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l. O01ue cBeaeHns

YnpasiieHHe IEPCOHAIOM OpraHu3aluu 07.003
(HauMeHOBaHME BUA POPECCUOHAIBHON e TeIbHOCTH) Kon

OcHoBHas 11e7b BUJIa TPO(PECCHOHATILHON e TETHHOCTH:

Obecneuenne 3 PpeKTUBHOrO PYHKIIMOHUPOBAHUS CUCTEMBI YIIPABJICHUS IEPCOHATIOM I JOCTUKEHUS

LeJIe OpraHu3aluu

I'pynna 3anaTwii:

1232 PykoBonuTenu noapazaenenuii (Ciyxo0) 2412 Cnenuanuctsl O Kaapam U
YIIPaBJIICHUS KaJApaMu U TPYIOBBIMH npodopreHTaIuN
OTHOIICHUSIMU

3423 CrienuammcThl KaJIpOBBIX CITYXO 1 - -

YUPEXKIEHUN 3aHATOCTH
(xom OK3Y) (HauMeHOBaHME) (xon OK3) (HauMEeHOBaHHE)

OrHeceHue K BUaaMm YKOHOMHYECKOU JCATCIIBHOCTH:

78.30 ‘I[C}ITCJ'IBHOCTB 10 No00py MepcoHasa npoyas




(xom OKBD/J1?) (HauMeHOBaHME BHJa YKOHOMHUUYECKOH AESTeTbHOCTH)



II. Onucanue Tpya0BbIX GyHKUMH, BXOAALIUX B IPO(ecCHOHAIBHBIA CTAHAAPT
(pyHKIHOHAJBbHAS KAPTA BUAA NPO(PEeCCHOHAIBHOMN NeATeILHOCTH)

O060011eHHbIE TPYAOBBIC (QYHKITMH TpynoBsie pyHKIIUN
YpOBEHb
KOJT HaNMEHOBaHUE YPOBEHD HaVMEHOBaHHE Kon | (IODypOBEHB)
KBaTM(UKAITII
KBTI (DUKAITAH
A JlokyMeHTaIIMOHHOE 00ECIICUCHHE 5 Benenue opraHu3animoHHOM U pacOPSAUTEILHOM A/01.5 5
paboThI ¢ mepcoOHAIOM JOKYMEHTAIUH 110 TIEPCOHAITY
Benenue nokymMeHTaluy 10 y4€Ty U JBUKEHHIO KaJpOB A/02.5 )
AJIMUHUCTPUPOBAHKE MPOIECCOB U JOKYMEHTO0O0POTA IO A/03.5 5
yUYeTy ¥ IBMKCHUIO KaJpOB, MPEICTABICHUIO JOKYMEHTOB 10
HepCOHAJTY B FOCYJapCTBEHHBIC OPTraHbl
B JlesTenbHOCTh 110 00SCTICYCHHUTO 6 COop nHpOpMaIIUU 0 TOTPEOHOCTSIX OpPraHU3aIluu B B/01.6 6
HIepCOHAIIOM nepcoHae
[Mouck, nmpuBjieyeHue, Noa00p U 0TOOP MepcoHaNa B/02.6 6
AJIMUHUCTPUPOBAHUE MPOIECCOB U JOKYMEHTO000pOTa B/03.6 6
o0ecrnevyeHus epcoHaIoM
C JlesTenbHOCTD 110 OLIEHKE U aTTeCTaluu 6 Opranuzanys 1 IpoBeJCHNUE OLICHKH IepCOHaa ‘ C/01.6 6
[epcoHaia Opranuzanus 1 TpoBeJICHUE aTTECTAINH ITepCOHaa C/02.6 6
AJIMHHUCTPUPOBaHHE MPOLIECCOB U JOKyMeHTooOopoTa mpu | C/03.6 6
MIPOBE/ICHUH OIICHKH U aTTECTAIlUU TIepCOHaa
D JlesTenbHOCTD 110 pa3BUTHIO IIEPCOHANIA 6 Opranuzanys 1 NpoBeJEHUE MEPOTIPUATHIH 110 PA3BUTHIO U D/01.6 6
MOCTPOCHHIO MPO(HECCHOHALHON Kapbhephl IEpCOHANA
Opranusaius 00y4eHus epcoHana D/02.6 6
Opranu3zanys aJantaluuy U CTaXKUPOBKU NEPCOHAIA D/03.6 6
AJIMHHHCTPUPOBAHKE MPOIIECCOB U JOKYMEHTOO00POTA I10 D/04.6 6
Pa3sBUTHIO U IPOPEeCcCHOHATBHOM Kapbepe, 00yUeHHIO,
aJIaTnTallid ¥ CTA)KUPOBKE MEPCOHATIA
E JlesTenbHOCTD 110 OPraHu3aluy TPyAa U 6 Opranuzanus Tpyzaa nepcoHana E/01.6 6
OIIATHI ITEpCOHANA Opranu3anus oIuIaThl Tpy/a MepcoHaa E/02.6 6
AJIMMHHCTpPUPOBAHHE MPOLIECCOB U JJOKYMEHTOO00POTA 110 E/03.6 6

BOITpOCaM OopraHu3alivy Tpyaa U OILIAaThI IIEpCOHAIA




JlesTeIbHOCTh TI0 OpraHu3aIuu Pa3paboTka KOpriopaTHBHOM COMATBLHOMN TOJIUTUKH F/01.6 6
KOPIIOPATUBHOM COLMAIBbHON IOJUTHKU Peanu3aiys KOPIOPaTUBHON COLUATBHON ITOJUTUKH F/02.6 6
AJIMUHHCTpUPOBAHUE TIPOLIECCOB U JOKYMEHTO00O0pOTA 10 F/03.6 6
BOIIPOCaM KOPHOPATUBHON COUUAIBHON MOJUTHKH
OrnepaninoOHHOE YIIpaBJcHUE Pa3zpaboTka cucTeMbl OnepaluoOHHOTO YIIPaBICHUS G/01.7 7
NIEPCOHAJIOM M MOJIPa3/IeIIeHuEM HEPCOHATIOM M PabOThI CTPYKTYPHOTO MOAPa3ACICHUS
OpraHu3aIu Peanu3zarus onepanioHHOTO YIIpaBIEHUS IEPCOHAIIOM U G/02.7 7
paboThI CTPYKTYPHOTO MOPA3ICTICHIS
AJIMUHHCTpUPOBAHHUE TIPOIIECCOB U JOKYMEHTO00O0pOTA 10 G/03.7 7
OTIEPALIMOHHOMY YIIPABJICHHIO IIEPCOHATIOM U padoTte
CTPYKTYPHOTO MOJpa3ieaeHus
Crparerudeckoe yrpaBieHUe Pa3zpaboTka cucTeMbl CTPaTeruyecKoro yrnpaBieHuUs H/01.7 7
MIEPCOHAIIOM OpPTaHU3AINH MIEPCOHAIIOM OpPTaHU3AINH
Peanuzamus cucteMbl CTpaTernyeckoro yrnpaBieHus H/02.7 7
MEPCOHAIIOM OpraHU3aINU
AJMUHUCTPUPOBAHKE MPOIECCOB U JOKYMEHTO0O0pOTA IO H/03.7 7

CTPaTEruuecKoMy YIPaBJIECHUIO IEPCOHATIOM OpraHU3alUU




I11. XapakTepucTuka 00001IeHHBIX TPYAOBBIX (PyHKIUIA

3.1. O0001mennas TpynoBasi QyHKIus

HanmenoBanue

JlokyMeHTaIlMOHHOE 00eCTieYeHHE padoThI
C TIepPCOHATIOM

YpoBeHb 5

Ko
A A KBaTH(PHUKAIAN

IIpoucxoxaeHue
000011IeHHON TPYAOBOI
¢byHKIAN

3aMMCTBOBAHO U3

Opurunan X
OpHUrMHaja

Kog opurunana  PeructpaumoHHbIN HOMED
po(eCCHOHATHHOTO

cTaHaapra

Bo3MmoxkHbIE
HaNMEHOBAHUS

TOJDKHOCTEH, mpodeccuii

Crenuanuct 1o KaJpoBoMy JeJ0NPOU3BOACTBY

Crnennanuct 1o J0KyMEHTAIllMOHHOMY 00€CIIe4eHUI0 paboThI C NEPCOHAIOM
Crnenuanuct no JOKyYMEHTAlHOHHOMY 00€CIIeueHHIO IepcoHalia
Crenuanuct 1o nepcoHany

TpeboBanus k
00pa30BaHMIO U
00y4eHUIO0

Cpennee npodeccrnonanpHOe 00pa3oBaHKUE — IIporpamMma MoAr0OTOBKH
CICIIMAIUCTOB CPEIHETO 3BCHA

JlonoyiHUTEIbHOE TPO(ECCHOHATBLHOE 00pa30BaHUE — IIPOIPAMMBI
podecCHOHATEHOM MEePETOrOTOBKH, TIPOTPAMMBI TTOBBIIIICHHS
KBaTM(UKAITUN

TpeboBanus K OnBITY
NpPaKTHYECKOH paboThI

Oco06ble ycrnoBus
JIOITyCKa K paboTe

Jlpyrue
XapaKTepI/ICTI/IKI/I

I[OHOJ'IHI/ITGHBHLIC XapPaKTCPUCTUKU

HaumeHnoBanue 6a30Boii rpynibl, JOTKHOCTH
HaumenoBaHue noKymMeHTa Kon
(mpodeccun) wim crnenuanTbHOCTH

OK3 2412 CrienuanucTsl o KagpaM U IpohopreHTaun

3423 CrienanycThl KaJIpoBBIX CIYXKO U YUpEKICHUH 3aHATOCTH
EKC?® - CrieruanucT 1o Kajapam

- WHcnekTop mo kajapam
OKITIJTP* 27755 | DKOHOMUCT I10 TPYIY

22956 | MHcnekTop mo Kaapam

3.1.1. Tpynosast pyHkuus

Benenue opranuzanmoHHON U YpoBeHsb
HaumenoBanue | pacOpsSIAUTENbHON JOKYMEHTALIMH 110 Kon | A/01.5 | (moxyposens) 5
nepcoHaty KBaJTU(PUKAIHA
HponcxovxcneHHe Opurmian X 3anMCTBOBAHO U3
TPYAOBOH (QYHKIIUU OpUTrHHAJA

Kopn opurunana Perucrpanuonnstit Homep

po¢eCCUOHANTBHOTO CTaHIapTa




TpynoBsie nercTBUs

O6paboTka 1 aHATU3 MMOCTYIAIOIIEH JOKYMEHTAIIMH 110 TIEPCOHAITY

Pazpaborka u odopmiieHHEe MOKYMEHTAllMM IO TepcoHany (IMepBUYHOMH,
YUYETHOW, IUIAHOBOHM, MO COIHAJIbHOMY OOECIIEYEeHUI0, OpraHH3alMOHHOH,
pacropsIUTeIbHOMN)

Peructpanusi, yuer W TeKyllee XpaHEHHE OPraHU3alUMOHHON WU
pacnopsAMTEIbHON JOKYMEHTAIUH 110 IEPCOHATTY

Heo6xomumbie ymeHust

Pa3pabarbiBaTh  MPOEKTHl  OPraHM3AIMOHHBIX W PAaCHOPSAUTEIBHBIX
JOKYMEHTOB I10 IEPCOHAITY

OdopMIsATh TOKYMEHTHI B COOTBETCTBUU C TPEOOBAaHUSIMHU TPakIaHCKOTO,
TPYAOBOTO 3aKoHonarenbcTBa Poccuiickorn dexepanuu U JOKaJIbHBIMU
HOPMaTUBHBIMU aKTaMH OpraHU3aluu

Bectu yuer u peructpanuio J0KyMEHTOB B MHPOPMAIIMOHHBIX CUCTEMax U Ha
MaTepUaIbHBIX HOCUTEIISIX

Opranu3oBbIBaTh XpaHEHHE JTOKYMEHTOB B COOTBETCTBHM C TPEOOBAHUSIMHU
TPYAOBOTO, apXUBHOrO 3aKoHojarenbcTBa Poccuiickon @Penepauuu U
JIOKaJIbHBIMU HOPMATHUBHBIMU aKTaMHU OpraHU3aLUN

AHanmM3upoBaTh JOKYMEHTHl U NIEPEHOCUTHh MH(OpMAIHIO B 0a3bl TaHHBIX H
OTYETHI

BeIsSBISATE  OMIMOKHA, HETOYHOCTH, WCIPABICHUS M  HEJIOCTOBEPHYIO
MH(OPMALINIO B TOKYMEHTAX, ONPEIENISITh JETUTUMHOCTD JOKYyMEHTOB

PaGorars ¢ MHGOPMAITMOHHBIMU CHCTEMaMHU U 0a3aMU JIaHHBIX 110 BEICHHIO
y4deTa, IBUKECHHIO IIEpCOHAlIa

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIIECHHS

Heo0xoaumble 3HAHUS

[Mopsimox opopmieHns, BeIeHUS U XpPaHEHHUS JOKYMEHTOB IO MEPCOHATY

HOpSII[OK yueTta [ABUIXKCHUA KaJApOB W  COCTABJICHUA YCTaHOBHeHHOﬁ
OTYCTHOCTHU

OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAI[HOHHOTO 00eCTIeYeHUS

TexHomoruu, METOAbl U METOAMKHU IPOBEACHUS aHAIN3a U CUCTEMAaTHU3alUuu
JOKYMEHTOB U HH(OpMaLuu

[lopsnox pacuera craxa, JbrOT, KOMIIEHCAlMi, oQopmiieHus MeHCui
pabOTHHKaM

CtpykTypa opranuszainuu

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKThI, COJEPKALIME HOPMBI TPYJOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOAATEIbCTBA M HOPMAaTHBHBIE IPABOBBIE AKTHI
Poccniickoit denepanuy, B 4aCTH BEAECHUS JOKYMEHTALMH 110 IEPCOHAITY

3akoHoxaarenbcTBO Poccuiickoil denepaiuu o NepcoHANbHBIX TAHHBIX

JlokanpHBIE HOpPMATUBHBIE AKThl OPraHHU3alUH, PErYJIUPYIOIIME MOPSIA0K
oopMieHHs pacHOPSIAUTENBHBIX W OPraHU3allMOHHBIX JIOKYMEHTOB 11O
IEPCOHAILY

Hopwmbl 5TuKH 1 1€710BOTO OOIIICHUS

basoBble OCHOBBI UHPOPMATUKH, CTPYKTypHOE IIOCTPOECHHE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMH

HApyrue

XapPaKTCPUCTHKHU




3.1.2. TpynoBasi pyHkumsi

Benenne nokyMeHTalUK 10 YIETY U Yposenb
Haumenosanue | ;1ppcepmro KaIpOB Kox | A/02.5 | (moayposens) 5
KBaJTU(DUKAIHA

[Ipoucxoxaenue TpyaoBon
¢byHKIAN

3anMCTBOBAHO U3

Opwuruaan X
OpHUTrHHAIA

Kon Peructpaunonusiii Homep
OpHUruHana NpoecCHOHATBHOTO CTaHAApTa

TpynoBsie nercTBUs

[lonrotroBka MpPOEKTOB JOKYMEHTOB IO MpoLEeaypamM  yIpaBieHHs
[IEPCOHAJIOM, YUETY U IBUKEHUIO IIEPCOHAJIA

OpraHI/IBaHI/Iﬂ CHUCTEMBI IBMXKCHUA JOKYMCEHTOB I10 IIEPCOHATY

COop u npoBepKa JNYHBIX TOKYMEHTOB PAOOTHUKOB

[ToaroroBka u odopmiieHre Mo 3ampocy pabOTHUKOB M JOHKHOCTHBIX JIUI]
KOIUH, BBIMUCOK U3 KaJIPOBBIX TIOKYMEHTOB, CIIPABOK, HHPOPMAIIUHU O CTaXE,
JIbroTax, rapaHTuAax, KOMIICHCAIHUAX U MHBIX CBGIIGHI/Iﬁ (0] pa6OTHI/IKaX

Brigaua pa6OTHI/IKy KaZIPpOBBIX TOKYMCHTOB O €TO pr,I[OBOﬁ ACATCIIBHOCTH

I[OBGIICHI/IG A0 CBEACHM IICPCOHAJIA OPTraHU3aAlIUOHHBIX, paCIIOPAAUTCIbHBIX U
KaJIpOBbIX TOKYMCHTOB OpraHu3aluu

Benenune ydyera paboyero BpeMeHH paOOTHUKOB

PeFI/ICTpaI_II/Iﬂ, Y4€T, OIICpATHBHOC XPAHCHUC NOKYMCHTOB IIO II€pCOHATY,
IIOATOTOBKA K CAA4Y€ UX B apXHUB

Heo6xoanumeie ymeHust

PazpabaTsIBaTh MPOEKTHI KAAPOBBIX TOKYMEHTOB

OdopMnsaTe KaapoBble [OKYMEHTHI B COOTBETCTBUU C TpeOOBAHUSIMHU
TPYAOBOTO 3aKoHoHaresnbcTBa Poccuiickoin dexepanum U JOKaJIbHBIMU
HOPMaTUBHBIMU aKTaMH OpPTraHU3alun

Bectn yuer m permcrpanmio KagpoBBIX JOKYMEHTOB B HH()OPMAIIMOHHBIX
CUCTEMaX Y Ha MATEPUAIIbHBIX HOCUTENAX

OpFaHI/ISOBI)IBaTI) XPaHCHUC KaAPOBBIX MOOKYMCHTOB B COOTBCTCTBHU C
Tpe6OBaHI/I$IMI/I TPYAOBOTO, ApPXHUBHOI'0 3aKOHOJATCIILCTBA Poccuiickoit
(De)lepam/m 1 JIOKAJIbHBIMU HOPMATHBHBIMH aKTaMU OpraHU3alnuu

AHaJ'II/I3I/IpOBaTI:> KaJApOBBIC JOKYMCHTBI U NICPCHOCHUTD I/IH(I)OpMaI_II/II-O B 0a3bl
JaHHBIX U OTYCTbI

PabGorats co ClICUAJIM3UPOBAHHBIMHA I/IH(I)OpMaI_II/IOHHBIMI/I CUCTEMaMHU H
0azaMu JAaHHBIX 11O BEACHHUIO YUC€TAa U ABUXKCHUTIO IICPCOHAJIA

PazpabaTbiBaTh Mi1aH KOPPEKTUPOBOK YCTAHOBIEHHOI'O MOPsAKA OPOPMIICHHS
JIOKYMEHTOB I10 IEPCOHAIIY U PEAIN30BbIBATh MPUHATHIE H3MEHEHHUS

KoHTponupoBaTh npucyrcTBrue pabOTHUKOB Ha paboueM MecTe

CO6J'IIO,I[aTI> HOPMBI OTUKHU JCJIOBOTO O6H_ICHI/I$I

HeoOxoaumeble 3HaHUSA

[Topsnox odopmiieHus1, BeAEHNUS U XpaHEHUS TOKYMEHTOB 10 ITEPCOHATY

HOpH,Z[OK yd€Ta [ABUKCHHUA KaApOB W  COCTAaBJICHHUA yCTaHOBHCHHOﬁ
OTYETHOCTHU

[Topsimox pacuera cTaxka, IBIOT, KOMIIEHCAIMi, odopmieHus TMeHCui
paboTHHKAM

CrtpykTypa opranu3anuu

TpynoBoe 3aKOHOATENBLCTBO U MHBIE aKThl, COJEPKAIINEe HOPMbI TPYJOBOIO
npasa

OCHOBBI apXMBHOT'O 3aKOHOAATEIbCTBA M HOPMAaTHBHBIE IPaBOBBIE AKTHI
Poccniickoit denepanuy, B 4aCTH BEICHNS JOKYMEHTALMH 110 TEPCOHAITY




3akoHo1atenbcTBO Poccuiickoi denepannn 0 MEPCOHATBHBIX JAHHBIX

TexHomoruu, METOAbl U1 METOAMKHU MPOBEJACHUS aHANIM3a U CUCTEMAaTHU3aluU
JOKYMEHTOB U UH(OpMauu

JlokanpHbIE HOPMATUBHBIE AKThl OpPraHU3aLUU, PETYIUPYIOIIHE IOPAI0K
oopMiIeHHs JOKYMEHTOB 110 IEPCOHATY

OCHOBBEI I[OKYMCHTOO60pOTa U JOKYMCHTAINOHHOI'O obecneyeHus

Hopwmbl 3THKH 1€710BOTO OOIIICHUS

bazoBsie OCHOBBI UH(OPMATHKH, CTPYKTYpHOE IIOCTPOEHHE
MH(OPMALIMOHHBIX CUCTEM B OCOOEHHOCTU PabOThI C HUMHU

Apyrue
XapaKTCPUCTHKU

3.1.3. TpynoBasi pyHkumsi

HaumeHnoBaHue

IIpoucxoxaeHue Tpy10BOH
GbyHKIUN

AJIMUHHCTpUPOBAHHUE TIPOLIECCOB U
YpoBeHb
OKYMEHTO000pOTa M0 YUYETY U JBUKCHHUIO

AOKYM p YACTY H A Kox | A/03.5 | (momyposenn) 5
KaZpoB, PECACTABIICHUIO JOKYMCHTOB I10 KBanI/I(bI/IKaHI/II/I
MIEPCOHAITY B TOCY/IAPCTBEHHBIC OPTaHbI

3anMMCTBOBaHO U3

Opurunan X
OpHUTHHAJIA
Kon Peructpanuonssiii HoMmep

OpuruHaja npodecCHOHANBHOrO CTaHAApTa

TpynoBble nelcTBUA

Opranuzanys JOKyMEHTO000pOTa MO YYETY U JBMIKCHUIO KaJpPOB

Opranuzanus JOKyMEHTOOOOpOTa MO NPEACTABICHUIO JOKYMEHTOB IIO
MEPCOHAITY B TOCYAAPCTBEHHBIE OPTraHbl

ITocTanoBka Ha YUC€T OpraHn3aliu B roCyJapCTBECHHBIX OpraHax

ITonroToBka mo 3ampocy IoCyIapCTBEHHBIX OpraHoB, HPOQEeCCHOHATIBHBIX
COI030B M JIPYTHX MPEICTaBUTEILHBIX OPraHOB pPaOOTHHUKOB OPUTHHAJIOB,
BBIIIMCOK, KON JOKYMEHTOB

[ToaroroBka yBeqOMIIEHM, OTUETHOM M CTAaTUCTUYECKOW HH(OpMaIUU 1O
IepCOHAIY

[ToaroroBka wHGpOpMAMKU O 3aKIIOUYEHUU TPYJOBOTO WM TPa)kIAaHCKO-
MPaBOBOTO JIOTOBOpAa Ha BBINOJHEHHE paboT (OKa3aHuUE YCIyr)
TPOXKJAHUHOM,  3aMEIIABIIMM  JIOJDKHOCTH  TOCYAApCTBEHHOM — WIIK
MYHUIIMIIATIBHON  CITY>KOBI, MepevYeHb  KOTOPBIX  YCTaHABIWBACTCS
HOPMAaTHUBHBIMU IIPaBOBbIMU akTaMu Poccuiickoit deneparuu

HeoOxonumelie ymeHust

O(bOpMJ'ISITI) YUCTHBIC OOKYMCHTBI, MPCAOCTABIACMBIC B T'OCYAAPCTBCHHBIC
oprasbl, mpo(hecCHOHANBHBIE COIO3bl U JIPYTHe MPEICTaBUTEIbHBIE OpPTaHbI
pabOTHHKOB

Opranu3oBbIBaTh XpaHEHHE NTOKYMEHTOB B COOTBETCTBHH C TPEOOBAHUSIMHU
TPYAOBOTO 3aKoHOHarenbcTBa Poccuiickorn denepanuu W JOKaJIbHBIMU
HOPMAaTUBHBIMU aKTaMH OpraHU3aluu

PaboTath ¢ nHDOpMAITMOHHBIMH CHCTEMaMHU W 0a3aMH JTaHHBIX MO BEACHHUIO
ydeTa U JBUKEHUIO TIepcoHasa

PaboTath ¢ nH(DOpMAITMOHHBIME CHCTEMaMHU W 0a3aMH JTaHHBIX MO BEACHHUIO
CTAaTHUCTUYECKOM U OTUETHOU WH(MOPMAIIUHU TIO IEPCOHAITY

AHanmu3upoBaTh NpaBuja, MPOLEAYPsl U MOPSAIOK, PETyIUPYIOIIME MpaBa U
0053aHHOCTH TOCYIAapCTBEHHBIX OPraHOB M OpraHU3alMHM 10 BOIPOCaM
oOMeHa TIOKyMEHTallel Mo MepcoHaty

Bectu nenoByio nepenucky

CO6J'IIOIlaTB HOPMBI OTUKHU JCJIOBOTO O6IJ.I€HI/I$I




Heo0xonnMeie 3HaHUS

TexHoNOrMK, METOABI U METOJUKH IPOBEICHUS aHAJIN3a U CHCTEMaTH3aLuu
JOKYMEHTOB U HH(pOpMaLUn

OCHOBEI ,I[OKYMCHTOO60pOTa U JOKYMCHTAIIUOHHOI'O obOecrieyeHus

CrtpykTypa opranuzanuu

HopMmartusHublie mpaBoBbie akThl Poccuiickoin denepanniu, peryiupyromnme
mpaBa W OOSI3aHHOCTH TOCYJApCTBEHHBIX OPraHoB, MPO(EeCCHOHATHLHBIX
COI030B M JPYruX MPEACTaBUTEIbHBIX OpPraHoB pabOTHUKOB IO
MPEAOCTABIICHUIO YYETHOM TOKYMEHTAlUU

TpynoBoe 3aKOHOIATENLCTBO M MHBIE aKThI, COJIEPKAIUE HOPMBI TPYIOBOIO
paBa

OCHOBBI apXHMBHOTO 3aKOHOJIATEIbCTBA U HOPMATHUBHBIC IPABOBHIC aAKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMH 110 IEPCOHAILY

3axoHogarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX

JIlokanpHbIE HOPMATUBHBIE AaKThl OpPraHU3alUH, PETYIUPYIOIIHE IOPSIO0K
BEJICHUs TOKYMEHTALUH 10 YYETy U IBHKCHHIO IIEpCOHAa

Hopwmpbl 3Tk# nemnoBoro oOieHus

bazoBbie OCHOBBI MH()OPMATHKH, MOCTPOCHUS WHPOPMAITMOHHBIX CHCTEM H
0COOEHHOCTH pabOThI C HUMHU

Jpyrue xapakTepucTuku

3.2. O0001meHHAs TPYAOBas (PYHKUIMS

HCSITGJ'ILHOCTB 10 00EeCIEUYEHUTO ypOBeHL
HaumenoBanue Kon B 6

EPCOHAIOM KBATH (UKL
IIpoucxoxneHue

. N 3aMMCTBOBaHO U3
0000IIIeHHON TPYI0BOI Opurunan X
OpHUTHHAJIA
GbyHKIUN
Kon Perucrpannonusiii Homep
opurMHaa npo¢eCCUOHATBHOTO
cTaHaapra
Bo3moskHbIe HAUMEHOBaHMS Crenuanuct 1o noadopy nepcoHana
JOJDKHOCTEH, podeccuit Crnenpnanuct no nepcoHany
Menemxep 1o nepcoHany

TpeGoBanus k
00pa3oBaHUIO U
00y4eHUIO0

Beiciiee oOpa3oBanue — 6akanaBpuaT

JlononHuTenbHOE MpodeccHoHaIbHOE 00pa3oBaHUe — IPOrPaMMBI
MOBBIIIEHUS KBAIN(UKAIIUK; TPOrpaMMbl TPO(ecCHOHANTBHOM
MepPEnoAroTOBKY B 00JIACTH MOUCKA U MO00pa IepcoHana

TpebGoBaHUs K OTBITY
MPAKTUYECKON pabOThI

Oco0Oble ycrmoBus
J0MycKa K pabore

HApyrue
XAPAKTCPUCTHUKHU

HOHOJ’IHI/ITGHBHBIC XapPaKTCPUCTUKHU

HanmeHnoBanue 1okym

HanmenoBanwme 6a30B0i TPYIIIHI, TOKHOCTH

eHTa Ko
A (mpodeccun) wim crenuanTbHOCTH

OK3

2412 CrienanucTsbl 1Mo KaJpaM U npodopueHTanuu

3423 CriennanucThbl KaApOBBIX CIYKO M yUpeKISHUN 3aHATOCTH
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EKC - Crnenuanuct 1o Kaapam
- Menemxep 1o nepcoHary
OKIIATP 27755 | DKOHOMHCT T10 TPYAY

22956 | HCIIeKTOp 1O Kajpam

3.2.1. TpynoBasi pyHkumsi

COop undopmaruu o nOTpeOHOCTIX YpoBeHb
Haumenosanue OpraHH3aLKH B [IEPCOHAE Kon | B/01.6 (MoaypOBEHD) 6
KBaTH(PHUKAIAN
[Ipoucxoxnenne 3anMCTBOBAHO U3
P . Opurunan X
TPyROBON GYHKIMN OpUTHHAJIA
Kon Peructpanuonssiii Homep
OpUrHHaja npoeCCHOHATBHOTO
CTaHmapTa

TpynoBbie neicTBuUs

Ananuz IJIAHOB, CTPATCTHUHU U CTPYKTYPBI OPraHu3aliuiu

Amnanu3 0coOOEHHOCTEH OpraHu3auy padoThl ¥ IPOU3BOCTBA HA KOHKPETHBIX
pabouunx mMecTax

AHanu3 pbpIHKAa TpyAa M0 OpraHu3anud padoThl HA AHAJIOTHYHOM
MIPOU3BOJICTBE M pabOYNX MECTax

@®opmupoBanue TpeOOBaHWMI K BaKaHTHOHW JOJDKHOCTH (Tpodeccun,
CIELUAIIBHOCTU) U UX KOPPEKIIHSI

AHanu3 pblHKa Tpyda W IEepCoHada OpPraHU3aluu M0 MPO(HII0 BaKaHTHOU
JOJDKHOCTH (TMpodeccri, CIeIHaTbHOCTH)

NudopmupoBanre U KOHCYJIbTUPOBAHUE PYKOBOJIUTENEH MOApA3JICICHUN U
OpraHM3alMK 110 BOIIPOCAM PbIHKA TPYZa B YACTH OOECIeyeHus IEPCOHATIOM

HeoOxonumelie ymeHust

CoOuparb, aHaIM3UPOBaTb W  CTPYKTYpHPOBaTh HHpOpManuo 00
0COOEHHOCTSX OpraHu3aluy padboT Ha PA3TUYHBIX YJacTKax MPOU3BOJACTBA U
Ha KOHKPETHBIX pab0vnX MeCTax ¢ y4eToM IieJieH, 3a/1a4, IIIAHOB U CTPYKTYPBI
OpraHu3aIuH

CoOuparp, aHamU3UpoBaTb M  CTPYKTypuUpoBaTh HHpopmaiuio 00
O0COOEHHOCTSIX U BO3MOXKHOCTSIX KaJJpOBOT0 OTEHIMaIa OpraHu3aluu

CoOuparp, aHamU3UpoBaTb M  CTPYKTypuUpoBaTh HHpopmaiuio 00
O0COOCHHOCTSIX PbIHKA TPYy/a, BKIIIOYAs NMPEAJIOKEHUS OT IPOBalIEpOB YCIyT
10 MTOMCKY, TPUBIICUEHUIO, 1000pY M 0TOOPY MepcoHaa

®opmupoBaTh TpeOOBaHUS K BaKaHTHOM JOJDKHOCTH  (mpodeccun,
CMELUAIBHOCTH) U ONIPENIeNATh KPUTEPUH 000pa nepcoHaa

BHocuTh KOppekTHpyloIMe CBEACHHMS B TpeOoBaHMsS K KaHAWIATaM Ha
BaKaHTHbIE JIOJDKHOCTH (podeccuut, CrennaibHOCTH)

[Tonb30BaThbcs MOUCKOBBIMH CHUCTEMaMH M WH(OPMAIMOHHBIMU PECypcamu
U1 MOHHUTOPWMHIa  pPBIHKA  TpPyAda, TPaXTAHCKOTO W TPYAOBOrO
3akoHogarenbcTBa Poccniickon denepannun

KoncynpTHpOBaTh 1O BOMpOCaM pBIHKA TpyJda B YacTH oOOecredeHus
IIEPCOHAIIOM

CO6J'IIOI[E[TB HOPMBI OTUKHU JCJIOBOT'O 06IJ_[CHI/IH

HeoOxoaumeble 3HAHUSA

TeXHOJ'IOFI/II/I, MCTOAbBI U MCTOJUKHU NPOBCACHUA aHAIW3a U CUCTEMAaTU3allhun
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

CtpykTypa oOpraHm3aliid W  BaKaHTHbIE JOJDKHOCTH  (Tipodeccun,
CHEHUATBLHOCTH)

[Topsnox onpeneneHus NEPCIEKTUBHOMN U TEKYyIIEH MOTPeOHOCTH B KaJpax

Hctounnku oOecrieueHus OopraHu3aluru KaJapaMnu
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Opranuzanus paboT Ha pa3iIMyYHBIX ydacTKaX HMPOM3BOJICTBA, OpraHHU3aIHH,
oTpaciu

OO1ire TEHICHIIMU Ha PBIHKE TPyJda U B OTACIBHOW OTPACIIH, KOHKPETHOU
npodeccuu (TOKHOCTH, CIICIIHATEHOCTH )

OCHOBBI IICUXOJIOTHH U COMOJIOTUU Tpyda

OCHOBBI 5KOHOMUKH, OpPraHU3alK TPYyJa U YIPaBICHUS

TpynoBoe 3aKOHOIATENLCTBO M MHBIE aKThI, COJIEPHKAIUE HOPMBI TPYIOBOIO
paBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIbCTBA M HOPMATUBHBIE IPABOBBIE AKThI
Poccuiickoit denepanuu, B 4aCTU BEAEHUS TOKYMEHTALMH 10 EPCOHAILY

3akoHoarenbcTBO Poccuiickoi denepainu 0 NepCOHAIbHBIX JaHHBIX

JlokanpHbIE HOPMATUBHBIE AKThl OpPraHU3aLUH, PErYIUPYIOIIHE IOPSIO0K
11o100pa nepcoHana

HopMb1 5TrKH 1e10BOT0 00IIIeH!s

bazoBble OCHOBBI uH(OpMaTHKHY, CTPYKTYpHOE MIOCTPOCHUE
MH(GOPMAIIMOHHBIX CHCTEM H 0COOEHHOCTH pabOTHl C HUMHU

HApyrue
XapaKTCPHUCTUKU

3.2.2. TpynoBasi pyHKIuUs

[Touck, npuBnedeHue, mogo0p U 0TdOP YposeHb
Hanmenosanme | penconana Kon | B/02.6 | (momyposenn) 6
KBaTH(UKAIIAN
IIpoucxoxaeHne TPyaI0BOH
P . pyA Opurunan X 3auMCTBOBaHO M3 OPUTHHANA
¢GbyHKIHN
Kong Peructpaunonusiii Homep
OpHTrHHANA poQeCcCHOHANTBEHOTO
cTaHjapra

Tpynoseie nencTBUs

ITouck BO BHYTPEHHUX M BHEIIHUX UCTOYHUKAX MH(POPMALMU O KaHAUJIATAX,
COOTBETCTBYIOIIEH TpeOOBaHMAM BaKaHTHOM JOJKHOCTH (mpodeccuu,
CHEIHATbHOCTH)

Pa3memienne  cBepeHMi 0 BakaHTHOW  JOJDKHOCTH  (Tpodeccuw,
CMELMAIBHOCTH) B CPEJICTBAX MacCOBON MH(POPMALIUU

Be10op cnoco0oB M METOAOB IPUBJIECUCHMs MEPCOHATA B COOTBETCTBUU C
YTBEPKJICHHBIMH TUIAHAMU

[IpoBepka wuHpOpManuu O KaHAWAATAX HA BaKAHTHBIE JIOJHKHOCTH
(mpodeccun, crieraabHOCTH)

[IpoBenenue cobecemoBaHUl M BCTpeU C KaHAWJATaMH Ha BaKaHTHBIE
JOJDKHOCTH (TIpopeccuu, CrenuanbHOCTH) ¢ 0OecriedeHneM 00paTHOM CBSI3U

OneHka COOTBETCTBUS KaHAWIATOB TPEOOBAHMSIM BAKaHTHOM JTOJKHOCTH
(mpodeccun, cieruaiIbHOCTH)

[ToarotoBka mnpemIoXKeHUH 1O (GOPMUPOBAHHIO OFOKETa Ha TOUCK,
MpUBJIeYEHUE, TOA00P M 0TOOP MepcoHana

WNudopmupoBaHre U KOHCYJIbTUPOBAHUE PYKOBOJHUTENEH IMojapa3aeneHuil u
OpraHM3aluy 10 BOIIPOCaM MPHUBJIEUYEHHUS [TEPCOHANIA C OLIEHKON 3aTpaT

Heo6xoanumele ymeHUst

OHpe,Z[CJ'ISITB KpUTCPpUU TTOMCKA, IPUBJICUCHUS, noz(6opa n 0T60pa nepcoHalia

CobupaTh, aHaTU3UPOBATH U CTPYKTYPUPOBATH HHPOPMAIUIO O KaHIUJATaX U
IIPETIOKEHUAX HA PHIHKE TPyAa

[Tonb30BaTbcs MOMCKOBBIMU CUCTEMAaMU U MH(GOPMAIIMOHHBIMU pecypcamMi B
obsacTi obecrieueHus! epcoHaIoM
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[TpuMeHSATh TEXHOIOTUM W METOAWKH TIOWCKA, IMPHBIICYCHUS, MOmOopa M
0oTOOpa KaHIUIATOB HA BAaKAHTHBIC JOJKHOCTHU (TIPOQeCcCH, CIeUaaIbHOCTH)
B COOTBETCTBHE C X CHEIUDUKOM

Hcmons30BaTh cpeacrBa obecrneueHuUs IEepCOHAIOM, BKJIIrO4Yas COIIPOBOKIACHUC

KOHCYJ’IBTI/IPOBaTB I10 BOITpOCaM IPHUBJICYCHUA IIEPCOHATIA

CocraBiaTth H KOHTPOJUPOBATb CTAaTbU PACXOJOB Ha obecrieyeHne
IEpCOHAJIOM JJIA IJIaHUPOBAHUA 6IOIL)KCTOB

Co0ro1aTh HOPMBI 3THKH JCIIOBOTO OOIIICHHUSI

Heo0Oxoaumbie 3HAHUS

Hcrounuku obecriedeHusi OpraHu3aliy KaapaMu

TexHomoruu M METONMKHM TOWCKAa, HpPHBICYEHUs, mojdopa u orbopa
nepcoHaa

Cuctembl, MeTtoAbl M (OpPMBI MaTepUAIBHOTO W  HEMAaTepUaTbHOIO
CTUMYJIMPOBAHUs TPY/1a IIEpCOHAIIA

Texnonoruu u Metoabl HOPMUPOBAHUS U KOHTPOJISI OIOKETOB

TexHosorny, MeToabl U METOOUKH IIPOBEICHMS aHalIW3a, CUCTEMAaTH3aLUU
JOKYMEHTOB U WH(pOpMaLUU

CrpykTypa oOpraHM3allid M  BaKaHTHbIE JIOJDKHOCTH  (mpodeccum,
CHELMAILHOCTH)

OOmre TEHACHIIMU Ha PBIHKE TPYAa W B OTACIBHBIX OTPACISIX W BUAAX
podecCHOHABHOM IeATEIIBHOCTH

OCHOBEBI IICUXOJIOTHH U COLMOJIOTHUH TpYAa

OCHOBBI 5KOHOMUKH, OpraHU3a1H TPYJa U YIPABJICHUS [1€PCOHATIOM

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKTHI, COJIEPXKALIUE HOPMBI TPYILOBOTO
npaBa

OCHOBBI apXMBHOIO 3aKOHOJATEIbCTBA W HOPMATHUBHBIC IPABOBBIE AKThI
Poccuiickoit dexnepanuu, B 4acTU BEACHUS TOKYMEHTALMU 10 MEPCOHAITY

OcCHOBBI HAJIOTOBOT'0 3aKOHOIaTeNbecTBa Poccuiickoit deneparuun

3akoHomarenbcTBO Poccuiickoit denepariuu o MepcoHAIbHBIX JTAHHBIX

JlokanpHBIE aKTBl OpraHHW3alHM{, PETYIHPYIOIUE MOPSAOK OOecCIeYeHus
[IEPCOHAIOM

Hopwmbl 5TkH nemoBoro oOieHus

bazoBeie OCHOBBI MH(OPMATHKH, MOCTPOEHUS MH()OPMAIIMOHHBIX CHCTEM H
0COOEHHOCTH pabOThl C HUMU

Jlpyrue

XapPaAKTCPUCTHKHU

3.2.3. TpynoBasi pyHkuus

AI[MI/IHI/ICTpI/IpOBaHI/IC MponecCcoB U YpOBeHL
HaumenoBanue | JOKYMEHTOOOOPOTA OOECTICUCHUS Kon | B/03.6 (moxypoBeHb) 6
TIEPCOHATIOM KBaJIM(UKALUH
IIpoucxoxaenue 3arMCTBOBAHO U3
P A Opururan X
TPYAOBO#H (YHKIIUN OpHUrMHaa
Kon Perucrpannonusiii Homep
OpHUTHMHAJIA npo¢eCCHOHATBHOTO
CTaHgapTa

TpynoBeie nencTBUS

AHanm3 nporueccoB JOKYMEHTO000pOTa, IOKAIBHBIX JOKYMEHTOB IT0 BOIIPOCaM
o0ecrevyeHuns: IepCoHANIOM

Benenne uHopmManmuu 0  BakaHTHBIX  JOJDKHOCTAX  (mpodeccusx,
CMELUANBHOCTAX) U KaHAUAATax
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JIOKyMEHTAI[MOHHOE ~ COMPOBOXCHUE KAHIUIATOB Ha JTamax IOMCKa,
npuBieUeHUs, moabopa MW oTOOpa MEpcoHajsa Ha BaKaHTHbBIE JIOJDKHOCTH
(mpodeccuu, cnenuaIbHOCTH), HHOOPMHUPOBAHUE KAHAUIATOB O PE3yJbTaTax
otrOopa

[ToaroToBKa 3ampocoB O KaHAWAATaX B FOCYAAPCTBEHHbBIC OPraHbl, B CIyYasx
MPEIYCMOTPEHHBIX  JICHCTBYIOIIMM  3aKOHOJATEIbCTBOM H  00paboTka
HPEIOCTABICHHBIX CBEIICHUIT

[TonrotoBka u 00paboTKa YyBEJOMJIGHHH B TOCYIapCTBEHHbBIE OpTaHBI,
npo(heCCHOHATIBHBIC COIO3bI U APYTUE NPEICTABUTEILHBIC OPraHbl PAOOTHUKOB
10 BOIIPOCAM ITOMCKa, TIPUBJIEYEHHS, T0100pa U 0TOOpa epcoHana

COHpOBO}KI[CHI/IC JAOTOBOPOB 110 o0ecIreyeHnro opranu3alyn II€PCOHAIIOM,
BKJIIO4Yas NpCABAPUTCIIbHBIC ITPOLCAYPHI IO UX 3aKIFOYCHHUIO

Heo6xoanmeie ymeHUs

ObecrieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKIICHHE BBIXOJa KaHIWJATa Ha
paboTy U nepeMenieHus nepcoHana

OdopmiATs JOKYMEHTHI 110 BOIpocaM oOecreueHus! KaIpOBBIMH PECypcaMu,
HEOOXOAMMBIE ISl  HPEJOCTaBIEHUS B  TOCYJApCTBEHHbBIE  OpIaHbl,
npodeCCHOHATIBHBIE COIO3bI U APYTHE MPEICTABUTEIbHBIE OpraHbl pA0OTHUKOB

Opranu3oBbIBaTh XpaHEHHE IJOKYMEHTOB B COOTBETCTBUHU C TPEOOBaHUSIMU
TPYAOBOTO, apXMBHOIO 3aKoHonarelnbcTBa Poccuiickoir ®Denepaunu U
JIOKaJIbHBIMU aKTaMH OpraHU3alun

AHanmM3upoBaTh TOKYMEHTHI M IEPEHOCUTH MHPOPMAIUIO B MHPOPMAITHOHHBIE
cucTeMbl ¥ 0a3bl JaHHBIX O KaHJHU1aTax

Paborarh ¢ nHGOPMAIMOHHBIMHA CHCTEMaMU M 0a3aMu JaHHBIX TI0 BOIPOCaM
o0ecrieyeHuss MEpCOHAJIOM, BEJCHUIO IOMCKA W y4yeTa KaHIUJaTOB Ha
BaKaHTHBIE JIOJDKHOCTH (TIpodeccu, CrennatbHOCTH)

[Ipou3BoauTh mpeABapUTeIbHBbIC 3aKyMOYHBbIE NPOLEAYPHl U OPOPMISTH
COITYTCTBYIOIYIO JIOKYMEHTALIMIO 110 3aKJIFOUEHUIO JOTOBOPOB

OpraHu3oBbIBaTh M NPOBOAMTH KOHKYPChl, OGOPMIIATE U aHAIU3UPOBATH
KOHKYPCHYIO JJOKYMEHTALUIO

Bectu nenoByto nepenucky

CO6J'IIO,I(aTB HOPMBI OTUKHU JCJIOBOTO O6H_ICHI/I$I

HeoOxoaumeble 3HaHASA

[Topsanox odopmiieHusi, BeleHUs U XpaHEHUS JOKYMEHTAIMH, CBA3aHHOW C
MIOMCKOM, TPUBJIECYCHHEM, MOJOOPOM M OTOOPOM IepCOHAaNa Ha BaKaHTHBIE
JOJDKHOCTH

HOpSII[OK (I)OpMI/IpOBaHI/ISI, BCACHUA OaHKa JAAaHHBIX O IEPCOHAJIC OpraHU3alluu U
MpEAOCTABJICHUA OTYETHOCTHU

OcHOBEI I[OKYMCHT0060pOTa U JOKYMCHTAIIUOHHOT'O obecrnieueHUs

TCXHOJ’IOFI/II/I, MCTOAbI U METOAUKH IMPOBCACHUA aHAIM3a U CUCTCMATHU3allUuU
HAOKYMCHTOB " I/IH(I)OpMaLII/II/I

HOpSII[OK IMTPOBCACHN KOHKYPCOB U O(l)OpMJ'IeHI/IH KOHKprHOfI AOKYMCHTalluN

[Topsimok mpoBeeHNs 3aKYMIOYHBIX MPOIIEAYP U O(OPMIICHHS COMTYTCTBYIOIIEH
JOKYMEHTAIUH

CtpykTypa oOpraHM3aliid W  BaKaHTHbIE  JIOJDKHOCTH  (mpodeccun,
CHEIUATBEHOCTH)

TpynoBoe 3aKOHOAATENBCTBO M MHBIE aKThl, COAEpIKAIIUEe HOPMBI TPYIOBOTO
mpaBa

OCHOBBI apXHWBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4acTU BEACHUS TOKYMEHTALMU 10 NIEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccniickoit denepanu

3akoHoxaarenbcTBO Poccuiickoit denepanum o nepcoHaNbHBIX JAaHHBIX

JlokanbHbBIE aKThl OPraHU3allly, PEryIUupyIolIre MOps 10K Moadopa nepcoHana

[Topsiok 3aKiI0UeHuUs 10rOBOPOB (KOHTPAKTOB)
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Hopwmbl 3THKM 1e10BOTO OOIIICHUS

bazoBbie OCHOBBI WH(MOPMATUKH, TMOCTPOCHUS WH(POPMAIMOHHBIX CHUCTEM H
0COOEHHOCTH PabOThI C HUMHU

HApyrue
XapaKTCPUCTHKU

3.3. O0o01menHas TpyaoBasi pyHkuus

JleqaTebHOCTD 0 OLIEHKE U aTTECTALUU VpoBeHb
HaumeHoBaHue Kon C 6

HepcoHaa KBaTH(pUKAIIN
IIpoucxoxaeHue

o . 3arMCTBOBAHO U3
0000IIIEHHON TPYI0BO Opurunan X
OpuUrMHaa
GbyHKIUN
Kon Peructpanmonusiit Homep
OopuUTHHaa poheCCHOHATBHOTO
CTaHJapTa

Bo3moxxHbie
HaMMEHOBaHUs
OKHOCTEH,
npodeccuit

Crienmanuct 1o OLEHKE U aTTecTaluy epcoHaa
Criennanuct 1o nepcoHaty
MeHnekep 1o nepcoHany

TpeboBanus
00pa3oBaHMIO U
00y4eHUIO

Bricmiee oOpa3oBanue — 6akanaBpuaT

JlononHuTenbHOE podheccuoHaIbHOe 00pa3oBaHue — IPOrPaMMBI
MOBBIIICHUS KBATH(DUKAIIUH; TPOTPaMMBbI TIPOEeCCHOHATBHOM
MEePEnoAroTOBKH B 00JIaCTH IPOBEJCHUS OLIEHKU MepcoHalia

TpebGoBaHUs K OIBITY
NpPaKTHYECKOIH paboThI

Oco06ble ycrnoBus
JOITyCKa K paboTte

Jlpyrue
XapaKTepI/ICTI/IKI/I

JIOOTHUTENBHBIE XapaKTEPUCTUKH

HanmenoBanue JAOKYMCHTa KOI[

HanmenoBanue 0a30B0ii TPYIIIbI, TOKHOCTH
(mpodeccun) mim crnenuanTbHOCTH

OK3

2412 | CrenuaiicThl 1o KajapaM U npodoprueHTanuu

3423 | CnenuanucTsl KaJAPOBbIX CIYKO U yUPEkKAECHUH 3aHITOCTH

EKC

- Menemxkep 1o nepcoHany

OKTIJITP

27755 | DKOHOMWCT IO TPYIY

22956 | MHcnekTop mo Kajapam

3.3.1. Tpynosas ¢pyHkuus

OpraHusaiys U MpOBeIEHNE OLEHKH Yposenp
HanmMeHoBaHHE MepcoHana Kon | C/01.6 | (momyposens) 6
KB (UK

[IpoucxoxaeHue Tpya0Boi
¢GbyHKIUN

3arMCTBOBAHO U3

Opurunan X
OpUTHHAJA

Kon Peructpaunonusiit Homep
opurrHaia MpoeCCHOHAIBHOTO CTaHAapTa




TpynoBbie neicTBUS

Heobxonumelie ymeHust

HCO6XOI{I/IMBIG 3HaHUA
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AHanmu3 CTPYKTYpHI, IUIAaHOB M BaKaHTHBIX JOJDKHOCTEH (mpodeccui,
CIIeIMaTIbHOCTEH) OpraHM3alii, OCOOCHHOCTEH opraHu3aluu paboThl Ha
Pa3IMYHBIX y4acTKax MPOU3BOJACTBA U KOHKPETHBIX pab0UYHMX MECTax
PazpaGoTka 1m1aHa OLEHKM TME€pCcOHalla B COOTBETCTBUH C IENISIMHU
OpraHu3aluu

OneHka JMHAMUKHU IPOU3BOAUTEIBHOCTH, HUHTEHCUBHOCTHU M A(P(PEKTHBHOCTH
TpyJa Ha pabounux MecTax

Omnpenenenue pecypcoB, BIOOp CPEICTB M METOJOB IPOBENEHUS OICHKU
nepcoHaa

[IpoBeneHue OLEHKH ITEpCOHaAIa B COOTBETCTBUY C IJIAHAMH OpPTraHU3alun
ConpoBokJieHHE JOrOBOPOB C  OpraHU3alus MU —  HCIOJIHUTEISIMU
MEPOIPUATHUH O OLIEHKE IIEPCOHAIA, BKJIOYasl IPEABAPUTEIbHBIE TPOLEAYPBI
0 UX 3aKII0YCHHUIO

KoHncynpTupoBaHue nepcoHasa IO BONPOCAM OLEHKH, BKJIIOYAas OLIEHKY
3arpar

AHanu3 pe3ynbTaTOB OLEHKM II€PCOHANA, IOATrOTOBKAa pPEKOMEHAALNN
PYKOBOJICTBY U IIEPCOHAITY

[ToaroroBka npeiokenuii Mo GopMUPOBAHUIO OIOKETa IO OPraHU3alUU U
MIPOBEJICHUIO OLICHKH IepCcCoHaa

OnpenensTs mapamMeTpsl U KPUTEPUU OLIEHKH IepCoHaa

OnpenensitTb U MPUMEHATh CPEACTBA W METOJbl IPOBEICHUS OLICHKH
IepcoHaa

Briaensats (onpenensaTs) rpymnbl IepcoHaa AJis MPOBEASHUS OLIEHKH
OmnpenensiTb MHTEHCUBHOCTh TPyJda W 30HBI MOBBIMIEHUS 3((HEKTUBHOCTU
IepcoHaa

OmnpenensTb MOTUBAIIMOHHBIE (PAKTOPBI TPOBEACHUS OLIEHKH MIEpCOHAIa
CocTaBniaTh U KOHTPOJIUPOBATh CTAThH PACXOJ0B Ha OLIEHKY MepCcoHama s
TJITAHUPOBAHUS OFOHKETOB

ObecrieunBaTh OPTaHU3ALMOHHOE COTIPOBOKICHHIE OIICHKHU TIepCoHaa
OOecnieunBaTh COXPAHHOCTh KOH(MUACHUUAILHOW HMH(OpMaruu mnpu
MIPOBEJICHUH OLIEHKU [IEpCOHAIIA,

OpraHu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSMU
TPYAOBOTO, ApPXMBHOTO 3akKoHojarenbcTBa Poccuiickoit dPepepanuu u
JIOKAJIbHBIMU HOPMATUBHBIMHU aKTaMH OpraHU3aluu

CobOupath, aHamuM3UpoOBaTb U  CTPYKTYpUpPOBaTb HMHPOpPMAIUIO O
IIPETIOKEHUSAX 110 OLIEHKE NIEPCOHAJIA HA PBIHKE Tpya

[Ipon3BoauTh HpeaBapUTENbHbIE 3aKyNOYHBIE MPOLEAYphl U O(OPMIISATH
COITYTCTBYIOIYIO TOKYMEHTALMIO 110 3aKJIFOUEHUIO JOTOBOPOB

OnpenensTs yciaoBUs s 3aKIF0YEHUSI IOTOBOPOB HA YCIIYTH 10 POBEACHUIO
OLIEHKH IIepCoHaja

CucremaTu3upoBarb, 0000IIaTh M aHAIM3UPOBATh pPE3YJbTAThl OLIEHKH
nepcoHaa

ObecnieunBaTh OOpaTHYIO CBSI3b MO pE3yJbTaTaM MPOBEACHHOM OLEHKU C
IIEPCOHAJIOM U PYKOBOJICTBOM

[Tonb30BaThbcs MOMCKOBBIMHM CHCTEMaMHU, HH(OOPMALIMOHHBIMU pecypcamu U
0a3aMu JaHHBIX 110 MPOBEJCHUIO OIICHKH MIEPCOHAIa

Pa3pabarbiBaTh peKOMEHJALMU 110 pa3BUTHUIO [IEPCOHAja Ha OCHOBE
MIPOBEICHHOMN OLICHKU

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIIECHHS

TexHom0rMM U METO/IBI OIIpeIesIeH s TPO(hEeCCHOHAIBHBIX 3HAHUH, YMEHUH U
KOMIIETECHIUH

TexHo0rnK U METO/BI OLICHKH JIMYHOCTHBIX KA4ECTB U XapaKTEPUCTUK



Jpyrue xapakTepucTUKU
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Cucrempl, Mmeroabl U (QOpPMBI MaTePUAIBHOTO W HEMAaTEPHUAIHLHOTO
CTUMYJIUPOBAHUS TPY/la epcoHalIa
Texnonoruu u MeTopl GOPMUPOBAHUS U KOHTPOJISI OFOJKETOB

TexHosOrny, METOABI U METOAMKHU IPOBEACHUS aHAIN3a U CUCTEMaTH3aluu
JOKYMEHTOB U HH(OpMaLUu

OcHoOBBI 001N M COLMATIBHON IICUXOJIOTUH, COLMOJIOTUM U IICHXOJOIMU
TpyAa

OCHOBBI IPOU3BOJCTBEHHOM AEATEIbHOCTU OPraHU3aLMH

[lopsamox  mpoBedeHHs]  3aKyNOYHBIX  IHpouenyp H  ohopMIICHUS
CONYTCTBYIOIIEH JOKYMEHTAIUU

CtpykTypa oOpraHuM3alMd ¥  BaKaHTHbIE JIOJDKHOCTH  (mpodeccun,
CHEIUATBEHOCTH)

TpynoBoe 3aKOHOJATENBCTBO U UHBIE AKTHI, COJAEPKAILIUE HOPMBI TPYIOBOTO
rnpaBsa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHBHBIE IIPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4acTu BEACHUS TOKYMEHTALMH 10 MEPCOHAITY
3akoHonarenscTBO Poccuiickoit @enepanniv 0 NEpCOHAIbHBIX JaHHBIX

JlokanpHBle HOPMATUBHBIE aKThl OpPraHU3AIMH, PETYIUPYIOIIUE MOPSIOK
OLIEHKH TIepCcoHalIa

[Topsiok 3aKITr04eH st JOrOBOPOB (KOHTPAKTOB)

Hopwmbl 5Tukn nemoBoro oOieHus

bazoBble OCHOBEI uH(pOpMaTHKHY, CTPYKTYpHOE MIOCTPOCHUE
MH(GOPMAIIMOHHBIX CHCTEM H 0COOCHHOCTH pabOTHI C HUMH

3.3.2. Tpynosasi pyHkuus

Opranu3zanys U NpoBeJAEHUE aTTeCTalluU YposeHb
HaumenoBaHue nepcoHaa Kon | C/02.6 | (momypoBeHs) 3]
KBaTH(QHUKAIAN
IIpoucxoxaenne 3anMMCTBOBAHO U3
P A Opurmnan X
TPYAOBOH (HYHKIINU OpHUTHHAJIA
Konx Peructpauuonssiii Homep
OpHUTHHAIA po¢heCCHOHATHFHOTO
cTaHaapTa

TpynoBsie nelicTBUS

Heob6xoaumeie ymenwust

AHanu3 CTPYKTYphl, IUIAaHOB M BaKaHTHBIX JOJDKHOCTEW (Tipodeccuii,
CHEIMaIbHOCTEN) OpraHu3aluM, OCOOEHHOCTEM opraHu3anuu paboThl Ha
Pa3IMYHBIX yYacTKaxX MPOU3BOJACTBA U KOHKPETHBIX pabOYHMX MECTax
Pa3paboTka MpOEKTOB JOKYMEHTOB, OMPENCISIOMIUX TOPSAIOK aTTECTaIlluu
MepCoHaJIa, C OLICHKOM 3aTpaT

CornpoBoOXKIeHHE TIPOIIECcCca aTTECTAUA U PAOOTHI aTTECTAITMOHHOW KOMUCCHHI
[ToaroroBka mpenIoXKeHU M0 GOPMUPOBAHUIO OIOKETA HA OPTaHU3AIMIO U
MIPOBEACHHUE aTTECTAIMH TTepCOHATA

[ToaroroBka mMpeUIOKEHHH O COOTBETCTBUM pPaOOTHUKA JOJMKHOCTH
(mpodeccun, cnenuanTbHOCTH) TI0 PE3YyIbTaTaM aTTECTAIlMU B COOTBETCTBUH C
3akoHoJarenbeTBOM Pocceuniickoit denepannu

Ornpenenars mapaMeTpsl U KPUTEPUN aTTECTAllMU TTIepCOHAIa

OmnpenensiTe U MPUMEHSTH CPEJICTBA U METOBI aTTECTALIUN

BriaensaTe Tpymnibl nepcoHana ajs MpOoBEACHUS aTTECTAlH




HeobxonuMble 3HaHUS

Jpyrue

XaApPaKTCPUCTHUKHU
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O6ecneunBaTh JOKYMEHTAITMOHHOE COMTPOBOXKICHUE aTTECTAI[MHU TIEpCOHaa

CocTaBisATh U KOHTPOJIMPOBATh CTaTbHU PAaCXOJ0B Ha aTTECTALMIO IEpCOHAIIA
JUIS TIJTAHUPOBAHUS OFO/IKETOB

[Tonb3oBaTbecs WHGOPMALMOHHBIMU pecypcaMu M 0a3aMu  JaHHBIX IO
MIPOBEACHUIO aTTECTAUU

Bectu yuer u peructpanuio 10KyMEHTOB B HTHGOPMAIIMOHHBIX CUCTEMaX U Ha
MaTepUaIbHBIX HOCUTEIISIX

Opranu3oBbIBaTh XpaHEHHE IOKYMEHTOB B COOTBETCTBHH C TPeOOBaHUSIMU
TPYAOBOrO, AapXUBHOrO 3akoHoAaTenbcTBa Poccuiickon Penepaunu U
JIOKaJIbHBIMU JOKYMEHTAMH OpPraHU3aluN

[Tpou3BoaUTh TpeaBapUTEIbHBIC 3aKYMOYHBIE MPOHEAYPHl U O(GOpMIIATH
COMYTCTBYIOIIYIO JOKYMEHTALHUIO [0 3aKIYEHUIO JOTOBOPOB

Co0bmo1aTh HOPMBI ATHKH JICTIOBOTO OOIICHUS

[TopsaoK ¥ TEXHOJIOTHUS IPOBEACHUS aTTECTALUN

TexHoMIOTHH ¥ METOMBI ONPEEIICHUS U OIEHKU MPOPECCHOHANBHBIX 3HAHUU,
YMEHHUI U KOMIETECHIIHI

Cucrempr, MeTOIbI ¥ (OPMBI MAaTEPHAIBLHOTO ¥ HEMATEPHUAIBHOTO
CTUMYJIMPOBAHUS TPY/la lIepcoHalIa

Texnonoruu u MeTopl HOPMUPOBAHKS U KOHTPOJISI OFOJKETOB

TexHOomoruu, METOJIbI U METOJUKH MPOBEACHUS aHAJIM3a U CUCTEeMaTHU3alNH
JOKYMEHTOB 1 UH(OpMaLuu

OCHOBBI POU3BOICTBEHHOM JIEATEILHOCTH OpraHU3alUN

OcHOBBI 00111e# U COITUANBHOMN MICUXOJIOTHH, COLIMOJIOTUU U TICUXOJIOTUHU TPy
[Topsitok MpoBeIeHUS 3aKYITOYHBIX MPOIICTYP U 0OPMIICHHUS COMYTCTBYIOIIEH
JOKYMEHTaluU

CtpykTypa oOpraHu3allid W  BakKaHTHbIE JIOJDKHOCTH  (mIpodeccun,
CHEIUATLHOCTH )

TpynoBoe 3aKOHOAATEIBCTBO U MHBIE aKThlI, COJIEPKAIINE HOPMBI TPYAOBOTO
rpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA W HOPMATHUBHBIE IPABOBHIE AKTHI
Poccuiickoit deneparuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 IIEPCOHAILY
3axoHogarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX
JlokanbHble HOPMATUBHBIE aKThl OpPraHU3ALMM, PETYIUPYIOLIUE MOPSIAOK
OIICHKHU TIepCOHAlIa

[Topsok 3akitoueHuUs JOrOBOPOB (KOHTPAKTOB)

Hopwmbl aTkn nenoBoro oOiieHus

bazoBbie 0CHOBBI HH()OPMATHUKH, CTPYKTYPHOE MTOCTPOCHHE HHPOPMAITHOHHBIX
CUCTEM U OCOOEHHOCTH pabOThl C HUMU

3.3.3. TpynoBas ¢pyHkuus

AJIMUHHCTpUPOBAHHUE TIPOIIECCOB U YpoBeHb
HaumenoBanne | JOKYMEHTOOOOPOTA MPU MPOBEACHUH Kox | C/03.6 (momypoBeHs) 6
OIIEHKH U aTTECTallUK IIepCOHaNa KBaTH(pHKAIH

IIpoucxoxneHnue
TPYAOBOH (YHKINU

3anMCTBOBaHO U3

Opurmnan X
OpMrHHaIa

Kon PeructpannoHHbiii HOMep
opuruHaiga npodheCCHOHATHLHOTO CTaHAapTa
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TpynoBsie necTBUs

AHamM3 MpoIeccoB JOKyMEHTO000POTa, JIOKAIBHBIX JJOKYMEHTOB T10 OIICHKE U
aTTECTallMU NIepCoHaa

OpFaHI/IBaHI/IOHHOC COITPOBOXACHHUE MepOHpI/IﬂTI/Iﬁ I10 OLCHKE II€pCcoOHAJIa 1 €0
aTTeCTanun

Odopmienue npoliiecca U pe3ynbTaToB aTTeCTallly NIepcoHaa

WNudopmupoBanue rnepcoHaia o pe3yibTrarax OUEeHKH U aTTecTalluu

[ToaroroBka npeu10kKEeHUH 10 Pa3BUTHUIO IIEPCOHANIA IO PE3yJbTaTaM OLEHKU

ConpoBox/eHHE JOrOBOPOB IO  OKA3aHUIO  KOHCYJIbTAllMOHHBIX U
MH(GOPMAIMOHHBIX YCIYT MO OIICHKE U aTTECTAlluH MepcoHaa

Heo6xomumbie ymeHUst

OOecrieunBaTh JOKYMEHTAIMOHHOE CONPOBOXKICHUE OLCHKH M aTTeCTalluu
nepcoHaa

OdopMisaTh TOKYMEHTHI IO BOIpPOCAM OLEHKU M aTTeCTallud IepcoHala,
MIPEIOCTABIIIEMbIE B TOCYIAPCTBEHHBIC OpraHbl, MPOo(ecCHOHAIBHEBIE COIO3BI U
JpyTye npeCTaBUTENIbHbIE OpraHbl pabOTHUKOB

AHanu3upoBaTh NpPaBWIA, NMPOLEAYPbl U TOPSAKUA IPOBEACHUSI OLEHKU U
aTTeCTalluy IIepCoHaa

BecTu y4er u peructpanuio JOKyMEHTOB B HH()OPMAIIMOHHBIX CHCTEMax U Ha
MaTepUalbHbIX HOCUTEIIAX

OpraHu30BbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEeOOBaHUSIMU
TPYZIOBOIO 3aKOHOAaTeNbCTBA Poccuiickon denepanny 1 JIOKaJIbHBIMU AKTaMU
OpraHu3alyu

Bectu nenoByro nepenucky

PaGorars ¢ nHGOPMAIIMOHHBIMU CHCTEMaMHU U 0a3aMH JIaHHBIX MO BOIPOCAM
MIPOBEACHUS OLICHKU U aTTECTAIMH MePCOHaa, BEACHHUIO yueTa KaHIuJaTOB Ha
BaKaHTHBIE TOJDKHOCTHU (TIpodheccuul, CrIeluaabHOCTH )

AHanmm3upoBaTh TOKYMEHTHI U IEPEHOCUTH HH(POPMAIIKIO B MH(POPMAITMOHHBIE
cucTeMbl ¥ 0a3bl JaHHBIX

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIIECHHS

HeoOxonuMble 3HaHUS

HOpSII[OK O(l)OpMJ'IeHI/IH, BCACHHUA U XpAaHCHUA NOKYMCHTALHU, CBSI3aHHOM C
IMPOBCACHUEM OLICHKHU U aTTCCTAllUX IICPCOHAIA

HOpSIILOK (I)OpMI/IpOBaHI/IH, BCACHUA Oanka JAaHHBIX O MEPCOHAJIC OPraHU3aluu
" OPpCAOCTABJICHUSA OTYETHOCTU

[Topsok npoBeaeHNs 3aKyIIOYHBIX MPOLETYp U OPOPMIIEHUS COMYTCTBYIOIIEN
JOKYMEHTALUU

[Topsimox odopmieHus: JOKYMEHTOB, MPEIOCTABISIEMBIX B TOCY/IapCTBEHHbBIE
Oprasbl, MpoQecCHOHANbHBIE COIO3bl U JAPYrUe MPEICTaBUTENbHbIE OpTaHbI
pabOTHHKOB

OcHOBEI I[OKYMCHT0060pOTa U JOKYMCHTAIIUOHHOT'O obecrnieueHUs

CtpykTypa oOpraHu3allid ¥  BaKaHTHbIE JODKHOCTH  (TIpodpeccun,
CHEIHATbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COAEpKAIIUE HOPMBI TPYAOBOIO
npasa

OCHOBBI apXWBHOTO 3aKOHOJIATE€ILCTBA W HOPMATHUBHBIC IPABOBHIE AaKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMH 110 IIEPCOHAILY

3akoHogarenscTBO Poccuiickoit denepaiinu o nepcoHaNnbHBIX JaHHBIX

TCXHOJ'IOFI/II/I, METOABI U MCTOAWKH INPOBCACHUA aHAIM3a U CUCTEMaTHU3allun
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanpHblE HOPMATHBHBIE AaKThl OpPraHU3alH, PETYIMPYIOIIUE IOPSI0K
OLICHKH U aTTECTalliy [IEPCOHAJIA

[Topsiok 3akiI0UeHUs 10rOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU OCJIOBOT'O O6H_ICHI/ISI
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ba3oBbIie 0OCHOBBI HH(OPMATHKH, CTPYKTYPHOE TIOCTPOCHUE HH(OPMAIIMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

HApyrue
XaPaAKTCPUCTHUKHU

3.4. O0o01menHas TpyaoBasi pyHKkuus

YpoBeHb
HauMeHoBaHME I[CSITGJ'IBHOCTB I10 Pa3BUTHIO II€pCOHATIA Kon D p 6
KBaTH(PHUKAIAN
[Ipoucxoxnenue
o . 3anMMCTBOBAHO U3
00001IeHHON TPYI0BOIt Opurunan X
OpHUTHHaa
¢GbyHKIAN
Kon Peructpanuonssiii Homep
OpUTHHAJIA npo¢heCCHOHATIBHOTO
CTaHJapTa

Bo3MoxHEIE
HaVMEHOBaHUS
OKHOCTEH,
npodeccuii

Crenuanuct mo pa3BUTHIO U 00YUEHUIO MTepCcoHaa
Crenuanuct 1o pa3BUTHIO Kapbepbl IIEpCoHANA
Cnenuanuct 1o nepcoHany

Menemxep 1o nepcoHany

TpeboBanus
00pa30BaHMIO U
00y4eHUIO0

Beicuiee oOpa3oBanue

JlononHuTENBHOE MPO(hEeCCHOHATTEHOE 00pa30BaHKE — MIPOTPAMMBI
HOBBIIICHUS KBATH(DUKALUK; TIPOrPaMMBbI ITPpodeccnoHanbHOM
HEePETorOTOBKY B 00JIACTH OPTaHU3AIIMOHHOTO U IPodeccHoHaIbHOTO
Pa3BUTHS EpCOHAA

TpebGoBaHMsI K OIBITY
NpPaKTHYECKOIH paboThI

Oco0bie ycroBus
JOIyCKa K paboTe

Jlpyrue
XapaKTepI/ICTI/IKI/I

JIOTIOTHUTENIBHBIE XapAKTEPUCTUKN

HaumeHnoBaHue 6a30B0ii rpymniibl, JOKHOCTH
HaunmenoBanue nokymeHnra Kon
(mpodeccun) uiM CrenuaIbHOCTH

OK3 2412 CrienianmucTshl 1o KaJpaM U npodoprueHTannu

3423 CriennanucTbl KaApOBBIX CIYKO M YUpekKI€HUN 3aHATOCTH
EKC - MeHexep 1o nepcoHany
OKIIATP 27755 | DKOHOMHCT TIO TPYIY

22956 | MHCIeKTOp 10 Kajapam

3.4.1. TpynoBasi pyHKuus

HaumeHnoBanue

Opranu3anys 1 IpoBEACHHE MEPOITPUATHIA VpoBenb
10 Pa3BUTHUIO U TIOCTPOCHUIO Kon | D/01.6 | (noayposens) 6
npodeccuoHaNbHOM Kapbephl IEpcoHalIa KBaNHUKAIHH

IIpoucxoxaeHue TpyaoBoi
GbyHKIUN

OpuruHan X | 3aMMCTBOBaHO W3 OpHIHHATA

Kon
OpuUrvHaja

Peructpauuonssiii Homep
MpodeCcCHOHAIBEHOTO
CTaHJapTa
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TpynoBsie necTBUs

AHanu3 CTPYKTYpHI, IUIAHOB U BAKAHCUN OpTraHU3alu

AnHanu3 ocoOeHHOCTeH padOTHl Ha Pa3NUYHBIX YYacTKax IPOM3BOACTBA U
KOHKPETHBIX pabounx MecTax

[ToaroToBka MPOEKTOB JTOKYMEHTOB, ONPEACISIONIMX MOPSAOK Pa3BUTHUS
HepcoHaja 1 MocTpOeHuUs MPOHECCHOHAILHON Kaphephl C OLIGHKOM 3aTpat

Pa3pabotka miaaHoB npodeccnoHanbHOM Kapbepbl pAOOTHUKOB

DopMUPOBAaHHE KAJIPOBOTO pE3EPBa

Opranu3zanys MEeponpUsTUH 110 PaA3BUTHIO U TOCTPOCHHUIO TPO(HECCHOHATTEHON
Kapbepbl IEpPCOHATIA

[ToaroroBka npeanoxxeHuit o GopMUPOBaHHIO OIOJKETa Ha OPraHU3AIUI0 U
MIPOBEJICHUE MEPOTIPHUATUH TI0 PA3BUTHIO U MIOCTPOCHUIO POPECCHOHATHHON
Kapbepbl IepcoHasa

AHanmn3 3QGEKTUBHOCTH MEPOIIPUSATHH 110 Pa3BUTHIO MIEPCOHATIA, TOATOTOBKA
MPEJIOKEHHH 110 pa3BUTHIO

Heo6xoanumeie ymeHUs

AHaM3UpoOBaTh  YpPOBEHb OOIIEro pa3BUTUS M NPOo(hecCHOHAIbHOM
KBaJM(UKALUU IIEpCOHaa

OmnpenensT KpaTKOCPOYHBIE M JIONTOCPOYHBIE TOTPEOHOCTH Pa3BUTHS
NepCcoHaNIa U IOCTPOEHUS €ro MpodecCHOHATBLHON Kaphephl

OnpenensaTe KpuTepuu GOPMHUPOBAHUS KAIPOBOTO pe3epBa OPTaHU3AINH

CocTaBlIiTh HHAWBUAYAJIBHBIC IIJIAHBI KAPBECPHOT'O pa3BUTHUA IICPCOHAJIA

[IprMEeHATh TEXHOJIOTMH W METOIbl PAa3BHTHs IIEPCOHANA U MOCTPOCHHUS
npodeCCHOHATBHON Kapbephl

CocTaBiATh MPEIJIOKEHUST M KOHTPOJUPOBATh CTaThU pPacxoJoB Ha
IpOrpaMMbl M MEPOIPHUATHS IO Pa3BUTHIO IEPCOHAIa U MOCTPOEHUIO
pohecCHOHaNBHOM Kapbepbl AJIs IUTAHUPOBAHUS OI0JKETOB

Onpenensate 3p(GEKTUBHOCT MEPONPHUATHI MO PA3BUTHUIO NEpCOHANa M
MOCTPOCHUIO MPO(EeCCUOHAIBHOIN Kapbephl

Paborath ¢ MHPOPMATMOHHBIMU CHCTEMaMU U 0a3aMH TaHHBIX MO IEPCOHATY

Co01r01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHUS

HeO6XOL[I/IMI>Ie 3HaHUA

Cucrema, criocoObl, METO/Ibl, HHCTPYMEHTBI IIOCTPOEHUS MPOphecCHOHATBHON
Kapbepbl

Metonpl omnpeneneHUs W OIEHKH JIMYHOCTHBIX M TMPOQPECCHOHATBHBIX
KOMIIETEHITHI

Cucrembl, MeToabl W (GOPMBI MaTEPUAIBHOTO U  HEMaTEpPHAILHOIO
CTUMYJIMPOBaHUs TPYy1a IIEpCOHAIA

TexHomoruu, METOIbI (bOpMI/IpOBaHI/I}I 1 KOHTPOJIA 6IO,Z[)KCTOB

TCXHOJ’IOFI/II/I, METOABI U METOJUKHU MPOBCACHUA aHAIM3a U CUCTEMATU3AIIUU
JOKYMCHTOB U HH(bOpMaHHH

OcHOBBI Tpo(hecCUOHATHLHON OpUEHTAIIUN

OCHOBEBI ,Z[OKYMGHTOO6OPOT8. 1 TOKYMCHTAIIMOHHOTI'O obecreueHust

OCHOBEI HpOH?;BOI[CTBGHHOfI ACATCIIbHOCTH OpraHru3alnuu

OCHOBBI O6H.ICI’I U COIHAIBLHOM ICHUXOJIOTUH, COOUOJIOTHHN W ITICUXOJOI'MH
Tpyda

CTpykTypa oOpraHu3allid ¥  BakKaHTHBIC JIOJDKHOCTH  (Tipodeccuw,
CIEINATLHOCTH)

TpynoBoe 3aKOHOJATENBLCTBO U MHBIE aKThl, COJAEPIKAIME HOPMBI TPYOBOIO
npaBa

3akoHonarenbcTBO Poccuiickoil denepainiv 0 MepCcOHANbHBIX TaHHBIX

JlokanpHblE HOPMAaTHBHBIE AaKThl OPraHU3aLMM, PETYIHPYIOLIIUE IOPSIOK
Pa3BUTHSL U IOCTPOCHHUS TPOPeCcCHOHATBHOM Kapbephl epcoHaa

[Topsiok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)
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Hopwmpl 3THKH 1€7T0BOTO OOIICHUS

baszossie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOECHHE
MH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl ¢ HUMU

HApyrue
XapaKTCPUCTHKU

3.4.2. TpynoBasi pyHKIUSA

HaumenoBanue

Opranuzanusa o0ydeHus nepcoHana

D/02.6 | YPoBeHb (I01ypOBeH:) 6

IIpoucxoxaeHue Tpya0BOU
GbyHKIUN

TpynoBbie 1eiCTBUS

Heobxonumelie ymeHus

HCO6XO,I[I/IMBIG 3HaHUA

Ko,
A KBaTH(pUKAIAN
Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJIA
Kon PerucrpanunonHb1ii HoMep
OpHUTHHAJa PO eCCHOHATHHOTO
CTaHIapTa

AHanu3 pplHKa 00pa3oBaTENbHBIX YCIYr M MOTPEOHOCTEH OpraHM3anuu B
00y4YeHHH NepcoHaa

Pa3paboTka 11aHOB, METOJIMYECKHMX MAaTEpUAOB, YYEOHBIX IUIAHOB U
IpOrpaMM, POEKTOB JIOKAJIbHBIX aKTOB 110 00YYEHHIO ¥ Pa3BUTHIO IIEPCOHATIA,
BKJIIOUasi OLIEHKY 3aTpat

Opranuzanys MeponpusITHH 0 00yYEHHUIO IepCoHaIa

[MoxroroBka npemnoxeHnit MO (HOPMUPOBAHUIO OIOKETa HAa OPTraHU3AIUI0
o0yuyeHHsI IepcoHaa

Ananu3 3¢ EeKTHUBHOCTH MEPOTIPHUSATHIA 10 00yUEHHIO ITepcoHasa
AHaM3UpoBaTh U ONpeNeNaTh NOTPEOHOCTU B 0OyUYE€HUH TPYII IEpCOHaNa B
COOTBETCTBUHU C LIETSIMU OpPTaHU3alUU

Pa3zpaGaTbiBaTh IJIaHBI TMOATOTOBKH, HEPEHNOATOTOBKM U  IOBBIILICHUS
KB (HUKAIMY KaAPOB, y4eOHBIE TUIAHBI U TIPOTPAMMBI

AHann3upoBaTh PIHOK 00pa30BaTENbHBIX YCIYT U TOTOBUTH MPEJI0KEHUS 10
MOCTaBIIMKAM YCIIyT

OpraHu3oBbIBaTh 00yYaroIue MEpOIpUsTUs

CocTaBnsTh U KOHTPOJIUPOBATH CTAThU PACXOJ0B Ha 00yUeHHE IIepCcoHaa JIIs
IUTAHUPOBAHMS OFO/IKETOB

Pa3pabaTbiBaTh U KOMIUIEKTOBATh Y4EOHO-METOJUUECKHE JOKYMEHTBI
[Tpon3BonTH OLIEHKY (P PEKTUBHOCTH 00yUESHHMSI ITEpCOHATIA

[IpousBonuTe NpeABapUTENbHBIE 3aKYMOYHbIE MPOLEAYpbl U OhopmIIeHUE
COITYTCTBYIOILIEH JOKYMEHTAIMH 110 3aKJIFOUEHUIO JOTOBOPOB

Pabortathk ¢ H”HGpOPMAIIMOHHBIMU cHCTEMaMH M 0a3aMU JAHHBIX 110 IEPCOHATY
Pa3zpabaTbiBaTh M OQOPMIIATH JOKYMEHTBHl IO MpoIleccaM OpraHu3aliu
00ydeHus IepcoHaNa U UX pe3yjabTaTam

Co01r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

MeTo/1bl, HHCTPYMEHTBI HCCIIEeI0BaHUs HOTPEOHOCTH B 00yUEHHH MEpCcoHaIa
Metonomnorus oOyueHus

TexHonornyu, METOIbl 1 METOJUKH NPOBEACHUS aHAIN3a U CUCTEMATH3ALUU
JOKYMEHTOB ¥ MH(GOPMAITIH

[opsimok pa3paboOTKH IUIAHOB MOATOTOBKH, MEPEMOATOTOBKU M MOBBIIICHHS
KBaJIM(UKAIMY KaJIpOB, y4EOHBIX IJIAHOB U MTPOrpaMM

Cuctembl, MeTtoabl H (GOPMBI MaTE€pUATBHOTO U HEMaTepUAIBbHOTO
CTUMYJIMPOBaHUS TPyJAa MepcoHata

TexHomoruu u MeTo 16l GOPMUPOBAHMS U KOHTPOJISI OI0PKETOB




Apyrue
XApaKTCPUCTHKH
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[Topsook BemeHHWsT ydeTa M OTYETHOCTH IO MOATOTOBKE M IIOBBIIICHHIO
KBaJTM(HUKAIUY TIepCOHANA
OCHOBBI JOKYMEHTOO0OPOTa U IOKYMEHTAIIMOHHOTO 00eCIIeYeHuUs

OCHOBBI TEXHOJIOTHHI MMPOU3BOACTBA U ACATCIbHOCTU OpraHru3alun
OCHOBEI 0611_[6171 nu COHH&HBHOﬁ IICUXOJIOTUH, COOUOJIOTHU U IICUXOJIOTUH TPpydad

[lopsimoxk  mpoBefeHHs ~ 3aKyHNOYHBIX — mpoueayp ©  ohOopMIICHHUS
COILYTCTBYIOILEH JOKYMEHTaluU

CtpyKTypa opranuzanuu

TpynoBoe 3aKOHOAATENBCTBO U UHBIE AKTHI, COAEPHKAIINE HOPMBI TPYIOBOIO
pasa

OCHOBBI apXMBHOI'O 3aKOHOJIATEIbCTBA M HOPMATHUBHBIE IPABOBBIC AKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALMU 11O IEPCOHATY
OcHOBBI HAJIOTOBOT'0 3aKOHOAaTeNbecTBa Poccuiickoit @enepanuun

OcHOBBI 3aKOHOIaTENBCTBA 00 0OpazoBaHnu Poccuiickoit @enepanuu
3akoHo aTenbcTBO Poccuiickoit denepannn 0 NepCOHATbHBIX JaHHBIX

JlokanbpHBIE HOPMATHBHBIE AKTHl OPraHU3ALUH, PEryIUpYIOIHe O0ydeHue
nepcoHana

[Topsiiok 3akiitoueHus 10roBOpoB (KOHTPAKTOB)

HopMmbl 3TuKH A€T0BOTO 00LIECHUS

basoBbie OCHOBBI MH(OPMATUKH, CTPYKTYpHOE IIOCTPOEHHE
UH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH paboThl ¢ HUMU

3.4.3. TpynoBas ¢pyHKIUs

OpFaHI/I3aHI/I$I aJanTanyy U CTaXXKUPOBKH VposeHb
HaumeHnoBaHue nepcoHaa Kox | D/03.6 | (moxypoBeHs) 6
KBaTH(UKAIIAN
IIpoucxoxaeHue Tpya0BOM
P A pya OpuruHan X 3aMMCTBOBAHO W3 OpUTHHAJIA
GbyHKIUN
Kon PerucrpaunoHHbIii HOMep
OpHUTHHAJIA po¢eCCHOHATHHOTO
CTaHIapTa

Tpynoseie nencTBUs

Ananns YCIICIIHBIX KOPIMOPATHUBHBIX MPAKTHUK 110 OPpraHu3anuu ajganTaluu 1
CTAXXUPOBKC IEpCOHATIA

Pa3paboTka I1aHOB aganTaiyy, CTaXKHPOBKH TIepCOHANIa C OIIEHKOH 3aTpaT

OpraHI/ISaHI/IH MepOHpHHTHﬁ 110 afganTalnun, CTAXXKUPOBKE IIEPCOHAIIA

HOI[FOTOBKa HpeI[J'IO)KeHI/Iﬁ IO COBCPIICHCTBOBAHHUIO CHUCTEMBI alallTalluu,
CTAXXUPOBKU IICPCOHAJIA

[ToaroroBka npeasiokeHui Mo (GOPMUPOBAHUIO OIO/KETa Ha OpPraHU3aLUI0
aZanTanuy U CTA)KUPOBKU IIEpCOHAIA

Anamu3 3((EeKTUBHOCTH MEpPONpUATHA MO aJanTalMd M CTaXKHUPOBKE
nepcoHana

Heo6xoaumele ymeHUst

OHpe,Z[CJ'ISITB IpyImnbl DCPCOHANIA IJId CTAXKUPOBKHU U adallTalluA

Omnpenenste paboune MecTa Ajs NMPOBEACHUS CTAKUPOBKU U aJanTaluu
IIepCcoHalIa

CornacoBbBIBaTh MCPOIIPUATHA agalTallud U CTaAXKUPOBKHU C BO3MOXKXHOCTAMHA
IIPOU3BOJACTBA

[Ipon3BoauTe aHamM3 M OLEHKY pe3yJbTaTOB aJalTalud W CTaXKUPOBOK
IIepCoHaJIa
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CocTaBnaTh MNpeASIOKEHUS W KOHTPOJIMPOBATh CTAaTbU pPAacxXxolOB Ha
MporpaMMbl U MEPOMNPUSITHS IO afanTallid U CTAKUPOBKE MepcoHana s
TUTAHUPOBAHUS OI0JKETOB

[Tpou3BoauTh OLEHKY 3(G(GEKTUBHOCTH MEPONPHUATHHA 10 afanTalud H
CTa>KMPOBKE IIEpCOHAsa

BHeapsTh cuctemsl BoBIeueHHsI paOOTHUKOB B KOPIOPATUBHYIO KYJIBTYPY

Hcmonn3o0BaTh I/IH(i)OpMaL[I/IOHHBIe CHCTEMBI B 0a3bl JAaHHBIX 110 IIEPCOHATY

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0Oxoaumbie 3HAHUSI

MeTOI[BI aganTainu U CTAXXKUPOBOK

TexHoNOrNK, METONBI U METOJUKH NPOBEACHUS AHAIU3a U CHUCTEMaTH3aluu
JOKYMEHTOB U HH(OpMaLUU

[Topsnox pa3pa®oTKM IJIAHOB aJalTalMy IEpCcoHala Ha HOBBIX pPabounx
MeCTaX, IIOATOTOBKH, TEPENOJTOTOBKA H TIOBBIMICHUS KBATH(PUKAIIUN
MIepCOHANIa U OPTaHU3AIMH CTAKHUPOBOK

HOpSIILOK COCTAaBJICHHA CMCT 3aTpaT Ha agallTallui0 U CTAXKUPOBKY IICPCOHATIA

[Topsimok BemeHHWsT ydeTa M OTYETHOCTH IO AJaNTallid W CTaKUPOBKE
nepcoHalia

Cucrtembl, MeTroabl © (GOPMBI MaTEpUANBHOTO W  HEMaTePUAILHOTO
CTUMYJIMPOBaHUs TPYJ1a [IEpCOHAIIA

TexHonornu U MeTo 16l HOPMUPOBAHHS U KOHTPOJISI OFOKETOB

OCHOBBI TEXHOJIOTHH IMPOU3BOJACTBA U ACATCIIbHOCTU OPraHrU3allin

OcHOBBI 00111eH U COLUATTEHOM MICUXOJIOTHH, COLIMOJIOTHH U TICUXOJIOTUH TPY/ia

CrpykTypa OpraHuM3alud W  BakaHTHblE JOJDKHOCTH  (mpodeccun,
CHELMAILHOCTH)

TpynoBoe 3aKOHOAATENILCTBO U MHBIE aKThl, CO/EPIKAIME HOPMbI TPYAOBOTO
npaBa

OCHOBBI HAJIOTOBOT'O 3aKOHOAATENbcTBa Poccuiickoit denepanuu

3akoHomarenbcTBo Poccuiickoit deneparnuu o mepcoHaNbHBIX JAaHHBIX

JIokanpHBIE HOPMATUBHBIE AKThl OPraHU3AlMH, PETYJINPYIOLIIUE aJanTauuio U
CTa>KMPOBKY IIEpCOHAIIA

OCHOBBI TOKYMEHTOO00POTA U TOKYMEHTAIIMOHHOTO O0eCIeYeHUs

[Topsok 3akIt0ueHUs TOrOBOPOB (KOHTPAKTOB)

Hopwmbl 5TKH 1emoBoro oOieHus

basoBble OCHOBBI UH(POPMATUKH, CTPYKTYpHOE IIOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M 0OCOOEHHOCTH PabOThl C HUMH

HApyrue
XAPAKTCPUCTHUKHU

3.4.4. TpynoBasi pyHkuust

HaumeHnoBanue

IIpoucxoxaeHue TpyaoBoi
GbyHKIHUN

AJMUHUCTPUPOBAHNE IPOLECCOB U
YpoBeHb

OKYMEHTO000pOTA I10 PAa3BUTHIO U
AOKYM pOTa TIo p Kox | D/04.6 | (momyposens) 6
npodeccoHaIbHON Kapbepe, 00yUeHHIo, KBaTUHUKAIHH
aJjanTaluy ¥ CTaXXKUPOBKE MEpCcoHaa

Opurunan X 3arMCTBOBaHO U3 OpUTHHATA
Kon Peructpaunonusiit Homep

OopurvuHajia HpO(l)GCCI/IOHaIH)HOFO cTaHJgapTa

TpynoBeie nelcTBUS

AHanu3 NOpOLECCOB, MpaBWJI M TMOPSJIKOB OpraHU3aluy TpU IPOBEIECHUU
MEpONPUATHIA MO pPa3BUTHIO U MNPOPECCHOHATBLHONW Kapbepe, OO0y4YeHHIO,
aJanTalyy U CTAKUPOBKE MepcoHaia
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JlokyMeHTalMoHHOE 0(OPMIIEHHE PE3YJIbTaTOB MEPOIPHUITUN 1O PA3BUTUIO U
npodeccHOHaIBHON Kapbepe, 00YUEeHHUIO, aJalTallii U CTAXKUPOBKE IIEpCOHaa

[TonroroBka WHAMBUAYaIbHBIX IPENJIOKEHUNA HAa OCHOBE pE3yJbTATOB
NPOBEACHUS MEPONPUATHI IO Pa3BUTUI0O W TPOPECcCCHOHATBHON Kapbepe,
00y4YeHMI0, aAaNTAIMK U CTAXKUPOBKE IIEPCOHATIA

[lonroroBka mpenyoXKEHUH MO COBEPIICHCTBOBAHUIO CHUCTEM OOydeHMs,
ajanTallMd M CTaKUPOBKU, Pa3BUTUS U IOCTPOEHUS MNpo(ecCHOHANIbHOM
Kapbephl IIEpCOHANIA

ConpoBoxieHue JIOTOBOPOB o OKa3aHUIO KOHCYJIbTAI[HOHHBIX,
WH(OPMALIMOHHBIX ~ yCIYT, HEOOXOMUMBIX Ui TPOBEACHUS OOydYCHUS,
aJanTalMid ¥ CTaXUPOBOK, DPAa3BUTHS W IOCTPOCHUS MPO(ECCHOHATBLHOU
Kaphepbl IEpPCOHANa, BKJIIOYAs MPEIBAPUTEIBbHBIC MPOLEAYypPhl 10 WX
3aKITIOYCHUIO

Brimonnenue TpeGoBaHMii 0 XpaHeHHUIO HH(OPMALIUU O pe3yibTaTax o0yueHus,
aJanTalMd M CTKUPOBKU, PAa3BUTHS U IOCTPOEHUS MPO(hecCHOHATBHOU
Kapbephl IepcoHaNa

Heo0xoaumbie
YMEHHSI

OdopmisTh TOKYMEHTHI 1O BOMpPOCAM MPOBEICHHS OOy4YeHHUs, aJanTalud U
CTaXKUPOBKH, Pa3BUTHI U MOCTPOCHHUS MPOPECCUOHANIBHON Kaphephl IEpCOHAa,
MIPEIOCTaBIIsIEMbIE B TOCYAAPCTBEHHBIE OpraHbl, TPO(PEeCCHOHANBHBIE COI03bI U
JIpYTHe MpeICTaBUTENbHBIE OPraHbl paAOOTHUKOB

ObecnieunBaTh JOKYMEHTALlMOHHOE CONPOBOXKJEHUE OOYyYEHHUd, aJanTalud U
CTaXKUPOBOK, PA3BUTHUS U MOCTPOEHUS podeCCHOHATLHON Kaphephl IepCcoHama

AHanu3upoBarh MpaBuiia, MPOLEAYPhl M TOPSAKU IpOBENEHUs OoOydyeHus,
aJanTallMd M CTaKUPOBKM, Pa3BUTHS U IOCTPOEHUS MNpOodhecCHOHAIBbHON
Kapbephl IIEPCOHANIA

OpraHu3oBbIBaTh XpaHEHHWE JIOKYMEHTOB B COOTBETCTBMM C TpeOOBaHHUSIMHU
3akoHomarenbcTBa  Poccuiickonn  ®enepanuu M JIOKAJIbHBIMM  aKTaMH
OpraHu3aIluu

AHaIM3UPOBATH TOKYMEHTHI M MEPEHOCUTh HH(OPMAIHIO B WH(POPMAIIMOHHBIE
cucTeMbl U 0a3bl JaHHBIX

Bectu yuer u peructpanuio J0KyMEHTOB B MH(QOPMAIIMOHHBIX CUCTEMax U Ha
MaTepUaAIbHBIX HOCUTEIAX

Paborats ¢ MHQOpPMAIIMOHHBIMU CHCTEMaMU M 0a3aMM JAHHBIX 110 BOIPOCAM
oOydeHus, ajanTalud M  CTAXHUPOBKHM, DPA3BUTUS U IMOCTPOCHUS
npodecCHOHAIBHON Kapbepbl MEepcoHaja, BEACHHS ydeTa KaHIUJaTOB Ha
BaKaHTHBIE TOJDKHOCTHU (Mpodeccuu, CeUuanbHOCTH )

Bectu ACJIOBYIO IEPCIIUCKY

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

Heo0Oxoaumsie
3HAHUA

[Topsimox odopmiieHUs, BeleHUs U XpaHEHHUsS JOKYMEHTAllMH, CBSI3aHHOM C
CUCTEMON O0Oy4eHHMs], aJanTalii ¥ CTaKUPOBKH, Pa3BUTUS U TOCTPOCHUS
npodecCHOHATBLHON Kapbepbl IepcoHaa

[Topsimox hopmupoBanus, BeeHrs 0aHKa JaHHBIX O MEPCOHANIE OPraHU3aAlUHA 1
IIPEAOCTABIICHHUS] OTYETHOCTH

HopMaTuBHBIE TpaBOBBIE aKThl, PpErYJIHpPYIOIIME TMpaBa U OOA3aHHOCTH
FOCYJAapCTBEHHBIX OpPraHOB M OPraHM3alUU II0 IPEJOCTABICHUIO YYETHOMU
JIOKYMEHTAUU

HOp}II[OK O(I)OpMJ'IeHI/ISI JOKYMCHTOB, HNPCAOCTABIIICMBIX B T'OCYAApPCTBCHHBIC
OpTaHbl 1 UHBIC OpraHu3alununu

OCHOBBI TOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

HOp}IIIOK MPOBCACHUA 3aKYIIOYHBIX IMMPOLCAYp U O(bOpMJ'IeHI/IH COHYTCTByIOH_ICﬁ
JOKYMCHTAllUN
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CTpykTypa  OpraHu3anuu
CIEUATILHOCTH )

W BakaHTHbIE  JAomkHOCcTH  (Tpodeccun,

TpynoBoe 3aKOHOJATENbCTBO M HMHBIE AKThI, COJAEpIKallMe HOPMbI TPYIOBOIO
pasa

OCHOBBI apXMBHOI'O 3aKOHOJAATEJIbCTBA M HOPMATUBHBIE IIPABOBBIE AKTHI
Poccuiickoit @enepanuu, B 4aCTU BEACHUS JOKYMEHTALMU 11O IEPCOHATY

OCHOBBI HAJIOTOBOT'0 3aKOHO1aTeNbecTBA Poccuiickoit denepanuun

3akoHo1aTenbcTBO Poccuiickoit denepannu 0 NepCOHATbHBIX JaHHBIX

TexHomoruu, MeTOABl U METOJUKH IMPOBEACHUS aHAIM3a M CHUCTEMaTH3allUU
JIOKYMEHTOB ¥ MH(OpMAINH

JlokasibHbIE HOpPMATUBHBIE aKThl OpPraHU3alUH, pPETYIUPYIOLIUE IOPSIO0K
pa3BUTHUSA U MOCTPOEHUS MPO(DHECCUOHATILHOM Kapbephl, 00yUeHHUs], alanTallui U
CTa)>KMPOBKU IIEpCOHAJIA

[Topsimok 3aKITFOYEHHS IOTOBOPOB (KOHTPAKTOB)

HopMe! 3THKH [1€710BOTO O0IICHUS

ba3oBbie OCHOBBI HH(POPMATHKH, CTPYKTYPHOE HOCTPOCHUE MH(OPMAIIMOHHBIX
CHCTEM B OCOOCHHOCTH pabOThl C HUMHU

HApyrue
XapaKTCPHUCTUKHU

3.5. O6001meHHas TPyA0Bass PyHKUIMS

HanMeHOBAHE ILCHTGHBHOCTB 10 OpraHu3anuu Tpyaa u Kox E YpoBeHb 6
OIUTaTHI TIEPCOHAA KB HKALIH
IIpoucxoxaeHue
00001IeHHON TPYI0BOI Opurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
¢GbyHKIHN
Kong Peructpanuonssiii Homep
OpHTHHAJIA podeCcCHOHANTBEHOTO
cTaHmapra

Bo3moxubie
HauMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Crnennanuct Mo HOPMUPOBAHUIO U OILJIaTe TpyAa
Crenuanuct 1o opraHu3alvy U orjiaTe Tpy/aa
CHGIII/IaJ'H/ICT 10 KOMIICHCAallUAM U JIbroTamM
Cnenuanuct 1o nepcoHany

Menemxep no nepcoHary

TpeGoBanus K
00pa30BaHUIO U
00y4eHUIO0

Bricmiee oOpa3zoBanue

JlononHuTeNnbHOE MpodecCHoHaIbHOE 00pa3oBaHUe — IPOrPaMMBbI
npo¢eccCHOHATBLHON MEePenoAroOTOBKY B 00J1aCTH SKOHOMHUKH, HOPMUPOBAHUS
Y OILJIAThl TPY/A, IPOrPaMMBbI MOBBIIIEHUS KBaJU(UKAIIUU

TpeboBaHUs K OIBITY
MPaKTUUYECKON pabOThI

Oco06ble ycrnoBus
JoIycKa K pabote

HApyrue

XapPaKTCPUCTHKU

JlonOIHUTENBHBIE XapaAKTEPUCTUKH

HaunmenoBanue 6a30B0ii TpYIIIIBL, JOJKHOCTH
HanmeHnoBanune qokymeHTa Kon
(mpodeccun) WK crenuanbHOCTH
OK3 2412 CrienanmucTsl 1Mo KaJpaM U npodopueHTanu
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3423 CreruanucThl KaJJpoOBBIX CITYXKO M YIPEKICHUN 3aHATOCTH

EKC - HHxeHep 10 HOpPMUPOBAHUIO TPYa
- TexHuk 1o Tpyay
- DKOHOMHUCT I10 TPYLY
- Menemxep 1o nepcoHany
OKIIATP 27755 | DKOHOMHCT T10 TPYAY

22956 | MHcnekTop 1o Kajapam

3.5.1. TpynoBasi pyHkuus

HanmenoBanue

Opranuzanus Tpy/a nepcoHaia YpoBeHb

Kon | E/02.6 | (nomyposenn) 6
KBaTH(PHUKAIAN

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

TpynoBbie 1eiCTBUS

Heo6xoanmMelie ymeHust

Heo0xomuMele 3HaHUS

Opwuruaan X 3anMCTBOBAHO U3 OpUTHHAIA
Kon Peructpanuonssiii HoMep
OpHTrHHaNa npodeccroHaIBEHOTO
cTaHaapra

AHaIK3 yCrelHbIX KOPIOPATUBHBIX ITPAKTHK 110 OpraHU3alii HOPMUPOBAHUS
TpyZAa Ui pa3JInYHbIX KaTeropuil nepcoHana, 0coOEHHOCTEH NPOU3BOACTBA U
JeSITEIBHOCTH OpraHu3aluu

Pa3pabotka cucrempl opraHuzanuu TpyJda IEepcoHaJla U HOpsAJKa
HOPMHPOBAHUS TPyJa Ha pabOYMX MecTax ¢ OLIEHKOM 3aTpaTr Ha MepCoHa
Buenpenue cucreMbpl OpraHu3aldyd TpyAa IEpCOHaNa M KOHTPOJIS Hal
HOPMUPOBAaHHEM C  ONPEACIEHUEM  TPYAOEMKOCTH,  HOPMAaTUBHOHI
YHCIICHHOCTH, TPa(HKOB padOT M YCIOBHIA OIJIATHI TPYAA MEPCOHATA

BeisiBieHre pe3epBOB MOBBILICHUS NPOM3BOIUTEIBLHOCTH TPYyZla M KayecTBa
HOPMHUPOBAHUS TPYZa, IOATOTOBKA NMPEAJIOKEHUN 110 U3MEHEHUSIM YCIIOBUN U
OIJIaThl TPY/A NepcoHaNa

[ToaroroBka mpemyiokeHui M0 (GOPMUPOBAHUIO OIOKETa HAa OpPraHHU3ALII0
TpyZa IepcoHana

Omnpenenenne 3¢(HEKTUBHOCTH pabOThl CUCTEMBbl OpraHU3allud Tpyna u
HOPMHPOBAHUs Tpy/Ja Ha pabOYMX MecTax

BHenpsTh METOBI pallMOHAILHOW OpraHu3alnu Tpyaa

Pa3pabaTbiBaTh MiiaHbl OPraHU3ALMOHHBIX U TEXHUYECKUX MEPONPUATUH IO
NOBBILICHUIO IPOM3BOAUTEIBLHOCTHU TPYy1a

AHanu3upoBaTh COCTOSIHUE HOPMHUPOBAaHUS TpyJa, KauecTBO HOPM,
NoKazaresieu 1o Tpyay

AHanu3upoBath 3(Q(EKTUBHOCTh padOThl CHUCTEMBl OpraHU3alUU Tpyla
HepcoHala U HOPMUPOBAHUS TPyAa Ha pabounx MecTax

CocTaBnsTh U KOHTPOJIMPOBATH CTAaThbH PAcX0/10B Ha OIUIATy TpyJa IepcoHaa
JUIS TUTAaHUPOBaHUS OO/ IKETOB

PaGotats ¢ wH(OpMAIMOHHBIMH cHUCTEeMaMH W 0a3aMd JaHHBIX 10
HOPMHUPOBAHHUIO U OILIATE TPYJa MepcoHaIa

Pa3pabarbiBaTh 1 0hOPMIISATE JOKYMEHTHI IO HAIIPABIICHUIO JESTEIIbHOCTH
Co0bmronaTh HOPMBI 3THKH JI€I0BOTO OOIIEHUS

MeTo/p! yueTa 1 aHaaM3a oka3aTesel o Tpyay U oIiaTe Tpyaa

Metonpl  onpenenceHus, OLEHKM MW CPaBHEHMsS  MPOU3BOACTBEHHOMN
MHTEHCUBHOCTHU M HANPSHKEHHOCTH TpyJia

MeTto1b1 HOpMHPOBaHUS TPy

MexoTpacieBble U OTPaciIeBble HOPMATUBBI TPYAOBBIX 3aTpaT




Hpyrue

XaApPaKTCPUCTHUKHU
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CoBpemenHble (POPMBI, CUCTEMBI OILIATHI M yueTa MPOU3BOAUTEIBHOCTH TpyAa
nepcoHasa

Cucrembl, MeToabl © (OpPMBI MaTEPUAIBHOIO UM HEMaTepHAIbHOTO
CTUMYJIMPOBAHUS TPYyAa [IEpCOHANA

TexHonoruu u MeTo bl HOPMUPOBAHMS U KOHTPOJISI OIOJIKETOB

TexHoJIOTHH, METOABI U METOJAMKH MPOBEJCHHUS aHAINW3a U CUCTEMaTH3AINH
JIOKYMEHTOB ¥ MH(OpMAIINH

OCHOBBI JOKYMEHTO0O0POTa U IOKYMEHTAIIMOHHOTO 00eCIIeYeHUS

[Topsimox Tapudukamuu paboT U pabOYMX, YCTAHOBJICHUS IJOJHKHOCTHBIX
OKJIaJIOB, JOIUIAT, HAA0ABOK M KO3(pPHIIMEHTOB K 3apabOTHOI miiaTe, pacyera
CTUMYJIMPYIOIINX BBIILIAT

TapudHo-kBanupUKaMOHHBIE CIIPABOYHUKHU padoT U mpodeccuii pabouux u
KBaJIM(DUKAIIMOHHBIE XapaKTEPUCTUKH JIOJDKHOCTEH CITyKalluX

OCHOBBI TEXHOJIOTMH [TPOU3BOJICTBA U JIEATENBHOCTH OPraHUu3aluu
CtpykTypa oOpraHu3zaliid W  BaKaHTHbICE JOJDKHOCTH  (mpodeccuw,
CIIEIIUATILHOCTH )

KanpoBas monmTiKa u CTpaTerusi OpraHu3auu

DKOHOMMKA TpyJa

OCHOBBI 001IIEH ¥ COITMATTBHON TICHXOJIOTHH, COIIMOJIOTUH U TICUXOJIOTHH TPy/Ia
TpynoBoe 3aKOHOJATENLCTBO U MHBIE aKThI, COJIEPIKALIE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXHMBHOTO 3aKOHOJATEIhCTBA W HOPMATHBHBIC IPABOBBIE AKTHI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALMU IO IEPCOHATY
OcCHOBBI HAJIOTOBOTO 3aKOHO1aTeNNbcTBA Poccuiickoit denepanuu
3akoHozaarenscTBO Poccuiickoil deneparinu o nepcoHaIbHBIX JaHHBIX
JlokanbHble HOPMATUBHBIE aKThl OpPraHM3AIMH, PETYIUPYIOLIUNE MOPAI0K
OpraHM3aluy TpyJaa 1 HOPMUPOBAHUS IEPCOHAA

[Topsimok 3aKITF0OYEHUS I0TOBOPOB (KOHTPAKTOB)

HopMe1 3THKH [1e710BOTO OOIICHUS

bazoBeie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOECHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMU

3.5.2. TpynoBasi pyHkuus

HamnmeHnoBanue

OpraHusanys OIUIAThI TPy/a IEPCOHANA | g0y | E/01.6 | POBEHb (0AypoBeHb) 6

KBaTH(QHUKAIAN

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

OpurnHan X 3auMCTBOBAaHO U3 OpUTHHAJA
Konx Peructpaumonssiii Homep
OpHUTHHAJIA po(eCCHOHATHHOTO
cTaHaapTa

Tpynossie nencTBUs

AHaM3 YCHEIIHBIX KOPIOPATHUBHBIX TMPAKTUK IO OpPraHU3alUd CHUCTEMBI
OIUTATHI TPY/a epcoHaIa

Pa3pa60TI<a CHUCTCMBI OIUIAaThI TpyAa NMEpCoOHalIa

dopmupoBaHUe MJIAHOBOrO OOKeTa (POHAA OIIIAThI TPY/a, CTUMYIUPYIOLINX
1 KOMIIEHCAIIMOHHBIX BBIIJIAT

BHC,Z[pCHI/IC CHUCTCMBI OIJIAaThI TpyAa NEpCoOHAJIa

HO)IFOTOBKa Hpe)]J'IO)KeHI/Iﬁ MO0 COBCPIICHCTBOBAHNIO CUCTEMBI OINIAThI TpyJda
nepcoHaia
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Heo6xomumbie ymeHust

CoCTaBJIATh ¥ KOHTPOJUPOBATH CTAThU PACXO0JIOB HA OILIATY TPYJa MepcoHaa
JUTSL TTAHUPOBAHUS OFOKETOB U (DOHIOB

[lpuMeHATh  TEXHOJOTMM MAaTepUaTbHON MOTHMBAlMM B  YIPaBICHUU
HEPCOHAIOM

Pa3pa6aTBIBaTB KOHLCIIIHUIKO  ITIOCTPOCHHUA  MOTHBALIMOHHBIX  IIpOrpamMm
paGOTHI/IKOB B COOTBCTCTBUHU C LUCIIIMU OpraHu3allun

AHanmu3upoBaTh  COBPEMEHHBIE CHUCTEMbl OIUIAaTBl M MaTepUAIbHOU
(MOHeTapHOI) MOTHBAIIUH TPY/a AJIs [eJield OpraHu3aliu

AHaM3upoBaTh YPOBEHb OIUIATHI TpyAa MNEpPCOHANa MO COOTBETCTBYIOIIMM
npodeccuoHaTbHBIM KBATH(PHUKAITUSIM

[TpoBOAUTH MOHUTOPHHT 3apabOTHOM IUIAThI HA PHIHKE TPYAa

Ananu3upoBats (HOpMBI MaTEpPHAIBHOIO CTUMYJIMPOBAHUS, KOMIICHCAIIMA H
JIrOT B OILJIATE TPYAA IIepCOoHAIA

Pabortars ¢ mHpOpPMALMOHHBIMH CHCTEMaMH M 0a3aMH JAaHHBIX IO OILJIaTe
TpyZa nepcoHana

CocTaBiITh IIPOrHO3EI pa3BUTH: OIIATHI TPyda II€pCOHAIA

Co0OmroaTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

q)OpMLI 1 CUCTCMBI 3apa60TH0171 IUIAThI, HOPAJOK COCTABJICHUA 6I-O,Z[)KGTOB

Cuctembl, Meroapl M (GOPMBI MaTEpUAIBHOTO M HEMATEpUAILHOTO
CTUMYJIMPOBAHUs TPY/la IIEpCOHAIIA

Texnonoruu u MmeToabl HOPMUPOBAHUS U KOHTPOJIS OI0KETOB U (POH]IOB

[Topsimox Tapudpukanuu padoT M paboYMX, YCTAHOBJICHHS JOJKHOCTHBIX
OKJIaJIOB, JIOTLIAT, HaJ0aBOK U K03 dUIMeHTOB K 3apabOTHOI TuIaTe, pacuera
CTUMYJTHPYIOIINX BBITUIAT

MeTtoabl OonpCaAC/ICHUS YHUCICHHOCTH pa6OTHI/IKOB

Tapudno-kBanudpuKkannoHHbIE CIIPAaBOYHUKH paboT U mpodeccuid pabouux u
KBTH()MKAIIMOHHBIC XapaKTEPUCTUKHU JTOIDKHOCTEH CITy)KaIInuX

MeTo/b1 yueTa ¥ aHaIu3a oKa3aTesiel 1o Tpyay U 3apaboTHOM Tu1aTe

TexHomoruu, MeToabl U METOAUKHU MPOBEICHUS aHaIu3a U CUCTEMaTU3alUuU
JOKYMEHTOB U HH(OpMaLuu

KaI[pOBaH IOJIMTHKA U CTPATCTH OpraHru3allun

CtpykTypa oOpraHu3aliid ¥  BakKaHTHBIE  JOJDKHOCTH  (Tmpodeccuu,
CHEIMAIbHOCTH)

TpynoBoe 3aKOHOIATENBCTBO U MHBIE AKThI, COJIEPIKAINE HOPMBI TPYIOBOTO
npasa

OcHOBBI HAJIOTOBOTO 3aKOHOaTeNbcTBa Poccuiickoii deneparuun

3axoHogarenbcTBO Poccuiickoit denepanyu o nepcoHanbHbIX JaHHBIX

JloxanpHbIE HOpMATHUBHBIC aKThl OpPTraHU3AINH, PETYIUPYIOIIHNE OIJIaTy Tpyaa

OCHOBBI TEXHOJIOTHH MMPOU3BOJACTBA U ACATCIIBHOCTU OpraHu3allnun

OCHOBBI TOKYMEHTOO00POTA U IOKYMEHTAIIMOHHOTO O0eCreueHus

[Topsmok 3akiIt0UeHUs T0TOBOPOB (KOHTPAKTOB)

OcHOBEI 0611_[6171 U COIMAJIbHOM TICUXOJIOTHHU, COOUOJIOTUHN U IICUXOJIOTHU TPpYOa

HOpMBI 9THUKHU JCJIOBOT'O O6H_IGHI/ISI

bazoBble 0cHOBBI HH()OPMATUKH, CTPYKTYPHOE IOCTPOEHHE HH(POPMALIMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

HApyrue
XaPaAKTCPUCTHUKHU

3.5.3. TpynoBasi pyHkuus




29

AJIMAHHCTPUPOBAHUE MPOLECCOB U VpoBeHb
HanmenoBanne | JOKYMEHTOOOOPOTA IO BOTIPOCAM Kox | E/03.6 | (momyposens) 6
OpraHu3aluy TPyAa U OIUIaThl IEpCOHAlA KBannQuKaLMI

[Ipoucxoxaenue TpyaoBon
¢byHKIAN

OpuruHan X 3anMCTBOBaHO W3 OPUTHHAIA

Kon Peructpaunonusiii Homep
OpHTrHHaNa NPO(HEeCCHOHATBLHOTO CTaHAapTa

TpynoBsie nercTBUs

AHanu3 mpoLeccoB JOKYMEHTO000POTa, JIOKAJIbHBIX JOKYMEHTOB 10 BOIIPOCaM
OpraHM3aly OIUIaThl U TpyJa IepcoHaja

OdopmieHne TOKyMEHTOB IO BOIIPOCaM OILIaThl M Tpy/a MepcoHana

[ToxroroBka nmpeaioKeHuii o BOIPOcaM OIuIaThl U TPyAa NepcoHaia

[TonroroBka mNpeasioKEHUN IO COBEPIICHCTBOBAHUIO CHCTEMBI OIUIATHI U
OpraHM3aly Tpya IepcoHala

JIOKyMEHTallMOHHOE W OPraHU3allMOHHOE  COMPOBOXKICHHE  CHUCTEMbI
OpraHM3al1y U OIUIAaThl TpyJa IepcoHaja

[MonroroBka m o00paboTka 3ampocoB M YBEAOMJIEHMH O pabOTHHKaxX B
rOCyJapCTBEHHbIE  OpraHbl, MpOo(ecCHOHAIbHbIE COIO3bl UM JApYyTHUe
MNpEaACTAaBUTCIIbHBIC OPraHbl pa6OTHI/IKOB, 10 CUCTCMaM OIJIAThl U OpraHu3alun
Tpy/a nepcoHana

COHpOBO)KlIeHI/Ie AOTrOBOPOB Io OKa3aHUIo KOHCYJIbTallTUOHHBIX,
I/IH(1)OpMaI_II/IOHHBIX yciayr 110 CHUCTEMaM OIlIaTbl W OpraHu3anuu Tpyda
IIEpCoOHAJIa, BKJIKOYAsA MPECABAPUTCIIbHBIC ITPOUCAYPHI 110 UX 3aKIFOYCHUIO

Heo6xoanumeie ymeHust

ObecnieunBaTh JOKYMEHTAIL[MOHHOE COIIPOBOXK/IEHNE MEPOIIPUATHIA 110 OIJIaTe
U OpraHu3aluy Tpyja nepcoHaia

OdopMisaTh TOKYMEHTHI IO BONpPOCAM OIUIATBl W OpraHU3alMM TpyAa
[IepCOHAIIa, [IPEA0CTaBIIIEMbIE B roCyZapCTBCHHBIE OpraHsl,
npodeCCHOHATILHBIE COFO3bI U IPYTHUE MPEICTABUTEIbHBIE OPraHbl PpA0OTHUKOB

AHanu3upoBaTh HOPMATHUBHBIE U METOAMYECKHE JAOKYMEHTBHI IO BOIpPOCaM
OIIaThl U OPTaHU3ALMU TPYZAa IepcoHaia

OpraHu3oBbIBaTh XpaHEHUE JIOKYMEHTOB B COOTBETCTBHM C TpeOOBaHUAMM
3akoHomarenbcTBa  Poccuiickoit  ®Penepanvi M JIOKAIBHBIMH ~ AKTaMH
OpraHu3anuu

Bectu YUCT U PEruCTpaiuio JOKYMCHTOB B HH(bOpMaI_II/IOHHBIX CUCTECMAX U Ha
MaTCPpHUAJIIbHBIX HOCUTCIIAX

PaGorare ¢ MHGpOPMAIIMOHHBIME CHCTEMaMH M 0a3aMu JAaHHBIX MO CHCTEMam
OIIaThl U OPTaHU3ALMU TPYZAa IepcoHaia

[Tpou3BoauTh TpEaBAPUTENBHBIE 3aKYMOYHbIE MPOLEAYPhl U OPOPMISATH
COITYTCTBYIOIYIO JOKYMEHTAIIUIO 0 3aKJIIOUEHHUIO JOrOBOPOB

Bectu ACJIOBYIO IEPCIIHUCKY

Co01r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

HeoOxoaumeble 3HaHASA

HOprJIOK O(l)OpMJ'IeHI/Ifl, BCACHUA W XPAaHCHHA NOKYMCHTAIIMKU 110 CHUCTEMaM
OIIAaThl U OpTaHU3alli TpYyJa [CPCoOHAJa

HopmaTuBHbIE MpaBOBbIE AaKThl, PErYIUPYIOIIME IpaBa U OOA3aHHOCTH
rOCYJapCTBEHHBIX OpPraHOB W OPIraHM3aLUMU [0 IPEJOCTABICHUIO YYETHOU
JIOKYMEHTalUU

TexHonornu, METObI U METOJIUKH IPOBEACHUS aHAIN3a U CUCTEMATU3ALUU
JTIOKYMEHTOB ¥ MH(GOPMAITIH

JlokanbHbBIC HOPMATUBHBIC AaKTbI OpraHu3aliv, PpCEryjaupyromuc IMIopsAa0oK
OIIIAaThl, OpraHU3aluil U HOPMUPOBAHUA TpyJda

OCHOBBI ,Z[OKYMCHTOO60pOTa U JOKYMCHTAIMOHHOI'O obecreueHust
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[Topsimox ¢dopmupoBanusi, BeAeHHUS OaHKa MJaHHBIX M IPEIOCTaBICHUS
OTYETHOCTH IO CHCTEMaM OIUIaThl U OPTaHU3alMU TPYyJa IepcoHaa

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKThl, COJEPKALINE HOPMBI TPYLOBOIO
pasa

OCHOBBI apXMBHOT'O 3aKOHOJATEJbCTBA M HOPMATHBHBIE IIPABOBBIE AKThI
Poccuiickoit @enepanuu, B 4aCTH BEAEHUS JOKYMEHTALIMU 11O IEPCOHATY

OcHOBBI HAJIOTOBOT'0 3aKOHOaTeNnbecTBa Poccuiickoit denepanun

3akoHo aTenbCcTBO Poccuiickoi denepanun 0 NepCoOHATbHBIX JaHHBIX

[Topsiiok 3aKiItoueHus J0roBOPOB (KOHTPAKTOB)

[Topsimok mpoBeeHUS 3aKYITOYHBIX MPOIeayp U 0O(POPMIIEHHUS COMTYTCTBYIOLIEH
JIOKYMEHTAIUU

HopMmpl 3THKH 1€7T0BOTO OOIICHUS

Bba3oBbie 0CHOBBI HHPOPMATUKH, CTPYKTYPHOE OCTPOCHHE HH(POPMAITHOHHBIX
CHCTEM M OCOOEHHOCTH pabOThl C HUMHU

Apyrue
XapaKTCPUCTHKU

3.6. O0o01meHHas1 TpyaoBasi pyHKuMs

JleaTenbHOCTh 10 OpraHu3aluu VpoBeHb
HaumeHnoBaHue . N Kon F 6
KOPIOPATUBHON COLNUAIIBHOUN ITOJIMTHUKH KBaHH(bHKaHHH
IIpoucxoxneHue
0000IIIeHHON TPYI0BOI Opurunan X 3arMCTBOBAHO U3 OpUTHHAJIA
GbyHKIUN
Kox Perucrpannonusiii Homep
opurHuHaja npohecCHOHATBHOTO
cTaHgapra

Bo3moxubie
HauMEHOBaHUS
JIOJKHOCTEH,
npodeccuit

Crenuaiuct 1o ColHaIbHBIM ITporpaMmmMamM

Crnenunanuct o padboTe ¢ nMpeAcTaBUTEILHBIMUA OpraHaMu PaOOTHHKOB
Crenaiuct 1Mo KOprmopaTUBHON COIMAIBHON TTOJIUTUKE

Cnenuanuct 1o nepcoHany

Menemxkep 1o nepcoHany

TpeboBanus k
00pa30BaHUIO U
00y4EeHHIO

Briciiee oOpa3zoBanue

JlononHuTenbHOE TpodheccHoHaIbHOE 00pa3oBaHe — IPOrPaMMBI
po¢eCCUOHAIBHON MEPENOATOTOBKY U TIPOTPAMMBI ITOBBITIICHUS
KBaJIM(UKAIMK B 00JIACTH COIUANBHBIX MTPOrPaMM

TpeboBaHMs K OIBITY
MPaKTUUYECKON pabOThI

Oco06ble ycrnoBus
JoIycKa K pabote

HApyrue

XapPaKTCPUCTHKU

JlOnOIHUTENBHBIE XapaKTEPUCTUKH

HanmenoBanwme 0a30B0ii TPYIIIHI, TOKHOCTH
HanmeHnoBanmne qokymeHTa Kon
(mpodeccun) mim crienuanTbHOCTH
OK3 2412 CrienanmucTsl 1Mo KaJpaM U npodopueHTanu
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3423 CrenannucThl KaJpoBBIX CIIYKO U YUPEIKICHUN 3aHATOCTH

EKC - Crnenuanuct 1o Kajapam
- MeHnepkep 1Mo nepcoHaiy
OKIIATP 27755 | DKOHOMHCT T10 TPYAY
22956 | MucnekTop mo Kagpam
OKCO - -

3.6.1. TpynoBas pyHkuus

Pa3paboTka KopropaTUBHOW COIMATBLHOM YpoeHb
HanMeHOBAHHE | 1o o Kon | F/01.6 | (momyposens) 6
KBaTH(PHUKAIAN

[TpoucxosxneHue Tpya0BOH
GbyHKIUN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJA
Kox Peructpanmonssiit Homep
OpHUrHHANIa npodeccCHOHANBEHOTO
cTaHaapra

Tpynossle nencTBus

AHanu3 yCIIeIHBIX KOPIIOPAaTUBHBIX MPAKTUK IO OPTaHU3aLUNA COLUAIBHOIO
IIapTHEPCTBA, COLIMAJIBHOM OTBETCTBEHHOCTU U COLUAJIBHBIX IIPOrPaMM

PazpaboTka KOPIOPAaTUBHBIX COIMATBHBIX MPOTPAMM

PazpaboTka cucTeMbl BBIIUIAT paOOTHUKAM COLMAIBHBIX JIBIOT

OpraHI/ISaHI/Iﬂ IIEPEroBopoB C HpO(beCCI/IOHaJ'IbHLIMI/I COK03aMH U JpYTruMu
MpeaACTaBUTCIbHBIMU OopraHaMu pa6 OTHHKOB, O6HI€CTB€HHI>IMI/I
OpraHu3anusaMu, BSHHMOﬂeﬁCTBHe C roCyAapCTBCHHBIMU OpraHaMU

[lonroroBka mpemiokeHnid 1O (HOpMUpOBaHHIO OMOJKETa B YacTH
obecreyeHns: KOpIopaTUBHOMN COLMATIBLHOM MOJIUTHKU

Heo6xoanmeie ymeHust

Onpenensrsb LIEJIEBbIE IpYIIIBI nepcoHana i pa3paboTku
CIELUAIM3UPOBAHHBIX COLIMATIBHBIX IPOrPaMM

JloBoauTh MHGOPMALMIO O COLUHMANbHBIX Iporpammax /0 LEJIEBBIX TPy
[IEpCOHAJIa C UCIOJIb30BAHUEM MHCTPYMEHTOB BHYTPEHHUX KOMMYHUKALIUI

OnpenensiTb KpUTEPUH U YPOBHH YAOBIETBOPEHHOCTHU NIEpPCOHAIIA

Hcmonn3oBaTh MaTCpraJIbHbIC U HEMATCPHUAJIbHBIC CUCTEMbI, METO/IbI U (bOpMI)I
MOTHUBAIIMHU B YIIPABJIICHHUU IIEPCOHATIOM

Onpenensatb 00BEMBI CPEACTB JJs pEANTM3aLUU COLMANBHBIX TapaHTHH,
KOPIHOPAaTUBHBIX JIbIOT U MHBIX 3JEMEHTOB KOPHOPATHBHBIX COLUAJIbHBIX
porpamm it GOpMHUPOBAHUs OIOJKETOB

CocTaBniiaTh U KOHTPOJUPOBATH CTATbH PACXOJ0B HAa COOMAJIBHBIC IMTPOTpaMMBbI
JJIS THNIAHUPOBAHU AL 6IO)I)KCTOB

[Ipon3BoauTh TpeABApPUTENbHBIC 3aKYIMOYHBIE MPOLEAYpbl U OoQopMIeHUE
CONYTCTBYIOIIEH JOKYMEHTAMU I10 3aKJIOUYECHHUIO TOIOBOPOB

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIIEHHS

HCO6XO,Z[I/IMLIC 3HaHUA

[Topsiox 1 METOIbI Pa3padOTKH IMJIAHOB U MPOTPAMM COLIMATBLHOTO Pa3BUTHUS
OpraHu3aIu

MeTtoapl aHanM3a BBINOJIHEHUS COLUAIBHBIX MPOTpaMM M ONPEIENECHHS HX
SKOHOMMYECKOH 3ppexTuBHOCTH

Cuctembl, MeToAsl ¥ (GOpPMBI MaTepHAIBHOIO U  HEMaTepUAIBbHOTO
CTUMYJIMPOBAHUS TPY/la IEpCOHAIIA

Texnonoruu u Metoabl GOPMUPOBAHUS U KOHTPOJIS OIOJKETOB

MeTOJII)I HpOBeJIeHI/Iﬂ COIMTUOJIOTHUYCCKUX I/ICCJ'IeHOBaHI/II\/’I, I/I3y‘-IeHI/ISI
00LIIECTBEHHOI'O MHEHUS
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TexHoNOrMK, METOABI U METOJUKH MPOBEACHUS aHAIN3a U CHCTEMaTH3aluu
JOKYMEHTOB U HH(OpMAaLUU

[Topsnok npoBeeHus 3aKyIOYHBIX MTPOLEAYP U 0(OPMIICHHS COMYTCTBYIOIEH
JIOKYMEHTAIUU

OCHOBEI HpOHBBOI{CTBCHHOﬁ ACATCIIBHOCTH OpraHu3anuunu

OCHOBEI O6H.[CI>1 H COIIMANLHOMN IICUXOJIOTUH, COOUOJIOTHUHN U IICUXOJIOTUH TPpyda

Ctpykrypa, 1enu, CTpaTerus U KaJpoBasi MOJIUTHKA OpraHu3aluu

TpynoBoe 3aKOHOAATENBCTBO M MHBIE AKThI, COJAEpPIKAILUE HOPMbI TPYAOBOTO
IpaBa

OcHOBBI HAJIOTOBOT'0 3aKOHOAaTeNbecTBa Poccuiickoit @enepanuun

HopmatuBHBIE TpaBOBBIE aKThl, PErYIMPYIOIIME MpaBa H 00S3aHHOCTH
rOCy/IapCTBEHHBIX ~OpPraHoB, MNPO(PECCHOHANIBHBIX COIO30B M JIPYTHUX
MIPEJCTABUTEIBHBIX OPraHOB PAOOTHUKOB

3akoHo1atenbcTBO Poccuiickoi denepannu 0 MepCOHAIbHBIX JaHHBIX

JlokanbHble HOpPMATUBHBIE AKThl OPraHMU3aLUH, PETYIUPYIOIIHUE IOPSIOK
(hOpMHUPOBAHUS COITUATBHOM IMOJMTUKH

OcHoBbl mpaBoBOro perynupoBanuss Poccuiickoii ®enepauuu mnopsaka
3aKJIFOYEHUU JOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1€710BOTO OOIIICHUS

ba3oBbie 0CHOBBI HH(OPMATUKH, CTPYKTYPHOE ITOCTPOCHNE HH(POPMAIIHOHHBIX
CUCTEM U OCOOEHHOCTH pabOThl C HUMU

Hpyrue
XapaKTEPUCTUKU

3.6.2. TpynoBasi pyHkuus

Peanu3zanust kopropaTuBHOM COLIMATBHOM VYpoBeHb
HauMeHOBaHHE | 11y Kon | F/02.6 | (momyposens) 3]
KBaTH(PHUKAIAN

[Ipoucxoxaenue TpyaoBoi
GbyHKIHN

TpynoBsie 1eHCTBUS

Opwurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
Konx Peructpauuonssiii Homep
OpuUTrHHAIA npodeccruoHaILHOTO
cTaHaapTa

Buenpenne KOpHopaTHBHBIX COIMAJIBHBIX MpOrpamMM, B TOM 4YHCIE IO
COLMAJIBHOM MOJIIEPIKKE OTIENbHBIX TPYII paOOTHUKOB

Peanu3anus cucteMbl COLUMAIBHBIX JIBIOT, BBIJIAT PaOOTHUKAM C y4eTOM
TpeOoBaHul 3akoHOIaTenbecTBA Poccuiickoit @eneparmn

OneHka yIOBJIETBOPEHHOCTH II€PCOHANAa KOPHOPaTHMBHOW COLUAIbHOU
MTOJTUTUKOMN

Onenka 3((EeKTUBHOCTH MEPONPUATHI KOPIOPAaTHBHON  COLMANIbHOM
MOJIUTUKU

IlonroroBka mpeaoKeHUH 1O  COBEPLICHCTBOBAHUIO  MEPONPHUATHN
KOPIOPATUBHOM COIMATBLHON MTOJTUTUKHI

[TonroroBka mpeasiokeHH Mo (GOpMUPOBAaHHUIO OIO/KETa HA pealn3alluio
KOPIOPAaTUBHOM COLMATbHON MOJUTHKU M COLMANIBHBIX TPOrpaMM

Heo6xoaumelie ymeHust

PaccunThiBaTh 3aTpaThl Ha MPOBEICHHUE CIEIMATU3NPOBAHHBIX COLMATBHBIX
porpamm

[IpoBOUTP MOHMTOPUHI YCHEUIHBIX KOPIOPATHUBHBIX COIIMAJIBHBIX
porpaMmm




HeoOxonuMble 3HaHUS

Jlpyrue xapakTepucTHKA
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[IpoBOaUTH MEpONPUATHS B COOTBETCTBUHU C KOPHOPATUBHOW COIMATIBLHON
MMOJTUTUKOM

Onpenenars IIEJICBEIC TPYIIIbI nepcoHana IS CO3JIaHUs
CHELMATU3UPOBAHHBIX COLIMATIBHBIX IPOrpaMM

Onpenenarb KpUTEPUH U YPOBHHU YIOBJIECTBOPEHHOCTH MEPCOHANIA
Onpenensats 3((HEKTUBHOCTH MEPONPUATHI pearTu3yeMoil KOpropaTHBHON
COIIATLHOM ITOJINTUKH

Opranu3oBbIBaTh  B3aUMOJICMCTBHE C TOCYAApPCTBEHHBIMU OpTraHaMH,
po)eCCHOHAIBHBIMU COI03aMU M JIPYTUMH MPEICTABUTEILHBIMUA OpraHaMu
pabOTHUKOB, OOIIECTBEHHBIMHM W HWHBIMH OpraHu3alusMd IO BOIPOCaM
peanu3anyu KOprnopaTuBHON COUATIbHON MOJUTUKH

AHaNM3UPOBATh PBIHOK YCIYT MO COLHAIbHBIM W CHEIUATHU3UPOBAHHBIM
MporpaMmaM COLMAJIBHOW MOJJICPKKH YJICHOB LIEJEBBIX I'PYIIN U TOTOBUTH
MPEJIOKEHUS 110 UX OCTaBIIUKAM

[Ipon3BOaUTE TpeaBAPUTEIbHBIC 3aKYIOYHBIC MPOIEAYPHl U OGOPMIIATH
CONYTCTBYIOIIYIO JOKYMEHTALMIO MO 3aKJIFOYEHUIO JOTOBOPOB

Co01r01aTh HOPMBI ATHUKHU JIETIOBOTO OOIICHUS

Borpocsl ynpaBiieHHs] COLMATIbHBIM Pa3BUTHEM OpPraHU3aLUU

Metoapl aHanM3a BBIMOJHEHUS KOPIOPATHUBHBIX COLUAIBHBIX MPOTPAMM H
OTpEeICTCHUS X YIKOHOMUYECKON 3D (PEKTUBHOCTH

Cuctembl, MeTonbl, (OpPMBI MarepuUaIbHOTO U  HEMaTEepPUAIBHOTO
CTUMYJIMPOBAHUA TPy/ia IepcoHalIa

Metonbpl  HPOBENECHUS  COLUMOJOTHMYECKHX  HMCCIENOBAaHUW, HM3Y4YEHUSA
0OIIIECTBEHHOI'O MHEHUS

TexHonoruu, METOIBI U METOJMKHU MTPOBEICHUS aHAIM3a U CUCTEMATU3ALUU
JIOKYMEHTOB ¥ MH(OpMAILINH

HopmaruBHBIE TMpaBOBBIC aKTHI, PETYJIHPYIONIHE MpaBa W OOSI3aHHOCTH
rOCYy/IapCTBEHHBIX OPraHoB, NPOGECCHOHATIbHBIX COIO30B M JIPYTHX
MPEACTABUTEIBHBIX OPraHOB PAOOTHHKOB MO MPEAOCTABICHUIO YYETHOU
JIOKyMEHTaluu

[Topsimok ~ mpoBeneHMs]  3aKyMOYHBIX  mporeayp U ohopMIICHUS
COINYTCTBYIOIIEN JOKYMEHTALUN

CTpyKTypa, 11e71, CTpATerus U KaJpoBas MOJIUTUKA OPTaHU3aIUN

OCHOBBI POU3BOICTBEHHOM JIEATEIHOCTH OpraHU3alUU

OcHOBBI 00M1Iel M COILMANBLHOM IICHUXOJIOTHH, COLMOJIOTMHM M IICHUXOIOTHU
Tpyna

TpynoBoe 3aKOHOAATENBCTBO U UHBIE AKThI, COJIEPKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXWBHOTO 3aKOHOJIATEIhCTBA W HOPMATHBHBIC IPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALUU [0 IIEPCOHAIY
OCHOBBI HAJIOTOBOTO 3aKOHOAATENIbCTBA Poccuiickon dexepanun
3akoHonarenbcTBO Poccuiickoit denepaii 0 nepcoHalIbHBIX JAHHBIX
JlokasibHBIE aKTBhl OpraHU3alMd, pPEryJIUPYIOIINE MOPSIOK BHEAPEHUS
COLMAIbLHOM IOIUTHKH

[Topsiok 3aKITFOYEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIICHUS

bazoBrlie OCHOBBI UH(OPMATHKH, CTPYKTYPHOE IIOCTPOEHHUE
WH()OPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMU
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3.6.3. TpynoBasi pyHKIUs

AJIMAHHUCTPUPOBAHUE MPOLECCOB U VpoBeHs
HanmenoBanne | JOKYMEHTOOOOPOTA IO BOTIPOCAM Kon | F/03.6 | (momypoBens) 6
KOPIIOPATUBHOM COIMATIBLHON MOJUTHUKHU KBaHQUKALII

[Ipoucxoxaenue TpyaoBoi
¢byHKIAN

Opwuruaan X 3anMCTBOBAaHO U3 OpUTHHAIA

Kon Peructpaunonusiii Homep
OpHUTr'HHaa MPOQECCHOHANBHOTO CTaHaapTa

TpynoBsie neicTBUs

AHanu3 mpoueccoB T0KyMEHTO000POTa, JIOKaJIbHBIX JOKYMEHTOB 110 BOIIPOCaM
KOPIIOPAaTUBHON COUMAIBbHON MOJUTUKU

JlokyMeHTanmoHHoOe oopMIleHHEe Pe3yabTaTOB KOPIOPATUBHON COIHAILHOM
TTOJIUTHKHU

[ToaroroBka mpenIOKEHUH MO Pa3BUTHIO KOPHOPATUBHON COLMANBHOM
TTOJIUTHKHU

[TonroToBka pe3yibTaToOB aHAIN3a COOTBETCTBHSI KOPIIOPATUBHOM COLIMATbHOMN
MOJINTUKKA TpeOoBaHMSAM 3akoHozarenbcTBa Poccuiickoit ®enepauuu u
YCJIOBUSIM PbIHKA TPYyAa

JIOKyMEHTAIllMOHHOE M OpPraHU3alMOHHOE CONPOBOXKIECHUE MEpPONPUATUI
KOPIIOPAaTUBHON COLIMAIbHOM MOJTUTUKH

[TonroroBka m 00paboTKa 3ampocoB M YBEAOMJIGHMH O paOOTHUKaxX B
TOCY/IapCTBCHHBIE  OpraHbl, NpPO(EeCCHOHANbHBIE COI3BI M JIPyrue
MNpeACTAaBUTCIIbHBIC OPpraHbl pa6OTHI/IKOB 110 BOIIpocCaM COHH&HBHOﬁ IIOJIMTUKHU
B OTHOILLICHUH NEPCOHANA

ConpoBoXkJieHUE  JIOTOBOPOB IO  OKa3aHMIO  KOHCYJbTAallMOHHBIX U
MH(GOPMALIMOHHBIX YCIYr MO MEPONPUATUSAM KOPIOPATUBHON COLMAIBHON
MOJINTUKH, BKJIIOYAsl IPEBAapUTEIbHbIE TPOLEAYPHI IO UX 3aKIHOYEHHUIO

HeoOxonumelie ymeHust

OdopMnsaTh JOKYMEHTHI IO BOIIpOCaM KOPHOPAaTHUBHOM  cCOLUANbHON
MTOJINTHKH, IIPENOCTaBIIAEMBIE B roCyJapCTBECHHBIC OpraHsl,
MIpe/ICTaBUTENbHbIE OPTaHbl pAOOTHUKOB

AHanu3upoBaTh NIPABUIIA, TIOPAIKH, TPOLEAYPEI KOPIIOPATUBHON COLMAILHON
MOJINTUKU

OOGecrieunBaTh JAOKYMCHTAIMOHHOC COIIPOBOXKIACHHUC COIIMAILHOM MOJIUTHKH B
OTHOIICHHHU IIEPCOHATIA

OpraHu3oBbIBaTh XpaHEHUE JIOKYMEHTOB B COOTBETCTBMM C TpeOOBaHUSIMU
apXMBHOI0 3aKOHOaTeNbCTBA Poccniickoit Penepannuu 1 J0KaIbHBIMA aKTaMH
OpraHu3aluu

[Ipou3BoauTh mpenBapUTeNbHbIE 3aKyMNOYHBIE MPOLEIYphl U OPOPMIISTH
COIYTCTBYIOIYIO JOKYMEHTALUIO 10 3aKIYEHUIO JOTOBOPOB

PaGortars ¢ HHQOPMAIIMOHHBIMH CHCTEMaMH U 0a3aMu JIaHHBIX MO BOIIPOCaM
COLIMAJIbHOM MOJIMTUKU B OTHOILIIEHNUHU NIEPCOHAJIA

Bectu yuer u perucrpanuio JOKyMEHTOB B HH()OPMALIMOHHBIX CUCTEMAaX U Ha
MaTepUalbHBIX HOCUTESX

Bectu nenoByio nepenucky

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHS
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Heo0xonnMeie 3HaHUS

[Topsimok oopmieHus, BeACHUS U XpaHEHUS JOKYMEHTAIIUU TI0 COIMaIbHOM
MOJINTHKE B OTHOILIEHUHU TIEPCOHAJIA

[lopsmox QopmupoBanus, BelAeHHs OaHKa JaHHBIX M IPEIOCTABICHUS
OTUYETHOCTH IO BOIIPOCAM COLIMAIbHOM MOJIUTUKU B OTHOLICHUU NIEPCOHANA

TexHonorny, METOAbl U METOJUKH MPOBEACHUS aHAIN3a U CHCTEMaTH3aluu
JOKYMEHTOB U HH(OpMaLUU

OCHOBBI IOKYMEHTO00O0POTa ¥ TOKYMEHTAIIMOHHOTO 00eCIICYCHHUS

[Topsanok npoBeeHus 3aKyIMIOYHBIX MTPOLEAYP U 0OPMIICHUS COITYTCTBYIOMIEH
JIOKYMEHTAIUU

CtpykTypa oOpraHM3alMd ¥  BaKaHTHBIE JIOJDKHOCTH  (mpodeccuu,
CHEIUATLHOCTH)

TpynoBoe 3aKOHOAATENBCTBO M MHBIE AKThl, COJAEpPKAILUE HOPMbI TPYAOBOTO
paBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIE AKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 IEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit denepanu

HopmatuBHBIE TpaBOBBIE aKThI, PErYIHPYIONIME NpaBa M 0O0S3aHHOCTH
TOCYJapCTBEHHbIX ~OpPraHoB, NPO(PECCUOHATBHBIX COIO30B U  JIPYTHUX
[IPE/ICTaBUTENbHBIX OpPraHOB PAaOOTHHUKOB IO MPEJOCTABICHUIO YYETHOM
JOKYMEHTALUU

3akoHomarenbcTBo Poccuiickoit deneparuu o mepcoHaNbHBIX JaHHBIX

JlokanpHbIE HOPMATHBHBIE AKThl OPraHU3aLUH, PETYIUPYIOIIHUE IOPSAIOK
BHEJPEHHUsI KOPIIOPATUBHOM COLMAIbHON NOJUTUKU U COLUAJIBHBIX TPOrPAMM

[Tops 1ok 3aKiI0UEHUS 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1€710BOTO OOIICHUS

bazoBbie 0CHOBBI HHPOPMATHUKH, CTPYKTYPHOE ITOCTPOSHHE HHPOPMAITMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

HApyrue
XapaKTCPHUCTUKHU

3.7. O0001meHHAs1 TPyAOBasi PYHKIUSA

HanMeHoBamme OnepaHHOHHoe YIIPaBJICHUEC ICPCOHAIIOM U Kox G VpoBeHb 2
noApa3aAciICHUEM OPraHn3aluu KBaﬂI/Iq’HKaHHH
IIpoucxoxneHue
000011IeHHO TPYI0BOH Opurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
GbyHKIUN
Kon PerucrpaunoHHbIii HOMep

OpHUrHHAaJa NPO(EeCCHOHATBHOTO CTaHIapTa

Bo3moxubie
HauMEHOBaHUS
JIOJKHOCTEH,
npodeccuit

PykoBouTeNb CTPYKTYPHOIO MOIPA3ACIICHUS
HavanpHuk cTpyKTYpHOTO noJpa3acieHus

TpeGoBanwus K
00pa3oBaHMIO U
00yU4eHUIO

Bricuiee oOpa3oBaHue — CieIMaIUTET, MarucTpaTypa

JlononHuTenbHOE IpodeccuoHaIbHOe 00pa3oBaHie — IPOrPaMMBbI
npo¢eccCHOHATLHON MEePENnoArOTOBKY B 00JIACTH YIIPaBIICHUS IEPCOHATIOM,
OINECPAIMOHHOI'O U TAKTHUYCCKOT'O YIIPABJICHUA, ITIPOTrPaAMMBI IMOBBIIIICHUA
KBaJIM(HUKAIMK B O0JIACTH YIIPaBJIECHUS IEPCOHAIOM, OTIEPALIUOHHOTO U
TAKTUYCCKOI'0 YIIpaBJICHUSA
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TpeboBanwus K OTBITY
MPAKTUIECKON pabOThHI

He menee natu et B 061acTy ynpaBieHUs IepCOHATIOM

Oco0Opble ycroBus
JOITyCKa K paboTte

HApyrue
XapPaAKTCPUCTHUKHU

IIOHOJ'IHI/ITGJ'H:HBIC XapaKTCPUCTHUKHU

HaumeHnoBanue nokymeHTa

HaumenoBanue 6a30Boii rpynmbl, JOKHOCTH

Ko
A (mpodeccun) wim crienuaITbHOCTH

OK3

1232 PykoBoauTenu noapazaeneHuit (ciyx0) yrpaBiieHHs

KaJpaMi U TPYAOBBIMU OTHOUICHUAMU

EKC

- HauanpHuk oTaena kaapos

- HauanpHuk OTACJIa OpraHru3alyi U OIUIAThI TPpyada

- Haganpunk 0oTAcJIa IIOArOTOBKH KaJApOB

- Hauanpunk OTACIa COUAJIbHOT'O Pa3BUTUA

3aBeayrouuil (Ha4yaJlbHUK) OT/IEJIOM KaJpOB

OKII/ITP

Menemkep 1o nepcoHany

3.7.1. TpynoBasi pyHKuus

HaumeHnoBaHue

Pa3pabotka cucreMpl onepaluoHHOI0 VpoBeHs
yIpaBiIeHUS MEPCOHATIOM U PabOTHI Kox | G/01.7 | (momyposeHs) 7
CTPYKTYPHOI'O IOJAPA3ACIICHUSA KBATH (UKL

IIpoucxoxaeHue Tpy0BOi
GbyHKIUN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJIA

Kon Perucrpannonusiii Homep
opuruHaia mpodecCHOHATBLHOTO CTaHAapTa

TpynoBeie nencTBUs

AHanu3 yCIemHbIX KOPIOPATUBHBIX MTPAKTHK 10 BOIIPOCAM CTPATETHYECKOIO
Y OIIEPATUBHOIO YIIPABIIEHUs [IEPCOHAIIOM OpraHU3aLuU

[TocTaHoBKa OnepaTUBHBIX 1I€JIEH IO BOTIPOCaM yIPABJICHUS TIEPCOHATIOM

Pa3pa0oTka miaHoB, OpOrpaMM U MPOLEAYP B yIPABIEHUHU N1EPCOHATIOM

PazpaboTka nipemyioxkeHuit Mo CTPYKType MoJipa3/ieJieHuss U OTPEOHOCTH B
IIepCoHaIe

Pazpabotka mpeanoxeHui Mo oOECledyeHUIo MepcoHaaoM, (HOPMUPOBAHHIO
CUCTEM OLEHKH, Pa3BUTHUSA, OIUIAThl TPyJa, KOPHOPATHUBHBIM COLUAIbHBIM
IporpaMMaM M COIMaJIbHOMN MOJIUTUKE

Pa3pabotka mnpeanoxkeHudt o 3arpaTax U (GOPMUPOBaHHIO OIOJKETa Ha
NePCOHAT

Pa3paboTka mnpeioKeHUid MO 3aKJIIOYEHHUI0 JIOTOBOPOB [0 YIPABICHHUIO
[IEPCOHAJIOM C TIOCTAaBLUIMKAMU YCIYyr W IPOBEJEHUE NPEIBAPUTEIBHBIX
IIPOLEYp MO MX 3aKIHOYEHUIO

Heo6xoanumele ymeHUst

OpraHu3oBbIBaTh PabOTy MEpCOHaIa CTPYKTYPHOT'O MOAPA3eICHHS

Omnpenensars 3a7aud NEpcoHaa CTPYKTYPHOIO MOAPA3AEIEHUS, UCXOII W3
LEJIEN U CTPATETUU OPraHU3ALNH

CozpmaBaTh M ONKMCHIBaTh OPraHU3ALMOHHYIO CTPYKTYpYy, LEJIH, 3aJadH,
(GYHKIIUU CTPYKTYPHOTO MOIpa3/iesieHus
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HpI/IMeHﬂTB METOABI  yHIpaBJICHUA  MCKINMYHOCTHBIMU  OTHOUICHUAMU,
(bOpMI/IpOBaHI/ISI KOMaHZ, pa3BUTHUAd JHAACPCTBA ©U  HCHOJHUTCIBHOCTH,
BBIABJICHUS TAJIaHTOB, OIIPEACICHUA YAOBJICTBOPCHHOCTHU pa60T0fI

Omnpenenstb, aHaJIU3UPOBaTh, MOJEIMPOBATH U BBICTPAUBATh BHYTPEHHUE
KOMMYHHUKaIUU IIEPCOHAA

PazpabaTbiBaTh MPOEKTHBIC MPEUIOKEHUS U MEPONPUATHS 10 3(PPEeKTUBHOM
paboTe nepcoHasa

BHenpsts cTpareruto mo ynpapieHUIO IEPCOHATIOM

CocTaBisiTh, pacCUUTHIBATh, KOPPEKTHPOBATH W KOHTPOJMPOBATH CTAThbU
pacxoJoB Ha MeEpcoHal, pa3pabaThiBaTh MPEUIOKEHHUS IO 3aTpaTaM Ha
nepcoHa1 Jyisi GOpMUPOBAHUS OO KETA

IIpencraBnsaTe MHTEpPECHl OpraHU3alliM M BECTH  IIEPEroBOpPHl €
po(eCCHOHATIBHBIMU COI03aMHM U JPYTUMH IPEICTABUTEIbHBIMU OpraHaMU
pabOTHUKOB, B3aMMOACHCTBOBATH C TOCYIaPCTBEHHBIMU OpPTraHU3AIMSIMU

AHanu3upoBaTh HH(HOPMALIKIO MO MOCTABIIMKAM YCIYT B 00JIaCTH yIIPaBICHUS
IIEPCOHAJIOM U 110 YCIOBHSIM 3aKI0YaeMbIX JOTOBOPOB

[Tpon3BoaANTs TpenBapUTENbHBIE 3aKYIOYHbIE MNPOIEIYyphl B O(QOPMIISATH
COIYTCTBYIOLYIO JOKYMEHTALMIO [10 3aKIYEHUIO JOTOBOPOB

Paborarh ¢ HHGOPMALMOHHBIMUA CHCTEMaMU M 0a3aMu JTAaHHBIX 110 BOIIPOCAM
YIPABJICHUS [IEPCOHATIOM

OpFaHI/ISOBI)IBaTI) " MPOBOAWUTH KOPIOPATUBHBIC MCPOIIPUATHA C IICPCOHATIOM

Co0mroaTh HOPMBI ATHKH JEIOBOTO OOIICHHS

Heo0xoaumble 3HAHUS

MeTto/b1, c1OCOOBI 1 MHCTPYMEHTBI YIPaBJIEHUS EPCOHATIOM

Hemnu, cTparerus pa3BUTHs U OM3HEC-TUTAH OPraHU3aLUN

ITonuTnka YIIpaBJICHHUA IIEPCOHATIOM OpraHU3aluu

MeToap! aHanM3a KOJIUISCTBEHHOI0 U Ka4SeCTBECHHOI'O COCTaBa nepcoHaia

Cucrembl cTaHIAPTOB 110 OU3HEC-TIpoLieccaM, TpodeccHsiM, HopMaM Tpyaa

Cuctembl, Meroabl U (GOPMBI MaTEpUAIBHOTO W  HEMAaTepUAILHOTO
CTUMYJIMPOBAHUs TPY/la IIEpCOHAIIA

TexHoI0ruM U METOIBI Q)OpMHpOBaHI/IH " KOHTPOJIA 6IOI[)KCTOB

[lopsnox  mpoBeneHuss — 3aKymoO4HBIX — Hpoueayp U ohopMIIEHHUS
COIYTCTBYIOIEH JOKYMEHTALUU

OCHOBEI HpOHBBOHCTBCHHOﬁ ACATCIIBHOCTH OpraHru3alnunu

OcHoBBI 001Iel U COIMATBHON TCUXOJOTHH, COIMOJIOTHU U TICHUXOJOTHHU
Tpyia, dKOHOMUKH TPyIa, 0€30MaCHbBIX YCIOBHH Tpyaa

Crpykrypa opranusanuu

TpynoBoe 3aKOHOJATENBCTBO U UHBIE aKThl, COAEPIKAIINE HOPMBI TPYJOBOIO
npasa

OCHOBBI apXHWBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIE IPABOBHIE AKThHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 IIEPCOHAILY

OcHOBBI HaJIOTOBOTO 3aKOHOaTeNbecTBa Poccuiickoit deneparun

OcHOBBI MUTPAlITMOHHOTO 3aKOHOaTeNnbcTBa Poccuiickoit denepanuu, B yactu
NPUBJICUYECHUS] U TPYJOYCTPOHCTBA HWHOCTPAHHBIX TpaKAaH M JuIll 0e3
IPaKJaHCTBA

OCHOBEI AIMUHHUCTPATUBHOI'O 3aKOHOJATCIILCTBA B obnactu YIIpaBJICHUA
NEPCOHAIOM U OTBECTCTBCHHOCTH JOJDKHOCTHBIX JINI]

3akonomarenbcTBO Poccuiickoit ®Depepanuu MO 3aluTe TEPCOHATBHBIX
JTaHHBIX

JIokanbHbIE HOPMATUBHBIC AaKTBI OpraHu3alliid B oOnactu YIpaBJICHUA
MIEPCOHATIOM

[Topsaok 3aki0OueHus 10rOBOPOB (KOHTPAKTOB)
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Hopwmbl 3TkH nemoBoro oOmieHus

basoBble OCHOBBI UHPOPMATUKH, CTPYKTypHOE IIOCTPOEHHE
MH(GOPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl C HUMH

Apyrue
XapaKTCPUCTHUKU

3.7.2. TpynoBasi pyHKIUS

Peanu3zanus onepaliuOHHOTO YIpaBJieHUs YpoBeHb
Hanmenoanue | IEPCOHATIOM M pabOTHI CTPYKTYPHOTO Kox | G/02.7 | (moxypoBeb) 7
oApa3AeICHUs KBaTH(PHKAIAH

[Ipoucxoxaenue TpyaoBon
¢byHKIAN

TpynoBble neicTBuUs

Heo6xoanmelie ymeHust

Opwuruaan X 3anMCTBOBAHO U3 OpUTHHAIA

Kong Peructpaunonusiii Homep
opurHHana MpoecCHOHATHHOTO CTaHAaPTa

[TnanupoBaHue NeSTEIBHOCTH MOAPA3ICICHUS U TIepCoHala

OrnepaTuBHOE yNpaBJIEHUE NIEPCOHAIIOM MOAPA3ACIICHUS] OPraHU3aLUN

Pacuer 3arpar mno moApasleNeHHI0 U TOJATOTOBKA MPEIJIOXKEHUN s
(dbopMupoBaHus Or0KeTa

Pa3paboTka craHgapTOB JESATENbHOCTH MOJpa3/ieieHus U yHUDUKAIHSL
IIPOLIECCOB

[TpoBeneHne MHCTPYKTaXKa MO OXpaHe Tpyaa

[TocTanoBka 3a1a4 pabOTHUKAM CTPYKTYPHOI'O [TO/Ipa3/IeJICHNUs, ONpeAeICHUE
PECYPCOB JUIS WX BBIINOJHEHUS, KOHTPOJIb UCIIOJHEHUS

AHanmM3 TUTAHOB M OTYETHOCTH TOJYMHEHHBIX pPaOOTHUKOB, pa3padoTKa
MPEIOKEHUH 10 YIYUIISHUIO MOKa3aTeseil NesaTeNbHOCTH MOoapa3ieIeHIs
®opMupoBaHUE OTYETOB O pabOTE CTPYKTYPHOTO MOAPA3IEICHUS

OnpenensiTh 30HBI OTBETCTBEHHOCTU U 3((HEKTUBHOCTH PabOTHI MEpcoHala
CTPYKTYPHOTO TOJpa3JeieHusi, paclpeaeiiarh 3aJadud U o0ecrneynBaTh
MaTEepUATbHO-TEXHUYECKHUE PECYPCHI ISl UX UCIIOITHEHHUS

IIpumeHATh METOABI ONIEPATUBHOIO YIIPABIICHUS ITEPCOHATIOM OpraHU3anu
KoHTponnpoBaTh UCIOTHEHUE MOPYUYEHUN U 33]1a4, BHOCUTh CBOEBPEMEHHbIE
KOPPEKIMU B IUIAHBI U 334K

OnpenensaTh nokazarenu 3PpPeKTUBHOCTH pabOThI IEpCOHANIA TTOIpa3AeIeHuUs
YnpaBiasiTe MOTHBalMEl MEPCOHANA, €r0 BOBJICYEHHOCTHIO M AUCUUIUIMHON
Tpyna

CocTaBnarh  TUIAHBI  JEATEIBHOCTH  CTPYKTYPHOTO  TOApPA3ACIICHHS
OpraHu3aluu

CocraBnsATh, pPaccUUTHIBATH, KOPPEKTUPOBATh M KOHTPOJIMPOBATH CTaThbU
PacxoI0B CTPYKTYPHOTO TOIpa3ieieHust Jisi JOpMUPOBAHUS OIOIKETOB
IIpon3BoauTh aHAN3 TEKYLIEH AESITENBHOCTA CTPYKTYPHOTO MOAPA3IAECICHUS
Y BHEAPSTH MPOLEAYPHI TTO €€ ONTUMH3ALINHI

IIpencraBisTe  HMHTEPECHI  OpraHM3alMM W BECTHM  IIEPErOBOPBI  C
TOCYJapCTBEHHBIMU OpTraHaMH, NMPO(ECCHOHATBFHBIMU COI03aMU U JAPYTHUMH
MPEICTAaBUTEIbHBIMU OpraHaMy PAOOTHHUKOB I10 BOIIPOCAM MEepCcoHaa

Bectu meperoBopbl ¢ MOCTAaBIIMKAMHU YCIYT IO YCIOBHUSM 3aKJIHOYAEMbIX
JIOrOBOPOB

[Ipon3BoauTh TpenBapUTEIBHBIE 3aKYIOYHBIC MPOIEAYpPhl U OQPOPMIISATH
COINYTCTBYIOIIYIO JOKYMEHTALHMIO 10 3aKJIFOYEHUIO JOTOBOPOB




HeobxonuMble 3HaHUS

[pyrue xapakTepuCTUKU
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[TpoBOAUTH ayUT pe3yabTaTOB pabOTHI C IEPCOHATIOM

Paborath ¢ nHGOPMALMOHHBIMUA CHCTEMaMU M 06a3aMy TaHHBIX IO BOIIPOCAM
YIPaBJIEHUS IIEPCOHAIOM

Co01r01aTh HOPMBI ATUKHU JACIIOBOTO OOIIIEHUS

Teopuu ynpasiieHus: IEPCOHAIOM U €r0 MOTHBALIMU

Metonpl aHanu3a BBINOJIHEHMs] IUIAHOB M 3a/ay, ONPENENICHUS HUX
SKOHOMHUYECKON A (PEKTUBHOCTH

@opMBbl U METO/IBI OLIEHKHU IIEPCOHAJIA U PE3YJIbTATOB UX TPYAA

TeXHOIOrnK ONepaTUBHOIO YIPABIEHUS IIEPCOHAIIOM OPraHU3ALNAN
Cucrembl, MeTtoapl u (GOPMBI MaTEPUATBHOTO U HEMaTEPUAIBHOTO
CTUMYJIMPOBAHUs TPya IEPCOHANIA

TexHonoruu u MeTo il HOPMUPOBAHMSI U KOHTPOJISI OFOKETOB

Teopuu 1 METO/IbI YIPABJICHUS Pa3BUTUEM IIEPCOHATIA

DKOHOMHUKA TPy1a

Opranu3alvoOHHO-IITATHAS CTPYKTYpa OpraHU3aluu

[TosmTrKa yrpaBiaeHMsI IEPCOHATIOM U COLMAIbHAs MOJIUTHKA OPTaHU3aALAN
[{enu, cTparerust pa3BUTHUsI U OM3HEC-IJIAaH OPraHU3alMH

MeTtoauky IIIaHUPOBAHUS U IPOTHO3UPOBAHUS MOTPEOHOCTH B IIEpCOHAIE
[Topsimok yperyiupoBaHus TPYIAOBBIX CIIOPOB

TpeboBaHus U IpaBUiIa IPOBEAECHUS ayAUTa pabOThI C IEPCOHAIOM

Dopmsbl COLMAJIBHOTO [apTHEpPCTBa u B3aUMOJCHCTBUSA c
npo¢eCCHOHATBLHBIMU COK03aMHU U APYTUMH IPEJCTaBUTEIIbHBIMUA OpraHaMH
pabOTHUKOB, U UHBIMH OpraHU3alUsIMU

[Topsinox oopmieHHs KaapoBBIX JOKYMEHTOB U MPUIAHUS UM IOPHIMYECKOM
CHJIbI

[Topsimox  mpoBeaeHuss — 3aKyNOYHBIX — Ipoueayp U opopMIIeHHS
CONYTCTBYIOIIEH JOKYMEHTAUU

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKThI, CONEPIKALUE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOJAATEIbCTBA W HOPMATHBHBIE IPaBOBBIE AKTHI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALIMU IO IEPCOHATY
OCHOBBI HAJIOTOBOTO 3aKOHOAATENbCTBA Poccuiickon denepanun

OcHOBBI MUTPallMOHHOT O 3aKOHOAaTeNbCTBa Poccuiickoit denepannu, B 4yacTu
NPUBJICYEHUS] M TPYAOYCTPOMCTBA MHOCTPAaHHBIX TpaxJaH U JHL 0e3
IpaKAaHCTBA

OCHOBBI aIMUHUCTPATUBHOIO 3aKOHOJATENIbCTBA B OOJACTH YIpPaBICHUS
NIEPCOHAJIOM M OTBETCTBEHHOCTHU JOJKHOCTHBIX JIUI]

3akoHogarenscTBO Poccuiickoit denepalinu o nepcoHanbHbIX JaHHBIX
JlokasibHBIE HOPMATUBHBIE aKTbl OpraHU3allid B YacTH YIPABICHUS
IIEPCOHAIIOM

OcHoBBl TpaBoOBOrO perynupoBanusi Poccuiickoir @Penepanyu — nopsaka
3aKJIFOUYEHHUS IPaXAaHCKO-TIPABOBBIX JOTOBOPOB

HopMmbl 3THKH A€T0BOTO 0OLIECHHS

bazoBbie OCHOBBI MH(OPMATHKH, CTPYKTypHOE IIOCTPOEHHE
UH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH paboThl ¢ HUMH

3.7.3. TpynoBasi pyHKkuus

AJIMUHHCTPUPOBAHHUE MTPOIIECCOB U Yposenb
Haumenosanue | 7oxyMeHT0060pOTA 110 OMEPAIUOHHOMY Kon | G/03.7 | (nonyposes) 7
KBaTH(QUKAIAN
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VIIPaBJICHUIO TIEPCOHAIIOM H padoTe
CTPYKTYPHOTO TOAPa3ICICHI

IIpoucxoxaeHue Tpya0BOU
GbyHKIUN

OpI/IFI/IHaJ'I X 3aMMCTBOBaHO U3 opurnHajia

Kon PerucrpanunonHb1ii HOMep
OpHUTHHaJa IPOPECCHOHANBHOTO CTaHIapTa

TpynoBsie nencTBUs

AHanu3 IpoLeccoB J0KYMEHTO000POTA, JIOKAJIbHBIX JOKYMEHTOB I10 BOIIPOCaM
OMEpAIMOHHOTO  YIpPABJIICHUA MEPCOHAIOM U  paboThl  CTPYKTYpPHOTO
NOJpa3/ieNieHusi, OM3HEC-TIPOIECCOB  OPTaHM3alMd, YAOBJIETBOPEHHOCTH
nepcoHaa

JloKyMeHTaIlMOHHOEe O(OPMIIEHUE PE3yIbTATOB ONEPALUOHHOIO YIPABICHHS
HEPCOHAJIOM M PabOTHI CTPYKTYPHOTO IOJPA3JCIICHHs, PE3yIbTaToOB ayauTa
paboThI ¢ IEPCOHAIIOM

[TonroroBka npeI0KEeHUH M0 Pa3BUTHIO CUCTEM ONEPAIMOHHOTO YIIPABICHUS
MEPCOHAIOM M PAOOTHI CTPYKTYPHOTO TOIPA3ACICHUS, MO HEOOXOIMMBIM
KOPPEKTUPYIOLIUM U MPEBEHTUBHBIM Mepam

Pa3paboTka cucTeMbl aHAJIM3a U KOHTPOJIsE paOOThI IIepcoHaa

KoHTposib, cpaBHEHHE W aHAJIM3 TIPOIECCOB B 0OJACTH ONEPATUBHOTO
VOpaBJICHUS TIEPCOHATIOM, pE3YyJIbTATOB YIPABICHUECKUX MEPOIPHUITHH,
omnpeneneHue  (AaKTOPOB, BBI3BIBAIOIIMX  OTKIOHEHHE OT  IUIAHOBBIX
rokazareJeit

[ToaroroBka u 06paboTKa 3aIIPOCOB, YBEIAOMIICHHUH, CBEICHUH O paOOTHHKAX B
rOCy/IapCTBEHHbIE OpraHbl, MNPOPECCHOHANBHBIE COIO3bl, OOIIECTBEHHbIE
OpraHu3aIu

ConpoBokieHHEe JOTOBOPOB OKa3aHHUsS yCIAyr MO BOMPOCAM ONEPAaTUBHOTO
yIIpaBJICHUS] TIEPCOHATIOM U PabOTe CTPYKTYPHOTO MOAPA3JCICHHs, BKIIOYas
Ipe/IBapUTeNbHbIE IPOLIEAYPHI MO UX 3AKITIOYCHHUIO

[ToaroroBka mpemioxkeHH 1O (OPMUPOBAHHIO OIO/PKETa Ha TICPCOHAT
Opra”u3aluu

Brimonnenue TpeboBaHUW MO XpaHEHUIO WHGOpPMAIMKM O pe3yJbTaTax
JNEHCTBUS CHCTEM OIEPAIlIOHHOTO YIPAaBIEHUS TEPCOHAIOM U PalOOTHI
CTPYKTYPHOTO TIO/Ipa3IeJICHUS

Heo6xoanMele ymeHUst

KOHTpOJII/IpOBaTB MpoLeCChl  yIpaBJICHUA TICPCOHAIIOM HO,Z[pa?»I[eJ'IeHI/II‘/’I,
OonpeaAcIsATb UX PE3YJIbTATUBHOCTL W BBIABIIATH (i)aKTopI)I OTKJIOHEGHHIH OT
IJIAHOBBIX IMApaMCTPOB

PazpabarpiBaTh mporpamMmbl JOCTHKEHUS 1IEJIEH U OTMEPATUBHOTO PEIICHHS
3a7a4 NOApa3AEeICHUN

AHanu3upoBark, pa3padbaTbiBaTh U 0POPMIISITH JOKYMEHTHI [0 ONEPAaTHBHBIM
IIpoLIeccCaM U UX pe3ysbTaTaM

[TpoBOIUTH ayIUT KaJPOBBIX MPOIECCOB, MPOLEAYP, OGOPMIICHUS KaIPOBBIX
JIOKYMEHTOB M IOKYMEHTOB 10 YIIPaBJICHUIO IEPCOHAIOM

KOHTpOJIHpOBaTB pacxoa0BaHUC 6IOI[)K€TOB Ha IICPCOHAJI

OdopMsATe TOKYMEHTHI IO OINEPAlIOHHOMY YIIPABIIEHUIO MEPCOHATIOM U
paboTe CTpYKTYpHOTO MOApa3IesieHHs, IPEAOCTaBIsieMbIE B TOCYJapCTBEHHbIE
Oprasbl, IPeACTaBUTEIbHbIE OpTaHbl PAOOTHHUKOB

ObecneunBaTh  JIOKyMEHTAIlMOHHOE  CONPOBOXKACHHWE IO  CHCTEMaMm
ONEPALIMOHHOTO  YNPABJIEHHUA MEPCOHAIIOM U  paboTe CTPYKTYpHOIO
NOJIpa3esICHUs

OpFaHI/I3OBLIBaTI) XPaHCHUEC JOKYMCHTOB B COOTBETCTBHUH C Tpe6OBaHI/I$[MI/I
TPYAOBOTO U APXHMBHOI'O 3aKOHOJATCIILCTBA Poccuiickoit CDCIIepaLII/II/I n
JIOKAJIBHBIMU aKTaMM OpraHu3alnunu
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KonTponupoBarh HcNoNHEHHE JOTOBOPOB MOCTABIIMKOB YCIYT IO BOIPOCam
nepcoHalia

[Tpou3BoaUTE 3aKyMOYHBIE MPOUEAYPHl, OQOPMISTH W aAHAIU3UPOBATH
3aKyMOYHYIO JOKYMEHTAIUIO

[IpoBouTh mMEperoBOpbl M MPEACTABISATH HWHTEPECHl OPraHU3aluu B
TOCYIapCTBEHHBIX ~ OpraHax, Npo(eCCHOHATBHBIX COK3aX H  JIPYTHX
[PEJICTAaBUTENIbHBIX OpraHax pabOTHUKOB 10 BOIIPOCaM NEepcoHalIa

Bectu nenoByto nepenucky

Bectu y4er u perucrpanuio 10KyMEHTOB B HH()OPMAIIMOHHBIX CHCTEMax U Ha
MaTepUaJIbHBIX HOCUTEIAX

Paborats ¢ nHpOpMAITMOHHBIMU CHCTEMaMH M 06a3aMu JaHHBIX IO MEPCOHATY
Y CUCTEMAaM OIEPAIIMIOHHOTO YIPaBJICHHsI IEPCOHAIOM U paboTe CTPYKTYPHOTO
1oJipa3iesICHus

Co0:1r01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHUS

Heo0Oxoaumbie 3HAHUS

MeToabl ynpaBieHHs pa3BUTHEM U dPPEKTUBHOCTHIO OpPraHU3aIlMy, METOJIbI
aHaJIM3a BBIMOJIHCHUS [UIAHOB U MPOTPAMM, OIPEICICHHUS KX SKOHOMUYECKON
3¢ (HEeKTHBHOCTH

Mertopl OLIEHKH PabOTHI CTPYKTYPHBIX MOJpa3/ieieHu, pe3ylbTaToB Tpya
niepcoHasa

MeTo bl IPOBEACHUS ayUTa M KOHTPOJUIMHTA ONIEPATUBHBIX YIIPABICHYCCKUX
HPOLIECCOB

q)OpMI)I U CHUCTCMblI MAaTCPUAJIBHOTO W HEMATCPHUAIBHOI'O0 CTUMYJIMPOBAHUSA
TpyHda IIEpCcoHaIa

OCHOBBI IOKYMEHTAIIMOHHOT'O 00ECTICUCHHSI

[Topsimox odopmiieHus, BEACHUS M XPaHEHHs JOKYMEHTAllUU IO CHCTEeMaM
OIIEPALIMOHHOIO  YIPABJIEHUS EPCOHAIOM opraHusanuu U pabote
CTPYKTYPHOTO MOJIpa3/ieieHUs

[Mopsimox  popmupoBanusi, BeAcHHWs OaHKa MaHHBIX M TPEIOCTABICHUS
OTYETHOCTH IO CHCTEMaM OIEPAIIMOHHOTO yIpaBJICHHsI IIEPCOHATIOM U paboTe
CTPYKTYPHOTO MOJPa3ICIICHUS

HOpMaTI/IBHBIe IMPpaBOBLIC AKTbI, PEryJIMPYHOIIUC IIpaBa U 0053aHHOCTH
TOCYAApCTBCHHBIX OpraHOB W OpraHu3alvu I10 MPEAOCTAaBJICHUIO y‘-IGTHOfI
JAOKYMCHTalluN

[Topsimok mpoBeAeHNS 3aKYOYHBIX TTPOLIeyp U 0(OPMIICHHSI COMTYTCTBYIOIICH
JIOKYMEHTalUH

ITonuTuka YIIpaBJICHHUA IIEPCOHATIOM U COLMAJIbHAS IMOJIMTUKA OpraHru3alun

OpraHu3anvoOHHO-IITaTHAS CTPYKTYpa OpraHU3aIiu

I_[eJ'II/I U CTpATCrusd pa3sBUTHUA OpraHU3allun

busHec-1u1aH 1 GH3HEC-TIPOIECCHl OpraHH3aAIHN

TpynoBoe 3aKOHOIATENBCTBO U MHBIE AKTHI, COJAEPIKAIINE HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOT'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIE AKTHI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALIMU IO IEPCOHATY

OCHOBBI HAJIOT'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

OCHOBBI MUTPALIMOHHOTO 3aKOHOAATENLCTBA Poccuiickoil denepannn, B 4aCTH
NPUBJICYCHUS] M TPYIOYCTPOWCTBA HWHOCTPAHHBIX TpaxaaH u 7wl 0e3
rpakJaHCTBa

OCHOBEI AAMUHUCTPATUBHOI'O 3aKOHOOATCIILCTBA B obOnacTu YIIPAaBJICHHUA
MEpCOHAIOM U OTBETCTBCHHOCTH JOJKHOCTHBIX JIMIY

3akoHomarenbcTBO Poccutickoii denepamiy 0 MepcoOHATBHBIX TAHHBIX

JlokanpHBIE HOPMATHBHBIC JTOKYMEHTHI OpraHU3allMi B OOJIACTH YIpPABICHUS
IIEPCOHAIIOM
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[Topsiiok 3aKIOYEHHsI TOTOBOPOB (KOHTPAKTOB)

HopwMe1 3THKH 1€710BOTO O0IIeHUS

ba3oBbie 0CHOBBI HH)OPMATHKH, CTPYKTYPHOE IIOCTPOCHHE HHPOPMALIMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUMHU

Apyrue
XapaKTCPUCTHKU

3.8. O0001eHHas TPyAOBasi PyHKIHUS

HaumenoBanue

Crpaterudeckoe ynpaBieHUE
IIEPCOHAIIOM OpraHu3aluu

H YpoBeHb 7

Ko,
a KBaTH(pUKAIAN

[Ipoucxoxnenue
000011IeHHON TPYAOBOI
GbyHKIUN

Opurunan X 3auMCTBOBAHO U3 OpUTHHAJIA

Kon Peructpanmonusiit Homep
opuruHaia npoheCCHOHATBHOTO CTaHAapTa

Bo3MoxHEIE
HauMEHOBAaHUS
JIOJKHOCTEH,
npodeccuit

Bune-npe3sueHT 1o ynpasiIeHUI0 IEPCOHAIOM

JIMpeKTop 1o nepcoHamy

JIMpeKTOp IO yNPaBIECHUIO IIEPCOHATIOM

3aMeCTUTENb T€HEPATILHOTO JUPEKTOPA 110 YIIPABJIECHUIO IEPCOHATIOM

TpebGoBanus
00pa3oBaHMIO U
00y4eHUIO

Bricmiee 0Opa3oBaHue — CIEUAINTET, MAaTUCTPATypa

JlononHuTenbHOE IpodheccuoHaIbHOe 00pa3oBaHue — IPOrPaMMBI
poeCCHOHATTLHON MEPETIOATOTOBKY B 00JIACTH YIIPABIICHUS IIEPCOHATIOM,
CTpaTErnyecKoro 1 ONepalvoOHHOrO YIPaBICHHs, SKOHOMHUKH OPTaHU3alIlNN;
MIPOTPaMMBbI MTOBBILICHUS KBATH(PHUKAINN B O0JIACTH YIIPABJICHUS IIEPCOHAIIOM,
CTPaTErnuecKoro M ONepaluoHHOro YIpaBIeHUS

TpeboBaHus K OMBITY
MPAKTUYECKON pabOThI

He MeHee st et B o06nactu YIIpaBJICHHUA IIEPCOHATIOM Ha PYKOBOISAIINUX
JOJIDKHOCTAX

Oco06ble ycrnoBus
Jorycka K pabote

Jlpyrue
XapaKTCpI/ICTI/IKI/I

JIOOTHUTENBHBIE XapaKTEPUCTUKH

HanmenoBanue 0a30B0ii TPYIIIbI, TOKHOCTH
HaumenoBanue nokymeHTa Kon
(mpodeccun) wim crnenuanTbHOCTH
OK3 1232 PykoBoauTenu noapazaeneHuil (ciyx0) yrnpaBieHus
KaJpaMu M TPYIOBBIMH OTHOLICHUSIMHU
EKC - 3aMecTHUTeNb JUPEKTOpa M0 YIPABJICHUIO IEPCOHATIOM
OKIIATP 24063 | MenHemkep 1Mo epcoHaTy

3.8.1. TpynoBasi pyHkuus

HaumeHnoBanue

IIpoucxoxkaexnue Tpya0Boi
GbyHKIHUN

Pa3paboTka cucTemMBbl CTpaTErmuecKoro Kox | H/01.7 YpoBeHb (IIOypOBEHB) 7
YIPaBJIEHUS EPCOHAIIOM OpPraHU3alun " | kBamHuKaIMK
Opwurunan X 3auMCTBOBAHO U3 OpUTHHAJA
Kon Peructpaunonusiit Homep

OopurvuHajia HpO(l)GCCI/IOHaJ'H:HOFO cTa”HJgapTa
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TpynoBsie necTBUs

AHanu3  yCHEIIHBIX  KOPHOPATHUBHBIX  MPAaKTHUK IO  OpraHU3aluu
CTPATETUYECKOT0 YIPABJICHUS IIEPCOHATIOM OPTraHU3allM1, OPTaHU3ALIMOHHOTO
MIPOEKTUPOBAHMS U B3aUMOJICHCTBUS MOpa3AeIeHUI

[TocTaHOBKA CTPATErMUECKUX LIEJICH B YIIPABJICHUH [IEPCOHATIOM

PazpaboTka KOpIOpAaTHBHON IOJUTHKH, IUIAHOB, MPOTPaMM, MPOLEAyp H
TEXHOJIOTUH 110 YIIPABJICHUIO IIEPCOHAIIOM

PazpaboTka KOpPHOpaTUBHOW KyJIbTYphl M COLUAIBHOW IMOJUTHKH, CHUCTEM
MOTHUBALUH, YPPEKTUBHOCTH, OLIEHKU M pa3BUTHs IIEPCOHATIA

(DOPMI/IpOBaHI/IC CHUCTEMBI OIIIAThI U OpTraHU3allluu Tpyda

Pa3paboTka opraHuM3allMOHHON CTPYKTYpPHI, IUIAHUPOBAHHE MOTPEOHOCTH B
[IEpCOHAJIE OpraHU3aLUuu

Pa3pabotka mporpamm, NOPUHIMIIOB CTaHAApTH3alUM, YHUUKALUU,
aBTOMATH3aIMU MIPOIIECCOB YIPABICHUS IIEPCOHATIOM U O€30TMaCHBIX YCIOBHMA
Tpyaa

@®opmupoBaHue OrO/KETa HA TEPCOHAN, TEXHOJIOTMH ayauTa paboThl ¢
MIEPCOHAIIOM M KOHTPOJUIMHTA

Heo6xoanmeie ymeHust

PazpabaTpIBaTh CTpaTeruu U MOJUTUKHU B YIIPABICHUH TIEPCOHAIOM

CozpaBaTh M ONKMCHIBATH OPraHU3aLUOHHYIO CTPYKTYpPY, LEJIH, 3aJadH,
(GYHKINU CTPYKTYPHBIX MOAPA3ACICHUNA U TOJHKHOCTHBIX JIUI]

HpI/IMeHHTB METOAbl  YHPAaBJICHUA  MCKINYHOCTHBIMHU  OTHOILLICHUAMU,
(bOpMI/IpOBaHI/ISI KOMaHZA, pa3BUTUA JHAACPCTBA ©U  HCIHOJHHUTCIBHOCTH,
BBISIBJICHUS TAJIAHTOB, OIIPEACIICHUSA YAOBJICTBOPCHHOCTU pa60T0171

OHpGZ[GJIfITI: U aHAJIM3UPOBATh BHYTPCHHHUC KOMMYHHKAIUKU, MOACIUPOBATH
IIOBCACHHUC IICPCOHAJIA

HpeZ[CTaBJIﬂTI) HHTCPCChl OpraHru3alii B TOCYAApCTBCHHBIX OpraHax, BO
B3aUMOJICHCTBHH ¢ MPO(COH3aMH, MHBIMH TIPEJICTABUTEIBHBIMU OpPTraHAMH
pabOTHUKOB 110 BOIIPOCAM IepCOHaa

CocTtaBisTh, pacCUUTHIBATh, KOPPEKTUPOBATH U KOHTPOJIMPOBATH CTAaTbU
pacxomoB OrOkeToB W (OHIOB HA TPOTPAMMBI W MEPONPHUATHS 10
YIIPABJIEHUIO IEPCOHAIOM OPraHU3aLuN

[IpoBOAUTH ayIUT U KOHTPOJIIMHT B 00JIaCTH yIIPaBJICHUS IIEPCOHATIOM

Pa3pa6aTBIBaTB KOpHIOpATUBHBIC COLTMAJIBHBIC ITPOTPAMMBI

Bectu meperoBopsl 10  BOIPOCAM  COLMAJIBHOIO IApTHEPCTBA €
IIPEJCTaBUTEIbHBIMUA OpraHaMH PaOOTHUKOB

Paboratek ¢ nH(pOpMallMOHHBIMU cHCTEMaMH U 0a3aMH JaHHBIX MO BOIPOCam
YIIPaBJIEHMS IEPCOHATIOM

Opranu3oBbIBaTh MEPOIPHUATHS MO 0OECIIEUEHUIO BBIIOJHEHUS TpeOOBaHUI
OXpaHbl Tpyda B COOTBETCTBMM C JCHCTBYIOIIUM 3aKOHOAATEIbCTBOM
Poccuiickoit denepariuu v JOKATbHBIMU aKTaMU OPTaHU3ALUU

Opranu3oBbIBaTh U MPOBOAUTH MEPONPUATHS C IEPCOHAIIOM B COOTBETCTBHUE
C KOPIOPAaTUBHOM COIMATBHOMN MOJUTUKOMN

CO6J'IIO,I[aTB HOPMBI OTUKHU JCJIOBOTO O6H_ICHI/I$I

HeoOxoaumeble 3HAHUSA

MeTo/b1 yripaBiIeHHS pa3BUTHEM U 3PPEKTUBHOCTHIO OpraHU3alliy, aHaIH3a
BBITIOTHEHUS IUJIAHOB W TPOTpaMM, OMNpPENEICHHUS UX HSKOHOMHYECKOMN
s dexTuBHOCTH

MeToabl OLIEHKH paboOThl CTPYKTYPHBIX MOJpa3esieHUH, pe3yIbTaToB TpyAad
nepcoHana

Metoasl MMPOBCACHUA aYIUTOB, KOHTPOJUIMHI'A YIIPABJICHUYCCKUX MMPOLCCCOB

MeTOJII)I aHaJIM3a KOJIMYECTBCHHOI'O U KAYCCTBCHHOI'O COCTaBa Ime€pcoHalia

CucTeMsbl cTaHIapTOB 1O OM3HEC-TIpoLieccaM, MpodeccusiM, HOPMBI Tpya
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Cucrempl, MeToasl © (OPMBI MaTepUAIBHOIO UM  HEMaTepHaIbHOTO
CTUMYJIMPOBAHUS TPy/ia IEpCOHAIA

MerTo/1pl aHAIN3a COIMATBHBIX TPOTPAMM U OIPEACTICHUS UX SKOHOMUYIECKON
3¢ (HEeKTHBHOCTH

Texnonoruu u Metoabl HOPMUPOBAHUS U KOHTPOJISL OIO)KETOB Ha MEpCOHAT

TpeboBanust 0XpaHbl U OE30MACHBIX YCIOBHM TPyIa

HCJ'II/I, CTpaTerusa U KagpoBas IIOJUTHUKA OpraHu3alun

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIBbHOCTHU OpraHu3aluu

OcHOBEI COIMOJIOTHH, ICUXOJIOT'MH U DKOHOMUKU TPpyda

OCHOBEI YIIpaBJICHUA COIHUAIIBHBIM Pa3BUTHUEM OpraHu3alvn

MeTtoapl  MPOBEICHHS  COLMOJIOTMYECKMX  HCCIACIOBAHHMU,  H3yYCHHS
00LLIECTBEHHOI'O MHEHUS

CrpykTypa opranuzanuu

TpynoBoe 3aKOHOATENHCTBO U UHBIE AKTHI, COJIEPKAIINE HOPMBI TPYJIOBOTO
mpasa

OcCHOBBI apXHMBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIC IPABOBHIC AKThHI
Poccuiickoit denepanuu, B 4aCTH BeICHUS JOKYMEHTAIMH 110 TIEPCOHATY

OcHOBBI HAJIOTOBOT0 3aKOHOAaTeNbeTBa Poccuiickoit @eneparuun

OCHOBBI MUTPAIIMOHHOI0 3aKOHOAaTeIbCcTBA Poccuiickoit denepaiuu, B 4acTu
MPHUBJICYCHUS ¥ TPYJOYCTPOMCTBA HMHOCTPAHHBIX TpaXJaH W JMI 0e3
rpak1aHCTBA

OcCHOBEI AIMUHHUCTPATUBHOIO 3aKOHOJATCIILCTBA B obnactu YIIpaBJICHUA
IIEPCOHAIIOM U OTBETCTBCHHOCTU JOJIZKHOCTHBIX JIMI]

3axoHogarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX

JloxanbHble HOPMATHBHBIE AaKThl OpraHW3alMU B 00JAaCTH YIpaBICHUS
HIEPCOHAIOM

[Topsaok 3akit0ueHus 10rOBOPOB (KOHTPAKTOB)

Hopwmbl 3Tk# nemoBoro oOieHus

OcHOBBI HUHGOPMATUKH, CTPYKTYPHOE OCTPOCHNE HH(POPMAITMOHHBIX
CUCTEM U OCOOEHHOCTH pabOThl C HUMU

Jlpyrue

XaPaAKTCPUCTHUKHU

3.8.2. TpynoBasi pyHkuus

Peanuzanus cuctembl CTpaTErn4ecKoro YpoBeHb
Haumenosanue yIpaBIeHUs EPCOHATIOM OpraHU3aluu Kon | H/02.7 | (nonyposens) 7
KBaTH(QHUKAIAN

IIpoucxoxaenue Tpy0BOH
GbyHKIUN

TpynoBsie 1elcTBUS

Opurunan X 3anMCTBOBAHO U3 OpUTMHAJIA

Kon PerucrpaunoHHbIii HOMep
opuruHaia npoheCCHOHAILHOIO CTaHaapTa

[InanupoBaHue AESITETLHOCTH M pa3pabOTKa MEPOIPHUSATHI MO yNpaBiIeHUIO
NIEPCOHAJIOM JIJISl peaIN3allii CTPATETHYECKUX LI€JIEN OpraHu3alnnun
BHenpeHne monMTHK, IUIAHOB, MpOrpamMM, MPOLEAYP W TEXHOJOTHH IO
YIPaBIEHUIO IEPCOHAIOM

[TocTpoeHne opraHu3alIOHHON CTPYKTYPBI C YUETOM IJIaHOBOM MOTPEOHOCTH
B [IEPCOHAJIE U B3aUMOJAECUCTBUSI CTPYKTYPHBIX ITOAPA3IEICHUNA OpraHu3auu
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Buenpenne w mnopnepkaHue KOPHOPATUBHOW KYJIbTYPhl U COLUAIBHOM
MOJIUTUKU, CHUCTEM MOTHBAIMK, J(PQPEKTUBHOCTH, OIEHKA H Pa3BUTHS
nepcoHaa

Buenpenne u nonanep)kaHuE CHCTEMbl OpraHU3allUd TPYAAa U OIUIATHI
nepcoHaa

VYnpasieHue BHEIPEHUEM NPOTpaMM M NPUHIUIOB CTaHAAPTH3ALUH,
YHU(UKAMK, aBTOMATHU3allUM TMPOILIECCOB VYIPABICHUS MEPCOHAIOM U
0e30macHbIX YCIIOBUM Tpy/ia

Opranuzanus NOpoOBEACHUS ayAuTa M KOHTPOJUIMHTA B  YIPaBICHUU
[IEPCOHAJIOM

[TocraHoBKa 3amady  PYKOBOAMUTEISIM  CTPYKTYpPHBIX  IOJApa3/eICHUH,
OIpe/ieSIEHuE MaTepUAIbHO-TEXHUYECKUX PECYPCOB VISl X BBIIOJIHEHUS
AHaIM3 OTYETHOCTH I10 YIIPABJICHUIO TIEPCOHANIOM U BBISIBJICHHE PECYPCOB MO
YIYULIEHUIO AESITEIbHOCTU OpraHU3al|u

CornacoBaHue yCJIOBHI 3aKJIFOUaEMBIX JOTOBOPOB IO BOIIPOCAM YIPABICHUS
[IEPCOHAJIOM

Opranuzanus NpoBeACHUs 3aKYIIOYHBIX MPOLIETYP MO BOIPOCaM yIpaBICHUS
NIEPCOHATIOM B O(OPMIICHHSI COITYTCTBYIOIIEH TOKYMEHTAIIUU TI0 HUM
®opmupoBanue OJDKETa Ha MEpPCOHAl, TEXHOJIOTMH ayauTa paboThl C
IIEPCOHAJIOM M KOHTPOJUIMHIA

[TpumeHeHue K pabOTHUKAM Mep NOOIIPEHUS U JUCLUILUIMHAPHOTO B3bICKAHUS
[Tpou3BoauTh aHaIM3 JEATEIBHOCTH IO YIPABJICHUIO IEPCOHANIOM,
paspabaThiBaTh Mokasareiu 3h(HEKTUBHOCTH PaOOTHI

@®opMupoBaTh IIAHBI U MEPOIIPUSATHS 110 YIIPABICHUIO [IEPCOHATIOM
PaccuuteiBaTh OrOIKET B 00JIACTH YIIPaBIIEHUS IEPCOHAIOM

OnpenensaTs 30HBI OTBETCTBEHHOCTH PaOOTHHKOB M TOAPA3/ICIICHHIH, CTABUTh
3aJaul PYKOBOJUTENSIM TMOJApa3JeieHnii U O0ecrneuynBaTh PECypchl IS UX
VCIIOJTHEHUSI

KoHTponupoBath 1 KOPpEeKTUPOBATH UCIIOIHEHUE MOPYUCHHUH U 3314
VYrpaBnars 3¢ (pEeKTUBHOCTBIO U BOBJIEUEHHOCTHIO MEPCOHANA, TUCHUIUIMHON
TpyZAa ¥ cobroieHneM 0e30MacHbIX YCIOBHM TpyAa

Bectu neperoBopsl o BopocaM COLUAIBHOIO MapTHEPCTBA U MPEACTABIATh
MHTEPEChl OpPTaHU3alMM B TOCYIAapCTBEHHBIX OpraHax, MpoeCcCHOHAIbHBIX
COI03aX U JIPYTUX MPEACTaBUTEIbHBIX OpraHax paOOTHUKOB, U OpPraHU3aLUsIX
10 BOIIPOCaM IEpcoHala

Paboratek ¢ nH(popMalMOHHBIMU cHUCTEMaMU U 0a3aMH JaHHBIX [0 BOIIPOCam
yIpaBIeHUS MEPCOHATIOM

[TpoBOAMTH ayUT M KOHTPOJUIMHT B 00JACTH yIPaBJICHUS IIEPCOHATIOM
@opMHpPOBaTF W TPOBOAWTH COIHAIBHYIO TIOJUTUKY U  COIHMAIbHbIC
IPOTPaMMBI

Bectu meperoBopbl ¢ MOCTAaBIIMKAMHU YCIYI IO YCJIOBHUSIM 3aKIIOYaEMbIX
JIOTOBOPOB

[Tpou3BoaUTE 3aKyHNOYHBIE MpOLEAYpPbl, O(QOPMISATH U aHAIU3UPOBATh
3aKyNOYHYIO JOKYMEHTALUIO

Co0mr01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI

MeTtonbl ynpaBieHUs pa3BUTHEM U YPPEKTUBHOCTHIO OpPraHU3alliU, METO/IbI
aHaJIM3a BBIMOJIHEHUS IJIAHOB M MPOTpamMM, OIpeieIeHHs] NX SKOHOMHUYECKON
3¢ (HEeKTUBHOCTH

Opranu3zanys yrnpaBJieHHs] pa3BUTHEM OpraHU3aluu

Teopuun ymnpaBlieHUsT OpraHHU3aIMel, MOJUTUKA U CTpaTeTus YIpaBICHUS
MEPCOHAIOM



Jpyrue
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Metonpl aHanusa BBINOJIHEHHS IUIAHOB M 3a1ad, OIPEINECNCHHA HX
HKOHOMHUECKON 3P PEKTUBHOCTH

MeTobl OLIeHKH, Pe3yIbTaTOB U 3(PPEKTUBHOCTH TpyIa

MeTo/1b1 BHEIPEHMSI CUCTEMBI YIIPABJIECHUS IEPCOHAIOM

OcHOBBI pa0bOTHI 110 TPOGHOPUEHTALUN

MeToauKH IUTaHUPOBAHKS U TIPOTHO3UPOBAHUS MOTPEOHOCTH B IEPCOHAE
Llenu, cTparerus pa3BUTHA U OU3HEC-IIJIaH OPraHU3aLUuU

Teopuu 1 MeTo 161 HOPMUPOBAHUIO OPEHIAa OpraHU3AINH

TpeOGoBaHMs OXpaHbl U OE30MACHBIX YCIOBHUH Tpy/Ia

Metoauku pa3paboTKU U BHEAPEHUS JTOKAIbHBIX HOPMATUBHBIX aKTOB
[Topsiok 3aKiIOYEHUs] TPYIAOBBIX JOTOBOPOB, PETYJIUPOBAHMS TPYIOBBIX
CIIOpPOB

OCHOBBI COLIMOJIOTUH, IICUXOJIOTMM, SKOHOMMKM Tpyda M YIPaBICHUS
COLIMAJILHBIM Pa3BUTUEM OPIaHU3ALMH

Metonpl  IpOBEIEHMSI  COLIMOJIOTMYECKHUX  MCCIECJOBAHMM,  M3y4YCHUS
00I11€CTBEHHOI'O MHEHUS

TexHonoruu NpoBeACHUsI ayIuTa U KOHTPOJUIMHIA B YIIPABICHUU IEPCOHAIOM
[Topsimox  mpoBeaeHUss — 3aKyNOYHBIX — Ipoueayp U opopMIIeHHS
CONYTCTBYIOIIEH JOKYMEHTAUU

TexHonoruu, craHgapTu3anys, yHU(QHUKaAIMs[, aBTOMAaTH3alMs IMPOLIECCOB
yIpaBJeHUS EPCOHATIOM

CrpykTypa opranuzauuu

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKThI, COJIEPIKALUE HOPMBI TPYIOBOTO
pasa

OCHOBBI apXHMBHOI'O 3aKOHOJAATEIbCTBA U HOPMATHBHBIE IPABOBBIE AKThI
Poccuiickoil @enepanuu, B 4aCTH BEICHUS JOKYMEHTALMH 110 IIEPCOHATY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit denepanuun

OcHOBBI MUTI'PAaLlMOHHOT O 3aKOHOAaTeNIbCTBA Poccuiickoil denepannu, B 4acTu
NpPUBJICUYCHUS] W TPYJOYCTPOHMCTBA HWHOCTPAHHBIX TpaKAaH H JHil 0e3
IpaKIaHCTBA

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOJATENIbCTBA B OOJACTH YIpPaBICHUS
NIEPCOHAJIOM M OTBETCTBEHHOCTHU JOJKHOCTHBIX JIUI]

3akoHogarenscTBO Poccuiickoit denepalinu o nepcoHanbHbIX JaHHBIX
[TopsioK 3aKITFOYEHUS IOTOBOPOB (KOHTPAKTOB)

JlokanbpHbIE HOPMATHBHbIE aKThI B 00J1aCTH YIPaBICHUS EPCOHATIOM

Hopwmbl 5THKH 1€710BOTO O0IIEHUS

basoBbie OCHOBBI UHPOPMATUKH, CTPYKTypHOE IIOCTPOEHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMU

3.8.3. TpynoBasi pyHkuus

AJIMUHUCTPHUPOBAHKE TTPOLIECCOB U YpoBeHb
HaumenoBanne | IOKYMEHTOOOOPOTA MO CTPATETUYECKOMY Kox | H/03.7 | (nmonyposens) 7
YIPABICHUIO [IEPCOHATIOM OpraHU3aINN KBamQuKaLn

IIpoucxoxaeHue TpyaoBoi
byHKITIN

Opurunan X 3anMCTBOBAHO N3 OpUTHHATIA

Kon PeructpannonHbiii Homep
opurrHaia npo(eccHoHaIbHOTO CTaHAAPTA




TpynoBbie neicTBUS
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AHanaM3 MpPOLECCOB JIOKYMEHTOO0OpOTa, JIOKAIbHBIX JIOKYMEHTOB 10
BONPOCAM  YIPaBJICHUS NEPCOHAIOM, OHM3HEC-TIPOIECCOB OpraHHU3alluy,
YIOBJIETBOPEHHOCTH IIEPCOHAA

JlokymeHTanmonHoe o(hopMIIeHHE PE3yIbTATOB YIIPABJICHUS IIEPCOHAIIOM, €TI0
aynuTa, paboThl CTPYKTYPHBIX MOApa3IeIeHUN

JIOKyMEHTallMOHHOE U OPraHU3ALMOHHOE CONPOBOXKICHHUE CTPATETHYECKOIO
yIpaBJIeHUS MEPCOHATIOM U PabOThl CTPYKTYPHBIX MOJIpa3aesieHuit
IToaroTroBKa IpEeMIOKEHUN 110 PA3BUTUIO CUCTEM YIIPABIICHHUS IEPCOHAIIOM,
0 HEOOXOAMMBIM KOPPEKTUPYIOIIMM U MPEBEHTUBHBIM MepaM U IO
MOBBIIIEHUIO 3(PPEKTUBHOCTH PaOOTHI CTPYKTYPHBIX HOpa3/IeICHHHA
KouTponp mpoueccoB B 00JacTH yHpaBieHUS MEPCOHATIOM U  PabOThI
CTPYKTYPHBIX IOJpa3IeiICHUM, CPABHEHUE U aHAJIU3 IIPOLIECCOB, PE3YJILTATOB
VIPaBICHUYECKUX MEPOINPUSNTHI, olpeneraeHre (aKkTOPOB, BBI3BIBAIOIINUX
OTKJIOHEHME OT IIJIAaHOBBIX IIOKa3aTeen

CornacoBanve W KOHTPOJIb JOTOBOPOB IO BONPOCaM M CHUCTEMaM
CTPaTEerMuecKoro YIpaBJIEHUS IEPCOHAJIOM M  paboTe CTPYKTYPHBIX
MO/Apa3/AesIEHU, OpraHu3alus IpoLUeayp M0 UX 3aKIOUECHUIO

IloaroTroBka pe3ysabTaTOB aHAIM3a COOTBETCTBHUS OpPraHMU3alMyd M OILIATHI
TpyJla IEpCOHAJIa YCIEIIHBIM KOPIIOPATUBHBIM IIPAKTUKAM

Beimonmnenue TpeOOBaHMI MO XpaHCHHIO HH(DOpMAmMH O pe3yinbTaTax
NEHCTBUS CHUCTEM CTPATerHyecKoro YIpaBICHHUS IEPCOHAIOM M PadOThHI
CTPYKTYPHBIX IOJIpa3ACIICHUI

AHanu3upoBarth, pa3padaTbiBaTh U OPOPMIISITH TIOKYMEHTHI MO IpolieccaM 1
pe3yibTaraM  yOpaBlI€HUS  [EpPCOHAIOM U paboTe  CTPYKTYpPHBIX
MoJIpa3eIeHu !

[TpuMeHsTh MEeTO/IbI aHaTTu3a OM3HEC-TPOIIECCOB OPraHU3AINH

OnpenensiTb  mporpaMMbl  JIOCTHXKEHHS LeJNed W peleHus  3aaady
MoJIpa3eIeHu !

IIpoBONUTH ayAUT CUCTEMBI YIIPABICHUS IEPCOHATIOM

[IpoBOIUTH KOHTPOJUIMHT CUCTEMBI YIIPABJICHUS IEPCOHATIOM
KonTtponupoBarh OrojkeT Ha MepcoOHal M YNpaBICHHE pacxoJaMu Ha
IIEpCOHAI

OpranuzoBbIBaTh COMPOBOXKIEHHE JOIOBOPOB IO BOMNpPOCAM YIPABICHUS
MIEPCOHAJIOM, BKJIIOYAs PEBAPUTENBHBIE MPOLEAYPHI 110 UX 3aKIFOUECHUIO
OpranuzoBbIBaTh 3aKyMOYHbIE MPOLEAYpPbl, OQOPMIISATh U aHAIM3UPOBATh
3aKYIOYHYIO IOKYMEHTALUIO

KoHTposmpoBaTe M aHAINW3UPOBATH BOIPOCH COLMAIBHOTO IAPTHEPCTBA,
JIOTOBOPBI MTOCTaBUIMKOB YCIIYT

[IpoBoauTh mEperoBOpbl M NPEACTABIATH HWHTEPECHl OpPraHu3alvu B
TOCYIapCTBEHHBIX OpraHax, mpo(ecCHOHANBHBIX COI03aX M JIPYTHX
IPEJICTABUTENIbHBIX OpraHax paOOTHUKOB W OpraHU3alUsX [0 BOIpOcam
nepcoHaia

Bectu nenoByro nepenucky

PaGorarte ¢ uHpOpMAIIMOHHBIMU CUCTEMAaMHU U 06a3aMU JaHHBIX IO MEPCOHAITY,
CUCTEMaM  YIpaBJICHUS IEPCOHAIIOM W  OpraHU3aluu  JACSTEIbHOCTU
CTPYKTYPHBIX MOAPa3AeICHUN

ObecrieunBaTh  KaJIpoBOE  JIEJOMPOU3BOJICTBO U JOKYMEHTAIlMOHHOE
COIIPOBOKJICHHE TIPOLIECCOB 110 YIPABJIECHUIO MEPCOHAIOM M paboTe
CTPYKTYPHBIX MOJIpa3aeICHUI

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHU C TPEeOOBAHHSIMHU
TPYAOBOTO M apXMBHOro 3akoHojarenbcTBa Poccuiickont denepannu u
JIOKaJbHBIMHU aKTaMU OpTraHu3aluu
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Co0mr01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI

Heo0xonumele 3HaHUS

Hpyrue
XapaKTEPUCTUKHI

KopnoparuBHasi KynbTypa, COLlMalIbHASI MOJMTHUKA, CUCTEMbl MOTHUBALIMHU U
3 PEKTUBHOCTH YIIPABICHUS TIEPCOHATIOM

MeTtonbl ynpaBieHUs pa3BUTHEM U 3PPEKTUBHOCTHIO OpPraHU3alliy, METOJIbI
aHaJIM3a BBIMOJHEHUS IUIAHOB U MPOTrPaMM, ONPEACICHUS X YKOHOMUYECKON
3¢ (HEeKTUBHOCTH

Metoabl TIpOBENCHUS ayluTa, KOHTPOJS OIEPATHUBHBIX YIPABICHUYECKHUX
MIPOLECCOB, COUUOJIOTHYECKUX UCCIECTOBAHUI

busznec-1mad 1 OM3HEC-TPOIECCHI OPTaHU3aAIUN

broxeTHOE MPOEKTUPOBAHUE

OpraHu3alMOHHOE MPOCKTUPOBAHUE

@opmbI, METOABI MU CUCTEMbl MAaTEPUAIBHOTO M HEMATEPHAIBHOTO
CTUMYJIMPOBAHUS TPYyAa MEepCcoHaa

Cucremsbl CTaHJIapTOB I10 Ou3HEecC-TpoIeccam, npodeccusam
(crienuanbHOCTSIM), HOPMBI TPYJa

Meto/bl aHaIM3a KOJTUYECTBEHHOTO M KAYECTBEHHOT'O COCTaBa MepCoHaIa
KagpoBas monuTuka opranu3anuu

[Topsimok  dopmupoBaHUs, BeACHHS OaHKAa JaHHBIX M TPEIOCTaBICHUS
OTYETHOCTH IO CHUCTEMaM YIMPABIICHUS MEPCOHAIOM U pabOTe CTPYKTYPHBIX
MoJIpa3eIeHu !

OCHOBBI ~ JJOKyMEHTAallHOHHOTO  OOecreyeHusi, MOpsaoK  OohopMIICHUS
JIOKYMEHTOB, MPEIOCTABIISIEMBIX B rocyJapCTBEHHbIE OpraHbl,
poQeCCUOHAIIBHBIE COI03bI, OOIIECTBEHHBIEC OpTaHU3AINH

[enu u cTparerust pa3BUTHsL OpraHU3AIUN

[lopsimok  mpoBefeHUsT  3aKyNMOYHBIX — Tpouenyp W OQopMIICHUS
CONYTCTBYIOIIEH TOKYMEHTaLUN

HopmaTtuBHbIE mNpaBOBBIE AaKThl, PETYJHUPYIONIME TMpaBa U OOA3aHHOCTH
rOCYJapCTBEHHBIX OPraHOB M OPTraHHU3alUU 10 MPEIOCTABICHUIO YYETHOU
JIOKYMEHTaluH

CTpykTypa oOpraHu3allid ¥  BaKaHTHbIE JOJDKHOCTH  (mpodeccuu,
CIEINaIbHOCTH)

TpynoBoe 3aKOHOATENBCTBO U UHBIE aKThl, COAECPKALLINE HOPMBI TPYIOBOIO
rpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIbCTBA M HOPMATHUBHBIE IPABOBBIE AKTHI
Poccuiickoit @eaepanuu, B 4aCTH BEACHUS JOKYMEHTALIMU IO IEPCOHATY
OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepannn

OcCHOBBI MUTPAIIMOHHOTO 3aKOHOAaTeNIbcTBa Poccutickoit deneparuu, B uactu
NPUBJICYEHUS] W TPYIAOYCTPOMCTBA MHOCTPAHHBIX TpakIaH U JUIl 0e3
rpaxaHcTBa

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOJATENbCTBA B 00JacTH yIpaBICHUS
MEPCOHAJIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIMI]

3akoHonarenbcTBO Poccuiickoin denepainiv 0 NepcoOHAIbHBIX TAHHBIX
JlokanbHble HOPMATHUBHBIE aKThl OpTraHM3allMMd B O0OJAcCTH yIpaBICHUS
[IEPCOHAIIOM

[Topsimok 3aKITFOYEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIICHUS

bazoBrlie OCHOBEI UH(OPMATHKH, CTPYKTYPHOE IIOCTPOEHHUE
MH(OPMAILIMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMHU

V. CBenenusi 00 opranusanusix — pa3pador4yukax npogecCuoOHaJIbHOI0 CTaHAAPTA
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4.1. OTBeTCTBEHHAs] OPraHU3ANUA-PA3PAOOTUNK

O6mepoccuiickoe 00beTMHEHHE paboToaaTeneit «Poccuiickuii Cor3 MPOMBIIIIICHHUKOB U
npeAnpuHuMaTeiei», ropo Mocksa

HcnonnurensHelii Bune-npe3uaeHr Kysemun Imutpuit Bnagumuposud

4.2. HauMeHOBaHUSA OPraHM3alMii-pa3padoTUNKOB

1 | AHO «HammoHasibHOE areHTCTBO Pa3BUTHUA KBaTH(pUKAIHMIY), Topoa MockBa

2 | Accommanus (Coro3) «Accoruanusi KOHCYJIBTAHTOB TI0 ITOA00pY MepcoHana», ropoa Mocksa

3 | I'pynma HeadHunter, ropox Mocksa

4 | 3A0 «KPOK HHKOPHOPEﬁTEH, ropoa Mocksa

5 | UudopmanmonHo-ananutudeckuii neHtp «Kaapossiit Jlo3op», ropog Mocksa

6 | MI'O «OITOPA POCCHW», ropog MockBa

7 | MexnayHapoaHasl accolianysi 1eJI0BOI0 COTpYJIHUYECTBa, ropoa MockBa

8 | HOUY AIIO «MHCcTUTYT npohecCHOHaIBHOTO KaJpOBHKay, ropo MockBa

9 | HII «Accommanus EBporieiickoro 6usHecay, ropox Mocksa

10 | HIT «BKK — HanmioHanbHbIH COrO3 KaJApOBUKOBY, Topoa MockBa

11 | HIT «MexayHapoausiii anbsiHe «TpynoBas murpanus», ropog Mocksa

12 | HIT «HauuonanbHas accouuanus opUCHBIX CIIEIHUATNCTOB U aIMUHUACTPATUBHBIX
pabOTHUKOBY, TOpoT MoCKBa

13 | HIT MHO «Accoumanus MmeHekepoB Poccumny, ropon Mocksa

14 | HIT CYPD «HanumonanbHast koHbenepamnus «Pa3BuTue 4enoBedecKoro KaruTasa, Topo
Mocksa

15 | OAO «BJHX» (I'AO BBII), ropox Mocksa

16 | OAO «I"aznpom HedTh-HoBOCHOHPCKY, Topoa HoBocubupck

17 | OAO «O0benuHeHHas CyJOCTPOUTEIbHAS KOpIIopaus», ropo Mocksa

18 | OAO «PX]I», ropox MockBa

19 | OAO «Caxanun DHepmxu MuBectmenT Komnanny, ropon FOxuo-CaxanuHck

20 | OAO «Tarned1b» umenu B.JI. Illamuna, ropox Kazanp

21 | OAO «HayuHo-tipon3BoacTBeHHOE 00BenuHeHNEe «Haykay, roponx Mocksa

22 | OO0 «LG Electronics Rusy, ropox Mocksa

23 | OO0 «bwusnec [Ncuxomorn SHL Russia & CIS HII», ropog Mocksa

24 | OO0 «M1T-CK», ropog Mocksa

25 | OO0 «Jlykoin-UmxkuaupuHT», ropog Mocksa

26 | OO0 «OKBb 3enut», ropogq Mocksa

27 | OO0 «IIerpomuym Tpelaunry», ropoa Mocksa

28 | OO0 «Ilonurpad-3amnmra», ropoa Mocksa

29 | OO0 «llentp kaapoBbix TexHONOrHi — Odydenue. CTaxxupoBKu. TpynoycTporcTBO», TOPOL
MockBa

30 | Poccwuiickoe npeacraButenbcTBo «Coleman Services UK» («Koynman CepBucusy), Topos
MockBa

31 | ToproBo-npomsbinuieHHas najgara Poccuiickoii ®@eneparum, ropog Mocksa

32 | ®I'bOY BIIO «MoCKOBCKHIA TOCYIapCTBEHHBIN YHIUBepcuTeT uMeHrn M. B. JlomoHOCOBaY,
[lIxona nupexTopa no nepcoHainy, ropox Mocksa

33 | ®I'BOY BIIO MCY, ropox Mocksa

34 | ®I'bOY BIIO MBCH, ropon Mocksa

35 | ®I'bOY BIIO Cubupckuii rocyaapcTBeHHbI yHuBepcuTeT myteit coodmenus (CI'VIIC),

ropoa HoBocubupck
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36 | ®I'bY «HayuyHo-uccnenoBaTeIbCKUA HHCTUTYT TPY/AA U COITUATBHOTO CTPaXOBaAHUS
MuHucrepcTBa Tpy/a U conralbHON 3amuThl Poceniickon @enepannu, ropon Mocksa

37 | ®I'VII «IToura Poccuny», ropoa MockBa

38 | ®K «Ypancuby, ropon Mocksa

1 O6mepoccuiickuii knaccupukaTop 3aHATHIA.

2 O6mepoccuiickuii K1accu(pUKaTop BUAOB SKOHOMUYECKOH J€ATENbHOCTH.

3 Enunblii kBanuQUKaIHOHHBIA CIPAaBOYHHK JOIKHOCTEH PYyKOBOAUTENEH, CIIEIUAIICTOB U JPYTHX CIIYKAIIUX.
4 O6mepoccuiickuii knaccupukatop npodeccuii pabounx, TOHKHOCTEH CITyKAIIUX U TApUPHBIX Pa3pAIOB.



