JokyMmeHT npenoctasneH KoHcynbTaHTInN0C

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

MWHUCTEPCTBO TPYZA U COLIMA/IbHOM 3ALLMUTbLI POCCUIACKON ®EAEPALUN

MNPUKA3
OT 6 OKTA6pA 2015 r. N 691H

OB YTBEPXXAEHWUU NPOPECCUOHANBHOIO CTAHAOAPTA
"CNELUANNCT NO YNPABJIEHNIO NEPCOHANIOM"

B cooTBeTcTBUM C NyHKTOM 16 MMpaBun pa3paboTKM, YTBEPXKAEHUA M MPUMEHEHMA NPOPECCUOHANbHbIX CTaHAAPTOB, YTBEPMKAEHHbIX MOCTAaHOBAEHWEM
MpasutensctBa Poccuiickon dPeaepauum ot 22 axBaps 2013 r. N 23 (CobpaHue 3akoHoaaTenbctBa Poccuiickon depepaumm, 2013, N 4, ct. 293; 2014, N 39, cT.
5266), npukasbiBalto:

YTBEpANTb Npuaaraemblii NpodeccnoHanbHbIM cTaHAapT "CneunanmcT no ynpasaeHuto nepcoHasom".

MwuHunctp
M.A.TONWNINH

YTBepKaeH

npuvkasom MuHUCTepCTBa Tpyaa
N COLMANbHOWM 3aLLUTDI
Poccuiickoin Pepgepaumn

OT 6 oKTABpPA 2015 r. N 691H

NPO®ECCUOHA/NBHbIA CTAHOAPT

CNELMANUCT NO YNPABJIEHUIO MEPCOHA/IOM
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PerncrpaumoHHbI

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

OcHoBHas uenb Buaa npodeccnoHaibHON AeATEeNbHOCTU:

ObecneyeHne 3pPeKTUBHOrO PpYHKUMOHMPOBAHUA CUCTEMbI YNPaBAEHUA MEPCOHANIOM ANA AOCTUMHKEHMSA
uenei opraHusaLmm

lpynna 3aHATWIA:

1232 PykoBoguTenu noapasseneHunii 2412 CneumanncTbl No Kagpam um
(cny»k6) ynpaBneHua Kagpamu m npodopueHTaymm
TPYAOBbIMW OTHOLLEHUAMM

3423 Cneumanunctbl KaapoBbIxX CAYKO6 n - -
YUPEKAEHNIN 3aHATOCTH

(kog OK3 <1>) (HaumeHoBaHuUe) (kog OK3) (HanmeHoBaHwWe)

OTHeceHue K Buaam 3KOHOMMYECKOM AeATENbHOCTU!

‘ 78.30 ‘,ﬂ,eﬂTeanOCTb no noabopy nepcoHana npoyas
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(kop, OKB3A, (HaMmeHOBaHMe BUA SKOHOMMYECKOMN AeATeIbHOCTH)
<2>)

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

0606ueHHble TpyaoBbie pyHKUMU Tpyaosble GpyHKUMM
KoA, HaMmeHOBaHWe YPOBEHb HaMmeHOBaHWe KoZ4, YPOBEHb
KBannuodu (nogypos
Kauum €Hb)
KBaNPUK
auum
A JOoKymeHTauWOHHOe 5 BeneHme opraHM3aunMOHHOM U A/01.5 5
obecneyeHune paboTsbl pacnopAguTeNibHON JOKYMEHTaLMM No
C NepcoHanom nepcoHany
BeneHve fOKYMeHTaLMmM Mo yyeTy 1 A/02.5 5
OBVKEHWIO Kaapos
ALMUHUCTPUPOBAHKUE MPOLLECCOB U A/03.5 5
OOKYMeHTO0b0pOoTa MO yYeTY U ABUNKEHUIO
KagpoB, NpeacTaB/ieHUI0 JOKYMEHTOB NO
nepcoHany B rocyfapCTBEHHbIE OpraHbl
B |[deaTtenbHocTb No 6 C6op MHPopmauum o notTpebHoCTAX B/01.6 6
obecneyeHuto OopraHusaumu B nepcoHane
nepcoHanom
MoucK, npusneyeHne, nogdbop n otbop B/02.6 6
nepcoHana
ALMUHUCTPUPOBAHME NPOLLECCOB U B/03.6 6




OOKymeHToobopoTa obecneyeHus
nepcoHanom

JeatenbHOCTb NO OpraHumsauma u nposegeHne OUEHKH C/01.6
OLLEHKe U aTTecTauum nepcoHana
nepcoHana
OpraHusauma n nposeaeHue atrectaunm C/02.6
nepcoHana
AAMUHUCTPUPOBAHME NPOLLECCOB U C/03.6
OOKyMeHToob0opoTa Npu NpoBeaeHnn
OLLeHKM M aTTecTaumm nepcoHana
[JeatenbHOCTb NO OpraHusauma n nposegeHue D/01.6
pa3BUTMIO MepcoHana MepPONPUATUIN NO PA3BUTUIO U MOCTPOEHNIO
npodeccnmoHanbHOM Kapbepbl MepcoHana
OpraHu3auma obyyeHua nepcoHasna D/02.6
OpraHusauma agantaumm U CTaXKMPOBKM D/03.6
nepcoHana
AOMUHUCTPUPOBAHME NPOLLECCOB M D/04.6
OOKYyMeHToo60poTa Mo PasBUTUIO U
npodeccnoHanbHOM Kapbepe, obyyeHuto,
a[anTaLMKn U CTAXKMPOBKE NepcoHana
LeAatenbHOCTb NO OpraHusauyma Tpyga nepcoHana E/01.6
OpraHM3auumn Tpyaa u
ONNaTbl NepcoHana OpraHunsauua onnatbl TpyAa nepcoHana E/02.6
ALMUHUCTPUPOBAHME NPOLLECCOB U E/03.6
OOKYyMeHTOo0b0poTa No BoNpocam
OpraHusaLun Tpyaa v onaaTbl nepcoHana
JeAatenbHocTb MO Pa3paboTKa KopnopaTUBHOMN coLMaNbHOM F/01.6




opraHusauumu NONUTUKMK
KOpnopaTMBHOM
coumanbHoi Peanunsauma KopnopaTusHoM coumanbHon | F/02.6
NOAUTUKM NONUTUKN
ALMUHUCTPUPOBAHME NPOLLECCOB U F/03.6
OOKYyMeHTO0b60pOoTa No BONpocam
KOPNOpPaTUBHOM COLMANbHOM NOSUTUKM
OnepaunoHHoe Pa3paboTKka cuctembl onepaumuoHHOro G/01.7
ynpasaeHue ynpasaeHua nepcoHanom u paboTsbl
nepcoHanom u CTPYKTYPHOrO noapasaeneHus
nogpasgeneHmem
opraHu3aumm Peanusauua onepaunoHHoro ynpasnenuna | G/02.7
NepCcoHaNoOM U paboTbl CTPYKTYPHOTO
noapasaeneHus
AAMUHUCTPUPOBAHME NPOLLECCOB U G/03.7
OOKyMeHTOo0b0opoTa No onepaLMoOHHOMY
ynpaBaeHMo NepPCoOHaNoOM 1 paboTe
CTPYKTYPHOrO noapasgeneHuns
CrpaTternyeckoe Pa3paboTKa cucTeMbl CTpaTerM4eckoro H/01.7
ynpasneHue ynpasieHna NepcoHanom opraHmsaLmm
nepcoHanaom
opraHusaLmm Peanunsauma cuctembl cTpaTternyeckoro H/02.7
ynpas/ieHna NepcoHasIoM OpraHu3aumum
ALMUHUCTPUPOBAHKE MPOLLECCOB U H/03.7

p,ouymeHToo6op0Ta no CTpaternyeckomy
ynpaB/ieHNo NepCoHaIOM OpraHn3auunm

3.1. O606uieHHas Tpyaosasa GyHKLUMA

[Il. XapakTepucTuKa 0606LeHHbIX TPYA0BbIX GYHKLMIA




OKyMeHTaLMoHHOe obecneyeHune paboTbl ¢ YpoBeHb
HanmeHoBaHue Hoky 4 P Koa A P 5
nepcoHanom KBanmdukauum
MpoucxoxaeHue
o o 3anmcTBoBaHO
0606wweHHOM Tpya0BOM OpwuruHan X
N3 OpuUrnHana
dYHKUMM
Kog, PernctpaunoHHbIn
opurnHana HoMep
npodeccnoHanbHOro
CTaHAapTa

Bo3moxKHble
HaMMeHOBaHMUA
JOMKHOCTEN, npodeccuit

CneumanucT nNo KagpoBoMy AeA0NPOU3BOACTBY

Cneumanuct no AoKymeHTaumoHHomMy obecriedeHmnto paboTbl C nepcoHanom
Cneumnanunct no A0KyMeHTaLUMOHHOMY obecneyeHunto nepcoHana
Cneumanuct no nepcoHany

TpeboBaHuA K
06pasoBaHUIo U1
0byyeHuto

CpeaHee npodeccroHanibHOe 0bpa3oBaHMe - Nporpamma NoAroToBKu
CrneLumaancToB cpegHero 3gBeHa

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

TpeboBaHMWsA K ONbITYy
NpaKTUYecKol paboTsl

Ocobble ycnoBuMA fonycKka
K paborte

[pyrve xapakTepuctnku




JononHuTtenbHble XapPaKTEPUCTUKH

HanmeHoBaHue AOKYMEHTA

Kopg, HanmeHoBaHue 6a30Boi rpynnbl, 4OAXKHOCTU (Npodeccun)

nnn cneunmanbHoOCTU

OK3 2412 Cneumannctbl No Kagpam u npodopueHTalmm

3423 Cneumannctbl KaapoBbIX CNYKO U yupeRaeHUI 3aHATOCTH
EKC <3> - Cneumannct no Kagpam

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

22956 MHcheKTop No Kagpam

3.1.1. Tpyposasa GpyHKLMA

nepcoHany

BeneHme opraHM3auUNMOHHOM U
HavmeHoBaHuMe |pacnopagutenbHoM AOKYMEHTAUMM Mo

MpouncxoxaeHne TpyLoBOW
OYHKUMM

Kog,

A/01.5

YpoBeHb
(nopypoBeHb) 5
KBannduKaLmm

OpuruHan X

3anMcTBOBaHO
N3 opuUrnHana

Kog

OopurnHana

PerncrpaumoHHbIv
Homep
npo¢deccuoHanbHOro
cTaHZapTa

Tpyaosble geicteua | O6paboTKa M aHaNM3 NOCTyNaloWeN 4OKYMEHTaLMM N0 NepcoHany
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PaspaboTka u opopmieHne AOKYMEHTALMN NO NepcoHany (NepBUYHONM, YYETHOM,
NNaHOBOM, no coumanbHomy obecneyeHuio, OPraHM3aLMOHHON,
pacnopaguTenbHON)

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

Heobxoaumble
ymeHua

Pa3pabatbiBaTb NPOEKTbl OPraHM3aLMOHHbIX W PAcnopAaUTENbHBIX LOKYMEHTOB
no nepcoHany

OdopmnaTb [OKYMEHTbl B COOTBETCTBUM C TPeBOBaAHUAMWU TpPaXKAaAHCKOro,
TPYO4OBOro 3aKkoHogaTtesnbCcTBa Poccuitickonnt degepauum U NIOKaNbHbIMMK
HOPMaTUBHbIMU aKTaMW OPraHM3auunmn

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

OpraH130BbIBaTb XpaHEHWe [AOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMMU
TPYAOBOro, apXuBHOrO  3akoHogatenbctBa  Poccuiickon  degepauyn  u
NOKa/IbHbIMW HOPMAaTUBHBIMM aKTaMU OpraHM3aLmm

AHannsmpoBaTb AOKYMEHTbl U MNepeHOCUTb MHd)OpMaLLMlO B 6asbl AaHHbIX W
OT4YeTbI

BbIfiBNATL OWNGKM, HETOUHOCTM, UCMPABAEHUA U HEAOCTOBEPHYO MHbOPMaLMIO B
AOKYMEHTax, onpeaenaTb 1erMTMMHOCTb AOKYMEHTOB

PaboTaTth ¢ MHd)OpMaLI,MOHHbIMM cuctemamm M 6asammu AaHHbIX NO BeAeHuto
y4yeTa, ABUXKEHUIO NePCOoHanNna

Cob6ntogaTb HOPMbI 3TUKM AeN0BOro 06LLeHUsA

Heobxoaumble
3HaHMUA

MopAaAoKk opopmaeHns, BeAeHMA U XpaHeHUA AOKYMEHTOB MO NepcoHany

nOpFI,CI,OK y4ye€Ta ABUXKEHUA KagpoB U COCTaB/ieHUA YCTaHOBHEHHOﬁ OTYETHOCTU




OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

TexHONOrMM, MeTogbl M METOAUKM MPOBEAEHUA aHANM3a M CUCTEMATM3AUMM
OOKYMEHTOB U MHPOpMaLLUK

MopsAA0K pacyeTa CTaKa, IbroT, KomneHcaunini, opopmaeHusa NeHcnin paboTHUKam

CTpyKTypa opraH13auuu

TpyOoBoe 3aKOHOAATE/NbCTBO M WMHblE aKTbl, COAepXallmMe HOPMbl TPYA0BOro
npasa

OCHOBbl apXMBHOTO 3aKoHOAaTeNbCTBA W HOPMaTMBHbIE MNpPaBOBble  aKThbl
Poccuiickoit degepaumm, B YacTv BeAeHMA AOKYMEHTaL MM Mo nepcoHany

3akoHopgaTenbcTBo Poccuitckon Peaepaumm o NepcoHasibHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OPraHW3aumMu, peryavpytowme nopsaok
obopMNeHNA  pacnopAamMTesibHbIX W OPraHM3auUMOHHbIX  AOKYMEHTOB MO
nepcoHany

Hopmbl 3TUKKN 1 AenoBoro obLeHus

basoBble OCHOBbI MHGOPMATUKK, CTPYKTYpPHOE nocTpoeHue WMHOOPMALMOHHbIX
cucTem n ocobeHHOCTU paboTbl C HUMM

dpyrue
XapaKTepUCTMKM

3.1.2. Tpyposasa GyHKUMA

HanmeHoBaHue

BepeHwne AOKYMEHTAL UM NO y4HETY U
ABUXEHUIO KaapoB

Koa

A/02.5

YpoBeHb
(noaypoBeHb)
KBanmudmKkaumnm



MpouncxoxaeHne TpyLoBOW
bOYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 OpUrnMHana
Kog PerncrpaumoHHbIN
opurnHana HOoMep
nNpodeccnMoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

MoAroToBKa MPOEKTOB AOKYMEHTOB MO  npoueaypam  ynpasieHus
NepcoHaNoM, yyeTy 1 ABUKEHUIO NepcoHana

OpraHun3auma CUCTEMbI ABUMKEHUA JOKYMEHTOB MO NepcoHany

C60p 1 NpoBEpPKa INYHBIX L OKYMEHTOB PabOTHUKOB

MoarotoBka n opopmaeHue no 3anpocy PaboTHMKOB N AONMKHOCTHBIX /L,
KOMMWIA, BBLIMUCOK W3 KadpoBbiX AOKYMEHTOB, CMNpaBoOK, WHbOpMaLUUM O
CTaXe, NbroTax, rapaHTnAx, KomneHcaunax n UHbIX CBG,CI,GHVIVI (o] pa6OTHVIKaX

Bblgaya paboTHUKY KaApOBbIX LOKYMEHTOB O €ro TPyA0BOM AeATeNbHOCTH

JoseneHne 4o cBedeHun nepcoHana OpPraHM3aLUMOHHbIX,
pacnopaamTesibHbIX M KagpoBbiX AOKYMEHTOB OpraHn3aumnm

BeaeHue yyeTa pabouyero BpemeHu paboTHUKOB

Peructpauma, ydyeT, onepaTMBHOE XpaHeHMEe AOKYMEHTOB MO MepcoHany,
NOArOTOBKa K CAaye MX B apXuB

Heobxoanmble ymeHUn

Pa3pa6aTbIBaTb NPOEKTbl KaAPOBbIX JOKYMEHTOB

O(I)OpMI'IFlTb Kagposblie AOOKYMEHTbl B COOTBETCTBUU C Tpe6OBaHWr'IMI/I
TPyA4OBOIro 3aKOHOAATeNbCTBa Poccuinckoit CDe/J,epau,MM N NOKaJ/ibHbIMU
HOPMAaTUBHbIMU aKTaMM OPraHnM3auunmn




BecTu yyeT M perucTpaumio KagpoBbiX AOKYMEHTOB B MHOOPMALMOHHbBIX
cMcTeMax M Ha MaTepuabHbIX HOCUTENAX

OpraHn3oBbIBaTb XpaHeHWe KaApoBbiX [AOKYMEHTOB B COOTBETCTBMM C
TpeboBaHMAMM TPYyAOBOro, apXMBHOIO 3aKkoHoAaTenbCTBa Poccuitckoin
denepaumnn U N0KaNbHbIMM HOPMaTUBHbBIMW aKTamMM OpraHn3aLmm

AHann3MpoBaTb KaapoBble JOKYMEHTbI U NePeHOCUTb MHopPMaUMio B 6asbl
[AaHHBIX M OTYeTHI

PaboTaTb co cneumMannsnpoBaHHbIMM MHPOPMALMOHHBIMU CUCTEMAMMU U
6a3amm JaHHbIX MO BEAEHMUIO YYETa M ABUKEHUIO NepcoHana

PaspabatbiBaTb  NAaH  KOPPEKTMPOBOK  YCTAHOBAEHHOTO  NopsAgKa
opopMIEHNA [OKYMEHTOB MO MNEPCOHANYy WM Peann3oBblBaTb MNPUHATbIE
N3mMeHeHun

KoHTpoinpoBaTb NpucyTcTBUE PAabOTHMKOB Ha paboyem mecTe

Cobnt0aaTb HOPMbI STUKK AeN0BOoro 06LeHus

Heobxogumble 3HaHUA

MopAAoK opopMIeHNA, BEAEHMA N XPaHEHMS AOKYMEHTOB MO NepcoHany

MopAagoKk y4yeTa ABMXKEHMA KagpoB M COCTaB/ieHMA yCTaHOBHEHHOVI
OTYETHOCTU

MopagoK pacyeTa CTaXka, AbrOT, KOMMEHcauui, odpopmaeHua neHcui
paboTHMKam

CTpyKTypa opraH13auuu

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

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




3aKkoHogaTenbcTBo Poccuitickont Pegepaupmmn o NepcoHanbHbIX AaHHbIX

TexHONOrMKM, MeToLbl U METOAUKM NPOBEAEHUA aHAAN3A U CUCTEMATM3ALMUM
OOKYMEHTOB U MHpOpMaLLUK

JNloKanbHble HOPMATMBHbIE aKTbl OPraHM3aLMM, peryanpylowmne nopagok
opopMIEeHUA LOKYMEHTOB MO NEPCOHaNy

OcHOBbI OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecrneveHuns

Hopmbl 3T1KK aenosoro obuweHna

basosble OCHOBBbI MHPOPMATUKM, CTPYKTYpHOE NnocTpoeHue
MHGOPMALMOHHbBIX cUCTEM M 0cobeHHOCTU PaboTbl € HUMKM

Lpyrvue xapakTepuctmkm

3.1.3. Tpyposasa GpyHKLMA

HanmeHoBaHue

MpouncxoxaeHne TpyLoBOW
bYHKUMM

ALMUHUCTPUPOBAHUE MPOLLECCOB U
A?K MeHT§o6pop0Ta no pq:T W ABUXKEHUIO Yposerb
y yHery Kog, A/03.5 |(noaypoBeHb) 5
KaZpoB, NPeACTaB/NEHMIO JOKYMEHTOB NO
KBannduKaLmm
nepcoHany B rocyfapCTBEHHbIE OPraHbl
3anmcTBoBaHO
OpuruHan X
N3 opuUrnHana
Kog PernctpaumoHHbIn
opurMHana HOMmep
npo¢deccnoHasbHoro

CTaHAapTa




TpypoBble AencTauns

OpraHusauma AOKyMeHTOo0b0opoTa Mo yYeTy U ABUKEHMIO KaapoB

OpraHusaumsa [OOKyMeHToobopoTa Mo MpPeAcTaB/eHMI0 JOKYMEHTOB MO
nepcoHany B rocyAapCcTBEHHbIE OpraHbl

MocTtaHoOBKa Ha Y4YeT OpraHn3aumnmn B rocygapCrBeHHbIX OpraHax

MoAroToBKa Mo 3amnpocy rocyAapCTBEHHbIX OPraHoB, MPodeccroHanbHbIX
COI030B W ApPYrUxX MpeacTaBUTE/IbHbIX OpPraHoB PabOTHMKOB OPUrMHasOB,
BbIMUCOK, KOMWI1 IOKYMEHTOB

MoAroToBKa yBeAOM/IEHWUIM, OTYETHOM M CTAaTUCTMYECKOM MHPOpMaLmMKM Mo
nepcoHany

MoarotoBka MHPOPMaLMM O 3aKAOYEHUM TPYAOBOIO MAM TPaKLAHCKO-
NpaBOBOro [JOroBopa Ha BbINOJHEHME pPaboT (OKasaHue ycayr) c
rPa)KgaHMHOM,  3aMellaBLIMM  OO/XKHOCTM  TFOCYAApPCTBEHHOM UM
MYHUUMNANbHOW  CAyXObl, nepeyeHb  KOTOPbIX  YyCTaHaBAMBaeTCA
HOPMaTUBHbLIMM NPaBOBbIMWU aKTamun Poccuinickoi Peaepauymm

Heobxoanmble ymeHUn

OdopMnATb yyeTHble AOKYMEHTbI, NPeaoCcTaBAfeMble B rOCYAapCTBEHHbIE
opraHbl, NpodeccoHanbHble CO3bl U ApyrMe NpeacTaBUTe/IbHbIE OpraHbl
paboTHMKOB

OpraHM30BbIBaTb XPaHEHWE LOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
TPYAOBOro 3aKoHopgaTesnbCTBa Poccuiickon ®depepaumm M IOKaAbHbIMU
HOPMaTUBHbIMU aKTaMM OPraHn3auunmn

PaboTaTb C VIHd)OpMaLl,VIOHHbIMVI cuctemamm m 6asamu AaHHbIX NO BEAEHUIO
y4yeTa n ABNXeHU nepcoHana

PaboTaTb ¢ MHPOPMALMOHHBLIMU CUCTEMAMM M BA3aMK AAHHBIX MO BeAEHUIO
CTAaTUCTUYECKOW M OTYETHON MHGOPMALLMM MO NepPCcoHaNy

AHanusmpoBaTb NpaBuna, Npoueaypbl U NOPAAOK, Peryampyowme npasa u
0653aHHOCTM rOCYAAPCTBEHHbIX OPraHoOB W OpraHuM3auMM MO BOMPOCAM




obmeHa LloKyMeHTaumMen no nepcoHany

Bectu genosyto nepenucky

Cob6nt04aTb HOPMbI 3TUKK Ae/10BOr0 06LLeHMA

Heobxoanmble 3HaHUA

TexHonorumn, MeToasl U MeTOAMKM NPOBEAEHUA aHaM3a U CUCTEMATM3aumUn
AOKYMEHTOB M MHopMaunm

OcHOBbI OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecnedeHuns

CTpyKTypa opraH13aLum

HopmaTuBHbIe NpaBoBble aKTbl Poccuitckoin ®eaepaumu, peryampyolme
npasa 1 0683aHHOCTU rOCYyAapCTBEHHbIX OPraHoB, MPodecCUoHaNbHbIX
COI030B 1 ApYrux NpeacTaBMTe/IbHbIX OPraHOB PaboTHNKOB Mo
NpeAoCcTaBAEHMIO YYETHON AOKYMEHTaLNN

TpyL0BOE 3aKOHOAATENBCTBO U UHbIE aKTbl, COAEPIKaLLMEe HOPMbI TPYAOBOIO
npasa

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPaBOBbIE aKTbl
Poccuiickolt ®eaepaumu, B 4acTu BeAeHUA AOKYMEHTALMM NO NepcoHany

3aKoHogaTenbcTBo Poccuiickon Pegepaupnm o NepCcoHasIbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OpPraHM3aLnm, peryampyrowime nopagok
BeAeHUA AOKYMEHTaUWMK No y4yeTy n ABUNXKEHNIO NepCoOHaNa

Hopmbl 3T1KKM aenosoro obuweHun

ba3oBble 0CHOBbI UHHOPMATUKU, MOCTPOEHMUA UHGOPMALMOHHbIX CUCTEM U
0C0H6eHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnkm




3.2. O606LwweHHas Tpyaosas GyHKLMA

JeaTtenbHocTb No obecneyeHnto NepcoHanom YpoBeHb

HanmeHoBaHue Koa B

KBaMPUKauum
MpoucxoxaeHue

o o 3anmcTBoBaHO
0606L1eHHON TPYA0BOW OpwuruHan X
N3 OpUrnHana
dYHKUMM
Koga PerncrpaumoHHbIN
opurMHana HOMmep
npodeccnMoHanbHOro
CTaHZapTa

Bo3mMoOKHble HaMMEHOBaHMA
[ONKHOCTEM, Npodeccuit

Cneuwmanuct no noabopy nepcoHana
Cneunannct no nepcoHany
MeHepxep no nepcoHany

TpeboBaHuMA K 06pa3oBaHuUIO
n 0byyeHuIo

Bbicwee obpasoBaHue - 6akanaspuat
JdononHutenbHoe npodpeccroHanbHoe 06pas3oBaHMe - NPOrpammbl
NoBbILWEHMA KBaANDUKaLMK; Nporpammbl NpodeccMoHanbHOM
nepenoaroToBKM B 061acTh Nnoucka 1 nogbopa nepcoHana

TpeboBaHMWSA K ONbITY
NpaKTUYecKol paboTsbl

Ocobble ycnoBuA JOMNycKa K
pabote

[pyrve xapakTepuctnku

JononHutenbHoble XapPaKTePUCTUKHN




HavmeHoBaHMe gOKymeHTa Kopg, HanmeHoBaHMe 6a30B0OW rpynnbl, AOMKHOCTM (Npodeccum) nnm
cneunanbHOCTU
OK3 2412 Cneumanunctbl MO Kagpam 1 NnpopopueHTaLmm
3423 Cneumannctbl KaapoBbIX CYXKO U yupeRaeHUI 3aHATOCTH
EKC - Cneuyanunct no Kagpam
- MeHez Kep no nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TpyAay
22956 MHcneKTOp NO Kagpam
3.2.1. Tpyposasa GyHKUMA
C60p nHPopmaLMm 0 NOTPebHOCTAX YpoBeHb
HaumeHoBaHMe |opraHu3auMu B NepcoHane Kog, B/01.6 |(noaypoBeHb) 6
KBannduKaLmm
MpoucxoxaeHne TpyL0BOM OpuriHan X 3aMmcTBOBaHO
bYHKLMM N3 opuUrnHana
Kog PernctpaumnoHHbIi
opurnHana HOoMep
npodeccnoHanbHOro
CTaHAapTa
TpynoBble AencTBUA AHann3 NNaHOB, CTPATENMKU U CTPYKTYPbI OpraHnsaLmm
AHann3 ocobeHHocTel opraHmsaumn paboTbl M NpousBoACTBA Ha
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KOHKPETHbIX paﬁoqu mecTax

AHanuM3 pblHKa Tpyga nNoO OpraHusauuMum paboTbl Ha aHa/lorMYyHOM
npou3BoACTBE U pabounx mecrax

dopmupoBaHmMe TpeboBaHMN K BaKaHTHOW A[0/MKHOCTM (nNpodeccun,
CNeunanbHOCTU) U UX KOPPeKLmS

AHanu3 pbiHKa Tpyaa UM NepcoHana opraHunsaumm no npoduato BakaHTHOM
[OMKHOCTU (Npodeccuu, cneunanbHOCTL)

NHPOpMMPOBAHME N KOHCYIbTUPOBAHUE PYKOBOAUTENEN Noapa3aenieHnii u
OpraHun3aLmMm No BoNpocam pPbiHKa TpyAa B YacTh obecneyeHnn nepcoHasom

Heobxogumble ymeHus

Cobupatb, aHanAu3MpoBaTb W  CTPYKTypupoBaTb WHbopmMauuio 06
0COBEHHOCTAX OpraHM3aunmn pPaboT Ha PasIMYHbIX YYaCTKax NMPOM3BOACTBA U
Ha KOHKpeTHbIXx paboumMx MecTax C y4eToM Lefieid, 3agad, NJAaHoB U
CTPYKTYpPbl OpraHu3aumnm

Cobupatb, aHanM3MpoBaTb W  CTPYKTypupoBaTb MHbopmauuio 06
0COBEHHOCTAX M BO3MOMKHOCTAX KagpOoBOro NoTeHumMana opraHnsaumm

Cobupatb, aHanu3MpoBaTb UM  CTPYKTypupoBaTb MHPopmaumio 06
0COBEHHOCTAX PbIHKA TPYAA, BKAKOYAA NPELANOKEHUA OT NpoBaliaepoB ycayr
no NOWCKy, NpuBaeYeHuto, nogbopy 1 otbopy nepcoHana

dopmupoBaTb TpeboBaHMA K BaAKaHTHOW AOMKHOCTM  (Npodeccun,
cneunanbHOCTU) M oNpeaenaTb KpuTepmm noabopa nepcoHana

BHOCUTb KOppeKTUpylolwme cBedeHua B TpeboBaHMA K KaHAuAaTam Ha
BaKaHTHble Z0MKHOCTU (Npodeccnm, cneumanbHOCTH)

MoNb30BaTbCA MOUCKOBbLIMU CUCTEMaMM M MHOOPMALMOHHbBIMM pecypcamm
ONA  MOHMTOPMHra  PbiHKa  TPYAa, T[PakAaHCKOro W TpydoBoOro
3aKoHoaaTenbcTsa Poccuitckon Peaepaumu




KOHCVﬂbTMpOBaTb no BONpoCamM pPblHKa Tpyada B 4Yactu obecneveHus
nepcoHaaom

Cob6nt04aTb HOPMbI 3TUKK Ae/10BOro 06LLeHMA

Heobxoanmble 3HaHUA

TexHonorMmn, MeToasl U MeTOAMKM NPOBEAEHMA aHaM3a U cUCTeMaTM3auum
AOKYMEHTOB M MHdopmaunm

CTpyKTypa oOpraHusauMmM W  BaKaHTHble  AoO/KHoOcTM  (npodeccun,
cneumanbHoOCTH)

MopAAoK onpegeneHnsa NePCnekTMBHOM U TeKyLel NoTpebHOCTM B Kagpax

NCcTOYHMKM obecneyeHns opraHnsaLmMm Kagpamm

OpraHusauma paboT Ha PasNMYHbIX y4acTKax NPOM3BOACTBA, OpraHM3aummn,
oTpacau

Ob6uwme TeEHAEHUMM Ha PbIHKE TPy4a U B OTAENbHOW OTPAC/M, KOHKPETHOM
npodeccun ([ONKHOCTU, CNEeLMaNbHOCTH)

OCHOBbI NCUXOJIOTUKN U COLLUOOTUN TPyAa

OCHOBbI 93KOHOMMKM, OpraHnsaunun Tpyaa n ynpasaeHuA

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAO0BOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPABOBbIE aKTbl
Poccuiickol ®eaepaumu, B YacTu BeAeHUS AOKYMEHTaL MM No NepcoHany

3aKkoHoaaTenbcTBO Poccuitckon Peaepaummn o NePCoHaNbHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OpPraHM3auMu, peryanpylowme nopagok
noabopa nepcoHana




Hopmbl 3TUKK aenosoro obuweHna

basosble OCHOBBbI MHOOPMATHKY, CTPYKTYpHOE
MHGOPMALMOHHBIX CUCTEM U 0cOBeHHOCTM PaboTbl C HUMM

nocTpoeHue

[pyrve xapakTepucTnkm




3.2.2. TpypoBasa pyHKLUMA

HanmeHoBaHue

Mouck, npusneyeHune, nogbop n otbop YpoBeHb

nepcoHana

Kopa, B/02.6 |(noaypoBeHb) 6
KBaMPUKaumnm

MpoucxoxaeHne TPyLOBOM

dYHKUMM

3anmcTBOBaHO

OpuruHan X
M3 OpUrMHana

Koa PermcrpaumoHHbIi
opurMHana Homep
npodeccnoHanbHoOro
cTaHaapTa

TpyaoBble aencTena

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

PasmelleHne cBegeHMI O  BAKaHTHOW  AOMKHOCTM  (Npodeccuu,
cneumnanbHOCTU) B CPeACcTBAaX MAacCoBOM MHPOpMaLum

Bbl60p cnocobos MeTo40B npusaevyeHUA NepcCoHasla B COOTBETCTBUU C
yTBEPXAEHHbIMU N/1IaHAMU

Mposepka WHPOPMALMM O KaHAMAATAX Ha BaKaHTHble [AOJXKHOCTM
(npodeccun, cneumanbHocTH)

MposegeHne cobecegoBaHWM M BCTPEY C KaHAMAATaMM Ha BaKaHTHble
AoMmKHOCTU (Npodeccuu, cneumnanbHocTn) ¢ obecnevyeHmem obpaTHOMN CBA3U

OueHKa COOTBETCTBMA KaHAMAaToB TpeboBaHMAM BaKaHTHOMN A0MKHOCTU
(npodeccuu, cneumanbHocTH)




MoaroToBKa npeg/oXKeHWli no QGopMMPOBaHWMIO bBlog)KeTa Ha MNOWUCK,
npueneyeHmne, nogbop 1 oTbop nepcoHana

NHbOopMMpPOBaHME N KOHCYNbTUPOBAHME PYKOBOAUTENEN NOAPA3AENEHUN U
OpraHunsaLmm No BONpocam NpuBaeYeHUs NePCOHaNa C OLLEHKOM 3aTpaT

Heobxoanmble ymeHUn

Onpefenatb KpUTEPUMM MOMCKA, MpuBAeYeHUn, nogbopa M oTtbopa
nepcoHana

CobupaTb, aHaNN3MPOBaTb N CTPYKTYPUPOBaATb MHPOPMALMIO O KaHaMaaTax
W NPeaNoKeHUAX Ha PbiHKe Tpyaa

MNonb3oBaTbCA NOUCKOBbIMU CUCTEMAMU U MHd)OpMaLI,MOHHbIMVI pecypcamum
B 06nactn obecneyeHusa nepcoHaiom

MPUMEHATb TEXHONOTUM U METOAMKM MOMUCKa, NpuBaeYeHuda, nogbopa u
oTbopa  KaHAMZATOB  Ha  BaKaHTHble  [O/KHOCTM  (npodeccum,
CneumanbHOCTU) B COOTBETCTBME C UX cneundukon

Mcnonb3oBaTb cpencTea obecneveHus NepcoHanom, BK/1tO4aA
conposoxgeHume

KOHCVJ'IbTMpOBaTb no BOMpoCam npueaevyeHnA nepcoHana

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

Cob6ntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxoanmble 3HaHKA

NcToUuHMKM obecnedyeHus OpraHn3aunn Kagpamum

TexHONOrMM N METOAMKU MNOUCKA, npuenevyeHwuUA, no,q6opa n 0T6opa
nepcoHana

Cuctembl, MeToabl M GOpPMbl  MaTepUaNbHOr0O M HemaTepuanbHOro
CTUMYNUPOBaHUA TPyAa NepcoHana




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

TexHoNOrMM, MeToabl U METOAUKMN NPOBEAEHMA aHANN3a, CUCTEMATM3AL MU
OOKYMEHTOB U MHpOpMaLLUK

CTpyKTypa oOpraHvsauuMum UM BaKaHTHble  AO/MKHOCTM  (nNpodeccun,
cneupnanbHOCTH)

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

OCHOBbI NCUXOIOTUN U COLLUOOTUN TpyAaa

OCHOBbI 3KOHOMMKM, OPraHM3aLMK TPYAa W yNpaBaeHUs NepcoHanom

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAOBOIO
npaea

OCHOBbI apXMBHOTO 33aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbLIE AKTbI
Poccwuiickolt depepaumm, B 4acTU BeAEHUA LOKYMEHTALLMM NO NepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoAaTeNbecTBa Poccuiickoit deaepaumm

3aKkoHoaaTenbcTBO Poccuitckon Peaepaupmmn o NePCoHaNbHbIX AaHHbIX

JlokanbHble aKTbl opraHunsauuun, peryampyrowme nopAanok obecneyeHun
nepcoHaaom

Hopmbl 3T1KKM aenosoro obuieHna

ba3oBble 0CHOBbI MHPOPMATUKM, NOCTPOEHUA UHPOPMALMOHHBIX CUCTEM U
ocobeHHOCTU paboTbl C HUMM

[pyrve xapakTepuctnku

3.2.3. TpyaoBana ¢yHKUMA




AZMWUHUCTPUPOBAHWE NPOLLECCOB U YpoBeHb

HanmeHoBaHue | AoKymeHToobopoTa obecneyeHus Kog, B/03.6 |(noaypoBeHb) 6

nepcoHaaom KBaI'IMd)MKaLIMM

MpoucxoxaeHne TpyA0BOM
dYHKUMM

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

TpyaoBble aencTena

AHanM3 nNpoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX [AOKYMEHTOB MO
BOMpocam obecneyeHus NepcoHanom

BeseHne MHOOPMALMM O  BAKaHTHbIX  OO/KHOCTAX  (Npodeccuax,
cneumnanbHOCTAX) M KaHguaaTax

[lOKyMeHTaUMOHHOe COMPOBOXAEHME KaHAMAATOB Ha 3Tanax MOWCK],
npuefeyeHuns, nogbopa M otbopa nNepcoHana Ha BaKaHTHblE AOJKHOCTM
(npodeccun,  cneumanbHocTM), WUHPOPMMPOBAHME  KAHAMAATOB O
pesynbTaTax otbopa

MoAroToBKa 3anpocoB O KaHAMAaTax B rOCYAapCTBEHHble OpraHbl, B
Cyyanx, NpeayCMOTPEHHbIX AEWCTBYIOWMM  3aKOHOAATENbCTBOM, U
06paboTKa NpeaocTaBAeHHbIX CBEAEHUN

MoarotoBka M 06paboTKa yBeaOMNEHMI B TOCYAAPCTBEHHbIE OpPraHbl,
npodeccmoHanbHble COHO3bl W ApyrMe npeacTaBuTe/IbHblE  OpraHbl
paboTHMKOB NO BOMpPOCaM MOWCKa, MpuBAedeHus, nogbopa u otbopa
nepcoHana




Conposom,u,eHme Aorosopos no obecneveHuto OopraHnsaunMn nepcoHaiom,
BK/1IOYaA nNpeasapuTeibHble npoueaypbl No UX 3aKNHOYEHUIO

Heobxogumble ymeHUs

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOMXKAEHNE BbIXOAa KaHAMAaTa Ha
paboTy 1 nepemelLeHNA nepcoHana

OdopmnaTb AOKYMeHTbl MO Bonpocam obecneyeHMas  KagpoBbiMU
pecypcamu, HeobxoauMmble ANA NPeAOCTaBNeHWA B FOCYAapCTBEHHble
opraHbl, NpodeccoHanbHble CO3bl U ApYyrMe NpeacTaBUTe/IbHbIE OpraHbl
paboTHMKOB

OpraHu30BbIBaTb XpaHEeHME [OKYMEHTOB B COOTBETCTBUM C TpeBoBaHUAMM
TPYZOBOro, apXxMBHOIO 3aKoHoZaTesnbCTBa Poccuiickoit Ddeaepaumm u
NIOKaNbHbIMW aKTaMM OpraHmu3aLmm

AHanusmMpoBaTb  OOKYMEHTbl M NepeHocuTb  MHPopMaumilo B
MHPOPMaLMOHHbIE cUCTEMbI M 6a3bl AaHHbIX O KaHAMAATaX

Pabotatb Cc MWHPOPMALMOHHBIMM cucTeMamu W 6Gasamu AaHHbIX MO
Bomnpocam obecneyeHUs NepcoHas oM, BeAEeHWI0 TOoWCKa U yyeTa
KaHAMAATOB Ha BaKaHTHbIe LO/IKHOCTU (Npodeccuu, cneumnanbHoCTK)

Mpon3BoauTb MpeaBapuTeNbHble 3aKymnodHble npoueaypbl U 0dbopMAATbL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aK/0UYEHUIO A0rOBOPOB

OpraHM30BbIBaTb U MPOBOAUTL KOHKYPCbl, 0POPMAATL M aHa/NM3MPOBaTb
KOHKYPCHYHO [OKYMEHTALMIO

BecTu aenosyto nepenmcky

Cob6ntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUsA

Heobxoanmble 3HaHWA

Mopaaok obopmneHns, BeaAeHUA N XpaHeHUA AOKYMeHTaLUuKn, CBA3aHHOM ¢
MOWCKOM, NpuBAeYeHnem, nogbopom 1 oTOoPomM nepcoHasna Ha BakaHTHble
OO/IKHOCTU




Mopsdok <¢opmupoBaHUs, BeAeHMs 6aHKa [aHHbIX O  MepcoHane
OpraHM3aLMm 1 NPefoCTaBNeHNA OTYETHOCTH

OcHOBbI OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOIo obecnevyeHunn

TexHonorMmn, MeToasl U MeTOAMKM NPOBEeAEHMA aHaAM3a U CMCTEMaTM3aumMn
AOKYMEHTOB M MHdopMaunm

MopadoK npoBeAeHUs  KOHKYpcoB U O0OPMJIEHUA  KOHKYPCHOM
[OKYyMeHTaunu

MopAdOK  NpoBeAeHWA  3aKymouyHbIX  npoueayp W odopmaeHus
COMYTCTBYIOLWEN AOKYMEHTAL MM

CTpyKTypa OpraHusauMM W  BaKaHTHble  AO/KHOCTM  (npodeccun,
cneumanbHOCTH)

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apXMBHOTO 33aKOHOAATENbCTBA M HOPMATWBHbIE MPABOBbLIE AKTbI
Poccwiickoit ®epepaumm, B 4acTU BeAEHUA JOKYMEHTALLMM NO NepcoHany

OcHOBbI Ha/I0roBOroO 3aKoHoAaTebeTBa Poccuiickot deaepaumm

3aKkoHoZaTenbcTBO Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble aKTbl oOpraHuM3auMu, peryavpylolme nopsagok noabopa
nepcoHana

MopAaoK 3aKNt0YEeHUs AO0TOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM Aenosoro obuieHna

ba3oBble OCHOBbI MHPOPMATUKM, NOCTPOEHUA UHPOPMALMOHHBIX CUCTEM U
0CO6EHHOCTU PaboTbl C HUMM




[pyrve xapakTepucTnkm

3.3. O606LwweHHas TpynoBasa GyHKLMA

eATeNIbHOCTb NO OLEHKe M aTTecTaumm YpoBeHb
HavmeHoBaHue A H 4 Kopa C P 6
nepcoHana KBanmuduKaumum
MpouncxoxaeHne
. . 3anmcTBOBaHO
0606uweHHoM TpyaoBomn OpuruHan X
N3 opuUrnHana
OYHKUMM
Kog PernctpaumnoHHbIi
opurnHana HoMep
nNpo¢deccnMoHabHOro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMA
[ONKHOCTEN, npodeccuit

CnewumanucT no oLeHKe 1 aTTecTauMm NnepcoHana
Cnewuumanuct no nepcoHany
MeHeaxep no nepcoHany

TpeboBaHuA K
06pasoBaHUIO U 0OYyYEHUIO

Bobicwee obpasoBaHue - 6akanaspuar

[ononHutensHoe npodeccroHanbHoe 06pasoBaHMe - NPOrPammbl
NOBbILEHMA KBAIMOUKALMM; MPOrpammbl NPodeccroHanbHoM
nepenoaroToBKM B 061aCT1 NPOBELEHNA OLEHKM NepcoHana

TpeboBaHMWsA K ONbITYy
NpPaKTUYecKon paboTsbl

Ocobble ycnosusa gonycka K
paboTte




[pyrve xapakTepucTnkm

JononHuTenbHble XapaKTePUCTUKM

HanmeHoBaHMe fOKyMeHTa Koz HaumeHoBaHMe 6a30BOW rpynnbl, A4OKHOCTM (Npodeccum)
WY CNeLmanbHOCTU
OK3 2412 Cneumanunctbl No Kagpam u npodopueHTaumnm
3423 Cneunannctbl KapoBbIX CAYXKO M yupeRaeHUN 3aHATOCTH
EKC - MeHepyKep no nepcoHany
oKnAaTp 27755 DKOHOMMUCT MO TpyAy
22956 MHcneKTop no Kagpam
3.3.1. Tpyposasa GpyHKUMA
OpraHu3auma n NnpoBeaeHUe OLEHKU YpoBeHb
HanmeHoBaHMe |nepcoHana Koa C/01.6 |(noaypoBseHb) 6
KBanmuduKkaumnu
MpoucxoxaeHne TpyLOBOM OpuriHan X 3aMmCTBOBaHO
bYHKLMM N3 OpuUrnHana
Kog PernctpaumoHHbIn
opurnHana HoMep
npodeccnoHanbHOro

CTaHAapPTa
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TpypoBble AencTauns

AHanM3 CTPYKTYpbl, NJaHOB W BaKaHTHbIX A0/KHOCTeM (npodeccuid,
cneumnanbHocTel) opraHM3auumm, ocobeHHOCTEN opraHM3auum paboTbl Ha
Pa3INYHbIX y4aCcTKax MPOM3BOACTBA U KOHKPETHbIX paboumnx mecTtax

PaspaboTka nnaHa OUEHKM MepcoHana B COOTBETCTBMM C  LeAMM
opraHusaumm

OueHKa ANHAMUKM NpPOM3BOAMUTENbHOCTH, MHTEHCUBHOCTY n
adPeKTUBHOCTM TpyAa Ha paboumx mecTax

OnpeaeneHne pecypcos, BbIBOP CPEACTB U METOA0B NPOBEAEHMA OLEHKM
nepcoHana

MNpoBeaeHWe OueHKN NepcoHana B COOTBETCTBMU C NJaHAMM OpraHm3aumnmn

ConpoBOXAEeHMEe [OroBOPOB C  OpraHM3auuaAMM -  UCMONHUTENAMMU
MeponpuATUIA N0 OLEHKe NepcoHana, BKAYaA npeaBapuTe/bHble
npoueAypbl NO UX 3aKJOYEHUIO

KoHcynbTMpoOBaHME MepcoHana Mo BOMPOCAaM OLLEHKM, BKIOYas OLEHKY
3aTpar

AHann3 pesy/sbTaTOB OLEHKM MepcoHasa, NoAroToBKa peKoMeHAauui
PYKOBOACTBY M NepcoHany

MoAroToBKa NpeanoKeHunin no GopmmposaHuio 6loaxKeTa No OpraHM3aUUn 1
NpoBeAEeHMIO OLLEHKM NepcoHana

Heobxoavmbie ymeHUn

Onpefenatb NapameTpbl U KPUTEPUM OLLEHKM NepcoHana

Onpep,enﬂTb N NpUMMeHATb CpeactBa M MeToAdbl npoBeaeHUA OUEeHKU
nepcoHana

BblaenaTb (onpeaenatb) rpynnbl NepcoHana Ana nposeaeHns oLeHKU

Onpefenatb UHTEHCMBHOCTb TPyAa M 30Hbl MOBbIWEHUA 3bPEKTUBHOCTU




nepcoHana

Onpenenatb MOTMBALUMOHHbIE GaKTOPbl NpoBeAeHMA OLEHKN NepcoHana

CocTaB/ATb U KOHTPOIMPOBATbL CTaTbW PacXoA0B Ha OLEHKY nepcoHana ans
naaHUpoBaHuA 6loayKeToB

ObecneunBatb OpraHn3aunMoHHOE conpoBoXaeHne OUueHKN NepCcoHana

ObecneymBaTb COXPaHHOCTb KOHOMAEHUMANbHOW WHbOPMAUUKM  MNpU
npoBeAeHMM OLEHKN NepcoHana

OpraHM30BbIBaTb XpaHeHMEe [OKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMM
TPYZLOBOro, apXWMBHOIO 3aKoHOZaTesnbCTBa Poccuitckoit depepauun u
JNOKa/ibHbIMU HOPMATUBHbIMU aKTaMU OpPraHn3auunm

Cobupatb, aHanM3MpoBaTb W  CTPYKTYpUpOBaTb  MHPOPMALMIO O
npeaoXKeHMAX No OLLEHKe NepcoHana Ha pbiHKe Tpyaa

Mpon3BoguTb NpeaBapuTesibHble 3aKynoyHble npouesypbl U obopmMAATb
CONYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKNHOUYEHWNIO SOTOBOPOB

Onpep,enﬂTb ycnosna AnAa  3akKAKYeHMA  AO0roBopoB Ha ycayrm no
nposeaeHno oUueHKN nepcoHana

CMCTeMaTI/I3VIpOBaTb, 0606I.Ll,aTb N aHa/M3nNpPoBaTb pPe3y/ibTaTbl OUEHKU
nepcoHana

Ob6ecneunBaTb 0bpaTHYIO CBA3b NO pe3ynbTaTaM MPOBEAEHHON OLEHKMU C
nepcoHaNoM U PyKOBOACTBOM

Monb30BaTLCA NOUCKOBLIMKU CUCTEMAMMU, MHd)OpMaLI,MOHHbIMM pecypCamum “
6asamu AaHHbIX MO NpoBegeEHNIO OUEHKN NepPCOoHana

PaspabatbiBaTb pekOMeHAauuM No Pa3BUTUIO MepcoHana Ha OcHoBe
npoBeAeHHOM OLEHKN




Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

TexHONOrMM U MeToapbl onpeaeneHna NPopeccMoHaNbHbIX 3HAHWUIA, YMEHW
N KOMMEeTeHUMMN

TexHONOrMm n metTopbl OLLEHKU JIMYHOCTHbIX KA4YeCTB U XapaKTepuUCTUK

Cuctembl, meTtoabl M  GOPMbl  MaTepuUanbHOTO M HemaTepuanbHOro
CTUMYNMPOBaHUA TPYAa NepcoHana

TexHonorm u metoabl d)OpMMpOBaHVIFI MU KOHTPOAA 6IOLI,)KETOB

TexHoNormm, MeToabl U METOANKM NPOBEAEHNA aHANM3A U CUCTEMATM3ALNN
OOKYMEHTOB U MHpOpMaLLUK

OcHOoBbl 0bWEl M couManbHOM MNCUXOJIOTUM, COLMOJIOTUM U TCUXON0TUMU
Tpyaa

OCHOBbI NPON3BOACTBEHHOW AEATENIbHOCTU OPraHM3aLmm

MopAagoK  NpoBeAeHUs  3aKyMOYHbIX  npoueayp U odopmiaeHus
COMYTCTBYIOLWEN LOKYMEHTALMN

CTpyKTypa oOpraHv3auMuM UM BaKaHTHble  AO0/MKHOCTM  (npodeccun,
crneuunanbHOCTH)

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPIKaLLME HOPMbI TPYAOBOrO
npaea

OCHOBbI apPXMBHOTO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MNPABOBbIE aKTbI
Poccuiickoli ®eaepaumu, B YacTu BeAeHUS AOKYMEHTaL MM No NepcoHany

3aKkoHoaaTenbecTBo Poccuitckon Peaepaupmmn o NePCcoHaNbHbIX AaHHbIX

JlokanbHble HOPMaTuBHbIE aKTbl OpraHuM3auun, peryavpyrowme nopAaaok
OUEeHKWM nepCcoHana




MopAaoK 3aKNOUYEHUA A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM fenoBoro obLeHns

basoBble OCHOBBbI NHPOPMATHKW, CTPYKTypHOE NocTpoeHune
MHOOPMALMOHHbBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.3.2. Tpyposasa pyHKUMA

OpFaHM3aLI,MF| M nposeageHune atrecrtalmmn ypOBEHb
HanvmeHoBaHMe nepcoHana

Kog, C/02.6 |(noaypoBeHb) 6
KBaNndMKaumnm

MpowncxoxaeHwe TpyaoBOW
bYHKLMK

3anmcTBOBaHO

OpwuruHan X
U3 opurmHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fenctaus

AHanu3 CTPYKTypbl, MNJAHOB W BaKaHTHbIX AO0/KHOCTEN (npodeccuid,
cneumanbHocTen) opraHuMsaunmn, ocobeHHocTe opraHusaumm paboTbl Ha
Pa3/IMYHbIX y4acTKax NPOMU3BOACTBA M KOHKPETHbIX paboymx mecTax

Pa3paboTKa NPOEKTOB AOKYMEHTOB, ONpeAensatowmx NopaaoK atrectaumm
nepcoHana, c oLeHKoM 3aTpat

COI'IpOBO)KAEHMe npouecca arrecraummnm wm pa6OTbI aTTECTaLI,MOHHOﬁ
KOMUCCnUun




MoAroToBKa NpeaoXKeHuin No GopMMPOBaHUIO BI0AKETa Ha OpraHM3aLMIo
W NpoBeAeHne aTTecTalmm nepcoHana

MoarotoBKa MpeaoXeHMn O COOTBETCTBMM PaboOTHMKA AO0KHOCTU
(npodeccum, cneupanbHOCTM) NO pesynbTaTam aTTecTalMmn B COOTBETCTBUU
€ 3aKoHoaaTenbcTBOM Poccuitckoin Pepepaumm

Heobxoanmble ymeHUn

OI'IpELI,EI'IﬂTb napamMeTpbl U KpUTEPUKM aTTECTAUNN NEPCOHaNa

Onpeaenatb U NPUMEHATb CPEACTBA U METOAbl aTTectaumm

BbloenAatb rpynnbl nepcoHana gaa nposeaeHnA atrectaumm

ObecneunBaTb  OOKYMEHTALMOHHOE  COMPOBOMAEHME  aTTecTauumu
nepcoHana

CoctaBnAtb 1 KOHTPO/1MPOBATb CTaTbM PaCcXoa40B Ha aTTeCTauunto nepcoHana
Ana nnaHMpoBaHUA 6POA)KeTOB

Monb3oBaTbcs MHOOPMALMOHHBIMK pecypcamv M 6Hasamu AaHHbIX MO
NpoBeAeHMIO aTTecTaLmm

BecTn y4yeT 1 peructpaumio 4OKYMEHTOB B VIHd)OpMaLI,MOHHbIX cnctemax um
Ha MaTepuanbHbIX HOCUTENAX

OpraH130BbIBaTb XpPaHEHWe AOKYMEHTOB B COOTBETCTBUM C TPebOBaHMAMM
TPYAOBOrO, apXMBHOrO 3aKoHozaTenbctBa Poccuiickon Pegepauymn U
JOKANIbHbIMWM LLOKYMEHTAMM OpraHusauum

Mpoun3BoauTb NpeaBapuTe/ibHble 3aKynoyHble npoueaypbl U obopmaaTb
COMYTCTBYIOLLYIO AOKYMEHTALLMIO MO 3aK/0UYEHWNIO AOTOBOPOB

Cobntogatb HOPMbI 3TUKK AeN0BOoro obuieHus

Heobxoanmble 3HaHWA

MopAdoK U TEXHONOMMA NPOBEeAEHNA aTTecTauum




TexHoMorMM n MeTodpl onpedeneHuMAa U OUeHKM npodeccnoHanbHbIX
3HAHWUI, YMEHUIN N KOMMETEHLUN

Cuctembl, meToabl M  GOpPMbl  MaTepuanbHOr0O W HemaTepuanbHOro
CTUMYIMPOBAHMA TPYLA NepcoHana

TexHonorm n metoApl d)OpMVIpOBaHMFI N KOHTpPOAA 6I-OAH(ETOB

TexHoNorMm, MeTogbl U METOANKM NPOBEAEHUNA aHAIM3a U CUCTEMATMU3AL MU
OOKYMEHTOB U MHpOpMaLmm

OcHosBbl I'IpOM3BO,CI,CTB€HHOl71 AeATENbHOCTU OPraHn3aunmn

OcHOBbI 00LlWEN N COUMANbHOM MCUXONOTUU, COLMOJSIOTMN U TMCUXON0TUMU
TpyAa

MopAdOK  MpoBedeHMsA  3aKynmouyHbIX  npouedyp M odopmaeHUs
COMyTCTBYIOLWEN AOKYMEHTALMM

CTpyKTypa OpraHusaumMm UM  BaKaHTHble  AO/KHOCTM  (npodeccun,
crneumanbHoCTH)

TpygooBoe 3aKOHOAATENbCTBO W WMHble aKTbl, COAEp)Kale HOpMbl
TpYAoOBOro Npasa

OcHOBbI apXWMBHOrO 3aKOHOAATENbCTBA U HOPMATUBHbIE MPaBOBble aKThbl
Poccuiickoit depepaumm, B YaCTM BeAeHUA AOKYMEHTALMM NO NepcoHany

3aKoHoAaaTenbcTBo Poccuinickon Peaepaumn o NepcoHanbHbIX AaHHbIX

JlokanbHble HOPMATUBHbIE aKTbl OpPraHmsauuun, peryampyrowme nopAaaok
OLLeHKM nepCcoHana

MopsAAOK 3aKA0UYEeHUA A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHun




BasoBble OCHOBbI MHOPMaATUKNK, CTPYKTYpHOE nocTpoeHune
MHPOPMaLMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrvue xapakTepuctmkm

3.3.3. TpypoBaa ¢pyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HavmeHoBaHMe | A0KyMeHTOO60pOTa Npu NpoBeaeHNN Kopa C/03.6 |(noaypoBeHb) 6
OLLeHKM 1 aTTecTaumm nepcoHana KBanmdukauum

MpowncxoxaeHwe TpyaoBOWM
bYHKLMK

3anmcTeBoBaHO
OpwuruHan X
U3 opurMHana
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fencrauns

AHanus npoueccos AOKVMEHTOOGODOTa, JIOKAJIbHbIX OOKYMEHTOB nNO
OLleHKE U aTTeCTaln nepcoHana

OpFaHMSaLI,VIOHHOG conposoxaeHume MepoanHTMVI Nno OoueHKe nepcoHana n
€ro atrecrauunm

OdopmneHure npouecca 1 pesynbTaToB aTTecTauymn nepcoHana

NHdopmMmmpoBaHMe NepcoHana o pesybTaTax OLEHKN 1 aTTecTauum

MoarotoBKa MpeasoKeHUl No pa3BUTUIO MepcoHana Mo pesynbTaTam
OLLEHKM




COﬂpOBO)KAEHMe AOroeopos MO  OKa3aHUKO  KOHCY/NbTAUMOHHbLIX U
MHd)OpMaLI,MOHHbIX YCANyr no oueHKe n atreCtaynm nepcoHana

Heobxogumble ymeHUs

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHME OLLEHKM M aTTecTaumnm
nepcoHana

Od)OpM}'IFITb AOKYMEHTblI NO BONpPOCamM OLEHKMU KN aTTeCTauunnm nepcoHana,
npegocrasndaemble B rocyaapCrtBeHHble OpraHbl, I'IpO(I)ECCMOHaI'IbeIe
COHO3bl U Apyrnue npeacraBuUTe/IbHblE OpPraHbl pa6OTHMKOB

AHanusmpoBsaTb npasuia, Npoueaypbl U NOPAAKN NPOBEAEHNA OLEHKU U
aTTectaumu nepcoHana

Bectn yyet 1 peructpaumio AOKYMEHTOB B MH(bOpMaLI,MOHHbIX cnctemax m
Ha MaTepUanbHbIX HOCUTENAX

OpraH130BbIBaTb XpPaHEHWe JOKYMEHTOB B COOTBETCTBUM C TPeboBaHMAMMU
TPy4OBOro 3aKoHogaTenbcTBa Poccuiickon Pepepaumn M NOKaNbHbIMMI
dKTaMy opraHunsauumn

BecTu aenosyto nepenmcky

PaboTaTb C WHOOPMAUMOHHBLIMM cCUCTEMAMU M 6aszamMM  AaHHbIX MO
BOMpPOCaM MPOBeAeHUs OLUEHKU W aTTecTauumn nepcoHana, BeeHuo yyeTa
KaHAWAATOB Ha BaKaHTHble A0/MKHOCTK (Npodeccuu, cneymanbHOCTH)

AHanusmpoBaTb  AOKYMEHTbI W MepeHocuTb  MHbopmauuio B
NHPOPMaLMOHHbIE CUCTEMbI M 6a3bl AaHHbIX

Cobntogatb HOPMbI STUKK AeN0BOro 06LieHMs

Heobxoanmble 3HaHWA

Mopaaok opopmaeHuns, BeAEHUA U XpaHeHMA AOKYMEHTaLMM, CBA3AHHOM C
nposeAeHMEeM OLEHKMN U aTTecTaumm nepcoHana

Mopsgok ¢opmupoBaHWA, BedeHMs 6aHKa f[aHHbIX O MepcoHane
OpraHu3aumn 1 NpesoCcTaBieHNs OTYETHOCTH




MopsdoK  MpoBedeHMs  3aKyMouyHbIX  Mpoueayp M odopMAEHUS
COMYTCTBYIOLW,EN AOKYMEHTaL MM

Mopsaok odopmaeHna [OOKYMEHTOB, npeaocTaBAsemblIxX B
rocy4apCTBeHHble OpraHbl, npodeccMoHanbHble COK3bl W Apyrue
npeacTaBuTe/ibHble OpraHbl paboTHMKOB

OcHosBbl ,CI,OKyMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecneyeHus

CTpyKTypa oOpraHuMsauuum U BaKaHTHble  AO/MKHOCTU  (npodeccun,
crneumanbHoCTH)

TpygooBoe 3aKOHOZATENLCTBO WM WMHble aKTbl, COAEp)Kawue HOpPMbI
TPYAO0BOro Npasa

OcHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBble aKTbl
Poccuitckoit DepepaLmm, B 4aCTu BeAeHUA AOKYMEHTALMM NO NepCcoHany

3aKoHoAaaTenbcTBo Poccuinckon Peaepaummn o NepcoHanbHbIX AaHHbIX

TexHoNorMm, MeToabl U METOANKM NPOBEAEHMA aHAIN3a U CUCTEMATU3ALMM
[OKYMEHTOB U UHbOPMaLuu

JIOKanibHble HOpPMATUBHbIE aKTbl OpraHuM3auumn, peryavpytowme nopagok
OLLeHKM M aTTeCTtaunm nepcoHana

MopAaoK 3aKNHYEHNA AOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKKN aenosoro obuieHua

BasoBble OCHOBbI MHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune
MHPOPMaLMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnku

3.4. O606LwweHHas Tpyaosas GyHKLMA




JeaTenbHOCTb NO Pa3BUTUIO NepCoHana

HanmeHoBaHue Koa D 6
KBaMPUKauum
MpouncxoxaeHne
o o 3anmcTBoBaHO
0606L1eHHON TPYA0BOW OpwuruHan X
N3 OpUrnHana
dYHKUMM
Koga PerncrpaumoHHbIN
opurMHana HOMmep
npodeccnMoHanbHOro
CTaHZapTa

YpoBeHb

Bo3moxKHble
HaMMeHOBaHMUA
JOMKHOCTEN, npodeccuit

Cneumanuct no passuTmio U obyyeHuto nepcoHana
Cneumannct No pasBUTUIO Kapbepbl NepcoHana
Cneumanuct no nepcoHany

MeHepyep no nepcoHany

TpeboBaHuA K
0bpasoBaHUIo U 0ByYeHU IO

Bbicwee obpasoBaHue

[ononHutenbHoe npodeccroHanbHoe ob6pasoBaHMe - NPOrpammbl
NOBbILLEHMA KBAIMOUKALMM; MPOrpammbl NPodeccroHanbHOM
nepenoaroToBKM B 061aCTV OPraHN3aLLMOHHOIO U NPodeccMoHaNbHOro

Pa3BunTUA NnepcoHana

TpeboBaHMSA K ONbITYy
NpaKTUYecKol paboTsl

Ocobble ycnoBuA AOMNycKa K
pabote

[pyrve xapakTepuctnku




JononHuTtenbHble XapPaKTEPUCTUKH

HanmeHoBaHWe JOKYMEHTa Koa HanmeHoBaHWe 6a30BoW rpynnbl, 4ONKHOCTM (Npodeccun)

nnn cneunmanbHoOCTu

OK3 2412 CneuyMannctbl Mo Kagpam 1 npodopueHTaLmm

3423 Cneumannctbl KaapoBbIX CYXKO U yupeRaeHUn 3aHATOCTH
EKC - MeHepaxep no nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TpyAy

22956 MHcneKTOp NO Kagpam

3.4.1. TpypoBana yHKUMA

OpraHu3auma 1 nposeaeHne MeponpuATAN YpoBeHb
HanvmeHoBaHMe |NO pPasBUTUIO M MOCTPOEHUIO Kopa D/01.6 |(noaypoBeHb) 6
npodeccnmoHanbHOM Kapbepbl MepcoHana KBanmduKkauum

MpoucxoxaeHve TpyLoBOM
bYHKLMK

3anMCTBOBAHO

OpuruHan X
N3 OpuUrnHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fencTauns

AHann3 CTPYKTYpbI, NJAHOB M BaKaHCUIA OpraHM3aumm

AHanun3 ocobeHHocTeit paboTbl Ha Pas3AMYHbIX yYyacTKax MPoOM3BOACTBA W
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KOHKPETHbIX p860‘-IVIX mecTax

MoaroToBKa MNPOEKTOB AOKYMEHTOB, OMNpPeAenAllnX MOpPAAO0K PasBUTUA
nepcoHana u NocTpoeHua NpodeccMoHaibHOM Kapbepbl C OLLEHKOM 3aTpaT

PaspaboTKka naaHoB NpodeccMoHanbHOM Kapbepbl paboTHMKOB

dopmunpoBaHMe KagpoBOro pesepsa

OpraHusaumn MeponpuATUiA no pasBUTUIO n NocTpoeHuto
npodeccroHanbHOM Kapbepbl NepcoHana

MoaroToBKa NpeasioXKeHnin No GopMmnpoBaHMio BrogyKeTa Ha opraHM3aLmIo
M npoBeAeHWEe  MeponpuATMA MO PasBUTUMIO U MOCTPOEHUIO
npodeccnoHanbHOM Kapbepbl MepcoHana

AHann3  3PEKTUMBHOCTM  MeponpuATMIA  NO  PasBUTUIO  MepCcoHana,
NOArOTOBKa NPEANONKEHN NO Pa3BUTHIO

Heobxoammble ymeHus

AHanu3npoBaTb YypoBeHb obwero pasButMA W npodeccroHanbHOM
KBannMduKaLMmn nepcoHana

Onpefenatb KPaTKOCPOYHblE WM AO0ATOCPOYHbIe MOTPEeBbHOCTM pPas3BUTMA
nepcoHana 1 NOCTpoeHua ero NpodeccMoHanbHOM Kapbepbl

Onpegfenatb KpuTepun GOPMMPOBAHMA KaLPOBOTO pe3epBa OpraHn3aunm

CocraBnAaTtb UMHANBUNAYabHblIE NJ1IaHbl KAPbEPHOIO Pa3BUTUA NepCoHana

MPUMEHATb TEXHONOTMM U METOZLbl PA3BUTUA MEPCOHANa U MOCTPOEHUA
npodeccnoHanbHOM Kapbepbl

CocTaBnaTb NpPeanoXKeHUa U  KOHTPO/IMPOBaTb CTaTbM PACXOLOB Ha
nNporpammbl U MeEPONPUATUA NO PA3BUTUIO MepcoHana M MNOCTPOEHUIo
npodeccMoHanbHOM Kapbepbl ANA NAaHUPOBaHUA BloAKEeTOB




Onpegenatb 3QpPeKTUBHOCTb MEPONPUATUIA NO PasBUTUIO NepcoHana wu
NOCTPOEHMIO NPOPECCUOHANBHOMN Kapbepbl

Pabotatb ¢ WHPOPMAUMOHHBIMM cUCTEMAMM UM 6a3amuM  AaHHbIX MO
nepcoHany

Cobntoaatb HOPMbI 3TUKK AeN0BOro 06LeHUs

Heobxogumble 3HaHWUSA

Cuctema, cnocobbl, MeToAbl, WNHCTPYMEHTbI NoCTPOoeHMs
npodeccnoHanbHON Kapbepbl

MeToabl OnpefeneHns M OUEHKU JIMYHOCTHbIX U npodeccuoHanbHbIX
KoMneTeHUnin

Cuctembl, MmeToabl M GOpPMbl  MATepPUaNbHOTO M HemaTepuasbHOro
CTUMY/IMPOBaHMA TPyAa NepcoHana

TexHonormun, metoabl GOPMUPOBAHUA N KOHTPOA BIOOKETOB

TexHonorun, MeToabl U METOAUKM NPOBEAEHMNA aHaNM3a U cUCTeMaTM3aLUN
OOKYMEHTOB M MHbOpMaL MK

OcHoBbl NpodeccnoHanbHO opueHTauum

OcHosBbl ,CI,OKYMeHTOO60p0Ta N AOKYMEHTALMOHHOIoO obecneyeHus

OcHosBbl I'IpOVI3BOACTB€HHOVI AeATeNbHOCTU OpPraHn3aunmn

OcHoBbI 06Lel U COUMANbHOW MCUXONOFUMK, COLMONOTUN U MCUXONOTUU
TpyAa

CTpyKTypa oOpraHv3auuMuM UM BaKaHTHble  AO0MKHOCTM  (npodeccun,
cneunanbHOCTH)

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea




3aKkoHogaTenbcTBo Poccuitickoit Pegepalmm o NepcoHaNbHbIX AaHHbIX

JloKanbHble HOPMAaTMBHbIE aKTbl OPraHM3auuW, Peryaupylolime nopagok
pa3BUTUA M NOCTPOEHUA NPOdECCMOHANbHOM Kapbepbl NepcoHana

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KK aenosoro obuweHna

basosble OCHOBbI MHOPMaTUKMY, CTPYKTYpHOE rnoctpoeHue
MHPOPMaLMOHHbIX CUCTEM M 0COBEHHOCTU PaboTbl C HUMMU

[pyrve xapakTepucTnkm

3.4.2. TpypoBaa pyHKUMA

HanmeHoBaHue

OpraHusauma obyyeHuns nepcoHana YpoBeHb

Kog, D/02.6 |(noaypoBeHb) 6
KBaMdMKaumnm

MpoucxoxaeHve TpyLoBOM
bYHKLMK

3anMCTBOBAHO

OpuruHan X
N3 OpuUrnHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fencTaus

AHann3 pbiHKa 06pa3oBaTe/ibHbIX YCAYr U MoTpebHOoCTel opraHuWsaumu B
0by4yeHMM nepcoHana

Pa3pa60TKa NA1aHOB, METOAUYECKUX MaTepmnanos, yLIe6HbIX naaHoB M




nporpamm, nMNpPOEKTOB JIOKa/IbHbIX aKTOB MO o6yqumo n pa3Butuio
nepcoHana, BKA4YaA OUEHKY 3aTpaT

OpraHusauma meponpuaTMii no obydyeHunto nepcoHana

MoAroToBKa NpeasioXKeHnn No GopMmnpoBaHnio 6rogyKeTa Ha opraHU3aumio
0byuyeHuMsa nepcoHana

AHanuns apPeKTMBHOCTM MepPONPUATUIA MO 0ByYeHUIO NepcoHana

Heobxoanmble ymeHUn

AHanunsMpoBaTb M ONpeaenaTb NOTPebHOCTM B 0byYeHUn rpynn nepcoHana B
COOTBETCTBUM C LIeIAMWN OpraHn3aumnm

PaspabatbiBaTb NiaHbl MNOATOTOBKWM, MepenoAroTOBKM W MOBbILEHUA
KBannduKaLmm Kagpos, y4ebHble NaaHbl U NPorpammbl

AHanM3npoBaTb PbIHOK 06pa3OBaTel'|beIX YCnyr u rotoeunTtb npegnoxKeHuA
Mo NoCTaBWMUKaMm ycnyr

OpraHu30BbIBaTb 0OYYatOLLME MeponpUATUA

CoctaBnAtb U KOHTPO/INPOBATb CTaTbW pPacxXxoaoB Ha o6yqume nepcoHana
Ana nnaHMpoBaHUA 6IO,EI,)KETOB

Pa3p363TblBaTb M KOMMNNEKTOBATb y‘-IE6HO-MeTOAW~IeCKVIe AOKYMEHTbI

Mpon3BogUTb OLEHKY 3DDEKTUBHOCTN 06YyUYeHMA NnepcoHana

Mpon3BoguTb NpeaBapuTe/ibHble 3aKymoyHble Npoueaypbl U odopmaeHue
COMYTCTBYIOLLEN AOKYMEHTALMMN MO 3aK/HOYEHMIO SO0TOBOPOB

Pabotatb ¢ WHPOPMAUMOHHBIMM CUCTEMAMM M 6a3amm  AaHHbIX NO
nepcoHany

PaspabatbiBaTb U 0GOPMAATL AOKYMEHTbI MO MPOLLECCamM OpraHM3aLuu
0byuyeHuMs NepcoHana u ux pesybTatam




Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

MeTogbl, MWHCTPYMEHTbl WUCCAefOBaHMA noTpebHocTM B  0byvyeHumn
nepcoHana

MeTogonorua obyyeHus

TexHoNormm, MeToabl U METOANKM NPOBEAEHNA aHANM3A U CUCTEMATM3ALUN
OOKYMEHTOB U MHPOpMaLLUK

MopsAAoK pa3paboTkM NAaHOB NOATOTOBKM, NEPENOArOTOBKM U MOBbIWEHUA
KBa/MOUKALMM KagpoB, yuebHbIX NIaHOB U NPorpamm

Cuctembl, MeToabl M GOpPMbl  MaTepUanbHOr0O M HemaTepuanbHOro
CTUMYNMPOBaHUA TPYAa NepcoHana

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

nOpﬂ,D,OK BegeHMA ydyeTa M OTYHETHOCTU NO NOoArotoBke W MNOBblWEHUIO
KBannMduKaLMmn nepcoHana

OcHosBbl AOKyMeHTOO60pOTa N AOKYMEHTAUMOHHOIo obecneveHus

OcHOBbI TEXHONOTUN npon3soAacTBa U AeATeNIbHOCTU OpraHn3aunn

OcHoBbl 06LWeln U COUMAaNbHOW MCUXONOTUM, COLMONOTUN U MCUXON0TUK
TpyAa

MopAadOK  nNpoBeAeHMA  3aKymouyHbiX  npoueayp W odopmaeHus
COMyTCTBYIOLWWEN SOKYMEHTAL MM

CTpyKTypa opraH13auuu

TpyAoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPXKaLLMe HOPMbI TPYA0BOro
npaea




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

OcHOBbI HAaNOroBOro 3akoHoaaTenbcTBa Poccuinickoit Peagepaunm

OcHoBbI 3aKoHOAaTeNbCTBa 06 06pa3oBaHNKM Poccninickon Pegepauun

3aKkoHogaTenbcTBo Poccuitickon Pegepaupmmn o NepCcoHanbHbIX AaHHbIX

JloKanbHble HOPMAaTMBHbIE aKTbl OpraHM3auuMu, peryauvpylolimMe obydyeHue
nepcoHana

MopAAOK 3aKN0YEHUS JOFOBOPOB (KOHTPAKTOB)

HopMmbl 3TUKM fenoBoro obLeHus

basoBble OCHOBBI NHOPMaTUKNY, CTPYKTypHOE nocTpoeHune
NHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Jpyrve xapaktepuctmku




3.4.3. TpypoBaa pyHKUMA

HanvmeHoBaHue nepcoHana

OpFaHM3aLI,Mﬂ agantTaunn U CTa*XMpoBKHU ypOBEHb

Kopa, D/03.6 |(noaypoBeHb) 6
KBaMPUKaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO

OpuruHan X
M3 OpUrMHana

Koa PermcrpaumoHHbIi
opurMHana Homep
npodeccnoHanbHoOro
cTaHaapTa

TpyaoBble aencTena

AHaNM3 ycnewHbIX KOPNopaTMBHbIX NMPaKTMK NO OpraHM3auMmn agantauuu u
CTa*KMPOBKe NnepcoHana

Pa3pa60TKa NNAaHOB adanTaunn, CTaXXNpPOBKKU NepCoHaa C OLI,GHKOVI 3aTpart

OpraHmaau,vm MepoanﬂTMﬁ no agantaunun, CtaxXKMpoBKe nepcoHana

Moarotoska I'Ipe/.'l,}'IO)KeHMﬁ Nno CcoBepLEeHCTBOBAHUIO CUCTEMbI aganTaunu,
CTa*XMpPOBKKM NepCcoHana

MoAroToBKa NpeasioxKeHnin No GopMmnpoBaHNIo BIOLKETa HA OpPraHM3aLMIO
aflanTauyn 1 CTaXKMPOBKM NepcoHana

AHanns 3¢PEeKTMBHOCTM MeponpuATMM NO afdanTauum W CTaXkKUPOBKe
nepcoHana

Heobxoanmbie ymeHUn

Ol'lpeﬂ,EJ'IFITb rpynnbl nepcoHana ANnAa CtTaXXMpoBkKU U agantaunm




Oﬂpe,D,EIlﬂTb pa6oqme MeCTa OanA nposegeHunAa CTaXXMpPOBKU M agantaunm
nepcoHana

CornacoBsbiBaTb MEPONPUATUA aAaNTaLMN U CTAKUPOBKMU C BO3MOMKHOCTAMM
npoussoAcTsa

Mpon3BognTb aHanM3 U OUEHKY pe3ynbTaToB ajanTauum U CTaKMPOBOK
nepcoHana

CocTaBnaTb MPEA/IONKEHUS M KOHTPO/AIMPOBATb CTaTbM PACXOZO0B HA
Nporpammbl U MEPONPUATUA MO aJanTaluMu U CTaXKUPOBKe MepcoHana gns
NnaaHMpPOBaHUSA BLoAKeTOB

Mpon3BoguTb OUEHKY 3POEKTUBHOCTM MEpPONpUATUIA Mo ajanTaumuv U
CTaXMPOBKe nepcoHana

BHeapATb cMCTeMbl BOBIeYEHWA PaBOTHMKOB B KOPNOPATUBHYIO KyAbTypY

Mcnonb3oBaTb MHCI)OpMaLI,MOHHbIe CUCTEMBI M 6a3bl AadHHbIX NO NepCoHany

Cobntoaatb HOPMbI 3TUKM 4eN0BOro 06LLeHUs

Heobxoanmble 3HaHNA

MeToabl aganTaumm 1 CTa*KUPOBOK

TexHon0rMKn, MeToabl U METOAMKM NPOBEeAEHNA aHan3a U cucTemaTmsaLnum
AOKYMEHTOB M nHdopmaumm

Mopanok pa3pa60TKM NnAaHOB aganTaunn nepcoHasa Ha HOBbIX pa6oqu
mecTax, noAroToBkK, nepenoarotoBkn U NoOBbllLEHUA KBaﬂMd)VIKaLI,MM
nepcoHana n opraHn3aunmm CTaxx MpoBOK

nOpﬂ,D,OK COCTaBneHMA CMET 3aTpaT Ha adantauluio U CTaXKUPOBRY
nepcoHana

MopAagoKk BeAdeHMA yyeTa M OTYETHOCTM MO adanTaumm M CTAXMPOBKE
nepcoHana




Cuctembl, MeToabl M  ¢GOpPMbl  MaTepuaNbHOr0O M HEeMaTepuasbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

TexHoNnorMm n metoabl GOPMMPOBAHNA U KOHTPOAA BloaKeToB

OcHoBbI TEXHONOTUN npon3soAacTBa U AeATENbHOCTUN OpraHn3aunn

OcHosBbl O6Ll.l,el7l n cou,maanon ncuxonornm, coumonormn n ncmxonornm
TpyAa

CTpyKTypa oOpraHv3auuMuM UM BaKaHTHble  AO0/MKHOCTM  (npodeccun,
cneunanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKaLlMe HOPMbI TPYA0BOro
npasa

OcHOBbI Ha/I0roBOro 3aKoHoAaTebeTBa Poccuiickoit deaepaumm

3aKoHogaTenbcTBo Poccuiickon depepaupnm o NepcoHaslbHbIX AaHHbIX

JNoKanbHble HOPMATMBHbIE aKTbl OPraHM3aLuK, peryampylowme agantaumio
M CTa*KMPOBKY NepcoHana

OcHosBbl AOKyMeHTOO60pOTa N AOKYMEeHTaUMOHHOro obecneveHus

MopAaoK 3aKN0YEeHUs AO0rOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obueHna

basoBble OCHOBBI MHOPMaTUKNY, CTPYKTypHOE nocTpoeHune
MHPOPMALMOHHBIX CUCTEM M OCOBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnku

3.4.4. TpypoBana ¢yHKLMA




HanmeHoBaHue

MpoucxoxaeHne TPyLOBOM
dYHKUMM

ALMUHUCTPUPOBAHME NPOLLECCOB U VpoBeHb
OKYMEHTO060pOTa NO PasBUTUIO U
AOKY P . P Kopa, D/04.6 |(noaypoBeHb) 6
npodeccnoHanbHOMN Kapbepe, obyyeHuto,
KBaMPUKauum
aJanTaummn n CTaXKMpPOBKe NepcoHana
3anmcTBoBaHO
OpuruHan X
N3 OpUrnHana
Koa PernctpaumoHHbIi
opurnHana HoMep
npodeccnoHanbHoOro
CTaHAapTa

TpyaoBble aencTena

AHann3 MpouEeccoB, NPaBuA U MOPAAKOB OPraHM3aLMK MpU MPoBeAEHUU
MepPONPUATUI MO Pas3BUTUID U NPODECCUOHANbHON Kapbepe, 0byyeHuto,
aflanTaumu 1 CTaXKMPOBKe NepcoHana

[oKymeHTauyoHHoe odopmaeHUe pesyabTaToB MePONPUATUA MO PA3BUTUIO
N npodeccMoHanbHOW Kapbepe, 06y4eHUIO, aganTauMM W CTaXKMPOBKE
nepcoHana

MoAroToBKa WMHAMBMAYANbHbBIX TMNPEAJIOKEHUA Ha OCHOBE pe3y/bTaToB
npoBeAeHNA MepPONpPUATUA NO PasBUTUIO M NPOPECCUOHANbHON Kapbepe,
06y4yeHu o, aganTaumm 1 CTaXkMPOBKE NepcoHana

MoAroToBKa nNpensoXKeHWU MO COBEPLUEHCTBOBAHUIO CUCTEM O0bOyYeHMs,
aflanTauymn M CTaKMPOBKM, PA3BUTUA U MOCTPOEHUS NPOdECcCMOHaNbHOM
Kapbepbl NepcoHana

ConpoBoXAeHMe  OOrOBOPOB MO OKasaHWUIO  KOHCY/NbTaLMOHHbIX,
MHPOPMALUMOHHBIX YCAYr, HeobxoAuMbIX AN NpoBeAeHUA 0bydeHus,
aflanTauuMm N CTaKMPOBOK, PasBUTUA W MOCTPOEHMA NpodeccMoHanbHoM
Kapbepbl NepcoHana, BKAKOYaA MnpeABapuTesibHble npoueaypbl MO WX




3aK/TIOYEHUIO

BbinosnHeHne TpeboBaHWI MO XpaHeHUO WHOOPMALUUKM O pe3y/ibTaTax
obyyeHuns, aganTauMM M CTaXKMPOBKW, PasBUTUA U MNOCTPOEHMUA
npodeccnoHanbHOM Kapbepbl NepcoHana

Heobxoanmble ymeHUn

OdopmMnaTb AOKYMEHTbI MO BOMNPOCaM NpoBeAeHUs 0bydeHuns, agantauum u
CTAaXKMPOBKKU, pPasBUTMA M MNOCTPOEHUA NPOPECCMOHANbHON Kapbepbl
nepcoHana, npegocTaBasemble B rocyAapCcTBeHHble opraHbl,
npodeccMoHanbHble COHO3bl W ApyrMe npeacTaBUTE/IbHblIE  OpraHbl
paboTHMKOB

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAeHMe 0bydYeHuna, agantaumm
N CTa)KMPOBOK, PasBUTMA W MNOCTPOEHUA MPOPECCUOHANbHON Kapbepbl
nepcoHana

AHanu3MpoBaTb NpasBuaa, Npoueaypbl U NOPALKM NPOBEAEHUA 0byyeHus,
aflanTauum M CTaKMPOBKM, PA3BUTUA W MOCTPOEHUA NpodeccUoHaNbHOM
Kapbepbl NepcoHana

OpraHM30BbIBaTb XPaHEHME AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
3aKoHogmaTenbctBa Poccuiickoit Pepepaumm U NIOKaNbHbIMKM - aKTaMU
opraHusaumm

AHanusmMpoBaTb  OOKYMEHTbl M NepeHocuTb  MHPopmMaumilo B
MHOPMaLMOHHbIE cUCTEMBI M 6a3bl AAaHHbIX

Bectun y4yeT n perncrtpaumnio 4JOKyMmeHTOB B I/IH(I)OpMaLI,MOHHbIX Cncremax n Ha
MaTepnanbHbIX HOCUTENAX

Pabotatb ¢ WHPOPMAUMOHHBIMW CUCTEMAMM W 0Gasamu  AaHHbIX MO
BonpocaM 0by4yeHMus, afanTaumm U CTaXKMPOBKM, PasBUTUA U NOCTPOEHMA
npodeccroHanbHON Kapbepbl MepcoHasna, BeAEHUA yvyeTa KaHAMAATOB Ha
BaKaHTHble A0MKHOCTU (Npodeccum, cneLmanbHOCTH)




BecTu genosyto nepenmcky

Cob6nt04aTb HOPMbI 3TUKK Ae/10BOr0 06LLeHMA

Heobxoaumble 3HaHUA

MopAaaok odopmaeHns, BeaeHNA U XPaHEHUA AOKYMEHTaL MK, CBA3AHHOM C
cuctemolt 0bydeHus, adanTauumn U CTaKUPOBKM, PasBUTUSA M MOCTPOEHMUSA
npodeccroHanbHOM Kapbepbl NePcoHana

Mopagok <¢opmupoBaHUA, BeAeHMA 6aHKa [aHHbIX O MepcoHane
opraHM3aumMn 1 NpeaocTaBaeHUA OTYETHOCTH

HopmaTuBHble MpPaBOBble aKTbl, Peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn No NpPeaoCcTaB/eHU0 YYeTHOM
AOKYyMeHTauum

Mopagok odpopmMiaeHUs LOKYMEHTOB, MPefoCTaBAAEMbIX B FOCYLapCTBEHHbIE
opraHbl U UHblE OpraHMn3aLmm

OcHosBbl AOKYMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp W odopmaeHus
CONYTCTBYIOLLEM AOKYMEHTALUM

CTpyKTypa oOpraHv3auMuM UM BaKaHTHble  AO0MKHOCTM  (npodeccun,
cneunanbHOCTH)

TpyaoBoe 3aKOHOLATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPAaBOBbIE aKTbl
Poccuiickoint ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM MO nepcoHany

OcHOBbI HaNIOroBOro 3aKoHoAaTeNnbcTBa Poccuiickoit deaepaunn

3aKkoHoaaTenbcTBo Poccuitckon Peaepaupmmn o NePCcoHaNbHbIX AaHHbIX




TexHonorMmn, MeToasl U MeTOAMKM NPOBEAEHMA aHaM3a U CMCTeMaTM3auun
AOKYMEHTOB M MHopMaunm

JloKanbHble HOPMATUBHbIE aKTbl OpraHM3auUuWK, Peryaupyroline nopsaaoK
pa3sBUTMA U NOCTPoeHMA npodeccuoHanbHOW Kapbepbl, 0byyeHus,
aJanTaumn U CTaXKMPOBKM NepcoHana

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBoro obLeHns

basoBble OCHOBBI NHOPMaATUKNY, CTPYKTYpHOE NocTpoeHune
NHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Jpyrve xapaktepuctuku

3.5. O606LeHHas Tpyaosasa GyHKLMA

eATeIbHOCTb NO OpraHM3aumm Tpyaa u YpoBeHb
HanmeHoBaHue A P 4 PyA Koa E P 6
onnatbl NepcoHana KBanmduKkauum
MpoucxoxaeHune
o o 3anuMcTBOBaHO
0606weHHoM TpyaoBOM OpwuruHan X
N3 OpuUrnHana
bYHKLMK
Kog, PerncrpaumoHHbIn
opurnHana HOoMep
nNpodeccnMoHanbHOro
CTaHAapTa

Bo3morkHble
HanMeHoBaHUA

Cneumanuct no HOPMUWPOBAHUIO U ONnaTe TpyAda
Cneumanuct no opraHnsauunn n onnarte Tpyga




[ONKHOCTEM, npodeccui

CnewumanuncT no KOMMNeHcaumam 1 brotam
CneuuManuct no nepcoHany
MeHezaKep no nepcoHany

TpeboBaHus K
06pasoBaHULO U 0OYyYEHUIO

Bbicwee obpasoBaHue

JdononHuTtensHoe npodpeccuoHanbHoe obpasoBaHue - NPOrpaMmmbl
npodeccMoHabHON NepenoaroToBKM B 06/1aCT SKOHOMMUKM,
HOPMMPOBAHWSA M ONNaTbl TPYAa, NPOrPaMMbl MOBbLILLEHUA KBaMPUKALUM

TpeboBaHMWSA K OMbITY
NpPaKTUYecKol paboTsbl

Ocobble ycnoBua gonycka K
paboTe

[pyrve xapakTepucTnku

JononHuTtenbHble XapaKTepUCTUKN

HanmeHoBaHWe fOKyMeHTa Kog, HanmeHoBaHue 6a30BoM rpynnbl, LOMKHOCTU (Npodeccum)
WY cneumnanbHOCTH
OK3 2412 Cneunannctbl No Kagpam n npodopmreHTaLmm
3423 Cneumannctbl KagpoBbIX CAYXKO N yupeKaeHUI 3aHATOCTH
EKC - MHKeHep NoO HOPMUPOBAHUIO TpyAa

TexHuK no Tpyay

DKOHOMMCT Mo TPpyAay

MeHezaKep no nepcoHany
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OKnAaTpP

27755 DKOHOMMCT Mo Tpyay

22956 MHcheKTOp No Kagpam

3.5.1. TpypoBasa ¢pyHKUMA

HanmeHoBaHue

OpraHusaumsa Tpyaa nepcoHana YpoBeHb

Kog, E/02.6 |(noayposeHb) 6
KBaMPUKaumnm

MpoucxoxaeHne TPyLOBOM
bYHKLMK

3anmcTBOBaHO

OpuruHan X
U3 opurMHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3  ycrewHbIX  KOPMOPATMBHbIX  MPaKTUK MO  OpraHusauuu
HOPMMPOBaHUA  TpyZa A41A  Pas3/WYHbIX  KaTeropuii  nepcoHana,
0cobeHHOCTen NPOM3BOACTBA M AeATENbHOCTM OPraHmn3aLLmm

PaspaboTka cucTembl OpraHusauMm Tpyaa MepcoHana W nopagka
HOPMWPOBaHKA TPyaa Ha paboumnx MecTax C OLLeHKOW 3aTpaT Ha nepcoHan

BHeapeHVe cUCTEMbl OpraHM3auuuM TpyAa MNEpPCcoHaNa W KOHTPOAA Haf
HOPMMPOBAHMEM C  onpegeneHvem  TPYLOEMKOCTW, HOPMATUBHOW
YMCNEHHOCTH, rpadMKoB PaboT M yCIoBMIA ONAaTbl TPYAA NepPcoHana

BblfiBNeHWEe pe3epBOB MOBbIWEHWA NPOU3BOAMTEIbHOCTM TPYAa W KayecTsa
HOPMWPOBaHUA Tpyda, MOArOTOBKA MPEA/IONKEHMIA NO  MU3MEHEHUAM
YC/I0BUI M ONaTbl TPyAa NepcoHana
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MoAroToBKa NpeaoXKeHuin No GopMMPOBaHUIO BI0AKETa Ha OpraHM3aLMIo
TpyAa nepcoHana

OnpegeneHne 3PpPeKTUBHOCTU pPaboTbl CUCTEMbI OpraHM3auMM Tpyaa M
HOPMMPOBaHUA TpyAa Ha paboumnx mecTtax

Heobxoanmble ymeHUn

BHeapATb MeToAbl paLMoHaAbHOWM OpraHu3aLmm Tpyaa

Pa3pabaTbiBaTb NAaHbl OPraHU3aLMOHHBIX U TEXHUYECKUX MePOonpUATUIA No
NMOBbIWEHMIO NPOU3BOAUTENLHOCTM TPy Aa

AHanusMpoBaTb COCTOAHWE HOPMMPOBAHMA TPYyAad, KayecTBO HOPM,
nokasarte/siei no Tpyay

AHannsmnposatb 3PPeKTUBHOCTb PabOTbl CUCTEMbI OpraHU3auMmn Tpyaa
nepcoHana u HOPMMPOBAHMSA TPyAA Ha paboumx mecTax

CoctaBnAtb u KOHTPO/IMPOBATb CTaTbM pPaCxXxoa4oB Ha onaaty Tpyada
nepcoHana gna naaHNpoBaHUA 6IOA)-KETOB

PabotaTb C WHOOPMAUMOHHBLIMM CUCTEMAMM M 6aszamMu  AaHHbIX MO
HOPMWPOBaHUIO M OnaaTe TpyZa NepcoHana

Pa3pa6aTbIBaTb n Od)OpMﬂﬂTb AOKYMEHTbI N0 HanpaBAEeHUNIO AeATENbHOCTU

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHus

Heobxoanmble 3HaHNA

MeToap! y4eTa 1 aHanM3a NnokasaTtenen No Tpyay v onnaate Tpyaa

MeTtoabl onpeaneneHmA, OUEHKM WU CpPaBHEHUA I'IpOM3BOLI,CTB€HHOI7I
UHTEHCUBHOCTU N HANPAXEHHOCTU TPYyAa

MeToabl HOpMUPOBaHKA TPyAa

ME)KOTpaCIIEBbIe M OoTpacneBblie HOPMaATUBbI TPYAOBbIX 3aTPaT




CoBpemeHHble GOpMbI, CUCTEMbI OMNAATbl U y4YeTa MPOU3BOAUTENLHOCTU
TpyAa nepcoHana

Cuctembl, meToabl U GOPMbl  MaTePUaNbHOTO U HemaTepuasnbHOro
CTUMYNINPOBAHUA TPyAa NepcoHana

TexHonorm n metoApl d)OpMVIpOBaHMFI N KOHTpPOAA 6I-OAH(ETOB

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

OcHosBbl ,CI,OKyMEHTOO60pOTa N AOKYMEHTAUMOHHOro obecneyeHus

Mopagok TapuduKaumm paboT M paboumx, YCTaHOBAEHMUA AOMKHOCTHbLIX
OKfMlagoB, ponnat, HagbaBok M KoadduMuMeHTOB K 3apaboTHOM nnaTe,
pacyeTa CTUMY/IMPYIOLLMX BbINAaT

TapudHo-KBanMdUKaLMOHHbIE CMPaBOYHUKM paboT u npodeccuii paboumx
N KBAIMOUKALMOHHbBIE XapaKTEPUCTUKM AONKHOCTEN CAYMKALLMX

OcHOBbI TEXHONOMMKW NPOU3BOACTBA U AEATENbHOCTU opraHusauyumn

CTpyKTypa OpraHusaumMm M  BaKaHTHble  AOMKHOCTM  (npodeccuu,
cneuyanbHOCTH)

Kap,posaﬂ NOZINTUKA U CTPaTErMAa opraHn3aynm

JKOHOMMKaA TpyAa

OcHoBbl 06Liet U COUManbHOM MCUXOOTUM, COLMOOTUN U NCUXOIOTNM
TPyA2

TpyooBoe 3aKOHOAATENbCTBO W WMHblE aKTbl, COAep)Kale HOpMbl
TpYAOBOro Npasa

OcHosBbl dPXMBHOIO0 3aKOHOAATE/IbCTBa U HOPMATUBHbIE MPABOBbIE aAKTbI




Poccuiickoit depepalmm, B YaCTM BeAeHUA AOKYMEHTaL MM NO NepcoHany

OcHOBbI Ha/1IOroBOroO 3aKoHOAaTeIbCTBa Poccmitckon Pepepaumnm

3akoHogaTenbcTBo Poccminickon ®egepaumm o nepcoHaibHbIX AaHHbIX

JIOKasibHble HOpMATUBHble aKTbl OpraHuM3auumn, peryavpyrowme nopagok
opraHunsauunn Tpyaa 1 HOpMMUpoBaHNA NepCcoHana

MopsaAoK 3aKN0YEHNS 40rOBOPOB (KOHTPaKTOB)

Hopmbl 3TMKKN aenosoro obuieHua

basosble OCHOBbI NHPOPMaTUKN, CTPYKTYpHOE nocTpoeHue
MHOOPMALMOHHbBIX CUCTEM U 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepucTnku

3.5.2. TpypoBana ¢yHKUMA

HanmeHoBaHue

OpraHu3auma onnaTbl Tpyaa nepcoHana YpoBeHb

Kog, E/01.6 |(noayposeHb) 6
KBasnbuMKaumnm

MpoucxoxaeHne TpyaoBOM
bYHKLMK

3anmcTBOBaHO

OpuruHan X
N3 OpuUrnHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnmoHanbHoro
CTaHAapTa

TpypoBble fencTaus

AHanus yCNewHbIX KOPNOopaTUBHbLIX MNPaKTUK NO OpraHun3aunm CUCTEMbI




onnatbl TpyAda nepcoHana

PaspaboTKa cucTembl OnJiaThl TpyAa nepcoHana

dopmuposaHMe  nnaHosoro  6ioaketra  ¢poHAa  onnaTthl  TPyAa,
CTUMYANPYIOLLMX N KOMMNEHCALMOHHbIX BbINAaT

BHegpeHue cuctembl onnaTbl Tpyga nepcoHana

MoarotoBka MPEeA/iOKEHMIn MO COBEPLIEHCTBOBAHUIO CUCTEMbI OMAaTbl
TpyAa nepcoHana

Heobxoanmble ymeHUn

CocTaBnATb M KOHTPO/AMpPOBaTb CTaTbM pPacxodoB Ha onnaty Tpyaa
nepcoHana Aas naaHUpoBaHuaA 6oaxketos 1 poHA0B

MpPUMeHATb TEXHONOTMW  MaTepuasbHOM MOTMBAUMM B YNpPaBAEHUU
nepcoHanom

PaspabatbiBaTb KOHLEMUMIO MOCTPOEHUA MOTUBALMOHHbLIX MNpPOrpamm
paboOTHMKOB B COOTBETCTBMM C LLEIIMM OPraHn3aLLmm

AHanusMpoBaTb COBPEMEHHbIE CUCTeMbl ONAaTbl M MaTepuanbHOM
(MoHeTapHoOI) MOTMBaUMK TPYAA ANA Leneil opraHnsaumm

AHann3MpoBaTb YpoBEHb OMJIaTbl TPyAa MepcoHana Mo COOTBETCTBYHOLLMM
npodeccoHanbHbIM KBaAMPUKaLUMam

MpoBOANTL MOHUTOPMHT 3apaboTHOM NAaTbl Ha PbIHKe TPyAa

AHannsnposaTb GOPMbl MaTEPUAZIBHOTO CTUMYIMPOBAHMUSA, KOMMNEHCALUA U
JIbrOT B ON/1aTe TpyAa nepcoHana

PaboTaTb ¢ MHOOPMALMOHHBIMK CUCTEMAMK M 6a3ammu AaHHbIX NO onaaTte
TpyAa nepcoHana

CocraBnAatb NPOrHO3bl Pa3BuUTMA oNnaTbl TPyAa NeEpPCOHala




Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

dopmbl U cucTembl 3apaboTHOM NAaTbl, NOPALOK COCTaBAEHUA BIOAKETOB

Cuctembl, meTtogbl M GOPMbl  MATEpPUaNbHOTO M  HemaTepuasbHOro
CTUMYNMPOBaHUA TPyAa NepcoHana

TexHonorun n metogbl GOPMUPOBAHNA U KOHTPOAA BIOAXKETOB U GOHAOB

MNopagok Tapudukaumm paboT u paboymx, YCTAHOBAEHUA AO/KHOCTHbIX
OK/lagoB, AonnaT, HagbaBoK M KoadpduuMeHTOB K 3apaboTHOW nnate,
pacyeTa CTUMY/IMPYIOLWMX BbinaaT

MeToapl onpeaeneHns YNCNeHHOCTM PaboTHUKOB

TapudHo-KBaNnPMKaLMOHHbIE CNPaBOYHMKN paboT u npodeccnin paboumnx m
KBaNMOUKALMOHHbIE XapaKTEPUCTUKM SOMKHOCTEN CAYHKALLMX

MeTozbl y4eTa M aHann3a NoKasaTesiei no TpyAy v 3apaboTHoM nnate

TexHonorMmn, MeToapl U METOAMKM NPOBeAeHUA aHan3a U CUCTEMATM3aL UK
AOKYMEHTOB M MHopmMaunm

KagpoBasa nonnTuka u ctpaterma opraHusaumm

CTpyKTypa oOpraHvsauuMum U BaKaHTHble  AO/MKHOCTM  (nNpodeccun,
cneunanbHOCTH)

TpyAaoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPIKALLME HOPMbI TPYA0BOrO
npaea

OcHOBbI Ha/I0roBOro 3aKoHoAaTebeTBa Poccuiickot deaepaumm

3aKkoHoaaTenbcTBo Poccuitckon Peaepaupmmn o NePCcoHaNbHbIX AaHHbIX

JlokanbHble HOPMaATuMBHbIE aKTbl OpraHuM3auun, peryavpyowme onnaty




TPyAa

OcCHOBbI TEXHO/I0TUW npon3soAacTBa U AeATe/IbHOCTU OpraHn3aunn

OcHOBbI 4OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecrnedyeHms

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

OcHOoBbl 06WEN M CcouMaNbHOM MCUXOJIOTUM, COLMOJIOTUM U TMCUXON0TUMU
TpyAaa

Hopmbl 3TUKKM aenosoro obuweHna

basoBble OCHOBBI NHPOPMATUKN, CTPYKTYpHOE nocTpoeHue
MHPOPMALMNOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnku

3.5.3. TpygoBana ¢pyHKUMA

AOMUHUCTPUPOBaAHME NMPOLECCOB U YpoBeHb
HavmeHoBaHMe | A0KymeHTOO60pOTa Mo BONpocam Kopa E/03.6 |(noayposeHb) 6
OpraHusaLun Tpyaa v onaaTbl nepcoHana KBanmdmkaumum

MpouncxoxaeHne TpyaoBoM
bYHKLMK

3anmcTBOBaHO

OpuruHan X
N3 OpuUrnHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnmoHanbHoro
CTaHAapTa

TpypoBble fencTaus

AHanus npoueccos AOKyMEHTOOGOpOTa, NNOKaJ/IbHbIX OO0KYMEHTOB nNO




BONpoCam opraHnsaunun onnatbl U TpyAa NepcoHana

OdopmneHme JOKYMEHTOB MO BONPOCaM OnaThl M TpyAa nepcoHana

MoAroToBKa NpeasioKeHnin No Bonpocam onsiaTthbl U TpyAa nepcoHana

MoAroToBKa NpeasioXKeHU Mo COBEPLUEHCTBOBAHUIO CUCTEMbI OMNAaThbl M
OpraHu3aumm Tpyaa nepcoHana

[lOKyMeHTauMOHHOEe UM  OpraHM3auMOHHOE COMPOBOXAEHME CUCTEMbI
OpraHun3aLMm 1 oniaTbl TPyAa NepcoHana

MoarotoBka M 06paboTKa 3anpocoB WM yBeAOMEHWIA O pPaboTHUKAxX B
rocy4apCTBeHHble oOpraHbl, nNpodeccMoHasibHble CO3bl U Apyrue
npeactasuTe/ibHble oOpraHbl PaboTHWMKOB, MO cuUcTemMam Oniathl U
opraHu3aumM Tpyaa nepcoHana

Conposomp,eHme Aorosopos no OKa3aHWuto KOHCY/1bTAaUNOHHDbIX,
MHd)OpMaLI,MOHHbIX ycnyr no cucremam onnaatbl U opraHMsauunn Tpyda
nepcoHana, BKA4YaA npeasapuTesibHble npouegypbl N0 UX 3aKNHOYEHUIO

Heobxoammble ymeHus

ObecneunBaTb [AOKYMEHTALMOHHOE COMPOBOMAEHME MEPONPUATUI NO
onnaTe W opraHv3auuy Tpyaa nepcoHana

OdopmMnaTb AOKYMEHTbl MO BONpOCam ON/AaThl M OpraHusaumMu TpyAaa
nepcoHana, npegocTtaBasembie B rocyAapCcTBeHHble opraHbl,
npodeccmoHanbHble COHO3bl W ApyrMe npeacTaBUTE/IbHblIE  OpraHbl
paboTHMKOB

AHaﬂM3MDOBaTb HOPMaAaTuBHbIE U MeTOOgUN4YeCKMe OOKYMEHTblI MO BOMNpoCam
onaatbl N OpraHn3aulmun Tpyga nepcoHana

OpraHn30BbIBaTb XpaHEeHWe AOKYMEHTOB B COOTBETCTBUW C TpeboBaHUAMU
3akoHodaTenbctea Poccuitckoit depepaummM U IOKaNbHbIMU - aKTamu
opraHusaumm




Bectun y4yeT n perncrtpaumnto 4OKymMmeHTOB B MHCI)OpMaLI,MOHHbIX cncrtemax n Ha
MaTepPnanbHbIX HOCUTENAX

Pabotatb ¢ WHPOPMAUMOHHBIMM cUCTEMAMM UM 6a3amuM  AaHHbIX MO
cucTemam onnaTthbl U OpraHM3auUuun Tpyaa nepcoHana

Mpon3BoguTL NpeaBapuTeNbHbIE 3aKymnoyHble npoueaypbl U 0hOpPMAATbL
COMYTCTBYIOLLYIO IOKYMEHTALMIO MO 3aK/I0YEHUIO OrOBOPOB

Bectn genosyto nepenuncky

Cobntoaatb HOPMbI 3TUKK AeN0BOoro 06LeHus

Heobxogumble 3HaHWUSA

MopaaoKk odpopmneHns, BeAeHMA U XpPaHEeHUA AOKYMEHTALMM MO CUCTEMAM
onnaTtbl M OpraH13aumMm Tpyda nepcoHana

HopmaTuBHble MpPaBOBble aKTbl, pPeryavpylowme npasa M 06s83aHHOCTU
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn No MNPeaoCTaB/lEHUI0 YYEeTHOM
AOKYyMeHTauum

TexHonoruun, MeToabl U METOAUKM NPOBEAEHMNA aHaNMU3a U cUCTeMaTM3aLUN
OOKYMEHTOB M MHbOpMaL MK

JloKanbHble HOPMATMBHbIE aKTbl OpraHu3auuu, peryavpytowme nopAaaoK
onnaatbl, OpraHM3aunm N HOpMmmMpoBaHUA Tpyada

OcHosBbl ,CI,OKYMeHTOO60p0Ta N AOKYMEHTALMOHHOIoO obecneyeHus

Mopadok ¢opmupoBaHua, BedeHMs 6aHKa AaHHbIX UM MpeaoCcTaBaAeHUn
OTYETHOCTM MO CUCTEMaMm ONaTbl U OpraHM3aumMmn Tpyaa nepcoHana

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPrKaLLMe HOPMbI TPYA0BOro
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATWMBHbIE MPABOBbIE aKTbl
Poccuiickoit ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM MO nepcoHany




OcHOBbI Ha/IOroBOro 3akoHoAaTenbcTea Poccuiickolt deaepaumm

3akoHoaaTenbcTBo Poccuitckon ®eaepaumm o NepcoHasibHbIX AaHHbIX

MopAaoK 3aKNtO4YEeHUs [OTOBOPOB (KOHTPAKTOB)

MopAagoK  npoBegeHMA  3aKynmouyHbiX  npoueayp Y odbopmaeHus
CONYTCTBYIOLLLEN AOKYMEHTALLNU
Hopmbl 3TUKM AenoBoro obLieHns
basoBble OCHOBbI MHbOPMATHKK, CTPYKTYpHOE nocTpoeHune
MHPOPMALMNOHHBIX CUCTEM M OCOBEHHOCTU PaboTbl C HUMM
Jpyrue xapakrepuctnkm -
3.6. 06061 eHHasn Tpyaosaa GyHKUUA
eATeIbHOCTb N0 OpraHM3aumm YpoBeHb
HanmeHoBaHue A - P Li Koa F P 6
KOPMNOPAaTMBHOM COLMANbHOM NOJNTUKM KBanmduKkaumum
MpoucxoxaeHune
o o 3anMMcTBOBaHO
0606uieHHO TpyaoBO# OpuruHan X
N3 OpuUrnHana
bYHKUMM
Kog PernctpaumoHHbIn
opurnHana HOoMep
npodeccnoHanbHOro
CTaHAapTa

Bo3morKkHble
HaumeHoBaHMUsA

Cneuunannct no coumanbHbiM Nporpammam

Cneumanuct no pabote ¢ npeAcTaBUTENIbHbIMU OpraHammn paboTHUKOB




AONIKHOCTeN, npodeccuit CnewmanuncT no KopropaTUBHOM COUMaNbHOM NOAUTUKE

CneuuManuct no nepcoHany
MeHezaep no nepcoHany

TpeboBaHuA K Bbicwee obpasoBaHue
obpaszoBaHuio 1 0byyeHunto | ononHutenbHoe npodeccnoHanbHoe ob6pas3oBaHMe - MPOrpammbl

npodeccnMoHaibHON NepenoaroToBKM U NPOrpPamMmbl NOBbIWEHUA
KBanmodumKaumm B 061acTm coumanbHbIX MPOrpaMmm

TpeboBaHMWSA K ONbITY -
NpPaKTUYecKol paboTsbl

Ocobble ycnoBua gonycka K
paboTe

[pyrve xapakTepucTnku

JononHuTtenbHble XapaKTepUCTUKN

HanmeHoBaHMe fOKyMeHTa Koz HaumeHoBaHMe 6a30BOW rpynnbl, AOMKHOCTM (Npodeccum)
WY cneunanbHOCTH
OK3 2412 Cneumnannctbl No Kagpam n npodopueHTaumm
3423 Crneumannctbl KagpoBbIX CYXKO U yupeRaeHUI 3aHATOCTH
EKC - Cneumannct no Kagpam
- MeHegKep No nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TpyAay
22956 MHcneKTop no Kagpam
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OKCO

3.6.1. Tpyposasa GpyHKUMA

HavmeHoBaHUEe | NONUTUKMK

Pa3paboTKa KopnopaTMBHOWM coLManbHOM YpoBeHb

Kopa, F/01.6 |(noaypoBeHb) 6
KBanmduKkaumum

MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anMCcTBOBAHO

OpuruHan X
N3 opuUrnHana

Kog PernctpaumnoHHbIi
opurnHana HoMep
nNpo¢deccnMoHabHOro
CTaHAapTa

TpyanoBble AencTeus

AHanNM3 ycnewHbIX KOPNoOpaTUBHbIX NPAaKTUK NO OpraHU3aumMn CoumManbHOro
NnapTHeEpPCTBa, cou,maanoﬁ OTBETCTBEHHOCTU U COLLMANIbHbIX NpOrpamm

Pa3paboTKa KOPNopPaTUBHBIX COLMANBHBIX NPOrPamm

Pa3pa60T|<a CncTembl BbiNNaT pa6OTHMKaM COUMANbHbIX NbroT

OpraHusauus neperoBopoB ¢ NPodeccMoHabHbIMKU CO3aMU U APYrMMuM
npeacTaBUTENbHbIMM opraHamu pPaboTHWKOB, 06LecTBEHHbIMK
OpraH13auMamMM, B3aMMOAENCTBME C FOCYAaPCTBEHHBIMU OpraHaMu

MoarotoBKa npeasioXeHMn no <¢opmupoBaHUIO bOloaxKeTa B 4acTu
obecneyeHna KOPNOpPaTUBHOM COLLMANABHOMN NOAUTUKM

Heobxoavmble ymeHUn

Onpegenatb  ueneBble  TPynnbl  MepcoHana  Ans  pas3paboTku
CNeunann3MpoBaHHbIX COLMANbHbIX MPOrPamm




Josoantb VIHd)OpMaLI,VIIO O COouManbHbIX Nporpammax OO0 uUenesbixX rpynn
nepcoHana C nCnoab3oBaHNEM MHCTPYMEHTOB BHYTPEHHUX KOMMYHMKaLLMVI

Onpeaenatb KPUTEPUM U YPOBHM YA0BNETBOPEHHOCTM NepcoHana

Mcnonb3oBaTb MaTepuanbHble M HemaTepuasnbHble CUCTEMbI, METOAbl U
bopMbl MOTMBALMK B yNPaBJAEHUN NEPCOHANOM

Onpeaenatb obbembl CpPeAacTB ANA pPeanusaumy COoLMasbHbIX FapaHTUid,
KOPMOPaTUBHbIX /IbFIOT U WUHbIX 3/IEMEHTOB KOPMNOPaTUBHbLIX COLMANbHbIX
nporpamm asa popmupoBaHma 6toaKeToB

Coctanatb u KOHTPO/IMPOBATb CTAaTbM pPaCXoagoB Ha CouuanbHble
nporpammobl anAa Nn1aHNPOBaHUA 6?0[],)K€TOB

Mpoun3BoauTL NpeaBapuTe/bHbIe 3aKynoyHble npoueaypbl U odopmaeHme
CONyTCTBYIOLLEN AOKYMEHTALMM MO 3aK/I0YEHMIO 4OFOBOPOB

Cobntoaatb HOPMbI 3TUKK AenoBoro obueHua

Heobxogumble 3HaHUA

Mopagok M meToapl pPaspaboTKM MAAHOB M MPOrPamMm  COLMAAbHOIO
pPa3BUTMA OpraHM3aLmm

MeToabl aHann3a BbINOJHEHMA COLMAbHbIX MPOrpamMmm U ONpeaeneHmns mux
3KOHOMMYECKOM 3PDEKTUBHOCTH

Cuctembl, metogbl M GOPMbl  MaTepuasbHOrO W HemaTepuasbHOro
CTUMY/IMPOBAHUSA TPYAa NepcoHana

TexHonorMm n metoabl GOPMUPOBAHMNA U KOHTPOANA BIOAKETOB

MeTtoabl nposeaeHnA  CoUuMOoNIOrn4ecKux MCCﬂe,D,OBaHVIﬁ, n3y4vyeHunA
06LI.I,eCTBeHHOI'O MHEHUA

TexHon0rMmM, MeToabl U METOAMKMN NPOBEAEHUA aHAaAN3a U CUCTEMATMU3ALLUM
AOKYMEHTOB M nHdopmMaumm




MopsdoK  MpoBedeHMs  3aKyMouyHbIX  Mpoueayp M odopMAEHUS
COMYTCTBYIOLW,EN AOKYMEHTaL MM

OcHOBbI NPOM3BOACTBEHHOW AeATENbHOCTU OpraHM3aumm

OcHoBbl 06LeN U COUManbHOM MCUXONOTUN, COLMOIOTUN U MCUXONIOTUM
TPyAa

CTpYKTYpa, uenmn, cTpaTerya 1 KagpoBasa NoIMTUKA OpraHM3aumnm

TpygooBoe 3aKOHOZATENLCTBO WM WMHblE aKTbl, COAEp)Kawue HOpPMbI
TPYAO0BOro Npasa

OcCHOBbI Ha/JIOrOBOTO 3aKOHOAATeIbCTBA Poccumitckoit Peaepauum

HopmaTuBHble MpaBOBble aKTbl, peryavpylowme npasa M o0b6A3aHHOCTU
rocyZapCTBEHHbIX OPraHoB, NPOdECcCMOHaNbHbIX COH30B W APYrUX
npeAcTaBUTEIbHbIX OpraHoB paboTHUKOB

3aKkoHogaTenbcTBO Poccuiickon dPegepaummn o NepcoHasbHbIX AaHHbIX

JloKanbHble HOPMaTMBHbIE aKTbl OpPraHU3aUUW, PEryanpylome nopsaaok
bopMMpPOBaHMA COLMANbHON NOAUTUKN

OcHoBbl MPaBOBOro peryavMpoBaHua Poccuiickoli depepaumy nopsgka
3aKNH0YEHMM JOrOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHua

BasoBble OCHOBbI MHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune
MHPOPMaLMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnku

3.6.2. TpygoBasa GyHKUMA




HavmeHoBaHMe |MNOAUTUKMK

Peanunsauma KopnopaTMBHOM CoLManbHOM YpoBeHb

Kopa, F/02.6 |(noaypoBeHb) 6

MpoucxoxaeHne TPyLOBOM
dYHKUMM

KBaMPUKauum
3anmcTBoBaHO
OpuruHan X
N3 OpuUrnMHana
Kog PerncrpaumoHHbIN
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble AencTens

BHeZpeHWe KOpNopaTUBHbIX COLMAJIbHLIX MpPOrpamMm, B TOM 4uC/le Mo
COLMaNbHOM NOAAEPKKE OTAE/IbHbIX rPynn paboTHUKOB

Peanusaumsa cuctembl couManbHbIX AbroT, BbINAaT PabOTHMKAM C y4yeTom
TpeboBaHMIt 3aKoHoAaTeNnbCcTBa Poccuitckoit Pepepaunm

OueHKa YyAOBNETBOPEHHOCTM MepcoHana KoOpnopaTUBHOM COLManbHOM
NOAUTUKOMN

OueHKka 30PEKTUBHOCTU MEPONPUATUIA  KOPMNOPATUBHOM  coLMaNbHOM
NOJIUTUKM

Moarotoska ﬂpeAﬂD)KEHMVI no coBepLEeHCTBOBAHUIO MepoanﬂTMﬁ
KOpHOpaTMBHOVI COLI,VIBI'IbHOﬁ NONUTUKA

MoaroToBKa npeasioxeHuit No GopmMMpoBaHMIO BlOAMKETa Ha peanusauuio
KOPMOpaTMBHOM COLMANbHOMN NOMUTUKN U COLMAbHbIX MPOrpamm

Heobxoavmble ymeHUn

PaccunTbiBaTb 3aTpaTbl Ha NPOBEAEHUE CNELMANN3NPOBAHHBIX COLMAAbHbIX
nporpamm




npOBO,D,VITb MOHUTOPUHT yCNELWHbIX KOPNOPATUBHbIX COUMAIbHbLIX NMPpOorpamm

MpoBoANTb MeponpuATUS B COOTBETCTBMU C KOPMNOPATMBHOWM COLMAIbHOMN
NONUTUKOMN

OI'IpE[],EJ'I‘r'ITb uenesble rpynnbl nepcoHana Aana CO34aHuA
cneunannsnpoBaHHbIX COUMaIbHbIX MPOrpamMmm

Onpeaenatb KPUTEPUUN U YPOBHM YA0BAETBOPEHHOCTM NepcoHana

Onpepenate 3pPEeKTUBHOCTb MEPONPUATUIN pPeann3yemoint KoprnopaTUBHOM
COUMANbHOM NONUTUKM

OpraHu3oBbiBaTb  B3aMMOAENCTBME C  FOCYAApPCTBEHHbIMM  OpraHamm,
npodeccnoHanbHbIMM COHO3aMM U APYIMMU NPeaCcTaBUTENbHbIMU OpraHamm
pa6OTHVIKOB, 06IJ.I,€CTB€HHbIMM M UHbIMKU OpPraHM3aLmMamm no BOMNPOCam
peann3aumnmn KopnopaTUBHOM COLMANBHOMN NOANTUKM

AHanM3npoBaTb PbIHOK YCAYyr MO COUMa/JbHbIM U Chneumaan3npoBaHHbIM
nporpammam cou,maanoﬁ nogaepXKM 4neHoB UenesBbixX rpynn M rotoBuTb
npeanoxeHma no nx NoOCTaBLMKam

Mpov3BoguTL MNpeaBapuTesibHbIE 3aKyMoyHble npoueaypbl U 0popMAATL
COMYTCTBYIOLLYIO LOKYMEHTALMIO MO 3aK/0YEHUIO 4OTOBOPOB

Cob6nt0aaTb HOPMbI 3TUKK Ae10BOro 06LeHMs

Heobxoanmble 3HaHUA

BOI'IpOCbI ynpasaieHna coumasbHbiM pa3sBUTemM opraHndaumu

MeToabl aHanM3a BbIMNOJHEHWUA KOPMOPATMBHBIX COLMAbHbLIX NPOrpaMmm U
onpeaeneHunsa nx sSkoHommyeckom apHeKTMBHOCTHU

Cuctembl, meToapbl, GOpPMbl  MaTepuanbHOrO W HemaTepuasbHOro
CTUMY/IMPOBaHUA TpyAa NepcoHana

MeToabl MPOBEAEHMA  COLMOIOTMYECKMX  MCCNeAoBaHW,  U3y4YeHus




O6LLI,ECTBEHHOI'O MHEHUA

TexHONOrMKM, METOAbI U METOAMKN NPOBEAEHNA aHAN3a U CUCTEMATM3ALLUM
OOKYMEHTOB U MHPOpMaLLUK

HopmaTuBHble NPaBOBbIE aKTbl, Peryanpylowune npasa M 06A3aHHOCTM
roCyAapCTBEHHbIX OPraHoB, NPOdeccMoHasnbHbIX COH30B U APYruX
npeacTaBuUTE/IbHbIX OpraHoB pPaboTHMKOB MO MNPeaoCTaBAEHUIO YYETHOM
AOKYyMeHTauum

Mopagok nposegeHuA 3aKyrMoYHbIX npoueayp 7 odpopmneHun
CONYTCTBYIOLLLEN AOKYMEHTALUU

CTpyKTYypa, Luenu, cTpateris 1 Kagposas NoAnTUKa opraH1saumum

OCHOBbI NPOU3BOACTBEHHOW AeATe/IbHOCTU OpraHM3aLmm

OcHoBbl 06Lel U COUMaNbHOMW MNCUXONOTUU, COLIMONOTUM U MCUXOSOTUM
TpyAa

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPXKaLLMEe HOPMbI TPYL0BOTO
npasa

OCHOBbl apXMBHOIO 3aKOHOAATENbCTBA M HOPMATMBHbIE MPaBOBblE aKTbl
Poccuiickoit ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM MO nepcoHany

OcHOBbI Ha/IOroBOro 3aKoHoAaTenbecTea Poccuiickolt deaepaumm

3aKkoHoaaTenbcTBO Poccuitckoin deaepalim o NepcoHabHbIX AaHHbIX

JlokanbHble  aKTbl opraHunsauuun, peryampywouime nopAaaok BHeAPEHUA
COLI,MBJ'IbHOﬁ NONNTUKU

MopAAOK 3aKN0UYEHUA AOrOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKKM aenosoro obuweHnn




basoBble OCHOBBI MHOPMaTUKN, CTPYKTYpHOE
MHPOPMALMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

nocTpoeHune

Lpyrvue xapakTepuctmkm




3.6.3. TpygoBasa ¢pyHKLMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHMe |A0KyMeHTOO60pOTa Mo BOonpocam Koga F/03.6 |(noaypoBeHb) 6
KOPMNOpPaTUBHOM COLMANBHOM NOJINTUKM KBanmdukauum

MpoucxoxaeHne TPyLOBOM
dYHKUMM

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

TpyaoBble aencTena

AHanM3 npoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX AOKYMEHTOB MO
BOMPOCaM KOPMOPaTUBHOM COLMANBbHON NOAUTUKK

[ oKymeHTaunoHHoe odpopmneHue pesynbTaToB KOpnopaTUBHOM
COLMaANbHOM NOANTUKM

MoAroToBKa MpeasioKEeHU MO PasBUTUIO KOPMOPATUBHOW COLMANBbHOM
NONUTUKM

MoarotoBka  pe3y/nbTaToB  aHanM3a  COOTBETCTBMA  KOPMNOpPaTUBHOM
couManbHOMW MOAUTUKKM TpeboBaHMAM 3aKoHoZaTenbCTBa Poccuiickon
depepaunn 1 ycnoBUAM pbiHKa Tpyaa

[JOKyMeHTaUMOHHOE M OPraHM3aLMOHHOE COMPOBOXAEHUE MepPOnpPUATUI
KOpMNopaTMBHOM cOUMANbHON NOAUTUKN

MoarotoBka M 06paboTKa 3anpocoB M yBeAOMNEHWIM O pabOTHUKax B
rocyfapCTBeHHble  OpraHbl, NpodeccMoHasbHble COl3bl U Apyrue




npeacrtaBuTe/ibHblE  OpPraHbl paGOTHMKOB no BonpocCam cou,maanoﬁ
NOZINTUKN B OTHOLWLIEHUUN NEepPCOHaNa

ConpoBoXAeHWe [AOroBOPOB MO  OKA3aHMIO  KOHCY/AbTALMOHHbLIX U
MHGOPMAUMOHHBIX YCAYr NO MEPONPUATUAM KOPMNOPATUBHOM COLMANbHOM
NOJIUTUKM, BKIOYAA NpeaBapuUTe ibHblE NPOLEAYPbI MO UX 3aKAOYEHUIO

Heobxoanmble ymeHUn

OdopmnaTb OOKYMEHTbl NO BOMPOCAM KOPMOPaTMBHOM coumanbHOWM
NOJIUTHKMY, npegocTasasemble B rocyfapcTBeHHble opraHbl,
npeacraBuTe/IbHblE OpraHbl PpaboTHMKOB

AHanusupoBaTb nNpaBuna, NOPALKW,  MNpoueaypbl  KOPMNOPATUBHOM
COLMANbHOM MOANTUKM

ObecneunBatb AOKYMEHTAUMOHHOE conpoBoXaeHune cou,maanoﬁ NONNTUKU
B OTHOLWEHWUN NepCcoHana

OpraHM30BbIBaTb XPaHEHWE AOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMMU
apXMBHOrO 3aKoHogZaTenbCTBa Poccuiickon Ddeaepaumm M NOKasbHbIMU
aKTaMu opraHuM3auunm

Mpon3BoaguTL NpeaBapuTeNbHbIE 3aKymnoyHble npoueaypbl U 0dopMAATbL
COMYTCTBYIOLLYIO OKYMEHTALIMIO MO 3aK/10UYEHUIO A0rOBOPOB

PaboTtatb ¢ VIHd)OpMaLI,VIOHHbIMM cuctemamm 1M 6asamu AaHHbIX MO
BonpoCam COLI,VIGI'IbHOI?I NONNTUKN B OTHOLWLIEHUUN NepPCOHaNa

Bectn yyeT 1 perncrpaumnio 4OKYMeHTOB B MHCbOpMaLI,MOHHbIX Cncremax " Ha
MaTepnanbHbIX HOCUTENAX

BecTu genosyio nepenmcky

Cobntoaatb HOPMbI 3TUKM Ae10BOro 0bLLeHUs

Heobxoanmble 3HaHUA

HOPHAOK OCI)OpM}'IEHMFI, BeaeHnA U1 XpaHeHuAa  OOKYyMeHTauunm no
COLI,MBJ'IbHOﬁ NOZINTUKE B OTHOLWLEHNU NEePCOHanNa




Mopsaok ¢opmupoBaHua, BedeHMs 6aHKa [aHHbIX UM MpPeaocTaBiAeHUs
OTYETHOCTM NO BONPOCAM COLUMANBbHOM NONNTUKM B OTHOLLEHMM NEepCcoHana

TexHoNOrnMM, MeToLbl U METOAUKM NPOBEAEHMA aHAIN3a U CUCTEMATM3ALUM
OOKYMEHTOB U MHpOpMaLLUK

OcHosBbl AOKYMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecnevyeHus

MopadoK npoBedeHWs  3aKyMOYHbIX  npoueayp W odopmiaeHus
CONYTCTBYIOLLLEN AOKYMEHTALUM

CTpyKTypa oOpraHvsauuMuM UM BaKaHTHble  AO0/MKHOCTM  (nNpodeccun,
cneupnanbHOCTH)

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAO0BOIO
npasa

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

OcHoBbI HaNOroBOro 3aKoHoZaTeNbCTBa Poccuiickon Pepepauunm

HopmaTuBHble MpaBOBble aKTbl, pPeryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OpraHoB, NpPodeccMoHasbHbIX COH30B W ApPYrux
npeacTaBuTe/IbHbIX OpraHoB pPaboTHMKOB NO MNPEeAOCTaBAEHWUIO YYETHOM
AOKyMeHTauum

3aKkoHozaTenbcTBO Poccuitickon degepaupmm o NepcoHasibHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OpPraHM3auMuM, peryavpylowme nopagok
BHEAPEHMA KOPMNOPaTMBHOM COLUMANbHOM MNOAUTUKM W COLMANbHbIX
nporpamm

MopAaoK 3aKNOYEHUs AO0rOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM Aenosoro obueHna




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

Lpyrvue xapakTepuctmkm

3.7. O606LwweHHas Tpyaosas GyHKLMA

OnepaunoHHOe ynpaBaeHne NepcoHanomM U YpoBeHb
HanvmeHoBaHMe pat yop P Koa G P 7
nogpasaeneHmem opraHmsaumm KBaMPUKaumnm
MpouncxoxaeHne
N - 3anmcTBOBaHO
0606LweHHoM TpyaoBOM OpwuruHan X
N3 OpuUrnMHana
bYHKLMK
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMUA
[ONKHOCTEM, npodeccuit

PyKkoBOAWTENb CTPYKTYPHOTO NOApa3aeeHns
HayanbHUK CTPYKTYPHOro nogpasaeneHus

TpeboBaHuA K
06pa3oBaHUIO U 0BYYEHUIO

Bbicwee obpasoBaHue - cneumnanmTet, marmctTpartypa

[ononHutenbHoe npodeccroHanbHoe ob6pasoBaHMe - NPOrpammbl
npodeccrmoHanbHOM NepenoAroToBKN B 06/1acTV ynpaBieHUs NepcoHanom,
OMNepaLMOHHOro Y TAKTUYECKOTO YNpaB/eHUs; MPOrpamMmmMbl NOBbILEHWA
KBa/MOUKaLMM B 061aCTU yNpaBaeHUsA NePCOHANOM, ONepaLMOHHOro 1
TaKTUYECKOro yrnpaB/ieHns

TpeboBaHMWSA K ONbITy

He meHee nNATK neT B 06/1aCTV yNpasaeHUs NepcoHaaom




NpPaKTUYecKon paboThbl

Ocobble ycnoBus aonycka K
pabote

[pyrve xapakTepuctnkm

[ononHnTeNbHbIE XapaKTepUCTUKK

HanmeHoBaHMe fOKyMeHTa Koz, HaumeHoBaHMe 6a30BOW rpynnbl, A4OKHOCTM (Npodeccum)
WM CNeLmanbHOCTU
OK3 1232 PykoBoguTenu nogpasgeneHunin (cny»6) ynpasneHus
Kagpamu v TpyL0BbIMU OTHOLIEHNAMM
EKC - HavanbHWK oTAena Kagpos
- HayanbHuK oTAena opraHusaummn n onnaTtbl Tpyaa
- HauyanbHuK oTaena noaAroToBKM Kagpos
- HavyanbHuK oTAena coumanbHOro passuTUA
- 3aBeayoWwmin (HaYabHUK) OTAE/IOM KaapoB
oKnATpP 24063 MeHep)ep no nepcoHany
3.7.1. Tpyposasa GyHKUMA
Pa3paboTKka cuctembl onepayMoOHHOro YpoBseHb
HanmeHoBaHuMe |ynpaBaeHus nepcoHasom u paboTbl Koa G/01.7 |(noaypoBeHb) 7
CTPYKTYPHOro noapaszeneHuns KBannduKaumm
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MpouncxoxaeHne TpyLoBOW
bOYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 OpuUrnHana
Kog PerncrpaumoHHbIN
opurMHana HOomep
npodeccnoHanbHoOro
CTaHAapTa

TpyanoBble AencTeus

AHanus YCNeLWwHbIX KOPNOopPaTUBHbIX MPAaKTUK NO BOMNpPOCam CTpaTerm4eckoro
M onepaTnBHOro ynpasaeHnAa nepCoHaiom opraHmn3aunmn

MocTaHOBKa OMepPaTMBHbIX Lie/iel Mo BOMPOCaM ynpaBaeHUsa NepcoHaiom

PaspaboTKa naaHoB, Nporpamm M NpoLeayp B ynpaBieHUN NepcoHanom

PaspaboTka NpeasioskeHuit No CTPYKType nogpasaeneHus u notpebHocTn B
nepcoHane

PaspaboTKka npegnoxeHuii no obecneyeHnto nepcoHanom, GopMmmnpoBaHuio
CUCTEM OLLEHKW, Pa3BUTUA, ONNaTbl TPYAa, KOPMOPATUBHLIM COLMANbHbLIM
nporpaMmmam 1 coupmanbHOM NOAUTHKE

PaspaboTka npegsoxKeHnin o 3atpatax M PopmupoBaHUtO bBlogKeTa Ha
nepcoHan

PaspaboTKka MNpeasioXeHU Mo 3aK/AYeHMIO AOroBOPOB NO YMpPaBAEHUIO
NMepcoHanoM C MOCTaBWMKAaMKU YCAYr M npoBedeHVe MpeaBapuUTeNbHbIX
npoueayp no 1x 3aKNHUYEHUIO

Heobxoavmbie ymeHUn

OpraHu130BbIBaTb PaboTy NepcoHana CTPYKTYPHOro nogpasaeneHus

Onpefenatb 3a4ayn NepcoHana CTPyKTYPHOro noapasgeneHus, ucxoan us
uenei n ctpaTernm opraHn3aumnm

Co3paBatb M ONKUCHLIBATb OPraHn3aunMoOHHYKO CTPYKTYpPY, Uenun, 3aaayun,




bYHKLMU CTPYKTYPHOrO NoApasaeneHnn

MpUMeHATb  METOAbl YNPaBAEHUSA MEXANYHOCTHbIMU  OTHOLLIEHUAMM,
dopMMPOBAHNA KOMaHA, Pa3BUTUA NNAEPCTBA U UCNONAHUTENbHOCTH,
BbISIB/IEHWNSA TaNaHTOB, oNpeieNeHUsa yA0BNeTBOPEHHOCTM paboTol

OI'IpE[],EJ'I‘r'ITb, dHa/N31MpPOoBaTb, MOAE/NNPOBATb U BbICTPAaMBATb BHYTPEHHUE
KOMMYHUKaUWKn nepcoHana

Pa3pabaTbiBaTb NPOEKTHbIE NPEASIOKEHMA N MepPOoNpPUATUA NO 3dEKTUBHOM
paboTe nepcoHana

BHeppATb cTpaTernto No ynpassieHMIO NepCcoHaioM

CocTaBnsTb, PacCUMTbIBaTb, KOPPEKTUPOBATb WM KOHTPOJIMPOBATb CTaTbu
pacxofoB Ha MepcoHas, pa3pabaTbiBaTb MpeasioKeHMs MO 3aTpaTam Ha
nepcoHan ana popmmnpoBaHua brogxeTta

MpeacrtaBnatb NHTEepechbI OopraHunsauun n BecCctn neperosopbl C
I'IpOCbECCMOHaJ'IbeIMM COH3aMun U ApyruMmun npeacrtaBuTe/IbHbIMM OpPraHamm
pa6OTHMKOB, B3aMMOﬂ,EV1CTBOBaTb C rocyaapcCrtBeHHbIMU OpraHn3aumamm

AHanusvpoBaTb WHPOpMauUMio MO MOCTaBWMKaM ycnyr B obnactu
yrpaB/ieHWs NePCOHANIOM 1 MO YC/I0BUAM 3aK/1l04aeMblX LOrOBOPOB

Mpon3BoauTb MpeaBapuTeNbHble 3aKymnodHble npoueaypbl U 0dbopMAATbL
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aK/0UYEHUIO A0rOBOPOB

PaboTtatb ¢ VIHd)OpMaLI,VIOHHbIMM cuctemamm 1M 6asamu AaHHbIX MO
BONpOCam ynpasaneHmA nepcoHaiom

OpraHu3oBbIBaTb W MPOBOAUTbL  KOPMOPAaTUBHbIE  MEPONpUATUA  C
nepcoHanom

Cob6ntoaatb HOPMbI 3TUKK AeN0BOro 06LeHUs




Heobxoanmble 3HaHUA

MeTtoabl, cnocobbl u UHCTPYMEHTbI YNpPaBaeHNA NepCOHA/IOM

Llenn, ctpaTerva pa3sutna M 6M3Hec-NAaH OpraHM3aumnm

MoAUTUKa ynpaBieHUa NepcoHanom opraHmsaumm

MeToabl aHan3a KOJIMYEeCTBEHHOIO U KaYeCTBEHHOro COCTaBa NepcoHana

CvcTeMbl CTaHAAPTOB Mo BU3Hec-npoueccam, npodeccuam, Hopmam Tpyaa

Cuctembl, MeToabl M  ¢GOpMbl  MaTepuaNbHOrO M HemMaTepuanbHOro
CTUMYNMPOBaHUA TpyAa NepcoHana

TexHonormm n metoabl GoOPMUPOBAHUA U KOHTPOA BI0AKETOB

MopAadOK  NpoBeAeHMA  3aKymouyHbIX  npoueayp W odopmaeHus
COMyTCTBYIOLWEN AOKYMEHTAL MM

OCHOBbI NPOU3BOACTBEHHOW AeATe/IbHOCTU OpraHM3aLmm

OcHoBbl 06LWEN M COUMANbHOM MCUXONOTUU, COLMONOTUM U MCUXONOTUU
TPyAa, 3KOHOMMKM Tpyaa, 6e30nacHbIX YCI0BUIA TpyAa

CTpyKTYypa opraH13aLumuu

TpyAaoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPIKaLLME HOPMbI TPYAOBOrO
npaea

OCHOBbI apPXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE MNPaBOBbIE aKTbI
Poccuiickoli ®eaepaumu, B YacTu BeAeHUSA AOKYMEHTALMK NO NepcoHany

OcHOoBbI Ha/I0roBOro 3aKoHoAaTebeTea Poccuiickot deaepaumm

OCHOBbl MWIpPaLMOHHOrO 3aKoHoZaTenbctBa Poccuiickoii degepauun, B
YacTU NPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auy, 6es
rpa*k4aHCTBa




OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpassieHunAa
nepcoHaIoOM U OTBETCTBEHHOCTU OONXKHOCTHbIX 1NL,

3akoHopatenbctBo Poccuiickoint Pepepaumm no 3awmte nepcoHasnbHbIX
AaHHbIX

JloKanbHble HOpMaATUBHbIE aKTbl OpraHuMs3auum B obnactu ynpasaeHuna
nepcoHaaom

MopsAAoK 3aK/N0YEHUA A0r0BOPOB (KOHTPAKTOB)

Hopmbl 3T1KK aenosoro obuweHna

basoBble OCHOBbI NHPOPMATUKN, CTPYKTYpHOE nocTpoeHue
MHPOPMALMNOHHBIX CUCTEM U OCOBEHHOCTU PaboTbl C HAMM

[pyrve xapakTepucTnku

3.7.2. Tpyposasa GpyHKUMA

Peannsauna onepaumoHHOro ynpasaeHuma YpoBeHb
HavmeHoBaHMe |nepcoHasom M paboTbl CTPYKTYPHOrO Kopa G/02.7 |(noaypoBeHb) 7
noapasgeneHun KBannduKaLmm

MpouncxoxaeHne TpyLoBoOW
bYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 opuUrnHana
Kog PernctpaumoHHbIn
opurMHana HOMmep
npodeccnoHanbHoOro

CTaHAapPTa




TpypoBble AencTauns

nﬂaHMpOBaHMe AeATENbHOCTU nNogpa3aeneHna n nepcoHana

OnepaTnBHOE ynpas/ieHne NepcoHanom nogpasaeneHma opraHmsaumm

Pacuyer 3aTpaT no nogpasdeneHuio U MOAroTOBKA NPeANOMKeHWn ans
dopmupoBaHua broasketa

Pa3paboTka CTaHAApTOB AEATE/NIbHOCTM MOApPasAe/seHnsa M yYHUDUKaLMA
npoueccos

MpoBeaeHWe MHCTPYKTaXKa No OXpaHe Tpyaa

MocTaHoBKa  3agay  paboTHMKAM  CTPYKTYpHOro  nogpasaeneHus,
onpeaeneHne pecypcos ANA UX BbIMOJAHEHWUA, KOHTPO/Ib UCMONHEHUSA

AHanM3 nNNaHOB WM OTYETHOCTM MOAYMHEHHbIX pPabOTHWMKOB, pPa3paboTKa
npeasoxKeHW No yayYLleHnto NoKkasaTenen 4eaTelbHOCTU NoapasaeneHums

dopmurpoBaHMe OTYETOB O paboTe CTPYKTYPHOrO NoApasaeeHus

Heobxoammble ymeHus

Onpenenatb 30Hbl OTBETCTBEHHOCTU U 3ddEeKTUBHOCTU paboTbl NepcoHana
CTPYKTYpPHOro noapasgeneHunn, pacnpeaenatb 3agadn M obecneumsaTb
MaTepuanbHO-TEXHUYECKME PECYPCbl ANA UX UCMONHEHUA

anMEHFITb METOAbl ONEPATUBHOIO ynpas/i1eHUA NepCOHAIOM OpraHn3ayunm

KoHTponnposatb ncnoaHeHune nopyquMﬁ n 3a4av, BHOCUTb
cBoeBpeMeHHbIe KoOppeKUunn B N1aHbl U 3a4a4U

OnpegenaTtb noKasartenu appeKkTuBHOCTH paboTbl nepcoHana
noapaszeneHus

YnpasnaTb MOTMBaLMEN NepcoHana, ero BOBAEYEHHOCTbIO U AMCLMNANHON
TpyAa

CocraBnAatb NnAaHbl AeATENbHOCTU CTPYKTYPHOro nogpasaeneHuna




opraHunsauunu

CocTaB/ATb, PaCCUMTLIBATb, KOPPEKTMPOBATb M KOHTPO/AMPOBATb CTaTbu
pacxoA0B CTPYKTYPHOro noApasaeneHus ana GopmmposaHma 610a3KeTos

MpounssoguTb aHanus TeKyLel AeATeNbHOCTH CTPYKTYpPHOro
noApaszeneHunn u BHeAPATb NpoLeaypbl No ee ONTUMMU3aLMM

MpeactasnsaTb  MHTEpecbl OpraHM3auMM UM BeCTU  Meperosopbl ¢
rocyAapCcTBeHHbIMKU OpraHamu, nNpodeccMoHaibHbIMM CO3aMN U APYTMMM
npeacrasuTe/IbHbIMK OpraHamm paboTHMKOB Mo BoONpocam nepcoHana

BectTn neperoBopbl € NOCTaBWMKaMKU YCAYr MO YC/IOBUAM 3aKaO4aeMblX
Aorosopos

Mpon3BoguTb NpeaBapuTesibHble 3aKynoyHble npouesypbl U odbopmMAATb
CONYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKNHOUYEHWNIO OTOBOPOB

MpoBoAWTL ayanUT pe3ynbTaToB paboTbl C NepcoHaniom

Pabotatb Cc MWHPOPMALMOHHBIMM cucTeMamu W 6Gasamu AaHHbIX MO
BOMPOCAM yrnpasieHUs NepPCoOHAIOM

Cobnt0aaTb HOPMbI 3TUKK Ae10BOro 06LeHMs

Heobxoanmble 3HaHUA

Teopvwl ynpasaeHna nepCoHaiom n ero moTmesauummn

MeToabl aHanM3a BbINOJIHEHUS MJAHOB W 33434y, OnNpefesieHua  UX
3KOHOMMYECKoMN 3PEKTUBHOCTU

(DOprI M MeTo4bl OLLEHKN NepCOHaa U PeE3Y/ZIbTAaTOB UX TPyAa

TexHONOrMm onepaTUBHOIO yrnpasaeHUA NePCoHa0M OpraHu3aumm

Cuctembl, MeToabl M  GOPMbl  MaTEPMaNbHOTO W  HemMaTepuaNbHOro
CTUMYIMPOBaHUA TpyAa NepcoHana




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

Teopun 1 meToAp! yNpaBAeHNa pa3BUTUEM NepcoHana

JKOHOMMKaA Tpyaa

OpraH13auMoHHO-WTaTHAA CTPYKTYPa OpraHM3aLmm

MoNnTMKa ynpasaeHMsa NepcoHaNoM 1 CoumanbHan NOANTUKA OpraHM3aumum

Lenn, cTpaTterna passutTnAa n 6usHec-nnaH OopraHunsauunun

MeToAMKM NNaHNPOBAHUA U NPOrHO3MPOBaHMA NOTPEBHOCTM B MepcoHane

MopAAOK yperyanpoBaHna TPyAOBbIX CNOPOB

TpeboBaHuWA 1 NpaBuaa NpoBeaeHUs ayanTa paboTbl C NEPCOHaNOM

CDOprI coumnanbHOro napTHEpPCTBa n B3aMMOAel‘;1CTBMF| C
I'IpO(I)ECCMOHaJ'IbeIMM COH3aMun U ApyruMmun npeacrtaBuTe/IbHbIMM OpPraHamm
pa6OTHMKOB, N UHbIMU OpPraHn3aunamm

Mopsagok odopmMneHUs KagpoBblX AOKYMEHTOB W MNPUAAHMA UM
IOPULNYECKON CUNDI

MopAdOK  nNpoBeAeHMA  3aKymouyHbiX  npoueayp w  odopmneHus
COMyTCTBYIOLWEN AOKYMEHTALMM

TpyaoBoe 3aKOHOLATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbIE aKTbI
Poccuiickoint ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM MO nepcoHany

OcHOBbI HaNIOroBOro 3aKoHoAaTenbcTBa Poccuiickoit deaepaunmn

OCHOBbl MUTrPaLMOHHOTO 3aKkoHogaTenbcTBa Poccuitckonn depepauun, B




Y4acTU NPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rpark4aHcTBa

OcHoBbI AAMUHUCTPATUBHOIO 3aKOHOAATe/IbCTBa B obnactu ynpas/aeHnaA
nepcoHaoM U OTBETCTBEHHOCTU AONXKHOCTHbIX UL,

3aKkoHoaaTenbcTBo Poccuitckon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHM3auuMM B YacTM ynpasaeHus
nepcoHasom

OcHoBbl NpaBOBOro perynMpoBaHua Poccuiickot depgepaumm nopagka
3aKNIOYEHMA TPaKAAHCKO-NPABOBbLIX 40r0BOPOB

HopMmbl 3TUKM AenoBoro obLeHus

basoBble OCHOBBI NHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapaktepuctmku

3.7.3. TpypoBasa ¢yHKUMA

HanmeHoBaHue

MpoucxoxaeHve TpyLoBOM
bYHKLMU

ALMUHUCTPUPOBAHME NPOLLECCOB U
OKYMeHTO0H60pOTa NO oNepaunmoHHOMY Yposetb
A Kog, G/03.7 |(noaypoBeHb) 7
ynpaBAeHUIo NEPCOHANOM M paboTe
KBasnbuMKaumnm

CTPYKTYPHOrO noapaszeneHus

3

OpuriHan X ANUMCTBOBAHO
N3 OpuUrnHana
Kog, PerncrpaumoHHbIN

opurMHana Homep




npo¢deccnoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

AHanM3 npoueccoB AOKYMeHTOO60pOTa, JIOKaNbHbIX [OKYMEHTOB MO
BOMPOCaM  OMEPaLMOHHOrO  yMpaB/NeHMA  MepcoHasiom W paboTbl
CTPYKTYPHOrO noapasaeneHus, BU3HEC-NPOLECCOB  OpraHu3aLmu,
Y0BNETBOPEHHOCTM NEepcoHana

[OoKymeHTaunoHHoe opopmieHune pe3ynbTaToB onepaLymoHHOro
yrnpaB/ieHWa nepcoHasiom M paboTbl CTPYKTYPHOrO noapasgeneHus,
pe3ynbTaToB ayamTa paboTbl C NEPCOHANOM

MoAroToBKa NpPeaNoXKeHW Mo  PasBUTUIO  CUCTEM  OMNEPALMOHHOT0
yrpaB/ieHNs MepcoHasom M paboTbl CTPYKTYPHOro noApaszesneHus, no
Heo6X0AMMbIM KOPPEKTUPYIOLLMM U NMPEBEHTUBHBIM MepPam

Pa3pa60TKa CNCTEMDbI aHa/In3a N KOHTPOAA pa6OTbI nepcoHana

KoHTponb, CpaBHeHME M aHanM3 npoueccoB B 06/1acTU ONepaTUBHOINO
ynpaBneHua MepcoHasom, pPe3y/bTaToB YMpPaBJeHYECKUX MepOonpuUATUiA,
onpeaeneHve GaKTOpPOB, BbI3bIBAIOWMX OTKNOHEHWE OT  MJIaHOBbIX
noKasartenem

MoarotoBka © 06paboTKa 3anpocoB, YBeAOMAEHWI, CBEAEHUA O
paboTHWKax B rOCYLapCTBEHHblE OpraHbl, MPOdeccMoHanbHble CO3bl,
06LecTBEHHbIE OpPraHn3aumn

ConpoBoXAeHMe AOroBOPOB OKa3aHMA yCcAyr No BOMpPOCamM OMepaTUBHOMO
ynpaB/ieHna nepcoHanom u paboTe CTPYKTYPHOro noapasaesneHuns, Bkatoyan
npeasapuTesibHble Npoueaypbl N0 UX 3aKAYEHNIO

MoaroToBKa npeasoxkeHnint no GopmMmMpoBaHMIO BlOAXKETa Ha MnepcoHan
opraHusaumm




BbinosHeHWe TpeboBaHWMI NO XpaHeHW0 MHOOPMALMM O pesysbTaTax
AeNCTBMA CUCTEM OMEepauMoHHOTO YMpaBAeHWUA NepcoHasom u paboTbl
CTPYKTYPHOro noapasaeneHuns

Heobxogumble ymeHUs

KoHTpoMpoBaTh MPOLLECCbl YynpaBieHMA MepcoHas oM noapasaeneHui,
onpeaensitb UX Pe3yNbTaTUBHOCTb W BbIABAATb GAKTOPbl OTKAOHEHWI OT
NAaHOBbIX NapameTpoB

PaspabaTbiBaTb NPOrpaMmbl AOCTUMKEHUA LieNel U onepaTUBHOIO pelleHns
3afa4y nogpasaeneHui

AHanusuposatb, pa3pabaTbiBaTle M 0PoOPMAATL  AOKYMEHTbI MO
onepaTMBHbBIM MPOLLECCaM U UX pesy/ibTaTam

MpoBoaWTb ayguT KaApoBbIX MPOLLECCOB, npoueayp, OodopmaeHun
KaZpOBbIX 4OKYMEHTOB U AOKYMEHTOB MO YNPaB/ieHNIO NEPCOHAN0M

KoHTpoaMpoBaTh pacxogoBaHue 6104KeTOB Ha NEPCOHan

OdopmMnaTb AOKYMEHTbI NO OnepauMoOHHOMY YNpPaB/iEHUIO NepcoHanom U
pabote CTPYKTYpHOro noapasgeneHus, npegocTaBasemble B
rocyAapCTBeHHble OpraHbl, NPeACcTaBUTENbHbIE OpraHbl PaboTHUKOB

ObecneunBaTb [OKYMEHTALMOHHOE COMNPOBOMKAEHWE MO  CUCTEMAM
OMNepaLMoOHHOro YMpaB/ieHWA nNepcoHasom U paboTe CTPYKTYPHOTO
noapaszeneHus

OpraH130BbIBaTb XpaHeHWe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMU
TPYAOBOrO M apxMBHOIO 3aKoHoAaTenbctBa Poccuiickoit Pegepauyn u
NIOKaNbHbIMW aKTaMM OpraHM3aLmm

KOHTpOJ’IMpOBaTb MCNnosIHEHNE A0roBopoOB NOCTAaBLWKMKOB yCayr no Bonpocam
nepcoHana

Mpon3BoAUTL 3aKymouyHble npoueaypbl, 0bOPMAATL W aHaNM3MPOBaTb
3aKYNOYHYIO0 AOKYMEHTALMIO




npOBO,D,VITb neperosopbl M nNpeacraBsiATb UHTEPECbI OpraHun3auunM B
rocygapcCTBEHHbBIX  OpraHax, I'IpO(beCCMOHaﬂbeIX COro3ax Wn  Opyrux
npeacTtaBuUTE/IbHbIX OpraHax pa60THMKOB Nno BONpocCam nepcoHana

Bectu genosyto nepenucky

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

Pabotatb ¢ WHPOPMAUMOHHBIMM cCUCTEMAMM UM 6a3amMm  OaHHbIX MO
nepcoHany u cucteMam onepaunoHHOro ynpasieHus nepcoHanom v pabore
CTPYKTYPHOTO nogpasgeneHus

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxogumblie 3HaHUSA

MeToapl ynpasieHna pazsutnem n 3GeKTUBHOCTbIO OPraHU3aLnmn, MeToapl
aHanM3a  BbINOJIHEHUA MJIQHOB M MPOrpamm, OMpefeneHus  ux
3KOHOMUYecKon 3¢ deKTUBHOCTH

MeToabl oLeHKM paboTbl CTPYKTYPHbIX NOApa3aeneHnid, pesyabTaTos Tpyaa
nepcoHana

MeToapl npoeeaeHuA ayauTa n KOHTPO//INHTIQa onepaTnBHbIX
ynpasseH4YeCKMUX npoueccos

®opMbl U CUCTEMbI MaTEPMANbHOTO U HEMATEPMANbHOTO CTUMY/IMPOBAHUA
TpyAa nepcoHana

OcHosBbl AOKYMEHTALMOHHOIO obecneyeHus

MopAAoK opopmMaeHnn, BeaeHMUA U XpaHEeHUA AOKYMEHTaUMK No cuctemam
OMepaLMoHHOro ynpaB/ieHWAa MepcoHasomM opraHusauum w  pabote
CTPYKTYpHOro noapasaeneHus

Mopsgok ¢opmupoBaHuaA, BedeHMs 6aHKa [aHHbIX WM MpeaocTaBieHUs
OTYETHOCTM MO CUCTEMAM ONEepPauUMOHHOTO YMPAaB/iEeHUA TMepPcoHaNoM U




paboTe CTPYKTypHOro noapasaeneHus

HopmaTtusHble NpaBoBble aKTbl, peryavpyloume npasa M 0683aHHOCTU
rocyAapCcTBEHHbIX OPraHoB M OpraHM3auMm Mo MNpPeaocTaBAEHUI0 YYeTHOM
JOKYMeHTaL MM

MopAdOK  NpoBeAeHWA  3aKymoyHbIX  npoueayp W odopmaeHus
COMYTCTBYIOLWEN AOKYMEHTALMM

Monntnka ynpasaeHmna NnepcoHasom MU COLMaNbHaA NOJAUTUKA OpPraHn3aumm

OpraH13auMoHHO-WTaTHaA CTPYKTYpPa OpraHmn3aLmm

Llenn n ctpaterns pa3suTna opraHmnsaumm

Br3Hec-nnaH 1 6usHec-npoLecchl opraHM3aumm

TpyZOBOE 3aKOHOAATENBCTBO U MHbIE aKTbl, COAEPKALLME HOPMbI TPYAO0BOrO
npasa

OCHOBbI apXMBHOMO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBblE aKTbl
Poccuiickolt deasepaumu, B 4acT BeAeHUA AOKYMEHTALMM NO nepcoHany

OcHOBbI Ha/I0roBOroO 3aKoHoAaTebeTBa Poccuiickot deaepaumm

OCcHOBbl MWIpaLMOHHOIO 3aKoHoZaTenbcTBa Poccuiickoii degepauun, B
Y4acTU NPUBAEYEHNA W TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rpaskaaHcTea

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpassieHnA
nepcoHaaoM U OTBETCTBEHHOCTU OONTKHOCTHbIX /1NL,

3aKkoHoaaTenbecTBo Poccuitckon Peaepaupmmn o NePCcoHaNbHbIX AaHHbIX

JlokanbHble HOPMaTuUBHbIE AOKYMEHTbI OpraHn3auunun B obnactu ynpasaieHnAa
nepcoHaaiom




MopAaoK 3aKNtOUYEeHUs A0roBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM fenoBoro obLeHns

basoBble OCHOBBbI NHPOPMATHKW, CTPYKTypHOE NocTpoeHune
MHOOPMALMOHHbBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.8. O606LeHHas TpyaoBas GyHKLMA

CrpaTernyeckoe ynpasseHue NnepcoHasiom YpoBeHb
HanmeHoBaHue P ynp P Koa H P 7
opraHusauum KBaMPUKaunm
MpoucxoxaeHue
o o 3anmcTeoBaHO
0606wweHHoM TpyaoBOM OpwuruHan X
N3 OpuUrnMHana
bYHKLMK
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMUA
[ONKHOCTEM, npodeccuit

Buue-npesnaeHT No ynpaBaeHUIo NepCcoHaNoM

[vpekTop no nepcoHany

[VpeKTop no ynpaBaeHUIo NepcoHaaom

3amecTuTeNb reHepabHOro AMPEKTOPaA MO YNPaBAEHUIO NEPCOHANIOM

TpeboBaHua K
06pa3oBaHuMIo N 06ydYeHUto

Bbicwee obpas3oBaHue - cneumnanmTer, marmctTpatypa
[ononHutenbHoe npodeccroHanbHoe ob6pasoBaHMe - NPOrpammbl
npodeccrmoHanbHOM NepenoAroToBKN B 06/1aCTV ynpaBieHUs NepcoHaaom,




CTpaTtern4yeckoro 1 onepaumoHHOro ynpasaeHna, SKOHOMUKN opraHn3aunu;
nporpammesl NnoBblWEHUA KBaﬂMd)MKaLI,MM B 0bnactm ynpasaeHuAa
nepcoHanom, CTpaterm4eckoro n onepaynoHHOro ynpassieHuna

TpeboBaHMA K OnbITy He meHee nAaTh net B 06/1aCTN ynpasieHUs NepcoHaioM Ha PYKOBOAALLMNX
npaKTU4eckom paboTbl OO/IKHOCTAX

Ocobble ycnoBMA AoMNycKa K
pabote

Lpyrve xapakTepuctmkm

JononHuTtenbHble XapaKTepUCTUKK

HanmeHoBaHWe AOKYMeHTa Kog, HanmeHoBaHMe 6a30BOWM rpynnbl, A4OJXKHOCTK (Npodeccum)
WK cneumanbHOCTU
OK3 1232 PykoBoauTenu noapasgeneHunin (cny»6) ynpasneHus
KaZipamu 1 TPyA0BbIMU OTHOLUEHUAMM
EKC - 3amecTutenb AMpPEKTOopa No ynpasBAeHUIO NePCcoOHaAIoOM
oKnATpP 24063 MeHep)Kep no nepcoHany
3.8.1. TpygoBana ¢yHKUMA
Pa3paboTKa cucTeMbl CTpaTerm4eckoro YpoBeHb
HanmeHoBaHMe |ynpaBieHMA NepcoHasIoM OpraHu3auum Koa H/01.7 |(noaypoBeHb) 7
KBasnduMKaumnm
Mn " 3
poucxoxaeHue TpyaoBom OpuritHan auMCTBOBaAHO

bYHKLMU

13 opurnHana
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Koa PernctpaumoHHbIn
opurMHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

TpyaoBble gencTemn

AHanM3  yCrelwHbIX  KOPMOPaTMBHbLIX  MPaKTUK MO OpraHM3auuu
cTpaTernyeckoro ynpaBsneHus nepcoHanom opraHusaumm,
OpPraHM3aLMOHHOIO NMPOEKTUPOBAHNA U B3aMMOAENCTBUA NoApa3aeieHnit

lNocTaHOBKa cTpaTerMyeckmx u,eneﬁ B ynpasaeHM nepcoHaoM

PaspaboTka KOprnopaTUBHOW MOAUTMKM, NAHOB, MPOrpamm, npoueayp M
TEXHO/IOMUI NO YNPaBAEHMIO MepPCoHaNoM

PaspaboTKka KOPNOpPaTUBHOWM Ky/AbTypbl M COLMANbHON MOAUTUKKU, CUCTEM
MOTMBaLMUK, 3GPEKTUBHOCTM, OLLEHKMN U Pa3BUTUA NepcoHana

dopmupoBaHMe cUCTEMbI OMNAaTbl U OpraHM3auum Tpyaa

PaspaboTKa opraHM3auUMOHHOMN CTPYKTYpbl, NJIaHUPOBaHWE NOTPebHOCTM B
nepcoHane opraHM3aumm

PaspaboTka nporpamm, MPUHLMNOB CTAaHAAPTU3AUMK, YHUODMKALMM,
aBTOMATM3aLUMM TMPOLLECCOB YMpPaB/ieHUs MepcoHasom U 6He3onacHbIX
ycnoBuiA Tpyaa

dopmunpoBaHune 6loa)KeTa Ha nNepcoHasn, TEXHONOMMi ayguta paboTbl C
NepcoHaNoM U KOHTPOINNHIA

Heobxoavmbie ymeHUn

Pa3p363TblBaTb CcTpaternn n NOJIMTUKMU B ynpasi1eHUN NeEPCOHA/IOM

CosmaBaTb M OMNWUCbIBATb OPraHU3aUMOHHYIO CTPYKTYpY, LUeAu, 3adauwn,
OYHKLMMU CTPYKTYPHbIX NOAPA3AeNeHNA U AONKHOCTHbIX KL,

anMeHFITb meTodbl  ynpasaeHnA MeXIMYHOCTHbIMUA  OTHOLWUEHUAMM,




¢OpMMpOBaHMﬂ KOMaH4, pa3sntnma nnaepcrea U UCNONHUTENBHOCTU,
BblAB/IEHNA TAaNAHTOB, onpeaeneHnAa yaqoBa1eTBOPEHHOCTU pa60T0171

OI'IpeLI,GI'IFITb M aHa/IM3NPOBATb BHYTPEHHNE KOMMYHUKaUWNnN, moaennpoBatb
nosejeHWe nepcoHana

MpeacTaBnATb MHTEpecbl OpraHM3aumMM B FOCYAAPCTBEHHbIX OpraHax, BO
B3aMMOﬂ,EVICTBMM C I'IpOd)COPO3aMVI, UHbIMU NpeacTaBnTe/IbHbIMU OpPraHamm
pa60THMKOB Nno BOnNpocam nepcoHana

CocTaBnATb, PaACCUMTLIBATb, KOPPEKTMPOBATb M KOHTPO/AMPOBATb CTaTbu
pacxogoB 6waKeToB M (GOHAOB HA MNPOrpamMmmbl M MepPonpuAaTUA Mo
ynpaBAeHUIO0 NepCcoHaIoM OpraHM3aLmm

MpoBoanTb ayAUT U KOHTPOJIIUHT B obnactu ynpas/sieHnAa nepCcoHaiom

Pa3pabaTbiBaTb KOPMOPATUBHbIE COLMAbHbIE NPOrPaMMbl

Bectn neperosopbl no BonpoCam couwuanbHoOro NnapTHEpPCTBa C
npeacrtaBuTe/ibHbIMU OpraHamm pa6OTHMKOB

Pabotatb Cc MWHPOPMALMOHHBIMM cucTeMamu W 6Gasamu AaHHbIX MO
BOMPOCAM yrnpasJeHUs NepPCoOHAIOM

OpraHn30BbIBaTb MepPonpUATMA No obecneyeHnto BbINoHEeHNA TpeboBaHNi
OoXpaHbl Tpyda B COOTBETCTBUM C [AENCTBYIOLWMM 3aKOHOAATE/IbCTBOM
Poccuiickoit deaepalmm U NOKabHbIMW aKTamMM OpraHn3aLmm

OpraHM30BbIBaTb U MPOBOAUTL MEPONPUATUSA C MEPCOHANIOM B COOTBETCTBUE
C KOPNOPATUBHOW COLMANbHOWN MNOIUTUKOM

Cobntoaatb HOPMbI 3TUKM AeN10BOro 0bLLEeHNA

Heobxoanmble 3HaHUA

MeTogbl ynpaBieHua pasButMem U 3QDEKTUBHOCTbIO OpPraHM3aumy,
aHa/M3a  BLIMNOJIHEHMA TMJIAHOB WM MpPOrpamm, OfpeaeneHua  ux
3KOHOMMYECKOM 3G PEKTUBHOCTH




MeToabl OLeHKM pPaboTbl CTPYKTYPHBIX NoApa3aeNeHnid, pesyabTaToB Tpyaa
nepcoHana

MeToabl NpoBeAEHUA ayANTOB, KOHTPOI/IMHIA YNpaB/IeHYECKMX NPOLLeCccoB

MeToabl aHaM3a KOJIMYEeCTBEHHOIO U Ka4YeCTBEHHOIo COCTaBa NepcoHana

Cuctemsbl cTaHAapTOB Mo 6M3Hec-Npoueccam, Npodeccuam, Hopmbl TPYAA

Cuctembl, MeToabl M GOPMbl  MaTepPUaNbHOrO W HemaTepuanbHoOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

MeToabl aHanAM3a  COUMANbHbIX MPOrPaMM U ONpefeneHus  ux
3KOHOMMYECKOM 3PPEKTUBHOCTH

TexHonorMn n metoabl OPMMPOBAHUA U KOHTPOIA BIOAKETOB HA NEPCOHAN

TpeboBaHMA oxpaHbl M 6e3onacHbIX YCA0BUIA Tpyaa

Llenn, ctpaTerva n Kagposasa NosIMTUKa opraHM3aumnm

OcHOBbI TEXHONOTUN npon3soAacTBa U AeATENbHOCTUN OpraHn3aunn

OcHOBbI COUMONOTNKU, NCUXONOTUN N SIKOHOMUKN TpyAaa

OcHosBbl ynpasaeHna coumaaibHbiM pa3sBUTUEM OpraHmnsaummn

MeToapl nposeneHuA coumnonorn4yecrmx MCCI'IEFI,OBBHMIZ, N3y4dyeHunA
O6LLI,ECTBEHHOI'O MHEHUA

CTpyKTypa opraH13auuu

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKaLLME HOPMbI TPYLOBOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATWMBHbIE MPABOBbIE aKTbl
Poccuiickoit ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM MO nepcoHany




OcHOBbI Ha/IOroBOro 3akoHoAaTenbcTea Poccuiickolt deaepaumm

OCHOBbI MUIpPaUMOHHOrO 3aKoHogaTesnbcTBa Poccuitickoit depepauun, B
YacTu NpPUBAEYEHUA U TPYLOYCTPOMNCTBA MHOCTPAHHbBIX rpaxgaH u nuy bes
rpaxgaHCcTBa

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasaeHunAa
nepcoHaoOM U OTBETCTBEHHOCTUN AONXKHOCTHbIX 1L,

3akoHoaaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

JloKanbHble HOpMaATUBHbIE aKTbl OpraHuMs3auum B obnactu ynpasaeHna
nepcoHaaom

MopAaoK 3aKN0YEHUS [OTOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKK aenosoro obuieHua

OcHOBbl MHPOPMATUKK, CTPYKTYpPHOE MNOCTpoeHWe WHPOPMaLMOHHbBIX
cucTeM M 0cobeHHOCTM PaboTbl C HUMM

[pyrve xapakTepucTnku

3.8.2. TpypoBasa GyHKUMA

Peanunsauma cuctembl cTpaTernyeckoro YpoBeHb
HavmeHoBaHMe |ynpaBaeHMA NepCOHANOM OpraHM3aLnm Koga H/02.7 |(noaypoBseHb) 7
KBanmuduKkaumnu

MpowncxoxaeHne TpyaoBoOW
dYHKUMM

3anmcTBOBaHO

OpuruHan X
N3 OpuUrnHana

Kog PernctpaumoHHbIn
opurMHana HOMmep




npo¢deccnoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

MnaHupoBaHWe AeATEeNbHOCTU U pPa3paboTKa MeponpUATMIA NO YNpasieHUto
nepcoHanoM 414 peannsalmnmn cTpaTerniyeckmx Leein opraHnsaumm

BHeapeHWe MOAWUTUK, NAAHOB, MPOrpamm, NpPoOLeayp M TeXHOAOorMi no
yNpaB/ieHNIo NepPcoHanom

MocTpoeHMe  OpraHU3aUMOHHOM  CTPYKTYpbl C  Y4eTOM  M/1aHOBOM
notpebHocTM B  MepcoHane U B3aMMOLEWNCTBMA  CTPYKTYPHbIX
noapasaeneHuii opraHnsaumnm

BHeapeHVWe W noAfep’kaHWe KOPMopPaTMBHOM KyAbTypbl M COLMANbHOM
NONUTUKK, CUCTEM MOTMBAUMUK, 3PPEKTUBHOCTM, OLEHKU M PasBUTUA
nepcoHana

BHeapeHve w nopaepxaHue CUCTEMbl OpraHusauuu Tpyaa W onnatbl
nepcoHana

YnpaBneHve BHeApeHWEM NpPoOrpamm M NPUHLMNOB CTaHAAPTU3aALMM,
yHUOMKauMM, aBTOMaTM3aLMM MPOLECCOB YNpPaB/AEHMA MEepPcoHaoM M
6e30nacHbIX YCI0BUIA TPyAa

OpFaHM3aLI,I/IFl nposeaeHnAa ayguta W KOHTPO//IMHIA B ynpasBi€HUU
nepcoHaiom

MocTaHOBKa 3afay  PYKOBOAWUTENAM  CTPYKTYPHbIX  MoApasgeneHui,
onpeaeneHne matepmanbHO-TEXHUYECKMUX PECYPCOB AN UX BbIMOAHEHUA

AHaNN3 OTYETHOCTWU NO ynpaBaeHNo nepcoHasiom U BbiABNEHNE pPeECYpPCOB
no yny4yweHuto aeATeIbHOCTU OpraHn3saunmn

CornacoBaHvMe YCNOBWI  3aK/lOYaeMblXx [OroBOPOB MO  BOMPOCAM
ynpaBs/ieHna NepcoHaom




OpraHusaums NpOBEAEHMS  3aKYMO4YHbIX Npouedyp MO BOMpPOCam
yNpaB/ieHNa NepcoHasom U 0POPMIEHUA CONYTCTBYIOLLEN OOKYMEHTauuu
no HUM

dopmunposBaHmne 6loa)KeTa Ha NepcoHasn, TEeXHOAOrMi ayauta paboTbl C
NepcoHanoM U KOHTPOINHTA

NpumeHeHne K pa6OTHMKaM mep noouwpeHna wmu AncunnanHapHoro
B3bICKaHUA

Heobxogumble ymeHus

Mpou3BOAUTb aHaiM3 AeATeNbHOCTM MO  YNPaB/JAEHUIO MEePCOHAIoOM,
pa3pabaTbiBaTb NoOKasaTean adpPeKTUBHOCTU PaboThbl

dopmmnpoBaTb NAaHbl U MEPONPUATUA MO YNPABAEHNIO NEPCOHANIOM

PaccunTbiBaTb BloAxKeT B 06/1aCTW ynpaBaeHna NepcoHanom

OI'IpEAE/'IﬂTb 30Hbl OTBETCTBEHHOCTU paGOTHMKOB n no,u,pasp,eneHMﬁ,
CTaBUTb 3a4a4nN pykoBoAUTENAM nop,pa3p,eneHm71 n obecneunBaTb pecypcbl
Aana nx ncnoaHeHuA

KOHTPOAMPOBaTb M KOPPEKTUPOBATb NCMOIHEHWE MOPYYEHUIA 1 3a4ad

YnpaBnsaTb 3GpPpeKTUBHOCTbIO U BOBJAEYEHHOCTbIO NepcoHana, AUCLMUNANHOM
Tpyaa v cobnogeHmem 6esonacHbiX YCA0OBUNA Tpyaa

Bectun neperosopbl no BonpoCam  CcOouuasibHOro napTHepCcTBa n
npeacrtaBnATb  MHTEpPECbl OpraHun3auun B TOCYAAPCTBEHHbLIX OpraHax,
I'IpO(bECCMOHaJ'IbeIX COHO3axX U A4gpyrmx npeacraBuTesibHbIX  OpraHax
pa6OTHI/IKOB, M OpraHn3aumnAax no Bonpocam nepcoHasna

Pabotatb ¢ WHPOPMAUMOHHBIMM CcUCTEMAMM M 6a3amm  AaHHbIX MO
BOMNPOCaM ynpaB/ieHUs NepcoHaIoM

HDOBOAMTI: ayaunT N KOHTPONI/IUHT B obnactu ynpassieHnAa nepCcoHaiom




dopmunpoBaTb M NPOBOAMTbL COUMANbHYIO MOJUTUKY W COoUMasibHble
nporpammoi

Bectun neperosopbl C NOCTaBWMKaMKMN yCnyr no ycnoBmAmM 3aKno4YaeMmMblX
[l0roBopoB

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

Cobnt0aaTb HOPMbI 3TUKM AEN10BOr0 06LEHMSA

Heobxoanmble 3HaHUA

MeTozabl ynpasaeHua passutmem n sGpPpeKTMBHOCTbIO OpraHM3aLnn, MeToapl
aHanM3a  BbINOJIHEHMA MJQHOB W MPOrpamMm, OMpeaeneHus  ux
3KOHOMMYECKON 3PPEKTUBHOCTU

OpraHu3aums ynpasaeHua passuTmem opraHusaumm

Teopun ynpaBieHWa opraHusaumein, NOAUTMKA M CTpaTerna ynpasfieHus
nepcoHanom

MeToabl aHanu3a BbIMOJAHEHMA MAAHOB W 33ajady, onpeaeseHua WUx
S3KOHOMUYecKon 3¢ deKTUBHOCTH

MeToAbl OLLEHKW, pe3ynbTaToB 1 3hdEKTUBHOCTU Tpyaa

MeToapl BHEAPEHUNA CUCTEMDI YNPaBIEHNA NepCOHA/IOM

OcHoBbl paboTbl MO NPOPOpPMEHTALUN

MeToankn NAaHNPOBAaHNA U NPOTrHO3NPOBAHUA FIOTpE6HOCTM B nepCoHane

Llenun, ctpaTterna passuTua U 6U3Hec-nnaH opraHMsaumm

Teopun 1 metoapl popMmmnpoBaHUio bpeHaa opraHM3aumum

TpeboBaHMA oxpaHbl U 6e30MNacHbIX YCN0BUIM TpyAa




MeToankn pa3p860TKVI N BHEAPEHUNA NOKA/ZIbHbIX HOPMATUBHbIX aKTOB

MopAAOK 3aKNo4YeHUs TPYAOBbIX [AOrOBOPOB, PEryiMpoBaHUA TPYAOBbIX
crnopos

OcHOBbI  COLMONOTMN, NCUXONOTUKN, SKOHOMMKM Tpyaa W ynpaBaeHUA
CoUuManbHbIM pa3BUTNEM OpraHn3aunmn

MeToabl NpoBeAEeHMA  COLMONOTMYECKUX  UCCNeAOBaHUNA,  U3y4YyeHus
06LEecTBEHHOIro MHEHUA

TexHonorMm npoBefeHMA ayamTa W KOHTPOJUIMHIA B YNpaBJ/ieHUU
nepcoHaaom

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp Y odopmaeHus
CONYTCTBYIOLLEN AOKYMEHTALUM

TexHonorum, craHpapTMsauma, yHMd)MI-(aLI,MFI, daBTOMaTMU3aumnAa npoueccos
ynpas/sieHnAa nepcoHasiom

CTpyKTypa opraHu3auunm

TpyAoBoOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEP KaLLMe HOPMbI TPYA0BOrO
npaea

OCHOBbI apPXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE NPaBOBbIE aKTbl
Poccuiickolt ®eaepaumu, B YacTu BeAeHUA AOKYMEHTaL MM No NepcoHany

OcHOBbI Ha/I0ro0BOroO 3aKoHoAaTebeTea Poccuiickot deaepaumm

OcHOBbl MWIpaLMOHHOIO 3aKoHoZaTenbcTBa Poccuiickori degepauun, B
YacTU NPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rparKaaH v auy, 6es
rpark4aHCTBa

OcHosBbl AAMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasaeHunA
nepcoHaoOM U OTBETCTBEHHOCTU AONXKHOCTHbIX L,




3aKkoHoaaTenbcTBo Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

MopAaoK 3aKNtO4YEeHUs [OTOBOPOB (KOHTPAKTOB)

JloKanbHble HOpMaTUBHbIE aKTbl B 061aCTU yNpaBAeHUsA NepCcoHaNom

Hopmbl 3T1KK aenosoro obuweHna

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE NnocTpoeHune
MHGOPMALMOHHbBIX cUCTEM M 0cobeHHOCTU PaboTbl € HUMKM

[pyrve xapakTepucTnkm




3.8.3. TpypoBasa ¢pyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHMe |A0KymeHTOO60pOTa MO CcTpaTernyeckomy Koga H/03.7 |(noaypoBeHb) 7
ynpaB/ieHWo NepcoHaoM OpraHu3aLmm KBanmdukauum

MpoucxoxaeHne TPyLOBOM
dYHKUMM

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

TpyaoBble aencTena

AHanM3 npoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX AOKYMEHTOB MO
BOMPOCAaM YNpPaBAEHMA MNepcoHanom, 6M3Hec-NMpoLeccoB OpraHM3aumu,
YyA0BNETBOPEHHOCTU NepcoHana

[oKymeHTauuoHHoe opopmMIEeHNE Pe3yNbTaToB YMNpPaBJAEHUA NEePCOHANO0M,
€ro ayauTta, paboTbl CTPYKTYPHbIX NOAPA3AeNeHN

[OKyMeHTaUuMOHHOE M OpraHM3aLMOHHOE CONPOBOMKAEHNE CTPATENMYECKOro
ynpaB/ieHna NepcoHanom 1 paboTbl CTPYKTYPHbIX NoApa3aeieHnin

MoAroToBKa Npea/oXKeHin NO PasBUTUIO CUCTEM YNPABIEHUA NEPCOHANIOM,
No HeobXOOUMbIM KOPPEKTUPYIOWMM M MNPEBEHTUBHLIM Mepam W Mo
noBblleHnto 3G GEeKTUBHOCTU PaboTbl CTPYKTYPHbIX NOApasaAeneHul

KoHTponb npoueccos B 06nacty ynpasaeHuUA NepcoHasom M paboTol
CTPYKTYPHbIX NoApa3AeneHuid, CpaBHeHMe W aHaiM3  MPOoLEccos,
pe3ynbTaToB YMNpaBAEHYECKUX MeponpuaTuii, onpeaeneHne ¢GakTopos,
BbI3bIBAOLLMX OTKNIOHEHME OT NIAHOBbIX MOKa3aTenen




CornacoBaHve W KOHTPONb [JOrOBOPOB MO BOMpPOCaM M CUCTEMAM
CTpPaTerMyeckoro ynpaeieHUs MNepcoHaioM W paboTe  CTPYKTYPHbIX
noApaszeneHnin, opraHusauma npoueayp no ux 3akatoyeHuto

MoarotoBKka pe3y/nbTaToOB aHa/vM3a COOTBETCTBMA OpraHM3auuM U onnathl
TPyAa NepcoHana ycrnewHbiM KOprnopaTUBHbIM MPakTUKam

BbinosHeHWe TpeboBaHWIA NO XpaHeHWo WHOPMAUMM O pesy/abTaTax
AENCTBMA CUCTEM CTpaTerMyeckoro ynpaBfieHuA NepcoHasom u paboTbl
CTPYKTYPHbIX NogpasaeneHui

Heobxogumble ymeHus

AHanunsnpoBsaTtb, pa3pabaTbiBaTe U 0GOPMAATL AOKYMEHTbI NO NPOL,ECCaM U
pesynbTaTaM  YyMNpaB/ieHUA  MepcoHasom W paboTe  CTPYKTYPHbIX
nogpasgeneHnn

MpumeHATb MmeToabl aHaNM3a 6M3Hec—r|pou,ecc03 OopraHmnsaunun

OnpenenAtTb NpoOrpammbl  AOCTUMKEHMA LUeNeln U pelleHna  3aaad
nogpasgeneHnn

MpoBoanTb ayAUT CUCTEMBI YNPaBaAeHNA NepcoHaiom

HDOBO,D,VITb KOHTPOMNINMHI CUCTEMDbI YNpaB1EeHNA NEPCOHA/IOM

KoHTponupoBaTb 6log)eT Ha MepcoHan M ynpaBAeHMe pacxodamun Ha
nepcoHan

OpFaHM3OBbIBaTb conpoBsoxXageHme A0roeopos MnMo BoOnpoCam ynpaBneHUA
nepcoHanoMm, BKNKOYaA npeasapuTesibHble npoueaypbl No X 3aKIIOYEHUIO

OpraH130BbIBaTb 3aKyno4Hble npoueaypbl, 0poOpMAATb M aHaIU3MPOBaATb
3aKYNOYHYIO0 AOKYMEHTALMIO

KOHTpOJ’IMpOBaTb M aHaAn3npoBaTb BOMNPOCbLI COLUMAZIBHOIO MNapTHEPCTBa,
A0roBopbl NOCTaBLWMKOB yCnyr




npOBO,D,VITb neperosopbl M nNpeacraBnATb WUHTEPECbI OpraHnsauuMmn B
rocygapcCTBEHHbBIX  OpraHax, FlpO(beCCMOHaﬂbeIX COHO3ax Wn  Apyrux
npeacTtaBuUTE/IbHbIX OpraHax pa6OTHMKOB M OopraHnsaumax no Bonpocam
nepcoHana

Bectn genosyto nepenuncky

Pabotatb ¢ WMHOOPMALMOHHBLIMM cUcTeMamM M 6aszamu  [aHHbIX MO
nepcoHany, cucTemMam YynpaB/ieHWA MepPcoHaioM W  OpraHM3aLumu
AeATeNbHOCTU CTPYKTYPHbIX NogpasaeneHui

ObecneunBaTb KagpoBoe AeNONPOM3BOACTBO UM JOKYMEHTaLMOHHOe
COMpPOBOXAEHWe MpoLLeccoB MO YMNpaBieHUIO nepcoHanom U pabote
CTPYKTYPHbIX NOAPa3aeneHnin

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tp66OBaHVIﬂMM
TPyaoBOro M apXMBHOIo 3aKOHOAATE/NIbCTBA Poccuiickom ¢e,a,epau,v|v| n
JNNOKa/IbHbIMU aKTaMUn OpraHn3auunm

Cobntoaatb HOPMbI 3TUKM LeN0BOro 06LLeHMUs

Heobxoanmble 3HaHUA

KopnopaTuBHaa KynbTypa, couManbHaa NoAMTUKA, CMCTEMbI MOTMBALUK U
3bdEKTUBHOCTM yNpaBAEHUA NePCOHAN0M

MeToabl ynpaBieHUs passuTnem n 3GpeKTUBHOCTBIO OPraHn3aLnm, MeToapl
aHa/M3a  BLIMOJIHEHMA  MAAHOB W MPOrpamm, OMNpejenieHns  ux
3KOHOMMYECKOM 3G PEKTUBHOCTH

MeToabl npoBefeHWA ayauTa, KOHTPOAA ONEPaATMBHbIX YNpPaBAEHYECKUX
npoueccos, counonorn4yeckunx MCCﬂeAOBaHMVI

BbusHec-nnaH n 6M3Hec-ﬂpOLI,ECCbI opraHunsauunun

BloArKeTHoe NPoeKTUpoBaHue

OpFaHM3aLI,VIOHHOE NPOEeKTUpPOBaHUE




dopmbl, MeToabl M CUCTEMbl MaTepPUaNbHOrO M HemaTepuasnbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

Cuctembl CTaHAapTOB no b6uM3Hec-npoueccam, npodeccmam
(cneumanbHoCTAM), HOPMbI TPYAA

MeToabl aHaM3a KOJIMYeCTBEHHOIO U Ka4YeCTBEHHOro COCTaBa NepcoHana

KagpoBas noanTMKa opraHmMsaumm

MopsagoK ¢GopmnpoBaHuMA, BeAeHWs 6GaHKa AaHHbIX M NpPeaocTaBAeHUA
OTYETHOCTW MO CUCTEMAM YNpaB/ieHUs NepcoHaNom U paboTe CTPYKTYPHbIX
noapasgeneHum

OcHOBbl  IOKYMEHTAUMOHHOTO obecneyeHusi, nopaaok odopmaeHus
[OKYMEHTOB, npeaocTaBaAsembix B rocyAapCcTBeHHble opraHbl,
npodeccnoHasnbHble Col3bl, 0OLLECTBEHHbIE OpPraHM3aLmm

Llenn n ctpaterma passntua opraHnsauum

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp W odopmaeHus
CONyTCTBYIOLLEM AOKYMEHTALUM

HopmaTuBHble MpaBOBble aKTbl, peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn No MNPeaoCcTaB/leHU0 yYeTHOM
AOKyMeHTauum

CTpyKTypa oOpraHvsauuMum U BaKaHTHble  AO/MKHOCTM  (nNpodeccun,
crneumnanbHOCTH)

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAeprKaline HOPMbI TPYA0BOro
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE NPaBOBbIE aKTbl
Poccuiickoli ®eaepaumu, B YaCcTu BeAeHUA AOKYMEHTaL MM No nepcoHany




OcHOBbI Ha/IOroBOro 3akoHoAaTenbcTea Poccuiickolt deaepaumm

OCHOBbI MUIpPaUMOHHOrO 3aKoHogaTenbcTBa Poccuitickoinnt depepauumu, B
YacTu NpPUBAEYEHUA U TPYLOYCTPOMNCTBA MHOCTPAHHbBIX rpaxgaH u nuy bes
rpaxgaHCcTBa

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpas/sieHnA
nepcoHaoOM U OTBETCTBEHHOCTUN AONXKHOCTHbIX 1L,

3akoHoaaTenbcTBo Poccuitickon Penepaumm o NepcoHasibHbIX AaHHbIX

JloKanbHble HOpMaATUBHbIE aKTbl OpraHuMs3auum B obnactu ynpasaeHna
nepcoHaaom

MopAaoK 3aKN0YEHUS [OTOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obueHna

basoBble OCHOBBI NHPOPMaTUKN, CTPYKTypHOE nocTpoeHue
MHPOPMALMNOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnku

IV. CBegeHua 06 opraHusaumax - paspaboTymkax
npodeccnoHanbHOro CTaHaapTa

4.1. OTBeTCTBEHHAA OpPraHM3aUnsa-pas3pPadboTInK

Obuwepoccuiickoe obbegmHeHne pabotogatenen "POCCUNCKMIA COHO3 NMPOMBbILLIEHHUKOB U

~n

npegnpuHunmartenen

, ropoa, Mocksa

UcnonHutenbHbil BuLe-npesnaeHT KysbMmuH Amutpuin Bnagmummposuy

4.2. HanmeHOBaHMA opraHn3aumii-paspaboTunKkos




AHO "HauumoHanbHoe areHTCTBO pa3BUTMA KBaindukauuin”, ropog Mockea

Accoumaumsa (Cotos) "Accoumalma KOHCyAbTaHTOB No noabopy nepcoHana", ropoa Mocksa

lpynna HeadHunter, ropog MockBa

3A0 "KPOK MHKOPMOPEMTEL, ropos Mocksa

NHpopmaLMoHHO-aHannTuYeckmin ueHTp "Kagposbiii lo3op", ropoa Mocksa

MIO "ONOPA POCCNIN", ropoa MockBa

MexayHapoaHas accoumalma 4e/10BOro coTpyaHuyecTsa, ropos Mocksa

HOYY ANO "UHctutyT npodeccMoHanbHOro Kagposuka", ropog Mocksa

HM "Accouunauus EBponeickoro 6usHeca", ropoa MockBa

10

HM "BKK - HaumnoHanbHbIM coto3 KagapoBmKkoBs", ropog MocKea

11

HMN "MexayHapoaHbli anbaHc "Tpyaosaa murpauma”, ropog Mocksa

12

HM "HaumoHanbHas accoumanma opUCHbIX CNEeLMaNUCTOB M aAMUHUCTPATUBHBIX PaBOTHUKOB",
ropog Mocksa

13

HM MHO "Accoumauusa meHeaxepos Poccun”, ropog Mocksa

14

HMN CYP3 "HauunoHanbHas KoHdeaepauus "Pa3Butme Yyenosedyeckoro kanutana", ropoa Mocksa

15

OAO "BAOHX" (FTAO BBL), ropoa Mocksa

16

OAO "lNasnpom HedTb-HoBOCMOBUPCK", ropos HoBocMbupck

17

OAO "O6begmHeHHas cygocTpouTebHas Kopnopauus", ropog MocKkea

18

OAO "PXA", ropoa MockBa




19

OAO "CaxanuH IHeparKu MHBectmeHT KomnaHu", ropog, FOxkHo-CaxanmHCcK

20

OAO "TatHedTb" umeHu B.[. LWawwuHa, ropog, KasaHb

21

OAO "Hay4yHo-npousBoactBeHHoe obbeanHeHme "Hayka", ropog MockBa

22

000 "LG Electronics Rus", ropoa Mocksa

23

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

24

000 "UT-CK", ropoa MockBsa

25

000 "Nykonn-NHKnHUpUHr", ropoa Mocksa

26

000 "OKB 3enHuTt", ropog Mockea

27

000 "MeTtponnym Tpengunr", ropos Mocksa

28

000 "Monurpad-3awmra”, ropog Mockea

29

000 "LleHTp KagpoBbIx TexHonormi - 06yyeHme. CTaxknposKu. Tpyaoyctpolicteo", ropos MockBa

30

Poccuitckoe npeactasutensctso "Coleman Services UK" ("KoynmaH Cepsucus"), ropoa Mocksa

31

ToproBo-npombliwieHHan nanaTta Poccuiickoi ®enepaunmn, ropos Mockea

32

®rB0OY BMO "MOCKOBCKMIA rocyAapCTBEHHbIN YHUBEPCUTET MMeHn M.B. JlomoHocoBsa", LLKona
AVpeKTopa no nepcoHany, ropos Mocksa

33

®re0Y BMNO MCY, ropog Mocksa

34

®reoy BrO M3CH, ropoa Mocksa

35

®re0Y BMNO CMbUpCKnii rocysapcTBEHHbIN yHMBEpPCUTET NyTei coobuweHua (CIYIC), ropos
HoBocnbupck

36

®rbY "HayyHo-uccnenoBaTenbCKUM MHCTUTYT TPYAaA M cOUMaAnbHOro cTpaxoBaHms" MuHucTepcTea




TpyAa 1 coumanbHom 3awmTbl Poccninickon Pepepaunn, ropos Mocksa

37

®ryn "Moura Poccumn”, ropoa Mocksa

38

®K "Ypancub", ropoa Mocksa

<1> O6LWepoccUiicknin KnaccudurKaTop 3aHATUNA.

<2> 06LWepocCUnCKMn KnaccudmkaTop BUAOB SIKOHOMUYECKOM AeATEe/IbHOCTH.

<3> EgMHbIMA KBanMUKALMOHHbBIN CMPAaBOYHUK A0JIKHOCTEN PYKOBOAUTENEN, CNELNANIUCTOB U APYIUX CAYMKALLMX.
<4> 0buepoccnncknin KnaccudmkatTop npodeccunii paboumx, 4ONKHOCTEN CAYKALWMX U TapUDHbIX Pa3paaoB.
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