YTBepxkAcH

npuKa3zoM MuHHCTEPCTBA TpyAa
Y COIIMAIbHOM 3aIlUThI
Poccuiickoit @enepanuu

ot 6 okTs10ps 2015 . N 691H

NMPO®ECCUOHATbHbLIA CTAHOAPT

CNEUMANNCT NO YNPABINEHWUIO MEPCOHAJIOM

559
Perucrpanmonubrit
HOMEpP
I. O6ume cBeneHus
VYipasieHue nepcoHagIoM OpraHu3aluu 07.003
(HammeHoBaHUE BUA TPO(EeCCHOHATBHON NEATETLHOCTH) Kon

OcHoBHas ocjab BUa HpO(l)eCCHOHaHBHOfI ACATCIIbHOCTU:

Obecnieuenne 3¢dekTuBHOrO (QyHKIIMOHUPOBAHUS CUCTEMbI YIPABICHHUS TEPCOHAIOM IS
TOCTIKCHUS LIeJIe OpraHu3aniu

I'pymma 3ansaTuit:

1232 PykoBogurenu noapasneneHui 2412 CriennanucTsl IO KagpaM U
(cmy>x0) ynpaBieHHs KaipaMH U npodopueHTanuu
TPYAOBBIMH OTHOIICHUSIMHU

3423 CrienmanucThbl KaJIpoOBBIX CITYKO U
YUpEKACHUH 3aHATOCTH

(xoxg OK3 (HaMMEeHOBaHUE) (xom OK3) (HaMeHOBaHUE)
<1>)

OTtHeceHnune K BUaaM YKOHOMHYECKOM ACATCIIBHOCTU !

78.30 JlesTenbHOCTh 10 OO0y MepcoHalia mpoyast
(xom OKB3/] (HauMeHOBaHUE BUJIa YKOHOMUYECKOU €SI TEIbHOCTH)
<2>)

II. Onucanue TpyaOBbIX GYHKLUH,
BXOJSIIINX B MPodeCCUOHANBHBIN cTaHAapT (hyHKIIMOHATBHAS KapTa
BU1a PO ECCHOHAIBHON AEITEIbHOCTH)

O0600m1eHHbBIE TPYAOBbIE (HYHKIUN Tpynosbie pyHKIMN




KOZ | HaWMEHOBaHHWE | YPOBECHb HaNMEHOBAHUE KO YPOBEHb
KBaUTH(] (momypoB
HKauu €Hb)
KBTI (U
KaIiu
A | JoxymMeHTaIlMOHHOE 5 Benenne opranu3animoHHON U A/01.5 5
obecrieueHue pacropsauTeNbHON TOKYMEHTAUH 110
paboThl ¢ MepPCOHAITY
HepCOHAJIOM
Benenue nokyMeHTanuu rno y4ety u A/02.5 5
JIBIDKEHUIO KaJIpOB
AJMHUHUCTPUPOBAHHE POLIECCOB U A/03.5 5
JIOKyMEHTO000pOTa 10 yUeTy H
JBYDKEHHIO KaJIPOB, MPEICTABICHHIO
JIOKYMEHTOB 10 TIEPCOHAITY B
rOCY/IapCTBEHHbBIC OPraHbl
B | lestensHOCTH 1O 6 Co6op nHpOpMAIUH 0 TOTPEOHOCTSIX B/01.6 6
00eCTIeYCHUIO OpraHu3aIiK B TIEPCOHATIC
MEPCOHAIIOM
[Touck, mpusneuenue, moaoop u oroop | B/02.6 6
nepcoHasa
AJIMHHUCTPUPOBAHHE TPOIIECCOB U B/03.6 6
JIOKYMEHTO000pOTa 00ecreueHus
NIePCOHAJIOM
C | desATenpHOCTH TIO 6 Opranusanus 1 MpoBeICHUE OIEHKHI C/01.6 6
OLICHKE U nepcoHasna
aTTecTaluu
IepcoHaa Opranuzanys u IpoBeACHNE C/02.6 6
aTTeCTallly TIepCOHaa
AJIMUHUCTPUPOBAHUE MIPOLIECCOB U C/03.6 6
JIOKYMEHT0000pOTa IIPU POBEICHUH
OILICHKH ¥ aTTeCTalluH IepcoHaa
D | JesTenpbHOCTH 11O 6 Opranuzanus 1 NpoBeICHUE D/01.6 6
Pa3BUTHIO MEPOTNPHUATHIA IO PA3BUTHIO U
nepcoHasna MIOCTPOCHUIO TPoecCHOHaTHHON
Kapbephl IepcoHaa
Opranuzanus o0y4eHus mepcoHana D/02.6 6
Opranuzanus azanTanuy u D/03.6 6
CTOKUPOBKH TIEPCOHAA
AJMUHUCTPUPOBAHNE NIPOLECCOB U D/04.6 6
JOKYMEHTO000pOTa 110 Pa3BUTHIO U
npogeccuoHalbHON Kapbepe,
00y4YeHHI0, aJlanTally U CTAXKUPOBKE
nepcoHasna
E |esrenpHOCTbH 1O 6 Opranuzanus Tpyaa nepcoHaina E/01.6 6




OpraHu3aluu Tpyaa Opranuzanus oriarel Tpyaa nepconana | E/02.6 6
¥ OTLIATHI
IepcoHaa AJIMUHHCTPUPOBAHHUE MTPOLIECCOB U E/03.6 6
JOKyMEHT0000pOTa IO BOIIpOCcaM
OpTraHu3aIfH TPY/Ja U OTUIATHI
nepcoHasna
F | lesarenpHOCTbH 1O 6 Pa3paboTtka kopropaTHBHOM F/01.6 6
OpraHu3aluu COILIMAJILHOH ITOJIUTUKHI
KOPIIOPaTUBHOU
CONHATbHOM Peanm3zanys koprnopaTuBHOi F/02.6 6
HOMHUTHKH COLMAJILHOM MOJTUTUKH
AJIMHUHUCTPUPOBAHHE MPOIIECCOB U F/03.6 6
JOKyMEHTO000pOTa IO BOIIPOCaM
KOPIOPAaTUBHOM COLIMATIbHON MOJTUTUKHU
G |OmneparmmonHoe 7 Pa3paboTka cucTemsl oreparioHHOTO G/01.7 7
yIpaBJeHUe YIIPaBJICHUS IEPCOHANIOM M PabOTHI
IIEPCOHAJIOM U CTPYKTYPHOTO TIOApa3ieIeHHUs
Hozpa3/ieIeHueM
OpraHH3aLuy Peanu3zanus onepanoHHOTO G/02.7 7
yIIPaBJICHUS TIEPCOHAIOM M PabOTHI
CTPYKTYpPHOTO TIOApa3/ICICHHUS
AJMUHUCTPUPOBAHNE IPOLECCOB U G/03.7 7
JIOKyMEHTO000pOTa O ONEePaLluOHHOMY
YIpaBJICHHUIO IEPCOHAIIOM U paboTe
CTPYKTYPHOTO TOAIpa3ieieHUs
H |Crparernueckoe 7 Pa3pabotka cucremsl ctpareruueckoro | H/01.7 7
yTIpaBIIeHUE yTIpaBIICHUS IEPCOHATIOM OpPTaHU3AIIH
MEPCOHAIIOM
OpraHu3aLuu Peanusauus cucremsl crparernueckoro | H/02.7 7
yIpaBJIeHUs IEPCOHAIOM OpPTaHU3AINH
AJMHUHUCTpPUPOBAHHUE MPOIIECCOB U H/03.7 7
JIOKyMEHTO000pOTa 10
CTpaTEerHueCKOMY yIpaBICHUIO
HIEPCOHAJIOM OpTraHU3alNU
III. XapakrepucTuka 0000IIEHHBIX TPYAOBBIX (YHKIIHI
3.1. O60061eHHas TpynoBast PyHKIMA
HaumenoBanu |JlokymeHTalnmoHHOE oOecrieueHne Kox A YpoBeHb 5
e paboTHI ¢ IEpCOHATIOM KBaTM(UKAIUU
[Tpoucxoxnenue
. . 3aMMCTBOBAHO
00o0menHou TpynoBoir  |Opurmaan X
U3 OpUTHHANIA
dbyHKIUN
Kon Perucrpanmonuerit
OpUruHasa HOMED




npo¢eCcCHOHATEHOTO
cTaHmapTa

JOJKHOCTEH, MpodeccHil | TepcoHarIoM

BosmorkHble Crenuanuct no KaapoBoMy AEJIOINPOU3BOJACTBY
HaMEHOBAaHUs Crenanuct no JOKyMEHTAIllMOHHOMY 00€CIeUeHUI0 PaboThI C

Crienmainct mo JOKyMEHTaIlMOHHOMY 00eCIIeUeHHIO TepcoHana
Crnenuanuct 1o nepcoHamy

KBanu(UKaAUN

TpeboBanus Cpennee npodeccroHaibHOe 00pa3oBaHue - IPOrpaMMa MOAr0TOBKH
00pa30BaHUIO U CIELUAIUCTOB CPEAHETO 3BE€HA
00yueHHIO JlononHuTENbHOE PO eCcCHOHAIBHOE 00pa30BaHUE - POrPAMMBI

npodeccuoHanbHON NepenoAroTOBKH, IPOrpaMMbl TOBBIILICHUS

TpeOoBaHus K OIBITY -
MPaKTUYECKON pabOTHI

Oco0Oble yciioBUs -
JIOITyCKa K pabore

Hpyrue -
XapaKTepUCTUKU

JlononHUTENbHBIE XapaKTEPUCTUKHU

HaunmeHnoBanue nokymeHnrta Konx

HaumenoBanue 6a30BOM TPYIIIBI, JOKHOCTH

(mpodeccun) uiu cenruatbHOCTH

OK3 2412 CrienianmucThl 1Mo KagpaM U MpohOpueHTAUN
3423 CrienanmucThbl KapoBBIX CIYXKO0 M YUpPEeKICHUN 3aHATOCTH
EKC <3> - Crenuanuct mno kKaapam

- HHcnexTop no kaapam

OKIIATP <4> 27755 DKOHOMHUCT 10 TPYAY

22956 Hucnekrop no kaapam

3.1.1. TpynoBas GpyHKUIUS

Benenue opranu3aiiuoOHHON U YpoBeHb
HaumenoBanwue | paciopsIuTEIFHON TOKyMEHTAITUH TI0 Kom | A/01.5 |(momypoBeHb) |5

MepcoHaIy KBaM(PUKAIAN
[Ipoucxoxxaenue 3aMMCTBOBAHO

P P Opurunan X
TPYAOBOH (pyHKIIMH U3 OpUTUHAaJa
Kon PerucrpanmonHslii
OpUTHHAIA HOMED




npo¢eCcCHOHATEHOTO
cTaHmapTa

TpynoBsle neNCTBUA

O0paboTka 1 aHaIu3 MOCTYNAOUIEH TOKYMEHTAIMU 110 IEpCOHAITY

Pa3pabotka u odopmieHHE NOKyMEHTAllUW N0 MepcoHaly (NMEepBUYHOM,
YUETHOH, IUIaHOBOHM, MO COIHMAILHOMY OOECHEeYeHHIO, OpraHU3alMOHHOM,
PacIopsSIIUTEITHLHOM )

Peructpanusi, ywyer W TeKyllee XpaHEHHE OpPraHU3alMOHHOW U
pacnopsAUTENbHON JOKYMEHTALMU 110 IIEPCOHATY

HeobOxoaumbie
YMEHUS

Pa3pabarbiBaTh TPOEKTHI  OPTaHHW3AIMOHHBIX UM PACHOPSAUTEIHHBIX
JOKYMEHTOB 10 TIePCOHATY

OdopMIAITh TOKYMEHTHI B COOTBETCTBHH C TPEOOBAHHUSIMH TPayKAaHCKOTO,
TPYAOBOTO 3akoHoaarenbcTBa Pocculickoin dexepanuu U JOKaJIbHBIMHU
HOPMATUBHBIMU aKTaMH OpraHU3alHuN

Bectu YUCT U pEerucTpaliio JOKYMCHTOB B I/IH(i)OpMaI_[I/IOHHbIX CHUCTEMAX U
Ha MaTCpraJIbHbIX HOCUTCIIAX

Opranu3oBBIBaTh XpaHEHUE JIOKYMEHTOB B COOTBETCTBHH C TPEOOBAHHSIMU
TPYAOBOIO, apXUBHOIO 3akoHomarenscTBa Poccuiickon denepauuu u
JIOKQJIbHBIMU HOPMATHUBHBIMU aKTaMH OpraHU3aluu

AHanu3upoBaTh JOKYMEHTHI U MEPEHOCUTh UH(OpMaLKIO B 0a3bl JaHHBIX U
OTYEThI

BoisBAsSTP  OMIMOKM, HETOYHOCTH, WCHPABICHUS U  HEIOCTOBEPHYIO
nH(GOPMAIUIO B JOKYMEHTAX, OMPENesITh JETUTUMHOCTh IOKyMEHTOB

Pabotars ¢ nH(DOpPMAIIMOHHBIMU CHCTEMaMH U 0a3aMH JaHHBIX 110 BEJICHUIO
ydera, IBIKEHUIO TIepcoHata

Co0bmronaTh HOPMBI 3TUKH JISJIOBOTO OOIIIEHUS

Heo0Oxonumeie
3HAHUS

[Topsimox opopmieHust, BEACHUS U XPaHEHUS IOKYMEHTOB T10 TIEPCOHAITY

[Topsimok ydera JBMXKEHMS KaJIpOB W COCTABICHHS YCTaHOBIICHHOM
OTYETHOCTHU

OcHOBEI I[OKYMCHT0060pOTa U JOKYMCHTAIIMOHHOTI'O obOecrnieueHus

TexHoyorum, METO/Ibl U METOAUKU MPOBEJICHUS aHAIN3a U CUCTeMAaTU3alluu
JOKYMEHTOB U UH(pOpMAINH

[Topsimok pacdera craxka, JBrOT, KOMIICHCAIMH, OQGOpMIICHUS TIEHCUU
paboTHHKaM

CrpykTypa opraHuzanuu

TpynoBoe 3aKOHOJATEIILCTBO M MHBIE aKThI, COJIEPIKAIINE HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATEJIbCTBA W HOPMAaTHBHBIE IPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4acTH BEACHUS TOKYMEHTAMU 10 MTEPCOHAITY




3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHaIbHbIX JTaHHBIX

JIokanbHBIE HOPMATUBHBIE AaKThl OpPraHU3alMM, PETYIUPYIOIIHE IOPSAIOK
oopmiieHusT pacmopsAAUTENbHBIX W OPraHU3aLMOHHBIX JOKYMEHTOB I10
IEPCOHAILY

Hopwmpbl 3TKH 1 1e10BOTO 00IIIEeHUS

bazoBrle OCHOBBI uH(pOpMAaTHKH, CTPYKTYypHOE HOCTPOCHUE
MH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHI C HUMH

Apyrue
XapaKTePUCTUKH

3.1.2. TpynoBas ¢pyHKuus

Benenue nokyMeHTanuu 1o y4ety u YpoBeHb
HaumeHnoBaHMe | ABUKEHUIO KaJIPOB Kon | A/02.5 |(momypoBeHs) |5
KBaJTM(DUKAIIAN
[Ipoucxoxaenue 3anuMCTBOBAHO

TPYZOBOU (QyHKIIUU

Opurunan X
W3 OpUTHUHAJIA

Kon Perucrpanmonuerit
OpI/IF HMHaJla HOMep
podeCcCHoHaTBLHOTO
cTaHaapTa

TpynoBbie nelcTBUA

[lonroroBka MPOEKTOB JOKYMEHTOB II0 TPOLEAYpaM YNPAaBICHUS
[IEPCOHAJIOM, YUETy U JBUKECHUIO IIEpCOHaa

Opranuzanus CUCTEMBI IBHKEHHS JJOKYMEHTOB TI0 TIEPCOHATY

COop u mpoBepKa TUYHBIX JOKYMEHTOB PAaOOTHHKOB

[loaroroBka u odopmiieHue 1Mo 3anpocy pabOTHUKOB U JIOJKHOCTHBIX
JUL] KONMM, BBIIUCOK M3 KaJIpOBBIX JOKYMEHTOB, CIIPaBOK,
nH(pOpMAIMU O CTa)Ke, JIbIOTaX, rapaHTUsAX, KOMIEHCAIUSIX U HMHBIX
CBeJIeHHH 0 paboTHUKAX

Bbiaua paOOTHUKY KaJpOBBIX JOKYMEHTOB O €ro TpyIOBOM
NeSITEIbHOCTH

JloBenenue Jio) CBEJICHUS repcoHaia OpraHU3aIMOHHBIX,
paclopsSANTEIbHBIX U KaJIPOBBIX JOKYMEHTOB OpraHU3aI[uu

Benenue yuera pabouero BpeMeHU paOOTHHKOB

Perucrpanus, yder, ONepaTMBHOE XpAaHEHHE JOKyMEHTOB IO
[IEPCOHAILY, IIOATOTOBKA K CAAa4Ye UX B apXUB

HGO6XOI[I/IMBIG YMCHU P8.3pa6aTI>IBaTB IMPOCKTHI KAAPOBLIX JOKYMCHTOB

O(I)OpMJ'ISITL KaaApOBbBIC NTOKYMCHTBI B COOTBETCTBHU C Tpe6OBaHI/I${MI/I




TPYIOBOTO 3aKoHoAarenbcTBa Poccuiickoit denepanuu v TOKaJIbHBIMU
HOPMaTUBHBIMM aKTaMU OpTraHU3alu1

Bectn yuer n pEerucTpanunuro KaZIApOBBIX JAOKYMCHTOB B
I/IH(i)OpMaHI/IOHHI)IX CUCTEMAX U Ha MAaTCPpHAJIbHBIX HOCUTCIIAX

Opl"aHI/BOBBIBaTI: XpaHCHUEC KaJAPOBBIX JOKYMCHTOB B COOTBCTCTBHH C
Tpe6OBaHI/I$[MI/I TPYAOBOT'O, ApXUBHOI'O 3aKOHOAATCIILCTBA Poccutickoit
(De)lepaulxm H JIOKaJIbHBIMU HOPMATUBHBIMH aKTaMHW OpraHu3aliuu

AHanu3upoBaTh KaJIPOBbIE TOKYMEHTHI U MEPEHOCUTHh MH(OPMALUIO B
0a3bl JAHHBIX U OTYETHI

Pabotare co crnenuanu3upoBaHHBIMU MH()OPMAIIMOHHBIMH CUCTEMaMHU
n 0a3aMu JIaHHBIX 10 BEJCHUIO yUeTa U IBUKEHUIO IIepCOHasa

Pa3pabarpiBaTh MaH KOPPEKTHPOBOK YCTAHOBJIEHHOTO MOpSAKa
oopMITeHHST TOKYMEHTOB T10 TIEPCOHANTY U PEaTH30BbIBATH MPUHSTHIC
M3MEHEHUs

Kontponuposats npucyrcrsrue pabOTHUKOB Ha pabodueM MecTe

CO6J'IIO)13.TB HOPMBI 3TUKU ACJIOBOIO O6H_ICHI/IH

HCO6XOIII/IMBIG 3HaHUA

[Mopsimok  odopmiieHHs, BEISHHS W XpaHEHUS JIOKYMEHTOB TIO
HIEPCOHAITY

[lopsnox ydera OBUKEHHMSI KaJApOB W COCTABJICHUS YCTAaHOBJICHHOM
OTYETHOCTHU

[Topsimok pacuera cTaka, JbIOT, KOMIEHCAUUH, OPOPMIICHHUS TTEHCHI
paboTHHKaM

CrpykTypa opranuzaiuu

TpynoBoe 3aKOHOIATEIBCTBO M HMHBIE aKThl, COAEP)KAIIME HOPMBI
TPYZIOBOTO IIpaBa

OCHOBBI apXHBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIC IPABOBHIC
aktbl Poccuiickoii Penepauuy, B 4acTH BEACHUSA JAOKYMEHTALIMHU I10
MepCcoHaIy

3akoHonarenscTBO Poccuiickoit denepannu o nepcoHaIbHbIX TaHHBIX

Texnonoruu, MeToABI M METONMKM IPOBENCHUS aHAIN3A U
cHCTEeMaTu3alui JOKYMEHTOB U HH(pOpMaIH

JlokanpHbBIE HOPMATHUBHBIE AKThl OpPraHU3ALUM, PETYIHPYIOLINE
MOpsAI0K 0hOpPMIICHHS IOKYyMEHTOB 10 TIEPCOHAITY

OCHOBEI ,I[OKYMGHTOO60pOTa U JOKYMCHTAIIUOHHOT'O obecneueHus

Hopwmpbl 3THKH 1€710BOTO OOIIICHHS

ba3oBele  OCHOBBI ~ MH(POPMATHKH, CTPYKTYpHOE  IOCTPOCHHUE
MH(OPMAITMOHHBIX CUCTEM U 0COOEHHOCTH pabOThI C HUMHU

Jpyrue xapakTepucTUKH




3.1.3. TpynoBast pyHKLUS

JOKYMEHTO00O0pOTa 110 YYETy U YpoBeHb
HaumeHnoBanue | IBUKEHUIO KaJIpOB, IPEACTABICHUIO Kon A/03.5 |(momypoBenb) |5
JIOKyMEHTOB I10 TIEPCOHAITY B KBaJTM(DUKALIAN

A,Z[MI/IHI/ICTpI/IpOBaHI/IC IpoueccCoB U

TOCYHApCTBCHHBIC OPIraHbI

[Tpoucxoxnenue
TPYIOBO (QyHKITUU

3anMCTBOBAHO

Opurunan X
U3 OpUrHHaJIa

Kon Perucrpanuonsslit
OpHUTHHANa HOMEp
npodeccHoHaTBHOTO
CTaHIapTa

TpynoBble nercTBUA

Opranuzanust JOKyMEHTOO0O0pOTa 110 YUETy U IBUKECHHUIO KaJpOB

Opranuzanusi JOKYMEHTOO00pOTa MO MPEICTABICHUIO TOKYMEHTOB T10
MIEPCOHAJY B TOCYJJAPCTBEHHBIC OPTaHbI

ITocTanoBka Ha YUE€T OpraHu3anu B roCyJapCTBCHHbBIX OpraHax

ITonroroska o 3anpocy rOCyJapCTBEHHBIX OpraHoB,
poecCHOHANBHBIX COI30B U JIPYIMX HpPEICTaBUTENIbHBIX OpPraHOB
pabOTHUKOB OPUTMHAJIOB, BBIMMMCOK, KOUN JTOKYyMEHTOB

[ToaroroBka yBeJOMIICHHM, OTYETHON U CTAaTUCTUYECKONW HH(POPMAIINH
10 TIEPCOHATY

[ToaroroBka nH(pOpPMALIUK O 3aKJIFOYEHUH TPYIOBOTO MIIU I'PaXkIaHCKO-
IIPaBOBOTO [JIOTOBOpA Ha BBIMOJIHEHHE paboT (OKazaHUE YCIYyT) C
IpaXIaHUHOM, 3aMEIIABIIMM JIOJDKHOCTH TOCYJapCTBEHHON wWiH
MYHUIUNAIBHONW ~CIyKObI, IepeueHb KOTOPBIX YCTaHABIMBAETCS
HOpPMaTUBHBIMM IIPaBOBbIMH akTamu Poccuiickoit denepanmn

HeobOxoaumbie ymeHus

OdopmiaTs YYETHBIE JIOKYMEHTBI, MIPEIOCTABIIIEMbIE B
TOCYIapCTBEHHBIC OpraHbl, MPO(eCcCCHOHATBHBIE COIO3BI W JpyTHE
MIPEJICTaBUTENbHbBIE OPraHbl paAOOTHUKOB

Opranu3oBbIBaTh  XpaHEHHE JOKYMEHTOB B  COOTBETCTBHH C
TpeOOBaHUSIMU TPYAOBOTO 3aKOHOJATeNbCTBa Poccuiickoit deneparun
Y JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMH OpraHu3aluu

Pa6otats ¢ I/IH(bOpMaHI/IOHHLIMI/I cucTeMaMu U Oasamu JaHHBIX IIO
BCACHHIO YUCTA U ABMXKCHUIO IICPCOHAIA

PabGorare ¢ mHdoOpmamoHHBIMH cUCTeMaMu U 0a3aMu JaHHBIX IO
BEJICHHUIO CTATUCTHUYECKOIN 1 OTUYETHOU MH(GOPMAIUH 110 TIEPCOHAITY

AHanu3upoBaTh NPaBWJIA, NPOLENYPbl M TOPSAOK, PETYIUPYIOLIUE
npaBa U 00S3aHHOCTU TOCYJAapCTBEHHBIX OPraHOB U OPTraHU3ALMU 1O
BOIpocaM 0OMeHa JOKyMEHTAIMel 10 IepCoHaTy




Bectu nenoByro nepenucky

CobimonaTh HOPMBI STUKH JIETIOBOTO OOIICHHMS

Heo0OxonnMele 3HAaHUI

TeXHO.]'IOI‘I/II/I, MCTOAbBI W  MCTOAUKHW IPOBCACHHA aHAaJIW3a H
CUCTCMATU3alluu JOKYMCHTOB U I/IH(l)OpMaI_II/II/I

OCHOBBI IOKYMEHTOO0OPOTa U JOKYMEHTAIIHOHHOTO 00€CTICUCHUS

CrpykTypa opraHu3aiuu

Hopmartusnbie npaBoBeie akTbl Poccuiickoit @eaepanuu,
pEryIHpyIONIUe IpaBa U 00s13aHHOCTH TOCYIaPCTBEHHBIX OPTraHOB,
poecCHOHANTBHBIX COIO30B U IPYTUX MPEICTABUTEIBHBIX OPTraHOB
PaOOTHHKOB IO MPEIOCTABICHUIO YIETHOM TOKyMEHTAIIUN

TpynoBoe 3aK0HOATENBCTBO M UHBIE aKThl, COAEPKALIUE HOPMBI
TPYZOBOTO ITpaBa

OCHOBBI aQpXUBHOTO 3aKOHOJIATEILCTBA 1 HOPMATUBHBIC ITPABOBLIE
akTbl Poccuiickont @enepanuu, B 4aCTU BEACHUS JOKYMEHTALMHU 10
MepCcoHaIy

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHaIbHbIX TaHHBIX

JlokajbHbIE HOPMATHUBHBIE AKThl OPTaHU3ALNU, PETYIHPYIOIINE
MOPSIIOK BEICHUSI IOKYMEHTALIMHU 10 YUYETY U JBUXKEHUIO IepcoHaia

HopMbI 5TukH Aem0BOT0 00IIeHMS

ba3oBbie 0CHOBBI HH(POPMATHKH, TOCTPOCHUS HH()OPMAITMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUMHU

Jpyrue xapakTepucTuKu

3.2. O6006meHHas TpynoBast PyHKIHA

JlesiTenbHOCTh MO 00€CIIeYeHUI0 YpoBeHb
HaumenoBanue Kon B
MepCOHAIOM KBa(UKAIUN
[Tpoucxoxaenue
o N 3aMMCTBOBaHO
o0o0menHoM TpynoBoir  |Opurmaan X
U3 OpUTHHAIA
dbyHKIIMN
Kon Peructpanmonnbrit
opUruHasa HOMED
npodeCccuoHaIbHOTO
cTaHjapra
Bo3MoxxHBIE HAUMEHOBAHUS Crenmanuct mo noadopy nepcoHaia

JOJDKHOCTEH, Tpodeccuii

Criemanuct 1o rnepcoHaity
MeHemxep 1o nepcoHaty




TpeboBanus k Bricmiee oOpa3oBanue - 6akanaBpuar

00pa3oBaHMIO U JononxurensHoe npodeccroHaabHOe 00pa3oBaHue - IPOrPaMMBI
00y4eHUI0 MOBBIIIEHUS KBATM(UKAIMN; TPOTPaMMBI TPO(eCCHOHATBHOM
MepETIoIrOTOBKY B 00IaCTH MOUCKA U 1o00pa MepcoHaa

TpeOGoBaHuUs K OMBITY -
MIPaKTHYECKON paboThI

OcoOsle yciioBus Aomycka |-
K pabore

Jpyrue XxapakTepucTUKu | -

JlononHUTENbHBIE XapaKTEPUCTUKHU

HaumeHoBaHue 10KyMeHTa Kon HaumeHnoBaHue 6a30B0ii IpyIIbl, T0KHOCTH (Ipodeccun)
WIH CIIEIUATbHOCTU
OK3 2412 CrienanmucThl 1Mo KaapaM U npohoprueHTannu
3423 CriennanucTsl KaApOBBIX CITYKO M yUpeXIeHUN 3aHATOCTH
EKC - Crenuanmct 1mo Kaapam
- MeHemkep 1o nepcoHainy
OKIIATP 27755 | DKOHOMHUCT MO TPYLY
22956 |HWHcnekTop 1Mo Kaapam




3.2.1. TpynoBas ¢hyHKuus

Co6op napOpMaIIUK 0 TOTPEOHOCTSIX YpoBeHb
HaumeHnoBanue | opraHuzanuu B nepcoHaie Kox | B/01.6 |(nmomypoBenn) |6
KBaTU(UKAITH
[Ipoucxoxnenue 3auMCTBOBaHO

TPYOBOM (QyHKIIUU

Opurunan X
U3 OpUrMHaIa

Kon Perucrpanmonsbiin
OpHUTHHAIA HOMEpP
npodeccuoHanbHOTO
CTaHaapTa

TpynoBble nencTBUs

AHaJIn3 MIIaHOB, CTPATETUH U CTPYKTYPhl OpraHU3aluu

Ananu3 ocoOeHHOCTeH opraHu3anuud padoThl M TNPOU3BOJACTBA Ha
KOHKPETHBIX pabOoYuX MecTax

AHanu3 pblHKa Tpyda IO OpraHu3aly paboThl Ha aHAJIOTUYHOM
MIPOU3BOACTBE U PabOUUX MecTax

dopmupoBaHue TpeOOBAaHUI K BaKaHTHOW JODKHOCTH (mpodeccuu,
CIEIUATBHOCTH) ¥ UX KOPPEKIIUS

AHanu3 pbpIHKA Tpyda M TMEpCcoHaNa OpTraHu3alud MO MPOQUITIo
BaKaHTHOW JTOJDKHOCTH (PO eCCHu, CIICIUATBHOCTH)

WudopmupoBanue u KOHCYJIBTUPOBAHUE pPYKOBOAMTEIEH
HOJpa3/ieiecHHii U OpraHU3alliy 10 BOMPOCaM PBIHKA TPyAa B YacTH
o0ecrie4eHus IepCOHATIOM

Heobxonumbie ymeHust

Cobuparb, aHaNM3UpPOBaThb U CTPYKTYpUpOBaTh HHGMOpMaluoo 00
OCOOEHHOCTSIX ~OpraHu3aluu padOT Ha pa3IMYHBIX Yy4yacTKax
MIPOM3BOJACTBA M Ha KOHKPETHBIX pabouuMx MecTax C y4yeToM Lejeid,
3ajJ1a4, IUIAHOB U CTPYKTYPbl OpraHu3aluu

CoOuparb, aHaMIU3UPOBaThb M CTPYKTYpPUPOBaTh HWHGPOPMALUIO 00
O0COOEHHOCTSAX U BOBMOXKHOCTSIX KaJpOBOTO MMOTEHIIMAJa OpraHu3alun

Cobuparb, aHaTU3UPOBaTh M CTPYKTypHpOBaTh HHGOpMANHIO 00
OCOOCHHOCTSIX pPBIHKA TPYHa, BKIIOYAS MPEIJIOKEHUS OT MPOBANWIEPOB
YCIYT TI0 TIOWCKY, IPUBJICYCHUIO, TTOI00PY M OTOOPY MepcoHaia

®opmupoBarh TpeOOBaHHA K BaKaHTHOM JOMKHOCTU (mpodeccun,
CNEMATBHOCTH) M OTPENENATh KPUTEPHH oA0O0pa nepcoHana

BHOCHTB KOppEKTHPYIOIIHE CBEJCHHUS B TpeOOBaHUS K KaHIUAaTaM Ha
BaKaHTHBIE JJOJDKHOCTH (TMPodeccru, CrIeUaIbHOCTH)

[Tonb30BaThCsl MOUCKOBBIMHU ~CHUCTEMaMHU W HUHGOPMAIIMOHHBIMH
pecypcamMu i1 MOHHUTOPUMHIA pPBIHKA TPyAd, TPaXIaHCKOTO U
TPYAOBOTO 3aKoHOAarenbcTBa Poccuiickon denepaunu

KoHcynpTrpoBaTh 10 BOIpOCaM PBIHKA TPyZla B YacTH OOECHEYCHUs
HIEPCOHAIIOM

CobmonaTh HOPMBI STUKH JIETIOBOTO OOIICHHS

Heo0OxonnMeie 3HAaHUA

TCXHOJ’IOI‘I/II/I, MCTOAbBI W  MCTOAUKH IPOBCACHHUA aHaJIW3a H




cHCTEeMaTu3allui JOKYMEHTOB U HH(OpMaIH

CrpykTypa oOpraHm3alii W BaKaHTHBIC JOJDKHOCTH (mpodeccud,
CIEIUATLHOCTH)

[Topsmox omnpenenaeHus] MEPCHEKTUBHOW W TeKyIeH MOTPeOHOCTH B
KaJipax

Hcrounuku obecriedeHus: opraHu3aliy KaJapaMu

Opranmszainuss  pabOT HaA pa3IUYHBIX yYacTKax IPOU3BOJICTBA,
OpraHu3aluu, OTPaCIU

OOmue TEeHASHIMM Ha pBIHKE TpyJa W B OTACIBHOM OTpaCiH,
KOHKPETHOU mpodeccruu (OMKHOCTH, CTICTIHATHBHOCTH )

OCHOBHI IICUXOJIOTHU B COHOJIOTHHU Tpyada

OCHOBEI O9KOHOMMKH, OpraHu3aluu TpyJa U yIipaBJICHUA

TpynoBoe 3aKOHOIATENBCTBO M HWHBIE AaKThl, COAEP)KAIME HOPMBI
TPYZOBOTO ITpaBa

OCHOBBI apXHBHOTO 3aKOHOJATEIhCTBA M HOPMATHBHBIE IPABOBHIC
akTel Poccuiickoit denepanuu, B 4acTU BeIAEHHUS AOKYMEHTAIMH IO
TIepCOHAITY

3akoHonarenbcTBO Poccuiickoit denepaininu o nepcoHaIbHbIX TaHHBIX

JlokaibHBIE HOPMATHBHBIE aKThl OPraHMU3allid, pPETYIUPYIOIIHE
NopsI0K oadopa nepcoHana

HopMbi 5Tuku aemoBoro oOmieHus

ba3oBeile  OCHOBBI ~ MH(POPMATHKH, CTPYKTYpHOE  IOCTPOCHHE
MH(POPMALIMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMU

Jpyrue xapakTepucTUKu

3.2.2. TpynoBas ¢pyHKUIUSA

[louck, npusieyeHue, noadoop u oTdOp YpoBeHb
HaunmenoBanue | nepconaia Koxg | B/02.6 |(nmomypoBenb) |6
KBaJIM(DUKALIUU
[Ipoucxoxnenue 3auMCTBOBaHO

TPyAOBOH (DyHKIIMH

Opurunan X
U3 OpUrMHaIa

Kon PerucrpanmonHsIit
opUruHasa HOMED
podeCcCHOHATBLHOTO
cTaHjapra

TpynoBbie neHCTBUS

[lorck BO BHYTPEHHHX W BHEUIHMX HWCTOYHUKAX WHPOPMAIUH O
KaHJUIaTaX, COOTBETCTBYIONICH TPEOOBAHUSM BAaKAaHTHOW JOJDKHOCTH
(mpodeccun, cienanbHOCTH )

Pa3memienne cBeleHWil O BakaHTHOW JODKHOCTH (mpodeccum,
CTEMATBHOCTH) B CPEICTBAX MacCOBOW MH(OpMAIH

Bo160p cioco60B 1 METOJIOB IPUBJICUEHUS [IEPCOHANIA B COOTBETCTBUU




C YTBCPKACHHBIMU IJIAHAMU

[IpoBepka wHpOpMAIMK O KaHAUAATAX HA BAKAHTHBIC JOJDKHOCTH
(mpodeccun, cienaabHOCTH)

ITpoBenenue cobeceoBaHUi M BCTPEY C KaHAWIATaMHU Ha BaKaHTHBIC
JOJDKHOCTH (Tpodeccrn, CeIUaIbHOCTH) ¢ 00ecrieueHneM 00paTHOM
CBSI3H

OneHka COOTBETCTBUS  KaHAMIATOB  TpeOOBaHUAM  BaKaHTHOU
JOJDKHOCTH (TTpOo(heCcCuu, CenaIbHOCTH)

[ToaroroBka mpemtokeHud MO0 (POPMUPOBAHHUIO OIOKETAa HA IOMCK,
[pUBJIEYEHUE, 10100P U OTOOP MepcoHaa

WNudopmupoBanue " KOHCYJIBTHPOBAaHUE PYKOBOAUTENEN
MoApa3ejeHu! M OpraHu3alMyd 10 BONPOCAM  IMPHUBJICYECHUS
IIEpPCOHAJA ¢ OLIEHKOM 3aTpar

Heo6xonumble ymeHHs

OmnpenensiTe KpuUTepUH TOUCKA, MPHUBICUEHHs, MoAOOpa U oTOOpa
nepcoHana

Cobuparb, aHaIM3UPOBaThb M CTPYKTypUPOBaTh HHPOPMALHIO O
KaHJIUJaTax U MPEeAJIOKEHUSIX Ha PhIHKE TpyAa

Ilonn30BaTbCsi IOMCKOBBIMHM — CHCTEMaMH U I/IHq)OpMaIII/IOHHBIMI/I
pecypcamMu B obnacTu obecreyeHus MNepCoHaJIOM

[IpuMeHATh TEXHOJOTHMHM U METOIUKH IOHMCKa, MPUBJIEYEHHUs, Toa0opa
u oTOOpa KaHAMJIATOB Ha BaKaHTHBIE JOJDKHOCTH (mpodeccum,
CMELUAIbHOCTH) B COOTBETCTBHE C UX CIELU(PHUKOM

Hcnonb3oBarh  cpeicTtBa  oOecrieueHHsl  MEPCOHAJIOM,  BKIIHOUAs
COIPOBOK/ICHHE

KoncynsTrpoBarh 1o BonpocaM IpUBJIeUEHUs IepcoHaia

CocTaBisTh U KOHTPOJIUPOBATH CTAaThU PACXOJOB Ha obecreueHue
MIEPCOHAIOM JIJIsl TUTAHUPOBAHUS OOIKETOB

CobmronaTh HOPMBI 3TUKH JISTIOBOTO OOIIIEHUS

HeoOxonnMmele 3HaHNS

Hcrounnku obecrieueHus: OpraHu3aiiy KapamMmu

TexHONMOrMM ¥ METONWKH TIOWMCKA, MPHBIICYCHHUS, MMOI00pa U oTOOpa
nepcoHana

Cuctembl, MeTonbl U (OpPMBI MaTepUaIbHOTO M HEMAaTepUaAIbHOTO
CTUMYJIMPOBAHMS TpyJa IepcoHaa

Texnonoruu u MeToab!l GOPMUPOBAHUS U KOHTPOJIS OIOIKETOB

Texnonorun, MeToABI W METOAMKM  IIPOBEIEHHUS  aHAJIN3A,
cHCTEeMaTu3allui JOKYMEHTOB U HH(OpMaIH

CrpykTypa oOpraHm3alliii W BaKaHTHBIC JOJDKHOCTH (mpodeccuw,
CIEIUATLHOCTH)

OOr11re TeHACHIIMN Ha PhIHKE TPYJa M B OTACIBHBIX OTPACIISAX M BHIAX
npodeccHoHaNBHOMN JIeITeTbHOCTH

OCHOBBI IICUXOJIOTHU U COIHOJIOTUHU Tpyda

OCHOBBI 5KOHOMUKH, OpraHU3alUH TPYAa U YIIPABICHUS [IEPCOHATIOM




TpynoBoe 3aKOHOTATETBCTBO W WHBIC AaKThl, COACpXKAIIUE HOPMBI
TPYAOBOTO TIpaBa

OCHOBBI apXMBHOIO 3aKOHOJATEIbCTBA W HOPMAaTHBHBIC IIPaBOBBIC
akTbl Poccuiickont ®denepanuu, B 4aCTH BEACHUSA JOKyMEHTALUU I10
HIEpCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHOATENbCTBA Poccuiickoit denepamuu

3akoHoAarenbcTBO Poccuiickoit deneparinu 0 mepcoHaNbHBIX JaHHBIX

JlokasibHBIE ~ aKThl ~ OpPraHM3aLUHU,  PETYIUPYIOIIHE  TMOPSAIOK
o0ecriedyeHus: NepcoHaIoM

Hopwmpbl aTukH 1e110BOT0 00IIIeHMS

ba3oBele OCHOBBI MH(MOPMATHKH, MOCTPOCHUS HWH(OPMAIMOHHBIX
CHCTEM M 0COOCHHOCTH PabOThl C HUMHU

Jpyrue xapakTepucTuku

3.2.3. TpynoBast pyHKIUS

AJIMHHUCTPUPOBAHHE TIPOIIECCOB U VYpoBeHb
HanMeHnoBanwme | TOKyMEHTOOOOpOTa 00ECIIeUeHUs Kon | B/03.6 |(momypoBeHn) |6

NIEPCOHAJIOM KBaJTH(PHUKAIIUN
[Ipoucxoxnenune 3auMCTBOBAaHO

TPYAOBOH QyHKIIMU

Opurunan X
U3 OpUTHHAJA

Kon Perucrpanmonsslit
OpHTI'HHANa HOMEp
npodeccHoHaTBHOTO
CTaHIapTa

TpynoBsle NeNCTBUA

AHanu3 mpouneccoB JIOKyMEHTOOOOPOTa, JIOKAJIBHBIX JIOKYMEHTOB IO
BOIpOCaM 00€eCIeYeHUsl IEPCOHATIOM

Benenne wunHdopmanuu o0 BaKaHTHBIX JOJDKHOCTSIX (Tpodeccusix,
CHEIUATBLHOCTAX) U KaHAU1aTax

JIOKyMEHTaIlMOHHOE COMPOBOXK/ICHNE KaHIWJATOB Ha 3Talax IMOMCKa,
IpUBJIeYeHHs, Moa0opa M OTOOpa TMepcoHalla Ha BaKaHTHbBIE
JIOIDKHOCTH  (mpodeccHu,  CHENHMaIbHOCTH),  HWH(OPMHPOBAHUE
KaHAMJAaTOB O pe3ynbTarax oroopa

[ToaroroBka 3ampocoB O KaHAWAATaX B TOCYIAPCTBEHHBIC OpraHbl, B
cllydasix, MPEAyCMOTPEHHBIX JEHCTBYIOIIAM 3aKOHOJATEIHCTBOM, H
00paboTKa Mpe0CTaBICHHBIX CBECHUI

IToaroroBka u 006paboTKa yBEAOMIICHHI B TOCYJapCTBEHHbIE OpraHbl,
npodeccuoHanbHbIE COIO3bl U JApPYTUe MPEICTaBUTEIbHBIE OPraHbl
pabOTHUKOB MO BOIpOCAM IMOMCKA, MPUBJICUCHHS, MO100pa U oTOOpa
nepcoHana

ConpoBokJieHHE  JOrOBOPOB MO  OOECIEUYEHUI0  OpraHu3aluu
NIEPCOHAIOM, BKJIIOYas IpeaBapUTEIbHBIE MPOLEIYypbl IO HX
3aKJIFOYEHUIO

HeobOxoaumbie ymMmeHus

OO0ecrieunBaTh JOKYMCHTAIIMOHHOC COIIPOBOXICHUE BbIXOJa




KaHAMaTa Ha paboTy U IepeMeleHHs epcoHaa

OdopmisasTh JOKYMEHTBI 1O BOIpocaM oOecreueHust KaapOBBIMHU
pecypcamu, HEOOXOAMMBIE AJisi MPEJOCTAaBICHUs B TOCYJapCTBEHHBIE
Opranbl, NPO(EeCCHOHATBHBIE COIO3bl M JPyTHe MpeICTaBUTEIbHbIC
Oprabl paOOTHUKOB

Opranu3oBbIBaTh  XpaHEHHE JOKYMEHTOB B  COOTBETCTBHH C
TpeOOBAHUSMU TPYAOBOTO, APXUBHOTO 3aKOHOJATENbCcTBa Poccuiickoii
®denepanvy 1 JOKaJIbHBIMUA aKTaMU OpPraHU3aINH

AHanu3upoBaTh  JIOKYMEHTBI M  IE€pPEHOCUTh HH(popMmaluio B
WH(POPMALIMOHHBIE CUCTEMBI U 0a3bl TAaHHBIX O KaHAUIATax

PabGorare ¢ mHOpmanmoHHBIMH CHUCTEMaMU U 0a3aMu JaHHBIX TIO
BONpocaM oOecreueHusl MEePCOHAIOM, BEACHUIO IIOMCKAa U yuyeTa
KaH/JI/1aTOB Ha BaKaHTHBIE JOJDKHOCTH (Mpodecchu, CreuaibHOCTH)

[Ipon3BoauTh  MHpeABapUTENBHBIE  3aKyNOYHBIE  IPOLEAYpHl H
oopMIIATE  COMYTCTBYIOLIYIO JOKYMEHTAIMI0 IO  3aKIIOYCHHIO
JIOTOBOPOB

Opranu3oBeIBaTh W MPOBOAUTH  KOHKYPCHl, OQOpPMIIATH U
aHAJIM3UPOBATh KOHKYPCHYIO TOKYMEHTALUIO

Bectu nenoByro nepenucky

CobironaTh HOPMBI TUKH JIETIOBOTO OOIICHUS

Heo0OxonnMele 3HaHMS

[Mopsimox  odopmiteHUs, BeNEHUS W XpaHEHHWS JOKyMEHTAIWH,
CBSI3aHHOM C TIOMCKOM, IIPHUBJIEYEHHEM, IOAOOPOM M OTOOpOM
NIEPCOHAJIA HAa BAKAHTHBIE JOJKHOCTH

[lopsnox QopmupoBaHus, BeAcHUS OaHKa JaHHBIX O I[EpCOHAe
OpraHM3alMM U IPEJOCTABICHUS OTYETHOCTHU

OcCHOBEI I[OKyMeHTOO60pOTa U JOKYMCHTAIIMOHHOI'O obecrieueHuUs

TexHomornu, MeETOAbBI W METOAUKM TMPOBEACHHUS aHaiu3a U
CUCTEeMAaTHU3alliu JOKYMEHTOB U HHPOpMaLUU

[lopsmox mpoBeaeHHS KOHKYPCOB M O(GOpPMIICHHS KOHKYpPCHOM
JIOKyMEHTaIuu

[lopsimox mpoBeAEHUs 3aKyMOYHBIX TMpOUERyp H  OhOpMIICHHS
COIIyTCTBYIOILLEN TOKyMEHTALUN

CtpykTypa oOpraHuzalMM ¥ BaKaHTHbIE JOJDKHOCTH (mpodeccun,
CHEIMATIbHOCTH)

TpyaoBoe 3aKkOHOAATENBCTBO M MHBIE AaKTBI, COJEpKAILME HOPMBI
TPyAOBOIO Ipana

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIC
akTtbl Poccuiickoii denepanyu, B 4acTH BEACHUS JOKYMEHTAIMH I10
MEpCOHAIY

OcHoBBI HaJIOrOBOTO 3aKkoHOAATeNnbcTBa Poccuiickont denepannn

3akoHonarenscTBO Poccuiickoit denepannn o nepcoHaIbHbIX TaHHBIX

JlokaybHBIE aKTHl OpPTaHM3ALUH, PETYIUpPYIOIIKE MOPSAIOK mombdopa
nepcoHana




[Topsiaok 3akiit0oueHust JOrOBOPOB (KOHTPAKTOB)

HopMbl 3Tuku AemoBoro oOmieHwust

bazoBeie OCHOBBI WH(OPMATHKH, TOCTPOSHHUS HH(POPMAITMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUMHU

Jlpyrue xapakTepuCTUKU

3.3. O6o6uienHas TpynoBast GpyHKIHS
HaumenoBanu | JlesTenbHOCTH IO OICHKE U aTTECTAIlUHN Ko C YpoBeHb 6
€ nepcoHana KBaJIM(UKALIUN
[Ipoucxoxnenue
o o 3auMCTBOBAaHO
00o0menHoM TpynoBoii  |Opurmaan X
13 OpUTHHAJIA
dhyHKIMH
Kon PerucrpanmoHHsIit
OpUruHajia HOMED
podeCcCHOHaTBLHOTO
cTaHjapra

BosmoxHble
HauMEHOBaHUA
NOJDKHOCTEH, mpodeccuit

Crenanyct no oLeHKE U aTTeCTallK epcoHaa
Criemanuct no nepcoHaity
MeHemxep 1o nepcoHay

TpeboBanus
00pa3oBaHHIO U
00y4eHHTO

Bricmiee oOpazoBanue - 6akanaBpuar

JlonoiHUTENbHOE PO ecCHoHaIbHOE 00pa30BaHUE - POrPAMMBI
MOBBILIEHUS KBATU(PHUKAIIUH; POTrpamMMbl TpodeccruoHaIbHON
NEPEnoAroTOBKH B 00JIACTH MPOBEICHUS OLIEHKH IepcoHalia

TpeOoBaHus K OIBITY
MPaKTUYECKOM pabOTHI

Oco0Opble yciioBUs
JOITyCKa K padote

Jpyrue xapakTepucTuKu

JlomonHUTENbHBIE XapaKTEPUCTUKU

HanmeHnoBanue JOKYMCHTAa KO)I HaumenoBanue 6a30Boi IpyIIibl, IOJGKHOCTH

(mpodeccun) uiM crienuagTbHOCTH

OK3 2412 CrienmanucThl MO KaapaM U NpopopueHTALINH
3423 CrienmauCThl KaapOBBIX CIIYKO U yUpexKACHUI
3aHATOCTH
EKC - MeHnemxkep 1o nepcoHany
OKIIATP 27755 OKOHOMHUCT 1O TPYAY

22956 HNucnekrop no kagpam

3.3.1. TpynoBas dhyHKIIUS




Opranuzanus 1 NpoBeIeHUE OLEHKH YpoBeHb

HaumenoBanwue | nepconana Kon | C/01.6 |(nmomypoBenb) |6

KBaJM(DUKALIAN

IIpoucxoxaenune
TPYAOBOH pyHKIIMK

3anMCTBOBaHO

Opurunan X
U3 OpUTHHAJIA

Kon PerucrpannonHsIii
OpHUTHHAIA HOMEp
npodeCcCuoHaIBLHOTO
CTaHAapTa

TpynoBsle nNeiCTBUA

AHanM3 CTPYKTYpPHI, TJIAHOB U BAKAHTHBIX JTOJDKHOCTEH (mpodeccuid,
CHEIHNabHOCTEH) OpraHu3aluu, 0COOEHHOCTE! OpraHu3aluu paboTs
Ha pa3IMYHBIX ydYacTKax MPOU3BOJCTBA M KOHKPETHBIX paboumx
MecTax

Pa3paboTka mnaHa OIICHKM TEpCOHANa B COOTBETCTBUU C IIENISAMHU
OpraHu3aINH

OneHka JOWHAMHKH  TPOW3BOAMTENBHOCTH, WHTCHCUBHOCTH M
3¢ (hEeKTUBHOCTH Tpy/Aa HA pabOYMX MeCcTax

Omnpenenenne pecypcoB, BBIOOp CPEICTB U METOJOB IPOBEICHHS
OLICHKH IepcoHaja

[IpoBeneHne OlLEHKH TMepcoHaia B COOTBETCTBHM C IIJIaHAMH
OpraHu3aluu

ConpoBoXKJieHHE JIOTOBOPOB C OPraHU3alUsSIMU - HUCHOJHUTEIIMU
MEpPONPUATHIA MO OLEHKE NepCoHana, BKJIIOYas MpeaBapUTEIbHbIE
MPOLEAYPHI IO UX 3aKITHOUEHUIO

KoncynsrupoBanue mnepcoHana IO BOINpOCaM OLEHKH, BKJIIOYAs
OLIEHKY 3aTpar

AHanu3 pe3yapTaToB OLEHKU IEPCOHAA, MOATOTOBKA PEKOMEHIAIMN
PYKOBOJICTBY M IIEPCOHAITY

[TonroroBka mpemiokeHnid 1m0  (HOPMHUPOBAHHUIO OIOMHKETA  TIO
OpTraHM3AINH U IPOBEACHUIO OIIEHKU TIEpCcoHAaa

Heo0Oxonumele ymeHust

Onpenenars napamMeTpsl U KpUTEPUU OLIEHKH [IepCoHaia

OHpeI[GJISITb U MPUMCHATHL CPEACTBAa W MCTO/JAbI IMPOBCACHUA OLCHKU
IepcoHaa

Brigensats (OHpe,I[CJ'IHTB) rpynibl I€pCoOHaJIa AJis MPOBCACHUA OLUCHKHN

Onpenensat  MHTEHCUBHOCTb  Tpyda U 30Hbl  TOBBIIICHUS
a¢hexTUBHOCTH TIepCOHAIa

Ompenensat  MOTHBAIlMOHHBIE  (DAKTOpBI  MPOBEIACHUS  OICHKHU
repcoHalia

CocTaBisiTh M KOHTPOJIMPOBATh CTaThbM PAaCXOJOB HAa OLEHKY
NepcoHasa Juis INIAaHUPOBAHUS OIOIKETOB

OO0ecrieunBaTh OpraHnu3allMOHHOEC COIMPOBOXKIACHUC OLICHKHU II€pCOHAIa

ObecnieunBaTh COXpPaHHOCTh KOH(MUACHIMATBLHOM HHPOpPMAMH TPU
IIPOBEJICHUM OLIEHKH IIepCcoHalIa




OpFaHI/I?)OBI:IBaTB XPaHCHUC JOKYMCHTOB B COOTBCTCTBUH C
TpeOOBaHUSMHU TPYIAOBOTO, apXUBHOTO 3aKOHOMATENbCTBA Poccuiickoit
CDe;[epauHH " JIOKAJIbHBIMU HOPMATUBHBIMU aKTaMU OpraHu3aliun

CoOuparb, aHAIM3UPOBaTh U CTPYKTYPHPOBAaTh HH(MOPMALHIO O
NPEITIOKEHUSAX M0 OLCHKE TIEPCOHAIa Ha PBHIHKE TPyna

[IpousBoauTh  MpeABapUTENbHBIE  3aKyMOYHbIE  MPOLEAYPHl U
oopMIIATE  COMYTCTBYIONIYIO JOKYMEHTAIMIO 10 3aKIIOYCHHIO
JIOTOBOPOB

OHpe,I[CJ'ISITB yCJIoBUs Ui 3aKIIFOUCHHUSA JOTOBOPOB Ha YCIYTH 110
IMPOBCACHHIO OLICHKHU IIE€pCOHAIA

Cucremaru3upoBarb, 000011aTh U aHATU3UPOBATh PE3YNIBTAThl OLEHKU
nepcoHasia

ObecnieunBarh 00paTHYIO CBA3b MO Pe3yJabTaTaM MPOBEACHHON OIICHKH
C NEPCOHAJIOM U PYKOBOJICTBOM

[lonp30BaThCcsi  MOMCKOBBIMHU ~ CHUCTEMaMH,  HHGOPMAIMOHHBIMU
pecypcamu u 0a3aMu JaHHBIX 110 MPOBEIECHUIO OIICHKH IePCOHANa

Pa3pabarbiBaTh pEKOMEHJAMU IO PA3BUTHIO IIEPCOHAJIA HA OCHOBE
IIPOBEICHHON OLIEHKU

Co0monaTh HOPMBI ATUKH JICTIOBOTO OOIICHHMS

Heo0OxonnMmele 3HaHUSA

TexHonoruu W METOABI OIpeneieHus MPo(ecCHOHATbHBIX 3HAHMIA,
YMEHHUI U KOMIIETEHIINI

TexHomornu u MCTOAbI OLICHKN JIMYHOCTHBIX KAQYECTB U XapaKTCPUCTHUK

Cucrempl, MeToAbl U (OPMBI MaTEepHAIILHOTO M HEMaTepUaIbHOTO
CTUMYJIMPOBaHUs TpyJa IepcoHaa

Texnonoruu u MeTopl GOPMHUPOBAHUS U KOHTPOJIS OIO/PKETOB

TCXHOHOFI/II/I, MCTOAbBI W  MCTOAUKHM  NPOBCACHHUA aHAJIM3a U
CucreMaru3aliui JOKYMCHTOB U I/IH(i)OpMaHI/II/I

OcHOBBI O0mIIEll H COIMAILHOM IICHMXOJIOTHH, COLMOJIOTHM U
TICUXOJIOTHH Tpy/ia

OCHOBEI HpOI/I3BO)ICTBCHHOI71 ACATCIIBHOCTH OpraHu3anunu

[lopsnox mpoBeneHUs 3aKyNOYHBIX Hpouenyp Hu  0pOpMIICHUS
COILYTCTBYIOLLEH JOKYMEHTALUU

CrpykTypa oOpraHm3alliii W BaKaHTHBIE JOJDKHOCTH (mpodeccud,
CTIEIUATTEHOCTH)

TpynoBoe 3akoHOIATEIBCTBO W MHBIE aKThl, COAEpXallhe HOPMBI
TPYOBOTO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIC IPABOBHIC
akTtbl Poccuiickoii ®denepanyu, B 4aCTH BEACHUSA JOKYMEHTAIMH I10
MepCoHAITY

3akoHonarenscTBO Poccuiickoit denepanny o nepcoHaIbHbIX TaHHBIX

JIokaibHBIE HOPMATHBHBIE aKThl OPraHMU3alUy, pPETYIUPYIOIIHE
MOPSIOK OLIEHKH I€pCcoHaa

[Topsnok 3aKITO4eHUs JOTOBOPOB (KOHTPAKTOB)




HopMbi 5Tuku aemoBoro oOmieHus

ba3oBeile  OCHOBBI ~ MH(POPMATHKH, CTPYKTYpPHOE  IOCTPOCHHE
MH(POPMALIMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMU

Jpyrue xapakTepucTuku

3.3.2. TpynoBas ¢pyHKUIusA

Opranu3zanus 1 NpoBeIeHNE aTTeCTaluu YpoBeHb
HaunmenoBanue | nepconaia Koxg | C/02.6 |(nmomypoBenb) |6
KBaJIM(UKALIUU
[Ipoucxoxnenue 3auMCTBOBaHO

TPyAOBOH (HyHKIIMH

Opurunan X
U3 OpUruHaIa

Kon PerucrpanmonHsIit
opUruHasa HOMED
po¢eCcCHOHATBLHOTO
cTaHjapra

TpynoBbie neHCTBUS

AHanu3 CTPYKTYpHI, TUNIAHOB M BaKaHTHBIX JIOJDKHOCTEH (Tpodeccui,
CTEMAITBHOCTEN) OpraHu3alnuu, 0COOCHHOCTEH OpraHu3auu padboThI
Ha PAa3MUYHBIX YYacTKaxX IPOM3BOACTBA W KOHKPETHBIX pPabOYnX
MecTax

Pa3paboTka TIPOGKTOB JOKYMEHTOB, OIPEACISIONINX  MOPSIOK
aTTecTalliy NepcoHala, ¢ OIEHKON 3aTpar

COHpOBO)KI[CHI/Ie mnmponecca arreCraluu u pa6OTLI aTTeCTallMOHHOM
KOMUCCHH

[TonroroBka mpenmokeHuid 1o (GOPMHPOBAHUIO OIOMKETa Ha
OpPraHM3alMIO U MPOBEICHHUE aTTECTALlMU IIEPCOHANA

[ToaroroBka MpPESIOKEHUH O COOTBETCTBHM PAOOTHHKA JOJKHOCTHU
(mpodeccumn, CHENMAIBHOCTH) TIO pe3yabTaraM aTTeCTalllk B
COOTBETCTBHH C 3aKOHOZAATenbCTBOM Pocculickoit denepanuu

HeoOxonumele ymeHust

Onpenenars napaMeTpsl U KpUTEPUU aTTECTALlMU [IEPCOHANIA

OHpCI[CJISITB 1 IPUMCHATH CPCACTBA U METOABI aTTCCTAlUN

BeiaensaTs rpynnsl nepcoHaia sl IpOBEACHUS aTTECTAlUN

OObecrnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHHE AaTTECTAIUH
repcoHasa

CocTaBisaTh H KOHTPOJIMPOBATH CTATbU PpPaACXOAOB Ha arTreCTaluio
nepcoHaaa i IIaHUPOBaAHUA 6IO)I)KCTOB

[Tonp30BaThCsi HHPOPMALIMOHHBIMU peECypcaMu U 0a3aMH JaHHBIX 10
MIPOBEJICHUIO aTTeCTaIlu1

Bectu yder M perucTpanuio JOKYMEHTOB B HH(pOPMALMOHHBIX
CUCTEMaxX U Ha MaTepUaJIbHBIX HOCUTEIIAX

Opranu3oBbIBaTh  XpaHEHHUE JOKYMEHTOB B COOTBETCTBHHM C
TpeOOBaHUSIMHU TPYOBOTO, apPXUBHOTO 3aKOHOJATENbCTBA Poccuiickoit

CDeI[epauI/n/I " JIOKAJIbHBIMU JOKYMCHTAMU OpraHu3allun




[Ipon3BoauTh  HpeaBapUTEIbHBIE  3aKyIOYHBIE  TPOLENYpPHl U
OoopMIIATE  COMYTCTBYIOILYI JOKYMEHTAlMIO IO 3aKJIIOYEHUI0
JIOTOBOPOB

CobmronaTh HOPMBI 3TUKH JISTIOBOTO OOIIIEHUS

H€O6XOIII/IMBIG 3HaHHUA HOPHHOK 1 TCXHOJIOIrUsA NPOBCACHUSA aTTCCTAllUN

TexHONOTMH W METOIBI OTPEACIICHUSI W OICHKH MPOo(eCcCHoHaATHHBIX
3HaHWI, YMEHUW U KOMIIETEHIINI

Cuctembl, MeTosl U (OPMBI MaTepHAIBLHOIO W HEMAaTEepPHaJIbHOIO
CTUMYJIMPOBAHMS Tpy/a MepcoHaa

TexHonoruu u MeTobl (POPMUPOBAHHUS U KOHTPOJIS OIOIKETOB

Texnonoruu, MeTompl M METOAMKM IIPOBEACHHS AaHAIN3A W
cHCTEeMaTu3allui JOKYMEHTOB U HH(pOpMaIu

OcHOBEI HpOHSBOIICTBGHHOfI ACATCIIbBHOCTH OpraHu3anuu

OcCHOBBI O0IIEH H COIMAIBHOM IICHMXOJIOTHH, COLIMOJIOTHH |
IICUXOJIOTUU TpyAa

[Mopsimox mpoBeAeHHS 3aKyMOYHBIX Mpoueayp Hu  odopMiIeHHUsS
CONYTCTBYIOIIEH JOKYMEHTALIMU

CrpykTypa OpraHm3allid HW BaKaHTHBIC JOJDKHOCTH (mpodeccud,
CHEIUATIBbHOCTH)

TpyaoBoe 3aKOHOJATENBCTBO M HHBIE AaKThl, COAEpPKALIUE HOPMBI
TPYAOBOTO TIpaBa

OCHOBBI apXUBHOIO 3AaKOHOJATEIbCTBA M HOPMAaTHBHBIE IIPABOBBIC
akTbl Poccuiickoii denepanuu, B 4aCTU BEIACHUSA JOKYMEHTALUU II0
IIEPCOHAILY

3akoHonarenbCcTBO Poccuiickoit denepannu 0 NepCOHAIbHBIX JAHHBIX

JloxanbHBIE HOPMATHUBHBIC AKTbl OpraHu3aluy, peryJInupyromuc
MOPAJOK OLCHKH IICPCOHAIA

[Topsnok 3aKit0ueHNs JOTOBOPOB (KOHTPAKTOB)

Hopwmpbl aTikH 1e1oBoro oomeHust

bazoBble  OCHOBBI ~ HMH(OPMATUKH, CTPYKTypHOE  IOCTPOEHHUE
MH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHI C HUMH

Jpyrue XxapakTepucTUKu | -

3.3.3. TpynoBast pyHKLIUS

AJMUHHUCTPUPOBAHKE TPOIECCOB U YpoBeHb
HanMeHnoBanwme | TOKyMEHTOO0OPOTA IIPH MTPOBEICHUHN Kon | C/03.6 |(momypoBeHb) |6
OILICHKH U aTTeCTalluU NIepcoHaa KBaJIM(DUKALIUY
IIpoucxoxnenue 3anMCTBOBaHO
P A Opurunan X
TPYIOBOM (QyHKIIUU U3 OpUrHHAla
Kon Perucrpanuonnslii

OpUTHHaJa HOMEp



npo¢ecCHOHAIEHOTO
cTaHmapra

TpynoBsle NeNCTBUA

AHalu3 npouneccoB JOKYMEHTOOOOPOTa, JIOKAJIbHBIX JOKYMEHTOB IO
OLICHKE M aTTECTAIlMX TIePCOHAA

OpraHI/ISaHI/IOHHOG COIIPOBOXKACHUC MepOHpI/IﬂTI/Iﬁ II0  OIICHKC
IepcoHalla U €ro arreCTalunu

OdopmiteHne mporiecca U pe3yJbTaToB aTTeCTalluy MePCoHaa

WNupopmupoBanre nepcoHaia o pe3yibratax OleHKH U aTTeCTallluu

[ToaroroBka mpemyioKeHUH MO Pa3BUTHIO MEPCOHANA MO PE3YJIbTaTaM
OLIEHKH

ComnpoBoxaeHHE JOTOBOPOB IO OKA3aHUIO KOHCYJIBTALMOHHBIX U
MH(OPMAIIMOHHBIX YCIIYT MO OLEHKE U aTTeCTalllH IepcoHaa

HeobOxoaumbie ymeHus

OOecrieuynBaTh JOKYMCHTAIIMUOHHOC  COIIPOBOXKIACHUE OLCHKH H
arTeCTaluu nNCpCoHaIa

OdopMIsITh JOKYyMEHTHI TIO BONPOCAM OICHKA W aTTeCTAINH
NepCcoHaja, TPENOCTaBIsieMble B  TOCYJapCTBCHHBIC  OpTaHbl,
npoecCHOHANBHBIE COI3BI U JPyTHe MPEICTABUTEIBHBIC OPTaHBI
pabOTHHUKOB

AHaHI/ISPIpOBaTL IpaBujia, MpoOUCAYPHI U MMOPAAKU ITPOBECACHUS OLICHKU
" aTTeCTallru nepcoHaia

Bectu yder W perucTpauuio JOKYMEHTOB B HMH()OPMALMOHHBIX
CUCTEMaxX U Ha MaTepUaJIbHBbIX HOCUTEIAX

Opranu3oBbIBaTh ~XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMHU TPYJAOBOTO 3aKOHOAATEeNIbCcTBa Poccuiickoit deneparuu
Y JIOKQJIbHBIMU aKTaMU OpraHU3alnu

Bectu nenoByro nepenucky

Paborate ¢ mMH(MOPMAIMOHHBIMU CHCTEMaMd M 0a3aMu JaHHBIX 10
BOIPOCAM IPOBEACHUS OIICHKA W aTTeCTalliH IePCOHAJA, BEICHUIO
ydera KaHIWJATOB HA BaKaHTHBICE JOKHOCTH (mpodeccuu,
CIEIUATBLHOCTH)

AHanu3upoBaTh JOKYMEHTBl W TEPEHOCUTh HH(OpPMALUIO B
MH(OPMAITMOHHBIE CHCTEMBI U 0a3bI TAHHBIX

CobimonaTh HOPMBI STUKH JIETIOBOTO OOIIEHMS

Heo0OxonnMele 3HaHMS

[Topsimok  odopmieHus, BeACHHUS W XpaHEHUS JOKyMEHTAIWH,
CBSI3aHHOM C MPOBEICHUEM OLICHKHU U aTTECTalMU IIEPCOHAIA

HOpHI[OK (bOpMHpOBaHHH, BCACHUA OaHka JaHHBIX O TICPCOHAJIC
oprann3alvi U Mpe€aoCTaBJICHUA OTYCTHOCTH

[lopsimox mpoBeAeHMsS 3aKyMOYHBIX Mpoueayp M ohopMmieHHUs
CONYTCTBYIOILIEH JOKYMEHTALIMU

[Mopsimox  odopmiieHHS ~ JOKYMEHTOB,  MNPEIOCTABISIEMBIX B
rOCyJIapCTBEHHbIE OpraHbl, Mpo(ecCHOHaTIbHBIE COI3bl U JAPYTUE
MIPEJICTAaBUTEIIbHBIC OPTraHbl PAOOTHHKOB

OCHOBBI JIOKYMEHTOO00POTA U JOKYMEHTAIIHOHHOTO 00ECIICUCHHUS




CrpykTypa oOpraHu3allid W BaKaHTHBIE JOJDKHOCTH (mpodeccuw,
CHEIUATLHOCTH)

TpynoBoe 3akOHOJATENbCTBO M MHBIE AKThI, COJEP)KAILUE HOPMBI
TPYZOBOTO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIhCTBA W HOPMATHUBHBIE MPABOBBIC
aktel Poccuiickoit @enepannu, B 4acTH BEAEHUS JOKYMEHTAIUU IO
MepCOHAITY

3akoHonarenbcTBO Poccuiickoit denepaiyn o nepcoHaIbHbIX TaHHBIX

TGXHOJ'IOFI/II/I, MCTOABI KW  MCTOAMKH IIPOBCACHHA aHaInW3a U

CUCTCMATU3alluu JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanpHBIE HOPMATUBHBIE AaKThl OpraHU3allMU, PETYIHPYIOIINe
MTOPSIZTOK OIIEHKH W aTTeCTallUy TIepcoHalIa

[Topsimok 3akimoueHust JOTOBOPOB (KOHTPAKTOB)

Hopwmpbl 3THKH 1€710BOT0 00IICHUS

bazoBeie  OCHOBBI ~ MH(OpMATHKH, CTPYKTypHOE  IOCTPOCHHE

MH(POPMAITMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHI C HUMH

Jpyrue xapakTepucTuku

3.4. O600meHHas TpynoBas QyHKIIH

HaumenoBanu |/lesTensHOCTB MO pa3BUTHUIO TIEPCOHANA Ko D VYpoBeHb 6
e KBaJIM(UKALIUN
[Ipoucxoxnenue
P R . 3auMCTBOBaHO
0006menHoi TpynoBord | OpuruHan X
U3 OpUrUHAJA
GbyHKIIII
Kon PerucrpanmonHslii
OpUTHHAlA HOMEp
npo¢eCcCHOHATEHOTO
CTaHAapTa

Bo3smoxHbIe
HaNMEHOBAHUS
JOJDKHOCTEH, TIpodeccHii

Crnennanuct 1o pa3BUTHIO U 00YUIEHHIO TEpCoHaa
Crnenanyct o pa3BUTHIO Kapbepbl IepcoHaa
Criemanuct mo nepcoHairy

MeHemxep 1o nepcoHay

TpeboBanus K
00pa3oBaHHIO U
00y4eHHTO

Bricmiee o6pazoBanue

JlononHuTenbHOE MpodheCCHOHATEHOE 00pa30BaHUE - TPOTPAMMBI
MOBBIIIEHUS KBATU(PHUKAIIUH; POrpaMMbl TpodeccruoHaIbHON
MIEPETIOATOTOBKYU B 00JIACTH OPTaHU3aIMOHHOTO U MPOQECCUOHATEHOTO
pa3BUTHS MIEpCOHATA

TpeboBaHUS K OIIBITY
MIPAKTUYECKON paboThI

Oco0sie ycrioBust
JIOTTyCcKa K pabote

Jpyrue xapakTepucTuKu




JlononHuTENbHBIE XapaKTEPUCTUKU

HaunmeHnoBanue nokymeHnTta Kon HanmMenoBanne 6a30BOM TPYIIIBI, TOKHOCTH

(mpodeccun) nnu cienruatbHOCTH

OK3 2412 CrienanmucThl 1Mo KaapaM U npodopueHTannu
3423 CrienanicThbl KaJpOBBIX CIYXKO M yUpeKIeHUH
3aHATOCTH
EKC - Menemxep 1o nepcoHaty
OKIIATP 27755 | DKOHOMHUCT 1O TPYLY

22956 | MHcnekTop no Kajapam

3.4.1. TpynoBas ¢hyHKIus

Opranu3zanus u NIpoBeieHNE
MS oIl I/ISIL"II‘I/Iﬁ HOp%BETHIO U YpoBeHb
HaumenoBanue porp P . Kon | D/01.6 |(momypoBeHb) |6
MOCTPOECHHIO MPOPECCUOHATEHOM
KBaJIM(UKALIUY
Kapbepbl IEpCcoHalIa
[Ipoucxoxaenue 3aMMCTBOBAHO
P KA Opurunan X
TPYIOBOU (DYyHKITUU U3 OpUrUHAaJa
Kon Perucrpanmonnslii
OpUTHHAIA HOMED
npodeccuoHanbHOro
CTaHAapTa

TpynoBsle NeiCTBAA

AHanu3 CTPYKTYpPhl, INIAHOB U BAKAHCUW OPTaHU3ANU

Ananus ocobeHHOCTEH pabOTHI HA Pa3IMYHBIX yYacTKaX MPOU3BOJICTBA
Y KOHKPETHBIX pabouux MecTax

[lonroroBka MpOEKTOB JOKYMEHTOB, ONPEIEISIOIMIUX  HOPSAIOK
pa3BUTHS IIEPCOHANA M HOCTPOEHUs NPOPECCHOHAIBHOW Kapbepbl C
OLICHKOM 3arpar

PazpaboTka riaHoB mpogecCHOHANBHON Kapbepbl PAOOTHHKOB

dopMHUpOBaHUE KaJPOBOTO pe3epBa

Opranuzanuss  MeponpUATHH 1O  Pa3BUTHUI0 UM MOCTPOEHUIO
npo¢ecCHOHAIbHON Kapbephl IIepcoHaa

IlogroroBka mpeanoxkeHudt 1o (OpMHpPOBaHUIO OomKeTa Ha
OpraHM3ali0 M MPOBEJCHHE MEPONPHUATHI [0 pa3BUTHIO U
MOCTPOCHUIO PO(PECCHOHATLHON Kapbephl MepcoHalia

Ananmu3 3(p(GEeKTUBHOCTH MEPOIPHUATUH IO Pa3BUTUIO IIEPCOHANA,
MO/ATOTOBKA MPEATIOKEHNH 110 Pa3BUTHIO

HeobOxoaumbie ymMmeHus

AHanu3upoBaTh YpOBEHb OOIIEro pa3BUTUS M TNPOPECCHOHATBHOU
KBaJM(HUKALUKU TTIepCOHAIA

Omnpenenars KpaTKOCPOUHBIE U JJOJITOCPOYHbIE TOTPEOHOCTH Pa3BUTHUS
MepcoHaa v MOCTPOEHUS ero MpodeccuoHaNbHON Kapbephl




Omnpenensate  kpuTepud  (OPMHPOBAHUS  KaJpOBOTO  pe3epBa
OpraHu3aIlu

CocraBiaTh  MHIUBHIYyalbHBIC IUIAaHBl  KapbepPHOTO  Pa3BHUTHUS
nepcoHana

[IpuMeHATh TEXHOJIOTMM ¥ METONbl pa3BUTHS IEpcoHaNa U
MOCTpOEHUs MPodeCcCHOHATBHOM Kapbephl

CocTaBnsaTh NPEATOKEHUS U KOHTPOJIUPOBAaTh CTaTbU PAacXOJOB Ha
MIPOrpaMMbl ¥ MEPOTIPUATHUS IO Pa3BUTHUIO MEPCOHANA U MTOCTPOEHUIO
npo¢eCcCHOHAIBHON Kapbephl A MJIAHUPOBAHUS OIOKETOB

Omnpenenats 3¢ (HeKTUBHOCTh MEPONPUATUI IO PA3BUTHIO MIEPCOHANA U
MMOCTPOCHUIO MTPOPECCHOHATHFHON Kapbephbl

PabGorare ¢ mHOpManMoHHBIMH CcHUCTeMaMU U 0a3aMu JaHHBIX TIO
MepCoHAIY

CobmronaTh HOPMBI 3TUKH JISTIOBOTO OOIIEHUS

HeobxoauMmbie 3HaHUA

Cucrtema,  cmocoObl,  METOABI,  HMHCTPYMEHTBHl  TOCTPOCHHS
po¢eCCHOHAIIBHON Kapbephl

MeTopl onpeneNieHus U OLEHKH JTUYHOCTHBIX W MPO¢eCCHOHATBHBIX
KOMIIETEHIIUN

Cuctembl, MeTonbl W (OPMBI MaTEpPHATBHOTO W HEMAaTEPUAIBHOTO
CTUMYJINPOBaHUs TpyJa IepcoHala

TCXHOHOFI/IH, MCTOAbI (I)OpMI/IpOBaHI/IH " KOHTPOJIA 6IOI[)K6TOB

TexHomornv, MeTOAbBl W METONUKHM IIPOBEACHUS aHaiau3a U
CUCTEeMAaTHU3allii JOKYMEHTOB U HHPOpMaLUU

OcHoBBI TPo(heCCHOHAIBHON OPUEHTAITH

OCHOBEI I[OKYMCHTOO60];)OT3 U JOKYMCHTAIIMOHHOI'O obecrneuyeHus

OCHOBEI HpOHSBOI[CTBCHHOﬁ ACATCIIbBHOCTH OpTraHu3alun

OcHOBBI O0IIEll H COIMAJILHOM IICHMXOJIOTHH, COLMOJIOTHM U
TICUXOJIOTUH TPyl

CrpykTypa oOpraHu3alii W BaKaHTHBIE JODKHOCTH (mpodeccud,
CHEIUATBbHOCTH)

TpyaoBoe 3aKOHOAATEIBCTBO M MHBIE aKThl, COJEpKAIllUE€ HOPMBI
TPYAOBOTO TIpaBa

3akoHonarenbcTBO Poccuiickoit denepannu 0 NepCOHATBHBIX JAHHBIX

JlokasibHble HOpPMAaTHBHBIE aKThl OpraHU3alllM, PpEryJupyrolue
MOPSIOK  pa3BUTHSL U TOCTPOCHHUS MPO(ECCHOHATBHON Kapbepbl
nepcoHana

[Topsamox 3akiTtO4YeHNs JOTOBOPOB (KOHTPAKTOB)

HopMsi sTuku aenoBoro oOieHus

ba3oBele  OCHOBBI ~ MH(POPMATHKH, CTPYKTYpHOE  IOCTPOCHHUE
MH(OPMAIIMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMU

[pyrue xapakTepucTUKH




3.4.2. TpynoBas pyHKIUS

HanmenoBanue

Opranu3zanus oOy4eHus mepcoHana VYpoBeHb

Kon | D/02.6 |(nmomypoBenb) |6
KBaJTM(DUKAIAN

IIpoucxoxaenune
TPYAOBOH (pyHKIIMK

3auMCTBOBaHO

Opurunan X
U3 OPUTHHAJIA

Kon PerucrpanmonHsIii
OpHUTHHAIA HOMEp
podeCcCuoHaIBLHOTO
CTaHAapTa

TpynoBsle neiCTBUA

AHanmu3  peIHKa  00pa3oBaTeNbHBIX  YCIyr W TMOTPEOHOCTEH
OpraHu3alyy B 00y4eHUHU IiepcoHalia

Pa3pa60TKa IJIaHOB, MCTOANYCCKUX MATCPHUAJIOB, y‘{€6HLIX IIJIaHOB U
mnmporpamMm, IIPOCKTOB JIOKAJIBHBIX aKTOB IIO O6y‘I€HI/IIO U Pa3BUTHUIO
NepCcoHalia, BKIIr0O4asa OLCHKY 3aTpar

Opranu3zaiiys MEpONPHUSITHIA TT0 00YYEHHUIO MTepcoHata

[MonroroBka mpemiokeHuid 1o (GopMmupoBaHHiO OrOKeTa Ha
OpraHu3aluio 00y4eHus repcoHata

Ananu3 3QPeKTUBHOCTH MEPOIIPUATHI 110 00yUEHHIO IEpCOHamNa

Heobxomumbie ymeHust

AHanu3upoBaTb M ONPEAEATh MOTPEOHOCTH B OOYYEHUH TIpyII
IepCcoHaIa B COOTBETCTBUU C LIEJSIMU OpTaHU3alUU

Pa3pabarbiBarh IUIaHBI MOATOTOBKH, MEPETOATOTOBKU U IMOBBILICHHS
KBaJM(UKALNUU KaJpOB, y4eOHbIE TIaHBI M IPOrpaMMBbl

AHaHI/ISI/IpOBaTB PBIHOK 06p2130BaTeJ'IBHLIX yCiayr W TOTOBUTH
MMPEATIOKCHHA 110 MOCTAaBIIUKAaM YCIIyT

Opranu3oBbIBaTH 00YYaIOINE MEPOIIPUSITHS

CocTaBisTh W KOHTPOJIMPOBAaTH CTaTbH pPACXOI0OB Ha OOydeHHe
nepcoHaa Juis INIaHUPOBAHUS OIOIKETOB

PazpabarbIBaTh M KOMIUIEKTOBATh Y4€OHO-METOMUECKHE TOKYMEHTHI

[Tpon3BoauTh OLIEHKY A((HEKTUBHOCTH 00yUEHHS ITEPCOHATIA

[Ipon3BoauTh  IHpeABapUTENBHBIE  3aKylOYHBIE  IPOLEAYPHl H
oopmiieHHe COMyTCTBYIOIIEH JOKYMEHTAllMM IO 3aKIIOYCHHUIO
JOTOBOPOB

PabGorare ¢ wmHOpmMarmoHHBIMH CcHUCTEMaMU U 0a3aMu JaHHBIX TIO
MepCoHAIY

PazpaOarbiBaTh U OQOPMIIATH TOKYMEHTHI 110 IPOIIECCaM OpraHU3aLuU
o0y4eHus MepcoHaia U UX pe3yibTaraM

ColimonaTh HOPMBI TUKH JISJIOBOTO OOIICHHS

HeoOxonnMmele 3HaHUSA

MeTozbl, MHCTPYMEHTHI HCCIEIOBaHMS IOTPEOHOCTH B OOyYeHHH
nepcoHana

Mertonomnorus 00y4deHus




TexHomornu, MeETOAbBI W METOAUKM TMPOBEACHHUS aHaiu3a U
CUCTEeMAaTHU3alliu JOKYMEHTOB U HHPOpMAaLUU

HOpHI[OK p33pa6OTKI/I IJIAaHOB IIOATOTOBKH, IICPCIIOAIOTOBKH H
TIOBBIIICHU A KBaJII/I(bI/IKaI_[I/II/I Kaapos, y‘-I€6HBIX IJIaHOB ¥ IpOIrpaMMm

Cuctembl, MeTonbl U (OPMBI MaTEepUAIBHOTO W HEMAaTePUAIBHOTO
CTUMYJIUPOBAHK Tpyaa IepcoHaa

TexHOI0rMN U METOJIBI (I)OpMI/IpOBaHI/ISI " KOHTPOJIA 6IO,Z[)KCTOB

Ilopsanox BeneHUs ydyera U OTYETHOCTH 10 IOATOTOBKE U IOBBILLIEHUIO
KBaJIM(UKALIMY IEpCOHAIA

OCHOBBI TOKYMEHTOO0OPOTa M IOKYMEHTAIIMOHHOTO 00ECTICUEHUS

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIIBHOCTH OpraHu3aluu

OcHoBbl 0O0mIEH ¥ COIMAJIIBHOM TICHUXOJIOTHUH, COILMOJIOTHH U
IICUXOJIOTUU TpyAa

[lopsimox mpoBeAEHUs 3aKyMOYHBIX TMpOUeayp H  OhOpMIICHUS
COIIyTCTBYIOILEN TOKyMEHTALUN

CTpyKTypa opraHu3aniu

TpyaoBoe 3aKOHOAATENBCTBO M MHBIE aKThl, COJEpKAIUE€ HOPMBI
TPYAOBOTO MTpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA W HOPMATHUBHBIC ITPABOBBIC
aktbl Poccuiickoii Penepanuy, B 4aCTH BEACHUSA AOKYMEHTALMHU I10
MepCcoHAIy

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBA Poccuiickoit denepanuu

OcHOBBI 3aKOHOIATENIbCTBA 00 0Opa3zoBanuu Poccuiickoit deneparuun

3akoHomaTeabCTBO Poccuiickoii denaepanuu 0 IEPCOHANBHBIX TAHHBIX

JlokanbHbIE HOPMATHBHBIE AaKThl OPraHU3aIlMH, PETYIUPYIOIIHe
oOy4eHwue rmepcoHana

[Topsanoxk 3akit0ueHNs JOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1e710BOTO OOTIIEHMS

bazoBele  OCHOBBI ~ MH(OPMATHKH, CTPYKTYpHOE  IIOCTPOEHHE
MH(POPMALMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHl C HUMHU

Jpyrue xapakTepucTuku

3.4.3. TpynoBast pyHKIUS

Opranu3zanus aganTainuy U CTaKUPOBKH YpoBeHb
HaumenoBanwue | nepconana Kon | D/03.6 |(momypoBeHn) |6
KBaNnu(UKAUU
[Ipoucxoxnenune 3auMCTBOBaHO

TPYAOBOH QyHKIIMU

Opurunan X
U3 OpUTHHAJA

Kon Perucrpanmonsslit
OpHTI'HHaNa HOMEp
npodeccHoHaTBHOTO




CTaHJapTa

TpynoBbie nelcTBUA

AHanu3 YCHENIHBIX KOPIOPATHBHBIX NPAKTHK [0 OpraHu3aIiu
aJlanTayy 1 CTAKUPOBKE MIEPCOHAA

Pa3paboTka IMIaHOB ajganTaluu, CTaXUPOBKU TEpCOHAla C OICHKON
3aTpar

OpraHmauI/m MepOHpI/IHTI/Iﬁ o afganTanru, CTAXUPOBKE IIEPCOHAJIA

[loaroroBka mpenoKEHUM IO  COBEPUICHCTBOBAHUIO  CUCTEMBI
aJanTaiuu, CTAXXUPOBKH TIEpCcoHama

[lonroroBka mpemiokeHuit 1O (QopMUpoBaHHIO OKOMKeTa Ha
OpPraHM3alMIo aJalTalluy U CTAXKUPOBKH MEpCOHAIIA

Ananu3 3QPEeKTUBHOCTH MEPONPUATUI MO aJanTalud U CTaKUPOBKE
repcoHaia

HeobOxoaumbie ymeHus

OHpC,I[CJ'ISITI) I'pymnmbl I€pCOHATIA AJId CTAXXUPOBKHU U adalTalluu

OHpe,I[CJ'IHTB pa60‘II/IC MCCTa Mg TpPOBCACHUA CTAXKHPOBKU U
azanrtanuvy nepCoHaia

CornacoBbIBaTh MCPOIIPUATHA ajarTanuu u CTAXUPOBKU C
BO3MOKHOCTAMH NIPOU3BOACTBA

HpOI/I3BOI[I/ITB aHaJIu3 W  OLCHKY PpCE3yjibTaTOB  aJallTalluu U
CTAXHUPOBOK II€pCOHATIA

CoCTaBiATh NPEIJIOKEHUSI U KOHTPOJUPOBATH CTAaThU PACXOJIOB Ha
MPOrPaMMBbl U MEPONPHUATHS O AJANTALUMUA U CTAKUPOBKE IEPCOHAIIA
JUTSI TUTAaHUPOBAHUS OIOKETOB

[Ipou3BoauTh OLIEHKY 3PPEKTUBHOCTH MEPOIPUITHIA MO aAanTaluu U
CTa)>KMPOBKE IEpCOHAlIa

Brenpste cucTeMbl BOBJICYCHHsSI PAOOTHUKOB B KOPIOPATUBHYIO
KYJIBTYPY

Hcnonp3oBarh MH(OPMALMOHHBIE CHCTEMBI W 0a3bl JaHHBIX TI0
HepPCOHAITY

CobmonaTh HOPMBI STUKH JIETIOBOTO OOIIECHHS

Heo0xonnMeie 3HAaHUS

MGTO}II)I aganTtanvu U CTaXXUPOBOK

TeXHOJ'IOFI/II/I, MCTOAbBI W  MCTOAUKHW IMPOBCACHHA aHAJIW3a H
CUCTCMATU3alluu JOKYMCHTOB U I/IH(l)OpMaI_II/II/I

[Mopsimox pa3paboOTKM IUIAHOB aJanTaldd TepcoHalla Ha HOBBIX
pabounx MecTax, MOArOTOBKH, IEpPENOArOTOBKM M MOBBIIICHUS
KBaJIM(DUKAIUY TIEPCOHAA U OPTAHU3AINH CTAXXKUPOBOK

HOpSII[OK COCTABJICHUA CMCT 3arparT Ha aJdalTaluro U CTAXUPOBKY
InepcoHalia

[Topsimok BexeHUs ydeTa W OTYETHOCTH MO AJaNTAlUH U CTAXKHPOBKE
nepcoHana

Cuctembl, MeTonbl W (HOPMBI MaTEpPHATBHOTO W HEMAaTEPUAIBHOTO
CTUMYJINPOBaHUs TpyJa IepcoHala

TexHoIoruu U METOIbI (pOpMI/IpOBaHI/IH H KOHTPOJIA 6IO,[[)KCTOB




OCHOBBI TEXHOJIOTUH MMPOU3BOACTBA U ACATCIIbHOCTH OpPraHu3alunu

OcHOBBI OOHIEH H COLMAJIbHON IICHMXOJIOTHMH, COIMOJIOTUH H
TICUXOJIOTUH TPyJla

CtpykTypa oOpraHuzalMd ¥ BaKaHTHbIE JOJDKHOCTH (mpodeccun,
CHEIMATIbHOCTH)

TpynoBoe 3aKkOHONATEIBCTBO W MHBIE AaKThl, COAEpXAllWe HOPMBI
TPYAOBOTIO IpaBa

OcHOBBI HAJIOTOBOT'O 3aKOHONAaTeNbCcTBa Poccuiickoit denepanun

3akoHoaarenscTBO Poccuiickoit denepaiyivi 0 MepCOHANBHBIX TaHHBIX

JlokanpHbIE HOpPMATHMBHBIE aKThl OpPraHU3ALUH, PETYIHPYIOLIHE
aJanTaluio U CTAXKUPOBKY IEepcoHata

OCHOBEI I[OKYMCHTOO60];)OT3 U JOKYMCHTAIIMOHHOI'O obecrnevyeHus

[Topsmox 3akiTO4YeHNs JOTOBOPOB (KOHTPAKTOB)

HopMsi 5Tuku aenoBoro oOieHus

ba3oBele  OCHOBBI ~ MH(POPMATHKH, CTPYKTYpHOE  IOCTPOCHHUE
MH(OPMAITMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMU

[pyrue xapakTepuCTUKH

3.4.4. TpynoBas GpyHKIUS

HaunmenoBanue

[Ipoucxoxnenue
TPyAOBOH PpyHKIMK

AJMUHUCTPUPOBAHUE IPOLECCOB U VposeHb
OKYMEHTO000POTa IO Pa3sBUTHIO U
AOKY poTa o p Kon | D/04.6 |(momypoBenn) |6
npodeccruoHaNbHON Kapbepe, 00y4eHHIo,
KBaNU(UKAIUN

aJIanTalny ¥ CTA)XUPOBKE TIEpPCOHAA

3anMCTBOBaHO

Opurunan X
U3 OpUruHalIa
Kon Perucrpanuonnslii
OopuUrMHaa HOMED
po¢eCcCHOHAILHOTO
CTaHIapTa

TpynoBble nercTBUsA

AHanu3 TpoLEcCOoB, MpaBWI U MOPAJKOB OpraHu3allud  IIpH
MPOBEJCHUH MEPONPUITUA TO Pa3BUTHIO U NPOPEeCCUOHATHLHOU
Kapbepe, 00y4eHHI0, aJalTallii U CTaXKUPOBKE MepcoHaa

JlokymeHTanmoHHoe O(OpPMIICHHE PE3YJIBTATOB MEPONPUATHN IO
pa3BUTHIO U MPO(ECCHOHABHON Kaphepe, OOyUeHHI0, aganTalud 1
CTaKUPOBKE MepcoHaa

ITonroroBka MHAMBUIAYAIBHBIX IIPEIJIOKEHUN HA OCHOBE PE3YJIbTAaTOB
IIPOBEICHUS] MEPONPUATHH IO pa3BUTHIO U IpodeccunoHaIbHON
Kapbepe, 00y4eHHI0, alalTallly U CTaXKUPOBKE IIEpCOHATIA

[TogrotoBka  MpEMIOKEHU IO  COBEPIICHCTBOBAHUIO  CHUCTEM
oOy4yeHHs, aJanTallii W CTaXUPOBKH, pa3BUTHUA U TMOCTPOCHUS
npodeccCHOHANBHON Kapbephl MepcoHaIa

COHpOBO)K]ICHI/IC JOTrOBOPOB IO OKa3aHHWKO KOHCYJIbTAIWMOHHBIX,




MH(POPMALMOHHBIX YCIIYT, HEOOXOAUMBIX JJIsl MPOBEACHUSI O0ydeHUs,
amanTaud M CT@XHUPOBOK,  Pa3BUTHA W IOCTPOCHUS
npo¢eCcCHOHAIBHONW Kapbhephl MEpCOHaa, BKIIIOYasl MpeaBapUTEIbHbIE
MPOLEAYPHI IO MX 3aKIIIOUCHHIO

Boinonnenue tpeboBaHuil 10 XpaHeHHIO UHGOPMAIMK O pe3yibraTax
oOy4yeHus, aJanTalliii W CTXUPOBKH, PA3BUTUS U MOCTPOCHUS
npodeccruoHanbHON Kapbepsl IepcoHata

Heobxomumbie ymeHust

OdopMisaTh TOKYMEHTHI IO BOIPOCAM TMPOBENEHUS OOy4YeHHs,
ajanTanuu u CTaXUPOBKH, pa3BUTHS u MMOCTPOCHUS
npodeccuoHanbHON  Kapbepbl IEpCOHala, MPEJOCTaBlIIeMble B
TOCYJIapCTBEHHBIC OpraHbl, MPO(eCCHOHATBHBIE COIO3BI U JIpyTHE
MIPEJICTaBUTENbHBIE OPraHbl paOOTHUKOB

OOecnieunBaTh  JOKYMEHTAI[MOHHOE  COINPOBOXJAEHUE  OOydeHwus,
ajanTalud WM CT@XHUPOBOK,  Pa3BUTHUS U [OCTPOEHUS
npo¢ecCHOHaIbLHON Kapbephl IIepcoHaa

AHanu3upoBaTh TMpaBWia, MPOLEAYpbl U MOPSAKH IPOBEICHHS
oOyuyeHus, aJanTali M CTAXUPOBKH, pa3BUTHUA U MOCTPOEHUS
npo¢eCcCHOHAIbHON Kapbephbl IIepcoHaa

Opranu3oBbIBaTh  XpaHEHHE JOKYMEHTOB B  COOTBETCTBHUM C
TpeboBaHUSIMU  3aKoHoAarenbcTBa  Poccuiickoir  ®exepanuun
JIOKQJIbHBIMH aKTaMH OpraHU3aluu

AHanu3upoBaTh  JTOKYMEHTBI M  IEPEHOCUTh HH(popMmanmio B
MH(pOpPMAITMOHHBIE CUCTEMBI M 0a3bI TAHHBIX

Bectu ywer u peructpauuio AOKYMEHTOB B HH(OPMAIMOHHBIX
CHUCTEMax M Ha MaTepUaIbHBIX HOCUTEISIX

PaGorate ¢ WHGOPMAIIMOHHBIMH CHCTEMaMH W 0a3aMd JaHHBIX TIO
BOMpOCaM OOy4YeHUs, aJanTallid © CTAKUPOBKH, pPAa3BUTHA WU
MOCTPOEHUS POECCHOHALHON Kapbephl MEpPCoHaANa, BEJACHHS ydeTa
KaH/IMJIaTOB Ha BAaKAHTHBIC JTOJDKHOCTH (IPOPECCHH, CTICIUATBHOCTH)

Bectu nenoByro nepenucky

CO6J'IIO)18.TB HOPMBI 3TUKU ACJIOBOIO O6IJ.I€HI/I$I

HGO6XOI[I/IMBIG 3HaHHUA

[Topsimoxk odopmiieHUs, BEIEHUS W XpaHCHHS JIOKyMEHTAallWH,
CBSI3aHHOM C cucTeMoil o0O0y4eHMs, ajanTallud W CTaXUPOBKH,
Pa3BUTHS U IOCTPOEHUS MPO(heCCHOHATBHOM Kaphephl epcoHaa

IMopsimox QopmupoBaHusi, BeaeHHs OaHKa [TaHHBIX O IEpcoHale
OpraHM3aINH U MTPEIOCTABICHUS OTYETHOCTH

HopmMmartuBHbIE paBOBBIE aKThl, PETYIUPYIOLINE MIpaBa U 00I3aHHOCTH
TrOCYJJapCTBEHHBIX OPraHOB M OpraHM3aliid 10 MPEJOCTaBICHUIO
Y4ETHOM TOKYMEHTaIlu’

[lopsmox  odopmiieHuss  JOKYMEHTOB,  NIPEJOCTaBIsSEMBIX B
TOCYJapCTBEHHBIE OPTaHbl U UHBIE OPTaHU3AIUN

OCHOBBI JOKYMEHTO000POTa ¥ IOKYMEHTALIMOHHOTO 00ECTICUCHNUS

[lopsnox mpoBeneHUs 3aKyNOYHBIX Hpouenyp Hu  0pOpMIICHUS
COILYTCTBYIOLLEH JOKYMEHTALUU

CrpykTypa oOpraHm3alliii W BaKaHTHBIE JOJDKHOCTH (mpodeccud,
CTIEIUATTEHOCTH)




TpynoBoe 3aKOHOTATETBCTBO W WHBIC AaKThl, COACpXKAIIUE HOPMBI
TPYAOBOTO TIpaBa

OCHOBBI apXMBHOIO 3aKOHOJATEIbCTBA W HOPMAaTHBHBIC IIPaBOBBIC
akTbl Poccuiickont ®denepanuu, B 4aCTH BEACHUSA JOKyMEHTALUU I10
HIEpCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHOATENbCTBA Poccuiickoit denepamuu

3akoHoAarenbcTBO Poccuiickoit deneparinu 0 mepcoHaNbHBIX JaHHBIX

TCXHOHOFI/IH, MCTOAbBI W  MCTOAUKH  TIPOBCACHHUA  aAHAJIMW3a U

CUCTEMAaTHU3alluu JOKYMEHTOB U HHPOpMaLuU

JlokaibHBIE HOPMATHBHBIE aKThl OPraHMU3allid, pPETYIUPYIOIIHE
MOPSIOK  Pa3BUTUS M TOCTPOCHHUS NPOPECCHOHAIBHOW Kapbepsl,
oOy4eHwsl, ajanTaluy U CTaXKUPOBKYU MEpCOHaa

[Topsiaok 3akiIOueHUsT JOTOBOPOB (KOHTPAKTOB)

Hopwmpbl 3TuKH 1€710BOTO OOIIICHHS

ba3oBele  OCHOBBI ~ MH(OPMATHKH, CTPYKTypHOE
WH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHI C HUMH

IMOCTPOCHUC

Jpyrue xapakTepucTuku

3.5. O600meHHas TpynoBas GpyHKIIHs

HaumenoBanu |/lesTenbHOCTB MO OpraHu3alvy Tpyaa u Ko E VYpoBeHb 6
e OIUIATHI ITIEpCOHANA KBaJIM(UKALIUN
[Ipoucxoxnenue
P mu . 3auMCTBOBAaHO
0006menHoi TpynoBord | OpuruHan X
U3 OpUrUHAJA
GbyHKIIII
Kon PerucrpanmonHslii
OpUTHHAlA HOMEp
npo¢eCcCHOHATEHOTO
CTaHAapTa

Bo3smoxHbIe
HaNMEHOBAHUS
JOJDKHOCTEH, TIpodeccHii

Crienmanuct o HOPMHUPOBAHUIO U OIUIATE TPyHa
Crnenuanuct 1o opraHu3alky U oruiate Tpyaa
CHCHI/IaHI/ICT 10 KOMIICHCAllUAM U JIbIOTaM
Crneuuanuct 1o nepcoHasy

Menemxep o nepcoHaity

TpeboBanus
00pa3oBaHMIO U
00y4YeHHIO

Bricuiee o6pa3oBanue

JlononuuTenbHOE MpodecCuoHanbHOE 00pa30BaHUE - TPOrPAMMBI
npo¢eCcCHOHAIbHON NePEeNnoATOTOBKU B 00JIACTH SKOHOMUKH,
HOPMHPOBAHUS | OIUIATHI TPY/A, TPOTPAMMBI ITOBBIIIICHHUS
KBaNM(UKALIAN

TpeOoBaHus K OIBITY
MPaKTUYECKOM pabOTHI

Oco0Opble yciioBUs
JIOITyCKa K pabote




Jpyrue xapakTepucTuku

JlononHuTENbHBIE XapaKTEPUCTUKHU

HaunmenoBanue JAOKYMCHTa KO,Z[ HaumenoBanue 0a30BoM TpYIIIbI, TOJPKHOCTH

(mpodeccun) ninm cenuaIbHOCTH

OK3

2412 CrienanmicThl 1Mo KaapaM U MpoOpUeHTATNT

3423 CriennaancThbl KaJpOBBIX CIYKO U yUpeKI€HUHN 3aHATOCTU

EKC

- HuxeHep no HOpMUPOBAHUIO TPy/a

- TexHuk o Tpymy

- DKOHOMHUCT MO TPYLY

- MeHnemxep 1o nepcoHaty

OKIIJITP

27755 | DKOHOMUCT MO TPYLY

22956 |MHcnekrop 1o Kaxpam

3.5.1. TpynoBas ¢hyHKuus

HaunmenoBanue

Opranuzanus Tpy/ia nepcoHaia YpoBeHb

Kon | E/02.6 |(momypoBeHb) |6
KBaTU(UKAIIH

[Ipoucxoxnenue
TpyAOBOH pyHKIIMK

3anMCTBOBAHO

Opurunan X
U3 OpUrMHaIa

Kon PerucrpanuonHslii
opuruHasa HOMED
npodeccuoHaIbHOTO
cTaHgapTa

TpynoBble nencTBUs

AHanu3 YCHEWHBIX KOPIOPAaTUBHBIX IPAaKTUK [0 OpraHu3aluu
HOPMHMPOBaHUS Tpyda JUI pa3IMYHBIX KaTeropuid IepcoHana,
0CcOOEHHOCTEH MPOU3BOICTBA U ACATEIBHOCTH OPraHU3aluN

PazpaGoTka cucTeMbl OpraHu3alud TpyAa MEpCOHANa M TOpPsIKa
HOPMHUPOBaHUSl TpyJa Ha pabodyux MecTax C OLEHKOW 3arpaT Ha
NIepCoHAa

BHeznpenue cuctemMbl OpraHu3alui TpyJda NepcoHania U KOHTPOJIS HaJ
HOPMHUPOBAHHUEM C ONpENEICHHEM TpPYIOEMKOCTH, HOPMAaTHUBHOM
YHCIICHHOCTH, TPaQHKOB paboT 1 YCIOBUH OIUIAaTHI TPy/a MepcoHaa

BrisBiieHne pe3epBOB MOBBIIMICHUS TPOU3BOAUTEIBHOCTH Tpylda U
KauecTBa HOPMHUPOBAHMS Tpyda, IOATOTOBKA MPEUIOKEHUN 10
M3MEHEHUSIM YCIIOBUM U OIUIATHI TPy/a EpCcoHala

[TonroroBka mpemIokeHU 10 (GOPMHUPOBAHUIO OlOKETa Ha
OpraHu3alMIO TPy/la IepcoHalIa

Omnpenenenne 3pPeKTUBHOCTH pabOThl CUCTEMBI OpraHU3ALUK TPy
¥ HOPMUPOBAHHA TPyJa Ha pabounx MecTax

Heobxonumbie ymeHus

BueapsaTe MeToabl pallMOHAIBHON OpraHU3aluy TPyaa




Pa3pabarbiBarh  TIaHBI ~ OPTaHM3AIMOHHBIX M TEXHHYECKHX
MEPOIPUITHIA MO MOBBIIIEHUIO TPOU3BOAUTEILHOCTH TPy

AHanu3upoBaTh COCTOSIHME HOPMHPOBAHHS TpPy[da, KaueCTBO HOPM,
MoKa3areseu 1o Tpyay

Anamu3upoBath 3()()EKTHBHOCTE pabOThI CUCTEMBI OpraHU3alUN
Tpy/a repcoHajia ¥ HOpPMUPOBAHUS Tpy/a Ha pabodyrx MecTax

CocTaBisaTh U KOHTPOJHMPOBATH CTaTbU PACXOIOB Ha OIUIATy Tpyda
NepcoHaa Juis TUIAHUPOBAHUS OIOIKETOB

PabGorare ¢ uHpOpMAIMOHHBIMH CHCTEMaMu M 0a3aMu JaHHBIX IO
HOPMHPOBAHUIO U OIUIaTe TPyAA IepcoHania

Pa3pa6aTLIBaTB u O(bOpMJ'IHTL AOKYMCHTBI 110  HAIIPaBJICHUIO
JCATCIIBHOCTH

CobmonaTh HOPMBI TUKH JISTIOBOTO OOIICHHMSI

HeoOxonuMmele 3HaHUSA

MerTonb! y4yeTa U aHanM3a Mokaszaresiei 1o Tpyay U oruiare Tpyaa

MCTOI[BI OIIpCACIICHUA, OLCHKU U CPABHCHUA HpOHSBOI[CTBCHHOﬁ
HHTCHCUBHOCTHU W HAIIPSP)KCHHOCTU Tpyda

MeToael HOpMUPOBaHHUS TpyAa

MexoTpacieBsle U OTPACIEBbIe HOPMAaTUBBI TPYAOBBIX 3aTpaT

CoBpeMeHHbIE bopMbl, CHUCTEMBI OTLIATHI u ydera
IIPOU3BOJUTEIBLHOCTH TPY/la IIEPCOHAIIA

Cuctembl, Metoasl U (OPMBI MaTePHAIBLHOTO W HEMAaTEepPHAJIHLHOTO
CTUMYJINPOBaHUs TpyJa IIepcoHaia

Texunonoruu u MmeToab! GOPMUPOBAHUS U KOHTPOJIS OIOIKETOB

TexHomornu, MeTOABI W METOAMKM IPOBEIACHUSA aHaIM3a W
CHCTEMaTU3allu JOKYMEHTOB U HH(POPMAITUH

OCHOBBI JIOKYMEHTOO00POTA U JOKYMEHTAIIHOHHOTO 00ECIICUCHHUS

[Mopsimox  Ttapudukanmu padbor ©  paboynx, YCTAHOBJICHHS
JOJDKHOCTHBIX OKJIQZIOB, JOMJar, HaA0aBOK W Kod()(UIIMEHTOB K
3apa0OTHOM IJIaTe, pacueTa CTUMYJIUPYIOIINX BBITIIIAT

TapugHo-kBanu@UKaIMOHHBIE CIPABOYHUKU paboT U mnpodeccuit
pabounx ¥ KBaJM(PHUKALMOHHBIE XaPAKTEPUCTUKU JIOJDKHOCTEH
CITy>KaIluX

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIIBHOCTH OpraHru3alun

CrpykTypa opraHu3alud W BaKaHTHbIE JOJDKHOCTH (mpodeccud,
CHEIUATBLHOCTH)

KaﬂpOBaﬂ IMOJIMTUKA U CTPATCTUA OpraHUu3allun

DKOHOMUKA Tpyaa

OcHOBBI O0OIIEH M COLMAJIGHON IICHXOJIOTHM, COIIMOJIOTHH U
TICUXOJIOTUH TPyAa

TpyaoBoe 3aKOHOJATENCTBO M HHBIE AaKThl, COAEpPKAlIUE HOPMBI
TPYAOBOTO TIpaBa




OCHOBBI apXI/IBHOFO 3aKOHOIATCIIbCTBA H HOpMaTI/IBHbIe HpaBOBBIC
akThl Poccuiickoit ®denepannu, B 4aCTU BEACHUSA JTOKYMEHTALUM TI0
MepCoOHAIY

OcHoBBI HaJIOrOBOTO 3aKkoHOAATeNnbcTBa Poccuiickoit denepanun

3akoHonarenbcTBO Poccuiickoit denepaininn o nepcoHaIbHbIX TaHHBIX

JlokanbHBIE HOPMATHBHBIE AaKThl OPraHU3alUH, PEryIUPYIOLIne
MOPSIOK OPTaHKU3alMU TPYAa U HOPMHUPOBAHUS [IEPCOHAIIA

[Topsmok 3aKITtO4eHUs JOTOBOPOB (KOHTPAKTOB)

HOpMBI O9THUKHU OCJI0OBOI'O O6H.I€HI/IH

bazoBeie  OCHOBBI  HMH(DOPMATUKH, CTPYKTypHOE  MOCTPOEHHUE
MH()OPMAITMOHHBIX CUCTEM M OCOOEHHOCTH pabOThl C HUMHU

Jpyrue xapakTepucTuKku

3.5.2. TpynoBas ¢pyHKuus

HanmenoBanue

Opranuzainus oruIaThl TpyJa nepcoHana YpoBeHb

Kon E/01.6 |(momypoBeHs) |6
KBaJM(HKAIUN

[Ipoucxoxaenue
TPYZLOBOM (QyHKIIUU

3auMCTBOBAHO

Opurunan X
W3 OpUTHHAJIA

Kon PerucrpanmonHsiit
OpHUTHHAIA HOMED
npodeCcCHoHaIBLHOTO
cTaHjapra

TpynoBbie nelcTBUA

AHanu3 yCHEIIHbIX KOPIOPATUBHBIX MPAaKTUK IO OpraHu3aliu
CUCTEMBI OILIaThl TPY/a [IEpCOHAIA

Pa3paboTka crcTeMbl OIIaThl Tpy/a MepcoHaa

dopMupoBaHHe IUIAHOBOTO  Oromkera (OHIA OIUIATHl  TPYIA,
CTUMYJIUPYIOIIUX U KOMIIEHCAIIMOHHBIX BBITLIAT

BHez[peHHe CUCTCMBI OIUIaThI TPpyda IEpCOHAJIa

[ToaroroBka NpeIOKEHUH MO COBEPIICHCTBOBAHUIO CUCTEMBI OTLIATHI
TpyZa nepcoHaia

Heob6xonumbie ymeHust

CocTraBnaTh M KOHTPOJMPOBATh CTAaTbU PAcXOIOB Ha OIUIATy TpynAa
nepcoHaa Juis IUIaHUPOBaHUS OIOKETOB U (POHIOB

[IpuMEHATH TEXHOJOTMM MAaTEpPUAJIBHOW MOTHBALMU B YIPABICHUU
[IEPCOHAJIOM

P83pa6aTI>IBaTL KOHICIIIUIO IMOCTPOCHUA MOTHBAIIMOHHBIX ITPpOIpaMM
pa60THI/IKOB B COOTBCTCTBHHU C LCIIIMU OpraHu3alniu

AHanmM3UpoOBaTh COBPEMEHHBIE CHUCTEMBI OIUIATHl M MaTepHaTbHOU
(MOHeTapHOI) MOTHBAIIMH TPyHAa AJIs [eei OpraHu3auu

AHanmu3upoBaTh ~ ypOBEHb  OIUIaThl  TpyAa  IepcoHana Mo
COOTBETCTBYIOIIUM MPO(PECCUOHATHLHBIM KBaTU(DUKAIUSIM




[TpoBOAMTH MOHUTOPUHT 3apabOTHOM IJIaTHl HA PHIHKE TPYyIa

AHanu3upoBaTh bopmbI MaTepUaJIbHOIO CTUMYJIUPOBAHMS,
KOMIIEHCALMH U JIBIOT B OIUIATE TPYyAA IEpCOHaIa

PaGorare ¢ WHQOpPMAIMOHHBIMU CHCTEMaMH W 0a3aMH JaHHBIX O
oIuIaTe Tpy/a rnepcoHana

CocTaBisaTh NPOTHO3BI Pa3BUTHUS OILIATHI TPYAA IIEpCOHaIa

CobmronaTh HOPMBI STUKH JIETIOBOTO OOIICHHS

HeobOxonnMeie 3HAaHUI

dopMbI U CHCTEMBI 3apa0OTHOM TUIATHI, TOPSJIOK COCTABICHUS
OIOIKETOB

Cuctembl, MeTonbl U (OpPMBI MaTEepUAIBHOTO U HEMATEPUAIBLHOTO
CTUMYJINPOBaHUs TpyJa IepcoHala

Texunomoruu u MeTOABI (OPMHUPOBAHHS M KOHTPOJS OIOMKETOB H
¢dbonHmOB

[Mopsimox  Tapudukanmuu  pabor u  pabdoOYMX, YCTAHOBIICHUS
JOJDKHOCTHBIX OKJIQJIOB, JIOTUIAT, HaA0aBOK W KOA(PQPHUIIMEHTOB K
3apabOTHOM TUIaTe, pacuyeTa CTUMYJIUPYIONIUX BBITUIAT

MeTtonb! oripeiesieHus YUCICHHOCTH paOOTHUKOB

Tapudno-kBannduKkaMOHHbBIE CIOPABOYHUKK paboT u mpodeccuit
pabounx ¥ KBaIM(UKAIMOHHBIE XapaKTEPUCTUKU  JODKHOCTEH
CITy>KaluX

MeTtosl yueTa ¥ aHaIM3a ToKa3aTesel mo Tpyay U 3apaboTHOM TuiaTe

TexHonornu, MeTOoABI M METONMKM IPOBENCHUS aHAIW3a U
cHCTEeMaTu3alui JOKYMEHTOB U HH(DOpMAIH

KaﬂpOBaH IMOJINTUKA U CTPATCTUA OpraHUu3allun

CrpykTypa OpraHm3alii W BaKaHTHBIC JOJDKHOCTH (mpodeccud,
CIEIUATLHOCTH)

TpynoBoe 3aKOHOIATETBCTBO M HWHBIE AaKThI, COAEP)KAIIME HOPMBI
TPYZIOBOTO ITpaBa

OcCHOBBI HAJIOTOBOTO 3aKOHOMATENbCTBA Poccuiickoit denepamuu

3akoHoxarenscTBO Poccuiickoit denepanuu 0 MEpCOHANBHBIX TaHHBIX

JloxanbHbIe HOPMATUBHBIE aKThl OPTaHU3AIMH, PETYIUPYIOLINE OIIaTy
Tpyaa

OCHOBBI TEXHOJIOTUH MMPOU3BOACTBA U ACATCIIbHOCTH OpPraHu3alun

OCHOBBI JIOKYMEHTO000POTa U JOKYMEHTAIIHOHHOTO 00ECIICUCHHUS

[Topsanoxk 3akitoueHNs JOTOBOPOB (KOHTPAKTOB)

OcHOBBI 00mIEll H CONMAJILHOM IICHMXOJIOTHH, COLMOJIOTHH U
TICUXOJIOTUH TPyAa

HOpMLI O9THUKHU OCJIOBOI'O O6I_I_ICHI/I$I

bazoBele  OCHOBBI ~ WMHGOPMATHKH, CTPYKTYpHOE  TOCTPOCHHE
MH(DOPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PaOOTHI C HUMHU




Jpyrue xapakTepucTuku

3.5.3. TpynoBas pyHKLUS

AJIMUHUCTPUPOBAHHE TIPOIIECCOB U VYpoBeHb
HanMeHnoBanwue | TOKyMEHTOOOOPOTA IO BOIPOCaM Kon | E/03.6 |(momypoBeHn) |6

OpraHu3aIK TPy/a U OIJIaThl IEpCOHAA KBaJTH(HUKAIIUN
[Ipoucxoxnenue 3aMMCTBOBaHO

TPYAOBOM pyHKIIMK

Opurunan X

H3 OpUruHaja

Kon Perucrpanuonsslii
OpUTHHaJa HOMEp
npodeccuoHaTbHOTO
cTaHAapTa

TpynoBsle NeNCTBUA

AHanu3 mpoIEeccoB JOKYMEHTOO00OpOTa, JIOKAIBHBIX JTOKYMEHTOB IO
BOIPOCaM OpraHM3alMK OIUIATHI U TPy/Ja MepcoHana

Odopmienne JOKYMEHTOB IO BOIIPOCaM OIUIAThl U TPy/Aa MepcoHaia

ITogroroBka Hpe,[[JIO)KeHPII;'I 110 BOIIpOCaM OIJIaThl U Tpyda MEpCoOHAlIa

[ToaroToBka mpemIoKeHUH O COBEPIIEHCTBOBAHUIO CHCTEMBI OIUIATHI
Y OpraHu3aliy Tpyza NepcoHaa

I[OKyMCHTaIII/IOHHOC U OpraHnu3allMOHHOC COIPOBOXICHHUE CHUCTCMBbI
OopraHu3allvii U OILUIAThl Tpydad NEpCOHAIa

IToaroroBka 1 00pabOTKa 3apPOCOB M YBEAOMIIEHHH O pabOTHUKaX B
rOCyIapCTBEHHbIE OpraHbl, MpOo(ecCHOHATIbHBIE COI3bI U Jpyrue
NPEJCTaBUTENIbHBIE OpraHbl PaOOTHUKOB, MO CHUCTEMaM OIUIAaThl U
OpraHM3alyy Tpyza nepcoHaia

ConpoBoXkZieHHE JOTOBOPOB 10 OKa3aHHUIO KOHCYJbTAllMOHHBIX,
MH(OPMAITMOHHBIX YCIYT TI0 CUCTEMaM OIUIAaThl M OpraHU3alluu Tpyaa
nepcoHana, BKIOYas MpeABapUTENbHBIE MPOIENypbl MO X
3aKJIIOYEHUIO

HeoOxonumele ymeHust

ObecnieunBarh JOKyMEHTAIIMOHHOE COMPOBOXKICHHE MEPONPUATHH IO
oIIaTe ¥ OpraHu3aluy TpyJa epcoHaa

OdopMIIATh TOKYMEHTHI TI0 BOMPOCAM OIUIAThl U OPraHH3alUu TPyaa
nepcoHasia, MPEAOCTaBIsieMble B TOCYIApPCTBCHHBIC  OpPTaHBI,
npodecCHOHANTBHBIC COIO3bI M JPyrHe TMPEACTaBUTEIbHBIC OpPTaHbI
pabOTHHUKOB

AHaJ'II/I?;I/IpOBaTI) HOPMATHUBHLIE W MCTOAUYCCKUC JOKYMCHTHI II0
BOIIPpOCaM OIUIAThI U OpraHU3allui Tpyda IepCcoHalia

Opranu3oBbIBaTh  XpaHEHHE JOKYMEHTOB B  COOTBETCTBHUM C
TpeboBaHUSIMU  3aKoHoAarenbcTBa  Poccuiickoir  ®exepanun U
JIOKaJIbHBIMHU aKTaMU OpraHU3aluu

Bectn YUEeT W PErUCTpallUi0 JOKYMCHTOB B HH(bOpMaHHOHHLIX
CUCTEMAX U Ha MaTCPHUAJIbHBIX HOCUTCIIAX

PabGorare ¢ mHOpMarMOHHBIMH CHUCTEMaMU U 0a3aMu JaHHBIX TIO
cucreMaM OIlIaThl 1 opraHmauI/m pr,ua HepCOHaHa




[Ipon3BoguTh  mpeABapUTENbHBIE  3aKyIIOYHbIE  INPOLENYpPHl H
OoOpMIIITE  CONMYTCTBYIOLIYIO JOKYMEHTALMI0 10 3aKIHOUYCHHIO
JIOTOBOPOB

Bectu nenoByro nepenucky

CobionaTh HOPMBI TUKH JIETIOBOTO OOIICHUS

Heo0OxonnMele 3HaHNS

[lopsanox odopmieHns, BEOEHUS U XpaHEHUs JOKyMEHTAaIMH IO
CUCTEMaM OIUIAThl ¥ OPTaHU3aLUU TPYyJa [IepCOHAlIa

HopmartuBHbIe TPaBOBbIE AKThI, PErYIUPYIOIIUE MIPaBa U O0SI3aHHOCTH
rOCyIapCTBEHHBIX OPraHoB M OpraHu3aldd IO MPEJOCTABIICHUIO
YYETHOU JOKYMEHTaluu

TexHomornv, MeTOABI W METONUKHM IIPOBEACHUS aHalau3a U
CUCTEMAaTHU3alliu JOKYMEHTOB U HHPOpMaLUU

JlokanbHble HOpPMATHUBHBIE AaKThl OpPraHM3AllH, PETyIUpPYIOIIHe
MOPSIIOK OIIaThl, OpraHU3alMi U HOPMUPOBAHUS TPyAa

OCHOBBI IOKYMEHTOO00POTa U JOKYMEHTAIIHOHHOTO 00€CTICUCHUS

[Mopsimox opMupoBaHusi, BeACHUS OaHKA JAHHBIX U MPEIOCTABICHUS
OTYETHOCTH I10 CUCTEMAaM OIUIAThl U OPraHU3alMyU TPpyAa NepcoHaia

TpynoBoe 3aKOHOIATENBCTBO M HMHBIE AaKThl, COAEP)KAIME HOPMBI
TPYZIOBOTO IIpaBa

OCHOBBI apXWBHOTO 3aKOHOMAATEIhCTBA M HOPMATHUBHBIE TPABOBHIC
aktbl Poccuiickoii Penepauuy, B 4aCTH BEACHUSA JOKYMEHTALMHU I10
MepCoHAITy

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBA Poccuiickoit denepanuu

3akoHonarenbcTBO Poccuiickoit denepannu 0 MepCOHATBHBIX JAHHBIX

[Topsanok 3aKitO4ueHNs JOTOBOPOB (KOHTPAKTOB)

[lopsmox mpoBeneHUs 3aKyMOYHBIX Mpolenyp Hu  OoQpOopMIICHHUS
CONYTCTBYIOIIEH JOKYMEHTALIMU

HopMbI 3TiKH 1e10BOTO 00IICHMS

bazoBble  OCHOBBI ~ MH(POpPMATUKH, CTPYKTYpHOE  IIOCTPOECHHE
MH(POPMALMOHHBIX CUCTEM U OCOOEHHOCTHU pabOThl C HUMHU

Jlpyrue xapakTepuCTUKU

3.6. O600meHHas TpynoBast PyHKIHS

HaumenoBanu |/lesTenbHOCTH IO OpraHU3alluN Kox F YpoBeHb 6
e KOPHOPAaTUBHOM COLIMATIbHOW MOJTUTUKHU KBaJIM(DUKALIAN
[Ipoucxoxxnenune
P . . 3auMCTBOBaHO
0006menHoi TpynoBoi | OpuruHan X
U3 OpUTHHAJA
GbyHKIIIHN
Kon Perucrpanuonnslii
opUrvHasa HOMED
npogeccCHOHaIBLHOTO

CTaHaapTa




BosmoxHbie
HanMCHOBAHUA
TOJKHOCTEH, mpodeccHit

CrienmaiucT Mo COIMalIbHBIM MPOrpaMMaM

Crnenanuct o paboTe ¢ IpeACTaBUTEIbHBIMU OpraHaMy pabOTHHKOB
Crnenuanuct no KOpnopaTuBHOM COLUATIBHON MOJUTHUKE

Crneuuanuct 1o nepcoHany

Menemxkep o nepcoHaity

TpeboBanus k
00pa3oBaHMIO U
00y4eHHIO

Bricmiee o6pazoBanue

JlonoiHUTENBbHOE PO ECCHOHAIBHOE 00pa30BaHUE - IPOTPAMMBI
npodecCHOHANIBHON TIEPENOTOTOBKH U TIPOTPAMMBI ITOBBIIIICHUS
KBaJTHU(HUKAIUU B 00JIACTH COITUATBHBIX MPOTPaMM

TpeGoBanus K ONIBITY
MPAKTUIECKON pabOTHI

Oco0ble ycioBust
JI0IycKa K padore

Jlpyrue xapakTepuCTUKU

JlononHuTENbHBIE XapaKTEPUCTUKHU

HaumenoBanue qokymeHTta Kon HaunmenoBanue 6a30BOM IPYIIIbI, TOJDKHOCTH
(mpodeccun) ninm cenuaIbHOCTH

OK3 2412 CrienanmucTsl 1Mo KaapaM U npoGhoprueHTanu

3423 CrienanicThbl KaJpOBBIX CIYXO0 U yUpeKICHUH
3aHATOCTH

EKC - Crneumanuct 1o kajapam
- MeHnemxkep 1o nepcoHany

OKIIATP 27755 | DKOHOMHUCT 1O TPYLY
22956 |HWucnekrop 1o Kaapam

OKCO - -

3.6.1. TpynoBas GhyHKIIUS

HaunmenoBanue

Pa3paboTka KOPHIOpaTUBHOM COLMATILHON
TIOJINTUKHU

YpoBeHb
(momypoBenb) | 6
KBau(UKAIUU

Koxg | F/01.6

IIpoucxoxnenue
TPYAOBOH pyHKIIMK

3anMCTBOBaHO

Opurunan X
U3 OpUrMHaJIa

Kon
opUrvHaja

PerucrpanmonHubii
HOMEp
npo¢ecCHOHAIEHOTO
cTaHaapTa

TpynoBsle neNCTBUA

AHanu3 yCHEWHBIX KOPHOPAaTUBHBIX IPAKTUK [0 OpraHu3aluu
COLIMAJIBbHOTO NApTHEPCTBA, COLMAIBHOW  OTBETCTBEHHOCTH W

COLIMAJIBHBIX IIPOrPAMM




Pa3paboTka KOPIOPaTHBHBIX COLMAIBHBIX MPOTPaMM

Pa3paboTka crucTeMbl BHIIJIAT pAOOTHUKAM COLUAIBHBIX JIIOT

Opranuzanusi MEperoBOpoB ¢ NPO(HECCHOHATBHBIMU COO3aMH |
JIPYTUMH NpeCTaBUTEILHBIMU opraHamu pabOTHUKOB,
O6HICCTB€HHBIMI/I opraHu3anusaMu, B3aHMOIICI>'ICTBI/Ie C
rOCYJIapCTBEHHBIMH OpraHaMu

[ToaroroBka mpemiokeHud 1O (HOPMUPOBAaHUIO OIOMKETa B YacTH
o0ecriedeHus KOPIOPATHBHON COIMATBLHON MOJTUTUKH

Heobxonumbie ymeHus

Omnpenenste  LeneBble IPyNNbl  IEpCOHana A pa3paboTKu
CIELMAIN3UPOBAHHBIX COLMATIBHBIX IPOTrPaMM

JloBonuTh MH(OPMALIMIO O COIHUATBHBIX MHporpaMMmax M0 MEIeBBIX
TPYII TEepCOHaja C HCMOJIb30BAaHUEM HWHCTPYMEHTOB BHYTPEHHUX
KOMMYHHUKaLAN

Onpenenars KpUTEPUU U YPOBHH YOBIETBOPEHHOCTH IIEPCOHANA

Hcnonb3oBaTh MaTepuaibHble U HEMAaTEpUATbHBIE CUCTEMBI, METOJIbI
1 GOpMBI MOTHBALIMU B YIIPABICHUH [IEPCOHATIOM

Onpenenarb 00bEMBI CPEICTB Ui pealu3alii  COIUAIbHBIX
rapaHTHi, KOPIMOPATUBHBIX JIBTOT U UHBIX AIEMEHTOB KOPIIOPATUBHBIX
COLIMATILHBIX MPOTpamMm J1jisi GOPMHUPOBAHUS OIOIKETOB

CocTaBisate H KOHTPOJMPOBATH CTATbU pPACXOA0OB Ha COLHAJBHBIC
ImporpamMmal I IMIJIIaHUPOBAHUA 6IOI[)K€TOB

[Ipou3BoauTh  NpeABAapUTENBHBIE  3aKYNOYHBIE  IPOLEIYPHl U
oopmiieHHe COMYTCTBYIOIIEH JOKYMEHTAllUM IO 3aKJIHOYCHHIO
JIOTOBOPOB

CobmonaTh HOPMBI TUKH JIETIOBOTO OOIICHHMSI

Heo0OxonnMeie 3HAaHUA

[Topsimox m MeToAbl pa3pabOTKH IUIAHOB M MPOrPaMM COIMAIBHOTO
Pa3BUTHS OpraHU3ALNU

Metonsl  aHanM3a  BBINOJHEHHUS  COLMAIBHBIX  MPOrpaMM U
OTpe/IeNICHUs] X IKOHOMUYECKOH 3((EeKTUBHOCTHU

Cuctembl, MeTosl U (GOPMBI MaTepHAIBLHOIO W HEMAaTepHaJIbHOIO
CTUMYJIMPOBAHMS Tpy/a IepcoHaa

Texnonoruu n MeTopI GOPMHUPOBAHUS H KOHTPOJIS OFOIKETOB

MCTOJII)I HpOBe)IeHI/ISI COIMUOJIOTHYCCKUX HCCHGI[OBaHHﬁ, I/I3y‘IeHI/I${
00LIIECTBEHHOTO MHEHUS

TexHomornu, MeTOABI W METOAMKM IIPOBEICHUS aHaIM3a W
CUCTEMAaTU3alluu JOKYMEHTOB U HHPOpMaIUU

[lopsimox mpoBeAeHMsS 3aKyMOYHBIX Mpoueayp M ohopmieHHUs
CONYTCTBYIOILIEH JOKYMEHTALIMU

OcHOBEI HpOHSBOIICTBGHHOfI ACATCIIbBHOCTH OpraHu3anuu

OcHOBBI O0IIEH H COIMAIBHOM IICHMXOJIOTHH, COLIMOJIOTHH |
TICUXOJIOTUU TPyJla

CprKTypa, HCJIM, CTPATCTHUA U KaApOBasd IOJIMTUKA OpraHu3allun

TpyaoBoe 3aKOHOJATENLCTBO M HHBIE AKThl, COAEpPKALIUE HOPMBI




TPYZOBOTO ITpaBa

OcHoBBI HaJIOrOBOTO 3akoHOAATeNnbcTBa Poccuiickoit denepanun

HopmatuBHBIE ITpaBOBBIE aKThl, PETYIUPYIOIIME NpaBa U 00S3aHHOCTH
rOCY/IapCTBEHHBIX OPIraHOB, NMPO(ECCHOHATIBHBIX COI030B U APYIHX
MPEACTaBUTEILHBIX OPTaHOB PAOOTHHKOB

3akoHonarenbcTBO Poccuiickoit denepannu o nepcoHaIbHbIX TaHHBIX

JlokanbHBIE HOPMATHBHBIE AaKThl OPraHU3alWH, PEryIUpPYIOLIne
HOpsI0K (POPMHUPOBAHUS COLIMATIBHON MOJIUTUKU

OcHOBBI IPaBOBOTO perynupoBanus Pocculickoii @enepanun nopsaka
3aKJIFOYEHUH JOTOBOPOB (KOHTPAKTOB)

Hopwmpbl aTKH 1e710BOTO 00TIIEHHS

bazoBble  OCHOBBI ~ MH(OPMATHKH, CTPYKTypHOE IIOCTPOCHHE
MH(POPMALMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHI C HUMH

Jpyrue xapakTepucTUKu

3.6.2. TpynoBas GhyHKIIUS

HawnmenoBaHMe | HOTUTHKH

Peanusanus koproparuBHOM COLMATIBHOMN YpoBeHb

Kon | F/02.6 |(momypoBenn) |6
KBaNU(UKAIUN

IIpoucxoxnenue
TPYAOBOH pyHKIIMK

3anMCTBOBaHO

Opurunan X
U3 OpUTHHAJA

Kon PerucrpanuonHslii
OopUrMHaa HOMED
podeccHOHATBHOTO
CTaHIapTa

TpynoBsle neNCTBUA

Brenpenue KOpnopaTUBHBIX COLMAIBHBIX IIPOrpaMM, B TOM YHCIE IO
COLMAJIbHOM MOJJIEPKKE OT/IENIbHBIX TPy paOOTHUKOB

Peanuzanusi cuUCTeMBl COLMANBHBIX JBIOT, BBIMJIAT PaOOTHUKAM C
y4eToM TpeboBaHMii 3akoHOoAaTenscTBa Poccuiickoit deneparuu

OreHKa yIOBICTBOPEHHOCTH TEPCOHAIA KOPIMOPATHBHON COLMATBHON
MOJIATUKOHN

Onenka >(QQPEeKTUBHOCTH MEPONPUATHI KOPHOPATUBHOM COIMATBLHON
MOJTUTUKA

[TogroroBka mpemIOKEHU MO COBEPIICHCTBOBAHUIO MEPONPUATUN
KOPIOPATUBHOM COLMAIIBHOW MMOJUTUKHU

[TonroroBka mpemiokeHuit 1o  (OpMUPOBaHUIO OrOPKETa  Ha
peanu3anyo KOPIOPATUBHOW COLMAJIBHON MOJUTUKU U COLMAIBHBIX
MporpamMm

HeoOxonumele ymeHust

PaccuntreiBaTh 3aTparbl Ha  MPOBCACHUC CIICHHUAIM3UPOBAHHBIX
COMAJIbHBIX IIPpOrpaMm

[IpoBOANTE MOHHMTOPUHI YCHELIHBIX KOPIOPAaTUBHBIX COLIMAJIbHBIX
MporpaMm




[IpoBoguTe MeEpONpPHUATHS B COOTBETCTBUM C  KOPIIOPAaTUBHOU
COLIMAIbHOMN MOJIMTUKON

OHp CACIATDH OCJICBBIC T'PYIIIIbI neépcoHajia JIIA CO3JaHusA
CIICIUAJIM3UPOBAHHBIX COIIUAJIBHBIX IPOTpaMM

Onpenenars KpUTEPUU U YPOBHH YOBIETBOPEHHOCTH IIEPCOHANA

Onpenenarb 3 PEeKTHBHOCTD MEPOIPUATHH peanusyemoit
KOPIIOPaTUBHOI COLMAILHOM MOJTUTUKU

Opranu3oBbIBaTh B3aUMOJACHCTBUE C TOCYJapCTBEHHBIMH OpraHami,
HpO(l)CCCI/IOHaJ'IBHI)IMI/I COo3aMM MW JpyrumMu MNpeACTAaBUTCIbHBIMU
OopraHaMu pabOTHUKOB, OOIIECTBEHHBIMU U MHBIMU OPTaHU3AIUSMU 10
BOIIPOCAM peaju3aliy KOPIOPATUBHON COMAIbHON MOJTUTHUKHU

AHaJII/I3I/Ip0BaTI) PBIHOK yciayr Io conuaJIbHbIM n
CIICTIMAJIM3BUPOBAHHBIM ITpOTrpaMMaM counaanoﬁ NOAACPKKHU YJICHOB
LEJICBBIX I'PYIIT U TOTOBUTH MPEATIOKCHUSA IO UX TOCTAaBIINKaAM

[Ipon3Boauth  TpenBapUTENbHBIE  3aKyIIOUYHBIE  IPOLEAYpHl U
OoQOpPMIIATE  COMYTCTBYIOLIYI) JOKYMEHTAlMI0 TI0 3aKIIOYEHHUIO
JIOTOBOPOB

Co0mronaTh HOPMBI ATUKH JISJIOBOTO OOIICHHMS

HeoOxonnMmele 3HaHUSA

BOHpOCH yHpaBJICHUA COOHUAJIBHBIM PA3BUTHUEM OpraHHU3allun

Metonpl  aHanmu3a  BBIMOJIHEHUS  KOPHOPATUBHBIX  COLIMANBHBIX
MPOrpamMM U OTIPEIEICHUS X SKOHOMUUYECKON 3(HEKTUBHOCTH

Cucremspl, MeTonbl, (OpPMBI MaTEpUaIbLHOTO M HEMaTepUaIbHOIo
CTUMYJIMPOBAHUS TPy/a IepcoHaia

MeTonpl MpOBENEHUS COLMOIOTUYSCKUX HCCICIOBAHUM, W3yYeHUs
0O0IIECTBEHHOTO MHEHUS

Texnonornu, Meroapl M METOAMKH IPOBEIEHUS aHaIW3a U
CHCTEMaTU3allui JOKYMEHTOB U HH(pOpMAIHH

HopmaruBHBIE TpaBOBBIE aKThI, PETYIUPYIOMINE TpaBa U 00S3aHHOCTH
rOCYIapCTBEHHBIX OPraHoB, MPO(EeCCHOHANBHBIX COI030B U JIPYIHX
NPEICTAaBUTEIBHBIX ~OPraHOB pPa0OTHHKOB IO  IPEJOCTABICHUIO
Y4ETHOM TOKYMEHTaIlu’

[lopsmox mpoBeAeHHs] 3aKyMOYHBIX MpoOUEayp U OQOpMIICHUS
CONYTCTBYIOIIEH JOKYMEHTALIMU

CrpykTypa, 1eJH, CTpaTeTus U KaJpoBasi MOJIUTHUKA OpTaHU3aIlud

OCHOBEI HpOI/I3BOI[CTB€HHOI71 ACATCIIBHOCTH OpraHu3anuu

OcHOBEI 00mIEll ¥ COLMANBLHOH IICUXOJOTHU, COIMOJIOTHH U
TICUXOJIOTUH Tpyia

TpynoBoe 3aKOHONATENLCTBO W WHBIC AaKTHI, COJIEpIXKAIIUe HOPMBI
TPY/AOBOTO TIpaBa

OCHOBBI apXUBHOI'0 3aKOHOZAATENILCTBA U HOPMATHBHBIE ITPABOBBIE AKThI
Poccuiickonn ®enepanuu, B 4YacTH BEICHUS JOKYMEHTALUMU 110
NEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOIATENbCTBA Poccuiickoit deneparyun




3akoHonarenscTBO Poccuiickoi denepannn o nepcoHaIbHbIX TaHHBIX

JloKkaJIbHBIE aKTBl OpraHU3alUH, PETYIUPYIOLIUE MOPSAIOK BHEIPECHUS
COLIMAJILHOW MOJINTUKU

[Topsanok 3akTO4eHNs JOTOBOPOB (KOHTPAKTOB)

HopMsi 5Tuku aenoBoro oOieHus

ba3oBele  OCHOBBI ~ WMH(POPMATHKH, CTPYKTypHOE  IIOCTPOCHHE
MH(OPMAIIMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMU

Jpyrue xapakTepuCTUKH

3.6.3. TpynoBas GpyHKIUS

AJMUHUCTPUPOBAHUE IPOLECCOB U YposeHb
HaumenoBanwue | JOKyMeHTOOOOPOTA IO BOMPOCAM Kon | F/03.6 |(nmomypoBenb) |6

KOPIOPATUBHOM COLUMAIIBHOW MMOJUTHUKHU KBaJIM(DUKALIAN
[Ipoucxoxaenue 3aMMCTBOBAHO

TPYAOBOH (pyHKIIMA

Opurunan X
W3 OpUTHUHAJA

Kon Perucrpanmonnslii
OpUruHaa HOMED
podeCCHOHATBLHOTO
CTaHjapra

TpynoBsle NeNCTBUA

AHanu3 mpoueccoB JOKYMEHTOOOOpOTa, JIOKAIbHBIX JTIOKYMEHTOB IO
BOIIPOCaM KOPIIOPATUBHOW COIUATBHOM MOTUTHKA

JlokymeHTanoHHoe  O(OpMJICHHE  PE3yJAbTaTOB  KOPIIOPATUBHOM
COIIMATIBHOMN IMOJIUTHUKU

[ToaroroBka npeioxKeHU 10 Pa3BUTHIO KOPIIOPATUBHOM COLUAIBHOM
MIOJINTUKHU

IlonroroBka pe3ynbTaToB aHajau3a COOTBETCTBUSA KOPIIOPAaTUBHOU
COLMAJIbHOW IMOJUTUKM TpeOOBAaHUAM 3aKOHoJarenbcTBa Poccuiickoit
@denepanny U yCIOBUIM PhIHKA TpyAa

JIoKyMeHTaIlMOHHOE u OpraHU3alIOHHOE COIIPOBOXKICHUE
MEPONPUATHIA KOPIIOPATUBHOMN COIIMAILHOMN MOJIUTHKI

IToaroroBka u 00paboOTKa 3apOCOB M YBEAOMIIEHHH O pabOTHUKaX B
rOCyIapCTBEHHbIE OpraHbl, MpPO(ecCHOHATIbHBIE COI3bl U JIpyrue
NPEJCTaBUTENIbHBIE OpraHbl PAaOOTHHUKOB IO BONPOCAM COLMATIBHOM
MOJIMTUKY B OTHOILIEHUH TIEpCOHAalIa

ConpoBoXkJieHHE JOTOBOPOB 10 OKa3aHHUIO KOHCYJIBTAIMOHHBIX U
MHPOPMALMOHHBIX  YCIYT 10  MEpPONPHUATHAM  KOPIOPAaTHBHOMN
COLIMAJIbHOW MOJIMTUKY, BKITIOUAs MPEIBapUTENbHBIE TPOLIEIYPHI [0 UX
3aKJIIOYEHUIO

Heo6xonumble ymeHHs

OdopMsaTh JOKYMEHTHI IO BOIPOCAaM KOPIIOPATUBHOM COLMAIBHOM
MOJINTUKY,  IPEAOCTABIEMBIE B  TOCYNApCTBEHHBIE  OpraHbl,
MIPEJCTaBUTEIIbHBIE OPTaHbl PAOOTHUKOB

AHanusupoBaTh IMpaBuia, MOPSAKH, MPOLENYpPhl KOPIIOPATUBHOM
COLIMAJIbLHOW MOJINTUKU




OO0ecneunBarh AOKYMCHTAIIMOHHOC  COITPOBOXICHUC coIanabHON
IMOJIMTUKHK B OTHOIICHUHU IIEPCOHATIA

OpraHu3oBbIBaTh ~ XpaHEHHWE JOKYMEHTOB B  COOTBETCTBHU C
TpeOOBaHUAMH apXHUBHOTO 3aKoHoAarenbcTBa Poccuiickoit denepanyu
1 JIOKaJIbHBIMU aKTaMU OpraHU3aluu

[IpousBoauTh  MpeABapUTENbHBIE  3aKyMOYHbIE  MPOLEAYPHl U
oopMIIATE  COMYTCTBYIONIYIO JOKYMEHTAIMIO 10 3aKIIOYCHHIO
JIOTOBOPOB

PaGotats ¢ HH(bOpMaHHOHHLIMH cucTeMaMu U Oa3zamu JaHHBIX IIO0
BoIIpocamMm COIII/IaJ'ILHOI\/JI IMOJIMTUKW B OTHOIICHUHU IICPCOHAIA

Bectu ywer u peructpauuio JOKYMEHTOB B HH(OPMAIMOHHBIX
CUCTEMaxX U Ha MaTepUaIbHBIX HOCUTEIIAX

Bectn ACJIOBYIO MICPCIIUCKY

CobmronaTh HOPMBI 3TUKH JISTIOBOTO OOIIEHUS

HeoOxonnMele 3HaHMs

[lopsimox odopmieHHs, BEACHUS W XPaHEHUS JAOKYMEHTAIMH II0
COLIMAJIbHOW ITOJIMTUKE B OTHOLLEHUU IIEPCOHANIA

[Topsanox dhopMupoBanusi, BeAeHU OaHKa JAHHBIX U MPEIO0CTABICHUS
OTYETHOCTH 110 BOINPOCAM COLUAIBHON TMOJUTHKA B OTHOLIECHUU
nepcoHana

Texnomornu, MeTOABI W METONUKHM IIPOBEACHHUS aHalau3a U
CHCTEeMaTH3allui JOKYMEHTOB U HH(OpMaIHH

OCHOBBI TOKYMEHTOO0OPOTa M IOKYMEHTAIIMOHHOTO 00eCTICYEHUS

[lopsmox mpoBeneHUs 3aKyNOYHBIX THpouenyp Hu  0pOpMIICHUS
COIIYTCTBYIOILLEH JOKYMEHTALUU

CrpykTypa oOpraHm3alii W BaKaHTHBIE JOJDKHOCTH (mpodeccud,
CIEIUATLHOCTH)

TpynoBoe 3aKOHOIATENBCTBO M HMHBIE AaKThl, COAEP)KAIME HOPMBI
TPYZOBOIO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIhCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoit denepanuu, B 4acTU BEJACHHUS IOKYMEHTAIMH IO
MepCoHAIy

OcHOBBI HAJIOTOBOTO 3aKOHOMATENbCTBA Poccuiickoit denepamuu

HopmaruBHbIE paBOBBIE aKThl, PETYIUPYIOLIUE IIpaBa U 00I3aHHOCTU
rOCY/IapCTBEHHBIX OPraHOB, NMPO(EeCCHOHATIbHBIX COI30B U JIPYTHUX
MPEJICTAaBUTENIbHBIX ~OpPraHoB pabOTHUKOB 10  MPEIOCTaBICHHUIO
Y4ETHOU JOKYMEHTALUU

3akoHoaarenscTBO Poccuiickoit denepaiyivi 0 epCOHANBHBIX TaHHBIX

JlokanpHblE HOpPMATHMBHBIE aAKThl OpPraHU3aLUH, PETYIHPYIOLINE
MOPSIIOK  BHEIPEHUsT KOPIOPATUBHOW COLMAIBHOW MOJUTHUKH U
COLMAJIBHBIX ITPOTPaMM

[Topsanok 3aKit04eHNs JOTOBOPOB (KOHTPAKTOB)

HopMbl 3TukH 1emoBoro o0eHwust

basoBble  OCHOBBI ~ MH(POpPMATUKH, CTPYKTYpHOE  IOCTPOECHHE




MH(POPMALMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHl C HUMHU

Jpyrue xapakTepucTuku

3.7. O6o0eHHas TpyaoBas GyHKIIHS

HaumenoBanu |OnepaninoHHOE yNpaBieHHE IEPCOHATIOM Kox G YpoBeHb 7
e ¥ TIOJIpa3IeIEHUEeM OpTaHu3aluu KBTN(DUKAITAN
[Ipoucxoxnenue
P A . 3auMCTBOBaHO
0000menHoi TpynoBord | OpurmHan X
U3 OpUTHHAJIA
GbyHKIIIN
Kon Perucrpanmonsslit
OpUTHHala HOMEp
npodeccHoHaTBHOTO
cTaHaapTa

Bo3smoxHbIe
HaNMEHOBAHUS
JOJDKHOCTEH, TTpodeccHii

PykoBoauTenb CTPYKTYpHOTO NOJPA3ICICHUS
HauanbHUK CTpYyKTYpHOTO NOJpa3IeieHUs

TpeboBanus
00pa3oBaHMIO U
00y4YeHHIO

Beiciiee 00pa3oBaHue - CIIEIHANUTET, MATHCTPaTypa
JlonoiHUTENBEHOE MTPOoeCCHOHANIBHOE 00pa30BaHHUE - IPOTPAMMBI
npoheCCHOHATBHON MEePEHOAr0TOBKY B 00IACTH YIIPABICHHS
MIEPCOHAJIOM, OTIEPAMOHHOTO U TAKTHYESCKOTO YIPABICHHS;
[pOrpaMMbl MMOBBILICHHS KBATH(DUKALUK B 00IACTH yIIpaBICHHS
MEPCOHAJIOM, OTIEPAIMOHHOTO ¥ TAKTHYESCKOTO YIPaBICHHS

TpeboBaHus K ONbBITY
MIPAKTUYECKOM paboThI

He menee nartu et B 001acTu ynpaBieHUs IEPCOHATIOM

Oco0ble ycroBust
JIOTTycKa K pabote

Hpyrue xapakTepuCTUKH

I[OHOHHI/ITeJ]BHLIe XapPaKTCPUCTUKU

HaumeHnoBanue nokymeHnra

Kon HaumenoBanue 6a30Boi Ipymniibl, JOIKHOCTH

(mpodeccun) uim crienuagTbHOCTH

OK3

1232 PykoBonuTenu nonpasaeneHuii (ciyx0) yrnpaBieHus

KaapaMi U TPyAOBBIMU OTHOLICHUAMHA

EKC

- HavanpHuk otnena kaapos

- Haganpauk oTACIa OpraHu3anuy U OIJIaTel Tpyda

- HavanbHuK OoTIema MOArOTOBKH KaApOB

- Haganpaux oTAcIa COnUalbHOTO Pa3BUTHA

- 3aBenyromuii (Ha4aJIbHUK) OTJEIOM KaJpoB

OKIIJITP

24063 |Menemxep No nepcoHary

3.7.1. TpynoBas ¢pyHKUIUSA




Pa3paboTka cucTeMbl orepanuoHHOTO YpoBeHb

HaumeHoBaHue | ynpaBiieHUs IEPCOHAIOM U pabOTHI Koxg | G/01.7 |(nmomypoBenn) |7

CTPYKTYPHOTO MOJpa3/IeIeHUS KBaJIM(UKALIUN

[Ipoucxoxnenue
TpyAOBOH pyHKIIMK

3anMCTBOBAHO

Opurunan X
U3 OpUrMHaIa

Kon PerucrpanmonHsbiin
OpHUrHHAIA HOMEpP
npodeccuoHaIbHOTO
CTaHaapTa

TpynoBble nencTBUs

Ananuz YCIICHIHBIX  KOPIIOPATHBHBIX  IIPAKTHK IO BOIIpoCcaM
CTPATCTUYCCKOTO n OIICPaTUBHOTI'O YHpaBJICHUA IepcoHaioM
opraHu3anu

[ToctaHoBKa oOmHEpaTMBHBIX IieJiedl MO BOMPOCaM  YIpaBICHHUS
HIEPCOHAIIOM

Pa3paboTka 11aHOB, MporpaMM U MpOLEAYp B  yIpaBiIeHHUH
IIEPCOHAIOM

PazpaboTka mpemioKeHHUH 1O CTPYKType MOApasieiieHHs |
noTpeOHOCTHU B IEPCOHAIIE

Pa3pabotka  mpemnmokeHHit 1o 0OECMEUEeHHI0  TEePCOHANIOM,
(GOpMHPOBAHUIO CHUCTEM  OLIEHKH, pPa3BUTHA, OIUIATBl  TPYIa,
KOPIIOPaTUBHBIM COLUAIIBHBIM IIPOrpaMMaM U COLIMAJIBHON MOJIUTHUKE

Pazpalotka npeanoxeHuit o 3arparax u GopMHUpPOBaHUIO OKOIKETa Ha
HepCOHAI

Pa3paGoTka mpenmokeHWd 1O  3aKIIOYCHUIO  JOTOBOPOB  TIO
YOPABICHUIO TEPCOHAJIOM C TMOCTaBUIMKAMHU YCIyT M IPOBEICHUE
NPEABAPUTEILHBIX IIPOLIEAYDP 10 UX 3aKJIFOYECHUIO

Heob6xonumbie ymeHus

Opranu3oBbIBaTh paboTy NepcoHaa CTPYKTYPHOT'O MOIPa3AeIICHUs

Onpenenarp 3a/1a4u NepcoHaja CTPYKTYPHOTO MOApa3IeIeHUsI, UCXO/s
U3 1IeJIel U CTpaTeruy OpraHu3aluu

Co3znaBarh U ONUCHIBaTh OPraHU3ALMOHHYIO CTPYKTYpY, L€JIH, 3a/1a4H,
(GYHKLIUY CTPYKTYPHOT'O MOJPa3eIeHHs

HpI/IMCHHTL METOABbI YHPABJICHUA MCKINMYHOCTHBIMU OTHOLICHUSIMH,
(bOpMI/IpOBaHI/ISI KOMaHZ, pa3sBUTUA JTUACPCTBA U HUCIHOJIHUTCIIBHOCTH,
BBISABJICHUS TAJIAHTOB, OIIPEACIICHUA YIOBJICTBOPCHHOCTHU pa60T0171

Onpenenars, aHaIM3MpOBaTh, MOJAEIUPOBaTb U BBICTpauBaTh
BHYTPEHHHE KOMMYHHKAIMHU IIEPCOHAA

PazpabarbiBaTh MPOEKTHBIE TMPEUIOKEHUS ¥ MEPOIPHATHS  TI0
3¢ pexTHBHOI paboTe nepcoHasa

BHeI[pHTL CTPATCTHIO IO YIIPABJICHUIO IICPCOHAIOM

CocTaBiiaTh, pacCUMUTBHIBATh, KOPPEKTHUPOBaTb M KOHTPOJIMPOBATH
CTaThbM PAcXOIOB Ha TIIEPCOHAJN, pa3padaThIBaTh MPEIJIOKEHHS II0
3aTpaTaM Ha IepcoHall st pOpMUPOBAHUS OrO/KeTa

Hpe,Z[CTaBJISITB HHTCPCChl OpraHu3alvi MW BCECTHU TMNCPCTOBOPHI C




npoeCcCHOHANBHBIMU  COI03aMU U JIPYTHUMH TPEIACTaBUTEIbHBIMU
opraHamMu pabOTHUKOB, B3aUMOJEWUCTBOBATh C TOCYAAPCTBEHHBIMU
OpraHu3alUsIMU

AnHanu3upoBaTh MH(POPMAIMIO IO IOCTABIIUKAM YCIyr B 001acTH
yIpaBJIEHUs IEPCOHAIIOM U 10 YCIIOBHSIM 3aKJIF0YaEMBbIX JOTOBOPOB

[IpousBoauTh  MpeABapUTENbHBIE  3aKyMOYHbIE  MPOLEAYPHl U
oopMIIATE  COMYTCTBYIONIYIO JOKYMEHTAIMIO 10 3aKIIOYCHHIO
JIOTOBOPOB

Pabotate ¢ MHQOpPMAIMOHHBIMU CHCTEMaMHM W 0a3aMM JaHHBIX MO
BOIIPOCAM YIIPaBJICHUS IEPCOHAIOM

Opranu3oBbIBaTh U NPOBOJUTH KOPIOPATHBHBIE MEPOIPUSATUS C
[IEpCOHAJIOM

CO6J'IIOIL3.TB HOPMBI 3TUKU OCIIOBOIO O6IJ_IGHI/I$I

HeobOxoauMmbie 3HaHUA

Mertozpbl, cIOCOOBI M1 HHCTPYMEHTHI YIIPABICHUS IEPCOHATIOM

Lenwn, cTparerust pa3BUTHS U OM3HEC-TIIAH OPTaHU3AINH

Ilonutnka yYpaBJICHUA IIEPCOHAIOM OpraHru3alunu

MeToasl aHanmm3a KOJIMYECTBEHHOIO M KAdeCTBEHHOIO COCTaBa
nepcoHalia

Cucremsnl CTaHAapTOB IIO 6H3HCC-HpOI_IeCC&M, HpO(I)eCCI/I}IM, HOpMaM
Tpyaa

Cucrempl, MeToAbl U (OPMBI MaTEepHAILHOTO M HEMaTepUaIbHOTO
CTUMYJIMPOBaHUs TpyJa MepcoHaa

Texnonoruu u MeTopl GOPMHUPOBAHUS U KOHTPOJIS OIO/PKETOB

[lopsimox mpoBeAeHHs 3aKyNMOYHBIX Mpoueayp #  ohopMIICHUS
COIIyTCTBYIOILEH TOKyMEHTALUN

OCHOBEI HpOHSBOI[CTBCHHOﬁ ACATCIIbBHOCTH OpTraHu3alun

OcHOBBI O0IIEll H COIMAJILHOM IICHMXOJIOTHH, COLMOJIOTHM U
TICUXOJIOTUH TPyJa, SKOHOMHKH Tpy/a, O€30IMacHBIX YCIIOBUH Tpyaa

CrpykTypa opraHu3aluu

TpyaoBoe 3aKkOHOAATENBCTBO M MHBIE AaKTHI, COJEpKAIIME HOPMBI
TPyAOBOIO mpana

OCHOBBI apXI/IBHOI‘O 3aKOHOJATCJIIbCTBA U HOpMaTI/IBHBIC HpaBOBLIe
akTtbl Poccuiickoii denepanyu, B 4aCTH BEACHUSA AOKYMEHTAIMH I10
MepCoHAIY

OcHoOBBI HaJIOrOBOTO 3aKkoHOAATeNbcTBa Poccuiickoit denepanun

OcCHOBBI MUTPALlMOHHOTO 3aKOHOAATeNnbcTBa Poccuiickoit Penepanuu,
B YaCTH IPUBJICUCHUS U TPYIOYCTPONCTBA MHOCTPAHHBIX TPaXKAaH U
mu1 06e3 rpaKIaHCTBa

OCHOBEI AAMHUHUCTPATUBHOIO 3aKOHOAATCIbCTBA B o0OiracTu
yrpaBJICHHUSA IIEPCOHATIOM U OTBETCTBCHHOCTHU NOJIZKHOCTHBIX JIMIL

3aKOH0)IaTeJ'H>CTBO Poccuiickoit CDC,Z[CpaI_[I/II/I 110 3aIUTC NCPCOHAJIbHBIX
JaHHBIX




JlokanpHBIE HOPMATUBHLIC aKThI OpraHuU3allii B OGJIaCTI/I YHOpaBJICHUA
MIEPCOHATIOM

[Topsanok 3aKiO4ueHNs JOTOBOPOB (KOHTPAKTOB)

Hopwmpbl 3TuKH 1€710BOTO OOIIICHHS

ba3oBele  OCHOBBI ~ MH(POPMATHKH, CTPYKTYpHOE  IOCTPOEHHE
WH(POPMALMOHHBIX CHCTEM U 0COOEHHOCTH pabOTHl C HUMHU

Jpyrue xapakrepucTuku

3.7.2. TpynoBas pyHKIUS

Peanuzanus onepalnOHHOIO yIIpaBIICHUS YpoBeHb
HaumenoBanwue | mepcoHanIoM B pabOThI CTPYKTYPHOTO Kon | G/02.7 |(nmomypoBenb) |7

rojpaseaeHus KBaJM(DUKALIAN
[Ipoucxoxaenue 3aMMCTBOBaHO

TPyAOBOH (pyHKIIMK

Opurunan X
U3 OPUTHHAJIA

Kon PerucrpanmonHsIii
OpUTHHAIA HOMEp
podeCcCuoHaIBLHOTO
CTaHAapTa

TpynoBsle neiCTBUA

HJ'IaHI/IpOBaHI/Ie ACATCIIBHOCTH TOAPA3ACIICHUA U IICPCOHAIA

OnepatuBHOE yIpaBiieHHE IEPCOHATIOM NOJpa3/IeleHNs OpraHu3aluu

Pacuer 3arpar mo mompasneneHuIo M MOATOTOBKA MPEIOKEHUH IS
(dopmupoBaHus OroIKeTa

Pa3paboTka cTaHIapTOB AEATEIBHOCTH MOAPA3ACIICHUS U YHUDUKAIHS
IIPOLIECCOB

HpOBeI[eHI/Ie HHCTPYKTa)Xa 110 OXpaHE Tpylda

IlocranoBka 3amgay pabOTHMKAM CTPYKTYPHOIO TOJApa3/eieHus,
OTpe/ieJIeHUE PECypCOB JIJIsl UX BBIMOIHEHUS, KOHTPOJIb UCTIOIIHEHUS

AHanM3 TIaHOB M OTYETHOCTH TOJYMHEHHBIX PAaOOTHUKOB, pa3paboTka
NPEUIOKEHU  I10  YIYYUIEHUIO  [IOKa3arejed  JAeSATEIbHOCTH
IIoZIpa3eIeHUs

®dopMupoBaHHE OTYETOB O pabOTe CTPYKTYPHOTO NOAPa3AEICHUS

Heob6xonumbie ymeHust

Ompenensatb 30HBI OTBETCTBEHHOCTH W 3(P(EKTHBHOCTH PpabOTHI
MepcoHana CTPYKTYPHOTO TMOMPa3ACIeHUs, paclpeAeisaTh 3aJaddl H
o0ecrieunBaTh ~ MAaTepUAIBHO-TEXHUYECKHE  PEeCypchl Ui X
HNCITOJIHCHU A

[IpuMeHATh  METOABI  ONEPATUBHOTO  YMPABICHUS  IEPCOHATIOM
OpraHu3aIuu

KOHTpOJ'II/IpOBaTB HCIIOJIHCHHUC HOpy‘{CHI/Iﬁ U 3aaa4, BHOCHUTH
CBOCBPCMCHHBIC KOPPCKIWH B IJIAHBI 1 3a/1a4U

Omnpenensite  mokazatenu  3(QGEeKTHBHOCTH  pabOThl  MepcoHaja
HOZPa3/ICIICHUS




VYpasiaaTe MOTHBALMEd IIEPCOHANA, €r0 BOBJIEYECHHOCTBIO H
JUCLMIUTMHOMN Tpyaa

CocTaBiiaTh IUTAHBI JESATENIBHOCTH CTPYKTYPHOTO TOApA3/ICIICHUs
OpraHu3aluu

CocTaBisiTh, pacCUMUTHIBaTh, KOPPEKTHUPOBaTb M KOHTPOJIMPOBATH
CTaThl PACXOJOB CTPYKTYPHOTO MOApas3ieieHus i (HOPMUPOBAHUS
OIOIKETOB

[IponsBomuts aHanmM3  TEKyWEed  JEATEIIBHOCTH  CTPYKTYpPHOTO
MOAPA3ACIECHUS U BHEAPSTH IIPOLEAYPHI IO €€ ONTUMHU3ALIUN

IIpencraBnaTeh HHTEpECH OpraHU3allMM U BECTU IIEPETOBOPHI C
rOCyIapCTBEHHBIMU OpraHamMH, NPOPECCUOHAIBHBIMU COIO3aMH U
JIPYTUMH TPEACTaBUTENbHBIMU OpraHaMu pabOTHUKOB IO BOIPOCaM
epcoHana

Bectn nmeperoBopsl ¢ IOCTaBIIMKAaMM yCIyr IO  YCIOBHUSIM
3aKJI04AaEMBIX JJOTOBOPOB

IIpon3BoguTh  mpeABapUTENbHBIE  3aKyIIOYHBIE  INPOLEAYpPHl H
OoOpMIIAITE  CONMYTCTBYIOLIYIO JOKYMEHTALMI0 10 3aKIFOYCHHIO
JIOTOBOPOB

[TpoBOAMTE ayauT pe3yabTaTOB pabOTHI C IEPCOHATIOM

PaGorate ¢ WHGOPMAIIMOHHBIMH CHCTEMaMH W 0a3aMd JaHHBIX TIO
BOIIPOCAM YIPABIICHUS TEPCOHATIOM

CobmtonaTh HOPMBI 3TUKH JIETIOBOTO OOIIIEHUS

HCO6XOI[I/IMBIG 3HaHHUA

TCOPI/II/I ypapJICHUA IIEPCOHAIOM U €0 MOTHUBALIUA

MeTtonbl aHanu3a BBINOJIHEHMS IUIAHOB M 3ajad, ONPENEIICHUS HX
SKOHOMHUECKOH 3 hekTuBHOCTH

®opMBbI U METOJIBI OLICHKH TIepCOHAalIa U pe3yabTaToB UX TpyAa

TexHomoruu OIIEPaTUBHOI'O YIIPABJICHUS IICPCOHAJIOM OpraHu3aluu

Cuctembl, MeTonbl U (OPMBI MaTepUaIbHOTO MU HEMAaTepUaIbHOTO
CTUMYJIMPOBAHMS Tpy/a IepcoHaa

Texnonmoruu u MeTop1 HOPMHUPOBAHUS H KOHTPOJIS OFO/KETOB

Teopuu u MeTonbl yrpaBiieHuUs! pa3BUTHEM IIEpCOHAA

OKOHOMMKA Tpyza

Opranu3zalinoOHHO-IITaTHAs! CTPYKTYypa OpraHU3aiuu

[lonmuTuka ympaBieHUST TEPCOHANIOM U COIMAJIbHAs IOJUTHKA
OpraHu3aluu

Hemnu, cTparerust pa3Butust 1 OM3HEC-TUIAH OPraHU3aIuU

MeTonuKM IUIAHUPOBAaHUS W IMPOTHO3UPOBAHUS MOTPEOHOCTH B
IepcoHale

Ilopsanox yperyaupoBaHus TpyAOBbIX CIIOPOB

TpeOGoBanus u MpaBuiia MPOBEACHUS ayInuTa paboThl ¢ IEPCOHATIOM

@opMBI  COLMATIBHOIO  IAPTHEPCTBA M B3aUMOJIEUCTBUS €




npoeCcCHOHANBHBIMU  COI03aMU U JIPYTHUMH TPEIACTaBUTEIbHBIMU
opraHamu paOOTHHMKOB, U UHBIMH OpraHU3alusIMU

[lopsmox odopmileHusT KaapOBbIX JOKYMEHTOB M MPUAAHHUS UM
FOPUANYECKON CHJIbI

[lopsimox mpoBeAEHUs 3aKyMOYHBIX TMpOUEAyp H  O(GOpMIICHHS
COIIyTCTBYIOILEN TOKyMEHTALUN

TpynoBoe 3aKOHOIATENBCTBO M HWHBIE AaKThl, COAEP)KAIME HOPMBI
TPYZIOBOTO IIpaBa

OCHOBBI apXWBHOTO 3aKOHOMIATEIhCTBA M HOPMATHBHBIC TPABOBHIC
aktbl Poccuiickoii Penepauny, B 4aCTH BEACHUSA AOKYMEHTALMHU I10
MepCoHAITy

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBA Poccuiickoit denepanuu

OCHOBBI MUTPAIMOHHOTO 3aKoHOnaTenbcTBa Poccuiickoit denepanuu,
B YaCTU IPUBJICYCHUS U TPYLOYCTPOMCTBA MHOCTPAHHBIX I'PaXKIaH U
Tu1 0€3 TpaKIaHCTBA

OCHOBEI AJIMUHUCTPATUBHOI'O 3aKOHOJAaTEJIbCTBa B obactu
YHpaBJICHUA IIEPCOHATIOM U OTBCTCTBCHHOCTU NOJIDKHOCTHBIX JIMI

3akoHonarenscTBO Poccuiickoit denepanny o nepcoHaIbHbIX TaHHBIX

JIokanbHEIC HOPMATHUBHBIC AKTbl OPraHU3alMid B YaCTU YIPABJICHUA
IepcoHaIoOM

OcHoBbl npaBoBoOro perynuposanust Poccuiickont denepanuu nopsiaka
3aKJII0YEHMS TPaXKAAHCKO-IIPAaBOBBIX JOTOBOPOB

Hopwmpl 3TKH 1e710BOTO OOTIIEHMS

bazoBele  OCHOBBI ~ MH(OPMATHKH, CTPYKTYpHOE  IIOCTPOEHHE
MH(POPMALMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHl C HUMHU

Jpyrue xapakTepucTuku

3.7.3. TpynoBast pyHKIUS

HaunmenoBanue

[Ipoucxoxaenue
TPYOBOM (QyHKIIUU

AIMUHHUCTPUPOBAHKE TPOIECCOB U VpoBeHs
OKYMEHTO000POTA 110 OIEPALIMOHHOM
AOKY P P Y Kon | G/03.7 |(momypoBeHn) |7
yIpaBJIeHHUIO TIEPCOHANIOM U padoTe
KBaTU(UKAIIH

CTPYKTYPHOTO TIOIPa3ICICHHS

3auMCTBOBaHO

Opurunan X
U3 OpUTHHAJIA
Kon PerucrpanmonHsiit
OpHUTHHAIA HOMEp
npodeCcCroHaIBLHOTO
CTaHaapTa

TpynoBbie nelcTBUA

AHanu3 mpoueccoB AOKYMEHTOOO0pPOTa, JIOKAIbHBIX JIOKYMEHTOB IO
BOIPOCAM ONEPAIMOHHOTO YIPAaBJICHUS MEPCOHAJIOM M PpabOTHI
CTPYKTYPHOTO TOApa3JeieHus, OU3HEeC-NPOIeCCOB OpraHU3alllH,
YAOBJIETBOPEHHOCTH NIEPCOHAIIA

JlokyMeHTallMOHHOE ~ O(OPMJICHHE  PE3YJIbTaTOB  OINEPAI[IOHHOTO




yIpaBJIeHUs] TEPCOHATIOM M PabOThl CTPYKTYPHOTO TOApa3/eIeHus,
PE3YyJIBTaTOB ayuTa pabOoThl C IEPCOHAIOM

[ToaroroBka MpenokKEHUH MO PA3BUTHUIO CHUCTEM OIEPAIMIOHHOTO
yIpaBJIeHUs] IEPCOHATIOM U PabOThl CTPYKTYpPHOTO MOJPA3IeICHHS, 110
HE00XOMMBIM KOPPEKTUPYIOIIKUM U MPEBEHTUBHBIM Mepam

Pa3pa60TKa CUCTCMBbI aHAJIM3a U KOHTPOJIA pa60TbI nepcoHaia

KonTtpons, cpaBHeHHE U aHAIH3 MPOIECCOB B 007aCTU OMEPATUBHOTO
yIIpaBiICHUS TIePCOHAJIOM, pe3yJIbTaToB YIPABICHUECKUX
MEPOIPUATHIA, onpeaeneHre (PaKToOpoB, BHI3BIBAIOIINX OTKIOHEHHE OT
TJIAHOBBIX TOKa3aTeneH

[TonroroBka m o00paboOTKa 3ampoCOB, YBEIOMJICHHH, CBEIECHUN O
paboTHHKAaX B rOCYJapCTBEHHBIE OpPTraHbl, MPO(hecCHOHANTbHBIE COIO3bI,
00111eCTBEHHBIE OpPTaHU3aAIUN

ConpoBoxJieHHE JIOTOBOPOB  OKa3aHUs yCIyr IO  BOIpOcam
OTNEPAaTHUBHOIO YINpPaBJIEHHUs MEPCOHAIOM U pabdoTe CTPYKTYPHOTO
MOAPA3ACICHNs, BKIIOYAasl MpPEABAPUTEIBHBIE TMPOIEIyphl 1O WX
3aKITIOYEHUIO

[ToaroroBka npeanoxeHuil Mo GOPMUPOBAHHUIO OIO/DKETA HA MEPCOHAT
OpraHM3aIyu

Boinonnenue tpeboBaHui 10 XpaHeHHIO UHGOPMAIMK O pe3yibraTax
JICUCTBUSL CUCTEM OIEPAIMOHHOTO YIPABJICHUS MIEPCOHATIOM U pabOTHI
CTPYKTYPHOTO MOJpa3IeieHUs

Heobxomumbie ymeHust

KOHTpOJ'II/IpOBaTB MponecCChl YIIpABJICHUA IIEPCOHAIIOM nonpa:%z[eneHHﬁ,
ONpeaAcCiATh UX PE3YJILTATUBHOCTL U BBISABJIATH (1)aKTOpr OTKJIOHCHUM
OT IIJIAHOBBIX ITApaMCTPOB

PazpaOarbiBaTh MporpamMmbl JOCTMDKEHHMs Iiefieil M ONepaTHBHOIO
penieHus 3a1a4 oapasIeaeHui

AHanusupoBaThb, paspabarbiBaTh U O(QOPMIISATH JOKYMEHTHI IIO
OIlEpaTUBHBIM IIPOLIECCAM U UX pe3yJIbTaTaM

HpOBO,Z[I/ITL ayaIuT KaApOBBIX IIPOLCCCOB, IpoUcayp, O(I)OpMJ'IeHI/IH
KaapOBbIX JOKYMCHTOB U JOKYMCHTOB I10 YIIPABJICHUIO IIEPCOHAIIOM

KoHTponmpoBarhk pacxojoBaHHe OIOHKETOB Ha ITEPCOHAI

OdopmiisiTh  TOKYMEHTBI [0  ONEPAIlMOHHOMY  YIIPaBICHHIO
MIEPCOHAIIOM u pabore CTPYKTYpPHOTO MOPA3ACTICHHS,
NPEOCTABISIEMbIE B TOCYIAPCTBEHHBIC OPTaHBI, MPEICTABUTEIbHBIC
OpraHbl paOOTHUKOB

ObecrieunBaTh JIOKyMEHTAlIMOHHOE COMPOBOXKICHHE TIO CHCTEMaM
OTIEPAIIMOHHOTO YIPABIEHUSI TMEPCOHAIOM M paboTe CTPYKTYpHOTO
MOJpa3/IETICHUS

Opranu3oBBIBaTh ~ XpaHEHHWE JOKYMEHTOB B  COOTBETCTBUU C
TpeOOBaHUSIMU  TPYAOBOTO M apXMBHOTO  3aKOHOJATEIhCTBA
Poccuiickoit @eaepanuu v JOKaJIbHBIMU aKTAMU OpTraHU3alnu

KonTponupoBars HCHOMHEHHWE JOTOBOPOB TOCTABIIMKOB YCIYT TIO
BOIIpOCaM IepcoHasa

[Tpou3BoANTH 3aKyMOYHBIE TPOIEAYPHI, ODOPMIISATH U aHATU3UPOBATH
3aKyIMOYHYIO JOKYMEHTAIINIO




IIpoBonuTE mEperoBopbl W MPEACTABIATH MHTEPECHl OpraHMU3alMM B
rOCyIapCTBEHHBIX OpraHax, Npo(eCCHOHAIBHBIX COI03aX U JAPYTUX
MIPEICTaBUTENIBHBIX OpraHax pabOTHHUKOB 10 BOIPOCaM MepcoHaa

Bectu nenoByro nepenucky

Bectn yuer H perucTpanuio JOKYMEHTOB B HWH(OPMAIMOHHBIX
CUCTEMax U Ha MaTepUaIbHBIX HOCUTEIAX

Pabotate ¢ MHQOPMAIMOHHBIMU CHCTEMaMHM W 0a3aMM JaHHBIX IO
NEPCOHAIy U CHCTEMaM OIEpalOHHOIO YIPAaBJICHUS NEPCOHAIOM H
paboTe CTPYKTYypHOTO MO/pa3/ieeHus

CO6J'IIOIL8.TB HOPMBI 3TUKU ACJIOBOIO O6IJ.I€HI/I$I

HGO6XOI[I/IMBIG 3HaHHUA

Mertoapl ynpaBieHUs pa3BUTHEM U 3(PPEKTUBHOCTHIO OpraHU3ALUH,
METONIbI aHAJHM3a BBHIIIOJHEHUS TUTAHOB M MPOTPaMM, ONPEACTICHUS UX
HKOHOMHUYECKOU AP PEKTUBHOCTH

Mertoapl OLEHKH pabOThl CTPYKTYpPHBIX MOApA3eNCHH, pe3yIbTaToB
TpyAa IepcoHana

Mertoasl NpOBEAEHUS ayquTa M KOHTPOJUIMHIA  ONEpPaTUBHBIX
YIPaBJIEHYECKHUX IIPOLIECCOB

q)OpMBI )41 CHUCTCMBI MaTCpuajibHOro u HEMaTCpPUaJIbHOIO
CTUMYJIMPOBAaHUS TpyHda IICPCOHAJIA

OCHOBBEI AOKYMCHTAIIMOHHOTI'O obecneueHus

[lopsimox odopmieHus, BeACHUS U XPaHEHUS JAOKyMEHTAlMM I10
CUCTEMaM OINEPALMOHHOIO YMNpaBICHHs MEPCOHAIOM OpraHu3alud U
paboTe CTPYKTYypHOTO MO/pa3/ieiIeHus

ITopsimox hopmupoBaHusi, BeeHHs] OaHKa JTaHHBIX U MPEAOCTABICHUS
OTYETHOCTH T10 CUCTEMaM ONEPAlMOHHOIO yIpPaBiIeHHs EPCOHAIOM U
paboTe CTPYKTYypHOTO MO/pa3/IeIeHUs

HopMmaruBHBIE paBOBBIC aKThI, PETYIUPYIOLINE MIpaBa U 00SI3aHHOCTH
TOCYIapCTBEHHBIX OpPraHOB W OPraHU3alMU [0 MPEIO0CTABICHUIO
YYETHOM JOKYMEHTALIUU

[lopsimox mpoBeAeHUs 3aKyNMOYHBIX Mpoueayp H  0ohOopMIICHUS
COIIyTCTBYIOILEH TOKyMEHTALUN

[lonmuTuka ympaBlieHUST TEpPCOHANIOM U  COIMAJIbHAsg TMOJUTHKA
OpraHu3aluu

Opranu3alinoOHHO-IITaTHAs! CTPYKTypa OpraHu3aliuu

]_ICJ'II/I H CTPATCIuA pa3sBUTHA OpraHrU3allvin

busHec-11aH ¥ OM3HEC-TTPOIECCHI OpPraHU3aIiN

TpynoBoe 3akoHONATEIBCTBO W MHBIE aKThl, COAEpXallhe HOPMBI
TPYAOBOTO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIC
akTtbl Poccuiickoit ®denepanyu, B 4acTH BEACHUSA JOKYMEHTAIMH I10
MepCoHAITY

OcHoBBI HaJIOrOBOTO 3aKkoHOAATeNbcTBa Poccuiickoit denepannn

OcHOBBI MUTPALIMOHHOTO 3aKoHOAATeNnbcTBa Poccuiickoit Penepanuu,




B YaCTU IPUBJICYCHUS U TPYLOYCTPOMCTBA MHOCTPAHHBIX I'PaXKIaH U
Ju1 6€3 TPaKIaHCTBA

OCHOBEI AJIMUHUCTPATUBHOI'O 3aKOHOAATEJIbCTBa B obactu
YHpaBJICHUA IIEPCOHATIOM U OTBCTCTBCHHOCTU NOJIPKHOCTHBIX JIMI

3akoHonarenscTBO Poccuiickoit denepanny o nepcoHaIbHbIX TaHHBIX

JIokanbHEIC HOPMATHUBHBIC JOKYMCHThGI
yrpaBJICHHUA [ICPCOHATIOM

OpraHu3al B O0JacTH

[Topsmok 3aKITO4eHUs JOTOBOPOB (KOHTPAKTOB)

HOpMLI O9THUKHU OCJIOBOI'O O6I_I_ICHI/I$I

bazoBeie  OCHOBBI ~ WMHGOPMATHKH, CTPYKTYpPHOE  TOCTPOCHHE
MH(DOPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PabOTHI C HUMHU

Jpyrue xapakTepucTuKku

3.8. O60061eHHas TpyAoBast PyHKIHA

HaumenoBanu |Ctparermdeckoe ymnpaBieHHE Ko o YpoBeHb 7
e MEPCOHAIIOM OpraHu3alun KBaJM(UKALIUN
ITpoucxoxnenue
. . 3auMCTBOBaHO
o0o0mmeHHoOU TpynoBoii | Opurunan X
U3 OpUTHHAJIa
dbyHKIMN
Kon PerucrpanmonHsiit
OpHUTHHAIA HOMEp
npodeCcCHoHaIBLHOTO
CTaHaapTa

Bo3MoxHbIe
HaUMEHOBAHUS
JOJDKHOCTEH, mpodeccuit

Bune-npe3uaeHT no ynpasieHHO IEPCOHATIOM

JupekTop no nepcoHaity

JIupexTop 1o ynpaBieHUIO IEPCOHAIOM

3aMeCTUTENb T€HEPATILHOIO JUPEKTOPA MO YIPABICHUIO IIEPCOHAIOM

TpeboBanus
00pa3oBaHMIO U
00y4YeHHIO

Beiciiee 00pa3oBaHue - CIIEIHANUTET, MArHCTPaTypa
JlonomHATENBEHOE MTPOoeCCHOHAIBHOE 00pa30BaHMUE - IPOTPAMMBI
npoheCCHOHATBHOM MEePEHOAr0TOBKY B 00IACTH YIIPABICHHS
HIEPCOHAJIOM, CTPATETHYECKOTO U OIIEPALIMOHHOTO YIIPaBICHUS,
IKOHOMHKH OPraHU3alUK; TIPOrPAMMBbI MOBBIIICHHS KBaTH()UKALUH B
00J1acTH ypapJeHHs IIEPCOHANIOM, CTPATETHIECKOTO U
ONEPALOHHOTO YIIPABICHHUS

TpeOGoBaHus K ONBITY
MPaKTHYECKON paboThI

He menee msTu et B 001acTH yHpaBJICHUA IICPCOHATIOM Ha
PYKOBOIAAIIHNX JOJDKHOCTAX

Oco0Oble ycoBHst
JI0IycKa K pabore

Jpyrue xapakTepucTuku

JlononHuTENbHBIE XapaKTEPUCTUKHU

HaumeHnoBaHue JOKYMCHTa

Kon HaumenoBanue 6a30BOi TpyMIIbI, TOTKHOCTH




(mpodeccun) ninm crenruaIbHOCTH

OK3 1232 PyxoBoauTenu noapaszaeneHuit (Cayx0) ynpaBieHUs
KaJpaMH U TPYAOBBIMU OTHOIIEHUSMHU

EKC - 3aMecTUTeNb TUPEKTOpa M0 YIPABICHUIO IIEPCOHAIOM

OKIIATP 24063 | MeHemxep 10 IEpCOHAITY

3.8.1. TpynoBas ¢pyHKuusA

Pa3paboTtka cucTeMbl CTpaTErnuyecKkoro VYpoBeHb
HaunmenoBanue | ynpasiieHHs IIEpCOHATIOM OpraHU3aLUU Kox | H/01.7 |(nmomypoBenn) |7
KBaJIM(UKALIUN
[Ipoucxoxnenue 3auMCTBOBaHO

TPYOBOM (QyHKIIUU

Opurunan X
U3 OpUruHaIa

Kon PerucrpanmoHHsIit
opuruHasa HOMED
podeCcCHOHaTBLHOTO
cTaHjapra

TpynoBble nencTBUs

Ananuz YCIICHIHBIX KOPIIOPATHUBHBIX TIIPAKTUK 110 OpPraHu3aluu

CTPaTErun4eCcKoro YIIPaBJICHUS MEPCOHAJIOM OpraHu3alNH,
OpraHU3aILOHHOTO MIPOEKTUPOBAHUS Hu B3aHUMOJIEMCTBHUS
MoApA3ACICHUN

[TocTaHoBKa CTpaTerH4ecKuX L€ B yIIPaBICHUN IEPCOHATIOM

Pa3paboTka KoprmopaTHBHON MOJIUTHKHU, TUIAHOB, TIPOTPAMM, TIPOLIETYP
Y TEXHOJIOTUH I10 YIIPABJIECHUIO NIEPCOHAIIOM

PazpaboTka KOpHOpPaTMBHOW KyJABTYphl M COIMAJIBHON TOJHUTHUKH,
CHCTEM MOTHBALUH, YPPEKTUBHOCTH, OLIEHKU U pa3BUTHsI IEPCOHAIIA

(DOPMI/IpOBaHI/Ie CHUCTEMBI OINIAThI K OpraHu3aluu Tpyda

Pa3pabotka OpraHU3aI[MOHHOM CTPYKTYPBHI, TUIAHUPOBAHUE
MOTPEOHOCTHU B IEPCOHAJIE OpraHU3aLUN

PazpaboTka mporpamm, TPUHIMIIOB CTaHIAPTH3AIMH, YHH(DHUKALWH,
aBTOMAaTH3allUM TPOLIECCOB YIPABICHHUS MEPCOHAIOM U 0€30IMacHbBIX
YCJIOBUH Tpyaa

dopmupoBaHHe OOKETAa Ha MEPCOHAN, TEXHOJIOTUN ayauTa paboThl ¢
MIEPCOHAJIOM U KOHTPOJIJIMHT A

Heo6xonumble ymeHUs

Pa3pa6aTLIBaTB CTPAaTCruu U IOJIMTUKHU B YIIPABJIICHUHU IICPCOHATIOM

Co3znaBarh M ONUCBIBaTh OPraHU3ALUOHHYIO CTPYKTYpY, €U, 3a1a4H,
(YHKIIMH CTPYKTYPHBIX OJPA3IeICHUN U JOIKHOCTHBIX JIUI]

HpI/IMCHHTB MCTOAbI YHPaBJICHUA MCEKINYHOCTHBIMHU OTHOLICHUSMH,
(bOpMI/IPOBaHI/ISI KOMaHZ, pasBUTUA JIUACPCTBA U HUCIHOJIHUTCIIBHOCTH,
BBIABJICHUS TAJIaHTOB, OIIPEACIICHUA YIOBJICTBOPCHHOCTHU pa6OTOI>'I

OHpe,I[CJ'IHTB n AHAJIM3UPOBATDH BHYTPCHHUC KOMMYHHKAIIUH,
MOACIUPOBATH MOBECACHHUEC MCPCOHAIA

HPGILCTaBHHTB HHTCPECChI OpraHu3ali B IroCydapCTBCHHBLIX OpTraHax,




BO B3aHMOl[eI>iCTBPIPI C HpO(I)COIOBaMI/I, HWHBIMH NPCACTABUTCIIbHBIMU
opraHamu pabOTHUKOB TI0 BOTIPOCaM TIepCOHAA

CocraBnsTh, pPACCUUTHIBATH, KOPPEKTUPOBATH M KOHTPOJIMPOBATH
CTaThH PacXoA0B OIO/HKETOB U (DOHIIOB HA MPOTPAMMBI U MEPOTIPHUSATHS
IO YIIPABJICHHIO MIEPCOHAJIOM OpraHN3aIiN

HpOBOI[I/ITB ayaAuT U KOHTPOJUIUHI B obacTu yHpaBJICHUS IIEPCOHATIOM

P33pa6aTLIBaTB KOPHOPATUBHBIC COLIUAJTIBHBIC ITPOTPAMMBI

Bectn NIeperoBOpel IO BOIMpPOCaM COLUAJIBHOI'O ITapTHECPCTBA C
npeaACTaBUTCIIbHBIMHA OpraHaMu pa6OTHI/IKOB

PabGorare ¢ mHOpmarmoHHBIMH cUCTEMaMU U 0a3aMu JaHHBIX TIO
BOIIPOCaM YTMPaBIICHUS IIEPCOHATIOM

OpraHu3oBbIBaTh MEPONPUATHS IO OOECHEYEHHIO  BBIMOJHEHHS
TpeOOBaHUN OXpaHbl TpyJa B COOTBETCTBUUM C JI€HCTBYIOILUM
3aKkoHozarenbCcTBOM Poccuiickor denepanyy U JIOKaJIbHBIMU aKTaMU
OpraHM3alyu

Opranu3oBeIBaTb U MPOBOJUTH MEPOINPHUATHUS C MEPCOHAIOM B
COOTBETCTBHUE C KOPIOPATUBHOM COLIMATIBHOM MTOJIMTUKOMN

CobimonaTh HOPMBI TUKH JIETIOBOTO OOIICHUS

Heo0OxonnMele 3HaHNS

Mertonpl ynpaBieHHs pa3BUTHEM U 3(PPEKTHBHOCTHIO OpTaHU3ALNH,
aHaJM3a BBINOJNHEHUS IUIAHOB W TPOTPaMM, OMNpENENeHHS HX
HKOHOMHUYECKOU APPEKTHBHOCTH

MeTonbl OLeHKH paboThl CTPYKTYPHBIX IMOApa3e/ieHUul, pe3ylbTaToB
TpyZa IepcoHana

Metoapl TIPOBEICHUS  AyJAMTOB, KOHTPOJUIMHTA  YIPaBICHUYCCKHUX
MPOIIECCOB

Mertonbl aHanM3a KOMMYECTBEHHOTO M KAaueCTBEHHOTO COCTaBa
nepcoHana

Cuctembl cTaHAapToB NO OH3HEC-TIpoleccaM, MpodeccusiM, HOPMBI
Tpyaa

Cuctembl, MeTonbl U ()OPMBI MaTepUaIbHOTO M HEMAaTepUaIbHOTO
CTUMYJIMPOBAHMS Tpy/a IepcoHaa

Mertoapl aHanmM3a CONHMANBHBIX TPOTPAMM W ONPEACTCHUS WX
SKOHOMHYECKOH 3(hhekTUBHOCTH

TexHomorun u MeTonbl (OPMHUPOBAHHMS M KOHTPOJS OFOIKETOB Ha
HepCOHA

TpeboBaHus OXpaHbl M OE30TACHBIX YCIOBUM TPyAa

Lenu, cTparerust U KaapoBasi HOJUTHKA OpraHu3alun

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIIBHOCTH OpraHu3anuu

OCHOBEI COOHOJIOTHH, IICUXOJIOTUH U SKOHOMUKH Tpyda

OCHOBBEI yYpaBJICHUA COUHUAJIBHBIM PA3BUTUEM OpTraHHU3allun

MeToabl TPOBEACHUS COIMOJIOTHYECKUX HCCICTOBAHUM, W3YYCHUS
0O0IIECTBEHHOTO MHEHUS




CrpykTypa opraHuzaiuu

TpyaoBoe 3aKOHOAATEILCTBO M MHBIE aKThl, COJEpIKAIUE HOPMBI
TPYZIOBOTO IpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA W HOPMAaTHBHBIEC IIPaBOBBIC
akTel Poccuiickont ®denepanuu, B 4acTH BEACHUS JTOKyMEHTALUU I10
MIEPCOHAILY

OcHOBBI HAJIOTOBOT'O 3aKOHOMATeNbCTBA Poccuiickoit denepanun

OcCHOBBI MUTPALIMOHHOTO 3aKoHonarenbcTBa Poccuiickoit Denepannu,
B YACTH MNPUBJICYECHUS U TPYAOYCTPONCTBA MHOCTPAHHBIX T'pa)KIaH U
mu1 0e3 rpaKIaHCcTBa

OcCHOBEI AIMUHUCTPATUBHOIO 3aKOHOAATCIbCTBA B obmactu
yYhpaBJICHHUA IMEPCOHAIIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JINI]

3akoHonarenbcTBO Poccuiickoin denepannul 0 MepCOHATBHBIX JAHHBIX

JlokanbHBIE HOPMATUBHBIC aKTHl OPTaHU3ALMH B OOJIACTH YIPaBICHHS
HIEPCOHAIOM

[Topsanok 3akit04eHNs JOTOBOPOB (KOHTPAKTOB)

HopMbI 3TiKH 1e10BOTO 0OIIICHHS

OcHoBbl HH(GOPMATHKHU, CTPYKTYPHOE MOCTPOEHUE MHPOPMAIIMOHHBIX
CHCTEM M OCOOCHHOCTH PabOThl C HUMHU

Jlpyrue xapakTepuCTUKU

3.8.2. TpynoBas ¢hyHKIus

Peanmu3zanusi cucTeMbl CTpaTerH4eCcKOro YpoBeHb
HaumenoBanue | ynpapiieHUs IEPCOHATIOM OpraHU3AINT Kon | H/02.7 |(momypoBeHn) |7
KBaTM(UKAIIH
[Ipoucxoxnenue 3aMMCTBOBaHO

TPyAOBOH pyHKIIMK

Opurunan X
U3 OpUTHHAIIA

Kon Perucrpanuonnslii
OpUTHHaja HOMEp
npodeccuoHaIbHOTO
cTaHAapTa

TpynoBble nencTBUs

[InanupoBaHue JAEATEIBHOCTH U pa3pabOTKa MEpOINpUATHH 110
YIPABJICHUIO IEPCOHAIIOM JJIsl pealu3aly CTPaTerHuecKux Ienei
OpraHu3aIH

Brenpenue noauTuk, IIaHOB, IPOrpaMM, IIPOLEAYP U TEXHOIOTUH 110
YIPABIEHUIO IIEPCOHAIOM

[TocTpoenue OpraHU3alMOHHON CTPYKTYpPhl C YYETOM IUIaHOBOM
MOTPEOHOCTH B TEPCOHANICE ©  B3aUMOJCHCTBUS  CTPYKTYPHBIX
MoJpa3ieseHU opraHnu3anuu

Baenpenne u nonnepkaHue KOpIOPAaTUBHOW KyJIbTypbl U COLMAIbHOU
MOJIMTUKH, CUCTEM MOTHBAILUH, 3()p(PEeKTUBHOCTH, OLIEHKU U Pa3BUTHUS
IepcoHalIa




BHCI[pCHI/IC " NOAACPIKAHUC CHUCTCMBbI OpraHU3allui Tpylda U OIUIATHI
nepcoHasia

VYrpaBieHue BHEJPEHUEM IPOrpaMM U IPUHIMIIOB CTaHIAPTHU3AlUU,
yHU(UKAIIUN, aBTOMATU3alUU MPOIECCOB YIPABICHUS NMEPCOHATIOM U
0e30nacHbIX YCIOBUH Tpyna

Opranmuszanusi MpoOBEJCHUS ay[uTa W KOHTPOJUIMHTa B YIPaBICHUU
HIEPCOHAIOM

[locraHoBKa 3a1a4 pPyKOBOAMTENAM CTPYKTYPHBIX IOJIPa3JEIICHUM,
ONpENEIICHUE  MAaTepPUAIBHO-TEXHUYECKUX  PECypcoB i HX
BBIITOJIHEHUSI

AHanmM3 OTYETHOCTH II0 YMPABICHUIO IIEPCOHAIIOM U BBISBICHHE
PECypCOB MO yIYUYIIEHUIO AeATEIbHOCTH OpraHu3aluu

CommacoBanue YCIOBMM 3aKIIOYaeMbIX JOTOBOPOB [0 BOIpPOCaM
YIPaBJIEHUS IEPCOHAIOM

Opranuszanus NPOBEACHUS 3aKyMOYHBIX MPOLEAyp IO BOIpOcCaM
yIOpaBlIeHUs]  MEpcoHAJIoM ¥ O(QOpPMIICHHS  COIyTCTBYIOILEH
JIOKyMEHTAIUU 110 HUM

dopmupoBaHHe OOKETa Ha MEPCOHAJ, TEXHOJIOTUN ayauTa paboThl ¢
IIEPCOHAJIOM M KOHTPOJIJIMHIa

[Ipumenenne k paOOTHHKAM Mep MOOLIPEHHUS M JAUCLHUIUIMHAPHOTO
B3bICKaHUSA

Heobxonumbie ymeHust

[Tpou3BomUTh aHANM3 JEATEIBHOCTH MO YHPABICHHIO IIEPCOHATIOM,
pa3padarbIBaTh MoKa3areian 3PPEKTHBHOCTH PabOTHI

@opMHpOBaTh IUIAHBI U1 MEPOIIPUATHUS IO YIIPABICHUIO IIEPCOHAIIOM

PaccuuThiBaTh OrOHKET B 00JIACTH YIIPABICHHS TIEPCOHATIOM

Ornpenenatb 30HbI OTBETCTBEHHOCTH PAOOTHUKOB M TOAPA3ZCIICHHH,
CTaBUTh 3aJa4d PYKOBOAUTEISIM TIOApA3JEICHU U 00ecrednBarh
pecypchl ISl X UCTIOJTHEHUSI

KontponupoBaTh 1 KOppEeKTUPOBATh UCIIOJHEHUE MTOPYYCHUN U 337124

VYrpaBiate  3(Q(GEKTUBHOCTBIO W BOBJICYCHHOCTHIO  IEPCOHAIA,
JTUCIUTUTUHON TpyAa v COOI0IeHuEM 0€30MacHBIX YCIOBUM TpyAa

Bectn mneperoBopsl mo BONpOCaM COLMAJIBHOIO NAapTHEPCTBA H
IIPEICTABIISITh MHTEPECHl OpPraHU3alliy B TOCYNAPCTBEHHBIX OpraHax,
npoeCCHOHANBHBIX CO03aX W APYTHX NPEACTABUTEIBHBIX OpraHax
pabOTHUKOB, M OpraHMU3aLUAX [0 BOIPOCAM MEpCoHaa

PaGorate ¢ uHGOPMAIIMOHHBIMH CHCTEeMaMd W 0a3aMu JaHHBIX IO
BOIIPOCaM YyINpaBJIEHUsI IEPCOHATIOM

[IpoBoANTh ayIUT U KOHTPOJUIMHT B OOJIACTH YIIPaBIICHUS IEPCOHAIOM

@opMHpoBaTh U MPOBOJUTH COLHUANBHYIO MOJUTHKY W COLUAJbHBIE
MpOrpaMMbI

Bectu nmeperoBopsl ¢ IMOCTaBIIMKAaMU  yCIyr 110  YCIOBUSIM
3aKJI04Aa€MBIX JOrOBOPOB

[Tpon3BoAUTH 3aKyMOYHBIE TMPOLEAYPHI, OQOPMIISATH U aHATU3UPOBATH
3aKyITOYHYIO JOKYMEHTALINIO




CobmronaTh HOPMBI 3TUKH JISTIOBOTO OOIIEHUS

HeobxoauMmbie 3HaHUA

Mertoasl ynpaBieHUs pa3BUTHEM U 3(PPEKTHBHOCTHIO OpraHU3ALNH,
METO/Ibl aHAJIM3a BBITOJHEHUS IUIAHOB M MPOTPaMM, ONpPEIeNeHUs X
HKOHOMHUYECKOU APPEKTUBHOCTH

Opranuzanus ynpaBJIeHHs pa3BUTUEM OpraHU3aIuu

Teopun ympaBieHHs OpraHu3alyei, TMOJIUTUKA W CTparerus
YIIPaBIICHUS IEPCOHATIOM

MeTtonpl aHanu3a BBINOJIHEHMS IUIAHOB W 3ajad, ONPENEIICHUS HX
SKOHOMHUECKOH 3 hekTUBHOCTU

MeTo/b1 O11eHKH, pe3yNbTaToB U Y(HPEKTUBHOCTH TPyAa

MeTonbl BHEIpEHHS CUCTEMBbI YIIPABIECHUS TIEPCOHAIOM

OcHoBbI paboTHI 110 PO OPUEHTAIIIH

MeToauKN TIIAHUPOBAHUS WM TPOTHO3UPOBAHUS IMOTPEOHOCTH B
HepcoHae

Hemnu, cTtparerust pa3Butust 1 OM3HEC-TUIAH OPraHU3aIuU

Teopuu u meToas! HopMUPOBaHUIO OpeH/Ia OpraHU3aANH

TpeboBaHus OXpaHbl ¥ OE30TACHBIX YCIOBUM TPyAa

MeTtoauku pa3paboTKu ¥ BHEIPEHUSI TOKAJIbHBIX HOPMATUBHBIX aKTOB

[lopsimox  3akito4eHHsT TPYAOBBIX  JOTOBOPOB,  PETYIMPOBAHMS
TPYAOBBIX CIIOPOB

OCHOBBI COLIMOJIOTUH, NICUXOJIOTUH, SKOHOMUKU TpyAa U YIpaBJICHUS
COLIMAJIBHBIM Pa3BUTUEM OpraHU3aLUU

MeTobl TPOBEACHUS COIMOJIOTMYECKUX HCCICIOBAHHMM, H3yUCHHUS
00IIIECTBEHHOIO MHEHUS

TexHomornu MPOBEACHHS ayAuTa W KOHTPOJUIMHTAa B YIMPaBICHUU
[epCOHAIOM

[Mopsimox mpoBeneHUs 3aKyMOYHBIX Tpolenyp u  0odOopMIICHUS
CONYTCTBYIOIIEH JOKYMEHTAIIMHN

Texnonoruu, CTaHJapTU3aIus,  yHUUKAIMS, aBTOMATH3AIH
MPOLIECCOB YIPABIEHUS IEPCOHATIOM

CrpykTypa opraHu3aiuu

TpyaoBoe 3aKOHOAATEIBCTBO M MHBIE aKThl, COJEpXKAIlUE€ HOPMBI
TPYIOBOTO IpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATUBHBIE IPAaBOBbHIE
akTbl Poccuiickoii denepannu, B 4aCTU BEACHUS AOKYMEHTALMH I10
MEpCOHAITY

OcHOBBI HAJIOTOBOT'O 3aKOHOaTeNbCTBA Poccuiickoit denepanun

OcCHOBBI MUTPALIMOHHOTO 3aKoHonarenbcTBa Poccuiickoit deaepannu,
B YAaCTH MPUBJICUYCHUS U TPYAOYCTPONCTBA MHOCTPAHHBIX Tpa)KJIaH U
mu1 06e3 rpaKIaHCcTBa

OcCHOBEI AIMUHUCTPATUBHOIO 3aKOHOAATCIIbCTBA B obmacTu




yHrpaBJICHUA IIEPCOHATIOM U OTBCTCTBCHHOCTU NOJIPKHOCTHBIX JIMIL

3akoHonarenbcTBO Poccuiickoit denepannn o nepcoHaIbHbIX JTaHHBIX

[Topsanok 3akit04eHNs JOTOBOPOB (KOHTPAKTOB)

JlokasibHbIE HOPMATUBHBIE aKThI B OOJIACTH YIIPABJICHHS TIEPCOHATIOM

Hopwmpsl 3TukH neinoBoro oomeHust

bazoBble  OCHOBBI ~ MHGOpPMATUKH, CTPYKTYpHOE  IOCTPOECHHE
MH(POPMALMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMHU

Jpyrue xapakTepucTuku

3.8.3. TpynoBas pyHKuUS

AJIMUHUCTPUPOBAHHE TIPOIIECCOB U VYpoBeHb
HaumenoBanwue | tokymeHTOOOOpOTa 0 cTparerndeckomy | Kom | H/03.7 |(momypoBens) |7

YIPaBJICHUIO TIEPCOHAIOM OpPTaHU3AIHH KBaJTH(HUKAIINN
[Ipoucxoxnenue 3aMMCTBOBaHO

TPYAOBOH pyHKIIMU

Opurunan X
13 OpUTHHAJA

Kon PerucrpanuonHslii
OpUTHHaJa HOMEp
npodeccuoHaTbHOTO
cTaHAapTa

TpynoBsle NeNCTBUA

AHaJIU3 MPOIECCOB TOKYMEHTO000POTa, JOKAIbHBIX JOKYMEHTOB IO
BOIIPOCAM YTIPABJICHUS TIEPCOHATIOM, OU3HEC-TIPOILIECCOB OpTaHU3aIINH,
YIOBJIETBOPESHHOCTH MEPCOHATIA

JlokyMeHTallMoHHOe ~ O(OpMJICHHE  PE3yJbTaTOB  yIpaBICHUS
MIEPCOHAJIOM, €T0 ayJuTa, paboThl CTPYKTYPHBIX MMOApa3AeieHUu

JloKyMeHTaIlMOHHOE 5 OpraHU3aIMOHHOE COTIPOBOXK/ICHUE
CTPAaTEeTUYECKOTO YTPABIEHUS TMEPCOHATIOM U PabdOTHl CTPYKTYPHBIX
noApas3aeacHun

[lonroroBka mpenyoKEeHUH MO Pa3BUTUIO CUCTEM YIPABICHUS
MIEPCOHAJIOM, 10 HEOOXOAMMBIM KOPPEKTHUPYIOLIUM M MPEBEHTHUBHBIM
MepaM U TO TOBBIIEHUIO 3(P(GEKTUBHOCTH PabOThl CTPYKTYPHBIX
MOoApA3ACIECHUN

KonTpomas mporeccoB B o0nactu ymnpapieHUs TEPCOHATIOM U paOOThI
CTPYKTYPHBIX MOJApA3JEICHUN, CpaBHEHHWE M aHaJIU3 MPOLECCOB,
pe3ybTaToB yHPABICHUECKUX MEPONPUITUH, OlpeseneHue (HakTopos,
BbI3bIBAIOIINX OTKJIOHEHHE OT IUIAHOBBIX MOKa3aTesen

CommacoBanue M KOHTPOJIb JOTOBOPOB IO BONpPOCaM M CHCTEMaM
CTPaTErnyecKoro YIpaBJIeHUs MEPCOHATIOM U paboTe CTPYKTYpPHBIX
MOJPA3IEICHUH, OpraHu3alys NPoLEeIyp IO UX 3aKIHOUEHHUIO

[loaroroBka pe3ynbTaTOB aHaliu3a COOTBETCTBHS OpraHU3alud U
OILJIaTHI TPYy/AA MepPCOHaja YCIEIIHbIM KOPIIOPATUBHBIM MPaKTUKAM

Boinonnenue tpeboBaHuil 10 XpaHeHHIO UHGOPMAIMK O pe3yibraTax
JEUCTBUSL CHUCTEM CTPAaTeTMYECKOro YIPABIEHUS TIEPCOHAIOM U
paboThI CTPYKTYPHBIX MOAPA3ICICHUN




Heo6xonumble ymeHUs

AnanusupoBarb, paszpabarbiBatb ¥ OQOPMIISATH JIOKYMEHTBHI 10
mpoueccaM M pesyibraTaM yIOpaBleHUs IepcoHajoM M paboTte
CTPYKTYPHBIX IOAPA3ACIICHUN

[TpumeHsITh MEeTO/IBI aHATH3a OU3HEC-TIPOIIECCOB OPTaHU3AIHH

Ornpenensaty NporpaMMbl JIOCTIKEHUS 1N W pelIeHHs 3ajad
noApas3aeacHun

HpOBOI[I/ITL AyAUT CUCTEMbI YIIPABJICHUA IEPCOHAIIOM

HpOBO,[[I/ITL KOHTPOJUIMHT CUCTCMBI YIIPABJICHUS IICPCOHAJIOM

KoHTponupoBare OrOIKET Ha TEPCOHAT M YHpaBICHHE PacXoiaMu Ha
HepCOHAI

OpraHu3oBbIBaTh ~ CONPOBOXJICHWE  JOTOBOPOB IO  BOIpPOCAM
yapaBJICHHUA IIEPCOHAJIOM, BKJIHOYAA MPCABAPUTCIBHBIC NPOUCAYPHI 11O
UX 3aKITFOYCHUIO

Opranu3oBbIBaTH  3aKyNOUYHbIE  MpPOLERypbl, OQOpMIATE U
aQHAJIM3UPOBATh 3aKYMOYHYIO JJOKYMEHTAIIUIO

KontponupoBaTb M aHaJIM3UpOBaTh  BOMNPOCHl  COLIMAIBHOIO
[apTHEPCTBA, JOIOBOPHI MOCTABIIUKOB yYCIYT

[IpoBOoauTE TEpPEroBOpPHI M MNPEACTABIATH MHTEPECHI OpraHU3alMU B
TOCYJIaPCTBEHHBIX OpraHax, MpodeCcCHOHAIBHBIX COI03aX U JPYTrUX
MPEICTABUTENBHBIX OpraHax pabOTHHUKOB M OpraHu3alusax Io
BOITPOCAM IIEPCOHAIIA

Bectu nenoByro nepenucky

PabGorare ¢ wmHOpmarmoHHBIMH cUCTEMaMU U 0a3aMu JaHHBIX TIO
MEepCOHANly, CHUCTEMaM YMPaBIEHUA TNEPCOHAIOM U OpraHU3alUU
NEeSATeTLHOCTH CTPYKTYPHBIX TIOAPA3ACICHUN

OO6ecrneunBaTh KaJpoBOE€ JEJIOMPOU3BOACTBO M JOKYMEHTAIIMOHHOE
COTPOBOXKJICHHE TMPOIIECCOB MO YIMPABICHUIO MEPCOHAIOM U padoTe
CTPYKTYPHBIX TIOJIpa3ACIICHUIA

OpraHu3oBBIBaTh ~XpaHEHHWE JOKYMEHTOB B  COOTBETCTBUHU C
TpeOOBaHUSIMU  TPYAOBOIO M ApXHUBHOTO  3aKOHOJATEJIbCTBA
Poccuiickoit @eaepanuu U J0KaJIbHBIMU aKTAMU OpTraHU3aluK1

Co0mronaTh HOPMBI TUKH JISTIOBOTO OOIICHHS

Heo0OxoanMmele 3HaHUSA

KoprniopatuBHasi ~ KynbTypa, COIMalbHAs  TOJUTHKA, CHUCTEMBI
MOTHBAIHU U YPPEKTUBHOCTH yIPABICHHSI IIEPCOHATIOM

Metoab! ynpasieHus: pa3BUTHEM U 3()()EKTUBHOCTHIO OpraHHU3aIHH,
METO/bl aHAJIM3a BBINOJIHEHUS IUIAHOB M IPOrpaMM, OINPENEICHUS UX
SKOHOMHUECKOH 3 hekTUBHOCTU

MeTOJII)I IMPOBCACHHUA ayauTa, KOHTPOJIA OIICpaTUBHBIX
YHOPaBJICHYCCKUX MPOHCCCOB, COMUOJIOTUYCCKUX I/ICCJIGI[OBaHI/Iﬁ

busHec-1m1an 1 GM3HEC-TIPOIECCHl OpraHU3aun

BIOI[)KCTHOG IMPOCKTUPOBAHUC

Opranu3alinoHHOE IPOEKTUPOBAHNE

(DOPMBI, METOALI W CHUCTEMbI MATCPUAJIBHOIO M HEMATCPHUATIBLHOI'O




CTUMYJIMPOBAHMS TpyJa IepcoHaa

Cuctembl  cTraHmaproB 1O  Ou3Hec-mporieccaM,  Hpodeccusm
(cenuanbHOCTIM), HOPMBI TPYAa

Meronbl aHanM3a KOMMYECTBEHHOTO M KaueCTBEHHOTO COCTaBa
nepcoHana

KaﬂpOBaﬂ IMOJIMTUKA OpTraHru3aln

[Topsimok dopmupoBaHus, BeieHUs O0aHKa JaHHBIX U MPEIO0CTABICHUS
OTYETHOCTH IO CHCTEMaM YIOpaBICHHUS TIEPCOHAIOM U pabote
CTPYKTYPHBIX MOAPA3ACICHUN

OCHOBBI JIOKyMEHTALIMOHHOTO OOecHeueHus, MopsoK OQopMIIeHUs
JOKYMEHTOB, TIPEAOCTaBISIEMBIX B TOCYIapCTBEHHBIC OpTaHBbI,
npodeCcCHOHATBHBIE COI03bI, OOIECTBEHHBIC OPTaHU3AIINN

Lenu u cTparerus pa3BUTUs OpraHU3aAINH

[lopsnmok mpoBeneHUs 3aKyMOYHBIX Mpolenyp H  0oQpOpMIICHHUS
COIYTCTBYIOILEH JOKYMEHTALIMU

HopmaruBHbie IpaBOBBIE aKThI, PETYIUPYIOIINE MpaBa U 00SI3aHHOCTH
TrOCYJapCTBEHHBIX OPraHOB M OpPraHu3aluud 10 MPEJOCTaBICHUIO
YYETHOM JOKYMEHTAIUU

CrpykTypa OpraHm3alliii W BaKaHTHBIC JODKHOCTH (mpodeccuw,
CIEIUATLHOCTH)

TpyaoBoe 3aKOHOAATEIBCTBO M MHBIE aKThl, COJEpKAIME€ HOPMBI
TPYAOBOTO MIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA W HOPMATHUBHBIC ITPABOBBIC
aktbl Poccuiickoii Penepanuy, B 4aCTH BEACHUSA AOKYMEHTALMHU I10
MepCoHAIY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBA Poccuiickoit denepanuu

OCHOBBI MUTPAIIMOHHOTO 3aKOHO/aTenbcTBa Poccuiickoit denepanuu,
B YaCTU NPUBJICYCHUS U TPYAOYCTPOMCTBA MHOCTPAHHBIX I'paklaH U
Ju1 6e3 TpaKIaHCTBA

OCHOBEI AJIMHUHUCTPATUBHOI'O 3aKOHOAAaTCJIbCTBA B obmactu
YpaBJICHUA MEPCOHATIOM U OTBETCTBCHHOCTH JOJIDKHOCTHBIX JINI]

3akoHonarenscTBO Poccuiickoit denepannu o nepcoHaIbHbIX TaHHBIX

JlokasibHBIE HOPMATHUBHBIC AKTHl OPTraHU3AIMN B 00JACTH yTPaBICHUS
[epCOHAIOM

[Topsmok 3aKITIOYeHUS JOTOBOPOB (KOHTPAKTOB)

HopMbl 5Tuku aemoBoro oOmieHus

ba3oBeile  OCHOBBI ~ MH(POPMATHKH, CTPYKTYpHOE  IOCTPOCHHE
MH(POPMALIMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMU

Jpyrue xapakTepucTuKu

IV. Cenenust 06 opranuzanusx - pa3padoTuuKax
npodeccHoHaIbHOTO CTaHAapTa

4.1. OTBeTCTBEHHAsI OpraHU3aAMA-Pa3pabOTINK




O6mepoccuiickoe oobenuHeHNe padoromareneit "Poccuiickuii Cor03 MPOMBIIICHHUKOB U
npennpuHuMarenei”, ropog Mockaa

Hcnonaurensusiii BUune-npe3uaeHt Kyssmun JMurpuii Biiagumuposud

4.2. HameHOBaHUS OpraHU3alui-pa3paboTYNKOB

1| AHO "HaunoHnanbHOe areHTCTBO pa3BuUTHs kBanudukanuit", ropox Mocksa

2| Acconmanus (Coro3) "Accoruanys KOHCYJIBTaHTOB 10 og00py nepconana', ropog Mocksa

3 | I'pynma HeadHunter, ropon MockBa

4|3A0 "KPOK MHKOPIIOPEMTE], ropox Mocksa

5 | UadopmarnmonHo-ananutudeckuii uentp "Kanpossiii Jlo3zop", ropog Mocksa

6| MI'O "OITIOPA POCCHUH", ropon Mocksa

7 | MexayHapoaHasi accolanus 1eJI0BOro COTpyAHNYECTBA, ropoa Mocksa

8 |HOUY AIIO "UucTuTyT npodeccruoHaabHoro KaapoBuka', ropog Mocksa

9 | HIT "Accommarmust EBponeiickoro 6usneca', ropoa Mocksa

10| HIT "BKK - HanmonanbeHblid o103 KaapoBUKOB'", ropog MockBa

11 |HIT "Mexaynaponnbiii anbsiae "TpynoBast murpanus', ropoa Mocksa

12 | HIT "HarmonanbHas accoruanusi oOUCHBIX CICIIHAINCTOB U aIMUHIUCTPATUBHBIX
pabotHukoB", ropox Mocksa

13 | HIT MHO "Accommarus menemxepoB Poccun", ropon Mocksa

14 | HIT CYPD "HauuonanbHas koHenepanus "Pa3Burue 4enoBeyeckoro Kamurania', ropos
Mocxksa

15|OAO "BAHX" (I'AO BBII), ropox Mocksa

16 | OAO "T'azpom HedTh-HoBocuOupck", ropon HoBocubupck

17| 0AO "Ob6benuHeHHas cy1oCcTpouTeabHas kopropamus', ropox Mocksa

18| OAO "PX", ropox Mocksa

19 OAO "Caxanun Dueprxu Musectment Komnann", ropoza FOxuo-CaxanuHck

20| OAQO "Taruedts" numenn B.Jl. lllammna, ropon Kazans

21| OAO "Hayuno-npousBoactBeHHOE 00beuHeHne "Hayka", ropoq Mocksa

221000 "LG Electronics Rus", ropox Mocksa

23| 000 "busnec [Icuxomoru SHL Russia & CIS HII", ropon Mocksa

24000 "UT-CK", ropon Mocka

251000 "Jlykoiin-Uuxunupunr", ropon Mocksa

26| 000 "OKBb 3enut", ropon Mocksa

271000 "Ilerponuym Tpeinunr", ropon Mocksa

28 | 000 "Tonurpad-3ammra", ropox Mocksa




291000 "LenTp kanpoBbix TexHonoruii - Odyuenue. CraxxupoBku. TpyaoycTpoitcTBo", Topoa
Mocksa

30| Poccutiickoe npencraButenbeTBo "Coleman Services UK" ("Koynman CepBucus'), ropos
Mocxksa

31 | ToproBo-npomsinuieHHas nanara Poccuiickoit @eneparum, ropog Mocksa

32 |®I'bOY BIIO "MockoBcKkuii rocyiapcTBeHHbIN YyHUBepcUTeT nMeHu M.B. JlomonocoBa",
HIkona aupexTopa 1o nepcoxaity, ropox Mocksa

33 | ®I'BOY BIIO MCY, ropon Mocksa

34 | ®I'bOY BIIO M5CH, ropon Mocksa

35| ®I'bOY BIIO Cubupckuii rocynapctBeHHbIi yHuBepcuTeT myTeit coodmenus (CI'YIIC),
ropon HoBocubupck

36| ®I'BY "HayuHo-ucciienoBaTeabCKUii MHCTUTYT TPy/la U COLMAIBHOTO CTpaxoBaHUs"
MunucrepceTBa Tpyaa U conuanbHou 3amuTsl Poccuiickon ®enepanuu, ropog Mocksa

37 |®I'VII "ITouta Poccun", ropon Mocksa

38 | OK "VYpancub", ropon Mocksa

<1> O6mepoccuiickuii K1acCupUKaTop 3aHATHIA.
<2> OO01EepOCCUMCKU KIIacCU(PUKATOP BUIOB IKOHOMUYECKOM JIEATEITLHOCTH.

<3> EnuHbli KBaJU(HUKAIMOHHBIA CIPABOYHUK JOJDKHOCTEH PYKOBOIUTENCH, CIEIHMATUCTOB M
JIPYTHX CITy’KaluX.

<4> O6mmepoccuiickuii kaaccudurarop npodeccuii pabodmx, JOHKHOCTEHN CITy)KaluX U TapUPHBIX
paspsioB.




