXx,
npeaycMOTPEHHbIX AEeNCTBYIOWMM 3aKoHOAATeNbCTBOM, M 06paboTka
npeAoCTaBAEHHbIX CBEAEHNN




MoarotoBka M 06paboTKa yBeAOMAEHWNA B TOCYAapCTBEHHbIE OpPraHbl,
npodeccMoHanbHble COK3bl W ApyrMe npeacTtaBuUTe/ibHble  OpraHbl
paboTHMKOB NO BOMpPOCam MOWCKa, npusBnedeHusa, nogbopa wn otbopa
nepcoHana

COI'IpOBO)-KAEHME Aorosopos no obecneyeHuto OpraHn3saunn nepcoHanom,
BK/1IOYaA npegsapuTesibHble npouenypsbl N0 UX 3aK1HOYEHUIO

Heobxoavmble ymeHun

ObecneuymBaTb LOKYMEHTALMOHHOE COMPOBOKAEHMNE BbIXOAA KaHAMAATA Ha
paboTy 1 nepemeLL,eHMsA NepPCoHanNa

OdopmnATb LOKYMEHTbI O BONpPOocam obecrneyeHuns KagpoBbiMu pecypcamu,
Heobxoaumble A8 MPEAOCTaB/lEHUA B  FOCYAAPCTBEHHbIE  OPraHbl,
npodeccroHanbHble COK3bl W ApyrMe NpeacTaBUTE/IbHbIe  OpraHbl
paboTHMKOB

OpraHn3oBbIBaTb XPaHEHWE AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMM
TPYZAOBOro, apXMBHOrO 3aKoHogaTesnbcTBa Poccuiickon degepaumn
JIOKaNIbHbIMM aKTaMM OpraHM3auum

AHanu3npoBaTb  AOKYMEHTbI 7 nepeHocUTb nHbopmauuto B
nHGOPMaLMOHHbIE CUCTEeMbI M 6a3bl AaHHbIX O KaHAnAaTax

PaboTaTtb ¢ MHGOPMALMOHHBIMK CUCTEMaMM 1 Ba3amM AaHHbIX NO BONPOCam
obecneyeHMa NepcoHaNOM, BedeHMIO MOWMCKA W y4yeTa KaHAMAATOB Ha
BaKaHTHble JO/IKHOCTU (Npodeccum, cneumanbHOCTH)

MpounsBoauTb NpefBapuTe/bHbie 3aKyrnoyHble Npoueaypbl U 0popmMAATbL
COMYTCTBYIOLLYIO LLOKYMEHTALMIO MO 3aK/0YEHWIO LLOTOBOPOB

OpraHun3oBbIBaTb M NPOBOANTb KOHKYPCbl, OPOPMAATb M aHaNM3NPOBaTb
KOHKYPCHYIO IOKYMEHTaLMIO

Bectn penosyto nepenncky

CobntogaTb HOPMbI 3TUKM AesioBoro obueHms




Heobxoaumble 3HaHMA

MopAagoKk odpopmneHus, BeAeHUA U XPaHEHUS LOKYMEHTaLMM, CBA3aHHOM C
NOWMCKOM, NpuBAeYeHMEM, NoAB0POM 1 OTEOPOM NepcoHasia Ha BaKaHTHble
OOJ/IKHOCTU

MopagoKk ¢opmupoBaHua, BeaeHWAa 6aHKa [AaHHbIX O MepcoHane
OpraHu13aumm 1 NPeaoCTaBNeHNA OTYETHOCTH

OcHosbl ,D,OKyMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

TexHoNOrMK, METOAbI U METOAUKMN NPOBEAEHMA aHaIM3a U cMcTemaTusaumum
AOKYMEHTOB U MHbOPMAL MK

MopsfoK  NpoBeAeHMA  KOHKYPCOB U 0dOpMIEHMA  KOHKYPCHOM
OOKYMEHTauuMm

MopAgoK  NpoOBeAeHWs  3aKyMoYHbIX  npoueayp W odopmneHus
COMYTCTBYIOLWEN LOKYMEHTALUN

CTpyKTypa OpraHusauMm W  BaKaHTHble  AO0/KHOCTM  (npodeccum,
cneuunanbHoOCTH)

TpyAoBOE 3aKOHOAATENBLCTBO M MHbIE aKTbl, COAEP KALLME HOPMbI TPYA0BOIO
npasa

OCHOBbl apXWBHOFO 3aKOHOAATE/NbCTBA U HOPMATMBHblE MPABOBblE aKTbl
Poccuiickoit ®epepaumm, B YacTu BeAEHMA AOKYMEHTALUM MO NEPCOHANy

OcHOBbI Ha/IOroBOro 3aKoHoAatenbcTea Poccuiickot depepaumm

3aKoHoaaTenbcTBo Poccuiickon Peaepaumm o NnepcoHanbHbIX AaHHbIX

JloKanbHble aKTbl OpraHusauuu, peryavpyowme nopagok noabopa
nepcoHana

MopAaoK 3aKAHOYEHNA A0TOBOPOB (KOHTPAKTOB)




Hopmbl 3TUKK AenoBoro obuieHus

ba3oBble OCHOBbI MHPOPMATUKM, NOCTPOEHUA MHOOPMALMOHHBIX CUCTEM U
0cobeHHOCTU PaboTbl C HUMK

Lpyrve xapakTepuctmukm -

3.3. O6obuLeHHas TpyaoBasa GyHKUMA

€ATE/IbHOCTb MO OLLeHKe 1 aTTecTaumu YpoBeHb
HanmeHoBaHune A Kopg C P 6
nepcoHana KBaIMbMKauum
MpoucxoxaeHue
o o 3anMmcTBOBAHO
0606LWeHHOM TpyaoBomn OpwurunHan X
M3 OpUrnHana
dYHKUMM
Kog, PerncrpauMoHHbIn
opuruHana HoMep
npodeccMoHanbHOro
CTaHAapTa
Bo3morkHble Cneumanunct No oueHkKe 1 aTTecTalmMmn nepcoHana
HaMMeHOBaHMA Cneumannct No NnepcoHany
OONXKHOCTeN, npodeccum MeHegyep No nepcoHany
TpeboBaHusA K Bbicwee obpasoBaHue - bakanaspuat

06pasoBaHMio N 0bydeHuto | [lononHMTeNbHOe NpodeccMoHanbHoe 06pa3oBaHMe - NPorpaMmsl
NOBbIWEHWA KBaNNPUKALMM; NPOrpammbl NpodeccuoHabHOM
nepenoAroToBkKM B 06/1aCTV NPOBEAEHMSA OLLEHKM NepcoHana

TpeboBaHUA K ONbITy -




npakTU4eckomn paboTbl

Ocobble ycnosua fonycka K
paboTte

Lpyrve xapakTepuctmukm

JonosnHuTebHbIE XapaKTePUCTUKN

HanmeHoBaHue AOKYMeEHTa Kop HanumeHoBaHWe 6a30B0o rpynnbl, 4OJKHOCTU (Npodeccun)
WA cneymanbHoCTU

OK3 2412 Cneumannctbl No Kagpam n npopopreHTaumm

3423 CneuunanncTtbl KagpoBblX CNYXKO U yUpeKAEHNIN 3aHATOCTU
EKC - MeHeaxep No nepcoHany
OKNATP 27755 DKOHOMMCT No TpyAay

22956 MHcneKkTOop NO Kagpam
3.3.1. Tpyposas dyHKUUSA

OpraHu13auna u NposeAeHNEe OLEHKM YpoBeHb
HanmeHoBaHMe |nepcoHana Kopa, C/01.6 |(noaypoBeHb) 6
KBafMpuKaumnm
MpoucxoxaeHne TpyLoBOM OpuriHan X 3amMmcTBOBaHO
dYHKUMM M3 OpUrnHana
Kog PerncrpauMoHHbIi

OpUrnHana HOoMep
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npodeccMoHanbHoOro
CTaHpapTa

TpyanoBble AencTeuns

AHaNU3 CTPYKTypbl, MAaHOB M BaKaHTHbIX A0/BKHOCTEN (npodeccuit,
cneumanbHocTelt) opraHusauum, ocobeHHocTed opraHusaumu paboTbl Ha
Pa3/IMYHbIX y4aCTKax NPOU3BOACTBA M KOHKPETHbIX pabounx mectax

Pa3pa60TKa naaHa OUEeHKWM nepcoHasna B COOTBETCTBMM C UEeNAMU
OopraHnsauumun

OugeHKa AMHaMUKM NPON3BOAUTENIBHOCTU, MHTEHCUBHOCTU U 3P PEKTUBHOCTH
TPpyZAa Ha pabounx mecTtax

OnpeaeneHve pecypcos, Bbi6oOp cpeacTB U METOAOB MPOBEAEHMA OLLEHKM
nepcoHana

NpoBeaeHne oueHKM NepcoHasia B COOTBETCTBMU C NJIaHAMUM OpPraHn3aumm

ConpoBOXAEHME OOrOBOPOB C  OPraHM3auusaAMM -  UCMOAHUTENAMMU
MeponpuaTUA MO OLEHKe MepcoHana, BK/AYanA npeaBapuTe/bHbIe
npoueaypbl Mo UX 3aKNHOYEHWIO

KoHcynbTMpOBaHME nepcoHana Mo BOMPOCaM OLLEHKM, BKJIKOYas OLEHKY
3atpar

AHanu3 pesy/nbTaToOB OLEHKW nepcoHana, MNOAroTOBKAa pPeKoMeHAaLuni
PYKOBOACTBY U NepcoHany

MoAroToBKa NpeanoxKeHuii No GopmmnpoBaHuio 6roaKeTa no opraHmnsaLmm n
NpoBeAEeHUIO OLeHKM NepcoHana

Heobxoaumble ymeHus

Onpeaenatb NapameTpbl U KPUTEPUMN OLLEHKM NepcoHana

Ol'lpe,ﬂ,eﬂﬂTb n nNpumMmeHATb Ccpeacrea M MeETodbl npoBefeHUnA OLEHKU
nepcoHana




Bblaenatb (onpeaenatb) rpynmnbl NepcoHana Aaaa nposeaeHna oLueHKN

Onpefensate MHTEHCUMBHOCTb TPyAa M 30Hbl noBblweHUs 3GPEeKTUBHOCTH
nepcoHana

OnpefenatTs MOTMBALMOHHbIE GAaKTOPbI MPOBEAEHUA OLLEHKU NEPCOHana

CocTaBnATb M KOHTPOAMPOBATb CTaTbM PACXOA0B HA OLLEHKY nepcoHana gaa
naaHNpoBaHUA 6I'Op,)-l-(ETOB

Ob6ecneumnBaTb OpraHn3auMoHHOE conpoBoOXAeHNE OUEHKN NepCoHana

ObecneumBaTb COXPaHHOCTb KOHOWUAEHLMANbHOW  MHPOPMALUK  NpuU
npoBeAeHUU OLLeHKN NepcoHana

OpraH130BbIBaTb XpaHeHWe AOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMM
TPYAOBOrO, apXMBHOTO 3aKoHoAaTenbcTBa Poccuiickoit Ddepepaumm 1
NNOKa/IbHbIMU HOPMATUBHbIMU aKTaMU OpPraHn3auunm

Cobupatb, aHanMsMpoBaTb W  CTPYKTypupoBaTb MHPOpMauUuiO O
npeasoXeHUAX Mo OLEHKe NepcoHana Ha pbiHKe Tpyaa

Mpouns3BoauTb NpeaBapuTenbHble 3aKymnoyHble Npoueaypbl M 0hpopmMAATb
COMYTCTBYIOLLYIO LLOKYMEHTALMIO MO 3aKJ0YEHWNIO LLOTOBOPOB

Ol'lpe,ﬂ,eﬂﬂTb ycnosuna AOnAa  3akKawdeHmA  A0oroBopoB Ha ycayrm no
nposeaeHno oueHKN NepcoHana

CuctemaTnsvpoBatb, 0606LaTb WM aHaAM3MPOBaTb pe3y/bTaTbl OLLEHKM
nepcoHana

ObecneuynBatb 06paTHYO CBA3b MO pe3ynbTaTaM NPOBeAEHHON OLEHKU C
NepcoHas oM U PYKOBOACTBOM

NMonb3oBaTbCA NOUCKOBLIMU CUCTEMAMMN, MHd)OpMaLI,MOHHbIMM pecypcamun n
6asamu AaHHbIX MO NpoBeAeHUNIO OLEHKN NepPCOHana




PaspabaTbiBaTb pekoMeHZALMM NO pPasBUMTUIO MEPCOHasa Ha OCHOBE
npoBeAeHHOM OLEHKMN

Cob1t04aTb HOPMbI 3TUKM A€/10BOr0 0BLLEeHNA

Heobxoaumblie 3HaHUSA

TexHON0rMKN U MeToAbl onpeaeneHna NPodeCcCUOHANbHbBIX 3HAHUI, YMEHUIA U
KOMMNeTeHU M

TexHoNnormm n meToabl OUEHKN IMYHOCTHbBIX KQYeCTB U XapaKTEPUCTUK

Cuctembl, meToabl M  GOPMbl  MaTEpPMaNbHOTO U HemaTepuanbHOro
CTUMYNMPOBaHUA TPyaa NepcoHana

TexHonormm n metoAapl (I)OpMMpOBaHVI‘r'I N KOHTPOAA 6PO,£I,)KeTOB

TexHoN0rMKn, MeToabl U METOAUKM NPOBEAEHUA aHA/IM3a U CUCTEMATU3ALLUN
OOKYMEHTOB M MHpOopMaLmm

OcHoBbl 0buleit U coumanbHOM MCUXOJIOTUU, COLMONOTUM U MCUXONOTUN
TpyAa

OcHosbl I'IpOVI3BO,CI,CTB€‘HHOV1 AeATeNbHOCTU OpraHn3aummn

MopA4oOK  npoBefeHWAa  3aKymouyHbIX npoueayp W odopmieHus
COMYTCTBYIOLWEN AOKYMEHTALMUN

CTpyKTypa oOpraHusauMm W  BaKaHTHble  AO/BKHOCTM  (Npodeccuuy,
cneuynanbHoCTH)

TpyLoBOE 3aKOHOAATENIbCTBO U MHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO
npasa

OCHOBbI apXMBHOIO 3aKOHOAATEe/IbCTBA M HOPMATMBHbIE MPaBOBbIE aKTbI
Poccuiickoit desepauum, B YacTu BeAeHMA AOKYMEHTaLUumM Nno nepcoHany

3aKoHogaTenbCTBo Poccuiickoi ®esepaunmn o nepcoHanbHbIX AaHHbIX




JloKanbHble HOPMAaTMBHbIE aKTbl OpPraHuW3auMu, Peryanpyowme nopsaaok
OLLEHKM NepcoHana

MopAfoK 3aKA0YEHNA AO0TOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK genosoro obueHus

basosble OCHOBbI MHPOPMaATHKHK, CTPYKTYpHOE nocTpoeHune
MHGOPMALMOHHbIX CUCTEM U 0COBEHHOCTU PabOoTbl C HUMM

[pyrve xapakTepucTuku

3.3.2. TpyaoBaa pyHKLMA

OpraHusauma n NnpoBeaeHne aTTecTaLmm YpoBeHb
HanmeHoBaHWe |nepcoHana Koa C/02.6 |(noaypoBeHb) 6
KBanuduKaumm
MpouncxoxaeHne TpyA0BON 3aMmcTBOBaHO
P A PYA OpwuruHan X
dYHKLMHU N3 OpUTrMHana
Kog PerucTpalMoHHbIN
opuruHana HoMep
npodeccMoHasbHOro
CTaHAapTa
TpynoBble AencTeuna AHannM3 CTPYKTypbl, NNAaHOB W BaKaHTHbIX AOJIKHOCTeM (npodeccuit,

cneumnanbHocTen) opraHmMsaumm, ocobeHHocTel opraHusaunm paboTbl Ha
Pa3NMYHbIX yYacTKax MPOU3BOACTBA M KOHKPETHbIX paboumx mecTtax

Pa3paboTKa MPOEKTOB AOKYMEHTOB, ONpeaenaoWmx NopsaaoK aTTectauum
nepcoHana, c oLueHKowu 3aTpat




ConpoBoXaeHne npouecca arrectaumm U paboTbl  aTTeCTaLMOHHOW
KoMmcemm

MoAarotoBKa nNpeanoxeHnin no GopmmpoBaHuMIo BloasKeTa Ha OpraHU3aLmio
1 NpoBeaeHne aTTectaumm nepcoHana

MoAroToBKa MpeasioKeHU O COOTBETCTBMM PaboTHUKA  [AO0NXMHOCTU
(npodeccuu, cneumanbHOCTH) NO pesyabTaTam aTTecTalnm B COOTBETCTBUM C
3aKoHogaTenbcTBoM Poccuiickoit Peaepaunn

Heobxoavmble ymeHus

OI'Ipe,D,EI'IFITb napameTpbl U KpUTEPUN aTTECTALNN NEPCOHaNa

Onpeaenatb v NPUMEHATbL CPEACTBA M METOAbl aTTecTalum

BblaenaTb rpynmnbl nepcoHana A4aa nposeaeHuns atrectaumum

ObecneuynBaTb  AOKYMEHTAUMOHHOE  COMPOBOMAEHME  aTTecTauuu
nepcoHana

CocTaBnATb U KOHTPO/IMPOBATL CTaTbM PAaCcXOA0B HA aTTecTaumio NnepcoHana
AnAa nnaHnpoBaHUA 6IOA)KETOB

Monb3oBaTbCA WHPOPMALMOHHLIMM pecypcamm M 6Hasamu OaHHbIX MO
NpoBeAEeHWIO aTTecTalmm

Bectn YYeT U permcTpaumnio 40KyMeHTOB B MH(bOpMaLI,VIOHHbIX cncTtemax n Ha
MaTepUanbHbIX HOCUTENAX

OpraHM30BbIBaTb XpaHEHME [OKYMEHTOB B COOTBETCTBMWN C TpeboBaHNAMM
TPYAOBOro, apXxMBHOrO 3akoHogaTenbcTBa Poccuiickoint depepaunn u
JIOKaNIbHbIMM AOKYMEHTaMW OpraHM3aumnm

MpounseoanTb NpeaBapuTeNbHble 3aKynouyHble npoueaypbl U 0popmMAATb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKJ0YEHWNIO LOrOBOPOB

CobntoaaTtb HOPMbI 3TUKK AeN10BOro 06LLEeHUA




Heobxoaumble 3HaHMA

I'Iopn,u,ox N TEeXHONOrnA nposeaeHnA atreCctaumm

TexHoNornMm 1 MmeToabl onpeaeneHns 1 oLLeHKU NpodeccnoHabHbIX 3HAHWUM,
YMEHUI U KOMNEeTEHUMNM

Cuctembl, metoabl M GOpPMbl MATEPUaNbHOTO W HemaTepuasibHOro
CTUMY/IMPOBaHMA TPyAa NepcoHana

TexHonorm n metoabl d)OpMMpOBaHVIFI M KOHTPOAA 6POA)KeTOB

TexHo/0rMKn, MeToabl U MEeTOANKN NPOBEAEHNA aHaNM3a U CUCTEMATM3aUMK
AOKYMEHTOB U MHDOPMaLUK

OcHosbl ﬂpOl/I3BO,CI,CTBEHHOVI AeATENbHOCTU OpPraHn3auunn

OcHoBbl 06L1el M couManbHOM MCUXOJIOTUU, COLMONOTUN U MCUXOJIOTUN
TpyAaa

MopAgoK  NpoBeAEHMA  3aKyMo4yHbIX  npoueayp W odopmneHus
COMYTCTBYIOLWEN AOKYMEHTALMUN

CTpyKTypa oOpraHuM3auMM W  BaKaHTHble A0O/MKHOCTM  (npodeccun,
cneuunanbHOCTK)

TpyaoBoe 3aKOHOAATE/IbCTBO U MHbIE aKTbl, COAEPKALLME HOPMbI TPY0BOrO
npasa

OCHOBbI apPXMBHOrO 33aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbIE aKTbl
Poccuiickoit ®epepaunm, B 4acTh BeeHMA AOKYMEHTALMM MO NepPCoHany

3aKkoHoaaTenbcTBO Poccuiickoi Peaepaumn o nepcoHanbHbIX AaHHbIX

JloKanbHble HOPMaTMBHbIE aKTbl OpraHW3auMu, PeryavpylolimMe nopagok
OLUEHKM nepcoHana

MopAAOK 3aKN0YEHNA 40rOBOPOB (KOHTPAKTOB)




HopMbl 3TMKM AeN0BOoro obLeHus

basosble OCHOBbI MHPOPMATUKMY, CTPYKTYpHOE nocTpoeHune
MHGOPMALMOHHbBIX CMCTEM M 0cobeHHOCTU PaboTbl C HUMK

Jpyrve xapaktepuctnku

3.3.3. Tpyposasa ¢yHKUMA

ALMUHUCTPUPOBAHME MPOLLECCOB U YpoBeHb
HavmeHoBaHue | 4oKymeHToob60OpOTa NpM NpoBeaeHUU Kog, C/03.6 |(noaypoBeHb) 6
OLLEeHKM 1 aTTecTaumm nepcoHana KBannduKaumm

MpoucxoxaeHne Tpya0BOM
dYHKUMM

3anmcTBOBaHO

OpwuruHan X
N3 opuUrMHana

Kog, PerncrpauMoHHbIn
opurnHana HOomep
npodeccMoHanbHOro
CTaHpapTa

TpyanoBble aencrTeuns

AHaM3 NPOLLECCOB AOKYMEHTOO60POTA, N0Ka/IbHbIX IOKYMEHTOB MO OLEHKe
W aTTecTaummn nepcoHana

OpFaHM3aLI,MOHHoe conposoxageHume MepoanﬂTMﬁ No OLeHKE NepCoHasla U
ero atrecrtauummu

OcdopmneHune npouecca v pesybTaToB aTTecTalMm NepcoHana

NHdopmMpoBaHMe NepcoHasna o pesy/bTaTax OLEHKM W aTTecTaumnm

MNoarotoska I'Ipe,ﬂ,ﬂO)KEHMﬁ Nno pPa3BUTUO NepCoHasa MNno pe3yabTaTaM




OLLEeHKM

ConpoBoxaeHWe [OO0roBOPOB MO  OKa3aHUIO  KOHCY/IbTAUMOHHbIX U
MHPOPMALMOHHDBIX YCAYT MO OLLEHKE 1 aTTecTaumm nepcoHana

Heobxoaumble ymeHuUs

Ob6ecneymBaTb AJOKYMEHTALIMOHHOE COMPOBOXKAEHMNE OLLEHKM U aTTecTaumm
nepcoHana

Od)OpM}'IﬂTb AOKYMEHTblI NO BOMNpocCam OLEeHKU U aTtTeCTaunn nepcoHana,
npenocraBsiAemMble B rocyaapCTBEHHbIE OPraHbl, I'IpOd)ECCMOHaﬂbeIe COHO3bl
n apyrne npeacraBuUTe/IbHblE OPraHbl pa6OTHMKOB

AHanusnpoBaTb Npasu/a, Npoueaypbl U NOPAAKM NPOBEAEHUS OLEHKU U
aTTecTaumm nepcoHana

BecTu yyeT 1 perncrpaumto 4OKYMeHTOB B MHGOPMALLMOHHBIX CUCTEMAX U HA
MaTepUanbHbIX HOCUTENAX

OpFaHM3OBbIBaTb XpaHeHne AOKYMeHTOB B COOTBETCTBUU C Tpe6OBaHVIF|MVI
TPyA4oOBOro 3aKOHOAOATENbCTBa Poccuiickoi dJe/J,epau,MM M NOKaJibHbIMU
dKTaMu opraHmnsauummu

Bectu fenoByto nepenmcky

PaboTtatb ¢ MHPOPMALMOHHBIMU CUCTEMAMU U Ba3aMm AaHHbIX MO BOMPOCaM
npoBeAeHMA OLEHKWN 1 aTTecTauum NepcoHana, BeAEeHUI0 y4eTa KaHANLaToB
Ha BaKaHTHble A0/1KHOCTU (Npodeccunn, cneumanbHOCTH)

AHanu3npoBaTb  AOKYMEHTbl W NepeHocuTb  WHPopmaumio B
MHPOPMALMOHHbIE CUCTEMbI M 6a3bl AaHHbIX

Cobntogatb HOPMbI STUKK AeN10BOr0 06LLeHUA

Heobxogumbie 3HaHUA

NopAagok Od)OpMI'IEHMFI, BeAeHUA U XpaHEHNA OOKYMEHTaUWn, CBA3AHHOM C
nposeaeHnemM oueHKN 1 aTTteCtallmm nepcoHana




Mopsagok ¢opmupoBaHMsa, BeaeHWa 6GaHKa AOaHHbIX O nepcoHasne
opraHu3aumm 1 npeaocTasieHna OTYETHOCTU

MopAgoK  NpoBeAEeHMA  3aKyMouyHbIX  Npoueayp W odopmneHus
COMYTCTBYIOLWEN AOKYMEHTALMUN

MopsaaoKk obopmaeHUA 4OKYMEHTOB, NPeAoCTaBAAEMbIX B FOCYAapPCTBEHHbIE
opraHbl, NpodeccMoHanbHble CO3bl U APYrMe NpeacTaBUTE/IbHbIE OpraHbl
paboTHUKOB

OcHosbl AOKyMEHTOOGOpOTa N AOKYMEHTALMOHHOIo obecneyeHus

CTpyKTypa oOpraHvsaumMm W  BaKaHTHble AO/MKHOCTM  (npodeccuuy,
cneumanbHoOCTH)

TpyZ0BOE 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOMO
npaea

OCHOBbI apXMBHOrO 3aKOHOAATENbCTBA W HOPMATUMBHbIE MPABOBbIE aAKTbl
Poccuitickon Pepepaumu, B Yyactu BeAeHMUA AOKYMEHTaLMM No nepcoHany

3aKkoHogaTenbCcTBo Poccuiickoii esepaumm o NnepcoHanbHbIX AaHHbIX

TexHo/0rMKn, MeToabl U MeTOANKU NPOBELEHUA aHaIM3a U CUCTEMATM3aUMK
ALOKYMEHTOB U MHbOPMaLUK

JlokanbHble HOPMATUBHbIE aKTbl OpPraHuM3auunun, peryampyrowme nopAanok
OUEeHKWN KN aTTeCtaunm nepcoHana

MopsafoK 3aKN04EHNS AOrOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK AenoBoro obuieHua

basosble OCHOBbI MHOPMATUKMK, CTPYKTypHOE nocTpoeHue
MHPOPMALMOHHbIX CUCTEM M 0COBEHHOCTU PabOTbl C HUMU




Lpyrve xapakTepucTmkm -

3.4. O606weHHas TpyaoBas GyHKUMA

eATe/IbHOCTb NO Pa3BUTUIO NepCcoHana YpoBeHb
HanmeHoBaHue A P P Kopg, D P 6
KBanmMduKaumnm
MNpouncxoxaeHne
N . 3anmcTBOBaHO
0606LIeHHONM TpyaoBOM OpwurunHan X
13 opuUrnHana
dYHKUMM
Koga PervctpauMoHHbIN
opurnHana Homep
npodeccMoHanbHOro
CTaHgapTa
Bo3morKHble Cneumannct no passBuTMo 1 0by4eHnto NnepcoHana
HaMMeHOBaHMA Cneumanunct No pa3BUTUIO Kapbepbl NepcoHana

AOoNXKHOCTeln, npodeccum Cneumannct no nepcoHany
MeHezarKep no nepcoHany

TpeboBaHusA K Bbicwee obpasoBaHue

obpa3oBaHUto M 0bydeHno | [lononHuTeNbHOe npodeccnoHanbHoe obpa3oBaHMe - NPorpammbl
NOBbIWEHUA KBanndmKaLmMm; nporpammbl NpodeccnoHanbHOM
nepenoAroToBkM B 06,1acT1 OpraHM3aLMOHHONO U NPOdECCMOHANBbHOTO
pa3BUTMA NepcoHana

TpeboBaHUA K OnbITy -
npakTU4eckomn paboTbl

Ocobble ycnosua gonycka K |-




pabote

[pyrue xapakTepuctnkm

[lononHuTe IbHbIE XapaKTepUCTUKK

HanmeHoBaHuMe AOKyMeHTa Kog, HanmeHoBaHue 6a30B0i rpynnbl, 4OMKHOCTM (Npodeccum)
WK CneumanbHOCTH
OK3 2412 Cneuuannctol No Kagpam 1 npodopmueHTaLnm
3423 CneumanncTbl KagpoBbIX CYKO N yupexaeHU 3aHATOCTU
EKC - MeHegxep no nepcoHany
OoKNnATP 27755 DKOHOMMCT No TpyAay
22956 MHCNeKTop no Kagpam
3.4.1. TpyaoBaa pyHKLMA
OpraHusauua u nposegeHne MeponpuATUin YpoBeHb
HanmeHoBaHWe | MO pPasBUTMIO U NOCTPOEHUIO Kog D/01.6 |(noaypoBeHb) 6
npodeccMoHanbHOM Kapbepbl NepcoHana KBanuduKaLmm
n o
poucxoxaeHue Tpya080u OpuriHan X 3aMmcTBOBaHO
byHKLMK M3 opuUrnHana
Kopg PervcrpauMoHHbIN
opuruHana HOoMep
npodeccMoHanbHoOro

cTaHgapTa
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Tpynosble geicTamna

AHaNn3 CTPYKTYpPbI, NJAHOB M BaKAHCU OpraHM3auum

AHanu3 ocobeHHoCTel PaboTbl Ha Pas3/INYHbLIX y4acTKax MPOM3BOACTBA U
KOHKPETHbIX paboumnx mectax

MoAroTOBKa MNPOEKTOB AOKYMEHTOB, OMpedenalolmx MopAagoK pasBuTUA
nepcoHana 1 NoCTpoeHMsA NpodeccMoHaNbHOM Kapbepbl C OLEHKOM 3aTpaT

PaspaboTKa nnaHoB NpodeccMoHanbHOM Kapbepbl PaboTHUKOB

dopmupoBaHMe KagpoBoro pesepsa

OpraHusaumsn MeponpuUATUIA no pasBUTUIO n NOCTPOEHUIO
npodeccnoHanbHOM Kapbepbl NepcoHana

MogrotoBKa npeasioxKeHui no GopmmupoBaHMio brogKeTa Ha OpraHn3aLmio 1
npoBeAeHMe MeponpuATUIA MO PA3BUTUIO M MOCTPOEHMIO NPOodeCcCUOHaNbHOM
Kapbepbl NepcoHana

AHanu3 spPeKTUBHOCTM MEPONPUATUI NO Pa3BUTUIO NePCOHaNa, NOArOTOBKA
npeasoXKeHui No pasBUTUIo

Heobxoavmble ymeHus

AHanu3upoBaTb ypoBeHb OOLWero pasBUTUA U NPOPEeCccUOHaANbHOWM
KBannUKaL MM nepcoHana

OnpenenAaTb KPaTKOCPOYHbIE M AOATOCPOYHbIE MOTPEBHOCTU pPasBUTUA
nepcoHana v NoCTpoeHMA ero NPodeccoHanbHOMN Kapbepsbl

Onpeaenatb KpUTepnn GopmMmUpPOBaHUA KagpPOBOro pesepsa opraHM3aLmm

CocTaBniATb UHAMBUAYANbHbIE NAaHbI KAPbEPHOIO PAa3BUTMA NEpPCoHana

MPUMEeHATb TEXHONOMMM M MeToAbl Pa3BUTUA MepcoHasa M NOCTPOEeHUA
npo¢deccMoHanbHOM Kapbepbl




CocTaBnATb MPEeA/IoKEHUMA W  KOHTPOAMPOBATb CTaTbM PacxodoB Ha
nporpammbl U MepPONpUATMA MO Pa3BUTUIO MNEepPCcoHasa M MOCTPOEHMUIO
npodeccMoHanbHOM Kapbepbl A5 NA1aHNUPOBAHUA BloAKeTOB

Onpeanenatb 3¢GEKTUBHOCTb MeEpPONpUATUI MO PasBUTUIO MepcoHana wm
NOCTPOEHUI0 NPodecCcMOHANbHOM Kapbepbl

PaboTaTb C MHd)OpMaLI,MOHHbIMM cuctemamm 1 6asamm A3dHHbIX NO NepCcoHany

CobnoaaTb HOPMbI 3TUKM A€/10BOro 0b6LLEHNA

Heobxogumbie 3HaHUA

Cuctema, cnocobbl, MeTogbl, MHCTPYMEHTbI MOCTPOEHUSA NPOPECCHOHANIBbHOM
Kapbepbl

MeToabl onpeaeneHns U OLEHKM JIMYHOCTHBIX W NpodeccMoHanbHbIX
KOMMNeTEHLN

Cuctembl, meToabl W  opmbl  MaTepuasbHOroO W HemaTepuanbHOro
CTUMY/IMPOBAHMA TPyAa NepcoHana

TexHon0orMKn, MeToabl POPMUPOBAHNA U KOHTPONA BIOAKETOB

TexHoNOrMK, METOAbI U METOANKMN NPOBEAEHMA aHaIM3a U cucTemaTUsaumnm
[OKYMEHTOB U MHbOPMAL MK

OcHoBbI NPOdECCMOHANLHON OpPUEHTALUU

OcHosbl ,EI,OKyMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

OCHOBbI NPOU3BOACTBEHHOM AEATE/IbHOCTM OpraHn3aLmm

OcHoBbl 06lIeNn M couurasbHOM MCUXONOTUKN, COLIMONOTUN U TMCUXOJIOTUN
TpyAaa

CTpyKTypa OpraHusauMum W BaKaHTHble  AO/KHOCTM  (npodeccun,
cnewumanbHoCcTH)




TpyAoBoe 3aKOHOA4ATE/IbCTBO M MHbIE aKTbl, COAEPXKallme HOPMbI TPYA0BOIO
npasa

3akoHoaaTenbcTBO Poccuinckon deaepaunm 0 NepcoHasibHbIX AaHHbIX

JloKanbHble HOPMaTMBHbIE aKTbl OPraHM3auuu, peryavpylowme nopagok
Pa3BUTUA U NOCTPOEHUA NPOodEeCcCHOHaNbHOM Kapbepbl NepcoHana

MopAAoK 3aKAH0YEHNA A0TOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK genosoro oblieHms

basoBble OCHOBbI MHPOPMaATHKMK, CTPYKTYpHOE nocTpoeHune
MHOOPMALIMOHHbIX CUCTEM U 0COBEHHOCTU PabOoTbl C HUMM

Lpyrve xapaktepucTmkm

3.4.2. Tpyposasa dyHKUMSA

HanmeHoBaHue

OpraHusaumsa obyyeHusa nepcoHana YpoBeHb

Kopa, D/02.6 |(noamypoBeHb) 6
KBannduKaumnm

MpowncxoxaeHne Tpya0BoW
dYHKUMM

3aMMCTBOBAHO

OpuruHan X
N3 OpUrMHana

Kopg PerncrpauMoHHbIi
opurnHana Homep
npodeccMoHanbHOro
CTaHgapTa

Tpyaosble AencTeus

AHanu3 pbiHKa ob6pasoBaTesibHbIX YCAYr U MOTPebHOCTeN opraHM3auuu B




oby4yeHnn nepcoHana

PaspaboTka nnaHOB, METOAMYECKUX MaTepunasios, ydyebHbiX MIaHOB W
nMporpamm, MPOEKTOB JIOKa/IbHbIX aKTOB MO O6y4yeHUio U pPassBUTUIo
nepcoHana, BK/O4Yan OLEHKy 3aTpaT

OpraHusauma MeponpuaT1in No obydyeHuto nepcoHana

MoAroToBKa NpeanoXKeHnn no GopmMMpoBaHMIO BIOAMKETA Ha OpraHM3aumio
0by4yeHuMs nepcoHana

AHann3 3pPEeKTUBHOCTU MEePONPUATUIA N0 0BYYEHUIO NepcoHana

Heobxoavmble ymeHus

AHann3npoBaTb U onpeaenAaTb NOTPebHOCTU B 06yYeHMM rpynn nepcoHana B
COOTBETCTBUM C LLeIAMMN OPraHn3aLmm

PaspabaTtbiBaTb nNAaHbl MNOAFOTOBKM, MNEPENOATOTOBKM W NOBbIWEHMA
KBaNMdUKaLMM Kagpos, y4ebHble NaaHbl U NporpaMmbl

AHann3npoBaTb PbIHOK 06pa3oBaTe/ibHbIX YCAYT U FOTOBUTbL MPeaoXKeHUA
Mo NocTaBWMKam ycayr

OpraHun3oBbIBaTb 06YyYatloLLIMe MEPONPUATUA

CoctaBnatb um KOHTPO/IMPOBATb CTaTbX PacXxo4oB Ha o6yqume nepcoHana
Ana nnaHNMpoBaHUA 6IOA)KETOB

Pa3pa6aTblBaTb N KOMMNJIEKTOBATb y‘-IE6HO-N\ETO,CI,VNECKMe AOKYMEHTbI

Mpon3BoauTb OLEHKY 3¢ HEKTUBHOCTM 0OYyUYEeHUs NnepcoHana

Mpoun3BoauTb NpeaBapuTe/ibHble 3aKyrnoYvHble npoueaypbl U obopmaeHne
COMYTCTBYIOLLEN JOKYMEHTALIMM MO 3aK/II0YEHMIO I0rOBOPOB

PaboTaTb ¢ MHPOPMALMOHHBIMU CUCTEMAMM M Ba3amMM AAaHHbIX NO NePCoHany




PaspabaTbiBaTb M 0GOPMAATL AOKYMEHTbI MO MpoOLLeccam opraHM3auuu
0by4eHuMs nepcoHana n ux pesyabratam

Cob1t04aTb HOPMbI 3TUKM A€/10BOr0 0BLLEeHNA

Heobxoaumblie 3HaHUSA

MeToAabl, MHCTPYMEHTbI UCC/1e0BaHMNA NOTPebHOCTN B 06y4YeHnn nepcoHana

MeToaonorna obyyeHus

TexHoNOrMKN, METOAbI N METOANKMN NPOBEAEHMA aHaM3a M cucTemaTmsaumm
AOKYMEHTOB M MHbOPMaL MK

MopsafoK pa3paboTKM NAaHOB NOArOTOBKK, NEPEenoAroToBKM U NOBbILWEHNUA
KBaNNPUKaLMM Kagpos, yuebHbIX NIaHOB M NPOrpamm

Cuctembl, metogbl W GOPMbl  MaTeEpPUaNbHONO W HemaTepuasibHOro
CTUMYNMPOBaHUA TPyAa NepcoHana

TexHoN0rMKN N MmeToAbl POPMUPOBAHUA U KOHTPONA BHOAKETOB

MopsAAOK BeAeHMA yyeTa M OTYETHOCTM NO MOArOTOBKE M MOBbIWEHWUIO
KBanuduKaLmMm nepcoHana

OcHosbl ,D,OKyMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

OCHOBbI TEXHONIOTUN npon3ssoAacTBa U AeATE/IbHOCTU OpPraHn3aunm

OcHoBbl 0bLieit M cOLManbHON MCUXONOTUKN, COLMONOTUM U MCUXON0TUN
TpyAa

MopsZoOK  npoBefeHWs  3aKyMoO4YHbIX  npoueayp W odopmieHus
COMYTCTBYIOLLEN AOKYMEHTALMUK

CTpyKTypa opraHmsauum

TpyL0BOE 3aKOHOAATENIbCTBO U MHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO




npasa

OCHOBbl apXMBHOIO 3aKOHOZATENbCTBA W HOPMATMBHbIE MPABOBbLIE AKTbI
Poccuiickoi Pepepaumm, B 4acTu BeAeHMUA AOKYMEHTALMUKN MO NepcoHany

OcHOBbI Ha/IOroBOro 3aKoHoAaTenbcTea Poccuiickot depepaumm

OcHoBbl 3aKoHoAaTeNbcTBa 06 obpasosaHmu Poccuiickoit deaepaumm

3aKkoHoaaTenbCTBo Poccuiicko desepaumm o nepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OpraHM3aLuMu, peryanpytowme obydeHue
nepcoHana

MopAfoK 3aKAHYEHNA A0TOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK genosoro obLieHus

basosble OCHOBbI MHPOPMaATUKMY, CTPYKTYpHOE NocTpoeHune
MHOOPMALIMOHHBIX CUCTEM U 0COBEHHOCTUN PaboTbl C HUMMU

[pyrve xapaktepuctnku

3.4.3. Tpyposasa ¢pyHKUMA

HanmeHoBaHuMe

MpoucxoxaeHne TpyLOBOM

dYHKUMM

OpraHu13aums aganTtalmm 1 CTaxKUpPOBKM YpoBeHb
nepcoHana Kog, D/03.6 |(noayposeHb) 6
KBannpuKaumnm
BOB
OpurHan X 3anmcTBOBaHO
M3 OpuUrnHana
Kog PerncrpauMoHHbIi

OpUrnHana HOMepP




npodeccMoHanbHoOro
CTaHpapTa

TpyanoBble AencTeuns

AHaNM3 ycnewHbIX KOPNOPaTMBHbIX MPAKTUK NO OpraHM3aunm agantauum v
CTa*XMpPOBKe NepcoHana

Pa3pa60TKa NAaHOB adanTaunun, CTaXXUPOBKKU NepCcoHana C OLI,eHKOVI 3aTpart

Opl’aHM3aLI,VIF| MepOﬂpMﬂTMﬁ no aganTtauuun, CtTaXXMpoBKe NepcoHana

NoarotoBka npe,a,no>+<eHm7| no coseplweHCTBOBAHUNIO CUCTEMbI aAanTaluUm,
CTa*XMPOBKK NepCoHana

MoAroToBKa NpeanoKeHnin no GopMMpoBaHUIO BIOAMKETa Ha OpraHM3aLUmio
afanTaumnmn U CTaXXMPOBKM NepcoHana

AHann3 3pPEeKTUBHOCTM MeponpuATMA NOo aganTauuMnm M CTaKUPOBKE
nepcoHana

Heob6xoaumble ymeHun

OI'IpEﬂ,e}'IFITb rpynnbl nepcoHana gnAa CTaxknpoBKU U agantaunm

OI'IpEﬂ,e}'IFITb pa6oqme MecCTa OnAa nposeaeHnAa CTaXXMpPOBKKU U aganTaunm
nepcoHana

CornacosbiBaTb MeponpnAaTUA agantaunn n CTaxkKMpoBKN C BOSMOXKHOCTAMMU
npon3soactea

Mpon3BOAUTL aHaNM3 U OLEHKY PesynbTaToB aganTaumu UM CTaXKMPOBOK
nepcoHana

CocTaBnATb NPEANOMKEHNA W  KOHTPOAMPOBATb CTaTbM pPacXodoB Ha
nporpammsl U MEpPONPUATMA NO aganTauMu U CTaKMPOBKE MepcoHana ana
NNaHMPOBaHUA BIOAKETOB

Mpou3BoauTb OUEHKY 3DPEKTUBHOCTM MepPOoNnpUATUIA MO aganTauuu u




CTaXMPOBKe nepcoHana

BHeapaTb cMCTeMbl BOBAEUYEHUS PaBOTHUKOB B KOPMOPATUBHYIO Ky/bTypy

Mcnonb3oBaTth MHGOPMALMOHHbIE CUCTEMbI M 6a3bl AaHHbIX MO NepcoHany

CobntoaaTtb HOPMbI 3TUKM AE€10BOro 0bLLeHUs

Heobxoaumble 3HaHUSA

MeToabl aganTaumm 1 CTa*KMPOBOK

TexHoNOrMKN, METOAbI U METOANKMU NPOBEeAEHMA aHaAM3a M cucTemaTmsaumm
[OKYMEHTOB U MHbOPMaL MK

NopAagok pa3pa60TKM NNAaHOB aganTaunn nepcoHazla Ha HOBbIX pa6oqu
mecTtax, noAroToBkn, nepenoaroToBkn W NosbllWEHUA KBaﬂM(bI/IKaLI,MM
nepcoHasna n opraHn3saunmn CtTaxXMpoBOK

MNopagoK cocTaBneHMA CMeT 3aTpaT Ha aganTaumio U CTaXKMPOBKY NepcoHana

I'Iopﬂ,u,or( BeaeHnAa y4vyeta U OTYETHOCTM NO adanTauunm U CTa*KUPOBKe
nepcoHana

Cuctembl, metogbl W GOPMbl  MaTEPUANbHOTO W HemaTepuasbHOro
CTUMYNMPOBaHUA TPpyaa NepcoHana

TexHonormm n metoabl d)OpMMpOBaHMFI N KOHTPOAA 6lO,D,H(ETOB

OCHOBbI TEXHONIOTUN nponssoAacTBa U AeATENIbHOCTU OpraHn3aunm

OcHoBbl 0bLieit M couManbHON MCUXONOTUN, COLMONOTUM U MCUXON0TUN
TpyAa

CTpyKTypa oOpraHusauuuM W BaKaHTHble  OO/KHOCTM  (npodeccun,
cneumanbHoOCTH)

TpyL0BOE 3aKOHOAATENIbCTBO U MHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO




npasa

OcHoBbI HaNOrOBOTrO 3aKoHoAaTeNbCTBA Poccuitickoit depepauum

3akoHoaaTenbcTBO Poccuinickon deaepaumnm o NepCcoHasibHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OPraHU3aL MK, PeryanpyloLLmMe aganTaumio u
CTaXMPOBKY NepcoHana

OcHosbl LI,OKyMEHTOO60pOTa N AOKYMEHTaLMOHHOIo obecneyeHus

MopAaoK 3aKAH0YEHNA A0TOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK genosoro oblieHns

basoBble OCHOBbI MHPOPMATHKHK, CTPYKTYpHOE nocTpoeHune
MHOOPMALLMOHHbIX CUCTEM U 0COBEHHOCTU PabOTbI C HUMM

Lpyrve xapakTepucTmkm

3.4.4. Tpyposas GyHKUUSA

HanmeHoBaHue

MpoucxoxaeHne TPyLOBOM
dYHKUMM

AZMUHNCTPMPOBaHME NPOLLECCOB U
QK MEHT(foﬁpo oTa no paI:BVITVIlO " YposeHb
AOKY P . P Kopa, D/04.6 |(noaypoBeHb) 6
npodeccMoHanbHOM Kapbepe, 0byyeHuto,
KBanMpuKaumnm

afanTauMn U CTaXKMPOBKe NepcoHana

3anmcTBOBaHO

OpuruHan X
13 OpUrMHana
Kop, PerncrpauMoHHbIi
opurnHana Homep
npodeccMoHanbHOro

CTaHOapTa




TpyAosble genicTeuna

AHanns npoueccos, Npasui M MOPALKOB OpraHMsaLMu nNpu nNpoBeLeHUU
MepPONpUATUIA NO pasBUTMIO U NpodeccMoHaNbHOM Kapbepe, 0byyeHuto,
afanTaumumn 1 CTaXKMpPOBKe NepcoHana

[JoKymeHTaunmoHHoe 0popmMIEHNE Pe3yAbTaTOB MEPONPUATUIA MO Pa3BUTUIO
MU npodeccMoHanbHOl Kapbepe, 0byyeHWio, afZanTauum M CTaKMPOBKe
nepcoHana

MoarotoBKa MHAMBMAYAbHbIX MNPEANOXEHUA HA OCHOBE pPe3ynbTaToB
npoBeAeHNA MePONPUATUIA MO Pas3BUTUIO U NPOodecCMOHaNbHOW Kapbepe,
0by4yeHuto, aganTauumn 1 CTaXKMPOBKe NepcoHana

MoAroToBKa NpeasioXeHUI MO COBEpPLIeHCTBOBAHMIO cucTeM obyuyeHus,
afanTauun U CTa)KMPOBKM, Pa3BUTUA W MOCTPOEHUA NPOodecCcMoHabHOM
Kapbepbl NepcoHana

ConpoBOXAEHME  [OrOBOPOB MO OKa3aHUMIO  KOHCYNbTAUMOHHbIX,
MHOOPMALLMOHHBIX YCIYyr, HeobXxoAWMbIX AN TNpoBegeHus obyyeHus,
afanTauun M CTaKMPOBOK, PasBUTUA W MOCTPOEHUA npodeccroHaNbHOM
Kapbepbl NepcoHana, BK/AOYasA npeABapuTesbHble npoueaypbl No  MX
3aK/0YEHMIO

BbinosHeHMe TpPebOBaHUI MO XpaHEHUIO MHPOpMauMM O pesy/bTaTax
obyyeHus, ajanTauMm U CTaXKMPOBKW, PAa3BUTUA U MOCTPOEHUS
npo¢eccroHanbHOM Kapbepbl NepcoHana

Heobxoavmble ymeHus

OdopmATL JOKYMEHTbI NO BOMPOCamM NpoBeaeHus obyyeHus, agantaumm u
CTAaXMPOBKK, PasBUTMA M NOCTPOEHUA npodeccMoHanbHOW Kapbepbl
nepcoHana, npegocTaBasemble B rocyAapcTBeHHble opraHbl,
npodeccoHanbHble COK3bl W ApyrMe NpPeacTaBUTENIbHbIEe  OpraHbl
paboTHMKOB

Obecne4ynBaTb AOKYMEHTALMOHHOE CONPOoBOXAeHWe 0byyeHuna, aganTaumnm
M CTaXMPOBOK, PasBUTUA W MOCTPOEHUA NPodeccMoHasbHOW Kapbepbl




nepcoHana

AHanusunpoBaTb Mpasuaa, Npoueaypbl U NOPAAKU NpoBeneHnn obyyeHus,
afanTauumn U CTaXKMPOBKW, PasBUTMA WM MOCTPOEHUs npodeccuoHanbHOM
Kapbepbl nepcoHana

OpFaHMBOBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C TpE6OBaHMFIMVI
3aKOHOA4aTE/IbCTBaA Poccuiickoi dDep,epau,MM MU NTOKaZlbHbIMN  aKTaMu
OopraHnsauumun

AHanU3npoBaTb  AOKYMEHTbI " nepeHocutb  MHPopmMaLmio B
MHPOPMALMOHHbIE cUcTeMbI U 6asbl AaHHbIX

BecTu yyeT 1 perncrpaumto LOKYMeHTOB B UHGOPMALLMOHHbBIX CUCTEMAX U Ha
MaTepuasbHbIX HOCUTENAX

PaboTaTb ¢ MHPOPMALIMOHHBIMK CUCTEMAMK 1 Ba3amu AaHHbIX NO BOMPOCam
obyyeHus, aganTauuMM U CTAXXMPOBKW, PasBUTUA W MOCTPOEHMUA
npodeccMoHanbHOW Kapbepbl NepcoHana, BeAeHUA ydyeTa KaHAuaaToB Ha
BaKaHTHble AO/IKHOCTU (Mpodeccuu, cneunanbHOCTH)

Bectu nenosylo nepenuncky

Cobntoaath HOPMbI 3TUKM AEe10BOro 0bLLeHUs

Heobxoaumble 3HaHMA

MopAagoKk opopmneHus, BeAeHUA U XpPaHEeHWUS LOKYMEHTaLMM, CBA3aHHOM C
CUCTEMOM 0By4YeHMs, adanTaumm U CTaXKMPOBKW, PA3BUTUA M NOCTPOEHUA
npodeccMoHanbHOW Kapbepbl NepcoHana

MopsafoK ¢opmupoBaHWMA, BeaeHWa 6aHKa [JaHHbIX O NepcoHane
OpPraHu3aLMm 1 NpPeaocTaBNeHNA OTYETHOCTH

HopmaTuBHble NpaBOBble aKTbl, Peryaupylowme npasa M 06A3aHHOCTU
roCyfapCTBEHHbIX OPraHOB WM OpraHM3auvu Mo NPefOCTaBJAEHUIO YYETHOM
AOKYyMeHTauum




MopsaaoK opopMIeHNUA LOKYMEHTOB, MPEAOCTaBAAEMbIX B FOCYAAPCTBEHHbIE
opraHbl M UHble OpraHMn3aLum

OCHOBbI IOKYMEHTO060pOTa U AOKYMEHTaLMOHHOro obecneyeHus

MopAgoK  MpoBeAeHWs  3aKyMmoYHbIX  npoueayp W odopmneHus
COMYTCTBYIOLWEN AOKYMEHTALUN

CTpyKTypa oOpraHusauMm W  BaKaHTHble  AO/KHOCTM  (npodeccumy,
cneunanbHoCTH)

TpyAoBOE 3aKOHOAATENLCTBO M UHbIE AKTbl, COAEP KALLME HOPMbI TPYL0BOTO
npasa

OCHOBbl apXWBHOrFO 3aKOHOAATE/NbCTBA U HOPMATMBHblE MPABOBblE aKTbI
Poccuiickoit ®epepaumm, B HacTu BeAEHMA AOKYMEHTALUM MO NEPCOHANyY

OcHOBbI Ha/IOroBOro 3aKoHoAatenbcTea Poccuiickot depepaumm

3akoHoAaTenbCTBo Poccuiicko ®esepaumm o nepcoHanbHbIX AaHHbIX

TexHoNOMMKN, METOAbI N METOANKMN NPOBeAEeHMA aHaM3a M cucTematmsaumm
[OKYMEHTOB U MHbOPMaL MK

JIoKanbHble HOPMATMBHbIE aKTbl OPraHW3aLMK, Peryanpylowme Mnopsaok
PasBUTUA U MOCTPOEHUS NpPodecCcMoHaNbHOM  Kapbepbl, 0byyeHus,
afanTauun 1 CTa’KMPOBKM NepcoHana

MopsaAoK 3aKN0YEHNS 4OrOBOPOB (KOHTPAKTOB)

HopMmbl 3TUKK Aenosoro obuieHun

basosble OCHOBbI MHPOPMaATUKM, CTPYKTYpHOE nocTpoeHune
MHOOPMALMOHHBIX CUCTEM U 0COBEHHOCTUN PaboTbl C HUMMU

[pyrve xapakTepucTuku




3.5. O606ueHHas TpyaoBasa GyHKUMA

€ATeIbHOCTb NO OpraHM3auum Tpyaa 1 YpoBeHb
HanmeHoBaHue A P U' PyA Kog, E P 6
onnatbl NepcoHana KBanmduKkauum
MpoucxoxaeHue
o o 3anmcTBOBaHO
0606uWeHHOM TpyaoBomn OpwurunHan X
N3 OpUrnHana
dYHKUMM
Kopg, PervctpaumoHHbIN
opurnHana Homep
npodeccMoHanbHOro
CTaHgapTa

Bo3moxHble
HauMeHOBaHMA
OO0/MKHOCTEN, npodeccunit

Cneupnannct o HOPMUPOBaHMUIO U onaaTe Tpyaa
CneuuanncT no opraHnsaumm 1 onnate Tpyaa
CneumanncT No KOMNeHcaumaM 1 JIbroTam
Cneuuannct no nepcoHany

MeHegaxep no nepcoHany

TpeboBaHusA K
obpasoBaHuio n 0byyeHuto

Bobicwee obpasoBaHue

JononHuTtenbHoe npodeccnoHanbHoe 06pa3oBaHMe - NPOrpamMmbl
npodeccMoHanbHOM NepenoaroToBkU B 06/1aCTV 3KOHOMUKM,
HOPMMPOBAHMA U ONAaTbl TPYAA, MPOrpamMmmMbl NOBbILWEHUA KBaindUKaLmMm

TpeboBaHUA K ONbITY
npakTuYeckoi paboTbl

Ocobble ycnoBus gonycka K
paboTe




[pyrue xapakTepuctnkm

[lononHuTe IbHbIE XapaKTepUCTUKK

HavmeHoBaHMe AOKYMEHTa Kopg, HanmeHoBaHMe 6a3o0BoM rpynnbl, fOAKHOCTM (Npodeccnm)
W CNeLmanbHOCTU

OK3 2412 Cneumannctbl No Kagpam n npodpopueHTaumnm

3423 CneumanncTbl KagpoBbIX CAYKO M yuperKaAeHN 3aHATOCTH
EKC - UHXKeHep N0 HOPMUPOBAHUIO TPyAaA

- TexHWK no Tpyay

- DKOHOMWCT MO TPYAY

- MeHepKep no nepcoHany
OKNATP 27755 DKOHOMMCT No Tpyay

22956 MHCcneKTop No Kagpam
3.5.1. TpyapoBaa pyHKLMA

OpraHusauua Tpyga nepcoHana YpoBeHb
HanmeHoBaHue Kog, E/02.6 |(noaypoBeHb)
KBannduKaLumm

MpoucxoxaeHne TpyLOBOM Opurian X 3anMmcTBOBaHO
dYHKUMM M3 OpUrnHana

Kog PervctpaLMoHHbIN
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opurmMHana HOoMep
npodeccMoHanbHOro
cTaHgapTa

Tpyaosble geicTuA

AHanM3  ycCnewHbIX  KOPMOPaTMBHbLIX  MPAKTUK MO OpraHM3aumu
HOPMWPOBAHWA  TpyAa AAA  Pas/IMYHbIX  KaTeropuit  nepcoHana,
ocobeHHOCTEl NPOM3BOACTBA U AeATE/IbHOCTM OpraH13auum

PaspaboTKka cucCTEMbl OpraHuM3auMM TpyAa MepcoHasa W nopsaaka
HOPMMPOBaHUA TPyaa Ha paboumx mecTax C OL,eHKOM 3aTpaT Ha nepcoHan

BHegpeHMe cucTembl OpraHuM3auMu TpyAa MepcoHasna M KOHTPOAA Hag,
HOPMWPOBaHWEM C onpedeseHMem  TPYAOEMKOCTW, HOPMAaTUBHOM
YnUCAEHHOCTH, rpadMKoB paboT M yCNoBKUIA ONAaTbl TPYAA NepcoHana

BbiaBneHne pe3epBOB NOBbIWEHUA NPOU3BOAUTENBHOCTU TPYyAa U KadyecTsa
HOPMUPOBAHUA TpyAda, NOArOTOBKa npe,u,nomeHMﬁ Nno USMEHEHNAM YCI'IOBVIVI
M onnartbl Tpyaa nepCcoHana

MoaroToBKa NpeasoxeHnn no GopmMmnpoBaHUIo bBrogKeTa Ha opraHn3auuto
TpyAa nepcoHana

OnpegeneHne 3ddEKTUBHOCTM paboTbl CUCTEMbI OpraHMsauum Tpyaa wu
HOPMMPOBaHMA TPyaa Ha pabounx mecTax

Heob6xoavmble ymeHun

BHegpaTb MeToabl PaUuMOHaNbHOM OpraHM3auumn Tpyaa

Pa3pa6aTbIBaTb NAaHbl OPraHN3auMOHHbLIX U TEXHUYECKUX MepoanﬂTMVl no
NoBbIWEHNIO NPON3BOANUTE/IBHOCTU TPyAa

AHanusnpoBaTb COCTOAHWE HOPMWUPOBAHUA TPyAa, KadyecTBO HOpM,
nokasareneu no Tpyay

AHanusmpoBatb 3¢PeKTUBHOCTb PaboTbl CUCTEMbI OpraHM3auuM Tpyaa
nepcoHana u HOpMMPOBaHMA TPYAa Ha paboumnx mecTax




CoctaBnATb UM KOHTPOAMPOBaTb CTaTbM pPAcXodoB Ha onaaty Tpyaa
nepcoHana Ans naaHuposaHua 6104>KeToB

Pabotatb ¢ WHOOPMALMOHHBIMM cUCTEMAMM WM 6a3amym  AaHHbIX MO
HOPMMPOBaHWIO U OniaTe TpyAa nepcoHana

Paspab6aTbiBaTh M 0HOPMAATL 4OKYMEHTbI MO HAaNpPaBAEHMUIO AEATENbHOCTH

Cobntoaath HOPMbI STUKK AeN10BOr0 06LLEeHUA

Heobxogumbie 3HaHMA

MeToabl yyYeTa 1 aHanM3a NoKasaTesel no Tpyay v onnate Tpyaa

MeTogbl onpepeneHvsa, OUEHKM WU  CpaBHeHuA I'IpOM3BO,D,CTB€HHOl7I
WHTEHCUBHOCTU U HANPAXEHHOCTU Tpyda

MeToabl HOPMUPOBAHUA TPYAa

MexoTpac/ieBble M OTpac/neBble HOPMaTUBbI TPYAO0BbIX 3aTpaT

CoBpemeHHble $OpPMbl, CUCTEMBbI OMaThl U yyeTa MPOU3BOAUTEIbHOCTM
TpyAa nepcoHana

Cuctembl, meToabl M GOPMbl  MaTepManbHOr0O W HemaTepuanbHOro
CTUMYNMPOBaHNA TPyAa NepcoHana

TexHonorn n metoabl d)OpMMpOBaHVIﬂ M KOHTPOAA 6|'0,£|,)-KeTOB

TexHo/0rMKn, MeToabl U MEeTOAMKU NPOBEAEHNA aHaNM3a U CUCTEMATM3aUMK
[OKYMEHTOB U MHDOPMaLUK

OcHosbl ,EI,OKyMEHTOO60pOTa N AOKYMEHTALMOHHOIO obecneyeHus

Mopsaok TapudumKaumm paboT n paboumx, yCTaHOBAEHUA LONKHOCTHbIX
OKNaaoB, Aonnat, HaabaBoK M Ko3pPMUMEHTOB K 3apaboTHOM naTe,
pacyeTa CTUMYAUPYIOLWLMX BbinNaaT




TapudHO-KBanMPMKaLMOHHbIE CMPABOYHUKM PaboT 1 npodeccunin paboumx un
KBaNMPUKALMOHHbIE XapaKTEPUCTUKM AOJIKHOCTEN CAYKALUMX

OcHOBbI TEXHONOTUMN npon3soAacTBa U AeATEeNIbHOCTUN OpraHn3aunn

CTpyKTypa oOpraHvsaumMm W  BaKaHTHble  AO/KHOCTM  (npodeccuuy,
cneuunanbHoOCTK)

Kagposaa NnoAnMTUKa U cTpaTerna opraHmsaumnm

JKOHOMMKa TpyAa

OcHoBbl 0ObLe U COLMaNbHON NCUXONOTUM, COLIMOOTUM U MCUXONOTUK
TpyAa

TpyA0BOE 3aKOHOAATE/IbCTBO M MHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOMO
npasa

OCHOBbI apXMBHOIO 3aKOHOAATE/IbCTBA M HOPMATMBHbIE MPaBOBbIE aAKTbl
Poccuitickon ®epepaumn, B Yactu BeAeHMUA AOKYMEHTaLMK No nepcoHany

OcHOBbI Ha/IOroBOro 3akoHoaartenbcTea Poccuiickon ®eaepaumm

3aKoHoAaTenbCTBo Poccuiickoi desepaumm o nepcoHanbHbIX AaHHbIX

JIOKasibHble HOpMaTMBHbIE aKTbl OpraHu3auuu, peryampytowme nopasok
OopraHnsauunn Tpyga h HOpMnpoBaHUA NepCcoHana

MopAQoK 3aKN0HYEHNA A0TOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK AenoBoro obLieHus

basosble OCHOBbI MHPOPMATUKMY, CTPYKTYpHOE nocTpoeHue
MHPOPMALMOHHbBIX CMCTEM M ocobeHHOCTU paboTbl C HUMM

[pyrve xapaktepuctnku




3.5.2. TpynoBaa ¢pyHKLMA

HanmeHoBaHue

OpraHusauma onaatbl TPy4a NepcoHana YpoBeHb

Kopa, E/01.6 |(noaypoBeHb) 6
KBannpuKaumnm

MpouncxoxaeHne TPyA0BOW
dYHKUMM

3aMmcTBOBaAHO

OpwuruHan X
U3 opurMHana

Koz PerncrpaumoHHbIi
opurnHana HoMep
npodeccMoHanbHOro
cTaHgapTa

TpyanoBble AencTeuns

AHaNM3 ycnewHblX KOPMOPATMBHbIX MPaKTUK MO OpraHM3aumm CcUctembl
onnaTbl TPyAa nepcoHana

PaspaboTKa cucTemMbl onsaThl TpyAa NepcoHana

¢OpMMpOBaHMe n1aHOBOro 6IOA)KET3 d)OHLI,a onnatbl TPyA4a,
CTUMYNNPYOLWNUX N KOMNEHCAaUMOHHbIX BbINaT

BHeapeHWe cucTembl ONaTbl TPyAa NepcoHana

MoAroToBKa NPeanosKeHuii Mo CoBEpPLLIEHCTBOBAHMUIO CUCTEMbI OMaTbl TPyAa
nepcoHana

Heobxoaumble ymeHus

CocTaBnATb M KOHTPOIMPOBATL CTaTbM PACXOA0B Ha ONaTy TpyAa NepcoHana
ANA NNaHMPOBaHUA 6l0AXKeToB U GOHA0B

NMpumeHATb TEXHONOTUM MaTepmaanon moTuBauun B ynpaBaeHuUn
nepcoHasiom




Pa3pabaTtbiBaTb KOHLEMUMIO MOCTPOEHUA MOTUBALMOHHBIX MPOrpamm
pabOTHMKOB B COOTBETCTBUM C LLEIAMM OpraHmn3aLmm

AHann3MpoBaTb COBPEMEHHbIE CUCTEMbl OniaThl M MarepuanbHoOM
(moHeTapHoO) moTMBaLMM TPyAa ANA Lenei opraHnsaumm

AHann3npoBaTb ypOBEHb OMAATbl TPyAa NepcoHana No COOTBETCTBYHOLMM
npodeccnoHanbHbIM KBaindrKaumam

MpoBOAWTb MOHUTOPWUHT 3apPaboTHOM NAaThl Ha PbiHKe Tpyaa

AHann3npoBaTb GopMbl MaTepPUaNbHOrO CTUMY/IMPOBAHUSA, KOMMEHcauuii u
NbrOT B ON/1aTe Tpy4a nepcoHana

Pa6OTaTb C MHd)OpMaLI,MOHHbIMVI cuctemamum m 6a3aMVI AaHHbIX MO onnarte
TpyAaa nepcoHana

CocTaBnATb NPOrHO3bl PAa3BUTUA ONAATbl TPyAa NepcoHana

CobntogaTb HOPMbI 3TUKM AenoBoro obuweHns

Heobxoammbie 3HaHMA

dopmbl 1 ccTeMbl 3apaboTHON NAaThl, NOPALOK COCTaBNeHUA 6IOAKETOB

Cuctembl, metogbl W GOPMbl  MaTEPUANLHOTO W HemaTepuasbHOro
CTUMYNMPOBaHUA TPpyaa NepcoHana

TexHonorMKn 1 meToabl GOPMMPOBAHUA U KOHTPONA broaKeToB U GOHA0B

MopagoKk TapuduKauum paboT M paboyunx, YCTaHOBAEHWUA OO0MKHOCTHbIX
OKNafgos., gonaaT, HaabaBok U Ko3pdULMEHTOB K 3apaboTHOM NiaTe, pacyeTa
CTUMYINPYIOLWMX BbINAAT

MeTtoabl onpeaeneHns YNCIEeHHOCTU PaboTHMKOB

TapudHo-KBanMPUKaLMOHHbIE CNPABOYHMKM PaboT 1 npodeccnit paboumnx u
KBa/NIMPUKALMOHHbIE XapaKTEPUCTUKN AO0NKHOCTEN CYHKALLMX




MeTozbl y4eTa n aHa/nM3a NokasaTesien no Tpyay v 3apaboTHouM niaTe

TexHoN0rMKn, MeToabl U METOAMKM MPOBEAEHUA aHAIM3a U CUCTEMATU3ALLUN
OOKYMEHTOB U MHpopMaumm

KagpoBas MoAUTMKA U CTpaTerna opraHnsaumnm

CTpyKTypa oOpraHusauMm W  BaKaHTHble  AO/KHOCTM  (npodeccum,
cneumnanbHoOCTH)

TpyAoBOe 3aKOHOAATENbCTBO M MHbIE aKTbl, CoAepiKallme HOPMbl TPYA0BOMO
npasa

OcHoBbl Ha/IOrOBOro 3aKoHoAaTeNbcTBa Poccuiickoli deaepaumm

3akoHoaatenbcTso Poccuiickon degepaumnn o nepcoHasibHbIX AaHHbIX

JIoKanibHble HOPMaTUBHbIE aKTbl OPraHU3aLMK, PerympytolLme onaaty Tpyaa

OCHOBbI TEXHONOMUM MPOM3BOACTBA N AEATE/IbHOCTU OpraHmn3aumm

OCHOBbI IOKYMEHTO060pOTa U AOKYMEHTaLMOHHOro obecnevyeHus

MopAfoK 3aKA0YEHNA AO0TOBOPOB (KOHTPAKTOB)

OcHoBbl 0bulelt U couManbHOM MCUXOIOTUMN, COLMONOTUM U MCUXONOTUU
TpyAa

Hopmbl 3TMKK genosoro oblieHns

basoBble OCHOBbI MHPOPMaATHKHK, CTPYKTYpHOE nocTpoeHune
MHOOPMALMOHHbIX CUCTEM U 0COBEHHOCTU PabOTbl C HUMM

[pyrve xapakTepucTuku

3.5.3. TpyapoBaa pyHKLMA




AOMUHMCTPUPOBAHME NPOLLECCOB U YpoBeHb

HanmeHoBaHMe | AOKyMeHTOO6OpPOTa NO BONpOCam Koa E/03.6 |(noaypoBeHb) 6

OpraHusaunun Tpygda n onnatbl NepcoHana KBaJ'IMd)VIKaLI,MM

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
M3 OpuUrMHana
Kog, PerncrpaumoHHbIi
opurnHana HOmep
npodeccMoHanbHOro
CTaHpapTa

Tpynosble gencTamna

AHannM3 npoLeccoB AOKYMeHTO0b6opOTa, /IOKafibHbIX [AOKYMEHTOB MO
BOMPOCaM OpraHu3aLmMm oniathl U TpyAa nepcoHana

OdopmneHne 4OKYMEHTOB NO BOMPOCam OnaaThbl M TpyAa nepcoHana

MoarotoBka I'IpEAJ'IO)KeHMﬁ Nno BONpoOCaMm onaaTtbl U TpyAda NepCcoHana

MoAroToBKa MPeasioXKEHUI MO COBEPLUEHCTBOBAHWMIO CUCTEMbI OMAAThl W
OpraHu13aLmm Tpyaa nepcoHana

I£|,OKYMeHTaLI,l/IOHHOG M OpraHM3auMoOHHOE conpoBOoXgeHne CUCTembl
OpraHn3auunun n onnatbl Tpyaa NnepcoHasia

MoarotoBka M 06paboTKa 3anpocoB W yBeAOMAEHWUIM O paboTHMKax B
rocyfapcTBeHHble  OpraHbl, npodeccrmoHanbHble CO3bl UM Apyrue
npeacrtasuTeibHble  OpraHbl pa6OTHVIKOB, no cuctemam onnatbl n
opraHu3aumu Tpyaa nepcoHana

COI'IpOBO)K,D,EHME Aorosopos no OKa3aHuto KOHCY/1IbTaLWMOHHDIX,
I/IHd)OpMaLI,MOHHbIX ycnyr no Ccucrtemam onnaatbl U oOpraHun3auunm Tpyaa




nepcoHana, BK/oYan npeasaputeibHbie NPoLeaypbl Mo UX 3aKAH0HEHUI0

Heobxogumble ymeHus

ObecneynBaTb [AOKYMEHTALMOHHOE COMPOBOMAEHME MEpPOnpUATUA Mo
onnaTe W opraH13auMM TpyZa nepcoHana

OdopmnATb AOKYMEHTbl MO BOMPOCam OMiaTbl M OpraHWsauuu Tpyaa
nepcoHana, npegocTaBasemble B rocyAapcTBeHHble opraHbl,
npodeccroHanbHble COK3bl W ApyrMe NpPeAcTaBUTENbHbIEe  OpraHbl
paboTHMKOB

AHanu3npoBaTb HOPMaTMBHbIE U MeToANYECKME AOKYMEHTbI NO BOMpOCam
on/iathl M OpraHM3aumMm Tpyaa nepcoHana

OpraHu3oBbIBaTb XpaHeHWe AOKYMEHTOB B COOTBETCTBUMWU C TpeboBaHUAMM
3aKoHogaTenbctBa Poccuitickon dedepauunm U NIOKaAbHBIMK - aKTamm
opraHusaumm

Bectn yyeT u permcTpaymio LOKYMEHTOB B MH(I)OpMaLI,MOHHbIX Cncremax u Ha
MaTepuaabHbIX HOCUTENAX

PaboTaTb C UHPOPMALMOHHBIMWN CUCTEMaMM M Ha3aMuM JaHHbIX MO cUCTEMAM
on/iaTthl U OpraHM3aumMm Tpyaa nepcoHana

Mpon3BoauTb NpeaBapuTe/ibHbIe 3aKymodHble npoueaypbl M 0bopPMAATL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aK/0YEHWNIO 0rOBOPOB

Bectn genosyto nepenncky

CobntoaaTh HOPMbI 3TUKM A€/10BOr0 0BLLEHNA

Heobxoammbie 3HaHUA

MopAagok Od)OpMﬂEHVIﬂ, BeaeHnA N XpaHeHUA JOKYMEHTaUUn nNo CMCtemam
onnatbl W OpraHM3aunn Tpyada nepcoHana

HopmaTuBHble NpaBOBble aKTbl, Peryaupylowme npasa M 06A3aHHOCTU
rocyfapcTBEHHbIX OPraHOB M OPraHuW3auuMy Mo NpPeaocTaBAEHUIO YYETHOW
AOKYyMeHTauum




TexHoN0rMKn, MeToabl U METOAUKM NPOBEAEHNA aHAIM3a U CUCTEMATU3ALLUN
OOKYMEHTOB U MHpopMaumm

JloKanbHble HOPMaTMBHbIE aKTbl OPraHM3auuu, peryavpylowme nopagok
onnathl, OpraHn3aLMm U HOPMUPOBAHUA TPYAa

OcHosbl LI,OKyMEHTOO60pOTa N AOKYMEHTaLMOHHOIo obecneyeHus

Mopsagok ¢opmupoBaHMA, BeaeHWa 6GaHKa AOaHHbIX WM NpeaocTaB/ieHus
OTYETHOCTM MO CUCTEMAM ONaTbl U OPraHU3aLMmM Tpyaa nepcoHana

TpyAoBOE 3aKOHOAATENbCTBO M UHbIE aKTbl, CogepiKallme HOPMbl TPYA0BOMO
npasa

OCHOBbl apXWBHOrFO 3aKOHOAATE/NbCTBA U HOPMATMBHblE MPABOBblE aKTbI
Poccuiickoit ®epepaumm, B HacTu BeAEHMA AOKYMEHTALUM MO NEPCOHANyY

OcHOBbI Ha/IOroBOro 3aKoHoAatenbcTea Poccuiickot depepaumm

3akoHoAaTenbCTBo Poccuiicko ®esepaumm o nepcoHanbHbIX AaHHbIX

MopAAOK 3aKA0YEHNA 40rOBOPOB (KOHTPAKTOB)

MopA4oOK  npoBefeHWAa  3aKymouyHbIX npoueayp W odopmieHus
COMYTCTBYIOLWEN AOKYMEHTALMUN

Hopmbl 3TMKK genosoro obuieHus

Basosble OCHOBbI MHPOPMaTUKMY, CTPYKTYpHOE nocTpoeHue
MHOOPMALIMOHHBIX CUCTEM U 0COBEHHOCTUN PaboTbl C HUMMU

Lpyrve xapakTepucTmkm -

3.6. 0606w eHHas TpyaoBas GyHKUMA



[eaTenbHOCTb MO opraHM3aunm

YpoBeHb

HanmeHoBaHue - M Kopg, F 6
KOPMNOPaTUBHOM COUMANBbHON NOANTUKM KBanmMduKaumnm
MpoucxoxaeHne
N . 3anMmcTBOBaHO
0606L,eHHON TPYAOBOM OpwuruHan X
13 OpuUrMHana
dYHKUUM
Kog PerncrpauMoHHbIi
opurnHana Homep
npodeccMoHanbHOro
CTaHgapTa

Bo3moxHble
HaMMeHOBaHMA
AOoNXKHocTen, npodeccui

CnewumanncT No coumanbHbIM NporpaMmmam

Cneumanuct no pabote c npeAcTaBUTENbHBIMU OpraHamu paboTHUKOB
Cneumanmnct No KOPNopaTUBHOM COLMANBbHOM NOANTUKE

CneumanncT no nepcoHany

MeHezakep No nepcoHany

TpeboBaHus K
obpasoBaHuio K 0bydyeHuto

Bbicwee obpasoBaHue

JononHuTtenbHoe npodeccroHanbHoe o6pasoBaHMe - NPOrpammbl
npo¢eccroHanbHOM NepenoaroToBKM U NPOrPaMMbl NOBbILLEHMS
KBannPMKaLMmM B 061aCTU COLMANbHbIX MPOTrPaMm

TpeboBaHuA K onbITy
npakTU4eckomn paboTbl

Ocobble ycnosus gonycka K
paboTte

Lpyrve xapakTepucTmukm

JononHntenbHble XapaKTEPUCTUKN




HanmeHoBaHMe AOKYMEHTA Kop HanmeHoBaHWe 6a30B0M rpynnbl, 4OJXKHOCTU (Npodeccunn)
WAN cneumanbHOCTH

OK3 2412 Cneunannctbl No Kagpam u npopopueHTaLmm
3423 Crneumannctbl KagpoBbIX CNYKO N yupexaAeHU 3aHATOCTU
EKC - Cneumanmnct no Kagpam

- MeHegaskep nNo nepcoHany

OKNATP 27755 DKOHOMMCT No TpyAay

22956 MHcneKTop NO Kagpam

OKCO - -

3.6.1. Tpyposas dyHKUUSA

Pa3spaboTKa KoprnopaTUBHOW coLManbHOM YpoBeHb
HanmeHoBaHMe | NOAUTUKM Kopa, F/01.6 |(nomypoBeHb) 6
KBannduKaLumm

MpoucxoxaeHne T oBOM 3aMMmCcTBOBAHO
P A PYA OpuruHan X
dYHKUMM M3 OpuUrnHana

Kogm PervctpauMoHHbIN
opurMHana Homep
npodeccMoHanbHOro
CTaHAapTa

pr,D,OBbIe ,D,EVICTBMFI AHanus yCnewHbIX KOPNopaTUBHbIX MPAaKTUK NO OpraHn3aunn coumnaabHOro
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NapTHEPCTBa, cou,maanoﬁ OTBETCTBEHHOCTU U COLUUA/IbHbIX MPOrpamm

Pa3paboTka KOpNopaTUBHbIX COLMANbHbLIX NPOrpamm

PaspaboTKa cucTembl BbinaaT paboTHMKaM COLMaNbHbIX broT

OpraHusauma neperosopos ¢ NpodeccMoHasibHbIMKU CO3aMu U APYrMMU
npeacrasmTebHbIMU opraHamm paboTHUKOB, 061LLecTBEHHbIMU
opraHM3aumamm, B3aMmoAencTeme ¢ rocyaapcTBeHHbIMU opraHamm

MoAaroToBKa npegsioxeHuit no <¢opmupoBaHuio b6logKeTa B YacTu
obecneyeHMs KOPNOPATUBHOM COLMANbHON MNONUTUKM

Heobxoavmble ymeHus

Onpefenate  uenesble  rpynnbl  MepcoHana  gaa  paspaboTku
CMNeumMann3mpoBaHHbIX COLMANbHbIX NPOrpPamm

[JoBoauTb MHPOPMALMIO O COLMA/bHbIX NPOrpammax 4O LeneBbiX rpynn
nepcoHana c UCNoJib30BaHNEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHUKaL M

Onpefenatb KPUTEPUUN M YPOBHM YA0BAETBOPEHHOCTU NEPCOHaNa

Mcnonb3oBaTb mMaTepuasnbHble M HemaTepuasbHble CUCTEMbI, METoAbl U
bopMbl MOTMBALLMM B YIPABAEHUN NEPCOHANOM

Onpefenate ob6bembl CPeacTB ANA Peannsaumm CoumasbHbIX rapaHTUi,
KOPMOPATUBHBIX JIbIOT U WMHbIX 3/IEMEHTOB KOPNOPaTUBHbIX COLMAAbHbIX
nporpamm ans GopmmnpoBaHua 6roaKeToB

CoctaBnATb M KOHTPO/MPOBATb CTaTbM PACXOAOB Ha COUMabHble
nporpammbl g1s NJaHUPOBaHMA BIOAKETOB

Mpon3BoanTb NpeaBapuUTebHble 3aKyMNoYHble nNpoueaypbl U opopmaeHume
COMYTCTBYIOLWEN AOKYMEHTALLMM NO 3aKJOYEHMIO LOrOBOPOB

Cobntogatb HOPMbI 3TUKK AeN10BOro 06LLeHUA




Heobxoaumble 3HaHMA

MopAagoK M meToabl Pa3paboTKM MAaHOB M MNPOrpamm COLMaNbHOTO
pa3BMTUA OpraHn3aLmun

MeToabl aHa/IN3a BbINOJIHEHWUA COLMA/BHBIX NPOrPamMM M onpeaeseHnsa ux
3KOHOMMYECKOMN 3PpPEKTUBHOCTH

Cuctembl, meToabl M GOPMbl  MaTepuManbHOr0O WM HemaTepuanbHOro
CTUMYNMPOBaHNA TPyaa NepcoHana

TexHonorum u metoabl d)OpMMpOBaHVIﬂ N KOHTPOAA 6|'0,C|,)-K6TOB

MeToabl nNpoBeAeHMA  COLMOJIOTMYECKMX  UCCNeAoBaHWi,  U3ydeHuA
0bLecTBeHHOro MHeHUs

TexHoNorMM, MeToapbl U MeTOANKM NPOBELEHMA aHAIN3a U CUCTEMATM3ALLNK
AOKYMEHTOB 1 MHGOpMaLum

MopAgoK  NpoBeAEeHMA  3aKyMo4yHbIX  npoueayp W odopmaeHus
COMYTCTBYIOLWEN AOKYMEHTALMUN

OcHosbl I'IpOM3B0LI,CTB€HHOl7| AeATeNbHOCTU OpraHn3aumnun

OcHoBbl 0ObLWel U COLMANbHON NCUXONOTUM, COLMONOTUM U MCUXONOTUK
TpyAa

CTpYKTYypa, Lenu, cTpaterns v Kaaposas NoJIMTUKA OpraH1saumum

TpynoBoe 3aKOHOAATE/IbCTBO U MHbIE aKTbl, COAEPKALLME HOPMbI TPYLO0BOIO
npasa

OcHOBbI Ha/IOroBOro 3aKoHoaartenscTea Poccuiickon ®epepaumm

HopmaTuBHble MpaBoOBble aKTbl, peryauvpylowme npasa uU o06A3aHHOCTU
rocyapCcTBEHHbIX OpraHoB, npodeccnoHasibHbIX CO30B U APYrux
npeacTaBuTeIbHbIX OpraHoB paboTHMKOB




3akoHoaaTenbCcTBO Poccuiickon Peaepaunm o nepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OpraHM3auuK, peryauvpylowme nopsaaok
$boOpMMpPOBaAHUA COLMANBHOMN MOAUTUKK

OcHOBbl MpPaBOBOro peryanpoBaHua Poccuiickoit depepauum nopsagka
3aK/l0YEHUM A0roBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK Aenosoro obLieHus

basosble OCHOBbI MHOPMATUKM, CTPYKTypHOE nocTpoeHune
MHPOPMALMOHHbIX CUCTEM M 0COBEHHOCTU PabOoTbl C HUMU

[pyrve xapakTepucTuku

3.6.2. TpypoBaa pyHKLMA

HavmeHoBaHMe | NOAUTUKMK

Peannsauma KOpNopaTMBHOW COLMANbHOM YpoBeHb

Kopa, F/02.6 |(nomypoBeHb) 6
KBannduKaLumm

MpoucxoxaeHve Tpya0BOii
bYHKLMM

3aMMCTBOBAHO

OpurnHan X
n3 OpUrMHana

Kogm PervctpauMoHHbIN
opurMHana Homep
npodeccnoHanbHOro
CTaHAapTa

Tpyaosble gecTeua

BHeApeHMe KOpnopaTMBHbIX COLMANbHbLIX MPOrpamm, B TOM 4ucCAe o
coumanbHOM NoAAepsKKe OTAe/IbHbIX rpynn paboTHMKOB




Peanusauma cucTembl COLMaNbHbIX /IbFOT, BbiNAaT paboTHMKaM C y4eTom
TpeboBaHWUIi 3aKkoHOoAaTeNbCTBaA Poccminckon Peaepaunm

OueHKa yA0B/IETBOPEHHOCTU MepcoHana KopnopaTUBHOM  coLManbHOM
NOAUTUKOMN

OueHKa 30dEKTUBHOCTM  MEPONPUATUIA  KOPNOPATUBHOM  coLManbHOM
NOJIUTUKM

NoarotoBka I'Ipe,D,I'IO)KEHMVI no coBepPLEHCTBOBAHUIO MepoanﬂTMVl
KOpI'IOpaTMBHOf;I cou,maanoﬁ NONNTUKHN

MoAroToBKa NpeanoXKeHuit no GopmMMpoBaHUIO BlOAXKETa Ha peanusauumio
KOPMNOPaTMBHOWM COLMANbHOMN MONUTUKKN U COLMAbHBIX MPOrpPamm

Heobxoaumble ymeHua

PaccuntbiBaTb 3aTpaTthl Ha NPoOBEAEHWE CMEeLMann3npPoBaHHbIX COLMAbHbIX
nporpamm

MpoBOANTL MOHUTOPUHT YCMELIHbIX KOPNOPaTUBHbIX COLMAbHbBIX NPOrpamm

MNpoBOAUTb MEpPONPUATUA B COOTBETCTBUM C KOPMOPATMBHOM COLMANbHOM
NOSINTUKOM

Oﬂpe,ﬂ,eﬂHTb Luenesble rpynnbl nepcoHana AanAa co34aHuA
cneunannsnpoBaHHbIX COLMAIbHbIX NPOrpamm

Onpefenatb KPUTEPUUN U YPOBHM YA,0B/1ETBOPEHHOCTU NEPCOHANA

Onpepenatb 3pPeKTUBHOCTbL MEPOMNPUATUIN PeannU3yemMONn KOpMNopaTUBHOM
COUMaNbHOW NOJIUTUKN

OpraHu3oBbIBaTb  B3aMMOAEWCTBME C  [OCYAAPCTBEHHbIMW  OpraHamu,
NpPodeccUoHaNbHbIMKN CO3aMKN U APYTMMU NPEACTaBUTENbHBIMU OpraHammu
PaboOTHMKOB, OBLECTBEHHBIMW M MHbLIMW OPraHM3aLMAMM MO BOMPOCAM
peann3aLmm KopnopaTUBHOM COUManbHOM NOJUTUKK




AHanM3MPOBaATb PbIHOK YCAYr MO COLMasbHbIM W CheLnanm3MpoBaHHbIM
nporpaMmmam CouManbHOM NOAAEPHKKN YNEHOB LIeJIEBbIX FPyMnn U roTOBUTb
NpPeanoKeHUA MO UX NOCTaBLMKAM

MpounseoauTb npeaBapuTesbHble 3aKymoyHble npoueaypbl M opopmAATb
COMYTCTBYIOLLYIO AOKYMEHTALMIO NO 3aKA0YEHWNIO ,O0rOBOPOB

Cobntoaatb HOPMbI STUKK Ae710B0ro 06LLeHUA

Heobxogumbie 3HaHUA

Bonpockl ynpaBneHua coumanibHbIM pa3BuTMEM OpraHmn3aumm

MeToabl aHanu3a BbINOJHEHUA KOPMNOPATUBHbIX COLMANbHbBIX MPOrpamm w
onpeaeneHns nx SKoHoMmn4eckom spGeKTUBHOCTH

Cuctembl, MmeToapbl, GOPMbl  MaTepuanbHOrO W HemMaTepuasbHOro
CTUMYMPOBaHNA TPyAa NepcoHana

MeToabl NpoBeAeHUs  COLUMONOTMYECKMX  MUCCAeAOoBaHUN,  M3ydyeHus
0bLecTBEHHOro MHEHUA

TexHON0OrnKN, MeTOAbl U METOANKM NPOBEAEHUA aHAM3a U CUCTEMATU3ALMM
[OKYMEHTOB U MHbOPMaL MK

HopmaTtuBHble MpPaBOBble aKTbl, Peryavpylolme npasa WM 06s3aHHOCTU
roCy4apCTBEHHbIX OpPraHoB, MNPodecCUMOoHasbHbIX CO30B U APYruX
npeAcTaBUTE/IbHbIX OpPraHoB PabOTHMKOB MO NPeAoCTaBAEHUI0 YYEeTHOM
AOKYMeHTauum

MopAdOK  MpoBeAEeHMA  3aKymouyHbIX  npoueayp W odopmneHusa
COMYTCTBYIOLWEN AOKYMEHTaUUK

CTpyKTYypa, Luenu, cTpater1s v Kaaposas NoNTUKA OpraH13aumnm

OcHoBbl I'IpOM3BO,£I,CTBEHHOl71 AeATENbHOCTU OpPraHn3auunn

OcHoBbl O6|.I.l,€ﬁ n cou,maanoﬁ ncuxonornm, coymnonornm n ncnxonornn Tpyga




TpyAoBoe 3aKOHOAaTENbCTBO M MHbIE aKTbl, COAEpXKallme HOPMbl TPYA0BOr0O
npasa

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMATMBHbIE MPAaBOBble aKThl
Poccuitckoin degepaumu, B Yactm BeAeHMUA AOKYMEHTaLUMUN MO NepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoaaTenbcTea Poccuiickon deapepaumm

3aKkoHogaTenbCcTBo Poccuiickoi desepaumm o NnepcoHanbHbIX AaHHbIX

JIOKasibHble aKTbl OpraHu3auuu, peryavpyrowme nopagoK BHeApeHUA
cou,maanoﬁ NONNTUKN

MopAQoK 3aKA0YEHNA A0TOBOPOB (KOHTPAKTOB)

HopMbl 3TUKK AeN0BOoro obLeHus

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE nocTtpoeHue
NHPOPMALLMOHHBIX CUCTEM M OCOBEHHOCTM PabOoTbl C HUMM

[pyrve xapaktepnctnku

3.6.3. TpyaoBas ¢pyHKUMSA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HavmeHoBaHue | aoKymeHToob60pOTa No Bonpocam Kopg F/03.6 |(noaypoBeHb) 6
KOpPNOpPaTMBHOM COLMANBHON MNOJIUTUKK KBannduKaumm

MpoucxoxaeHne TpPya0BOM
dYHKUMM

3anmcTBOBaHO

OpuruHan X
N3 OpuUrMHana

Kog, PerncrpauMoHHbIn
opurnHana HOomep
npodeccMoHaNbHOro




cTaHgapTa

Tpynosble geicTamna

AHannM3 npoueccoB AOKYMeHTO0b6opOTa, /IOKafibHbIX [AOKYMEHTOB MO
BOMPOCAM KOPMoOpPaTUBHOM COLMANbHOM NOAUTUKN

[oKymeHTaumoHHoe odopmneHune pe3ynbTaToB KoprnopaTUBHOM
coumanbHOM NOANTUKM

MoAroTOBKa NpPeaNioKEeHU MO pPasBUTUIO KOPMOPATMBHOW COLMA/IbHOM
MONNTUKM

MoarotoBKa  pe3ynbTaTOB  aHa/M3a  COOTBETCTBMSA  KOpPNoOpaTUBHOWM
COUMANbHOW NOAUTUKM TpeboBaHMAM 3aKoHoZaTenbcTBa Poccuiickol
denepaunn 1 ycioBUAM pbiHKa Tpyaa

JOoKymeHTauMoOHHOE M OpraHM3auMOHHOE COMNpPOBOXAeHUe MepOI'IpMﬂTVIﬁ
I-(OpI'IOpaTVIBHOﬁ cou,maanoM NONNTUKHN

MoaroToBKa M 06paboTKa 3anpocoB M yBeAOMIEHM O paboTHMKax B
rocyfapcTBeHHble  OpraHbl, NpodeccrMoHasbHble COK3bl W Apyrue
npeacrasuTesibHble opraHbl PaboOTHMKOB MO BOMPOCaM  COLMaNbHOM
MO/NNTUKM B OTHOLLEHMM NepcoHana

ConpoBOMAeHMEe [0roBOPOB MO OKa3aHMIO  KOHCYNbTALMOHHbIX MU
MHGOPMALMOHHBIX YCAYT MO MEPONpPUATUAM KOPMOPATUBHOM COLMaANbHOM
NONUTUKM, BK/IOYAA NpesBapuTebHble NPOLLEeAYPbl MO UX 3aKA0UYEHWIO

Heo6xoaumble ymeHun

OdopmnaTb AOKYMEHTbI MO BOMPOCaM KOPMOPATUBHOM COLMANbHOM
NONUTHKMY, npegocTaBasemble B rocyfapcTBeHHble OpraHsl,
npeLcTaBuTENbHbIE OpraHbl PpaboTHUKOB

AHanusunpoBaTb  NpaBwuaa, NOPAAKW, Npouesypbl  KOPNOPATMBHOWM
COLMANbHOM MNOANTUKN

ObecneunBaTbh AOKYMEHTALMOHHOE CONPOBOXKAEHNE COLMaNbHOM NONUTUKIN




B OTHOWEHNUN NepCoHana

OpraHn30BbIBaTb XPaHEHWEe OOKYMEHTOB B COOTBETCTBMWU C TpeboBaHUAMM
apXMBHOro 3aKoHogaTesnbcTBa Poccuiickolt Pepepaumm U NOKasibHbIMK
aKTaMM opraHM3auum

Mpoun3BoauTb NpeaBapuTebHble 3aKymnodHble npoueaypbl M 0hopMAATL
COMYTCTBYIOLLYIO LOKYMEHTALMIO NO 3aK0YEHWNIO OrOBOPOB

PaboTaTb C VIHd)OpMaLI,VIOHHbIMVI cuctemamu u 6asamu AaHHbIX MO BOMPOCam
cou,maanoﬁ NONINTUKU B OTHOLWLEHNN NEepCOHana

Bectun yyeT n perncTtpaunio 4OKyMeHTOB B MH¢0pMaLI,MOHHbIX cucrtemax un Ha
MaTepuabHbIX HOCUTENAX

Bectn genosyto nepenncky

CobntogaTb HOPMbI 3TUKM AenoBoro obueHms

Heobxoammbie 3HaHMA

MopsaaoKk obopmaeHUs, BeAEHNA U XPaHEHUA AOKYMEHTaLLMM MO COLMaNbHOM
NOAUTUKE B OTHOLLIEHWUW NepcoHana

Mopsagok ¢opmupoBaHMA, BeaeHWa 6GaHKa AOaHHbIX M NpeaocTaBieHus
OTYETHOCTM MO BOMPOCAM COLMANbHOM NONUTUKM B OTHOLLIEHMM NepcoHana

TexHoNOrMK, METOAbI U METOAUKMN NPOBEAEHMA aHaIM3a U cucTemMaTusaumum
[OKYMEHTOB U MHbOPMAL MK

OCHOBbI IOKYMEHTO060pOTa U AOKYMEHTaLMOHHOro obecneyeHus

MopAgoK  NpoBeAeHWs  3aKyMouyHbIX  npoueayp W odopmneHus
COMYTCTBYIOLWWEN OKYMEHTALUN

CTpyKTypa OpraHusauMum W BaKaHTHble  AO/KHOCTM  (npodeccun,
cnewumanbHoCTH)




TpyAoBoe 3aKOHOA4ATE/IbCTBO M MHbIE aKTbl, COAEP KaLlMe HOPMbI TPYA0BOro
npasa

OCHOBbI apXMBHOrO 3aKOHOAATE/IbCTBA M HOPMAaTMBHbIE MPaBOBble aKTbl
Poccuitckoin Peaepaumu, B 4yactu BeAeHMUA AOKYMEHTaLMUMU No nepcoHany

OcHoBbI Ha/I0roBOro 3aKoHoAatenbcTea Poccuiickoit depepaumm

HopmaTuBHble NpaBOBble aKTbl, Peryaupylolme npasa M 06A3aHHOCTU
rocyfapcTBEHHbIX OpraHoB, NPOYECCMOHANbHbLIX COH30B W APYrux
npeacTaBMTe/IbHbIX OpPraHoB PabOTHMKOB MO MNPELOCTAB/EHUIO YYETHOM
AOKYyMeHTauum

3akoHoaaTenbcTBO Poccuinickon degepaunm 0 NepcoHasibHbIX AaHHbIX

JloKanbHble HOPMAaTMBHbIE aKTbl OpPraHW3auMu, Peryanpyowme nopaaok
BHEAPEHMA KOPMOPATUBHOM COUMANbHOW MOAUTUKM U COLMANbHbIX
nporpamm

MopAAOK 3aKA0YEHNA 4OrOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK genosoro oblieHus

BasoBble OCHOBbI MHPOPMaTHKMY, CTPYKTYpHOE nocTpoeHune
MHGOPMALLMOHHbIX CUCTEM U 0COBEHHOCTU PAabOTbI C HUMU

[pyrve xapakTepucTukm

3.7. O6o6ueHHas TpyaoBasa GyHKUMA

HanmeHoBaHue

OnepaunoHHOe yrnpas/ieHne NepcoHasom u
noApasaeneHnem opraHmnsaumm KBannduKaumm

Kog, G YpoBeHb

MpoucxoxaeHune

OpuruHan X | 3anmcTtBOBaHO



0606L,eHHON TPYAO0BOM
dYHKUMM

N3 opuUrMHana

Kog PerncrpauMoHHbIli
opurnHana Homep
npodeccMoHanbHOro
CTaHgapTa

Bo3moHble
HanmeHoBaHUA
AoNXKHoCcTen, npodeccui

PyKkoBoAuWTENb CTPYKTYPHOTO NOAPa3ae/ieHns
HavyanbHWUK CTPYKTYPHOro noapasaeneHus

TpeboBaHus K
obpa3oBaHUIO U 0by4eHUo

Bobiclwee obpasoBaHue - cneunanunTeT, maructpaTypa

JononHutenbHoe npodeccnoHanbHoe 06pa3oBaHMe - NPOrpaMmbl
npodeccMoHanbHOM NepenoaroToBku B 06,1aCTn ynpasaeHMa nepcoHanom,
ONepaumoHHOro U TaKTUYECKOTO YNpaBieHUs; NPOrpammMbl MOBbILLIEHWS
KBannduKaLmm B 06,1acTU ynpasaeHMA NEPCOHANOM, ONEPALLUOHHOTO U
TaKTUYECKOro ynpasaeHua

TpeboBaHuA K onbITy
npakTn4eckomn paboTbl

He meHee natu net B o6n1actu ynpasaeHnAa nepcoHaiom

Ocobble ycnosua fonycka K
paboTte

[pyrve xapakTepucTuku

JononHntenbHble XapaKTEPUCTUKMU

HanmeHoBaHMe AOKYMEHTa Koga HanmeHoBaHWe 6a30B0W rpynnbl, A0MKHOCTU (Npodeccum)

nnn cneunanbHOCTU




OK3

1232 PykoBoauTenu noapasaeneHuni (cnyx6) ynpasnexHmn
Kaapamu 1 TPYA0BbIMU OTHOLLIEHUAMM

EKC

- HayanbHWK oTAena Kagpos

- HayanbHWK oTAena opraHusaLmm 1 onnatel Tpyaa

- HauanbHWK OTAENa NOArOTOBKKN Kaapos

- HayanbHWK OoTAena coumanbHOro passuTUA

- 3aBeayloWmin (Ha4YaNnbHUK) OTAENOM Kaapos

OKMATP

24063 MeHeaxep no nepcoHany

3.7.1. TpyapoBaa pyHKLMA

PaspaboTKa cucTembl onepaumoHHOro YpoBeHb
HavmeHoBaHWe |ynpaB/ieHMA NepcoHanom 1 paboThbl Kog G/01.7 |(noaypoBeHb) 7
CTPYKTYPHOro noapasgeneHus KBanuduKaLmm
MpoucxoxaeHne TpyLO0BOM 3anMmcTBOBaAHO
P A PYA OpwuruHan X
byHKLMK 13 opuUruHana
Kog PervcrpauMoHHbIN
opuruHana HOoMep
npodeccMoHasbHOro
CTaHgapTa
Tpynosble gencTauna AHann3 ycnewHbIX KOPNopaTUBHbIX NPAKTUK MO BONPOCaM CTpaTermyeckoro

M onepaTtnBHOIO ynpasjaeHMA NnepCoHa/IoOM OpraHn3aunmu

MocTaHoBKa onepaTuBHbIX u,eneﬁ Nno BONpocam ynpasaneHnAa nepCcoHaiom
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PaspaboTKka niaHoOB, MporpaMm v npoueayp B ynpasaeHum nepcoHanom

PaspaboTKa npeaioxeHuit No CTPYKType noapasaeneHuns U notpebHocTn s
nepcoHane

PaspaboTka npegnoxeHnin no obecneyeHnto nepcoHanom, GopmM1MpoBaHUIO
CUCTEM OLEHKW, pa3BUTWA, ONAaTbl TPYAa, KOPMOPaTUBHLIM COLMAAbHbIM
nporpammam 1 coumnanbHOM NOAUTUKE

PaspaboTKka npegioxKeHwii o 3aTpaTax M dopmupoBaHMIO Bloa)KeTa Ha
nepcoHan

PaspaboTka npeasiodXeHWn No 3aKJYEeHUID AO0roBOPOB MO YMNPaBAEHWUIO
NepcoHasioM C NOCTaBWMKaMW YyCAyr M NpoBefeHue npeasapuTenbHbiX
npoueayp No nx 3akAYEHUIO

Heob6xoanmble ymeHun

OpraHunsoBbliBaTb PaboTy NepcoHana CTPYKTYPHOTO NnoapasaeneHnn

Onpeaenatb 3agauv nepcoHana CTPYKTYPHOro noAapasaesneHns, ucxogs us
Lenen u cTpaTerMm opraHmsauum

Co3gaBaTb M OMMCLIBaTb OPraHM3aLMOHHYIO CTPYKTYpY, LEAW, 3aaauu,
bYHKLMU CTPYKTYPHOTO NoApasaeneHns

MpumeHATb MeToAbl YNPaBAEHUA  MEMNKIMYHOCTHBIMW  OTHOLUEHUSMMU,
GOpPMMPOBAHUA KOMaHA, Pa3BUTUA JIMAEPCTBA M UCMOJIHUTENIbHOCTH,
BbIIB/IEHMA Ta/1aHTOB, ONpeAeneHus ya0BNeTBOPEHHOCTN paboToi

OI'IpEﬂ,e}'IFITb, aHann3nposBaTb, MmoaennpoBaTb U BbICTPanMBaTb BHYTPEHHUE
KOMMYHUKaUnn nepcoHana

PaspabaTbiBaTb NPOEKTHbIE NPEASOKEHUA U MePONPUATUA N0 3GOEKTUBHOM
paboTe nepcoHana

BHEApﬂTb CTpaTerno nNo ynpasaeHUO NepCcoHaiom




CocTaBnATb, pPaAcCYUTLIBATb, KOPPEKTUPOBATb W KOHTPONMPOBATb CTaTbu
pacxofoB Ha nepcoHan, paspabaTbiBaTb NpeasoKeHUA No 3aTpaTam Ha
nepcoHan ana dopmmpoBaHus brogKeTa

MNpeacrasnatb UHTEpeCHI opraHunsauunun n Bectn neperosopbobl C
I'IpOd)ECCVIOHaI'IbeIMM COHd3aMh U ApyrmiMmun npeacrtaBuUTe/IbHbIMMU OpraHamm
pa6OTHMKOB, B3aMMO,CI,enCTBOBaTb C rocyaapCrtBeHHbIMUN OpraHn3aunamm

AHanusupoBaTb MHPOpMaUMIO MO MOCTaBWMKaM ycayr B obnactu
yrpaBAeHWs NepPCOHANIOM U NO YC/I0BUAM 3aK/Il04aeMbIX 40r0BOPOB

Mpoun3BoauTb npeaBapuTe/ibHbIe 3aKymodHble npoueaypbl U 0bopPMAATL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aK/II0YEHWNIO 0rOBOPOB

PaboTtaTb ¢ MHOOPMALMOHHBIMKN cUCTEMAMN M Ba3zamMM AaHHbIX MO BOMNpocam
ynpasaeHMA NeEPCOHANIOM

Opl’aHM3OBbIBaTb M NpoBOAUNTb KOPNOPaTUBHbIE MEPONPUATUA C NEPCOHA/IOM

CobntoaaTh HOPMbI 3TUKM A€/10BOr0 0bLLEHNA

Heobxogumbie 3HaHUA

MeToapbl, Cnocobbl K1 MHCTPYMEHTbI YNpPaBaeHNA NEPCOHA/IOM

Lenn, cTpaTterna passuTmAa 1 6u3Hec-nnaH opraHunsauunun

MNonntnka ynpasaeHnAa nepcoHazioM opraHnsaumun

MeTtoabl aHaNM3a KOIMYECTBEHHOIO U KaYeCTBEHHOro COCTaBa nepcoHana

CucTembl CTaHA4APTOB Mo BU3Hec-Npoueccam, npodeccnam, Hopmam Tpyaa

Cuctembl, metogbl W GOPMbl  MaTeEpPUaNbHOrO W HemaTepuasibHOro
CTUMYNMPOBaHKA TPyAa NepcoHana

TexHonornm n metoabl GOPMUPOBAHNA N KOHTPOAA BIOAKETOB




MopAagoK  npoBedeHMA  3aKyMouHbiX  npoueayp U odpopmneHus
COMYTCTBYIOLLEN AOKYMEHTaLMMN

OCHOBbI NPOU3BOACTBEHHOMN AEATE/IbHOCTM OPraHn3aLmnm

OcHoBbl 06WeNn M coLMaNbHON MCUXONOTUKN, COLLUOSIOTUM U TMCUXOSIOTUM
TpyAa, 3KOHOMMKM Tpyaa, 6e3onacHbIX yCA0BMUI Tpyaa

CTpyKTypa opraHusaumum

TpyAoBOe 3aKOHOAATENbCTBO M MHbIE aKTbl, CoAepiKallme HOPMbl TPYA0BOMO
npasa

OCHOBbl apXWMBHOrO 3aKOHOAATe/NbCTBA M HOPMAaTMBHblE MPaBOBble aKTbl
Poccuiickon denepaumn, B 4aCTu BeAeHUA AOKYMEHTALLMM MO NepcoHany

OCHOBbI HaNOrOBOrO 3aKOHOAaTeNbCTBa Poccuitckoit depepauum

OCHOBbI MUIpaUMOHHOrO 3aKkoHogaTesnbcTBa Poccuiickot depepaumum, B
YyacTM NPUBAEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHbIX rpaxaaH u auy 6es
rparkaaHcTea

OcHosbl AAMUHNCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasaieHunAa
nepcoHasiom N OTBETCTBEHHOCTU A0/ KHOCTHbIX /UL,

3aKoHogaTenbcTBo Poccuidickon Pegepaummn no 3awuTe MNepcoHaNbHbIX
OaHHbIX

JloKanbHble HOPMaTUBHbIE aKTbl OpraHuM3aumMmM B 061acTM ynpasaeHuA
nepcoHanom

MopsaAoK 3aKN0YEHNS 4OrOBOPOB (KOHTPAKTOB)

HopMbl 3TUKK Aenosoro obuieHun

basoBble OCHOBbI MHPOPMaTHKK, CTPYKTYpHOE nocTpoeHune




MHGOPMALIMOHHBIX CUCTEM U 0COBEHHOCTUN PaboTbl C HUMMU

Lpyrve xapakTepucTmkm

3.7.2. Tpyposas dpyHKUMA

Peanusauma onepayMoHHOro ynpassieHmsa YpoBeHb
HanmeHoBaHMe |nepcoHanom u paboTbl CTPYKTYPHOrO Koa G/02.7 |(noaypoBeHb) 7
nogpasaeneHuma KBanMpuKaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3aMmcTBOBaHO
OpuruHan X
N3 OpUrMHana
Kop PerncrpauMoHHbIi
opurnMHana HoMep
npodeccMoHanbHOro
CTaHAapTa

Tpyaosble AencrTeus

MnaHMpoBaHMe AeATENbHOCTU NoApPa3AeneHuUA 1 nepcoHana

OnepaTMBHOE yrpas/ieHne NepcoHa oM NnoapasaeseHnsa opraHmsaumm

Pacyer 3atpaT Mo nogpasgesneHuio M MNOAroTOBKa MNPeasioXeHun ana
dbopmunpoBsaHus broaxkeTta

Pa3pa60TKa CTaHOapPTOB AeATe/NIbHOCTU noAapasgeneHna m yHMd)VIKaLI,MFI
npoueccos

MpoBeaeHMe MHCTPYKTaXKa No oxpaHe TpyAaa

MocTaHOBKa  3agay  pabOTHMKAM  CTPYKTYpPHOro  noapasgesneHus,
onpeaeneHne pecypcos As UX BbINOJHEHWUA, KOHTPOJIb UCMOSIHEHNA




AHanM3 NAaHOB M OTYETHOCTM MNOAUYMHEHHbIX pPaboTHMKOB, pa3paboTka
NpPeANoXeHMI NO yAy4YLIEHWUIO NMOKa3aTenel 4eaTeIbHOCTM NoApasae/eHns

dopmuposaHme oTyeToB 0 paboTe CTPYKTYPHOro noAapasaesneHus

Heobxoaumble ymeHuUs

Onpefenato 30Hbl OTBETCTBEHHOCTU U 3dpdeKTUBHOCTM paboTbl NepcoHana
CTPYKTYPHOro noApasfeneHus, pacnpegenatb 3agadu W obecneymsatb
MaTepuasbHO-TEXHUYECKME pecypcbl ANA UX UCNOHEHMSA

MpumeHATb MeToAbl ONEPaTUBHOIO YNPaB/eHMA NepCcoOHAIOM OpraHmM3aummn

HOHTpOﬂMpOBaTb ncnosiHeHne nopyquMﬁ M 3a4a4, BHOCUTb CBOEBPEMEHHbIE
KOppEeKUnUn B Na1aHbl U 3a4a4un

Onpenenatb noKasarenu abdekTnBHOCTU paboTbl nepcoHana
noapasaeneHus

YnpaBaAaTb MOTUBaLMEN NepcoHana, ero BOBAEYEHHOCTbIO U AUCLUNANHOM
TpyAa

CocrtaBnatb naaHbl AeATENbHOCTU CTPYKTYPHOTO noapasgeneHunAa
OopraHnsauumun

CocTaBnATb, PaCcCYUTLIBATb, KOPPEKTUPOBATb M KOHTPOAMPOBATb CTaTby
Pacxo4,0B CTPYKTYPHOTO noapasaeneHuns ana GopmmposaHus b1oaKeTos

Mpon3BoAUTb aHANU3 TEKYLLLEN AeATENbHOCTU CTPYKTYPHOrO NoApasaeneHus
M BHEAPATb NpoLeaypbl Mo ee ONTUMU3aL MK

MpeactaBnaTb  MHTEpPecbl OpraHM3aumMmM W BecTM Neperosopbl ¢
rocyAapcTBeHHbIMU OpraHamM, NPodeccUoHaNbHbIMU COHO3aMM U OAPYTUMU
npeacTaBMTeIbHbIMM OpraHammn paboTHMKOB NO BONPOCaM NepcoHana

BecTn neperoBopbl C MOCTaBLWKUKaAMMU YCAYr MO YCAOBUAM 3aK/IH0HaeMblX
Aorosopos




Mpon3BoauTb NpeaBapuTe/ibHbIE 3aKymodHble npoueaypbl M 0bopPMAATL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aK/II0YEHWNIO 0rOBOPOB

MpoBOAWTL ayAMUT pesyibTaToB paboTbl C NepcoHa oM

PaboTatb ¢ UHOOPMALMOHHBIMKN cMcTEMamMK U 6a3amum AaHHbIX MO BONpocam
ynpaB/ieHMA NepcoHaom

CobntoaaTb HOPMbI 3TUKK A€/10BOr0 0BLLEHNSA

Heobxogumbie 3HaHMA

Teopwuun ynpasieHnA nepcoHasOM U ero MoTMBaumun

MeToabl aHanM3a BbINONHEHWA MJAHOB W 33jay, ONpeseneHus ux
3KOHOMMUYECKOM 3pPEeKTUBHOCTH

dopMmbl U METOAbI OLLEHKM NepcoHana 1 pesyibTaTos Ux Tpyaa

TexHonornm onepaTMBHOrNo ynpas/ieHMsa NepcoHaIOM OpraHmM3aymnm

Cuctembl, metogbl W GOPMbl  MaTeEpPUaNbHONO W HemaTepuasibHOro
CTUMYNMPOBaHKNA TPyAa NepcoHana

TexHonOrMKN M meToabl GOPMUPOBAHMA U KOHTPOAA BloaxKeToB

Teopun 1 meToabl ynpaBneHUa pasBuTMEM NepcoHana

JKoHOMMKa TpyAaa

OpraHM3aUMOHHO-LWITaTHasA CTPYKTypa opraHnsaumum

NMonutmnKa ynpassieHUA NepcoHANOM U COUManbHaA NOINTUKA OpraHmM3aummn

Lenn, cTpaTterna passuUTnAa 1 6u3Hec-nNaH opraHunsauunun

MeTtoaunkmn NAaHNPOBAHMA U NPOTrHO3NPOBAHUA FIOTpeﬁHOCTM B nepCoHane

MopsAAOK yperyanpoBaH1a TPYL0BbIX CNOPOB




TpeboBaHua 1 Npasuia NpoBeaeHNs ayamnTa paboTbl C NepPCoHaNoM

dopmbl coumManbHoro napTHepcTsa n B3aMMoaencTeus c
npodeccroHanbHbIMM COO3aMU U APYrMMU NPEACTaBUTENbHbIMW OpraHamm
PabOTHUKOB, U MHbIMW OpraHM3aLnAMn

MopAadoK odopmMneHMa KaapoBbIX AOKYMEHTOB U MNpUAAHMA UM
IOPUANYECKON CUbI

MopsAfoK  npoBefeHWAa  3aKyMo4yHbIX  npoueayp W odopmieHus
COMYTCTBYIOLWEN AOKYMEHTaLUN

TpyAoBoe 3aKOHOAATEIbCTBO M MHbIE aKTbl, COAEpXKallme HOPMbI TPYA0BOIO
npasa

OCHOBbI apXMBHOrO 3aKOHOAATE/IbCTBA M HOPMATMBHbIE MPaBOBbIE aKTbl
Poccuitckoit Peaepauuu, B Yyactm BeAeHUA AOKYMEHTaLUMUM No nepcoHany

OcHoBbI Ha/I0roBOro 3aKoHoAatenbcTea Poccuiickoit depepaumm

OCHOBblI MUTPaUMOHHOIO 3aKoHogaTenbcTBa Poccuiickolt depepaumm, B
YacTM NPUBAEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHDBIX FpaxaaH u auy, 6es
rparkaaHcTBa

OcHosbl AOMUHNCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpassieHunAa
nepcoHasiom N OTBETCTBEHHOCTU AO0/IXKHOCTHbIX NL,

3aKoHoaaTenbcTBo Poccuiickon deaepaumm o NnepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OPraHM3auuM B YacTW ynpasieHus
nepcoHasom

OcHOBbI MPaBOBOro peryaMposBaHusa Poccuiickot ®depepaumm nopagxa
3aK/10YEHMSA FPaXKAaHCKO-NPaBOBbIX LOroBOPOB

Hopmbl 3TMKK genosoro obuieHun




basosble OCHOBbI MHPOPMaATUKMY, CTPYKTYpHOE NocTpoeHune
MHOOPMALIMOHHBIX CUCTEM U 0COBEHHOCTUN PaboTbl C HUMMU

[pyrve xapaktepuctnku

3.7.3. Tpyposasa dpyHKUMA

HanmeHoBaHue

MpouncxoxaeHne TPyA0BOW
dYHKUMM

ALMUHUCTPUPOBAHME NPOLLECCOB U
AgKyMEHTC?OgOpOTa no zn:pauMOHHomy YposeHb
Kog, G/03.7 |(nogypoBeHb) 7
ynpaB/ieHMIO NepcoHanom n paborte
KBanuduKaLumm
CTPYKTYPHOTro noapasaenieHns
3anMmcTBOBaHO
OpwuruHan X
N3 opuUrMHana
Koga PerncrpayMoHHbIn
opuruHana HoMep
npodeccMoHanbHOro
CTaHZapTa

Tpyaosble geicTena

AHannM3 npoueccoB AOOKYMeHTO060pOTa, /IOKaNbHbIX [AOKYMEHTOB MO
BOMpPOCaM  OMNEepauMOHHOrO  yNpaBAeHuMA MNepcoHanom U paboTbl
CTPYKTYpPHOTO noapasgenexus, 6U3HeC-NPoLLeccoB  OpraHMsauum,
YZ0B/IETBOPEHHOCTU NEepCcoHana

[oKkymeHTaumoHHoe odopmieHune pe3ynbTaToB onepaLmoHHOro
yrnpasneHus nepcoHanom W paboTbl CTPYKTYpHOro noApasaeneHus,
pesynbTaToB ayamuTa paboTbl C NepcoHasom

MoAroToBKa NpeasioKeHWMid Mo PasBUTMIO  CUCTEM  OMepaLUoOHHOro
yrnpaBAeHus NepcoHasom M paboTbl CTPYKTYpHOro nogpasgenieHvs, no
Heo6X0AMMbIM KOPPEKTUPYHOLLMM U MPEBEHTUBHBIM MEPaMm




PaspaboTKa ccTemMbl aHaM3a U KOHTPO/IA paboTbl MepcoHana

KoHTposb, CpaBHEHWE M aHanu3 npoueccoB B 061acTM OMNEepaTUBHOIO
YyNpaB/ieHMA MNepcoHasioM, pPe3y/abTaTOB YMNpPaBA€HYECKUX MEePONnpUATUIA,
onpeaeneHne GaKTOPOB, BbI3bIBAOWINX OTKJAOHEHWE OT MNIaHOBbIX
noKasaTtesnemn

MoaroToBKa 1 06paboTKa 3aNpoCcoB, yBeAOMAEHWUI, CBeAeHUIA 0 paboTHMKaX
B rOCYZlapCTBEHHbIE OpraHbl, NPOPEeCcCUOHaNbHbIE COO3bl, 06LLEeCTBEHHbIE
OpraHu3aLmm

ConpoBoKAeHWe A0roBOPOB OKasaHMsA yCayr Mo BOMpPocam OnepaTUBHOIO
yrnpaBaeHMA NepcoHaNoM U paboTe CTPYKTYPHOIo NoApasaeneHus, BKaodas
npeasapuTesibHble NpoLeaypbl MO UX 3aKAH0YEHNIO

MoAroToBKa NpeanoKeHnin no GopmuMpoBaHMIO bloasKeTa Ha nepcoHan
OpraHu13aLmm

BbinosHeHe TpPebOBaHUI MO XpaHEHUIO MHPOpPMauMM O pesy/bTaTax
OeNCcTBUA CUCTEM ONEepaLMOHHOro ynpasJeHUs NepcoHasom U paboTbl
CTPYKTYpHOrO noapasaeneHus

Heobxoaumble ymeHus

KoHTpoanpoBaTh npouecchl ynpasBJeHUA MNepcoHaNoM noAapasaeneHui,
onpeaensitb UX Pe3yNbTaTUBHOCTb W BbIABAATL GaKTOPbl OTKAOHEHWIA OT
NNaHOBbIX MAPaMETPOB

PaspabaTbiBaTb NPOrpammbl AOCTUNKEHUA Lieneih U onepaTUBHOrO pelleHua
3afla4y noapasneneHunit

AHann3npoBaTb, paspabaTbiBaTb U 0POPMAATL LLOKYMEHTbI MO ONEPATUBHLIM
npoueccam 1 ux pesynbratam

MpoBoOAMTb ayAMT KaapOoBbIX MPOLLECCOB, Npoueayp, 0bopmaeHUA KagapoBbix
[OKYMEHTOB U IOKYMEHTOB MO YMNpaB/eHNo NepCcoHaiom

KoHTponnposaTh pacxogoBaHue 6104KeTOB Ha NepcoHan




OdbopmATb AOKYMEHTbI MO ONEepPaLUMOHHOMY YMNPaBAEHMIO MEePCOHaNo0M U
pabote CTPYKTYpHOro noapasaeneHus, npeaocrasasemble B
rocy/apCcTBeHHble opraHbl, NpeacTaBuTeibHble opraHbl paboTHUKOB

ObecneumBaTb OOKYMEHTALMOHHOE COMPOBOXAEHME MO cUcTeMam
OMNepaLMoOHHOro YynpaBAeHWa MNepcoHasom U paboTe CTPYKTYpHOro
noApasgeneHus

Opl’aHM3OBbIBaTb XpaHeHMe OOKYMEHTOB B COOTBETCTBUU C Tp66OBaHMHMVI
TPy4oBOro U apxmBHOro 3aKOHOAOATENbCTBA Poccuiickoi (Dep,epau,MM n
NNOKa/IbHbIMUN aKTaMW OpraHn3aunun

KoHTpoMpoBaTh UCMOIHEHWE A40rOBOPOB MOCTABLIMKOB YCAYr NO BOMPOCam
nepcoHana

Mpon3BoAUTL 3aKynouyHble npoueaypbl, 0GOPMAATL M aHaAU3MPOBATb
3aKYNOYHYI0 AOKYMEHTALMIO

NpoBognTb neperosopbl W NpPeacTaBAATb WMHTepecbl OpraHuMs3aumm B
rocyaapCTtBeHHbIX  OpraHax, ﬂpOd)ECCI/IOHaIIbeIX COHO3ax un  gpyrux
npeancraBuTeIbHbIX OpraHax pa6OTHVIKOB Nno BOMpPOCamM nepcoHana

BecTtn nenosyto nepenucky

BecTu yyeT 1 perncrpaumto LOKYMeHTOB B UHGOPMALLMOHHbBIX CUCTEMAX U Ha
MaTepuanbHbIX HOCUTENAX

PaboTaTb C MHGOPMALMOHHBIMKN CUCTEMaMK 1 6a3amM AaHHbIX MO NepcoHany
M cUCTeMam OMNepaLMoHHOro YynpaBiAeHWMA nepcoHalom U pabote
CTPYKTYPHOTO NoapasaeneHus

CobnoaaTb HOPMbI 3TUKM Ae/10BOro 0bLLEeHNSA

Heobxoaumble 3HaHMA

MeToabl ynpasneHua pa3sutnem n 3¢GeKTUBHOCTbIO OpraHu3aLmMm, MeToabl
aHanM3a  BbIMNO/MIHEHMA NAAHOB WM NpPOrpaMm, oOnpeaeneHna  ux
3KOHOMMYECKOMN 3PPEKTUBHOCTU




MeToapl oueHKM paboTbl CTPYKTYPHbIX NOApPa3AeneHuMIA, pe3ynbTaToB Tpyaa
nepcoHana

MeTogbl nposeaeHnNA ayaunTa n KOHTPO//INHTa onepaTtnBHbIX
ynpasaeH4YeCKnx npoueccos

dopmbl M CUCTEMbI MaTEPMANbHOTO U HEMATEPUANbHOMO CTUMY/IMPOBAHUA
TpyAa nepcoHana

OcHosbl AOKYMEHTALMOHHOIo obecneyeHus

MopAagoK opopmneHusa, BeAeHUA U XpaHeHMA AOKYMEHTaUnn nNo cuctemam
OMNepaLMoOHHOro yMpaB/ieHWA MepcoHasiom opraHusauum u pabote
CTPYKTYPHOTO noAapasaeeHuns

Mopagok ¢opmupoBaHua, BegeHUss BaHKa AaHHbIX M NpeaocTaBieHusA
OTYETHOCTM MO CUCTEMAM OMNEepaLMOHHOro YNpaBAeHMA MepcoHaIoM MU
paboTe CTPYKTYPHOTO NoApasaeneHuns

HopmaTuBHble NpaBOBble aKTbl, Peryaupylolme npasa M 06A3aHHOCTU
rocyfapcTBEHHbIX OPraHOB M OPraHM3auuMyM Mo NpeaocTaBAEHMIO YYETHOW
AOKYMeHTauum

MopsfoK  MNpoBegeHUs  3aKymouyHbliX  npoueayp v odopmaeHua
CONYTCTBYIOLLEM [OKYMEHTALLUM

Monutuka ynpasaeHnA nepcoHasiom U counaaibHaA NOINTUKA OpPraHn3aunmn

OpraHn3auMOHHO-LWITaTHaA CTPYKTypa opraHnsaumum

Llenan n cTpaterns passutMa opraHnsaumn

busHec-nnaH u 6M3HEC-I'IpOLI,eCCbI opraHunsauunm

TpyAoBOE 3aKOHOAATENbCTBO M UHbIE aKTbl, CoAepiKallme HOPMbl TPYA0BOMO
npasa




OCHOBbl apXMBHOIO 3aKOHOZATENbCTBA W HOPMATMBHbIE MPABOBbLIE AKTbI
Poccuiickoit Pepepaumm, B 4acTu BeAeHUA AOKYMEHTALMUKN MO NepcoHany

OcHoBbI Ha/I0roBOro 3akoHoaatenbcTea Poccuiickoit Pepgepaumn

OCHOBblI MUIPaUMOHHOrO 3aKkoHogaTenbcTBa Poccuiickoit depepaumum, B
YyacTM NPUBAEYEHMA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaxgaH u auu 6es
rparkaaHcTea

OcHosbl AAMUHNCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpaBaeHunA
nepcoHasiom N OTBETCTBEHHOCTU A0/ KHOCTHbIX /UL,

3akoHoaatenbcTso Poccuiickon degepaumnm o nepcoHasibHbIX AaHHbIX

JloKanbHble HOPMaTMBHbIE LOKYMEHTbI OpraHu3aumm B 061acTu ynpasaeHus
nepcoHanom

MopsaAoK 3aKN0YEHNS 4OrOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK aenosoro oblueHms

basosble OCHOBbI MHPOPMaTHKK, CTPYKTYpHOE nocTpoeHune
MHGOPMALLMOHHbIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTuKm

3.8. 0606 eHHas TpyaoBasa GyHKUMA

HanmeHoBaHuMe

CTpaTerM‘-IECI-(OG ynpasaeHune nepCcoHaiom
OopraHunsauunmn KBal'II/ICbMKaLI,MM

Koz, H YpoBeHb

MpouncxoxaeHne
0606ueHHOM TpyA0BOM

dYHKUMM

3anmcTBOBaHO

OpuruHan
N3 OpUrMHana



Koga PervcTpauMoHHbIN
opurnHana Homep
npodeccnoHanbHoOro
CTaHAapTa

Bo3MmoOKHble
HauMeHOBaHMA
OO/MKHOCTEN, npodeccuit

Buue-npesnaeHT No ynpasiaeHUIo NepcoHa om

[npekTop no nepcoHany

[npeKTop no ynpasaeHMIo NepcoHanom

3amecTuTe b reHepasibHOro AMPEeKTopa Mo ynpasAeHMIO NepcoHaaom

TpeboBaHusA K
obpa3oBaHUIO 1 0by4eHUo

Bobicwee obpasoBaHue - cneunanunTeT, MarnctpaTypa

JononHutenbHoe npodeccnoHanbHoe 06pa3oBaHMe - NPOrpaMmbl
npodeccMoHanbHOM NepenoaroToBku B 06,1aCTn ynpasaeHMa nepcoHanom,
CTPATErMYEeCKOro 1 onepaLMoHHOro yrpaBaeHUs, SKOHOMUKWN OpPraHU3aLmm;
Nporpammbl NOBbIWEHUA KBannduKaLmm B 061acti ynpasaeHus
NepcoHasiom, CTPATErMYeCcKoro 1 ONepaumoHHOro ynpasaeHus

TpeboBaHuA K onbITy
npakTU4eckomn paboTbl

He meHee nATK net B 06/1acTU ynpasaeHMA NepcoHaNoM Ha PYKOBOAALLNX
OO/IKHOCTAX

Ocobble ycnoBus gonycka K
paboTte

Lpyrue xapakTepuctmukm

JononHntenbHble XapaKTEPUCTUKMU

HanmeHoBaHMe AOKYMeEHTa Koa HanmeHoBaHue 6a30B0W rpynnbl, A0MKHOCTU (Npodeccum)

nnn cneunanbHOCTU

OK3

1232 PykoBoguTenu nogpasgeneHun (cny»6) ynpasneHus
KaZpamu 1 TPyA0BbIMU OTHOLIEHUAMM
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EKC

- 3amecTuTesb AUPEKTOPa NO YNpPaBAEHMWIO MepCoHaN0M

OKNATP

24063 MeHepgxep no nepcoHany

3.8.1. Tpyposas ¢pyHKUMA

Pa3paboTKa cncTembl CTPaTErMyeckoro YpoBeHb
HanmeHoBaHWe |ynpasieHWA NepcoHas oM opraHm3aumm Ko H/01.7 |(noaypoBeHb) 7
KBanMpuKaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3aMmMCTBOBAHO

OpuruHan X
N3 OpUrMHana

Kop PerncrpauMoHHbIi
opurnHana Homep
npodeccMoHanbHOro
CTaHaapTa

TpyaoBble AencTeus

AHanM3  yCrnewHblIX  KOPMNOPaTMBHbLIX  MPaAKTMK MO  OpraHuM3auuu
cTpaTerMyeckoro yrnpasaeHus NepcoHanom opraHusauum,
OpraHM3aUMOHHOIo NMPOEKTUPOBAHUA U B3aUMOAENCTBUA NoApa3aAeieHNni

lNMocTaHOBKaA CTpaTernyeckux u,eneﬁ B ynpasaeHnn nepcoHaiom

PaspaboTKa KOprnopaTMBHOM MOAUTUKM, NAAHOB, MPOrpamm, Npoueayp u
TEXHOJIOTWIA MO YNpPaBJEHUIO NEPCOHAIOM

PaspaboTKa KOpMOPaTUBHOM Ky/AbTypbl M COLMANLHOW MOSUTUKK, CUCTEM
MOTUBALNK, 3GPEKTUBHOCTU, OLEHKWN U Pa3BUTUA NepcoHana

dopmunpoBaHMe cMCTeMbI ONJIaTbl M OpraHM3aLmmn Tpyaa
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PaspaboTKka OpraHM3aLMOHHON CTPYKTYpPbl, NaaHUpoBaHMe noTpebHoCcTU B
nepcoHasne opraHM3aumm

Paspabotka nporpamm, MNPUHLMMNOB CTaHZAPTM3aUMK, YHUUKAUUMK,
aBTOMaTM3aUMM MPOLLECCOB YMpPaBieHMA MepcoHasom W 6He3onacHbix
ycnoBsu Tpyga

dopmupoBaHmne 6loa)KeTa Ha NepcoHasn, TEeXHONOrMi ayauta paboTbl C
NepCcoHaNOM Y KOHTPOIINHIA

Heobxoavmble ymeHus

Pa3pa6aTblBaTb cTpaternn n NnOJIMTUKU B ynpas/ieHUN NepCoOHA/IOM

Co3paBaTb M ONUCLIBaTb OPraHM3aUMOHHYIO CTPYKTYPY, LUEeAu, 3ajayu,
OYHKUMM CTPYKTYPHBIX MOAPa3aeNeHNn U SONKHOCTHBIX L,

MpumeHATb MmeToAbl YNPaBAEHMA  MEX/IMYHOCTHBIMU  OTHOLUEHUAMM,
d)OpMVIpOBaHMFI KOMaHA, pa3sutma nmaepctBa U UCNONHUTENIBHOCTU,
BblABNEHWNA Ta/1aHTOB, onpeaeneHna yaosi1eTBOpPeEHHOCTHN pa60T017|

OI'IpEﬂ,e}'IFITb N aHa/1N3NPOoBaATb BHYTPEHHNE KOMMYHUKaUNN, MOo4eENNPOBATb
noseageHuMe nepcoHana

MpeactaBnaTb MHTEpPEeCbl OpraHM3aLMW B TFOCYAAPCTBEHHbIX OpraHax, BO
B3aMMOZAENCTBUN C NPODCOO3aMM, UHBIMU NPeACTaBUTENIbHBIMM OpraHamm
paboTHMKOB MO BOMpPOCam nepcoHana

CocTaBnATb, PaCCUUTLIBATb, KOPPEKTUPOBATb M KOHTPOAMPOBATb CTaTbM
pacxogoB 6t04KeToB M GOHAOB Ha MNPOrpaMmbl M MEpPOMpPUATAA MO
yNpaBAeHMIO MepCOHAN0OM OpraH13auum

npOBOAMTb ayauUT N KOHTPONIUHT B obnactu ynpassieHnAa nepcoHaiom

Pa3pa6aTblBaTb KopnopaTtnBHblIE COUMaibHblE NPOrpammbl

Bectn neperosopbl no Bonpocam counanbHoOro napTHepcCTBa C
npeacraBuTe/ibHbIMM OpraHamm pa6OTHVIKOB




PaboTaTtb ¢ MHHOPMALMOHHBbIMKU cUCTEMAMM U Ba3amun AaHHbIX MO BONpPOcam
yNpaB/ieHMA NepcoHa oM

OpraHn3oBbIBaTb MEPONPUATUA MO 0becneYyeHno BbiNoHeHUA TpeboBaHuin
OXpaHbl Tpyda B COOTBETCTBUMM C [AEWCTBYIOLWMM 3aKOHOAATEeNbCTBOM
Poccuiickoit ®easepaumm 1 N0KaNbHbIMM aKTaMMU OpraHn3aLmnm

OpraHn3oBbIBaTb M NPOBOAUTL MEPONPUATUA C NMEPCOHAIOM B COOTBETCTBUE
C KOPNOPATUBHOM COLMANbHOW MOJIUTUKON

CobnoaaTb HOPMbI 3TUKM A4,Ee/10BOro 0bLLEeHNSA

Heobxoaumble 3HaHMA

MeToabl ynpasieHus pa3sutmem u 3bdeKTUBHOCTbIO OpraHn3auum, aHanmsa
BbINOJIHEHWA MJIAHOB M NPOrpamm, onpeaeneHns WX SKOHOMUYECKOM
apPpeKkTUBHOCTHU

MeToabl oueHKM paboTbl CTPYKTYPHbIX NOAPa3AeNEHMUI, Pe3yNbTaToB Tpyaa
nepcoHana

MeToabl NnpoBeaeHNA ayamUTOB, KOHTPOIMHIA YPaBAeHYEeCKNX NpoL,eccos

MeToabl aHaIM3a KONMYECTBEHHOMO M KaueCTBEHHOrro cocTaBa NepcoHasna

Cuctembl CTaHZAPTOB Mo BU3Hec-npoueccam, Npodeccusam, HopMbl TPYAA

Cuctembl, MmeTogbl W GOPMbl  MaTEPUANLHOTO W HemaTepuasbHOro
CTUMYNIMPOBaHUA TPyAa NepcoHana

MeToabl aHanuM3a  couuasnbHbIX  MNpPOrpamm W onpegeneHua  ux
3KOHOMMYECKOMN 3PPEKTUBHOCTU

TexHonornn n metoabl GopPMUPOBAHNA N KOHTPOIA BIOAKETOB HA MEPCOHan

TpeboBaHUA oxpaHbl M 6e30nacHbIX YyCA0BUIM Tpyaa

Llenun, ctpaterna n Kagposasa noanTUKa opraHmMsaummn




OCHOBbI TEXHONOMUM MPOU3BOACTBA N AEATE/IbHOCTU OpraHmn3aumm

OCHOBbI COLMONOTMN, NCUXOIOTUU N SKOHOMUKU TPYaa

OcHOBbI yrpaB/eHUsa CoLNaNbHbIM Pa3BUTUEM OpPraHn3auum

MeToabl MNpOBeAEHMS  COLMOJIOTMYECKUX  UCCAeA0BaHWMMK,  MU3yvyeHuA
0611leCTBEHHOro MHEHMUA

CTpyKTypa opraHusaumum

TpyAoBOe 3aKOHOAATENbCTBO M MHbIE aKTbl, CoAepiKallme HOPMbl TPYA0BOMO
npasa

OCHOBbl apXWMBHOrFO 3aKOHOAATeNbCTBA M HOPMAaTMBHblE MPaBOBble aKTbl
Poccuiickon depepaumn, B 4aCcTu BeAeHNA AOKYMEHTALLMM MO NepcoHany

OcHoBbI HAaNOrOBOroO 3aKkoHoAaTeNbCTBa Poccuitickoit depepauum

OcHOBbl MMIpaLUMOHHOIO 3aKoHogaTenbcTBa Poccuiickoin dPepepauunn, B
YyacTu NPUBAEUYEHUSA N TPYAOYCTPOMCTBA MHOCTPAHHbIX rPaXkaaH u auu, 6e3
rpassaaHcTsea

OcHosbl AAMUHNCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasaieHunAa
nepcoHasiom U OTBETCTBEHHOCTU A0/IKHOCTHbIX /UL,

3aKoHogaTenbcTBo Poccuiickoi ®esepaunm o NnepcoHanbHbIX AaHHbIX

JNlokanbHble HOPMaTMBHbIE aKTbl OpraHM3aumMum B 06/1acTM ynpasneHus
nepcoHanom

MopAAOK 3aK/10YEHUA 4OrOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK AesioBoro obuieHus

OcHOoBbl NHGOPMATUKHN, CTPYKTYPHOE NOCTPOEHME MHPOPMALMOHHBIX CUCTEM




N 0cobeHHOCTU PaboTbl C HUMM

Lpyrve xapakTepucTnkm

3.8.2. Tpyposas ¢yHKUMSA

Peanunsauma cucremsbl ctpaTermyeckoro YposeHb
HanmeHoBaHWe |ynpasieHUA NepcoHasioM opraHm3aumm Ko H/02.7 |(noaypoBeHb) 7
KBanMpuKaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3aMmMCTBOBAHO
OpuruHan X
N3 OpUrMHana
Kop PerncrpauMoHHbIi
opurnMHana HoMep
npodeccMoHanbHOro
CTaHAapTa

Tpyaosble AencrTeus

MnaHWpoBaHMe AeATeNbHOCTU U pa3paboTka MeponpuATUIA NO YNpaBAEHUIO
NepcoHasiom s peasnv3almm CTpaTerMyeckmx Luenen opraHmsaumm

BHeApeHWe MOAUTMK, MAAHOB, NPOrpamMm, Npoueayp M TEeXHOJIorui mno
yMpaBAEHMIO NEPCOHANIOM

MocTpoeHne opraHM3aLMOHHOM CTPYKTYPbI C y4eTOM N1aHOBOM NoTpebHOCTH
B MepcoHane 1 B3aMMoAeNCTBUA CTPYKTYPHbIX NOAPA3LENEHNA OpraHM3aumum

BHegpeHMe W nogpeprkaHMe KOpPMopaTUBHOM Ky/AbTypbl W COLMANbHOWM
MONUTUKKM, CUCTEM MOTUBALMKM, 3ODEKTUBHOCTU, OLEHKM W pPasBUTUA
nepcoHana

BHegpeHWe w nopaepXaHue cUCTEMbl OpraHuMsauum Tpyga W onaaTbl




nepcoHana

YnpaBneHne BHeapeHWem MpPorpaMmm W MPUHUMNOB CTaHAAPTU3AUMM,
YHUOMKaumMmM, aBTOMaTM3auMM NPOLECCOB YMNpPaBJeHUA MNEePCOHaNoM W
6e3onacHbIX ycAoBUin Tpyaa

OpraHusaumMa npoBegeHWUA ayauTa W KOHTPO/IMHFA B yNpaBieHUU
nepcoHanom

MocTaHOBKAa 3aZay  PYKOBOAMTENAM  CTPYKTYPHbIX  NOApasgeneHui,
onpeaeneHve maTepuanbHO-TEXHUYECKUX PECYPCOB A5 UX BbIMOJHEHUA

AHanM3 OTYETHOCTU NO YNPaBAEHUIO NEPCOHAIOM U BbiIBIEHWE PeCYpPCoB Mo
YIYULIEHMIO AeATe/IbHOCTU OpraHn3aumum

CornacoBaHue yC/i0BUIM 3aK/104aeMblixX 4OrOBOPOB N0 BONPOCam ynpasieHus
nepcoHanom

OpraHunsauma NnpoBeaeHMA 3aKynoYHbIX NpoLeayp no BONpocam ynpasaeHus
nepcoHanom 1 opopmaeHnUa ConyTCTBYIOWEN AOKYMEHTALUMMN NO HUM

dopmupoBaHmne 6loa)KeTa Ha NepcoHas, TEeXHONOorui ayauta paboTbl C
MepCcoHaNOM Y KOHTPOJIINHIA

anMEHEHMe K pa6OTHVIKaN\ mep noouwpeHna un  OUCUUNJIMHAPHOTO
B3bICKaHUA

Heobxoaumble ymeHus

Mpou3BoauTb aHanM3 AOeATeNbHOCTM MO  YNPaBAEHUIO MepCoHaIoM,
paspabatbiBaTb NOKasaTenn apPpeKTUBHOCTM paboTbl

dopmnpoBaTb NAaHbl U MepPONPUATUA MO YNPABAEHUIO NEPCOHANOM

PaccuuntbiBaTh 6lO,D,H(ET B 0bnactu ynpaBaeHna nepcoHaiom

Onpe,u,enﬂTb 30Hbl OTBETCTBEHHOCTU pa6OTHMI-(OB n no,qpas,u,eneHMﬁ, CTaBUTb
3a4a4n PpyKOBOOAUTENAM ﬂO,Cl,pa3ﬂ,eIIEHMI7I n obecneumsaTb pecypcbl anAa ux




MCNoNHeHUA

KOHTPO/IMpOBaTb M KOPPEKTMPOBATL UCMOIHEHWE MOPYYEHUIA U 33434

Ynpasnatb 3GPeKTUBHOCTbIO M BOBNEYEHHOCTbIO NepcoHana, AUCUUMNINHOM
Tpyaa v cobntogeHnem b6esonacHbIX yCa0BUM Tpyaa

BecTn neperosopbl N0 BONPOCamM COLMANBHOIO NapTHEPCTBA U NPeACTaBATb
MHTEepPEeCbl OpraHn3aummn B rocyaapCrBeHHbIX OpraHax, I'IpO(bECCMOHa!'IbeIX
COHO3aX U Apyrnx npeacraBuUTe/IbHbIX OpraHax pa6OTHMKOB, M opraHn3aumax
no Bonpocam nepcoHana

PaboTaTb ¢ UHGOPMALMOHHBIMK CUCTEMAMM U Ba3ammM JaHHbLIX NO BONPOCam
yrnpaB/ieHMA NepcoHaom

MpoBoAUTb ayAUT U KOHTPOAAMHE B 061aCTU yNpaBieHMA NePCOHANOM

dopmnpoBaTb M NPOBOAUTb COLMANBHYIO MOAUTUKY U  COLMaJbHblE
nporpammol

BecTn neperoBopbl C MOCTaBLWKMKAMMU YCAYr MO YCAOBUMAM 3aK/t0YaeMblX
Aorosopos

Mpou3BoAUTL 3aKyMo4yHble npoueaypbl, 0GOPMAATL M  aHaAN3MPOBATb
3aKYNOYHYI0 AOKYMEHTALMIO

CobnoaaTb HOPMbI 3TUKM A,e/10BOro 0bLEeHNsA

Heobxoaumble 3HaHMA

MeToabl ynpasneHua passutnem n apdeKTMBHOCTbIO OpPraHnsaLmmn, MeTobl
aHanM3a  BbIMOJSIHEHUS MNAHOB W MPOrpamMm, OnNpeaeneHua  ux
3KOHOMMYECKOMN 3PPEKTUBHOCTU

OpI'aHM3aLl,VIFI ynpasaeHna pa3suthem opraHmsaynm

Teopun ynpasneHWa opraHUsaumen, MOAUTUKA M CTpaTerMs ynpasaeHus
nepcoHanom




MeToabl aHanM3a BbIMNONHEHWA MAHOB W 3afay, ONpeaeneHus ux
3KOHOMMUYECKO 3PPEKTUBHOCTH

MeToabl OLLEHKHN, pe3yabTaToB 1 3GPEKTUBHOCTM TPYAa

MeToabl BHEAPEHUA CUCTEMBI YNPABAEHUA NEPCOHANOM

OcHoBbl paboTbl No npodopueHTaumUm

MeToguKn n1aHMPOBaAHMA M NPOrHO3UPOBAHUA I'IOTpe6HOCTM B nNepCcoHane

Llenn, ctpaterma passutma mn 6u3Hec-nNaH opraHunsauunun

Teopun 1 metoabl GopmupoBaHuio bpeHaa opraHnsaunm

TpeboBaHMA oxpaHbl U 6e3onacHbIX YCI0BUIA TPYAA

MeTtoaunkmn paspa60TKM N BHEOLPEHUA NOKA/IbHBbIX HOPMAaTUBHbIX aKTOB

MopsAfAOK 3aKnuyeHus TPYZAOBbIX [OrOBOPOB, PEryiMpOBaHWA TPYAOBbIX
cnopos

OCHOBbl COLlMONOINM, MNCUXONOTMU, 3SKOHOMMKM Tpyga W ynpasaeHuA
couManbHbIM pPa3BUTUEM OPraHn3aLmm

MeToabl NpoBeAEHMA  COLMOJIOTMYECKUX  UCCNeOBaHWUM,  M3ydyeHus
0bLwecTBEHHOro MHEHUA

TexHonormm nposBefeHUA ayauMta W KOHTPOAJIMHIA B yNpasBieHuu
nepcoHasiom

MopsZoK  npoBefeHWa  3aKyMo4yHbIX  npoueayp W odopmieHus
COMYTCTBYIOLLEN AOKYMEHTALMUK

TexHoNOrMK, CTaH4apTM3aumMA, YHUPUKALMA, aBTOMATU3ALMS MPOLLECCOB
ynpasaeHUA NepCoHaIOM




CTpyKTypa opraHusauumm

TpyAoBoe 3aKOHOA4ATE/IbCTBO M MHbIE aKTbl, COAEpXKallme HOPMbl TPYA0BOIO
npasa

OCHOBbl apXMBHOrO 3aKOHOAATE/NIbCTBA M HOPMAaTMBHblE MPaBOBble aKTbl
Poccuitckoin Peaepaumu, B Yyactm BeAeHMUA AOKYMEHTaLMM No nepcoHany

OcHoBbI Ha/IOroBOro 3aKoHoAaTenbcTea Poccuiickoit depepaumm

OCHOBbl MMrpaUMOHHOrO 3aKoHoAaaTenbcTBa Poccuiickon Pepepauunu, B
YyacTu NpmMBAEYEHMA U TPYAOYCTPOMNCTBA MHOCTPAHHbIX rpa)kaaH U auu, 6e3
rpa)kaaHcTea

OCHOBbI aAMWHUCTPATUBHOIO 3aKOHOAATENbCTBA B obnactu ynpassieHunAa
nepcoHasiom N OTBETCTBEHHOCTU AO0/1IXKHOCTHbIX 1L,

3aKoHoaaTenbcTBoO Poccuiickon Peaepaumm o NnepcoHanbHbIX AaHHbIX

MopAAOK 3aKA0UYEHUA A0rOBOPOB (KOHTPAKTOB)

JIoKasibHble HOPMATUBHbIE aKTbl B obnactu ynpasaeHnAa nepcoHaiom

Hopmbl 3TMKK genosoro oblueHns

basoBble OCHOBbI MHPOPMaATHKHK, CTPYKTYpHOE nocTpoeHune
MHOPMALLMOHHbIX CUCTEM U 0COBEHHOCTU PabOoTbl C HUMM

[pyrve xapakTepucTuku

3.8.3. Tpyposas ¢yHKUMSA

ALMWHUCTPUPOBaHME NPOLLECCOB U YpoBeHb

HanmeHoBaHMe | A0KymeHTOO6OpOTa NO cTpaTernyeckomy Koa H/03.7 |(noaypoBeHb) 7

ynpas/ieHWIo NepcoHaN0oM OpraH13aLmm KBanuMKaLmm




MpoucxoxaeHne TpyLOoBOM
dYHKUMM

3anmcTBOBaHO

OpwuruHan X
13 OpuUrMHana

Kog, PerncrpauMoHHbIi
opurnHana HOomep
npodeccMoHaNbHOro
CTaHpapTa

Tpynosble geicTamnA

AHanu3 npoLeccoB AOKYMeHTOob0opOoTa, JOKaNbHbIX AOKYMEHTOB MO
BOMpOCaM YyMpaB/ieHuAa MepcoHanom, 6M3Hec-NpouLeccoB oOpraHM3aLmu,
yA0BNETBOPEHHOCTU NepcoHana

[JoKymeHTaumnoHHoe opopmM/IeHNe Pe3yNbTaToB YNpPaB/ieHUA MepCcoHaIom,
€ro ayguTa, paboTbl CTPYKTYPHbIX NOApa3aeeHunii

JOKyMEeHTauMOHHOE M OpraHM3aLMOHHOE COMPOBOXKAEHME CTPATENMYECKOro
yNpaBAeHWsA NePCOHANOM U paboTbl CTPYKTYPHbIX NOAPa3aeneHui

MoaroTtoBKa NpeasioXKeHU NO PA3BUTMUIO CUCTEM YNpPaBAEHUsA NEPCOHANIoOM,
No HeobXo4MMbIM KOPPEKTUPYIOLWMM U MPEBEHTUBHBIM MepaM W No
NoBblWeHUto 3PpPEeKTUBHOCTU PaboTbl CTPYKTYPHbIX NOApPa3aAeneHn

KoHTponb npoueccoB B 06/1acTM ynpasBAeHUA MNepcoHanom W paboTbl
CTPYKTYpPHbIX NoApa3aeneHnii, CpaBHEHME M aHaN3 NPOLLECCOB, Pe3Yy/1bTaToB
YNpPaBNEHYECKNX MEpPoNpUATUIA, onpeaeneHne GaKTOPOB, Bbi3blBAOWMX
OTK/IOHEHWE OT NJ1IaHOBbIX NOKa3aTesen

CornacoBaHuMe UM KOHTPOJIb LOrOBOPOB MO BOMpPOCaM W CUCTEMAM
CTpaTerMyeckoro ynpasBiAeHWsa MepcoHanoMm U paboTe CTPYKTYpPHbIX
noApasaeneHuii, opraHnMsauma Npoueayp no Ux 3aKkaUYeHNno

MoaroToBKka pe3ynbTaTOB aHa/nAM3a COOTBETCTBMA OPraHusauMum M onnatbl
Tpy4a NepcoHana ycnewHbIM KOPNOpPaTUBHbIM NPaKTUKaM




BbinosHeHne TPebOBaHMI MO XPaHEHUIO MHPOPMaLMK O pesy/bTaTtax
AeNCTBMA CMCTEM CTpaTerMyeckoro ynpasaeHua MnepcoHanom u paboTbl
CTPYKTYPHbIX NoApasaeneHni

Heobxoanmble ymeHuA

AHanusnposaTb, pa3pabatbiBaTbh U 0POPMAATL AOKYMEHTbI MO NpoL.eccam u
pesynbTaTam  ynpas/ieHMA NepcoHaom UM paboTe  CTPYKTYPHbIX
nogpasaeneHui

MpumeHATb MeToAbl aHaN3a 6M3Hec-npou,eccos opraHunsauunun

Onpegensate MNPoOrpammbl  AOCTVXKEHWS LUenel U peweHus  3agad
noapasaeneHuni

MpoBOAMTb ayAWUT CUCTEMbI YNPaBAEHMA NepPCOHaN0M

npOBOAMTb KOHTPOJIZIMHT CUCTEMDI YNpaB/ieHNA NepCoOHa/IoM

KoHTponuposatb 6loaxeT Ha MepcoHan W ynpasjeHMe pacxogamu Ha
nepcoHan

OpI'aHM3OBbIBaTb conposoXaeHmne OorosopoB Mo BOMpoOCam ynpaBaeHUA
nepcoHasom, BKAKOYaA npeaBapuTeibHble npoueaypbl N0 NX 3aK/TIOYEHUIO

OpraHn3oBbIBaTb 3aKynouHble Mpoueaypbl, 0GOPMAATL U aHAAN3UPOBATL
3aKYNOYHYI0 AOKYMEHTALMIO

KoHTponnpoBaTb M aHanM3MpoBaTb BOMPOCbI COLMANBHOFO NAapPTHEPCTBa,
[0roBOPbI MOCTABLLMKOB yCyr

MpoBoAMTb MeperoBopbl M MPEeACTaBAATb WMHTEpPecbl OpraHM3auuu B
rocy4apCTBEHHbIX oOpraHax, MpPopeccUOoHaNbHbIX COH3aX W APYyrux
npeacTaBMTENIbHLIX OpraHax PaboTHMKOB M OpraHM3auuMsax No BoMpocam
nepcoHana

Bectu fenoByto nepenmcky




Pabotatb ¢ WHPOPMAUMOHHBIMM cUcTeMamM W 6asamu  [aHHbIX MO
nepcoHasny, cucTemam ynpaBieHWA MepcoHasloM W OpraHuM3auuu
AeATEeNbHOCTU CTPYKTYPHbIX NoApasaeneHni

ObecneuymBaTb KaapoBoe [e/0MNPOU3BOACTBO W [AOKYMEHTaUuMOHHOoe
COMPOBOXKAEHME MPOLLECCOB MO YNpaBAeHWUO nepcoHanom M paboTe
CTPYKTYPHbIX NoApasaeneHni

Opl’aHM3OBbIBaTb XpaHeHMe OOKYMEHTOB B COOTBETCTBUU C Tp66OBaHMHMVI
TPy4oBOro U apxmBHOro 3aKOHOAOATENbCTBA Poccuiickoi (Dep,epau,MM n
NNOKa/IbHbIMUN aKTaMW OpraHn3aunun

Cobnofatb HOPMbI 3TUKKM 4,eN0BOro 06LLeHUs

Heobxoaumblie 3HaHMSA

KopnopaTuBHaa Ky/abTypa, COuManbHas MOJUTUKA, CUCTEMbI MOTMBALMKU U
3$DEKTUBHOCTM yNpaBAEHUs NepCcoHaNOM

MeToabl ynpasneHus passutvem 1 spPpeKTUBHOCTbIO OpraHM3aLmm, MeToabl
aHanM3a  BLIMNOJIHEHWA NJAHOB WM NpoOrpamm, onpegeneHua  ux
3KOHOMMUYECKOM 3pPEeKTUBHOCTH

MeToAbl NpoBeAeHUA ayauTa, KOHTPOAA OMepaTUBHbLIX YNpaBAeHYeCKuX
NPOLLEeCccoB, COLMOIONMYECKUX UCCea0BaHNiM

BusHec-nnaH 1 6BusHec-nNpoLecchbl opraHM3aumm

blogKeTHoe NpoeKTUpoBaHme

OpI'aHM3aLl,VIOHHOG NpoeKkTnpoBaHue

dopmbl, MeToabl M CUCTEMbl MaTepUanbHOrO W HemaTepuasnbHOro
CTUMYNMPOBaHUA TPpyAa NepcoHana

Cuctemol CTaHgapTOoB no 6u13Hec-npoueccam, npodeccnam
(cneumanbHoCTAM), HOPpMbI TPYAA




MeTtoabl aHanM3a KOIMYECTBEHHOrO N KayeCTBEHHOro CoCTaBa NepcoHana

Kagposasa nonnMTtnKa opraHnsaumm

Mopagok d¢opmmpoBaHMAa, BedeHMA OaHKa AaHHbIX UM NPeaocTaBAeHUus
OTYETHOCTU MO CUCTEMAM YMNpPaB/ieHUA MEepPCOHaNoM U paboTe CTPYKTYPHbIX
noapasaeneHuni

OcHosbl AOKYMEHTALMOHHOIo O6eCI'IeLIEHVIFI, nopAaoK Od)OpMJ'IeHMFI
AOKYMEHTOB, npeaocrtaBnaembix B rocyaapcrBeHHbIE OopraHbl,
I'IpOd)ECCVIOHaIIbeIe COHO3bl, O6LL|,€CTB€HHbIe OopraHnsauunmu

Uenn v cTpaterns passutma opraHmsaumm

MopsfoK  MNpoBegeHUs  3aKymouyHbliX  npoueayp v odopmaeHua
CONYTCTBYIOLLEN [OKYMEHTALLUN

HopmaTuBHble NpaBOBble aKTbl, pPeryaupylolme npasa M 06A3aHHOCTU
rocyf4apCTBEHHbIX OPraHoOB M OpraHuM3auMyM Mo NpPeaocTaBAEHUIO YYETHOW
AOKYMeHTauum

CTpyKTypa oOpraHusauMm W  BaKaHTHble  AO/KHOCTM  (Npodeccuuy,
cneuunanbHoCTH)

TpyAoBOE 3aKOHOAATE/IbCTBO M UHbIE AKTbl, COA4EPIKALLME HOPMbI TPYLOBOTO
npasa

OCHOBbI apXMBHOrO 3aKOHOAATE/NIbCTBA M HOPMAaTMBHblE MPaBOBble aKTbl
Poccuitckoin Peaepaumu, B Yyactm BeAeHMUA AOKYMEHTaLMUM No nepcoHany

OcHoBbI Ha/IOroBOro 3aKoHoAaTenbcTea Poccuiickoit depepaumm

OCHOBbI MMUTPaUMOHHOrO 3aKoHogaTenbcTBa Poccuiickolt depepaumu, B
YyacTM NPUBAEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHDBIX FpaxaaH u auy, 6es
rparkaaHcTBa




OCHOBblI aAMWHUCTPATUBHOIO 3aKOHOAATENbCTBA B obnactu ynpasaeHnAa
nepcoHasiom N OTBETCTBEHHOCTU AO0/1IXKHOCTHbIX /NL,

3akoHoaaTenbcTBO Poccuinickon deaepaumnm 0 NepcoHasibHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OpraHM3auMm B 061acTU ynpaBAeHUA
nepcoHasom

MopAAoK 3aKAH0YEHNA A0TOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK genosoro oblieHms

basoBble OCHOBbI MHPOPMaATHKMK, CTPYKTYpHOE nocTpoeHune
MHOOPMALIMOHHbIX CUCTEM U 0COBEHHOCTU PabOoTbl C HUMM

Lpyrve xapaktepucTmkm -

IV. CBeaeHuA 06 opraHusaumnax - paspaboTymkax
npodeccMoHabHOro CTaHgapTa

4.1. OTBeTCcTBEHHAA OpraHn3aumna-paspaboTInK

Obuwepoccuiickoe obbegmHeHUe paboTogatenei "PoccMncKMiA COHO3 MPOMbILLIEHHUKOB U
npeanpuHmumareneit”, ropoa Mocksa

NcnonHutenbHbl BuLe-npes3ngeHT KysbmuH Amutpuii Bnagumuposuy

4.2. HaumeHoBaHWs opraHnsaLmMn-paspaboTinKkos

~n

1| AHO "HaumoHanbHOe areHTCcTBO pa3BuTUA KBanmdukaumin”, ropos Mocksa

2 | Accoumaums (Cotos) "Accoumnaums KOHCYNbTAHTOB No nogbopy nepcoHana", ropog Mockea

3 | F'pynna HeadHunter, ropog MockBsa




3A0 "KPOK MHKOPMOPEMTEL, ropog Mocksa

NHdopmaumnmoHHo-aHanuTu4eckuii ueHTp "Kagposbiit osop", ropoa Mocksa

MTIO "OMOPA POCCUWN", ropoa MockBa

MexayHapoaHas accoumaums 4en0Boro cotTpyaHnyecTsa, ropog Mockea

HOYY ANO "UHcTUTYT npodeccnmoHanbHOro Kaaposumka", ropos Mocksa

HMN "Accoumnauna EBponeickoro 6usHeca", ropog Mocksa

10

HM "BKK - HaunoHanbHbIM coto3 Kagposukos", ropoa MockBa

11

HMN "MexayHapoaHbii anbsaHc "Tpyaosas murpaums”, ropos Mocksa

12

HM "HaunoHanbHan accoumaumsa oPpuUcHbIX CNeLUAINCTOB M AAMUHUCTPATUBHBIX PabOTHUKOB",
ropos MockBa

13

HMN MHO "Accoumnauma meHegxepos Poccun”, ropoa Mockea

14

HIM CYP3 "HaunoHanbHana KoHpeaepaLuma "PasBuTne yesnoBevyeckoro Kanutana", ropos Mocksa

15

OAO "BAHX" (FTAO BBL), ropog MockBa

16

OAO "Tasnpom HedpTb-HoBocnbupck", ropos Hosocnbmpck

17

OAO "ObbeguHeHHan cyaocTpouTenbHan Kopnopauua", ropog Mocksa

18

OAO "PHKA", ropoa MockBa

19

OAO "CaxanuH dHepaun MHBectmeHT KomnaHn", ropog KOxHo-CaxanuHck

20

OAO "TaTHedTb" menn B.[. LLlawmHa, ropoa KasaHb

21

OAOQ "Hay4Ho-npousBoacTeeHHoe obbegmHeHue "HayKka", ropoa Mocksa




22

000 "LG Electronics Rus", ropog MockBa

23

000 "busHec MNcuxonorn SHL Russia & CIS HMN", ropog MockBa

24

000 "UT-CK", ropoa MockBa

25

000 "Nykonn-UHknHnpwuHr", ropoa Mocksa

26

000 "OKbB 3eHut", ropog Mockea

27

000 "MeTtponnym TpenguHr", ropog Mocksa

28

000 "Monurpacd-3awmTta”, ropog Mockea

29

000 "leHTp KagpoBbix TexHonoruit - 0byyeHne. CTaxknposKku. Tpyaoyctpolicteo", ropos Mocksa

30

Poccuiickoe npeacrasutenbctso "Coleman Services UK" ("KoynmaH Cepsucns"), ropos Mocksa

31

ToproBo-npomblwieHHas nanata Poccuitickoii degepaumm, ropos Mocksa

32

®re0Y BMO "MOCKOBCKMI rocyaapcTBeHHbIM yHUBepcuTeT umeHn M.B. JlomoHocoBa", LLIkona
AVpeKTopa no nepcoHany, ropos Mocksa

33

dreoy BMO MCY, ropoa MockBa

34

®re0Yy BMO M3CH, ropoa Mocksa

35

®rB0Y BMO CMBMpPCKMiA rocyaapCTBEHHbIN YHUBEpCUTET NyTen coobuleHus (CTYMC), ropoa,
HoBocnbupck

36

®rBY "HayyHo-MccnenoBaTelbCKUM UHCTUTYT TPYAA U COLMANbHOTO cTpaxoBaHuA" MuHucTepcTea
TpyAa v coumanbHOM 3awmnTbl Poccuiickon Peaepaunu, ropoa Mocksa

37

®ryn "Moyrta Poccumn”, ropoa Mocksa

38

®K "Ypancmnb", ropos Mocksa




<1> O6wepoccUncKMn KnaccudurKaTop 3aHATUN.

<2> 06LWwepoCccUncKMn KnaccudurKaTop BUA0B SKOHOMUYECKOM AEATENbHOCTMU.

<3> EAUHbBIN KBaIMPUKALMOHHBIV CNPAaBOYHMK AOMKHOCTEN PYKOBOAMTENEN, CNEeLManncToB U APYrnx CayKaLwmx.
<4> 0buwepoccMnckmin Knaccnpukatop npodeccmin paboumx, 4OMKHOCTEN CAYKALMX U TapUPHbIX pa3pAaoB.
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